How to Access and Use the Church Office 365 Business Admin.

It may be helpful to read through this document first before starting to follow the instructions on the
computer.

This link should take you to the login page.
Log-in | Microsoft 365

Selecting this link from your computer (document needs to be open on the computer) or go to this
address https://www.office.com/

The link will open up a Browser/Web page as below.
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You're signed out now.
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The next screen will open which is your own Office 365 account with the programs, files and folders all
available to work on through the Web access.
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On the black bar at the top of the page on the RHS you will see your Name/Logo (Red Ring).

Click on thaticon and it open up an information panel as below.
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Select the link View Account (Red) and it will open up your Admin panel with options to view the
details of your account. Options include Password Change.
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Give feedback
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Security info

Keep your verification methods and security

info up to date.

UPDATE INFO
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Disable a lost device and review your
connected devices.
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Make your password stronger, or change it if
someone else knows it.

CHANGE PASSWORD

Organisations
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See all of the organisations that you're part of.
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This is a first draft and your comments and observations will be helpful and valuable — as | kind of

know what I’m doing it’s sometimes hard for me to see the points that need amplification or

clarification — please let me know where you find any difficulty in grasping what is required or where
things didn’t quite work as on this instruction.
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