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s Go to tools menu section
o ., E-mail account _ _I‘
address Book,..  Ckrl+shift+B (r

Rules and Alerts., ..

Empty "Deleted Ikems" Folder

] Calendar

E-mail Accounts..,

H =] Conkacts
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L7 Drafts

Customize, ..

options. ..
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E-mail accounts dialog box
will appear select the view
or change existing E-malil
accounts radio button and
click on next button

B E-mail Accounts

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

E-mail

(3 add a new e-mail account
(&) Wiew or change existing e-mail accounts

Directory

) add a new directory or address book
(3 Wiew or change existing directories or address books
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‘fou can select an account and change its settings or remave it
NEEMAN MEDICAL
INTERNATIONAL

' ) i ++ELINICAL RESEARCH SERVICES
Qutlook processes e-mail For these accounts in the Following order:

El.auhan FEPPFSMTP {Default) [ﬂ] Then this dia‘log bOX
_m will appear. Click ﬂ
on new outlook d' yr

data file button

Deliver new e-mail to the Following location:

Personal Folders b | [ Mew Oukloak Data File.. .

< Back ” Finish l[ Cancel

E-mail Accounts
‘¥ou can select an account and change its settings or remove it,

Outlook processes e-ma ASCuiepeliaiiie El

Marne Types of starage:

New outlook data file dialog box will
appear select outlook 97-2002 personal

folders file (.pst) and click on OK
button

Cffice Cutlook Personal Folders File (,pst ‘

[ oK ] [ Cancel

Deliver new e-mail ko thy

|Personal Folders v | [ new Outlok DataFile... |
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Create or Open Outlook Data File ‘
- NEEMAN MEDICAL
Save in: ||1i'l COutlook v| = ] | -Q X Cl j * Tools = | NTERNAT'D NA_L

In this dialog box

enter the file name

and click on OK “-‘;’?
button 7
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File name: |dschauhan v | I Ok ]
Save as fype: |Personal Falders Files hd | Cancel
Create Microsoft Personal Folders %]

File: | C:hDocuments and SetkingstAdministratoriLo |

Marne: |dschauhan |

N Format: |F‘ersnnal Folders File (97-20021 |

Encryption Setting

'D Mo Encryption
(%) Compressible Encryption

Then enter the name of personal folder which 7 ©cmmestes
will display on left side panel of the outlook | ...
window, and click on OK button | ressword: | |

Verify Password: | |

[]5ave this password in your password list

[ ok, ] [ Cancel ]
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You can select an account and change its settings or remove ik, NEEMAN MEDICAL

INTERNATIONAL

+ELINICAL RESEARCH SERVICES
Outlook processes e-mail For these accounts in the Following order:

[r)\];mCT'nauhan PTSPDFSMTP (Default) — - -
Again you will reach on 4
[_remove ] a4

previous dialog box. s

Select recently created
e e ettt e data file from deliver new
e <) (newosioskomarie. | E-mail to the following
location combo box

[ < Back ” Finish ] [ Cancel l

Account manager
popup will display,
click on OK button.

8 Account Manager, E|

. You have changed the default delivery locakion For wour e-mail. This will change the location For wour Inbox,
! Calendar, and other Folders.

The default delivery location no longer provides Full suppart For mulkilingual Unicode data,

These changes will take effect the next time you skart Outlook,

Then close  your
outlook and open it
again.
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