Setting up Diocese 365 email in Microsoft Qutlook 2016, 2013, and 2010 &
Mac. (Email Application)

Outlook 2016 & 2013

1. In Outlook, choose the File tab.
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2. Under Account Information, choose Add Account.

Account Information
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3. On the Auto Account Setup page, enter your name, email address, and password, and
then choose Next.

Email: yvourname@charlestondiocese.org

4. Password: Abcdl1234 (Capital 1% letter of the FIRST 4 of your last name. Plus, your last
4 of your SSN) ie. Jeremy Wright — my password by default is: Wrig0409

(1) If y your last name has less than 4 letters, it will be: (Capital 1% letter of the
FIRST 3 of your last name, and then your last 4 of your SSN. Plus an !) ie.
Fry0724! If you have less than 3 letters, it will be: ie. Tz0325!! (two !! added)

5. Choose Finish.
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Outlook 2010
e (lick the File tab.
e Under Account Information, click Add Account.

Home Send / Receive Folder View

Account Information

v bruce@contoso.com
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¢ Enter your name, email address, and password, and then click Next.
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Auto Accosnt Setup
Cick Next 52 comnect %0 e mad perver and automaticaly corfigure your account settngs.

@ il Accoust
Your Name:
Example: Slen Adams

Eawl Addres
Example: ellen Soorione. com

Pactword
Retype Password:
Type o paseord your Indermet servics provider has ghven you

Text Messaging (SMS)

Manually configure server seitings or addtional server types
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Your Name: put in your name!

Email: yourname@charlestondiocese.org

Password: Abcd1234 (Capital 1* letter of the FIRST 4 of your last name. Plus your last 4 of your
SSN) ie. Jeremy Wright — my password by default is: Wrig0409
(1) If your last name has less than 4 letters, it will be: (Capital 1% letter of the FIRST

3 of your last name, and then your last 4 of your SSN. Plus an !) ie. Fry0724! If
you have less than 3 letters, it will be: ie. Tz0325!! (two !! added)
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A progress indicator appears as your account is configured. The setup process can take several
minutes.
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Confguring

Configurrg e-mal server settngs. Thg mght take several mrutes:
v Establish network conrecton
“&  Search for brece@labeik server
Lo On 13 server
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If the initial attempt to configure your account fails, a second attempt can be made using an
unencrypted connection to the mail server. If you see this message, click Next to continue. If the
unencrypted connection also fails, your email account can’t be automatically configured.

After the account is successfully added, you can add more accounts by clicking Add another
account.

-
Congratulations! ] ‘
You have successAlly entered 8 he rirmation regured D SEND your SCCount.
Te dote the wzard, Sk Frigh,
Al arcither accout.
H
>

e To exit the Add New Account dialog box, click Finish.



Installing on a Mac with Outlook

1. On the setup page, click Add Account.

Microsoft Outlook

Set up my Inbox
To set up your email account, click Add Account

Or, to import data from another source, click Import

| Add Account l

2. Click the account type you want to add:
o Click Exchange or Office 365 to add your work or school email account.

ann Accounts

Add an Account
To get started, select an account type.

Exchange or Office 365

Other Email

Add Outiooiccom, [Cloud, Coogie, Yahoo! o other online emal)
accounts.

Enter your Exchang nt
E-mail |-.- 8 com ‘
Avhentication
Methed: User Name and Password B

User namec  Contoso\kerim

e




Your Name: put in your name!

Email: yourname@charlestondiocese.org

User name: yourname(@charlestondiocese.org

Password: Abcd1234 (Capital 1% letter of the FIRST 4 of your last name. Plus your last 4 of your
SSN) ie. Jeremy Wright — my password by default is: Wrig0409

(1) If your last name has less than 4 letters, it will be: (Capital 1% letter of the FIRST
3 of your last name, and then your last 4 of your SSN. Plus an !) ie. Fry0724! If
you have less than 3 letters, it will be: ie. Tz0325!! (two !! added)

All the accounts you add will show in the left pane.

[@ Accouns ]
Defautt Accoum
* Microsoft 3 Microsoft
e Bcontane com Eachange Accourt

Account description:  Microsoft

Personal nformation
Full name:  Kori Mils
E-mall address:  keren@comtoss com
Anthentication
Method:  User Name and Password E
User pamac  korien
Password:

Advanced

Tips: To add more email accounts, on the Tools tab, click Accounts.


mailto:yourname@charlestondiocese.org
mailto:yourname@charlestondiocese.org

Installing on a Mac with Mac Mail
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1. Launch Mail. (Click the icon in the dock or go to the Applications folder
to open it.)
2. Add a mail account:
o If you have not previously configured an account in Mail you will be prompted to
add an account. Click Exchange and then click Continue.
o Otherwise, go to the Mail menu and click Add Account > Exchange and then
click Continue.
3. Enter the following information and then click Sign In when done:
o Full Name: the name you want displayed on your outgoing mail
o Email Address: yourname@charlestondiocese.org

o Password: Abcd1234 (Capital 1% letter of the FIRST 4 of your last name. Plus

your last 4 of your SSN) ie. Jeremy Wright — my password by default is:
Wrig0409

1. If your last name has less than 4 letters, it will be: (Capital 1" letter
of the FIRST 3 of your last name, and then your last 4 of your

SSN. Plus an !) ie. Fry0724! If you have less than 3 letters, it will
be: ie. Tz0325!! (two !! added)

@8 Exchange

To get started, fill out the following information:

Name: John Doe

Email Address: Yourname@charlestondiocese.org

paSSWOI'd: asesessssasanes

Cancel Sign



4. Select the apps you want to use with this account and then click Done.

@8 Exchange

Select the apps you want to use with this account:




