Email setup on Laptops and Desktops

Introduction:

Email client is a desktop application that enables configuring one or more email addresses to
receive, read, compose and send emails from that email address(s) through the desktop
interface. It provides a central interface for receiving, composing and sending emails of
configured email address(s)

https://www.techopedia.com/definition/1656/email-client
District Computer Email client setup:
Apple Laptop:

To setup the MS Outlook client on your Apple laptop you start by going to Applications and double click
on the Microsoft Outlook icon.
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Click the right pointing arrow. Click on Get Started. Choose Add Account Choose Exchange or Office 365
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Enter your Exchange accoun? information.
E-mai address:  neal_canning@eddlca
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User name: | mypenneal canning
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Enter SD42 ID firstname _lastname@mrpm.sd42.ca Method: = User Name and Password

User name: make sure you enter mrpm\firstname_lastname

Password: Enter your SD42 Email password


mailto:firstname_lastname@mrpm.sd42.ca

[} Outioak 2016 for Mac

Sign in with the Microsoft account that you used te purchase Offica or with

the account assigned to you by your work or school.

Outlook 2016 for Mac
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What email address or phone number would you like to use to dccount descrption: 5322
sign in to Outiook? (If you already have an account that you use o ——
SignIn to Activate Office with Office or other Microsoft services, enter it here). et oo

E-mai address: neal cenring@sdd?.ca
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Click on Sign in Firstname lastname@mrpm.sd42.ca Varify all the information in your account setup
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How would you like Office to look?
You can always change the theme later on under
Preferences > General.
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Yourra naw resdy 1o use ok of the benefits included with your Dffice 365
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Start Using Outiook

Choose your theme: (€ Colorful

Classic

Choose your preferred theme and start using Outlook.
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Outlook setup on a windows computer:

Open MS Office Outlook Application
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The fields on this screen will self-populate. Enter your password and click Next.

Add Account
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Auto Account Setup

Outlook can automatcally configure many emal accounts

(® E-mail Account

Your Name: Firstname Lastname
Example: Ellen Adams
E-mail Address: | firstname_lastname@mrpm.sd42.ca
Example: ellen@contosa.com
Password:

Retype Password:

Type the password your Intemnet service provider has given you

(O Manual setup or additional server types

Py Conce

Your Outlook will now be ready to start using.



