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How to configure your Mac post migrating to
Microsoft Office 365
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Purpose

This document is designed to assist with configuring MAC email clients following your
migration to Microsoft Office 365 (Office 365).

Document support boundaries

This Document is written to support the following mail clients used on a Mac Operating
System:

* Apple Mail on Mac OS X 10.6 and later
* Apple Mail on Mac OS X 10.5 and earlier
*  OQutlook 2011 for Mac
* Entourage 2008 (Web Services Edition)
* Thunderbird for Mac

NOTE

For any other versions of email clients, please consult your manual, built in help system,
place of purchase, or use online searches for configuration instructions.

Examples used in this document

We have used examples throughout this document for usernames and email addresses
* Where email address is asked for, please enter your ANU email address

* Where username is asked for please enter it in the format listed below

Uni-id@uds.anu.edu.au (for example u1234567@uds.anu.edu.au)
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Apple Mail on Mac OS X 10.6 (Snow Leopard) and later

1. Open Mail
If you have previously used Mail:

1a. From Mail menu, select Preferences.

m File Edit View Mailbox Message Format Window Help
ﬂ_q About Mail

-

Reply Reply All Forward New Message Note To Do

— [ A

Preferences...
Provide Mail Feedback...

MAILB
= | Services [
' Hide Mail %H
rss  Hide Others $8H
Rss B} Show A
Quit Mail #¥Q

|

1b. Select Accounts tab at the top of preferences window.

OO Accounts

A pENE sl D ol e A

General Accounts RSS Junk Mail Fonts & Colors Viewing Composing Signatures le

[ N

Z

Accounts [ Account Information = Mailbox Behaviors  Advanced |
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1c. Select + button at the bottom left of account list.

Accounts

| Account Information | Mailbox Behaviors

Account Type: Exchange 2007

Description:
Email Address:

Full Name:

Work, Personal
janedoe@example.com

Your Name

Advanced }—

Internal Server:
External Server:
User Name:

Password:

mail.example.com
external.example.com

janedoe

Outgoing Mail Server:

A

@ Use only this server
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2. Enter the following details:

* Full Name: eg John Smith

* Email Address: eg john.smith@anu.edu.au for staff or u1234567@anu.edu.au for
students

* Password: your ANU password

Add Account

You'll be guided through the steps to set up an
additional account.

A\

i To get started, provide the following information:
¥

!" Full Name: John Smith

- Email Address: john.smith@anu.edu.au

1\" Password: ooooooooooool

E

(" Cancel ) Go Back [ Continue )

3. Select Continue

Note: Apple Mail will be unable to log you in, as it needs your username.
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4. Enter the following details:

User name: eg u1234567@uds.anu.edu.au

Add Account

You’'ll be guided through the steps to set up an
= additional account.

To get started, provide the following information:

Full Name: John Smith

Email Address: john.smith@anu.edu.au

User name: lu1234567@uds.anu.edu.au| ‘

&l o™

Password: eeeecssccse

v

Trying to log in to the Exchange 2007 server
“autodiscover.uds.anu.edu.au" failed. Make sure the email
address and password you entered are correct, then click
Continue.

A\

([ Cancel ) Go Back

5. Select Continue.
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6. When prompted, select if you want to also configure Office 365 contacts and calendars

Account Summary

Mail found a server account for the email address you
— provided. The following account will be set up on your
\ Y computer:

Account type: Exchange 2007
Full name: John Smith
Email address: john.smith@anu.edu.au

Server address: sinprd0610.outlook.com

Also set up: [V Address Book contacts
v iCal calendars

@ ( Cancel ) ( Go Back \.( Create )

7. Select Create.

8. Close Mail Preferences.
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Apple Mail (Mac OS X 10.5 (Leopard) and earlier)

1. Open Mail
If you have previously used Mail:

1a. From Mail menu, select Preferences
1b. Select Accounts tab at the top of preferences window
1c. Select + button at the bottom left of account list.

