Using Multiple E-mail Accounts

Microsoft Outlook gives users the option to receive mail for multiple accounts of varying types (IMAP,
POP, Exchange, etc.). Also, since more than one account can be set up the user can also specify which
account to send a message from at the time of composition. Please note that only one Exchange account

can be configured per Windows profile.
To Configure Multiple Accounts

1. Open Outlook

2. Click Tools | E-mail Accounts

3. Click View or change existing e-mail accounts then click
Next

4. The next screen will display a list of all accounts currently

configured.

Click Add

Select the account type ie. POP3.

Enter Account settings

Click Test Settings to verify the entries are correct.
Click Next and then Finish.
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Sending E-mail From Different Accounts in Outlook

1. Compose a new email message by click new while in mail

view or clicking File | New | Mail Message.
2. Near the top with the toolbars will be a button named
Accounts. Click this button and then select the desired

account. Now above the To field will be a notice stating that

the email will be sent via that account.
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