Microsoft 365

User's Manual

<Ver. 1.0>

February 27, 2023



Table of Contents

L TEEOAUCTION ..ttt b ettt e b ettt e bbbt e st e s bt s bt e st et e nb e s bt ebtenbesbesbeestenbenbesbeeneen 3
2. PASSWOIA CRANGE ....ecviiiiiiieiieie ettt ettt ettt et e et e et e st esatessbesseesseesseesseesseesseesseesseesseesssesssesssesseesssesseenseenses 4
2-1.  Cloud Mail Service Authentication SEttiNg SYStEIM ........ceeeeiieriieriiieiiieeiieeiee e erreesreesreeeeeeeeeeeeeeenenes 4
0 o B 10 -4 1 Ve o ARSI 4
2-1-2.  Changing the PaSSWOTd.........c..cceeiuiiiiieiieiieiieieeie ettt aeeae s b e s be s b e ssaessaesseesseesseesseesseenseenns 8
2-2.  Configuring Your Microsoft 365 PasSWOTrd...........cceeciiiiiiiriieniieeiee st eiteeiee e eeveesereesseessseesssaesssaeanes 10
2-2-1.  Accessing the [ ] SCICON.....uiiiiieeeieeee ettt et et et earee s 10
2-2-2.  Changing the PaSSWOTd............ccieviiiiiiiiiiiiieiieieeie ettt ettt teesteesteesseessaessaesaesseenseenseenseenseensens 13
B EMALL .ottt ettt st a e she st n e ettt n e n et eaeens 16
31, PIOCAULIONS c..cevteutiiieitetete ettt ettt sttt et b e bt e bt e e bt e bt e bt et e s bt e bt e bt et sbeeb e eb e e bt e bt es b et e sbeebee st ebesbe e bt enee 16
3-1-1. Students who enrolled in AY2022 OF @aTlICT ........ccueviiriiiiieieiieseeeeeseesteesiee e esteesseesseesseesseesseeseenses 16
3-1-2. Students who enrolled in AY2023 OF [Ater .........ccceeueririiieniiniinieieeeeeeeerese e e 17
3-1-3.  Faculty/Staff MEMDEIS......c.ceiiiiiiiieiieceectete ettt ettt ettt e e et e e beenseenseenseenseenseenseenseensenn 18
3-2. How to Use Web EMAIL.....cc.cooiiiiiiiiiiieiieiecieeitete ettt ettt eebe e beesbeessaesseesssasaessnenes 19
3-2-1. Procedures for Signing In and Signing Out of Microsoft 365 ........cccveviiriiniinienienieeeseeeeeeen 19
3-2-2.  ChecKing YOUT MaIlDOX ......cccuieiirieriieriieniieriiesieesitesitesttesteettesteeseeseeseenseenseesseesseansessseenseenseenseeseensens 30
3-2-3. Sending EMail......c.oooiiiiiiiieiiciicieeiece ettt ettt ettt et e te e b e ebeenbeebeenreenbeenaean 35
3-2-4. Deleting EMAILS ..c..ooiiiiiiiiiieiiiieteteet ettt sttt e ettt ettt enne s 37
3-2-5.  Changing OUtIOOK SELHINES .....ccverierieriieriieriieriieriesttert et et et e st eteebeebeesseesseesseessessseenseenseenseenseenses 39
3-2-6. Configuring an EmMail SIZNAtUIE ..........ccceciiriiiiiiieiieiieiteseesie ettt estee e esteeseeessaesseesseesseeseenseeseesses 42
3-2-7. Configuring EMail SOTHNE. .....cc.eiitiiriiiiieiieiieieete ettt ettt ettt et ettt et e b ennean 46
3-2-8. Configuring Email FOrwarding.........c..cceevuieiiriiiieiiesiesiesiestestesitesteesieeseeesieesseesseesseenseenseenseenseensens 54
3-2-9.  AdQING CONTACES ..veetieiieiieiieiieie et eteete et e eteeteebeesseesseesseesseessessseesseesseesseesseasseassaenseesseenseenseessennsenn 57
3-2-10. Changing CONTACTS ......cc.eeruiertieriiertierteentterttertterttenteesteeteesteeteessee st e seeseenseenseenseenseenseenseenseenseenseenseansean 60
3-2-11. DEIEtING CONTACTS. ...curertiesirertieriierteerteesteenteesteesteenseesseeseesseenseeseenseenseesseenseesseesseansessseenseenseenseensesnseensens 62
3-2-12. Checking Migrated Email Data ..........ccccieieiiiiiiiieieiesieeeeee ettt st s 64
3-3. How to Use EMail SOTEWATE.......ccceeviiriiriiiiiiiieiiitctcteecectcete ettt st s eee 66
3-3-1. Configuring the EMail CHENt.........c.cccueiiiiiiiiiiieeiecieetesteete sttt e seaesaesiaesaessaenseenseenseenseensean 66
3-3-2. OUIOOK (WINAOWS) ...vttieiiitiitieiieteste ettt sttt et e te st e st e teste st eneetesbeeseeseesteebeeseensentesaesseeneensensesneeneenes 67
T B TR @ 11 11 0 To (117 - T ) USSP 71
3-3-4. TRUNAEIDITA ..ottt ettt b e e b et st s b e e st et e be s bt e bt et e besbeeseenee 79
R T T Y £ YU € (0 1 ) USSR 87
3360, MaIL (IMIBC) .ttt ettt ettt b e bt s e bt bt eae b 93
3-4.  Checking Your Mailbox Usage and Performing Backups..........ccceecueriiiiiiieiieniecieciesecee e 98




3-4-1.  Checking Your MailbOX USAZE .......ccueruiiruieriieniieniiesiienieesttenitesteesttenttesteeseeseeseenseensesnseenseeseenseeseenseas 98

3-4-2. HOW t0 MaKe BACKUPS....cuteitieiieiieiieiieitete ettt ettt ettt et te et et e st e snbassbessaessaeeeseenseenseenseenns 103
3-5.  Email Filtering by the EMail SEIVET.......c..cccieoiiiiiiiiieieeieeieee ettt sneenae e 106
3-5-1. EMAIL FIEEIINE ...eoutiiiieiieiieiieee ettt ettt ettt e bt e st e et e st e s st e s st e saeesseenbeeseenbeeseenne 106
4. Forgetting YOUT PASSWOTIE .....c.ciiiiiiiiiiiiiiieciiecteeitest ettt ettt ettt ettt et esbeebe e e enbeenbaesseenseenseeseenseenseenes 107
4-1. Cloud Mail Service Authentication SEtting SYStEIM ........cccuivvirieriierieeieeierteeieeteeveseeseesresseeseesseennas 107
e o B 70 Y4410 Y o0 O USSR 107
4-1-2.  Changing the PasSWOT..........c.ceciiiiiiieiieiiesitert ettt ettt ettt teeteeteeteesteenbeenteentesnaessaesseesseenseenns 107
4-2.  Resetting Your Microsoft 365 PaSSWOTA .........cccuiviiriiiiiiieriiesitesiestiesieesie et esteeseereeseeseereeseesseenseennes 108
4-2-1. Accessing the Pre-registration Screen for Password Changes...........ccoecvevvevienieniieneenieenieeieeieeeene 109
4-2-2. If Registering a Telephone Number for Password Change Pre-registration .............cceccveeveevvervennnenne. 113
4-2-3. If Registering an Email Address for Password Change Pre-registration ..............ccoeceeviereeneenneennennn 120
4-2-4. If Registering Secret Questions for Password Change Pre-registration..........cccceeeeevieeveercienienceennenne 125
4-2-5. If Installing the Dedicated App for Password Change Preparation............ccecceevvereeneeneenieenieenieennenns 130
4-2-6. If Registering the Dedicated App for Password Change Pre-registration.............ccceceeveerieneenneenenne. 133
4-2-7. Accessing the [ ] SCICEM ...ttt st 140
4-2-8.  Changing the PasSWOTd..........c.ccieiiiiieiiieiieieeie ettt ettt e e te e st e steesaeesreesteessaesseesenesseenseenns 143
4-3. Changing the Microsoft 365 Password Reset Pre-Registration............ccceevvevvirieeieniecienieeieeeeeeeeeenes 152
4-3-1. If Changing a Telephone Number for Password Change Pre-registration ............cceceevveereeneenieennnne. 152
4-3-2. If Changing an Email Address for Password Change Pre-registration ............cccoeeveeveenieneeneeneennennn. 157
4-3-3. If Changing Secret Questions for Password Change Pre-registration...........cccecvecveevieecieneeneeneennenn 162
5. Changing the Multi-factor Authentication Configuration .............ccoecuercuercienienienienieree et 164
5-1.  Cloud Mail Service Authentication SEtting SYSIEM ......cc.cevverierierieniienieesieerieeieesteeieereeieesteeaeesesnneens 164
S-T-T. LOZEINE IN coeiiiiiiiicieceecteee ettt ettt ettt et e bt e bt e be e beesseesseensaesseenseenseenseenseenseenseessensseansensnas 164
5-1-2. Multi-factor Authentication CONFIGUIATION ........evuvirierierieeieriie ettt ettt et e e e aeeees 164
5-2.  Setting Up Multi-factor AUthentiCAtiON..........c.eeviieiiieriieieeie et eie ettt sreeste e esaeeseeeneeenes 167
5-2-1. How to Configure Authentication bY SIMS ........cccoiiiiiiiiiiiirieeeseee e 167
5-2-2. How to Configure Authentication by Audio Call.........c.cccueriiriiiiiiniiniececeee e 177
5-2-3. How to Configure Authentication by Dedicated APD .....cceeverierierienieeieeieeeeeee e 186




1. Introduction

This Manual describes how to use the email system and cloud mail service authentication setting system

provided by Exchange Online in Microsoft 365.
[Table 1-1. List of Terms] lists the terms used in this Manual.

Table 1-1. List of Terms

Term Description

Microsoft 365 Refers to the cloud service operated by Microsoft Corporation.

It is available to users who have been issued an account.

Exchange Online Refers to the cloud mail service operated by Microsoft Corporation.

Personally owned device | Refers to personal computers (Windows, macOS) and smartphones (Android, iOS)

owned by individuals.

Microsoft EES Benefits Refers to the benefits of a comprehensive contract with Microsoft Corporation.
Microsoft Office can be installed and used on up to 5 personally owned
PCs/MACs, 5 personally owned tablets, and 5 personally owned smartphones per

person.

M365 Account Refers to the account required to sign in to Microsoft 365.
Students: sXXXXXXX@u.tsukuba.ac.jp, sSXXXXXXX@s.tsukuba.ac.jp

Faculty/staff members: familyname.firstname.xy@u.tsukuba.ac.jp

Outlook Refers to the email client service provided by Microsoft 365.
A Web browser version and an application version exist, and both are available for

use.

Office Refers to the document creation service provided by Microsoft 365.
Word, Excel, PowerPoint, and other functions are available for use in a web

browser version for PCs and a smartphone app version.

Students Refers to users of the university-wide computer system who have been issued

SXXXXXXX(@u.tsukuba.ac.jp and sXXXXXXX@s.tsukuba.ac.jp M365 accounts.

Faculty/staff members Refers to users of the university-wide computer system who have been issued a

familyname.firstname.xy@u.tsukuba.ac.jp M365 account.

Web browser Refers to browsers supported by Microsoft 365.
Supported browsers include Microsoft Edge, Safari, Google Chrome, and Mozilla
Firefox.

Support for Internet Explorer 11 has been discontinued.

Multi-factor Refers to the additional user verification that occurs after entering the password
authentication when signing in to Microsoft 365 from a device.

User verification can be done using a telephone number or through a dedicated

application.




2. Password Change

If you wish to change the password for your M365 account, you can do so through the cloud mail service

authentication setting system or through Microsoft 365.

2-1. Cloud Mail Service Authentication Setting System

The following describes the procedure for using the cloud mail service authentication setting system to

change the M365 password.

2-1-1. Logging In

To access the cloud mail service authentication setting system, follow the steps below.

1.  Start a web browser and access the following URL:
https://m365setting.u.tsukuba.ac.jp

& FLLT * +
@  hitpsy//m365setting.u tsukuba.acjp

& https://m365setting.u.tsukuba.acjp

2.  Enter your account name in [ 1.
- For students: s******* (The asterisks are the last 7 digits of your student ID number.)

- For faculty/staff members: familyname.firstname.xy

WA Misnnamn
TR ATy PET—

TFIEA=NY=ER
HIERE-ATL

F oo 2l




3. Click [ ] and select the domain for your account.
[Table 2-1. List of Selectable Domains by Account] lists the selectable domains for the user attempting

to gain access.

