How to set up your Outlook Email on your computer.
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5) Select Add a new Email Account and click Next

E-mail Accounts

E-mail Accounts
You can changs the e-mail accounts and directaries that Outlook uses,

E-mail
' Add a new e-mail account

" View or change existing e-mail accounts

Directory
 Add a new directary o address book

7 Vigw or change existing directories or address books

I Next » I Close

4) Click on email accounts

|

7) Type in EMAIL for your Microsoft

Exchange Server and your user id (the first

part of your email address before the @
symbol) and click Next

E-mail Accounts

Exchange Server Settings
*fou can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer. For information, see vour system
administrator,

Microsoft Exchange Server:

EMAIL

Type the name of the mailbox set up for you by your administrator, The mailbox name is usually

YOUF USEr name,
Check Name

User Mame: | <your user idx|

More Settings ...
< Back Mext »

Cancel J

9) Open Outlook

1) Go to Start -> Control Panel
2) Click on Switch to Classic View
3) Double-click on the Mail Control Panel

Mail Setup - Outlook

E-mail Accounts

@ Setup e-mail accounts and directories,

Data Files
¥

Profiles

&

Change settings for the files Qutlook uses
to store e-mail messages and documents,

Setup mulkiple profiles of e-mail accounts
and data files. Typically, vou only need

E-mail Accounts. ..
Data Files...

one. Show Profiles. .
Close

6) Select Microsoft Exchange
Server and click Next

E-mail Accounts

Server Type
“ou can choose the bype of server vour new e-mail acount will warl: with,

' Microsoft Exchange Server
Connect ko an Exchange server to read e-mail, access public folders, and
share documents.

" POP3
Caonnect ko a POP3 e-mail server to download
wour e-mail,

& map
Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbox, Folders.

o HTTP
Connect ko an HTTP e-mail server such as Hotmal ko download e-mail and
synchronize mailbox Folders.

" additional Server Types
Connect to another workgroup or Srd-party mail server,
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8) Click Finish

Congratulations!

You have successfully enterad all the infarmation required to sebup your account,

To close the wizard, click Finish,
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