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About the account notification cards that will be

distributed

Account notification cards (printed on both sides) are distributed to new students upon enr
This is very important information that you will need to use the university's systems, O
software, etc.
Read care

I pPasswg

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account

at University of Tsukuba : $2399999@u.tsukuba.ac.jp

-Unified Authentication System
Initial Password-

To start using the service, you must follow steps (0) through (5) to set up a
Microsoft account password. (This is a different system from the Unified
Authentication System.)

A - b FBEAXTE
[CE: S N:
Student ID Number: 202399999
Unified Authenticstion UTID-13: 0001202399999
Unified Authentication UTID-NAME: 52399999

Affiliation:

Name: (0) Connect to the university network
This section describes one method of connecting to the university's network using
the ‘On-Campus Wi-Fi System
For information on how to connect to the On-Campus Wi-Fi System, please see the
web page of the Academic Computing and Communications Center.

https://www.cc.tsukuba.ac.jp/wp e/service/wireless/

If you have no choice but to access onl; J from off-campus, please use the VPN
service of the Academic Computing and Communications Center.

Email Address: 52399999@u.tsukuba.ac.jp https://www.cc.tsukuba.ac.ip/wp/service/von/
Initial Password: Asdfghi8 (1) Access the following setup site from your browser

https://m365setting.u.tsukuba.ac.jp

You can only connect from the university network

(including the VPN service mentioned above),

(You will only have to access this setup site the first time.

After setting the password, yvou do not need to access this configuration site.)

2)Log in using the Unified Authentication UTID-NAME and the Unified Authentication
ystem password.

Account information for the Unified Authentication System is explained on the
reverse side.
Please select "@u.tsukuba.ac.jp” in the "Select Domain” section.

The initial password expires on 2023/6/30
Change your initial password immediately at the URL helow.

O Unified Authentication System
https://account.tsukuba.ac.jp/index-e.html
(Also accessible from off-campus)

[Notes on the Unified Authentication System Account]
OIf you have forgotten your password, please bring your student ID card
and go to the Academic Computing and Communications Center office or
the counter of each library for reissue procedures.

{3} Click "Change Password" and follow the instructions on the screen to set your Mi-
crosoft 365 password.

Note: *Please set a password that is different from the Unified Authentication
System password.

QOThere are two types of account names for the Unified Authentication System:
UTID-13 and UTID-NAME. Which one to use depends on the system,

[Main systems using the Unified Authentication System]
(Account types used in parentheses)

e} Zengaku Computer System (UTID- NAME)

(4) Click "Multi-Factor Authentication” and set the setting status to "Enable”.
For security reasons, the University strengly recommends the use of multi-factor
authentication.

(3%If you have not received a distribution or have lost it, please contact the
respective support office.)




About Unified Authentication System Accou

-Unified Authentication System
Initial Password- Account Information
Affiliation: A3 L FEATHE
BH KB

Student ID Number: 202399999
Unified Authenticstion UTID-12: 0001202399999
Unified Authentication UTID-NAME: 52399999

$2399999@u.tsukuba.ac.jp
i TS

Name:

Unified Authentication System account. The initi
password has an expiration date!!

Email Address:

The |n|t|al Dassword explres on 2023/6/30

, If you do not change your initial password by the
°%”&E‘“g‘ifé‘éi’::i’ﬂ%2E.'ﬁﬂ‘b5a"§£ﬁ"£;.ndexemm. deadline, you will not be able to use the universit
.......................... ................ :...... ......................................... System, Be Sure tO Change .it aS Soon as pOSSible.

(Notes on the Unified Authentication System Account]
OIf you have forgotten your password, please bring your student ID card
and go to the Academic Computing and Communications Center office or
the counter of each library for reissue procedures.

OThere are two types of account names for the Unified Authentication System:
UTID-13 and UTID-NAME. Which one to use depends on the system,

[Main systems using the Unified Authentication System]
(Account types used in parentheses)

O Zengaku Computer System (UTID-NAME)
O TWINS (UTID-NAME, UTID-13, Student ID Number) 1

Cautions for use, etc.
O Library (UTID-NAME, UTID-13)

O On-Campus Wi-Fi System (UTID-13)

Instructions on how to use Microsoft 365 (Office, Teams.
Etc.) are on the reverse side.
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About Microsoft 365 Accounts

After this instructional material,
Follow your Microsoft 365 account notificatio
we will explain in detail how to set up your ac

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account

at University of Tsukuba : S52399999@u.tsukuba.ac.jp

To start using the service, you must follow steps (0) through (5) to set up a
Microsoft account password. (This is a different system from the Unified
0t it e y )

(0) Connect to the university network

This section describes one method of connecting to the university's network using
the “On-Campus Wi-Fi System
For |nfon'nat|on on how to connect to the On-Campus Wi-Fi System, please see the
web pa/ge of the Academic Computing and Communications Center.

ttps:/ fwww.cc.tsukuba.ac jp/wp efserwcefwwelessf
If you have no choice but to access onl, J from off-campus, please use the VPN
service of the Academic Computing and Communications Center.
https://www.cc.tsukuba.ac.ip/wp/service/vpn/

Your M365 account name

(1) Access the following setup site from vour browser
https://m365setting.u.tsukuba.ac.jp

You can only connect from the university network

(including the VPN service mentioned above).

