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Use Office 365 oud Service

Sydney GranamSchool is now using Azamel Office 365 to integrate and manage orgarg&ation
identities with Qpremise Active Directoit this stage, alActive Directory subjects are
synchronizingetween cloud and-pnemisesnvironmergvery 30 minutes

Sgninto Office 365

Sgn into Office 365 esssy and fasall you need is a browser with Internet conneatioyour
username and password.

Cffice 365 could be logged in fidtps://www.office.comrtWhen website is open, cliclEsign
inuto login to the online portal.

Figurel. Sgn into Office 365

Legem = a X
] Office 365 Login | Micro: X

C | & Secure | https://www.office.com *

BEPFEBSO9 O

@ This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use. Learn more

¥ Microsoft

Signin

Ofﬁce Products v Resources v Templates Support My account

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Get Ofﬁce

On the sign in page, enter your username an@Ndiglt Then you will be automatically
redirected to your organization sign in page.

Please be awathere are difference between a%taticount anaby% account.
1. For the staff, their username has the forms¢wfame@sydgram.nsw.edu.au
2. For the boys, their userndmas the format akername@sydgrammar.nsw.edu.au

In thisdocument, one of they$test accounts will be used as an example.
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https://www.office.com/
mailto:username@sydgram.nsw.edu.au
mailto:username@sydgrammar.nsw.edu.au

Figure2. Login tdOffice 365 EntelUsername

AgEgem = [m] X
B2 Signin toyouraccount X

(o C | & Secure | https://login.microsoftonline.com/common/cauth2

o ¥ EFBSO9 A

B® Microsoft

Sign in

’ tsp.boys01@sydgrammar.nsw.edu.au ‘

No account? Create one!

Can't access your account?

You're seeing our new sign-in experience
Go back to the old one

©2017 Microsoft  Termsofuse  Privacy & cookies - - -

(On the organizatiosign inpage, ype in your password, then clickRign ip
Figure3. rganization Sign Page

Awgem 0
[ Signin x

name=tsp.boys01%40... v ¥ |EFrfES O0O9 o6

SYDNEY GRAMMAR SCHOOL

Sign in with your organizational account

tsp.boys01@sydgrammar.nsw.edu.au

Can't access your account? Click here to reset your
password.

If you have typed in the coroeetientialyour identity will beerified.

If this is the first time that you have logged in to Offige@36f|l be asld toadd additional
security information to help recover your acédaase be aware, everyone should follow the

steps and create own security identificat&tnod, otherwise you will not be able to reset yobr
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password once lost or expifmiwhen you see the figure below, please cidkxtrandcreate
your own security identification method.

Figured. Additional Security Info

fAgem ]

B2 Signintoyouraccount X

& C | & Secure | https/login.microsoftonline.com/login.srf or ¥r| | FfESO9Oo
SYDNEY GRAMMAR SCHOOL

Additional info required

Your administrator requires you to add additional security
info to help you recover your account.

Sign out and sign in with a different account

More information

B® Microsoft

There ar¢hreesecurityauthentication methods and you will need tgpsa least 1 of thein.
this example, | chose security questions.

Figures. Three Security Authentication Methods

don't lose access to your account!

To make sure that you can reset your password, we need to collect some info so that we can verify who you are. We won't use this to spam you — we'll just use it to make
your account more secure, You'll need to set up at least 1 of the options below.

oAuthentication Phone is not configured. Set it up now
oAuthentication Email Address is not configured. Set it up now

o Security Questions have not been configured. Set them up now

Cance

&2017 Microsoft  Legal Privacy ‘Your session will expire in 12:45

On thesetup page afecurityquestios, please choose 3 questions and specify 3 ar3mees.
done, sele@ave answqus
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Figure6. Security Qustions Setup Page

don't lose access to your account!

Please select questions to answer below. Your admin requires you to set up 3 questions, and answers must be at least 3 characters long.
Security question 1

In which city was your mother born?

HOO000C | o

Security question 2

In which city was your father born?

OO0 | o

Security question 3

In which city was your first job?

| OO0 | o

Youcan set up more security identification nethgaulike; just follow the steps from the
webpageOnce all done, cli@inisluto login to Office 365 Portal.

