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Installing Outlook for Office 365

Before installing Microsoft Outlook 2013, please check that Outlook is not on your computer already. Click on the
Start button, scroll down and find the shortcut folder called Microsoft Office 2013. If you do not have a shortcut for
Outlook 2013 continue with the installation on page 2. If you do, there is nothing for you to do at this point. If you
have any other version of Microsoft Office installed, please contact the Schulich Helpdesk at x81377.

M

@  Microsoft Edge
B wicrosoft Office 2013
Access 2013
B Database Compare 2013
Excel 2013
InfoPath Designer 2013

InfoPath Filler 2013

Office 2013 Language Pref...

Office 2013 Upload Center
, OneDrive for Business

OneNote 2013

Outlook 2013

PowerPoint 2013

pd

xH

Excel 2013

wg

Word 2013

TOSHIBA e-

STUDIO File...

Intemet Command
Explorer Prompt

Mozilla Firefox

2

GroupWise

®

Novell
Messenger

Information Services, Schulich School of Medicine & Dentistry, Western University

t. 519.611.2111 x. 81377 helpdesk@schulich.uwo.ca www.schulich.uwo.ca/is i,
Western



R Schulich

MEDICINE & DENTISTRY

Installing Outlook 2013

Right click on the Start button (bottom left corner), then on Programs and Features.
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Once Programs and Features is open, find Microsoft Office Professional Plus 2013 application in the list of
applications installed (if your Office install is version 2010 or 2016 please contact the Schulich Helpdesk). Right click
on Microsoft Office Professional Plus 2013, and then click on Change.

[ Programs and Features
File Edit View Tools Help

Control Panel Home

View installed updates

& Turn Windows features on or
off

<« R ﬂ < All Control Panel ltems > Programs and Features v O

Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize v  Uninstall Change
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B Adobe Flash Player 24 NPAPI

Adobe Shockwave Player 12.2 Adobe Systems, Inc.

L CCleaner Piriform

I Client for Open Enterprise Server Micro Focus
|£]Java 8 Update 101 Oracle Corporation
) Malwarebytes Anti-Malware version 2.2.1.1043 Malwarebytes

Micro Focus iPrint Client v06.03.00 Micro Focus, Inc.
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[85] Microsoft Visual C++ 2010 x86 Redistributable - 10.0....
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10/5/201¢
10/5/201¢
9/30/201¢
9/30/201t v

>

When you are on the Change your installation of Microsoft Office Professional Plus 2013 window, click on Add or
Remove Features, the click on Continue.
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Change your installation of Microsoft Office
Professional Plus 2013.
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From the list of applications, click on Microsoft Outlook, and then click on Run from My Computer. Also, for future
use, click on the Microsoft Lync application and then click on Run from My Computer. Then click on Continue.

[} Microsoft Office Professional Plus 2013 ‘ . S

Installation Options

Customize how Microsoft Office programs run (7}
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¥ | Microsoft OneNote
Microsoft Outlook
Run from My Computer
= Run all from My Computer
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) Installed on First Use
Not Available
Microsoft Word

3]

=)

Send and receive e-mail; manage your schedule, contacts, and  Total space required on drive: 2.88 GB
tasks; and record your activities by using Microsoft Outlook.  pace available on drive: 1.17 GB

Once the installation is completed (which may take several minutes to complete), click on Close. Close any other
open windows, and continue to the next page.

ey

[} Microsoft Office Professional Plus 2013 .

] Office .

The configuration for Microsoft Office Professional Plus 2013 is complete. To make
M your changes take effect, exit and restart any open Office programs.
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To prevent any future issues, you need to make Novell GroupWise the default email program and delete the Novell

GroupWise Mail Profile. Here are t

1)

2)

he steps:

Right click on the Start button then click on Control Panel.

Command Prompt

Command Prompt (Admin)

Task Manager

Control Panel
File Explorer
Search

Run

Shut ¢

Desktop

wn or sign out

To view all icons, Click on View by: Category, then click on Small icons.

[E3 Control Panel

1+ EE

File Edit View To

[
S

> Control Panel »

ols  Help

Adjust your computer’s settings

System and Security
Review your computer's status
Save backup copies of your files with File
History

Backup and Restore (Windows 7

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

Programs

Uninstall a program

- [m]
v O Search Control Panel
View by: Category
® Category
User Accounts Large icons
9 Change account type

Appearance and Personalization
Change the theme
Adjust screen reselution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

X

¥

ol

Small icons
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3) Click on Default Programs.

