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Steps to set up UH Email using Microsoft Outlook

If this is your first-time using Outlook for Mac:

1. Click Finder/Applications/Microsoft Outlook - Double click Microsoft Outlook to launch
the application.

Note* You may see a screen prompting you to add your CougarNet email account, do not select
this, instead select Add Others at this screen. Proceed to the steps below.

2. Select Get Started.
3. Select: “Add Others” at account creation screen.

4. Type in your CougarnetiD@central.uh.edu email address and select Continue.

5. At the Office365 sign in page, replace your CougarnetiD@central.uh.edu with your
CougarNetID@cougarnet.uh.edu email address then select Next.

6. Enter your CougarNet Password and select Sign In.

7. Your mail account will show Connecting to Office365 and then begin to sync the email
from the server. Select Done when prompted.

Your Outlook for Mac UH email account is now set up, and ready to use.

You can refer to this video for step-by-step walk through on how to set up your UH email account
using Outlook for Mac: https://web.microsoftstream.com/video/8018a689-8005-4f01-abe9-
4571510cac22
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If you already have an existing Outlook for Mac account set up, and want to Add/ Remove an

account:

To Add:

1. Select Outlook > Preferences at the top left corner of screen.
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2. Click the Accounts icon in the top row of icons.
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3. Click the “+” button at the bottom of the left column in the Accounts window to expand it
and choose New Account.
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4. A Set up Your Email window will appear. Type in your CougarnetID@central.uh.edu email
address and click Continue.

@ Set Up Your Email
[ Search contacts in address book

Please enter your email address

Emal

jcougar@central.uh.edy
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5. A Microsoft Sign In page will appear. replace your "CougarnetiD@central.uh.edu” with

CougarnetID@cougarnet.uh.edu and click Next.

Terms of |

B® Microsoft
Sign in

jcougar@cougarnet.uh.edu

Can't access your account?

158 Privacy & cookies
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6. Enter your CougarNet password and click Sign In.

HOUSTON

Microsoft 365

< jcougar@cougarnet.uh.edu
Enter password

ssessees

Forgot my password

Terms of use  Privacy & cookies

7. An Account Information window will appear. Type in your password again and click OK

Account Information

Enter your account information for
"jeougar@central.uh.edu"

User name: jcougar@cougarnet.uh.edu
Password: esssssss

Remember this password in my keychain

concel (D
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8. You should now see a Set up your Email window with a green check mark in it. You can
click the Done button if you are finished adding accounts.

@ Set Up Your Email

jcougar@central.uh.edu
has been added

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

Add Another Account

Done

Get Outlook for iOS & Android




UNIVERSITY of

H O U STO N Technology Services and Support (TSS)

UNIVERSITY INFORMATION TECHNOLOGY University Information Technology (UIT)

To Remove:

1. Select Outlook at top left corner of screen (next to Apple) and then select Preferences,
Accounts.
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2. Select the account you want to delete.

jcougar@central.u...
]
Jeougar@central.uh.edu

3. Click the “-* at the bottom of that column

= jcougar@central.u...
jecougar@central.uh.edu




UNIVERSITY of

H O U STO N Technology Services and Support (TSS)

UNIVERSITY INFORMATION TECHNOLOGY University Information Technology (UIT)

4. Confirm you want to delete the account by clicking the Delete button.

Are you sure you want to delete
this account?

All items in this account will be removed
from your computer. If you have copies
of messages or other items on the mail
server, the copies will not be affected.

- >

You can refer to this video for step-by-step walk through on how to set up your UH email account
using Outlook for Mac:

https://web.microsoftstream.com/video/8018a689-8005-4f01-abe9-4571510cac22
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Steps to set up UH Email using Mac Mail

If this is your first-time using Mac mail:

1. Click Finder/Applications/Mail - Double click Mail to launch the application.

Mail

2. Select: Microsoft Exchange and click Continue.

Choose a Mail account provider...

iCloud
© Microsoft Exchange
Google
yahoo/
Aol.
Other Mail Account...

Quit
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3. Type in your name and CougarnetiD@central.uh.edu email address, and click Sign In,

Microsoft Exchange

To get started, fill out the following information:

Name: J Cougar

Email Address: [jcougar@central.uh.edu| ]

4. A Microsoft Exchange Window Pops up, click Sign In once again.

Microsoft Exchange

Sign in to your Exchange account using Microsoft?

Your email address will be sent to Microsoft to discover your Exchange account
infarmation.

Cancel Configure Manually m
e e ——————————— |
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5. When prompted at Microsoft Sign on page, you will need to change your email address to
your CougarNetID@cougarnet.uh.edu email address password, then click Next

S Microsoft
Sign in

jcougar@cougarnet.uh.edu

Can't access your account?

@,5 Sign-in options

Cancel
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6. Enter your password, and click Sign In.

o/ HOUSTON

Microsoft 365

4 jcougar@cougarnet.uh.edu

Enter password

Forgot my password

Terms of use Privacy & cookies

Cancel
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7. All apps will be selected by default to sync, this is OK. Click Done.

Microsoft Exchange

Select the apps you want to use with this account:

17 Calendars
:,' Reminders

Motes

Cance oore

Your UH email account is now set up, and ready to use in Mac Mail.

You can refer to this video for step-by-step walk through on how to set up your UH email account
using Mac mail:

https://web.microsoftstream.com/video/4a6fa68c-5fcb-4a2b-8c25-4e6ee767ab83
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