


From: Georgina Lannon

To: Keith Barrett

Subject: RE: ATIPP Request - Microsoft Office 365
Date: Wednesday, May 22, 2019 12:47:00 PM
Attachments: Invoice # 9825680543.pdf

Invoice # 9825680540.pdf

Invoice # 9876815741 for City of St. John"s.pdf
Invoice # 9876815742 for City of St. John"s.pdf
Invoice 9877307610.pdf

Invoice 9877307611.pdf

Invoice 9877429817.pdf

Invoice 9877436892.pdf

9877991241 .pdf

9877984062.pdf

9877984061.pdf

9877984060.pdf

9877984059.pdf

9877991243.pdf

MS Ent Agreeent 1st Year - 2017.pdf

This is what | found, however Coralie may have more documentation in her emails that is not
attached. The current contract was renewed March 2017 and it expires March 2020.

Invoices 9825680543 (PUR00079611) and 9825680540 (PURO0079612) are both for the contract

renewal for March 2017. 15t year payment of new contract.
Invoices 9876815741 and 9876815742 (PUR00091102) are both for the contract renewal for March

2018. 2" year payment of contract.

Invoices 9877307610, 9877307611, 9877429817 and 9877436892 (PUR00094837) are for a True up
for additional licenses purchased July 2018.

Invoices 9877991241, 9877984062, 9877984061, 9877984060, 9877984059, 9877991243

(PUR00102029) are for the contract renewal for March 2019. 3rd year payment of contract.
Also, the signed contract for 2017 is attached.

Let me know if there is anything else needed.

Thanks, Georgina

Georgina Lannon, Office Services Supervisor

Corporate Information Services, 2nd Floor
City of St. John's

10 New Gower Street

St. John's NL A1C 1J3

(709) 576-8022

Email: glannon@stjohns.ca
Website: www.stjohns.ca

From: Keith Barrett <kbarrett@stjohns.ca>

Sent: Wednesday, May 22, 2019 9:29 AM

To: Lori Reid <Ireid@stjohns.ca>; Georgina Lannon <glannon@stjohns.ca>

Cc: Marie Taylor <mtaylor@stjohns.ca>; Rick Bennett <RBennett@stjohns.ca>
Subject: FW: ATIPP Request - Microsoft Office 365



Lori can you send along a copy of the PowerPoint presentation and any other documentation that
was created for the end users?

Georgina, can you take a look at the contracts that we have in the software inventory from the
original purchase date for 0365 as well as the renewals?

I'll create a TracklT ticket.

Keith

From: Derek Coffey <dcoffey@stjohns.ca>

Sent: Tuesday, May 21, 2019 2:22 PM

To: Keith Barrett <kbarrett@stjohns.ca>; Rick Bennett <RBennett@stjohns.ca>
Subject: FW: ATIPP Request - Microsoft Office 365

Folks,

See the attached — let’s discuss at our meeting tomorrow

From: Kenessa Cutler <kcutler@stjohns.ca>
Sent: Tuesday, May 21, 2019 2:18 PM

To: Derek Coffey <dcoffey@stjohns.ca>
Subject: ATIPP Request - Microsoft Office 365

Please see the attached request for information.

If you have any questions just ask!

Kenessa Cutler
Access to Information and Protection of Privacy (ATIPP) Coordinator
Office of the City Clerk | City of St. John's

t. 709 576 8429 | e. kcutler@stjohns.ca

Disclaimer: This email may contain confidential and/or privileged information intended only for the
individual(s) addressed in the message. If you are not the intended recipient, any other distribution,
copying, or disclosure is strictly prohibited. If you have received this email in error, please notify me
immediately by return email and delete the original message.



















































QAHIKAPHKIAREE/ 307610 1 CVR FIS/NOCOVER'

Microsoft

Invoice

- WRC-CA

Bill to PO Number: 00094837.