2. Enter the following details:
* Full Name: eg John Smith
* Email Address: eg john.smith@anu.edu.au for staff or u1234567@anu.edu.au for
students
* Password: your ANU password

3. Enter the following details for Incoming Mail Server (you may only see 3 of the below
headings):
* Account Type: IMAP
* Description: ANU Email (or your own description)
* Incoming Mail Server: pod51024.outlook.com
* User Name: eg u1234567@uds.anu.edu.au
* Password: your ANU password

4. Select Continue.

5. Enter the following details for Outgoing Mail Server:
* Description: ANU Email (or your own description)
* Outgoing Mail Server: pod51024.outlook.com
* Use Authentication: On
* User Name: eg u1234567@uds.anu.edu.au
* Password: your ANU password

6. Select Continue.
7. Select Create.

8. Close Mail Preferences.
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Outlook 2011 for Mac

1. Launch Outlook
If you have previously used Outlook for Mac:

* From the Tools menu, select Accounts

* Select + button at the bottom left of account list and select Exchange from the
menu.

@8 Outlook File Edit View Message Format »\@ldow Help %

®o0o B 7 Run Schedule >
% o @] @ lj ©) J Send & Receive 3
l ] Home [ Organize | Tools | | MAP Folders... L
G- =, Meeting Out of Office... w,
e | Public Folders.. L
E-mail  New Delete Reply Reply All Forward Attachme ECRN ™ et lategorize F(
& Inbox Arrange By: Conversations + | Sync Services... [
Draft:
(3 orafes Rules...
g e Mailing List Manager...
R Junk E-mail Protection...
poakes

SMART FOLDERS [

10]
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2. Account

* Select Exchange Account.

o0 Accounts

Add an Account
To get started, select an account type.

Exchange Account

&

Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account

D

POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

11|
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3. Enter the following information:

* E-mail address: eg john.smith@anu.edu.au for staff or u1234567@anu.edu.au for
students

Method: User Name and Password

* User name: eg u1234567@uds.anu.edu.au

* Password: your ANU password

» Configure automatically: On (check the box)

Enter your Exchange account information.

E-mail address: john.smith@anu.edu.au

Authentication

Method: = User Name and Password v ]

User name: ul234567@uds.anu.edu.au

PaSSWOI’d: oooooooooool

W Configure automatically

( Cancel ) ( AddAccount )

4. Select Add Account.

12|
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5. When prompted allow the server autodiscover-s.outlook.com to configure your
account.

* Check Always use my response for this server.
* Select Allow.

Outlook was redirected to the server

) autodiscover-s.outlook.com to get new
./ settings for your account

~ a364711@anu365.mail.onmicrosoft.com. Do
you want to allow this server to configure
your settings?

https://autodiscover-s.outlook.com/autodiscover/
autodiscover.xml

Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

__ Always use my response for this server

( Deny ) [ Allow

6. Once Outlook has configured itself, you may wish to rename the default account name,
for example:

Account Description: ANU Email (or your own description)

7. Close the Accounts Settings screen.

13]
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Entourage 2008 (Web Services Edition)

You must have the Entourage (Web Services Edition) optional update from Microsoft
installed to work with Office 365. Office 365 does not work with the standard version of
Entourage 2008.

1. Launch Entourage.
If you have previously used Entourage:
1a. Select Accounts from the Tools menu.
1b. Select the New button at the top of the Accounts window.
If you have not used Entourage before:
1a. Select Start using Entourage without importing anything.
1b. Select the right arrow
2. Enter your email address when requested:

* E-mail address: eg john.smith@anu.edu.au for staff or u1234567 @anu.edu.au for
students
* My account is on an Exchange server: On

3. When prompted, enter your account details:

* Account ID: eg u1234567@uds.anu.edu.au
* Password: your ANU password
» Save password in my Mac OS keychain: On (recommended)

4. When prompted, allow the server autodiscover-s.outlook.com to configure your account
by selecting Allow.

5. Select the right arrow when asked to confirm your account details.

6. Check that your name and email address are correct on this screen, then select the right
arrow.

7. Select Verify my settings and ensure that the following is displayed:
Your account settings have been successfully verified.

8. Select the right arrow.

9. Enter a description for your account, for example:

Account name: ANU Email (or your own description)

14 |
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Thunderbird for Mac:

1. Launch Thunderbird.
If you haven't used Thunderbird before:

1a. Select Skip this and use my existing email at the bottom left of the dialog box.

