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How to Update Office for
Windows 10
How to update Microsoft Office on Windows 10 

Open any Microsoft Office document (Word, Excel, etc).  Make sure any important
documents are saved before proceeding.
Click on File at the top left corner of the document. 

Click on Account. 

https://kb.gracechurches.org/uploads/images/gallery/2022-04/office-widowas-1.png


Click on the Update Options box, left of Office Updates. 

https://kb.gracechurches.org/uploads/images/gallery/2022-04/office-windows-2.png


Click Update Now. 

https://kb.gracechurches.org/uploads/images/gallery/2022-04/ofice-windows-3.png


How to Update Office for
MacOS
How to update Microsoft Office on MacOS 

Open the applications store. 

Click on Updates. 

https://kb.gracechurches.org/uploads/images/gallery/2022-04/4-5-4.png


If an update is available for Microsoft office apps, either click the update button next to
each of the apps that you want to update or click update all in order to update all apps.  
Make sure all open documents are saved and closed before proceeding with this
step.
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Outlook | Calendar Group
Following in Inbox
Ever since we converted our Campus Staff groups (i.e. Bath, Medina East ) into Office365 groups,
some people have had issues with personal calendars being cluttered with calendar appointments
from the respective campus staff group, including PTO / OOO events. You can turn off this “auto
group calendar forwarding” feature by following Microsoft’s Outlook guide for the Windows app, or
the Browser app.

Outlook refers to this forwarding as “Follow in Inbox”. To stop following PTO events to your
calendar inbox, you will want to choose a different option than “All Email and Events” under the
“Group Settings” of your Staff Campus Group (picture below).. Turning this off in MacOS outlook
should be similar process to the Windows Outlook app. I personally have it set so that I only get
replies to me sent straight to my inbox. Then I can open the Group Calendar and add any staff
calendar events to my calendar as I need to.

https://support.microsoft.com/en-us/office/follow-a-group-in-outlook-e147fc19-f548-4cd2-834f-80c6235b7c36#ID0EBBF=Windows
https://support.microsoft.com/en-us/office/follow-a-group-in-outlook-e147fc19-f548-4cd2-834f-80c6235b7c36#ID0EBBF=Web


1. Open up Outlook, Goto Calendar, and choose your Campus Staff Group Calendar.

2. With your Group Calendar selected and highlighted, click on the Group tab

3. Click on Group Settings. 

4. You can choose a setting that makes sense to you. I personally only follow Replies to me, as
shown in the picture above.

https://kb.gracechurches.org/uploads/images/gallery/2022-07/image-1658156661773.png




Add delegate for your
Calendar, Mail, Contacts
Allow someone else to manage your mail and calendar
(microsoft.com)

Add and manage delegates in Outlook for Mac
(microsoft.com)

https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926
https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926
https://support.microsoft.com/en-us/office/add-and-manage-delegates-in-outlook-for-mac-49ba7631-1984-453e-8a8f-c78fd43475e4#:~:text=1%20On%20the%20Tools%20menu%2C%20click%20Accounts.%202,6%20In%20the%20Permissions%20box%2C%20...%20See%20More.
https://support.microsoft.com/en-us/office/add-and-manage-delegates-in-outlook-for-mac-49ba7631-1984-453e-8a8f-c78fd43475e4#:~:text=1%20On%20the%20Tools%20menu%2C%20click%20Accounts.%202,6%20In%20the%20Permissions%20box%2C%20...%20See%20More.


Add Shared Mailbox to your
Outlook
Someone on staff can give you delegate access to their email or calendar, or we can give you
access to a shared mailbox account so that you can manage the account's email (The account may
be either an offboarded user that was converted into a shared mailbox for the manager, or a
general account to receive emails for an application). Depending on whether you are trying to use
your delegate rights or directly access a shared mailbox, there are certain steps you may need to
take in order to be able to view these mailboxes / calendars.

