Setting up Microsoft Outlook

The first time you start Outlook, you will be asked to
add your account. (You may first have to complete
the Office Activation.)

Click Add Account

| Outlook 2016 for Mac

Set up my Inbox
To set up your email account, click Add Account.

Or, to import data from another source, click Import.

Add Account

Not now »

Click on Exchange or Office 365

[ J Accounts
Show All

Add an Account
To get started, select an account type.

Exchange or Office 365

B

Outlook.com
az Outlook.com, Hotmail, Live.com, or other Microsoft accounts

Other Email
= iCloud, Google, Yahoo!, or other accounts

Enter your school email address in the email address
box and in the username box.

Then, enter your password.

Accounts ]
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Enter your Exchange account information.
E-mail address:
Authentication
Method: = User Name and Password o

User name:

Password:
Configure automatically

Cancel

| "W~ | Outlook.com, Hotmail, Live.com, or other Microsoft accounts

Other Email
= iCloud, Google, Yahoo!, or other accounts

Be sure the box next to Configure automatically is
checked.

Click on Add Account

Accounts
Show All
Enter your Exchange account information.
E-mail address:  efriesen@bacards.org
Authentication
Method: = User Name and Password =
User name:  efriesen@bacards.org
Password: eeeeseee
Configure automatically
Cancel |\t
| "W~ | Outlook.com, Hotmail, Live.com, or other Microsoft accounts
Other Email
iCloud, Google, Yahoo!, or other accounts
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Setting up Microsoft Outlook

You may receive a message about a secure
connection and security certificate.

Cjck on Continue.

Accounts

A Verify Certificate A

~ A secure connection cannot be established with the server bacards.org. Do
you want to continue?

If you continue, the information that you view and send will be encrypted, but will not
be secure.

Show Certificate Cancel

Continue

[v! Configure automatically

Detecting Exchange Server...

o Cancel
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Other Email

iCloud, Google, Yahoo!, or other accounts
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You will receive a message that Outlook was
redirected.

Check the box to Always use my response for this

server.

Click on Allow
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Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account
efriesen@bacards.org. Do you want to
allow this server to configure your settings?

outlook.

autodiscover.xml

Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

Always use my response for this server

Allow
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Outlook you will begin to synchronize with the email server. You will get the Accounts window. You can click

on the red circle in the top left to close the accounts window after your inbox starts synchronizing.
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Account description:
Personal information
Full name:

E-mail address:
Authentication
Method:

User name:

Password:
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Move  Junk  Rules  Read/Unread Categorize Follow
Up
Accounts

Bacards
Exchange/Office 365 Account

Bacards

Friesen, Ed

efriesen@bacards.org

User Name and Password
efriesen@bacards.org

Filter [} Address Book
Email
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Advanced...

Our next steps will be to setup Outlook as the default program for email.




