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Step 1: Open Control Panel and Click E-mail Accounts
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Step 2: Click New
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Step 3: Enter your name, email address and password. Your email address is usually either:

e firstname.surname@schoolname.ngfl.ac.uk or
e firstname.surname@school.town.sch.uk

Step 4: Click Next and the Primary Email server will automatically search for your details.

If you do not know your Email Address, please contact your Primary Email administrator. A full list of
usernames is emailed and posted to school when you sign up. Your name is taken from the school
SIMS/CMIS (management information system).

Add New E-mail Account i x|

Auto Account Setup

Clicking Mext will conkact your e-mail server and configure your Inkernet service provider or Microsoft
Exchange server account sekkings.

Your Mame: IJ:::hn amith

Example: Barbara Sankowvic

E-mail Address: IJ:::hn.Smith@schuulname.ngFI.ac.uk

Example: barbara@contoso,com

Password: I*********
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Step 5: Click Finish

If you do not see the screen below, your email details or password may be incorrect or your Internet
Service Provider may be filtering your Internet Connection.
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Congratulations!

Configuring

Configuring e-mail server settings, This might take several minutes:

~"  Establish network connection
‘/ Search For john.zmith@school nofl.ac.uk server settings
‘/ Log on ko server

Eg Your e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server setkings

Step 6: Open Outlook 2007 and wait for your emails to load.
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