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Setting up Exchange protocol

1. Click [File] — [Info] — [Add Account] . (Outlook2016 as example)

Send / Receive Folder View @ Tell me wk

lgnore

%= Clean Up-
Delete | Reply Reply Forward

Inbox -
Mew

; Account Informati

Inbox

Drafts [6] Open & Export

) @ntu.edu.tw

(WA

& Add Account

F‘ Account Settings
o<}

Sent ltems

[: Deleted Items 7

Archive

Internal message

Junk Email Change settings for this account ¢
Account connections.

Outbox Settings - Access this account on the w

RSS Subscriptions Office Account https://mail.ntu.edu.tw/owa/

Options

Exit

2. Fill in the email address and password, then click [Next]) .

Add Account

Auto Account Setup
Outlook can sutomatically configure many email accounts,

(®) E-mail Account

Your Name:
Example: Ellen Adams
E-mail Address: @ntu.edu.tw
Example: ellen@contoso.com
Password: ERERRERE

Retype Password: """""""’1

Type the password your Internet service provider has given you.

O Manual setup or additional server types
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3. Enter your password and check [ Remember my credentials] , then click [OK] .

Windows Security X

Microsoft Outlook

Connecting to @ntu.edu.tw

@ntu.edu.bw

Remember my credentials

Mare choices

QK Cancel

4, Settings completed, then click [OK] .

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
W Establishing network connection
g Searching for @ntu.edu.tw settings

' Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

DChange account settings Add another account...

< Back Cancel
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5. Click [OK] and restart Outlook.

Microsoft Outlook >

| You must restart Cutlook for these changes to take effect.

6. Click [File]) .

Inbox - @ntu.edutw - Outlook

Send [/ Receive Folder View Help Q Tell me what you want to do

3 > Search People ER H%—
- [ Address Book
MNew  MNew Quick Move Tags ] _ Speech  Get
Email fems=- | 487 Steps - = - Y Filter Email - T Add-ins
MNew Delete Respond Quick Steps Find Add-ins -~
Drac Favorite Folders b €
Search Current Mailbox yel Current Mailbox -
All Unread By Date v

4 @ntu.ed... _ ! T

Inbox We didn't find anything to show here,

Drafts [6]

Sent ltems

Deleted [tems 7
Archive

Internal message
Junk Email
Outbox

R35 Subscriptions

Search Folders

Displaying " Connected to Microsoft Exchange | ,

Items: O All folders are up to date. Connected to: Microsoft Exchange |]:| E = +

b Outlook Data File indicating that the email account has been successfully set up.
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7. Click [Info] — [ Account Settings] .

Inbaox - @ntu.edu.tw - O

©

Account Information

Open & Export

c @ntu.edutw
(WA

IT'.-II- Account Settings
a

Change settings for this account or set ug
Account connections,

Settings - Access this account on the web.
Office Account "owa/

@ Account Settings...

Add and remove accounts or

RS change existing connection settings.
: ® Delegate Access
Exit ]
a8 G others permission to receive
items and respond en your behalf. (Ou‘t of (
E'_L Download Address Book... fy others tha
Qﬂ Download a copy of the Global -mail messat
Address Book,

EE\ Manage Mobile Notifications
: D Set up 5MS and Mobile

Motifications.

box by empt

8. Please click your NTU account, then click [Change] .

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files RS55 Feeds 5SharePoint Lists Internet Calendars Published Calendars Address Books

H'New Iﬁ“’ﬁl&pair.. @Chﬁﬂge---¥ setas Default 9 Remove # &

Mame f Type

| ‘@ntu.edu.tw Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

Change Folder @ ntu.edu.bwiinbox
in data file C\Users\..\Outlook Files) @ntu.edu.tw - Jpst

Close
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9. According to your preference, then decide whether to adjust the setting of

[ Mail to keep offline] to all.
Click [Next] to apply changes, or click [ X ) to discard them.

Change Account

Server Settings
Enter the Microsoft Exchange Server settings for your account.

User Name: @ntu.edu.tw

Offline Settings

Use Cached Exchange Mode
Mail to keep offline: B o

Maore Settings ...

< Back Cancel

10. Click [Finish] .

Change Account >

You're all set!

We have all the information we need to set up your account.




