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SIGNING INTO OFFICE 365

NOTE: THESE INSTRUCTIONS GO THROUGH SIGNING INTO
OFFICE 365 FOR THE FIRST TIME.

On your address bar of your web e —

browser type - portal.office.com; flada il o i 0=
proceed to type in your Vanguard
email address.

B Microsoft
Sign i

jacktest@vanguard.edu

No aceo!
Can't access your account?

sige-in options

After clicking Next, the website 8 Sanintoyour et

£ 1= e Q. portalofficecom]| | | Q search n o =

will now reflect a Vanguard
University background, proceed to
type in your password.

B Microsoft
Sign i

jack test@vanguard.edu

No acco!
Can't access your account?

Sign-in options

Once you click Sign-In, you will i x E

. « c @ @ @ nups/oginmicosofteniinecom/common/log e @ ¥ | Q Search n @ =
be redirected to a web page

indicating the need for More

information required, proceed Bl wse
to CIiCk NeXf jacktest@vanguard.edu

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

You must utilize an Vanguard.edu account (usemame
ending in @vanguard.edu) in order to access VU
resources via this portal. If you need assistance, or if

you do not know your password, please contact the
VU IT Help Desk at (714) 6196500,
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SIGNING INTO OFFICE 365

It will then ask you for a B e —

cell phone number for it to
call or text; then click Next.

Keep your account secure

Phone Phone

Once you have received the text please
input the 6 digit code; then click Next.

“‘ WI“ Verlf)’ your COde rhen c-ce OB @ npsymysininsmiaosofecomiregstertr oken-NNESTADHGCH2 ot Ot Qseoen s ce za micosotcom/egistercrttoke ——— -9 allas
your phone, after clicking
N eXt both p rom pfs . Keep your account secure Keep your account secure

Phone Success!

SVS verted. Your phone was reistered sueressiully

Q

After CIiCking on Done, 1) Micrasoft Office Home P+
“_ WI” fake )’OU to OH:ICG &« ¢ @ ww.office.com/?auth=2 e @ | | Q Search N @ =

365 where you can access o
your email via Outlook,

. Good afternoon, Jack Install Office
as well as the Office 365 -

Suite. You can download + o a o B $ i % Y T e N

a copy OF the appllcahons Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps

and install them on your

Windows or MGC Comprer Recent Pinned  Shared with me Discover T Upload and open...
at the Install Office drop

down menu.




