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Once you have completed the initial registration of your new NHS Mail account, the next step is to configure Microsoft Outlook to use your new account for sending and receiving email. These instructions will guide you through this process.
Note: You will need to do this as a “one off” on every PC you use. Previously, you would set it up once and it would follow you around the network. This will no longer happen. If you use multiple machines as part of your role, it may be easier to use the web based system instead.
Before you follow these steps, you first need to complete the initial registration instructions.
Once that has been completed, you can return to these instructions.
(Note: The images are for Outlook 2010, but other than colour and design, all the fields and buttons are the same for Outlook 2013)
Open Microsoft Outlook. This will bring up the following Window…
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Click “Next >”
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Click “Next >”

Enter your name, NHS email address and NHS mail password in the fields provided.
[image: ]

Outlook will now search for your account settings, this will take about 1 minute to complete.
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Once this has done, click “Finish”
Outlook will continue to load, but may make an additional request for your credentials. 
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A known problem at this point, is that the dialog box is looking for an NCH account as the default, you will have to select the option for:
“Use Other Account”



Enter your full NHS email address as the user and then your NHS mail password and click “OK”
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Outlook may then advise you that the program will need to be restarted. Please close outlook and then open it.
Once Outlook has launched again, it will again ask for your NHS mail password. Please note NHSmail2 does not recommend ticking the box to remember your credentials as this can cause accounts to get locked out.
You have now completed the set up for NHSmail 2 and can start using it.
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Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outiook 2010 Startup Wizard, which wil qide you through the.

process of configuring Microsoft Outook 2010.
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Account Configuration

E-mail Accounts.

You can configure Outook to connect to Internet E-mal, Microsoft Exchange, or
other E-mal server. Would you ke to configure an E-mail account?
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‘Add New Account

Auto Account Setup
Clck Next to connect to the mail server and automaticaly configure your account setings.

© E-mail Account

Your Name:
Example: Elen Adams.
Email Address:
Example: elen@contoso.com
Password:
Retype Password:

Type the password your Internet service provider has given you.

Text Messaging (SMS)

Manually configure server settings or additional server types
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Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
/ Establish network connection
/ Search for NHSMai2.User @nhs.net server settings.
|  Logonto server

Your e-mall account s successfully configured.

Manualy configure server settngs. Ad another account
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Microsoft Outlook
Connecting to NHSMail2.User@nhs.net

Username@nch.nhs.uk

Remember my credentials

‘D‘ Use another account
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Microsoft Outlook
Connecting to NHSMail2.User@nhs.net

Userame@nch.nhs.uk

Domain: nhsnet
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