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1 PREPARATION

sy 21

1.1 Configuration of OFFICE 365 mailbox in 10S outlook app client
10S outlook (ki & adiicall OFFICE 365 i (3stisa dlae) g g 4 7 1

Note: Before, you configure the new email in I0S
Outlook App, please delete the existing Qatar
University Email account from Outlook App. This may
result in losing your contact from the phone. But no
worries after adding the email again, all contacts will be
resynced.

Open Outlook App in iPhone
Go to settings=> Add Mail Account

Enter the Email address of the mailbox in the next
wizard.

9:04 HiRcd )

Add Account

Enter your work or personal
email

saifutest@qu.edu.qd ‘
Add Account

Create New Account

oo Signin using the QR code on
- your computer

Privacy & Cookies

After entering email address Tap on add account button.
It will redirect user to the QU ADFS login page for
authentication.

o 2l s S 30 e 5 R o g5 0 U A g le
Ayl Glua Cads a3 ¢ JOS Outlook (ks
g ) s a5 28 Outlook ki (e phad daalal )
) Adla) amy Bl Y 81 el e Sy y (el Juady)
Jhai¥) Clea aan Al e 3ale) i ¢ (530 5 e 35 Y
Outlook ey zias o3 iPhone clisali §

Ny {O}
Qurdl Gl 88Lp] i @5 -1 @lalae] s

A RELED b in e LS DS iy JiSIY) ey 5y B,

9:04 alTE)

Add Account

Enter your work or personal
email

saifutest@qu.edu.qal ‘
Add Account

Create New Account

oo Signin using the QR code on
R your computer

Privacy & Cookies

B s Ala) ) e haal ¢ S 5KV 3l o) sie JA) ey
<l dsbadl QU ADFS ) Jsaall daast dadia ) addid) 4pa 58
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< Not Office 365 (2)

@l

Sign in with your organizational account

Jhd daols
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ab12345@qu.edu.qa

Sign-in requires format UserlD@YourDomain (Example:
AA12345@qu.edu.qa)

Enter Your Username and password as per the below
format.
Username: ab12345@qu.edu.qa

Password. % 3k 3k 3k 3k 3k 3k %k %k %k %k k k

Once successful login the wizard will return to the below
window and you can ignore this and tap :May be later
button.

9:05 ES ]

Add Another Account

Would you like to add
another account?

Maybe Later Add

You may want to tap Allow to allow notifications from
Outlook

< Not Office 365 (@)

(@l

Sign in with your organizational account

Jha daols
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ab12345@qu.edu.qa

Sign-in requires format UserlD @YourDomain (Example:
AA12345@qu.edu.qa)

9o WS udl dalS'/ puseined! gl HUSS @3
Username: ab12345@qu.edu.ga
Password: ** %%k sk ko xokok

Sl Jalas el€ay slial 3alal) A GJL»J\ 2 g ¢ C\A.u Jsaall Jaasi o yaa
) agailly rea ge LS BaY (g8 B 50 1 aill

9:05 o+ .

Add Another Account

Would you like to add
another account?

Maybe Later Add

e WS Outlook (e Dl il lewll Flad) 358 8l & e 58
e Jalially
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“"QOutlook” Would Like to Send “"Outlook™ Would Like to Send
You Motifications You Motifications
Motifications may include alerts, Motifications may include alerts,
sounds, and icon badges. Thesa can sounds, and icon badges. Thesa can
be configured in Settings. be configured in Settings.

You're done! It may take a few minutes for your emails, Sl il ) Al e (3 it 38 | 55 SOy @yl dlac ) Al s
calendar items, and tasks to sync L8 iy algall 5 a8l yealic i STy

9:05 9:05

s Inbox s Inbox

Focused Meoiil=lg Focused Meiil=s = Filter
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1.2 Configuration of Office 365 shared mailbox in Android outlook app client
0S outlook (3uki b ariicall OFFICE 365 & idiall & sl (3 gdia dlae) g gl 48 ¢ 4

To configure shared mailbox in outlook app, you need Shared (snki A & yiiall 3 pall §gaia dlac) g Al
to fist configure the primary mailbox as mentioned in ) (3 5aka Glalae) v ) #Us3 « Mailbox outlook
the previous step. Al 5 phaall 8 ) Sh s LS Y]
Open Outlook App in iPhone Outlook gy zids @3 iPhone <lisals (3
Go to settings> Add Mail Account>Add Shared Al Ggkive A 03 — ! Qlua BLB| 1 65 - lolas] A
Mailbox oo cguud 4l Ll 2ol

Add Email Account

Qutlook, Gmail, Exchaggy

Add Shared Mailbox

Shared and delegate mailboxes

Add Email Account

Outlook, Gmail, Exchagg

Add Shared Mailbox

Shared and delegate mailboxes

Create New Account
Free email and calendar

Create New Account
Free email and calendar

Cancel Cancel

Enter the Email address of the mailbox in the next A0 LA B aia e LS DLAS 3 yiSIY ey 5 AHUS, 8
wizard.
9:05 W 9:05 [ B
Y, Add Shared Mailbox v Adq Shared Mailbox
saifutest@qu.edu.qa saifutest@qu.edu.qa
Enter the shared or delegate Enter the shared or delegate
email email

test_0365@qu.edu.ga ’ test_o365@qu.edu.ga ’

Add Shared Mailbox Add Shared Mailbox

After entering email address Tap on Add Shared B Bstia Alla) ) ) e Jaral ¢ SV 2 5l () sie Jlaa) e

Mailbox button. RERRA
Add Shared Mailbox
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You're done! Since your primary mailbox is already
configured in outlook, there won’t be any further
authentication required.