(You will enly have to access this setup site the first time,

After setting the password, vou do not need to access this configuration site.)

2)Log in using the Unified Authentication UTID-NAME and the Unified Authentication
ystem password.

Account information for the Unified Authentication System is explained on the
reverse side.
Please select "@u.tsukuba.ac.jn” in the "Select Domain” section.

(3) Click "Change Password” and follow the instructions on the screen to set your Mi-
crosoft 365 password.

Note: *Please set a password that is different from the Unified Authentication
System password.

To be done before starting
(4) Click "Multi-Factor Autl;ﬁenltjc_a‘rionl' an;i set lthe setting s;c'atéjl.'s to "El;:ble';.t_ fact 5
F recommen multi- r
aﬂ;:::g:;{ig?sons. the University strongly recommends the use ulti-facto to u Se t h e Se rV-I Ce :

(5) Log out of the setup site

If you have used VPN, be sure to disconnect the VPN connection after logging out paSSWO rd Setti n g p roced u re

of the setup site to avoid intensive use.

ThlS completes the Microsoft account setup. Thereaﬂer. nlease sign in to the Microsoft 365 site
ur Microsoft account and the password

Sign in to Microsoft 365: https:fflugn microsoftonline. oomf
Microsoft Products: @ https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/ m
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Microsoft 365 (hereafter M365) Instructions

» @ Set a password

Have your account notification card ready at hand.

For more information about the account notification card and how to set
your password,

Please refer to the next page for instructions on how to set your password.

» (@Sign in to M365

Once you have set your password, sign in to M365.



/

M365 Account Password Setup Instructions
Connect to the ©@ University network

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account

at University of Tsukuba = 52399999@u.tsukuba.ac.jp

To start using the service, you must follow steps (0) through (5) to set up a
Microsoft account password. (This is a different system from the Unified
Authentication System.)

(0) Connect to the university network

This section describes one method of connecting to the university's network using
the “On-Campus Wi-Fi System”. o

For information on how to connect to the On-Campus Wi-Fi System, please see the
web pa/ge of the Academic Computing and Communications Center.
httos://www.cc.tsukuba.ac.jp/wp e/service/wireless

If you haye no choice but to access on(lr from off-campus, please use the VPN
service of the Academic Computing and Communications tenter.
https://www.cc.tsukuba.ac.ip/wp/service/von/

https://m365setting.u.tsukuba.ac.jp

You can only connect from the university network

(including the VPN service mentioned above).

(You will only have to access this setup site the first time.

After setting the password, you do not need to access this configuration site.)

2)Log in using the Unified Authentication UTID-NAME and the Unified Authentication
ystem password.
Account information for the Unified Authentication System is explained on the
reverse side.
Please select "@u.tsukuba.ac.ip” in the "Select Domain” section.

(3) Click "Change Password” and follow the instructions on the screen to set your Mi-
crosoft 365 password.

Note: *Please set a password that is different from the Unified Authentication
System password.

(4) Click "Multi-Factor Authentication” and set the setting status to "Enable”.
For security reasons, the University stronaly recommends the use of multi-factor
authentication.

(5) Log out of the setup site
If you have used VPN, be sure to disconnect the VPN cannection after logging out
of the setup site to avoid intensive use.

Thiﬁ completes the Microsoft account selup, Thereafter, please sign in to the Microsoft 365 site

with your Microsoft account and the password you have set.

Sign in to Microsoft 365: hitps://login.microsoftonline.com/ ﬁ i
Microseft Products: : https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/

Now, follow the instructions on the notification card,
Let's set up your password.

If you are already
connected to the university
network if you are already

First, as a preliminary preparation
’ P y prep connected, Go to next slide

Connect to the university network.

First, let's connect to the university network as a
preliminary preparation.

There is an explanation on the notification card,

How to connect to the university's wireless LAN
system,

instructions for each OS on the following URL page.

The instructions for each operating system are
provided on the following URL. Please refer to this

page,
Let's connect to [utwlan-w]
https://www.cc.tsukuba.ac.

RS
contg?t/uploads/RefConnec oCampusWirelessLAN
en.p
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M365 Account Password Setup Instructions
@Access the site for settings from a browser.