Purchase Order Date:

22-AUG-2018

PN :

Page No: 1

Document No:
Document Date:
Payment Due Date:

22-AUG-2018
21-SEP-2018

Terms: Net payment due 30 days from invoice date
SHIP TO
BILL TO INDIRECT RESELLER END CUSTOMER City of St. John's Attn- SOFTWARE TEAM
City of St. John's Attn-: SOFTWARE TEAM City of St. John's Customer No:
Customer No: Contact: 10 New Gower St Contact:
Contact: A1C 5M2.St. John's,Canada 10 New Gower St
10 New Gower St, Public Customer Number:_ St. John's NL A1C 5M2
St. John's NL A1C 5M2 Contact: Canada
Canada Phone: Phone: (709) 576-8349 Phone: 999-999-9999
Customer VAT#: Fax: Fax: Fax:
Phone: 999-999-9999 Program Version: E6
Fax: Enrollment / Master No:
Line No. Usage Country Microsoft Part No. Lic. Type Pool Period Reason Code Billing Qty Ordered  Unit Price Extended
Level & Option Amount
Description Description Subscription
Delivery Taxable Qty Ordered Tax Amt
000010 Canada KF5-00002 ACP-D Enterprise Servers Sep2018-Mar2019 AE 719.00 12.74 9.160.06
0O365ATP ShrdSvr ALNG SubsVL MVL PerUsr Cloud Taxable 1.374.01
000020 Canada JFX-00003 ACP-D Enterprise System Sep2018-Mar2019 AE 21.00 72.66 1.525.86
M365F1FullUSL ShrdSvr ALNG SubsVL MVL PerUsr Cloud Taxable 228.88
We hereby certify that the information Total Sale CAD 10,685.92
on this mvoice is true and correct.
Microsoft Corporation
GST/HST CAD 1,602.89
QST/PST CAD 0.00
Total Amount CAD 12,288.81

When invoices are reprinted, remittance information may change to

reflect current invoicing operations.



QAHIKAPHKIAREE/ 30761 1 CVR FISNOCOVER'

e Microsoft

Invoice

- WRC-CA

Bill to PO Number: 00094837

Purchase Order Date:

reN

22-AUG-2018

Page No: 1

Document No:
Document Date:
Payment Due Date:

22-AUG-2018
21-SEP-2018

Terms:

Net payment due 30 days from invoice date

SHIP TO
BILL TO INDIRECT RESELLER END CUSTOMER City of St. John's Attn- SOFTWARE TEAM
City of St. John's Attn-: SOFTWARE TEAM City of St. John's Customer No:
Customer No: Contact: 10 New Gower St Contact:
Contact: A1C 5M2.St. John's,Canada 10 New Gower St
10 New Gower St, Public Customer Number: _ St. John's NL A1C 5M2
St. John's NL A1C 5M2 Contact: Canada
Canada Phone: Phone: (709) 576-8349 Phone: 999-999-9999
Customer VAT#: Fax: Fax: Fax:
Phone: 999-999-9999 Program Version: E6
Fax:
Line No. Usage Country Microsoft Part No. Lic. Type Pool Period Reason Code Billing Qty Ordered  Unit Price Extended
Level & Option Amount
Description Description Subscription
Delivery Taxable Qty Ordered Tax Amt
000010 Canada AAA-10755 CUS-D Enterprise Products Sep2018-Mar2019 AE 50.00 24213 12,106.50
M365 E3 ShrdSvr ALNG SubsVL MVL Gov GovOnly PerUsr Electronic Delivery Taxable 1,815.98
000020 Canada T6A-00056 CUS-D Enterprise Products Sep2018-Mar2019 AE 41.00 49 .63 2.034.83
0365E1 ShrdSvr ALNG SubsVL MVL GovOnly PerUsr Cloud Taxable 305.22
We hereby certify that the information Total Sale CAD 14,141.33
on this mvoice is true and correct.
Microsoft Corporation
GST/HST CAD 2,121.20
QST/PST CAD 0.00
Total Amount CAD 16.,262.53

When invoices are reprinted, remittance information may change to

reflect current invoicing operations.


















