CZ)

Green Mountaln
Highe

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

I\/I|crosoft 365 EmaH
Access

User Guides



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

Adjust your computer's settings eview by:

m Administrative Tools Eﬂ AutoPlay @ Backup and Restore (Windows 7) % BitLocker Drive Encryption
K3 Color Management [@ Credential Manager ¥ Date and Time F‘b' Default Programs
;.‘}; Device Manager 5 Devices and Printers '@' Ease of Access Center Bl File Explorer Options
£ File History A Fonts d Indexing Options Internet Options

| 3 Mail {Microsoft Outlook) |° @ Mouse 5¥ Metwork and Sharing Center
|| Phone and Modem @ Power Options [} Programs and Features & Recovery
9 Region 3 RemoteApp and Desktop Connections o Security and Maintenance iy Sound
@ Speech Recognition i Storage Spaces @ Sync Center D System
ﬂTﬂskbarand Mavigation E'I'ruublezhucting iJJ User Accounts ﬂ\-‘.’induwsDefendar Firewall
@ Windows Mobility Center [§ Work Folders

4. A new window will pop up, click Profiles
B Mail Setup - %tlook ®

Email Accounts

3 Setup email accounts and directories, Email Accounts...

=hAq
Data Files

4, Change settings for the files Outlook uses to Data Files...
&é store email messages and documents,

Profiles

Setup multiple profiles of email accounts and Show Profiles
data files. Typically, you only need one.

Close

5. A new window will appear with Outlook (or something similar) highlighted, click Remove then Okay




(B Mail

General

@ The following profiles are set up on this computer:

Add... Properties Copy...

‘When starting Microsoft Outlook, use this profile:
OEromptfor a profile to be used
(®) Always use this profile

Cutlook

Cancel

Apply

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.

Mew Profile >

Cancel

:&J Create Mew Profile

Profile Mame:

c2|

9. Click Done on the next prompt

10. Follow the steps “Outlook App — Setup a New Email Profile” to complete the setup of Outlook.



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.

, Welcome to Office
1. Goto: https://www.Office.com

a. Click 9 Sign In Your place to create, communicate, collaborate, and get great work done.

3 Click = Next Sign up for the free version of Office >

2. Enter your GMHEC Email address

3. Enter your Password
a. Click = SignIn

B® Microsoft
Sign in

username@gmhec.org

Green Mountain R
Higher Education Comsortem No account? Create onel

%

Can't access your account?

€ jeffsnyder@gmhec.org

Back Next
Enter password =

Forgot my password

4. Open Outlook from the App

Launcher

Apps Good morning

» O} Outlook . OneDrive Al

« W™ Word * (X7 Excel

N0 PowerPoint . lg- OneNote

= IS SharePoint * [Ty Teams

. S-‘ Sway . F-‘] Forms

Admin



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.

All Apps Documents Web More

1. Open the Outlook App on your computer
Best match

a. Inthe bottom left corner search for “Outlook”

2. When Outlook Opens enter your GMHEC Email Address 2

a. Click 2 Connect

»m Outlook
App

Apps

2% Qutlook

3. Enter your Password for your GMHEC Account
- Click = Sign In

Email address

Jeff.Snyder@gmhec.org|

Connect .
“ Green Mountain
Higher Edutation Comsortem
No account! Create an Uutlook.com email address to get started. S arms

& jeff.snyder@gmhec.org

Enter password

Forgot my password
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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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