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CONFIGURING NEW LOOK PROFILE

- Al Apps  Documents Web  More ¥
Best match

Control Panel
App

Apps

2 Seffings

Settings

= System

= Taskbar notification area

@ See if you have a 32-bit or 64-bit
version of Windows

Search work and web

O control panel - see work and w
O control panel open

£ control panel windows 10
O control panel home

£ control panel settings

O control panel shortglt

P control panel

Click on Category and select Large icons

[E5 Control Panel

™ > Control Panel v O Search Contr
Adjust your computer’s settings

System and Security User Accounts
Revewyour com o 51 QP
FEKUp copies of your files with File History
Backup and Restore (Windows 7)
( 3 Network and Internet =
View network status and tasks -

, / Hardware and Sound
%‘ View devices and printers
Add 2 device

Programs
[] Uninstall 2 program

Wiew byy

o Category

Small icons

Appearance Personalization

Bck and Region
Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Look for Mail (Microsoft Outlook) it might also show up as Mail (32-Bit) and click on it

[E3 Al Control Panel Items

« ~ 4 [EH > ControlPanel > All Control Panel ltems » v O Search Contrc
Adjust your computer's settings Viewby: Larg:
Administrative Tools @ AutoPlay a% (B\;?E:E\z:dnp.estore % BitLocker Drive Encryptior
E Color Management ET Credential Manager l" Date and Time @ Default Programs
,_Jr Device Manager .?;‘ Devices and Printers |®| Ease of Access Center File Explorer Options
¢ File History A Fonts 0;‘!, Indexing Options “5 Internet Options
<. Keyboard @ Mail (Microsoft Qutlook) «» Mouse g]l,' ::d:;:\grk and Sharing

g Phone and Modem KIQ Power Options [il‘ Programs and Features .,( Recovery
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At the search panel on the bottom left of the screen, search for “Control Panel” and select Control Panel
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4. Select Add, write a name for a new profile (you can use 365 as the name) and click ok
A Mail X

General

@ The following profiles are<et up on this computer:

£

Add... Remove Properties Copy...

When starting Microsoft Qutlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

QOutlook ~

OK Cancel Apply

5. Login with your office 365 email account and password and follow the onscreen instructions to complete the sign in
A Add Account *

Auto Account Setup
Outlook can automatically configure many email accounts.

(®)Email Account
John Doe

Email Address: jdoe@galloptechsupport.com

Example: ellen@ contoso.com

O ‘Manual setup or additional server types

<ok Cancel el
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6. After you're done with setting up the account, select the new account and click ok. Then open Outlook normally.
B Mail X

General

'{E@ The followin ofiles are set up on this computer:

QOutlook

Add... Femove Properties Copy..

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

Cutlook

I OK I Cancel Apply

7. Outlook will now open with the new account. And you’re done!



