Savills China Information Technology

Office 365 Email Quick Start Guide

savills

E—AKTHRMEH

IT Service Desk
2017

Abstract: This document highlights the email operation on Outlook Web App in Office 365.
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Introduction 4

Savills Asia Pacific IT has formed a strategic partnership with Microsoft to provide the best of world in terms
of your day-to-day email operation.

TEEBS SRR IS BT, FRAHEH T8 —ARBI IR/ 24 office365.
Key benefits of Office 365 email (35T 365 [KHA>EER:E) -

 Mailbox with 100 GB of storage (I FIMI THE4E4H % 100GB)
e Anytime, anywhere access (R A W%, wlEEWZHTH I RGL AT RIIEFD

Prerequisite ¥ FH B2

Supported Browsers — latest version of Internet Explorer, Firefox, Chrome or Safari. (IE, Firefox ,Chrome

or safari F=ii i Y3 4% 1 B A A BE A F BT T R G A I D g

Any other browser or older version of above browsers cannot fully support Office365 with poor performance
and limited functionality (e.g. IE8 only connects in OWA Light mode in Office 365). (fEFA1H HIHR1E &4t 1,

| FRSCAS 00 0 25 P RE 2 JCiRAL FH AR 2 Thise . bLan:  1E8 W AE T il —LelST A 1 FA) ] 454

Office 365 Outlook Web App (OWA) E-FM T H I office 365 HFFH(OWA)

- To access the Office 365 OWA, click on this link https://outlook.office365.com (you can bookmark
this link in your browser for future use).

- Office365 OWA {115 il Hihi: https:/outlook.office365.com, i YU »

- Enter [YourUserID]@savills.com.cn as username and Savills password, click &3

NS A RS I E R



https://outlook.office365.com/
https://outlook.office365.com/
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EIMAEZFOERER
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] Office 365
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|You rID@savills.com.cn

T EHREERRS

FE BRI A2

- Ifitis your first time to login, one certification window will popup and please enter
China\YourUserID and Savills password again

- WMRERE-EXWARG, AREX)E, S AN D, R A AR A%

#A: China\YourUserlID and Savills password

Windows 224

TFE=EE) adfs.savills.com.hk,
-
|‘ #: China
[ oiEssnsiE

Email 44

The webpage of office365 ( Office365 (1) 3= 7t 1)
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. 1 . .
Office 365 3f)utlook A ? Feifeilu@Savil Q
ETIAS o Bk =R S =R EEv %Ev e e
A~ i a Eia Hi 6 Y All the Tasks associated to the request ID : 150947 have
LG 5 T SETERCEEE R, m]= been Closed.
BRI Service Desk
avils i i ills.asi P
= e 2 All the Tasks associated to the request | 17:03 (e ?ﬁ V‘Ee Desk <servicedesk@savills.asia> S z=mEs v
Dear Feifei Lu @ Savills, GZ, All the tasks assoc.. e S& 1703
B Feifei Lu @ Savills, GZ ¥
A~ @ = Service Desk
The task titled "New User Request (Elsa 17:03 Dear Feifei Lu @ Savills, GZ,
Fﬁ! Task details are Task Id = 11318 Created date
All the tasks associated to the request ID : 150947 have been Closed.

ARttt Service Desk
pe Al the Tasks associated to the request| 17:08

5 & Dear Feifei Lu @ Savills, GZ, All the tasks assoc...

]

Service Desk

The task titled "New User Request (Elsa 17:03
Task details are Task Id = 11318 Created date ...

Service Desk, CN 1

Network Maintenance from 8:00PM - 0 15:54
Announcement from IT Department : Network ...

John GQ Lu @ Savills, GZ
> THERLEEE 15:51
8 BEE Al Feifel Lu @ Savills, GZ ...

Service Desk

SLA escalation notification for request : 1! 15:17
This is a notification for request #151671 gettin...

eBusinessSupport-HPI@h...
PLS REVIEW: purchase request Purchase ( 14:27
User Comments: Purchase Order-GZ-170908-0...

1. Create a new message by choosing “ g . (5" B " rl LAe g — = e )

2. “ICfEF” - includes the folders in your mailbox. It may include other folders. (F] A& & 45
IR SCEIe, s WtEdE, CRIERRA: )

3. “HRIEHM AR “ in the Search mail and people box, type what you want to search for.
For example, type the name of a person you want to find messages from, or enter text that
you want to search for to find a particular message. (fE1t, A7 LA R — )R E R A 4 7,

BGRB8 R (5 B A HE )

4. Message list - Messages in the current folder are listed. (57 24§l #4328 52 (S 3 b B fg iy
7%

5. Reading pane - the conversation or message that you chose appears in the reading pane.
You can respond to any message in the conversation by using Reply, Reply all, or Forward

at the top of the message. CHI/FP sz 5 9mbH X, BEAT DAALBE AT FTIFBOHEA:, wkbls, kD

For detail Email operation on the web, go to Email Overview in Outlook Web App for Office 365.

