Login to Office 365 Account in Web Mail.




Pre-requisite to Login to Office 365 Web Mail.

1. Valid Email ID
2. Temporary Password.

Note:- Contact your administrator for the email ID and password if you have not received.



1. Type or copy URL www.portal.microsoftonline.com in any web browser and press enter.
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3. Type your username/email ID and Temporary Password, Click sign-in.
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4. Once you have logged-in the below screen appears, which force fully asks to change the

password.
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You must update your password because this is the first time that you've signed in or your password has expired.

UserID:

test@tessolve.com

* Old password:

| ssesssas |

* New password:

| seesssasees |

strong

* Confirm new password:

For users signing in for the first time: Microsoft Online Services will be contacting you with tips snd
advice for using our products and services, In regiens where permitted, we will alse contact you with
surveys and promations. You can unsubscribe at any time. For more information on communication

options, please see our Privacy Notice.
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Enter your Temporary Password and New Password which you want, as shown above. Click on
Save button. Once you click on Save button it will logout and takes you to the log-in screen again

as shown in next step.



5.

Log-in screen appears as below. Enter your New Password and click on Sign in button.
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Once you have successfully logged in the below screen appears.
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7. Once you click on Outlook tab, the below screen appears
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On the left hand side you can find your Inbox, Sent Items, Sub Folders etc...
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Compose New Mail & Adding Attachment in Office
365 Account.




You should have already logged in to Office 365 Account, if not, follow the steps mentioned in
“Login to Office 365 Account in Web Mail” to login to your Office 365 Account.

Click on New Mail on your left hand side in Office 365 Account as shown.
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Sent: Tuesday, April 01, 2014 3:51 PM

To: senthil.krishnamoorthy@tessolve.com

Subject: Tessolve official email migration from Google-based to Office 365 --- Announcement-2

Dear All

Please refer our email (Announcement-1) sent on 25" March regarding migration of Tessaclve official
email from Google Apps based to Office 365, and the actions we requested at your end for Downloading
the emails in to local Outlook / Thunderbird

Announcement.2:
To speed-up the migration process we have come up with a faster and smoother option to migrate your

emails frem existing Tessolve (Google Apps) mailbox to the new Office 365 mailbox. This option will make
the migration faster and easier, but we will need your support as given in the steps below
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2. After Clicking on New Mail, check on your right hand side in the browser...
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3. InTo, mentioned the name of the recipient you want to send mail.
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4. Compose the Mail and Click on INSERT button to attach an attachment if any, browse for the
attachment to attach as shown.
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€ test - Outlook Web App - Windows Internet Explorer
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Click on Open to attach a document.
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5. Check the content and the attachment, click on Send button to send the mail.
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