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The	following	instructions	step	through	the	process	of	manually	configuring	your	Office	365	Exchange	Online	account	with	Outlook	2010,	2013,	and	2016	for	Windows.	This	may	be	needed	when	configuring	a	secondary	account,	or	if	you	run	into	issues	with	the	automatic	configuration	process.	Note:	Outlook	versions	prior	to	Outlook	2010	are	not
supported,	and	will	not	work	with	Office	365.	The	process	may	be	broken	down	into	three	stages:	Setting	up	a	connection	to	the	Microsoft	Exchange	Server	Setting	up	security	and	connection	details	Checking	and	authenticating.	Prerequisites	You	cannot	manually	configure	a	new	Microsoft	Exchange	account	with	Outlook	running.	So,	before	you
begin	this	procedure,	please	ensure	Outlook	is	not	running	on	your	computer.	Outlook	2010	users	only	Outlook	2010	users	must	have	the	latest	Windows	updates	applied	before	carrying	out	this	task.	To	check,	and	install,	the	latest	Windows	updates,	proceed	as	follows.	Note:	At	this	point,	you	may	be	prompted	to	log	in	to	your	Office	365	account.	If
so,	then	log	in	as	usual,	and	continue	with	the	next	step.	The	following	window	appears.	The	Desktop	Application	Setup	page	appears.	A	setup_en.exe	file	downloads	to	your	desktop.	Click	on	this	file	to	open	it.	A	Security	Warning	pop-up	appears.	After	a	short	wait,	the	following	window	appears.	Ensure	there's	a	tick	in	the	checkbox,	Microsoft
Outlook	(manual	steps	required).	Click	Continue,	to	finish	the	set	up.	When	the	desktop	setup	finishes,	you	may	need	to	restart	your	computer.	Your	version	of	Outlook	is	now	up	to	date	and	you	may	proceed	to	set	up	a	connection	to	the	Microsoft	Exchange	Server.	Setting	up	a	connection	to	the	Microsoft	Exchange	Server	To	manually	set	up	a
connection	to	the	Microsoft	Exchange	Server,	proceed	as	follows.	Open	your	Windows	Control	Panel.	From	the	Control	Panel	items	list,	click	Mail.	Note:	If	you	don't	see	the	Mail	option,	change	your	View	by	setting	(top	right	corner	of	Control	Panel)	to	either	Large	Icons,	or	Small	Icons.	The	Mail	Setup	dialogue	box	appears.	The	Account	Settings	page
opens	on	the	E-mail	tab.	The	Add	Account:	Auto	Account	Setup	page	opens.	Select	the	Manual	setup	or	additional	server	types	radio	button.	Click	Next.	The	Add	Account:	Choose	Service	page	opens.	Select	the	Microsoft	Exchange	Server	or	compatible	service	radio	button.	Click	Next.	Note:	If	the	following	window	appears	then	Outlook	has	been
detected	running	on	your	machine.	To	proceed,	you	must	close	Outlook	before	continuing	with	the	procedure.	Capture	your	best	moments	with	our	premium	photo	album	templates.	DOWNLOAD	THE	TEMPLATES	NOW.	The	following	instructions	step	through	the	process	of	manually	configuring	your	Office	365	Exchange	Online	account	with	Outlook
2010,	2013,	and	2016	for	Windows.	This	may	be	needed	when	configuring	a	secondary	account,	or	if	you	run	into	issues	with	the	automatic	configuration	process.	Note:	Outlook	versions	prior	to	Outlook	2010	are	not	supported,	and	will	not	work	with	Office	365.	The	process	may	be	broken	down	into	three	stages:	Setting	up	a	connection	to	the
Microsoft	Exchange	Server	Setting	up	security	and	connection	details	Checking	and	authenticating.	Prerequisites	You	cannot	manually	configure	a	new	Microsoft	Exchange	account	with	Outlook	running.	So,	before	you	begin	this	procedure,	please	ensure	Outlook	is	not	running	on	your	computer.	Outlook	2010	users	only	Outlook	2010	users	must
have	the	latest	Windows	updates	applied	before	carrying	out	this	task.	To	check,	and	install,	the	latest	Windows	updates,	proceed	as	follows.	Note:	At	this	point,	you	may	be	prompted	to	log	in	to	your	Office	365	account.	If	so,	then	log	in	as	usual,	and	continue	with	the	next	step.	The	following	window	appears.	The	Desktop	Application	Setup	page
appears.	A	setup_en.exe	file	downloads	to	your	desktop.	Click	on	this	file	to	open	it.	A	Security	Warning	pop-up	appears.	After	a	short	wait,	the	following	window	appears.	Ensure	there's	a	tick	in	the	checkbox,	Microsoft	Outlook	(manual	steps	required).	Click	Continue,	to	finish	the	set	up.	When	the	desktop	setup	finishes,	you	may	need	to	restart	your
computer.	Your	version	of	Outlook	is	now	up	to	date	and	you	may	proceed	to	set	up	a	connection	to	the	Microsoft	Exchange	Server.	Setting	up	a	connection	to	the	Microsoft	Exchange	Server	To	manually	set	up	a	connection	to	the	Microsoft	Exchange	Server,	proceed	as	follows.	Open	your	Windows	Control	Panel.	From	the	Control	Panel	items	list,
click	Mail.	Note:	If	you	don't	see	the	Mail	option,	change	your	View	by	setting	(top	right	corner	of	Control	Panel)	to	either	Large	Icons,	or	Small	Icons.	The	Mail	Setup	dialogue	box	appears.	The	Account	Settings	page	opens	on	the	E-mail	tab.	The	Add	Account:	Auto	Account	Setup	page	opens.	Select	the	Manual	setup	or	additional	server	types	radio
