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Configuring Outlook Mobile - iOS

Add an Account

1. Download and install the Microsoft Outlook app for your iPhone or iPad from the App
Store.

12:45 v all T #0)
Q. outlook @ Cancel

Microsoft Outlook

g Email and calendar C],)
1 6.6 6 8¢

1.19M

A STORY

6 Cool Features in the New Outlook
Because organized email is an organized life.

E 4 = © Q

Today Games Apps Updates Search
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2. Open the app.
3. Onthe Add Email Account screen type in your email address.
4. Tap Add Account when done.

e v
< Add Account
Enter your work or personal email
sibis@miami.edu|
Add Account
Privacy & Cookies
@hotmail.com @outlook.com @gmail.com
giwleflrjtiyjulifjolp
alsldiflaglhlijltk]!
. zixjcvibjln|m .
@
——
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5. You will be redirected to the UM Single Sign-On page. Provide your password and then
press Sign In.
6. Complete the multi-factor authentication (MFA) prompt.

12:47 9 ol T H

< Not Office 365 (7)
M UNIVERSITY
OF MIAMI

Sign in with your UM Credentials:

To and/or recover your CanelD password, please
visit anelD Self-Service webpage:
http: \eidhelp.miami.edu

University of Miami Information Technology Configuring Outlook Mobile App Page 5



L3 INFORMATION
o TECHNOLOGY

7. You may be prompted to add another account.
8. Select Maybe Later if you do not want to add another mailbox.
Select Let’s Do It if you'd like to add another mailbox.

144+ all ¥ @m)

Add Another Account

Would you like to add
another account?

Maybe Later Let's Do It!
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9. Tap the left arrow two times or tap Skip.

1:47 9

9:41

D Inbox
@ Other

# Lydia Bauer
Meet & Greet

te Burton
Bonding Pictures

Yesterday

Mona Kane

9 Daisy Phillips

Surprise Birthday Planning

Hi everyone, 4:30 works for me, I'll
arrange for Mauricio to arrive aroun...

We look forward to welcoming Cecil in...

Tomorrow at 11AM (30min) RSVP

=

=

il,  uploaded all of the pictures L.’
hst weekend to our OneDrive.

& Oregonand weekend getaway

ull ¥ @m)

ol T -

(&) Filter

Focused Inbox

Find the email you need to

act on right here.
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10. Your mailbox should configure and load. It may take a few seconds for the app to sync.

e0000 T-Mobile &  12:11 PM ¥ 82% mm)

Loading...

Please wait while we update
your mail and calendar data
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Syncing Your Outlook Contacts to Your iOS Device

Sync Your Contacts
By default, the contacts in your Office 365 account are only kept within the Outlook app. If you

would like to sync your Outlook contacts to the Contacts folder on your iOS device so you can
access them in other apps such as the Phone or Contacts app, please take the steps below.

1. Open the Outlook app.
2. Tap your picture or the circle in the upper left-hand corner.
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3. Tap the gear icon in the bottom left corner.

% Office 365
S

Favorites &
(] Inbox 2

E Sent ltems
(i

_—:/ Drafts 10

Inbox 2

Archive
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4. On the settings page that appears, select your account in the Mail Accounts section.

12:529 ! T H#H

X Settings

Help & Feedback

Mail Accounts

u @miami.edu
Office 365

Add Mail Account

Storage Accounts

G @miami.edu

OneDrive for Business

Add Storage Account

Mail

Notifications

Default @miami.edu
Signature Get Outlook for i0OS
Swipe Options Set Up / Archive

Focused Inbox (?)

O
Organize By Thread ()
-
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5. Scroll down and tap the switch to the right of Save Contacts.

124 al F (-
4 Office 365
Info
Email @miami.edu
Description @miami.edu

Account Settings

Automatic Replies OFF
Block External Images (?) o
Save Contacts (7) o

Sync issues? Try resetting your account.
Reset Account

Delete Account

Microsoft sync technology
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6. As message will appear asking if you would like to save your Outlook contacts to your
iPhone. Tap Save to my iPhone.

Would you like to save your 0 Outlook contacts to
your iPhone?

Save to My iPhone

University of Miami Information Technology Configuring Outlook Mobile App Page 13



7. Your contacts will start syncing. The “Saving # contacts” message will go away when it's

finished syncing.
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12:639 W T
< Office 365

Info

Email @miami.edu

Description @miami.edu

Account Settings

Automatic Replies OFF

Block Externa

Save Contacts O

Saving 0
Contacts...

«©

Sync issue r account.

