
Ariel’s Quick Guide to setting up outlook access on your first login to a computer 
 
When you first log into a new system outlook will not be automatically configured for your user 
information. This is particularly common if you normally work in a division office and then 
move occasionally to a courtroom or courtrooms. Configuring outlook will give you access to all 
the mail you have on the judicial server (any mail you haven’t moved to a “local” folder). It is 
very simple to configure an outlook client. You only need to know three things. First, you’ll need 
to know that you are configuring an account with an exchange server. Second you’ll need to 
know the name of the server: JUDMSCCR. And finally you’ll need to know your username 
(mine is b031azb). The rest is self explanatory. This guide covers both Outlook XP-2003 and 
Outlook 2007. 
 

1 of 7 



First, XP-2003. When you first run outlook the program will prompt you with something that 
looks like this: 
 

 
 
Clicking Next will take you to the E-Mail Accounts screen. Choose Yes and click Next. 
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This will take you to the Server Type selection screen. Choose Microsoft Exchange Server and 
click Next. 

 

 
 

From here you should enter judmsccr for the Microsoft Exchange Server and your username for 
the User Name. When completed, click Check Name to verify that the settings are correct. 
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If your username changes to your actual name, everything should be setup correctly. If it doesn’t 
and you’ve entered all information in correctly, you should contact your local software support 
for assistance. Assuming everything is OK, however, click Next. 

 

 
 
You should see a confirmation screen letting you know that you’ve completed the process. In 
that case, click Finish. 
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Unlike previous versions of Outlook, Outlook 2007 should be able to detect your username and 
the server name based on your login to windows. That said, there may be times when you’ll still 
be required to manually set it up. Either way, when you first open Outlook 2007 you should see a 
screen that looks like this: 
 

 
 
Click Next to move to the Account configuration screen. From here choose Yes and click Next. 
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You will then most likely see the Auto Account Setup screen with your information already 
filled in. If so click Next and then Next to complete the setup. If not or if you want to manually 
configure your account select Manually configure server settings or additional server types and 
click Next. 
 

 
 
On the next screen choose Microsoft Exchange and click Next. 
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For the Microsoft Exchange server enter judmsccr and for the User Name enter your username. 
Click the Check Name button to confirm that you’ve entered your information correctly. If you 
have, your username should change to your actual name. If it does not and you have entered the 
information in correctly, contact your local software support staff. When finished Click Next to 
move to the final comfirmation screen and complete your process. 
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