UWSA Harmony Project

Mac M365 Account Migration Instructions to Add Your @wisconsin.edu Account.

These instructions detail how to configure applications on Mac computers from a uwsa.edu account to a
wisconsin.edu account. Each application listed below will need to be signed in with the new
wisconsin.edu account.

Please do not begin using this document until April 22, unless specifically instructed to. If you
have any issues or questions, please contact the Help Desk. For more information please check the
Harmony Project Website.

Mac Computer Instructions to Migrate the Following Applications

A. Outlook — Adding your @wisconsin.edu account
(p.1)

i.  Outlook Add-Ins for Zoom, Adobe, etc.

ii. Delegates and Shared Mailboxes
Teams (p. 6)
OneDrive (p. 9)
OneNote (p. 10)
Word, Excel, PowerPoint (p. 11)
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A. Outlook — Adding your @wisconsin.edu Account

1. Open the Outlook Menu and choose “Settings”.
& Outlook File Edit View

l About Outlook ]
v New Outlook

é Settings... 8,
Work Offline

&  Turn Off Reminders
& Services >

: Hide Outlook
¢

Hide Others

Quit Outlook

2. Open “Accounts”
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3. Click Add
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4. Enter your NEW first.lasthame@wisconsin.edu email address.
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L] Add Account

0E & O Y

Add an Account

Enter your email address

Add your Microsoft 365, Outlook.com, Google, iCloud, Yahoo, IMAP,
or POP accounts.
Stay organized with your work and ;
- Email address
personal calendars in one place. )

N @ wisconsin.edu

Continue

Create new account

5. Click Continue

6. If you see this message, choose “Microsoft

365"
r. Add Account
Sorry! We couldn't find a match.
Please choose the provider for
HE @wisconsin.edu
SUPPORTED
Microsoft 365 Outlook.com Google iCloud
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Yahoo IMAP POP

7. Enter your password and check the box to “Keep me signed in”
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Connecting to IJ Office 365

Sign in with your account to access Microsoft Office 365

wisconsin.edu
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Sign In

n Unable to sign in

Username
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Password
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8. Click “Sigh in”.

9. Click “Done”.

10. You should now see both
accounts.

11. Set the new account to the
default.
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Default Account

N @wisconsin.edu
I @uwsa.edu e
kolson@uwsa.edu
k - @wW... Account description: HEEEEEEE @wisconsin.edu
“ k = n@wisconsi...
Personal information
Full name: (Y
E-mail address: (@ wisconsin.edu
Delegation and Sharing
Security
Directory Service
Set as Default
Move up
Reset Account
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After the new email address is confirmed to be working, the old account can be

removed. Outlook Signatures will have to be recreated.

Open the Outlook Menu on the top toolbar.

Choose Settings.

Open the Signatures and select the +

Name your signature.

In the signature field type your signature or paste an existing signature.

In the New Messages and Replies/forwards choose the signature name from the drop
down.
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9] Signatures
Show All

Edit signature:

Signature name Signature

Adele Vance
Marketing Manager, Contoso

“Make it a great day!”
+|—
Choose default signature:

Account: Adelev@contoso.com

New messages: None

(O o ff o)

Replies/forwards: None

B. Teams — adding your @wisconsin.edu account

1. Open Teams
2. Inthe top, right, click on your icon and choose “Add another
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UW System Admin... Sign out
]
KO El@uwsa.edu

View account C

® Offline >

® Set work location >

(5 Set status message >

© Add another account

3. Click “Create or use another account”.
X

Add another account

oK ‘
K @ wisconsin.edu

@ Create or use another account



4. Enter your new first.lastname@wisconsin.edu email address.

[ ] Microsoft Teams (work or school)

B® Microsoft
Sign in

I_@wisconsin.edd

No account? Create one!

5. If you haven't already logged into Outlook, you will need to enter your password.
To remove your old @uwsa.edu account from Teams, use the same menu to
log out. Outlook - Add-Ins for Zoom, Adobe, etc.

1. Open Outlook and click the “..” button on the top right.
2. Choose “Get Add-ins”

> Send ~ W Discard 2 Attach File () Loop Components
4. Signature >
From: .. & Sensitivity >
To:

¢ Check Accessibility

Subject: D My Templates
@ Viva Insights

AposBody) S 1 5 Av B I U S qffPols

Browse, add and manage Add-ins B Get Add-ins

Customize Toolbar...