Reset Account

Delete Account

Microsoft sync technology
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Stop Syncing Your Contacts

1. Open the Outlook app.
2. Tap your picture or the circle in the upper left-hand corner.

©® 6 06 6 @ 6
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3. Tap the gear icon in the bottom left corner.

% Office 365
4

Favorites &
(] Inbox 2

E Sent ltems
(i

_—:/ Drafts 10

Inbox 2

Archive
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4. On the settings page that appears, select your account in the Mail Accounts section.

12:529 ! T H#H

X Settings

Help & Feedback

Mail Accounts

u @miami.edu
Office 365

Add Mail Account

Storage Accounts

G @miami.edu

OneDrive for Business

Add Storage Account

Mail

Notifications

Default @miami.edu
Signature Get Outlook for i0OS
Swipe Options Set Up / Archive

Focused Inbox (?)

O
Organize By Thread ()
-
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5. Tap the switch next to Save Contact to stop syncing the contacts from your Office 365
account to the Contacts folder on the phone.

1M:284 Wll5GE @)
< Office 365

Info

Email @miami.edu

Description @miami.edu

Account Settings

Automatic Replies OFF

Block External Images (?)

Save Contacts (7) O

Sync issues? Try resetting your account.
Reset Account

Delete Account

Microsoft sync technology
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6. A message will appear informing you it will delete the contacts that were copied from
your account to the Contacts app. Tap Delete from My iPhone.
7. When the busy screen has disappeared, your contacts have been removed.

11:29+ wll5GE &2
< Office 365

Info

Email @miami.edu

Description @miami.edu

Account Settings

Automatic Replies OFF
Block External Images

-
Save Contacts \__

Sync issues? our account.

Reset Account

Delete Account

Microsoft sync technology

What would you likg with the 0 Outlook
contacts sgd oyr iPhone?

Delete from My iPhone
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Delete an Account

1. Open the Outlook app.
2. Tap your picture or the circle in the upper left-hand corner.
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3. Tap the gear icon in the bottom left corner.

Office 365
Favorites &
(] Inbox 2

E Sent ltems
(i

_—:/ Drafts 10

Inbox 2

Archive
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4. On the settings page that appears, select your account in the Mail Accounts section.

12:529 ! T H#H

X Settings

Help & Feedback

Mail Accounts

u @miami.edu
Office 365

Add Mail Account

Storage Accounts

G @miami.edu

OneDrive for Business

Add Storage Account

Mail

Notifications

Default @miami.edu
Signature Get Outlook for i0OS
Swipe Options Set Up / Archive

Focused Inbox (?)

O
Organize By Thread ()
-
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5. Scroll down and tap Delete Account.

124 al F (-
4 Office 365
Info
Email @miami.edu
Description @miami.edu

Account Settings

Automatic Replies OFF
Block External Images (?) L
Save Contacts (7) (

Sync issues? Try resetting your account.
Reset Account

Delete Account

Microsoft sync technology
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6. Select Delete from the message that appears.

Delete account from this device?

Delete

Cancel
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Shared Mailboxes

Adding a Shared Mailbox

1. Open the Microsoft Outlook app on your phone
2. If this is your first time using the app, tap Get Started and skip to step 8.

Outlook

A better way to manage your email.

GET STARTED
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3. Tap the circle icon in the upper-left corner of the window next to Inbox.

11:18 ull T @2

o Inbox 4

Other © Fiter

All done for the day!

Enjoy your empty inbox.
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4. Tap the envelope with a plus icon from the pane that appears.

1:037 all T

~®  Office 365

\ ) iami
\_ //v @miami.edu
Favorites 4
© Inbox 3

E Sent ltems

[ service Tickets

.—:/ Drafts 5
Inbox 3
E] Coups
B Facebook

] Group Messages

[ Hurricane Sports

=) wmcT

B Me
©)

— i

(=) Archive
©

() scheduled
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5. Tap Add a Shared Mailbox.

Add Shared Mailbox

Mailboxes shared by a group

Cancel
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6. Enter the shared mailbox’s email address in the window that appears
7. Tap Add Shared Mailbox.

12:57+ Al F 0

e Add Shared Mailbox

@miami.edu

Enter the shared mailbox email

@miami.edu

Add Shared Mailbox
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8. After the account setup process completes, the shared mailbox will display in your
account list.

9:211 llll'?
@ All Accounts
G &) Inbox 5
=/ Drafts 6
O
‘E Archive
> Sent
(+]
@ Scheduled
_@_ Trash
Spam 1

©
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Removing a Shared Mailbox

1. Tap the circle icon in the upper-left corner of the window.

11:18 ull T @2

o [nbox 4

Other © Fiter

All done for the day!

