Close Outlook.

Open the “Control Panel”

Music

Computer

Control Panel

Change settings and

Default Programs

Administrative Tools »

Help and Support

Select “Mail”

Internet Options
O Netification Area Icons
Phone and Modem

Programs and Features
1%8 Remote Control (32-bit)

In the Email Account Setup window, select the Email Accounts” button.

(A Mail Setup - Nester [
E-mail Accounts
S j Setup e-mail accounts and directories, Ecinad ACCounts... _
Data Files
4 Change settings for the files Outiook uses to Data Files... ]
&@ store e-mail messages and documents.
Profiles

Setup multiple profiles of e-mail accounts and h Flek...
data files. Typically, you only need one. Show Profes

Close




Click on “Change”
*J,'J Account Settings r

E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

...QNEW... %Repﬁir... @Change...ghmove + &

MName Type
@ manester @miligan.edu

Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

manester@milligan.edu\Inbox

in data file C:\Users\, .. \Outlook\manester @miligan. edu - Nester.ost

Click on “More Settings”

vore settngs ... | (N

« Back Mext = Cancel
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Click on “Advanced”

A Microsoft Exchange t

e

General | Advanced | m

Exchange Account
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Click on “Add”

(. Microsoft Exchange !

i

General | Advanced | Security | Connection |

Mailboxes

Open these additional mailboxes:

|
Remove |

Cached Exchange Mode Settings

Type the name of the account you wish to add (Not the email address)

Click “OK”

@ Add Mailbox |
Add mailbox:

—

| ok | [ cancel )

Clcik “OK” if correct mailbox appears

( M Microsoft Exchange J u

| General | Advanced | seaurity | Connection |

Mailboxes
Open these additional gailboxes:

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
[~] pownload Public Folder Favorites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

[ outlook Data Fie Settings... |

(o< J[ conced J[ aopiv |




Click “Next”

Server

Type the sarver name for your scoount. 1 you don't krow e server mame, aok your
000Ut provider. o =

Type e caer nare for pour account.

Settmgs
Drter e rfrmaton requred to comnect to f oy servce,

| | X ane

Click “Finish”
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Click “Close”

A Rocoum Settiegy — _r L_=_J

£ madl Accosmis
You cen mdd O rERCee E SCCOUR. SO0 G aeiect e accoure snd) charge 1 settnge.

dien., RAme. FOwpe., O Himnae * &
hare Trom
@ et Sl st Mcrosst Facharge (end from tus sccurt 3y detast)

Selected acomat delreers new remcages 13 e follosrg bostan;

ronge Foldes mumesteromilgen eda | Inbox
mdate Se CUse OUBONR nanester Seillom ady - Nester. o5t
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Click “Close”
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Q Mail Setup - Nester u
E-mail Accounts
Qj Setup e-mail accounts and directories.
Data Files
4 Change settings for the files Outlook uses to Data Files... I
&é store e-mail messages and documents.
Profiles

Setup multiple profiles of e-mail accountsand ~ ghouw profiles... |
data files. Typically, you only need one. LT

Open Outlook and addition Mailbox should appear in your folder list.

4 manester@milligan.edu

> [ Inbox (1)
(7| Drafts [1]
E sent Items
@ Deleted Items

(@ Junk E-mail [31]

@ Cutbox

[ quarantine
() RSS Feeds
[ Eﬁ Search Folders
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