Table 2-1. List of Selectable Domains by Account

User Selectable domain

Faculty/staff members @u.tsukuba.ac.jp

Students who enrolled in AY2022 or earlier | @u.tsukuba.ac.jp, @s.tsukuba.ac.jp

Students who enrolled in AY2023 or later @u.tsukuba.ac.jp

WY MR
TERNAFT TR 57—

FITEA=IT—EZR
BIENESATL

o Sl e
| =1 smm - |

English

4.  Enter your unified authentication system password in [ ]

TR & AR R
PHRREAT ¢ P -9—

DITEA=NY—ER
BERESATL

o e L

u.tsukuba.ac.jp

English




5. Click [Language] and select your desired language.

AT MR
PR AT « PP —

S5O FA—IH—EZR
BIEREZAT A

=T BT Tt R

w.tsukuba ac jp

Englizh

6. Click[ 1.

LA (RN R
TR AT + PP —

S5O FA—IH—EZR
BIEREZAT A

Edka. miaa &
w.tsukuba ac jp

[

@ Language ,'

Englizh




7.

The [

] screen will appear.

p—
A5V EA=IY—EZBERELIATL @ nnj»,.
Sl i = AL

Topri—# | MRo—rEE | sEsmEno# |

| anme
RIFofEERELET,
» AT —FEE
HSYEA=L = A TEALTUSAAT=FEEWTHET,

*EEEEETIORI
SFFVEA=LY-EZOEEREEORNENENORAICENTEET.

BET=aFRicsehreHd2O0—FTIET.

(ML vt t]
kT MERARN PENEAT s TR -

@3022-2023 University of Tsukuba ALL RIGHTS RESERVED




2-1-2. Changing the Password

To change the password for your M365 account from the cloud mail service authentication setting system,

follow the steps below.

1. Click[ 1.

-—
SSYEA=IY=EIRERELATL @ n!;-
ol el =20 s s

Topri—# | MRo—rEE | sEsmEno# |

| anme
ETFoRRaesEfLET.

lﬂzv—ﬁgm
] ==K X2 TEELTVENAP=FEEPTHEY.

*EEEEETIORI
SFFVEA=LY-EZOEEREEORNENENORII I ENTRET.

MfT=aFiicsahredryO0-EFT3ET,

(HuEtatt)
T MERRRN TAmEAT T —

@3022-2023 University of Tsukuba ALL RIGHTS RESERVED

2. Enter a new password in [ ]-
*  Check the number of configurable characters on the bottom of the [ ] screen.
- 225 ® <
ST FA-IY—ERBERELATL arra

s ek English  lbaacgp
Topri—3 | HAT—pEw | sEREENOHR |
| izo-rze

AT = (=)

& [RRPOANE N

AT = FOAHRE 5 H)

& [Jmshd A hi )




EBEEET I
BXFLLE( ERIL 163
EmMT & FOME
BAUTELEFEPET, 28, BFOiEEEEEIUTTFIL,
FEEARTST
Emps [0~09]
RFEmET [a~1]
ARF¥awnT (A~1]
R (eswE () +- == 2@[¥]*_ " {|}-]
TEEVEVRE-OLOTEL.

Re-enter the new password in [ ]

—
FITEA=NY—EABIERES AT L @ arra

bl vrd | Enplish Jisoac jp

Toprt=iF | a0= p2w | sEREEgONZ |

l NAT—FEE

MAT— E(53H)
T

#T [EFRPDANLER]

AT — F@A RS &)
1

T (ST oA hi s

On the bottom of the [ ] screen, click [ 1.

AP — EO AR E

ER [RTho A iiEmn

Y2rIzFF=F=FEERLTARTE

g B -G e R SR R s - B B

L 3 2, < A A O IS
- ! o ||| | || Y
DL [ EA e i) ) T
= I R S R R

AEFICUE 1MFiHE ik




2-2. Configuring Your Microsoft 365 Password

2-2-1. Accessing the [ ] Screen

To access the [ ] screen from Microsoft 365, follow the steps below.

1.  Start a web browser and access the following URL:

https://portal.office.com

& FHLLAT * 4+

C &% | https//portal.office.com

BY  ThIVHIIHA24 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [

S® Microsoft
Pk V% P

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E




In[

], enter the password for your M365 account, and then click [ 1.

a5 Microsoft

€ = X @u.tsukubaacjp

NK2AT—-ROASD

JUAD—|

JIAD-FESENIBS

YA242

Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

Office Home appears.

Click the photo display area in the upper right corner of the screen.

& + [
. e - oz
: e
f 0 ¢ £ omePTum JFLrnP FPENE. M KNTAEROELAWoo0eh 161 FTUESHROET,
i ol ¥ - = 4 FIURS wR b=
~ SAwd PO
B "
i
o ™
o
o
o &
o

11



o s - -]
& L = 1 &
165 [
ﬂ. ﬂ ® ﬁ Dt FFULE, JF e hFSFRrRE, . HT Dl Lot s FTLUEER CEL~ T
& A BAET
. (7] ) s
ChiCHi \ ]
= Nl
a4 TFIER
B
m ol Bl [ ‘]
=]
n — » =R
o
= L
=
o
& & )
a | T
. | »o--voo
This launches a new tab, and the [ ] screen appears.
Click [ ] to move to the [ ] screen.
O §-5 | Maoss 453 X B " o
o oL R o, 1 &
B Fa FRRE
F BLLEA Pk TORAUT ok
28
¥ UF AR
BT /Q
1 AN E B

FITA

12



2-2-2. Changing the Password

To change the password for your M365 account, follow the steps below.

1. Accessthe [

] screen and then click [

O 8-5L]M

o A FRR

- ] T Pk TOXAUT ok

*

TFaUF 1 TaEE

5

FEilE

FITA

2.  Enter your current password in [

(v U

i

NAD— ROEE

" v
" T

13



3.

4.

Enter a new password in [

NAD—FDEE

" 2, Ty
[ 2 T

Re-enter the new password in [

NAD—FoEE

14



6.

Click[ 1.

[ i - ] + o
" b wifier - & O
" - 7
INAD—FOEE
= ____|
CTRTIE L
This completes the password change.
Click [X] to close the configuration change window.
P — B p— E + =
" et e vl - & 0O
JOZF4l
T

PUETET ar iss N eyl

15



3. Email

3-1.

3-1-1.

Students who enrolled in AY2023 or later can only use their @u address (s+last 7 digits of your student ID
number@u.tsukuba.ac.jp).

Students who enrolled in AY2022 or earlier can use their @u address (s+last 7 digits of your student ID
number@u.tsukuba.ac.jp) and @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp).

For details, refer to "3-1. Precautions" below.

Precautions

Students who enrolled in AY2022 or earlier

The @u address and @s address can be used separately.

Depending on how you use the system, you should make configurations so that emails sent to both

addresses will always be delivered to you.

*  For students who enrolled in AY2017 or later, the system is configured to automatically forward
emails sent to the @u address to the @s address. When configuring forwarding, be careful not to

create loops in the forwarding path.

Your @u and @s addresses are configured and used through the Microsoft 365 cloud mail service.

Students at this University can use the Microsoft EES benefits to install Microsoft Office software on
their personally owned devices and use the Microsoft 365 cloud service at no additional cost.

To use the Microsoft EES benefits, sign in to Microsoft 365 using your @u address.

The services available depend on the address you use to sign in to Microsoft 365.
If you want to configure your @s address in Microsoft 365 while being signed in with your @u address,

you must first sign out with your @u address and then sign in with your @s address.

When signing in to Microsoft 365 with your @s address, you will not be able to use the service until
you configure your password in the cloud mail service authentication setting system. Be sure to

configure your password.

If you have already registered your @u address account in Microsoft 365, you do not need to configure
your password in the cloud mail service authentication setting system. If you are using the system for

the first time, you need to configure your password.

16



3-1-2. Students who enrolled in AY2023 or later

1. The email address is your @u address (s+last 7 digits of your student ID number@u.tsukuba.ac.jp).

Make configurations so that emails sent to your @u address will always be delivered to you.

2. Your @u address is configured and used through the Microsoft 365 cloud mail service.

3. Students at this University can use the Microsoft EES benefits to install Microsoft Office software on

their personally owned devices and use the Microsoft 365 cloud service at no additional cost.

4. When signing in to Microsoft 365, you will not be able to use the service until you configure your
password in the cloud mail service authentication setting system. Be sure to configure the password for

your @u address.

17



3-1-3. Faculty/staff members

1. Faculty/staff members are not assigned an @s address. Continue to use your @u address as before.

18



3-2. How to Use Web Email

You can check, send, and receive email on a Web browser connected to the Internet.

3-2-1. Procedures for Signing In and Signing Out of Microsoft 365

1. Start a web browser and access the following URL:

https://portal.office.com

& FLLyJ x +

C  B® | https://portal.office.com

Bt ThurkiH1 4 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [

B Microsoft
i % %

X—)L, &4, Skype

THIU M EBIFETERVNGS, fFlTEET.

PhIY NI CATERVES

19



3. InJ ], enter the password for your M365 account, and then click [ 1.

m Microsoft

& === = =@u.tsukuba.acjp

NNAT—RDAR

JNAD—|

AW AR B o o e

4. Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

5. Click[ 1.

2" Microsoft
= =m_@u.tsukuba.acjp
BRI E

CEROTHIY MERET B8, BET(F2S(CTERN
WETY

20



The password reset configuration screen appears, and you need to configure one or more of the items

displayed.

SIERET NI BT ICATEDSLDICT S

-

<If registering a telephone number>

- Click [ ] for the authentication telephone number.

SIERET NI BT ICATEDSLDICT S

=]

=]

- Click the [ ]icon.

SIERETV NI MITILCATEDSELDICTS

S =

21



- Scroll down the list of international numbers.

SIEREF ATV HCTFICATEDSLDICTD

TEOEEAMSOREEREMIELT I

TR TLRE .

Click[  (+81)].

SIEME NIV P ILCATEDSLRDICTS

FEETATIE RS DR S R T L T S P

RETS

- Enter the telephone number of your cell phone or smartphone.

SIEME DV FICFPILCATEDSLDICTD

22



- Click [ 1

SIEME DO HCFICATEDSLDICTS

HEMFREORESENTEELT CCauw.

FEAF Aot TERETS mETS

- You will receive a confirmation code (6-digit number) by SMS.

* The images here depict a device using i0S.

Microsoft BEEFICHERE D —
636021 #EHALEY,

- Enter the confirmation code in the entry field and then click [ 1.

SIERMEF ANV FCTFIOCATEDLDICTS

- Confirm that the icon next to [ ] has turned green and then click [

SIEMETNI L NNV ILCATEDLDIICTS

[©ummn} o
[ -

[ I

23



<If registering an email address>

- Clic or the authentication email address.
Click for th henticati il add

SIEMET NI BT ICATEDLDICTS

® 0o ¢

—ra

- Enter your email address in [

SIERE DI TV ICATEDSLDICTD

CEMEF B HFxL, ARNDDBREFE L TOn

Rl E

- Click [ .
SIEME AT HCFICATESELDICTD
I i ARTE

24



- You will receive a confirmation code (6-digit number) sent to your email address.

BF AL P RLAZHR L TLIES)

= B3 f@utsukubaacjp FHO L FECHIBLEESEH DN ESTZNET)

J—1*: 343986

CHRABDHNESTENET.
LB A

- Enter the confirmation code in the entry field and then click [ 1.

S5|FME NIV OCEATESELEDICTD

EoEINS T - FELAERELT ORI, dRORREER TS - A 0eNLSUT oS
EESEF -

WE-— L FElT3
1 PALET ST ¥

- Confirm that the icon next to [ ] has turned green and then click [ ].

BIEMENDO MNP IOTCATEDLDICTD

- YO

25



<If registering a security question>

- Click [ ] for the security question.

SIEREF NI HCTFITCATESDLDICTSD

—
© zuma i o I

- Click the [ ] icon for the security question and select questions.

BY stcrmaoh

SIFMST )NV HC VP IEATCEDLDICTD

WFSEETIMWERRLT CEIL, WIENE S EOMUERETICCEROTURT, B I BRI TIARTROFT

o Uy o 1

- Enter the answers to the questions you selected and then click [ ]-

FFallr«OEE 3

s e T — BN R A T TS

w
S
rEally ol
L =R W
I.'-
a2y~ oHA S
ke 2. I W
o

26



- Confirm that the icon next to [5 ] has turned green and then click [ ].

SIERMET NI PMITFICATESDLDICTD

<If you want to skip it>

- Select [ ] to skip the password reset registration.

* If you skip this step, the password reset registration screen will appear again the next time you

sign in. Note that the registration screen will appear each time you sign in until one or more

registrations are completed.

SIERET NI MNP IOLCATEDLDICTS

-

7. Office Home appears.

[ = 4+

f

o = ':I Offur FIUR. 2-F-2pPIFPEaE Ml KNT-2 L S0l LA ook 6 FTUCT R T,

cAESE

FIURA wA b=

DA D FER
CIED owmmom maman o ' Pvo-i
B

@' & &

27



8.