Enjoy your empty inbox.
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2. Tap the gear icon in the bottom left of the window.

Office 365

Favorites 74

Inbox

Sent ltems

_—:/ Drafts

X - X - N0
\

(=) Archive

Qo Groups

ll] Deleted Items
Junk Email
@ Outbox

B Conversation History
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3. Tap the Shared Mailbox you would like to remove. Shared mailboxes will have the word
“Shared Mailbox” to the right of the word Office 365 in the Mail Accounts list.

pd Settings

Help & Feedback

Mail Accounts

':l Office 365

@miami.edu

n Office 365 - Shared Mailbox

@miami.edu

Add Mail Account

Storage Accounts

e OneDrive for Business
@miami.edu

Add Storage Account

Mail

Notifications

Default @miami.edu
Signature Get Outlook for iOS

Swipe Options Mark Read / Mark Read

= S
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4. Atthe bottom of the screen, select Delete Account.

< Office 365 - Shared Mailbox
Info
Email @miami.edu
Description @miami.edu

Account Settings

Automatic Replies OFF
Block External Images (7)

Save Contacts (?)

Sync issues? Try resetting your account.

Reset Account

Delete Account

Microsoft technology

University of Miami Information Technology Configuring Outlook Mobile App
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5. Tap Delete.

Delete

Cancel
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Configuring Outlook Mobile - Android

Add an Account

Note: You will be required to switch to a numeric PIN if you currently have a lock pattern or
swipe combination set up on your Android device. Please review the Mobile Device Security
FAQs and Mobile Computing Device policy for more information on mobile PINs and
passcodes.

1. Download and install the Outlook for Android app from the Google Play Store.

3OO .4 w2
Q

» Jtlook

Microsoft Outlook

Microsoft Corporation &
€ Everyone

INSTALL

£ D00

Downloads 972,772 & Productivity Similar

The official Microsoft Outlook app for Android phones
and tablets.

Q

READ MORE

o Cannex E ~ 3 5
Be more productive on-the-go SIS = Schedule your days in no time

major email



https://www.it.miami.edu/wda/it/MobileDeviceSecurityFAQ.pdf
https://www.it.miami.edu/wda/it/MobileDeviceSecurityFAQ.pdf
https://umiami.policystat.com/policy/token_access/167ba7dc-534e-4017-9aed-2964d777fe94/
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2. Open the app and press Get Started.

11:12 B IO W £ @ 68%

Outlook

A better way to manage your email.

) oo

< @ m
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3. Onthe Add Email Account screen type in your email address.
4. Tap Continue when done.

4:18 10 W4 & 65%

Add account (7]

Enter your work or personal email address.

IEmaiI address

G GOOGLE ACCOUNTS

PRIVACY AND TERMS

@live.com @msn.com @hotmail @o]

< ® a
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5. You will be redirected to the UM Single Sign-On page. Provide your password and then
tap Sign In.
6. Complete the multi-factor authentication (MFA) prompt.

0 W4 @ 65%
M UNIVERSITY
OF MIAMI

Sign in with your UM Credentials:

testo365@miami.edu

Password

To manage and/or recover your CanelD password, please visit the
CanelD Self-Service webpage: https://caneidhelp.miami.edu
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7. If the Activate device administor page appears, tap Activate.

421 M iOr W £ @ 65%

Activate device administrator

@miami.edu requires Outlook to be activated
as a device administrator to ensure security
requirements are met for your account.

REMOVE ACCOUNT

< ® u

R
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8. If the Activate device admin app screen appears, tap Activate this device admin app.
4:32 0 W4 @ 42%

Activate device admin app?

[' Outlook Device Policy

d.rubin3@miami.edu requires Outlook to be activated as
a device administrator to ensure security requirements
are met for your account.

Activating this admin app will allow the app
Outlook to perform the following operations:

Set password rules
Control the length and the characters allowed in
screen lock passwords and PINs.

Monitor screen unlock attempts

Monitor the number of incorrect passwords typed.
when unlocking the screen, and lock the phone or
erase all the phone's data if too many incorrect
passwords are typed.

Lock the screen
Control how and when the screen locks.

Set storage encryption
Require that stored app data be encrypted.

Activate this device admin app
Cancel

Uninstall app

University of Miami Information Technology Configuring Outlook Mobile App Page 41
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9. You may be prompted to add another account.

Note: As of August 2019 you cannot add a departmental mailbox this way.
10. Select Continue if you'd like to add another mailbox.
11. Select Skip if you do not want to add another mailbox.

4:34 M dX i W4 W 42%

Account added

Would you like to add another account
now?

