CIEEM Microsoft 365 Subsite Login Instructions

Each committee has been provided with a Subsite as part of the CIEEM Microsoft 365 account. This
is a place where you can store shared documents, find useful templates, links and other tools to help
coordinate your committee activities.

Logging In for the first time

Resetting your password

Troubleshooting

If you have any difficulty logging into your subsite please contact the person who shared the site
with you or enquiries@cieem.net for assistance.

Logging In for the first time:

When you are given access to your committee subsite, you will need to authenticate your login
details the first time you log in. This is an important step to ensure the security of any sensitive
information (such as contact information) that may be stored here.

1. You will get an email like Fig 1. Click on the ‘Go to..." link.

Note 1: This link expires after one use, so you must follow the log in process through once
you have begun. If you are unable to do so, please contact the person who sent it to you, so
they can reissue you with a new link.

Note 2: The link sent to you will expire after 10 days. If it has been longer than that since
you received the invitation email, please contact the person who sent it to you so they can
reissue you with a new link.

Note 3: If you are already logged into a Microsoft account on this PC and this is not the
account you want to use to access your CIEEM subsite, please log out of that account before
attempting to authenticate your CIEEM subsite login.

] Office 365
Hello,

Here's the site that Vicky Bowskill shared with you.

Go to Member Networks

This is a mandatory service communication.

This message was sent from an unmonitored e-mail address. Please do not reply to this message.
Brivacy | Legal e .
. Microsoft
Microsoft Office

One Mi W,

Figure 1
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CIEEM Microsoft 365 subsite login instructions (cont’d.)

2. If you are not already logged in with a Microsoft account, you will be taken to this screen
(Fig 2). If you are already logged in you will be taken to a login screen (Fig 4).

If you have an existing account, click on the appropriate link (‘Microsoft account’ for a
personal account, ‘Organizational account’ for a work account). You will be taken to a login
screen (go to step 4).

m E> https:--'cleem.sharepomt.mm-'M';'C-'_Ia}fout!_"lS-'acceptln\.flte.a:px?m'-.'ltatlon:‘:‘-JBEE 0O ~ @ C || M John Gordon wants to share M... E)We\cometn SharePoint Onl... *

] Office 365

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization.

. . Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
services.

g Organizational account
ﬂ Sign in with the account provided by your work or school to use with Office 365 or other

Microsoft services.

Don't have either accgaint? Create a Microsoft account, it's qu@

Legal | Privacy

Figure 2
3. If you don’t already have a Microsoft account, click on the ‘Create a Microsoft account’ link
below the other options. This will take you to Figures 3 to 5.

Note 1: You can use any email address and will not be required to set up a new Microsoft
email address (unless you want to).

Note 2: Consider using a mobile number in your account details so you can get a handy text
should you need to reset your password or request a verification code for any reason.
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CIEEM Microsoft 365 subsite login instructions (cont’d.)

-H Microsof [ | | H
. n
Bl Microsoft t B% Microsoft

Enter code
Create account We've just sent a code to

cieemwestmidlands@gmail.com

Create account

Before proceeding, we need to make sure that a
real person is creating this account.

This information is required. Back Next D -
‘ = Audio

Microsoft account opens a world of benefits. ‘ | ‘

‘ Enter the characters you see |

This information is required.

‘ Create password ‘

|:| Send me promotional emails from Microsoft
Next

Use a phone number instead

Get a new email address

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Figure 3 Figure 4 Figure 5
4. If you are not then taken through to your new subsite, use the link in the email you were
sent and you should go straight into your site. That’s it, you’re done!

5. When you sign in next time, select the option for ‘Organizational account’, see Figure 6.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization.

. . Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
services.

Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services.

ﬂ Organizational account

Don't have either account? Create a Microsoft account, it's quick and easy!

Legal | Privacy

Figure 6

Back to Top
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CIEEM Microsoft 365 subsite login instructions (cont’d.)

