
Accessing and setting up your new UnBQ account  
Open your internet browser and go to Office.com 

 

Click Sign in.  

 

Enter your unbq email (firstname.lastname@unbq.ca) and click Next. 

 

 

 



Enter your temporary password and then select Sign in. 

  

You will be prompted to change your temporary password. Enter your current password and then 

enter your new password twice. Click Sign in. 

 

As this is your first time logging into your account, you will see the following image. Click Next. 

 

  



Microsoft will prompt you to enter your cell phone as a security measure. You will need to 

change information such as United States to Canada, enter your phone number and choose either 

text or call to receive the verification code. Click Next. 

 

Enter the verification code you received on your phone. Click Next. 

 

You have successfully added your phone. Click Done. 

 



You may 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.  

 

 

You have now signed into Office.com.  You should now be on the Microsoft 365 home page 

also referred to as the Copilot page as shown below.  

  

 


