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Welcome to Office 365!

Sterling Mutuals Inc. is transitioning to Office 365. This cloud solution will benefit the organization by providing
improved messaging, calendaring and 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, and connect your Outlook desktop software, to
read your email, and what to expect when settingup Outlook with your Office 365 account for the first time.

Enjoy Office 365, and let’s get started!

. PLEASE PRINT AND READ THIS MANUAL
BEFORE YOU START
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Export contacts, and calendar, tasks, and notes items from Outlook to .pst
file

1. Open your Outlook for Desktop and at the top of your Outlook ribbon, choose File.

Folder View ¢ Tell me what you want to do

af =3 Team Email z
New New P Del Reply Reply Forward 5% pmore
Email Items~ ~®Junk~ All # Create New
New Delete Respond Quick Steps

2. Choose Open & Export > Import/Export.
Open

Open Calendar

== Open a calendar file in Outlook (ics, ves)

Open Outlook Data File
" Open an Outiook data file (pst).

Prnt

Feedback

Import/Export

Support -
& Import or export files and settings.

Office Account
5 g Other User’s Folder

&> Open a folder shared by another user.

Import and Export Wizard
Choose an action to perform:

3. Choose Export to a file. o

Import 3 VCARD file (.vcf)
import an iCalendar (.ics) or vCalendar file (.vcs)

ds to an OPML file

Iimport from another program or fde
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description
Export Outlook information to a file for use in
other programs.

4. Click Outlook Data File (.pst)> Next.

= - e

5. Select Outlook Data File (.pst) and Click Next Fremes e

Create a file of type:

Outlook Data File [.pst)
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6. Select the Contacts from the list of folder export, @as et Outicok Data File X
shown in the picture. Only information for one folder Setect the folder to export from:

can be exported at a time- hd E sabah.sawor@mutualfundex.com

] Inbox
E Calendar

A= Contacts

[ Drafts

D Sent ltems

l] Deleted Items
Journal

[ Junk Email

D MNotes

ol Qutbox

Make sure that the Include subfolders check box is
selected. Choose Next.

B Indude subfolders Filter... !

< Back Mext = Cancel

7. Select Replace duplicates with items exported then Click Browse to select where to save the
Outlook Data File (.pst). Enter a file name and choose OK to continue. If you are prompted to
enter a password, just leave it blank.

Dink (€. e s Decum o E
= o
@ Onudiive
~ EThipC
Save as type: O pe)

e Do the same steps to
export your Calendar, tasks and
notes

How to create a new Outlook profile (Use this method if you have one email
in your profile)

We recommend not deleting the old profile until you have confirmed all your emails have
been migrated to the new account.

1. In Outlook (File > Account Settings > Manage

H H H H G Account Information H
Profiles). The Mail Setup dialogue will open. Click
- @ Info FI sabah.sawor@sterlingmutuails.com

on ShOW PrOflleS. 1 imapssmte

Open & Export

+ Add Account t
Save As Account Settings
% Change settings for this account or set up mere connections.
Save Attachments Account ®  Get the Outlook opp for i0S or Android,
Settings ~

(3 Account Settings...

{5 Add and remove accounts or change
existing connection settings. i emptying Deleted ltems and archiving.

Account Name and Sync Settings
%Cp Update basic account settings such as
account name and folder sync settings.

Server Settings
Update logon information, such as server
name, port, and authentication settings.

(5] Change Profile
1 =2 Restart Microsoft Outlook and choose a
different profile. Id-ins

ze your incoming email messages, and receive
anged, or removed.

cting your Outlook experience.

{551 Manage Profiles
=2 Add and remove profiles or change

existing profile settings.
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) Mail Setup - OW “
Email Accounts

5 Setup email accounts and directories.

{ Email Accounts...

