EIFULLERTON

Accessing Outlook on the Web for Office 365

This article covers how faculty and staff can access their campus Office 365 email
on the web.

Choose the way you want to access Outlook on the Web to
see instructions on how to use that method.

Access using your portal

1. Log in to your campus portal.

View instructions on how to access your campus portal.

2. Click on the Faculty/Staff email icon.

A. Click on the Faculty/Staff email icon at the top right of the portal homepage.

B. Note that the Student email icon may appear if you also have student access; you
can hover over the button to check which email account each button will take
you to.
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3. Enter your campus email address and password. Then click Sign
In.

CSUF Faculty/Staft
Authentication

Sign in with your username and password

o larthur@fullerton.edu

O

Enter your campus email address (e.g., tuffytitan@fullerton.edu).

Enter your campus password. This is the same password you use to log on to the
campus portal.

C. Click Sign In.

@ >

4. You'll be prompted to authenticate with Duo.

@ New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students
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Check for a Duo Push

Verify it's you by approving the

notification...
Sent to "Lori iOS" (see-ees- 1212)
Other options
Need help?

Remember you can use Other options to choose another way to
authenticate with Duo.

5. If prompted, you can choose whether or not you want to stay
signed in.

@ If you will be using this computer/device again, you can click Yes to avoid
having to sign in again.
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Stay signed in?

Do this to reduce the number of times you are asked

to signin.

D Don't show this again

Mo

6. You're done!
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You're now logged in to Outlook on the Web. Continue reading for some tips on
using Outlook on the Web.

Access using Login to Email page

1. Open a web browser to the Login to Email page.

Mew Tab »

C | O emailfullerton.edu

Open a web browser to the Login to Email page.

2. Click on Email Login under Faculty/Staff Login.

Email
FACULTY/STAFF LOGIN

Email Logine

Forgot Your Password?
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3. Enter your campus email address and password. Then click Sign
In.

CSUF Faculty/Staft
Authentication

Sign in with your username and password

o larthur@fullerton.edu

O

Enter your campus email address (e.g., tuffytitan@fullerton.edu).

Enter your campus password. This is the same password you use to log on to the
campus portal.

C. Click Sign In.

@ >

4. You'll be prompted to authenticate with Duo.

@ New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students
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Check for a Duo Push

Verify it's you by approving the

notification...
Sent to "Lori iOS" (see-ees- 1212)
Other options
Need help?

Remember you can use Other options to choose another way to
authenticate with Duo.

5. If prompted, you can choose whether or not you want to stay
signed in.

@ If you will be using this computer/device again, you can click Yes to avoid
having to sign in again.
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Stay signed in?

Do this to reduce the number of times you are asked

to signin.

D Don't show this again
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6. You're done!
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You're now logged in to Outlook on the Web. Continue reading for some tips on
using Outlook on the Web.

Access using Microsoft's Outlook login page

1. Open a web browser to Microsoft's Outlook login page.

/= Sign in to yaufmw:’

- C' [I https://outlook.office365.com/

Open a web browser to Microsoft's Outlook login page.

2. Choose which option appears for you.

| see a "pick an account" screen

1. If you have used this link before, you may see your CSUF account
already listed. Click on your account.

@ If you do not see your CSUF account listed, click Use another account and
then follow the instructions below to sign in to your CSUF account.
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e Microsoft

Pick an account

to continue to Outlook

larthur@fullerton.edu

ittraining@fullerton.edu

—I— Use another account

2. Enter your campus password. Then click Sign In.

(A
Ox=x

CSUF Faculty/Staft
Authentication

Sign in with your username and password

larthur@fullerton.edu
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A. Enter your campus password. This is the same password you use to log on to the
campus portal.

B. Click Sign In.

3. You'll be prompted to authenticate with Duo.

@ New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students

Check for a Duo Push

Verify it's you by approving the
notification...

Sent to "Lori iOS" (eee-00e-1212)

)

Other options

Need help?

Remember you can use Other options to choose another way to
authenticate with Duo.
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4. If prompted, you can choose whether or not you want to stay signed
in.

@ If you will be using this computer/device again, you can click Yes to avoid
having to sign in again.

Outlook

BT Microsoft

larthur@fullerton.edu
Stay signed in?

Do this to reduce the number of times you are asked
to signin.

|:| Don't show this again

MNo Yes
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5. You're done!
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You're now logged in to Outlook on the Web. Continue reading for some tips on

using Outlook on the Web.
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| see a sign-in screen asking me to enter my email address

1. If prompted, enter your campus email address. Then click Next.

Outlook

B8 Microsoft

Sign in

to continue to Outlook

0 larthur@fullerton.edu

Can't access your account?

Sign in with a security key ()

Ox=.

A. Enter your campus email address (e.g., tuffytitan@fullerton.edu).
B. Then click Next.
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2. Enter your campus password. Then click Sign In.

A
O=xx

CSUF Faculty/Staft
Authentication

Sign in with your username and password

larthur@fullerton.edu

A. Enter your campus password. This is the same password you use to log on to the

campus portal.
B. Click Sign In.

3. You'll be prompted to authenticate with Duo.

@ New to Duo?

View Duo guides for Faculty/Staff/Emeriti

View Duo guides for Students
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Check for a Duo Push

Verify it's you by approving the
notification...

Sent to "Lori iOS" (eee-see. 1212)

)

Other options

Need help?

Remember you can use Other options to choose another way to
authenticate with Duo.