Resetting your password:

6. We all forget passwords from time to time. If that happens, go to the usual log in page and
click on ‘Can’t access your account?’ (Fig 9).

Sign in

Microso® accoum What's this?

Emall or phone

I Password

Keep me signed in

in vath 3 sngle-use code

Your account, our priority i

Adding security information helps protect your account

Don't have a Microsoft account? Sign up now

Figure 9

7. Select the appropriate box and click ‘Next’. mm

Why can't you sign in?

O I've forgotten my password
O I know my password, but can't sign in

O I think someone else is using my Microsoft
account

Cancel Mext

Microsoft

Figure 10
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CIEEM Microsoft 365 subsite login instructions (cont’d.)

8. Enter the email address or phone number associated with the account you are trying to
access.
| |
]
Recover your accou Nt

We can help you reset your password and security
info. First, enter your Microsoft account and follow the
instructions below.

Email or phone
f!‘ MNew
) Audio
Enter the characters see
Flgure 11 Cancel Next

9. Choose where you would like your security code sent (Fig 12). You will need this code to
reset your password. Then click on ‘Send code’ and you will be taken through to Fig 13.
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We need to verify your

identity

CIEEM Microsoft 365 subsite login instructions (cont’d.)

Enter your security code

How would you like to get your security code?

O Email ci*****@gmail.com

O Tdon't have any of these

I have a code

Cancel Send code

Microsoft

Figure 12

If cieemmembernetworks@gmail.com matches the
email address on your account, we'll send you a code.

Code
Use a different verification option
Cancel Next
Microsoft
Figure 13

10. Your code should come through within a few minutes (Fig 14). Copy it into the box in Fig 13.

Microsoft account password resel ke = - B
MiCTOSOMt SCCOUNT DBBIM <ACCOUNT-SeCunty-Nofeply Eaccount Microsofl. come 11:49 AM (0 minutes ago) F_—_—
o me |-
Microsoft account
Password reset code
Please wse this code to reset the password for the Micresoft accownt o @gmail.com.
Here is your code: 3300458
If you don't recognise the Microsaft account o™ @gmail.com, you can click here to remove your email address from that acocunt

Thainks,
The Microsoft acoount team

Figure 14
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11. Change your password as
prompted and you’re all done
(Fig 15). You will also receive an
email to confirm that your
password has been reset.

Click on ‘Next’ to access the
subsite.

CIEEM Microsoft 365 subsite login instructions (cont’d.)

Your account has been
recovered

¥Oou can now use your new security info to sign in to
your account,

Here is 3 summary of what you've just completed:
Your password was changed

We highly recommend that you turn on two-step
verification. Two-step verification is an advanced
security feature that makes it harder for someone to
break into your account with just a stolen password,
Learn more about two-step verification and whether
it's right for you.

Enable two-step veri... Mext

Figure 15

Back to Top
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CIEEM Microsoft 365 subsite login instructions (cont’d.)

Troubleshooting
If you are having trouble logging into your subsite there are a few things you can try:

1. Ensure you are not logged into any other Microsoft accounts on your machine.

2. Ensure you are logging in using the email address that you used when you first verified your
account (if you have done so already). If you have/had access to other CIEEM subsites, you
will need to use the same email address for all of them.

3. Ensure you are using the correct link and not one that has expired (invitations will expire

after one use or 10 days). Contact the person who shared the site with you to check.

Clear the cached data in your browser.

Try using a Private/InPrivate browsing window.

Try using a different browser.

Try setting up your login afresh with a different email address that is not linked to any other

Microsoft platforms, such as a free gmail or other web-based email provider. You will need

the administrator of your subsite to delete your subsite profile and send you a new user link.

No vk

The method to clear cached data, browsing history and open a Private/InPrivate browsing window
will vary between browsers and can be found in the relevant options/settings menu. If you’re unsure
how to do this, try an internet search for instructions on your particular browser.

If you are still having difficulty logging into your subsite please contact the person who shared the
site with you or enquiries@cieem.net for assistance.
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