Outlook Client Setup
Open Outlook

Enter “Outlook” in the “Profile Name” box

) Office

xt;} Create New Profile

Profile Name:
. | OQutlook .

T —

In Profile Name, enter Outlook ===

1. Your name and email address will populate automatically

2. Next
3.
Auto Account Setup

Outlook can automatically configure many emai accounts.

© E-mail Account

ir Name Boudreault, Rhonda

Thisinformationis
automatically populated...
E-mail Address: | Rhonda.Boudreault@vermont.gov - — =
Example: ellen@contoso.com
" Manual setup or additional server types
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OK to the “Must restart Outlook” warning...

Configuring

Outlook is completing the setup for your account. This might take several minutes,

" Establishing network connection

=3 Searching for rhonda.boudreault@vermont.gov settings
Logging on to the mail server

Finish...
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Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account, This might take several minutes,
" Establishing network connection
" Searching for rhonda.boudreault@vermont.gov settings
" Logging on to the mail server

Congratulations! Your emall account was successfully configured and is ready to use.

__| Change account settings Add another account...

Finish
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If you have any trouble or issues, please call the DIl Service Desk.

Re-add Shared Mailbox Instructions: http://dii.vermont.gov/sites/dii/files/PDF/Application/Open
shared mailbox.pdf

Re-add Shared Calendar:
http://dii.vermont.gov/sites/dii/files/PDF/Application/Open%20shared%20calendar.pdf

Re-add PST files:
http://dii.vermont.gov/sites/dii/files/PDF/Application/PST%20Import%20Directions.pdf
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