Department of Education and Training

Instructions for I0S device users — iPad, IPhone, iPOd_

How to set up Office365 email on an i0S10 device

How to set up Office365 email on an iOS10 device

The examples below use screen shots from an iPad running operating system iOS 10.0.2

On personal iOS devices (iPads, iPhones and iPod
Touch devices) it is possible to have multiple email
accounts from different providers set up in the Mail
App. This guide explains how to set up an Office365
email account.

1. Open the Settings App

Although this example uses an iPad running iOS10 the
steps shown will also work on other iOS devices (iPhone,
iPod Touch) and older versions of the operating system.
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When the Settings App opens scroll down through the
options in the left hand panel ...

2. Select the Mail option

The Mail options appear in the right hand panel

3. Select Add Account
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iTunes & App Store

Ask Before Deleting

Wallet & Apple Pay

Load Remote Images

o

THREADING
Contacts Organise by Thread C
Calendar Most Recent Message on Top
Notes Complete Threads C
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The Add Account options appear ...
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The Exchange window appears ...

5. Enter your details: Cancel Exchange

Email: Your email address

Password: Your password Emal ok i
Description: By default it will have the word Exchange e B
for this example it is changed to Office365 Description Exchangd

6. Select Next to continue e

The account details are verified

7. The word Verifying appears g a

Email rirod0@eqg.edu.au
8. If everything has been entered correctly a

series of ticks will appear beside each of the
details and a list of possible services appears
(see next page)

Password eessssse

Description Office365

Cancel Exchange
Note: Your password details on the iOS device will
have to be updated manually when your password is Email rirod0@eq.edu.su

changed or reset on the network.
Password sessssse

Description Office365
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The list of possible Exchange services appears

9. Turn off any services you do not require
Cancel

10. Select Save to continue b

Contacts

Calendars

Reminders

Notes

The Mail options reappear Pod ® 107 pm ¥ oax -
Settings Mail
11. The account (in this case Office365) is now
listed under the Accounts heading. _ Accounts
’J Contacts
- MESSAGE LIST
#3  Calendar
Preview 2 Lines
. . Notes
As further email accounts are set up they will also be Show To/Cc Labels
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listed under the Accounts heading. = TR Swipe Options
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To protect your Office365 email it is mandatory that a
Passcode is set on the iOS device.

If there is no Passcode already set on the iOS device

the Password Requirement dialog box will appear. Passcode Requirement

The account “Office365" will not
download new data until a new iPad
unlock passcode is set.

. Later Continue
12. Select Continue

The New Passcode dialog box appears T O
Enter a six-digit passcode,

13. Enter a passcode and select Continue

Continue

The Re-enter your new passcode dialog box appears FS-SIver JOur. new pasecode

14. Re-enter the passcode and select Save
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There are various general mail options that can be set T o e
under the various headings ... Settings Mail
u 1oucn v a Fdsscoue
Message List c Battery Flag Style Colour
Messages 0 Privacy MESSAGES
. Ask Before Deleting
Threading )
® iCloud Load Remote Images C
Composing iTunes & App Store
THREADING
These are all individual options that depend on the way © wallet & Apple Pay :
Organise by Thread ()
you prefer to work ...
For instance o_ne of the Mess.age List options all?ws ) contacts Complete Threads (/
you to determine how many lines of text you see in the _
— Show all the messages in a thread, even if some have been moved to other mailboxes. Moved
Ma" PreVieW - Calendar messages will remain in the mailboxes you moved them to
Notes COMPOSING
— Always Bcc Myself
. o Off
One of the Composing options allows you to change (O Messages Mark Addresses C
your email Signature (at present it simply says “Sent D Facer Increase Quote Level on
B . acelime
from my iPad” or “Sent from my iPhone”, etc.) ) ) o
] Signature Sent from my iPad
‘=l Maps
| 8 cofari

If you add other personal email accounts it is possible
to have a different signature for each account.
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As well as the general email settings there are specific Pad 1:07 pm + o4% WD
settings for each email account Settings Mail
15. Select the Office365 account to review its _ @
. ) Accounts
specific settings :
) contacts
= MESSAGE LIST
;% Calendar
Preview 2 Lines
Notes
The Office365 email account settings open 11:40 am + 77
< Accounts Office365
From this list of options you can: G =
EXCHANGE
Cancel Account Done
Account rirod0@eq.edu.au
1. Selectthe Account to change the password \
(this needs to be done each time you update O Fe Fmal - mroddGeqeduay
Il )
your network password) - ,
8 contacts () Server outlook.office365.com
2. Change which services you wish to use Fj’ Calsndars e «© o
main
! Reminders (/ )
3. Change how far back the mail is synced Notes | @) o T
q Password eeessssse
(there are options from one day to one month
and a No Limit option) Mail Days to Sync e 1 Week Description’ Offce36s
4. ltis also possible to delete the account T — Loadlia )
y Advanced Settings
completely from the iOS device
a Delete Account
L |

You can now open the Mail App on the iPad/iPhone/iPod Touch and your Office365 mail should download.



