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Setting up Exchange protocol

1. Click [File] — [Info] — [Add Account] . (Outlook2019 as example)
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2. Enter your email address, then click [ Connect] .

Welcome to Qutlook

Enter an email address to add your account.

| @ntu.edu.tw |
Advanced options v
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3. Enter your password and check [ Remember my credentials] .

Adding @ntu.edu.tw

Windows Security >

Microsoft Outlook

Connecting to @ntu.edu.tw

@ntu.edu.tw
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Remember my credentials

Maore choices

oK Cancel

4. Uncheck [ Set up Outlook Mobile on my phone, too]) , then click [OK] .

Adding @ntu.edu.tw
Account setup is complete

[ Set up Outlook Mabile on my phone, too
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5. Click [File] .

Send / Receive

Deleted [tems T
Archive
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Junk Email
Outbox

RS5 Subscriptions

Search Folders

+ Qutlook Data File

Items: O

ENme:irI It?r:u:v 3@'
Mew Delete
Drag Your Favorite Folders b €
7] @ntu.ed...
Inbox
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Inbox - @ntu.edutw - Outlook

Falder View Help Q Tell me what you want to do

g Search People EX HH—
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Quick Move Tags Speech Get
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search Current Mailbox O

All Unread

Current Mailbox -
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We didn't find anything to show here.

Displaying " Connected to Microsoft Exchange | ,
indicating that the email account has been successfully set up.

All folders are up to date. | Connected to: Microsoft Exchange Il E - +

6. Click [Info] — [Account Settings]) .

Inbox - '@ntu.edutw - Outlook

| Account Information

Open & txport

Office
Account

Options

Exit

c/'] @ntu.edutw
'-*’:l Microsoft Exchange

+ Add Account

&

Account Settings

Change settings for this account or set up more connections.

Access this account on the web,

Semv hitps/ S mail.ntu.edutbw/owa/
F‘ Account Settings... IPhone, iPad, Android. or Windows 10 Maobile,
.ﬂ' Add and remove accounts or
change existing connection settings.

@ ® Delegate Access

LY o Give others permission to receive
items and respond on your behalf.

(Out of Office)

= Download Address Book... fy others that you are out of office, on vacation
EJQ; Download a copy of the Global

Address Book,



G IR K% s

¥ Computer and Information Networking Center

7. 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 RS5 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

_:\_';-New... 'ﬁ?’Repair.. @Change...; Setas Default }(Remmre +* ¥

MName 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.baInbox
in data file C\Users..\Outlook Filesy @ntu.edu.tw - Jpst

Close

8. 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 et

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

User Mame: @ntu.edu.tw

Offline Settings

Use Cached Exchange Mode
Mail to keep offline: | AT

Maore Settings ...

= Back Cancel Help
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9. Click [OK] .

Microsoft Qutlook X

The operation you selected will not complete until you quit
I and restart Microsoft Cutlook,

QK

10. Click [Finish] .

Change Account

You're all set!

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




