GOVERNMEMNT NAT[IONAL \ TR

CREATING NEW PROFILE FOR OUTLOOK

1) Open Control Panel, and select Mail

All Control Panel ltems

T » Control Panel » All Control Panel ltems

Adjust your computer’s settings

?E Administrative Tools

%@l BitLocker Drive Encryption
Credential Manager

24 Device Manager

w" DTS Audic Control Panel

& File History

o4 HomeGroup

@ Intel® Rapid Storage Technology
&2 Keyboard

F Mouse

{5 Phone and Modem

@ QuickTime (32-bit)

™5 Remotefpp and Desktep Connections
@ Speech Recognition

B system

82, User Accounts

BB Windows Mobility Center

[mgd AutoPlay

!_:!_a Color Management

5 Date and Time

Q_ﬁ Devices and Printers

@ Ease of Access Center
Flash Player (32-bit)

& Indexing Options

Internet Options

§$ Language

5= Network and Sharing Center
3 Power Options

@ Recovery

P Security and Maintenance
2 Storage Spaces

Taskbar and Mavigation
8 Windows Defender

E‘L Windows To Go

v O Search Control Panel

View by:  Small icons ¥

@ Backup and Restore (Windows 7)
Eul,. Configuration Manager

0@ Default Programs

3 Display

File Explorer Options

A Fonts

Intel® HD Graphics

&2 Personalization

[5. Programs and Features
9 Region
% Sound
@ Sync Center
Troubleshooting
@ Windows Firewall

[® Work Folders



2) Select ‘Always use this profile - Outlook’ and click ‘Add’.

B Mail e

General

@ The following profiles are set up on this computer:

COutlook

Femove Properties Copy.

When starting Microsoft Qutlook, use this profile:

Prompt for a profile to be used

@Always use this profile

Outlook b

DK Cancel Apply

3) Add any name (e.g. user’s name) and click ‘OK’



B New Profile ®

{_‘ Create Mew Profile oK
Profile Mame: Cancel

4) It will automatically fill in the name and email address. Click ‘Next’.

B Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Insyirah binti Haji Ishak

E-mail Address: insyirah.ishak@egc.gov.bn

Example: ellen@contoso.com

O Manual setup or additional server types

< Back

5) Click ‘Finish’ and restart Outlook.

Cancel



.‘-,':B Add Account

Congratulations!

Configuring

COutlook is completing the setup for your account. This might take several minutes.
\/ Establishing network connection
\/ Searching for insyirah.ishak@egc.gov.bn settings

' Logging on to the mail server

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

[] change account settings Add another account...

< Back Cancel



