PLEASE PRINT OUT THESE INSTRUCTIONS FOR REFERENCE

How do linitialize my account before August 26?

To initialize your account, you will need your current college SID and PIN credentials.

1. Go tothe EAD Tools website: https://tools.seattlecolleges.edu.

2. Click on the button “Initialize Account.”
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3. Review the parameters for your new password in the light yellow box. Enter your SID and PIN and
desired password. Click “Initialize!”
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EAD Tools

Initialize Account
Thes form wil indiakce your Sealtle Coleges Atcount lor Networks (SCAN)
credentialy

H shuuid be wsed in comphance vath thia plcy
SID: (387654321

Pik [pmeass

Your Password...
o] b af bnast & chistachers oty
sl ckade al leasl | upper case characer
muat inekude al least | kower case characies
sl inchurde al feanl 1 apecial charactes or punclusion mark {)
sl vkt boand | el

shoud NOT inchude your curment of lemer a03i0s, pels name, of
mollE Maen Rame axameh QTS A"
st NOT e day DIEVIoUS paswaed you have wsed of Mis sysiem

should NOT be @ DASSWONS or usemame you use ko amy ofher
seceunt or seraze

Desired Password: (sasssssass
Desired Password Again: [sessssssss =]

Initiakze!
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https://tools.seattlecolleges.edu/

4. After processing, you will be given your login credentials.

| = o =
e @ Mitps://1oc seattiecolleges.edu/intislize/indC ompleteTid= 991263052 £+ @G| 3 seattle Colleges EAD: L. 3
i x EfiCorven « fliSelect

¢ | SEATTLE COLLEGES
C Vi

p EAD Tools

Success!

Your SCAN account is ready for use. Your account deladls are below

U Ima._Student@seattiecolleg: 85 &au
First Name: Ima

Last Name: Student
Email Ima olieges edu

Here are some useful inks

Goto my email

5. Sawe your login credentials for use beginning August 29. You can now close this page.
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How do | 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.
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Sign in with your work of school account

Can't access your account?

2016 Mucrersott B Microsoft

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

:e 10 hitps:/porialofie.com Home P - B 1] offiee 365
| Sicomen + gsdea
SEATTLE
E Office 365 Home EI COLLEGES A & 2 ﬁ
Centol-North-South- SVI |
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A

Discover Install Office on your PC Language: Englsh Charge

& Make Bing your search engine

Somelning tew [wE] ER I G e i
today. Word Gl PomePont  Outook  CneNolr  Shypefor

Business
Install now
Gota Mac? Sign in to Office 365 an your Mac 16 install

Troubleshoot installation

Smartphone or tablet? Get Office on your devices
OHENDIB E()f ‘Eachel S Leam how to set up emad and Office 365 apps on your device
Stay crganized and tiack your students”
progress. Help students collaborate with " o o
cxchather Collaborate with Office Online

Create a nebote Class Notebook
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http://office365.seattlecolleges.edu/

I want to use the Outlook client. How do | delete my old SCCD profile and set up my new EAD

profile?

1. Go to Control Panel. Select “User Accounts.”

Adjust your computer's settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

~ Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

XA

Programs
Uninstall a program
Get proarams

—
K\
y/

View by: Category ~

User Accounts
@' Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keybeards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

2. Select “Mail.”
—
@Ov|% v Control Panel » User Accounts » - Search Control Panel
Contrel Panel Home User Accounts
TN Seennt % Change your account picture '@'Gi\re other users access to this computer
Ch t
MNetwork and Internet @ snge sccount ype
Hardware and Sound EE Windows CardSpace
: =l Manage Information Cards that are used to log on to online services
rograms
e User Accounts @q Credential Manager
A . - Manage Windows credentials
ppearance an
Personalization 'I@ Mail {32-bi‘t)
Clock, Language, and Region
Ease of Access
3. Select “Show Profiles.”
E-mail Accounts
L;“: 4 ? Setup e-mail accounts and directaries, I E-mail Accounts... ]
-~
Data Files
= (Change seFtlngs for the files Qutlook uses to [ Data Files... ]
store e-mail messages and documents.
Profiles
Setup multiple profiles of e-mail accounts and [ Show Profiles ]
data files. Typically, you only need one.
Close
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4. Click “Remowe.” Click “Yes” in the popup box. Close the Mail window.

@ The following profiles are set up on this computer:

s

Windows CardSpace

Manage Information Cards that are used to log on to online services

Add... ] [ Remove ] [ Properties ] [ Copy..

Credential Manager
Manage Windows credentials

‘When starting Microsoft Outlook, use this profile:
@ Frompt for a profile to be used

l () Always use this profile Mail (32-bit)

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

Mew Profile

1,:@ Create Mew Profile

Profile Mame:

Your Name

Loading Profi

6. Select “Yes.” Click “Next.”

Microsoft Outlook Account Setup X

Add an Email Account

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange

Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Qutlook to connect to an email account?

(@) Yes
O No

< Back Mext > Cancel
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7. Enter the login credentials you created before August 29. Click Next.

Add Account *

Auto Account Setup
Qutlook can automatically configure many email accounts.

@ E-mail Account

Your Name: John Doe

Example: Ellen Adams

E-mail Address: Username@seattlecolleges.edu

Password: Ak
Retype Password: |**wwsssssss

Type the password your Internet service provider has given you,

O Manual setup or additional server types

< Back Mext > Cancel

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

s o : -

Congratulations!

Configuring

Qutlook is completing the setup for your account. This might take several minutes,
B4 Establishing network connection
B4 Searching for Office365.5CD @seattlecolleges.edu settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[7] change account settings Add another account...

< Back [ Finish ][ Cancel ]

9. Access mail in Outlook.
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