
         Quick Start Guide: Outlook Desktop 
 

Setting Up: 

 

 

 

 

 

 

 

 

 

Step 1 - Open Outlook - Click on the Outlook Desktop 

icon on your Desktop or if it does not appear here click 

start and type ‘Outlook’. 

 

Step 2 – Enter your email – Enter your email address in the 

provided field and click ‘Next’. 

 

Step 3 – Enter your password – Enter your password and 

click ‘Next’. 

 

Step 4 – Allow Windows to remember your account – On 

this screen click ‘Yes’. 

 

Step 5 – Complete Setup – Click ‘Done’ and allow 

Outlook to complete setup by creating a local copy of 

your mailbox. (This may take a minute or two). 

 

 

 

 

Step 6 – First Time Setup – On first time setup you will be 

asked to try the new focused inbox. 
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