HOW TO LOGIN TO YOUR STUDENT EMAIL
ACCOUNT
USER GUIDE

Step 1: Open a web browser and type in
portal.office.com.
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Sign in

\Eman address, phone number or Skyp:

Step 2: Input your email address and click Next. Your
email address is matricnumber @live.unilag.edu.ng e.g.
030805039 @live.unilag.edu.ng.
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Sign in

180601257 @live.unilag.edu.ng|

No account? Create one!

Can't access your account?

Step 3: Input your password and click sign in.
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& 180601257 @live.unilag.edu.ng

Enter password

Fargot my password

Sign in

Step 4: Update your password

Current Password - The temporary password given to you



New Password- Choose a password of your choice which must
consists of all or any two in the bracket(characters, uppercase,
lower case, symbols and Numbers)

Confirm Password - Repeat the new password.

Click Sign In.
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Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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Signin

Step 5: After clicking on sign, the window below appears,
Click on Next
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More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Step 6: Now you need to set up a recovery method for
your email, choose one of the methods
below.

I don't lose access to youraccount! X [l
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don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are, We won't use this to spam you - just to keep your account more
secure, You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured. Set it up now

o Authentication Email is not configured. Set it up now

cancel



Step 7: For the phone number method, put in a phone
number you’d like to use and click on one of the
prompts below to get an access code.
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don't lose access to your account!

Please verify your authentication phone number below,

Authentication phone
Migeria (+234)

07026003036

Step 8:

After getting the code, input it as shown below and click
verify.



don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

We've sent a text message containing a verification code to your phone,

Step 9: After verifying, click finish to go to your
dashboard.

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page

@ Authentication Phone is set to +234 07086093086, Change

OAuthenticatiun Email is not configured. Set it up now

finish cancel



Step 10: A sample of OFFICE365 dashboard.
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Step 11: To see your email address, click on the icon
that shows your initials at the top right corner of your
dashboard.
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Step 12: Click on your “My Profile”



Office 365 o & ? @

My account X
Good afternoon, Oluwasewa

O Seach e e Oluwasewa Arigbede
180601257 @live.unilag.edu.ng

My profile

i ilais My account
~
APPS nsta e ¥ B LT Sign out
@ a« © E @E & &
QOutlook OneDrive Word Excel PowerPoint OneMote SharePoint
Teams Sway

Step 13: A sample showing your email address and
skype id

T\

me
Wait, no documents here?
) OlUWaseWa Arigbede Seems like you haven't stored any documents in Office 365. Upload
rorites your documents so you can easily get to them, share them, and
oluwasewa.arighede@live,unilag. collaborate in Delve.
edu.ng

We always use the permissions that are set on documents where
B 180601257 @live.unilag.edu.ng they're stored. Only you will see your private documents.

Arigbed:
Jwasewa Arigbede Make your documents available in Delve

#& My OneDrive

# Update profile

Today
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About me

Add about me

Step 14: A closer look at a sample email address

Oluwasewa Arigbede

oluwasewa.arigbede@live.unilag.
edu.ng
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My OneDrive



Step 15:. Click on Outlook Icon to check your mailbox
on your dashboard.

Apps

o0&

Outlook

Step 16:

Select your preferred language and timezone.

&% Outlook

Step 17: Click Save and you’re good to go!
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