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Steps for Initial Setup of Microsoft Outlook  
 

• To successfully initialize Microsoft Outlook (Outlook) the first time, email settings need 
to be verified.  

 
Important Note:  Outlook can only be configured to check email that is not currently being 

checked with Internet Explorer. 
 

From your Windows Desktop, double click on the ‘Microsoft Outlook’ icon as indicated 
by the red arrow below. 
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• After double clicking on the Microsoft Outlook icon, the Inbox will be displayed.  Before 
using Outlook for the first time, the UAN email account settings need to be verified.  
Click on the ‘Tools’ menu, then click on the ‘Email Accounts…’ option. 

 
Note:  If the ‘Email Accounts…’ option is not in the ‘Tools’ menu, click on the 

icon indicated by the red arrow below to expand the ‘Tools’ menu. 
 

 
 

• Click on the ‘View or Change existing e-mail accounts’ option then on ‘Next’ as shown 
in the picture below. 
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• In the ‘E-mail Accounts’ window, click on ‘UAN Email’ under the ‘Name’ section and 
then click on the ‘Change…’ button as indicated by the arrow below. 

 

 
 

Important Note:  If there are no selections in the ‘E-mail Accounts’ box, you must set up the 
UAN account by exiting Outlook, then opening the ‘My Documents’ folder 
on the desktop by double clicking on the ‘My Documents’ icon, and finally 
double clicking on the ‘Outlook.prf’ file.  After double clicking, Outlook 
will again open.  Continue the setup process by going back to the start of 
page 2. 
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• In the window that opens, verify the following information: 
 

 The ‘E-mail Address:’ field should have your entity ID followed by 
‘@uan.auditor.state.oh.us’.  An example of this would be if my entity ID 
is ‘0000’, then my email address would be 
‘0000@uan.auditor.state.oh.us’.   If you do not know your entity ID, it is 
the four digit number printed after your name on your 11.1 mailing 
address.   

 
 The ‘User Name:’ field will need to be updated to your entity ID followed 

by ‘@uan.auditor.state.oh.us’.  If my entity ID was ‘0000’, then my email 
address would be ‘0000@uan.auditor.state.oh.us’. 

 
 The ‘Password’ field will need to be updated.  The password is the same 

password that was used with iPass, plus 0’s at the end to make it 8 
characters long.  An example would be if my iPass password was ‘12345’ 
my new UAN email password would be ‘12345000’.   

 
Note: Your UAN entity ID can be located in the UAN software at:    

Accounting/Maintenance/Address/Edit and select your entity. 
 

 
 

• Once all settings have been verified, Click on the ‘Next’ button at the bottom of the 
window and then on the ‘Finish’ button. 
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• If you have email to import from another program (e.g. Outlook Express), go to the ‘File’ 
menu from the main Outlook Window and click on ‘Import and Export…’.  Follow the 
prompts on the ‘Import and Export Wizard’ screen to import your email from another 
program. 

 

 
 
• Once all of the settings have been verified and all email from other programs is imported, 

close Outlook.  Outlook is now ready for use. 
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Steps for Using Outlook 
 

• You must first connect to the internet before you are able to use Outlook.  Once you are 
connected to the internet, Double click on the ‘Microsoft Outlook’ icon on your desktop 
as indicated by the red arrow below. 
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• The Outlook window opens and highlights the first email in your Inbox.  The below 
picture shows the Inbox and has some of the most commonly used buttons. 

 

 
 

1. The ‘New’ button opens a new window to send a new email message. 
 

2. The ‘X’ button deletes the selected message from the Email List. 
 

3. The ‘Reply’, ‘Reply to All’, and ‘Forward’ buttons open a new window with as a 
reply, reply to all, or forward of the selected email message from the Email List. 

 
4. The ‘Send/Receive’ button sends emails and checks for new incoming email 

messages. 
 

5. The Email List displays all of the email messages in your Inbox. 
 

6. The ‘Preview Pane’ shows the selected email message from the Email List. 
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• To send a new Email message.  Click on the ‘New’ button. 
 
• In the Untitled Message window, type in the ‘To’ email address, the subject, and the 

email message.  If you need to attach an item to the email, click on the paper clip icon 
and browse to the item to be attached.  Once you are ready to send the message, click on 
the ‘Send’ button. 
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• To read email messages, click on the message in the Email List and the Preview Pane 
will show the contents of the message.  As an alternative, you may select the email and 
read the message by double clicking on the message in the Email List.   

 
• To open or save attachments in the email, double click on the attachment.   

 

 
 
 

• A window will be displayed asking if you want to open or save the item.  To open the 
item, click the ‘Open’ option and click on the ‘Ok’ button.  To save the item, click on the 
‘Save’ option and then on the ‘Ok’ button.  Another window will be displayed allowing 
you to choose where you want to save your file. 
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