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Using Outlook Web App (in your browser) 

1. Login to https://outlook.office.com using the credentials provided to you.  In general our email 

format is firstname.lastname@tctws.org.  You will be prompted to change the password. 

2. Follow the on screen instructions to set up Multi Factor authentication for the account.  I 

suggest using an authenticator app and a phone number as your two methods of 

authentication.  If you already have an authenticator app installed you can use it and don’t have 

to install the Microsoft authenticator app. 

3. After successful login and verification, you will be able to see your email inbox and your group 

email box(s).  Officers have been joined to the TCTWS Committee Chairs group and the TCTWS 

Officers group.  If you need to send an email to all TCTWS leadership (committee chairs and 

officers), just email committees@tctws.org .  If you need to email only officers, email 

officers@tctws.org .  Messages sent to the group (individual committee/officer emails also) will 

automatically forward a copy to your inbox. 

4. Next, you need to change some settings to allow you to send messages as your 

officer/committee title (rather than your named tctws.org address).  Click the Settings gear in 

the top right corner and Click View all Outlook settings at the bottom of the panel. 
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5. Click the Compose and reply menu and check the box next to Always show From. Save your 

changes.  (You can also set up an Email signature if you would like).  Click the “X” in the top right 

to close the window. 

 
 

6. Click new message to compose a test message. Click on the word From in the new message.  

Select Other email address. 
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7. You will enter the officer/committee email address.  Send the test message.  On subsequent 

emails, when you send, the option to send as the officer/committee email will be in the list 

when you click From - you will need to remember to make the swap. 

 

 

You can click on the Committee Group name to see mail, group files and calendar.  Click the star icon to 

add the committee group  to your favorites. 

 


