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How to Setup a New Email Account for Exchange

Using the steps below you will be able to configure your exchange email account using the MAPI (messaging Application
Programming Interface) protocol. It is a standard protocol used by MS Exchange to send and receive email from an
Exchange Account. Using the MAPI protocol, you as a user will have the benefit of using collaborative functions, such as,
sharing of calendars and contacts along with managing your email messages.

NOTE: Although the current procedures are available, ACCD IT is working with College IT departments to develop an
enterprise roll-out process to update all ACCD employee workstations to the new Exchange account settings. You are
advised to wait until those processes are mapped out. This procedure is only applicable to employee workstations located
at all the district locations (including colleges). If you have any questions, please contact Support Central at 220-1616 for
further assistance.
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Mail Setup - Outlook

E-mail Accounts

E-mail Accounts... |

j Setup e-mail accounts and directories.

N

Data Files
4 Change settings for the files Outlook uses to Data Files...
&é store e-mail messages and documents,
Profiles

Setup multiple profiles of e-mail accounts and Show Profiles
data files. Typically, vou only need one. =

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

Directory

(O add a new directory or address book
() view or change existing directories or address books
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Server Type
You can choose the type of server your new e-mail account will work with,

o read e-mail, access public folders, and share

Connect to a POP3 e-mail server to download your e-mail.
O 1MAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

Owrrp
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

O Additional Server Types
Connect to another workgroup or 3rd-party mail server.
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6. For Microsoft Exchange Server, type
A a c mail0o, for your User Name type
your PALS ID, before proceeding click

i Check NuxtentheCheck Name
process is complete, it will populate your
name in the User Name field, click
ANexto

NOTE: If the Microsoft Office Outlook
message appears click i Y e 00
continue.
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Exchange Server Settings
You can enter the required information to connect to your Exchange server.

Type the name of your Microsoft Exchange Server computer, For information, see your

system administrator.
Microsoft ge Server: |accdmai|o \ [
[V]Use Cached Exchange Mode
Type the name of the mailbox set up for you by your administrator, The mailbox name
is usually your user
< User Name: |PALS ID ! ‘ Check Name ’

More Settings ...
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Microsoft Office Outlook

computer. If you wish to keep your mail on your server, you must change the default delivery location using the

i ) Mail from this Microsoft Exchange Server account will be delivered to the existing Personal Folder on your local
E-mail Accounts command from the Tools menu. Do you wish to continue?

I Yes ] [ No ]
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