iPhone — Optional Settings Government
(o)
A Saskatchewan

Ministry of Central Services

Turn off Outlook Focused Inbox & Organize Emails by Thread
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 Your Initial (top left-hand corner)

1| #StaySafe = 11:29 AM

@Inbox

Other = Filter

', Apple 11:17 AM
Your Apple ID information has been upda...
WARNING: This message originated from a
source that is not managed by SaskBuil...

» .. Apple 11:09 AM
Your Apple ID was used to sign in to iClo...
WARNING: This message originated from a
source that is not managed by SaskBuil...

o & Find My 10:55 AM
Find My has been disabled on iPhone
WARNING: This message originated from a
source that is not managed by SaskBuil...

o & Find My 10:53 AM
Find My has been disabled on iPhone
WARNING: This message originated from a
source that is not managed by SaskBuil...

o & Find My 10:46 AM
Find My has been disabled on dho
WARNING: This message originate
source that is not managed by Sask

=] Q &

Mail Search Calendar
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2. Touch Gear icon (bottom left-hand corner)

1l #StaySafe T 11:30 AM
6 Office 365 o
Jjsmith@gov.sk.ca
Favorites 2
@ J Inbox 39
B> sent
T Deleted
77 Drafts
5 Archive
&9 Groups
® £3 Junk
©) P Conversation History
&
3. Scroll down to and turn off:

a. Focused Inbox
b. Organize By Thread
c. Touch X (top left-hander corner) to close window

X Settings
Default john.smith@gov.sk.ca >
Signature Get Outlook for iOS >
Swipe Options Set Up / Archive >

Focused Inbox
Badge Count Focused Inbox >

Organize By Thread

88

Show Contact Photos (%)

Dictation >
Play My Emails >
Contacts

Default john.smith@gov.sk.ca >
Sort By First Name >
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4, Outlook screen will now appear like this

Annlz 11117 AM

Your Apple ID information has been upda...
WARNING: This message originated from a
source that is not managed by SaskBuil...

Apple 11:09 AM
Your Apple ID was used to sign in to iClo...
WARNING: This message originated from a
source that is not managed by SaskBuil...

@ Find My 10:55 AM
Find My has been disabled on iPhone

WARNING: This message originated from a
source that is not managed by SaskBuil...

Find My 10:53 AM
Find My has been disabled on iPhone
WARNING: This message originated from a
source that is not managed by SaskBuil...

Find My 10:46 AM
Find My has been disabled on dhowlet1's..
WARNING: This message originated from a
source that is not managed by Sas|

i 1
- Find My
BN A o i i e b
=
= Q &
Mail Search Calendar
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Sync Contact from Outlook to Mobile Device

1. Outlook will now open with your emails — Touch Your Initial — (top left-hand corner)

! #StaySafe 11:29 AM

nbox

Other = Filter

5 6 Apple 11:17 AM
Your Apple ID information has been upda...
WARNING: This message originated from a
source that is not managed by SaskBuil...

- ‘ Apple 11:09 AM
Your Apple ID was used to sign in to iClo...
WARNING: This message originated from a
source that is not managed by SaskBuil...

o & Find My 10:55 AM
Find My has been disabled on iPhone
WARNING: This message originated from a
source that is not managed by SaskBuil...

. ‘ Find My 10:53 AM
Find My has been disabled on iPhone
WARNING: This message originated from a
source that is not managed by SaskBuil...

. @ Find My 10:46 AM

Find My has been disabled on dho
WARNING: This message originate
source that is not managed by SaskBUT...