Would you like a new email address?

Your name, or nickname Search

In partnership with several providers, Thunderbird can offer you a new email account. Just fill
in your first and last name, or any other words you'd like, in the fields above to get started.

# B gandi.net o # Hover.com

The search terms used are sent to Mozilla (Privacy Policy) and to 3rd party email providers
gandi.net (Privacy Policy, Terms of Service) and Hover.com (Privacy Policy, Terms of Service)
to find available email addresses.

Skip this and use my existing email | think I'll configure my account later.

15]
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2. Enter the following information:

* Your name: eg John Smith

Email address: john.smith@anu.edu.au for staff or u1234567@anu.edu.au for students
Password: your ANU password

Check the Remember password box.

8.0.0 Mail Account Setup

1

Your name: John Smith Your name, as shown to others

Email address: ul234567@anu.edu.au

Password:

@ Remember password

Configuration found by trying common server names

Incoming: IMAP, imap.anu.edu.au, STARTTLS

Outgoing: SMTP, mail.anu.edu.au, No Encryption
Username: ul234567

(Getanew account) (Manual conﬁg) ( Cancel ) ( Done )

3. Select Continue.

4. Select Manual config.

16 |
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5. Enter the following information:
Incoming

* Server type: IMAP

* Server hostname: pod51024.outlook.com
* Port: 993

e SSL: SSL/TLS

* Authentication: Normal password

Outgoing

* Server hostname: pod51024.outlook.com
* Port: 587

e SSL: STARTTLS

* Authentication: Normal password

* Username: u1234567@uds.anu.edu.au

Your name: John Smith Your name, as shown to others

Email address: john.smith@anu.edu.au

Password: sessesss

@ Remember password

Server hostname Port SSL Authentication
Incoming: | IMAP %] pod51024.outlook.com 993 w!| SSL/TLS a‘ Normal password ?]
Outgoing: SMTP pod51024.outlook.com 3 587 3’ STARTTLS ?]‘ Normal password a
Username: ul234567@uds.anu.edu.au
(Geta new account) (Advanced conﬁg) ( Cancel ) ( Re-test ) ( Done )

6. Select Done.

17 |
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Thunderbird needs an advanced configuration to work with
Office 365 IMAP.

1. From the Thunderbird menu, select Preferences.

2. Select the Advanced section, then the General tab.

e Advanced

L EE 2 S

General Display Composition Chat Security Attachments Advanced

)|

[ General = Reading & Display =~ Network & Disk Space =~ Update  Certificates

Determine how Thunderbird handles return receipts ( Return Receipts...\:

Scrolling
[zl Use autoscrolling

# Use smooth scrolling

System Integration

— Always check to see if Thunderbird is the default mail client —~
a2 [ Check Now |
on startup —

| Allow Spotlight to search messages

Advanced Configuration

M Enable Global Search and Indexer
|| Submit Performance Data

More information about Telemetry

( Config Editor... )

3.  Select Config Editor.

18]
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4.  Select I'll be careful, | promise!.

1 This might void your warranty!

m Changing these advanced settings can be harmful to the stability, security, and performance
of this application. You should only continue if you are sure of what you are doing.

@ Show this warning next time

{1l be careful, | promise! )

/

5. Enter expunge in the search field.

M

Search: (Q expun )
Preference Name ﬁ-{ Status Type Value
mail.imap.check_deleted_before_expunge default boolean false
mail.imap.expunge_after_delete default boolean false
mail.imap.expunge_option default integer 0
mail.imap.expunge_threshold_number default integer 20

19|
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6. Double click on mail.imap.expunge_after_delete setting to change the value to true.

Mo about:config

Search: 'Q expun

Preference Name A] Status Type Value
mail.imap.check_deleted_before_expunge default boolean false

mail.imap.expunge_after_delete user set boolean true
mail.imap.expunge_option default integer 0
mail.imap.expunge_threshold_number default integer 20

7. Close the configuration window.

8.  Close the Advanced settings window.

Your email is now configured.

20|



