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FIRST TIME LOGIN

Enter your email address
and password.

STEP Emailaddress: matricnumber@student.ump.edu.my,
example : MA20201@student.ump.edu.my

Microsoft 365
'For first time login, your default

Account password is combination of Ump@

Activation 03 and your IC number or passport

number.
/\ Example : Ump@800601064455 (with IC
STEP number) or Ump@A0123456 (with passport
number)

* Require to change password after login. Then click "SIGN IN"

Setup Recovery Option

Option 1 : Authentication Phone is not
configured. Click "Set it up now*
Enter your phone number and then click "text me" or

“call me*

Office 365

STEP Option 2 : Authentication Email is not configured.
Click Set it up now
Enter your alternate email address and then click
"email me".

Enter the verification code given in your alternate

email and then click "Verify“
Then click "No"

Microsoft
Sumber Rujukan https://umplive.ump.edu.my/ 0 welcome page I'Microsoft365

STEP *Successfully login to your email
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01 www.office365.com

to login into your account
STEP Click icon to sign in to your account

Microsoft 365

FOWARDING
EMAI
y

0 Vicose 35

Go to Setting
Office 365

View all Outlook setting->Mail ->
Fowarding-> Enable forwarding -> (fill new
email to forwarding)
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s  Favorites (©) Focused  Other @ Filter v NANG
Tnbox 5 Other: New conversations o
MyAnalytics

Sent ltems

£ .
#  Drafts e :

No preview is available.

Add fovorte CLICK SETTING

Last month

~  Folders =! MyAnalytics

MyAnalytics | Focus Edition Mon 10719

& Inbox 6 MyAnalytics Discover your habits. Work sm...
& Drafts MyAnalytics
Welcome to MyAnalytics 1071472020

B Sentltems MyAnalytics Discover your habits. Work sm...
[ Deletedltems 1 September
®  Junk Email @ a \‘

= : 9/15/2020
B Archive Don't forward this invitation. Go to Microso... ;

Select an item to read

O Notes Nothing is selected

Conversation Hist...

New folder

~  Groups

New group

Discover groups

Manage groups

STEP 1
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= [i] EmptyFocused () Mark all as read Undo . i Universiti
Settings X Malaysia

v~ Favorites © Focused  Other @ Filter v | O Search Outlook settings ‘ E/_'\,‘,H_QNE
2 Tnbox 3 Other: New conversations Theme
MyAnalytics
B Sentltems
e Shahrol Azmi Amzat B 7
& Drafts > Perbincangan berkaitan ... Mon 11/2 T
No preview is available. s
Add favorite h
Last month
View all
~7 Folders : 1evre
ge MyAnabyics
MyAnalytics | Focus Edition Mon 10719 Dk mede’ @ ®)
£ Inbox 6 MyAnalytics Discover your habits. Work sm...
Focused Inbox @
& Drafts gr Myanaics @
' Welcome to MyAnalytics 10/14/2020 e
B Sentitems MyAnalytics Discover your habits. Work sm... Desktop notifications ©) O]
[l Deleted tems 1 September Display density ©
©  Junk Email @ Mohd Yusran U o || — || ——
testing mind 2020 o — | — || —=
B Archive ; L ———
Don't forward this invitation. Go to Microso... it e e
Full Medium  Compact
O Notes Nothing is selected b
Conversation view @
Conversation Hist...
() Newest messages on top
New folder
(®) Newest messages on bottom
~  Groups Oor
R ap Reading pane
(®) Show on the right
Discover groups
() show on the bottom
G CLICK VIEW
OUTLOOK SETTINGS => View all Outlook settings 5
= BH &

STEP 2
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Settings Layout

O Search settings Compose and reply

Attachments
Rules
Sweep
Junk email
Customize actions
L quick settings
Sync email
Message handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups
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Focused Inbox
Do you want Qutlook to sort your email to help you focus on what matters most?
© Sort messages into Focused and Other

(O Don't sort my messages

Message height

Choose the height of each message in the message list.
(® Ful

() Medium

(O compact

Message organization
How do you want your messages to be organized?
© Show email grouped by conversation

() Show email as individual messages

How do you want inyour

(O Newest messages on top

L

T

[

Newest messages on the bottom

& —

L

L

STEP 3
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Settings Layout Forwarding %’;‘Yaeyr::g

-
eegan forvard your email to another account. e
@ General Attachments )
ENABLE FOWARDING

Rul e
Mail e #rward my email to:

Sweep

I Enter an email address |

Calendar

Junk email
Pecple [ Keep a copy of forwarded messages

Customize actions
View quick settings
Sync email

Message handling

plies
on policies
E

Groups

CLICK FOWARDING

STEP 4
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You can forward your email to ancther account. Ao ol
Attachments

& General Enable forwarding
Rules

Mail

=" | DR v
& Pecple punkcemet O] e semrormomem NEW EMAIL

Customize actions

View guick settings

Sync email
Message handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups
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