AUBURN UNIVERSITY
AT MONTGOMERY

OFFICE 365 USER GGUIDE

AUM



Office 365 User Guide for AUM March 2023

Contents
WEICOME 1O OFfICE BB ...ttt et e et e et e s st e s abeesnse e seensseeseeeseeens 2
GettiNg SETUP ON OFfICE 35 ...t e e e e e e e e eeteeeeeeeareee s 3
Getting Onboard With QUHOOK WEID A . .eeeeeiieiieceeeeee ettt ettt e e et aeeae e s eaeessaeereenns 3
HOW 1O GET HEID e ettt et e e e et e e e e sttt e e e e estbaeeeeensbaeeeeesseaesensssaeeesanssseeeenn 4
LAUNCNING OUTIOOK: WINTOWS ...ttt e e et e e et e e e e te e e ataeeeaaeeesaaeensaeesaseeesseeeessaessseesneeans 5
HOW TO G T HEID ettt e v a s e aaa s s e s aa s e s aaassaasssasssssssssssssssssssssesasssssssssssesesenes 6
LaAuNChiNg OUTTOOK: MACOS ...ttt ettt e et e e st e s te e e s abee e sbeeesbeesssaeesssseessseeasseeesseessseennssanns 7
HOW 10 Get Help e 8
Removing & AAAING MAIli IPRONE .......oi ittt ettt et e e et e st e e beesse e saeesseesaensaeennes 9
HOW 1O G T HEID ettt ettt e e e e e e et e e e e e e e e e e ataaaaaaeeeeeeesnsssseaeaaeeeeeennnnes 9
Removing & Adding Mail: ANAroid PRone - GMQIL.......oouiiiiiieeeeeeeee et 10
HOW 1O GET HEID .ottt aaaa s s aa s s aaasasa s aaassassasasssssssssssssssssssssssssssessresrneres 11
Outlook Registry Patch — Remote (ITS INTEIMQI) ..o e e e 12
HOW 1O G T HEID ittt ettt e e e e e ettt e e e e e eeee e tasaaaeaeeeeeeeessssaeeaeeeeeeeennnees 14

Welcome to Office 365!

Office 365 cloud solution will benefit AUM by providing improved messaging, increased storage,
calendaring, collaboration, and will allow easy access to e-mail and files anytime, anywhere, and
from virtually any device. The purpose of this document is to get you setup, set some expectations,
and familiarize yourself with Office 365.

This guide will walk you through the basics on how to setup your Outlook Web Access, how to
connect your Outlook desktop software, as well as your mobile phone to read your email, and what
to expect when setting up Outlook with your Office 365 account for the first time.

Enjoy Office 365, and let’s get started!
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Getting Onboard with Outlook Web App
Outlook Web App is a full-featured email program

which you can launch from any internet browser. To
login to the Outlook Web App, perform the following:

1. Login to http://my.aum.edu

2. Enter your username for Office 365. Your
username will be similar to your email address,
in the form of
first initial last name@aum.edu.

For example, for John Doe, it would be
jdoe@aum.edu.

3. Your password is the same as the one used to
login to the AUM network. If you do not know
your password, please contact a help desk
representative to have your password reset.

4. Afterlogging in, you will be prompted to by
DUO to verify your identity.

] Office 365

" UIVE

Sign In

@aum.edu

LOGIN

Forgot Password | First Time Users | Porial Login
Instructions

Remember to Sign Out

When done, always log ocut of myAUM using Sign Out
lecated in the upper right hand comer of the screen and
be sure to close all copies of your browsear. Closing the
brows=rs will halp ensura the security of your account

Device: (OO0

M Choose an authentication method

Duo Push recommenDeD

B
What is this? [ Q' call Me
MNeed help?
Secured by Duo E Passcode

Xi Remember me for 14 days

Send Me a Push

Call Me

Enter a Passcode

III |
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5. After you verify your identity, click on Warhawk Mail, located on top- left of the web page.

LAUNCHPAD

- LAUNCHPAD

| m Warhawk Mail I

Webster Self Service

Bookstore

Degree Works
Webpay Bill Payment
Blackboard
Advisortrac
Tutortrac

Housing

AUM Website

Films on Demand

Handshake

Curtiss Check In

CEOREETEEEECOE

6. Once you click on Outlook, you may be
prompted to adjust the Language and Time

Zone.