4. If prompted, you can choose whether or not you want to stay signed
in.

@ If you will be using this computer/device again, you can click Yes to avoid
having to sign in again.
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Stay signed in?

Outlook

Do this to reduce the number of times you are asked

D Don't show this again

Mo

5. You're done!
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You're now logged in to Outlook on the Web. Continue reading for some tips on
using Outlook on the Web.

Office 365 on the Web Tips

View Office 365 on the Web Tips

To make changes to your Outlook on the Web settings, click on the
Gear icon at the top right of the screen. Click View all Outlook
settings to view all available settings.

@ Some of the settings in Outlook on the Web (such as Manage add-ins) will
affect your desktop Outlook settings as well.

Settings X

| ,D Search Outlook settings

Theme

Dark mode (O

L
Focused Inbox (O m
LI

Desktop notifications (@)

Display density (O

o View all Outlook settings ©

A. Click on the gear icon to access the Settings menu.
B. Click View all Outlook settings to view all available settings.
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Use the left menu to explore the settings that you can modify for

Outlook.

Settings

|Search settings

i
£03

= B[

General
Mail
Calendar
People

View quick settings

Layout

Compose and reply
Attachments
Rules

Sweep

Junk email
Customize actions
Sync email
Message handling
Automatic replies
Retention policies
S/MIME

Groups

Layout

Focused Inbox

Do you want Outlook to sort your email to help you focus on what
matters most?

@ Sort messages into Focused and Other

O Don't sort my messages

Message height

Choose the height of each message in the message list.

(@ rul
O Medium
O Compact

Message organization
How do you want your messages to be organized?
@ Show email grouped by conversation

O Show email as individual messages

Remember when you make a change, click the Save button.

Note that the Save and Discard buttons often do not appear until after you
have made a change on the screen.
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INFORMATION TECHNOLOGY

Layout Compose and reply X

Compose and reply
Email signature

Attachments
Create a signature that will be automatically added to your email messages.

Rules
Sweep &g W oA B I U ¢ A =
Junk email Lori Arthur-Carmichael

) ) IT Training & Support
Customize actions larthur@fullerton.edu | | 657-278-5792|
Sync email

Message handling
Automatic replies

Retention policies
S MIME Automatically include my signature on new messages that | compose
/

Automatically include my signature on messages | forward or reply to
Groups

Message format

Choose whether to display the From and Bcc lines when you're composing

BN

Click Save to save your changes. Or choose Discard to get rid of any changes you
made.
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To modify your picture or sign out of Outlook on the Web, click on
the picture at the top right of the screen.

g & 0 & ?(ApLsY

My account X

Arthur-Carmichael, Lori
larthur@fullerton.edu

Available
My Office profile
My account

E Open another mailbox ol

Sign out

A. To modify your profile picture or sign out, click on the picture at the top right of
the screen.

B. Click on the picture (or placeholder picture) to modify your profile picture.
C. Click Open another mailbox to sign in to an additional CSUF email account.
D. Click Sign out to sign out of Outlook on the Web.

To go to another Office 365 application like Word Online, OneDrive,

or OneNote, click on the app launcher icon and select the app you
want to open.

Notice that you have the option to open applications like Word and Excel.
Keep in mind these are the online versions of these apps; clicking on Word
will open Word Online and not Word on your desktop.

Accessing Outlook on the Web for Office 365 // Downloaded: 12-28-2023 // Disclaimer: This document is Page 21
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



EIFGTLERTON

INFORMATION TECHNOLOGY

Office 365

‘ CneDrive
Word I’ Excel
PowerPoint u OneMote
SharePoint w Teams
Forms

v i

Calendar Power Autorm...

\'f

People Dynamics 365

v |
>
s
B svey
E
he
o ToDo

Allapps >

Documents
New

Lori Project Notes

search LT Q by ?

k all d EI ITPMO Team Touch base
2" as real 2:00 PM https://fullerton.zoo

Focused Other @ Filter ~

Other: New conversations
Amazon Web Services; Google Alerts; Proof...

Apple
[External] Your Apple ID info... 10:49 AM
Your Apple ID information has been upda...

Diversity, Inclusion & Equity Programs
[External] Allyship 101 Confir.., .54 AM
Hi Lori Arthur, Thank you for registering for "...

Chandswang, Dhusdee; Crew, Robin
> The Inclusion Champion C... @:51 AM
Hi All, Resending in case you missed it. Than...

Select an item to read
Stephan, Patrick: Boretz, Elizabeth
> thank you, and shareable r...
Hi Elizabeth, Thanks for taking notice to reco...

Mathing is selected
9:47 AM

Yesterday

Luzzi, Joseph; Purohit, Ramesh >
> TDA Upgrade Announcem... Wed 4:01 PM

Thanks, Loril | was about to send it! From: Ar...

Nia, Sepideh

Added links to email.fullerton... Wed 3:20 PM

Need More Help?

Help X

&y P Search help

Sign your messages with style

‘—_ -

End your messages with a signature
that reflects your unique style. Creats
an email signature that you can
automatically add to all your messages.

Learn more

Let them know you're away

When you're on vacation or aren't
available to respond, email piles up. Let
senders know you're away, and give
them someone else to contact during
your absence.

Send automatic replies

Feedback | Terms of use | Privacy notice
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You can access Outlook on the Web Help by clicking on the question mark at the top
right of the screen.

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777.
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