
 

 

 

 

How to: 

Sign into Outlook 

Introduction: The following guide will show you how to sign into the Outlook Application for 

the first time.  

Prerequisites: Prior to following this guide, please ensure that you have setup MFA (Multi-

factor Authentication) on your account.  

Step-by-step guide:  

1. Open the Start Menu at the bottom left of your screen 

2. Select “Outlook” from the tiles on the right 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Verify that the correct email address is listed in the “Email Address” Field 

Then select “Advanced Options” 
Checkmark “Let me setup my account manually” 
Select “Connect” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. In Advanced Setup, select “Microsoft 365” 

 

 

 

 

 

 

 

 

 

 

 



5. Sign in to your TU account and Authenticate with MFA (Multi-factor Authentication)   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Once successfully signed in, Select “OK” on the next prompt. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. On the final prompt, select “Close” 
Outlook will now open and generate your emails.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Finished. 


