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1.0. References:  Local Policy
2.0. General:  This SOP outlines procedures to use desktop and laptop computers available in our work area.  These procedures are not designed for use on the GCCS-K computers.  For GCCS-K computer issues, please contact the GCCS-K help desk.
3.0.  Procedures:
3.1.  Mapping a network drive: If the logon script fails to link the computer to the "H" drive, use the following procedures:

3.1.1.  Open Windows Explorer.

3.1.2.  Select “TOOLS” from the upper menu.

3.1.3.  Select “MAP NETWORK DRIVE...”
3.1.4.  Select “H” as the drive letter you want to use.

3.1.5.  In the folder window, enter “\\yongc2ws607w957\shares”
3.1.6.  Select the “OK” button and the drive is mapped.

4.1.  Configuring your personal E-mail mailbox on Microsoft Outlook:  Use the following procedures to add a mailbox:

4.1.1.  Open Microsoft outlook.

4.1.2.  Upon the “Outlook 2002 Startup” window opening, click “Next.”
4.1.3.  Click “Yes” to configure an account.

4.1.4.  Select Microsoft exchange server.

4.1.5.  In the Microsoft Exchange Server block, type in “CWALA300NOSC001.”
4.1.6.  In the Username block, type in your “username.”
4.1.7.  Find your name, select it, and then click “OK.”
4.1.8.  Click "Next" and then "Finish."

5.1.  Adding 607 Weather Cell mailbox to your Microsoft Outlook E-mail:  Use the following procedures to add a mailbox:

 5.1.1.  In Microsoft Outlook, select “TOOLS” from the upper menu.

5.1.2.  Select “E-mail Accounts…” 

5.1.2.  Select “View or change existing  E-mail accounts.”
5.1.3.  Click “Next.”
5.1.4.  Click “Change...”
5.1.5.  Click “More Settings...”
5.1.6.  Click on “Advanced” tab.

5.1.7.  Click “Add...”
5.1.8.  Type “607weather”
5.1.9.  Click “OK”
5.1.10.  Click “Next”
5.1.11.  Click “Finish”
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