Adding a Vanier Email account to a new Outlook 2010 installation

Open Control Panel. (Change View by: to Small icons)
Open the Mail Control Panel.
Select: Show Profiles

Click: Add... a New Profile (Provide a name and click OK.)

Auto Account Setup Sle

Click Next to connect to the mail server and automatically configure your account settings. /\\,\
Add New Account / Auto Account Setup
O At Add New E-mail Account wizard will start.
: Select: E-Mail Account and fill in the blank boxes using the
YouwNeme:  DougRobnson ]
Exampl: Elen Adams examples as a guide. When complete, click next.

E-mail Address: robnsodﬁvmcolegeqcn
Example: ellen@contoso.com

Password: ' s
Retype Password: |* ] . '
Type the password your Internet service provider has given you. Delete this!
©Text Hessagian (SH5) Mail Application
Connecting to robinsod@vaniercollege.qc.ca
) Manually server settings or addit server types
. . . L. Mail Application
Windows Security / Mail Appllcatlon Connecting to robinsod@vaniercollege.qc.ca
Windows Security window will pop up pre-filled out

incorrectly! Delete your e-mail address and in the User 'i [ vaniercollege\robinsod
name box type: vaniercollege\username |

In the Password box type: your E-mail password.
Click OK...

Remember my credentials

?é:dd New Account

Congratulations! Sl
‘ff | You should receive congratulations.
Confouring Click Finish.
o e-ma sever st T ot ke severs et Now go back to the Start Menu.
e Start Outlook 2010.

' Logon toserver

When you connect, always use the form:
vaniercollege\username in the User name box.

The first time you use Outlook it may take some time for
your messages to be downloaded.

Your e-mail account is successfully configured.

[ Manually configure server settings




