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There are many ways to connect to our email. You may use a
mobile device mail app, Outlook Web App or a fully dedicated
client.

These steps are for connecting Outlook to your LBCC email on
Windows 10.

The first steps will begin from a fresh installation.
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All Apps Documents  Web More »

Type Control Panel in the Windows
search area (click on the
magnifying glass or Cortana circle
o Control Panel at the lower left-hand corner of the
g i screen).

Best match

Control Panel G5
App s

Search school and web

A2 control panel - See school and web ' open Ste p 2.

results

sl s e o Click the Control Panel app under
control pancl windoves ©] Programs and Features t h e Best M a tC h area.

control panel control
L control panel settings
L control panel home

L control panel shortcut

Settings (3)

~  Change User Account Control settings
Credential Manager

* Play CDs or other media automatically

¥ AutoPlay

Turmn Windows features on or off

CJ cHintrol pan - _

= 2 m 9 o © % P &

ITS Faculty & Staff Help Desk - (562) 938-4357 - helpdesk@lbcc.edu - https://www.lbcc.edu/information-technology-services



Information

Technology

™

LONG BEACH

CITY COLLEGE

Services

How to connect Outlook 365 to LBCC in Windows 10

[E2 Control Panel

« v » Control Panel »

v

/ Hardware and Sound
Jﬁ:o_ r :!‘ Wiew devices and printers
Add a device
Programs

[] Uninstall a program
Get programs

Adjust your computer's settings

System and Securit
5 Review your computer's status
L Save backup copies of your files with File History

@& Network and Internet

- -] Wiew network status and tasks

v Y ontrol €l
Category
User Accounts LEE AL

Small icons

Appearance and Peflias

Clock and Region

Change date, time, or number formats
Ease of Access

Let Windows suggest settings
Optimize visual display

All Control Panel ltems

- A [ » Control Panel »

Adjust your computer's settings

| Administrative Tools
:g Color Management

ro Default Programs
El File Explorer Options

4| Internet Options

Ml Metwork and Sharing
Y v
=, Center

2;-._,] Recovery
} Sound
By system

S VAl Cold

All Control Panel ltems

AutoPlay

Configuration Manager

Device Manager

File History

~ Keyboard

Phone and Modem

Region

Speech Recognition

Taskbar and Navigation

Backup and Restore
(Windows 7)

Credential Manager

Devices and Printers

Fonts

Mail (Microsoft Outlook)

Power Options

RemoteApp and Desktop

) Connections

Storage Spaces

Troubleshooting

View by: Largeicons *

& BitLocker Drive Encryption

Date and Time

@ Ease of Access Center

—+, Indexing Options
Mouse

[']. Programs and Features

"\? Security and Maintenance

1 “:ﬂ Sync Center

ol Windows Defender

Firewall

This will open the Control Panel. Click on the top
right corner where it states View by: Category

then select either Large or Small icons.
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Click on Mail (Microsoft Outlook)
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1 b= ¥ -
i) B Mail e Microsoft Outlock
Seneral Careful, if you remove this profile, offline cached content for its accounts will be deleted,
Learn how to make a backup of the offline .ost files for the accounts,

Email Accounts

| Set il t d directories. : L
JI ELUES EXfclct LEGHER Sal) LA Email Accounts.., H;L@ The following profiles are set up on this computer: Do you want to continue? [
Data Files T - |
Click Yes at the pop-up that

# Change settings for the files Qutlook uses to Data Files

‘Q’_}, store email messages and documents.
. appears.

Profiles
3 Setup multiple profiles of email accounts and ehows Profilies
data files. Typically, you only need one. mpemes e

When starting Microsoft Outlook, use this profile:

i:'} Prompt far a profile to be used

Close
@Always use this profile

Qutlook e

This will open the Mail Setup - . ——

0365 window.
Click Show Profiles... If there is an existing profile,
click Remove. If there is no

profile listed, please skip to
the next slide.
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A Mail ® B

General General

__' HD The following profiles are set up on this computer: q .” The fallowinn neofiles are st un nn this rnmnider

- A New Profile e
,‘ Create Mew Profile _o}( ||-
Prafile Mame: Cancel
0365
Add... Add...

When starting Microsoft Outlook, use this profile: When starting Microsoft Qutlook, use this profile:

I::J Prompt for a profile to be used
@ﬁlways use this profile

O Prompt for a profile to be used
@1 Always use this profile

oK Cancel \pp OK Cancel

N the Mail wind In the New Profile window that
T. kiddal wihaow, appears, enter O365 as the
clic Profile Name. Click OK.
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A Add Account b A Add Account %

Auto Account Setup Choose Your Account Type
Manual setup of an account or connect to other server types.

() Email Account (®) Microsoft 365
Automatic setup for Microsoft 365 accounts

Email Address: |viking@Ibcc.eduy|

Example: ellen@contoso.com

Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync

@ Manual setup or additional server types

cancel s <o Cance s

In the Add Account window, click Check Microsoft 365 and enter your
Manual setup or additional server employee email address. Click Next.
types. Click Next.
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X A Add Account x
Congratulations!
BS Microsoft
Sign in Configuring
"ype e ailef e detont you Rl e Outlook is completing the setup for your account. This might take several minutes.
i L (=10 A
to open autodiscover.xml. ¢ Establishing network connection
y Searching for @Ibccedu settings
1224567 @lbcc.edu +" Logging on to the mail server
No account? Create one!
Next Congratulations! Your email account was successfully configured and is ready to use.

|:|Change account settings
[]5et up Outlook Mobile on my phone, too Add another account...

In the Microsoft Sign in page, enter Wait a few moments for your profile to be
your employee ID followed by connected. Click Finish. (Note: You may need to
@lbcc.edu authenticate via the Viking Portal. Please sign

into the Viking Portal window if requested).
(ex. 1234567 @Ibcc.edu)
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A Mail x

General

@ The following profiles are set up on this computer:

Outlook

Add.. Remove Properties Copy...

Microsoft 365

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
(®) Always use this profile

0365 ~ Loading Outlook.........
Retrieving mailbox settings...
Cancel Apply
Click OK in the Mail Open Outlook. Note: It may take 5 - 10 minutes
window. for Outlook to open and build your email inbox.
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Questions?

If you run into any issues, or have further
questions, feel free to reach out to us!
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