If you were given Delegate Permissions to a Staff member's Mailbox, this mailbox will
automatically appear in the Outlook Client on Windows below your mailbox in the left
column of the program. This may take several minutes, but it usually occurs the next time
your restart Outlook or your computer.

If you are using the Outlook.com Web Client (Mail - Outlook (office.com)) or the
MacOS Outlook Client you will need to add the mailbox manually.

How to open a delegated mail account on MacOS Outlook: Open a shared
Mail, Calendar or People folder in Outlook for Mac - Microsoft Support
How to open a delegated mail account on the Outlook.com Web Client:
Access another person's mailbox - Microsoft Support

If you were given permissions to a Shared Mailbox, this mailbox will automatically
appear in the Outlook Client on Windows below your mailbox in the left column of the
program. This may take several minutes if it was recently shared to you, but it usually
occurs the next time you restart Outlook or your computer.

How to add shared mailbox on the Outlook.com Web Client: Open and use a shared
mailbox in Outlook on the web - Microsoft Support
How to add a Shared Mailbox on MacOS Outlook: Open a Shared or Delegated
Mailbox

Since the Windows Outlook Client will usually automatically add a shared or delegated mailbox
for you, normally you don't need to do anything on your end to view these mailboxes. However, if
you want to have the option to manually add a box, you can use this guide:
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-
afb79d6b-2967-43b9-a944-a6b953190af5#__toc370369831

https://outlook.office.com/mail/
https://support.microsoft.com/en-us/office/open-a-shared-mail-calendar-or-people-folder-in-outlook-for-mac-6ecc39c5-5577-4a1d-b18c-bbdc92972cb2
https://support.microsoft.com/en-us/office/open-a-shared-mail-calendar-or-people-folder-in-outlook-for-mac-6ecc39c5-5577-4a1d-b18c-bbdc92972cb2
https://support.microsoft.com/en-us/office/access-another-person-s-mailbox-a909ad30-e413-40b5-a487-0ea70b763081#__toc372388945
https://support.microsoft.com/en-us/office/open-and-use-a-shared-mailbox-in-outlook-on-the-web-98b5a90d-4e38-415d-a030-f09a4cd28207
https://support.microsoft.com/en-us/office/open-and-use-a-shared-mailbox-in-outlook-on-the-web-98b5a90d-4e38-415d-a030-f09a4cd28207
https://support.microsoft.com/en-us/office/open-a-shared-mail-calendar-or-people-folder-in-outlook-for-mac-6ecc39c5-5577-4a1d-b18c-bbdc92972cb2
https://support.microsoft.com/en-us/office/open-a-shared-mail-calendar-or-people-folder-in-outlook-for-mac-6ecc39c5-5577-4a1d-b18c-bbdc92972cb2
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5#__toc370369831
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5#__toc370369831


Example showing difference between your work EmailBox and
Shared Mailbox(es):



https://kb.gracechurches.org/uploads/images/gallery/2023-12/vbCimage.png




Download Outlook Emails
older than 1 year
By Default, the Outlook Client on Windows Desktop will only download emails from an Office's
user's account newer than one year. You can change this by changing the "Cached Exchange
Mode". Be warned though as this can cause Outlook to take a performance hit or have other issues.
This chance increases the more or larger email items you have.

To turn on Cached Exchange Mode, open Outlook. Go to File, Info, Account Settings, Manage
Profiles.

 

In the Mail Setup window, Click on Email Accounts...

https://kb.gracechurches.org/uploads/images/gallery/2024-05/r5yimage.png


In the Account Settings Window, double click on your Profile that you want to adjust:

Then check the box to enable Cached Exchange Mode. Adjust the slider to your preference
(carefully).
Examples: 
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https://kb.gracechurches.org/uploads/images/gallery/2024-05/Cfzimage.png
https://kb.gracechurches.org/uploads/images/gallery/2024-05/Z6Kimage.png

