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CONFIGURATION STEPS

DOWNLOAD OUTLOOK APP FOR iOS DEVICES
NOTE: Available for iOS devices using iOS 9.0 or higher.

e Go to the Apple Store > Search > Microsoft Outlook
e C(lick on Get
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1. GET STARTED
e Open Outlook app a and click on Get Started

Qutlook

A better way to manage your email.

Get Started

2. GET NOTIFIED

o If you'd like to receive notifications about new emails or calendar reminders, select the option
Notify Me

Get Notified

Don't miss out on important
emalls or calendar events
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3. ALLOW NOTIFICATIONS

e Click Allow when the iPhone or iPad requests access

“Outlook” Would Like to Send
You Notifications

Netifications may mclude alerts,
sounds, and iean badges. These can

be configured in Settings.

Don't Allow

4. SKIP
IMPORTANT INFORMATION
esco0 Verizon T 1942 % soxm +| If you already have another Microsoft app (i.e., OneDrive,

2 Accounts Found OneNote, Word, etc.) on your device, the Outlook app may
notify you that other potential Outlook accounts have been
ga 2nothersccount1234@outiook... @ || found and could be added.

If the Accounts Found list contains existing accounts, we
recommend that you choose Skip and add the UTTyler
email account even though you might see what looks like
your email address in the list.

ﬂi account @outlook.com °

Withook com

You can always add more accounts later.

Add Accounts

o il RECOMMENDED:
Microsalt may email you about Outlook Mobde, You Click Skip to add jUSt the UTTerr email
can ..::.II:Irij:rsji:l.::::;l‘.||1|-*- accou nt
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5. ADD EMAIL ACCOUNT

e Enter your UTTyler email account
e C(lick Add Account

sewio Virizon F 13:26 £ Ga%

Add Email Account

Enter your work or personal
email addrass.

jsmith @uttyler.edu
Micrasalt may amail you about Duilaok Mabile, Youw
can unswbscribe al amy time

Prevacy Statemaent

6. SIGN IN WITH YOUR UT TYLER ACCOUNT

e You will be asked to re-enter your UTTyler password

seee0 Verizon F 13:26 £ 0a%

ke

TYLER.

Mot Office 365 (7

Sign in with your UT Tyler account

jsmith@ uityler.odu
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4o papeciaton of prrascy sacepd wl stharaie peovided by sppicshie privacy
.
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7. EXCHAN

GE

e Enter your UTTyler password again

seeo0 Virizon =

(EE I XTI LT Y]

Use Advanced

20:65

E Exchange

Jsmith @uttyler.edu

Settings

£ 3anm

8. (OPTIONAL) ADD ANOTHER ACCOUNT

*eero Viriton ¥

20:56

Add Another Account

‘Would you like to add

another account?

Maybe Later Let's Do It!

£ danm
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9. SKIP

o  Click Skip if you’d like straight into the email account
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Focused Inbox
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WHAT TO KNOW ONCE YOUR EMAIL HAS BEEN
CONFIGURED

1. INBOX

VERY IMPORTANT: Focused vs Other

Focused Inbox presorts your email.
Focused - account emails and contacts with whom you interact.
Other - automatically generated or bulk emails.

Make sure you switch between the two options to see all your emails.
This feature can be turned off by going to Settings.

Click on the hamburger (

folders:

eeeec Verizon ¥
ﬂﬂ UT Tyler

[;} Inbox

Junk E-Ma

06:12

)to see your
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seeec Verizon T 08:12 £ 563 =
=10 Inbox 4
Focused Other < 4 Filter
noreply@uttyler.edu Wednesday

You must reset your UTTYLER password in... =
Your Password will Expire in & days The last time
you set your UTTYLER password was: 08/31/2

noreply@uttyler.edu Tuesday
You must reset your UTTYLER password in... =
Your Passward will Expire in & days The last time
you set your UTTYLER password was: 08/31/2

noreply@uttyler.edu Maonday
You must reset your UTTYLER password in... =
Your Password will Expire in 7 days The last time
wou set your UTTYLER password was: 08/31/2

Lighten Up East Texas Moncay
FRESH15 Discount Code

Below 1s a special offer from one of our 2017
Community Sponsors SignUp Today for the 4t..

Intramural Menoey
Intramural Deadines this week!

University of Texas at Tyler University of Texas
at Tyler has sent you a message on IMLeagues




2. EMAIL SETTINGS

Explore the Settings option to adjust your email as desired.

23 =

| ©

Mail Calendar Files People Settings
Few things to know once in Settings:
ACCOUNTS
E UT Tyler
Exchange
Add Account 1 New

weoo0 Visfizon F 1:68 £ 82% Il
Exchange

NFCH
Email jsmith@uttyler.edu
Description UT Tyler
Automatic Replies OFF
Advanced Settings

Hiving sync issues? Try resetting your account

Heset Account
Edit Login Information

Delete Account
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Sync your personal contacts that were

stored in Outlook to your device.

senen \orizon T 07:05 $ BE .

Advanced Settings

Save Contacts to Device (91) (7

SYSTEM FOLDERS
Scheduled

Archive Archive




MAIL If you have more than one Outlook
account, choose which one to be the

Notifications default email.
Default jsmith @uttyler.edu
Signature Get Outlook for iOS <+—— Personalize your signature. Otherwise,

emails sent from the Outlook app will

Swipe Options Schedule [ Archive say “Get Outlook for i0S.”

Focused Inbox (?) O
1

Focused Inbox presorts your email, meaning the system takes into account emails and contacts with
whom you interact, and filters out noisy sources like automatically generated or bulk emails. Based
on this rule, the system places your most important emails in “Focused” and the rest in “Other.”
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