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Guide to Office365 Club Email Management

Signing in and Accessing Office365 Club Email

How to sign-in and access Office365 club email

1. Open an internet browser window (i.e.: Internet Explorer, Firefox, Safari, etc)

2. Inthe address line type: mail.office365.com and press “enter” on the keyboard.
3. Enter your Microsoft Account ID = siclubname@soroptimist.net

4. Enter your Password = 6 digit club ID number preceded by sia (i.e. sia111111)

Please do not add any spaces or characters to the Microsoft Account/Club email address provided
by Soroptimist Headquarters.

Example: Soroptimist International of Nassau County—> sinassaucounty(@soroptimist.net

Enter club email address here

(#3) then click Next
B Microsoft

Sign in

to continue to Outlook

|E'na* or phone

Can't access your account?

Sign in with a security key (2)

© Soroptimist International of the Americas, Inc. © April 27, 2020II Page 2 of 15
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Outlook

[ | FVH
ma Microsoft Enter Password here (#4) then click

Sign In

& sicentrecounty@soroptimistnet

Enter password

Forgot my password

© Soroptimist International of the Americas, Inc. © April 27, 2020II Page 3 of 15
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5. When you log into the Office365 system for the first time you will be asked to choose your
language and time zone.

Choose your language

4 Outlook

Englih (United States) v

‘ Select time zone v

(3 Save

~~

Click Save

Choose your time zone

© Soroptimist International of the Americas, Inc. © April 27, 2020II Page 4 of 15
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6. Once logged in, you should now see your club email inbox.

Outlook

MNew message

Favorites

Inbox 7
Sent ltems
Drafts

Add favorite

Folders

Inbax 7
Drafts

Sent Items

Deleted ltems 224
Junk Email 2

Archive

Notes

Access your Inbox and other folders here.

martha venditto; Tammy Arquette
? Questions from email d... (3) Wed 4/22
Tammy | love the fact you had your dub meeti...

e Soroptimist Headquarters
Thank You, ! Wed 4/22
Dear Member, Happy Volunteer Week! We hop...

This month

cindy rivera; martha venditto
7 Sl Saratoga County 2) Thu 4/16
Hi Tammy my take is SIA is going by federal rec...

Tina Wei-Kang Pan, SIA President
46th Biennial Convention Upd... Wed 4/15

Dear Soroptimist, It is with a heavy heart that |...

cindy rivera; 5| of Hackettstown >
? update Wed 4/2
Have not heard anything about dues yet. Pay a...

martha venditto L)
> Club Delegates Tue &7

-

Select an item

Important Folders:

Inbox: Holds current emails

Junk Email: Outlook Web App filters certain emails into this folder. If you are expecting an email
and have not received it- check this folder first. There is a chance it was automatically filed in this
Folder.

Drafts: Emails you have started but not sent will be saved to this file.

Sent Items: Outlook Web App automatically saves a copy of your sent emails to this Folder.

Deleted Items: When you delete an email, it will transfer to this Folder. To permanently Delete the
email, make sure to delete from this folder as well.

© Soroptimist International of the Americas, Inc. ©
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7. Start a new email by clicking the New Mail link on the top left of the screen.

i Outlook L Search
= =1 Mark all as read Undo
~  Favorites = Inbox * Filter ~
nbox ! Click here to create a new email
Sent ltems
Drafts Soroptimist Headquarters
Thank You, ! Wed 4/22
Add favorite Dear Member, Happy Volunteer Week! We hop...

This month

N Folders
@ cindy rivera: martha venditto a
Inbos 7 # 5l Saratoga County 2) Thu 4/16 ‘

a
Hi Tammy my take is SIA is going by federal rec...
& Drafts
= o ° Tina Wei-Kang Pan. SIA President
SeHiee 46th Biennial Convention Upd... Wed 4/15
Dear Soroptimist, It is with a heavy heart that I... .
il Deleted Items 224 P " Select an item|
cindy rivera; S| of Hackettstown >
Junk Email 2 e
© Hnie Emal ? update Wed 4/8
= Archi Have not heard anything about dues yet. Pay a...
rchive
O Notes martha venditto 9
> _Club Delegate Tued/7

B osend | Atach v ] Discard o

Favorites © Inbox * Filter v To ‘

Click here to open the new

Inbo; 7 martha venditto; Tammy Arquette .
o @ « email in a separate

> Questions from email d... (3)
Coms Lo Tamamng | | thn fact yn b

Enter recipients here.

b meeting

Add a subject

TR TOU, 7 Wed 4/22
Add favorite Dear Member, Happy Volunteer Week! We hope

This month

Folders

e . Click the People symbol locate at bottom left
cindy rivera; martha venditto R .
Irizs y @ ) SisaatogaCounty ) Tuds side of screen then click + Add a Contact.

