Setting up Globalnaz e-mail in MS Outlook on Windows

1. Open Microsoft Office Outlook, then click NEXT.

(Please note that while these instructions are for Outlook 2010, the steps are similar in
versions up to including Outlook 2016.)
**Before proceeding, please verify in the New Email Account welcome message whether you
are on the Global Server or the Field Server. You will need that information for Step 5.
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Microsoft Outlook 2010 Startyj

Microsoft Outlook 2010 Startup
i Welcome to the Microsoft Cutlook 2010 Startup Wizard, which will guide you through the
process of configuring Micresoft Outleok 2010,
.
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2. Account Configuration, click NEXT

Account Configuration [ x |

E-mail Accounts

You can configure Qutiook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server, Would you ke to configure an E-mall account? |

. Yes
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3. Select manually configure server settings or additional server types, click NEXT

© Add NewE-mail Account B

Auto Account Setup

| .

| Manualy configure server settings or additional server types

4. Be sure to select “Exchange ActiveSync” then click NEXT




B add Account

Choose Your Account Type

() Office 365
Automatic setup for Office 365 accounts

) POP or IMAP
Advanced setup for POP or IMAP email accounts

(8) Exchange ActiveSynec

Advanced setup for services that use Exchange AdtiveSync
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5. Enter the following settings.

Your Name:
E-mail Address:

address Server Information

Global Server:
Field Server:

In the Logon Information
User Name:
Password:

Your Name
Your regional email

mail.globalnaz.org
gnmail.globalnaz.org

(Your email address)
(Your password)

Select the Remember password check box.

Click Next

_i Add Account

Server Settings

Enter the information that is required to conmect to an Exchange ActiveSync service.

User Information

Your Name: John Doe

Email Address: JjdoeEeonorg
Server Information

Mail server: mail.globainazorg
Logon Information

User Name: jdoe@uwooorg
Password:  |sewwns

Remember password
Offline Settings

Mail to keep offline: ' All
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6. The Account will verify the settings then click Close

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop

continue. ‘
Close

Tasks  Errors

Tasks Status
\/ Log onto Exchange ActiveSync mail server ... Completed
7. Click Finish
B Add Account x
You're all set!
We have all the information we need to set up your account.
[[]5et up Outlook Mobile on my phone, too Add another account...
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