1. What are the steps for signing out of Office 365?

Proper sign out procedure will help prevent someone else from using the computer to access your mailbox or your

username. Even if you plan to continue using the computer to visit other Web sites; first, make sure to thoroughly
sign out of Office 365 and close all browser windows after every session. Please follow these steps:

a. Tosign out of Outlook Web App (e-mail), click on ‘sign out’ on the toolbar:
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To sign-out from Office 365 Home Page, click ‘Sign out’ under your Office 365 Display Name:

/= Home - Windows Internet Explorer

_ ol %]
J= [ https://portal. merosoftonine. com/defaust. aspx =1 8 | 4] x| Goo P
Fie Edt View Favortes Toos Hep
x -

X @.Convert ~ [Select

¢ Favortes | | Il Connecticut Board of Regents... # Sugqested Stes™ g Web Sice Galery ™
=4 Home | |

uaéﬁ’l‘ce 365 Home  Qutlook

1
Start here

1. Get an overview of Office 365. Watch the user tour
2. Learn the basics. Read the Quick start guide

Outlook

Read email and access your Outlook calendar, contacts, and tasks
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c. & If you are presented with the Office 365 portal ‘sign in’ page displaying your NETID username, click
on ‘x’ next to the username. This is a critical step, particularly on a public/shared computer such as a kiosk:
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new customer?

« Access email and calendars from mobile devices
« Create Websites to share documents, contacts, and tasks
« Work with Office documents from virtually anywhere with a browser

14014014)@student commnet.edu
[~ Keep me signed in

n in &1 fscommaetedy

Sign in with a different user ID

|

[T S imvemet | Protected Mode: On o [~ )

Close all browser windows. This is a critical step, particularly on a public/shared computer such as a

kiosk:

/= Welcome to Microsoft Online Services - Windows Internet Explorer

@i@v [P% hitps://logn.microsoftonine. comylogin.sr 7va=visignint. O8spsnv=28t=13512796668ver=b.1. ] & Miarosoft Corporation [US] | 1 4| X |

*8 Google

Fie Edt View Favortes Toos Hep
X 7 McAfee” i

% @Convert v [Select

3,3 Favorites ‘ 7,@ I Connecticut Board of Regents... @ Suggested Stes ¥ & Web Slce Galery ¥

™% Welcome to Microsoft Onine Services | |

M v [ v 2 mm v page~ Safety~ Teos~ @~ 7

23 Gffice 365

new customer?

+ Access email and calendars from mobile devices
« Create Websites to share documents, contacts, and tasks
+ Work with Office documents from virtually anywhere with a browser
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sign in

UserID:

Password:

Forgot your password?

[~ Remember me

[ Keep me signed in
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