City of St. John's

Quote Number:0522522.001

WinRmiDskipSrvcsCAL ALNG SA MVL UsrCAL’ BVC-01254 26.88' 425‘ Canada 11,424.00
Shared PC's

WINESperDVC ALNG SA MVL l KV3-00368 53.28‘ 213’ Canada 11,348.64
Additional Products

VSEntWMSDN ALNG SA MVL MX3-00117 1,414.68 2 Canada 2,829.36
VSProwMSDN ALNG SA MVL 77D-00111 405.12 10 Canada 4,051.20
CISSteDCCore ALNG SA MVL 2Lic Corelic 9GS-00135 219.36 86 Canada 18,864.96
CISSteStdCore ALNG SA MVL 2Lic CoreLic 0GA-00313 45.12 84 Canada 3,790.08
Total Year 3 Payment ] 52,308.24
Invoice Date: 2nd Anniversary Date

TOTAL SECTION 1 VALUE YEARS 1-3 156,924.72

W0;B3;G0;Y0;R0;P0;BD4;BL0O;BDSLO;BMO;BEO;E0;BV0;BDGMO;BOGMO

Page 4 of 10
MS Quote






City of St. John's

Quote Number:0522522.001

Total Year 2 Payment 162,455.16,
Invoice Date: 1st Anniversary Date
Pricing & Usage Year 3
. . Usage Start . . Net Unit Price | .

Product Description Part Number Usage Indicator Date Unit of Measure | Unit Quantity (CAD) License Quantity| Usage Country | Extended Amount (CAD)

Enterprise

SPE E3 FromSA ShrdSvr ALNG SubsVL MVL

Gov GovOnly PerUsr AAA-10725 Adjustable - Monthly 12 28.40 425 Canada 144,840.00

SPE E5 Step-up From SPE E3 ShrdSvr ALNG

SubsVL MVL Gov PerUsr AAA-28687 Adjustable - Monthly 12 26.31 2 Canada 631.44

E1 User Profile

0365E1FromSA ShrdSvr ALNG SubsVL MVL

Gov GovOnly PerUsr 7R7-00001 Adjustable - Monthly 12 5.83 179 Canada 12,522.84

CoreCALBridge0365 ALNG SubsVL MVL

PerUsr AAA-12414 Adjustable - Monthly 12 2,06 179 Canada 4,424.88

Additional Products

0365K1 ShrdSvr ALNG SubsVL MVL GovOnly

PerUsr TPA-00017 Adjustable - Monthly 12 3.00 1 Canada 36.00

Total Year 3 Payment 162,455.16

Invoice Date: 2nd Anniversary Date

TOTAL SECTION 2 VALUE YEARS 1-3 487,365.48

TOTAL DEAL VALUE YEARS 1-3 644,290.20]

Page 6 of 10

WO0;B3;G0;Y0;R0;P0;BD4;BL0;BDSLO;BM0O;BEQ;E0;BV0;BDGMO;BOGMO MS Quote






Q365K 1 ShrdSvr ALNG SubsVL MVL GovOnly PerUsr

TPA-00017 3.00,
Step-Ups Net Unit Price ({CAD)Y Month
0365E3 ShrdSvr ALNG SU MVL GovOnly O365K1 PerUsr 10888 17.84

W0;B3;G0;Y0;R0,P0;BD4,BL0;BDSLO;BMO;BED;E0;BVO;BDGMO;BOGMO

Cily of St. John's
Quote Number:0522522.001
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City of St. John's
Quote Number:0522522.001

Uniess otherwise indicated on the Cuslomer Price Sheet, Microsoft will invoice Enrolled Affiliate in 3 equal annual installments. The first installment will be invoiced upon acceptance of the Enrollment, and thereafter on the
anniversary of the Enroliment.

