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2 DOCUMENT VERSION HISTORY AND SUMMARY

Verzija

Datum spremembe

Avtor

1.0

28.06.2022

Nejc Repse, Sebastjan Verbanec




3 PURPOSE OF THE DOCUMENT

The document is intended to facilitate access to e-mail for students of the University of
Ljubljana. Following these instructions, users can independently set up clients to access the
University of Ljubljana's e-mail.

Instructions for accessing the e-mail included in the document:
- Microsoft Outlook on the Internet (OWA)

- Microsoft Outlook O365 o Microsoft Exchange mode inside and outside the domain
environment o Adding shared mailboxes inside and outside the domain environment.

- Mac OS X o Mail application o Outlook application

- iPhone, Android and Windows mobile devices



4 GENERAL INSTRUCTIONS FOR ACCESS TO ELECTRONIC MAIL

4.1 Access to e-mail

Email can be accessed in a number of ways:
o Via the Outlook 2019 client or Office 365 that you install on a PC or laptop.

o Via other messaging applications: e.g. Mail, Thunderbird. Other messaging applications
are supported by University Information Technology Services to the best of our ability.

o Via Outlook on the Internet: https://outlook.office.com/.

o Via mobile devices: Android, iPhone/iPad, and Windows Phone.

4.1.1 Outlook on the Internet

About Outlook on the web: https://outlook.office.com/. Outlook on the web is
accessible via web browsers: Internet Explorer, Google Chrome, Microsoft Edge, Mozilla
Firefox.

4.1.2 Outlook 2019 client

Install the Outlook 2019 client on a PC or laptop. It is recommended to use the latest
version of the Outlook client, which is best matched with the University of Ljubljana
Exchange server. For Microsoft Exchange Mail Scanning setup, the settings will be set
automatically.

4.1.3 Mobile devices

Via mobile devices: Android, iPhone/iPad and Windows Phone. The connection of the
mobile device to the messaging system depends on the type of the mobile device.

User name: The user name must be entered without a domain (e.g. only ab1234) or with a
domain (e.g. ab1234@student.uni-lj.si) or in the domain/user format, depending on the
type of mobile device.



5 WEB ACESS TO OUTLOOK

Outlook on the Web is accessible via web browsers to access messages, calendar, contacts and tasks. It is
available at the following link: https://outlook.office.com/.

Instructions for access:

1. Open a web browser (e.g. Internet Explorer, Google Chrome, Microsoft Edge, Mozilla Firefox).
2. Access the link https://outlook.office.com/.

3. Enter the username in the format ab1234(@student.uni-lj.si and the password.

4. The login page looks like this:

Outlook

B Microsoft
Sign in
to cantinue to Cutlook

abl234@student.uni-lj.si

Mo account? Create onel

Can‘t access your account?

@, sign-in options

5. When you enter your username, you will be redirected to the University of Ljubljana website.
6. Enter the username in the format ab1234@student.uni-li.si and the password

Univerza v Ljubljani
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Sign in
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6 MICROSOFT OUTLOOK 2019

1. Open Outlook, where the following window appears, in which you enter your user name (e.g.
ab1234(@student.uni-lj.si).

2. Click the "More options" button and select the setting "I will set up my account manually" and
then the "Connect" button.

e Outlook

E-poitni naslov

abl1234@studentuni-lj.si

Dodatne moznosti ~

| Svoj racun bom nastavil roéno

Ali nimate rauna? Ce Zelite zaceti, ustvarite Outlook.com e-postni naslov,

3. Select "Exchange".

[ﬁ Outlook
MNapredna nastavitev

3 R &K &

Microsoft 365 Outlook.com Exchange Google

I e B = 4

POP IMAPR Exchange 2013
ali nowvejsi

Mazaj
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4. Enter your username (e.g. ab1234(@student.uni-li.si) and password

Windows Security

*
Microsoft Outlook
Vzpostavljanje povezave s streZznikom ab1234@student.uni-lj.si

