M365 Mail Profile Configuration Instructions

[bookmark: _Hlk237946180]PREREQUISITES:
I. User must have a Microsoft 365 (M365) mailbox under the UW-Madison tenant with an active NetID.
[image: ]
PROCEDURE:
1. Close Outlook (if open)
2. Click the Start icon (shown here               and type in Control Panel and select it to open the application
[image: ]
3. Next, in the search bar in the upper right corner of the Control Panel window, type in “mail” (highlighted in yellow below) and then select Mail (Microsoft Outlook) to open the application
[image: ]

4. In the “Mail Setup – New” dialog box, choose Show Profiles…
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5. In the “Mail” profile configuration pop-up, click Add… then give your new profile a name (here I chose “M365”) and click OK
[image: ][image: ]
6. On the “Add Account” dialog box, select Manual setup or additional server types and click NEXT
[image: ]
7.  On the second screen of “Add Account” choose Microsoft 365 and then type in your NetID@wisc.edu account (not first.last@wisc.edu if you also have this) and click Next
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8. If you see a pop-up about signing-in, type your NetID@wisc.edu and click Next 
[image: ] 
9. You may also have to select Work or school account and possibly authenticate with your UW NetID
[image: ] 
10. If this process was successful, you should see Congratulations!  Click Finish to close this window.
 [image: ]
11. You should be returned to the “Mail” profile configuration pop-up from step #5.  Here you’ll see your newly created mail profile in the list.  Change the option here to Prompt for a profile to be used and click OK.  (Eventually you will switch this to Always use this profile once we’ve fully migrated to M365.)
[image: ] 
12. Open Outlook.  It should now prompt you to choose a profile.  Test your newly created profile (M365) by selecting it from the Profile Name field and then click OK.
 [image: ]


13. Outlook should open your M365 mailbox and display your @wisc.edu primary email address.
[image: ]
14. You now have a mail profile configured for M365 that will open your UW mailbox.  

To return to your WSLH mailbox, close Outlook and reopen it, this time choosing your old mail profile.




DONE
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