
Updating Outlook Web App Email settings 

 
Note: If you are setting Outlook Web App for the first time please skip the first 6 steps 

 

1. Open Outlook Web App 

 

 

 

 

2. Select the settings bar 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Select the settings cog-wheel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. Select your email account 

 

 

 

 

 

 



 

5. Select change server settings 

 

 

 

 

 

 

 

 



 

6. Ensure Server is set to mail.toiohomai.ac.nz and domain/username has your email address 
entered as well as your current password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Downloading and setting up Outlook Web App 
1. Select “Play Store” 

 

 

 

 

 

 

 



 

2. In the search bar search for Microsoft Outlook  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Select install 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select Open 

 

 

 



5. Select Get Started 

 

6. Enter your email address and select continue 

 

 

 

 

 

 

 

 

 

 

 

 



7. Enter in your password and select the tick 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. It should automatically connect, if not then you can also enable advanced settings and enter 
in the server and domain/username as your email address manually as shown below 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9. Select Activate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Select Activate again 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11. If you do not have a PIN currently setup on your device then you will need to set one 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Select PIN then enter a 4 digit pin as shown below 

 

 

 

 

 

 

 

 

 

 



 

 

13. Select done 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



14. Select Skip 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

15. Select skip again 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



16. You will now be able to see your emails in your inbox 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. Emails can now be accessed through the Outlook Web App icon 
 

 

 

 


