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Introduction

The objective of this document is to provide a guide for the user experience after completion of the
migration of rb-capital.co.uk mailboxes from the current UK Exchange 2013 to Office 365.

This document contains detailed steps on how to reconfigure Qutlook once the mailboxes are moved
to the new environment on Office365.

This guide contains the following sections:

» Outlook Configuration for Windows laptops
* Outlook Configuration for Mac laptops

» Outlook Configuration for Android devices
» Outlook Configuration far iOS devices

MNOTE: This document contains directions on how to configure Outlook for Office 365. If there are
any issues in configuring Outlook, please note that OWA (Outlook on the Web) can be used as an
alternative to access your mailbox at any time using a web browser and the below URL.

Office 365 OWA URL: https://outlook.office365.com
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Outlook Configuration for Windows laptops

1. Open the Outlook application

2. Click on File in the menu bar on the top left as shown in the screenshot below:
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3. Click on the Account Settings menu and select Manage Profiles
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4. Click on Show Profiles

(M Mail Setup - Outlook X
Email Accounts
5 j Setup email accounts and directorias, l Emall Atcounts... I
Data Files
# Change settings for the files Outlook usesto | Data Files...
.&é store email messages and documents, L s
Profiles
Setup multiple prafiles of
Close
5. On the window that opens, select Add to add a new profile
B Mail b4

General

@ The following profiles are s&t up on this computer;

Outlook

Remove 'Frupertlls . Copy..

Whagllstarting Microsoft Outlook, use this profile:

pt for a profile to be used

¥s use this profile

look

| Cancel Apply
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6. Provide a suitable name for the new Outlook profile (such as "Office365") and click on OK

N New Profile pe
g.;' Create New Profile
Prafile Name: | Cancel |
Office365

7. A new window should appear to add the new mail account. Here, please select Manual setup
or additional server types and click on Next

i ] pecount |

Auto Account Sctup
Manual setup of a0 socount of covect 1 olher Berver types.

(") Emall Account

]
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8. On the Choose Your Account Type page, select Microsoft 365, enter your email address
{username@rb-capital.co.uk) and click Next

(M Add Aceount »

Chaoie Your Aocount Type

(®) Micronaft 364
Aytomatic tetup for Microioft 365 sccounts

Email Addrerr | usemame Srb-capitalco.ut
Example: elen@oomoin.oom

() POP of IMAP
Advanced setup for POP or IMAP pmas sccoants

) Exchange ActiveSynic
Agvinted SeTup Tor fernded that use EM M.rl!ﬁht

<Sock f Mext> 0 Conce Helo

9. Outlook will complete the setup for your account which might take several minutes.
If you are prompted for credentials, please enter your full email address as your
username, and the new password provided to you for your Office365 account.
Once completed, click on Finish,

¥ add Account *

Comgratulation

Corfaguring

Cutiook i3 compheting the setup for your account. This maght take pewveral minuler.
W' Establishang network connedion
W Searching fod settings
W' Logging on to the mail server

Congratulstions! Your emall sctount was sudcessfully configured and ks ready to use.

] change account setting:

[ 5¢t up Outlook Mobise on sy phone, too Add amother acczant..
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10. Select Always use this profile. In the drop-down menu, choose your newly created "Office365"
profile, and click on OK.

(P Mail *
General

=
N

LY The following profiles are set up on this computer:

Otfice365
Outlook

Add.., | Remove iPrﬂpErtl—es | Copy..

When starting Microsoft Outiook, use this profile:
C} Prompt for a profile to be used

@ Always use this profile

Your Windows device is now setup to access your Office 365 mailbox as default with Outlook
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Outlook Configuration for Mac laptops
Step 1: Creating a new profile for Outlook

1. Open the Finder app, browse to the Applications folder, and locate Microsoft Outlook
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2. Press and hold the CTRL key and click on the Microsoft Outlook Icon to bring up the
contextual menu, and Select Show Package Contents,
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3. Open the Contents folder

Q Ssarch

4. Open the SharedSupport folder

£=(E"-

Faverites
(B Al My Files
<™ ICloud Drive
@ AirDrop
#* Applications
% Desktop
[ Documents
3 Downioads

Shared
= appriver
@ ..

Tags
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5. Once in the SharedSupport folder, double-click on Outlook Profile Manager.

[ BN | I SharedSupport

< a

oo o) 6l

g Bl B

We

Favorites f‘ﬂ,
E A My Files e -
£ iCloud Drive — ‘76‘ A
@ AirDrop Microsaft Errar Micrasoft Microsoft Ship Officed655ervicay2
15; Retauncher Asgarts

Applications

() Deskiop L~ ]
% Documents F_,jm —
© Downicads Outtook Profile Proofing Tools

R Managoer

| gporiver s .

6. In the Outlock Profile Manager window, click the Add (+) button and give the profile a name.
Then select the gear icon and select Set as Default.

)  Outlook Profile Manager

L) J‘&’ Profiles on this computer:

g
| Profile Nama
New Profile

p

Set as Default |

Date Modified

Today 11:36 AM

You can now close out of the Outlook Profile manager and proceed to Step 2.