Click the service you want to use, such as Outlook.

[ = 4+

o = ﬁ Offur FIUR. 2-F-2pPIFPEaE Ml KNT-2 L S0l LA ook 6 FTUCT R T,

cAESE

DA wd FER

=

CELTE

B e 8|
2 8 B B

FIURA wA b=

I P=Io-F

When you select a service such as Outlook, the language and time zone configuration screen appears

only the first time.

Make your selections as shown below and click [ ]-
Language (
Time zone (UTC+09:00)

When you have finished using the service, click the photo display area in the upper right corner of the

screen and then click [ ] in the pop-up window.
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10. Once the sign-out is complete, you will return to the sign-in screen.

Close and exit the browser.
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3-2-2. Checking Your Mailbox

1.

2.

To check the emails that have been sent to you, emails that you have sent in the past, and the like, follow

the steps below.

After signing in to Microsoft 365, click [Outlook].
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In the Outlook display screen, the contents of [

] on the left side show your mailbox.
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4.

5.

When you select an email in each folder, the contents of the e-mail appear on the right side.
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If you want to add the sender of an email or other user to your contacts, click that user.
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6.

7.

The information of the person you clicked appear in the center of the screen. Click [

The contacts screen appears. Click [

1.
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8. Confirm their first name, last name, and email address, and then click [

* You can click [+

Configure this as needed.

] to add more contact information.
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3-2-3.

1.

Sending Email

To create and send a new or response email, follow the steps below.

To send a new email, click [ ] in the top left corner.
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To reply to an email, open that email and then click the [ ] icon.
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After entering the recipient, subject, and content of the email, click [ ] to send the email.

sk BCC
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Unsent emails still being created are saved at any time in the drafts folder.

To continue creating an email after you closed the screen while creating it, select that email in [
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3-2-4. Deleting Emails

To delete unwanted emails, follow the steps below.

1. To delete a single email, click the [

] icon displayed in the list of emails.
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2. To delete multiple emails all at once, place checkmarks next to the emails to be deleted in the list of

emails.

*  Confirm that the check icons for the selected emails have turned blue.

After selecting the emails to be deleted, click the [

] icon to delete them all at once.
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3. Deleted emails are moved to the deleted item folder.

To completely delete an item, delete it again using the same procedure as above in the deleted item
folder.
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3-2-5. Changing Outlook Settings

To configure settings such as email auto-responses, batch processing,

signature, follow the steps below.

email forwarding, and email

1. Click the [ ] icon in the upper right corner of the screen.
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2. Click [Outlook ] to open the settings screen.
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To perform detailed configurations such as batch processing and email forwarding from the settings

screen, select [ ] under [ ]-
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Once you select it, a menu of options appears on the right side.

[Table 3-1. List of Email Configurable Options] lists the options that you can configure for your email.

You can freely configure these settings according to your preferences.
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Table 3-1. List of Email Configurable Options

Option Content

Setting item for customizing the screen on which email is displayed

and the size of the text.

Setting item for displaying a warning message when the user may
have forgotten to attach a file to the email they are attempting to

send.

Setting item for creating rules to specify how to automatically

process received email.

Setting item for specifying trusted senders and blacklisted senders.

Setting item for forwarding email to another address.

Setting item for configuring settings to automatically reply to
received emails and to notify others that you are unable to reply to

their emails due to vacation or other reasons.
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3-2-6. Configuring an Email Signature

To configure an email signature, follow the steps below.

1. Click the [

] icon in the upper right corner of the screen.
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2. Click [Outlook ]
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Under [ ], click [ ]-

BE YR LiE{R
- E=ILOEH
= s | . "
= 9 B A
Enter the signature title in [ ] in the red box and then enter your signature in the blank field
under that.
Use half-width alphanumeric characters when entering text in [ 1.
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5.

6.

Click [

]

gl t4 1]

et EE(R

=L OEE

=R EEEELET

To configure signatures for new messages and for replies/forwarded messages from [

], click the [

Configure this as needed.

] icon.
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7.

Select the title of the signature you have created and then click [
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3-2-7. Configuring Email Sorting

To configure automatic email sorting, follow the steps below.

You can create variety of criteria and processes. This Manual describes a situation in which the user wants

to sort email sent by [icho-announce@u.tsukuba.ac.jp] into the [ ] folder.
1. Click the [ ] icon in the upper right corner of the screen.
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Under [ ], click [ ].
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Under [ ], click [+
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Enter @ a rule name and then configure @ [ Jand (® [ ].

Also, if you need to configure exceptions, click [ ] and then configure [ ].
Multiple criteria, actions, and exceptions can be configured for [ 1, [ ], and [
respectively.

nE {7 =L

1] Rule name

Criteria

Actions

o R e Lanih Exceptions

<This is an example configuration.>

Enter a rule name in [ ].

BE ’ Je=k
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<This is an example configuration.>

Under [@ ], click the [ ] icon next to [ ] and then select [

BE L I_I

A—R

“n

<This is an example configuration.>
Click the blank space displayed next to the [ ] icon and then enter the email address of the sender

whose email you want to sort.

E { H=ik

s

49



10.

<This is an example configuration.>

Click [ icho-announce@u.tsukuba.ac.jp
e ‘ H—l
i A=i a )
| |
-]
L}
<This is an example configuration.>
Under [® ], click the [ ] icon nextto [ ] and then
select [ ]-
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11.

12.

<This is an example configuration.>

Click the [ ] icon next to [ ] and then click [ |

BE Je=Jk

<This is an example configuration.>

Confirm the contents and click [ ].

The rule name can be changed as needed.

Also, if you have placed a checkmark next to [

here are met, any rules displayed below this rule in the [

], then when the criteria set

] list will be ignored.

= 7 =l
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13.

Confirm that the rule you created has been added in [ ]-

iz -l
@ "~
To modify a rule, click the [ ] icon.
iz -l
.} i) D
To delete a rule, click the [ ] icon.
iz -l

The rules listed here are processed in order from top to bottom.

To change the processing order, click the [1] or [|] icon to change the order of the list.
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. If you made changes on the [ ] screen, click [ ] after making the changes to apply the

changed content.
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3-2-8. Configuring Email Forwarding

To forward emails delivered to your Microsoft 365 mailbox to another email address, follow the steps

below.

1. Click the [ ] icon in the upper right corner of the screen.
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2. Click [Outlook ]-
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Under [ ], click [ 1.

Click the checkbox next to [

] to enable it.
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Under [

:], enter the email address you want to forward emails to in the [

] field, and then click [ ].
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If you place a checkmark next to [

emails will remain in Microsoft 365.

If you leave this unselected, the forwarded emails will be deleted from Microsoft 365.

], the forwarded
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3-2-9. Adding Contacts

To add a contact, follow the steps below.

1. From the left side of the mailbox, click the [

] icon.
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Enter the contact's first and last name in the [

Jand [ ] fields, respectively.
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Click [+ ] and then click [ 1.

* Add other information as needed.
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After entering the information to be registered, click [ ]-
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Confirm that the contact you added is displayed in [ ]-
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3-2-10. Changing Contacts

1.

2.

To change a contact, follow the steps below.

From the left side of the mailbox, click the [ ] icon.
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3.

4.

Enter the content to be changed and then click [ 1.
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Confirm that the contact you changed is displayed in [ ]-
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3-2-11. Deleting Contacts

To delete a contact, follow the steps below.

1. From the left side of the mailbox, click the [ ] icon.
O | s = & ' z ¥
L i | B outewmk ofug i—rh—a z v o
|- :: Ay  §
j ST = P, Osthook o= the weh VAT 0BT i=-5 0F=FLIRTTLI - FIn T, ST40F BCEETE SRNELYY
EETAE 25
EE
o U e -l ik
4 WEFLT aay =y & Pt
£ ~
&
LY s "
o . . RCP P LUMRL TRy
y e
- , B .

| FeeRs

2. From the contacts displayed, select the contact you want to delete and then click [
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When a confirmation message appears, click [ 1.
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3-2-12. Checking Migrated Email Data

To check migrated email data, follow the steps below.

1. After signing in to Microsoft 365, click [Outlook].
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2. Under [ ] in the mailbox, confirm that [MigrationFolder] has been created.
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3.

Confirm that the email data migrated to each folder is saved.

[Table 3-2. Comparison of Each Folder] lists the folder names before and after migration.
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Table 3-2. Comparison of Each Folder
INBOX
Sent
Trash
Drafts

Archives

JunkMail

User-created folder name User-created folder name

* Each migrated folder will have its folder name changed to English.

Folders created by the individual will not have their folder name changed after migration.
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3-3. How to Use Email Software

3-3-1. Configuring the Email Client

1. To use your @s address (st+last 7 digits of your student ID number@s.tsukuba.ac.jp) and @u address
(stlast 7 digits of your student ID number@u.tsukuba.ac.jp) using POP or IMAP from your email

software (email client), configure the settings by referring to the following information.

s+SFFEES T 111@s.tsukuba.ac.jp

1=Y4 s+ 5EE S T IfT@u.tsukuba.ac.jp
NRF—F 777 FA—NY—ERFTIARTE AT L
REH—1E outlook.office365.com
-4 IMAPAZ{EF— F &S
_ . 993(TLS(SSL
& BSHLBE) (TLS(SSL)
POP3Z{EHF— I &S
. 995(TLS(SSL
EBELHE) (TLS(SsL)
EEY—1H smtp.office365.com
i®
_ SMTPE{EFR— F &S
E] . H87(STARTTLS
1 (BBEAE) ( )
A—ILEEICIZRAN HETT

(In general, we recommend using IMAP.)
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3-3-2. Outlook (Windows)

To check your email for your @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp) and
@u address (stlast 7 digits of your student ID number@u.tsukuba.ac.jp) using Outlook 2019, follow the

steps below.

1. Ifyou are using the system for the first time, the account setup screen will appear.

X
El Outlook
Fo=] !
A5
ek aEE EETSRN. Outlook com Ol =i FRL-AEMRLET.
2. If you are already using Outlook with a different account, click the [ ] tab in the upper left

corner of the screen.
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3. Under [ ], click [ ]-

7h9> NEHR

DX Srfu tsukuba.ac.jp
Microsoft Exchange

o | FhOVORE
[ COF NIRRT, Aot ELET. Ir =1

?;;J k = ZEOPIHC Web BITLTPYEALET.

JLioutiook offi T L i
[ r " |
xn
4. Enter the email address you want to add (@s address or @u address) in [ ] and then
click [ ].
-4
e Outlook
E 300G 1 Bu tsukuba.ac, jp
R A v
TGRS BTN, Outlcok.oom i1 FRLAREELET.
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5. InJ ], enter the password for your M365 account, and then click [ 1.

BE Microsoft

=& W ¢ “@u.tsukuba.ac.jp

KAT—ROAN

A FEEngs

BIOFHI YA 235

6. Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

7. Click [ 1

FTATOFITVECHA A A UEFEFICTS

Windows TEREBOTF LD MFESEH., COFA 2 TFIUS Web H HTE
BN A LEY, CHICEYD, OV ishsnsERED ET,

&
WENF ) AEMETEDLIETD

DomAdea~elifra s, WRMFPIUDLC 2 )L, IEORE, 51
A A FEUE=-FTRITTESLDICENDEY, COFNATADT—5EF
FUECFLHEIATSESIC, BZERFECOATS o~ HMICT L3 CBEN SR
HESNSWITE0TT,

VAR, CoPTUDMCHA A o LET
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8. If there are no problems in particular, click [ ]-

R Outlook

ThUxNIERCEMSNELEZ
CNSOEEFEMICTIME. Outlook FEEBTISENBHET.

|
|

9. If you are registering an account for the first time, the following completion screen appears. Remove the

checkmark from [Outlook Mobile ] and then click [ 1.

R Outlook

FhowHERICEMENELE

B Microsoft 365
Sl tsukuba.ac. |p

BDA-) FFLAZEM
A=Jl: FFL-A

e e A T

[putiook Moblle TX7-FoAsiGlEE T 5]

T
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3-3-3. Outlook (Mac)

To check your email for your @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp) or

@u address (s+last 7 digits of your student ID number@u.tsukuba.ac.jp) using Outlook for Mac, follow

the steps below.

1. Click the [Outlook] icon.

BEornacdt Thticcs

2. When starting up for the first time, the [

] screen appears.

[ ] FhowLoEN

A=l FRELAEANLTCREZW
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If you are already using Outlook with a different account, after starting up Outlook, click [Outlook] in

the upper left corner of the desktop screen and then select [ ]-
‘ l
L] Dhsthagk ©94NT
= o WLi\: Cuatiood fmn Hor-ndd fGem B orovamy 2 oamces () Em
8 L L Hiril Terstmasd
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1 Vagpetoan
T Waerseal Outl..,
i AealigEla B
&1 e FEEREEE
- i 7o 20
The [Outlook ] screen appears. Click [ 1.
L Outlook MANT F<TeR® | Q]
aAEE
— B Aa g Vi
- e Lm F
1 1 FH b AMEFD 2 F £l | gl e 8 =3Pk A FryIeX
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Click the [+] icon in the lower left corner and then click [

L] PRV rATERR O
e ARG {1 WA, t5ukuiba. ac.p
LI [ e
PEOYEOEN: P kb e
|imn
Bf: mEEF

WFA=R FF LA sy inskubs s jp

TELUF S

FALTFRUP—EZ

+ = &~
ELWFhASYE.

