
LTHS Office 365 Student Accounts 
  
LTHS is now making Microsoft's Office 365 available to all LT students. The Office 365 services include 
three powerful tools: 

1. A web-based email service that can be accessed within the school using LT's PCs, as well as from 

any other computer with a connection to the Internet. This is the standard method for LT teachers, 
coaches, club sponsors and administrators to electronically communicate directly with students. To 

learn more about the Office 365 email services, click here.  
2. The Microsoft Office suite available as web applications. Students can use Word, Excel, PowerPoint 

and more from any computer that can get to the Internet, even if those apps are not installed on 

that computer. Create and edit files that are fully compatible with the standard Office applications 
available on LT's PCs.  

3. A 25GB SkyDrive, providing an Internet-accessible location to store files used in school and for 
homework. The SkyDrive replaces the need for flash or thumb drives, eliminating the chance that 

homework and assignments get lost when a flash drive is misplaced or left behind. To learn more 
about Office 365 and SkyDrive, click here.  

 

 
 

 
To activate your Office 365 account: 

 
From on LT's network: 
 Open Internet Explorer.  

 Click on the Office 365 icon in the center of the page.  

 Enter your Office 365 ID / email address and initial password.  

 Follow the instructions to change your initial password and complete your account activation.  
 

If you're away from LT: 
 Open your Internet browser.  

 Go to https://www.outlook.com/lths.net.  

 Enter your Office 365 ID / email address and initial password.  

 Follow the instructions to change your initial password and complete your account activation.  
 
Your Office 365 ID / email address is your LT network login ID (first 3 letters of your last name and 

your 6-digit LTHS student ID) followed by @student.lths.net 

 
Your customized initial password is sent to you via your Infinite Campus Portal Inbox at the beginning of 

the school year, or can be obtained from the Discovery Center Coordinator at the campus you attend. 
Enter this code exactly as it's shown – for some it’s 4 digits, a hyphen and 4 more digits, for others it is 8 

digits with no hyphen or other special character. 

 
Visit the Office 365 link in the Student Resources section on the LTHS web page for more information 

about the Office 365 services. Visit the Discovery Center at your campus, if you need assistance to activate 
your Office 365 account or to use the Office 365 services.  

 
  

http://office.microsoft.com/en-us/business/office-365-business-email-and-shared-calendar-services-FX102996755.aspx
http://office.microsoft.com/en-us/academic/
https://outlook.com/lths.net


Outlook Setup for Your LTHS Office 365 Account 
 

How to add Microsoft's Office 365 to Microsoft Outlook for LTHS students 
  

1. Open Outlook (If you are adding your account to an existing installation.   Skip to Step 2 if this is a 
new Outlook installation.) 

Select “File”, then “Add Account” 

 
  

2. Click on "Manually Configure Server settings" & Select “Next”  

 
  
3. Select “Internet E-mail” & Select “Next” 

 
  



4. On the “Add New Account” screen, enter the following: 

 “Your Name” can be filled with a familiar name denoting you & the account 

 “Email Address” must be the email address provided to you by LTHS 

 “Account Type” you are to select “IMAP” from the drop down menu 

 “Incoming mail server” is Outlook.com 

 “Outgoing mail server (SMTP)” is Outlook.com  

 “User Name” must be the email address provided to you by LTHS 

 “Password” must be the password you created to open your Office 365 account 

 Select “More Settings” 

 
  

  
5. On the “Internet E-mail Settings” window that will pop up: 

 Select the “Advanced” tab, and then in the “Server Port Numbers” section: 
o Use the pull-down menu to select “SSL” as the “encrypted connection” type for the Incoming 

Server.  This will automatically change the port number for the “Incoming server (IMAP)” to 
“993”. 

o In the “Outgoing server (SMTP)” field, enter 587 for the port number and select “TLS” as the 

encryption type using the pull-down menu. 

