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Changing the mail server on the Mac Mail App to point to Office 365

After an Exchange email box has been moved to Office 365, the server settings in the Mail App need to
be changed to outlook.office365.com. This document shows how to change those settings. Note: The
first set of screenshots are from MacOS v10.12.4 (Sierra). Older versions of the Mail App have a slightly
different interface and are addressed in this documentation, as well.

1. Open the Mail App and click Mail>Preferences for the settings.
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User Name: @csn.edu

Password: essssssssss

Automatically manage connection settings

Advanced Exchange Settings

Outgeing Mail Account:  Exchange (Exchange) <]

2. Select “Accounts” tab and click “Server Settings”.
3. Uncheck “Automatically manage connection settings” and the Internal and External URL will
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User Name: *@csn.edu
Password: eessssssase

Automatically manage connection settings

Internal URL:  outlook.office365.com
External URL: | outlook.office365.com|

Advanced Exchange Settings

Outgoing Mail Account:  Exchange (Exchange) B

Save

4. Putin outlook.office365.com for the Internal and External URL and click Save. This will update
the Mail to point to the Office 365 servers.
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For older versions of the Mail App

1. Open the Mail App and click Mail>Preferences for the settings.
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Enable this account

Account Type: Exchange
Description: Exchange
Email Address: @csn.edu

Full Name: | F==——k

Internal Server: o
External Server:

User Name:

Password: |esesesreses

‘Outgoing Mail Server:  Exchange (Exchange)

Use only this server

2. Onthe Accounts tab under Account Information, the Internal and External Server will be greyed
out. Click “Advanced”. Uncheck “Automatically detect and maintain account settings” and click
the General tab up at the top. It will prompt you to save the changes. Click Save.
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Automatically detect and maintain account settings
Include when automatically checking for new messages
Automatically download all attachments

| Send large attachments with Mail Drop

Check with your system administrator before changing
any of the advanced options below:

Internal Server Path: EWS/Exchange.asmx

Internal Port: 443
External Server Path: EVWS/Exchange.asmx
External Port: 443 | ¥

| Allow insecure authentication
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If you don't save the changes, they will be lost.

Don't Save Cancel ave

Check with your system administrator before changing
any of the advanced options below:

Internal Server Path: EWS/Exchange.asmx

Internal Port:

External Server Path:
External Port: 443 | [

| Allow insecure authentication

Click on the Accounts tab and under Account Information; the Internal and External Server fields
are no longer greyed out. Type outlook.office365.com in the Internal and External Server fields.
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Account Type: Exchange
Description: | Exchange
Email Address: - 2@csn.edu

Full Name: | S

Internal Server: | outlook.office385.com

External Server:  outlook.office385.com

User Name: =@csn.edu
Password: |seesssscsas
Outgoing Mail Server: | Exchange (Exchange) a

Use only this server

4. Click on Advanced and recheck “Automatically detect and maintain account settings”. Click on

General and it will again prompt you to save changes. Click save and the servers are now
pointed to Office 365.



