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Setting up your student email account 

through Microsoft Outlook 
- Instead of using Gmail to access your student email, you will be using  

Microsoft Outlook. Your Microsoft Outlook account will also be used to log in to 

the my.sussex.edu portal. 

o Note: It is highly recommended to set up your Outlook account on a 

computer instead of your phone or tablet.  

o Logging into your Outlook account requires the use of the 

@student.sussex.edu part of your email address.  

▪ However, logging into PCs on campus (for example, in a computer 

lab) only then would you omit the @student.sussex.edu part of 

your email address. You will no longer log in as “student” using 

the “stu95” password.  

1. In your web browser, go to https://outlook.office.com 

a. You will be brought to a Microsoft sign in page.  

i. You should have received an email from the college to your 

personal email with your login credentials. For the vast majority 

people, your student email address did not change.  

1. Enter your student email address in the prompt 

 

 

 

 

 

 

 

 

 

If you’re struggling to log in using the existing email address you have been using, 

contact I.T. at (itservice@sussex.edu) or (973) 300-2333 and we can assist you 

 

 

https://outlook.office.com/
mailto:itservice@sussex.edu
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2. You will be brought to the Enter Password prompt  

a. The instructions for decoding your temporary password were included in 

the email sent to your personal email address. If you did not receive this 

email, please contact I.T. at (itservice@sussex.edu) or (973) 300-2333 for 

instructions decoding this password. 

3. You will be asked to set up the Microsoft Authenticator 2 Step Verification system 

 

 

 

 

 

 

 

 

 

- You can download the Microsoft Authenticator app from the Google Play Store if 

you have an Android phone, or from the App Store if you have an iPhone or iPad.  

 

 

 

 

 

 

 

 

 

 

Click here for iPhone                          Click here for Android  

 

mailto:itservice@sussex.edu
https://apps.apple.com/us/app/microsoft-authenticator/id983156458
https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en_US&pli=1
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4. You will see this screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click “Next” 

a. A QR code will appear  

 

 

 

 

 

 

 

 

6. Go back to your phone, and open the Microsoft Authenticator app you just 

downloaded 

a. If are a new Authenticator user, you will see a screen with three options  

i. Press “Scan a QR Code” 

ii. Scan the QR code  
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iii. After you scan the QR code, it will show a two-digit number on your 

PC screen.  

iv. Your phone will prompt you to enter this number to “approve” the 

login attempt. Enter the code  

v. If all has gone well, you will see this screen 
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7. You will be prompted to add your cell phone number to your account as well 

i. Adding your phone number lets you reset your password on your 

own in the event you forget your password 

b. Enter your phone number 

c. Under “Choose how to verify” 

i. Select “Receive a code” 

1. You will receive a text message with a code, enter that code  

 

 

 

 

 

 

 

 

 

 

  

d. And you have successfully set your phone number! Keep reading… 
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8. After this, you will be prompted to set a new password  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Enter your temporary password in the “Current password” field 

o In the “new password” field, enter a password of your choice. You will 

need at least one capital letter, one lowercase letter, one number, and one 

punctuation mark. Generally, passwords should be 8-10 characters. 

o NOTE: IT IS IMPORTANT TO REMEMBER THIS PASSWORD 

▪ You will be using this password to log into computers on 

campus, to log into Microsoft Outlook, to log into Office365, 

and to log into the my.sussex.edu portal.  

And you are set! You can access your student email at any 

time by visiting https://www.outlook.office.com  

https://www.outlook.office.com/

