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iIPhone and iPad

Remove Your Account

1. Tap Settings > Passwords & Accounts.
2. Tap the e-mail account you wish to remove.
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3. Scroll towards the bottom of the window and click Delete Account.

12:31 all F 40

< Accounts Exchange

EXCHANGE

Account

< Mail

@' Contacts

- Calendars o

. Reminders

Notes o
Mail Days to Sync 1 Month
Automatic Reply Off

Delete Account
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4. A Delete Account warning will appear, click Delete from My iPhone to complete the
process.

Are you sure you want to continue? All Exchange
calendars will be removed from your iPhone.

Delete from My iPhone

Cancel
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Add Your Account

If you are using an iOS device, we recommend you utilize the Outlook for iOS app. There are
known calendaring issues when using the default Mail and Calendar apps on an iOS device.

1. Tap Settings > Passwords & Accounts > Add Account.
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https://umshare.miami.edu/web/wda/IT/o365_ConfigureOutlookForiOS.pdf
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2. Tap Exchange.

12:32 oll F 30
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3. Enter the information in the E-mail and Description boxes.
4. Tap Next on the upper-right corner of the screen. Your iPhone will try to find the
settings it needs to set up your account.

12:32 all (%)
Cancel Exchange Next
Email s.ibis@miami.edu

Description Exchange

Adding an Exchange account will allow the Exchange
administrator to remotely manage your device. The
administrator may collect personal data, add/remove
accounts and restrictions, list, install, and manage apps,
and remotely erase data on your device.

Exchange Device ID
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5. A sign-in screen will appear. Tap Sign In.

Sign in to your “miami.edu”
Exchange account using

Microsoft?

Your email address will be sent to
Microsoft to discover your Exchange
account information.

Configure Manually

Sign In
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6. Tap Work or school account.

12:33 all ¥ 050

Cancel & login.microsoftonline.com )

B8 Microsoft

It looks like this email is used with more than
one account from Microsoft. Which one do you
want to use?

Created by your IT department

Work or school account

Tired of seeing this? Rename your personal Microsoft
account.

Sign in with another account

Back

u
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7. Provide your account password and tap Sign In.

12:33 ol T 40

Cancel & auth.miami.edu C

w UNIVERSITY
OF MIAMI
Sign in with your UM Credentials:

TeS iye and/or recover your CanelD password, please
visit CanelD Self-Service webpage:
http| aneidhelp.miami.edu
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8. Follow the Duo Prompt

12:33 oll F %0

Cancel & auth.miami.edu C

M UNIVERSITY
OF MIAMI

For security reasons, we require additional information to
verify your account

l.j = Settings

MIAMI

Device: ios

Send Me a Push

Call Me

Enter a Passcode

Remember me for 30 days
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9. Your account should configure. Choose the type of information you want to
synchronize between your account and your device, and then touch Save.
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Android Phone

Remove Your Account

The screenshots are from Android Marshmallow. The screens may differ on other versions of

Android.

1. On your device click Settings > Account.
2. Tap the e-mail account you wish to remove. Click on Account settings.

o]

Settings

Personal

Q Location

ﬂ Security

B Accounts

G Google

Language & input

HH Motorola Privacy

1+ Backup & reset

3@ 4 m238

Q

€  Exchange

Accounts

5 testo365@miami.edu
L’ Last synced 7/20/16 1:27 PM

Account settings
Sync frequency, notifications, etc.
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3. Tap the three dots in the top right corner and select Remove account.

30 v)d m 128 30 o4 mizs
Sync now
testo365@miami.edu testo365@miami.ed  Remove account
Exchange Exchange

Calendar
Last synced 7/20/16 1:27 PM

Contacts

Calendar
Last synced 7/20/16 1:27 PM

. Contacts .
Last synced 7/20/16 1:27 PM Last synced 7/20/16 1:27 PM

Mail . Mail .

Last synced 7/20/16 1:27 PM Last synced 7/20/16 1:27 PM
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4. The Remove account window will appear. Click Remove Account.

Remove account?

Removing this account will delete all of its
messages, contacts and other data from the

phonel!

CANCEL REMOVE ACCOUNT
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Add Your Account

The screenshots are from Android Marshmallow. The screens may differ on other versions of
Android.

