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HOW TO LOG INTO AND LOG OFF OFFICE 365 WEBAPP 
 

To log into the Office 365 webapp go to https://office.com (or office.com/www.office.com) and click on “Sign in” 

button, “Accept” the cookies if you have not used this site or browser before: 

  

 

 

Enter your email address (***@westerncare.com), and enter your password, then click on “Sign in” button: 

  

  

  

https://office.com/
https://office.com/
mailto:***@westerncare.com
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If this is the first time you have logged into Office 365 you will be prompted to set up two-factor authentication.  

Click next.  

NOTE: If your phone number has been pre-populated on your account you can skip this step 

 

 

 

Select Ireland from the drop-down menu and enter your work phone number – remember to drop the first 0 (zero), 

then click Next: 

 

 

 

 

 



 
WCA Created by: Julie Martin 15/02/2026 Page 3 of 4 

 

Enter the pin number sent to your mobile phone. Then click Next: 

 
 

Type a name into the app password box (this is just a label, you can put your name here). Click Next: 

 

 

If your mobile number has been pre-populated you will get the following screen. Click on the box with the last 2 digits 

of your phone number then enter the code sent to you and you will see the same screen as above (Office 365 portal) 
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You now have access to office online. Click on Apps to access your email or any other app / parts of the Office 365:  

 
 

To log off (sign out) from Office 365 do the following: 

 

 
 

Please note this will sign you out of Office 365 completely. 


