Monash
Health

Quick Reference Guide (QRG)

M365 Synchronising Outlook Contacts to your mobile phone

or tablet device

You may not be able to view your contacts following your Outlook migration to Microsoft 365, follow
the steps in this QRG to restore viewing your contacts on your mobile phone or tablet device

NOTE: Synchronising occurs when connecting two accounts to transfer data between them. This
process is completed after you have downloaded the Microsoft Outlook Application and setup your

mail account on your mobile device.
On your mobile device

1. Open the Microsoft Outlook Application
and Select the "Photo" icon.
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2. Selectthe "Gear" icon.
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3. Under ‘Email Accounts” select “Office 365”
with your Monash Health email address
below it
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4. Switch ON toggle for "Save Contacts" and
select ‘Save to my phone’

541 @ & -

& Account info

() 640389@manashhealih.org
Office 365

Automatic replies
Off

Sync contacts @

Sync calendars @ @ |

Block external images @

Would you like to save your 934 Outlook contacts .
to your iPhone? Security
Save to my iPhone Suggested replies o
Report messages
Cancel s

1] 0 <

Apple Devices

Android Devices

ID 257 v2.1 20/10/2021



