UNBQ Student Email Sign in Instructions

To access your UNBQ Student Outlook email account go to www.outlook.com
(Screen may look slightly different)

(You can also access your student email account by signing into Microsoft 365 by going to

www.office.com This will give you access to all the features of Microsoft 365 including Teams, Word,
PowerPoint and Excel)

: . P
B Microsoft | Microsoft 365  outiook  Products v Forbusiness  Plansand pricing  Support Buy now AllMicrosoft v~ Search O signin (R,)

Outlook for everyday email
and calendars

Stay on top of multiple accounts with email, calendars, and
contacts in one place. Available on desktop, mobile, and web.
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Click on Sign In
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Sign in

Email, phone, or Skype

Mo account? Create one!

Sign in with a security key (7)
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Your Sign In name is your Blue Quills student email
firstname.lastname@unbg.ca

Enter your Blue Quills student email and click on Next
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example.student@unbg.ca

Mo account? Create one!

Sign in with a security key (7)
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You will be prompted to enter your password
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Enter password

assword

Forgot my password

Sign in with another account
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Your password is Earth01$ Enter the password and click on Sign In

Outlook
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Enter password

Forgot my password

Sign in with another account

If this is the first time you have signed in you will be prompted to update your
password. Enter your current password Earth01$
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Update your password

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




Then enter the password of your choice. You will need to enter the new password
twice. Click on Sign In
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More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

The information you will provide in this next step allows you to reset your
password if needed. Click on Next



Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

‘You can prove who you are by answering a call on your phone or texting a code to your phone.

What phone number would you like to use?

United States {+1) A Enter phone number

@ Text me a code

O Call me

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

| want to set up a different method Skip setup

You will need to change from United States to Canada and enter your phone
number. You can choose to receive your verification code by text or call.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

‘You can prove who you are by answering a call on your phone or texting a code to your phone.

What phone number would you like to use?

|Canada (+1) v| 7806141209

© Text me a code

O Call me

Message and data rates may apply. Choosing Mext means that you agree to the Terms of service and Privacy

and cookies statement.

I want to set up a differant method Skip setup



Keep your account secure

Your organization requires you to set up the following metheds of proving who you are.

Phone

‘We just sent a 6 digit code to +1 7806141209. Enter the code below.

257684

Resend code

oo | N

| want to set up a different method Skip setup

Enter the verification code you receive and click on Next. You will see the
message below if successful

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

° SMS verified. Your phone was registered successfully.

Skip setup

Click on next, you have registered your phone.



Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

( 3 Phone
+1 7806141209

You have completed the verification process. Click on Done

You will be asked if you wish to stay signed in. If you are using your personal

computer it is okay to stay signed in. If you are using a computer at Blue Quills
please do not stay signed in.
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Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

|:| Don't show this again

No Yes

You have now signed into Outlook
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If this is a shared computer you will want to sign out when you are finished. Click
on the circle with yourinitials in the upper right corner to sign out. This is also
necessary if you have your own personal Outlook account on your computer.
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Outlook for everyday email
and calendars

Stay on top of multiple accounts with email, calendars, and
contacts in one place. Available on desktop, mobile, and web.




