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1. First Sign in

1. Launch any browsers (Chrome, Firefox....) and access the Office 365
Portal page from the link: https://outlook.office.com
2. Tap “work or School account”. You will be redirected to the Email sign
in page.,
3. Enter [your email address]. Tap “Next”
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Can'jgic®ess your account?

Sign in with your QOU credentials



https://outlook.office.com/

4. Enter your password, then tap Sign in.
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1y password

Sign in with your QOU credentials

5. For the first time login, we need to complete registration process. Follow
the next wizard. Tap “Next”.
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More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Sign in with your QOU credentials

6. In the following wizard “Keep your account secure”, tap “Next”.



Keep your account secure

Your organization requires you to set up the following methods of proving who yvou are.
Method 1 of 2: App
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App Phone

Microsoft Authenticator

Start by getting the app

)
o On your phone, install the Microsoft Authenticator app. Download now
After yvou install the Microsoft Authenticator app on vour device. choose "Next”.
—
I want to use a different authenticator app
1l want to set up a different method Skip setup

7. Microsoft Authenticator is default method, if you want to use it, tap “next”, if
not, tap “I want to use a different authenticator app”.
8. We will choose “Microsoft Authenticator”. Continue by tap “Next”. The
following wizard will appear. Tap “Next”.

Method 1 of 2: App
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App Phone

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account, and select "Work or school”,
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Lwant to set up a different method Skip setup

9. The following wizard for Scan QR code.
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 1 of 2: App
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App Phone

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code. choose "Next".

Can't scan image?

1 want to set up a different method / Skip setup

10.Now, switch on to the Mobile:
11.0Open the play store and search about Microsoft authenticator.

9:43 | .SKB/=s =5 x . -l = E5)

< microsoft authenticator ><
/m Microsoft Authenticator
Q microsoft authenticator ~
= N miicrosoft aut.._.nticator apps ~
= microsoft aut... p for android ~
Q microsoft auth...r mobile app ~
Q

microsoft aut...r app android <



12. Tap “Install” the application and tap “open”.
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13. Tap “I agree”.
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Microsoft respects yvyour
pPrivacy

wvwve collect reqgquired diagmnostics to

keep the app secure and updated.

This does mnot include your mnarme
OoOr any sensitive data.

Ve also collect optional usags=
data 1o improve SQauathenticator. “vyYou
canmn opt out of shharing optiomnal
usage data anvtirnme from app
settimg s.




14. In the next Wizard, tap “Scan a QR code”.
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Restore from Backup

15. Tap “Allow” in the following wizard.
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16. Direct your mobile camera into computer display. Scan QR code.
17. Automatically the following wizard appear. Just write the code appear in MS
Authenticator. Tap “Next”.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 1 of 2: App
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App Phone

Microsoft Authenticator

Enter code
2 MK
Enter the 6-digit code shown in the Microsoft Authenticator app.

752222

Back

I want to set up a different method Skip setup

18.The Second stage of registration process: Submit mobile number. Tap “Text
me a code”. Tap “Next”.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Phone

App Phone

Phone

You can prove who you are by answering a call on your phone or texting a code to your phone.

What phone number would you like to use?

Palestinian Authority (+970) ~ 0599
Text me a code
(D Call me

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

| want to set up a different method Skip setup



19. In the following wizard: submit the code sent to your mobile number. Tap
“Next”.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Phone

App Phone
Phone
We just sent a 6 digit code to +970 0599 . . Enter the code below.
535177
fesend code
| want to set up a different method Skip setup

20. The SMS verified, tap “Next”.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Phone

App Phone

Phone

SMS verified. Your phone was registered successfully

Skip setup

21. Finally, tap “Done”.



Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Done

App Phone

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.
Default sign-in method: Authenticator app or hardware token - code

Phone
+=970 0599

D Microsoft Authenticator

/m

2. Sign out
Click the on the top right of the screen, tap [Sign out]

Test Qou @

Test Qou
test@qou.edu

Appear away ~
My Office profile

My account

Open another mailbox

Sign out
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3. New Message
From Microsoft 365 interface, click on “New message”.

B Send [ﬂl Attach ﬁi[ Discard

To @ Test1 QOU X
Cc @ Test Qou X

Add a subject
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¢ You can attach file from
» Browse this computer.
» Browse Cloud Locations (OneDrive).

» Upload and share.

4. Creating Signature
1. From setting: select “Mail”. From sub menu select “Compose and

reply”.
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Settings

/O Search settings

@ General
Mail

Calendar

= B M

People

View quick settings

Layout

Compose and reply

Attachments
Rules

Sweep

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies
Retention policies

Groups

Compose and reply

Email signature$

Create a signature that will be automatically added to your email messages.
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D Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to
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