Setup an Outlook Profile
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Add a new e-mail account
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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Set up as POP 3
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Server Type
Vou can choose the typs of server your new e-mail account wil work with,

(OMicrosoft Exchange Server
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Fill in user information
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Internet E-mail Settings (POP3)
Each of these seftings are required to get your e-mal account working,

User Information Server Information

Yourteme: ] Incoming mal server (POP3):

Email Address: Qutgoing mail server (SMTP):

Logon Information Test settings

User Nare: after iing out the nformation on this screen, we
recommend you test your account by cicking the

password: button below. (Requires network connection)

emember password

[Jtog on usng secure assord
Authentication (SPA)





User Information

Your name   John Doe

E-mail Address John.Doe@ntpcug.org
On the Servers Information:

Incoming mail server (POP3):  mail.ntpcug.org
Outgoing mail server (SMTP): mail.ntpcug.org
On the Logon Information

User Name:  the first letter of your first name, the first letter of your last name followed by your membership number

Password: Password07 followed by your membership number
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General | utgoing server | Connetion | Advanced

Ml Account

Type the name by which you would ke to refer t this
ccout. For exampl: "Work' or “Microsoft M Server”

Other User Information

Organizaton;

Reply E-mail





On the tab marked outgoing server:

Check the radio button for “Use same settings as my incoming mail server.”
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General | Oukgeing Server | Connection | Advanced
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Verify settings for connection

Under the Advanced tab, you have the option for checking the box for “Leave messages on server”
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· Once you have validated that you are receiving your email, then go to the SharePoint page at

http://69.41.237.216/default.aspx 

and change your password. The change password program is on the right hand side of this page. Your logon for SharePoint is 

User ID:  ntpcug\xx9999

  
xx = represents the first initial of your first name and first initial of last name, so if your name is Mary Jones and her membership number is 7523, then her user ID would be
ntpcug\mj7523

9999 = represents your membership number

Default Password: Password07 followed by your membership number 

This is the default password for all NTPCUG members, who have email accounts, so you will want to change your password at your earliest convenience.
Accessing your NTPCUG email on the Web

Aka Exchange OWA (Outlook Web Access)

After you have set up your NTPCUG email account in Exchange and have validated that it works, then go to the NTPCUG SharePoint site at http://69.41.237.216/default.aspx and click on change password. Once you have successfully created your new password, verify that it works on SharePoint. 

In SharePoint, it is only necessary to enter your user ID in the xx9999 format and your new password.

In the left hand column under lists, there is a list item titled URLs. Click on URLs, then click on Exchange OWA link. Or you can click on click on the URL below, if you are just now setting up your NTPCUG email account in Exchange.

https://mail.ntpcug.org/exchange/ 

To access Exchange OWA, here is the format that you need to use.

User ID:
ntpcug\xx9999

XX = the first letter of your first name and the first letter of your last name

9999 = your NTPCUG membership number but do not include any leading zeros

Password:
Enter your new password and click log-on button.
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