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HOW TO SET UP
YOUR OUTLOOK
ACCOUNT

UP International College
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This presentation will show you the following:

1. How to set up your outlook account for school
emails

2. How to use online Student Support Portal
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WHY DO | NEED TO HAVE AN
OUTLOOK ACCOUNT?

This is a very important platform for
communication that will be used daily by your
School, your Teachers and the Head of College
to communicate with you.
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WHAT WILL YOU NEED

1.GOOGLE OR INTERNET EXPLORER

)

2. Weblink:

\\
;

http://www.office.com
—
3. Your Credentials R —
——
USERNAME
PASSWORD

ll



http://www.office.com/
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Step 1

Open your browser: Google OR Internet Explorer

1. Search tab at the very top you will type in:
https://www.office.com

2. Press Enter

@ NewTab

> C @

Q https://www.office.com

(G Search the Web



http://www.office.com/
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Step 2

You will then see this page.

Press the icon from top right-hand side — where the arrow is pointing.

> C 0 © & httpsy/www.office.com eee noe &

P
=. Microsoft | Office Products -~ Resources -~ Templates  Support My account Buy now All Microsoft [\’3‘7]

Remote Learning in education. Learn more >

Welcome to Office

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

‘ Sign in ‘ Get Office

Sign in to use you favorite productivity apps from any device
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Step 3

Now please have your username and password ready.

1. Enter in your username: 2008xxxxx@upstudent.org where the arrow is.
2. Press Next

B® Microsoft

Sign in

-@upstudent.org|

No account? Create one!
Can't access your account?

Sign-in options



mailto:2008xxxxx@upstudent.org
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Step 4

1. Enter in your Password: *kkkkkkkkk
where the arrow is.

2. Press Sign In

ol
<« SR @ upstudent.org

Enter password

Forgot my password
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Step 5

It will ask you if you want to stay signed in?
Press YES

This way you will not need to keep signing in and the
system will remember your credentials

g
up

2
=EEeeuER @ upstudent.org
Stay signed in?

Do this to reduce the number of times yo
to sign in.

[0 Don't show this again

ked
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Step 6

You will then see this page

Select Outlook

+ & o $ 9 & & &

Start new Outlook OneDrive Word Excel PowerPoint ~ OneNote SharePoint Teams Sway

_>
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Step 7

You will then see this page

1.Enter in Language. English (New Zealand)
2. Time Zone: (UTC+12:00) Auckland, Wellington
3. Save
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Step 8

CONGRADULATIONS
YOU DID WELL
YOU ARE NOW ABLE TO USE YOUR OUTLOOK

TO RECIEVE EMAILS FOR THE SCHOOL AND
SEND EMAILS OUT TO THE SCHOOL.

Outlook

New message

Favorites

Inbox

Sent ltems

Drafts

Add favorite

Folders

Inbox

Drafts

Sent ltems

Deleted ltems

© & https://outlook.office.com/mail/

©

£ Mark all as read Undo

£ Focused =] Other Filter v

Bryce Pedersen - bryce.pedersen@up.educ..
UP International College, ... 8:54 AM
Kia ora tatou, hi everyone Thanks to everyon

Yesterday

Mr. Manser's Tutor Group =
> meeting Tue 10:06 PM
Wed 4/22 1:00 PM - 1:15 PM

Event canceled Remove

Mr. Manser's Tutor Group
Add upcoming group even... Tue 7:01 PM
Don't miss upcoming events You're new to tl

Bryce Pedersen - bryce.pedersen@up.educ..
UP International College, ... Tue 5:02 PM
To all our Students, Based on the good progi
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Check your email several times each
day.
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