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Exchange Email Setup for Outlook in Windows 10 + 7

1. Press the Windows Key and type “Control Panel” and select the Control Panel Desktop App

O ca] Filters ~

Best match

Control Panel

Desktop app
Recent
@ Mail-ino
@ Mail-ino
Apps
[F] Settings
Search suggestions

2 control panel - See web results >

£ control panel

2. In the top-right, type “Mail” and select the Mail App

B2 mail - Control Panel

» Control Panel

£ Mail sl—

GSearch Windows Help and Support for “mail"
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3) If you have not previously created an account in Outlook you will need to create a new profile. Click the
“Show Profiles” button, followed by the “Add” button and name your profile.

,3 Mail Setup - Outlook >

E-mail Accounts

L:_? Setup e-mail accounts and directories. e . S
Data Files
4 Change se1_:tings for the files Outlook uses to Data Files...
&% store e-mail messages and documents.

Profiles

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

Show Profiles...

J

Close

4) You will be prompted to add an E-mail Account. Here you will type your name, E-mail address, and pass-
word and select Next to proceed.

l!- Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts.

@ E-mail Account

Your Mame: Johm Smith

Example: Ellen Adams

E-mail Address: john.smith@sonoma.edu

Example: ellen@contoso.com

Password: e —
Retype Password: ”""""""1

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Cancel
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5) If you have type your email account and password correctly, you will be greeted with a “Congratulations”
window informing you that your account was successfully configured. At this point, you may use Outlook.

Congratulations!

Canfiguring

Gubtask i tompicting the selup Por your accaunt, This might lake srveral minctes.
o EStabliahing netwoic connection

+  Searching forjmmipeesiewssmie 1oitings

" logging om ta the mail sereer

Comgratuiptions! ¥our emad acoounk was suscessTully configared and i3 resdy 1o use

[ nange aceourt weetings

6) If you are prompted to re-enter your credentials, enter them in the following format:

Windows Security

Microsoft Outlook

Connecting to IE——

SOLAR\SeawolflD

Domain: SOLAR

E Remember my credentials

More choices
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