4)

Information Services, Schulich School of Medicine & Dentistry, Western University

Adjust your computer's settings

[Zl Administrative Tools
% BitLocker Drive Encryption
9 Date and Time
s Devices and Printers

@ Ease of Access Center

[7g AutoPlay

K3l Color Management
[@ Default Programs
3 Display

File Explorer Options

View by:  Small icons ¥

% Backup and Restore (Windows 7)
Credential Manager

;,!3 Device Manager

%' DTS Audio Control Panel

&) File History

Flash Player (32-bit) A Fonts g HomeGroup

8 Indexing Options ﬁ Infrared Intel® Graphics Settings

Internet Options || Java (32-bit) Keyboard

“;$ Language D Mail (32-bit) £3) Microsoft Mail Postoffice (32-bit)

0 Mouse 5 Network and Sharing Center & Personalization

2] Phone and Modem % Power Options d Programs and Features

@ Recovery 9 Region ™3 RemoteApp and Desktop Connections
| o Security and Maintenance Q Sound @ Speech Recognition

£ Storage Spaces @ Sync Center = System

Taskbar and Navigation Troubleshooting 82, User Accounts

E} Windows Defender
Work Folders

‘ Windows Firewall

.i=‘ Windows To Go

Click on Set your default programs.

e

—

Default Programs

v A [@ « All Control Panel ltems > Default Programs

Control Panel Home

=3

pres

v O

Search Control Panel

Choose the programs that Windows uses by default

Set your default programs /

Make a program the default for all file types and protocols it can open.

Associate a file type or protocol with a program

& &

See also

Programs and Features

Make a file type or protocol always open in a specific program.

Change AutoPlay settings

Play CDs or other media automatically

Set program access and computer defaults
Control access to certain programs and set defaults for this computer.
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5) On the right pane, scroll down until you find Novell GroupWise and click on it. On the right side click on Set
this program as default and then click OK and close all windows.

[ Set Default Programs — m} X
— v A [8g « Default Programs > Set Default Programs v O Search Control Panel yel

Set your default programs
To set a program as the default for all file types and protocols it can open, click the program and then click Set as default.

A Novell GroupWise

Programs
Novell, Inc.

Get Office
:G:Groove Music
(& Internet Explorer
= Mail
E:Mail and Calendar Accounts
[©IMaps
DMessaging
rMicrosoft account
i'-] Microsoft Edge
mMi(rosoft family features

Novell GroupWise

@ Microsoft Solitaire Collection

24| Money This program has 2 out of 9 defaults

HMovies&TV /

_—;-r ’ "

= News —> Set this program as default

Use the selected program to open all file types and protocols it can open
Ea OneNote by default.

[ OneNote 2016

E70utiook 2016 —> Choose defaults for this program

221 Paint v Choose which file types and protocols the selected program opens by
'(”" : 5 default.

/

l} OK

6) Right click on the Start button then click on Control Panel.

Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop
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7) Find and click on the Mail (32-bit) icon.

8)

Adjust your computer’s settings

P Action Center Administrative Tools =g A
@ Backup and Restore L Color Management d
£} Date and Time @ Default Programs W O
a4 Device Manager @ Devices and Printers =
@ Ease of Access Center Folder Options A F
=1 Getting Started & HomeGroup ﬁI
Internet Options [£] Java (32-bit) & K
Location and Other Sensors Q Mail (32-bit) =
F Mouse w¥ Network and Sharing Center =
& Parental Controls M Performance Information and Tools u,_J P
[ Phene and Modem 3 Power Options P
fﬁ- Recovery & Region and Language Lol
ﬁi Sound @ Speech Recognition @ 5
18 Systern :J_Taskbar and Start Menu [ T
82, User Accounts ‘_:. Windows Anytime Upgrade a

Click on Show Profiles.

(A Mail Setup - Outlook

L=

E-mail Accounts

Data Files

< 2 Setup e-mail accounts and directories.
-~

E-mail Accounts..,

4 Change settings for the files Outlook uses to
}g store e-mail messages and documents.

Data Files...

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Show Profiles..

)L

Close
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9) Select Novell GroupWise under the General Tab, and then click on the Remove button. Then click OK and
close all windows.

A Mail Pr— [
General

@ The following profileslare set up on this computer:

Novell GroupWise

2 -

’

Add... || Remove ([Properties J[ copy... |

When starting Microsoft Outlook, use this profile:

(") Prompt for a profile to be used

@ Always use this profile

[ Novell GroupWise >, ]

10) You might get an error message pop-up warning that offline cached content will be deleted. This is fine;
please click on Yes to proceed.

Microsoft Qutlook

Careful, if you remove this profile, offline cached content for its accounts will be deleted.
Learn how to make a backup of the offline .ost files for the accounts.

Do you want to continue? /

Yes Mo

The installation is now completed. Please do not try to configure Outlook at this point. We will provide further
instructions shortly.
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