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The guide is to describe how to manually set up Outlook 2010 using MAPI with
AutoDiscovery, i.e. Microsoft Exchange.
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1. Get Started
1.1 Start from Setting up an Email account

If you start from setting up an Email account, please go through the following steps. If you start from
setting up a Profile of email accounts, please go to 1.2.

Step 1: Click Start, Click Control Panel, and choose Mail (32-bit)

NOTE: If you do not see the Mail icon, click Control Panel. There is a View By selection box on the
top right corner. Change the View from Categories to Small Icons. Then you will find the Mail (32-bit)
icon. Alternatively, click Start > Control Panel, and type Mail in the Start Search box on the top right

corner.

et
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-

@Qv!@ » Control Panel » All Control Panel ltems »

Computer

{ Mail (32-bit)

Control Panel

Step 2: In the Mail Setup dialog box, click E-mail Accounts.
B Mail Setup - Outlook [E3m]
E-mnail Accounts
3 Setup e-mail accounts and directaries, E-mail Accounts. . |
=g
Drata Files
#, Change settings For the files Qutlook uses ko Diata Files, . |

ﬁ‘é stare e-mail messages and docurments,

Prafiles

Setup multiple profiles of e-mail accounts and Shaw Profiles. .. |
daka files, Twpically, wou only need one.

Close
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Step 3: In the Account Settings windows, click New.

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds I SharePoint Lists I Internet Calendars | Published Calendars AddressBooksl

'cngew... Repair... [0 Change... @@ SetasDefaul X Remove & @

P—

ame Type

Step 4: Please skip point 1.2 and go to point 2. Add New Account.
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1.2 Start from Setting up Multiple Profiles of Email accounts

If you start from setting up an Email account, please go to 1.1. If you start from setting up a Profile of
email accounts, please go through the following steps.

Step 1: Click Start, Click Control Panel, and choose Mail (32-bit)

NOTE: If you do not see the Mail icon, click Control Panel. There is a View By selection box on the
top right corner. Change the View from Categories to Small Icons. Then you will find the Mail (32-bit)
icon. Alternatively, click Start > Control Panel, and type Mail in the Start Search box on the top right

corner.
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@Qv‘@ » Control Panel » All Control Panel ltems »

Computer

£ Mail (32-bit)

Control Panel

Step 2: In the Mail Setup dialog box, click Show Profiles.

B Ml Setup - Outlook EX

E-mnail Accounts

3 Setup e-mail accounks and directories, E-rrail &ccounts. .. |

=

Drata Files

4, Change settings For the files Qutlook uses ko Data Files. .. |
ﬁ‘é store e-mail messages and documents,

Prafiles

Setup multiple profiles of e-mail accounts and Shaw Profiles. . |
daka files, Typically, vou only need one,

Close
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Step 3: In the Mail Setup dialog, click Add.

L Mail .‘_-.. . i

General |

@ The following profiles are set up on this computer:

-

Add... | Remove I Properties Copy... |

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used

{® Always use this profile

Step 4: Give it a New Profile Name, and then click OK.
- P50

A New Profile

(ID Create New Profile oK

Profile Mame: Cancel
| |
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2. Add New Account

Step 1: Choose Email Account. Then click Next.

i w - w - - w
J";Add Mew Account w

| Choose Service

@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISP) or

your organization. I
() Text Messaging (SMS)

Connect to a mobile messaging service. I
() Other

Connect to a server type shown below.
Fax Mail Transport

<pack ||[ mext> || cancal |

Step 2: Choose E-mail Account and fill in the details. Then click Next.
. e

(A Add New Account

Auto Account Setup
Cick Next to connect to the mad server and sutomatically configure your account settings.

@ E-mall Account

Your Name: Jobn doe
Example: Elen Adams

E-mal Address: ohn.doe doman.com
J Example: sl Scontoso.com

Password: e

Retype Password: | ****"**~
Type the password your Internet service provider has gven you,

' Text Messaging (SMS)

. Manually configure server settings or additional server types

r—
=
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Step 3: Then Outlook will use AutoDiscovery to setup the account. It will take a while. The below screen will
be displayed if it runs successfully. Click Finish.

Online search for your server settings...

Configuring

Configurng e-mad server settings, This might take several minutes:
" Establsh network comnection
@ Search for deme@superhub.com.bk server settings

Log on to server

s

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+  Establish network connection
+ Searchfor =~ @superhub.com.hk server settings
+  Logon to server

Your e-mail account is successfully configured.

Manually configure server settings

<gack ||[ Fmsh | [ caneel |
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Step 4: You must restart Outlook for these changes to take effect. Click OK.

3. Get Help and Support

We are glad to assist you with any enquiry or issue on the setup and use of service. Please contact our
Support team phone at 3160 3160.
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