
Microsoft 365 (Windows OS)
Microsoft 365 (Android)
Microsoft 365 (iOS)
Microsoft 365 (macOS)

Microsoft 365 in 
Outlook



 

Launch the Outlook application on your computer.

 

 

Microsoft 365 (Windows OS)
Open Outlook:

Add Account:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/0rChpTrte3DQkwJP-Startup-Page.png


 

 

In the new window, select Email Account and click Connect.

 

Enter Account Information:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/yX07Q6O9XgenQq5A-Outlook-Startup-(002).png


 

Enter your Name, Email Address (your Microsoft 365 email address), and Password.
Click Next. Outlook will automatically try to configure the account.

 

If prompted, enter your Microsoft 365 password and click OK.
In some cases, you might be redirected to a Microsoft login page. Enter your email address

and password there.

Authenticate

https://kb.barweb.net.au/uploads/images/gallery/2025-02/DQxEHfvIyI2PehU0-Outlook-Account-Successully-added.png


Once Outlook has successfully configured your account, click Finish.

If you don't see your emails immediately, restart Outlook. It should now sync with your 
Microsoft 365 account.

 

 

 

 

Finish Setup:

Restart Outlook (if necessary):

https://kb.barweb.net.au/uploads/images/gallery/2025-02/knQjyeDEe0v6jftz-E-mail.png


Sign In:

Tap on Add Account > Sign in with Microsoft 365 Account 

Enter your email address and tap Next.
If prompted, enter your password 

 

Microsoft 365 (Android)
Install Outlook App:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/d2ad9FEpXeRLWj4K-Selected-photo-(5).jpg


Follow any additional verification steps (such as two-factor authentication if 

enabled).

https://kb.barweb.net.au/uploads/images/gallery/2025-02/rIwnQQqqvlTkuzMk-Selected-photo-(6).jpg
https://kb.barweb.net.au/uploads/images/gallery/2025-02/L8Pa0MEzx1wxtxcL-Selected-photo-(7).jpg


 

 

Complete Setup:

Once signed in, Outlook will automatically sync your emails, contacts, and calendar 

from the added account.

 

 

https://kb.barweb.net.au/uploads/images/gallery/2025-02/Vmt6pBzWf54BNnAg-Selected-photo-(9).jpg


Sign In to Microsoft 365 > Get Started > Enter your Microsoft 365 email address

 

 

Tap Add Account.
Enter your password and tap Sign In.

 

Microsoft 365 (iOS)
Open the Outlook App:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/VURzhO1CmPzLmMsA-Start-Up-page.png


Allow Permissions:

You may be prompted to allow Outlook to access your contacts, calendar, and notifications. Tap 
Allow to grant these permissions.
If you have Multi-Factor Authentication (MFA) enabled, you will be prompted to verify your 
identity through your preferred MFA method (e.g., Microsoft Authenticator app, SMS, or phone 
call).

 

https://kb.barweb.net.au/uploads/images/gallery/2025-02/5SnsKR6IrM85nY63-Add-account.png


Once setup is complete, you'll see your Microsoft 365 email inbox and other folders in the 
Outlook app.
You can access your calendar, contacts, and other features integrated into Microsoft 365 
directly from the app.

Access Your Microsoft 365 Data:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/Qa6xJqM2KH45rENi-Add-more-account.png
https://kb.barweb.net.au/uploads/images/gallery/2025-02/y900qYEFNrhck9K6-Access-your-mailbox.jpg


 

 



Once the app is installed, open Outlook from your Applications folder or Launchpad.

Click the Apple icon in the top-left corner of your screen.
Select System Preferences from the dropdown menu.

Microsoft 365 (macOS)
Open Outlook:

Open System Preferences:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/Y3N1hTSkxcyNvti8-Outlook-.png


 

 

 

 

In the System Preferences window, click on Internet Accounts. This is where you manage 
email accounts and services like Google, Yahoo, Microsoft Exchange, and others.

Go to Internet Accounts:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/pJGg0vb2icNoCnSX-System-preferences.png


Add a New Account > Select Outlook or Exchange:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/BeQyFhMHNB0WCLiI-Outlook-Accounts.png


Enter Your Outlook Email > Enter your Microsoft 365 email address > Enter Password

https://kb.barweb.net.au/uploads/images/gallery/2025-02/u3aJ0ukV1FVDyiEd-Add-outlook.png


 

https://kb.barweb.net.au/uploads/images/gallery/2025-02/D8NY4UZ7wqJCOC5q-E-mail-account-.png


After selecting the apps to sync, click Done.
Your Outlook (Microsoft 365) account is now added to macOS and will sync with the Mail, 
Contacts, and Calendar apps.

Complete Setup:

https://kb.barweb.net.au/uploads/images/gallery/2025-02/p6T0PM7kxbauEGeA-Password.png
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