Outlook Mobile Setup
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Betore starting

Your device must be secured with a 6-digit PIN or biometrics.

New Employees: Your domain account password needs to be changed
before starting.

In this guide, substitute example@company.com with your user principal
name (UPN).

This guide works with the latest version of Outlook for 1OS and Android.

/N Do NOT use Auto-Fill. Manually type in all information. A\




What 1s your UPN?

Your UPN i1s the combination of your username and company domain.

Your external email address remains the same.

example(@company.com
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Scan to Install from App Store
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Tap Add Account
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Welcome to Outlook

Bring all your emails, contacts, files and

calendars together.

Create New Account

Add Account

Enter your UPN
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{ Add Account

Enter your work or personal email

Email Address

Create New Account

22 sign in using the QR code on your computer

Privacy & Cookies

@hotmail.com @outlook.com @gmail.com @i

Tap Add Account
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{ Add Account
Enter your work or personal email

example@company.com

Add Account

Create New Account

gg Sign in using the QR code on your computer

Privacy & Cookies

@hotmail.com @outlook.com @gmail.com @Ii
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Enter your domain password
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< Not Exchange (Hybrid) (2) |

JH

example@company.com

# [ passuona )

Not example@company.com Signinas a
different user

Done |

Keyboard hidden
by 1OS
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Approve or
Enter token
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< Not Exchange (Hybrid) @
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Confirm on Your Mobile Device or Enter Token Code

example@company.com

P | froken Cod @

Not  example@company.com Signinasa
different user

Done

Keyboard hidden
by iOS

Tap Continue
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< Not Exchange (Hybrid) @ |
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Successfully logged-in to SAML Identity Provider
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example Sign out

PE—
l Continue l

Authenticated with password and FortiToken
Expires at
Tuesday, April 09, 2024 05:51 COT (UTC -0500)
Last login
Monday, April 08, 2024 20:57 COT (UTC -0500)

Keyboard hidden
by iOS
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Allow Outlook to continue

Tap Maybe Later
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Look for quarantine email
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< Not Exchange (Hybrid) (%) Add Another Account ¢ Inbox o Q
Other = Filter
.@ Microsoft Outlook 22:06
Your device is temporarily blocked from synchro...
New active sync connection Your device is
temporarily blocked from accessing content via...
Would you like to add
another account?
Maybe Later Add
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e : Update your Signature &
g Nl el Tap Settings Turn Off Focused Inbox
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Exchange i

° Work ? O] X Settings

Folders 74 i

General i

2 B mbox Help & Feedback > i

Set Default Mail App

Mail Accounts

o Exchange
Work

“Outlook” Would Like to Send
You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Add Mail Account

Storage Accounts
Add Storage Account

Add your storage provider to easily share, access, or
manage files from your Outlook app

Don't Allow Allow Mail
Notifications >
Default >
: 7/ Drafts 3 Signature Get Outlook for i0S >
5  Archive Swipe Options Set Up [ Archive > '
i ® B Ssent Focused Inbox (7) () ' 3
_', 3 Badge Count Focused Inbox >
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Trouble?

Contact I'T Support
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