Email Account Change (new password or new user ID)

1.

2.

Begin by selectingmail Accountsrom theToolsmenu

Select the button fdview or change existing e-mail accouatwd clickNextat
the bottom.

E-mail Accounts

This wizard will allow you to change the e-mail accounts
and directories that Outlook uses.

E-mail

() Add a new e-mail account

@?\I’iew or change existing e-mail accounts

> -
() Add a new directory or address book

() View or change existing directories or address books




3. Select the email account that are changing ankl €liangefrom the top right
corner.

4. Verify that theJser Namas the correct user name.



5. Check the box markeemember passwoanhd insert the current/new password
into thePasswordield found below thé&Jser Namefield.

6. Click onTest Account Settinds verify that all settings are working correctly



7. SelecNextat the bottom to move to the next window.

8. Click onFinish at the bottom of the window and your settings Hasen changed.