Delivery and Payment Terms: Subject lo Microsoft's review of Enrolled Affiliate’s financial condition and overall creditworthiness, all amounts will be due and owing within 30 calendar days of the date of Microsoft's invoice.
This payment due date is specified on the invoice. The lerms of any extension of credit under this Enroliment may be revised or withdrawn at any time upon Microsoft's written notice and non-payment within payment terms
may result in the Enrolled Affiliate’s Enrollment being placed on hold or terminated. Microsoft may, at its option, assess a finance charge of the lesser of 1% per month, or part thereaf, or the highest amount allowed by law on
all past due amounts from the first day the amount is past due until the amount is paid in full, and will be payable on demand. Enrolled Affiliale must make all payments in the form of bank wire transfers or electronic funds
transfers through an automated clearinghouse with electronic remittance detail, in accordance with the payment instructions Microsoft provides on its invoice to Enrolled Affiliate.

PLEASE NOTE: At the start of each term of an Enroliment, price levels are established for that term based upon terms in the applicable Agreement and Enrollment. For Direct Enrollments, final pricing is established by the
licensing Microsoft affiliate based on the applicable price levels and other factors. For Indirect Enrofiments, final pricing is established by the Customer’s reseller based on the applicable price levels and other factors.
Therefore, Customers should not expect to receive the same pricing across different Enroliments, particularly when the Enrollments are under different channel models (Direct and Indirect). if an Affiliate is not included under
this Enroliment, but signs a separate Enrollment, that Affiliate may be subject to pricing other than what has been established in this Enroliment. While the payment on an initial order and any order for Online Services may be
spread annually across the term of the Enroliment, any subsequent additional product and true-up orders for License & Software Assurance are invoiced in {otal unless otherwise specified.

Method for delermining Enrolled Affiliate's price levels is described in the Agreement and Enroliment.

The Customer Price Sheel is confidential between the ficensing Microsoft Affiliate and Enrolled Affiliate. However, Enrolled Affiliate must provide the signed final Customer Price Sheet to Enrolled Affiliate's Software Advisor.
The Software Advisor will in tum submit the Customer Price Sheet alang with the complete and signed Enroliment to the Microsoft Affiliate to process far billing.

After a Customer with on-premises Product Licenses transitions to Online Services, the Customer may, at Customer’s option fransition back to their original Producl Licenses. If you wish to transition back to your on-
premises Product License, please conlact your Account Manager, License Advisor, or Reseller for assistance.

City of St. John's by signing the signature form/cover page, acknowledges thal it has read the enroliment referred to in the Customer Price Sheet {including any amendments {o that enrollment). Refer to the enrollment for a
description of payment terms. All pricing and other terms are subject fo change by Microsoft at any time until execution and delivery by all parties of the final enroliment and all other necessary legal documentation. Please do
not sign the signature form/cover page or process this price sheet unless Final Price Sheet is indicated on top of the first page.

W0;B3;G0;Y0;R0;P0;BD4;BL0;BDSLO;BMO;BE0;EQ;BV0;BDGMO;BOGMO

Page 10 of 10
MS Quote






Microsoft Affiliate

Microsoft Corporation

Signature

Printed First and Last Name
Printed Title

Signature Date ‘
(date Microsoft Affiliate countersigns)

Agreement Effective Date
(may be different than Microsoft's signature date)

Optional 2" Customer signature or Outsourcer signature (if applicable)

Customer

Name of Entity (must be legal entity name)*

Signature*

Printed First and Last Name*
Printed Title

Signature Date*

* indicates required fi

3

me)*

Name of Entity (must be legal entity na

Signature*

Printed First and Last Name*
Printed Title "

‘Signature Date*

Zindicates required field

If Customer requires physical media, additional contacts, or is reporting multiple previous Enrollments,
include the appropriate form(s) with this signature form.

After this signature form is signed by the Customer, send it and the Contract Documents to Customer's
channel partner or Microsoft account manager, who must submit them to the following address. When
the signature form is fully executed by Microsoft, Customer will receive a confirmation copy.