button.	Click	Next.	The	Add	Account:	Choose	Service	page	opens.	Select	the	Microsoft	Exchange	Server	or	compatible	service	radio	button.	Click	Next.	Note:	If	the	following	window	appears	then	Outlook	has	been	detected	running	on	your	machine.	To	proceed,	you	must	close	Outlook	before	continuing	with	the	procedure.	CodeTwo	Office	365
Migration	lets	you	migrate	your	company's	mailboxes	and	public	folders	located	in	Office	365	or	on	on-premises	Exchange	Servers	(all	versions	are	supported)	to	Office	365	(Microsoft	365).	It	allows	you	to	migrate	mailboxes	from	hosted	Exchange	servers	and	emails	from	IMAP	servers	(Google	Workspace	[formerly	G	Suite],	Zimbra,	IBM	Notes,
Zarafa,	and	others)	to	Office	365	as	well.	The	software	processes	migration	tasks	individually,	as	migration	jobs.	You	can	create	multiple	jobs	and	configure	them	(e.g.	schedule	time	frames	when	they	will	be	executed)	via	the	program's	Administration	Panel.	Installation	of	the	software	is	easy	and	straightforward.	Who	is	the	program	for?	The	program
was	designed	to	help	administrators	in	migrations,	for	example	when	they	upgrade	their	Exchange	environment.	The	number	of	supported	scenarios	lets	you	migrate	to	all	plans	of	Office	365.	Furthermore,	you	can	migrate	virtually	all	available	on-premises	servers	as	well	as	Office	365.	And	yes,	we	do	support	migration	of	Windows	Small	Business
Server.	How	does	the	program	work?	Depending	on	your	migration	scenario,	the	program	is	installed	in	a	source	server	domain	(migrations	from	Exchange)	or	on	a	machine	with	a	connection	to	both	the	source	and	the	target	environment	(migrations	from	other	servers).	CodeTwo	Office	365	Migration	does	not	require	installing	any	agents	on	the
target	Office	365	server	nor	reconfiguring	your	connectors.	The	software	accesses	your	source	server	mailboxes	through	Exchange	Web	Services	(EWS),	a	MAPI	profile	or	IMAP,	reads	their	contents,	and	copies	specified	items	to	target	server	mailboxes	via	EWS	in	one	hop.	Key	features	What	makes	CodeTwo	Office	365	Migration	exceptional?	Here
are	the	program's	key	features.	Wide	range	of	migration	scenarios:			Direct	migration	from	Exchange	Server	2010,	2013,	2016,	and	2019	to	Office	365	Direct	migration	between	two	Office	365	tenants	Direct	migration	from	Windows	Small	Business	Server	2011	to	Office	365	Direct	migration	from	third-party	hosted	Exchange	servers	to	Office	365
Direct	migration	from	other	server	types	via	IMAP	(emails	only)	to	Office	365	Check	the	list	of	source	and	target	servers	supported	Multiple	jobs	configuration	The	new	architecture	of	the	program	features	jobs.	Thanks	to	this	solution,	you	can	prepare	multiple	migrations	at	once	and	then	execute	them	one	by	one	or	use	the	built-in	scheduler	to	do
that	for	you.	Support	for	different	migration	types	You	can	configure	migration	jobs	in	different	ways	to	perform	cutover,	staged	or	hybrid	migration.	Learn	more	about	these	migration	types.	Full	control	over	migrated	data	The	software	allows	you	to	filter	items	included	in	the	migration	process	according	to	their	type	(folder	filter)	and	modification
dates	(time	filter).	Check	the	list	of	useful	options	and	settings	Two	types	of	database	migration	The	program	supports	migration	of	mailboxes	and	public	folders.	After	the	migration	process,	both	the	source	mailboxes'	and	public	folders'	content	and	structure	are	copied	and	recreated	on	the	target	server.	Learn	more	about	supported	mailbox	items
and	mailbox	types	Migration	safety	The	software	accesses	source	server	data	passively,	which	means	that	no	data	is	deleted	or	modified	on	your	source	server.	Furthermore,	the	program	does	not	need	any	intermediary	agents	installed	on	third-party	servers	-	it	just	copies	files	from	a	source	to	a	chosen	target	environment,	without	storing	any	data.	In
addition,	CodeTwo	Office	365	Migration	uses	the	secure	OAuth	2.0	authorization	protocol	to	connect	to	Office	365.		Detailed	reports	You	can	generate	a	report	for	all	migrations,	a	single	job,	or	even	a	particular	mailbox,	anytime.	You	can	also	set	the	application	to	send	those	reports	via	email.		Brand	new	UI	Completely	rebuilt	User	Interface	(UI)
allows	you	to	perform	all	tasks	in	a	more	convenient	way	than	ever	before.	The	state	of	any	migration	can	be	easily	checked	on	the	Dashboard,	from	which	you	can	jump	to	all	crucial	components	of	the	program	immediately.	Diagnostic	data	The	program	collects	diagnostic	data.	This	data	can	be	checked	during	or	after	a	migration	process.	The
diagnostic	data	can	be	reviewed	in:	Licensing	You	need	1	license	to	migrate	a	single	source	mailbox	to	any	Office	365	(Microsoft	365)	tenant.	The	migration	of	public	folders	consumes	25	licenses,	no	matter	their	size.	Learn	more	about	the	licensing	model	of	CodeTwo	Office	365	Migration	Trial	You	can	download	the	trial	version	of	the	program	here.
The	trial	works	for	30	days	and	lets	you	migrate	unlimited	number	of	mailboxes;	however,	only	10	items	per	mailbox	folder	will	be	migrated.		See	also	Frequently	Asked	Questions
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