SKIP CONTINUE >

< @® |

University of Miami Information Technology Configuring Outlook Mobile App Page 42
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12. Tap Skip or tap the right arrow three times.
13. Your mailbox should configure and load. It may take a few seconds for the app to sync.

420 MW i W £ & 65%

4 Filters
Daisy Phillips 10:21 AM
Yoga Workshop
ey Katri, | know th t te, de

Lydia Bauer

= @ Team Pictures
@Katri, | up fed all the p

Yesterday

Colin Ballinger Sunday
Re: Upcoming Trip @um

(' Elvia Atkins
G Intern Meet & Greet

Focused Inbox

've put your most important, actionab)

emails here.
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Syncing Your Outlook Contacts to Your Android Device

Sync Your Contacts

By default, the contacts in your Office 365 account are only kept within the Outlook app. If you
would like to sync your Outlook contacts to the Contacts folder on your Android device so you
can access them in other apps such as the Phone or Contacts app, please take the steps

below.

1. Open the Outlook app.

2. Tap three stacked lines and tap the gear icon in the bottom left corner.

] O W4 & 40%

4 Filters

Last mor

) O

Office 365

@miami.edu
Favorites
D Inbox
[ ] Clutter
> Sent
(@] Spam

Trash

-

O

Inbox

BB categories

Drafts
ﬁ Archive

_n Groups

uplicates

<4 @
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Tap your account from the Accounts list.
Tap the switch to the right of Sync contacts.
If a window appears asking to allow Outlook access to your contacts, tap Allow.

Your contacts will start syncing.

O W4 e 39%

316 M 0 W0 @ 39% 316 A
<  Settings <  Accountinfo
@  Help & feedback e
Q @miami.edu
Accounts
n @miami.edu Description
Office 365
- @miami.edu Automatic replies
OneDrive for Business Off
+ ADD ACCOUNT Sync contacts
Mail
Block external images
a Notifications
Suggested replies
y Signature synci 2 Try resetti
Get Outlook for Android ync issues? Try resetting your account.
O RESET ACCOUNT
- Swipe options
B DELETE ACCOUNT
[J  Focused Inbox ® @
Microsoft sync technology
o Organize mail by thread .
4 @ ] 4 @

(Z) Allow Outlook to
= access your contacts?

Deny Allow

University of Miami Information Technology
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Stop Syncing Your Contacts

1. Open the Outlook app.

2. Tap three stacked lines and tap the gear icon in the bottom left corner.

iOn W 4 W 40%

4 Filters

_
) O
3

315 M B @@

@

Office 365

Favorites

D Inbox
[ ] Clutter
> Sent
Spam

i Trash
-n

[J  Inbox

[ ] Categories

7 Drafts
ﬁ Archive
= Groups

@miami.edu

uplicates

®

53

24

21
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3. Tap your account from the list of Accounts.
4. Tap the switch to the right of Sync contacts.

316 M H i W4 239% 4:24 M o i W4 @ 64%

< Settings <  Accountinfo

Office 365
@miami.edu

@  Help &feedback

Accounts
n @miami.edu Description
Office 365
i@miami.edu Automatic replies
@ off
neDrive for Business
+ ADD ACCOUNT Sync contacts

Mail
Block external images
a Notifications
Suggested replies

Signature

Ig Get Outlook for Android Sync issues? Try resetting your account.

$  RESET ACCOUNT
2 Swipe options

[} DELETE ACCOUNT

[J  Focused Inbox @ @
Microsoft sync technology
o Organize mail by thread .
4 @ [ ] < @ [ ]
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5. A Sync contacts message will appear. Tap Disable.

i W4 839%

Sync contacts

Your Outlook contacts will be removed
from your device.

CANCEL  DISABLE
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Delete an Account

1. Open the Outlook app.
2. Tap three stacked lines and tap the gear icon in the bottom left corner.

314 A iOr W 4 W 40% 315 M B =

= Office 365
@miami.edu

Favorites

4 Filters

D Inbox

B clutter
> Sent

Spam

[ ] Trash

[J Inbox

BB categories

r
) O: © 0 6 O
E 3

=]

7 Drafts
ﬁ Archive
9 aw Groups
24 istory
Q o
uplicates
| @ ] < @®
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3. Click the account you'd like to remove.

4. Tap Delete Account.

5. Tap Delete in the window that appears.

<_

316 BB @&

Settings

@  Help & feedback

Accounts

n @miami.edu
Office 365

Py @miami.edu
OneDrive for Business

+ ADD ACCOUNT

Mail

A nNotifications

y: Signature
Get Qutlook for Android

=) Swipe options

[J  Focused Inbox

o Organize mail by thread

4 @

e W4 239%

R e W4 239%

<  Accountinfo

Office 365
@miami.edu

Description

Automatic replies
off

Sync contacts @ »
Block external images @ »
Suggested replies .

