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PROPERTIES
Knowledge Base Article

SETTING UP OUTLOOK 2016 FOR OFFICE 365

Problem Description

Towne is moving from our current email server to an Office 365 environment. When this is completed,
users will need to have their Outlook 2016 client reconfigured to connect to the new email server. Please follow

the steps below to link Outlook to the new Office 365 environment so that email will work.

Resolution

e Open the Control Panel on your PC. Click on the Start Button and either type Control Panel or click on

the button for Control Panel on the right side of the Start Menu
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When you see the Control Panel appear, click on “Mail (Microsoft Outlook 2016) (32-bit)".

o You may have to click View By towards the top right and choose Large or Small icons instead of
Category.

View by:  Small icons ~
Category

Large icons

. Small[:?ons

e Click on “Show Profiles”

D Mail Setup - test

Email Accounts

h _f Setup email accounts and directories. Enil el k

Data Files
4, Change settings for the files Outlook uses to Data Files
yg store email messages and documents.
Profiles
Setup_multlpl_e profiles of email accounts and Show Profiles...
data files, Typically, you only need one.

Close

o If you see a profile listed, click on it to highlight it and then choose “Remove”

B Mail

General

i || @ The following profiles are set up on this computer:

Add... Properties Copy...

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

test

Cancel Apply
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e C(lick “Yes” on the popup.

Careful, if you remove this profile, offline cached content for its accounts will be deleted.
! Learn how to make a backup of the offline .ost files for the accounts,

Do you want to continue? Yes Mo

e Click “OK” to close the Mail dialog window.

2

General

@ The following profiles are set up on this computer:

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
(®) Always use this profile

m Cancel Apply

e At this point, the Outlook client needs setup to connect to your account within the Office 365
environment.

e Open Outlook from the start menu or from the taskbar if you have a shortcut for it.

e Type a Profile Name and click OK. The profile name does NOT need to match your username / name.
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BB Microsoft

Mew Profile
d,.) Create Mew Profile

Profile Name: Cancel

test345337450834|

Loading Profile

e Click Connect.

Welcome to Outlook

Enter an email address to add your account.

JustinHall@TowneProperties.com -

Advanced options v

e Uncheck “Set up Outlook Mobile on my phone, too” and click “OK”
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Adding JustinHall@TowneProperties.com

Account setup is complete

+| Set up Outlook Mabile on my phone, too

e At this point, Outlook should begin to load with your email account. You may be prompted for your
password. Enter your Towne password and click OK.
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Please contact Towne Properties Support help@towneproperties.com if you have any questions.
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