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11 A necessary preliminary step is to download Office 365 (using 
your McMurry log in and password).  After downloading 
Office 365, you should see an Outlook Icon in your taskbar.  
Click on this icon and a dialog box will appear. 

3 Click “OK”
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2 Create a profile name.
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Select “Manual setup or additional server types”

Click “Next”
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Click “Office 365”

Enter your email address
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Click “Next”
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Click “OK”
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Outlook will take a few minutes to configure.  Once you see 
three checkmarks, click the “Finish” button.
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If you wish, you can click on the “Set Outlook Mobile on my 
phone too” option on the bottom left of your screen.
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If you want to install Outlook Mobile on your phone, you can 
enter your phone number and a link will be sent to your 
phone to install the Outlook  phone app.
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