While connected to the university's network,
Access to the

https://m365setting.u.tsukuba.ac.ijp

i 7 i Verify that you are connected
to the university network
(image shows an example of an
on-campus wireless LAN
system)

Launch your web browser, acess to the

RS x|+ (3%You can also use the QR code

O &) https:,‘,.‘m3655&tting.u.tsukuba.ac.jp| above.)
@  https:ffm365setting utsukuba.acjp



https://m365setting.u.tsukuba.ac.jp/
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M365 Account Password Setup Instructions
@Access the site for settings from a browser.

> The campus network, such as the campus wireless LAN system, is not
available,

If you must only access the site from off-campus,

Please use the T'VPN Service] of the Academic Center for Computing and
Media Studies.

For details on how to use the service, please refer to the following web.
https://www.cc.tsukuba.ac.jp/wp_e/service/vpn/

If you have any questions, please

contact Center for Academic
Computing and Media Center
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M365 Account Password Setup Instructions
@Log in with UTID-NAME and Unified Authentication

System password The site for setting passwords is

FUEAF ERRIEEE
FiERATr PSS —

['Cloud Mail Service Authentication Setting
Systeml .
DSIRA—IY—ER
SBASRES AT A

Enter your account information as shown in the figure
(Microsoft 365)

on the left,
Click on I Login] .

52399999

-Unified Authentication System
Initial Password-

u.tsukuba.ac.jp
------------ The Unified Certification

System
UTID-NAME

: AX - XLFBHAXFHE
Name: B%® AER

nnnnnnnnnnnnnnnnnnnn 0001202399999

52399999@u.tsukuba.ac.jp
Initial Password: Asdighj8

The initial password expires on 2023/6/30
Change your initial password immediately at the URL below.

@ Language ~

Select T
Unified Authentication u.tsukuba.ac.jp
System

Password s Check the notification card for account
1>n<formation on the Unified Authenticatio )
If you have already changed the initial password,

Pléase enter the changed passwo
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M365 Account Password Setup Instructions
®Click 'Change Password] and follow the prompts to

set your Microsoft 365 password.

After successfully logging in, you will see the following picture,
Click on TChange Password] .

PSD A I —EXEERSRES AT I @ D:f:j-:-h

Click TChange
LA T oodigE IR LT .

S Password ]

- — I —E A TER LTS
. %E%E}JEE@ QEEZ—“
-OS O R A IS EROESREEIIOFESETInEBE IS s TEET.

BIFY_—_aFidosshaed o0 FrsEEd

5=
AR T [ERIEEMNE FmER AT PS5 —

2023 University of Tsukuba ALL RIGHTS RESERWVED.
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M365 Account Password Setup Instructions
®Click [Password Change] and follow the prompts to

set your Microsoft 365 password.

OSTRA—NY—CmERES AT 0 @ H When the Set Password screen appears,

Take care to meet the password requireme
UEITIE £) 2 listed at the bottom ofpthe screen,cI
Enter your

password Set a new password.

| <xo—r&E

SERTD— R (528)

| a0 raan

MR — F@A R (48
[635—F. coic/tao— FEAS
O & [FnPOA D]

HNotice

Please set something different from the
O VT o P FemELTADSS Unified Authentication System password

ERTEOIRE LT T
SR FL E({ LRI 16325)
BT 3L TOER . c .
EAMTELEEORT. 25 BEOERERESE TS, XTh]S rpassword Cond]tlonJ
AT
£ [0 ~ 9]

IR (a ~ 1) A password that satisfies the

FILFHART (A ~ 2]

B2 N#$%a () +-./i;<==2@[¥]~A_" {|}~] must be set

FEES ¥ SV HE—OEOTE.

(R St t] X
SEAT BREEAIE FEHRA Ty Pl —

2023 University of Tsukuba ALl RIGHTS RESERWVED.
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M365 Account Password Setup Instructions
®Click 'Change Password] and follow the prompts to

set your Microsoft 365 password.

559 KRX— Y — P REERES 2T A @ < After entering your password,
Y e s Click the [Change] button.

| <xo—r&E

SERTD— R (528)

(oo rern You have now changed the password for your
— Microsoft 365 account.

roe Click on Rassword change for your Microsoft 365 account
L [Change ] as been completed.

O FJm[FRAO A (3 E#]

O w2z PF—R—FEERALTADTA

In the [Log in to the Microsoft 365 site| section
- that follows, you will be asked to enter your
T—— password.

SR FL E({ LRI 16325)

T 3 RF oA . . .
BATFELEEIEE. BE. BFOIMRERES L TFEL, Log in to the Microsoft 365 site,
FEFIRIAE T

#mEE [0~ ol .
IR (a ~ 1) use this new password.
KEFHEBEF (A ~ 7]
ES l#s%na' (1r+-./:;==>2@[¥]~_"{|3~]
FEES ¥ SV HE—OEOTE.

