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Getting More from Microsoft Office 365 (Part 1 of 3):  

Outlook Add-Ins 

 

What are “Add-Ins”? 

Microsoft has partnered with leading companies to build programs that help you get things done 

right from your inbox. These programs are called “Office Add-ins” in Outlook 2016 and Outlook 2019, 

and “Apps for Office” in Outlook 2013, and help you speed up the way you access information on the 

web.  For example, the Bing Maps add-in becomes available in an email that contains an address, 

and you can use it to check the online map for that location right from your email.  Some add-ins are 

installed by your email administrator, but you can install other ones from the Office Store. 

 

How do I get them? 

For PC users:  

1) In Outlook, click Home > Get Add-ins on the ribbon. 

2) On the Add-Ins for Outlook page, browse for the add-in 

you want by selecting All and scrolling through the list, 

or search for an add-in by using the Search box. When you find an add-in you want, review 

its privacy policy.  For free add-ins, use the toggle controls to turn them on or off. For paid 

add-ins and free trials, select Get it to finish your purchase. 

3) When the add-in is installed, go to File > Manage Add-ins or Manage Apps to make sure it's 

turned on. When you’re prompted to sign in, type the email address and password you use to 

sign in to Office programs. 

4) The add-ins that you have installed automatically appear in the gray add-in bar near the top 

of the message when there is data in the email that is related to the add-in.  When you're 

writing a new email message (Home > New Email), you can access other installed add-ins 

from the Message ribbon. 

For Mac users: 

1) In Outlook, click Home > Store on the ribbon.  
2) Follow step #2 from above 

3) The add-ins that you have installed automatically 

appear on your ribbon. They appear on the ribbon right 

next to the Store button. They also appear on the Message tab when you're reading or 

composing an email. 

 

What Add-ins are helpful for Commercial Real Estate? 

• DocuSign for Outlook: Enhance productivity by signing or sending any document from 

Microsoft Outlook 

• FindTime: Discover the easiest way to find time to meet with clients and customers 

• Concur Expense: Submit receipts for expense reporting right from your Outlook inbox 

• PayPal for Outlook: Start sending money the safer, more secure way…right through your 

email 

• Numerous contact and task management integrations including: Salesforce, Zoho, HubSpot, 

Asana, Wunderlist and Evernote. 


