Step 1: Open Outlook
Click on Outlook by the Apple Logo
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Step 2: Click on Preferences
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Step 3: Click on Accounts

Outlook Preferences
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Step 4: Click on +

Accounts
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Default Account
mzoll3@alamo.edu

mzoll3@alamo.edu

Add an account

B

Account description:
Personal information
Full name:

E-mail address:
Authentication
Method:

User name:

Password:

mzoll3@alamo.edu

Exchange/Office 365 Account

mzoll3@alamo.edu

mzoll3@alamo.edu

User Name and Password

root\mzoll3

Advanced...



Step 5: Enter email address
Click Continue

[ ] Set Up Your Email I

Please enter your email address

Email

sac-iic@alamo.edu

Step 6: domain: Root\username
Password: If using your work email, password will be in aces under employee tab.
If it’s a group email your department will provide password.
Click on add account

[ ] Set Up Your Email

@ Not Exchange?

E Exchange

Method

<

Username and Password

) Email Address

sac-iic@alamo.edu

1 DOMAIN\username or Email

root\sac-iic

Password

k Show Password

Add Account

Need Help? Contact support 1



