[Exchange 2019] Guide to Add Email Account on Outlook 2016 for Mac

1. In the Finder, click on Applications.
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2. Press CTRL and then click Microsoft Outlook to display the contextual menu
Package Contents.
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3. Browse to the Contents > SharedSupport folder and double-click Outlook Profile
Manager.

[ el 3 SharedSupport
< g =l By % O Q
s |11 Contents » [1 _CodoSignature » [ Microsoft Error Reporting
9 Frameworks » W Microsoft Relauncher
51 Dropbox nfo.plist A Microsoft Ship Asserts
& iCloud Drive 9 ubrary » a Office365ServiceV2
[ macos i % Outiook Profile Manager |
@ AlrDrop Pkglnfo I3 Proofing Tools >
# Applications [ Resources »
Bureau {1 SharedSupport >
[ xPCSservices »
[9 Documents
© Téléchargoments
12} iMac
@ Images
Musique ”
2 : Outlook Profile Manager
E vidéos
@ Creative Cloud... Application - 760 KB
Croated Jul 24, 2015, 3:00 AM
Shered 1 Yesterday, 11:14 AM
@ Al... Las d Yesterday, 11:14 AM
sion 15.12.3
Tags Add Tags
® Rouge

4. Inside the Outlook Profile Manager screen, click the Add (+) button and enter a name for
your new profile.
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5. Set the identity as default if multiple identities exist on your computer. To do so, click
the Options button and click Set as Default.
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6. In the Finder, click on Applications, and then double-click on Microsoft Outlook.
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Note: If you already use Outlook 2016 for Mac, the main window displays after you double-
click Microsoft Outlook. Select the Tools menu, and then Accounts.

If a pop-up asks to use information in a keychain, click Always Allow.

When opening Outlook 2016 for Mac for the first time, select Add Email Account or Add
Others.
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Set Up Your Email

Outlook

We found one email account
Do you want to add it?

Add Others




7. Enter your email address and click Continue.
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Please enter your email address
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8. Use the following settings:

¢ Method: choose username and password from the dropdown menu

¢ Email Address: your email address

« Domain\username or Email: your email address (username)

e Password: your password

« Server (optional): leave field blank. (Alternatively, you can enter:
webmail19.mycloudmailbox.com)

e Click Add Account
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9. A pop-up will appear asking you to allow Autodiscover to get new settings for your
account. Make sure that the server mentioned is the correct one, and not, for example, a
server that you are moving away from. If it is a different server, please contact your
administrator. Otherwise, select Allow.

Outlook was redirected to the server
autodiscover05.sherwebcloud.com to get
new settings for your account

GG GRS Do you want to

allow this server to configure your settings?

https://autodiscover05.sherwebcloud.com/
autodiscover/autodiscover.xm!

Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

Always use my response for this server




10. Select Done if you do not wish to add another account.
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has been added

Did you know?
Outlook supports Google, Yahoo!, and iCloud accounts.

Add Another Account

Done

Get Outlook for iOS & Android




11. Modify the Full Name field, if you wish.

Default Account

G CibetiED

Exchange/Office 365 Account
Account description: QD - CEEND

Personal information

Full name:

E-mai address: QD QEEND

Authentication

Method: User Name and Password
User name: (D

Password: eesscsccccccccce
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