6OCIO Announcement

Configure Outlook

As part of this upgrade, the District will be moving away from Lotus Notes as our email client and to Microsoft Outlook
2016.

e  When you first open Outlook shortcut on your computer, you will get a welcome Screen with your Email ID pre-
filled in the wizard
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Auto Account Setup
Outiook can automatically configure many emad accounts.

© E:mail Account

svc-monti

E-mail Address: sve-monti@bart.gov
Example: ellen@contoso.com

Manual setup or additional server types

T e )

Click Next.
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Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
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Logging on to the mail server
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Windows Security

Microsoft Qutlook

Connecting to sve-menti@bart.gov
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[7] Remember my credentials




You will be prompted to enter your password — You must enter your “Network Login password” and and click OK.
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Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
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Congratulations! Your email account was successfully configured and is ready to use.

__| Change account settings Add another account... |

Back Cancel

Click on finish to start using the Microsoft Outlook.

If you see the below window, click “Yes” to make outlook as your default email client.

Outlook is not currently your default program for E-mail, Calendar
and Contacts. Would you like to make it the default program?

Always perform this check when starting Microsoft Outlook

Yes ] [ No

Configuring Outlook Accounts




At this point

e All your old emails are migrated to Outlook
e All new emails will be delivered to Outlook

Kindly report any issues/feedback to upgradefeedback@bart.gov

Thank you!

IT Support



