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Configuring an Office 365 Mailbox in Outlook 2013/2016

Requirements:
o An Office 365 Account
o You have run the most recent Microsoft updates.

1. For first time users of Outlook (no existing profile), launch Outlook to start the account
creation wizard and proceed to Step 6.
2. For users who have an Outlook profile already created, go to Start > Control Panel.
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3. Inthe Control Panel click inside the Search box in the upper right-hand corner of the

window and search for “Mail.”

[E2] Al Control Panel lterns

= « /4 [EF » Control Panel » All Control Panel ltems

v O Search Control Panel

Adjust your computer’s settings

i% Administrative Tools @ AutoPlay
& BitLecker Drive Encryption g:l Color Management
Credential Manager — [5 Date and Time

View by:  Small icons =

E Backup and Restore (Windows 7)
Fg.j Configuration Manager
LTBI Default Pregrams

4. Click Mail in the search results.

[=8] mail - All Control Panel ltems

L) « 4 [EF » Control Panel » All Control Panel ltems
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v O mail x

@ Mail (32-bit)

OSearch Windows Help and Suppert for "mail"
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5. Inthe Mail Setup dialog box, click Show Profiles.

Q Mail Setup - reangel&78

E-mail Accounts

Setup e-mail accounts and directories. E-mail Accounts...

Data Files

4, Change settings faor the files Qutlook uses to Data Files...
store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and

data files, Typically, you only need one. show Frofiles..

6. On the General tab, under When starting Microsoft Office Outlook, use this profile,
click Prompt for a profile to be used, and then click Add.

W Mail =]

General

@ The following profiles are set up on this computer:

| Add... Remove || Properties || Copy..

‘When starting Microsoft Outlook, use this profile:
@ Prompt for a profile to be used
DAIways use this profile
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7. Inthe Profile Name box, type the name that you want to use for the new email profile,
and then click OK.

£M Mew Profile

(=]
d:) Create New Profile

Profile Name:

New |

8. Onthe Add Account Setup window, enter the following for each field if they are not
already populated:
o Your Name: Enter your name as you'd like it to appear.
o E-mail Address: Enter your email address (i.e. sibis@miami.edu).

o Password/Retype Password: Enter your account password.
9. Click Next.

Q Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@E—mﬂ.ﬁcmunt

Your Mame: |Sebastian Ibis

Example: Ellen Adams

E-mail Address: |sibis@miami.edu

Example: ellen@contoso.com

Password: ki kiR |

Retype Password: |*tsssssses |

Type the password your Internet service provider has given you.

O Manual setup or additional server types
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10. You may be prompted to enter your credentials. If so, enter your email address as your
username and your account password as your password, and click OK.
11. When your account finishes configuring, click Finish.

Q Add Account @

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
' Establishing network connection
v Searching for - - settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[] change account settings Add another account...

<Back || Finish | | cancel |

12. Click OK.
W mail =]

General

@ The following profiles are set up on this computer:

Mail

I

| Add... || Remove || Properties || Capy...

When starting Microsoft Qutlook, use this profile:
D Prompt for a profile to be used
(®) Always use this profile

ok || cancet | Appw
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