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 Introduction:    

 

This manual provides basic information on how to use our email 

system (Microsoft 365). 

Microsoft 365 is a cloud service provided by Microsoft and offers other 

collaboration tools (e.g., Office applications) in addition to the email 

service. 

This manual describes how to use Email on Outlook on the web.  
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Microsoft 365Microsoft

Office 
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Email: 

This chapter describes the basic operation for using Lusail University 

email service on the web and change your password.   

 

 

 

 



 

 

 

 Sign-in 

 

 

1- Launch the Internet browser, (e.g., Google chrome) and access the 

Office 365 Portal page: (https://login.microsoftonline.com/) 

 

1- 

  (https://login.microsoftonline.com/) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2- Enter your LU email address and the password.  
 
2-  . 

 
 
 
 
 
 
 
 
 
 

https://login.microsoftonline.com/


 

 

3- The startup screen of Office 365 appears. Click [Outlook] 
3- Outlook 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
4- When you launch the mail application from the start page, the basic 

screen of the email service appears. 
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Email list 

Emails included in a selected folder or 

search result are shown here. 

[Search] button 

You can search for an email. 
[New message] button 

Click [New message] to create a new email. 

Reading pane 
Preview of an email selected in the email 

list is shown. 

Inbox 
Used to email-related tasks including 

viewing, transferring, and replying to 

received emails. 

Sent Items 
Copies of sent emails are saved.  

You can view and/or resend sent emails 

saved in this folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Draft 
When you save an email without sending 

it, it saved in the [Draft] folder. 



 

 

    Change your email 

password. 

 

1- Once logged into your account you will see a screen like the image 

below; Click your account name on the top right of your screen and 

click on “View account” tab. 

1. 

 

 

 

 

2. Click on: “Change password”  

3.  



 

 

 

 

3. Type original password into the “Old password” box, type your new 

password into both “Create new password” and “Confirm new 

password” boxes, and then click the Submit button. 

 

2. 

 

 

 


