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Click on Start — All Programs — Microsoft Office 2013 -
Outlook 2013



Welcome to Qutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.
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Hit Next



Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?
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Yes, Next



LogMein- Re

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Yaur Mame: |Carrie Hulec

Example: Eller &darms

E-mail Address: ! chulec@thewayside.arg

Example: ellen@contoso.c

() Manual setup or additional server types
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After a few seconds it should auto fill in the name and
Email, if not let me know. Hit Next



Microsoft Outlook
Connecting to chulec@thewayside.org

Add Account r ‘ chulec@thewayside.org

Searching for you

credentials

Configuring

Outlook is completing the setup for your account. This might take several minutes,
v Establishing network connection
=% Searching for chulec@thewayside.org settings

Logging on to the mail server
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Fill in your 0365 password, click remember my
credentials, hit ok.



LogMein-

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes,
v Establishing network connection
" Searching for chulec@thewayside.org settings

v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

E Change account settings ‘Add another account..,
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If everything goes good, you’ll have all check marks, hit
Finish and now after a few Outlook should load up.
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First things first.

<4 Today

Inbox 12

Kelly Wencho
Elmwood &15 AN
Hello Tam in need of

Use recommended settings:

Sent Items

Carmen Adams
Staffing needed 813 AM

I have the following ) No thanks

relay@olwstaff.c... fl
Narraganesett 12:59 AM Learn more

Dirafts

Yesterday

All Falders
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This product also comes with automatic updates,
Fran Gates Learn mare

Billables Fri 4:57 PM
Attention All Home

Wolf, Theresa By clicking "Accept” you agree to the Microsoft Office License

E Jennica Follow Up Fri 2:58 PM Agreement.
Hi Carrie, Ijust wanted View Agreement

Kelly Wencho ]
FW: Open shifts Elmw...  Fri 2228 PM
Please Post thank you

Joyce Butler

Iﬂ Off Call Fri 1:42 PM

Good aftermnaon - .
Microsoft Outlook

Qutlook is setting up a local copy of your mailbox, It
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ITEMS: 0 UPDATING Inbox [168 MB).
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After Outlook loads, hit User Recommended Settings,

Accept. Minimize Outlook.
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Click Start — All Programs — Microsoft Office 2013 —
OneDrive for Business 2013



Ready to sync your OneDrive - Our Lady of the Wayside documents?

https://thewayside-my.sharepoint.com/personal/chulec_thewayside_org/Documents

You'll find your documents under Favorites in Windows Explorer.

‘We'll save the library here:
ChUsers'chulec
Change

Sync a different library instead
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It will load up, just hit Sync Now.



Your files are syncing as we speak. Go take a look and watch them
come in.

You can see your files here:
Ch\Users\chulec\OneDrive - Our Lady of the Wayside
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If it all goes correctly you’ll get this screen, go ahead
and close it. Now lets make these easier to get to.



it % Run as administrator
Troubleshoot compatibility
g Open file location
L:) @  Scan with Microso ft Security Essentials...
m_ ] g Add to archive...
[ "-|rlr:_r.-\=.5 g Add to "GROOVE.rar"
g Compress and email..,
g Compress to "GROOVE.rar” and email
Pin to Taskbar
Pin to Start Menu
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Click on start, All Programs — Microsoft Office 2013 -
RIGHT CLICK — on OneDrive for Business 2013 — Select
Send To — Desktop. This should be a link for it on your
desktop. You can also do this for any other Office
Programs you want to have easy access too.

You are now all setup to use your computer!



