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Tutorial de configurare MS Outlook
pentru adrese de e-mail din platforma Microsoft Office365

- Cadre didactice , doctoranzi —

Porniti aplicatia MS Outlook.
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A. NU ATI AVUT UN CONT SETAT PE OUTLOOK
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Welcome to Qutlook 2016

Outlook is your personal assistant, helping you manage your life with pame
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Let's get started. In the next few steps, we'll add your email account. =
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help.office365@ubbcluj.ro
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A.2. Alegeti optiunea “Yes” treceti la pasul urmator apasand Next.

A.3. Completati campurile cu datele dumneavoastra de pe platforma Office365

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name:

E-mail Address:

Password:

Retype Password:

Mume Prenume

—
Example: Ellen Adams

prenume.nume@ ubbcluj.ro

Example: ellen@contoso.com
-

|

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back
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A.4. Se va deschide fereastra de mai jos, unde introduceti din nou parola si apasati butonul Sign In

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup)
+#  Establishing netwd
=3  Searching for pren|

Logging on to the

(]

« prenume.nume@ ubbcluj.ro
Enter password

Password

Forgot my password

Termsofuse  Privacy & cookies - - -

T
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B. ATI AVUT UN CONT SETAT PE OUTLOOK

B.1. Apdsati pe optiunea “File” (din coltul stanga sus).

Outlook Today - Outlook

Send / Receive Folder View Q Tell mewhat you want to do...

Meeting Eﬂ
Junk

Neu\f New New Delete | Reply Re.pl',-' Forward [ piore ¥ Creste New - Mave OneNote = Unread/ Categorize Follow
Email ltems~  Meeting All Read Up
New TeamViewer Delete Respond Quick Steps [F] Move Tags Find

4 Favorites ¢ Monday, October 12, 2020

"l Clean Up
[ Address Book

Filter Email

Inbox
Calendar Tasks
Sent ltems

Deleted ltems

4 gutlook data file
Inbox
Drafts
Sent ltems
Deleted ltems
Junk E-mail
Outbax
RSS Feeds

Search Folders

B.2. Alegeti sectiunea Info si apdsati pe butonul Add Account.

©

Account Information

Open & Export

oupt available Add an e-mail account to enable additional features.

Mo a
4 Add Account

F Account Settings
ad: Change settings for this account or set up more connections.

Account
Settings ~

Mailbox Cleanup

Office Account |=|_'||,
— Manage the size of your mailbox by emptying Deleted ltems and archiving.

Cleanup
Tools ~

Options

Exit
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B.3. Completati campurile cu datele dumneavoastra de pe platforma Office365 (“conturile de

Microsoft”) si apasati Next

Add Account

Auto Account Setup
Cutlook can automatically configure many email accounts,

(®) E-mail Account

Your Mame: Mume Prenume

Example: alen Adams

E-mail Address: prenume.nume@ ubbcluj.ro

.
Example: ellen@contoso.com

Password: EERRE

Retype Password: *******"1

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back

| Mext = |I Cancel

B.4. Se va deschide fereastra de mai jos, unde introduceti din nou parola si apasati butonul Sign In

‘Searching for your mail server settings..

Configuring @
ng net

& prenume nume@ubbcluj.r0

Enter password

Password

Forgot my password

(
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C. NU ATI AVUT UN CONT SETAT PE OUTLOOK DAR NU VA APARE FEREASTRA
DE WELCOME

‘Welcome to Microsoft Qutlook 2016 ®

Welcome to Qutlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Urmati pasii de la punctul B
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