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Download and install Outlook

Browse to the Outlook Download page. You can find the link in the Support Centre on our website:

https://www.skyfillers.com/en/support-centre/log-ins.html

Log in to the Outlook Download page using your Hosted Exchange credentials

Microsoft Edge

Microsoft Edge

Connecting to cp.skyfillers.com.

jd@demoeasy.com

Domain: demoeasy.com

Remember my credentials

Download Outlook 2016 for Windows herunter — click on the Download-Button.

B Outlook License Downlc X - m] X
&~ - 0O | 8 cpskyfillers.com/download Pre | = Z O

[ English Deutsch &= Dansk

Outlook License Download

All downloads and license keys are only valid with the following Hosted
Exchange subscription:
Premium, Standard Plus or Enterprise Plus

ﬂ/ Outlook 2016 for windows
Outiook 2016 - English (32 Bit) v

Outlook 2016 License key
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Depending on your internet connections speed the download might take several minutes to
complete.

5% of Outlook_2016_W32_English.zip downloaded from cp.skyfillers.com

1 min 55 sec remaining RIS ) X

After you have downloaded the Software Package, open your Download Folder —in Example click on
Open Folder

Outlook_2016_W32_English.zip finished downloading. Open Open folder View downloads X

Click with the right Mousebutton on the downloaded File in your Downloads Folder.
Click in Menue on Extract All...

‘ | = | Compressed Folder Tools  Downloads — | X
Home Share View Extract v o
M ‘ > ThisPC » Downloads v O Search Downloads P
# Quick access Name Type Size
. g Outlook_2016_W32_English £ A L=ioocd) Lald 269 258 KB
@& OneDrive = Open
[ This PC Open in new window
IA, Network Extract All...
Pin to Start
*& Homegroup Scan with Windows Defender...
Open with...
Share with >
Restore previous versions
Send to >
Cut
Copy
litem 1 item selected 360 MB Create shortcut =

A new Windows pop up. Clock on Extract to extract the Outlook install Files in the specified Folder.

Hosted Exchange — Microsoft Outlook 2016 for Stand 02/2016 3von 15
windows
Skyfillers Kundenhandbuch



skyfllers

E] Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

| C:\Users\apw\Downloads\Outlook_2016_W32_English

| ’ Browse...

Show extracted files when complete

Extract H Cancel

Wait until the Files are extracted.

"4 15% complete - X

Copying 242 items from Outlook_2016_W32_E... to Outlook_2016_W32_En...
15% complete n x

h Speed: 3,98 MB/s

Name: officelr
Time remaining: About 1 minute and 15 seconds
Items remaining: 59 (366 MB)

EE:} Fewer details

Open the new Folder, named like the downloaded File.
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& < | Downloads - O X
Home Share View o
M ; > ThisPC » Downloads v O Search Downloads P
# Quick access Name Type Size
. Outlook_2016_W32_English File folder
@& OneDrive =
¢ Outlook_2016_W32_English Compressed (zipped) Folder 369.258 KB
[ This PC
¥ Network
*§ Homegroup
2items 1 item selected f=2{ &=
Doubleclick on setup.exe.
| | Application Tools ~ Outlook_2016_W32_English - O X
Home Share View Manage o
« > v A « Downloads » Outlook_2016_W32_English > v O Search Outlook_2016_W32_En... @
N ~
s Quick access N ',’
y ‘! r # #
‘@& OneDrive 4 l
[ This PC admin catalog hotfixes office.en-us officeb4.en-us
¥ Network
*§ Homegroup 4 B 4 4
osm.en-us outlook.en-us outlook.ww proofing.en-us updates
1 (S
| W,
-~ .’
autorun readme setup.dll setup v
14items  1item selected 231KB EEE
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Eventually you must accept the startup from this Program with click on Yes.

& User Account Control X

o) Do you want to allow this app to make changes to your

BE2

G Program name:  Microsoft Setup Bootstrapper
Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

() Show details ves | [ No

Change when these notifications appear

Accept the License Agreement and click on Continue.

] Microsoft Outlook 2016 X

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept
the Microsoft Software License Terms, close this window to cancel the installation.

PLEASE NOTE: Your use of this software is subject to the terms and conditions
of the license agreement by which you acquired this software. For instance, if
you are:

« a volume license customer, use of this software is subject to your volume
license agreement.
« a MSDN customer, use of this software is subject to the MSDN agreement.