 
  

Stu000000@student.lths.net 

Stu000000 

Stu000000@student.lths.net 



6. Select “Outgoing Server” tab: 

 Check the box to indicate “My outgoing server (SMPT) requires authentication 

 Select  “OK”   
  

 
 
  

7. Select "Test Account Settings…" Or "Next" to test your entries. 

 
 

8. At the “Test Account Settings” window: 

 If everything was entered correctly and the test concludes successfully: 
o You will be returned to a screen where you can “Add Account” or “Complete the Setup” 
o Select “OK” 

 If there are authentication errors, server timeout errors, or server response errors: 
o Select “OK” to return to the “Add New Account” screen 
o Validate / correct your information 
o Select “More Settings” and validate your entries from steps 5 & 6 

 

Stu000000 

Stu000000@student.lths.net 

Stu000000@student.lths.net 



  

9. Successful completion of the setup may present an Internet Security Warning message: 

 You may “View Certificate”, if you wish 

 Select “Yes” to advance to the next step 

 

 
10. Completion Screen 

 Select Finish  

 The Outlook opening screen will come up - Outlook will connect and populate the mail in the 

server (It may require a few minutes to sync.) 
  

 
  

  



Accessing Your Office 365 Account via Your Mobile Device 
 

In addition to LTHS students being able to access their Office 365 accounts via the web 
browsers on desktop, laptop and tablet PCs, access and support of email, calendar, contact 
and task information is also provided via various mobile device systems.  The following pages 
are excerpts from the Help section provided on Microsoft’s Office 365 web site. 
 
For additional information on these topics and related others, please visit help.outlook.com. 
 

Learn About E-Mail on a Mobile Phone 

Applies to: Office 365 for professionals and small businesses, Office 365 for enterprises, Microsoft Exchange, Live@edu 

Topic Last Modified: 2012-03-29 

You can use a mobile device to access information in your account. If you set up an Exchange ActiveSync account on your device, 
this information may include e-mail messages, voice mail messages, and also calendar, contact, and task data. If you set up a POP3 
or IMAP4 account, you will only be able to send and receive e-mail.  

For detailed instructions for how to set up your mobile phone or other mobile device, see Mobile Phone Setup Wizard and Mobile 
Phone Setup Reference. 

Important:  

If your e-mail account is the type that requires registration, you must register it the first time you sign in to Outlook Web App. 
Connecting to your e-mail account through a mobile phone will fail if you haven't registered your account through Outlook Web App. 
After you sign in to your account, sign out. Then try to connect using your mobile phone. For more information about how to sign in 
to your account using Outlook Web App, see How to Sign In to Outlook Web App. If you have trouble signing in, see FAQs: Sign-in 
and Password Issues or contact the person who manages your e-mail account.  

Exchange ActiveSync, POP3, and IMAP4 Connections 

 
To use your mobile phone to access your e-mail, you need to set up an Exchange ActiveSync, POP3, or IMAP4 connection between 
your mobile phone and your account.  

Note:  

If you're not sure whether your mobile phone supports Exchange ActiveSync, POP3, or IMAP4, consult your mobile phone 
documentation or your mobile service provider.  

Exchange ActiveSync 

Exchange ActiveSync is designed to synchronize e-mail, calendar, contact, and task information in addition to voice mail messages. If 
you set up an Exchange ActiveSync connection, your mobile phone will be kept up to date with your mailbox through a process 
known as synchronization. 

POP3 or IMAP4 

POP3 and IMAP4 accounts are designed to send and receive e-mail messages. If you set up a POP3 or IMAP4 connection, your phone 
will send and receive e-mail messages on a schedule that you choose. If you have a choice between POP3 and IMAP4, we suggest 
you choose IMAP4 because it supports more features. 

©2012 Microsoft Corporation. All rights reserved. 
 
 

http://help.outlook.com/
http://help.outlook.com/en-US/140/dd936215.aspx
http://help.outlook.com/en-US/140/cc825479.aspx
http://help.outlook.com/en-US/140/cc825479.aspx
http://help.outlook.com/en-US/140/ee410552.aspx
http://help.outlook.com/en-US/140/bb896612.aspx
http://help.outlook.com/en-US/140/bb896612.aspx
http://help.outlook.com/en-US/140/ms.exch.ecp.EmailOnMobilePhone.aspx?amp%3bl=1&%3bs=EDU_Org_Own_E14_R5&%3bcl=cp


Mobile Phone Setup Reference 

Applies to: Office 365 for professionals and small businesses, Office 365 for enterprises, Microsoft Exchange, Live@edu 

Topic Last Modified: 2012-02-18 

The steps you use to set up your mobile phone will vary based on the model of your mobile phone. 

 
 
What do you want to do? 

