Adding Email Accounts to Outlook

1. Open Outlook and click on file tab )
§ UCN) tinestezes

I~ Add Account

Account Settings

f Change settings for this account or set up more connections. “
srild = Access this account on the web, 2
Settings G 3 - SignIn
" Getthe Outlook app for IOS or Android
Username
I ‘ Automatic Replies (Out of Office) l ]

Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies

[j Keep me signed in

Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems and archiving.

= 43.8 GB free of 40.5 GB
Next
Rules and Alerts
- Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules  updates when items are added, changed, ar remaved.

& Alerts
Unlock account?

Slow and Disabled COM Add-ins myUnion Techsupport Help Page

Manage COM add-ins that are affecting your Outlook experience.
Manage COM

5. Verify

Manage Add-ins

Manage and acquire Web Add-ins for Outlook.
Manage Add-

i o" Qutlook

2. Click on Add Account Account successfully added

You need to restart Outlook for these changes to take effect.

o " Qutlook

Email address

collegelife@ucc.edu

Advanced options v

Connect

6. Click on Done.

7. Close outlook and reopen and you
should see the added mailbox at the
bottom of your folder pane.

3. Enter email account you want to add
4. Click on connect



