
Connecting Outlook to the new email service
You only need to do this the first time you open up your email after half term, and it’s only five clicks and a password. You can do it. We believe in you!
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Open Outlook from the desktop – that’s this icon: 

This screen will open. Click Next:
[image: D:\MS VLSC Downloads\Office365\screen1.png]


That takes you to this screen. Click Next:
[image: D:\MS VLSC Downloads\Office365\screen2.png]
On the next screen, it’s already filled out the details it needs, so just click Next:
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This next step is the most complicated. Fill in your password, tick Remember my credentials, then click OK:
[image: D:\MS VLSC Downloads\Office365\screen4.png]
Almost there! Click Finish:
[image: D:\MS VLSC Downloads\Office365\screen5.png]
Hey, you’re done! That sure was easy.
[bookmark: _GoBack]Next time you open Outlook it will open straight away. If you didn’t tick the box to Remember your Credentials it will ask for your password each time, but it always offers the same tickbox so tick it when you see it and it should stop asking.
If anything goes wrong and doesn’t act like we said it would, come speak to us in IT Support and we can get it sorted in short order.
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Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
/ Establsh network connection
/ Search for StaffMTestGkestevengrantham.incs.sch.uk server setings
« Logonto server

Your e-mail account s successfully confgured.

[CIManually configure server settings
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Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outiook 2010 Startup Wizard, which wil quide you through the.
process of configuring Microsoft Outook 2010.
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E-mail Accounts.

You can configure Outook to connect to Internet E-mal, Microsoft Exchange, or
other E-mal server. Would you ke to configure an E-mail account?
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Auto Account Setup
Click Next to connect to the mail server and automatically configure your account setings.

Your Nate: [StaffmTest
Example: Ellen Adams

Emai Address: [StafMTest@kestevengranthamincs.sch.uk.
Example: elen@contoso.com

rext Messaging (SMS)

Manually configure server settings or additional server types
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