SPO Admin — Online External Users Set Up Guide e foniony 2021

Last reviewed: February 2021
o ) Next review: February 2022
Ministry of SaskBuilds and Procurement
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Online External Users Set Up Guide

1. Click on the link in the invitation email.

ne-reply@sharepointonline.com
to me, i

Hello, *

Go To{

This message was sent fram 2n unmonitored e-mail address. Please do not rEply o This message.

[ — B Microsoft

e
One Microsoft Wy
Redmond, WA

23052-6390 US4

2. Select the first option if your account is not connected to Office 365. If you are using an organizational account
which is connected to Office 365 then choose the second option.
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Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow Government of Saskatchewan to use your basic profile (name and
email address) in accordance with their privacy statement. Government of Saskatchewan has not provided
links to their terms for you to review. You can remove these permissions at myapps.microsoft.com.

.. Microsoft account

. . @gn in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
Services.

Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services.

n Organizational account

Don't have either account? Create a Microsoft account, it's quick and easy!

3. Enter your email id (on which you received the invitation) and click “Next”.

Ly BY Microsoft

Sign in

Mo account? Create one!

Sign-in options

4. Follow the steps described in the images below to complete your account set up.
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s

BE Microsoft
Sign in

That Microsoft account doesn't exist. Enter a
different account or get a new one.

Mo account? Create one!

Sign-in options

B® Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using

5. Select a password and click “Next”.
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BS Microsoft
e

Create a password

Enter the password you would like to use with your
account.

1 Show password

B® Microsoft
“ 1

What's your name?

We need just a little more info to set up your
account.
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BN Microsoft

“—

What's your birth date?

We need just a little more info to set up your
account.

Country/region

Birthdate

B¥ Microsoft

—

Verify email

Enter the code we sent to

. |f you didn't get the

email, check your junk folder or try again.

Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.
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B® Microsoft
T «
Create account

Before proceeding, we need to make sure a real
person is creating this account.

New

Audio

Enter the characters you see

6. After completing your account setup you will be redirected to the site.

Office 365

o
Private group

O Search this site
Home

Documents
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