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Creating a New Email Profile

All Apps Documents Web More »

Best match
Control Panel
App

Apps
Step 1.

[51 Settings >
Firstly, left click on the start button <) Leghfteh Graipe] o] ?
and type “control”. A AMD Catalyst Control Center >
This should open the Control Panel. © Run >
Left click on Control Panel to open “ Windows Administrative Tools N
It. Search work and web

/D control - See work and web results >

Settings (7+)

L2 control Panel

Step 2.

On the Control Panel screen, click “User Accounts” and then choose “(Mail Microsoft Outlook)”

If you do not see the view below, either change the “View By” in the top right hand corner, or just
look for mail in the list

Adjust your computer's settings View by: Category =

System and Security
Review your computer's status
Save backup copies of your files with File History

Back up and Restore (Windows 7)

\ i, Network and Internet
View network status and tasks
Hardware and Sound | Change date, time or number formats

View devices and printers -
ﬂ ? Ease of Access

Add a device
Let Windows suggest settings
Optimise visual display

User Accounts

®J Change account type

Appearance and Personalisation

Clock and Region

71

®

Programs

[.1 Uninstall a program
Get programs
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(@ Mail Setup - Qutlook @ *

Step 3. Email Accounts
L;:_‘? Setup email accounts and directories, Email Accounts...

This will bring up the following

Data Files
screen. Change settings for the files Outlook uses to

. ) i

Here you can select the 3rd optlon, % store email messages and documents. Lo

“Show Profiles”

Profiles

Setup multiple profiles of email accounts and Show Profiles...
data files. Typically, you only need one, =

Close

(A Mail X

General

@ The following profiles are set up on this computern:

Step 4. Outlook

Choose “Add...” and enter a name,
for instance ‘Office 365’ to identify
the email server.

Then press OK.

| Add... IE__E_%’"U""E! Properties Copy...

When starting Microsoft Outlook, use this profile:
OErnmpt for a profile to be used
(®) Always use this profile

QOutlook w

QK Cancel Apply

Step 5.

On the next screen, enter your email address and new email password, then click “Next”
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Step 6.

You should now see some activity and a Microsoft sign in screen should pop up.

Enter your email address again into this box.

1,‘3 Add Account
Searching for v B® Microsoft
Contiguring Sign in

Tell us the account you want to use to open
autodiscover.xml.

Outlook is com
+ Esta
=» Sea

Email, phone, or Skype
Log

Mo account? Create one!

©2020 Microsoft  Privacy statement

Step 7.

This should again show some activity before completing and showing the “Congratulations!” page.

loads a website to help with this process. Then click Finish.

At this point you can optionally tick the “Set up Outlook Mobile on my phone, too” tick box, which

Q Add Account

Congratulations!

Configuring

Qutlook is completing the setup for your account. This might take several minutes,
v

+" Searching for JyEesssmsg=——

Establishing netwark connection
= settings

+" Logging on to the mail server

Dghange account settings
| |:|§et up Outlook Mobile on my phone, too r

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

Add another account..,

<Back | Finish

{ | Cancel Help
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Step 8.

Now you need to change the profile
that is being used.

Change the “Always use this profile”
drop down to your newly created
profile. Click “OK” and then when
you launch Outlook you will be
connecting to your new mailbox in

B Mail M= X
General

The following profiles are set up on this computer:

Cutlook

Add... Remaove Properties Copy...

Office 3665. When starting Microsoft Cutlook, use this profile:
DErnmpt far a profile to be used
@Always use this profile
‘Dutlnnk i%
| OK | I Cancel Apply
Step 9.

Once in Outlook you will need to re set your signature, the easiest way to do this is to start a new
email, then choose Signatures (Layout may vary, depending on Outlook version).

E‘ = Untitled - Message (HTML)
File Message Insert Options Format Text Review Help @ Tell me what you want to do
= A~ A = = A =it Ft' Fallow Up ~
|:| I:D o B B g p\% [l]J ..I:.I |Z Fllz‘ | High Importance @J
Paste B I U & A — — = = o= | Address Check | Attach Signature | Assign 5 B Dictate
= <] - B Book MNames File ~ = Palicy ~ \l/ Low Importance -
Clipboard = Basic Text Mames Includy ExternaID}'namic CDrbEISignaturE M=l Voice
B‘ From =~ Signtg.lrs.‘.
Send To
Step 10. Choose default signature
E-mail account: mliaelEalE 5.5 "
On the right-hand side select your .
] & y Mew messages: External Dynamic Carbel Signature ~
signature for New messages and Replies/t ;
K ; eplies/forwards:
Replies/forwards as required. (none -

-

EZI Outlook
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