Enter your email address (@s address or @u address) in the red box and then click [

L ] FhoLRolN

A=l FELAZADLTLEZW

el 10T @u.tsukuba.ac.jp

BAT

73



8.

In[ ], enter the password for your M365 account, and then click [

L ] Cutlook

B Microsoft

D BT B tsukuba.ac.jp

INAT7—FDAN

Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.
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The account addition completion screen appears. Click [

L FhoyRoEN

Vv

Microsoft 365 account has been added

O Fhori L EREN

Outlook supports Microsoft 365, Outlook.com, Google,
.W iCkowd, Yahoo, IMAP and POP accounts
Add Ancthar

7]

Take Qutlook anywhere
Get Outlaok for your 105 or Androld devices

]

i .;lll.,x_‘l

Get Mabile Outhook

BlmFheoy ERN

T
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10. If you are adding an account for the first time, the completion screen below appears. Click [

1.

FROL-00EN

v

Microsoft 365 account has been added

- el - s oo l--m

Welcome to Outlook! Let’s get you set up
kake Ourtiook your own with custom themes, layouts, and

d doansdy preferencen
&
BYCHIITASATE

ROFh?-ElD FFTCHAFTIATE
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<If you want to customize the configuration>

- Select [ ] and then click [ ]-

@ NiL:L ODutiook ~ L3

LW Outlook Z/IX—YF 514 XT3
ARET—F] ERBIRLET,

LA 4]

- Select the amount of information to be displayed and then click [

@ NL:L ODutiook ~ L3

#1L L Outlook 2/\—Y+ 5414 XT3

HTLTEMERERARLET,
o D
'3 (LR ] s
FHA kol X t BT

E& Hits

1.
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- Select a viewing style and then click [ ]-

& K LAy Outlook ~ L3 %

# UL Outlook £/X\—=VF 51 XF3
MEY Y KOCEBUILR I LERRT S

D =
BERC —#TORAED BLLW242FED

EfEAy=—V0— LRXAve—=30—-R FOI«sAFITAY
RERRL. EWcA EWRRL. TEEAY T-—YVENWTRO
YUE—VERRTS E—-YERRYS

<If you want to skip it>
- Click [ ]

@ NiL:L ODutiook ~ L3

LW Outlook Z/IX—YF 514 XT3
ARET—F] ERBIRLET,

T
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3-3-4. Thunderbird

To check your email for your @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp) and
@u address (stlast 7 digits of your student ID number@u.tsukuba.ac.jp) using Thunderbird, follow the

steps below.

1. When starting Thunderbird for the first time, the account registration screen appears.

&L & Pkt PeT ¥ B0 Thunderbird Privacy Motice

BHEOA-TFLAQTEY Py
PEOA-LTFLAEMYSLE. FOTH/FREERALT{E2,
Thundertard i B BB RES-N-EEERRLEY.

butakER

[ o]
2=RFFLA i
| 5 . A K

WL NP FL AL L 'j.r
=K ﬁ\ A s
5 "?

B an-repars

2. Ifyou are already using it with a different account, click the [ ] icon.

El & =ars | @ PoarEE % | @ Ph T ® - o X
B Ex v sa= i 712771k~ =
m | Fahd- A - <
a :n.ri-un;;;:[uhdi b & mie L L LES 2458 ~ B
=) .r_ri:l-nn.:hr#-?-

g %

B EREL

move

£
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3. Click [

]

B © =t @ ThosEE X | @ vtk x| - o %
® 221 v Ao [ 54u5740 8- W= <Cyie) [=
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Qv & -AlIaRT-
B AN a We
B M 8 e
o 0 SRMERHTEE
B SamEECTD
N
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i 3]
A5
=k
& ~n7
O rT
o
4.  Under [ ], click the [ ]icon and then select [ 1.
® * BEHA | & rovrm % @ et x|
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Foaoun EWE dephy-raicy #t
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e B
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Jr-Fryri-idinm
Z3-AFR-TTA R

FRIIFENINE
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FERE - HTML BETEEFS 9 <be XF <br. WITH By

FTIATSEREMAYE (FFAF L WL, S8 7 AT

A =T wiard BRMETEN ward BT
AR rrF-F=Er RS LIS EN A o TSI

BE ST Y-

Macroaoft 365 - smip.office3is.com (T W SMTP P -

BAREET R
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5.

6.

Enter your account name in [

], your email address (@s address or @u address) in

[ ], and your M365 password in [
#=L B TR PeT ® | [ Thanderbird Privacy Natice 3 |
BHEOA-ITPEFLADEYRTYT
PEOA-NTFLAEEMY SEE. TOTH/FREERALTIER,
Thundertard B BEIEWREY--BEERELEY.
E At
Jots Q|
£=ATFL3
@
BLunk= P FL 2R
Han=F
B an-repars
Fvirel
RO ENRED- SO L - FE0MRFENET.
Click [ 1.

LEN

B Fuente kT T

EFEOA-NTELAOT sy T
BEQ-ITRLARRETELLE FOF YRR EAL TS,
Thunderbird f B BBICH MY --BETENTLEY.

BYLORER
um EF

HIT-F
LLAL L2l
B an-FEEwTa

ThEE

RO EWEUO- RSO -

% | [ Thumdertied Privacy Mot X |
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7.

The [ Mozilla ISP

] message appears. Click

Wl | @ Trvstoustrsd ® [;ﬁ_’wn&_;m-:uﬁ

BHEOA-NTELADT Ty
BEf-LTFLAMRRYSLCE. FOFYFREREA LTS,
Thundertrd F BRI -{-BEsMBLET.

BEROHER
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KAT=-F
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B mr-FEEsT
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ERERFLESLITRSEVNEER T

b P TEERL - W= b =0 - T ==

82



8.

<Common settings>

Configuring the Email Client].

- Receiving server

Hostname: outlook.office365.com
Connection protection: SSL/TLS
Authentication method: OAuth2

Username: [sxxxxxxx@u.tsukuba.ac.jp] or [sxxxxxxx@s.tsukuba.ac.jp]

- Sending server

Hostname: smtp.office365.com

Port no.: 587

Connection protection: STARTTLS
Authentication method: OAuth2

Username: [sxxxxxxx@u.tsukuba.ac.jp] or [sxxxxxxx@s.tsukuba.ac.jp]

<For IMAP>
Protocol: IMAP

Port number of the receiving server: 993

FREE

JORIR:
Exi
tl=H s
RO

BEXR::

EAORE
BER:

1--&

| pase

outlooioffice 365.com

Lo
o

093

S5LTLS

QAuth2

= A==l =

smitp.office3s5.com
A

58T =
STARTTLS

QAuth2

Configure the settings for the receiving and sending servers from the settings information in [3-3-1.
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<For POP>
Protocol: POP3

Port number of the receiving server: 995

y i3] 2 | e

WAk outloak.aificed65.com
#-rEa o5 LD

i SELTLS

BES: Duthz

1-4-%: == ol E= e E e
FAFE: smitpoliceiss.com

#-rE 587 Lo

ERORE: STARTTLS

BEN®: Dauthz

1-¥-%: B el s L




9.  After manually configuring the settings, click [ ], confirm that |
:] is displayed, and then click [

+ ROTHTUFEEN. REINLY-K-ERNEI IR INYELE:
FHEE

JOFIN: IMAP w

FAME outheokoffice3ss.com

ERY 22 093 |0

RENEN: SSUTLS w

BEx=: OAuth? ~..-

J-4- Sl e bkl

FALE: srmitp.office165.com

#A-FEE LT s

BEORE: STARTTLS w

BEX®: OAuth2 W

1-4-& ol 28 o b
hERTr

10. In[ ], enter the password for your M365 account, and then click [

m Microsoft

= De==C@y.tsukuba.ac,jp
K2AT—FOAS
NAT—R

KAD-Fesniies

BIDTFNIATUALALTS




11. Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

12. The account creation completion screen appears. Click [ 1.
B B eaid | ® rreeskred ® _ﬂwmm- ®
]

(] L TPhOYrOERT R T LELE

E TOTHTYFE Thignderbod TR BT SEACUUELE,
EETLY-FAAERLEYF Y T OREEE P FE Y, AL TLRULY.

2

O m opprgrean TORETSCE [ mr]

B FiOUERE -0 LUEY-IVFESE J Fiidx

§ AARIT2IRREII0-F

ol L P LT Thucule 21 Fa b= 1 T LIS =5 o 1o B3
@ codoav THLZECER [ e FRLINCER

B re-ralaT-cue

13. If you are setting up your account for the first time, the system integration screen will appear.

To use Thunderbird as your default email client, click [ 1.

DATLEE >

Thunderbird ZEMEIEDI 2/ FoHELTERTS:

@]::L—l
J1-F
| bs-

HEEEFIC Thunderbird ABEEDI /7Y ELTEESNTVINEZTIA)

BUELLTSEE | | #1&8E3%T
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3-3-5. Mail (i0S)

To check your email for your @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp) and
@u address (s+last 7 digits of your student ID number@u.tsukuba.ac.jp) using the iOS Mail app, follow
the steps below.

1. Tap]| ]-

2. Tap]| ]-

X—JL

&) ERES

GEE Fyl s —
AE
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3.

4.

Tap [ ]-

B siicnx

B =rxrr7—smE

Fhovbk

Tap [ 1.

{ A= 7HIk

iCloud

iCloud Drive. E&H

Fhovhs%EENM

T—5 ORRAE
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5. Tap [Microsoft Exchange].

PR E PAYYNEEN

% iCloud

Microsoft Exchange

Google
yahoo/
Aol.

Ii Outlook.com

6. Enter your email address (@s address or @u address) as your Exchange account information.

+ v vt )L Exchange

A=)l

A




7.

8.

Tap [ ]-

vt Exchange b/ Lo
A=) =B ==@u.tsukuba.ac.jp
anhA Exchange

Tap [ ]-

Microsoft T"u.tsukuba.ac.jp”
Exchange 7 AoV MMCHY1 Y
12 LEFITH?

Exchange 7 A7 > MMEHERE T 5/
I, A=JL7 KL ZlFMicrosoftlciEz{E =
nET,

FEERL LR e
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9. InJ ], enter the password for your M365 account, and then tap [ ]-

== Microsoft

< & o I =@u.tsukuba.ac.jp
INRAT—RKDAA

JNAT— R

BEROZHO MNIZDTNAALTREEINZE
ED

KR —REShIBE

MDPHORTYA21420F 3

10. Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

11. Select the service to be synchronized and then tap [ ]-

vt Exchange RTF

M x-n

o)

o ALYY—
UXA 5 —

XE

)
ABAAA
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12. Confirm that your Exchange account has been added.

< A= FHIV

FhHrrvw k
FTI

iCloud

iCloud Drive. ZEig5, AL Y —LF O BIEH..

Exchange

A=), BIELE ALV —, A5 —, A4

Fhor kBN

F—4 OEEHE A
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3-3-6. Mail (Mac)

To check your email for your @s address (s+last 7 digits of your student ID number@s.tsukuba.ac.jp) and
@u address (stlast 7 digits of your student ID number@u.tsukuba.ac.jp) using the macOS Mail program,

follow the steps below.

Apph IDOEBRESUEEL T AL i

e s B
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BREES
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Click the [+] icon in the lower left corner and then select [Microsoft Exchange].

L < HEHEE - Lok L g b Q

- A VF=FYRFATYRTR, A=), BRE, ALV =, AvE-UPTOMDTTUr-a>y

TRETIPADY FENELET,
e '
- *» iCloud
‘ Fame Cente
Microsoft Exchange
Googler
yahoo!/
Aol.
DD FHT - ERM..

o

Enter your name and email address (@s address or @u address) as your Exchange account information

and then click [ 1.

Microsoft Exchange
BYE, XORBEADLTIREW

&F: AEEF

A—=JL7 KL R: |=8 - ~==@u.tsukuba.ac.jf

vt b £
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5. Click [ .

Microsoft Exchange

Microsoft TExchange F A7 Y212 LETH?
Exchange 7 hO b ABERHTEEBE, A=/ILFFLZBMicrosonCEEZh

2T,
Fretil FRWE i
6. InJ ], enter the password for your M365 account, and then click [ 1.
@ Outlook

B® Microsoft

sE==———@u.tsukuba.ac.jp
IRAT—RDAA

RA7— R

MA7—FEShEES

BTN b TYA AT D

7.  Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.
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8.

