Microsoft 365 (macQS)

Open Outlook:

® Once the app is installed, open Outlook from your Applications folder or Launchpad.
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Open System Preferences:

® Click the Apple icon in the top-left corner of your screen.
® Select System Preferences from the dropdown menu.
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Go to Internet Accounts:

® In the System Preferences window, click on Internet Accounts. This is where you manage

email accounts and services like Google, Yahoo, Microsoft Exchange, and others.


https://kb.barweb.net.au/uploads/images/gallery/2025-02/pJGg0vb2icNoCnSX-System-preferences.png

[ MNew Message T Delste T Achive (g Move [H Flag ¢ Read/Unread - =D

Fiat ctartad with Midlank
[ X Outlook Preferences Shawe All
ilour
Personal Settings
= i == [ w
B Y L] W 7'y and ABC
Garwal Accounts Matifications Calagoriag Famts MAuito-parrect Spaiing &
& Sounds Grammar
Email
- : 5
| [ = i
[ [£9 w4 L ) A
Reading Compasing Sigr Fudes Junk
"
Other
-3 — =
i "~ Sy, Q
Calendar My Day Privacy Search

Mo Calendar Events

Logking good! Your day is
wite open. Enjoy?

= 0 & -

Add a New Account > Select Outlook or Exchange:
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Enter Your Outlook Email > Enter your Microsoft 365 email address > Enter Password
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Complete Setup:

® After selecting the apps to sync, click Done.
® Your Outlook (Microsoft 365) account is now added to macOS and will sync with the Mail,
Contacts, and Calendar apps.
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