You may not use this software if you have not validly acquired a license for the
software from Microsoft or its licensed distributors.

EULAID:016_RTM_VL.1_RTM_EN

v .
| accept the terms of this agreement

Click on Install Now and follow the Instructions on the Screen to install Microsoft Outlook.

1 Microsoft Outlook 2016 X

Choose the installation you want

Please choose your preferred type of Microsoft Outlook 2016 installation below.

Install Now

Customize
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Create new Outlook Profil and Setup a new Mailbox

Open Windows Control Center — use in Example the search in Windows Start Menue to search

Controlpanel

Apps

Folders

or

iR Se

Best match

Control Panel
Desktop app

Settings
Trusted Windows Store app

fs Default Programs

Control Panel
Settings

#% Change how Narrator reads hints
for controls and buttons

s Set up USB game controllers

@ Control the computer without the mouse

keyboard

¥ Change User Account Control settings

arch my stuff

Control

Click in the overview on User Accounts

Control Panel

Hosted Exchange —
Windows

S5 v A > Control Panel »

Adjust your computer’s settings

System and Security
Review your computer's status
Save backup copies of your files with File

History
Backup and Restore (Windows 7)
Find and fix problems

<l Network and Internet
\ View network status and tasks

Choose homegroup and sharing options

/ Hardware and Sound

%" View devices and printers
Add a device

Microsoft Outlook 2016 for
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v 0 Search Control Panel

View by: Category ¥

User Accounts
G Change account type

Appearance and Personalization
Change the theme
Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Ontimize visual disnlav
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Open Mail (32-bit).

H2 User Accounts —

&« v 4 HR > Control Panel » User Accounts > v O Search Control Panel

Control Panel Home
User Accounts

G Change account type G Remove user accounts

System and Security
Network and Internet a‘ Credential Manager
Hardware and Sound ~ Manage Web Credentials | Manage Windows Credentials

Programs @ Mail (32-bit)

e User Accounts

Appearance and
Personalization

Clock, Lanquage, and Region

A new Window open. Click on Show Profiles.

(D Mail Setup X
E-mail Accounts

L:j Setup e-mail accounts and directories.
Data Files

(05 Shange setings forthe fhes Outookses [ ogt s

Profiles

Setup multiple profiles of e-mail accounts and Show Profiles
data files. Typically, you only need one.

Close

Click on Add...

A Mail X
General

@ The following profiles are set up on this computer:

| Add... H Remove HProperﬁes H Copy...

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

| OK | \ Cancel Apply
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Type in any Profilname — in Example SkyfFillers or Exchange and click on OK.

(A New Profile X

d‘) Create New Profile
Profile Name:

\Skyfillers Hosted Exchange

The following Window pop up, where your credentials are needed.

The steps to setup your Account is describe in Setup Exchange Mailbox in Outlook.

Add Account X

Auto Account Setup
Qutlook can automatically configure many email accounts.

(® E-mail Account

Your Name: { ‘
Example: Ellen Adams

E-mail Address: ’ ‘
Example: ellen@contoso.com

Password: \ ‘

Type the password your Internet service provider has given you.

Retype Password: ’

O Manual setup or additional server types

After your Konto is added, your new Profil is given into the List. Select Choose if necessary below, that
Outlook always use this Profile. Confirm your seetings with click on OK.

Hosted Exchange — Microsoft Outlook 2016 for Stand 02/2016 9von 15
windows
Skyfillers Kundenhandbuch



S skyfillers

A Mail X

General

| The following profiles are set up on this computer:

illers Hosted Exchange

| Add... || Remove HProperties H Copy...

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

| Skyfillers Hosted Exchange v

Hosted Exchange — Microsoft Outlook 2016 for Stand 02/2016
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Setup Exchange Mailbox in Outlook

Start Microsoft Outlook.

Click in top left on File.

Send / Receive

Folder View

s FX QRS

New New o Delete  Reply Reply Forward EE],

Email ltems~ &7

New Delete

Respond

Click under rubrik Info on Account Settings and click then on Account Settings...

