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Steps on how to setup vour IPhone to receive Exchange E-malil

1. On your |Ph0ne tap on Settlngs

Settings

2. Once on settings scroll down and tap on Mail, Contacts, Calendars:

#0000 T-Mobile & 9:57 AM ¥ © % 94% )

Settings

@J iTunes & App Store
Passbook & Apple Pay Tap on Mail, Contacts Calendars

B Mail, Contacts, Calendars /
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3. Within Mail, Contacts, Calendars you will see:
#oocn T-Moble & BT AM 1@ F s .

£ Settings Mall, Contacts, Calendars

ACCOUNTS

Tap on Add Account

/

Here tap on Add Account you will see the following screen:

#0000 T-Mobile = 9:58 AM 7 0 i 93% mm)

< Mail... Add Account

Tap on Exchange
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4. Once you tap on Exchange you will see:

w0000 T-Maobile = 959 AM 7 @ 1 93% .
Here Enter your Mercy Email Address

o
EEE S JDoe@mercy.edu

Email Enter your Mercy Password
Password

Description __,___‘——-I Here put a description
Emall webdesk3@mercy.edu % Correct Format

Password essssssssssssssss

Description Exchange

5. Depending on your data signal you might be ask to enter the following information:

eeeeo Verizon LTE  11:51 AM o} mm)

Cancel Account Done

Enter your Mercy Email address

Enter Outlook.office365.com

Server outlook.office365.com [

Email Webdesks@mercy.edu-

Domain Enter your Mercy Username

Username  webdesk3@mercy.edu )
Enter your Mercy Password

Password eeeececcececee y

Description Mercy

Advanced Settings
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6. Click on Done. The next screen will display the different ways to manage your Mercy.edu
exchange account.

woooo T-Mobile F 10:02 AM - o % 92% -

Canecel Exchange Save

) wai
!] Contacts

Calendars

Reminders

i)
ABAAA

Motes

Note: You can choose which components you would like to sync by deselecting the ones
you do not wish to sync. Below is a screenshot of phone, which is set to only sync email.

eocooo T-Mobile = 10:02 AM 7 @ i 92%
< Mail... Exchange

EXCHANGE

Account webdesk3@mercy.edu

©
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Notes L
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7. Once you are done setting up your email address, the next step is to setup the security
policy:
¢ If you already have a passcode set and it meets the security policy requirements, the
system will let you check your email.
e If you already have a passcode set and it does not meet the security policy
requirements the system will ask you to change your passcode and make it
compatible with the policy requirements.
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8. You are done setting your Mercy.edu email account and you are in compliance with Mercy
College security policy.

Click on the home button and check your e-mail tapping on the Mail icon.

Tap on the Envelope to access
your email
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** Notice**

Please note that once you have a PIN or passcode set on your iPhone and you cannot
remember your password, the phone will go into a disabled state for 1 minute after the
7" failed login attempt. After 1 minute you can re-attempt to unlock your phone
however, each failed attempt moving forward will increase the phones disabled time to
5 minutes, then 10 minutes etc...

eeee0 Verizon LTE O W ) eeeec\Verizon LTE

IPhone is disabled iIPhone is disabled

try again in 1 minute try again in 5 minutes

** Disclaimer**

If you forget your iPhone PIN or password and you have an iCloud account you will
need to wipe your phone through iCloud in order to regain access to your iPhone. If
you do not have an iCloud account you can restore your device from iTunes.
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