LROPI Jgailg LIgHSIUI poil Galac

Deanship of E-Learning and Digital Transformation

cogallicols

Jouf University

oJl JgDogll Jua
Microsoft Outlook
0y0 JoU adniall o

aoolJl wlwAa Plhxawy




Jouf University

cogall icols %E ROHI Jgailg ,IgusIll puoill Galac
Q)

Deanship of E-Learning and Digital Transformation

el oAl Lygll AGNIo Al :1 dgRA

Google Chrome U3 ,6 Loy (Auuipl wlaonioll gwan 20 Microsoft Outlook §olgiy &by Jraooll gl AGNio Aidy iul
Joi Lle Jgmal jap] ¢ani Gl el ol cugll aenio duyani o A5G .Safari g Microsoft Edge g Mozilla Firefox q
Xeljla¥

Office 365 JI JgAMI Jrauwi Gaao LJl Juioul :2 6ghAll

Office 365: [portal.microsoft.com]. (JI JgAMI Jsauws daon) URL glgic st el ol gl aoniay Jigiall bypd 0
Microsoft Office.J duuuipl Gaanl LJI 1Am &aaluw

# Microsoft 365 O Search 2 B

@

o e
&

S =y b o P X L ol

Bp Teams Word Excel PowerPoint Outlook OneDs OneNote

E Il apg

=

1253 Use across Teams, Outlook, and Microsoft 365

@ Admin @  Welcome Guide for Microsoft.

Get work done

Other Apps

& Microsoft Graph.

Explore by category
< ol aaolall i PLAWL JgAI s :3 6ghill

Qi 82001 go el Giadl dgiPl O 1gagall "JgAaul Jiuus' jj Lle jdil Microsoft Office J duuuipl daanil e
Jio) el Aol Gaolall aioad sl daolaluy oA Ligualll Ll Ylgic JAal Lo .Jgadl Juaus 6aan LJ elmings
LG Gle philq (username@ju.edu.sa

X & JOUFUNIVERSTY @ WWW.JU.EDU.SA _—




Jouf University

cogall icols %’g ROHI Jgailg ,IgusIll puoill Galac
O

Deanship of E-Learning and Digital Transformation

" Microsoft
Sign in

Lmal.‘. phone, or Skype

No account? Create one!

Sign in with a security key (2)

Q Sign-in options
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Enter password
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Forgotten my password

Sign in with another account
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More information required

‘Your organization needs more information to keep
your account secure

Use a different account

Learn more
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Microsoft Authenticator
Start by getting the app
o On your phone, install the Microsoft Authenticator
app. Download now
- After you install the Microsoft Authenticator app on
your device, choose "Next".
| want to use a different authenticator app

.Jgaaall yjma ,le Microsoft Authenticator Guini alac] <l eblwa alac] aaao Lle ol =

Microsoft Authenticator

Set up your account

When prompted, allow notifications. Then add an
account, and select "Work or school”.
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Microsoft Authenticator

Use the Microsoft Authenticator app to scan the QR
code. This will connect the Microsoft Authenticator
app with your account.

Can't scan image?
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Microsoft Authenticator

Let's try it out

Approve the notification we're sending to your app.

Resend notification
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Notification approved

Back Next
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Microsoft 365 je

R Find Microsoft 365 apps

Microsoft 365 Outlook OneDrive Word Excel

O

P @9 & % &
PowerPoint OneMote SharePoint Teams Sway
Forms Admin More apps
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Document Workbook Presentation Survey Create more
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=  Home View Help

= Newmail | v  Quicksteps ~ ) Mark all as read

@
& Favorites Focused Other Q=1
ss Inbox
v
B> Sent ltems
v
Z7 Drafts
a Add favorite
- Folders N
£ Inbox ‘ >
Z Drafts
B> Sent ltems

T Deleted Items

£3 Junk Email Select an item to read
3 Junk Emai

Nothing is selected
T Archive

(? Notes

B3 Conversation History

Create new folder

R Search Folders

To Bee

Cc

Add a subject

Type / to insert files and more
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| - =  Home View Help
— 7 Quick steps ~ &) Mark all as read
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(1] jm Focused Other O =1
o & Inbox
h 4
B Sent Items
v
77 Drafts
& Add favorite
o

* Folders

&9 Inbox

Z7 Drafts

P Sent ltems
T Deleted Items

£3 Junk Email

B Archive
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= Home View

m

~ Favorites

Help

&3 Inbox
B> Sent Items
77 Drafts

Add favorite

~ Folders
&3 Inbox
77 Drafts
B> Sent Items
T Deleted Items
€3 Junk Email

& Archive

Focused Other ]

4 Quick steps ~

=N

& Mark all as read

© Mark all as read

Select an item to read

Nothing is selected
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Settings

583 General
Mail
[ Calendar

22 People

Search set

| Layout
Compose and reply
Smart suggestions
Attachments
Rules
Conditional formatting
Sweep
Junk email
Quick steps
Customize actions
Sync email
Message handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups

Layout

Focused Inbox

Do you want Outlook to sort your email to help you focus on what matters most?

@ Sort messages into Focused and Other

Text size and spacing

This will change the font size and number of messages.
O Small
Mediurr

® Lage

Message organization

How do you want your messages to be organized?

@ Show email grouped by conversation

Show email as individual messages
Arrange the reading pane

®) Newest on top
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