Updated 3/27/20

HDSB Email Setup for Mobile Devices

Important: You must have logged into your email through Outlook or the Outlook web app before you can
log on with your phone! Screens may differ slightly on your device.

For Apple Devices

Go to your iPhone or iPad's
Settings > scroll down and tap
Accounts & Passwords > Add
Account.

Note: If you're on i05 10, go to
Mail > Accounts >Add Account.
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Enter your Office 365, Exchange,
or Qutlook.com email address
and a description of your
account. Tap Next.

Cancel Exchange Next
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Tap Sign In.

Sign in to your
“ contoso_team .onmi-
crosoft.com” Exchange
account using Microsoft?
Your email address will be sent 1o

Microselt Lo discover your Exchange
account information.

‘Configure Manually

Sign In

Note: Tap Configure manually if
you need to enter server settings.

Enter the password associated
with your email account. Tap
Sign in or Next.
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The Mail app may request certain

permissions. Tap Accept.
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Choose the services you want to
sync with your iOS device and
tap Save. You're done!
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For Android Devices

o

Open the Grall app.

Tap the menu icon in the upper
left comer ~ Settings - Add
account - Exchange and Office
365.

Impertant: Do MOT choose
"Dutiook, Hotmail and Live”
unlass you want to sync amail
only and not calendarcardzcts.
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Enter your full emall address and
tap Mext.

type:

Enter your password and tap
Maxt,
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Follow steps for wour account

= Clubcokoom users: skip this

~ = Exchange or cther accounts:

Add your email address
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you may have to ask your IT
adrmin or erail provider for
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On the Incoming server

settings screem, change your

SEMVET 10

sutlook.office365 .com.

Fallow any prompts you may get
far security or device
permissions, sync settings, and
mare.

A Remote security
administration

The server outlook officed 65.com
requires that you allow if to remotely
conrol some security features of
your Android device. Do you wart 1o
finish seting up this secount?
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If you have an Office 365 work ar
schoel account, you may alsc be
asked to confirm Remaote
security administration and
approve additional security
measures. In this case, choase
OK or Activate.

Go to the inbox you just set up. i
you see an email that says
“Action Required to Syne
Email,” open it and tap Use
another Mail app instead.

If you don’t see this message and
emails are syncing, skip this step.

Set up Outlook and
focus on what's

important
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Pull down the Android
notification bar by swiping down
from the top of your screen.
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H you see a notification that
reads "Unahble to syne calendar
and contacts,” tap it. Then tap
Allow to give access and you're
done!

Mote: If you don't see a sync
efror. verify your calendar and
contacts are syncing.



Gmail app

For Samsung Brand Android Devices

Samsung Email app

Open the Samsung Email app

and tap Add Account if it's your

first time.

Or, go to Settings in the app =
Add account
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Enter your email address and

password. Tap Sign in.

If you're prompted to select
account type, chooss Microsoft
Exchange ActiveSync o sync
contacts and calendars.

Note: If the email app detects

your provider, you may be

redirected to a different sign in
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Select account fype

POF3 account
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Microsaft EXchange ActiveSyme

Tap Yes or Ok 1o confinm settings
and permissions. What you see
may vary depending on what
kind of account you're setting

up.
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Let this app access your info?
Emisll nesds your permission o

= Eyme your emails, contacts, calendar
and tasks and send amals

= ACcoss your infe atany time
= Accnss your eoail addresses
« Syne and send emails
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If you've turned on two-step
wverification, you'll verify your
identity with your chosen
method.

Syncing email, calendar, centacts,
and tasks may take a few

minutes.

If you see an email that says
‘Action Required te Sync”
open it and tap Use another
Mail app instead. If you don't
see this message, skip this step.
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Set up Outlook and
focus on what's
important

Only oy osoft Dulleck oflers you a
Focused Inbox that keeps imporiant
emals front and center. |1 sven works
waithy o Gimasil sesd most veork and
achool email services
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