
Setting up Office 2010 on your home PC 

Open the Control Panel.  Click on “Mail”, and then click on “E-Mail Accounts” 

 

On the email tab, select “New” 

 

Select “E-mail account”, then Click Next 

 



Select “Manually configure server settings or additional server types”.  Click Next. 

 

 

Enter webmail.kctcs.edu in the server name box and your email address in the username box…DO 

NOT CLICK on “Check Name”.   Click on “More Settings button. 

 

 



 

On the General tab, give your exchange account a name, such as john.doe@kctcs.edu. 

Follow the screenshots below to complete the setup of Outlook. 
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On the “Connections” tab, at the bottom select “Exchange Proxy Settings” 

 

Enter the following Exchange Proxy settings, and then click OK. 

 

 

 


