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The following items will be discussed:
·Finding Your Existing E-Mail Settings in Outlook.

·Setting Up Maintenance Coordinator for E-Mail use.

·Setting Up a Work Order for Auto E-Mail use.

·Setting Up and Using the Auto E-Mailer module.



Finding Your Existing Settings In Microsoft 
Outlook

·Open or run Microsoft 
Outlook

·Open the Tools menu and 
ÓÅÌÅÃÔ ÔÈÅ Ȱ%-Mail 
!ÃÃÏÕÎÔÓȣȱ ÏÐÔÉÏÎ



Finding Your Existing Settings In Microsoft 
Outlook

·When the E-Mail 
Account dialog 
opens, select the 
Ȱ6ÉÅ× ÏÒ ÃÈÁÎÇÅ 
existing e-mail 
ÁÃÃÏÕÎÔÓȱ ÏÐÔÉÏÎȢ

·Click Next



Finding Your Existing Settings In Microsoft 
Outlook

·Next select an 
existing account 
from those listed.

·Click on the 
Ȱ#ÈÁÎÇÅȣȱ 
button.



Finding Your Existing Settings In Microsoft 
Outlook

Record the following 
information for use 
with Maintenance 
Coordinator

·Your Name

·E-Mail Address

·Outgoing mail server 
(SMTP)

Click the Cancel 
button.



Setting Up Maintenance Coordinator

·Start Maintenance 
Coordinator

·Open the Admin 
menu and select 
ÔÈÅ Ȱ0ÒÏÇÒÁÍ 
3ÅÔÔÉÎÇÓȢȢȱ ÏÐÔÉÏÎȢ


