
Updating outlook on your IPAD/Outlook APP 

 

Mail First on an IPAD if using OUTLOOK App 

Firstly load Outlook on your IPAD. 
Then click your name top left, then 
settings(COG Bottom Left) Then 
Accounts. 
 

 
Then your name on the accounts page 
and at the bottom click remove account.  
See below 

 
 
 
 
 
 
 
 
 
 

Adding account back now.  
Click add account.   
Its then your normal account so an 
example being. 
22ajones@newcastleacademy.org 
Or 
B22022@students.stb.academy  
 
IMPORTANT 
Your password is  
Forname6digitDOB 
 
So example password if your first name 
is Andrew would be  
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Andrew080610 if your DOB is the 8th 
June 2010 
 

 
 
 
 
 
 
 
 

This will then push you to enter your 
password again.  Again put your NEW 
password in ForenameDOB(6digit eg  
Andrew080610) and click sign in.  If the 
username looks slightly different don't 
worry.  Just the new password please. 
 

 
 

Your Done 
 

 
 

 

 



 

 

Login on using a browser 

First  things first.  Open your chosen 
browser(Chrome or Edge) and go to 
https://office.com 
 
Its then your normal account so an 
example being. 
22ajones@newcastleacademy.org 
Or 
B22022@students.stb.academy 
 
IMPORTANT 
Your password is  
Forname6digitDOB 
 
So example password if your first name 
is Andrew would be  
 
Andrew080610 if your DOB is the 8th 
June 2010 
 
 

 
 

 

Thats it. You are then into your account. 
Click apps to show your apps. 

 
 

Now Teams/Onedrive. 

Firstly sign out of TEAMS/onedrive(on 
your APP) 
Open Teams/onedrive, your name top 
left, settings then sign out. 
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Now add the account back.  Its again as 
simple as your username so 
22ajones@newcastleacademy.org 
Or 
B22022@students.stb.academy 
 
(Eg) and your password 
Andrew080610(Eg) 

 
 
 

 
Again when asked as it will push you to 
this authentication page just put your 
password in again. 
 
If the username looks slightly different 
don't worry.  Just the new password 
please. 
 

 
That’s it for Teams.  It will be very similar 
for the OneDrive app if you use it. 

 

 

IT Team 

mailto:22ajones@newcastleacademy.org
mailto:B22022@students.stb.academy

