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HHooww  ttoo  SSeettuupp  aa  NNeeww  EEmmaaiill  AAccccoouunntt  ffoorr  EExxcchhaannggee  
 
 
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.   

 
 
1. Click Start, Click Control Panel 

 

2. In the Control Panel, click ñMailò. 
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3. Click ñE-mail Accountséò 
 

 

4. Click ñAdd a new e-mail accountò, 
click ñNextò 

 

5. Click ñMicrosoft Exchange Serverò, 
click ñNextò 
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6. For Microsoft Exchange Server, type 
ñaccdmail0ò, for your User Name type 
your PALS ID, before proceeding click 
ñCheck Nameò. After the Check Name 
process is complete, it will populate your 
name in the User Name field, click 
ñNextò 
 
 
 

 
 

NOTE: If the Microsoft Office Outlook 
message appears click ñYesò to 
continue. 

 

7. Click ñFinishò 

 

8. Click ñCloseò 

 


