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April 29, 2004
NEW MEXICO BULLETIN NO. NM 270-4-02
SUBJECT:  MICROSOFT EXCHANGE CLIENT USER GUIDE
Purpose.  To inform employees of upgrade to email exchange server
Expiration Date.  When contents have been noted.
The Microsoft Exchange Client User Guide (Appendix B and C) is being distributed to all employees in the New Mexico State Office. Individuals will be notified by an IT staff member when their email is scheduled to upload at which time these instructions must be followed. It is critical that all employees follow these instructions in order to ensure the transfer of email housed in the old server is uploaded to the new exchange server.
Please note the following:

C.1 – All Employees

C.2 – NRCS Toolkit Users Only

C.3 – SKIP THIS SECTION (All Users)  

C.4 – Use these instructions to import your Contacts

C.5 – Sets “Contacts” as your default address list after migration to Exchange

C.6 – IMPORTANT (All Users)


C.6c – Mobile Laptop Users


Path =C:\home\username\outlook\outlook.ost


C.6c – Desktop and Non-Mobile Laptop Users
Path = C:\documents and settings\username\application data\microsoft\outlook\outlook.ost
C.7 – All Employees

C.8 – All Employees

C.9 – All Employees

C.10 – All Employees

C.11 – All Employees

Any questions may be referred to Sal Davila, IT Specialist, at 761-4440.
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