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How to connect your outlook 2013 to Office365

Run Outlook 2013. Then go to “File”.

FILE HOME SEND / RECEIVE FOLDER VIEW

= o T x R Reply [
[ il x 2 Reply All G5 ~ Q)ToManager

New New Delete 3
T =
Email Items~ &~ £, Forward i)~ Team Email

Move to: 7

New Delete Respond Quick Steps

Now choose Account Information > Add Account.

Inbox - chrisanthi@ibs.com.cy - Outlook

Account Information

Open & Export -
©/3  chrisanthi@ibs.com.cy
SeveAs L/ Microsoft Exchange
# Add Account
Save Attachments -
[—E‘ Account Settings
Rrie gy Change settings for this account or set up more
Account connections.
Settings ~

Office Account

Options

Exit

Access this account on the web.
https://outlook.office365.com/owa/ibs.com.cy/

Yl Move~ > SiarchPeop!e
[EZ Address Book
-3 Rules ~ Tags
= +~ Y Filter Email ~
Move Find ~
& 2 - o x

Change

Select Email Account, and then type your name and your Office 365 email

address (it’s also your user ID) and password.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Bucky Badger
Example: Ellen Adams

E-mail Address: netid@wisc.edu

Password: | esaaamesaaas

Retype Password; |**rxssssasaaas

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Click Next. Outlook checks with Office 365 and sets up your mailbox.
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Add Account

Searching for your mail server settings...

|
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Configuring

Outlook is completing the setup for your account. This might take several minutes.
«/  Establishing network connection
&) Searching for netid@wisc.edu settings
Logging on to the mail server

IS

Microsoft Outlook
Connecting to jfortune@office-test.wisc.edu

T ' netid@wisc.edu I
‘E‘ | S0000000000000 |

Remember my credentials

Windows Security | 2

Click OK

1. You will be prompted a second time. Enter the same credentials as the

previous step and click OK.

2. |If all settings are correct, you will see the screen below. Your account is ready.

Add Account

Lo
Congratulations!
Configuring

Outlook is completing the setup for your account. This might take several minutes.
«/  Establishing network connection
« Searching for netid@wisc.edu settings
+/ Logging on to the mail server

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

1 Change account settings

Add another account...

< Back

[ Finish ][ Cancel ]

Click Finish.
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