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• With Office 365, you have easy access to your email and 
calendar wherever you are—on your computer, tablet, or 
phone. 

• To view your email or calendar on your computer, you will 
use the Outlook Web App. 

• To view your email or calendar on your phone or tablet, you 
will also use the Outlook Web App or a compatible app that’s 
on your device (such as an email and calendar app).

• Outlook Web App is the browser-based version of Outlook 
that you can access over the internet, on just about any 
device.

•



View your 

email

View your 

calendar

Change your 

theme

Set up an 

automatic 

signature for 

your email

Find or add 

a contact

Schedule a 

meeting

Share your 

calendar 

with others

Set up 

automatic 

replies for 

when you’re 

unavailable

View a 

shared 

calendar

Search your 

email or 

calendar

Assign tasks 

for yourself

Get 

additional 

resources 

and 

information



Outlook 
Web App. 

1. Open your web browser and go 
to 
https://login.microsoftonline.co
m/.

2. Enter your full email address 
(same as your previous address 
but ending in @langara.ca)

3. Enter your password (same as 
your Computer User ID 
Password) & choose “Sign in.”

4. Choose the app launcher in the 
upper right corner 

and then choose Mail

https://login.microsoftonline.com/


Outlook provides a calendar that you can use to schedule your meetings and 
appointments. Your calendar will remain up to date across all your devices where you’re 
using Outlook Web App.
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You can easily change the theme you use for Office 365 Outlook Web App. Choose from 
a wide variety of colors and patterns to make Office 365 your own.
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One way to put Office 365 to work for you is by adding an automatic signature to your 
email in Outlook Wed App. This is useful when you don’t want to type your contact 
information at the end of every message. It also helps maintain consistency across the 
messages you send.
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You can set up automatic replies to let people know when you’re unavailable. You can 
specify a time range for your automatic replies, and even specify different messages for 
different groups.
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When you first sign into Office 365, it might look like you have no contacts at all. You do 
have access to people within Langara even if you’re not sure where they are at first. 

A good place to start is by finding you Langara colleagues, then you can add them to 
your contacts list. You can also add external people as contacts. 
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Use your calendar to stay organized by having your meetings and appointments in one 
place, available across all your devices. In just a few clicks (or taps), you can set up a 
meeting with someone or an appointment for yourself, and get reminders ahead of time 
so you don't miss anything. 
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With Office 365 you can share your calendar with anyone inside or outside your 
organization. When you share your calendar with someone inside your organization, 
they will be able to add it directly to their calendar view in Outlook Web App. People 
outside your organization will be sent a URL that they can use to view your calendar.
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Others can share their calendar with you, and depending on the permission they give 
you, you’ll be able to view their calendar, edit it, or act as a delegate for meeting 
requests. 
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There are multiple ways to search for your email messages, people or calendar items.
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You can use tasks to set up a to-do list for yourself that's available on all your 
devices. 



1.

2.

3.

4.



• Getting Started in Outlook Web App

• What’s new in Outlook Web App

• How to set up your Langara O365 email on iOS (iPhone, iPad, iPod)

• How to set up your Langara O365 email on Android devices

• How to set up your Langara O365 email on Windows phones

• How to set up your Langara O365 email on other devices

https://support.office.com/en-us/article/Getting-started-in-Outlook-on-the-web-for-Office-365-ab4caa06-a421-4be3-84e0-26fcffc99340?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/What-s-new-in-Outlook-Web-App-ff4e0a24-9ede-4d07-a4ec-c29a24c58420?ui=en-US&rs=en-US&ad=US
http://langara.ca/information-technology/email/employee-email-gr/iphone.html
http://langara.ca/information-technology/email/employee-email-gr/android-exchange.html
http://langara.ca/information-technology/email/employee-email-gr/windows-phone.html
http://langara.ca/information-technology/email/employee-email-gr/other.html



