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2. Click Account Settings, then
Account Settings again

(/1 price.frazier@vumc.org

WHCroso change

4 Add Account

Account Settings

Change settings for this account or et up more
connections,

Access this account on the* .eb.

cdufowa
Account Settings...
BL% Add and remove accoun

ection settmgs

o9 Delegate Access . .
v o Give others permission to receive {OUt of Ofﬁce)

items and respond on your behalf. fy others that you are out of office, on vacation, or

Download Address Book... -mail messages.

Eﬁc Download a copy of the Global
Address Book.

I:B Manage Mobile Notifications
°‘D Set up SMS and Mobile Ibox by emptying Deleted |tems and archiving.

MNotifications. —-
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3. Click New on the following pop-up

Account Settings

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

R55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Book

ﬁf‘"fhange... )( Remove

q Mame / Type
TraZler@vUme. org Microsoft Exchange (send from this account by def...

Information Technology

VANDERBILT §/ UNIVERSITY
MEDICAL CENTER



4. Enter @vanderbilt.edu email address
ONLY on following page and click
Next

Add Account *

Auto Account Setup
Outook can automatically configure many email accounts.,

@ E-mail Account

Yaur Mame:

ample: Ellen Adams

E-mail Address: fred.frazier@vanderbilt.edul

Example: ellen@contoso.com

Passwaord:
Retype Password:

Type the password your Internet service provider has given you.

Cl Manual setup or additional server types

< Back Cancel
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5. Your account should be added. Click
Finish. Close and restart Outlook

Add Account x

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
Establishing network connection
Searching for fred.frazien@wvanderbilt.edu settings
Logging on to the mail server

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

|:| Change account settings

Information Technology

VANDERBILT §/ UNIVERSITY
MEDICAL CENTER



6. 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, then click use a different account, and enter correct
new VU VUnet ID and password for address.

Windows Security

Windows Security 5 Microsoft Qutlook
Microsoft Qutlook Connecting to fred.frazier@vanderbilt.edu
Connecting to fred.frazier@vanderbilt.edu User name
VANDERBILT\fraziefp Password
Password Domain: VANDERBILT

|:| Remember my credentials
|:| Remember my credentials

More choices
VAMNDERBILT\fraziefp

QK Cancel

@ Use a different account

Cancel
Information Technology

VANDERBILT §/ UNIVERSITY

MEDICAL CENTER




/. Once added, you should be able
to see and access both mailboxes
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4 Favorites
Inbox
Unread Mail 9
Sent ltems
Deleted Items 5

I price.frazier@vumc.org

 fred.frazier@vanderbilt.edu
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8. Once you have selected to send a new
email, you can select which account to
send from using the drop down box
adjacent to the From field
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