11
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Step 2: Configure your Office 365 account with the new Qutlook profile you just
Created

1. Open the Outlook application

2. Qutlook will now appear empty with your new default profile until you add your Account.
To do that, click on Tools > Accounts

Edit View Message Forma Window Help

o Receive XK
IMAP Folders.,
B ﬂr_‘ . {  Outof Office... pasContact | Y
Now Miw D Raply Reply Forssrd Sove Public Folders... ij Agairass Booi Zend B
Emall  ltems a l Secrive
E. m Rules...

Junk Email Preferences

] prafts
=3 Sent ltems
% Deleted ftems

& Junk E-mall

P Smart Foldern

Mail Calendar People Tasks MNotes <
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3. Select Exchange or Office 365

L N ] Accounts
Show Al |
Add an Account

—— To get started, select an account type.

Eﬂj Exchange or Office 365

Outlook.com
ﬂﬂ Dutlook,com, Hotmail, Live.com, or other Microsolt accounts

Other Emall
—_— iCaud, Googht, Yahoo!, or aiher Gooounts

On the account information page, choose Method as “User Name and Password™ and then

enter your email address (username@rb-capital.co.uk) for the "Email Address” as well as for

the "User Name" fields. Enter the password for your new Office 365 account.
Make sure that Configure Automatically is selected.

Enter your Exchange account information.

E-mad addross:
Authentication
’ Mothod:  User Name and Password B
Usar name:
Password: '_ |
Configure automatically

Ganco
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5. Click on Add Account.

6. Click on Always Allow or Continue for any popup messages that you receive regarding the
server to configure your account, or secure connection with server.

Your device is now setup to access your Office 365 mailbox as default profile with Outlook for
Mac
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Outlook Configuration for Android Devices

Step 1: Download the Outlook for Android application (if

not already present)

1. You can download the Outlook for Android app using ANY the following ways:

a. Open Play Store and search for “Outlook”.
Download and Install the Microsoft Outlook app

b. Alternately open this link in a browser on your mobile device. It will redirect you to the
Play Store and open the Microsoft Outlook app. Click on Install.

https://app.adjust.com/xzzdub

Microsoft Qutlook

Microsoft Corporation  Productivity

El PEGI3

Contains ads

= @ This app is compatible with all of your devices
E Add to wishlist
Step 2: Delete your old email account (if already configured for the old mailbox)

1. Open the Outlook for Android app. The icon looks like = a

2. Open the Menu and tap Settings

3. On the settings page, select your account that was the old email account, and then tap Delete

Account

15
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Step 3: Add the new email account for Office 365

1. Open the Outlook for Android app. The icon looks like = ﬂ

a. I itis your first time using this application, tap Get Started

b. Otherwise, open the Menu and tap Settings > Add Account > Add Email Account

3. Enter your email address (username@rh-capital.co.uk) and then tap Continue

Add account Q

Enter wour work o [ ! emad podnes

yournameEyourdomain.com

Ehye.com (i, com {ahotmail.oom ]

—
CONTINUE ¥ |

4. Enter the new password provided to you for Office 365 and then tap Sign In

B Microsoft

yournamegyourdomain.com R
Enter password

v T
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5.

If any Outlook User Agreement of Outlook Device Policy page appears, go through the
information, and then click on Activate (or) Accept.

Your Android device is now setup to access your Office 365 mailbox.

)
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Outlook Configuration for iOS Devices

Step 1: Download the Outlock for 10S application (if not already present)

1. You can download the Outlook for i0S app using ANY the following ways:

a. Open Apple Store and search for "Outlook”.
Download and Install the Microsoft Outlook app

b. Aklernately open this link in a browser on your mobile device. It will redirect you to the
Apple Store and open the Microsoft OQutlook app. Tap on Get.
https://app.adjust.com/xzzdub
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{ Search ' r|
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Step 2: Delete your old email account (if already configured for the old account)

1. Open the Outlook for i0S app. The icon looks like = a

' Inbo:
2. Tap the menu icon in the upper left 2 |L__| i .,x.

Fooused Cthear 7 Filter

3. Tap the Settings icon @

4. On the settings page, select your account that was the old email account, and then tap Delete
Account

Step 3: Add the new email account for Office 365

1. Open the Outlook for i0S app. The icon looks like = a

a. M itis the first time using this application, tap Getting Started

Inbox

b. Otherwise, tap the menu icon in the upper left 2> |:l &)

Focused Othar * Filter

t. Tap Settings @5 > Add Account > Add Email Account

ACCOLINTS

Y D!‘IIE.DI'.WE

m yourname @hotmail.com

Add Account
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3. Enter your email address (username(@rb-capital.co.uk) and then tap Add Account

Add Account
Entor vour work or personal ema

yourname@yourdomain.com

Add Account

4. Enter the new password provided to you for Office 365 and then tap Sign In

& Microsoft

yourname@yourdomain.com R
Enter password

Passwond _ J

v TR

5. Tap Yes (or) Allow to give Outlook permission to sync calendar, contacts, etc.

You can change these application
permissions at any time in your
account settings.

Cutlook
Privacy & Cookias Terms

-

Your iOS device is now setup to access your Office 365 mailbox.
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