3. Search for Zoom, Adobe, etc. Add as needed.

[ ) Office Add-ins

ADD-INS FOR OUTLOOK

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. | /O Zoom e
All Results for 'zoom'
My add-ins
Zoom for Outiook Boomerang Robin - Room
Admin-managed Extension ~ I Scheduling and Desk
ok gk % d Kk kT
Add a Zoom meeting to any Outlook #1 meeting scheduling and email Adds the ability to book a desk, search
calendar event. productivity tool. Inbox calendar for spaces by amenity and receive room
scheduling and email management. recommendations.
Required by your adminstrator Free Additional purchase may be required
@ racea . Add Add

Outlook — Delegates and Shared Mailboxes

1. Open Outlook and open the Tools menu in the top menu
bar.

2. Choose “Accounts”.



rofiles Tools Window Help

Sync ANEK
Automatic Replies...

Rules...
Junk Email Preferences

| Accounts..

Get Add-ins
y

. Okt: Keyboard Shortcuts
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Select your new account.
4. Click “Delegation and

Default Account | @wisconsin.edu

. _e. Office 365

I@wisconsi...

Account description: NS @wisconsin.edu
Personal information

Full name: ENE———
E-mail address: I Wwisconsin.edu

Delegation and Sharing
Security

Directory Service

5. Select either the “My Delegates” or “Shared with Me” section.

6. Click the “+”in the lower right corner.

7. ’Search for the account and click “Add”.

My Delegates = Shared With Me

Open these additional mailboxes:

Open Mailbox...

Cancel m
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C. OneDrive — adding your @wisconsin.edu account

1. Click on the OneDrive Icon in the top Menu toolbar.
2. Click the settings gear and choose Preferences.
@ B 6 wm =

@ OneDrive — UW System Admini... ©p

@ Your files are synced
Preferences

S

Export_Outlook

Available in Desk
02/21/2024

%

Send Feedback

Microsoft Tearr Get Help

Available in Desk
02/21/2024

© ®

Manage Storage

Global Tickets.!
E Available in Onel

02/21/2024

Pause Syncing

X 6

Quit OneDrive

3. Go to the Accounts section.
4. Click “Add Account”
() Account

2 B @& e

Preferences = Account Backup Network About

OneDrive — UW System Administration (immimmm@uwsa.edu)

1.7 GB of 1,024 GB cloud storage used Add an Account
Manage Storage  Unlink this Mac

5. Enter your new first.lastname@wisconsin.edu email and click “Sign In”.

[ ] Microsoft OneDrive

Set Up OneDrive

Put your files in OneDrive to get them from any device.

Email Address

{—@wisconsin.edu| ‘




6. Follow the login prompts and accept all the defaults.

To remove the old @uwsa.edu account, go back to the accounts section and choose “Unlink this Mac”.
O Account
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Preferences Account Backup Network About

OneDrive — UW System Administration (IS @uwsa.edu)

1.7 GB of 1,024 GB cloud storage used Add an Account
Manage Storage Unlink this Mac

D. OneNote — Adding your @wisconsin.edu account

1. Open OneNote.
2. Open the OneNote menu in the top toolbar.

3. Choose “Sign Out....
@ OneNote File Edit View Ins

l About OneNote ]
Preferences...

S Install OneNote Clipper... \
wr
M  Services >
) Hide OneNote

Hide Others

(o]
S

Quit OneNote

4. Click “Sign out”.
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Are you sure you want to sign out
of this account:
I @uwsa.edu?

This will sign you out of your account
and all connected services. Your account
and connected services will be removed

from view, but we'll finish syncing any
changes. To complete sign out, quit the

app.

5. Go back to the menu and choose “Sign In..”".

6.

7.

8.

Enter your new first.lastname@wisconsin.edu email address and click “Next”.
@] OneNote

" Microsoft
Sign in

I @ wisconsin.edy

No account? Create one!

Next

Enter your password and check the box to “Keep me signed

in”.
Click “Sign In”.

E. Word, Excel, PowerPoint — Adding your @wisconsin.edu account

1.
2.

Open Word, Excel, or PowerPoint.
Open the Word/Excel/PowerPoint Menu on the top
toolbar.

Choose “Sign Out...".
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& Word File Edit View Ins

® | About Microsoft Word
Update License

* Preferences...
| sonow.
Services >

Hide Word
H Hide Others
Show A

C Quit Word #¥Q

4. Click “Sign Out”.
5. To Sign in, click either the “Activate” or “Sign in” button.
& Word File Edit View Insert Forma & Word File Edit View Insert Forn
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Activate
: Open

6. Follow the login prompts.






