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Accessing your e-mail
Option 1: Via the EdPass Portal
Click on the Microsoft 365 Outlook tile under the Office 365 heading

NOTE: If you need instructions to access the EdPass Portal, please refer to our help sheet:
EdPass — Logging in (hub and spoke details)
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Option 2: Via Microsoft Outlook

If you're using Outlook for the first time, you'll be Follow the steps through to configuring your
prompted for your e-mail address account

Add Account

Microsoft 365 account has been added

Please enter your email address. \ bR TS

Take Outlook anywhere

Get Quth jor your iOS or Android devices.

NOTE: If you don't get this screen or your Outlook  Once you see this screen, Outlook has been
is set up with another mailbox, refer to the next  configured with your mailbox. Click on Done.
page

E-mail configuration

E-mail address Your Departmental e-mail address

Mailbox type Microsoft Office 365

Login details Refer to our help sheet EdPass — Logging in (hub and spoke details)
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Adding an additional mailbox
to Microsoft Outlook

Windows

In the bottom left, click the + (plus) and select
New Account.

THEN
Refer to the instructions on the previous page

Mac
Go to Outlook menu > Preferences
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Click on Accounts

@
Show All

Personal Settings

General Notifications

& Sounds

Accounts

Click on the Add [+] button and then click New
Account
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Directory Service...
THEN

Refer to the instructions on the previous page

OPTIONAL
Adding your mailbox to your phone

Open the Microsoft Outlook app

This app can be downloaded from the App
Store (for iOS devices) or Google Play (for
Android devices)

On the left panel, tap on the Add mailboxicon

Inbox

Assignment Receipts

Careers

Course Admin Todo

Reading Todo

Surveys

Tap Add Email Account

Add Email Account

Outlook, Gmail, Exchange, iCloud

Add Shared Mailbox

Shared and delegate mailboxes

Create New Account

Free email and calendar

Follow the steps through to configuring your
account



