What to do if the Outlook User Profile is not set up for the H:/Outlook Folder

Make sure that there is an Outlook folder in your H:/ drive.
If not, create an Outlook Folder on your H:/ drive. 1
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Select a data file in the list, then click Settings for more details or click Open File Location to Tall Me More
display the folder that contains the data file. To move or copy these files, you must first shut

down COutlook,

Close

Click on the Data Files Tab

You will notice that there is a D:\ in front of their .ost file. This should be pointing to the H: drive.
This is what will need to be corrected.

Click on Close

Close Outlook
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How to Correct the Issue
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Click on Show Profiles... button
- Setup e-mail accounts and directories,

E-mail Accounts...

SO |
Data Files
&, Change se’lctings for the files Qutlook uses to Data Files...
& store e-mail messages and documents.
Profiles

Setup multiple profiles of e-mail accounts and

Show Profiles..,
data files. Typically, you only need one,
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Close
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A Mail
General

@ The following profiles are set up on this computer:

First you need to remove the Outlook profile

Cutlook -

TallyVirtual H H T

T:yy irua Highlight the Outlook profile
Click on Remove

Click OK

[ Add... J[ Remove ][ Properties ][ Copy...

When starting Microsoﬁ&@h use this profile:

() Prompt for a profile to be used

@ Always use this profile

[ Tallyvirtual -

l OK ] l Cancel Apply
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B Mail

[l Now you need to add the “new” Outlook 5
General prof”e

,@ The following profiles are set up on this computer:

TallyVirtual
Tay

Click on Add Button

[ Add... ][ Remave ][Properties ][ Copy...

When starti

icrosoft Qutlook, use this profile:
) Prompt for & profile to be used
@) Always use this profile

[Tamyvirtal

[ Ok ] [ Cancel Apply

B Mail
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General

Type in Outlook in the Profile Name box

@ The following profiles are set up on this computer:

Click on OK button
TallyVirtual

Tay
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B New Profile

{{) Create New Profile

Profile Mame:

Outlook
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() Prompt for a profile to be used

@ Always use this profile

[Tallyvirtual

[ QK ] [ Cancel Apply

(A Add New E-mail Account

| = |
Auto Account Setup
Clicking Next will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.
Your email address will be filled out.
Your Name:
Example: Barbara Sankovic
E-mail Address:
Example: barbara@contoso.com
Password: H
Click on NEXT Button.
Retype Password:
Type the password your Internet service provider has given you.

[ Manually configure server settings or additional server types

<o | e
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A Add New E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
¥ Search for talytha.moore@dhhs.nc.gov server settings
Log on to server

< Back

Type in your email password in the
password box.

Click NEXT

lext Cancel

¥ Add Account

Congratulationst

Configuring

Outlook is completing the setup for your account. This might take several minutes.
Establishing netwaork connection
Searching for talytha.moore@dhhs.nc.gov settings
Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

s

Change account settings

Click on Change Account Settings

Click on NEXT

Add another account...

® Add Account
Server Settings
Enter the Microsoft Exchange Server settings for your account.
Server Settings
Server:  Outlook-w.ad.ncmail
User Name:  talytha.moore@dhhs.nc.gov
Offline Settings

] Use Cached Exchange Made

==

Click on MORE SETTINGS BUTTON

Mail to keep offline: 0} 3 months

More Settings ...
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LE Microsoft Exchan?/ @ 7
General Jg‘m"ﬁf1€£—|-‘.h'acurit3r| Connectionl

Mailboxes

Open these additional mailboxes:

Add... Click on the Advanced Tab

Remove

Click on Outlook Data File Settings... button

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
|:| Download Public Falder F?fvcurit

| Outlook Data File Setting

Mailbox Mode

The mailbox mode is undefined and will be determined
the next time Outlook starts.

OK ][ Cancel l Apply

Click on the BROWSE button and browse to your

M Outlook Data File Settings { = H: /Outlook folder
File: ha.moore@dhhs.nc.gov - Tay2.ost Browse .
Reduces the size of your Cutlook data Click on OK
file [.ost)
Click on YES if it asks you to create a file
oK | Cancel |
Click on OK
A Add ceount (===
Server Settings
Ervter the Microsoft Exchange Server settres for your acoount.
Server Qutigetw ad nomall
Utes Name:  Lalihg mogee @dhbnncgoy
e et Click on FINISH button

Finish Cancel
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A Mail (=3
General

@ The following profiles are set up on this computer: Be sure to select your new OUTLOOK prof“e in the
Always use this profile drop down box.

TallyVirtual

Tay

Click OK button

Add... ][ Remove ][ Froperties ][ Copy.. ]

When starting Microsoft Cutlook, use this e
() Prompt for a profile to bf u

@ Always use this profil

[Tallyvirtual -

[ OK ] [ Cancel Apply

Now you can open Outlook.

After you enter your credentials Outlook will load and update your folders. This
may take a few minutes the first time you do this. It will not take this long every

time you open Outlook.