Inbox - ErEr—mry = - Outlook

Account Information

Open & Export

Save As ’

fo cmmm

) Microsoft Exchange

4 Add Account

8]

Account Settings

Change settings for this account or set up more

Account connections.
Settings ~ Access this account on the web.
Office Account
IT Account . com/owa/
. ﬂ Add and remove accounts or
Options change existing connection settings.
. ® Delegate Access
Exit [/ .
I &8 Give others permission to receive (Out of Office)
items and respond on your behalf. fy others that you are out of office, on vacation, or
E Download Address Book... -mail messages.
¥ Download a copy of the Global
Address Book.
|:B Manage Mobile Notifications
@ Set up SMS and Mobile Ibox by emptying Deleted Items and archiving.

[ Tools ~

Notifications.

A new window is open up. Click under tab E-Mail on New...

Hosted Exchange — Microsoft Outlook 2016 for
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Account Settings X

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

O New... 3 Repair.. (3 Change.. @@ SetasDefault X Remove # &

Name Type
Q o™ e e B Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

™ e menme = == a\INbOX
in data file C:\Users\...\; i m® 2o 000 - Skyfillers Hosted Exchange.ost

‘, Close

A new window pop up. Type in your Name, your E-Mail-Adress and your Password.
Apply with Next

(A Add Account X

Auto Account Setup
Outlook can automatically configure many email accounts.

(® E-mail Account

Your Name: [John Doe ‘

Example: Ellen Adams

E-mail Address: [jd@demoeasy.com ‘

Example: ellen@contoso.com

Password:

xaxaRERRRR ‘

Retype Password:

xaxaRERRAR ‘

Type the password your Internet service provider has given you.

O Manual setup or additional server types

<Back [ Next> || Cancel
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Wait during Microsoft Outlook is looking for the Serversettings.

(P Add Account X

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
=3 Searching for jd@demoeasy.com settings
Logging on to the mail server

Check Always use my response for this server and click Allow.

Konfigurieren von jd@demoeasy.com-Servereinstellungen fiir
diese Website zulassen?
httpsi/foutlook.sfp-net.com/autoDiscover/8utoDiscover.xm|

Das Konto wurde fur die Einstellungen auf diese Website umgeleitet.

Sie sollten nur Einstellungen aus Quellen zulassen, die Sie kennen
und denen Sie vertrauen,

[] Zukiinftig nicht mehr zu dieser Website fragen

Zulassen I |Abbrechen

If Outlook asked for your credentials, type in your Password for your E-Mail-Adress and check
Remember my credentials.
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(D Windows Security X

Mail Application

Connecting to jd@demoeasy.com

jd@demoeasy.com

[ Remember my credentials

Use another account

[ ok ] cancel

When all server settings were found correct, click on Finish.

(A Add Account X

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
+  Searching for jd@demoeasy.com settings
+ Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[] change account settings ’ Add another account... ‘

<Back [ Finish | | cancel |

After you have add the new Mailbox, Microsoft Outlook must be restart.

Immediately after setup a new Account, the start from Microsoft Outlook can be longer than last,
because the mailbox data must be transfered by the server.
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Outlook

k for first us
¢ settings...

Preparing

F’.etne.'lng mail

The available data in you mailbox are automatically loaded — for example, e-mails, calendars, contacts,
tasks and notes. You can use Outlook immediately.

Sent ltems - jd@demoeasy.com - Outlook

Folder View 2 Tell me what you want to do
o T 2 = Unread/ Read
- Move
y = € ) =l =
" - - o Tt [ B - ! 3 Tol - — unn Categorize [EZ Address Book
ew ew elete leply Reply Forward 5§ . —|| " < sign ) :
Email ltems~ 8@ v ! ;-,.|[, L EJ Team Email v | | "= Rules Policy ~ [* Follow Up Y Filter Email ~
New Delete Respond Quick Steps F] Move Tags Find
Drag F e Folde e <
[ Search Sent items (Ctri<E) O [ Current Folder ~
. v !
4jd@demoeasy.com All Unread By Date Newest
r |nb0x6 nore (tems n LAis jolaer on the serve
Drafts Click here to view more on Microsoft Exchange
Sent Items
Deleted ltems
Junk E-mail
Outbox
RSS Feeds
1> Search Folders
I online archive - jd@demoea...
M PR T
Items: 6 All folders are up to date. Connected to: Microsoft Exchange I]:| @ -
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