R ab1234@student.uni-lj.si

(211X}
Remember my credentials
OK Cancel
5. Drag the slider to the right and click "Next".
3

Exchange Mastavitve racuna
abl234@student.uni-lj.si

Nastavitwe brez povezave

~/| Uporabite predpomnjen Exchangeev naéin za prenos e-poite v Outlookova
podatkovno datoteko

Prenesi e-poéto za zadnjih:

Vse

4. Click the "Done" button.

=
E Outlook

Racun je bil uspeino dodan

Preden bodo te spremembe zaéele veljati, boste maorali znowva zagnati Outlook.

Dokonéano
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6.1 OFFICE 365

Office 365 is accessible online via web browsers to access messages, calendars, contacts, and tasks. It is
available at the following link: https://www.office.com/.

Instructions for access:

1. Open a web browser (e.g., Internet Explorer, Google Chrome, Microsoft Edge, Mozilla Firefox).

2. Access the link https://www.office.com/.

3. On the login page, enter the username in the format ab1234@student.uni-lj.si and click Next.

Outlook

B® Microsoft
Sign in
to continue to Outlook

abl1234@student.uni-lj.si

No account? Create one!

Can't access your account?

@\, sign-in options

4. Once you have entered your username, you will be redirected to the University of Ljubljana website.
Here, enter your username in the format ab1234(@student.uni-li.si and your password and click "Login".

Univerza v Ljubljani
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7 MAC OS X OPERATING SYSTEM

7.1.1 Mac OS X Mail application

1. Select "Internet accounts" in the preferences.

System Preferences

2. Select "Exchange" and then enter your data, i.e. name and username in the format
ab1234@student.uni-lj.si.

To get started, fill out the following information:

Name: ab1234

Email Address: ab1234@student.uni-lj.si

Cancel

10
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3. The following window appears, where you select "Sign In":

Sign in to your Exchange account using Microsoft?

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

Cancel Configure Manually Sign In

4. Then enter your username in the format ab1234@student.uni-lj.si and your password.

Univerza v Ljuebljcarzi

Sign in

abil2349@student.uni-lj.si

5. Select "Accept".

Permissions requested

Apple Internet Accounts
|Apple Inc. [

This app would like to:

. Access your mailboxes
o Access your mailboxes

-~  Sign you in and read your profile

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms for
you to review. You can change these permissions at
https:/fmyapps.microsoft.com. Show details

Does this app loock suspicious? Report it here

Gancel

Cancel

6. Select any applications and click "Done".

11


mailto:ab1234@student.uni-lj.si

Select the apps you want to use with this account:

v Mail

A}
v \ Contacts

12



7.2 Mac OS X Outlook application

1.

Open the Outlook application and click the "Sign In" button.

Sign In to Activate Office

Sign in with the Microsoft account that you used to purchase
Office or with the account assigned to you by your work or
educational institution.

2. The following window appears, in which you must enter your username (e.g.
ab1234(@student.uni-lj.si)

B Microsoft
Sign in
ab1234a4@student.uni-lj.si

MNo account? Create one!

MNext

ES2022 Microsoft Privacy statement

13
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3. You will be redirected to the login page of the University of Ljubljana, where you enter the username in
the form ab1234(@student.uni-li.si and the password.

Qutlook

Univerza v Ljubljani

Sign in

ab1234@student.uni-lj.si

(LR LLLE L]

V portal se vpisite s svojim domenskim uporabniskim imenom.
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8 PHONE IPHONE

8.1 iPhone mail application (iOS 10.1)

=

Recommendation: it is recommended that you do not install the Exchange server access account on the
primary clients of the mobile devices, but on the dedicated Outlook application, as the operation of this
client is better adapted to the Exchange server.

1. Select "Settings" and then "Mail" on your mobile device. Click on the "Contacts" tab and then
"Calendar" where you select "Add account”.
2. Select "Exchange".