Note: You will be required to switch to a numeric PIN if you currently have a lock pattern or
swipe combination set up on your Android device. Please review the Mobile Device Security
FAQs and Mobile Computing Device policy for more information on mobile PINs and
passcodes.

1. On your device click Settings > Accounts > Add account.
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Settings Q Accounts :
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Personal

G Google
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+ Add account
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B Accounts

G Google
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https://www.it.miami.edu/wda/it/MobileDeviceSecurityFAQ.pdf
https://www.it.miami.edu/wda/it/MobileDeviceSecurityFAQ.pdf
https://umiami.policystat.com/policy/token_access/167ba7dc-534e-4017-9aed-2964d777fe94/
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2. Tap Exchange or Microsoft Exchange (depending on device).

= 300 o4 m238

Add an account
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Amazon Video

Appstore

Exchange

Google

Office

Personal (IMAP)

Personal (POP3)

Tumblr

Windows Live
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3. Enter your University email address and then click Manual Setup.

B © .4 m2:39

N
al

Add your email address

Enter your email

testo365@miami.edu|

‘ MANUAL SETUP

1 2 3 4 5 6 7 8 9 0
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4. On the setup page enter the following information:
e Username: Your @miami.edu, if it's not already there (i.e. s.ibis@miami.edu).
e Password: Your password.
e Server Address: outlook.office365.com

e Port: 443
e Security type: SSL/TLS
5. Click Next.

0O o4 m2:49

Incoming server settings

Username

testo365@miami.edu

Password

l:l Show password

Client certificate SELECT
None

Mobile device id

Server

outlook.office365.com

Port

443

Security type

SSL/TLS v
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6. Your account should verify. On the next screen, you will be able to set notifications and
sync settings for your account. Uncheck the options you wish to disable. Click Next to
complete the setup.

B © ¥4 m 355

N
lad

Account options

Sync frequency:

Automatic (Push) ¥

Sync emails from:

Last week v

Notify me when email arrives

Sync contacts from this account

Sync calendar from this account

Sync email from this account

. Automatically download attachments when
connected to Wi-Fi

< NEXT >

University of Miami Information Technology Mobile Device Configuration Page 21



LJ INFORMATION
wanr TECHNOLOGY

7. You may be taken to a “Your account is set up and email is on its way!” You may change
the account name on your phone if you wish. Click Next.
o If you do not see this screen, skip to step 10.

B0 ©® o4 m 356

N
ad

Your account is set up and email is
on its way!

Account name (optional)

testo365@miami.edu

Displayed on sent messages
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8. If you receive a message regarding updating your security settings click OK.

3O L m 358

A Security update

testo365@miami.edu requires that you update
your security settings.

CANCEL OK
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9. You will be taken to the Activate device administrator screen. Click Activate.

[ Bk © .4 m 358

Activate device administrator?

M Gmail

The server outlook.office365.com requires that you allow it to
remotely control some security features of your Android device.

Activating this administrator will allow the app Gmail to perform the
following operations:

Erase all data
Erase the phone's data without warning by performing a
factory data reset.

Set password rules
Control the length and the characters allowed in screen lock
passwords and PINs.

Monitor screen-unlock attempts

Monitor the number of incorrect passwords typed. when
unlocking the screen, and lock the phone or erase all the
phone's data if too many incorrect passwords are typed.

Lock the screen
Control how and when the screen locks.

Set screen lock password expiration
Change how frequently the screen lock password, PIN, or
pattern must be changed.

Set storage encryption
Require that stored app data be encrypted.

Disable cameras
Prevent use of all device cameras.

Disable some screen lock features
Prevent use of some screen lock features.

CANCEL ACTIVATE
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10. Your device is now connected to your Office 365 account and will begin downloading
your mailbox. It may take ten to fifteen minutes after you set up your account before you

can send or receive e-mail.

testo365@miami.edu

E All inboxes

D Inbox

All labels

I Flagged
9 Unread
n Drafts
Outbox
> Sent

i Trash
. Archive

v © O.4 m 3:59

99+

University of Miami Information Technology
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Blackberry

These instructions are for Blackberry 10 smartphones.

1. On your device navigate to the Settings menu.
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2. Select Accounts from the list.

