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How to Log-In to Your E-Mail

1. After logging into VMWare, search for Outlook icon clicking the below icon
in the bottom left of your screen.
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2. Search for Outlook by using the magnifying glass.
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3. Click “Next >".

WWeicome to Microsaft Outlook 2016

Outlook

If you have any questions, contact itteam@crosscountryis.com
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4. Select “Yes”, then click “Next >”.
x

Outlook

5. Make sure the crosscountryis.com is entered in the E-mail address field and
enter your current vmware password. This field may auto-populate. Then,
click “Next >”.

Add Account

6. A prompt will appear for authentication. Enter your current VMWare
password and make sure the first text box has your new crosscountryis.com
address. Check “Remember my credentials”. Then, click “OK”.
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7. Click “Finish” and you’re done!

Add Account |

Seiarching fur yaur mail server settings..

Canbguing

utionk ks compleing the setup fo your accamant.Thks might ake several mimutes.
& Esmibizning netwerk conection
W tmrehing ke oot e sebige

¥ Loggieg onsathe mal server

Congratubatons! Your emall accourt was succeashully configured and s ready o s

8. Lastly, select “Install updates only”. Then, click “Accept”.
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First things first.

T A ommended updates for Office, Windows and other

Microsoft software,

Ask me later

Until you decide, your computer might be vulnerable to security threats

This product also comes with Office Automatic Updates

Leam more

By clicking “Accept” you agree to the Microsoft Office License

View Agreement

If you have any questions, contact itteam@crosscountryis.com
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If you are logging into your email through a different web:

1. Navigate to https://portal.office.com. Enter your new crosscountryis.com
email address. Then, click “Next”.

BT Microsoft

Sign in

vcarter@crosscountryis.com

No account? Create one!

Can’t access your account?

Back MNext

2. If you use web mail only, enter e-mail address password. If you have access
to vmware, then enter your vmware password. Then, click “Sign in”.
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Enter password
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Forgot my password

If you have any questions, contact itteam@crosscountryis.com
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3. You can click “No” or “Yes” depending on if you want your password
remembered the next time you log in.

B® Microsoft

vcarter@crosscountryis.com

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

No Yes

4. Click “Outlook” and you’ll be placed in your inbox.

Good afternoon
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Explore all your apps —

Calendar

Tuesday, lanuary 8, 2019

BTue 9Wed 10 Thu 11 Fr 12 sat 13 Sun 14 Man

B00 pm - 1000 pm 0 iny i
Reminder to log out of Sage tonight by B:30pm C5T Aoy Duéy

5. Next, you can navigate through your email.

Search Mail and People Jo

@ Folders

~ Favorites
Inbox 2
Sent ltems
Drafts 8

~ Victor Carter

+ Inbox 2
Clutter
Drafts 8
Sent ltems
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