Microsoft Outlook 2003 Initial Configuration

Summary

The computer labs, and most others, are single user or used by multiple users that don’t need
separate profiles. When Outlook 2003 is first started the Outlook startup wizard does not give
you an opportunity to specify where Outlook data files are stored. After the wizard completes,
there’ll be an Outlook.srs and Outlook.xml in C:\Documents and Settings\<User name>\Application
Data\Microsoft\Outlook\. The default location for “Personal Folders” in Outlook, Outlook.pst, is in a
different location, C:\Documents and Settings\<User name>\Local Settings\Application
Data\Microsoft\Outlook\.

We want to move the Outlook.pst file to a central directory that can be accessed by all levels of
users and facilitate backups by having all data in C:\My Documents\.

Move the Outlook.pst file from C:\Documents and Settings\<User name>\Local
Settings\Application Data\Microsoft\Outlook\ to C:\My Documents\Outook\

Initial Configuration of Outlook 2003

Start Outlook
The first time you start Microsoft Outlook 2003 you’ll be prompted to create a new profile.
New Profile x|

.

1 Create Mew Profile

Cancel |
Profile Mame:
IOutIu:u:uk

Type the profile name then click the OK button.
(Note: Under Windows 2000, You’re not prompted for a New Profile. Just under Windows XP)
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You’ll then be prompted for to create an email account
E-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

* add a new e-mail account;

™ view or change existing e-mail accounts

Directory

™ add a new directory or address book

" View or change existing direckories or address books

L ke

= Barck I Mexk = I Close |

Since we’re setting up a generic profile for an image that will be used by multiple users, we want
to create a profile without and email account. Also, discourage using Outlook for email unless
the user needs access to an Exchange Server. Recommend the latest version of Mozilla
Thunderbird (mozilla.org).

Click the Close button. You’ll get the following dialog
Microsoft Office Dutlook |

3 i IF vou want bo create a profile with no e-mail accounts, dick Ok, IF vou do not wank ko create a profile at all, lick
. |
ancel.

Cancel |

Click the OK button to create a profile with no e-mail accounts.

Compliments of Chin ( CVibes.net) last saved: 12/19/2005 9:09 PM Page 2 of 7



Outlook 2003 will then start the Outlook 2003 Startup Wizard
Outlook 2003 Startup x|

Outlook 2003 Startup

Welcome bo the Outlook 2003 Skartup wizard, which will
qguide vou through the process of configuring Cutlook,
2003,

kel

Cancel |

Click the Next button
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Account Configuration

E-mail Accounts

Select No, then click then Next button
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Cancel Configuration x|

Create Data File

¥ou have chosen ko exit the Outlaok 2003 Skarkup
' wizard without configuring an e-mail account,

You will not be able ko send or receive e-mail messages,
You can add an e-mail account laker, However, we

recommend that vou use this wizard to add an e-mail
account now,

= ¥ Continue with no e-mail support.;

™

< Back I Finish I

Select “Continue with no e-mail support.” then click the Finish button.
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[l outlook Today - Microsoft Outlook =& x|
File Edit Wiew Go Tools Actions  Help Type a question for help -

SdlNew ~ | S ?pFind @ Typeacontacttofind - -@)! @eack @ | B B | & Q outlook:today -!

_ Personal Folders - Outlook Today

Favorite Folders _———

== —— Saturday, July 09, 2005 Customize Cutlook Today ...

[ Inbax

L= Sent Items Calendar Tasks Messages

All Mail Folders

& Inbox 1]
=1 84t Personal Folders Drafts i

(&) Deleted Items kb o
L7 Drafts

[ nbax

[ Junk E-mail
L[4 outbox

[=4 Sent Items
[ Search Folders

[~ Mail
E Calendar
f=| Contacts
;Z] Tasks
»
ulCa [ 2 |

|D0r|e |

The initial configuration of the default profile for Outlook 2003 is now complete.
Exit from Outlook 2003.

Moving Outlook.pst to My Documents

The next thing to do is move the Outlook Data File (Mail delivery location) from the users
directory to a common location.

Move the Outlook.pst file from C:\Documents and Settings\<User name>\Local
Settings\Application Data\Microsoft\Outlook\ to C:\My Documents\Outook\

Start Outlook 2003
The next time Outlook 2003 started it won’t find the Outlook.pst file.

Personal Folders x|

' The File C:YDocuments and SetkingsiadminiLocal Settings)application DatalMicrosofth Cutlook) Outlook, pst could nok be
e % found
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Click the OK button
We need to now tell Outlook where to find Outlook.pst.

Outlook will display the “Create/Open Personal Folders File” dialog
Create/Open Personal Folders File |

Look jn: IE‘ Cutlook, j = IfF "

Diesktol Ju]

Y

by Documents

File name: [Ootiockcps] =l Open
Filez aof type: IF'ST Files [*.pst) j Cancel

Help

Pl

Navigate to the directory you moved Outlook.pst to. i.e. C:\\My Documents\Outlook\

Then click on the Outlook.pst file then click the Open button.
Make sure that the “everyone” group has Modify and Write rights to C:\My Documents\

You’re done. Remember to back your data!
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