1. Open Microsoft Outlook

2. From the “Tools” menu select “Accounts Settings”
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3. From the “Account Settings” window’s “E-mail” tab, select the “New” button.
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E-mail Accounts.
‘You can add or remove an account. You can select an account and chang ifs settings.
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Selected e-mail account delivers new e-mall messages to the following location:

Change Folder | Mailbox - Michael L. Nichols\Inbox
i data fie C:\Jsers\Vichael \AppData\Local|Microsoft\Outook loutlook.ost





4. Select the “Microsoft Exhanage, POP3,IMAP, or HTTP” option in the “Add New E-mail Account” windows and selec the “Next” button
[image: image3.png]‘Add New E-mail Account P ® =)

Choose E-mail Service

Hiicrosoft Exchange, POP3, THAP, oF HTTP:
Connect to an e-mai account at your Internet service provider (ISP) or your
organization’s Mcrosoft Exchange server.

© other

Connect to  server type shoun below.

Fax Mai Transport
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5.  In the “Add New E-mail Account” windows, provide the following information:
· Your Name: Provide your full name (i.e. John Doe)

· E-mail Address: Provide your full email address (i.e. JohnDoe@Domain.com)
· Password: Provide you password
· Re-type Password: Provide your password
6. Select the “Next” button to continue.
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Auto Account Setup
Clding Next ill contact your e-mail server and configure your Interet service provider or Microsoft
Exchange server account settngs.

Your Name: [Your First Name] [YourLastime]
Example: Barbara Sankovic

E-mail Address: | [Your Account Name] @[Your DomainName] com
Example: barbara@contoso.com

Type the password your Internet service provider has given you.
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7. Ensure that all email test complete successfully.
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Configuring

Configuring e-mail server settings. This might take several minutes:
/ Estabish network connecton
 Search for Test@Get:Defned.com server settngs
/ Logonto server and send a test e mai message

Your POP3 e-mal account s successfull configured.

[CIManually configure server settings