Sync issues? Try resetting your account.
H  RESET ACCOUNT

[} DELETE ACCOUNT

Microsoft sync technology

Delete account?

CANCEL  DELETE
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Shared Mailboxes

Adding a Shared Mailbox

1. Open the Microsoft Outlook app on your phone
2. |If this is your first time using the app, tap Get Started and skip to step 8.

Outlook

A better way to manage your email.

GET STARTED

University of Miami Information Technology Configuring Outlook Mobile App Page 51
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3. Tap the hamburger symbol =in the upper-left corner of the window.

11:49 M gp - i o & B95%

= Inbox

Focused 4 Filters

Nothing left to read, well played!
Enjoy your empty inbox.

VIEW MESSAGES IN FOCUSED
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6. Tap the envelope with a plus icon from the pane that appears.

2:117 9 ol = 11:19 W [ B N < @ 97%
Office 365 &
All Accounts
G Inbox 2 © ’
o Inbox
_—/ Drafts 8
> Sent
o E Archive
7 Drafts 1
(+]
Scheduled B  Archive
@ Trash B  Trash
Spam 1 Spam
BB Conversation History
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7. Tap Add a Shared Mailbox.

Add Shared Mailbox

] ail, iCloud...
Mailboxes shared by a group

.o Add a shared mailbox
_ B B
Cancel s share ¢ -

< L m
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8. If you have multiple accounts in Outlook Mobile, select the account that has permissions
to access the shared mailbox. If you do not see this screen, skip to step 8.

335 M Q ) S 0 94 098%

X Add shared mailbox

Select an account to log in with
1) @miami.edu
Office 365
4 @® B
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9. Enter the shared mailbox’s email address in the window that appears.
10. Tap Add Shared Mailbox.

2:20+4 all T &3

e Add Shared Mailbox

d.rubin3@miami.edu

Enter the shared mailbox email

test-clinic@law.miami.edu

Add Shared Mailbox

gwe r r tyuiop

a s df gh j k |

— N A A A N N

.zxcvbnm.
B - o [

@
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11. After the account setup process completes, the shared mailbox will display in your
account list in Outlook for iOS or Outlook for Android.

2:219 ol )

Office 365

test-clinic@law.miami.edu
Favorites 74

,—:/ Drafts 2

Inbox

- XN - RO

Archive

°
Eh

Deleted Items

Junk Email

Outbox

0 ©

Conversation History

©

337 Q&g - Y < 198%
@ All Accounts ﬁ
O
o Ld  inbox 3
™ 2

Archive

(+] > Sent
@ Scheduled
i Trash
m Spam
4 ® [
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Removing a Shared Mailbox

1. Tap the hamburger symbol = in the upper-left corner of the window.

11:49 M g e - i 9 & B95%

Inbox

Focused 4 Filters

Nothing left to read, well played!
Enjoy your empty inbox.

VIEW MESSAGES IN FOCUSED
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2. Tap the gear icon in the bottom left of the window.

m

o Office 365

Favorites
(+
D Inbox
> Sent
?’ Drafts
B Archive
i Trash
23 spam
BB Conversation History

CLEBT%
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3. Tap the account you'd like to remove.

4:36 0 9.4 096%
¢ Settings
@  Help & feedback
Accounts
Py d.rubin3@miami.edu
OneDrive for Business
':I d.rubin3@miami.edu
Office 365
n test-clinic@law.miami.edu
Office 365 - Shared Mailbox
+ ADD ACCOUNT
Mail
A Notifications
Default
~
L d.rubin3@miami.edu
’ Signature
Get Outlook for Android
=) Swipe options
| @ [ ]
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4. Atthe bottom of the screen, select Delete Account.

4:36 B & Q o 0 9 096%

& Account info

< Office 365 - Shared Mailbox
@ Office 365 - Shared Mailbox
Info test-clinic@law.miami.edu
Email test-clinic@law.miami.edu
Description test-clinic@law.miami.edu Description

Account Settings Automatic replies

Off
Automatic Replies OFF
Sync contacts »
Block External Images (2) y @
Save Contacts
@ Block external images (@) »
Sync issues? Try resetting your account.
Suggested replies .

Reset Account

Sync issues? Try resetting your account.
Delete Account

O RESET ACCOUNT
Microsoft chnology

<] DELETE ACCOUNT

Microsoft sync technology
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5. Tap Delete.

0 94 B96%

Delete account?

CANCEL  DELETE

this device?

Delete

Cancel
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