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Note:
Ensure you are running the latest updates on your Mac OS.

1. Open Launchpad from the Dock.

Launchpad
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Find Mail and Click.

Contacts

FaceTime Photo Booth




If this is the first time you have added a mail account to the
client you should see the picture below. Choose Exchange and
click Continue.

Inbox (Read Only)

Choose a Mail account provider...

iCloud
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Other Mail Account...

Quit




Enter your display name and email address, then click Sign In.

To get started, fill out the following information:

Name: |brahim AboZid

Email Address: megm@mammat@vumec.org|

Cancel




Step 5

Click Sign In one more time.

Sign in to your Exchange account using Microsoft?

Your email address will be sent to Microsoft to discover your Exchange acciunt
information.

Cancel Configure Manually Sign In




If you get this pop-up, select Work or school account.

a5 Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to use?

Work or school account
Created by your IT department

rggesdtill@®t @vumc.org

Personal account
Created by you

M@vumc.org

Tired of seeing this? Rename your personal Microsoft account.

Sign in with another account

Cancel




Step /

Sign in with your VUnetID and ePassword, then click Sign On.
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Sign On

Please sign on and we'll send you right along.

Usemnmame

Password

| am committed to keeping VUMC patient
and confidential information secure

« Logoff and lockup computer, phone, and tablet when
away.

« Forward any suspicious phishing emails to:
phishing@vumec.org.

« Work with confidential data where others cannot see your
screen.

Questions? Email: Helpdesk@vumc.org or call 34-3HELP
VUMC Policies:Vanderbilt.Policytech.com
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Step 8

Click Accept.

2% Microsoft

Q@vumc.org
Permissions requested

iOS Accounts
App info

This app would like to:

\/ Access your mailboxes

\/ Access your mailboxes

\/ Sign you in and read your profile

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms for
you to review. You can change these permissions at
https://myapps.microsoft.com. Show details

Cancel

Cancel




Confirm that all the applications you need to synchronize are
selected and click Done.

Select the apps you want to use with this account:
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Step 10

Your mail application should open and start downloading your
email content.

If you choose to Sync the e

Calendar, Open the calendar 3 Drafts
R <4 Sent

from the Finder to see all B Aciie

Smar t Mailboxes

your calendars there.

Exchange

B Conversation History

29 RSS Subscriptions

» @ Sync Issues [ 4 )

Downloading Messages




