
 

*If this is your first time using Windows Mail, it will prompt you at the beginning to create a new account. It is recommended that you click cancel so you can 

follow along with the directions shown. Once you click cancel, the Windows Mail program will open to the default screen. Once it has opened, proceed to step 

one. 

Step 1: 

/ƭƛŎƪ ά¢ƻƻƭǎέ ŀƴŘ ǎŎǊƻƭƭ ŘƻǿƴΤ ǘƘŜƴ ǎŜƭŜŎǘ ά!ŎŎƻǳƴǘǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu. 

 



 

Step 2: 

/ƭƛŎƪ ά!ŘŘΦέ 

 

 



 

Step 3: 

{ŜƭŜŎǘ ά9-aŀƛƭ !ŎŎƻǳƴǘέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘΦέ 

 



 

Step 4: 

Type in your name exactly as you would want it to appear on outgoing e-ƳŀƛƭǎΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘΦέ 

 Example: Dr. John Doe  

 



 

Step 5: 

Type your full e-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘΦ  /ƭƛŎƪ άbŜȄǘΦέ 



 

Step 6: 

From the drop-down box, select which Incoming e-mail 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 able to view your inbox and, unless manually  

changed, your e-mails will be copied to your Hard Drive and deleted from the server. The settings for IMAP and POP are the same. For the purposes of this 

documentation we will be using IMAP. Please type mail.wright.edu into both the Incoming and OutƎƻƛƴƎ ǎŜǊǾŜǊǎΦ tƭŀŎŜ ŀ ŎƘŜŎƪ ƳŀǊƪ ƴŜȄǘ ǘƻ ǘƘŜ ōƻȄ άhǳǘƎƻƛƴƎ 

ǎŜǊǾŜǊ ǊŜǉǳƛǊŜǎ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴέ ŀƴŘ ŎƭƛŎƪ άbŜȄǘΦέ 



 

Step 7: 

9ƴǘŜǊ ȅƻǳǊ /ŀƳǇǳǎ !ŎŎƻǳƴǘ ¦ǎŜǊƴŀƳŜ όǿІІІŀōŎύ ŀƴŘ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘ ŀƴŘ ŎƭƛŎƪ άbŜȄǘΦέ 


