How to log in to your Office 365/0utlook email account

e Open a web browser (e.g. Google Chrome or Microsoft Edge Chromium) i

e enter Office.com into the address bar then press <Enter>
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Click Sign in from the Microsoft Office home screen below
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Welcome to Office

Your place to create, communicate, collaborate, and get
great work done,

Sign in

Get Office

Enter your email address at the screen below, then click Next.
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Mo account? Create one!

Sign in

Can't access your account?

Sign-in options



Select ‘Work or School account’, click Next
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It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
Created by your IT department
adrian.heathfield @adultlearning.wales

Personal account

R Created by you

adrian heathfield @adultlearning.wales

Tired of seeing this? Rename your personal Microsoft
account.

Back

Enter the given temporary password and click Sign in
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You will see the following screen
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More infermation required

Your arganization needs more information to keep
YOUT 3CCOUNT Secure

Use a different acoount
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£ Type here to search

Click Next
Choose a method of ‘Additional security verification’

Enter the Country or region as United Kingdom and enter your mobile number
Choose whether to receive a text message or a phone call with a code to verify the account

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

Authentication phone hd
Select your country or region ¥ K]
Method

O Send mea code by text message

® Callme

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply.
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Enter the code and click Verify then Done
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Step 2: We've sent a text message to your phone at +44 07
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Update your temporary password to one of your own and click Sign in
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You will then be asked if you would like to stay signed in. Only choose Yes if you are the only person
who uses the device you are using to sign in, otherwise click No
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You will then be signed in to your Microsoft Office 365 account. Outlook (for your emails) will be
one of the icons available (as below).
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Further attempts to sign in to your account will either call or text you (depending on the way you
have chosen) with a verification code to the chosen mobile number to verify your identity before
logging you in.



Microsoft Teams is also an option from this Menu, as shown above. When using MSTeams for the
first time it will offer you the opportunity of installing the desktop version of the software (see
below). If you choose to install this software you will not need to log in to your Office 365 account
each time to attend your class.
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Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead
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