SETUP MS OUTLOOK 2013

Follow these steps to setup Microsoft Outlook 2013.

1. Click on the MS Outlook icon to launch Microsoft Outlook. Normally the MS Outlook icon ﬂﬂ is located at the
bottom of the taskbar like the following picture.

2. Ifitis not there then you can do the following:

a. Click on the Start @ button and select All Programs.
b. Scroll down to a fold called Microsoft Office 2013 and click on it.
c. You should see something like this:

Microsoft Office 2013
BB Access 2013
Excel 2013
[ infoPath Designer 2013
¥ InfoPath Filler 2013
® Lync 2013
& OneDrive for Business
[ OneNote 2013
BP Outlook 2013
E’j PowerPoint 2013
@ Publisher 2013
@ Send to OneNote 2013
& word 2013

Office 2013 Tools

d. Then you click on Outlook 2013 icon nﬁ .

3. Once you click on the MS Outlook icon you should see the images below and just follow instructions:



Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

4. By default, it will auto fill the information for you if you are logged into the computer using your BYUHNetld, like the
picture below:

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

John Smith

john.smith @byuh.edu

' Example: ellen@contoso.com

() Manual setup or additional server types




5. Normally after you click Next there will be another screen popping up like the one below:

Microsoft Outlook

Connecting to smithj@byuh.edu

lsmithj @byuh.edu l

[ Password l
Remember my credentials

[ ok || cancel

6. Make sure you see your BYUHNetID@byuh.edu as your username and your BYUHNetID password and check the box to
remember your credential.

’ |smithj@byuh.edu ]
ea—

Remember my credentials

7. Once you press OK then you should see the following screen.



Searching for your mail server settings...

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
+  Searching for lavakio@byuh.edu settings
+" Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[7] change account settings [ Add another account... I

< Back [ Cancel ]

8. Click Finish to complete.



