[bookmark: _GoBack]Student E-mail (Office 365)
1. Click on “Apps”, and then go to “Settings” Click
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2. Click “Add account”
Click
















3. Click “Email”Click














4. Enter your credentials (Same username/password you use for signing into the computer and Elearn)
[image: C:\Users\jonathan.lomax\Desktop\Step3a.png]











5. Click “IMAP account”
Click










SSL



6. [image: C:\Users\jonathan.lomax\Desktop\Step4.png]IMAP server – “outlook.office365.com”; Change “Security type” to “SSL”; Change Port to “993”












7. You can set your own schedule times
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8. [image: C:\Users\jonathan.lomax\Desktop\Step7.png]Fill in the blanks
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< @ Setupemail

You can configure email for most accounts
in a few steps.

‘ username@my.tnstate.edu

[ | Show password

H Send email from this account by
default

Manual setup ‘ ‘ Next )
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< @ Add email account

What type of account?

‘ POP3 account ‘

‘ IMAP account ‘

‘ Microsoft Exchange ActiveSync ‘
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< @ Add email account

What type of account?

‘ POP3 account ‘

‘ IMAP account ‘

‘ Microsoft Exchange ActiveSync ‘





image9.png
< @ Incoming server settings

User name

’ username@my.tnstate.edu ‘

Password

IMAP server

‘ outlook.office365.com ‘

Security type
’ SSL

Port
993 \

IMAP path prefix

‘ Optional ‘

‘ Next ‘
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< @ Accountoptions

Peak schedule

‘ Every 15 minutes

Off-peak schedule

’ Every 15 minutes

V] sync Email

Send email from this account by
default

Automatically download
attachments when connected to Wi-
Fi

[
[V Notify me when email arrives
[

Next
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@ Setup email

Your account is set up, and email is on its
way!

Give this account a name (Optional)

Username@my.tnstate.edu

Your name (Displayed on outgoing messages)

Username

Done
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