Updating Outlook Accounts

If you previously used Outlook with your Gmail, this guide will provide guidance for creating a new
Outlook profile that will replace your existing account.

1.
2.

Type Control Panel in the start menu and hit enter.
When the window opens click on Mail.
a. Change your View By from Category to Large Icons if you do not see Mail.

Click Show Profiles.
Click Add and enter a profile name such as Office 365 then click OK.

Enter the Microsoft 365 account username and password. Click Next and Finish.
a. If prompted, uncheck the "Allow my organization..." checkbox and click "This App Only".

Once entered, select the Microsoft 365 profile under the Always Use this Profile dropdown
box.

Select the account labeled Outlook and click Remove.

Click OK to close the window. The Microsoft account will now be linked to Outlook and is
ready for use!

Please see detail instructions with photos below
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Updating Outlook Accounts

Type Control Panel in the start menu and hit enter.
£ control panel I

When the window opens click on Mail.
&

Control Panel ltems

T @ » Control Panel » All Control Panel ltems

File Edit VYiew Tools Help

Adjust your computer's settings

P Action Center B8 Add features to V . Administrative Tools
%@l BitLocker Drive Encryption t_!; Color Manage Credential Manager
Default Programs =4 Device Manag @ Devices and Printers
5] Dolby Home Theater @ Ease of Acce 1 File History
Folder Options la Fonts & HomeGroup
Intel(R) HD Graphics E Intel® PR Internet Options
CA$‘ Language 6 Lenovo - Ed Lenovo - Microphone Mute
Location Settings B Mail ¥ Mouse
3 Notification Area lcons f Pen and Touch '! Personalization
@ Power Options Programs and Features & Realtek HD Audio Manager
9 Region ™3 RemoteApp and Desktop Connections % Sound
& Storage Spaces @ Sync Center 18 System
Taskbar and Mavigation ETroubleshootmg % User Accounts
@ Windows Firewall [ Windows Mobility Center @ Windows Update

Side note: If your window does not look like the one above, can your View By from Category to Large
Icons.

Control Panel —

« v » Control Panel » v [J] Search Control Panel
Adjust your computer's settings View by: Categery ~
® Category
System and Security e User Accounts Large icons
Review your computer's status Qchange account type Small icons

Save backup copies of your files with File History

Backup and Restore (Windows 7)

\ | Network and Internet
View network status and tasks
/ Hardware and Sound

= View devices and printers )
ﬂ Add a device @ Ease of Access

Appearance and Personalization

Clock and Region

Change date, time, or number formats

Adjust commenly used mobility settings Let I_"F'rihdcl‘_vs SUQSESt seftings
Optimize visual display

Programs
["] Uninstall a program
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Once you've clicked on Mail, click Show Profiles.

v Mail Setup - Office 365

E-mail Accounts
o Setup e-mail accounts and directories,
A

Data Files

4, Change se!:tings faor the files Cutlook uses to Data Files...
\yé store e-mail messages and documents. =

Profiles

Setup multiple profiles of e-mail accounts and

Show Prafiles...
% data files. Typically, you only need one. =

Close

Click Add and enter a profile name such as Office 365 then click OK.

General @ New Profile

L) “ -
@ The following profiles are set up on this computer: b Create New Profile

Outlook Profile Name:

Office 365

Cancel

Add.., Remave Properties Copy...

When starting Microsoft Outlook, use this profile:
OPromptfcr a profile to be used
@ﬁlways use this profile

Outlook w

OK Cancel Apply
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Updating Outlook Accounts

Enter the Microsoft 365 account username and password. Click "Next" and "Finish".
Note: If prompted, uncheck the "Allow my organization..." checkbox and click "This App Only".

@ Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: remy.gration@sonomadrinks.com

Example: Ellen Adams

E-mail Address: remy.gration@sonomadrinks.com

Example: ellen@contosa.com

Password:

Retype Password: | ++sries| |

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Use this account everywhere on your device

Windows will remember your account and make it easier to sign in to apps and
websites. You won't have to enter your password each time you access your
organization’s resources. You may need to allow them to manage certain settings on
your device.

D Allow my organization to manage my device

This app only

Once entered, select the Microsoft 365 profile under the Always Use this Profile dropdown

box and click OK.

@ Mail

General

@ The following profiles are set up on this computer:

Office 365
Cutlook

Add... Remove Properties Copy..

When starting Microsoft Cutlook, use this profile:

() Prompt for a profile to be used

(®) Always use this profile

Office 365 W

Select the account labeled Outlook and click
Remove.

Click OK to close the window. The
Microsoft account will now be linked to
Outlook and is ready for use!
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