Hi Tammy my take is SIA is going by federal recor

Drafts

Tina Wei-Kang Pan, SIA President
46th Biennial Convention Upd...
Dear Soroptimist, It is with & heavy,

Sent ltems

Deleted ltems 224

= £ <
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8. Click the links on the navigation bar located at the bottom left side of screen to access your
calendar, contacts and task list.

£ Inbox 7 @ martha venditto; Tammy Arquette
’ Questions from email d... (3) Wed 4/22
B Sent ltems Tammy | love the fact you had your club meeti...
¢ Drafts Soroptimist Headquarters
Thank You, ! Wed 4/22
Add favorite Dear Member, Happy Volunteer Week! We hop...
P This month
@ cindy rivera; martha venditto a
& Inbox 7 51 Saratoga County 2 Thu 4/16 ﬂ
Hi Tammy my take is SIA is going by federal rec...
& Drafts
B sent] ° Tina Wei-Kang Pan, SIA President
SBETE 46th Biennial Convention Upd... Wed 4/13
Dear Soroptimist, It is with a heavy heart that |... ~
[l Deleted ltems 224 Select an item to read
) cindy rivera; SI of Hackettstown >
Q  Junk Email 2 @ N Y _
update Wed 4/8
Have not heard anything about dues yet. Pay a...
B  Archive ! yining / ’
O Notes @ martha venditto 6
? Club Delegates Tue /7
Thank you Martha Sent from my iPhone On A...
Convers,
New @ martha venditto b
? Delegates for voting purposes Tued/7

Nothing as of yet on dues Say hello to everyon...

Notable Office 365 toolbar links:

Outlook: Email inbox main screen.

Calendar: Full featured calendar that allows you to add events, invite attendees, etc.
People: Contact and group list.

To Do: Allows you to add, plan and assign tasks.

OneDrive: Online Cloud Storage
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9. When you have finished your tasks within Outlook Web App click on the Account Manager icon
on the top right and choose Sign Out from the drop-down menu to log out of the system.

Qutlook P Search B 5 8 o
B Mark al a5 read Undo
My account X
Favorites () Inbox * Filter v
$l of Saratoga County
i I timist.
Inbox 7 @ martha venditto; Tammy Arquette seatogacounty @soapimisn
7 Questions from email d.. (3) Wed 422 hraltle v
Sent [tems Tammy |love the fact you had your club meefi.. My Office profle
My account
Drafts Soraptimist Headguarters Open another mailbox
Thank You,! Wed4/22 Sign out
Add faverite Dear Member, Happy Volunteer Week! We hop...
Folders This month

@ tindy rivera; martha venditto

Incox 1 ? S| Saratoga County ? Thu4/16 ﬂ
Hi Tammy my take Is SIA is gaing by federal rec..
Drafts
- Tina Wei-Kang Pan, SIA President
et s 46th Biennial Convention Upd... Wed4/13
Dezr Soroptimist, It is with  heavy heart that ..
Deleted Hems 224 Select an item to read
cindy rivers; S of Hackettstown 3
Junk Emai 2 @
7 update Wed4/8
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Changing the Password

1. From the main Inbox screen, click the Account Manager icon on the top right and choose My
Account.

m p —
B Mark all as read

Favorites © Inbox * Filter v
Inbox 7 martha venditto; Tammy Arquette
b i i Wed 4/ Available v
Questions from email d... (3) Wed 4/22
Sent ltems Tammy | love the fact you had your dub meeti... My Office profile
My account
Drafts e Soroptimist Headquarters Open another mailbox
Thank You, ! Wed 4/22 Sign out
Add favorite Dear Member, Happy Volunteer Week! We hop...
el This month

e cindy rivera; martha venditto *
Inbox 7 » Sl Saratoga County 2 Thu4/16 ﬂ

Hi Tammy my take is SIA is going by federal rec..,

Drafts
o Tina Wei-Kang Pan, SIA President

semiliizng 46th Biennial Convention Upd... Wed 4/15

Dear Soroptimist, It is with a heavy heart that |... - .
Deleted Items 224 Select an item to read

cindy rivera; Sl of Hackettstown >
Junk Email 2 N )

update Wed 478

2. Click Security and Privacy located on left side of page.

My account

My account ¥ Office apps & devices B Subscriptions
Verify what products and licenses you have.
Personal info

Subscriptions

Security & privacy View apps & devices View subscriptions

App permissions

Apps & devices Q Security & privacy B App permissions

Protect your account and adjust important privacy Apps with access to your data: 24

Tools & add-ins settings to your preference. .
OIS & adaHins Manage which apps have access to your data. You can

revoke permission whenever you want.

