First you will need to remove your existing NRAO Email address

1.) With Outlook Open click on Outlook = Preferences
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3.) Highlight your NRAO email account and click on the Minus (-) sign

@ Accounts

Default Account
# zvalente@nrao.edu
Zvalente@nrao.edu

4.) Click Sign Out

Are you sure you want to sign out
of this account?

All items in this account will be removed
from your computer. If vou have copias
of messages or other itams on the mail
server, the copies will not be affected.

Cancel Sign Out




After you have removed your email address you will need to re add your Exchange Online email

address

1.) With Outlook Open click on Outlook = Preferences

@ Outlook—Fite—EGN  View |

About Outlook

v Mew Outlook

<
. Preferences... ® ]

Work Offline
Turn Off Reminders

Services >

2.) Click on Accounts

@ Outlook Preferences

Personal Settings

I_| a _— . s

e= ® u ABC ABC

Accounts Notifications Categories AutoCorrect Spelling &
Grammar

General
& Sounds

Email

Reading Compaosing Signatures

Other

i P %

Calendar Privacy



3.) Click the Plus (+) to add an account and then click Microsoft Exchange

Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
other apps.
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4.) Enter your name and email address

Microsoft Exchange

To get started, fill out the following information:

Name: Zach Valente

Email Address: !l

Cancel

5.) Click Sign In
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6.) You will be redirected to Duo Enter your username and password

s

Please enter your credentials to access Microsoft 365.

Username

Password
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7.) Choose your authentication method

Device:  ios pox-x00-5084)

Choose an authentication method

E‘ig Duo Push recosMMENDED Send Me a Push

Remember me for 10 days

What is this? Cf
Meed help?
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