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Mobile Phone Setups 
 

Setup for Android S8 Phone: 
 
Configuring your hosted mailbox on either an Android phone or tablet utilizes the same steps. Before getting started please 

ensure an active network connection via 3G/4G/LTE/WiFi etc. 

1. Open the "Settings" window 

2. Go down to and tap on "Cloud and Accounts” 

3. Tap on "Accounts” and then tap on "+ Add Account" 

4. From the Add an account window tap on “Microsoft Exchange ActiveSync” 

5. Type in your full email address and password received via email on August 20th and tap "Next".  

6. Type in your password provided and tap "Sign in". 

7. The mobile device will attempt to retrieve account information. You may be prompted with a certificate warning. Press 

“Continue”  

8. Receive prompt “Couldn’t verify account” Press Ok 

9. For Domain\Username, delete what is in the box and type in your full email address. 

10. Your password should already be populated from step 5. 

11. For Server, delete what is in the box and type in: outlook.office365.com 

12. Use secure connection (SSL) should be checked. 

13. Tap "Sign in" and the settings will be verified. You will now be prompted to allow remote security features. Please tap 

"Apply"  

14. On the next screen tap "Activate" to finalize setup. 
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Set up for iPhone 7: 

Configuring your hosted mailbox on either an iPhone or an iPad utilizes the same steps. Before getting started please ensure an 

active network connection via 3G/4G/LTE/WiFi etc. 

1. From the home screen, tap "Settings". 

2. Scroll down and tap on "Accounts and passwords". 

3. Tap on "Add Account". 

4. Tap on "Microsoft Exchange". 

5. Now you will be requested to fill out the following fields:  

Email: <Your full email address>  (This is now considered your username) 

Description: BluMetric 

6. Tap "Next" at the top right of the screen and your mobile device will connect to the Server. Then select the “Sign In” option. 

See Figure 1 below as reference. It will then redirect to the Microsoft login service. 

Figure 1: Step 6 - Select "Sign In" 

 

7. It will then prompt to select the account type. Choose account type “Work or school account”. See Figure 2 below. 

Figure 2: Step 7 - Select Work or School Account 

Username 
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8. Next screen will prompt you for the password. Enter password received on August 20th and then press “Sign In” 

9. Once completed you will see a screen allowing you to turn ON/OFF the following: 

 

Mail 

Contacts 

Calendars 

Reminders (iOS5) 
 

Mail and Reminders will be turned on by default. Please note that when turning on Contacts and Calendars you will receive a 

prompt asking you what you would like to do with your existing local contacts/calendars on your iPhone/iPad. Please ensure to 

select "Keep on My iPhone". This will keep all your existing information in addition to allowing access to new information via 

your hosted mailbox.  

 

10. Once your selections have been made please tap "Save" at the top right of the screen to add the account. 

 

NOTE: IF YOU ARE PROMPTED FOR THE SERVER NAME AT ANY POINT, PLEASE ENTER 

OUTLOOK.OFFICE365.COM 
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Hosted mailbox for Blackberry KeyOne/2: 
 

Configuring your hosted mailbox on a Blackberry KeyOne/2 can be completed using Exchange Activesync. Before getting 

started please ensure an active network connection via 3G/4G/LTE/WiFi etc. 

1. Launch BlackBerry Hub. 

2. Swipe from the far left to the right to pull out the side menu. 

3. Tap the + Add Account option at the bottom left. 

4. Under Account Setup input Exchange email address. 

5. Next tap Manual Setup. 

6. Choose account type Exchange ActiveSync. 

7. Some information will preload on next screen. 

8. Type in your full email address and password provided  

9. Hit Next and proceed through prompts finish account integration in BlackBerry Hub. 

 

 

 

 

 

 

 

Web Access: 
Your Office 365 mailbox can be accessed via any web browser using the following URL: https://login.microsoftonline.com/ 

For user name please enter your full email address, ie. name@company.com. For Password please enter the password originally 

provided. 

 

 

 

 

 

 

 

IF YOU HAVE ANY QUESTIONS REGARDING YOUR HOSTING ACCOUNT, 

FEEL FREE TO CONTACT OUR SUPPORT TEAM AT ANY TIME. 
 

https://login.microsoftonline.com/
mailto:name@company.com

