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Purpose
The purpose of this document is to enable BHS Volunteers to set up a secure email account for use
when performing British Horse Society business rather than using a personal email account.

On completion of this process a Volunteer will be able to:

e Access the email securely
e Send and receive emails
e Reset their email account password 24x7 without the need for any BHS assistance.

Pre-requisites
Setting up your BHS Volunteer email address will take approximately 5 — 10 minutes and will have
you:

e Access the email account through your internet browser using the email address and
password provided by the BHS

e Change the given password to a new password known only to you.

e Authenticate of your email account using the free Microsoft Authenticator on your mobile
phone or tablet.

Before you start setting up your email account you will need the following:

e A laptop, desktop computer or Apple/Android tablet

e Access to an internet browser, this can be any with the most popular including:
o ® Chrome
o € Edge
o @ Safari

e Apersonal email address

e A mobile phone or tablet (this can be Apple or Android)
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Step 1: Setting up access to your Volunteer email account.

To access the Volunteer email account either Click or copy and paste the link below into your
Internet browser.

https://www.office.com/

You will be directed to the Microsoft Log in page, this is the BHS Volunteer email landing page where
you can register or sign into your account and reset your password.

Click Sign in

DR O o wysitionics % [ T o

B Microsoft | Office » Rnarces v Tomplonn [

Welcome to Office

[ e ] N

You will then be requested to enter the email address you have been provided in the field
highlighted below, then click next.

The email address will follow a format of firstname.surname@BHSVolunteer.org.uk.

& soninoptons

Terms of use  Privacy cookies -
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Next you will be requested to enter a password see below

. Enter the password you
have been provided and click Sign in

« testuserd@bhsvolunteer.org.uk

Step 2: Change Password

For security purposes on your first time of access to the account you will then be prompted to
change your password and set up a new password known only to you.

tost usera@bhsvolunteer.org uk
Update your password

You need to update your password because this is
@ $igning in, or because your

€5sword has expired
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You will be asked to enter the old password, and new password, then confirm your new password to
ensure correct spelling. Once you have updated all 3 field, click Sign in

test userdqsohsvolunteer org.uk

Update your password

You need to update your password because ths is
the first time you are signing in, o because your
password has expired.

Step 3: Additional Account Security

To keep your account secure and to enable you to reset your password in the future, you will be
prompted to set up additional security. Click next.

testuserd@bhsvolunteer.org uk

More information required

Your organisation nesds more information to keep
your account secure
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You will then be presented with the Authentication screen, see below, prompting

you to set up the additional security by using the free Microsoft application that you will download
to your mobile phone or tablet.

Keep your account secure

Method 10f 2: App

App

Microsoft Authenticator
Start by getting the app
9
on

You will now be asked to download the Microsoft Authenticator App on your Tablet or mobile

phone. Step 4 in this document guides you through the process of downloading and using the
Microsoft Authenticator App to both Apple and Android devices.

Please follow the instructions that are relevant to your device, then move on to Step 5.
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Step 4: Microsoft Authenticator Setup
Option 4.1: Microsoft Authenticator Setup on Apple Devices

From your iOS device, access the App Store and search for “Microsoft Authenticator."

Q. microsoft authenticator a... €

' Microsoft Authenticat...

v Productivity
*hkhkkk 8.°

Select Get to download the Microsoft Authenticator app.

microsoft authenticator

Microsoft Authenticator 5
o Microso GET

Once the download is complete, select Open to get started.

o

Q. microsoft authenticator a... €@ Cancel

’a ) Microsoft Authenticat...
o Productivity
*okkkk

e
156145
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Next select the Add Account button to set up your account.

2:27 PM

Accounts

Ready to add your
first account?

2,

Add account

Already have a backup?
Sign in to your recovery account.

Begin recovery

Now select Continue on the pop-up menu.

Do you have a backup?
If you add an account, you will no
longer be able to recover from backup.

Select Work or school account.

ol AT&T UTE 2:27PM

< Accounts

WHAT KIND OF ACCOUNT ARE YOU ADDING?

=; Personal account

F Work or school account ]

Other (Google, Facebook, etc.)
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This will cause the QR scanner will open on your phone or tablet

. ATAT ¥

< Back

Your account vider will display a QR code

Or enter code manually

Now please move to Step 5 of the setup process to complete account authentication.

