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1. Click File in Outlook

Important Note: @vumc.org needs to be added first (first account is the default account)



2. Click Account Settings, then 
Account Settings again



3. Click New on the following pop-up



4. Enter @vumc.org email address 
ONLY on following page and click 
Next



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



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 
VUMC VUNet ID and password for address.