= Q &

2. Touch Gear icon (bottom left-hand corner)
«!| #StaySafe & 11:30 AM
o )
© .. =«
Favorites z
o 3 Inbox 39
i |
> Sent
@ Deleted
i}
77 Drafts
5 Archive
83 Groups
® £3 Junk
©) P Conversation History
ol
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3. Touch Government of Saskatchewan Microsoft username@gov.sk.ca

. #StaySafe 11:30 AM

Settings

General

Help & Feedback

Set Default Mail App

Mail Accounts

QOflice 3bd
jsmith@gov.sk.ca

Add Mail Account

Storage Accounts

OneDrive
jsmith@gov.sk.ca

Add Storage Account

Mail

Notifications

4, Turn Save Contacts On

o1/ #StaySafe F 11:30 AM

< Office 365
Info
Email john.smith@gov.sk.ca
Description jsmith@gov.sk.ca

Account Settings

Suggested Replies ()
Text Predictions 0
Automatic Replies off >
Block External Images

Save Contacts

Microsoft Editor O
Security

Report Messages Ask >
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5. Touch Save to my iPhone

11:30 AM

Would you like to save your 246 Outlook contacts
to your iPhone?
Please plug into power first.

Save to my iPhone

Cancel

6.

Info
Email Jjohn.smith@gov.sk.ca
Description jsmith@gov.sk.ca
Act

“Outlook” Would Like to
su Access Your Contacts :)
Outlook can sync contacts from your

T email accounts to the Contacts app.
D

Au Don't Allow OK >
Block External Images () Q ,

Save Contacts () ()
Microsoft Editor o
Security >

Report Messages Ask >
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7. Contacts from Microsoft Outlook are now saving to your phone

11:30 AM

< Office 365
Info
Email john.smith@gov.sk.ca
Description jsmith@gov.sk.ca
Account Sett

Suggested

Text Predic HONSLLR)
contacts...

88

Automatic Replies Off >
Block External Images (2

Save Contacts (2

«©
Microsoft Editor ()

Security
Report Messages Ask >
8. Touch Back Arrow 2 times to exit Settings

11:30 AM

< Office 365
Info
Email john.smith@gov.sk.ca
Description Jjsmith@gov.sk.ca

Account Settings

Suggested Replies ()

Text Predictions
Automatic Replies off >
Block External Images

Save Contacts

88

Microsoft Editor
Security

Report Messages Ask >
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Teams App Option

1. Open App Store — Search for Microsoft Teams

W1/ #StaySafe = 11:31 AM %)

€1 microsoft teams @ Cancel

Q. microsoft teams
-

Q. microsoft teams meeting

Q. yenialma ortamnz mi...teams lansman etkinlii

2. Touch Get

a1 #StaySafe T 11:31 AM %)

Q. microsoft teams @ Cancel

. Microsoft Teams
* Call. Chat. Collaborate GET

1 8. 6.8 & 4

Microsoft Outlook
q Secure Email, Calendar & Fi OPEN
Jode ok kK

Search
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3. Touch Install

App Store Cancel

o Microsoft Teams -
w Microsoft Corporation
App

ACCOUNT john.smith@gov.sk.ca

(o

4, Touch Open

ol #StaySafe 11:33 AM (Z2]

Q_ microsoft teams @ Cancel

Microsoft Teams

L
* Call. Chat. Collaborate OPEN
e dok ok ok

Microsoft Outlook

a Secure Email, Calendar & Fi.. OPEN
k.8 8.8 8
d

f S ° Q

Search
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5.

6.

Touch Government of Saskatchewan Microsoft Username

%
Edit

< App Store ' = 11:33 AM

Microsoft Teams

Select an account to sign in with

jsmith@gov.sk.ca
jsmith@gov.sk.ca

89 Sign in witni aiiowner account

b
Join a meeting W
)

‘ =r} Sign up for free !

Privacy & Cookies

Touch Allow

“Teams" Would Like to Send
You Notifications

Notifications may include alerts, re
sounds, and icon badges. These can
be configured in Settings.

Don't Allow Allow

Next
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7. Touch OK

“Teams" Would Like to
Access the Microphone
This will let you make calls and record

voice messages.

Don't Allow

8. Touch OK — Re-open Teams

Your organization is now
protecting its data in this app.
You need to restart the app to

continue.
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9. Touch Next — 2 times

Collaborate with others and share
files in channels.