An access permission request appears. Scroll down and click [

B® Microsoft

[ TS S o e

BERINTWB7Z7EREH

ZOF7T)TRBRT 7 ANFHE:
v/ Maintain access to data you have given it access to
~ Signin as you

s Access your mailboxes

HERORBLLTEETS

CNSOPVELANTEBIANDC LR, Y—ERAAARNE 751/ —
KT AEHTIREENTWBERBDECOFP SN T -9 2@BMATECLE
HETSCLEBHLEY, MRETSLOLOHARNADY  7HRITRIC
o TRAINTWERA, ChEeOF I AR
https://myapps.microsoft.com TEE X ¥, HEORT

COFTIRRDOLWERDLAERIN? CESTOWEEEW

BEREINTWS 77 EA5HFH

rnet Accounts

Apple Inte
Apple Inc. |

CODF7 7)) TRERT 7 €A
~~ Maintain access to data you have given it access to
~~ Signin as you

~ Access your mailboxes

ERORELLTEARTS

CHSOZ7EANFTERG ARSI LR, Y—EAFEBNE FS1/(v—
KM 2EFACREENTWAEBDKCOFP SN F—S2EMTECEE
HETECLeERLEYT, HBETSLOHOHNRRNADOY X 7DRITRIC
SoTRAINTVWERA. CheOPIAKTIR
https://myapps.microsoft.com cEFcx v, HEOER

COFTIVRBHOLWERDAETH? CESTOHEKEW

96



9.

Select the service to be synchronized and then click [ ]-

Microsoft Exchange
COTHhOYhTERTSZ T ) r—avERBRLUTEZ W

AT
17 AL V¥ —
@ U uy-—

XE

vyt T

10. Confirm that your Exchange account has been added.

@ < HE A ¥F—FybFHOVE Q

@ A F=Fy b FHAVYFTR A=l EEE. ALY — AvE-UPEOBOFTUIr—-a
TEATEFPHOFERELET.

iCloud

@Ewchanw
A=, BEE. toRiE
‘—-— = =gy

Microsoft Exchange ‘e F&..
a A=l

o @ axx

-
17 HLwy—

T YRS —

AE
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3-4. Checking Your Mailbox Usage and Performing Backups

3-4-1. Checking Your Mailbox Usage

The following describes the upper limits for mailbox usage.

Periodically check how much you are using and try to stay within the capacity limit by deleting

unnecessary emails or deleting necessary emails after making a backup.

A—JILF7 KL X EFEHR=0 LR
@sr” F LA
s7 F 100GB% ©
(XXX@s.tsukuba.ac.jp)
@u7 FL-A&
ur F 100GB% <
(XXX@u.tsukuba.ac.jp)

To check your mailbox usage, follow the steps below.

1. Access the following URL from a web browser:

https://portal.office.com

® FLLSJ

c| B

x  +

https://portal.office.com

THIY MY A4 - https://portal.office.com
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2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E

3. InJ ], enter the password for your M365 account, and then click [ 1.

B Microsoft

& = O S@utsukuba.acjp

NAT—=ROAS

JC2—|

AT -FEGNERS

s 5 O




6.

Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

After signing in to Microsoft 365, click [Outlook].

[ - = 4+

0 - £ ofeFIUm JLFLwpPLFPANE AE. HETAEROEL o0 11 FTUCSHROET.

™ cAMCSE FILUEA =it
- Dfw i PR
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& i nen
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Click the [ ] icon in the upper right corner of the screen.
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Click [Outlook

=
. B 1
BRLS TFIT = DY, Outinok on e ek THTONT -4 AGF-ELIRETEILF - RANILET, STCHT BIWE | |
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Under [

], click [

] and then select [
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= NREHTIYL
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¥z

o B
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AERESTIT L

101



9. Your usage of the Outlook mailboxes appears.

BE 1 AkL—Y
-
] " ¥ a8 L
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TaRT-
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. FRESTIYL
o
L& BB
ARESTITL
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3-4-2. How to Make Backups

There are several ways to back up necessary emails in other locations. The following uses Thunderbird as
an example to describe a method for saving emails in a local folder.

To back up necessary email data, follow the steps below.

1. Right-click [ ] and then select [ ]-

B] o o-mons- 0 FIOUEE x | @ FhovtaestTyd x |
m B v JiE
225~

v [ el B o o B o-anaang-

@
=EL 0%
=]

T 2% WLLFITED y

il Arb-S24F-EEE
=51 e FLWHIEITRAD)
Av-UEME(EL
FLLIALT (N bl o
TATOHI L F-ERBLCTD
Al B TrLas
BED
2.  Enter any name in [ ] and then click [ ]-
gL IANA- X
HEI(N):
move
{ERLSE(C):
03 O-AL 71 L5 - hd
Jx A -E{ERR) ot
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3. InJ ], drag the emails you want to move and then move (drop) them into the new folder you

created in [ 1.
B =EH | & roorex x | @ rmaennry X
'E meE v S LR el B
= - 2| EaE ar-sr Baousy roeEr B EREY
bl i - T .
- )
@ - 0o C-ARTALT- vest
i Cwh I [ I
B & A / test
et

4. Confirm that the emails have been moved into the newly created folder.

(The emails you moved can also be returned to their original position by performing the same operation
as above.)

The emails you moved are deleted from [ 1.
B oo 0 FirsRE % | @ Tirvhatabre? ®
B @B2E|v som Hb T T4
m AT 2| BER Oras-Ee el P aome B oBesY
W ([ e el R e B

o -
B = L} B #5
@ -0 O-AATans- | st |

i Ta%

i BEEL
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If you have created a folder in [ ], you can also make copies of emails by moving (dropping)

the folder you created into [ ]-

After confirming that the emails have been copied, you can delete the folder that you copied to reduce

your mailbox usage.

E [ Neew File ] Thunderbird Privacy Metice 3 | £) FROVEEE x
A 8= v /o= i 24 w23 hF-

B Ak = | DR Oras-ttr Baven QFUHE B EHEY
=] v B St gy ne

B S kLA D27

¥ Tae

< BEEHLA

fant ]

w [ O=-RARIAAT-
W Z&6
B S
[l
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3-5. Email Filtering by the Email Server
3-5-1. Email Filtering

1. All emails sent and received via Microsoft 365 email (@u and @s addresses) are scanned by the

Microsoft 365 email server for phishing and malware emails.

2.  Emails determined to be phishing or malware emails are filtered and therefore do not reach their

destination.

3. Neither the sending user nor the receiving user is notified that an email has been filtered. The filtered

email is discarded and the sending user cannot resend the email unless it has been saved separately.

4. Even the website administrator cannot change whether to perform filtering or not, or the configuration

thereof.

5. Emails that are determined to be spam are saved in the junkmail folder. Saved emails are deleted 30

days after the date on which they were saved.
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4. Forgetting Your Password

If you forget the password for your M365 account, you can reset it through the cloud mail service

authentication setting system or through Microsoft 365.

4-1. Cloud Mail Service Authentication Setting System
4-1-1. Logging In

To access the cloud mail service authentication setting system, log in referring to [2-1-1. Logging In].

4-1-2. Changing the Password

To change the password for your M365 account from the cloud mail service authentication setting system,

do so referring to [2-1-2. Changing the Password].
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4-2. Resetting Your Microsoft 365 Password

This section describes the procedure for preparing to reset your M365 account password as well as the

password reset procedure.

To reset your password, you must register an additional method of personal identification in advance.

Note that additional registration work is required even if you have already registered using multi-factor

authentication or the like.

Register one or more of the additional personal identification methods listed in [Table 4-1. Pre-registration

Methods for Password Resets].

Authentication method Content

Telephone number

Table 4-1. Pre-registration Methods for Password Resets

Scan and enter the [ ] in the SMS, or press [# (sharp)] following the

audio guidance in the call you receive, to reset your password.

Email address

Scan and enter the [ ] in the email to reset your password.

Secret question

Enter answers to three questions displayed at random from the five secret

questions you registered in advance to reset your password.

Authentication by
dedicated app

(authentication code)

Install the dedicated app on your smartphone, and press [ ] when you are
asked if you approve the sign-in when signing in, or scan and enter the |

] in the app, to reset your password.
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4-2-1. Accessing the Pre-registration Screen for Password Changes

1.  Start a web browser and access the following URL:

https://portal.office.com

& FHLLAT * 4+

C &% | httpsy//portal.office.com

BY  ThIVHIIHA24 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [ 1.

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E
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In[ ], enter the password for your M365 account, and then click [ 1.

=" Microsoft

& Rz @u.tsukuba.ac,jp

N2AT—-RDASH

JNAD—|

JR) - FeENIHss

DA

Multi-factor authentication will be performed because authentication is required according to the

multi-factor authentication configuration.

Office Home appears.

Click the photo display area in the upper right corner of the screen.

[ = 4+

o = ﬁ. Offur FIUR. 2-F-2pPIFPEaE Ml KNT-2 L S0l LA ook 6 FTUCT R T,

] cAMCSE FILUEA =it

DA wd FER

m (T m o T o drmic i F Psro-—F

=

a8 @&
2 B8 BB

110



@ a8 8 &

This launches a new tab, and the [
Click [ ]

] screen appears.

[=] LI E
L] . &= 0 & 0
[ -
f Ij - n Oftcs FTUE, J5FLuGriFreal, Ml BN A RS LA ol 5 FTUCE
SN, RETEE
| | & - - .
TALSI \ & ) =]
SA9S PHER -
AR

o < B -+

vyl O e O

L P

HRTET

Lo UT TRk

2

+ W HE

WiEVE

FITR
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8.

The pre-registration screen for password changes appears.

[ T— x B . &
& g e o

HE e R

— — L)
ae a1 Uil

PR T o e B R e '
LS ERTERE L

4,
Trid AR LG
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4-2-2. If Registering a Telephone Number for Password Change Pre-registration

1. Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

2. Click[ 1.
W e | i Wy g ey e (. W | o wd - a w
a4 D b PR D e ey ek NS d O&
TR a @
A an ¥ UFr 168
CINE. TR I L =i o e ST AT ST AAT Y,
& u¥avr-mn
—
= WFe-n O b iF -
2 FHa4E
B =helits . FrAARERKLENE 770 L0 LTI
3. Click[ 1.
[- =11 ol TR SRS A s - =] ®
S O B e st o e e N & o O& 7

AEERMLET

PP LN E
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4. Select [ ]-

-t 1 = P g ey e B

+ O & wpugnm el o et iy il

5. Click[ 1.

[- RN Al [T STV e

+ 0 @ g sl v ey ok

AEERMLET

oyl L od
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6. Clickthe[ ]icon.

[- RIS = | P g ey i e X e

L O g R Do ey ks

SERTHUBLCERT LY, EELs— -
—HCRArET, FARESTEST,

ETEARN TN F T

B =ik #ETE

wary

7. Scroll down the list of international numbers.

N = it
B i IR 7T
S B et et o ey ks PRI T s TVE
FPRETUTINE
REFET (o1
5 % P8
et b R PETTT]
P S s L]
LU [
g Py P
PR B
T =T
PRI 2
Tt o Sl 44T
M= -5 P )

Wil i 1}

B T G T
L

& 9 i= 0t F=SdbEN AN T BRI T, [T
SERTL:. BrmBLE T CHOET A— R
VTSR T i ST R
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8. Click[  (+81)].

[- RIS Sl FTR T p—

Pl =g
L T 8 pogres et oo e - isls | P AT

of I pe)

o 1 PR s

A5 (Ve

o P o

FARDI P by

FASTI =T

I BUF |+ 1H

S T i | = T

S W7 | iESAL

ELAF L | )

PR AAT Ty

o =P S T
SRVE

& 9 Br= U A F =Sk AAN N BRA R T T )
EEFT IS ETECEOTT -t s e
O F A e £ Gk BT SR

FvATA

9. InJ ], enter the telephone number of your cell phone or smartphone.

[- [ Te——— B B o e ey .

ERTEMLCDEY BN, WL s — - B T AT
—FEAErLn, LigEsETeEY,

e 1 LR LIS B

B am

&) T B TG
[

W e i T P EN AN N 2BA VRO . [T
RERTAE, mURBLE S CGnE T - R a
oF oA — & Tovke L'EET LW

A
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10. Confirm that a checkmark is placed next to [ SMS ] and then click [ ]-

[- ST Y BB g ey e =

L o R

v = g X

ko O&

W T L A, PR L= b, AL BT
—FORis LT, LANESTEST,

fate =0 LA LI &40

B 1ot i

B TS-FE A RETs

R . Ll UERTA P o A O]
R RS ST LD SO R =i RN
EF F S — . Gl [ W A

e N

11. You will receive a confirmation code (6-digit number) by SMS.

Microsoft FRAEICEFE I —
095137 = ERALET .