Microsoft Corporation
Dept. 551, Volume Licensing
6100 Neil Road, Suite 210
Reno, Nevada 89511-1137
USA

ProgramSignForm(MSSign)(NA, LatAm)ExBRA ML}(ENG)(Aug2014) Page 2 of 2



Add Boardrooms to your Outlook Calendar

Open your Calendar view, and from the ribbon, click Open Calendar — From Room List...

The Global Access List (GAL) should appear with ‘All Rooms’ selected.

Once the Rooms display in the list, select the rooms you want available to show in your calendar. (You
can select multiple rooms by pressing and holding the shift or ctrl keys). Once selected, click the Rooms
button to add the selection to your list, then click OK.



Your calendar(s) should now be added to the bottom of your Calendar navigator. You may have to wait
a moment or two for the information to flush through.



How to add an External Contact List or
Calendar to Outlook

Open your Outlook Client and select the ellipsis at the bottom of the navigation (...). Then select

Folders.



Expand the Public Folders, All Public Folders and then CSJ Public Folders. You will then see any
External Contacts Lists and Calendars that you have permissions to access. Right-click the item
you want and select Add to favorites. Another dialog-box will display and you can name the
Favorite folder and click Add. This will add it to your Outlook Other Contacts/Other Calendars

selection.



For Other Contacts
Now you can add the new Contacts list to the Address Book list also to allow you to easily select them

when creating email or groups.

Right-click on the Contact list again in Public Folders and select Properties. Then on the next dialog box
select the second Tab for Outlook Address Book and check Show this folder as an email Address Book.

This same process can be done from the Other Contacts navigation.

Information Services External Contacts Properties X

General Qutlook Address Book  Permissions

Show this folder as an email Address Book
Mame of the address book:
Information Services External Contacts

You should now see the External Contact List from your Contacts under Other Contacts.






You will also see the option to select it in the Address Book Listings and select Members from

the list to send emails to.

From +
To.
Send
Ce..
| Select Names: Offline Global Address List
Bee.
| Search: (8 Name only (O Maore columns  Address Book
Subject
ubie L | o [Offiine Global Address List - cyoung@stiot |~
1 young@stjohns.ca
‘ Mame Title Contacts
S 315D Offiine G|goal Address List
@‘5}\. Raosann England-Sharpe CSR1 Global Address List
4% ACRUsers All Address Lists
@i}\dam Hill Plumbing In :H g?:t_a;ti_ List
€4 Adrian J. St. Croix Fire Captain| 4 G'fﬂ:]'ps” fon Lists
3 Aggi Westcott Mgr - Admin| Al Rooms
£ Alanna Wicks Archives Tec  All Users

2% Alerts 911 PSAP
(£5 Alex Newell
@aAlia Dunphy

& Alicia Hayden
(£5 Allan Chafe
@Alvin C. Hayes
@Amanda Guy
&2 Amanda J. Martin

2 Amanda Manrs

Offline Global Address List
Public Folders

Fire Captain

Program & Operations Coord 5768623
Financial Accountant |1 5768077
Mgr - Surveying 5768108
Surveyor Il 5768574
FSW (K] (REC/7325)

Surveyor Il 5768582

Ishnratane Tarhmalanict (711DF)

x
Advanced Find
Location Department Email Adc|
9 [ ~
COMMUNITY SE... renglar,
acruser.
Planning Eng & ... ahill@s
Central ST. JOHN'S REGI... astcroix
PLANNING ENG ... awestect
OFFICE OF THE ... awicks{
S51911P!
Central ST. JOHN'S REGI... anewel
COMMURNITY SE... adunpk
Finance FINANCE AND A... ahayde
PLANMING ENG ... achafeq
1st Floor Annex PLANNING ENG ... ahayes(
Community Servi... aguy®:
PLANNING ENG ... amartin

BHRIIF WADKE

OK

Cancel




This contact list will now be available from your Outlook Client and Outlook Office 365.
**NOTE: Contact list GROUPS are NOT available through Outlook Office 365.