Data Files
+ Change settings for the files Outlook uses to e,
‘@}_\4 store email messages and documents. e
Profiles
Setup multiple profiles of email accounts and || g0 prafiles
data files, Typically, you enly need ane. =
Close

2. The profile(s) currently set up will be listed. Click Add to add a new ' l
profile.

@ The following profiles are set up on this computer:

—_

I Add... I‘ Remove ‘ Pmpemes‘ Copy.. |

When starting Microsoft Outlook, use this profile:

" Prompt for a profile to be used
@ Always use this profile

OldProfile |

oK cancat |

Frofile

3. Enter a name for your new profile. () Create New Profile £

Profile Mame: Cancel

MewProfile

D Add Account

Auto Account Setup
Manual setup of an account or connect to other server types,

4. Select the Manual setup or additional server -
types then C||Ck Next () Email Account

Ia Manual setup or additional server types I

5. Select Microsoft 365 and type your email 2 nin

address then click Next Chaose Your Accout Tvpe

© microson 365
Automatic setup for Microsoft 365 accounts

Email Address: | sabah sawar@sterlingmutuals.com

YA
) POP or IMAP

Advanced setup for POP or IMAP email accoun ts
O Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync


https://www.hostpapa.com/knowledgebase/wp-content/uploads/2021/02/2.png
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6. You will be prompt to Sign into your Microsoft
office 365 account to continue.

Your Microsoft Account: [your-email]@sterlingmutuals.com
Password: your Currently password in Icewarp system

* If you do not know your password, please contact
Sterling support to have your password reset

7. Click finish, if everything looks good.

B Microsoft
Sign in
Type the email of the account you would like to use

to open autodiscoveraml

sabah.sawor@sterlingmutuals.com

No account? Create one!

Configuring

NOV 2022

B8 Microsoft

sabah.sawor@sterlingmutuals.com
Enter password

Forgot my password

Sign in with another account

Outiook 15 complating the setup for your account, This might take several minutes.

~ Establishing n

etwork connection

# Searching far Lest33@ateringmutusls com settings

Logging ento.

the mail serve

Your email aceaunt was

(] Change sceount settings
(] 52t up Outicek Mabilke or

8. Make sure that the new profile has been selected from the list of

Always use this Profile as shown.

9. Restart your Outlook, your email Inbox will take
some time to start showing

n my phone, too Add ancther account...

ai

General |

J The following profiles are set up on this computer:

OldProfile

Add... ‘ Remove | Pmpemesl Copy... ‘

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

& Always use this profile

NewPrafile -

oK Cancel Apply

Updating Inbox (251 ME. I | Connected to:



Office 365 User Guide for Sterling Mutuals Inc. NOV 2022

How to setup your new 365 account to an existing Outlook profile (Use this
method if you have more than one email in your profile)

Remove your old email from your existing Profile

1. In Outlook (FiIe > Account Settings > Account 0 Inimehe e e = S
Setti ngS) . G] Account Information

| () Info H sabah sawor@mutualfundex.com
Microsoft Exchange
Open & Export
~+ Add Account
Save As Account Settings
% Change settings for this account or set up more e
o connections.
Settings ~ = Access this account on the web.
o ~am/..mutualfundex.com.
" Account Settings... or Android.
%5p Add and remove accounts or change

existing connection settings.

Account Name and Sync Settings
4Gp Update basic account settings such as Office)

account name and folder sync settings.  Lhers that you are out of office, on vacatior

2. Set the second Email account (not Account Setting:
@sterlingmutuals email) as a default email il Accounts

You can add or remove an account. You can select an account and change its settings.

Email  DataFiles RSSFeeds SharePointlists Internet Calendars Published Calendars Address Books

3. Select your old @sterlingmutuals email and click Emai Accounts

You can add or remove an account. You can select an account and change its settings.

Email  DataFiles RSSFeeds SharePointlists Internet Calendars Published Calendars Address Books

i New... 3% Repair.. " Change.. @ Setas De'aultl X Remove L *

Name Type

9 sabah.sawor@mutualfundex.com Microsoft Exchange (send from this account by def...

