Setting up Microsoft Outlook (E-mail)

1) Find the Microsoft outlook icon by going to start menu
*1t might aso be found if you click on al programs and then Microsoft office and the
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2) Click onthe E-mail Icon Wait for Outlook to Finish installing.

3) Click on the set up new e-mail account.

-mail Accounts
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(%) Add a new e-mail account
() Wiew or change existing e-mail accounks

Directory

O add a new directory or address baok

!' () Wiew or change existing directories or address books
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4) Choose Microsoft Exchange Server

-mail Accounts

X

Server Type
ou can choose the bype of server your nes e-mail account will work with.

(%) Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public folders, and share
documnents,

) roP3
Connect ko a POP3S e-mail server bo download yvaour e-mail.
O 1Map

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbos:
folders.

CIHTTP

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

() Additional Server Types
Connect ko another workgroup or 3rd-party mail server.

’ = Back " MNext = l’ Cancel ]

5) in thefirst box put in fcdcex4 and in the 2™ box but in your username (make sure
you click check name and that your full name comes up)

E-mail Accounts

Exchange Server Settings
‘fou can enter the required information to connect ko vour Exchange server,

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

Micrasoft Exchange Server:  |fodeexs.co.franklin.oh.us

Use Cached Exchange Mode

Type the name of the mailbox set up Far wou by vour administrator. The mailbox name
is usually your user name.

User Mame: |Jones, Jennifer M,

More Settings ...

6) then select next until you are though and the mail comes up




