
How to Set Up Outlook 2013 
on The Virtual Computer. 

Prior to starting this process, make sure you are not in your 
outlook e-mail or web mail. 



•Click on the “start” 
menu. 
•Click on “all 
programs.”



•Click on 
“Microsoft Office 
2013”
•Choose “outlook 
2013”



•Click “Next”



•Click “Next”



•Click “Next”



•Click the box 
next to “Don’t 
ask me about this 
again.”
•Click “Allow.” 





When you get to this screen, 
wait until you get three green 
checks, as shown below (it 
may take a couple of 
minutes). If you do not get 
three green checks, contact 
your POC. 

•Click  the box 
next to “change 
account settings.”
•Click “next”



•Click on 
check box to 
uncheck “Use 
Cached 
Exchange 
Mode”  Then 
click Finish



Your e-mail will come up. It may take a few minutes to populate.
Please note: You will need to set up your state required e-mail signature again.  



Setting up your e-mail signature



•Click “File” 



•Click “Options.”



•Click “Mail”
•Click “Signatures.”



•Click “new” – a 
“new signature 
box will appear
•Type a name for 
this signature 
(example 
“test”).
•Click “OK”



•Paste your signature 
information (you can 
get this from a sent 
email) into “edit 
signature” box.
•Click “OK.” 



Remember to choose your 
signature so it will be attached 
with to your new messages 
and replies and forwarded 
emails



•Click “OK.”