You will now be in Outlook Web App. Your email
should already be populated. If you do not see
all your email, calendars or contacts or tasks,
please contact AUM Help Desk: 244-3500.

You can now explore all the features that Outlook
Web App has to offer. This is a great alternative to
using the Desktop version of Outlook, and you can
access your email from any computer from anywhere

there is an internet connection.

How to Get Help

Curtiss Course Critiques

See Something Say Scrmething

i1 Outlook L Search

|
o
o

2

> e B B ¢

@o)
55

Home View Help

m

- Favorites () Focused Other

-/ Sent ltems
? Drafts

] Deleted lte... 6

Add favorite
~  Folders

> & Inbox

Your brov,

= Filter

Please contact HELPDESK@AUM.EDU PH: 334.244.3500 | IT Help Desk | AUM
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When opening Outlook on your desktop for the first fime after your mailbox has been migrated, there
are a few settings that Outlook will attempt to locate and adjust. When that happens, within about
15 minutes, you may see a message of the following: “The Microsoft Exchange Administrator has
made a change that requires you to quit and restart Outlook™.

£

1. Go ahead and quit
. 4 lohnnyDoe@scd365 net
Outlook, and restart it. i
You will be automatically B sentems
connected to your new 2 f’e'itidh:t"jl““
. L@ lunk E-NMai
mailbox. (= Outbox

Search Inbo [(Ctrl+ E)

Arrange By: Date

4 Yesterday

.~ Shad Phillips
Hiw is the new account warking

Mewest on top

Thu 10:09 Ak4

[ RsS Feeds
L& Search Folders

2. There s virtually no change

Microsoft Outlook

|n The WOy yOU ShOU|d use I_\‘ you quit and restart Outlook,

Outlook, therefore, it will
be business as usuall

EX3

The Microsoft Exchange administrator has rmade a change that requires

3. If your primary Email address is different than
your Office 365 login name, then Outlook
may prompt you an additional time to login.
If so, please enter your full username as

<first initial> Lasthame@aum.edu.

4. Click Next

BT Microsoft

Sign in

vt access your account?

4, Sign-in options

Terms of use  Privacy B cookies - - -
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8.

9.

Enter your AUM username and password
Click Login
After logging in, you may be prompted by
DUO to verify your identity.
If prompted “Stay Signed into all your apps”
Click OK

10. Click Done

How to Get Help

March 2023

LOGIN

Fargol Password | First Time Users | Portal Lagin
Instructions

Flemember to Sign Cut
When done, ahways log out of mytUM using Sign Cut
loceted in the uppar right hand coma— of the screen and
b sure to close sl copies of your browsar. Ciosing the
Ibrowsars will halp ansura the sacurity of your account.

Please contact HELPDESK@AUM.EDU PH: 334.244.3500 | IT Help Desk | AUM
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Launching Outlook: MacOs [ Office 365

When opening Outlook on your desktop for the first fime after your mailbox has been migrated, there
are a few settings that Outlook will attempt to locate and adjust.

1. While in Outlook You May Receive This Message:

2. Click Allow i

3. Click “Always use my response for this server “

Outlook was redirected to the server
autodiscover-s.outlook.com to aet
new settings for your account ciran-
0365-
Test1@aumontgomery.mail.onmicroso
ft.com. Do you want to allow this
server to configure your settings?

https:/fautodiscover-s.outlook.com/
autodiscoverfautodiscover.xml

Click Allow only if you fully trust the source, or
if your Exchange administrator instructs you to.

Allow

# Always use my response for this server

G 4. Click Yes

5. Click “Don’t show this again”

Mail could not be received at
this time.

The server for account "brian-0365-
testl@aum.edu" returned the error
"Logon failure: unknown user name or
bad password." Your username/password
or security settings may be incorrect.
Would you like to try re-entering your
password?

