@
I Information Technology
Services Centre

Connect to Office 365 Mail on MacOS platform

(This user guide suits MacOS 10.14.5 best for DUO 2FA enabled users and is applicable to
other version of MacOS with slight difference in user interface.)
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For enquiries, please contact ITSC

e Hotline: 3943 8845 (during office hours)
e Online Service Desk: http://servicedesk.itsc.cuhk.edu.hk

A. Set up Office 365 Mail Account on Outlook (ver 2016 or above recommended)

1. Open Finder > App Store > search Outlook e

App Store

Microsoft Qutlook
> Get Outlook [i SOt Outlook .

G Microsoft Qutlook
Connect and get things done [ insTaLL
> Install Outlook

2. Open the Outlook App, click Get Started Ii

Outlook

Welcome to Outlook
Before we begin, let's activate your licence.

Click Allow the notification from Outlook, Edit Tags “Microsoft Outiook” Notifications  Don't Allow
OR, click Don’t Allow to mute the notification. B e e e [ o ]
. . L Get started with
> ? -
Existing Office 365 Users? Sign in Office 365

Install Word, Excel, PowerPoint, Outlook and OneDrive
on your Mac or PC

[y Unlock the full Office experience on your tablets
and phanes

™ Get17TB of Onebrive oniine storage per user

Try free for 1 month

-5 I Existing Office 365 Users? Sign in l

Restore previous purchase
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Enter *CUHK Email Address BE Microsoft
. Sign in
Click Next. e

Mo account? Create one!

Enter
o *CUHK Email Address CUHK LO L 3
e OnePass Password
Click Sign in.

*CUHK Email Address
e Students: Student-ID@link.cuhk.edu.hk
e Staff, alias@cuhk.edu.hk
e Alumni: alumni-ID@link.cuhk.edu.hk

3A. password (DUO Mobile App — Push) CUHK LOGIN
For se‘curity‘ reason;, we reqn;lre additional information
Click Send Me a Push to verfy your account

DUO Notification will be prompt on your Remember me fo 12 hours
mobile. & DUO MOBILE now
Tap Login request Login request
Login request: CUHK LOGIN
OR
Open the DUO Mobile App on your mobile e =us
device, then tap on the notification message, a @ reauest viiog ap o Respons..

Login Request with the information of
requesting source is displayed.

About passcodes

Duo Mobile

Tap Approve.

Reminder: Duo Push is not available offline.
Please ensure you got a good Internet
connection when using this method. Or, you
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switch to log in with passcode which does not
required an Internet connection.

3B. password,passcode (DUO Mobile App —
Generate Codes)

You can get the passcode from your DUO
Mobile App. Open the DUO Mobile App on
your mobile device, then tap on the key icon
next to your account, a one-time passcode is
generated.

Click Enter a Passcode, Log in with DUO
passcode.

3C. password,bypasscode (Use a temporary
DUO Bypass Code)

In case you have problem with your mobile
(e.g. forgot to bring, malfunction, lost or
stolen) and cannot provide the 2nd factor for
VPN connection, you can generate a
temporary DUO Bypass Code by yourself via
DUO Self-Service Portal at
https://duo.itsc.cuhk.edu.hk.

Click Enter a Passcode, Log in with DUO Bypass
Code.

Bypass 2FA

Done.

AM, which ever occurs first
]

g ursd:

| Remaining Uses 20 time:
L

Please find your bypass code below, that will work for 20 times or expires on Thursday, 22 March, 2018 4:46

Bypass Code 273635110 ]
xpires Th

jay, 22 March, 2018 446 AM
s
1

4. Click Start Using Outlook

> Add your Email Address

You're Good to Go

Start Using Outlook

Outlook

We found one email account

Add Others
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Click Done to complete setup,
OR Add Another Account as you want.

> Got it.