Next

10. Touch Got It

b

Have meetings and calls with audio,
video and screen sharing

,
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11. Teams is now available on your mobile device

1l #StaySafe & 11:34 AM 4

i Feed~ =

©

Q  Search

JK

g Yesterday

Monday

Friday

a p B8 0O &

Activity Chat Calendar Files Calls More
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OneDrive App Option

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

Weather Find My Shortcuts

a T i u >

Contacts Files Stocks Translate

AR %

Books iTunes Store Watch

80 Gieares
8 (o]
MVISION
Quilag

Utilities

OneDrive

“a
T,

2. Touch OK — Re-open OneDrive

< App Store mt!| T 11:37 AM

o Home

%

Edit your files while offline
Make progress when you're offline, then pick back
up when you're online. Tap on the ... on any Office

Restart Required
Your IT administrator has made
changes that require OneDrive to be
restarted.

g

ee All
OK
MEYIVIT O ASDE. CHUIIE LISU
Mar 1276 KB

Apple Account Creation
14 minutes ago - 105 KB

ﬂ

Google Account Creation
2 hours ago - 2.6 MB

Android Phone Set-up for Users
= 8 M
Files Shared Libraries

AN

T
=3
3
&
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3. Touch OK — Re-open OneDrive

Your IT administrator is now
helping you protect work or
school data in this app.

OK

4. One Drive is now open
You now have access to files stored on your OneDrive

| #StaySafe 11:37 AM

@ Home

Q  Files, Folders

Edit your files while offline
Make progress when you're offline, then pick back
up when you're online. Tap on the ... on any Office
file and click "Make Available Offline" to get
started

Got It

Recent Files See All

m;‘ Apple Account Creation
—] 15 minutes ago - 105 KB

Q t ‘ Google Account Creation
= 2 hours ago - 2.6 MB

P Android Phone Set-up for Users
= S M
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OneDrive App — Back-up photos

1. Open OneDrive
i. Touch your initials (top left-hand corner)

w1l #StaySafe 5 11:37 AM

ome

Q  Files, Folders

Edit your files while offline
Make progress when you're offline, then pick back
up when you're online. Tap on the ... on any Office
file and click "Make Available Offline" to get
started.

Got It

Recent Files See All

*  Apple Account Creation
15 minutes ago - 105 KB

Google Account Creation
2 hours ago - 2.6 MB

[l Android Phone Set-up for Users
A O s M

Home

2. Scroll down to Settings
4
Governmen Add
t of.. account

ﬁ; Apple Account Creation 7 views
=] 15 minutes ago - 105 KB

n,'* Google Account Creat... 6 views
2 hours ago - 2.6 MB

Photos

© 0

Offline Files

Discover

Recycle Bin

Settings

Help & Feedback

Qe & @
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3. Touch Camera Upload

| #StaySafe 11:37 AM

< Home Settings

Help & Feedback

jsmith@gov.sk.ca

Government of Saskatchewan

Add account

Notifications
Camera Upload
Preview Office Documents O

Use Cellular Data to Offline

Passcode Off

Privacy Settings
A o S M
Home 3|

4, Slide button to turn on

w1l #StaySafe & 11:37 AM

{ Settings  Camera Upload

jsmith@gov.sk.ca

Government of Saskatchewan

W e EE
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5. Touch Confirm

a1 #StaySafe 11:37 AM

< Settings Camera Upload

jsmith@gov.sk.ca

Government of Saskatchewan

Turn on Camera Upload for
This Account
All Your Photos and Videos Will Upload

o jsmith@gov.sk ca

Cancel Confirm

A O &g M

Home Files

6. Touch Allow Access to all Photos

ySafe & 11:38 AM

{ Settings  Camera Upload

jsmith@gov.sk.ca ()
Government of Saskatchewan

Options

Upload 1 leina Callilar Nata

“OneDrive" Would Like to D

Inclu
Access Your Photos
OneDrive needs access to upload
Orga photos and videos. ath >

Select Photos...

