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Configuring an Office 365 Mailbox in Outlook 2016 for Mac

Requirements:

1 An Office 365 Account

1 You have run the most recent Microsoft updates. For more information on how to update
your machine visit this site:

1. Open Microsoft Outlook 2016.

2. In Outlook, select Tools > Accounts.

g3 5
Out of Public Import
Office Folders

3. Inthe Accounts box, select Exchange or Office 365. (If you don't see this screen, it's
possible you already have one or more accounts in Outlook 2016 for Mac. Just click the
+ at the bottom of the screen to add another account.)

[
Show All

Accounts

@ Exchange or Office 365
Outlook.com
m Outlook.com, Hotmail, Live.com, or other Microsoft accounts

u iCloud, Google, Yahoo!, or other accounts

Add an Account
To get started, select an account type.

Other Email
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4. In the Enter Account Information window that appears enter the following information:
o Email Address: Your University address (i.e. s.ibis@miami.edu)
0 User Name: Your University address (i.e. s.ibis@miami.edu)
o Password: Your password
o0 Leave Configure Automatically checked
o If prompted for the server address, enter outlook.office365.com
5. Click Add Account when done.

O Accounts
Show All

1
Enter your Exchange account information.

E-mail address:  s.ibis@miami.edu
Authentication
Method: User Name and Password B

User name:  s.ibis@miami.edu

Password: [.....

Configure automatically

Cancel Add Account
Hot | e.com, othe icrosof ICCO &

6. You might see a redirection message. If so, check Always use my response for this
server > Allow.

Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account
s.ibis@miamiedu.mail.onmicrosoft.com. Do
you want to allow this server to configure
your settings?

https://autodiscover-s.outlook.com/autodiscover/
autodiscover.xm!

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

Always use my response for this server

) (Ao
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7. When properly set up, your account will appear in the left hand side of the Accounts
window with a green circle next to it. Outlook will begin to populate with your messages.

0 0 Accounts
Show All
Default Account
~ Miami Miami
s.ibis@miami.edu Exchange/Office 365 Account

Account description: Miami
Personal information

Full name: Ibis, Sebastian Il

E-mail address: :Vs.ibisr@rmiami.edu
Authentication
Method: = User Name and Password B

User name: | s.ibis@miami.edu

Password: .,,"",‘,‘f',f,'

Advanced...
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Configuring an Office 365 Mailbox in Outlook 2011 for Mac

1. Open Microsoft Outlook 2011.
2. Click Outlook from the toolbar and select Preferences.

& Outlook
Abhout Outlook
Online Registration

Preferences...

+ Work Offline
Turn Off Office Reminders

Services

Hide Outlook F#H E
Hide Others #H
Show All

Quit Outlook

3.

Personal Settings

o &

0.
General Accounts Notifications
& Sounds

E-mail

Rules Schedules

Contacts Sync Services Feedback
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4. Inthe Accounts window select Exchange Account from the center panel. If that is not
present, click the + symbol in the bottom left corner of the window and then select
Exchange.

_— e . — . .
rieleNs] Accounts

i

1

‘ Add an Account
- To get started, select an account type.

Exchange Account

B

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

E-mail Account

==

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

Learn about adding accounts

e
| I

5. In the Enter Account Information window that appears enter the following information:
o Email Address: Your University address (i.e. s.ibis@miami.edu)
0 User Name: Your University address (i.e. s.ibis@miami.edu)
o Password: Your password
0 Leave Configure Automatically checked
o If prompted for the server address enter outlook.office365.com
6. Click Add Account when done.

Enter your Exchange account information.

E-mail address: s.ibis@miami.edu

Authentication

Method: | User Name and Password 4]

User name: s.ibis@miami.edu

Password: [....o.o.. ]

™ Configure automatically

Pescunce )lemm.m—j |
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7. If you receive a window requesting to autodiscover place a check in the box next to
Always use my response for this server and then click Allow.

Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account
@miamiedu.mail.onmicrosoft.com.
Do you want to allow this server to configure
your settings?

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

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

™ Always use my response for this server

[ Deny | [ Allow |

8. When properly set up, your account will appear in the left hand side of the Accounts
window with a green circle next to it. Outlook will begin to populate with your messages.

Miami
d.rubin3@miami.edu Exchange Account

Account description: |Miami |

Personal information

Full name: |Ibi s, Sebastian |

E-mail address: | s.ibis@miami.edu |

Auth

Method: [ User Name and Password = ]

User name: Is.ibis@miami.edu I

Password: |--uou. |

Learn about Exchange account settings

e o
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Adding the University Directory
If you wish to manually add the University directory to your Mavericks or higher machine, please
follow these steps.

1. Click the Apple icon in the upper right hand corner of the desktop and select System
Preferences.

W4l Finder File Edit View G
About This Mac

Software Update...
App Store...

System Preferences...
Dock

>

Recent Items >

Force Quit Finder XOED

Sleep
Restart...
Shut Down...

2. .Inthe System Preferences window, select the Internet Accounts icon.

System Preferences

B @ ¢« O @

General Desktop & Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

-

Keyboard Trackpad Printers &

Scanners

Bluetooth Sharing

Dictation  Date & Time Startup Time Accessibility
& Speech Disk Machine

Flash Player
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3. In the right hand side of the window that opens, scroll down and click Add Other
Account...

800 Internet Accounts

@ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar,

Messages, and other apps.

(&) iCloud TdCEDOUK
Contacts and 4 more
.
S o clann Linked T}
YAHOOQO!
Aol.
L d
vimeo

flickr
i ‘ Add Other Account... ©)

4. You will then be asked to choose an account type. Choose Add an LDAP account and
click Create.

[+[-1

Choose an account type:

O Add a Mail account
O @ Add a Messages account
(<) B Add a CalDAV account

| |
O @ Add a CardDAV account

‘ (o) F! Add an LDAP account

O @ Add an OS X Server account

@ | Cancel | [ Create... |
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5. In the window that opens, fill in the following information and click Create:

(0]

O O O0OO0Oo

(0]

Description: The display name for the directory (e.g. UM Directory)

Server: Idap.cgcent.miami.edu

Scope: Subtree

Search Base: cn=users,dc=cgcent,dc=miami,dc=edu
Authentication: Simple

Username: Your University e-mail address (e.g. s.ibis@miami.edu)

Password: Your account password

6. Click Create.

Add an LDAP Account

To get started, provide the following information:

Description: I UM Directory ]
l

Search base:  cn=users, dc=cgcent,dc=miami,dc=

Scope:

Server Address: | |dap.cgcent.miami.edu |

» Server Options

Authentication:

User name: [s.ibis@miami.edu

Password: | eececsecse

|g
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7. Open the Contacts app.

8. The directory you added will appear underneath the Directories heading with the title
you gave it (e.g. UM Directory).

9. Type a name in the search field and the app will automatically start searching the
directory for that name.

All Contacts Q, sebastian ibis (%) Sebastian Ibis
Mascot
iCloud Sebastian Ibis
All iCloud .
Sebastian Ibis work (305) 284-2944
On My Mac work fax  (305) 284-3030
Al onlMy/Mao FaceTime B4 Video % Audio
Exchange work  sibis@med.miami.edu
All Exchange
Contacts work Coral Gables FL 33124
Suggested Con... us
Directories
All Directories
Exchange Glob...

ﬂ UM Directory

Smart Groups
Last Import

+ Add Contact

3

University of Miami Information Technology Configuring Outlook for Mac for Office 365 Page 12



