
How to setup Outlook 2016 and Microsoft OneDrive for a new user: 

 

 

Click on Start, on the bottom left of the screen then hit All Programs 



 

Click on Outlook 2016.  

 

(If you do not see Outlook 2016 try typing “outlook” in the search bar and see if it comes up, if not 

please submit a ticket to IT and we will get it added for you.) 



 

If your account information is correct, hit connect.  

If it isn’t make sure you are logged into the computer and not someone else. If you hit start button like 

step one, it should have your name on the top right of the menu.  

 



 

It should auto populate your full email; now just put in your windows password you use to login to the 

computer then click Ok. It will take a few minutes to process and get Outlook all ready for you and 

should open. If it doesn’t check your password.  

 

 



 

Hit Accept and you should be all set. It might take a little bit to pull all your emails through. 

 

On the bottom, right of your Outlook it will show the status, right now this user’s files are all loading and 

this make take some time. Ones Its done it will say all folders up to date. You can use it while its 

updating. Also, if you ever have issues with outlook not working it will say what the issue is down here 

as well to make it easier to trouble shoot.  

 



 

Sometimes you will get this error which is fine, just hit Activate and it will do so. Then minimize Outlook 

so we can setup Onedrive.  

 



  

Click start and select Microsoft OneDrive, not OneDrive for Business. This make take a couple minutes 

and look it isn’t doing anything, just be patient it will pop up. You might see a Grey Cloud looking thing 

next to your clock showing its working. What it’s doing is making sure you have the newest version, I’ve 

seen it taken 10 second and I’ve seen it take 5 minutes, just be patient.  



 

Once it finally pops up put in your full email address and hit Sign In.  



 

Your email will be yours like lhunter like I’m using in my example, but you don’t need to do anything 

here except click on the password field and it should redirect you.  



 

On this screen put in YOUR full email address and password. Hit ok 



 

If all went correctly you should see this screen, just hit Next.  

 



 

Yours will probably look much different depending on if you have any files in there or not. Just hit next.  



 

At this point you are all set and ready to use them both, you can close this screen now by hitting the X 

on the top right. Your one drive should open and start loading. This might take some time depending on 

how many files you have. There is a cloud on the bottom right by your clock you can hover over or click 

on and it will tell you how much time is left.  Now let’s make them easier to find.  



 

Click on your Start Menu, All programs. Right click on Outlook and select Pin to taskbar. Also, do this 

with OneDrive so they show up by your start button on the bottom. You can also Rick click on them, 

select Send To – and select desktop if you’d rather them just go there.  

 

If you have any questions please submit a ticket http://www.thewayside.org/support 


