CELL PHONE — ANDROID OUTLOOK APP INSTRUCTIONS
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Install the Microsoft Outlook App
Download the Microsoft Outlook App from the Google Play store.
(https://play.google.com/store/apps/details?id=com.microsoft.office.outlook) or
by searching for Microsoft Outlook in the Google Play store.

Once Outlook is installed install, open the app and do the following:

1. Open up the Outlook App. If there is an account found, select it.

@ B T4 M I AM

Welcome to Outlook

Bring all your emails, contacts, files
and calendars together.

1 AGCOUNT FOUND

CREATE NEW ACCOUNT

2. |Ifits your SD68 email address, select Add Account.

If its not, then unchec

FEL]

k the box and select Skip and enter your email address and Select Continue
3 O .4 94% 13

X Add account

Enter your work or personal email address.

@sd68.bc.ca ﬁ

@live.com @msn.com @hotmail.com

& ADD GOOGLE ACCOUNT

# CONTINUE >
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https://play.google.com/store/apps/details?id=com.microsoft.office.outlook

3. Activate the Account and Activate the Device Policy

e

ivate device administrator

5d68.bc.ca requires Outlook to
ted as a device administrator
security requirements are

t for your account.

REMOVE ACCOUNT

49T MO0 Ay BB e
< DEVICE ADMINISTRATOR

96% M 11:00 AM

el  Outlook Device Policy

* Setpassword rules
Control the screen unlock password length
and character restrictions

Monitor screen unlock attempts
Monitor the number of incorrect passwords
typed. when unlocking the screen, and lock
the phone or erase all the phone’s data if
100 many Incarrect passwords are typed

Lock the screen

Control how and when the screen locks

Set storage encryption
Require that stored application data
be encrypted

CANCEL

4. Select Accept or Decline for testing and Continue to Outlook

Getting Better Together

We'd like additional diagnostic and
usage data sent to us. It's how we
continue to improve. None of this
data includes your name, email
content, or information about apps
unrelated to Office

Do you want optional diagnostic and
usage data about your Outlook and
Office experience sent to Microsoft?

Learn More

DECLINE

o

Powering Your Experiences
Outlook includes experiences that
connect to online services, such as
FAQs, Interesting Calendars or Location
Suggestions. When you use these
experiences, service diagnostic data
is callected. In addition, some of these
services analyse your content to deliver
suggestions and recommendations,

Would you like to add another account?

To adjust these privacy settings, go to
Privacy Settings under Settings.

Learn More

CONTINUE TO OUTLOOK

MAYBE LATER D >

5. Add another account? Select Maybe Later

Add your SD68 email address to the Outlook App

1. Open the Outlook app, press your profile picture at the top left of the screen then select
the Settings cog at the bottom left of the screen.

Office 365
@sd68.bec.ca Q
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2. Select Add Mail Account then select Add an email account

G fooaR - % =l 85% M 12:48 PM

& Settings

(7))  Help & feedback

2 Add an email account
Outlook, Exchange, Gmail, iClous

Mail accounts
Shared and delegate mailboxes

. Create new account

u @sd68.be.ca " Free email and calendar
Office 365 .
®  Office 365
+ ADD MAIL ACCOUNT - @sd68.be.ca Q

3. Activate the Account and Activate the Device Policy

Qem - 975 M 11:00 AM

Q@ - $ T4 96% M 171:00 AM

< DEVICE ADMINISTRATOR

4 ' o Outlook Device Policy

ivate device administrator * Set password rules

Control the screen unlock password length |
and character restrictions

5d68.be.ca requires Outlook to o Jock attempt:
4 e lonitor screen unlock attempts
ted as a device administrator Monitor the number of incorrect passwords

to en security requirements are 1yped. when unlocking the screen, and lock
the phone or erase all the phone's data if
t for your account. 100 many incorrect passwords are typed.

* Lock the screen
Control how and when the screen locks

* Set storage encryption

Require that stored application data
be encrypted,

REMOVE ACCOUNT
- CANCEL ACTIVATE

Add a Shared Mailbox

1. Open the Outlook app, select your profile picture at the top left of the screen then select
the Settings cog at the bottom left of the screen.

Office 365
@sd68.be.ca

2. Select Add Mail Account then select Add a shared mailbox
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Gl o - % =l 85% W 12:48 PM

< Settings

= Add an email account

@ Help & feedback Outlook, Exchange, Gmail, iCloud...

Mail accounts oo Add a shared mailbox
=2 Shared and delegate mailboxes

0 @sd68.be.ca
Office 365

__+_ Create new account
Free email and calendar

-+ ADD MAIL ACCOUNT

3. Select your Email address

X Add shared mailbox

Select an account to log in with

Office 365

; 0 (@sd68.be.ca
Office 365

4. Type the name of your shared mailbox in front of the @sd68.bc.ca and select Continue

W - 41 BA% W 1:14PM

6 Add shared mailbox

csale@sdl =]

CONTINUE »

5. Both your email account and Shared mailbox can now be accessed in Outlook

Dsd68.be.ca
n Office 365

qa @sd68.be.ca
Office 365 - Shared Mailbox

Remove Your Email Account
Follow the steps below to remove your SD68 email account from the Outlook app.

1. Open the Outlook app, press your profile picture at the top left of the screen then select
the Settings cog at the bottom left of the screen.

Office 365
@sd68.bc.ca Q
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2. Select your SD68 email account
ET - £ =4l 85% Wl 12:51 PM

&  Settings
@) Help & feedback

Mail accounts

0 (@sd68.be.ca
Office 365
0 @sd68.be.ca
Office 365
[ ]

3. Scroll down and select Delete Account > Delete
~EX - £ .l 5% B12:51 PM

< Account info

Block external images @

Security
Suggested replies ®

Report messages
Ask

Online meetings
Add online meeting to all meetings

Sync issues? Try resetting your account

Delete account?

) RESET ACCOUNT

[&  DELETEACCOUNT CANCEL ELETE

Change your SD68 password

To change your SD68 password, remove your email account from the Outlook App and add
your SD68 email address to the Outlook App again.

You will be prompted for your password when you add the account and enter your new
password.
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