SETUP 0365 ON OUTLOOK 2016 FOR WINDOWS

1. Make sure Outlook is closed (if you have it open). You'll need to launch the Mail applet — depending on

what version of Windows you are running, you can find it in several locations:

Windows 7: Go to Start > Control Panel, then search for Mail in the search field.
Windows 8: Go to Start and type in “Control Panel”. Click on the Control Panel option that comes up.
Search for Mail in the search field.
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Windows 10: Go to Start and type in “Control Panel”. Click on the Control Panel option that comes up.

Under User Accounts, you should see an option for Mail.
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2. You may see one of two windows: a Mail Setup window (existing email already setup) or the Mail

window (shown below). If you see Mail Setup, click on Show Profiles to see the Mail window.
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3. In the Mail window, click on Add. Give your new email profile a name (e.g. “Office365”) and click Ok. You
will immediately see a window called Add Account. Type in your Name, email address and UTORid
password in the spaces provided. Click Next when ready to proceed.

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name:

Example: Ellen Adams

E-mail Address: | |

Example: ellen@contoso.com

Password: | |

Retype Passward: | |

Type the passwaord your Internet service provider has given you,

O Manual setup or additional server types

4. Outlook will attempt to populate the server information for you. This could take several minutes. If you

receive a warning message, click Allow.

5. If you are prompted for credentials, use your firstname.lastname@utoronto.ca as a username and your

UTORId password. If the username is some other address (not your email address), click on the option

“Use another account” and type in the correct information.
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H Use another account

ok || Cancel
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6. You should see the screen below (with all green checkmarks) if your mail was connected successfully.
Click Finish to complete the process. Once complete, you should now be able to launch Outlook 2016.
Please note that since this will be the first time launching Outlook after setting up your account, it could
take some time to synchronize your email on your device.

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes,
«"  Establishing network connection
«  Searching for firstname.lastname@utoronto.ca setfings
«  Logging on to the mail server

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