Option 4.2: Microsoft Authenticator Setup on Android Devices
From your Android device, access the Play Store and search for “Microsoft Authenticator."

’ Google Play microsoft authenticator app for android
Search  Android Apps v
My apps
Shop ADDS
Games
Family 7\

Editors' Choice

Microsoft Outloc

9

Account Microsoft Authe:

ayment methods

My subscriptions ey *hkk

Select Install to download and install the Microsoft Authenticator app.

(B3] wwdn

¢

m Micrasaft Authenticatar

SRS M. ®

I,

I
K

]n
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Once the download is complete, select Open.

) U “4 @ 1645
€ microsoft authenticator app 4
[a ¥ Microsoft Authenticator

v Microsoft Corporation

8 Everyone

4.1+ (15856 &) * S million *
=

INSTALL \ OPEN

Now select the Add or add account button

Accounts

Ready to add your first
account?

Add account

Select work or school account

il AT&T LTE 2:27PM k)

< Accounts

WHAT KIND OF ACCOUNT ARE YOU ADDING?

8 Personal account

I=. Work or school account

Other (Google, Facebook, etc.)

This will cause the QR scanner will open on your phone or tablet

1:39 PM

Scan QR code

Now please move to Step 5 of the setup process below.
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Step 5: Security App Authentication

Go back to your desktop, laptop or tablet which has the below screen on it and click next

Keep your account secure

Microsoft Authenticator
Start by getting the app
P
Lk 101y diferent method .: peoet

Now use your phone or tablet that has the Microsoft Authenticator App installed with the QR code
scanner open and Scan the QR code on your laptop or PC screen and click next

Keep your account secure

Microsoft Authenticator

Scan the QR code

Back .
Luant10 setun 2 dffcect method S

The following screen will appear, and a notification will be sent to the device with the Microsoft
Authenticator App on it.

BHS Volunteers

Keep your account secure

Microsoft Authenticator
Let's try it out
Vv

Lsant 10 setup a difierent method Skin setup

Click Approve on the notification that comes through to your mobile or table. It will look similar to
the below.
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13:54

= Authenticator

®
®

testuser1@bhsvolunteer.org.uk

Once Approve has been clicked on your mobile phone or tablet, you will the below page on your
screen. Click next.

84S Volunteers
Keep your account secure
L]
Microsoft Authenticator
A

=
Lot 040 dffernt med et
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Step 6: Personal email Authentication

Now the account is authenticated you will then be prompted to enter in your own personal email
address, where should you need to reset your password in the future, a code will be sent.

Enter your email address and click next

Keep your account secure

An email from BHS Volunteers will be sent to your personal email address with a security code. Log

into your personal email and you will see an email similar to the below. Make a note of the 6 digit
code.

Now type the 6 digit code into the below field and click next.

Keep your account secure

Method 2 of 2 Email

Emal

Email

vl
Laant 0100400 diffrsnt methad

You will then see the screen below acknowledging the successful set up. Click Done.
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Keep your account secure

Method 2 of 2: Done

Success!

oy
0 Moo
=

Go to your Mobile or Table After you have clicked Done, on your mobile/Tabelt device with the
Microsoft Authenticator App you will see a notification to Approve ign in request. Click Approve.

1:39 w Te

= Authenticator

E BHS Volunteers
testuser1@bhsvolunteer.org.uk
m BHS Volunteers
testuser2@bhsvolunteer.org.uk
m BHS Volunteers
test.user3@bhsvolunteer.org.uk
Approve
L 2 ®
Autheaticmar Faszmorie rshe

You have now almost completed your account set up.

Next you will see the following Security screen that confirms your setup. Click the blue icon in the
top right hand corner of your screen and then Click Sign out.
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After clicking Sign out, you will see the following screen indicating your are being
signed out.

Hang on a moment while we
sign you out.

This last screen informs you the Sign out process has completed Successfully. You are now Ready to
signin and begin to use your BHS Volunteer email account.

You've signed out of your
account

15 8 good ides to close all browser windows.

For Instructions on how to Log in, please Refer to the BHS Volunteer email Log in document you
have been sent.

End of Document

This item is for use in the course of BHS business use only



