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PLEASE PRINT OUT THESE INSTRUCTIONS FOR REFERENCE 
 
How do I initialize my account before August 26? 
 
To initialize your account, you will need your current college SID and PIN credentials.   
 
1. Go to the EAD Tools website: https://tools.seattlecolleges.edu. 

 
2. Click on the button “Initialize Account.” 

 

 
 
3. Review the parameters for your new password in the light yellow box. Enter your SID and PIN and 

desired password. Click “Initialize!” 
 

 
 
 

https://tools.seattlecolleges.edu/
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4. After processing, you will be given your login credentials. 
 

 
 

5. Save your login credentials for use beginning August 29. You can now close this page. 
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How do I access the Office 365 portal beginning August 29? 
 
1. Go to http://office365.seattlecolleges.edu. 

 
2. Enter the username and password you created when you initialized your EAD account prior to  

August 29. Click Sign in. 
 

 
 
3. After login, you will be connected to the main menu of the Office 365 portal. Select the “Mail” icon to 

access your messages. 
 

 
  

http://office365.seattlecolleges.edu/


How To_O365  
Page 4 of 6 

I want to use the Outlook client. How do I delete my old SCCD profile and set up my new EAD 
profile? 
 
1. Go to Control Panel. Select “User Accounts.” 
 

 
 
2. Select “Mail.” 
 

 
 
3. Select “Show Profiles.” 
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4. Click “Remove.” Click “Yes” in the popup box. Close the Mail window. 

 

 
 
5. Launch Outlook. You will be asked to specify a profile name. Click “Ok.” 
 

 
 

6. Select “Yes.” Click “Next.” 
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7. Enter the login credentials you created before August 29. Click Next. 
 

 
 
8. You will receive confirmation that your account has been set up. Click “Finish.” 
 

 
 

9. Access mail in Outlook. 


