Setting up your Exchange email in Outlook 2010 and above:

Step 1 — Ensure that Outlook is closed and enter Start > Control Panel and locate the “Mail” icon.
(You may need to select “Small Icons” to see it more clearly as shown below)
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Step Two: In the newly opened window, select ‘E-mail Accounts...” and then ‘New...”
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You can add or remove an account. You can select an account and change its settings.

Data Files.
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Setup multiple profiles of e-mail accounts and Show Profiles... Name}
data files. Typically, you only need one.
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Step Three — Complete your email and password as set and select ‘Next > “:
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Outlook can automatically configure many email accounts. %
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Example: Ellen Adams
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Example: ellen@contoso.com

Passward: |********* |
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Type the password your Internet service provider has given you,
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Wait for the discovery of settings to complete:
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Cutlook is completing the setup for your account. This might take several minutes.
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Logging on to the mail server

If you receive a message reading “Would you like to trust this server ex.mcvip.co.il?” check the
box for “Allow this server always” and select ‘Allow’ to proceed.

Your mail client will prompt you again for your email and password (Please ensure that the
complete email shows, and select the checkbox for “Remember my Credentials” if you so desire)

After the “Configuration Complete” window shows — select “Finish” and then open outlook. It is
normal for outlook to take some time on the first opening after this step as it completes its
initial configuration.



