Setting Up Outlook

The first time you launch Outlook it will proceed through the
connection wizard, the steps below will guide you through.

1. Open Outlook 2016, the profile name TAMUExchange should
auto-populate, click OK

Choose Profile

Profile Name: |TAMUExchange|

Cancel Options »»

Loading Profile

2. On the Welcome screen, click Next

Welcome to Microsoft Outlock 2016 it

Welcome to Outlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

< Back Cancel
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3. On the following window, select Next

Microsoft Outlock Account Setup

Add an Email Account

Use Cutlook to connedt to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync

accounts,

Do you want to set up Outlook to connect to an email account?

(®) Yes
ON:::

< Back Cancel
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4. On the next screen, your name and email address will auto-
populate, click Next

Add Account >

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

E-mail Address: arianer@doit.tamu.edu

Example: ellen@contoso.com

l:::l Manual setup or additional server types

< Back Cancel
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5. The next window will begin the connection to your mailbox.

Searching for your mail server settings...

Configuring

Cutlook is completing the setup for your account, This might take several minutes,
Establishing network connection
=% Searching for arianer@doit.tamu.edu settings
Logging on to the mail server

< Back lext = Cancel
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6. A Windows Security box requesting credentials will pop up, this
box may pop up behind the previous window and you may need
to drag the window to the side to see it. On this box, you will need
to click on “More choices” directly above the OK button.

Windows Security =

Microsoft Qutlook

Connecting to arianer@doit.tamu.edu

arianer@dsa.reldom.tamu.edu

|:| Remember my credentials

0] 4 Cancel
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7. Then select the option to “Use a different account”

Windows Security =

Microsoft Outlook

Connecting to arianer@doit.tamu.edu

arianer@dsa.reldom.tamu.edu

Password

[ ] Remember my credentials

arianeri@dsa.reldom.tamu.edu

@ Use a different account

OK Cancel
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8. In the User name field enter your NetID formatted as:

netid@tamu.edu

In the Password field enter your NetID password.
Check the box to “Remember my credentials”

Click OK

Windows Security

Microsoft Qutlook

Connecting to arianer@doit.tamu.edu

ariane@tamu.edu

OSSR RORERRORRRORRORRRRROR

Domain: tamu.edu

Remember my credentials

arianer@dsa.reldom.tamu.edu

9 Use a different account

OK
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9. You should then see three green checkmarks on the Add Account
window. Click Finish.

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.

Establishing network connection
Searching for arianer@doit.tamu.edu settings

Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

DChange account settings Add another account...

10. Outlook will now load your mailbox. This process may take several
minutes, depending on the size of your mailbox. There is a status bar at
the bottom that will indicate folders are updating and upon completion
will read “All folders up to date.” If you have access to any shared
mailboxes they will auto-populate within an hour or so.
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