12. Enter the confirmation code in the entry field.

B | b L A TR I VER A

Lo O @ ey il e ey

A N g e = e
B AL E

III'l-I

FFTE
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13. Click[ 1.

B i i E O [N SURT PR STLTEE S w = B x

- o R N &% O& 3

R e R e ]
CARLTLE®™A,

iaf

G PSR

14. Confirm that the icon next to [ ] has turned green and then click [ ]-

[- A== = P o e e ey i e X o w - .

- 0 @ g sl v ey ok N =% 0%

°1mrll'.|_'\li|.1l . JTh SO I A
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15. This completes the preparation before the password reset.

*

Click [%] to close the tab.

"e 43 U5 (E5E

?.,_-, . . B EI"'

T MDY A 2o

£ =d S

FiAinBwiEwf 1
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4-2-3. If Registering an Email Address for Password Change Pre-registration

1. Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

2. Click[ 1
[- RIS - L T T S e = B =
s OB et e o ey ks N2e OF
I ARRDYA 2o 2 .
sl LFaUT-r A
A, SRR e Al o e LT O T AT,
B g uF e
b BT AMENBOE A,
T FHAZRMELEEA 7151 1
3. Click[ 1
[- A== Sl [T reeTe————-—— = B

o T g St U eyl
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4. Select [ 1.

[- =T ol - ETH SRR A . - . ] ]

- O B g el v iy el N =% O®

NEREMLET

RAREEN LT

SAYERLET

T

5. Click[ 1.

[- A== = P o e e ey i e X o w - .

“ O eyt e o ey ok N2t O&

NEERMLET

LW LY S SR

LB D
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6. Enter your email address in [ ]-

[- R A - ETHEEATERRTIE A = e N -

S 0 B eepgre et o ey ks e OF i

7. Click[ ]
[- QR = e B B kg | Ry s [ W e B =: @ M
L 0@ e vt e ) b2 & O &
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8.

9.

You will receive a confirmation code (6-digit number) sent to your email address.

ur email e

Thanks for verifying your =000 ; @u.tsukuba.acjp account!

Your cade is: 413914

Sincerely,

HiEAY

Kicrosalt Carporatian | Oné Microsaft Way Reamaond, Wik GB052-6399
This message was went from an unmonitored emas address. Pleaze do nat fﬂD'}' o this message

Provcy | Legal

Enter the confirmation code in [ 1.

BFEA—N

I =gy bk e = FEEELFLE
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10. Click[ 1.

B oL e B B e g b | ey i e |

“ O plkgnem SscroRi o sy i e 0O

BFA—N
O Py Tebulib e = YR L FLE
a1

1 Fiming

11. This completes the preparation before the password reset.

*  Click [%] to close the tab.

[ RN TTES a5 [y g i | ity b II_I + - - o o
- £ m e st s sty e ke 0&

Al DR a @
£ ne ¥ LT

CHE, SRR ERT b A AN FERE T AT BRAT T,
A ety LPF I

Ll R P T

=
=% wFs-a T A 1) sl
3 Fil4a
£ opm FHAARBELEMS 1~ D000
B Iri—
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4-2-4. If Registering Secret Questions for Password Change Pre-registration

1.

2.

3.

Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

Click [ 1.
W e | i Wy g ey e (. W | o o - - ]
a4 D b PR D e ey ek NS d O&
fii B &

A an ¥ UFr 168

CINE. TR I L =i o e ST AT ST AAT Y,

& u¥avr-mn

.-
= WFe-n O b iF -

2 FHa4E
B =helits . FrAARERKLENE 770 L0 LTI
Click [ 1

[- RIS Al TR W = a

+ T g Secr R Ly el

AEERMLET

PP LN E
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4. Select [ 1.

B 5 b | R L . 5 . - n "

- O & pugr el oo e iy N =% 0O&

NEREMLET

LT LR

AN EELEY

I

5. Click[ 1.

B 5 b | R L . 5 . - n "

s T B e s Lo s N % O&

AEEANLEY

Lt UL LI g

[srmn
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7.

Click any of the questions from the list displayed.

- R . L . -

+ T g S o e -

EEERNFLTCEa

AR maE T i

TR PR EMA T
ATFTASEFT=DREL LU NT TR
ERTOERCHSE L TE 0T TR

FR R R e T

Wi T L R T L N = i
= Ep

BERLE AL ST S T L )

AnTHEsE FORRRET LE frf

TSRS = LT L E e

T
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8. Enter your answer in the blank field below the selected question.

*  Be sure to remember the questions you selected and their answers.

[- RIS E B s ey i e B = = o u

S O B o it o ey s N =% 0O&

9.  Select the remaining four questions from the list of questions and enter your answers.

*  Note that it is impossible to enter the same answer for different questions.

[- A== = P o e e ey i e X o o - .

S O @ e st o ey e N =% 0O&
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10.

Click [ ]
[- A== = P o e e ey i e X o N - . R
1S 0 et i v ey e N =% 0O&
FRtIACRECRFOEE T
12. This completes the preparation before the password reset.
*  Click [%] to close the tab.
=Sy * 3§ %
N2y 08

-
B wpugr s ey s

Lo L]

15 BENDUA S

L UF -1

4 an
R, TSR L At A Led TR = T T LNA T T .
Fe g UF e
= e A C
=] mre-a T TEAp. ] £
= Fhax
7 Eewm e
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4-2-5. If Installing the Dedicated App for Password Change Preparation

1. Install Microsoft Authenticator on your smartphone.

<For 108 devices>

* The size of Microsoft Authenticator is approximately 120 MB. You may be charged for data

packets depending on your communication environment.

(1) Tap [App Store].
App Staore

(2) Tap[ 1.

5 ¢ =

s [Q

Wi

(3) Enter [Microsoft Authenticator] in the search field.

IQ Microsoft Authenticator 0O Fvrel
1 microsoft authenticator
(4) Tap [Microsoft Authenticator].
1 Microsoft Authenticator 0O Fvrel

1 microsoft authenticator
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(5) Tap [Microsoft Authenticator].

Microsoft Authenticator
e R R, qt:l
w7 o W %
Mane security;, for Sign in with your Connect 1o all
all your accounts phone of Microsoft
. — ]
o=
{155
O
(6) Tap[  Jor[ I
{ &%

Microsoft Corporation

Q@

4.6 4+ #13
LE & 8 & 1

Microsoft Authenticator

G

(7) [Microsoft Authenticator] will be installed.

Authenticator
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<For Android devices>
(1) Tap [Play Store].

(2) Tap the search field.

(3) Enter [Microsoft Authenticator] in the search field.

Google Play

—y, BR&Y BELT

s |

LE

&« Microsoft Authenticator X
® Microsoft Authenticator
(4) Tap [Microsoft Authenticator].
&« Microsoft Authenticator X
® Microsoft Authenticator
(5) Tap[ ]
Microsoft
Authenticator
Microsoft Corporation
4.3% 500058 ML
B3F HOLE 4 v0— -
s s IMUE O

(6) [Microsoft Authenticator] will be installed.
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4-2-6. If Registering the Dedicated App for Password Change Pre-registration

1.

2.

Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

Click [ 1.
W e | i Wy g ey e (. W | o ) - o
a4 D b PR D e ey ek NS d O&
fii B &

A an ¥ UFr 168

CINE. TR I L =i o e ST AT ST AAT Y,

& u¥avr-mn

o
= WFe-n O b iF -

2 FHa4E
B =helits . FrAARERKLENE 770 L0 LTI
Click [ 1

[- RIS Al TR W = a
N o O

+ T g Secr R Ly el

NEERMLET

GELT T

[Favariey
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4. Select [ 1.

[- A== = P o e e ey i e X o w - .

“ O eyt e o ey ok N2t O&

AEERMLET

onE R E T T

5. Click[ 1.

[- A== = P o e e ey i e X o w - .

“ O eyt e o ey ok N2t O&

NEERMLET

LW LY S SR

=0 Bt
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6. Click[ ]

-t 1 A . L . w

- O ey s ooy s & % O & 3

Microsoft Authenticator
0 B FTURNELEYT

FR SR oo Aatwnnoms P08 LA =ALET LR
i

F A A Mo Atteninster PR A =R LER (2] 2 BELET.

e

W e B

7. Confirm that [Microsoft Authenticator] is installed on your smartphone.

If it is not installed, install it referring to [4-2-5. If Installing the Dedicated App for Password Change

Preparation].

8. Click[ 1.

-t 1 A . L . w

S O B oo it o ey s N e O & 3

Microsoft Authenticator
Fhow ey P

LT P EEESNE S, ARENELET, Fho beSli. MErG T
EEFLTT
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9. A QR code appears.

[- R T - ETE PRI B = - [

Lo O eepugre s Do s el N =2 0%

Micrasaft Authenticator

R I-FEZF v LET

Whrpait hathwmmoior 14 ST R - FELE EV. SNEAD
o L LT I

A J=TRAF ¥

BRRLT L TRERAN

10. Tap [Microsoft Authenticator].
* The images here depict a device using iOS.

Authenticator

11. Tap[ 1.

o
(10
HERLT I N —EEETY

FRUOES e FERONBLEAT LEAE LN
EEENNSEEINET. cNEY. FESCLATE
EHARLF-FUNTNETL,

PR TRFFUETFG. Aumessars SEBLED
FERURF-FEANTECARN T - TR AL
TEEd

FIAL EET L.
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NEROFEF e A TERCECERLET

SERENYENLTF RS- UENTE

13. Allow the app to use the camera.
* The images here depict a device using iOS.

“puthenticator"hih A 5AD

FPIEAERDTWET
LWwrFhow kBT S}, QR O
—FEAFr T EHRENESZMELRE

A

FrEILAWn OK
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14. Scan the displayed QR code with your smartphone camera.

QRO—KEIF vy

Fhow -OlREN 08 S—KFERRLET

= »

I_ mm e --uﬂ.-_J

15. Click[ ]

Mierasaft Authenticator

R I-FEZF v LET

P L T O

BRI P L TRERL

16. Tap | ]-
* The images here depict a device using iOS.

B ERBLETHV?
WAy
=== =Eutsukuba.acjp

S e
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17. Click[ 1.

g —— S TR TG
s 0 B eepgre et o ey ks 2% O

Microsoft Authenticator
a P F T T g

v

18. This completes the preparation before the password reset.

* Close the browser.

[P Y- -.......*.u.E *
= 0 T B eyepess marmeneh ore ey iy N g O8]

LR L e e

F mm a3 U {KiE
v Ca. SR T s oDt e L e T BN E ARAT T,
e U N

B e AR LT

= il
ey oo A
=18 fE &1
& ot e e
i F
] i

A EFs-i il 0 Vi s

Fil LR L § e LT s
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4-2-7. Accessing the [ ] Screen

1.  Start a web browser and access the following URL:

https://portal.office.com

& FHLLAT * 4+

C &% | httpsy//portal.office.com

BY  ThIVHIIHA24 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [ 1.

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E
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4.

Click [ 1

=" Microsoft

& 580 D @u.tsukuba.ac.jp

N2AT—-RDASH

JNAD—|

JR) - FeENIHss

o2 §

g

A

Enter the letters and numbers shown in the image.

Microsoft
FhoL heEETS

ERTETT
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Click[ 1.

- x = 4+

FHI ~EBRETS

A list of password reset methods you have already registered appears.

Microsoft
Fhoo -=EDEd 5
=
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4-2-8. Changing the Password

This section describes how to reset the password for your M365 account.

To reset the password for your M365 account, follow the steps below.

1. Perform the authentication for [ 1].
<If sending an SMS to a telephone number to perform the reset>
- Click [ SMS ], and then in [

telephone number.

], enter your registered

BRRAFYT 1> FHLL D — FO#kiR

®E=EEC oS B

) SR

SMS =8

-Click [SMS 1.

WRATYT 1> FHULYEAT— FOEEIR

S — T A BT SR, T ¢ =
R CERTEENTETER LTS

@ S SMS 36

i

UEESECER

SMS iE{E

- You will receive a confirmation code (6-digit number) by SMS.

Microsoft SBEECHEEEI— |~ 869828 %
ERLET.
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- Enter the confirmation code in [ ] and then click [ ]-

MERZAFYIT 1> FHUL/EAD— EDiBIR
ELICERToERMEEERUTES
®@E=mmc sms 2 BEBROESICEZO— FESUTFA L Au—SZBELFELE.
OEsszczE
I WEO— FEADL T2
b/ By BEECEE
<If calling a telephone number to perform the reset>
- Click [ ], and then in [ ], enter your registered
telephone number.
7 -~ Vi
7T hEEET D
BEAFTYT 1> HUL AT — ROER
B ICHERT IEEATEBRLTEE N,
?%?;fjifj TATRLAE | smmarnos MERETEDL. RETEEREES (D) 7
SRR TRIZADLTLREL. ZOEBSCESIND0ET. BELTETLTLE
Om=a=ic sMs Bis
|e===s nLc<re I

(@iz=s=cmiE
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_Click[ ]

VRO aEHEY D

BERAFTYT 1> FHLLVERAD— ROER

EZCERATsERAETERLTI{EEL

OigsEREF A —IL TRLRIC

PR EEBOFATY FEFETIENIC. TERIESEEES (T3 &
—/rTEE = - - 3 WS sy A =y = o A
TRICADLTCEEV. ZOESICEEFMD0ETT. BELTEFTLTLE

OisEs=ic sMs B(E

CF=— =

- Receive the telephone call.

