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Already using Outlook on your computer? Begin here on Page 2. 
Using Gmail? Please skip to Page 4. 

 
 

Outlook – Remove Google Email Profile 
If the Outlook client app is in use on your computer today, you will need to remove the Google email profile 

 
1. In the windows menu on the bottom left, search for Control Panel and open it 
2. In the top right change the view to Small Icons 
3. Click Mail (Microsoft Outlook) 

4. A new window will pop up, click Profiles 

 
5. A new window will appear with Outlook (or something similar) highlighted, click Remove then Okay 
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6. A prompt will come up making sure you want to remove this, click Yes 
7. Open Outlook desktop client 
8. You will be prompted for a name, this can be whatever you like. 

 
9. Click Done on the next prompt 
10. Follow the steps “Outlook App – Setup a New Email Profile” to complete the setup of Outlook. 
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Instructions for accessing your email in a browser  
using Office 365 

 

Microsoft 365 Web Portal – Email Access 
To access Microsoft 365 email through a web browser, follow these steps. 

 
 
 

1. Go to: https://www.Office.com 
a. Click  Sign In 

 
2. Enter your GMHEC Email address 

a. Click  Next 

 
3. Enter your Password 

a. Click  Sign In 
 
 
 

 
4. Open Outlook from the App 

Launcher 

https://www.office.com/
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Instructions for accessing your email using Outlook App 
on your computer 

 

Outlook App – Setup a New Email Profile 
This walkthrough describes connecting the Outlook app installed on a computer to Microsoft 365 Email by 
signing in and creating a local email profile in Outlook. 

 
1. Open the Outlook App on your computer 

a. In the bottom left corner search for “Outlook” 
2. When Outlook Opens enter your GMHEC Email Address 

a. Click  Connect 
 
 
 
 
 
 

3. Enter your Password for your GMHEC Account 
- Click  Sign In 
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Instructions for accessing your email using Office 365 App 
on your phone 

 
 

iOS and Android – Connect to Microsoft 365 Email 
Follow the reference below to access Microsoft 365 Email on an iOS and/or Android device. We suggest using 
the Outlook email app to connect to Microsoft 365 email. 

 
1. Download the Outlook Mobile app on your device 
2. Setup Outlook for iOS and Android 

https://support.microsoft.com/en-us/office/setup-outlook-for-ios-and-android-5a8bb76e-9bcb-4cf0-ae94-bda414104d16
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