
Outlook Desktop Client 

When Skype for Business (or Lync in older version of Office Suite) starts, it will ask your credentials. Please type in your full 

email address and password. Don’t forget to check the box to save your password. Then click OK. 

                           

 

Next, start your Outlook Desktop Client if you check your email through the Client. This time, Outlook will ask for your 

Credentials; please type in your email address and password again. Don’t forget to check the box to save your credentials. 

Then click OK. 

 

 

During this re-authentication phase, a window like the one below may or may not pop up… Please check the box “Do not ask 

me about this website again” then click Allow. 

 

Please submit a work order via Eduphoria if your Outlook or Skype for Business does not connect. 



Outlook Web Access 

Once you login to your Email through Outlook Web Access, a page with a link will appear then you will be re-directed to 

new Office 365 Login page. Just click on the link to proceed… 

 

 

On the new Login Page, you will need to retype your full email address then click on “Next”  

 

Then type your email password click “Sign in” 

 



Once signed in successfully, you will need to select a language an appropriate Time Zone then click on “Save” 

 

 

You will notice your Outlook on the Web looks different. In new OWA, emails are categorized by default but feel free to 

change it by unselecting “Show Focused Inbox” 

 



 

FAQ 

My System is NOT sending mail out!  What should do I do?  

First, try closing and restarting Outlook Desktop Client.  This is a common issue when user’s mailboxes 

weren’t fully synced to the new server.  Restarting Outlook Desktop Client solves the issue. 

 

Skype for Business (Lync) is continually prompting me to Enter Credentials!  

Restart both Outlook Desktop Client and Skype.  This should allow Skype to re-route where it verifies 

your credentials and it should not re-prompt you to enter them.  

**Make sure you FULLY exit both Skype and Outlook before you restart them** 

 

 

This pops up when starting Outlook Desktop Client.  What should I do? 

 

This message may pop up in Outlook once your account moved to Office 365. You might see the popup 

several times for each User and Calendar you had in Shared Calendars. This is not an error; it's just that 

Outlook is re-routing where it finds those calendars after users move Office 365. 

 

 



Shared Calendar that I had before disappeared. How do I get it back?  

You need to re-add the Shared Calendar again. Go to Calendars in Outlook and Click on “File Tab” Then 

select Open & Export => Other User’s Folder. It will open a box where you type and find the user who is 

sharing his/her Calendar with you. 
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