Allow Access to All Photos

Don't Allow

A o s M
Shared Libraries

Home Files
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7. Touch Allow

#StaySafe 11:38 AM

< Settings Camera Upload

jsmith@gov.sk.ca o
Government of Saskatchewan
Options

Upload Using Cellular Data

Inclur’ "™~
“OneDrive” Would Like to
Orga Send You Notifications 1th >

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow Allow

= S M
Shared Libraries

Home Files

8. Camera upload is now complete

| #StaySafe 11:38 AM

< Settings  Camera Upload

jsmith@gov.sk.ca o
Government of Saskatchewan

Upload Using Cellular Data

Include Videos o

Organize New Uploads (7 Month

n o ® 3 m
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iCloud App Option
Turn off iCloud Photo Back-up

If you turned on OneDrive Photo back-up, this option is not needed

1. Open Settings
a. Touch Your Name

1l #StaySafe & 11:42 AM 13

Settings
Q Searct

John Smith
Apple ID, iCloud, Media
& Purchases

Airplane Mode
a Wi-Fi SaskTel Select Wi-Fi 1
Bluetooth Oon

Cellular

Personal Hotspot Off

B Notifications

m Sounds
Focus

2. Touch iCloud

| #StaySafe B 11:42 AM 73
< Settings Apple ID
N 4
John Smith

john.smith@gov.sk.ca
Name, Phone Numbers, Email
Password & Security
Payment & Shipping

Subscriptions

% iCloud E
a Media & Purchases
G, Find My

= Family Sharing earn More
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3. Touch Photos

1l #StaySafe & 11:42 AM %)
< Apple ID iCloud

STORAGE

iCloud 1.2 MB of 5 GB

Photos Docs

Manage Storage

# Photos On
iCloud Backup On
0 Keychain Off

@, Private Relay (Beta) Upgrade
% Hide My Email

@ iCloud Drive

iCloud Mail

. Contacts

e

P D T

4, Turn off:
a. Shared Albums
b. iCloud Photos

1l #StaySafe 11:43 AM %)

< iCloud Photos

CLOUD

iCloud Photos

Optimize iPhone Storage v

Download and Keep Originals
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5. This screen will appear when turning off Shared Albums

Turning off Shared Albums will delete all shared
photos from your iPhone.

( ok }

Cancel

6. This screen will appear when turning off iCloud photos — tou
videos to keep them on your phone

Do you want to download a copy of your iCloud
Photos to this iPhone?

Photos and videos that have been optimized to save
space will be removed from this iPhone. The original,
full versions will still be available on other devices
using iCloud Photos.

Remove from iPhone

" Download Photos & Videos

Cancel

ch download photos &
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7. This screen will appear when turning off iCloud photos

1l #StaySafe & 11:43 AM %)

< iCloud Photos

CLOUD

iCloud Photos
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iCloud App Option — Turn off iCloud Contacts

Contacts are stored in your Outlook app and do not need to be back-up to iCloud

1. Touch Settings
a. Touch Your Name

1l #StaySafe T 11:42 AM %)

Settings
Q Searct

John Smith
Apple ID, iCloud, Media
& Purchases

Airplane Mode

Wi-Fi SaskTel Select Wi-Fi 1
Bluetooth On
@ Cellular

Personal Hotspot Off

g Notifications

m Sounds
Focus

2. Turn off Contacts
w1l #StaySafe T 11:44 AM 3
< Apple ID iCloud
8 Photos off
iCloud Backup off
g Keychain Off

@, Private Relay (Beta) Upgrade
=5 Hide My Email
B iCloud Drive
£ icloud Mail

| Contacts
Calendars
Reminders
Notes

\Jd Messages

N-6sas

&8 Safari
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3. Touch Keep on my iPhone

W #StaySafe T

< Apple ID

Keychain

11:44 AM

iCloud

Off

Private Relay (Beta)
Hide My Email
iCloud Drive

iCloud Mail

Contacts

Upgrade >

(2]

Calendars

Turn Off Contacts

Keep on My iPhone

Delete from My iPhone

Cancel
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iCloud App Option — Turn off iCloud options

1. To Turn off the following, slide the button to the right:
a. iCloud Back-up

iCloud Mail

iCloud Drive

Calendars

Reminders

Notes

~0oo0T

' #StaySafe T 11:45 AM 4

< Apple ID iCloud

#& Photos Off

iCloud Backup

Keychain Off
@, Private Relay (Beta) Upgrade
% Hide My Email
@ iCloud Drive
) icloud mail
| Contacts
Calendars
Reminders
Notes

Messages

Safari @KD

o(
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