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Outlook Email FAQ’s 
 

 

Will I get a new email address? 

No, your e-mail address will remain the same as it is with GroupWise.  You’ll continue to use your current email and 
password and you do not need to worry about signing up for a new account! 

Will my email view be different? 

Not much, GroupWise and Outlook email home screens are very similar in appearance. Check out the view and 
customization tips here. 

How will I access the Microsoft Outlook Cloud platform? 

You can access Outlook in the cloud  at outlook.office.com.            

How do I access Outlook on my cell phone? 

Follow these steps to download and use Outlook on your phone: 

Android setup 
iOS setup 

If you need help with this process just contact LCIS Help Desk and we’ll be happy to help! 

How do I set up my signature in Outlook email? 

In Outlook for Windows, you can create one or more personalized signatures for your email messages. Your signature 
can include text, links, pictures, and images (such as your handwritten signature or a logo). 

You can add signatures manually to individual messages, or you can have a signature automatically added to every 
message that you send. Follow this link for step by step directions on how to set up your email signature. 

How do I assign proxy access to my email? 

In Outlook, proxy access is referred to as Delegate Access.  Read here for more on the functions of Delegate Access and 
how to make someone your delegate. 

Where can I find more training for Outlook? 

You can contact the LCIS Help Desk for help at lcishelpdesk@co.lucas.oh.us, 419-213-4037, or you can visit Microsoft 
Outlook Training web site. 

https://support.microsoft.com/en-us/office/customize-the-outlook-window-b3eb6e2f-727e-4fba-aaa2-1eb057cca45f
https://support.microsoft.com/en-us/office/customize-the-outlook-window-b3eb6e2f-727e-4fba-aaa2-1eb057cca45f
https://support.microsoft.com/en-us/office/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872
https://support.microsoft.com/en-us/office/set-up-an-outlook-account-in-the-ios-mail-app-b2de2161-cc1d-49ef-9ef9-81acd1c8e234
https://support.microsoft.com/en-us/office/create-and-add-an-email-signature-in-outlook-for-windows-8ee5d4f4-68fd-464a-a1c1-0e1c80bb27f2#ID0EDBF=Classic_Outlook
https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926
mailto:lcishelpdesk@co.lucas.oh.us
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca

