Information Technology
MOORHEAD. Microsoft Outlook 2013-1016 Setup

Topic: Installation instructions for Microsoft Outlook

**These instructions apply to Windows Operating Systems for installation of 0365 Email Services

1. If you have Microsoft Outlook open, make sure to close it first. Next, you will then need to
access the control panel by typing "Control Panel" (without the quotes) in the windows start
search bar (Win 7 and 10 - example below) or from the tile screen (Win 8 and 8.1)

| control paned

2. Once the control panel is open you will need to change the view. To do so click on the drop
down arrow next to 'Category' shown in the upper right corner of the picture below and change
it to 'Large Icons'. If it is already in 'Large Icon' view, then go to the next step.
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Adjust your computer’s settings View by: Category ¥

User Accounts

il  System and Security
’\9 Review your computer's status ) Change accourt type
’ Back up your computer - -

Find and fix problems Appearance and Personalization

Change the theme

& Network and Internet B Change desktop background
-
)

M View network status and tasks

. . Adjust screen reselution
Choose homegroup and sharing options J

/7 Hardware and Sound Clock, Language, and Region

Ch keyboard th t method
5 [* View devices and printers L Zngefeyhoands of omeEr nput mEneds
= Change display language

Add a device
Connect to a projector y Ease of Access
Adjust commeonly used mobility settings | Let Windows suggest settings
. Optimize visual display
=% Programs
; 4 Uninstall a program
4 Get programs
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3. Open the 'Mail' Icon in the control panel screen to access the program setup. The following
screen will open.

B Mail Setup - outiook x

E-makl Accounts

y Setup e-mail accounts and directories. Eimail Accanntss

i |
Data Files

& Change settings for the files Outlook uses to Cata Filss..
"9*5 store e-mail messages and documents. :

Prodiles

Setup multiple profiles of ¢-mail accounts and Show Profiles...
data files, Typically, you only need one.

Close

4. Click on 'Email Accounts' to open the page below. Click on 'New' to configure a new email
account

M Account Settings >

O .
E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

o Mew... '3 Repair.. &' Change.. % Remaove

Mame Type
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5. Start the account setup by entering in your new username first, then Your Name and Password fields
in the order illustrated.

e Students: <Your StarID>@go.minnstate.edu

e Faculty and Staff: <Your StarID>@minnstate.edu

’_a Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts,

{* E-mail Account

ample: Ellen Adams
E-mail Address: ocilg98ag@minnstate.edu
ample: elleni@contosa.com

Password:
Retype Password:

Type the password your Internet service provider has given you,

" Manual setup or additional server types n
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6. It will go through an auto-configuration process and it can take some time, please be patient.
Allow process to go through if prompted and click "finish" when it is done.

7. Open Outlook, which may prompt you with the following login screen. Be sure to use your
account name as appropriate for you.

a. Students: <Your StarID>@go.minnstate.edu
b. Faculty and Staff: <Your StarID>@minnstate.edu

Wiridows Seoarty el

Microsaft Outlook
Connagting to joedragon@mwinnstate.adu

| cxlE06agEminnstate adu

Ramember my credential;

oK Cancel

8. Your email account is now all setup!

For More Information

Please contact Information Technology Services at support@mnstate.edu or 218.477.2603 if
you have questions about this material.
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