Setup & Sign-In: Microsoft New Outlook for Windows

Step 1: Open the New Outlook
¢ Click the Start menu and search for Outlook (New).

e Ifyou already have the old Outlook, you may see a “Try the New Outlook” toggle in
the upper-right corner.

o Switch it Onto launch the new version.

Step 2: Add Your Account
e When New Outlook opens for the first time, you’ll be prompted to Add an account.
o Enteryour work or school email address (example: yourname@rhmail.org).

e Click Continue.

Step 3: Sign In
e A Microsoft sign-in window will appear.

e Enteryour password and click Sign In.

Step 4: Confirm Permissions
¢ New Outlook may ask to allow your organization to manage settings.

e Choose Yes / Allow to complete setup.

Step 5: Start Using New Outlook
e Once signed in, Outlook will sync your Mail, Calendar, and Contacts.
¢ You’ll notice a modern interface with:
o Mail on the left navigation.
o Calendar and People (Contacts) easily accessible.

o Customization options for themes and layout in Settings (gear icon).
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