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1. From Microsoft Outlook
Select File, Info, Account l@

Settings
) Home Send / Receive Folder View Adobe PDF
(&l save As .
2 Account Information
(&, Save as Adobe PDF g
@ Nurose.Mohamed@fortbendisd.com
B} Save Attachments L% Microsoft Exchange
gk Add Account
Open —
ccount Settings
Print Modify settings for this account, and configure
additional connections. |
Help &
3 Options “| Account Settings...
=, Add and remove accounts or change

Exit existing connection settings.

Delegate Access

Give others permission to receive .

items and respond on your behalf, of Office)

Dowriosd Addes ook (o hatyoure cutof gy

Download a copy of the Global P ges:
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2. Select your Profile and Click

i m—— D W W O —
on Change : Account Settings
1
E-mail Accounts
You can add or remdgve an account. You can select an account and change its settings.
E-mail | Data Files | RSS Feeds\ SharePoint Lists | Internet Calendars | Published Calendars | Addresh

" o New... 3¢ Repair... (& ge... €2 SebasDefault X Remove # &

Name Type

& Nurose.Mohamed @fortbendisd.com Microsoft Exchange {send from this accountjb
fean:
I'e:l .

3. Select More Settings Type the server name for your account. If you don't know the server name, ask your

account provider.
Server:  exch10.District.FBISD.Local
[TJuse Cached Exchange Mode

Type the user name for your account.

User Mame: |Murose.Mohamed@fortbendisd.com Chedk Name

Maore Settings ...
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4. Click on the Advanced Tab, i v
M ft Exch :
Select the additional o e tnge [/ &j
mailbox under the Open 7 A
these additional Wl Security #Connection |

mailboxes and Select Add, Mailboxes
type the name of the
Mailbox you would like to
add, click Apply, OK.

Then click Next, Finish.

Open these additiongidhailboxes:

Cached Exchange Mode Settings
[¥] Use Cached Exchange Mode
[V] Download shared folders
[~ | Download Public Folder Favorites

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft
Exchange.

Outlook Data File Settings...

OK I[Cancel ][ Apply
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