
Setting Up Your Outlook Profile 
 

Launch Outlook from icon 
on computer task bar.  

Enter your Username and 
password and click OK. 

 

Enter your password again 
and click OK. 

 

Select your name and click 
OK. 

 



Click the New button to 
create a new profile and 
click OK. 

 

Type a new Profile name 
and click OK. 

 

Select Add a new e-mail 
account and click Next. 

 

Select Microsoft 
Exchange Server and click 
Next. 

 



Type ads.friscoisd.org for 
the Microsoft Exchange 
Server box. 
 
Deselect the box for Use 
Cached Exchange Mode 
 
Enter your user name and 
click Next. 

 

Type in ads\   then your 
user name. (ads\hunterb) 
 
 
Enter your password and 
click OK. 

 

Select your name and click 
OK. 

 



Make sure your username 
appears in the username 
box and click NEXT. 

 

Click FINISH to close the 
wizard.  You are now ready 
to use Outlook. 

 

Managing your Profiles 

Click on START-  
SETTINGS-  CONTROL 
PANEL. 

 



Double click MAIL to 
access the mail 
management window. 

 

Click SHOW PROFILES to 
access the mail profiles 
window. 

 
To Remove a profile- 
Highlight the profile name 
and click REMOVE. 
 
To Add a profile- 
Click on the ADD button. 
 
Prompt for Profile option- 
If multiple people use your 
computer for Outlook, 
choose Prompt for a 
profile to be used. 
If you are the only person 
using Outlook on your 
machine, choose Always 
use this profile.  

 


