How to Install a second Outlook account.

Step 1: Open Outlook and click on file.
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Step 2: Click on add account

©

Account Information

Open & Export
(% @alamo.edu 2
SaveAs LA Microsoft B hange
+ Add Account,
e ® Account Settings
rin
o} Change settings for this account or set up more connections.
Accoust Access this account on the web.
Settings -
o https//mailalamo.edu/owa/
b Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile.

Account
Options =
Bit Automatic Replies (Out of Office)

€ Use automatic replies to notify others that you are out of office, on vacation, or not available to

Automatic respond to email messages.

Replies

= Mailbox Settings

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

Tools

1.54 GB free of 1.89 GB

a Rules and Alerts
3 Use Rules and Alerts to help organize your incoming email messages, and receive updates when
Manage Rules |  items are added, changed, or removed.

& Alerts




Step 3: Type the group email address.

Click Advance Options
Check the box

1 Welcome to Qutlook

Enter an email address to add your account.

mzoli3@alamo.edu

Advanced options a

iLet me set up my account manually

d Connect
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Step 4: Click on Exchange Account
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Step 5: Enter root\username
Password: Will be provided by department

Windows Security X
Microsoft Outlook
[

Connecting to mzoll3@alamo.edu

root\mzoll3

Remember my credentials

More choices

Step 6: You are all set!

Adding mzoll3@alamo.edu

Account setup is complete

Set up Outlook Mabile on my phone, too