Yes

No

2 Don't show this again
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6. Enter your AUM Email Address
first initial>lastname@aum.edu

7. Enter your password

8. Click OK

9. Verify O365
10. Click Tools

11. Click Accounts

9. Verify Your Mailbox Is Migrated To

Office 365 (0365

10. Look for O365 n to verify move.

How to Get Help
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Account Information

Enter your account information for
@aum.edu"

User name:

Password:

Remember this password in my keychain

Cancel

@ Outlook File Edit

4 28

View Message Format| Tools

Window  Help

Send & Receive ~HK

(+] [+ ~ : — . IMAP Folders...
I '| . ( | [0 Meeting
— a8 = e SRS o
New  New Delete Reply Reply Forward U7 Attachmen ~"'771%
Email  ltems All
(=} Outbox 1
brian-0365-test2@ d B
~ rian-o. -test aum.eau
- Last Week K Ernail P
Inbox
=/ Drafts Bill I Accounts...
L ] Accounts Show All
= 0 @aum.edu
: e Exchange/Office 365 Account
Account description: Eaum. edu
Persanal informatian
Full namae:
E-mail address: {@aum.adu
Authentication
Method: User Name and Password B
Lser name: @awm, edu
Password:
Advanced...
4o — (=2

Please contact HELPDESK@AUM.EDU PH: 334.244.3500 | IT Help Desk | AUM
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*These settings apply fo iPhone, but Android and other smartphones and tablets use similar settings. These
screenshofts will vary depending on the type of phone you use.

The following shows you steps on how to configure an iPhone or iPad:

1.

2.
3.

Before proceeding, go to Settings, “Mail, Contacts, Calendars”, click on the Account named

AUM or EXCHANGE, and DELETE it. Wait until the account is fully removed.

From your iPhone home screen, click on the Settings icon. Then, click on “Mail, Contacts, Calendars”.
Next, click on “*Add Account...”. Select Microsoft Exchange.

ras - T
Settings

© satery

O Privecy & Security

App Store
) watiet & Apple Pay

Tan - -

< Sattings Mail

B sviaseach

a Notifications

B celuiar Data [ @

Enter your AUM email address: <first
initial>lastname@aum.edu and
password. Then type in a description of
this account, such as “AUM Email”.

Enter AUM username and password.

Tap Login. You will also be prompted to

synchronize mail, contacts, calendars, etc.

Exit Setftings

Tap “Mail”

How to Get Help

Pasewords I Add Account.

B ma

2| Contacts Praview

T Calendar Show TolCe Labels
Hotes Swipe Options
Remincers

Ask Bafore Deleting

Privacy Protection

Email

Description AUM

Sign in to your *aum.edu®
Exchange account using
Microsoft?

Your email address will be sent ta

Microsoft to discover your Exchange
account information.

T me

Configure Manually

I Sign In

248 . -

€ Maill Add Account

% iCloud

I Microsoft Exchange

Google
yahoo/
Aol.

i Outlook com

“AUN

| Sign In

Cancel Exchange

Email brian-0365-test2@au.

Description AUM

Please contact HELPDESK@AUM.EDU PH: 334.244.3500 | IT Help Desk | AUM
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Removing & Adding Mail: Android Phone — Gmail ] Office 365

1. First, please remove your existing Exchange or AUM email account from your Android

device. £
2. Open Settings

Settings

3. Tap Passwords & Accounts
4. Locate AUM Email

5. Remove AUM Account

Location

on-25

Safety & emergency

icalinfo, alerts

sswords & accounts

Digital Wellbeing & parental

ntrols
ot

6. Tap Gmail M

7. Tap Gmail symbol while in mail.

0E0 TELAN

- 4o

= Saarch inmail

LTEL B

X Google
Set up email
G Googe
o] Outlook, Hotmail, and Live
Yahoo

Iu Exchange and Office 365

Other

& Add another account I

&o  Manage accounts on this device

< - —

0

LTEQ

Exchange

®

@aum.edu

Account sync
[

Remove account

LTEJ R 10:32 [ LTEA®

Enter your email address aum.edu

DA N

1C
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9. Enter your Email address
and Password:

<first initial>lastname@aum.edu e ondiyiGaal
10. Click Next
11. Tap Done
™

How to Get Help

Please contact HELPDESK@AUM.EDU PH: 334.244.3500 | IT Help Desk | AUM
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