Add Office365 account when using Outlook on a standard desktop PC

From the Outlook File tab, select Add count

ol

File Home Send / Receive

Falder View Add-Ins

& save As

Account Infgfmation
Info el Microsoft Exchange

gF Add Account
Open
Bust _ Account Settings

E;LH Moaodify settings for this account, and config
Help ol additional connections.
;ﬂ\eitc.ount Access this account on the web,

1 Options L https://staffmail.hud.ac.uk/owa/

There is no need to complete Your Name.

Enter address for the Office365 mailbox in the form u0000210@pgr.hud.ac.uk, and the password
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Add New Account @

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name:
Example: Ellen Adams

E-mail Address: 00000210 @pgr.hud. ac.uk

Example: elen@contoso. com
password: | ereeeees
Retype Password; | =s*==xes|
Type the password your Internet service provider has given you.

() Text Messaging (SMS)

(©) Manually configure server settings or additional server types

Click Next. Outlook will search for the account.

Add New Account =

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
+"  Search for u0000210@por.hud.ac.uk server settings
" Log on to server

*four e-mail account is successfully configured.

[T Manually configure server settings Add another account...
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Click Finish, you will be prompted to restart outlook.

Microsoft Qutlook ﬁ

I-_.\ You rust restart Qutlock for these changes to take effect.

|

When restarting Outlook, you will be prompted for the PGR mailbox password. Click the
Remember my credentials tick box. If this is not done, each time outlook starts you will be
prompted for the password.

Windows Security M

Microsoft Outlook
Connecting te ul000210@pgr.hud.ac.uk

| L0000210@pgr.hud.ac.uk |

| Fazzworcl | I

[] Rernember my credentials

Home Send /Receive Folder
Y E
gt

1 74 Ignare x 4‘%

f5deanUp ~
Mew  Mew Delete Reply
E.mail Ttems~ | & Junk -
New Delete
4 Favorites 4
Search]

(5] Inbox (13}

L& Unread Mail (13} Enas
(= sent Items

(=1 4 Toc

{3l Deleted Items i
il Liz
£ W
. o nud.scuk - C——
7] Inbox [13) 4 Las
(7| Drafts i s
[ sent Items Sta
@ Deleted ltems i *s
g Junk E-mail All
[3 Outbox =| | H R
1 RSS Feeds Por

L& Search Folders
4 Twi
4 Wni— i hud.ac.uk

o 0 Ma
[/ Inbox (1) Fitr
7 Drafts [1] =] Ma
[} Sent Items B Fitr
& Deleted Items = an

Computing and Library Services December 2016



