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How To Replace Your Old Email On The Outlook
Desktop App With Office 365 Email

1. In the search field, type in “Control Panel” and
click on it.

Best match

Control Panel
App

Apps

B Settings

Search the web
2 control panel - See web results

Settings (3)

> =i Open

Recent

Control Panel

[ Programs and Features

Mail (32-bit) - in 0

Mail (32-bit) - in 0

O
A
B Mail (32-bit) - in 0
@

Windows Defender Firewall

| £ control pane|

2. This screen should appear.

[E3 Control Panel

& 5 - 4 [ ControlPanel

Adjust your computer’s settings

a

System and Security
at

Network and Internet

View network status and tasks

/ Hardware and Sound

View devices and printers
Add a device

Programs
Uninstall 3 program
Get programs

v O |[search Control Panel p

us
with File History

Category ™

User Accounts
& Change account type

E Appearance and Personalization
=

Clock and Region

Change date, time, or number formats

@ Ease of Access
w st s
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3. In the upper-right hand corner of the screen,
type in “Mail”.

(@
‘ « v A [EZ s Control Panel v o Mail
@ Mail (32-bit)

@ 5carch Windows Help and Support for "Mail®

4. Click on the Mail control panel and click on

“Show Profiles”.
A

E-mail Accounts

A Setup e-mail accounts and directories, E-mail Accounts
| =kA
|
Data Files
4 Change settings for the files Outlook uses to Data Eiles..,
y.ﬁ store e-mail messages and documents.

| Profiles f
I . Setup multiple profiles of e-mail accounts and chow Profiles |
data files. Typically, you only need one.

Close
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5. Click “Remove”.

:a A

General

@ The following profiles are set up on this computern:

COutlook

Add... Properties Copy...

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

Outlook w

OK Cancel Apply

6. When this message appears, click “Yes”.

Microsoft Qutlook

Careful, if you remove this profile, offline cached content for its accounts will be deleted.
Learn how to make a backup of the offline .ost files for the accounts.

Do you want to continue? Yes Mo

7. Exit out of the Mail Control Panel and open up
Outlook.
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8.A blank text box will appear. Type in “Outlook”
and click “OK”.

Mew Profile >
M Create New Profile
Profile Mame: Cancel
Outl::u::uk.l

9. Follow the instructions below from Step 4
onwards!
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How To Login Into Price Center Office365 Email
Using The Outlook Desktop App

1. In the area that says “Type here to search”, type
“Outlook”. The Outlook program should appear.

All Apps Documents Web More

Best match

HEI QOutlook 2016
App

Search the web

Outlook 2016

£ Outlook.com - Webmail Service > ADD

f Open

B New E-mail Message
B1 New Appointment
B New Meeting

B1 nNew Contact

B nNew Task

O outlook

2. To pin it to the bottom of your screen, right click on that
icon and click “Pin to Taskbar”.
3. Click on the Outlook icon to open up your email.
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4. You should see your email and name populated in the
fields. Click “Next”.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

Andrew Rosenblum

E-mail Address: arosenblum@thepricecenter.org

Example: ellen@contoso.com

I:::lﬂalnuaul setup or additional server types

5. You should see a Microsoft “Sign In” screen pop up after a
minute. (If you don’t, there are alternative instructions
below). Make sure your email is correct. YOU WILL HAVE
TO DELETE THE “@barrypricecenter.local” AND CHANGE IT
TO “@thepricecenter.org” AT THE END OF YOUR EMAIL
ADDRESS IN ORDER FOR THIS TO WORK. (See below for
pictures)
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B® Microsoft
Sign in

arosenblum@barrypricecenter.local

MNo account? Create one!
Can't access your account?

Sign-in options

Back Mext

Terms of use  Privacy & cookies

CHANGE @barrypricecenter.local to @thepricecenter.org as noted in the
pictures.

B® Microsoft
Sign in

arosenblum@thepricecenter.org

MNo account? Create one!
Can't access your account?

Sign-in options

Back Next

Terms of use  Privacy & cookies

6. Click “Next”.



7. Enter your Password for Office 365.

8. Click OK
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NOTE: If you don’t see the Microsoft login above and see
the screenshot below, use these instructions:

Windows Security >

Microsoft Outlook

Connecting to arosenblum@thepricecenter.org

R

arosenblum@barrypricecenter.local ‘

D Remember my credentials

OK Cancel

Change the username that was auto-populated from
@barrypricecenter.local to @thepricecenter.org and enter in

your password so it looks like this:

Windows Security

Microsoft Outlook

Connecting to arosenblum@thepricecenter.org

R ‘ arosenblum@thepricecenter.org

Remember my credentials

OK Cancel

X

Click on “Remember my credentials”.

Click “OK” and follow the instructions below.
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9. Click Finish.
10. You are all set and ready to go!



