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Configuring Microsoft 365 Email in 
Outlook 
 
If you have a Microsoft 365 email account, you can use Outlook to configure your email profile. 
 

1. Start by double clicking the Outlook Icon on your hosting desktop 
 

 
 

2. Important: If Outlook pre-populates your hosting login – remove the pre-populated 
address 

3. Enter your work email address and hit Next 
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4. Enter password when prompted 

• If you do not know your email password, you will need to have it reset by your 
email management company 

 

 
5. Uncheck the box and select OK 

 

 
 

6. Outlook will open and begin to sync your Microsoft 365 email account. 
 


