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This guide will go through the steps required to install
the Osprey Outlook add-in for Office 365

The Osprey Approach Outlook add-in can be installed from Office.com, or directly from Outlook, and will
automatically be synced to all your devices.

Install from Outlook

To install the add-in, open Outlook, navigate to the Home tab and select All Apps.
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and select Add.
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Install from Office online

Go to https://outlook.office.com/mail/ and select More apps from the Home ribbon.
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Alternatively, open an email, click the Apps button.

() € Reply %\ Replyall * Forward

Fri 16/01/2026 16:56

Click Add apps
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and click Add.
The Office 365 add-in features the ability to export any emails and attachments.

To Export, select the email and click either Export Email or Setup Email buttons
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First time use

Enter your Osprey URL and credentials.

Sync emails with Osprey

Please enter the URL of your Osprey site and
log in to begin.

Your Osprey site URL™

Username or email *

Password * o

If this is the first time you've used the add-in you may be asked to configure your account. This may
not appear until you go to compose a new email.
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Before you can use this Outlook
Addin, you need to configure Osprey
to connect to your Microsoft account.

Please click the button below to
configure your account, and then
come back here to check your account
is set up correctly.

COMFIGURE ACCOUNT

CHECK AGAIN

Click Configure account to be taken to your Osprey site to sign in.

Once you have signed in, click New action button then email
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You will see a notice that your Microsoft account needs to be configured, click Continue to do so

Confirm

To send emails, we need to configure your Microsoft account.
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Would you like to do this now?

You will see a prompt from Microsoft, please click Start and sign into the Microsoft account you wish
to connect to Osprey.
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This screen enables you to set up a Microsoft email integration, which will allow you to
send emails via your Microsoft account within Osprey, and to enable Matter History auto-
filing.

When you click the button below, you'll be redirected to a Microsoft login page. You'll need

to grant permission to the Microsoft Graph APIL. Once you've done that, you'll be redirected
back to Osprey.

START »

Once successful you will see a confirmation screen

B® Microsoft

Your email integration has been set up successfully! From now on, emails you send through
Osprey will be sent from your Microsoft account.

Now you will be able to go back to Outlook and click Check again.



