Acuren New 365 Account Set Up

To access your new account please follow these instructions.

On any internet capable device, go the website www.office.com

Click on the option to “Sign in”

Welcome to Office

Your place to create, communicate, collabg#tte, and get great
work done.

Sign up for the free version of Office »

In the “Email address” field type your legal first name followed by a period and your legal last name
followed by @acuren.com (email provided by Acuren IT) and click “Next” to continue.

Example 1: legalfirstname.legallasthname@acuren.com

Example 2: William.Smith@acuren.com

S® Microsoft

Sign in

firstname.lasthame@acuren.com

Mo account? Create one!

Can't access your account?

Back Next



http://www.office.com/

You will be prompted to enter a password. Enter the password provided by Acuren IT and click “Sign
In”.

a5 Microsoft
testerman@acuren.com

Enter password

D)

Forgot my password

Sign in with another account

On the next screen you will need to enter your temporary password (provided in email from Acuren

IT) as the “Current password”. Create a new password and confirm the new password. Click “Sign
In”.

BS Microsoft
testerman@acuren.com

Update your password
You need to update your password because this is
the first time you are signing in, or because your

password has expired.

Current password

New password

Confirm password




Once complete you should see the window below. Click “Next”

aT Microsoft

testerman@acuren.com

More information required

Your organization needs more information to keep
your account secure

Use a different account

MNext

And lastly you will configure your “Self-service password reset options”. You must complete at least 2 of
the 4 options. We recommend using option 2 (Authentication Phone) and option 3 (Authentication
Email).

[ T —

B® picrosoft | testerman@acurencom | ?

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We
won't use this to spam you - just to keep your account more secure, You'll need to set up at |least 2 of the
options below.

o Office phone is not configured. Set it up now

o Authentication Phone is not configured. Set it up now h
) o Authentication Email is not configured. Set it up now _

0 Security Questions are not configured. Set them up now

finish cancel

Use your mobile number for a code to be texted to you and your personal email for a code to email to
you as well. Once you have 2 green check marks click “Finish”



Congratulations! Your Acuren 365 account is now complete. You will be taken to the main Microsoft
365 dashboard where you can launch the web based versions of the available apps by clicking on them
from the left side bar menu or by using the grid icon in the top left hand corner.
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