1. Download the following App to your smartphone:
Search for the term depending on your device:

Office365 - on iPhone
Microsoft Outlook - on Android
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2. The following interface will open-up on your smartphone:
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Outlook

A better way to manage your email.

Click on the button:

B
Get Started

View our Privacy Policy




3. If you want or do not want [Notifications] - select the option you would like:

eeeee Verizon LTE 4:35 PM T4 45% W

Get Notified

Don't miss out on important
emails or calendar events

No Thanks Notify Me

4. Enter your lextheo.edu email account into the empty box. For instance you'll be using
the same log-in you used for your webmail log-in. This is most likely your first 3 letters of
your first name and the first 5 letters of your last name along with  lextheo.edu

For Example: brobaker@lextheo.edu
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Add Email Account

Enter your work or personal email
address.
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Microsoft may email you about Outlook Mobile. You
can unsubscribe at any time

Privacy_Statement

@outlook.com  @gmail.com  @hotmail.col




5. You will see the following screen, please enter your password one more fime.
This step will fake about 10-15 seconds to load,
you might see a spinning wheel in the middle of your device.
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Not Office 365

] Office 365

Work or school account

Can't access your account?

B® Microsoft

2016 Microsoft

Terms of use  Privacy & Cookies

6. You will be asked to add another account, please select [maybe |ater]
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Add Another Account

Would you like to add
another account?

Maybe Later Let's Do It!




7. Click on button [skip] fo move through the set-up process:
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Focused  Other

Aziz Hassouneh
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Alex Darrow
Upcoming Design Review

Paula Allen

Focused Inbox

We've put your most important,

actionable emails here.

8. FINISIHED

The email account is now set-up on the smartphone.

Below are some tips | recommend adjusting within the app.

9. Click on the [gear] icon. This gearicon will be located on the bottom right-hand
side on the iPhone and the top-right hand side on the Android phone.

[20] = ] O . .
— AN A iPhone
Mail Calendar Files People Settings

Android




10. Click on the button [signature] and remove the advertised message.
You can create your own signature, if needed.

11. The last suggestion is turning off the [focused inbox] and [organize by thread] buttons.
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