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What is Office 3657

* Using ONE log in you can do many things:

* Email

* Files

* Chat

* Meetings

* Planning

* Notes

e Tasks

* This is a software to help you manage your and admin
* Very secure and private
* Work better together as ONE archdiocese



I'J Office 365

Logging In

To Office

e all your apps




* Visit www.office.com and click “Sign In”

Welcomeé to Office

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

* Login

* E.g. fryourname®@antiochian.org.au
* You need your temporary password

BT Microsoft
Sign in

deacon.john@antiochian.org.au

Can't access your account?

Need help? Visit: antiochian.org.au/it-media-department/



http://www.office.com/
https://www.antiochian.org.au/it-media-department/

 Make sure it’s strong
* A mix of:
* Capital (ABC)
* Lower (abc)
* Numbers (123)
* Special characters (!@#4...)

* Minimum of 8 characters

a8 Microsoft

Step 2

Reset password

Update your password
(If it’s your first time)

You need to update your password because this is
the first time you are signing in, or because your

password has expired.

Current password

New password

Confirm password




Once you login, you can access many tools. The main ones are:

B© Outlook E-mail and Calendar

4. OneDrive Files
B> SharePoint Sharing and team-work

Office 365

Good afternoon O Search

Apps
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Outlook OneDrive Word Excel PowerPoint OneNote SharePoint

Explore all your apps —>

PRO TIP- Save www.office.com as a shortcut

Install Office

3

Teams


http://www.office.com/

Outlook

4 ways to Access E-mail
Office 365




e Visit outlook.office.com or click ﬂﬂ on www.office.com

* Login using your Office 365 details

» Set your language the first time you log in

d Outlook

English (Australia) s

(UTC+10:00) Canberra, Melbourne, Sydney



https://outlook.office.com/
http://www.office.com/

This is a very easy interface which you should be familiar with

o Office 365 Outlook

Search Mail and People jo) ® New|v £ Mark all as read ¥ Undo
A~ Folders Focused Other Filter v

Inbox 1 Next: No events for the next two days. Iﬁ Agenda

Sent ltems Antiochian Orthodox Clergy and...

Drafts You've joined the Antiochian Orthodox Clergy : 6/11/2018

WorkBrilliantlyTogether Welcome to the Antiochian Ort...

More

~ Groups New
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Need help? Visit: antiochian.org.au/it-media-department/



https://www.antiochian.org.au/it-media-department/

Here is how you can access your emails on your phone:

s R
1. Choose email app . .
If you already have a preferred app, skip to the next step, or click
on your phone type for the recommended app-> Download for Apple For Android/Samsung

2. Phone

2. Set-up Official App m
(Recommended) —— ,
Choose your app for set- Outlook for i0S Outlook for Android
up instructions 4
Your phone’s App M

iOS Mail Samsung Gmail

Need help? Visit: antiochian.org.au/it-media-department/



https://www.antiochian.org.au/it-media-department/
https://support.office.com/en-us/article/set-up-email-in-outlook-for-ios-mobile-app-b2de2161-cc1d-49ef-9ef9-81acd1c8e234
https://support.office.com/en-us/article/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/set-up-email-using-the-ios-mail-app-7e5b180f-bc8f-45cc-8da1-5cefc1e633d1
https://support.office.com/en-us/article/set-up-email-in-android-email-app-71147974-7aca-491b-978a-ab15e360434c
https://itunes.apple.com/au/app/microsoft-outlook/id951937596?mt=8
https://play.google.com/store/apps/details?id=com.microsoft.office.outlook&hl=en_AU

Microsoft Outlook on your computer is a great way to manage many
inboxes in one place:

Setup Instructions

3. Computer

Need help? Visit: antiochian.org.au/it-media-department/



https://www.antiochian.org.au/it-media-department/
https://support.office.com/en-us/article/add-an-email-account-to-outlook-6e27792a-9267-4aa4-8bb6-c84ef146101b

Important

* You can use the free version of Office (online only)
* |f you want the software on your computer, there is a cost

* If you don’t have Office software and have Windows 10, you can use the built
in mail app- CLICK HERE

* There is A LOT you can do in Office 365, but if you are new to it, try to
focus on Outlook (email) and OneDrive (file sharing)



https://support.office.com/en-us/article/set-up-email-in-the-mail-app-for-windows-10-7ff79e8b-439b-4b47-8ff9-3f9a33166c60

