
Microsoft 365
Remove and Re-Add Email on iPhone
Follow these steps to remove your existing Microsoft 365 email account and add it back on your iPhone.

You will need your Microsoft 365 password. The Microsoft Authenticator app should already
be installed and set up on your iPhone.

Important: Removing the account does not delete your
email, contacts, or calendar. Everything syncs back after
you add the account again.

1 Remove Your Existing Email Account 2 Add Your Email Account Back

3 Sign In to Microsoft 365

Microsoft will now ask you to verify your
identity using the Microsoft Authenticator
app.

4 Approve with Microsoft Authenticator

5 If Authenticator Is Not Working

If no other verification method is available,
contact your IT support. Do not delete your
account from the Authenticator app or try to
set up a new one.

6 Finish Adding Your Email

Your email, contacts, and calendar will now
sync to your iPhone.

7 Verify Your Email Important Security Reminders

Use a password with at least 12 characters, including uppercase and lowercase letters,
numbers, and symbols. Do not reuse passwords from other accounts.

Setup Complete!
Your Microsoft 365 email should now be working on your iPhone.
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Settings

Apps ›

Mail ›

Contacts ›

Calendar ›

Notes ›

Reminders ›

Open Settings.1.

Tap Apps.2.

Tap Mail.3.

Tap Mail Accounts.4.

Tap your Microsoft 365 email account. It may be
listed as Exchange, Microsoft Exchange, or your
email address.

5.

Scroll down and tap Delete Account.6.

Tap Delete from My iPhone to confirm.7.
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‹ Accounts Add Account

iCloud

Microsoft Exchange

Google

yahoo!

Aol.

Outlook.com

Other

In Settings, go to Apps → Mail → Mail Accounts.1.

Tap Add Account.2.

Tap Microsoft Exchange. Do not choose
Outlook.com.

3.

Enter your full email address.
yourname@yourdomain.com

4.

In Description, enter a name such as Work or
Microsoft 365.

5.

Tap Next.6.

When asked how to configure the account, tap
Sign In. Do not tap Configure Manually.

7.
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Microsoft

Sign in
yourname@yourdomain.com

Enter password
••••••••••••

Forgot my password

Sign in

Verify that your email address is shown correctly.1.

Enter your Microsoft 365 password.2.

Tap Sign in.3.
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Microsoft Authenticator

Are you trying to sign in?
yourname@yourdomain.com

Enter the number shown to sign in.

42
No, it's not me Yes

Microsoft shows a 2-digit number on your screen
(example: 42).

1.

Swipe up to open the Microsoft Authenticator
app.

2.

Enter the 2-digit number.3.

Tap Yes or Approve.4.

Use Face ID, Touch ID, or your iPhone passcode if
requested.

5.

Switch back to the Microsoft sign-in screen. It will
continue automatically.

6.
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Microsoft

Sign in
We're having trouble verifying your
identity.

I can't use my Microsoft Authenticator
app right now

Sign in another way

Other ways to sign in

Cancel

On the Microsoft sign-in screen, tap I can't use my
Microsoft Authenticator app right now (or Sign in
another way / Other ways to sign in).

1.

Choose another available method, such as text
message or phone call.

2.

Follow the instructions on the screen.3.
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Cancel Exchange Save

Mail

Contacts

Calendars

Reminders

Notes

After verification, you will return to the account
setup screen.

1.

Make sure Mail is turned ON.2.

Leave Contacts and Calendars on if you use them
on your iPhone.

3.

Tap Save.4.
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Mailboxes Edit

All Inboxes ›

Microsoft 365 ›

Inbox ›

VIP ›

Flagged ›

Open the Mail app.1.

Tap Mailboxes in the top left if needed.2.

Look for your Microsoft 365 mailbox. It may be
named Exchange or your email address.

3.

Tap the mailbox.4.

Allow a few moments for your email to sync. Your
messages should begin to appear.

5.

Never approve a Microsoft Authenticator request unless you are actively trying to sign in.

Never give anyone your Microsoft 365 password or verification code.

If you receive an unexpected Authenticator request, do not approve it — report it to your IT
support.

If you forget your password or need assistance, contact your IT support.


