Configure Windows Outlook for Office 365

1. Run Outlook and goto File, Add Account.
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2. Enter the necessary information at the next dialog box (warning: email address must be typed in full)

and click next.
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Auto Account Setup

Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

Your Name: | |
Example: Ellen Adams

E-mail Address: | |
Example: ellen@contoso.com

Password: | |

Retype Password: | |
Type the password your Internet service provider has given you.
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3. Click Finish
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Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
+" Searchfor
+"  Logon to server

g.edu server settings

‘Your e-mail account is successfully configured.
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Restart Outlook.
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Configuring e-mail server settings. This might take several minutes:
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5. Enter the password to your account again. Click save password if you do not want to type the
password every time you start outlook.
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6. All Set !!l It may time some time for the messages to download depending on the size of your mailbox.



