CREATING NEW OUTLOOK OR HOTMAIL ACCOUNT

1. Creating a new Microsoft account:
e Goto Microsoft
e  "Create free account".
e Choose a username (this will be the part of your email address before the “@” symbol).
o  Select whether you want your email address to end with @outlook.com or @hotmail.com.

e  Follow the prompts to create your password and confirm your email address.

2. Adding the account to the Outlook desktop app:
e  (Open Outlook and select "File" > "Add Account".
e  Enteryour email address and select "Connect".
e If prompted, enter your password and select "OK".

e  Select "Finish".

3. Adding the account to the Outlook web version:

e  Gotothe Outlook web version Outlook Live

e  Signin using your Microsoft account credentials.

4. Adding accounts to the new Outlook for Windows (if applicable):
e Ifyou're using the new Outlook for Windows, you may see a "Try the new Outlook" toggle in the Mail app.
e Ifyoudon't see the toggle, manually type in the account and sign in.

e Select "Import Settings" or "Skip" as prompted.

Important Notes:

e Ifyou have two-factor authentication enabled on your account, you may need to generate an app password to add it to the

Outlook app.
e  You can add multiple email accounts to Outlook, so you can manage them allin one place.

e If you encounter any issues, consult Microsoft Support for troubleshooting steps.

Using the login information below you can log into your account from a browser or use it to set up your account in Email
Applications

USERNAME:

PASSWORD:

ESSENTIAL PAPERWORK - DO NOT THROW AWAY

TLP:GREEN


https://www.microsoft.com/en-gb/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook?ocid=cmmidy4nt6n
https://outlook.live.com/
https://www.google.com/search?sca_esv=75dd18850f6fd0ba&rlz=1C1CHBF_enUS1042US1042&sxsrf=AHTn8zqoU9LXNNttCsW6rq2E51qRyPx8iw%3A1747244796862&q=two-factor+authentication&sa=X&ved=2ahUKEwjrk8-LwqONAxUcEkQIHfWqPKgQxccNegUIvAEQAQ&mstk=AUtExfBJmvvsVEJtmQ_TI7m9McZM7A9C09Hj-u0AyJehhDEA8TsCurN1yHKtnwoBrJ3quU9fTC9zzmGA-urfFRFDGoCY9kpqcceehOk9pvfcz_jRby0oxvAoK5x5GH7jbA-Qtgfeby1YHuQqVFSxKVtu-YX33yo7QqXboaXXfdNSCb0JSkg&csui=3
https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-for-windows-6e27792a-9267-4aa4-8bb6-c84ef146101b

