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Updating your Microsoft Subscription to Microsoft 365
apps for Business

You can also view our video here: https://youtu.be/cuQBTFaBvbQ

If you already have another subscription tied to the Office 365 applications that you use we recommend
updating this to your Business Microsoft 365 license instead. You can do this on any Microsoft Office
application (Word, Excel, Outlook etc) and choosing File -> Account
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Account

User Information Product Information

W Tessa Williams . Microsoﬂ

accounts@fintechnalogy.com.au

Sign out
Switch account Subscription Product for accounts@fintechnology.com.au

. Microsoft 365 Apps for business
Account Privacy
This product contains
wh X Mol W

L3 A.- !
[ [ Vanoge nccount || swich icerse | pae tcerse
Manage Account || Switch License | Update License
Na Background

Select Use a different account

m Microsoft

Hello T, let's check your account

You can switch to another Office license associated with this account

AT
&

l.com

nt account

g your license

Choose sign-in and sign in with your Microsoft 365 (Work or School) account. This will then update the
subscription to Microsoft 365 Apps for Business

= Microsoft

Sign in to get started with Word

+ Use your work, scheol, or persenal Microsoft account infermation
~ Create and collaborate with Word, Excel, PowerPoint, and Outlook

~ Save and share documents across devices with OneDrive cloud
storage

Sign in or create account | have a product key

Close Word
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Updating your User Information in Office to enable saving
to OneDrive and SharePoint

You can also view our video here: https://youtu.be/cuQBTFaBvbQ

If your current user information in Office is set to a Personal Microsoft Subscription then you will need
to update this to your Business Microsoft 365 account instead so that you can save to your own
OneDrive for Business and to SharePoint. You can do this on any Microsoft Office application (Word,
Excel, Outlook etc) and choosing File -> Account

Then under User Information choose Switch Account, then choose to add your new Microsoft 365
(Work or School) account

Once done you should then be able to see OneDrive and SharePoint under Connected Services and you
will be able to save documents to the Cloud.

Account

User Information Product Information

S m Microsoft

accounts@fintechnology.com.au

Subscription Product for accounts@fintechnelogy.com.au
Microsoft 365 Apps for business

This product contains

Account Privacy o eh ol N
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Office Background:

No Background E{’El Microsoft 365 and Office Updates

Updates are automatically downloaded and installed.

Office Theme: Update
Options v

Connected Services: About Word
OneDrive - FortiTech Leam more abaut Word, Support, Product ID, and Copyright infarmation.
Version 2605 (Build 20026.20182 Click-to-Run)
accounts@fintechnology.com.au
Current Channel
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Installing Office 365

Head to https://portal.office.com/account/?ref=Harmony and log into your Business (Work or School)
Microsoft 365 account if you are not already.

Select the Install Office option and an automatic download will commence.

Once the download is completed run the file to start the installation. You will receive a notification once
the installation is complete and you can then open Outlook (Classic) and other Office Apps

_

(R My account ¥ Office apps & devices 5 Subscriptions
You can install Office on up to 5 PCs or Macs, 5 tablets, verify what products and licenses you have.
= Subscriptions and 5 smartphones.
Q Security 8 privacy Install Office
a App permissions [ View apps & devices View subscriptions
Apps & devices
Tools & add-ins Q Security & privacy & App permissions
Protect your account and adjust important privacy Manage which apps have access to your data. You can
settings to your preference. revoke permission whenever you want,
Manage security & privacy Change app permissions =

Changing your Microsoft 365 Password

You can change your Microsoft 365 Password by heading to: https://mysignins.microsoft.com/security-
info/password/change

You will still need to meet the current Microsoft password requirements which are:

e between 8 and 256 characters long
e They must also include characters from 3 of the following 4 categories:
O uppercase letters
o lowercase letters
o numbers
o symbols

We strongly recommend using a unique password that you do not use anywhere else.

If you have any issues trying to reset the password yourself then it will need to be reset in the
Administration portal for Microsoft 365 by an Administrator.
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Setting up the Microsoft Authenticator App

Before starting either method please download the Microsoft Authenticator app on your mobile phone:

Android from the Play Store:
https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en

iOS from the App Store:
https://apps.apple.com/us/app/microsoft-authenticator/id983156458

On the Computer

Go to https://aka.ms/mfasetup on your preferred browser and choose the account you want to setup,
if your account isn’t there pick “Use another account”

B® Microsoft

Pick an account

X
@ Signed in

+ Use another account

& i PRt

Connected to Windows

More information required will appear press next

B® Microsoft
s v e muked md ekl b myes

More information required

Your organization needs more information to keep
your account secure

Use a different account b

Learn more

Page 7 of 14


https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en
https://apps.apple.com/us/app/microsoft-authenticator/id983156458
https://aka.ms/mfasetup
https://clcs.org.au/wp-content/uploads/2022/11/setup-microsoft-authenticator-app-01.png
https://clcs.org.au/wp-content/uploads/2022/11/setup-microsoft-authenticator-app-02.png

FORTITECH

Fortify With Technology

Authenticator

Let's add your first account!

For further assistance, see the Help
section in the menu.

Already have a backup?
Sign in to your recovery account.

Begin recovery

A el = ®

Authenticator  Passwords Payments Addresses

Select Work or school account then tap Scan a QR Code.

& Add account

What kind of account are you adding?

)

=. Personal account
[ B

] Work or school account

Other account (Google, Facebook, (; )
etc.) A

G
f

G
§

If you can't use your camera to scan a QR Code, click Can't scan the image on your PC and tap Enter
code manually on your mobile.
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Add work or school account

gg Scan a QR code

[E Signin

CANCEL

< Add account

Your account provider will display a QR code.

