Mapping to Outlook Client
1. Open the Control Panel and Click on the Mail icon

. . @ v Control Panel » All Control Panel Items » - Search Control Panel L

Adjust your computer's settings

PAction Center

K4 Color Management
[t Desktop Gadgets

@ Ease of Access Center
=l Getting Started
@Ja\ra

F Mouse

! Personalization

@) QuickTime

4 Sound

LI_ Taskbar and Start Menu
E Windows CardSpace
@'Windows Update

Administrati\reTools
Credential Manager
g4 Device Manager
Flash Player

& HomeGroup

Z2 Keyboard

5 Network and Sharing Center
Phone and Modem
@ Recovery

é Speech Recognition
Trnuhleshnnting
i Windows Defender

g AutoPlay

:L? Date and Time

@ Devices and Printers
Folder Options
&Indexing Options
Location and Other Sensors
B2 Motification Area Icons
3 Power Options

9 Region and Language
@ Sync Center

% User Accounts
0Window5 Firewall

View by:  Smallicons ~

@ Backup and Restore

@ Default Programs

=5 Display

|A Fonts

Intemet Options

B Mail

M Performance Information and Tools
Programs and Features

@ Remotelpp and Desktop Connections
Ll System

'_'.,. Windows Anytime Upgrade
e Windows Live Language Setting

2. Select E-mail Account

E-mail Accounts

[-::ﬁ Setup e-mail accounts and directories.
Bl

E-mail Accounts... |

Data Files

4, Change settings for the files Outlook uses to
&ﬁ store e-mail messages and documents,

Data Files. .. |

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Show Profiles. .. |

Close |




3. Click on Add

General I

@ The following profiles are set up on this computer:

Add... Remove Properties Zopy..,

When starting Microsoft Outlook, use this profile:
™ Prompt for a profile to be used
¥ Always use this profile

| =

0K Cancel | Apply

4. Enter your Cougarnet Username

General |

[ (B New Profile |

il

d,':} Create Mew Profile E

Profile Name:

| jfloress

Add... | Remoyve | F‘ru:upertiesl Copy...

When starting Microsoft Qutiook, use this profile:
" Prompt for a profile to be used

% Always uze this profile

Cancel |




5. Click ok and then select Manually configure server settings option

r_@ Add New Account

Auto Account Setup
Connect to other server types.

() E-mail Account

our Mame: Flores, Jacqueling

Example; Ellen Adams

E-mail Address: jfloress@Central. UH.EDU

Example; ellen@contasa,cam

() Text Messaging (SM5)

@ Manually configure server settings or additional server types |

< Back MNext = I[ Cancel ]

6. Select the Microsoft Exchange option and click next

Choose Service

) Internet E-mail

Connect to POP or IMAP server to send and receive e-mail messages.
@ Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
) Text Messaging (SMS)

Connect to a mobile messaging service.
) other

Connect to a server type shown below.,

Fax Mail Transpart

<Back |[ mext> | | cancel |




7. Enter Server Name: ExServer4.cougarnet.uh.edu and then enter your Username.

8. Click on check name to verify the account and then click on next.

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service,

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server: Iw
Use Cached Exchange Mode

Type the user name for your account.

User Name: |'ﬂ°FES‘3 entral. UH.EDU | |CheckName

More Settings ...

<Back || Next> | [ cancel

)

9. You will see a congratulations message.
10. Click on finish

Congratulations!

‘You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish.

< Back |I Finish I




11. Navigate to Outlook. You have successfully setup Outlook on your PC.
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