Welcome to Mail

& iCloud

Exchange

Email

Description

15
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4. Click the "Sign In" button.

Sign in to your “student.uni-
lj.si” Exchange account using
Microsoft?

Your email address will be sent to

Microsoft to discover your Exchange
account information.

5. Enter the username (e.g. ab1234(@student.uni-li.si) and the password

Univerza v Ljubljani

Sign in

ab1234 @student.uni-lj.si

V portal se vpiSite s svojim domenskim uporabniskim imenom.
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6. When the following window opens, press "Continue".

09:36 -

@ login.microsoftonline.com

B® Microsoft
ab1234@student.uni-lj.si

Are you trying to sign in to Apple
Internet Accounts?

Only continue if you downloaded the app from a store

or website that you trust.

7. Select here which applications you want to access with your e-mail address.

Exchange

D]

. Contacts

s Calendars
. Reminders
. Notes

Mail Privacy
Protection

Mail Privacy Protection works by hiding your IP

address and loading remote content privately

in the background, even when you don’t open

the message. This makes it harder for senders
to follow your Mail activity.

Protect Mail activity

Don’t protect Mail activity

IP add ]

9. After the last step, your email address is set up.

17



8.2 iPhone Outlook application

The application can be downloaded from the "APP Shop" - Apple devices or the "Play Shop" - Android
devices.

1. Launch the application, enter the username in the format ab1234@student.uni-lj.si and click "Add

account”.

Add Account

ur work or p

abl1234@student.uni-lj.si

return

2. Select "Office 365".

Add Email Account

Select your

2. Enter the username again in the format ab1234(@student.uni-lj.si.

18
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B® Microsoft

Sign in

ab1234@student.uni-lj.si

No account? Create one!

Q) Sign-in options

Done

AN N
danoonann
BE00OEG8080
- BH00N0EE -
= o HENEE -
e

4. Authentication with "Open Authenticator” is required

5. Re-enter the username again in the format ab1234(@student.uni-lj.si.

19
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11:12

< Outlook

all T )

Cancel Get Codes

J Office 365

B Microsoft
Sign in

ab1234@student.uni-lj.si|

Can't access your account?

Q\  sign-in options

6. After registration the postbox will be added.

Univerza v Ljubljani

Vpis

ab1234@student.uni-lj.si

Geslo

V portal se vpisite s svojim domenskim uporabniskim
imenom.

® 2018 Microsoft

i (@] <
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9 ANDROID PHONE

9.1 Outlook application

Recommendation: it is recommended that you do not install the account for accessing the Exchange
server on the primary clients of the mobile devices, but on the dedicated Outlook app (the settings are the
same as for the Apple devices), as the operation of this client is better adapted to the Exchange server.

1. Launch the app and click "Add account".

10:09 ol 36% &

Dobrodosli v Outlooku

Zasnovan za delo s priljubljenimi
napravami Samsung

DODAJANJE RACUNA

USTVARITE NOV RACUN

2. Select "Office 365".

10:37 &

Lo Izberite vrsto racuna

Microsoft

Office 365 Outlook Exchange
Baiga
74 e
w4 D e
xahoo ictoud Google
IMAP POP3

Ali zelite pomoé&?
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3. You will get to the login page of the University of Ljubljana, where you enter the username in the form
ab1234(@student.uni-lj.si and the password.

Univerza v Ljubljari

Vpis

abl1234@student.uni-j.si

Geslo

V portal se vpisite s svojim domenskim uporabniskim
imenom.

® 2018 Microsoft

i () <

4. After login the postbox will be added.

NOTE: It is a known case that during the initial setup of the client to connect to the Exchange server, the
account was not synchronised if a connection over a mobile data network (LTE, 3G...) was used for the
connection. The problem was solved by connecting the smartphone to the Internet via a WiFi network
(Eduroam in this case), but not via the mobile carriet's data network.
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