Quick Steps to Set Up Outlook Email 

For a “one time” use on a computer go to your Teacher Resources web page and choose Outlook Email from School.

1. When opening Outlook Email on a different computer than you normally use, pen Outlook Email and choose: 
2. Next

3. Yes, Next

4. 1st choice (Microsoft Exchange Server), Next

5. Type MBSexchange, uncheck green check, type your last name, click Check Name, choose your name from the list, OK, Next after your name appears underlined

6. Finish
Mailbox Clean Up 

Print and add this handout to your Technology Handbook for future use.
It is quite possible that sooner or later you will get a message that your mail box is too full, and it won’t happen at a convenient time!  Here is a quick and easy way to check it now and avoid the problem down the road.

1. While in mail, but with no messages open, click: 
2. Tools
3. Mailbox Cleanup (you may need to expand the drop-down menu for the option to be visible)
4. Find
5. A list of messages appears.  Click on the Size heading to sort by size.  Clicking Size toggles between ascending and descending order.

6. Select and delete the large files.
