
How to Get Email on Your Phone 

To download the Outlook app, go to the Google Play Store on Android or the App Store on iPhone.  

The iOS (iPhone) version will look like this, but with the word “Get” next to it. Click on “Get.” 

 

The Google Play Store version will look like this… 

 

 



Account Setup 

• Do NOT choose “Create New Account.” 

• Type in your email address. 

• Click the “Add Account” button. 

 

 

 



• You’ll be navigated to a page to log into Office 365, which means you’ll need to use @adcts.org 

after your username.  

o If it automatically fills in @archstl.org, clear it out. 

• Your password will be the same as you use for your Archdiocesan PC and/or Citrix account. 

 

 

 

 

 

 



• You will be prompted to approve a Duo Push.  

• If you don’t have the Duo app, you can choose the “Other Options” hyperlink and it will prompt 

you with options to call or text for verification.  

• If you do not have your account setup with Duo, please call the helpdesk at 314-792-7593. 

 

 

 

 

 

 

 



 

If you needed to select “Other Options” this is approximately what you would see… 

 

 

 

 

 



• Approve the Duo push/call/text 

• You did it! 

 

 

 

If you also have Microsoft Authenticator on your phone, you may run into an issue in which it 

tries to interfere for additional approval. In this case you’ll need to be extra quick to approve on 

Microsoft Authenticator and Duo for it to process properly. It could take multiple tries.  

 

 

 



You’ll soon be met with a page asking about adding another account. You won’t need to do this, 

so choose “maybe later” – There is no option for “No,” so you’ll have to choose “maybe later” and leave 

Microsoft yearning for more.  

 

 

 

 

 

 

 

 



It may take up to 15 minutes for the Outlook app to populate all of your emails but give it time 

and this empty mailbox will fill up, and you can begin using Outlook on your mobile device.  

 

 


