Standard Technology Onboarding Protocol

Setting up Employee Email in Microsoft Outlook 2013 for Windows
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Welcome to Microsoft Outlook 2013

1. Open Outlook 2013.

If you do not have any accounts set up in
Outlook, proceed to steps 2 - 9.

If you already have other accounts set up in
Outlook, skip to steps 10 - 17.

Welcome to Qutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

If you do not have any other email accounts
set up, and this is your first time opening
Outlook 2013...

2. Click Next on the Welcome screen.
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Standard Technology Onboarding Protocol

3. Select Yes from the prompt.
4. Click Next.

Add an Email Account —>I§

Use Cutlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365 Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?

(@) Yes
. N‘“

5. Type your name.
6. Type your Monmouth University

Auto Account Setup

Qutlook can sutomatically configure many email accounts. ema il add ress.
7. Type your Monmouth University
L password.

8. Click Next.

Your Hame: Max

Example: Ellen Adams

E-mail Address: |mbadu@munmuu‘th.edu

Example: ellen@contoso.com

Password: AR

Retype Passward: |++-eseeeees

Type the password your Internet service provider has given you.

OMamﬂmupnadﬁlimdmlypﬁ
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Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
«"  Establishing network connection
«"  Searching for mbado@monmouth.edu settings
+«"  Logging on to the mail server

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

D Change account settings

@ l Add another account...

N\
N\

“Finish Cancel

9. Click Finish once Outlook finishes
the automatic configuration.

Your Employee Email is now set up. Please
allow several minutes for the email to be
downloaded to your device.
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- Outlook
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- = If you already have email accounts set up in
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elete  Reply Reply Forward E@More' ¥ Create New F Move
All - .
New Delete Respond Quick Steps F} Employee Emall account"'
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Account Information

Open 8 Export
= iMap/sMTP
Add Account

Save Attachi 14
Print -.{}

Account
Settings ~

Save As

Account and Social Network Settings
Change settings for this account or set up mare connections.
Connect to social networks.

Office Account

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted ltems and archiving.

Options

11. Click on Add Account.
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Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Max |

Example: Ellen Adams

E-mail Address: |mbadu@munmuuth.edu

Example: ellen@contoso.com

-

Password:

.4

Type the password your Internet service providel

*M»n»»mai

Retype Password:

O Manual setup or additional server types

12.
13.

Type your name.

Type your Monmouth University
email address.

Type your Monmouth University
password.

Click Next.

14.

15.

< Back
T v
reespoTT TR T = T =g
<
. e e ..
16. Click Finish once Outlook finishes
Congratulations! . . .
the automatic configuration.
‘Configuring
COutlook is completing the setup for your account. This might take several minutes. e
«"  Establishing network connection
+«  Searching for mbado@monmouth.edu settings
+" Logging on to the mail server
Congratulations! Your email account was successfully configured and is ready to use.
—
T v
LN

Qutlook is completing the setup
+  Establishing netwo
«"  Searching for mbad
"  Logging on to the

Congratulations! Your emai

iﬁ You must restart Outlook for these changes to take effect.

17. Click OK to the “You must restart
Outlook” prompt.

Once you restart Outlook, your Employee
Email account will be set up.

Monmouth University - Information Management Support - Protocol #3-51

Page 4




