
  
                                               11/20/13 Page 1/6 

Office 365 – Outlook Setup Instructions and Basic Troubleshooting 

Connecting to the Cloud 

Step 1. Log off the current Outlook client 
Step 2. Shutdown Lync (if used):   

Left click the Show Hidden Icons button on the taskbar. (For most PCs this is the bottom right corner.) Then right 

click the Lync icon and select Exit. 

 
 

 

Step 3. Restart Outlook 

 There will be a short delay the first time Outlook starts 

 You will be prompted for your credentials 

  When prompted for credentials you should log in with the email address as the 

username (full email address: firstname.lastname@its.ny.gov).  For most users, the 

password will match their regular workstation domain password.  Other users may have 

separate NYSeMail account passwords.  Click Remember my credentials to set up 

automatic login. 

 

mailto:firstname.lastname@its.ny.gov
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Password Prompts: 

If experiencing repeated password prompts in Outlook, you may try the following procedure to clear stored 

passwords and reconnect. 

1. Close Outlook and Open the Control Panel and select the Credential Manager icon.   

2. Remove any and all entries corresponding to MS Outlook credentials. 

 

 

 

3. Reopen Outlook.  When prompted for credentials you should log in with the email address as the username.  

For most users, the password will match their regular workstation domain password.  Other users may have 

separate NYSeMail account passwords.  Click Remember my credentials to set up automatic login. 



  
                                               11/20/13 Page 3/6 

 

If these steps do not clear the issue, Create a New 365 Profile 

Follow the steps below to set up a New Profile (Do not delete the current profile).   

1. Open the Control Panel and select the Mail icon, then click Email Accounts in the Mail Setup window. 

 

2. Click New and the Add Account Window will open.  Make sure E-mail Account is selected and click Next. 
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3. In the Your Name field, enter a name for the new profile (Suggest Name + “365” to make it clear that this 

new profile is configured for use with Office 365) and then enter the email address.  Do not attempt to fill in 

the Password fields.  Click Next. 
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4. The mailbox should then complete setup automatically.  If the process fails, double-check that you are using 

the correct email address and try again. 
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Re-establish Shared Mailboxes/Calendars: 

If applicable, re-establish any Shared Mailboxes you had prior to the move. 
                To add a shared mailbox that is already in the Office 365 to your Outlook Profile: 

                Select File>Account Settings>Account Settings 

                Select New 

                Type the primary email address of the shared mailbox into the email address field:  

                        (agencyacronym.sm.description@agencyacronym.ny.gov) 

                        No other data needs to be provided.  

                        Select Next 

You will be prompted for your user address and your password. You must delete the email address of the 

shared mailbox within the prompt and type in your full email address and your NYS password   

You will get prompted twice and you must do this twice.  
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