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Introduction:

This manual provides basic information on how to use our email

system (Microsoft 365).

Microsoft 365 is a cloud service provided by Microsoft and offers other

collaboration tools (e.g., Office applications) in addition to the email

service.

This manual describes how to use Email on Outlook on the web.
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Email:

This chapter describes the basic operation for using Lusail University

email service on the web and change your password.
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1- Launch the Internet browser, (e.g., Google chrome) and access the
Office 365 Portal page: (https://login.microsoftonline.com/)
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2- Enter your LU email address and the password.
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Enter password
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https://login.microsoftonline.com/

3- The startup screen of Office 365 appears. Click [Outlook]
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4- When you launch the mail application from the start page, the basic
screen of the email service appears.
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[New message] button

[Search] button Email list
Click [New message] to create a new email.

You can search for an email Emails included in a selected folder or

search result are shown here.

<
Select an item to read
ﬂk
Groups

. Inbox Reading pane

[ Inbox Used to email-related tasks including Preview of an email selected in the email
viewing, transferring, and replying to list is shown.
—> f Drafts received emails.
—> B Sent ltems

Iﬁ[ Deleted ltems 4 Draft

~ When you save an email without sending
&) Junk Email it, it saved in the [Draft] folder.

\§
Sent Items

Copies of sent emails are saved.
You can view and/or resend sent emails
saved in this folder.
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1- Once logged into your account you will see a screen like the image
below; Click your account name on the top right of your screen and
click on “View account” tab.
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teststudent {

Lusail University Sign out

7 teststudent1
|' T '| teststudent1@lu.edu.ga
¢/ |View account

., o

My Office profile

2. Click on: “Change password”
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teststudent1

— teststudent]@lueduga.onmicrosoft.co

m

Why can't | edit? 0]

Sign out everywhere

Security info

5

Keep your verification metheds and security
info up to date.

UPDATE INFO >

Devices

=

Disable a lost device and review your
connected devices.

MANAGE DEVICES >

Password

Q,

Make your password stranger, or change it if
someone else knows it.

CHANGE PASSWORD >

Organizations

=

See all the organizations that you're a part of.

MANAGE ORGANIZATIONS >

Settings & Privacy

0

Personalize your account settings and see
how your data is used.

VIEW SETTINGS AND PRIVACY

My sign-ins

5p

See when and where you've signed in and
check if anything looks unusual.

REVIEW RECENT ACTIVITY >

3. Type original password into the “Old password” box, type your new

password into both “Create new password” and “Confirm new

password” boxes, and then click the Submit button.

change password

User ID

teststudent1@lu.edu.qa

Old password
Create new password

Confirm new password
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