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3. Click New on the
screen that appears.
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Account Settings

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

3 Files RS55 Feeds SharePoint Lists  Internet Calendars Published Calendars Address

ﬁ“ Change... >( Remove

Type

VUM C,Org Microsoft Exchange (send from this account by




4. Enter email
address Only on
following page. Do
not fill out the other
fields. Click Next.
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Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts.

@ E-mail Account

Your Name:

ample: Ellen Adams

E-mail Address: fred.frazier@uanderbilt.edu|

Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

D Manual setup or additional server types

< Back




Your account should D
be added. Click
Fi nish’ Close’ a n d Outlook is completing the setup for your account. This might take several minutes.

Establishing netwaork connection
Searching for fred.frazier@vanderbilt.edu settings

then restart Outlook.

Congratulations! Your email account was successfully configured and is ready to use.

I:‘Change account settings Add another account...
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Outlook might ask for credentials when it starts. Pay close attention to which
address it is asking credentials for. If the incorrect ID is already populated you will

need to click More choices, use a different account, and enter the correct VUMC ID
and Password for the email address you want to add.

i i Windows Securi %
Windows Security % indows Security

. Microsoft Outlook
Microsoft Qutlook

Connecting to fred.frazier@vanderbilt.edu

Connecting to fred.frazier@vanderbilt.edu ‘ User name ‘
- Password
VANDERBIL\fraziefp ‘ - ‘
Domain: VANDERBILT
Password |:| Remember my credentials
I:l Remember my credentials More choices
VANDERBILT\fraziefp
(0] 4 Cancel

QK Cancel
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Once added you should
be able to see, and
access, both email
accounts.
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You can select which account
to send from using the drop-
down ‘From’ box when _
sending a new email. o Xon

3 Copy
¥ Format Painter

Paste

Clipboard ]
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