I Microsoft Office Home oz
< > O |a

Add to the favontes bar by selectin

People

~ Featured people

Frequently contacted
On your calendar
Favorites

For follow-up

A Your contacts

Contacts
v Directory

A Other contacts
Information Services External Con

s

A Groups New T+

god

Groups give teams a shared
space for email, documents,
and scheduling events,

=» Discover

=+ Create




For Other Calendars
This calendar will now be available from your Outlook Client and Outlook Office 365.



How to Schedule Rooms in OQutlook

Scheduling meeting rooms works a little differently in Outlook than what we were used to with Lotus
Notes. Lotus Notes would check a room availability and prevent you sending the invitation if the room
wasn’t available. Outlook on the other hand, will send your invitation without that check. Therefore, it
is important for the user to confirm room bookings.

There is also a common misconception about a meeting invite’s ‘Location’ drop down list. This list is

primarily for entering private locations — manually typing in someone’s office or Tim Hortons. Simply
entering the room name into this field will not book that room. If you want to book an organizational
resource, you must ensure that you use the ‘Rooms..." button to the right of the ‘Location’ field.

To book a board room when sending a meeting invitation, please confirm the following:

1. When attempting to book a meeting room, make sure to select the ‘Rooms...” button. If you do
not click the ‘Rooms..." button, your room will NOT be booked. Do not use the location drop
down list.

2. Ensure that the room requested displays in your ‘To:’ field. (It will also display in the Location
field by default). If the room name does not show in the ‘To:’ field, your room will NOT be
booked.

3. You room booking will be confirmed by email. If you do not get an email stating your request
has been accepted — your room will NOT be booked.



Office 365- Advanced Threat Protection

Safe Attachments (Dynamic Delivery)

Safe attachments help to protect your organization from malicious content in email attachments and
files in SharePoint, OneDrive, and Microsoft Teams.

When you now receive an email with an attachment it will be delivered right away with the message,
however, the attachment will not be available until scanning is complete. You will see the following
result. The email with the attachment will be delivered a few minutes later when scanning is finished,
and Microsoft is satisfied that the attachment is safe to open. The scanned message and attachment will
replace the original message you received.



Safe Links

Safe links help prevent your users from following links in email and documents that go to web sites
recognized as malicious. Protect your users from opening and sharing malicious links in email messages
and Office 2016 desktop apps. These links may take you to a site that you think you are logging into, but
in fact that are stealing your account and password. Safe Links prevents this from happening.



Unless you hover the link that is sent in the email you will not notice a difference. When you click the
link you will be redirected to a Microsoft site to first test that the link is not malicious and then
redirected to the official site. This may take a little longer, but it is worth the wait to make sure the links

you click are secure.



Out of Office on your iPhone
Steps to enable Out of Office on your iPhone

***NOTE: Unlike your Outlook desktop client, you do not enter a start/end date. You must turn the
option on when leaving and off when returning.












Outlook 2016

Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Outlook features and commands you're looking for,
to discover Help content, or to get more information online.

Q@ sort messages|

7| ReverseSort

Show as Conversations

El Arrangement Options »
2] Show All Folders Ato Z
= Clean Up »

e Get Help on "sort messages”

Smart Lockup on "sort messages”

Get other Quick Start Guides

Outlook 2016 is just one of the newly designed apps in Office 2016. To download
our free Quick Start Guides for any of the other new versions of your favorite apps,
visit http://aka.ms/office-2016-guides.

] Office

Look up relevant information

With Smart Lookup, Outlook searches the Internet for relevant information to
define words, phrases, and concepts. Search results shown on the task pane can
provide useful context to information you need to share with other people.

Review @ Bed
@ GetHelp on "Bec”

O Smart Lookup on "Bec” Smart Lookup X

Explore Define

Explore Wikipedia

Blind carbon copy - Wikipedia, the fre
Blind carbon copy (abbreviated Bec) allows
the sender of a message to conceal the

person entered in the Bec: field from the ...

BCC - Wikipedia, the free encyclopedi
This disambiguation page lists articles
associated with the title BCC. If an internal
link led you here, you may wish to chanc ...

