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.”
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oClick ““Next”

[ Wetcome to Microsoft Outook 202~ ==

Welcome to Outlook 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.
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Click “Next”

Microsoft Outlock Account Setup @

Add an Email Account

Use Cutlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
COnline 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?
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*Click “Next”

Add Account

Auto Account Setup

Outlook can automatically configure many email accounts.

@ iE-mail Account:

Amy Sawyer

E-mail Address: amy.sawyer@dhhs.nc.gov

Example: ellen@contoso.com

) Manual setup or additional server types
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*Click the box i i
next to “Don’t Microsoft Outlook @

ask me about this L Allow this website to configure amy.sawyer@dhhs.nc.gov
. gy ! server settings?
d gam.

. “ ’)
.CIICk AI I OoWw. https://mail.nc.gov/autodiscover/autodiscover.xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

JiDon't ask me about this website again;




Windows Security

Microsoft Qutlook
Connecting to jodistanford@dhhs.nc.gov

| Jjodistanford@dhhs.nc.gov

| Password

Add Account [7] Remember my credentials

Searching for your mail server setting

Configuring

Outlook is completing the setup for your account, This might take several minutes.
v Establishing network connection
=3 Searching for jodi.stanford@dhhs.nc.gov settings

Logging on to the mail server
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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”

Add Account

Searching for your mail server settings...

Configuring

Cutlook is completing the setup for your account. This might take several minutes.

o Establishing network connedtion
L Searching for amy.sawyer@dhhs.nc.gov settings

o Logging on to the mail server

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

> /|iChange account settings!
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Add Account

Server Settings

Enter the Microsaft Exchange Server settings for your account.

Server Settings

Senvern

User Mame:

Offline Settings

[ use Cached Exchange Mode

c28f5-81c5-400e-57eb-3a422221 250f @ dhhs.nc.gov

jodi.stanford@dhhs.nc.gov

< Back

Check Mame

X

[ Mare Settings .. ]
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Finish

][ Cancel ]

*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.
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Setting up your e-mail signature
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*Click “Options.”
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Info
Open & Export

Save s

Print

Office Account

Options

Exit

Inbox - kim.ruppel@dhhs.nc.gov - Outlook

Account Information
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'-"") Microsoft Exchange

gk Add Account
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Account
Settings -
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Automatic
Replies
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Cleanup
Tools -

Account and Social Network Settings

Change settings for this account or set up more
connections,

Access this account on the wehb,
https:/mail.nc.goviowa/

Connect to social netwarks.

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to e-mail messages,

Mailbox Cleanup

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

Rules and Alerts

|Jse Rules and Alerts to help arganize yvour incoming e-mail messages, and receive

LY



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

Signatures and Stationery

E-mail Signature | Personal Stationery I

Select signature to edit Choose default signature
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Signatures and Stationery

E-mail Signature | Personal Stationery I

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