Accessing and setting up your new UnBQ account

Open your internet browser and go to Office.com

InPrivate browsing

Click Sign in.

8% Microsoft | Microsoft 365 Copilot ¢

Work smarter across
& & & with ™ Microsoft 365

Al built into Microsoft 365 Copilot helps you create, collaborate, and
work across documents, presentations, and data.

i deroroea

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

B® Microsoft
Sign in

sample.one@unbg.ca

No account? Create one!

Can't access your account?

Q Sign-in options



Enter your temporary password and then select Sign in.

B® Microsoft
¢ sample.one@unbq.ca

Enter password

Forgot my password

You will be prompted to change your temporary password. Enter your current password and then
enter your new password twice. Click Sign in.

B® Microsoft

sample.one@unbq.ca

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.

kurrent password

New password

Confirm password

As this is your first time logging into your account, you will see the following image. Click Next.
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Let's keep your account secure

We'll help you set up another way to verify it's you.

Use a different account

Learn more about verifying your identity



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.
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Add your phone number

<

Verify it's you with a call or text code to your phone

Country code

®
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Message and data rates may apply. Pressing Next
of service a

means that you agree to the Terms nd
Privac Jokies statement.

Enter the verification code you received on your phone. Click Next.
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€ Sample.One@unbaq.ca
Verify your phone number

Enter the code we sent to +17802275999.

Enter code

Didn't receive the code?

Other options

Next

You have successfully added your phone. Click Done.
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@ Phone number added

¢

You can now receive a code each time you sign in.

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

n.
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Stay signed in?
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Dian't show this ajamn

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.

Hi, what can | help you with?

ms and Privar nt apply to web queries. Leam more



