Configuring Microsoft Outlook for Mac

Use the following steps to configure Microsoft Outlook on the MacBook Air and MacBook Pro.

1. Open Outlook by choosing Launchpad — Outlook or by clicking on the Outlook icon on
the dock.

Using Launchpad Using Dock

0

Microsoft Outlook

2. If you see the “welcome” screen, click the “Add Account” button.
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3. Inthe “Accounts” dialog window, select the “Exchange” option.
j Add an Account
To get started, select an account type.

Exchange Account

Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account
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POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

4. Enter your Howell Exchange Account Settings:

a. Email address: Enter your full Howell email address.
Method: Leave as “User Name and Password”.
User name: Enter your full Howell email address.
Password: Enter your Howell email password.
Check “Configure Automatically”.

Click “Add Account”.
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Enter your Exchange account information.

E-mail address: vaurjpmail@howell.ku.nj.us

Authentication

Method: | User Name and Password =

User name: youremail@howell.k12.nj.us

Password: essssssssssssas

LEI Configure automatically
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5. If asked, accept connecting to the auto discover service by clicking “Allow”.

Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account

— dreierson@howell.k12.nj.us. Do you want to
allow this server to configure your settings?

https:/ fautodiscover-s.outlook.com/autodiscover/
autodiscover.xml

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

6. When complete, the Accounts window will appear and display the account settings. You
can change the “Account Description” if you want.
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Account description:  Howell “_

Personal information

Full name: Lastname, Firstname
E-mail address: youremail@howellk12.nj.us

Authentication

Method: | User Name and Password v

User name: Youremail@howellk12.nj.us

Password: (eesessese

Learn about Exchange account settings | Advanced... |

7. Click the red button to close the Accounts window.

8. Your Inbox will open on the screen and you can begin using Outlook.



