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Setting up Email on Outiook 2010

If you have an account set up in Outlook, proceed with the first step. If you do not have an
account set up with Outlook proceed to step 6.

1. Open Outlook.

2. Click File.
[ (ﬁQ ‘ Home Send / Receive Folder WView
=) .
Account Information
— 1 @uno.edu
Info < = soft Exchange
qp A ount
Open
Print . Account Settings
@H Maodify settings for this account, and configure
Help B ) additional connections. -
éb‘eﬁ':'u”t Access this account on the web.
] Options —* https://cas.uno.edu/owa/ 1
B9 Exit I,r--'"f
L
Automatic Replies (Qut of Office)
°ﬁ|£| Use autoratic replies to notify others that you are out of o
vacation, or not available to respond to e-mail messages,
Automatic
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3. Click Account Settings and choose Account Settings from the drop down menu.

a 12 Add and remove accounts or change

ey

existing connection settings.

Delegate Access
33 Give others permission to receive

-.Ill Account Settings...
items and respond on your behalf.

a Download Address Book...
Download a copy of the Global
Address Book.

"I Manage Mobile Notifications

ﬂ Setup 5MS and Mobile
Motifications,

sow

4. Click New.
r ™y
Account Settings ﬂ
E-mail Accounts
You can add or remove an account, You can select an account and change its settings.
E-mail | Data Files I RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars | Address Books
< ] New... W pepair.. P change... €% Set asDefault 3 Remove & &
Mame Type
a , Microsoft Exchange (send from this account by default)
| |
L ,
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5. Select E-mail Account. Then click Next.

Add New Account

Choose Service

(@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization.

(") Text Messaging (SMS)
Connect to a mobile messaging service.
) Other
Connect to a server type shown below.
Fax Mail Transport

< Back Next = ] ’ Cancel
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6. If you have not set up Outlook with another account, open Outlook and fill in the proper
information. Then, click Next.

Add New Account @

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name: Full Mame
Example: Ellen Adams

E-mail Address: username@my.uno. edu

Example: elen@contoso. com
Pazeword: EEEEEEEEEEEEEEE
F'.Ety'pe Password: ==============.1
Type the password your Internet service provider has given you.

() Text Messaging (SMS)

~1 Manually configure server settings or additional server types

[ < Back ][ Mext = ]l Cancel ]

7. You will be prompted for your password twice. Change the username@my.uno.edu to

username@uno.edu. Then, click OK.

Windows Security @

Microsoft Qutlook

Ceonnecting to jphudsen@my.uno.edu

| username@uno.edu |

Remember my credentials

ok || cancel |
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8. Click Finish.

Add New Account ﬁ

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
«"  Search for v 0 @uno.edu server settings
+«"  Logon to server

Your e-mail account is successfully configured.

[T Manually configure server settings Add another account...

Finish l[ Cancel ]

Congratulations! You have now setup your Student email in Outlook 2010!

If you encounter any trouble, feel free to contact the Help Desk at (504) 280-4357 or by email
at helpdesk@uno.edu. You may also stop by the Help Desk, located in the UCC Room 101.
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