Enterprise Email
Post-Migration Step 2A
Ensure Outlook is set to Cache Mode

1. From the menu bar select Tools and click Account Settings.
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2. Under Name select your account. Click Change. ** NOTE *** The entry might say
Microsoft Exchange vice your name.

Account Settings @I

E-mail Accounts
You can add or remove an account. Yougan select an account and change its settings.

E-mail | Data Files | RSS Feeds | Shariint Lists | Address Books |

& New... $¥Repar.. M3 Change.. @ SctasDefaul X Remove @ &

Name Type
todd.k.spindler.cv@mait. mil Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Spindler, Todd K USA CIV (US)\Inbox
in data file C:\Users\todd.spindler\AppData)\... \Microsoft\Outlook \outiook0. ost

Page 10of 3



Enterprise Email
Post-Migration Step 2A
Ensure Outlook is set to Cache Mode

3. Ensure the Use Cached Exchange Mode checkbox is checked. If it is currently
checked click the Cancel button. If it is not checked click the box to check it and
click Next

Change E-mail Account ==

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: |mail-okc.easf.csd.disa.mil
P [V]Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: | Spindler, Todd K USA CIV (US Check Name
More Settings ...
[ Next > ] [ Cancel ]

4. If the “Use Cached Exchange Mode” checkbox is checked click Cancel.

5. If the “Use Cached Exchange Mode” checkbox is NOT checked, click the box to
check it. Click Next. The following message box may appear. Click OK.

rMicrn:-s-:nFt Office Qutlook )

The operation you selected will not complete until you select Exit from
i &% theFile menu, and then restart Microseft Office Outlock,
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6. Click Finish.

=34
Congratulations!
You have successfully entered all the information required to setup your
account.
To dlose the wizard, dick Finish.
7. Click Close.
Account Settings e

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

{E-mail | Data Files | RSS Feeds | SharePoint Lists | Address Books|

‘G New... S&Repair... I Change... @ 5= X Remove #® &

Name Type
todd.k.spindler. civ@mail. mil Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Spindler, Todd K USA CIV (US)\Inbox
in data file C:\Users\todd.spindler\AppData)... Wicrosoft\Outlook\outlookD. ost

8. You have now completed Step 2B.
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