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Configure Outlook (Office 365) in MacOS (Apple)

1. After open Outlook for the 1st time, accept the privacy terms by clicking “next”
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When you entrust your data to Office, you remain the owner of that data.

We collect required diagnostic data to keep your apps secure, up to date
and performing as expected on the devices it's installed on. This relates
to the basic functioning of these apps and doesn't include your name,
file content or information about apps unrelated to Office.

We've updated the privacy settings for Word, Excel, PowerPoint, Outlook

and OneNote to let you know what data we collect and how we use it.
Let's take a look.
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2. Next, it’s a personal choice, recommended is “No” and “Accept”

Getting better together

We'd like you to share optional diagnostic and usage data about Word,
Excel, PowerPoint, Outlook and OneNote. It's how we continue to
improve. None of this data includes your name, file contents or
information about apps unrelated to Office.

Do you want to send optional data about Office to Microsoft?

Yes. Send optional data

No, don't send optional data
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3. Select “OK”
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Powering your experiences

B Microsoft

Word, Excel, PowerPoint, Outlook and OneNote include experiences that
connect to online services - for example, downloadable templates from
Office.com, and file storage for sharing files with people you choose.
When you use these experiences, service diagnostic data is collected. In
addition, some of these services analyse your content to deliver
suggestions and recommendations.

To adjust these privacy settings,
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4. With Outlook open select “Prefences” on the menu on the top left corner next
to the apple logo
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5. Select “Accounts”
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6. Select “Add new email account”

9] Accounts

Welcome to Outlook

Add Email Account
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7. Put your IDU credentials

Set Up your Email

Please enter your email address.

@ucp.pt

Continue
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8. After got confirmation that your account has been successful added, can
complete by click “Done”

Set Up your Email

@ucp.pt
has been added

Did you know?
Outlook supports Google, Yahoo Mail, and iCloud accounts.

Add Another Account

Done
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Finish the configuration by closing all the configuration windows you have open

@ Accounts

Default Account
@ @ucp.pt
@ucp.pt
Account description:
Personal information
Full name:
Email address:

Authentication

Method:

Username:

Password:

@ucp.pt

Exchange/Office 365 Account

@ucp.pt

Username and Password

@ucp.pt

Advanced...



