Configuracao do E-Mail em Outlook
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Objetivo: Descrever os procedimentos para a tarefa de configuragdo do e-mail em Microsoft Outlook

2013

Pré-requisitos: Sistema Operativo Windows
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1 Introdugao

Este documento tem como objetivo explicar todo o processo de configuracdo do e-mail em Microsoft
Outlook 2013.
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2 Configuragao

1. Abra o Outlook e seleccione File
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2. Clique em Add Account

Account Information

Open & Export

7
U') Microsoft Exchange

Save As

| & Add Account |

F‘ | Account and Social Network Settings
a3

Change settings for this account or set up maore
Account connections,
Settings v Access this account on the web,
Office Account ) . https://webmail.ensp.unl.pt/owa/

Connect to social networks.

Options

Change

Exit

3. Preencha de acordo com os campos:
Your Name: o nome que ird aprarecer associado ao seu email
E-mail Address: endereco de email (Ex: username@ensp.unl.pt)

Password: introduca a password que |lhe foi fornecida

e clique em Next.
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4. Insira as credenciais do seu utilizador de acordo com o especificado ensp.local\username. (Ex:
ensp.local\informatica)

& windows Security |

Mail Application

Connecting to L: {88 @ensp.unl.pt

@ensp.u...

5. Aguarde a sincronizagdo com o servidor de email e o seu computador.

a,- Add Account x|

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes,
v Establishing network connection
+"  Searching fordplmmestsseieie: @ ensp.unl.pt settings

v Logging on to the mail server

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

[ Change account settings Add another account... |

= Back

Cancel |

Clique em Finish
6. Reinicie o Outlook 2013.

FIM. A sua conta de email da ENSP/UNL esta agora acessivel através do Outlook 2013.
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