+1(855) 330-8653

- Follow the audio guidance and enter [#].
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<If using an email address to perform the reset>

- Click [ ] and then click [ ]-

WRIAFTYT 1> FHULJIRD— FOitiR

© BEERFA—L PRLARL

SR VERELET

O mmmisic SMS i2E

BREARTF AL 7 RLA (== "Eall=sy ) CHED- FE80

- You will receive a confirmation code (6-digit number) sent to your email address.

EFA—IL FELAZRERLTZS
[ et IS S U e (A S

3—F: 164425

CHERBYHESTENET.

- Enter the confirmation code in [ ]-

WRAFYIT 1> 3HULVIRD— FOiEiR

EEICHERT SRS TERUL T EE

® ERABTFA—IL PRLALC
A—ILEEE

O \EEsc sMs iEE

OEzsgcze

W20 FESURTA L ESERORE PLTCEELELE.
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_Click[ 1.

MBAFYIT 1> LU (D — ROiER
EECEETSERSIEERLTIES

@) EEEET X — )L FRLRIC _— S — W ey

BE0-FESORF AL ZBEEORENL MICEELELE

AL H TEE b

D M EES (T SMS BE | e

JESEECRE

s THMEFRELELREAY
<If using a secret question to perform the reset>
- Click [ ] and then enter the answers to the three displayed questions.

* If you enter an incorrect answer, the question will be updated and you will have to enter your

answer again.

BEAFYT 1> Lyl )= FaniiR

gt T W

.'."1.‘2' 1 IFrMREMCHETS | Pries o o
|
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- Confirm all your answers and then click [ ]-

RBCERT SEEREERRLT{E

® et U ORBCEETS

113

EIBATYT 1> UL (R D— FOEIR

LY

LM EENEOR>EHTTH

IR S EOREHTITH?

000 DB e CLELED?

<If approving a notification in the authentication app to perform the reset>

_Click [

1.

WMIEERT A —IL P LI

A—ILERE

IHREE T SMS IXE

MEREICRE

® g U TR RETS

ST e A e E o N )

EER?"—?? 1> i'-'l' --'-".""\‘_-1'-,,I J— |

iR

PR I T AL i LI
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_Click [ 1

HEBATYT 1> L) (20— FoRiR

FEBIC A T S\ OEIs F R T R L T < A

FiE et CilEEELFEY

O BEERF AL FELZIC
S JLERE

O M mAS (T SMS BB

O M maEcRiE

B EFIUTENEFELTS

OBErFIpsd—EEANTY

]

- Start up [Microsoft Authenticator] and then tap [ ].
* The images here depict a device using iOS.

YA A ZRBLETH?
BB AP
=== E@u tsukuba.ac jp

EES =E

<If entering a code from the authentication app to perform the reset>
- Click [ ]

WEBATYT 1> FiLuyUAD— FoiR

MEARFA—IL FELAIC

ALt i ¥ I ¥ ¥ 1 ¥
®—JIE &R
O RIS 1T SMS 1(E aie '
CHRB IR T R{E P

D g 7 U TiRE RS

7]

S FIUuprSO—REALT
&
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Start up [Microsoft Authenticator], and confirm the 6-digit number in [

] displayed in your own account.

UL IRRT—R I—K

& 892 409

- Enter the one-time passcode in [

] and then click [

1.

WIBATYT 1> LU (L T— PR

EMRFA-J. FEL-AR

A—ILAEE

MWRRILC SMS RE

IR RS R(E

77U TR RET S

S EFFTUNSI—- FEADT

Enter any password in [

Enter the same value in [

NI hEEIET S

HEATvT1 v > LWIED— FOitiR
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3.

4.

Click[ 1.

PO hzEEiET D

BIEAT 7 1 v = fILWWIED— FOiltiR

This completes the password reset.

VAD b =EET D

® /{2T0— R UbY RENFEUE

FULRT—RTHA YA YT, ZoFsUw s LET.

151



4-3. Changing the Microsoft 365 Password Reset Pre-Registration

4-3-1. If Changing a Telephone Number for Password Change Pre-registration

1. Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

2. Your previously registered telephone number is displayed.

] . B " -

e tFa T Hik

BREEY S -4 Ak & A

& .

FALARERLLESA

e tFa T Hik

BREEY S -4 Ak & A

E
& .

FALARERLLESA
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4. Delete the previously registered telephone number.

[- ST Al ETRTSEET ISR LTe
1— O 8 g Fariieh (e ey

AT LER P AR, TN b S £ T
~FEARTLN, FLREFTAST,

ST RN T T

 D=F R RS
RT3

A a4 oo i LR E LRI .
ERNT S NLERLE T U e - TRRER B

oSy G (HF 2FRERL
e S

], enter the telephone number of your cell phone or smartphone.

O 5 k| e Al LTSRN .

&

o

g s e Lo ey i

SRTHUELCERT A, B - - G AT
L@ i, FiRESTETT,

TR N T

T N D

qurs

&=l = ERFAN T SRR RO R . [k
AEFT LS. FURBLESSCUOET Wb LR B
B A o Conki T &M

e [

N2t O&

=
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6. Confirm that a checkmark is placed next to [ SMS ] and then click [ ]-

[- ST Al ETRTSEET ISR LTe

+ D B g SR e ey s

AT LER P AR, TN b S £ T
~FEARTLN, FLREFTAST,

ST RN T T

B i

 D=F R RS

RT3
e s L L L P R O e N
RN . FLERLET SR = TR B
oSy G (HF 2FRERL

—

7. You will receive a confirmation code (6-digit number) by SMS.

Microsoft GEEEICHESE 1 —
427190 #ERALFT.,

8. Enter the confirmation code in the entry field.

B 6o | i E O [ SCRETPRENCESTITEE S

+ [
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9. Click[ ]

[- BT T E A AL P S e = - n w

+ T e N = 0O

10. Confirm that the icon next to [ ] has turned green and then click [ ]-

[- == ol EUREAENTENEN ST A . - = ] ]

S B et et o ey ks N 2o O

ﬂ',lmj SR ATIELE . O T R A

P
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11.

This completes the change to the password reset configuration.

*  Click [%] to close the tab.

In. . = . "EI

P S i

» 22 U5 il

R LT

¥ LS iR 7

156



4-3-2. If Changing an Email Address for Password Change Pre-registration

1. Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

2. Your previously registered email address is displayed.

G st ST 1B 2
& L1 oO& ¢
EEy 1 T n
2 U5 168
F2UF e i =y
F i AR LR
3. Click[ ]-
& D =
& X A oO& ¢
EEy 1 T n
2 U5 168
F2UF e i =y

FrsARERLENA
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4. Delete your pre-registered email address.

[-E AT L - AT R———

L & ey utronsft tom vty il

weox 4

BFA-=L

EmA = 8RRV

5. Enter your email address in [

LAL T

[- RN = [P ok e e ey e |

+ 0 @ g sl v ey ok

x|

BFA—N

2

LA =AML ET
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6. Click[ ]

[-E oA K BB v bgeim ety . W i - - =] =

+ [0 § ey mcmssft com et B O& )

BFA-I

El—- RS
e

7. You will receive a confirmation code (6-digit number) sent to your email address.

Thanks for verifying your == 30 =@y tsukuba.ac jp account!

I Your code is; 445977 I

Sincerely,
HEAZE

Microsolt Corporgtion | One Microsoft Wiy Redmond, WA S805.2-6359
This retEage Wikt pent from &N unmanitoned Smsl Assreis. Fete 00 nat refhy 10 thit melrags,

Erivacy | Legai
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8.  Enter the confirmation code in [ 1.

[- AT R IR g ety . W = - r &

“ £ B e sl Coee -l R & & O& 2

BFA—I

=St S b e [ T R L LR
[=-iman

J= =

9. Click[ ]

G Bl | Mesah W By gt iy i (0. W o o = -} L3

L& £ @ myigemm et s ssa-ale Ead O8I

BF AN
&y e fp T FEREL LT
FrLT 1o

= FEMIER
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10. This completes the change to the password reset configuration.

*  Click [%] to close the tab.

=

A - e R

i aE

¥ ek mecr

g

o UFr

fa

FrsARERLENA
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4-3-3. If Changing Secret Questions for Password Change Pre-registration

To change a secret question that has been registered, you must delete all pre-registered questions and
re-register them.

To delete a previously registered secret question, follow the steps below.

1. Referring to [4-2-1. Accessing the Pre-registration Screen for Password Changes], access the

pre-registration screen for password changes.

2. The previously registered secret questions are displayed.

[ X B "+ B

i e [ ]
¥R

CEIUT e

FrAAAREELESR

3. Click[ 1.

i e [ ]
¥R

CEIUT e

FrAAAREELESR
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4.

5.

6.

Click [OK].

- R

B B s ey o

+ 0 @ g sl v ey ok

This completes deletion of the previously registered secret questions.

+

a1 UF 1 OREENE

L e | L. A

(-t

BECTEN ik et ]

-
- e

B 2 3 UF W
=
= R

B Ti—

[ e St | Sty |

- O B eylgan seracl e ety ela

4o U iEs

+*

THE. CIRFID L foedtr e A PR BT .

Ll X R R T
= mEs-n

FHAARBRLESE ¥

£ 4

L I T

P o

ir _E

Referring to [4-2-4. If Registering Secret Questions for Password Change Pre-registration], re-register

the secret questions.
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5. Changing the Multi-factor Authentication Configuration
5-1. Cloud Mail Service Authentication Setting System
5-1-1. Logging In

To access the cloud mail service authentication setting system, log in referring to [2-1-1. Logging In].

5-1-2. Multi-factor Authentication Configuration

To change the multi-factor authentication configuration for your M365 account from the cloud mail

service authentication setting system, follow the steps below.

1. Click[ 1.
559 KA=LY—E ABERES AT L ® <

LR e e i n B

Topri—# | MRo—rEE | sEsmEno# |
| anme

EFoRmt@RLES

Bifr-aFRiicEehred I O0—FTFET.

(AL t]
T MERARN AN AT T

@3022-2023 University of Tsukuba ALL RIGHTS RESERVED
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2.

3.

The current configuration for multi-factor authentication is displayed under [ ]-

—
FITEA=IY—ERBERELATL @ arr

ol R TR WA TH 6 e

Topt—2 | £A7 - FRE | SEREEROHA |

| sezmaaoux

HEHR
L

EWRBIEEMMICTS

Switch the current multi-factor authentication configuration.

<If disabling multi-factor authentication>

Click [ ] to disable the multi-factor authentication configuration.
—
PITFA=LY—EABEREL A TL @ arrer
e o m

Topt—2 | £A7 - FRE | SEREEROHA |

| sezmaaoux

BEYER
L

SHRBESRBITS |
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<If enabling multi-factor authentication>
Click [ ] to enable the multi-factor authentication configuration.
If you enabled multi-factor authentication, perform setup referring to [5-2. Setting Up Multi-factor

Authentication].

'?5', FJ{—JF'J_EZEEEE‘:-’Z'}L @ BrFFrar

Topri— | 2T —pEw | SEREETOHE |

| sezmaanux

BERR
L]

 SERBEEHMHICTS |
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5-2. Setting Up Multi-factor Authentication

The following describes how to set up the multi-factor authentication required for signing into Microsoft

365 when multi-factor authentication is enabled from the cloud mail service authentication setting system.

Select one method from [Table 5-1. Multi-factor Authentication Methods] below and perform the setup.

Authentication

method

Table 5-1. Multi-factor Authentication Methods

Content

Section

Authentication by Register the telephone number for your cell phone or smartphone and read | 5-2-1
SMS and enter the [ ] in the SMS you receive when signing in to be
authenticated.
Authentication by Register the telephone number for your cell phone or smartphone and follow | 5-2-2
audio call the audio guidance you receive when signing in by pressing [# (sharp)] to be
authenticated.
Authentication by Install the dedicated app on your smartphone and tap the [ ] button in the | 5-2-3
dedicated app app when signing in to be authenticated.
(push notification)
Authentication by Install the dedicated app on your smartphone, and scan and enter the [ 5-2-3
dedicated app ] in the app when signing in to be authenticated.
(confirmation code) | *Use this when you cannot perform authentication by push notification.

