Local Programs (App on your PC e.g Outlook / Teams)

As it stands if your device has anything other than the Microsoft 365 apps then you WON'T be

able to login with your new account. This is subject to change shortly! (This only applies
to Outlook)

& Microsoft Office 365

Essentially your account has “moved house” but your computer only knows it at it’s previous
address, therefore we need to remove any reference to this and reconnect.

When opening Outlook hold the “Shift Key” on your keyboard which will open the
following menu. From here select “Options”

Microsoft 365 — >

Choose Profile

Profile Mame: |‘Outlook
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Loading Profile ]

Delete the “Profile” (It may not be called “Outlook” but delete it anyway)

Profile Hame:  Outlook

Dptions ==

Options
[('set as default profile

[CJ prompt for a profile to be used o
Mew... Properties... Delete

Microseft Outlook

Careful, if you remaove this profile, offline cached content for its accounts will be deleted.
Learn hiow to make a backup of the offline .ost files for the accounts.

Do you want to continue? e Yes | I No |




Do the following
[T

Off§
Profile Name: v

Jption oK Close

Options
1Set as default profile
[C] Prompt for a profile to be used

e Newr... Properties... Delete

New Profile X

O

Cancel

A Create New Profile

Profile Name:
YOUR NAME

X You should then be prompted to login, enter
your normal @midlandat.co.uk details to
proceed.

& Outlook
@mid ancalco.u-d
x Once logged in you should then see the
@& Outlook following. Again at this stage you may be

prompted to setup MFA, (See below)

Account successfully added

E Microsoft 365
Bmidlandt.co.uk You will be returned to the “Profile” box from

the initial stage. Simply Press OK and Outlook
will open. It will take a moment for your
attached folders and shared mailboxes to re-
appear.

Advanced options ¥ Please note that as of now data is still being
migrated so you may find that anything prior
to 2" August is missing. This will rectify itself
St up Dutiook Mobile n my phene, tco shortly




Regarding Teams the process is similar.

Find the Teams icon bottom right of your screen (by the clock and volume settings), right click and
select “Sign Out”. This will log you out of Teams, from here If you are prompted to login with a
saved account select any option to login with another user e.g “Sign out and forget”.

My status

Sign OUtL\,

Collect support files
Settings

Open
Quit

Open DevTools

Once fully signed out, login with your @midlandat.co.uk email and password to reconnect. Please
note that Teams are still being migrated so you won’t see any Teams yet, additionally “Chat
history” will be gone as Microsoft doesn’t support migrating that data.

As the College and MAT are now separated from each other, if you wish to communicate to anyone
from the College you will need to search their full email address in the search bar and select the
“Search Externally” option, this should then bring up their name followed by “(External)”. Once you
have started the conversation you can communicate as you would normally via the chat functions. To
search for anyone within the MAT it will automatically bring up the user.

The naming convention for college staff is “Firstname.Surname@nwslc.ac.uk”
e wslcac.uk

eeeseasseesssmen WSl CaC. UK Press enter to view all results
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