System Settings

K Airplane Mode

Turn off all connections

((I.)) Networks and Connections
Mobile network, Wi-Fi, Bluetooth, USB

Notifications
Ringtones, sounds, vibrate, LED

‘:)) Main Volume

Volume for media and apps

Accounts
Set up email, contacts, calendar

Quick Settings

Customize Quick Settings

Shortcuts and Speed Dial

Assign keys for phone numbers

Data Management
Modify mobile data usage settings

Display

Set wallpaper, font sizes, and brightness

Battery Saving Mode

Customize Battery Saving Mode

Language and Input
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3. Tap the e-mail account you wish to remove.

Accounts

Recently Added

-

J @ =

Add Account Set Defaults
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4. Click Delete at the bottom of the screen.

Edit Account

* Required Fields

Description

Miami

Email Address

Update Password

Enter Password

Sync Email

Edit Email Folder Settings

Sync Contacts

U

Advanced Delete
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5. The Delete account window will appear. Click Delete.

Delete Miami account?

Any messages, contacts, or calendar
items associated with this account will
be removed from your device.

Cancel Delete

6. You will be taken back to either the Accounts or Add Account screen when the
deletion has completed.
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1. On your device navigate to the Settings menu.
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2. Select Accounts from the list.

System Settings

“ Airplane Mode

Turn off all connections

@ Networks and Connections
Mobile network, Wi-Fi, Bluetooth, USB

Notifications
Ringtaones, sounds, vibrate, LED

‘,)) Main Volume

Volume for media and apps

Accounts
Set up email, contacts, calendar

Quick Settings

Customize Quick Settings

Shortcuts and Speed Dial

Assign keys for phone numbers

Data Management
Modify mobile data usage settings

Display

Set wallpaper, font sizes, and brightness

Battery Saving Mode

Customize Battery Saving Mode

Language and Input
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3. Tap on Add Account at the bottom of the screen.
e If you have no accounts on your device, then you will automatically be taken
to the Add Account window.

Accounts

Recently Added

]

@ =8

Add Account Set Defaults
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4. Tap Email, Calendar and Contacts.

Add Account

H Evernote

E Subscribed Calendar

< | -
Advanced
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5. Type in your @miami.edu address in the Email Address field (e.qg.
s.ibis@miami.edu).
6. Tap on Advanced on the bottom of the screen.

Cancel Add Account

Enter the email address for your existing account.

* Required Fields

Email Address *

Enter Email Address

Advanced

University of Miami Information Technology Mobile Device Configuration Page 35
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7. Select Microsoft Exchange ActiveSync.

Advanced Setup

9
""'E Microsoft® Exchange ActiveSync

Gmail
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8. Enter the information below:

Description: Provide one if you'd like.

Domain: Leave this field empty.

Username: This is your full e-mail address (e.g. s.ibis@miami.edu).
Email Address: This is your full e-mail address (e.g. s.ibis@miami.edu).
Password: This is the password for your e-mail account.

Server Address: outlook.office365.com

Port: Leave it as 443.

Use SSL should be ticked to the right.

Use VPN should be ticked to the left.

Push should be ticked to the right.

9. Tap Next on the upper-right corner of the screen.

Cancel Add Account Cancel Add Account

Microsoft® Exchange ActiveSync

Description

Username *

s.ibis@miami.edu

s.ibis@miami.edu

* Required Fields
Password *

Server Address *

outlook.oﬁice365.l:om

Port *

443

Email Address *

s.ibis@miami.edu

Password *

Use SSL

Use VPN

Push

Sync Timeframe 30 Days v
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10. Your account should configure. Choose the type of information you want to
synchronize between your account and your device, and then touch Done.

Previous Add Account

Microsoft® Exchange ActiveSync

Sync Email
Sync Contacts
Sync Calendar
Sync Tasks

Sync Memos

Roaming Data Control Full Messages v

Cellular Data Control Full Messages v

Wi-Fi Data Control Full Messages Vv

< |
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11. You may be asked to assign a Device Password. Enter in a password. It must be at
least 4 characters.

12. Click OK when done.

13. Your account should start synchronizing.

Accounts
Device Password

Recently Added

Password Required

Miami
2

Password
Email, Tasks

Confirm password

Password Rules

Cancel

@/ =
< =
Add Account Set Defaults
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