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Instructions for Setting up Outlook 98

& Internet Explorer 4.0

Department of the Navy Headquarters Network  (DNHN) will be replacing “Exchange client” software (unclassified) with a new Microsoft E-mail client called Outlook 98.  This new product meets Defense Messaging (DMS) compliance and will combine the capabilities of Exchange client and Schedule+.   In addition, MS Internet Explorer will be upgraded to release 4.0. Please read the following instructions thoroughly before initiating the installation. If you have any questions concerning this document please call the HelpDesk at 433-0600.

Installation Vehicle

The installation of Outlook 98 and IE 4.0 will be sent via System Management Software (SMS) and the Package Command Manager.  The Package Command Manager dialog box will appear on your monitor. You may click on the execute button to begin the installation immediately or close the dialog box to postpone the installation until a more convenient time (possibly just before you leave for the day or leave for lunch?).  You must close all applications, including the Microsoft Office Shortcut Bar, before you launch the installation.  To restart the Package Command Manager dialog box (if you closed it) click Start, Programs, SMS Client, and Package Command.  The SMS Package will continue to show up after each network logon until Executed.  The Package will automatically begin to install 30 days after its initial arrival.  

Installation Process

The installation is fully automated and may take up to 1 hour to complete (includes a reboot).  After clicking Execute you will see a message dialog box that displays the start time of the installation. The first logon after the initial install will take longer than usual to complete, as Outlook 98 and IE 4.0 finish installing by completing the setup of your personal configuration.  

Outlook 98’s First Execution 

During the installation process the Outlook 98 icon will replace the Exchange inbox on your desktop. Once Outlook is launched for the first time it will attempt to import your Schedule Plus information into Outlook’s integrated Calendar automatically.  Below you will find instructions on how to manually import your Schedule Plus information in the event Outlook’s automatic process fails.
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NOTE: Schedule+ permissions are not imported to the Outlook Calendar. You

must manually configure permissions for the Calendar folder to allow others

to access your schedule. See frequently asked questions below for instructions.
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 Outlook will prompt you to become the default manager for News and Contacts select YES. 
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To prevent the Office assistant from being displayed every time Outlook is launched click on “show these choices at startup” and uncheck the box that enables the Assistant at startup.

Outlook 98 includes a feature called the “preview pane” that will display the text of a message in a separate window (pane) allowing you to view a message without opening it.  To return to a standard Exchange view, click View on the tool bar scroll down to Preview Pane and uncheck the Preview Pane box.

Frequently asked Questions

1) Will I have to recreate my Schedule Plus information?  

Outlook 98 will import all Schedule Plus information.

2) I have given other people access to my schedule, will they still have rights?

No.  Permissions do not import and must be reestablished.

Right click Calendar.

Select Properties.

Select permissions and add the names required.

3) Will I lose messages currently in Exchange?

No. Exchange settings are preserved to include your PST and PAB locations

4) Will I lose my Internet Explorer settings?

Yes and No.  As part of the default installation your new home page will be set to the DNHN Intranet web site.  You will however not lose any of your bookmarks.

5) How do I view other people’s calendar?

Select File, Open, and Other User’s Folder
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Type in the user name for the Calendar you want to open. You must have at least read permissions to their Calendar to view it.
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To Import a Schedule+ File
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1. Click Import information from Schedule+ and other programs.

2.  Click "Import from another program or file", and click Next.
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3. Click to select Schedule+ 7.0, and click Next.
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4. Click Do not import duplicate items, and click Next.
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6. Select Finish to begin the import.  This may take a few minutes depending on the size of your Schedule + file.

7. After the import is completed, you will be prompted to delete the old Schedule + information select “Yes”.
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