How to Setup Microsoft Outlook on PC
Office 365 ProPlus Version

Find and open your Outlook Application, this can be done by using the search function or
by finding it in your application list.
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The first time you open outlook a screen will pop up, read the directions and click next. It
will then ask if you want to set up an email account, make sure yes is checked and click

next.
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Outlook helps 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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Fill in your information, your first and last name, your email address using the format
StarID@go.minnstate.edu for students, Star[D@minnstate.edu for employees, and then your
current password. After your information is filled out, click next and then it will start setting up
your account. (Note: this could take a minute or two so be patient)
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Auto Account Setup
Outiook can sitomaticaly configure many emal socounts.

(%) E-mail Account

Four Mame: John Dae
Example: Ellen Adams

E-mail Address: ab1234cdE go.minnstate. edu

Example: ellen@contoso.com

Password: | seeesesses
Retype Passwiord:  *esssssses

Type the password your Intemet service provider has given you.

() Manual setup of additional server types
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Auto Account Setup
Qutlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: John Doe

Example: Ellen Adams

E-mail Address: ab1234cd@minnstate.edu
Example: ellen@contoso.com

Password:
Retype Password:  **ssssasss

Type the password your Internet service provider has given you.

O Manual setup or additional server types
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4.  After that your account should be set up, click finish and you are all done.

If you are having any difficulty setting your e-mail up, please contact the Technology Resource
Center Helpdesk by e-mail (TRChelpdesk@smsu.edu) or by phone, at 1-507-537-6111.

We are open Monday - Thursday, 7:30am - 11:00pm, Friday 7:30am - 5:00pm, Saturday
10:00am - 6:00pm and Sunday 12:00 - 11:00pm during the school year.

(Holiday and break hours will be posted on our website, and on the TRC front doors.)