OR ENTER CODE MANUALLY

Once your Work account shows up in the authenticator a popup should generate with a code on the
screen, you will need to enter that code into the box on your computer to verify the setup of the
Authentication and you are set to go.

You may also receive a prompt to enter your mobile phone as a secondary method, you are welcome to
follow the steps to do that.
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Changing your Microsoft 365 Authentication Methods

You can change your Microsoft 365 Multifactor Authentication Methods by heading to:
https://mysignins.microsoft.com/security-info and choosing Add Sign-In Method, you may need to
delete previous methods if they are no longer used.

Security info

Tesza Williams These are the methods you use to sign into your account or reset your password
accounts@fintechnology.c...

You're using the most advisable sign-in method where it applies.
% M}u’ Account ey Sign-in method when most advisable is unavailable: Microsoft Authenticator - notification Change

Overview —+ Add sign-in method

Changed phone?

Please note that if you have the Microsoft Authenticator app setup on your mobile device and you
change mobile devices you will need to remove the previous mobile from your account and add the new
one as they do not carry across devices.

If you are unable to remove the previous one and add the new, then your Multifactor Authentication
will need to be reset in the Administration portal for Microsoft 365 by an Administrator.

Accessing a Shared Mailbox in the Outlook App

By default any Shared Mailboxes you have access to either shared from another staff member or a
generic shared mailbox such as enquiries@ will automatically display in your Outlook (Classic) or
Outlook (New).

If your admin only recently added you to a shared mailbox, it may take a few minutes before the shared
mailbox appears. Wait a bit and then close and restart the Outlook again.

Or, add the shared box manually by following the below instructions

Manually Adding a Shared Mailbox in Outlook (Classic)

Open classic Outlook.

Select the File tab on the ribbon, then select Account Settings > Account Settings.
Select the Email tab.

Make sure the correct account is highlighted, then choose Change.

Choose More Settings > Advanced > Add.

Type the shared email address, such as info@contoso.com.

Choose OK > OK.

Choose Next > Finish > Close.

PNV R WN R
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Manually Adding a Shared Mailbox in Outlook New

1. Select Mail from the navigation pane in new Outlook.
2. Inthe Folder pane, right-click your account name, and select Add shared folder or mailbox.

e b

Add account
~ B4 Inbox

Manage account
Create new folder

Add shared folder or mailbox

Y

Assign policy p

o000

5haring and permissions

F>—I
3. Inthe Add shared folder or mailbox window, type the name of the mailbox you want to access,

for example, info@contoso.com.

Opening a Shared Mailbox on the Web

Log into https://outlook.office.com/mail/ with your own Microsoft 365 account

G (w)

Click on your initials in the top right >

Choose Open another mailbox
Tessa Williams

accounts@fintechnelogy.com...

View account
P

Open another mailbox

@ Sign in with a different account

Then type in the name of the shared mailbox i.e. admin@ and select Open that should then
open the mailbox up in a new browser tab for you and this method can be done with multiple
shared mailboxes.
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Open another mailbox

m Ca nce'

Sharing a Calendar in the Outlook App

1. Open the calendar section of Outlook

2. In Calendar, on the toolbar at the top of the page, select Share Calendar, and choose the
calendar you want to share.

Outlook Desktop app

File Home send / Receive  Folder View Help

L] L4 E w o [CE DEEE R | Q| Do
New Meet MNew Teams = Today Mext Day Work | Week | Month Schedule Add Share %Browse(iroupfs
Calendar ~

View Calendar ~

Appomtment Meetlng ¥ ltems ~ Meetmg Mow  Meeting 7 Days Week

Mew TeamViewer Teams Meeting GoTo [ Arrange ] Manage accounts@fortitech.com.au

£ Send/Receive All Folders ) i Print ¥ Calendar

Note: You can't share calendars owned by other people.

Outlook Web based app

Week ~ | & Share m Outlook

Y

B 73° 7 Saturday #%

3. Enter the name or email address of the person you want to share your calendar with.
4. Choose how you want the person to use your calendar:

= Canview when I'm busy lets them see when you're busy but doesn't include details like
the event location.

= Canview titles and locations lets them see when you're busy, as well as the title and
location of events.

= Canview all details lets them see all the details of your events.

= Can edit lets them edit your calendar.

Delegate lets them edit your calendar and share it with others.

5. Select Share.
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The recipient should then receive an invite that looks similar to the below, they will need to click on
Accept (it could be at the very top of the email) to add your calendar to their calendar view.

I'd like to share my calendar with you

Katie Jordan

Yesterday, 3:37 PM

Molly Dempsey 2

=

After you add another calendar, you can rename it, change its color, or remove it from your view. To do
this, right-click the calendar in the navigation pane.

TF
~ My calendars
® Calendar 4p
0 Birthday calendar
0 Vacation calendar 5P

Sharing and permissions

Rename
Remove
Color >
Charm >

If the invitation does not give you automatic access you can also manually add it after accepting the
invite by going into Calendar on your Outlook and choosing Add Calendar -> From Address Book / Add
from Directory and search for the users name

Outlook Desktop app
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File Home Send / Receive  Folder View Help
A New Group Search People

(™ 8 & O DEEERE O
AP Browse Groups B Address Book

Meet  New Teams Today Mext Day  Work | Week | Month Schedule Share
Appolntment Meetlng Items Meatmg Now  Meeting 7 Days Week View Calendar" Calendar ~
New TeamViewer Teams Meeting GoTo 1] Arrange 1] @ From Address Book. Find
N CamAiBarsivee All Ealdare 70 L Driee = =)

Outlook Web based app

I Add calendar

Q Recommended

@ Add personal calendars
£7 Edit my calendars

@ Create blank calendar

& Add from directory
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