Manage security & privacy Change app permissions

© Soroptimist International of the Americas, Inc. © April 27, 2020II Page 9 of 15
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3. Click Password (Change your password.)

zzzzzz

My account

Security & privacy

Password
Change your password:

Contact preferences
by yo

My account

Personal info

on

Subscriptions contacted

Organization Privacy Statement

Security & privac,
v & privacy View your organization's Privacy Statement

App permissions Microsoft's Privacy Statement
View Microsoft's Privacy Statement.

Apps & devices

Tools & add-ins

£ Type here to search

4. Enter your Old password then Create new password then Confirm new password and Submit.

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
sisaratogacounty@soroptimist.net

Old password

?
—

You should see a confirmation that changes

— m encel | were saved successfully. The confirmation

will only display temporarily.

Create new password

Password strength

Confirm new password

© Soroptimist International of the Americas, Inc. ® April 27, 2020l Page 10 of 15
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Forwarding Club Email to Another Email Address

1. From the main inbox screen, click the gear icon on the top right.hoose Options.
2. Choose View All Outlook Settings located on the bottom right of screen.

Outlook P Searh
= O Markallasread ' Undle .
ettings
Add favorite
@ Inbox k Fiter 12 Search Qutlook settings
v Folders
v
@ martha vendittc; Tammy Arquette Focuednbox L2
O hbox 7 > Questions from email d.. (3)  Wed42 o
Tammy |love the fact you had your cub meet... Desktop notiicfions <.:
J Dufs ] .
Soroptimist Headquarters Display density 0
B Sontliems Thank You, ! Wed 4722
Dear Member, Happy Volunteer Week! We hop.. VI | | — |
L1 | —
i Deleted bems 224 Yy |
1 I —
This month
O JunkEmi 2 Full Medum  Compact
@ cindy rivera; martha venditto
B Archive ? | Saratoga County @ Thu4/16 ‘ Comversation view (0
Hi Tammy my take is SIA is going by federsl rec.
Newest messages on to
O HNotes @ LR
Tina W@i'KEﬂg Pal'l, SIA President O Mewast Messages on hottom
Conversation His.. 46th Biennial Convention Upd... Wed 4113
Dear Soroptimist, It is with a heavy heart that | ‘ O o
Select an item to read
New folder
@ cindy rivera; Sl of Hackettstown 3 Reading pane
) Wed )
v Groups uptae ‘ Vet @Showomheright
Have not heard anything about dues yet. Pay 3.
O Show on the bottom
New group @ martha venditto 9
‘ » Club Delegates Tuedf7 O fiide
LTI Thank you Martha Sent from my iPhone On A..
a View all Outlook settings
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3. Click the Forwarding link option to forward the club’s emails to another email account.

Settings Layout Layout

Search settings Compose and reply

Focused Inboy
Attachments

General .
b Do you want Qutlook to sort your email to help you focus on what matters most?

Rulles

e O Sort messages into Focused and Other

Sweep

Calendar @ Dan't sort my messages
Junk email
g People

Customize actions
View quick settings Message height
Sync email

Choose the height of each message in the message list.

Ok
Forwarding ﬁ

() e

O Compact

Message handing

Automatic replies
Retention polices

Groups o
Message organization

How do you want your messages to be organizad?

@ Show email grouped by conversation

O Show emal as individual messages

How do you want messages in your conversations to be displayed?

© Soroptimist International of the Americas, Inc. ® April 27, 2020lI Page 12 of 15
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4. In the Forwarding section, Click the Enable Forwarding box.

5. Enter the email address you are forwarding mail to.
6. Send a test email to the club’s email account to ensure forwarding is set-up correctly.

