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INITIAL SETUP

A new member will need to have access to their CAP eServices account before setting up their account

* The initial setup of the process starts on the next slide (step one)

* If you are an existing member, you can skip to step three if you have received a welcome email.

* If you have not received a welcome email, make sure you check your spam filter or folder, search your inbox for
"Welcome to the ORWG Office 365 Email System", or contact the wing IT Officer for additional assistance.
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STEP ONE
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STEP ONE

Enter the email address you currently
have access to.

Your welcome email will be sent here.
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STEP ONE

Then click Save New Contact
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STEP TWO — WAITING... FOR THE WELCOME EMAIL

* Once you have entered your NON-CAP email in step one, the welcome email
should be sent out within 24 hours.

* |f you do not receive the welcome email, check your spam or junk folder

e Default email address will be first.last@orwgcap.org

* This address required if you will be doing any fund raising.

* |f you wish to have a @orwg.cap.gov address or encounter any difficulties,
contact ORWG/IT it-orwg@orwgcap.org

« Remember, the .gov email address cannot be used for fund raising purposes
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STEP THREE

Click on this link to access the
Office 365 portal.
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STEP FOUR — INITIAL LOGIN

e Enter your email address (username) supplied in the welcome email,
and the temporary password.

* You will be prompted to enter a new password and setup account security.

* Once you have setup your account security you should see the
Office 365 Home page.
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STEP FOUR — INITIAL LOGIN
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Outlook icon.
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STEP FIVE- THE FINAL STEP

* Using the same process as in step one, replace your primary eServices email
with your new email address.

* You should keep the NON-CAP email as a secondary email contact.

* MAKE A FAVORITE OR SAVE A SHORTCUT ON YOUR DESKTOP FOR OFFICE.COM
e Access to all the applications are via a web browser.

* You can add the mail account to your existing Microsoft Outlook



OFFICE 365 ONLINE TRAINING

Microsoft Office 365 Training

* Sea rCh for Office 365 basics - video training
Office 365 basics — video training

NOTE: The training is based on
the full subscription of Office
365. CAP only has a license to
run the web-based apps.
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