INSTRUCTIONAL INFORMATION
COMPUTING TECHNOLOGY

Setup — Microsoft Outlook 2019 (Windows)

1. Open the Microsoft Outlook client.

2. On the Ribbon Toolbar, Click on the File tab.

/O Search

= Home Send [ Receive Folder View Help

El % IS lgnore m E‘ @ @ E = Meeting E‘L-IDlpOutbox — To Manager

5 Clean Up ~ K L_'Q”\,qv & Team Email ~ Done
New  New Delete Archive Reply Reply Forward €5 Reply & Del Z - New _
Q Email Items ~ %Junk - All E"|;| Mare teply & Delete 37 Create New 7
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3. On the Account Settings dialog box, click on the Account

Settings drop-down, and then select Manage Profiles in the menu.

p Account Settings
S Change settings for this account or set up more
Account connections.

Settings v

®  Access this account on the web.
14
or Android.

Account Settings...

@ Add and remove accounts or change
existing connection settings.

Chang
Account Name and Sync Settings SRuE

227 Update basic account settings such as n
account name and folder sync settings. ut of Ofﬁce)

thers that you are out of office, on vacation, or
Delegate Access

messages,
/=  Give others permission to receive items
and respond on your behalf,
R Download Address Book...
Ed, Download a copy of the Global .
R by emptying Deleted ltems and archiving.

Manage Mabile Notifications
=[] Set up SMS and Mobile Notifications.

(5] Change Profile
.00, Restart Microsoft Outlock and choose nize your incoming email messages, and receive
e different profile. hanged, or removed.

{9}_\ Manage Profiles
=2, Add and remove profiles or change
T P g

existing profile settings. M Add-ins
=3 Manage COM add-ins that are affecting your Outlook experience.
Manage COM
Add-ins
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4. Click on the Show Profile button.

Mail Setup - Qutlook X

Email Accounts
SF |

Data Files

Setup email accounts and directories. Email Accounts... I

F., Change settings for the files Qutlook uses to Data Files...

store email messages and documents.,

Profiles

Setup multiple profiles of email accounts and Show Profiles...
data files. Typically, you only need one,

Close |

5. In the Mail dialog box, click on the Add button, and then click OK.

Mail >

General |

dl The following profiles are set up on this computer:

Cutlook

Add... Remove || Properties Copy...

When starting Microsoft Qutlook, use this profile:
i Prompt for a profile to be used
i* Abways use this profile

IDutInnk ;I
OK I Cancel | Anply |
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6. Enter whatever name you would like in the Profile Name text box,

then click OK.

Mew Profile

',_} Create Mew Profile

Profile Mame: Cancel

I Hunter College

7. In the Add Account dialog box:
+ O enter your name
» @ enter your CUNYfirst username
* © enter your CUNYfirst password
* O Click Next.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ Email Account
Your Mame: Firstname Lastname

Example: Ellen Adams

Email Address: FirstnamE.Lastnamen@login.cuny.edu| 9

Example: ellen@contoso.com

Passwaord:

Retype Password:

Type the password your Internet service provider has given you.

C:I Manual setup or additional server types

< Back Cancel

Help
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8. Microsoft will then continue to configure your account.

9. Once finished, a Microsoft pop-up page will appear. Sign in using
your CUNYfirst credentials, then click Next. Click Finish.
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