
Outlook User Manual for Students 

How to access your student email through office.com: 

Go to  Microsoft Office Website 

Click on Apps on the left-hand side of the page 

https://www.office.com/


Click Outlook 

Click Work or school account 



Sign in with your username and password 

Enter the authentication code on the Microsoft Authenticator App on your phone/tablet 
Note: Your number will be different from the number below 

Note: If you forgot your password, read the “Forgot Password” user manual at our Student Tech Support 
Page. 

https://www.mccd.edu/student-support/academic-support/tech-support/
https://www.mccd.edu/student-support/academic-support/tech-support/


How to access your student email through Outlook directly: 
Go to Outlook Email Sign In 

Click Work or school account 

https://www.microsoft.com/en-us/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook


Sign in with your username and password 

Enter the authentication code on the Microsoft Authenticator App on your phone/tablet 
Note: Your number will be different from the number below 

If you still need assistance, call (209) 381-6565 or email 
myhelp@mccd.edu 



How to Access Outlook Email on Your Phone: 

You can add your school email to a Gmail app or the mail app on IOS devices, but we do not recommend 
this for students.  

Instead, install the Outlook App 



Press the “Add Account Button” 



Add your school email account and press Continue 

Example: jane.doe@campus.mccd.edu  

  

mailto:jane.doe@campus.mccd.edu


Enter your password  

 

Enter the authentication code on the Microsoft Authenticator on your phone/tablet 
Note: Your number will be different from the number below 
 

 
  

  

 



 

You should now have access to your email 

 

 

If you still need assistance, call (209) 381-6565 or email 
myhelp@mccd.edu 
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