
How to use Outlook（Application for PC）

※For details, please check the installation 
method for Microsoft 365 on the website of
Information and Communications Technology 
Center.

Install Microsoft 365 from the Otaru 
University of Commerce single sign-
on system.

In case “switching accounts” In case “setting a forwarding email”
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Microsoft account is your University email address.

When you are using a university 
email address, select [Work or 
school account]

After 2025, regardless of whether you 
select "Yes" or "No“, you will remain 
logged in unless you sign out yourself.

If your university email address is not 
listed, select [Use another account].

The following screen may appear during Microsoft sign-in:

【In case of students】

{Network ID}＠edu.otaru-uc.ac.jp

[On-campus only] About University email address
https://www.otaru-uc.ac.jp/center/local/local.html#mail

[On-campus only] About Network ID
https://www.otaru-uc.ac.jp/center/local/local.html#NWid-NTpass

Make sure to uncheck "Allow your 
organization to manage my 
device“.

If you want to sign in to Outlook 
only, click here
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