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Introduction

Below is a guide on how to access your new Affinia Microsoft 365 account in multiple ways:

1. Access via Microsoft Edge browser. This will show you how to create a separate profile in
Edge that is logged into your Affinia account. This will allow you to use this profile to access
Teams, Outlook and other Affinia Resources without interfering with your Current account.

2. Access via the Desktop Applications (Teams and Outlook). This will allow you to add the
accounts directly into your pre-existing applications. Please note that Teams notifications
will work differently, but it has been noted below.

Please note that on the first time you log in, you will be required to setup Multi-Factor
Authentication (Instructions Here)
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Accessing Via Microsoft Edge

Setup
1. Open Microsoft Edge

b

Edge

2. Click on the Three Dots in the top right and click Settings
EE} Settin.
U &
MNew tab
New window

2 MNew InPrivate window
Zoom — 100%

Favourites
) History

Downloads

5 Apps

Extensions

Browser essentials

Find on page

More tools
Settings

) Help and feedback

3. Click + Add profile and then click Add on the next screen.

Your profile

Manage account
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4. A new Edge window will open, click Sign in to Sync Data

Welcome to Microsoft Edge,
the best performing browser
on Windows

Let's start by signing you in and bringing over your passwords,
browsing history. and more from Microsoft doud.

Sign in to sync data

5. On the next screen, enter your Affinia Email address and click Sign in. Complete the sign in
by entering your Password. Please note, if this is the first time you’ve signed into this
account, it will require you to setup Multi Factor Authentication (Instructions Here)

Let's get you signed in

No account?

Sign In

6. Once signed in, follow the remainder of the on screen prompts to setup Edge.

7. This has now created a second Edge Profile. This New Edge profile is signed into your Affinia
email account and will allow you to use Teams & Outlook without affecting your current sign
ins.
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8. To swap between profiles (your Current Profile and your Affinia one) you can choose the
button in the top left of the screen (yellow) which will display the multiple profiles to allow
you to choose (shown below in red)

=
]

Managed account

n mbers gl D
LT

Work

@ Syncison

Linked account

&2 Add account

Wallet

n Home e
O Profile 1

) Profile 2

ST
I+) Set up new personal profile

.%'_, Other profiles

Cg Default browser

Accessing Outlook/Email
From your Affinia Edge Profile
Browse to https://outlook.office.com/owa

Accessing Teams
From your Affinia Edge Profile
Browse to https://teams.microsoft.com
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Adding your Affinia Email to Outlook:

1. Open Outlook and click on the File tab, click Account Settings and then click Account
Settings.

- Qutlook

Account Information

| |_|-|_| Info

Microsoft Exchange

—|— Add Account

Account Settings

Change settings for this account or set up more connectig

Open & Export

B Access this account on the web.
https//o .office3f5
Account Settings...

@}‘ Add and ove accounts or change
existing connection settings.

Account Name and Sync Settings f Office)
Update basic account settings such as

account name and folder sync settings.  GheeRUCRCEEILET R

| messages.

2. Inthe Account Settings window that appears, click New

Account Sethings

Email Accounts
You can add or remove an account, You can select an

Email  Data Files RSS Feeds SharePoint Lists Interne

H New'\ s Repair... ﬁ‘ Change... 0 Setas Defau

MName

*IIIHIIII.III ]
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3. Enter the email address of your new Affinia email account

o™ QOutlook

Email address

[ Your.Email@Ibgroupltd.com |

Advanced options ~

Connect

No account? Create an Outlook.com email address to get started.

4. Outlook will prompt you for the password for the M365 account. Enter it and click OK.
Please note, if this is the first time you’ve signed into this account, it will require you to
setup Multi Factor Authentication (Instructions Here).

5. Choose No, sign in to this app only if prompted to Stay signed in to all your apps

6. Follow the remainder of the settings and close the Wizard. You may need to restart Outlook
for the account to be added.

7. Once re-opened, your Affinia email address will show in the folder view (to the left of the
screen in Outlook)

Once you've added the account, you should also see a “From” box in the new email windows. This
will allow you to choose which email address you are sending from. If you reply to an email sent to
your Affinia account, this should automatically reply to your Affinia Account.

If the from box is missing, Open a new email and click the Options Tab and click the From button in
the Show Fields Section:

Untitled

Message Insert Options Format Text Review

Aa n Colors ~ g% g:* 0.0 -
[A] Fonts ~ =t e @
Themes Page Bcc] From Permission UseVoting [ g
. |[@Effects~ - Buttons ~
Themes Permission T
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Adding your Affinia Group Account to Teams

This will allow you to add another account into your current install of Teams.
1. Click on your user Icon (top Right) and click Add another account

Utilize Pic Sign out

5 I

View account

Available
3\ -
&) Set work location

(J Set status message

N - -

Add another account

Add another accouﬁ

2. Onthe next Screen, If you already see your Affinia Group Email in the list, please click on it.
If you do not, please click on Create or use another account

3. Enter your Affinia Username and Password when prompted. Please note, if this is the first
time you’ve signed into this account, it will require you to setup Multi Factor Authentication
(Instructions Here)

4. Choose No, sign in to this app only if prompted to Stay signed in to all your apps

5. This will add the secondary account to your teams.
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Swapping between companies
To swap between Current Teams and Affinia teams, you can:
1. Click on your user Icon (Top Right) and choose the account you wish to switch to:
(The current account will be in the area highlighted in yellow, other account will be in the

area highlighted in red)

Sign out

F
View account

Available
&) Set work location

(J Set status message

Add another account

Notifications for Teams Messages

As you'll be signed into two companies — notifications will work slightly differently. You'll see the
notification counter at the top of the screen (screenshotted below). Click on that, and it will
show/give you the option to swap to the other Company to view the messages

Activity in your other accounts and orgs
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Support

For any Affinia issues, please contact Utilize at:

Phone: 03330 069 060 optl
Email: service@utilize.co.uk
Portal: https://portal.utilize.co.uk

Opening Hours 7am > 7pm
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