Oppsett av Office 365 mailboks for Outlook pa lokal PC
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Oppsett av Office 365 mailboks for Outlook pa

lokal PC

Husk for du starter — vaer sikker pa at du kjenner til ditt passord.

Har du problemer, kontakt Advania Support.

1. Apne kontrollpanelet. Trykk pa Windows ikonet nede i venstre hjgrnet og sgk etter
kontrollpanel/ Control Panel.
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2. Endre visning i kontrolpanelet fra Category / katogori til Small icons / Sma ikoner

Control Panel

« v » Control Panel »

Adjust your computer’s settings

3. Trykk pa Mail (M

System and Security

Review your computer's status

Save backup copies of your files with File History
Backup and Restore (Windows 7)

Network and Internet

View network status and tasks

/ Hardware and Sound

View devices and printers
Add a device

Programs
Uninstall a program
Get programs

icrosoft Outlook)

All Control Panel ltems

&« v 4 » Control Panel

View by:
.

User Accounts
G Change account type

Appearance and Personalization

Clock and Region
Change date, time, or number formats
Ease of Access

Let Windows suggest settings
Optimize visual display

A XA S

» All Control Panel ltems

Adjust your computer’s settings

? Administrative Tools
| Color Management
j- Device Manager

=] File Explorer Options
4 HomeGroup

o

I

Recovery
i Sound

Internet Options
Mail (Microsoft Outlook 2016)
Phone and Modem

B3 system
¥ Windows Defender

@Autnpla}r
Credential Manager
s Devices and Printers
42 File History

.L—', Indexing Options
|£| Java

8 Mouse

@ Power COptions

9 Region

@ Speech Recognition
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i Windows Firewall
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4. Trykk pa Show profiles / Vis profiler

A Mail Setup - CPF X

Email Accounts

e Setup email accounts and directaries. Emgilliecaunt=n

=g
Data Files

= Change sgttings for the files Cutlook uses to Data Files...
ﬁé store email messages and documents.

Profiles

Setup multiple profiles of email accounts and Show Profiles
data files. Typically, you only need one.

Close

5. | General fanen far du en oversikt over mail kontoer som er lagt til pa maskinen. Klikk
pa jobb profilen din i listen og deretter trykk pa Remove / Slett for a fjerne. For a
legge til en ny profil trykk pa Add / Legg til.

General

T

@ The following profiles are set up on this computer.

CPF

Add... Remove Properties Copy..

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

CPF v

oK Cancel Apply
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6. Gi profilen et navn og trykk OK. (Profil navn har ingen betydning for oppsett av
kontoen).

General

@ The following profiles are set up on this computer:

CPF

@ New Profile

’;‘ Create New Profile aK
+ Profile Name: Cancel

When starting Microsoft Cutlook, use this profile:
O Prompt far a profile to be used
(®) Always use this profile

CPF ~

oK Cancel Apply

7. Fyllinn informasjon om navn, email adresse og passord. Det automatiske oppsettet
for Outlook vil finne resterende instillinger.

j Add Account >

Auto Account Setup
Outlook can automatically configure many email accounts.

@ Email Account

Your Mame: Christian Pfefferkarn

Example: Ellen Adams

Email Addrass: christian.pfefferkorn@doorway.no

Example: ellen@contoso.com

Password: ERREEEAITE

Retype Password: | *estsessss

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Batk Cancel
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8. Nar oppsett er fullfgrt vil du se denne melding.

[ Add Account
Congratulations!
Configuring

Qutlook is completing the setup for your account. This might take several minutes.
vy Establishing network connection

v Searching for christian.pfefferkorn@ doonway.no settings
v Logaging on to the mail server
Congratulations! Your email account was successfully configured and is ready to use.

|:| Change account settings

Add another account..,

9. For a sette den nye profilen som standard finner du den pa listen som vist pa bilde og
deretter trykk Apply.

B Mail

General

@ The following profiles are set up on this computer:

CPF

TEST

Add... Remove Properties Copy..

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used

(®) Always use this profile

CPF
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10. Du kan na apne Outlook.

11. Veer klar over at Outlook na vil hente ned all mail, kontakter, kalender osv pa nytt —
dette kan ta noe tid.

12. Signaturen ma settes opp pa nytt.

13. Fullfgrt.

Advania Norway AS | Ole Deviks vei 6¢ | P.O. Box 6534 Etterstad, 0606 Oslo Norway | Tel: +47 815 58 040 | advania@advania.no |

www.advania.no Page 6 of 6



