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How to Add an Office 365 Mailbox from Windows 10 Mail

1. Open the Mail app.
2. For first time setup, click Get Started on the "Welcome" screen. If you do not see the Get
Started option, skip to step 3.

i,

~
Welcome

Let's gather all your email here and
simplify life a bit.

Get started

3. On the "Accounts" screen, click + Add account button.

Accounts

First things first. Let's add your accounts.

+  Add account
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4. Onthe "Choose an account" screen, click Exchange - Exchange, Office 365 button.

Choose an account

i QOutlook.com

Cutlook.com, Live.com, Hotmail, MSN

E Exchange
Exchange, Office 365

Goaogle

Yahoo! Mail

iCloud

Other account
POP, IMAP

4 0 [ [

Close

5. Onthe "Exchange" screen, enter the @miami.edu address of the account you are
configuring (e.g. s.ibis@miami.edu).
6. Click Next.

Exchange

Email address

@miami.edd b4

Please enter your email address. We'll use it to look for your
account settings.

Cancel Mext

|
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7. Enter your account password
8. Click Sign In

Exchange

Email address

@miami.edu

Password

We'll save this information, so you don't have to sign in every
time.

If you're adding a business Exchange account, your network
administrator will be able to remotely delete your content
and settings from your device.

Cancel Sign-in

9. If youreceive a message that reads “Make my PC more secure”, select Enforce these
policies.

Make my PC more secure

You must make your PC more secure to connect to this server. Windows will ensure that your
PC complies with any server requirements, including password requirements, requiring sign-in

after a specified period of inactivity, and limiting the number of incorrect attempts to sign in to
your PC. Windows might also limit sign-in methods such as picture password.

Revised: 2/24/2016 Point Solutions — Support Page 3



10. Once the “All done! Your account was set up successfully” window appears, click Done

All done!
Your account was set up successfully.
E @miami.edu

Done

11. Your account will now appear under Accounts. Click Ready to go to access your mailbox.

Accounts

First things first. Let's add your accounts.

E Miami
@miami.edu

~+  Add account
Ready to go
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How to Remove an Office 365 Mailbox from Windows 10 Mail

1. Open the Mail app.
2. Click Accounts on the left-hand side of the window.

Inbox - Miami - Mail

-+ New mail

R Accounts

Miami

3. Select the account you'd like to remove.

Manage Accounts
Select an account to edit settings.

Miami

™

@ Link inboxes

—+  Add account
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4. Onthe account settings page select Delete account.

Miami account settings

Os
o |
User name

v -

Password

Account name

Miami

Change mailbox sync settings

Options for syncng email, contacts, and calendar.

Delete account

Remove this account from your device,

Cancel

|
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5. On the Delete this account? Screen select Delete.

Delete this account?

ned
"

If you delete this account, all content associated with it will
be removed from this device.

Are you sure you want to continue?

6. Your account will no longer appear under Accounts.

Manage Accounts

Select an account to edit setfings.

@y Link inboxes

—+  Add account

|
Revised: 2/24/2016 Point Solutions — Support Page 7



Accounts

First things first. Let's add your accounts.

E WIE
@miami.edu

—+  Add account
Ready to go

|
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