5-2-1. How to Configure Authentication by SMS

1. Start a web browser and access the following URL:

https://portal.office.com

& #FLued

C &% | httpsy//portal office.com

X+

BY  ThIVHICHA 24 - https://portal.office.com
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2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E

3. InJ ], enter the password for your M365 account, and then click [ 1.

=" Microsoft

& IO IZ@utsukuba.acp

NKRAT—=RDARH

(27—

JIAD—-FESnEES
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Click[ 1.

B® Microsoft

= = =@u.tsukuba.acjp
FRERNBE

CEROT7 NI MR 510, BTSS0I
HETY

Bl MefERT S

SR IRDTTR

Confirm that [ ] is selected.
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6.

7.

Click the [ ]icon.

FH 1 CEMOTEMERESMSECIEEL,.

Scroll down the list of international numbers.

[EMEEERL T <2
KE (+1)

FA AT (+354)

FAINZT 2 (+353)

FEILINA 2w > (+994)

TFEL a8 (+247)
FIHTRA 2 (+93)

TSI EEEES (+97

FILSTIUT (+213)

TILEF 2 (+54)

7L (+297)

ZILIN=F (+355)

FILAZT (+374)

AT (+1264)

15 (+244)

FADT - )N—=T =5 (+1268)

RS (+376)

>
]
T A (+967) -

NNRR
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8.

9.

Click[  (+81)].

)T (+1284) -
8B (+82)
A S A 487 27+ )l (+599)
HET () \FHMHE) (+379)
EBEIATIR (+852)
FREF T (+240)
i (+886)
Fz 7 U AHANE (+236)
FE (+86)
BREEEF T A EFIE (+850)
M7 I (+27)
MRS (+211)

(-

SKEEHE T (+1684)

AR\ — D (+1340)

b~4 R 7 HANE (+389)

b~ U7 (+1670) -

Enter the telephone number of your cell phone or smartphone in the red box.

FH 1 CENOIRELEEERSE CIEEW.

BERSRPHI Y FOEFAVFOTEHICOHMBEATT, BEROBME S SMS HE
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10. Click [

W
LraLw F | = s b}l g
11. Click[ 1.
P
etz U5 o RS
FEI 1 CREOITREAREENGE <&
== w_ i
® F5a| t FERETS
) RET
W
Ziry L gl 75 | - \F MIshIC MBI =T
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12.

13.

14.

You will receive a confirmation code (6-digit number) by SMS.

* The images here depict a device using i0S.

Microsoft F2iEICHEEEd— K 028776 &
ERULET.

Enter the confirmation code in the entry field.

- e i | § fi fll

FM 2 HEREORIE + 81 oy LA - Ay T-—-SRERLELE

Click[ 1.

- e i | § fi fll

FM 2 HEREORIE + 81 oy LA - Ay T-—-SRERLELE
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15. Click[ ]

B R

et Us
+ 4

FNi2: EEBOEE o T s T PR AnP—SFEmRLELR

16. Click [+XX XXXXXXXXX00 SMS ]

" Microsoft

iEEC DO 2@u.tsukuba.acjp

-------

ID 25293

El + 00 0000000X00 (2 SMS #iXE(E

% FXX XXXXXXXKX00 [CEBEER N3

AR

HEMOIELES FEBIT T I07 hitpsy//aka.ms/mfasetup T
FEERE 2

Frol
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17. You will receive a confirmation code (6-digit number) by SMS.

* The images here depict a device using i0S.

Microsoft SEREICHERE O —
278868 ML & T,

18. Enter the confirmation code in [ 1.

= Microsoft

B2 =L E@u.tsukuba.ac,jp
J-ROAA

[0 EEE +XX XXXXXXXX00 [ SMS FEELFELUI,
J—-FEADLTHA A IUTKIEEL,

278868

RIREDSDFEI I BIOFFETHA 24295

sHtlRIER
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19. Click[ ]

= Microsoft

2 =L f@u.tsukuba.ac.jp
J-ROAA

[0 EEE +XX XXXXXXXX00 [ SMS FEELFELUI,
J—-FEADLTHA A IUTKIEEL,

278868

RIREDSDFEI I BIOFFETHA 24295

sHtlRIER

20. This completes configuration of the multi-factor authentication.

(=]
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I A

= #

0 - 0 ofeFIUm J:FLynP/FranE, Ml ENTAEDOHLIMonsh 1 FIUCIDRSET, 181N

Microsoft 365 A LS F FTUEA A —&
Sy FOEA

m O EEMERE S AERE O ERC FeFO-|

4] ]

o ~

o

[x] B

o
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5-2-2. How to Configure Authentication by Audio Call

1.  Start a web browser and access the following URL:

https://portal.office.com

& FHLLAT * 4+

C &% | httpsy//portal.office.com

BY  ThIVHIIHA24 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [ 1.

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E
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3. InJ ], enter the password for your M365 account, and then click [ 1.

=" Microsoft

& L z@u.tsukuba.ac.)p

NKRAT—=RDARH

AT

NAD-FEENRS

4. Click[ ]

B® Microsoft
= = =@u.tsukuba.acjp
BRI IBE

CEROT7 NI MR 510, BTSS0I
HETY

RIDYhI e ERTS
SR IRDTTR
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5.

6.

Confirm that [ ] is selected.

N

FH 1 CREEDCEREEESMSHCESEW.

Click the [ ]icon.

N

FH 1 CREEDCEREEESMSHCESEW.
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7.

8.

9.

Scroll down the list of international numbers.

/A ER L C <22t -
KE (+1)

TA AT (+354)

FAILS 2 (+353)

FEILINA 2w > (+994)
T8 (+247)
FIHTRA 2 (+93)

T IEEEES (+971)
FILSTIUT (+213)

TILEF 2 (+54)

7L (+297)

ZILIN=F (+355)

FILAZT (+374)

7T (+1264)

15 (+244)

FA D7 JN—=T =4 (+1268)

RS (+376)

>
]
T A (+967) -

NNRR

Click[  (+81)].

)T (+1284) -
8B (+82)
A S A 487 27+ )l (+599)
HET ()\FHmE) (+379)
EBEIATIR (+852)
AREF T 7 (+240)
B (+886)
Fz 7 U AHANE (+236)
FE (+86)
BREEEF T A EFIE (+850)
MmrIUR (+27)
MRS (+211)

R (+

SKEEHE T (+1684)

AR\ — D (+1340)

b~4 R 7 HANE (+389)

b~ U7 (+1670) -

Enter the telephone number of your cell phone or smartphone in the red box.

FH 1 CENOIRELEEERSE CIEEW.

BERSREPHI S RFOEFA US4 OESHICOHMMBETATYT, EROBMEGS S SMS BELS
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10. Click [ 1.

11. Click [ ]-
B st
Bl U M
W CEREDCERGEESISECEEL.
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12. Receive the telephone call.

* The images here depict a device using i0S.

+1(855) 330-8653 -~ @

13. Follow the audio guidance and enter [#].

* The images here depict a device using i0S.
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14. Click[ ]

B" Microsait

EBNMOtEF1 U5+ HEER

FH 2: BEROEES +81 = B [CREPTT

HERICHRIN L ELE

15. Click [+XX XXXXXXXXX00 ]

" Microsoft

s8800022@u.tsukuba.ac,jp

ID 25&:89 %

% +XXOOOXXXXXX00 (CEBFEENTD

I:l XX XOOOKKXX00 (2 SMS H334E

SHIESR

PEFROHERIEFRIFTIN? https://aka.ms/mfasetup T
HEERCIZEL

Fr el
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16. Receive the telephone call.

* The images here depict a device using i0S.

+1(855) 330-8653 -~ @

17. Follow the audio guidance and enter [#].

* The images here depict a device using i0S.
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18. This completes configuration of the multi-factor authentication.

=

@ 'a & P&

+

0 - 0 ofePIUR JXFLYRP/FFRRE, Ml ENTAESONLLMons 11 FIULSOBAET,

Microsoft 365 AESTE

DA w I PR

FIURS X =R

T PyIxa-i
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5-2-3. How to Configure Authentication by Dedicated App

1.  Start a web browser and access the following URL:

https://portal.office.com

& FHLLAT * 4+

C &% | httpsy//portal.office.com

BY  ThIVHIIHA24 - https://portal.office.com

2. Enter your M365 account (@s address or @u address) in [ Skype] and then click [ 1.

S® Microsoft
Uk 5

X—)l. 54, Skype

FhO> MEBIFETERBUVES, fElTEET.

PHhoo NP EATER S E
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3. InJ ], enter the password for your M365 account, and then click [ 1.

=" Microsoft

& L z@u.tsukuba.ac.)p

NKRAT—=RDARH

J2T—|

NAD-FEENRS

4. Click[ ]

B® Microsoft
= = =@u.tsukuba.acjp
BRI IBE

CEROT7 NI MR 510, BTSS0I
HETY

RIDYhI e ERTS
SR IRDTTR
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5.

Click the [ ]icon.

=931

o U FELE

FM 1: CHEBOTBRAEEESNSHCEEL.

2y =TT )= RERETS

‘s .- »
® muvs

WEFIE & SMS Fi

FH 1: CEROCEELEELNSECEEW.

e
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8.

FH 1 CRENOTEMAEESNSE L EEN,
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9. A QR code appears.

EJU I 7 U A — e 5 oD R

10. Confirm that [Microsoft Authenticator] is installed on your smartphone.
If it is not installed, install it referring to [4-2-4. If Installing the Dedicated App for Password Change

Preparation].

11. Tap [Microsoft Authenticator].
* The images here depict a device using iOS.

Authenticator
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12. Tap| 1.

»

@
({1

WEELT I =GRy

FIUOE P b ABONBIERAT AL B AN
TAENNSERANAET, W, FEROLRTE
FHARF-TarLhivi.

N | T e p—
SERUEF—FEANTEC LR T TRILL
rpae

(RS RN R L)

NEROFEF e A TERCECERLET

FENENRENLT IR EENT

lIT ENELOTRFADY A FDER

aw 08 T=FRASFILET
P

il BLEH B U8 3~ 5 RENTRLT

Ar T TESEA

191



14. Allow the app to use the camera.
* The images here depict a device using iOS.

“Authenticator"hh X ZAD

FPIEAERDTWET
LWwrFhow kBT S}, QR O
—FEAXr T oAESBEIMELRE

A

FrEILAWn OK

15. Click[ ]

M It'f':"_-'-'-l“.'.'.'. Authenticator

Phew kot 7w

FOoLFhpEmENESs,. REeNELEY. THOLRREHL. EREET

EliRLET,

16. Scan the QR code displayed on your PC screen with your smartphone camera.

QR I=KEAFr

Fhoy - ORREN 08 S—-FERRLET

ERUEI—-FEFRTAN
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17. Click[ ]

EJU I 7 U A — e 5 oD R

=L

:I.

18. Click[ ]

e

Bhkhtxa U5+ L

M1 CERDTERARERNSECESL.
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19. Tap | ]-

* The images here depict a device using i0S.

YAV ERBLETH?

RS
=2 7Nu tsukuba.ac.jp

A2

20. Clickthe[ ]icon.

LT r—

FM3: ENANFIVCFIrATE R RS

s =

21. Scroll down the list of international numbers.

/A ER L C <22t -
KE (+1)

TA AT (+354)

PAILT 2 B (+353)

FEILINA 2w > (+994)
T8 (+247)
FIHTRA 2 (+93)

T IEEEES (+971)
FILSTIUT (+213)

FILEF 2 (+54)

7L (+297)

FILINZF7 (+355)

FILAZT (+374)

~FS (+1254w

S (+244)

D7 - =T =4 (+1268)
‘76)

67) -

AYYYYS
HV VW

=i
-
t

TX

\’ \J\—\

(+
\
(+
i+
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22. Click[  (+81)].

)T (+1284) -
8B (+82)

A S A 487 27+ )l (+599)
HET () \FHMHE) (+379)
EBEIATIR (+852)
FREF T (+240)

i (+886)

Fz 7 U AHANE (+236)
FE (+86)
BREEEF T A EFIE (+850)
M7 I (+27)

MRS (+211)

FEAR (+672

SKEEHET (+1684)

AR\ — D (+1340)

b~4 R 7 HANE (+389)

b~ U7 (+1670) -

23. Enter the telephone number of your cell phone or smartphone in the red box.

FH3:ENANFIULCFIATER RO EES
- | 1
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24. Click[ ]

| =L

FR:EENANFIULCFIEATERCROLIRS

' G g

25. Tap| ]-

* The images here depict a device using i0S.

VAL ERBLETH?

HExS
=2 7NEu tsukuba.ac.jp

: :| ] Eﬂ%

26. This completes configuration of the multi-factor authentication.

-1 n 4

] Microsoft 365 AESTE

DA w I PR

2 -]
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B 8 B

0 - 0 ofeFIUR JFLARPFFERE, Ml BNTAEOOHLLMonsh 118 FIUCOBRET, (15

T FeTa-t

FIURS X =R
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