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1. Open Start Menu, hover over “Control Panel”. a

INTErNET UptioNns
Java (32-bit)

Keyboard

Location and Other Sensors
Mail (32-bit)

Mouse

Network and Sharing Center
Notification Area Icons

2. Select “Mail (32-bit).”

Performance Information and Tools

Downloads Personalization
Phone and Modem
Favorites Power Options
Programs and Features
Computer intifiid i
QuickTime (32-bit)
Control Pandt Realtek HD Audio Manager
Recovery

Devices and Printers Region and Language

RemoteApp and Desktop Connections
Help and Support Sound
Speech Recognition
Run...
Sync Center
System

Taskbar and Start Menu

FR@erdonUoRGhHANNESSED BT

All Programs Troubleshooting
o= 2, User Accounts
Search programs and files = a
Windows CardSpace

¥ Windows Defender
& Windows Update

3. Select “Show Profiles.”

E-mail Accounts

I E-mail Accounts... I

t:j Setup e-mail accounts and directories.
-

Data Files

- Change settings for the files Outlook uses to [ Data Files ]
store e-mail messages and documents,

Profiles

Q Setup multiple profiles of e-mail accounts and [ Show Profiles...

data files. Typically, you only need one.
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4. Click “Remowe.” Click “Yes” in the popup box. Close the Mail window.

General

@ The following profiles are set up on this computer:

Windows CardSpace

Manage Information Cards that are used to leg on te online services

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:

Credential Manager
=l 5 Manage Windows credentials
@ Prompt for a profile to be used

(©) Always use this profile

Mail (32-bit)

Mew Profile

ﬁ! Create Mew Profile

Profile Mame:

Your Name

Loading Profile

6. Select “Yes.” Click “Next.”

Micresoft Qutlock Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange

Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

(®) Yes
O o

N

| <Back | Medt> || cancel
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7. Enter your EAD login credentials. Click “Next”.

Add Account *

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: |John Doe |

Example: Ellen Adams

E-mail Address: |Username@seattleculleges.edu |

Password:

[Te—— |

Retype Password: |"*""*”'"*"" |

Type the password your Internet service provider has given you.

O Manual setup or additional server types \

| <Back | Net> || cance |

8. You will receive confirmation that your account has been set up. Click “Finish.”

e . . ==

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
" Searching for Office365.SCD@seattlecolleges.edu settings
+ Logging on to the mail server

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

Change account settings \ Add another account...

"\

| < Back J[ Finish J[ Cancel ]

9. Access mail in your desktop Outlook.
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