How do I create a new Outlook profile?
 
Create a new Outlook profile in Outlook with your Office 365 account.
1. Find the Control Panel from your Start Menu
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2. Open the Control Panel
3. If not all items are showing, please sort the Control Panel by viewing Small or Large icons
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4. Open Mail (Microsoft Outlook)
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5. Click on Show Profiles...
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6. Add a new profile using the Add button
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7. Give the new profile a name and click OK. You can name it anything you want
[image: A screenshot of a computer

Description automatically generated]
8. Confirm your email address
Click Next
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9. If necessary, enter in your password
10. Click Finish
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11. Optional: Check the box, "Set up Outlook Mobile on my phone, too"
12. Optional: Remove the old profile (it just takes up disk space if left there)

13. Before closing the Mail settings window, please confirm you are using the new profile
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Outlook can automaticaly configure many email accounts.

our Narr Viendi N Hoang
Example: Ellen Adan

Email Address: 'vnhoang@ucdavis.edu
Eample: ellen@contoso.com

(©) Manual setup or additional server types





image8.png
Configuring

Outlook is completing the setup for your account. This might take several minutes.
/ Establishing network connection
/ Searching for vnhoang@ucdavis.edu settings
' Logging on to the mail server

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