{5 Inbox - Windows Mail
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W Create Mail ~ Send and Receive

4 | Local Folders Synchronize All Subject Received ~

B Iohox Windows Contacts, Ctrl+Shift+C
& Outbox SRS otz There are no items in this view.
‘ = Sent Item Add Sender to Contacts
o Deleted] Windows Calendar Ctrl+Shift+L
Z Drafts
§ Junk E-m Message Rules »

i Microsoft Co Newsgroups... Ctrl+W

Accounts...

Junk E-mail Options...

Options...

From: To:

Subject:

There is no message selected.

Configures your accounts.

*If this is your first time using Windows Mail, it will prompt you at the beginning to create a new account. It is reconantfesiidgou click cancel so you can
follow along with the directions shown. Once you click cancel, the Windows Mail programpevilto the default screen. Once it has opened, proceed to step
one.

Step 1:
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|5 SentlItems

& Deleted Items (1) Set up new e-mail accounts or newsgroup subscriptions by clicking Add.

|Z Drafts To make changes, export, or remove an account or subscription, select it first.

'S Junk E-mail

: - News ~
i’ﬂ Microsoft Communities 2 o

1 4 Microsoft Communities (default) m
,ﬂ msnews.microsoft.com
Directory Service v Remoye

Properties

Set as Default

From: To:

Subject:

0 message(s), 0 unread B Working Online

Step 2:
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Select Account Type

What type of account would you like to add?

ﬁmail Account >
iﬂ Newsgroup Account

ﬁ l Directory Service

What information do I need to set up my account?

0 message(s), 0 unread

B Working Online
Step 3:
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Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Display name: John Doe

For example: John Smith

Where can I find my e-mail account information?

[ Next ][ Cancel

0 message(s), 0 unread

& Working Online

Step 4:

Type i your name exactly as you would want it to appear on outgoifgleA f 4= | Yy R

Example: Dr. John Doe
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|4 Drafts Internet E-mail Address
| S Junk E-mail
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Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: john.doe @wright.edu|

For example: someone@microsoft.com

m.|»

Where can I find my e-mail account information?

| [ Nedt ][ Cancel

l Windows Mail is the successor to Outlook Express

Windows Mail builds on the foundation of Outlook Express, adding a variety of new features designed to make your e-mail experience more productive and fun, while

-
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i 1 message(s), 0 unread
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Step 5:
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Z Drafts Set up e-mail servers
| S Junk E-mail

g'jq Microsoft Communities

@ Inbox-Windows.M;ii =8 X7

Incoming e-mail server type:

Incoming mail (POP3 or IMAP) server:

mail.wright.edu

Outgeing e-mail server (SMTP) name:

mail.wriig"!;i.;tr:lru

[V]:Outgoing server requires authentication:

Where can I find my e-mail server information?

[ Next ][ Cancel

0 message(s), 0 unread L Working Online
Step 6:

From the dropdown box, select which Incomingneail type you would like to use. It is recommended that you use IMAP, since it will allow you to keep your
messages on the server and allow you to access all of your folders. You may choose POP3, but you will only be ablartinbigwaywl, unless maally
changed, your enails will be copied to your Hard Drive and deleted from the server. The settings for IMAP and POP are the same. Fosésegbtings
documentation we will be using IMAP. Please type mail.wright.edu into both the Incoming aBcCuty 3 a SNIBWSNER ® t £ I OS | OKSO]
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Step 7:
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