


[bookmark: _GoBack]How to add email account to an existing Outlook profile
1. Open Outlook and Click on File > Add Account
[image: ]
2. Type your Name in the “Your Name” box > Type your email address username@school.org in the email address box. Do not type your password. Press Next
[image: ]
3. Type your OLS password and press OK.
 [image: ]

4. Three green checkmarks should come up. Press Finish.

[image: ]
5. A confirmation prompt will tell you that you need to restart Outlook for changes to take effect.[image: ]
6.  Close Outlook and re-open
7. This should open Outlook and you will see the newly added account on the left hand side. [image: ]
8. If you want to set the new account as your default account (send account) Click File > Account Settings > Account Settings then click on the school.org account and press Set as Default then Close
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Auto Account Setup
Outook can automaticaly configure many eml accounts.

@ E-mail Account

Example: Ellen Adams

E-mail Address: | launelson@azva.org
Bxample: ellen@contoso.com

Type the password your Intemet senvice provider has given you,

(O Manual setup or additional server types.
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Congratulationst

Configuring

Outlook is com might take several minutes.
"7 Establishing network connection
/ Searching for launelson@azva.org settings
+ Logaing on to the mail server

Congratulations! Your email account was successfully configured and i ready to use,

[ change account settings Add another account.
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A You must restart Outlook for these changes to take effect.
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@ Account and Social Network Settings
‘Change settings for this account or set up more
Account connections.
Settings ~ ®  Access this account on the web.
https://hm-prod-cas-1.k12.enterprise.adm/owa/





