Enterprise Email
Post-Migration
Copy an Outlook Profile

1. Click the Start eicon in the lower left corner of the screen.

2. Click on Settings. Click on Control Panel.
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3. Double click Mail.

Mail
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4. Click the Show Profiles button.

A Mail Setup - Outlook.

E-mail Accounts

L:j Setup e-mail accounts and directories. [ E-mail Accounts... I
Data Files

&h Change seﬁms for the files Outlook uses to Data Files... I

R store e-mail messages and documents.

Profiles

Q Setup multiple profiles of e-mail accountsand ~ ghow Profiles..

data files. Typically, you only need one.

<

Close |

5. Select the profile you want to copy.
6. Click the Copy... button

General I

Add

@ The following profiles are set up on this computer:

Remove Properties Copy... 4_ i
When starting Microsoft Office Outlook, use this profile: |

" Prompt for a profile to be used
" Always use this profile

[NEW EEmail ~| !

ok | Camcd | sy |
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7. In the Profile Name field type copy of “the profile name”., Click OK.

M Copy Profile [EEXE

Legacy
Cancel I

New Profile Name:
| Copy of Legacyl

8. Select the Original profile name and click on Properties.
A Mail Ex)

Remove Properties

When starting Microsoft Office Outlook, use this profile:
&' Prompt for a profile to be used
" Always use this profile

NEW EEmail ~| !

Cancel I Spply | ‘
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9. Select “Email Accounts...”.

!Q Mail Setup - Legacy -q
=

E-mail Accounts

3 Setup e-mail accounts and directories. I E-mad Accounts. . € i
Data Files .
4 Change settings for the files Outlook uses to Data Fdes. I
& B store e-mail messages and documents.

Close l

10. Select Remove and YES to verify.

.’3 Account Settings r -_1@

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 |

& New... & Repar... I3 cChange.. €% SetasDefalt X Remove # &

Name Type
Microsoft Exchange Exchange (send from this account by default)
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11.Select New.

® 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 Name: todd.k.spindler.civ
Example: Barbara Sankovic

E-mail Address: todd.k.spindler.civ@mail.mil
Example: barbara@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

[T Manually configure server settings or additional server types

12.In the Add New Email account dialog box enter the following information:
a. Inthe Your Name field type your name. (i.e. Jane Doe)
b. Inthe E-mail Address field type the new Enterprise Email address:
i. jane.d.doe.civ@mail.mil for civilians
ii. jane.d.doe.ctr@mail.mil for contractors

ii. jane.d.doe.mil@mail.mil for military

c. Click Next.
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13.When prompted enter your PIN. Click OK.

A Windows Security
Mail Application

Connecting to server autediscover.mail.mil

Use another account

SPINDLER.TODD.KEVIN.10...

Smart card credential

—
‘ 3 1032803233@mil

[P - }

[[] Remember my credentials

[ oK ] [ Cancel

14.Click Finish.

A Add New E-mail Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
Establish network connection
/ Search for todd.k.spindler.civ@mail.mil server settings
' Logon to server

Eg Your e-mail account is successfully configured to use Microsoft Exchange.

[TIManually configure server settings

< Back [ Finish ]<—m.—]—_
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15.In the drop down menu select EEmail. Select the Always use this profile radio
button. Click OK.

A Mail Ex™

General I

@ The following profiles are set up on this computer:

Qutlook

Add... Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile:
" Prompt for a profile to be used
» (' Always use this profile

> Er . - |
oK | Cancel | Aoy |

16.0pen Outlook.
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17.When prompted enter your PIN. Click OK

® Windows Security (=)
Mail Application

Connecting to server autediscover.mail.mil

l Use another account

—

~——— SPINDLER.TODD.KEVIN.10...
e Smart card credential

| 1032803233@mil

N X < .

[7] Remember my credentials

[ OK ][ Cancel ]

18. A Microsoft Outlook window will appear indicating that Outlook is preparing for
first use. This process may take a few minutes and may extend after Outlook

completely opens up.

Microsoft Office Qutlock

i C

Preparing Outlook for first use.
Retrieving mailbox settings...

Cancel
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19.The new Enterprise Email Outlook profile is now configured.

{ 1 AA - < - & Al
ltv; Inbox - Microsoit Uutiook

L

 File Edit View Go Tools Actions Help Adobe PDF

i GANew ~ | @ [ X | aReply (3iReplyto All i Forward

«

Mail « || 3 Inbox
Favorite Folders 2 |42 [ 8 From
L} Inbox (1} @2 0 Microsoft Outlook
AJ Unread Mail % © Dunigan, Bernadette CIV

(=] Sent Items

Mail Folders A
L] All Mail Items v

= Q-’,-"f Mailbox - Spindler, Todd K USA

(&3] Deleted Items
EZ] Drafts
L 7 Inbox (1}
L g Junk E-Mail
(3} Outbox
LF) RSS Feeds
[ Save
Lz Sent Items

# [ Synclssuesl

@ [© search Folders

#- 10 GORD Command Informd

20.You have now completed — Copy an Outlook Profile.
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