
Setup of Mobile phone app for Outlook 

** If you already have the app and are looking to change your server after migration to 

Microsoft 365, Please jump to step 6** 

 

1. Go to the iPhone App store or Google Play Store depending on your device. You need to use 

the Outlook App intead of a preinstalled mail or 3rd party app in order to be able to support 

two Factor Authentication(2FA). You should have the Microsoft Authenticator setup anyway, 

which this app will use later. 

 

    Open once installed. 

 

2.  Click add account 



3.  

  

As you have the 
Authenticator app installed 
(mentioned in part 1) it 
should find your account. 
Tick or untick the required 
accounts. In the example 
above the hotmail account 
found is being used in a 3rd 
party email app to keep 
personal/work accounts 
completely separate. They 
can both use the same app if 
required.  
Click Continue when ready 

 

4. It will offer the opportunity to add another account at the next stage. Click ‘Maybe Later’ if 

you’ve added all the accounts required 

 

5. Variations to the above may occur depending on last use of Authenticator or change of 

password. You may be asked for your current password.  If your account can’t be found, it 

may be added manually with a full email address and password. If this is the case, you may 

want to test the functionality of the Authenticator. 

 

Screenshots have been taken from a Samsung (Android) phone and may differ slightly on 

Iphone or if Microsoft make updates to the installation process 

 

  



6. ** The following is only for users who need to update Server settings after Migration** 

 

 

If you already have email set up on your 
phone, but need to change server settings 
after your email mailbox has been migrated 
to the cloud, click on the orange office logo in 
the top left of the app item 1 on the image. 
On the menu that opens out, click on the 
gear icon identified as 2 on the image.  
 

7. Click on your account 



8. Scroll down and choose Delete Account and confirm Delete 

 

9. Go Back up and follow instructions from item 2 

 


