How to connect to nhew 0365 mailbox

1. Open the Outlook app on your desktop

2. At the top left corner click File > Account Settings > Managed Profiles:
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3. Onthe Manage Profiles window, Click on Show Profile:

Mail Setup - Outlook >

Email Accounts

Setup email accounts and directories. Email Accounts... I

-
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Data Files

# Change settings for the files Outlook uses to Data Files... |
&@ store email messages and documents.

Profiles

Setup multiple profiles of email accounts and Show Profiles... |
data files. Typically, you only need one,

Close |
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4. After clicking Show Profiles, you will see the window below. Click Add:

Mail X

General |

@ The following profiles are set up on this computer:

Add... | Femove Properties Copy..

When starting Microsoft Qutlook, use this profile:
. Prompt for a profile to be used
fe Always use this profile

Outlook |

] 4 Cancel | Apply

5. The New Profile window will appear. Enter in 365 in the box and click OK:

Mew Profile >
(L_,} Create Mew Profile QK 4
Profile Mame: Cancel

365
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6. After clicking OK the Auto Account Setup window will display and your email address will
already be filled in the box. Click Next.

Auto Account Setup
Outlook can automatically configure many email accounts,

@ Email Account

M Jass

Email Address: mjassi@greenford.ealing.sch.uk

Example: ellen@contoso.com

O Manual setup or additional server types

< Back MNext > Cancel Help

7. A new window will appear asking for the password to your email address. Enter your
password into the box and tick Remember by credentials as shown, then click OK:

Searching for your mail server settings....

Windows Security

Outlook Mail Setup

Configuring

" Qutlook is completing the setup for your account. This might take several minutes.

| o R e CN S Connecting to mjass@greenford.ealing.sch.uk
i =3 Searching for mjass@greenford,ealing.sch,uk settings

i . "

] Logging on to the mail server R | mjass@greenfurd‘ealfng.sch.u{ |
ateseee |

) Remember my credentials

1

OK Cancel

< Back MNext > Cancel Help
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8. After clicking OK you will see the following window appear. This shows it has been added to
your Outlook. Click Finish:

Add Account

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.

+ Establishing network connection
+" Searching for mjass@greenford.ealing.sch.uk settings

+" Logging on to the mail server

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

|:| Change account settings
Set up Cutlook Mobile on my phone, too | Add another account...

¥

= Back Cancel Help

9. After you click Finish you will need to select “Prompt for a profile to be used” on the Mail
profile window as shown below, then click Apply:

Mail X

General |

@ The following profiles are set up on this computer:

Cutlook

Add... Remove | Propertiesl Copy..

i I his profile:
I Prompt for a profile to be used

7 Always use this profile

|outiook =1

L

oK Cancel |I Apply |
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10. Once you click Apply, you can exit Outlook and open it again. You will be prompted to
choose which Profile to use. Select 365 as shown below, then click OK:

s Microsoft

Choose Profile

Profile Mame:

Leading Profile

11. You may be prompted to enter your password in again. Please do so and tick the box
“Remember my credentials” as shown below:

Windows Security

Microsoft Outlook

Connecting to mjass@greenford.ealing.sch.uk

R mjass@greenford.ealing.sch.uk

LA L E R Y]

Remember my credentials

oK Cancel

12. Once you can see your emails have loaded successfully and everything looks fine, you can go
change the setting to allow Outlook to always select the 365 profile when opening Outlook.
To do this, click File > Account Settings > Manage Profiles (same as step 2)
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13. On the Managed Profiles window, click Show profiles:

Mail Setup - Outlook *
Email Accounts
- Setup email accounts and directories, Email Accounts... I
N
Data Files

& Change settings for the files Outlook uses to Data Files... |
& store email messages and documents.

Profiles

Setup multiple profiles of email accounts and Show Profiles...
data files. Typically, you only need one.

Close |

14. On the Profile window, you want to select “Always use this profile” and choose 365 instead
of Outlook in the box as shown below. Then click Apply:

Mail X

General |

@ The following profiles are set up on this computer:

Cutlook

Click this arrow to view the
two profiles, and click 365.

Add.. Remove Properties Copy..

When starting Microsoft Qutlook, use this profile:
8 Prompt for a profile to be used

% Always use this profile
v

365 hd

oK I Cancel | Apply 1
——

15. Your Outlook app is now configured to connect to our new Office 365 mail server.
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