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1. Using a Web Browser to Access Email 

Office 365 email can be accessed from anywhere using a standard internet browser. The following link 

can be used to access email in Office 365. Enter your email address. 

https://outlook.office.com 
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2. Microsoft Outlook – Create New Outlook Profile 

Outlook must be reconfigured to use Office 365 Email. Computers connected to the City of East 

Providence network should be automatically configured to prompt for a new Outlook Profile as shown in 

section 2.1 below. Computers that are not on the network or computers that do not automatically 

create a new Outlook profile must use the Manual method detailed in section 2.2. 

2.1. Automated Creation of Outlook Profile 

1. Start Microsoft Outlook. Outlook may prompt to use the new Profile or simply begin 

configuration. 
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2. Click the Next button. 

 

 
 

3. Enter your Name, Email Address, and new Office 365 Password. 
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4. Click the Finish button. Outlook will open and begin downloading email 

from your Office 365 mailbox to your computer. 
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2.2. Manually Create a New Outlook Profile 

Computers that are not on the East Providence network will require manually configuration to create a 

new Outlook Profile for Office 365. Follow the instructions below if you are NOT automatically prompted 

to create a new profile. 

1. Open the Control Panel 

a. Open the Windows Start Menu and select the Control Panel or 

b. Open the Windows Start Menu, type CONTROL PANEL, and select the Control Panel. 

 

 

 
 

2. Select the View by: pull-down menu and change the view to Large Icons 
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3. Double-click on the Mail 32-bit applet 

 

 
 

4. From Mail Setup screen, click the Show Profiles button 

 

 
 

5. Click the Add button to begin creating a new profile 

 

 
 

6. Enter a name for the new Outlook Profile, i.e. Office 365 Your Name, and click the OK button 
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7. Enter your Name, Email Address, and new Password for Office 365 

 

 
 

8. Click the Finish button after configuration is complete 
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9. Change the selection for Always use this profile to the newly created 

profile and click the OK button 

 

 
 

10. Start Outlook. Outlook will open and begin downloading email from your Office 365 mailbox to 

your computer. 
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3. Configure Mail on Apple iOS Phone or iPad 

Follow the instructions below to add the Office 365 email to an iOS device. 

3.1. Automatic Configuration 

This method should work for most devices. 

1. Tap the Settings icon and select Passwords and Accounts 

  

2. Tap Add Account and select Microsoft Exchange 
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3. Enter your Email Address, a description of your choice, tap the Next link, 

then tap Sign In 

 

  
 

4. Enter your Office 365 Password and tap Sign In 
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5. Tap the Accept button to continue, then tap the Save link (Enable Contacts 

if you like) 

 

  

 

3.2. Manual Configuration 

Some devices may need to be configured manually. 

1. Tap the Settings icon and select Passwords and Accounts 
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2. Tap Add Account and select Microsoft Exchange 

 

   
 

3. Enter your Email Address, a description, tap the Next link, then tap Configure Manully 
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4. Enter your Office 365 Password and tap Next, Enter 

Outlook.Office365.com as the Server and tap Next 

 

  
 

5. Tap the Accept button to continue, then tap the Save link (Enable Contacts if you like) 
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4. Configure Mail on Android Phones and Tablets 

The instructions below detail the configuration of Mail on Android devices. 

Setting up Email on Android 

1. Go to Apps > Settings 

 

2. Select Accounts and Backup (this can be different depending on Android version, previously 

Cloud and Accounts), select Accounts, select Add Account 
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3. Select Exchange, enter your email address 

(someone@cityofeastprov.com), and select Next to configure automatically. Enter your 

password when prompted. Use the Manual below if necessary. 

 

    
 

4. Manually configure Mail by selecting 
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5. Enter the following and click Next 

a. Email: someone@cityofeastprov.com 

b. Password: yourpassword 

c. Client Certificate: None 

d. Domain/Username: 

someone@cityofeastprov.com 

e. Server: webmail.cityofeastprov.com 

f. Port: 443 

g. Security Type: SSL/TLS 

 

 

 

6. Accept the Permissions and click Activate 

 

  
 

 

7. Click Done 

 

8. Exit Settings and open the Mail app on the phone to access email 
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