Figure7. Fnish Security Identification Methods

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page.
oAuthentication Phaone is not configured. Set it up now
oAuthentication Email Address is not configured. Set it up now

° 3 Security Questions have been configured. Change

&2017 Microsoft  Legal Privacy Your session will expire in 13:44

During the login procegeu might be asked to whether stay signed in witlitgountzor not on
this computeiYoucould choose any option you prefer.
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FigureB. Say Signed in
A
B2 Signintoyouraccount X

has BEPFPEBES 090

& C | @ Secure | https:/login.microsoftonline.com/login.srf

SYDNEY GRAMMAR SCHOOL

tsp.boys01@sydgrammar.nsw.edu.au

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

No

Don’t show this again

©2017 Microsoft  Terms of use  Privacy & cookies - - -

Then you should be able to see the Office 365 Portal.
Figured. Cffice 365 Portal

fegom  — O
)¢ BEFESO9 O

A #f ? TneSpecaiziBo.. (g

< C | & Secure | hitps://www.office.com/?auth=2

Office 365

O Search online documents

Good morning, The Specializt

Install Office apps ~

Apps
B wvai f& OneDrive @ wou | x S B roweroint 0B oneNote B sharepoint

b5 reams B sy @E roms

Explore all your apps —

Documents

Recent Pinned  Shared withme  Discover

\0

A=

If youcannotsuccessfullpgin because your password has lost or exmredouldeset your
passvord on the organizatiggnin page.
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FigurelQ. Reset Password

— [m]
[ signin X
& C | & Secure | https://fs.sydgram.nsw.edu.au/adfs/Is/?login_hint=tsp.boys01%40sydgrammar.nsw.edu.au8tmkt=en-GB&client-request-id=5b9c628c-5cda-4f.. Ov ¢ eEFrfFE S O9 O

SYDNEY GRAMMAR SCHOOL

Sign in with your organizational account

Incorrect user ID or password. Type the correct user ID and
password, and try again.

tsp.boys01@sydgrammar.nsw.edu.au

Password

Can't access your account? Click here to reset your
password.

On the password reset page, you will need to specify ydDr ddsen ad enter the verify
charactersand therclick8Nexf.

Figurell Reset PasswordEnteilUser ID

- o K
P Microsoft Online Passwe X
& C | & Secure | hitps//passwordreset.microsoftonline.com | EFECSO9 6

SYDNEY GRAMMAR SCHOOL

Get back into your account

Wha are you?
To recover your account, begin by entering your user ID and the characters in the picture or audio below.

User ID:

| pboys01 @sydgrammarnsweduau

[V N

[ kwess

Enter the characters in the picture or the words in the audio.

Please remember, if ymave notreated your security verifmatnethod from the above steps,
you will not be able to reset your password since the system cannot verify yalrddettity.
circumstance, you will have to contact your system administrator topeesatandor you f

you have created one or more security verification methods, please fplestich®n the
webpage and provide anyinfation required®nce finigd, clicleNexfito verify your identity.
In this example, the account is using security questions as verification method.

Professional Services for Professional People




Figurel2 Reset PasswordAnswer Securityuestions

- a X
P Microsoft Online Passwe X
< C | @ Secure | https;/passwordresetmicrosoftonline.com | BEFES O 96 :

SYDNEY GRAMMAR SCHOOL

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

(®) Answer my security questions

Cancel

What was your first job?

[ \

What was the make and model of your first car or motorcycle?

[— \

In which city was your first job?

[ \

Onceverifiedyou will be able to specify the new passWud.click o8Finishuto return to the
organization sign in pagtiease be aware that you cannot use any password from your previo
6 usednes, and you kia to meet the password compatibility pelease see the figure below

FYI.

Figurel3 Reset PasswordPassword Complexity Policy

Password policies that only apply to cloud user accounts

The following table describes the available password policy settings that can be applied to user

accounts that are created and managed in Azure AD:

Property

Characters
allowed

Characters
not allowed

Password
restrictions

Requirements
A-Z
a-

s -
@#5% A& - _t+=[1{H\: L 7~ ()

* Unicode characters.

®* Spaces.

* Strong passwords only: Can't contain a dot character "." immediately preceding the "@"
symbol.

* A minimum of § characters and a maximum of 16 characters.
* Strong passwords only: Requires three out of four of the following:

Lowercase characters.

Uppercase characters.

Numbers (0-9).

Symbols (see the previous password restrictions).

o o o o

10
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Figureld. Reset PasswordYecify New Password

- [m] X
P Microsoft Online Passwe X

& C | @ Secure | https//passwordreset.microsoftonling.com o t‘r\ EFESO09 O

SYDNEY GRAMMAR SCHOOL

Get back into your account

verification step 1+ > choose a new password

©2016 Microsoft Corporation  Legal |  Privacy support code

You could also change your password from3B8id¢tortabnce logged ir¥ou can find the
password change option from settings as the figure below:

Figurel5 Cthange Password

On the password change page, type in your current password again and specify your new pas
Once finished, click 8ubmif. Then yoysassworavill be changed to the new one.

11
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