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SOFTPRO OUTLOOK - NC - FNT

SELECT Setting up Outlook in Citrix

Once the RamQuest desktop is de-activated, you will access Outlook via your Citrix log in. Follow these steps to
setup your Outlook access. If you have any questions or problems contact your system administrator.

1. Log into Citrix, if not already

2. Click the SoftPro > NC folder Applications

Main > Softpro > NC

3. Click the NC Outlook button once [z o1 s =] =
NC Excel NC Outlook NC Printers NC SoftPro NC Word
Select

When the application starts, the Welcome
message is displayed.

4. Click Next

Welcome to Microsoft Outlook 2013

Welcome to Qutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

The program steps through the process of setting up your account.

5. Continue to click Next at each
screen

Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange

Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

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

& VYes
" No

AN
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NOTE: At the Add Account window, the program should auto-populate your email account information. If it does

ek

1. Click the Cancel button Auto Account Setup

Outlook can automatically configure many email accounts.

2. Contact your system administrator

' E-mail Account

E-mail Address: |susan.nvera-stoll@softprocorp.com
Example: ellen@contoso.com

When prompted,

6. Enter the Multi-Factor Authentication (MFA)
password; this is the 16-character password, not
your system login password

Windows Security

Microsoft Qutlook
Connecting to susan.rivera-stoll@softprocorp.com

7. Check the Remember my credentials check box ‘
susan.rivera-stoll@softprocorp.com

8. Click OK
ﬂ Remember my credentials
( oK Cancel I
Add Account
When prompted, Searching for your mail server settings...
9. Click Finish

The Outlook program automatically e

(@] peﬂS Wh en setu p iS com p | ete. Outlook is completing the setup for your account. This might take several minutes.
v Establishing network connection

+"  Searching for susan.rivera-stoll@softprocorp.com settings

v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Add another account... |

{l Finish i' Cancel |

N—

] | Change account settings

"
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