CommonwealthU.edu Email Setup for iPhone

Remove Outlook App:

1. If you do not have the Outlook App or have not configured Outlook for University Email on your iPhone, skip to

the next section.
2. Long press on the “Outlook” app icon and tap “Remove App”

&

Edit Home Screen

Share App

3. Tap “Delete App”

Remove "QOutlook"?

Removing from Home Screen will keep
the app in your App Library.

4. Tap “Delete”

Delete "Outlook”?

Deleting this app will also delete
its data.
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Remove Native iOS Configuration:
1. If you have not configured your iOS device to use University Email in the native Mail, Contacts, and/or Calendar
Apps, skip to the next section.
2. Open “Settings”

Settings

3. Scroll down to and tap “Mail”

Settings

E App Store

& Wallet & Apple Pay

. Passwords
= vail

. Contacts
ﬁ Calendar

4. Tap “Accounts”

. Cellular Data

Accounts

5. Tap the name of your old University account. The default name is “Exchange”, but it may have a custom name.
Do not select your iCloud or any other personal accounts on the iPhone.

Accounts

ACCCUNTS

iCloud

Exchange

Gmail

Add Account

Fetch New Data
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6. Tap “Delete Account”

Exchange

EXCHANGE

Account

= vai
. Contacts
B calendars

. Reminders
. Notes

Mail Days to Sync

7. Tap “Delete from My iPhone”. Wait for the process to complete.
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Reconfigure Outlook App:
1. If you would prefer to use the native Mail, Contacts, and Calendar apps on your iPhone and do not want to use
the Outlook App for University Email on your iPhone, skip to the next section.
2. Open the App Store

App Store

3. Tap “Search”

4. Tapin the search bar

Stories, and More

5. Type “Outlook” and tap “Search”

Q, outlook

Q. outlook
2, "outlook 365"
Q. microsoft outlook
2. outlook calendar
% outlook in Stories
outlook amus s, inc in Developers
O outlook in
Q. outlook.com
Q. outlook.office.com
2. outlook authenticator

2. outlook web app

a wifel ety

f g h

&z x e v bnm &

space search
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6. Look for “Microsoft Outlook” and tap the “Get” button or iCloud download icon

Q outlook

Micrasoft Outlook
E- Secure Email, ( Files
[ %k kkok

7. Wait for the app to install and then tap “OPEN”

Microsoft Qutlook Microsoft Outlook
Secure Email, Calendar & Files E Secure Email, Calendar & Files
%% dok K B 3 % kK

8. If the app finds your old accounts, tap “Skip”

2 Accounts Found

» a @huskies.bloomu.edu
Office 365

a @bloomu.edu
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9. Type your current email address and tap “Add Account”

Add Account

email

@bloomu.edu

10. Type your user name and password and tap “Sign On”
(You may be prompted for Duo two factor authentication)

MANSFIELD £5%
UNIVERSITY A

5 .
ﬁ?mmshu!g} %mf

UNIVERSIT

COMMONWEALTH UNIVERSITY OF PA

Single Sign-0n

Username

username@school.edu

Password

This is a private system for use of Bloomsburg, Lack Haven, and
Mansfield University Faculty. Staff, and Students only.
Unauthorized access is prohibitad.

Access to student information is governed by the Family
Educational Rights and Privacy Act (FERPAY. Signing on Lo any

network system is your acknowledgement you will camply with
the provisions of this legislation.

11. If prompted to add another account, tap “Maybe Later”

)

Would you like to acd
another account?

Updated: 1/13/2023 5:57 PM Page 6 of 10



12. If notifications are desired, tap “Turn On” and then “Allow”

Enable Notifications
Outlook uses notifications as a way to
make sure your inbox is always up-to-
date. Disabling them might delay email

delivery.

13. Configuration is complete, your email and calendar should begin to sync immediately.
14. If you would like to configure Contacts or any other native iOS apps, continue to the next section.
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Reconfigure iOS Native Mail, Contacts, and Calendar Apps:

1. Open “Settings”

2. Scroll down to and tap “Mail”

3. Tap “Accounts”

4. Tap “Add Account”
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Settings

Settings

Q App Store

B Wallet & Apple Pay

. Passwords
. Mail

ALLOW MAIL TO ACH
#  Siri & Search

£ Notifications

Sounds, Badges

. Cellular Data

Accounts

Accounts

ACCOUNTS

iCloud
Exchange

Gmail

Add Account
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5. Tap “Microsoft Exchange”

Add Account

& iCloud

6. Type your current email address and a custom description if desired, then tap “Next”

Email a @bloomu.edu

Description Commonwealth 365

7. Tap “Sign In”
You may be prompted with a standard Single Sign On and/or Duo Two Factor Authentication process, or the
device may skip these steps if you have recently signed in to a university system.

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

Your email address will be sent to
Microsoft to discover your Exchange

account information.
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8. Choose the services you do or do not want to sync with this device, then tap “Save”

Commonwealth 365

Mail

Contacts

Calendars

Reminders

Notes

9. Configuration is complete, your chosen services should begin to sync to their respective apps immediately.

Accounts

A\CCOUNTS

iCloud
Commonwealth 365

Gmail

Add Account

Fetch New Data
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