HOW TO ACCESS
ERLANGER EMAILVIA
MICROSOFT OUTLOOK




First things, first: Login

» Before you are able to configure and access your Erlanger email account, you will
need to login to an Erlanger computer using the Network login information
provided to you on your first day.

« This information is located on the Student Information sheet inside the envelope
your Clerkship Director or Coordinator distributes to you at their department
orientation.




Step 1:

Once you are logged in to an
Erlanger computer, click “Start”
(Window icon on lower left
navigation bar).

@ Citrix Workspace

@ Connect

O Cortana

On Windows 10, scroll through the

I Intel
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E ]‘ listed applications until you find
X3 Ecel 2016 e e MICI’OSOft OUthOk
[ v I (shown as “"Outlook 2016" in

screenshot)

M Microsoft Edge

I Microsoft Endpoint Manager -

i / On Windows 7, you will have to
: click on “All Programs” then find
- and click the Microsoft Office

NF OneNote 2016

08 otk folder, then click on Outlook.
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Welcome to Outlook 2016 Step 2:
)

7] Outlook helps you manage your life with powerful tools for email,
Citrx Help calendar, contacts, and tasks.

Click Next on the first “Welcome
to Outlook” window.

[! Let's get started. In the next few steps, we'll add your email account.
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Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connedt to email accounts, such as your organization's Microsoft Exehange Server or an Exchange
Online account as part of Microsoft Office 363, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?
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Step 3:

Click Next again on the following
screen “Add an Email Account”.
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Step 4:

On the 3 screen, check to make
sure your name and Erlanger e-
mail address auto-populates in

the appropriate fields before
clicking next one last time.
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Add Account

Searching for your mail server settings...

Configuring
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Step 5:

On the last window, click “Finish”.

Congratulations! Your Erlanger
email address has now been
configured.

You should be automatically
directed to your inbox and can
actively send/receive emails from
your Erlanger email address.




