Open Control Panel

Open "Mail"
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Click "E-mail Accounts"
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Select “E-mail” tab > Select “New”
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E-mail Accounts
Vou can add o remave an accaunt, Yau can select an account and change s settings.
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Selected e-mall account delivers new e-mall messages ta the Follawing locatian:

Changs Eolder ] Personal Folders\Inbox
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Choose “Microsoft Exchange…..” > Click “Next”
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Choose E-mail Service

© Vicrosalt Exchange, POPS, TMAP, o HTTP

Connect to an e-mai account a your Internet service provider (ISP) or your
erganization’s Microsoft Exchange server.

O other
Connect o & server type shoun below.





Enter your desired display name

Enter your e-mail address (the domain must be linked to the Exchange Server)

Enter and verify your password for this account

Click “Next”
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Auto Account Setup
Clicking Next willcontact your el server and configure your Intermet service provider or Microsoft
Exchange server account settings:

Your Name: John Dykstra
Example: Barbara Sankovic

E-mail Address: |demo1@dykstramsoutlookonine net
Example: barbara@contosocom

Password: e

Retype Password: ¥+

Tyne the password your Internet service pravider has given you,

[Jmanually configure server settings or addtional server types





Click “Allow” when asked about configuration
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Vour account was redrected to this webste for settings,
ou should only alow settings from sources you know and trust
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If all goes well you will get a confirmation message and you Exchange account will be available when you re-open Outlook.
