This tutorial shows you how to change your password in Microsoft Outlook

Inbox - Microsoft Dutliook - I'Q' E)_(f
i File Edit Miew Go Tools Actions  Help Type a guestion for belp =
@M&w | % | tﬁ—:iﬁeply ﬁFDrﬂard | %Sendmeg&ive - | Type a conkact ko find - B
& snaglt 21 | Window L4 !

Favotite Folders .ﬁ.rrangEd-E'g". Date |NEWESt"DI‘|-tﬂ[.‘.i_ L *‘

Inbox
@ Sent Items Yesterday
&l Mail Folders | |E Tuesday
= £t Parsonal Folders =
{a] Deleted Items Last Week
A Drafts
Inboz 4 Two Weeks Ago
Junk E-mail
(5 Outhox Three Weeks Ago
[ Quarantine

I.E Sent Ikems :]
- Mail
% Calendar

rﬂ;i Contacts

@ Tasks

[ Last Month

bl @ 2 -

1. Click on Tools
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2. Click on Email Accounts



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

= View or change existing e-mail accounts

Directory

" add a new directory or address book

™ View or change existing directories or address books

3. Click on Next Button

= Back Mext = Close




E-mail Accounts

E-mail Accounts
You can select an account and change its settings or remove it

Ciutlook processes e-mail for these accounts in the Following order:
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Deliver new e-mail to the Following location:
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Click on Change Button then you will find the Change Password screen
Change the Password in the Password Text box
Click on next button, Password is Automatically changed.



E-mail Accounts

Internet E-mail Settings (POP3)

Each of these settings are required to get your e-mail account waorking,

User Information

Tour Nare: |‘f|:|ur Mame

E-mail Address: |user name @atspl.com

Logon Information
User Mame: |user name@atspl.com |
Easswurd: e :-:x:-r)-el

Eemember password

|:| Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POP3):  |nop.atepl.com |
L

Qutgoing mail server (SMTP): | smtp, atepl.com |
1

Test Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
button below. (Reguires network connection)

[ Test Account Setings ... ]

Maore Settings ...
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