Setting Up Outlook Mail

properties.

Create Shorteut
Delete
Rename

Properties

Mail Setup - Outlook

E-mail Accounts

box Location

Point mouse to the MicroSoft Outlook icon, right click and choose

x]

Click on E-mail Accounts

@ Setup e-mail accounts and directories,

| E-mail Accounts. .. |

Data Files
&% Change settings For the files Outlook uses

ko store e-mail messages and documents,
Data Files. .,

Choose view or change

existing email accounts to see

| where the mailbox location
IS.

Profiles

Setup multiple profiles of e-mail accounts
and data files, Twpically, vou only need

one. Show Profiles,

Close

E-mail Accounts

E-mail Accounts
‘ou can select an account and change its settings or remowve it.

Cutlook processes e-mail for these accounts in the Following order:

MName | Type

Microsoft Exchange Server Exchange (Default)

Deliver new e-mail to the Fallowing location:

Mew Outlook Data File. ..

Mailbo: - Malastro, Claudia

Make sure
_ oo, | the users

mailbox and

Add. .. -

name is
m chosen

below. Type

~inif
necessary.

< Back | Finish |

Cancel




Setting Up Outlook Mailbox Location

If you are prompted for name of server, it is proxy. Also you may need to type in
username and then use check name button to find your mailbox.

E-mail Accounts

Exchange Server Settings
¥ou can enter the required information ko connect to your Exchande server, ]

Type the name of vour Microsoft Exchange Server computer. For information, see wour syskem
adminiskrator,

Microsoft ExchanQe Server: PROY

Type the name of the mailbox set up For you by your administrator, The mailbox name is usually
YOUF USEF NAME,

User Mame: |'u'a|astr|:| Claudia |

More Settings ...

¢ Back Cancel




