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Summary: | The following instructions will explain how to activate an Office 365 account.

Content: | e |nitiate the Activation Process

e Setup Office 365 Account

INITIATE THE ACTIVATION PROCESS:

Step 1: Open an Office 365 product (Outlook) to initiate the activation process:

[ |
Click the Windows Start button (™M) putton

Scroll to the Outlook application ( )

Click the icon to launch the application

Step 2:

Enter the user email address used to log onto Windows at the office

Welcome to QOutlook

Enter an email address to add your account.

|Nadine Mondestin@mass.gov | - |

Advanced options
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Step 3: e Click Office 365
e This may take a moment ©
to complete
P Choose account type
1 B &
EH
Adding Nadine.Mondestin@mass.gov
We're getting things ready
Step 4: e Click OK

e Outlook will deploy

Adding Nadine.Mondestin@mass.gov
Account setup is complete

2 Microsoft

Outlook

ot 365

(7] Set up Outlook Mabile on my phone, too
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SETUP OFFICE 365 ACCOUNT:

Step 1: e OQutlook will fully deploy
e Click SignIn

B Microsoft

Sign in to set up Office

L o8 H

Use your regular email Get free cloud storage Use your account to install
address Office on other devices

Sign in with your work, school, or personal Microsoft account

Step 2: e Enter the user email address used to log onto Windows at the office
e This may take a moment to complete

B® Microsoft
Activate Office

Email, phone, or Skype

Mo account? Create one!

¥
': Authenticating to Active Directory, please wait... I

©2020 Microsoft  Privacy statement
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Step 3: e Enter the user email address used to
log onto Windows at the office

Centrify Login - Intemnet Explorer (]

‘.v" TH
e Click Next

User Name

Step 4: e Enter the Password used to log onto
Windows at the office

Centrify Login - Internet Explorer

e Click Next

Password

Step 5: e Click Yes A

Use this account everywhere on your device

C I IC k Do ne Windows will remember your account and make it easier to sign in to apps and

websites. You won't have to enter your password each time you access your
organization’s resources. You may need to allow them to manage certain settings on
your device.

You're all set!
We've added your account successfully. You now have access to your organization's

2pps and services.

Allow my organization to manage my device

This app only