Isabah‘sawur@s(erhngmutua\s.wm IMAP/SMTP I

4. You will prompt to confirm removing your old Microsoft Outlook
emall, press yeS to Contlnue- Careful, if you remove this account, its offline cached content will be deleted. Learn how to

make a backup of the offline .ost file,

Do you want to continue?

Add your new email to your existing Profile

When opening Outlook on your desktop you need to add your new account on office 365, please follow the
steps below to add a new account:
1. From the file menu click on add account lo-

1 ougaeize yous inceaningy
e added, changed. o e,

Manage fuk
&R

. Slow and Disabled COM Add-ins
[ Manage COM addins that e afecting yous Outiock expience.
Manage COM
Add-va.
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2. Enter your username for Office 365. Your

username will be similar to your email address,in o

the form of
<YOUREMAIL@sterlingmutuals.com.
Then click connect. & Outlook
3. You will prompt to enter your password is the

same as the one used to login to the
webmail.sterlingmutuals.com network, if you
are part of the domain you have to use your

Enter password

computer login instead. Fresverd

Forgot my password

* If you do not know your password, please contact
Sterling support to have your password reset

Import Calendar, Contact, and Tasks and Notes to Outlook for Desktop

1. At the top of your Outlook ribbon, choose File. If your ribbon doesn't have a File option in the top left

corner, see What version of Outlook do I have? to determine your version of Outlook and find the
appropriate export instructions

Import and Export Wizard

2. Choose Open & Export > Import/Export. Chosse an action to perform:

Export RS5 Feeds to an OPML file

Export to a file

Import a VCARD file [vef)

Import an iCalendar (ics) or vCalendar file {vcs
Import RSS Feeds from an OPMIL file

Import RSS Feeds from the Common Feed List

3. Choose Import from another program or file.

4. Click Outlook Data File (.pst)> Next.

Description

Import data from other files, such as Cutlook
data files [,PST) and text files.

5. Choose Outlook Data File (.pst)

< Back Mext = Cancel
6. Choose Browse and select the file (Contact, " oo
. Ele tojimpoly + < Local Disk (G » Users » sabahsawer » Documents > Outlook Files ] 0 Sean
Calendar, or tasks) you exported the click -
@nirere Organize v New folder
NeXt g::::{:ﬂ 1A Pictures Name Date modified Tpe Size
O o notim @ Music Calenderpst Outlook Data File 265KB
I Videos Contact.pst Outlook Data File 265 KB
_Email_Migratio G tasks.pst Outlook Data File 265 kB

ImportExcelGror
Bitvise profiles

<E

| Outlook Files

> @ OneDrive

v M ThisPC


mailto:firstinitiallastname@csum.edu
https://support.microsoft.com/en-us/office/what-version-of-outlook-do-i-have-b3a9568c-edb5-42b9-9825-d48d82b2257c
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Import Outlook Data File
Select the folder to import from:
7. Select Import items into the current folder and expand the v Efj“”““’m“‘e
. . / Deleted ltems
folder and select Calendar, contact, or task as showing in the = Calendar
image
.Inc\udesubfolders Filter...
OImport items into the current folder
Olmpnrt items into the same folder in:
sabah.sawor@mutualfundex.com
8. If you are prompted to confirm, Choose Ok as showing below <sack | Finisn Canee
Microsoft Outlook X
L You have chosen to import a folder whose type differs from that of the selected folder. The items will be imported into a new folder with the same name.
oK Cancel

e Do the same steps to import your Calendar,
tasks and notes

How to Get Help

Please contact sabah.sawor@sterlingmutuals.com Tel: 519-256-8999 #2256
Or abhatia@sterlingmutuals.com Tel: 519-256-8999 #2269



mailto:sabah.sawor@sterlingmutuals.com
mailto:abhatia@sterlingmutuals.com