 
You can set up your mobile phone to access your e-mail, calendar information, contacts, and tasks. If your mobile phone or device 
supports Exchange ActiveSync (also referred to as Exchange e-mail), POP3, and IMAP4, you can choose which type of account to set 
up. Exchange ActiveSync is designed to synchronize e-mail, calendar, contact, task, and other information. POP3 and IMAP4 accounts 
are designed to send and receive e-mail messages. 

 
 
What type of phone do you have? 

 
There are many different mobile phone models, but only a few mobile phone operating systems. The operating system is the 
software that runs on your phone and lets you do things like view maps, access a to-do list, make calls, or play music. The most 
popular mobile phone operating systems include the following: 

 Android This is Google’s mobile operating system, sometimes referred to as Droid.  

 Apple (iOS) This is Apple’s mobile operating system, found on the iPhone, iPod Touch, and iPad.  

 BlackBerry This is the Research in Motion (RIM) mobile operating system. 

 Nokia (Symbian) This is the operating system used on Nokia mobile phones that are not running the Windows Phone 
operating system.  

 Windows Phone and Windows Mobile Windows Phone is the latest Microsoft mobile operating system. Windows Mobile 
(for example, Windows Mobile 6.5), is the previous Microsoft mobile operating system. 

 

 

The following are general instructions for each major mobile phone operating system. If you don’t know what mobile phone operating 
system you have, contact your device manufacturer. If your Internet phone isn’t listed below, see Set Up POP or IMAP E-Mail on an 
Internet-Capable Mobile Phone. For more information, see the Mobile Phone Setup Wizard.  

 Android 

 Apple (iOS) 

 BlackBerry 

 Nokia (Symbian) 

 Windows Phone and Windows Mobile 

 
 
 
 
 
 
 
 
 
 
 

(continued)  

http://help.outlook.com/en-US/140/cc825472.aspx
http://help.outlook.com/en-US/140/cc825472.aspx
http://help.outlook.com/en-US/140/dd936215.aspx
http://help.outlook.com/en-US/140/cc825479(d=printer).aspx#Android
http://help.outlook.com/en-US/140/cc825479(d=printer).aspx#Apple
http://help.outlook.com/en-US/140/cc825479(d=printer).aspx#BlackBerry
http://help.outlook.com/en-US/140/cc825479(d=printer).aspx#Symbian
http://help.outlook.com/en-US/140/cc825479(d=printer).aspx#WindowsPh


 

 

Android Exchange ActiveSync POP/IMAP 

Droid Set Up Exchange E-Mail on an Android Mobile Phone Set Up POP or IMAP E-Mail on an Android Mobile 
Phone 

Android Tablet Set Up Exchange E-Mail on an Android Mobile Phone Set Up POP or IMAP E-Mail on an Android Mobile 
Phone 

 
 

 

Apple (iOS) Exchange ActiveSync POP/IMAP 

Apple iPhone Set Up Microsoft Exchange E-Mail on an Apple iPhone, 
iPad, or iPod Touch 

Set Up POP or IMAP E-Mail on an Apple iPhone, iPad, 
or iPod Touch 

Apple iPad Set Up Microsoft Exchange E-Mail on an Apple iPhone, 
iPad, or iPod Touch 

Set Up POP or IMAP E-Mail on an Apple iPhone, iPad, 
or iPod Touch 

Apple iPod 
Touch 

Set Up Microsoft Exchange E-Mail on an Apple iPhone, 
iPad, or iPod Touch 

Set Up POP or IMAP E-Mail on an Apple iPhone, iPad, 
or iPod Touch 

 
 

 

BlackBerry Exchange ActiveSync POP/IMAP 

BlackBerry Set Up E-Mail on a BlackBerry Set Up E-Mail on a BlackBerry 

 
 

 

Nokia 
(Symbian) 

Exchange ActiveSync POP/IMAP 

Nokia Set Up Exchange ActiveSync E-Mail on a Nokia Mobile 
Phone 

Coming soon 

 
 

 

Windows 
Phone and 
Windows 
Mobile 

Exchange ActiveSync POP/IMAP 

Windows 
Phone 

Set Up Exchange ActiveSync E-Mail on Windows Phone  Set Up POP or IMAP E-Mail on Windows Phone 

Windows 
Mobile 6.5 

Set Up Exchange ActiveSync E-Mail on Windows Mobile 6.5  Set Up POP or IMAP E-Mail on Windows Mobile 6.5 
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