Setting up Your University Office 365 Email Using Microsoft Outlook — Mac OS

This guide details how to set up your University of Exeter email account using Outlook for your Mac OS.

These instructions were written using the Catalina OS but should work for previous and subsequent
versions of OS.

The Microsoft Outlook app is required for this set up. If it is not installed, this can be done by installing
Microsoft 365:

e Click here for students
e Click here for staff

1. From the desktop click on the Outlook icon in the task bar. If the application is not in the task bar,
click on Finder and find Applications in the left menu bar. Outlook should be in the applications list.

2. If you have not set up an account previously you will see the screen below. Click Get started, and you
can then skip to step 5.

@ Outlook

Outlook

Welcome to Outlook
A better way to manage your emails.

3. If you already have an account set up when you open Outlook you will need to choose Tools in the
top menu bar, and then Accounts.


http://software365.exeter.ac.uk/
https://universityofexeteruk.sharepoint.com/sites/TheDigitalHub/SitePages/Staff-gu.aspx?web=1
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4. Click the plus (+) button on the bottom left of the window to add an account.

®e Accounts

Show All

Default Account

© . @exeter.ac.uk 0

@exeter.ac.uk

~ @exeter.ac.uk
Exchange/Office 365 Account

Account description: @exeter.ac.uk
Personal information
Full name: ., Caitlin
Email address: @exeter.ac.uk

Authentication

Method: = Username and Password [T
Username: @exeter.ac.uk
Password:

/ Advanced...

5. If you are asked which account you wish to set up, select Exchange Account.

6. Type in your full university email address and click Continue.



® Set Up your Email

Please enter your email address.

Email

@exeter.ac.uk

7. You will be taken to the University’s Single Sign On portal. Enter your password and click Sign in.

’B@ER
@exeter.ac.uk
Enter password

Password

Forgotten my password

Sign in with another account
Sign in

Welcome to the new University of Exeter Office
365 login page. Please note do not use the
"Forgotten my password" link above, the existing
Password Reset is still available at
https://passwordreset.exeter.ac.uk

Terms of use  Privacy & cookies




8. Your account should now be set up and you can click Done to return to your Outlook view. Your mail
should start to download. Note, it may take several moments to complete.

® Set Up your Email

@exeter.ac.uk
has been added

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

Add Anocther Account

Done