It may take a few minutes for your emails, calendar
items, and tasks to sync.

9:06

O Inbox

Other = Filter

A’I

Focused

‘B

test_o365
(no subject)

Older

) (st 0 S5 3 ASY 150 ] 5 S @y yd dae Y dlee
AT Balas 3 @l 05S5 l ¢ OUtlOOK (3 Jeills €l palall )
Aaslhe

s plgall 5 ol poalic 5 3y SSIY) 3 5l il Al (3 s 3

s

. da\ﬁd

9:06

O Inbox

Other = Filter

A"I

Focused

‘B

test_o365
(no subject)

Older

1.3 Configuration of Office 365 Mailbox in I0S mail client
I0S (ki & a2divall OFFICE 365 (Ao ishy) ) das) g diygs

Note: Before, you configure the new email in Android
mail client, please delete the existing Qatar University
Email account from Account settings. This may result in
losing your contact from the phone. But no worries after
adding the email again, all contacts will be resynced.

Tap Settings > > Add Account > Add Email Account

Tap Manage Accounts.

<ANdroid 2 » dise (8 waad) (35 I 3 5l Aty o588 o S Al
aball clslae) (e daalal JMall g SOV 3l s Gida oa
ila) aey I Y S il (e oy Galall JLai) s ) 13s 25 38

Jlai¥) Clea aren Aial o Bale) afins ¢ (5,a05 50 35 Y1 3y )

obial ol ghadl) L) o 5 e il AiLaY

Gl Bl Azl @ < Cluws ABlp| A3l @3 < ldlue] A
AUl olaladl e pooYl 0l moge LS )
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5507

Q, Accounts

l fl‘fccounts

Add Account

Accounts

iCloud
Exchange

Gmail

Add Account

Fetch New Data

Select Microsoft Exchange from the next Session.

Add Account

& iCloud

5507

Q, Accounts

l fl‘fccounts

Add Account

Accounts

iCloud

Exchange

Gmail

Add Account

Fetch New Data

AJul daladl e Microsoft Exchange o>

Add Account

& iCloud
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Type your full email address, then tap Next.
Description Can be any Name.

Al LAl 8 e s LeS DLlS g 5iSIY ey 53 AL, o8
ol (ST o gl 0950 OF (Saw - ol

Exchange
Exchange
Ermail saifutest@gu.edu.ga
Email saifutest@qu.edu.ga

Descnption 0365

Description 0365

Tap Sign In Sign In Jg3>Wl o) Jaio

Sign in to your “qu.edu.ga”
Exchange account using
Microsoft?

Sign in to your “qu.edu.qa”
Exchange account using
Microsoft?

Your email address will be sent to
Microsoft to discover your Ex
account information.

Your email address will be sent to
Microsoft to discover your Exchange
account information.

5l ddsladll QU ADFS ) Jsaall Gisas dadia ) aodiesall 4 55 dymans
Then, the page will be redirected to QU ADFS Ay sty

authentication page
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Enter Your Username and password as per the below
format.

Username: ab12345@qu.edu.qa

Password: %% sk kok koo sk ok

.04 it

4hé dools
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Taggn in wilh yoar e paniatonal s,

&bl 2 JaSdau adu. ga

Segge-i1 temptent |irii LadriD B VoD [F o
A 208 s e

Wait for the tick mark of your office 365 account as
shown below.

Exchange

Email saifutest@qu.edu.qa

Description 0365

You can choose which items should be synced from
exchange online as per the below screenshot.

Tap on Save. Your account has successfully configured
now.

FLELAIL e g LeS ol IS / 5 pall IS Ja3)

&4 it

-1
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Elum

Sagpn in wilh yoar e paniratonal &,

a1 3453qu.edu.ga

Sayei1 temp ek (v Laeril B VousDuermain, (Foaepe
A 205 B g .

.oGal

Exchange

Email saifutest@qu.edu.qa

Description 0365

COAYI pe Il (e Wgiialie ez (@1 poliadl Hlusl eliSey
00T dalad) Aad) v

Ozl hlue slaely 9SS @5 Jaa> e syl
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Mail

Contacts

Calendars

Reminders

Notes

Mail

Contacts

Calendars

Reminders

Notes

2 REFERENCES: &/l

Set up the Outlook app for iOS - Microsoft Support

1.
2. EC52: Outlook Mobile App: Add a shared mailbox on a mobile device (abdn.ac.uk)
3. Set up email on Apple iPhone, iPad, and iPod Touch with Office 365 operated by 21Vianet - Microsoft

Support
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https://support.microsoft.com/en-us/office/set-up-the-outlook-app-for-ios-b2de2161-cc1d-49ef-9ef9-81acd1c8e234
https://www.abdn.ac.uk/toolkit/documents/uploads/outlook-mobile-app-add-a-shared-mailbox.pdf
https://support.microsoft.com/en-us/topic/set-up-email-on-apple-iphone-ipad-and-ipod-touch-with-office-365-operated-by-21vianet-579a20f7-c289-457c-85ab-3ffdbe869385
https://support.microsoft.com/en-us/topic/set-up-email-on-apple-iphone-ipad-and-ipod-touch-with-office-365-operated-by-21vianet-579a20f7-c289-457c-85ab-3ffdbe869385
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