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Adding Exchange Mailbox off campus Outlook 2010

Click on Microsoft Outlook 2010 to launch application. Click next on the outlook Startup screen.

Microsoft Outlook 2010 Startup

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outook 2010,
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Select Yes to configure outlook and click next.

Account Configuration

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsaft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

@ Yes

(2 No
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Enter your name, full email address and JMLS password.

Add New Account L 5’

Auto Account Setup
Chck Next to connect to the mad server and sutomaticaly configure your a0Courk settngs.

' E-mail Account

Your Nme: [Gabe
Exaenple: Elen Adsms

E-mad Address:  joaban@imis.edu
Example: elen@oontoss.com

Password: [ooooooooo

Retype Password: [**++++++4|
Type the password your Internat sarvica provider has given you.

" Yext Messaging (SMS)

" Manually configure server settings or additional server types

<gock [ Nest> cancel |

When prompted enter your JMLS password for verification.
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Windows Security

HMicrosolt Outlook
Connecting to gabarmi@imisedu

m galbarramils.edy
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D Llze amotheer account
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You should receive a notification that you have successfully setup your mailbox. Click Finish.

Add New Account l‘.l

Online search for your server settings...

Configuring

Configuring e-mal seryer sattings. This might take several minutes:
«  Establsh network connection

W Search for gabarr@imis. edu server settings
«  Log on to server

Your e-mal account is successfully configured.

[~ Manually configure server settings Add another accourt... l
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