Setting Up Outlook Client for Mac

Howdy,

This instruction sheet will get you started in your new Outlook account. Just a few
settings and you will be on your way.

First, you will need your CVM User ID and password.

Let us begin...

*If you have already used an Office for Mac App such as Word or Excel you can skip to step 4*

1. Launch Outlook and enter your information as shown below and press “Continue”

Office:mac=

Enter the following information to personalize your copy of
Office for Mac.

HISEELTHY First Name

Last name:
(o] LELILET I College of Veterinary Medicine - Texas A&M Univ.

| —

Continue

2. On the next screen select “Yes” on the first question and “No” on the second one.
Press “Continue”



Office:mac=

Keep Office for Mac up to date?
The latest Office for Mac updates will download periodically.

O Yes
® No

Join the Customer Experience Improvement Program?

Anonymous information about how you use Office for Mac is collected automatically.

@ Yes
O No

Register
Go online to and learn more about Office for Mac.

|

Continue

You should then see this confirmation screen. Even though your journey to configure
Outlook is not over yet, press “Done”

Office:mac™

7

Congratulations! You're now ready to use Office for Mac.

e

Done




4. On the next screen, you will need to check the “Make Outlook the default application
for e-mail, calendar and contacts” box. It is highly suggested you do this. Press
“Continue”

Welcome to Outlook for Mac

What's New @

Learn More Continue

5. Here you will be able to add your account, press the orange Exchange Account icon

Accounts

Show All

~5  Add an Account

/ To get started, select an account type.

Exchange Account

Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account

o

= POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

Learn about adding_accounts




6. In this window you will NEED to enter your CVM credentials. Press “Add Account”
when ready.

Enter your Exchange account information.

E-mail address: username@cvm.tamu.edu

Authentication

4>
i

Method: f User Name and Password

User name: username

Password: Sssssscsssssnes

V' Configure automatically

( Cancel ) ( Add Account )

7. You might get a window that comes up asking if you want to add this password to
your keychain, you can decide for yourself if you want your computer to remember
this password for you. If you don’t get this window it is not a big deal and outlook will
still work fine.

Microsoft Outlook wants to use the
- - “login_renamed_1" keychain.

| .
] Q Please enter the keychain password.

Password:

p Details
@ (Cancel_\ / OK \




You should now be presented with an account overview of sorts that summarizes the

information you provided. You should be able close out of this and start using the

rest of Outlook.

Accounts

Show All

CVvM

l'_' Exchange Account

Account description: CVM

Personal information
Full name:
E-mail address:

Authentication

Method: |

User name:

Password:

First Last

username@cvm.tamu.edu

User Name and Password

username

Learn about Exchange account settings

[ Advanced... )

Remember: Contact the CVM IT Helpdesk at 862-4554 if you have any questions.



