
 
So, I just set up Outlook to retreive my emails.  I like using that much better than the 
web.  You’re using this at work, you can setup another profile in outlook so you can 
switch back and forth between your work and personal emails.  Here’s instructions on 
how to do that.  If you are only using outlook for your totallytuft email, the setup should 
be identical. 
 
These instructions are for windows 2000, they should be similar for winXP 
 
First, you must set up an email profile in windows.  Go to the control panel and select 
Mail: 
 

 
 



Choose Add 

 
 
Then Internet Email: 
 

 
 



Next, name the profile whatever you want: 
 

 
 
Click next, then Setup Mail Account: 
 

 
 



 
Enter General information with your name and email address: 
 

 
 
 



Enter Server Information: 
 

 
 



Specify your internet connection: 
 

 
 



Leave the Advanced properties at their default settings.  Or if you want, you can change 
the settings like I did so that outlook will leave your messages on the server for a period 
of time.  This will allow you to access recent emails via the web even though outlook has 
downloaded them. 
 

 
 
 



Specify the location where you want your outlook files stored (default is fine) 
 

 
 
Click Next and you’re almost done: 
 

 
 
 



Finally, if you are at work and have more than one profile (ie. One for work and one for 
totallytuft) you have to tell Outlook to ask you which profile to use instead of opening the 
same one all the time. 
 
Go to outlook and choose the options menu: 

 
 
Choose “Prompt for a profile to be used” 

 
Now everytime you open outlook it will ask you what profile you want to use.  To switch 
back and forth you have to close outlook and re-open it. 
 