Next steps with Outlook

See what's new in Office 2016
Explore the new and improved features in Outlook 2016 and the other apps in
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that Outlook 2016 has to offer? Visit
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback

Love Outlook 2016? Got an idea for improvement to share with us? On the File
menu, click Feedback and then follow the prompts to send your suggestions
directly to the Outlook product team. Thank you!
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NOTE: Unlike Lotus Notes, CSJ Holiday time is not booked in your personal calendar and will show as
‘available’ time to others attempting to book meetings with you.
























In Lotus Notes, to access your email over the web use the address
‘http://webmail.stjohns.ca’.

In Outlook 365, to access your email over the web use the address
‘http://portal.office.com’.
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Migrating your iPhone and or iPad to Outlook

As part of the Office 365 and Outlook Migration Project, you will need to enroll your iPhone and/or iPad with a new
Mobile Device Management system (MDM). Please complete the following steps on your iDevice(s) to complete the
enrollment.

1. If you do not already have the “Company Portal” app installed, please install it by going to the App Store and
search for “Company Portal”, then tap the “Get” button next to “Intune Company Portal” and select install.

2. Locate the App on your device and tap on it to open. Sign in with your full city email address (ex:
jgreen@stjohns.ca), tap “Next”, enter your Windows password and tap “Sign in”
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3. Tap “Begin” in the top righthand corner, then “Continue”, then “Next”:

4. Tap “Allow”, then “Install” and enter your Passcode for your device.
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5. You will be prompted to install the Management Profile. Tap “Install”, “Install” and then “Trust”

” o«

6. When prompted, Tap “Done”, “Open” and “Done”.

Your device is now enrolled. The instructions on the following pages are to get your new Outlook Email!
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Accessing your new Outlook Email

1. If you do not already have the “Outlook” app installed, please install it by going to the App Store and search for
“Microsoft Outlook” then tap the “Get” button next “Microsoft Outlook” and select install.
*See page 7 if you already have the Outlook app installed

2. Locate the App on your device and tap on it to open. Tap “Get Started”, “Notify Me” and then “Allow”

=
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3. The Outlook app should find your city email account. Tap on “Add Account”, “Maybe Later” and then “Skip”

4. Your email should now be visible on your device however there are couple of settings that we recommend you
disable to remove the possibility of inadvertently missing perhaps important emails. Select the Menu option in
the top left corner of your Outlook app, then select the gauge wheel bottom left, and then DISABLE both
“Focused Inbox” and “Organize by Thread”
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5. While still in the Settings menu, select “Swipe Options”, tap “Archive” and choose the “Delete” icon.

6. Lastly, while still in the Settings menu, select your Office 365 account, toggle on “Save Contacts” and “Ok”
o You may be prompted to turn on iCloud contacts. This is ok to do.
o The contacts app is VIEW ONLY. To add or edit contacts, you must use the Outlook app.

You’re all set!



Page |7

Adding your City Email to your already existing Outlook App

This section is for individuals who have outlook on their device(s) already for their personal email (@hotmail.com and
@outlook.com.)

1. Tap the Menu in the top left-hand corner of your screen, then tap the add email icon and then type your city
email address.

2. Tap “Add Account”, enter you Windows password and tap “Sign in”. You're all Set! See page next page for
disabling “Focused Inbox” and “Organize by Thread.”
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3. There are couple of setting that we recommend you disable to remove the possibility of inadvertently missing
perhaps important emails. Select the Menu option in the top left corner of your Outlook app, then select the
gauge wheel bottom left, and then DISABLE both “Focused Inbox” and “Organize by Thread”

4. While still in the Settings menu, select “Swipe Options”, tap “Archive” and choose the “Delete” icon.
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5. Lastly, while still in the Settings menu, select your Office 365 account, toggle on “Save Contacts” and “Ok”
e You may be prompted to turn on iCloud contacts. This is ok to do.
e The contacts app is VIEW ONLY. To add or edit contacts, you must use the Outlook app.

You're all set!





