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Getting Started with CongressMail 
 

Before you can access your CongressMail account, please ensure that you have: 

 

 Your email address 

 Your default password 

 

To access your new account on the CongressMail system, follow these three simple steps: 

 

1. Login via your web browser 

2. Change your password, time zone and language 

3. Configure your computers and mobile devices 

 

 

 

1. Open your web browser and go to  

 

https://outlook.com/congressmail.com 
 

You will be presented with the Microsoft Office 365 sign in page: 
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2. Enter your email address and the default password that was provided to you. 

 

 
 

 

3. Click the Sign in button 

 

4. On the Update password screen, change the password to one of your choosing 

 

Password change guidelines 

 

o The Old password is the one that was provided to you 

o Your New password must be at least 8 characters long, and contain at least 1 uppercase letter, 

1 lowercase letter, 1 number and a special character 
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5. Click Save 

 

6. Set your language and time zone and click Save 
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7. After a few seconds your Inbox will be ready. You can now send and receive messages from your 

new CongressMail account! 
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Completing Your Profile 
 

The CongressMail system allows you to store details about yourself including a photo, contact details 

and information about your work or activities. It functions as an electronic business card and allows 

other persons on the email system to see and better connect with you. 

 

When you get your new CongressMail account, it is important to complete the ‘About Me’ section as 

this is the source for your photo and contact information others will see within Office 365. It is also 

important to keep it up-to-date. 

 

Completing the About Me section includes: 

 

1. Uploading a profile photo 

2. Adding relevant personal details 

3. Adding contact information 

 

 

 

1. Click the profile photo placeholder (top right of screen). A menu of options appears. 

 

 
 

 

2. Select About me 
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3. Click edit your profile 

 

 
 

 

4. Use the sections Basic Information, Contact Information and Details to add information about 

yourself 

 

 
 

 

5. Select Change your photo 
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6. Select Browse to find a suitable profile picture on your computer 

 

 
 

7. Click Save to add the picture to your profile. 

 

8. You can add information about yourself in the section labeled About me, and phone numbers and 

related details in the Contact Information section  

 

 
 

 

9. When you are finished, click Save and close to save the changes 
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10. Click OK when you get the message confirming the changes. 

 

 
 

Your CongressMail account will now show your profile picture and personal information 

 

 

 
 


