Android Phone

Settings

Focused Inbox intelligently pre-sorts your email so you can focus on what matters. It places
your most important emails in "Focused" and the rest in "Other." Focused Inbox works across
all your email accounts, personal and professional.

Organize Emails by Thread defaults to organizing email by thread which arranges messages
as conversational threads based on the Subject of the message

1. Open Outlook App
a. Touch Office icon (top left-hand corner)
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2. Touch Gear icon (bottom left-hand corner)
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3. Scroll down to Focused Inbox — turn off
a. Organize email by thread — turn off
b. Touch Back arrow when done
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4, Outlook screen will now appear like this
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Sync Contact from Outlook to Mobile Device

1. If Outlook does not open, re-open Outlook App from Home Screen — Touch Office icon
(top left-hand corner)
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2. Touch Gear icon (bottom left-hand corner)
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3. Touch Government of Saskatchewan Microsoft username@gov.sk.ca

159=@0T - >

& Settings

() Help & feedback
Mail accounts

1] jsmith@gov.sk.ca

Office 3A5
-+ ADD MAIL ACCOUNT
Storage accounts

P Jjsmith@gov.sk.ca
OneDrive for Business

= ADD STORAGE ACCOUNT
Email

[ Notifications

Signature
Get Outlook for Android

AN

g Swipe options

[ Focused Inbox ® @
I @] S
4, Turn Sync Contacts On — Touch Allow on pop-up screen

a. Touch Back arrow (2 times) once pop-up window closes

Allow Outlook to access your contacts?

Allow

Deny
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Teams App Option

1. Open Google Play Store and search for Microsoft Teams
EXI 3R v B =&
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2. Touch Install
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3. Touch Open
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& microsoft teams Q¢
o Microsoft Teams © 4
4.6% 100M+ €
4M reviews Downloads Everyone @
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Microsoft Teams
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4, Touch your Government of Saskatchewan Microsoft username
ie. jsmith@gov.sk.ca
84200 Rl @

Microsoft Teams

&

Select an account to sign in with
ismith@qov.sk.ca
jsmith@qov.sk.ca
&, Sign in with another account

No account? Create one for free
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5. Touch Continue

Get Access

Your organization protects data
in this app. You might need to
set some things up to access

your work or school data.

Learn more about app
protection.

@ Recently connected

© Device is supported

© Everything's up-to-date

@ Device is healthy
CONTINUE

1] @} <

6. Touch Next (2 times)

842@dU U o

Collaborate with others and
share files in channels.

R
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7. Touch Got It — Teams is now available on your mobile device

843 @U U el @

*
m

Have meetings and calls
with audio, video, and screen
sharing.
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OneDrive App Option

1. Search for Microsoft OneDrive
If it is not installed, download from Google Play Store

Microsoft Apps

+ @

©0O0

Word Excel PowerPoint

2. Touch Sign In

Welcome to OneDrive

Access and share your documents and photos
anywhere, on any device.

SIGN UP

SIGN IN

1] @] <
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3. Touch Continue
| swemo.  =zus |

Get Access

Your organization protects data
in this app. You might need to
set some things up to access

your work or school data.

Learn more about app
protection.

@ Recently connected

@ Device is supported

@ Everything's up-to-date

@ Device is healthy

CONTINUE
I (@] <
4, One Drive is now open

You now have access to files stored on your OneDrive
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&£ View profile
[ Photos
‘6 Files available offline
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@ Settings
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(> signout
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OneDrive App — Back-up photos

1. Open OneDrive — Touch Me
844 @O T =l &
@ Me

Jsmith@gov.sk.ca

S View profile

Photos

<g Files available offline

0} Recycle bin

@3 Settings

Y Help and suggestions
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2. Touch Camera upload

844@I T

& Settings

Unleash your productivity

B2 Setup your apps to seamlessly work across
devices

ACCOUNTS

Government of Saskatchewan 5
jsmith@gov.sk.ca

Add another account

OPTIONS

Update offline files using
Wi-Fi only

Camera upload
Your photos aren't being uploaded

Theme
System Default

Clean up space on your device
Show file extensions
Shake to send feedback ®
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3. Touch Camera upload account

845 @I

&  Camera upload

Camera upload

Camera upload account
Select an account to use with camera upload

To check upload progress, tap the Menu button, and
then tap Photos.

4, Touch your Government of Saskatchewan Microsoft Username
ie. jsmith@gov.sk.ca

45 @ U O

Camera unload account

(O jsmith@gov.sk.ca

CANCEL
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5. Turn on Camera upload

845 @ U

& Camera upload

Camera upload »

Camera upload account
Jsmith@gov.sk.ca

To check upload progress, tap the Menu button, and
then tap Photos.

1] ] <

6. Touch Confirm

Turn on camera upload for this
account

All your photos and videos will upload

10 jsmith@gov.sk.ca

CANCEL = CONFIRM
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7. Touch Allow

Allow OneDrive to access photos, media and
files on your device?

Allow

Deny

8. Ensure Upload Using is set to WiFi only

R I

& Camera upload

Camera upload [ ]

Camera upload account
Jjsmith@gov.sk.ca

To check upload progress, tap the Menu button, and
then tap Photos.

OPTIONS

Upload using
Wi-Fi only

Additional folders
Upload only while charging »
Include videos @

ORGANISE NEW UPLOADS
Organise by date

Uploads in your Camera Roll folder will be grouped by
year

n o] <
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