Now you can use Outlook on your Mac.

tiook supy 1d accounts
Add Another Account

° Groups now available in the sidebar

alias@cuhk.edu.hk
has been added

Did you know?

B. Set up Office 365 Mail Account on MacOS Native Mail Client
1. Open Finder > Mail @
Select Exchange Choose a Mail account provider...
iCloud
Click Continue | @8Exchange]
Googler
YAHOO!

Enter

e  Make a name here for your Mail profile
(you can enter *CUHK Email Address)

e *CUHK Email Address

*CUHK Email Address
e Students: Student-ID@Ilink.cuhk.edu.hk
e Staff, alias@cuhk.edu.hk
e Alumni: alumni-ID@link.cuhk.edu.hk

> Sign in

> Sign in

Aol.

Other Mail Account...

? Quit

@8 Exchange

To get started, fill out the following information:

Name: | make a name here

|
1
1
1
|
1
1
I
I
|
1
1
|
1
I
1
1
I
1
1

| Email Address: CUHK Email Address

@8 Exchange

Sign in to your

account using Mi

Your email address will be sent to Microsoft to discover your Exchange account
information.

Cancel Configure Manually " Signin
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2. Enter as below. CUH K 0 L]

e *CUHK Email Address
e OnePass password

N

*CUHK Email Address

e Students: Student-ID@Ilink.cuhk.edu.hk :'m;:m:;r; ——————————————— ¥
o Staff, alias@cuhk.edu.hk : !
e Alumni: alumni-ID@link.cuhk.edu.hk ||~ -----=-==-==========--=
Click Signin.

For the users who enrolled DUO Two Factor Authentication (2FA), then input either
one of the following forms of password (3A, 3B or 3C), follow the format exactly the
same as shown:

3A. password (DUO Mobile App — Push) CUHK | OGIN
. %or selurity reason;, w; re‘q‘uire. add;ti;)r;;l information
C||Ck Send Me a Push to verify your account
9
Device: i0S) v
T
Enter a Passcode
DUO Notification will be prompt on your mobile. Remember me for 12 hours
Tap Login request &5 DUO MOBILE now
Login request
Login request: CUHK LOGIN
OR
Open the DUO Mobile App on your mobile i
device, then tap on the notification message, a e B+ =
Login Request with the information of @ ecvest waiing Top o Respona.

requesting source is displayed.

About passcodes

Tap Approve.

Reminder: Duo Push is not available offline.
Please ensure you got a good Internet
connection when using this method. Or, you
switch to log in with passcode which does not -
required an Internet connection. N >
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3B. password,passcode (DUO Mobile App —
Generate Codes)
You can get the passcode from your DUO
Mobile App. Open the DUO Mobile App on your | [CUHK [ OGIT
mobile device, then tap on the key icon next to S : (=]
your account, a one-time passcode is generated. v [Foe] — :
Click Enter a Passcode, Log in with DUO Devee: [ 2 | !
EEETTE (|| e
passcode. — -
3C. password,bypasscode (Use a temporary :""ass 2FA
DUO Bypass Code) m.m:m.ﬂ,ma,mm..wmm.mem,,mm,‘m.m.mm-.a
Bl e
In case you have problem with your mobile (e.g. CORK e '
forgot to bring, malfunction, lost or stolen) and \ e
cannot provide the 2nd factor for VPN .
connection, you can generate a temporary DUO 9 S |
Bypass Code by yourself via DUO Self-Service Device
Portal at https://duo.itsc.cuhk.edu.hk. ]
Click Enter a Passcode, Log in with DUO Bypass —
; P :
Code. r
[ st ]
Crmn T TTTTTTo !
S
4. Uncheck the item which you do NOT want to @8 Exchange
Use W|th thIS account Sjlein_he_apzsiou_letousewiththisaccount:
'a Q Mail :
I I
Click Done to complete the setup. 1@ e :
18 Calendars |
I I
Now you can use MacOS Mail client. LB
8 W |
Cancel Done
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