(38 2 5 Bhii &5 Email Overview in Outlook Web App for Office 365)



https://support.office.com/en-us/article/Mail-in-Outlook-on-the-web-for-business-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Mail-in-Outlook-on-the-web-for-business-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5?ui=en-US&rs=en-US&ad=US
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Email Active-sync for mobile FHLEE4E [E5

Email synchronization to mobile devices is simpler with Office 365. You have to remove the existing mobile
sync account and re-do the setup again.

WARGRRERE SR HLIRAA R D DhRg, R E A R ELIAN RS, FEBRIAMRE, FHRE T,

Remark: Email Active-sync for mobile feature will be enabled only for user who has applied with
department’s head approval.

LM FPLIFE R RER T 28 2 3K 77 551 1 EHLERT !
For iOS

- Tap “Settings > Mail, Contacts, Calendars > Add Account > Exchange”. ({13 “¥% --> Ml -->
ik /1 --> ¥ nik 7 --> Exchange )

eeeec hETEEN 4G THF4:31 @ % 100% R  eeeec hEFEE) 4G T44:31 @ % 100%

[< s B ] <we e
9
iCloud iCloud

iCloud Drive, H[h. Safari, i#8 4 ...

& | @8Exchange |

- Enter [YourUserID]@savills.com.cn and Savills password, change the Description what you like,
tap Next.
- %\ YourUserlD@savills.com.cn #1 Savills password , #RJ54%F—3

BFi4 I c@savills.com.cn

Z2hg eccecccces
N Savills

- Waiting for a minute, below message will be pop-up, tap Continue.

- ERERZ RS TR, TRk aE
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Cannot Verify Server
Identity

The identity of
"autodiscover.savills.com.hk"”
cannot be verified by savills.
Review the certificate details
to continue.

Cancel

Details

Continue

- Select which item you want to sync and tap Save to finish.

- EBREREDETFVLENER, REAT Al BTt E .
BUH Savills =ik

e ' @

For Android

- Tap “Settings > Accounts > Add Accounts > Microsoft Exchange”.
- RPRIT ANRE “WE —> K —> #9in — Exchange 1k

- Enter [YourUserID]@savills.com.cn and Savills password, tap Manual Setup.

- HiA[YourUserID]@savills.com.cn and Savills password , fidi FhikE
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TEHEE@BO® - 178/s © 1623170% 17:35 FREE(E e 2.5K/s © 465511 69% B 17:35
&N Exchange MtF HAigE
QFENAFR, BIAJ5ERE Exchange tKFigE . B FHp
feifel lu@savills.com.cn feifei.lu@savills.com.cn
%5
feifei.lu@savills.com.cn
.......... fO)
Bra
feifei.lu@savills.com.cn
o)
.......... o)
IR3528
m.outlook.com
o |
447
Fings T4 =% T

- Input the following information for your account. (T {5 & 75 E4i \)

Email address: [YourUserID]@savills.com.cn (-7 1B 4F k)
Username: [YourUserlD]@savills.com.cn (H ' 44)
Password: Your Savills password (%14)

Exchange server: m.outlook.com (fk%5%%)

- Tap Next and wait for server authentication. (N —25 5 &£ 45 2%)

IR ERARSEEIRE.

BRiH

- The device may prompt for alert message for security control term, tap Activate to continue.

- RGN EEEIEEE D L, g CBIE”
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FEBE B8 28Ks© 48%M64% @) 17:45

REMEREEER?

B R

m.outlook.com fRS3REZRIESIFRITFZIZHIE
Android IRERIRLER2INEE .

B EIRERI AV BT BUTLATIRE:

IPRPRE 2R

RELEER, RESETALEEOST FHRTI L
FHiE.

REBMN

1EBIBREEH PIN BAAFKERTH .
RS
EERSRREROETRORY, NRGHREIE, 1
BEF B HFTARIE.

HliFF

EHER SRR

RERFEEENERE

EBIFEE. PIN B35

&=

REFEREINS
R RORARIZH IS,
IS miRtn

:dic ] A

Select the items you want to sync and change sync settings as you liked (e.g. Period of sync Email)
WFETREEDRBE, W #E KRN L, REERFE TP ERRE

TERES S > B0 - 0K/s® 8%164% @) 17:45
IKFIRE
BB B (5%)
EREICHBFRIRE BE1AE

© wElsranaTEDE
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