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Purpose: Setup an Office 365 Account on a Mac using Outlook 2016

Steps:
1. Open Outlook 2016 on your Mac. Hit “Get Started”

Outlook

Welcome to Outlook
A better way to manage your emails.

2. Enter your ULID@Iouisiana.edu, then hit Continue. You should be prompted for your password at this
point.

opioiina

ucsstrainingmgr@louisiana.edu
Enter password

Forgot my password

Sign in with another account

Please enter your email address

ULID@louisiana.edu If you are experiencing technical issues please

contact the I.T. Help Desk: (337) 482-4357 |
Continue

ithelp@louisiana.edu
3. Once you see this screen, hit DONE and your Email should come up:

ucsstrainingmgr@Ilouisiana.edu
has been added

Email

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

Add Another Account

Done

4. Your Email screen should look like this:
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DONE! You should have access to Mail, Contacts, Calendars & Tasks

For Information on How to use Outlook.com you can go to our Office 365 Training page where we have
multiple tutorials by the It Service Desk and links to Microsoft Tutorials.

https://servicedesk.louisiana.edu/get-help/knowledgebase/office365-education-deployment-project/office-
365-training-help