7. If you want to completely turn off the forwarding function uncheck the Enable Forwarding box.
8. If you want to change the email address you are forwarding to, uncheck the Enable Forwarding
box and enter the new email address then click the Enable Forwarding box again.

Settings I Forwarding

O Search settings Compose and reply (#4) Cth the Enable
You can forward your email to another account.
Attachments ] box.
& General D Enable forwarding

B Mail ks Forward my email to:

i Calendar Sieep Enter an email address

Junk email

A peope e TR | (#5) Enter the email address

Customize actions . .
View quick settings you are forwardlng mail to.

Sync emall

Message handling

Forwarding

To end the forwarding
function, uncheck the Enable
Forwarding box.

Automatic replies

Retention policies

Groups

P Type here to search
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Getting Help

1. This user guide contains the basic information needed to get started with your new
Outlook Office 365 club email account. For help on the many features of the Office 365 —
Web App system click the question mark icon on the top right of your screen and
type in the search box Get Help with Outlook Web. Then you will see a list of links for all

the features of Outlook Web App.

P Search

New message

Favorites

Inbox 1
Sent ltems
Drafts

Add favorite

Folders

Inbox I
Drafts

Sent ltems

Deleted ltems 224
Junk Email 2
Archive

Notes

Conversation His...

3 Markal as read Undo

© Inbox % Filtr v

@ martha venditto; Tammy Arquette
7 Questions from email d.. (3) Wed 422
Tammy | love the fact you had your club meeti..

Soroptimist Headquarters
Thank You, ! Wed 4/2
Dear Member, Happy Volunteer Week! We hop..

This month

@ cindy rivera; martha venditto
7§l Saratoga County 2 Thud/1§
HiTammy my take is SIA Is going by federal rec..

Tina Wei-Kang Pan, SIA President
46th Biennial Convention Upd... Wed 4/15
Dear Soroptimist, Itis with a heavy heart that |,

@ dndy rivera; SI of Hackettstown >
? update Wed 48
Have not heard anything about dues yet, Pay a..
@ martha venditto g
? Club Delegates Tued/7

Thank you Martha Sent from my iPhone On A..

=~

Select an item to read

Help X
M P Get helpwith outiook on the web

Get help with Outlook on the web

Get more out of your email with Outlook on
the web. We've streamined search to make
it easier than ever to find what you're
looking for, and new features like Files and
attachment previews let you see your
pictures and files without leaving your inbox,

To quickly change your settings so your
inbox looks the way you want it to, see
Change the look of your mailbox in
QOutlook.com and the new Qutlook on the
web.

To watch videos about new and updated
features, see Learn more about Outlook on
the web,

What you'll see in Mal v
What you'l see in Calendar v
What you'll see in People v

What you'l see in the new Tasks v/

© Soroptimist International of the Americas, Inc. ©
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2. This will open to more information and links to instructions for additional features of Outlook
Web App Office 365.

QOutlook P Search
Sl New message O Markallsreed  Undle
= " ’
Favorites © Inbox * Filter v
L0 P gethelp vith outiook web
[ Inbox 1 @ martha venditto; Tammy Arquette |
? Questions from email d... (3) Wed 422 T
- Sent ltems Tammy | love the fact you had your club meeti..
Create, reply to, o forward email messages
Drafts Soroptimist Headquarters in Outlook on the web
Thank You,! Wed 422 ]
Add favorite Dear Member, Happy Volunteer Week! We hop... Create and add 2n email signature n
QOutlook on the web
Folders This month Attach fles in Outlook on the web

@ cindy rivera; martha venditto Turn on automatic forwarding in Outlook on

p nbor y » 5] Saratoga County @ Thu4/16 the web
HiTammy my take is SIATs going by federal rec..
Drafts Block senders or unblock senders in Outlook
| o Tina Wei-Kang Pan, SIA President e
s 46th Biennial Convention Upd... Wed 4/13

Use intelligent technology in Qutlook on the

Dear Soroptimist, It is with a heavy heart that L. e

| Deleted ltems 224 Selact an item to

Lk B ) @ c)mdyrwera:SIofHackeﬁstown . s Emalk Customize setings
update Wed 4/8
E i Have not heard anything about dues yet, Pay a. Personalize your new Mail experience in
e Outlook on the web
rtha venditt
] Notes @ Marihe vendic o Focused Inbox for Outlook
? (Club Delegates Tued/7
o . Thank you Martha Sent from my iPhone On A.. Resetyour Microsoft 365 passiord
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