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Outlook

How to configure Office 365

Once your account has been switched, you will be asked to set up a new account for Outlook.

Welcome te Outlock 2013

“ Click Next

Select Yes and Click Next

PRT———

This should fill automatically, click next

s e s

Wandows Security [y

Microsaft Qutiook
Connecting to.

o

Buchastings.edy

iBuchastings.edu

Femember my credentials

- Wait to complete and click Finish

If this box appears:

Your username is your email address e.g. nrutt@st-edmunds.eu

Sl your password is your normal school password.

Is this the latest version?

Please refer to T:\ICT Handbook\Setting up for Office 365.docx for current version

Printed 07/01/2014

Written by Mr. N Rutt
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How to configure Office 365 on Apple 10S (iPhone, iPad, iTouch)
Go to Settings, Mail Contacts Calendars

If you have an exchange account set up for your school email, please remove it.

“setings  Mail, Contacts, Calen...

Accounts

iCloud

Find My iPod touch, Documents & Data

Add Account... > ”

il ATET & 11:21 AM @ =

Select Microsoft Exchange

Welcome to Mail

iCloud

[=] Microsoft
"1 Exchange

Gm™ail

a1 ATET E 4:34 PM ==

email is your email@st-edmunds.eu

Cancel Exchange .
g Leave domain empty
' Email pany.com |
T Username is your full email address
Domain
™ ~ || Password is your normal school password
sername
il | Description School email
Description /1) ! 1 \ .
3 ¢ I If you have a server box, enter outlook.office365.com
Cancel Exchange Save
i [ov @

[2) contacts [ on @)
- Calendars m
. Reminders m |

Is this the latest version?
Please refer to T:\ICT Handbook\Setting up for Office 365.docx for current version
Printed 07/01/2014
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How to configure Office 365 on Android
1). From the Applications menu, tap Email. On some versions of Android, this may be called Mail.

2. Type your full email address, for example nrutt@st-edmunds.eu and your password, and tap Next.

3. Select Exchange account. On some versions of Android, this may be called Exchange ActivesSync.
4. Enter the following information
a. Domain\Username: your email address
b. Password: normal school password
c. Server: outlook.office365.com
5. Tap Next
6. Tap OK to security warning

7. Check which options to synchronise and tap Next

Account settings

Inbox checking frequency
Automatic (Push)
Days to sync
Automatic
Send email from this account by default,
¥ Notify me when email arrives.
+! Sync contacts from this account.
+! Sync calendar from this account.

+' Sync email from this account.

Automatically download attachments when
connected to Wi-Fi

Previous Mext
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Set password rules
C Jth and the chi

e Lockthe screen

Cancel Activate

Click Activate



