Microsoft®

‘) Outlook:

Office 2007 to Office 2016 Upgrade
Outlook Account Configuration Guide

Once your VDI has been upgraded from Office 2007 to Office 2016, you will need to configure Outlook in order to continue
receiving email normally. Fortunately, the configuration process consists of clicking ‘Next’ button three times.

Please follow the simple procedure outlined below:
1. When you first log in to VDI, you will see the following message — click ‘Next’ to proceed:

Welcome to Microsoft Outlook 2016 @

Welcome to Outlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

< Back Cancel

2. Inthe next dialog box, make sure ‘Yes’ is selected and then click ‘Next’ to proceed:

Microsoft Outlook Account Setup @

Add an Email Account

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?
@ Yes
) No

< Back ][ MNext = ][ Cancel
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3. Finally, click ‘Next’ to finish the configuration process:

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts. |

@ E-mail Account

Your Mame; TestUserll

Example: Eller &dams

E-mail Address:  |TestUserll @weichertrealtors.net
Example: ellen@contoso.com

() Manual setup or additional server types

[ < Back ][ Mext > ][ Cancel ]

4. You can now start using Outlook 2016 normally. When sending new messages, please remember to double-check
names/addresses that auto-populate in outlook as previously cached information might be missing after the
upgrade.

IMPORTANT

It is possible for Outlook to display an error message related to Sonexis Conference Manager and ask to be restarted to
enable the add-in. If that is the case, acknowledge the error by clicking OK but DO NOT RESTART Outlook until the status bar
message stating ‘UPGRADE IN PROGRESS Your mailbox is currently being optimized...” disappears:

Send [ Receive View Add-ins Sonexis U Tell me what you want to da...
’_|. f e - % .
ljl - x Ignore | [EZ Meeting
% Clean Up~-
MNew  MNew Delete | Reply Reply Forward [ piore
Email Ttems~ 4o Junk~ All :
New Delete Respond Cuick Steps

o UPGRADEIN PROGRESS Your mailbox is currently being optimized. Performance may be affected while this one time optimization is in progress,

Once you restart Outlook, you should see Sonexis in the toolbar. You can now schedule new meetings through the calendar
and add Sonexis phone numbers by clicking on the ‘Audio’ button:

Insert Format Text Review i Tell me what you want t

x fQ Calendar T éB EFE L. Audio = .Elx |-=|- &
Delete 2, Forward ~ Appointment Sche.duling Sk}rFe Megting C.anc_el Addre
Assistant Meeting Options | Invitation Boo

Actions Show Skype Meeting Sonexis Att

ﬂ"r’l:uu haven't sent this meeting invitation yet.
This appointment is next to ancther one on your calendar.
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ISSUES WITH OFFICE ICONS PINNED TO TASKBAR

You may notice that Office icons on your taskbar look differently and that clicking on them presents an error:

PBI3413
AIRINC
Aleite Harvart
Athanky
AMS Info bl
M st g e Joe Lici
Re: Mahi

Items: 197 Unread: 1

-

Ch\Program Files\Microsoft Office\ Officel 2\WINWORD.EXE @ :

@ Windows cannet find 'CAProgram Files\Microsoft Office\, Officel 2WINWORD.EXE'. Make
= sure you typed the name correctly, and then try again,

In that case, you will be provided with an option to delete the old shortcuts. To ‘pin’ icons back to the taskbar, open the
desired applications, right-click on their icons and select ‘Pin to taskbar’.
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