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Setting up Exchange protocol

1. Click [File] — [Info] — [Add Account] . (Outlook2021 as example)
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2. Enter your email address, then click [ Connect] .
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3. Please select [Exchange] .

E Outlook

Advanced setup
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Microsoft 365 Outlock.com Exchange Google
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IMAP Exchange 2013
or earlier

Go back

4. Enter your password and check [Remember my credentials) , then click [OK] .

E Outlook

Adding @ntu.edutw

Windows ZE1& s

Microsoft Outlook

Connecting to @ntu.edu.tw
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Remember my credentials
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OK Cancel
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5. Click [Done] .

E Outlook

Account successfully added

“ Exchange
@ntu.edutw

Add another email address

Email address

Advanced options ~

Set up Cutlook Mobile an my phene, too
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6. Click [File]) .
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Select an item to read
Click here to always preview messages
Displaying " Connected to Microsoft Exchange | ,
indicating that the email account has been successfully set up.
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7. Click [Info] — [ Account Settings] .

M - @ntu.edu.tw

Account Information

Ln_I Info

m @ntu.edu.tw
Microsoft Exchange
—|— Add Account

p Account Settings
%%

Change settings for this account or set up mo

Open & Export

Account connections.
\ Settings ~ B Access this account on the web.
i
Account Settings... .
= gr Android,

Add and remove accounts or change
existing connection settings.

Account Mame and Sync Settings

“p Update basic account settings such as
account name and folder sync settings. ut of Off

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 SharePoint Lists Internet Calendars Published Calendars Address Books

Hf New... 98 Repair.| M58 Change.. [ Setas Default ¢ Remove # &

Mame * T.?FF

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

Selected account delivers new messages to the following location:

@ntu.edu.twiinbox
in data file ChUsers\User,.\Microsoft\ Outlook!, @ntu.edutw.ost

Close
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9. Check [Use Cached: ] , according to your preference ,
then decide whether to adjust the setting of [ Download email for the past] to all.
Click [Next]) to apply changes, or click [ X ] to discard them.

*

Exchange Account Settings
@ntu.edu.tw

Offline Settings

+| Use Cached Exchange Mode to download email to an Outlook data file

Download email for the past:

i; Al

More Setting:

10. Click [Done] and restart Outlook.

E Qutlook

Account successfully updated
You need to restart Qutlook for these changes to take effect.
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