(LS E] R
SEAT BREEAIE FEHRA Ty Pl —

2023 University of Tsukuba ALl RIGHTS RESERWVED.
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M365 Account Password Setup Instructions
@Enable multi-factor authentication

For security reasons, the University of Tsukuba strongly recommends the use of multi-
factor authentication for your Microsoft 365 account.

After changing your password, continue to set up multi-factor authentication.

DIV FA—NT—EAGEESRES AT A @ Dr;h

roooooooooi@u. tsukuba. ac. jp

Click on either of the red
boxes in the figure on
the left.

R ERL TSN AT REEETEES.

el A MEEFEREIOAA/MBERIDEI I o TEET.

5 _
78
>.|.
D

BHRIRIEHE FMER AT TS —

©2023 University of Tsukuba AlLL RIGHTS RESERVELD:.
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M365 Account Password Setup Instructions
@Enable multi-factor authentication

If you are using the system for the first time, the [Setting Status] is [Disabled] as shown in th
figure below.

Click the orange button [Enable multi-factor authentication] .

]
OHFFdt-

N}
\Jl
\J
3
0
=
i
N
N
Y
Elli
K
it
\{;
by
Nl
r

ooooooooo@u. tsukuba.ac. jp

| sE=an B

ERTETRIR

(R S E] .
T T [EHEIEME FHEEA T T —

2023 University of Tsukuba ALL RIGHTS RESERVED.




16

M365 Account Password Setup Instructions
@Enable multi-factor authentication

(Reference)
Note that if the [Setting Status] is set to [Enabled] as shown here, there is no need to change i

D3 BA—NY—EAGERASRES AT A @ n:::j%

wooooooooi@u. tsukuba. ac. jp

| zEEZGNOBA

This image, Multi-factor
SRR [authentication] is
Gk enabled.

LSRRI EEINCIT D

[RHL VS0 E] ]
T AT EEREIEE EEEA T P —

E2023 University of Tsukuba &Ll RIGHTS RESERWELD.
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M365 Account Password Setup Instructions
(®Log out of the password setting site

After completing the password setting and multi-factor authentication switching settings

Log out of the [Cloud Mail Service Authentication System] . You are now ready to start
your M365 account.

I3 BA-INY—EARRRERES AT A

| sEwzEO B Click the [Logout]
SIERR button
5

ZERTLEEINCIT S

y

©2023 University of Tsukuba ALL R 3¢ If you have been using a VPN, after logging out of the setup
site, Be sure to disconnect the VPN connection after logging out
| of the setup site.

(RS &S] .
FLEA T EREEME FHEEA T P —
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Sign in to M365

Once you have set up your password and multi-factor authentication switching,
You will be able to sign in to M365.
Start your web browser and access the following site.

o

Access the [Microsoft 3651 portal site https://portal.office.com
from your web browser (edge, chrome, safari, etc.).

G Google i =
< - C 4 https://portal.office.com

G{'_]ﬂmet:jl @  hittps://portal.office.com

Q. https;//portal.office.com - Google &%



https://portal.office.com/
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Sign in to M365

Once you go to https://portal.office.com, you will be prompted to enter your acco
information.

Verify your notification card, enter your Microsoft 365 account name, and click [Nex

Account name is RS Microsoft
this section of the Pk Vi
notification card I 52399999@u.tsukuba.acj] I
How to use Microsoft 365 (Office;ams, etc. / PO MBS TRIVES. {ERTEET,
e s | s2399999@u tsukuba.ac.p T NCPOATER S S

To start using the service, you must follow steps (0) through (5) to set up a
Microsoft account password. (This is a different system from the Unified e
Authentication System.) B3

(0) Connect to the university network

This section describes one method of connecting to the university's network using
the "On-Campus Wi-Fi System". o
For information on how to connect to the On-Campus Wi-Fi System, please see the

web page of the Academic Computing and Communications Center.

h_ttg,:a’/%vww.cc.tsukuba.acdm‘wn e/service/wireless/ E n te I' t h e aCCO U n t n a m e
If you have no choice but to access oncllv from off-campus, please use the VPN
service of the Academic Computing and Communications Center.

https://www.cc.tsukuba.ac.ip/wp/service/vpn/ Qh HAYAY j’j‘f/ﬂ} for the notification Card
and click [Next] .



https://portal.office.com/
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Sign in to M365

When the password entry screen appears,
Enter the password you set earlier in the [M365 Account Password Setting Procedurel] ,

Click Sign In.

Be Microsoft
« 52399999@u.tsukuba.ac.jp

I\AID—FDAH

JA0-FEENHEE

4

After entering your

password
Click [Sign In]




Setting up multi-factor authentication

If you have [Enable Multi-factor Authentication] on the M365 Password Settings si
described earlier,

When you sign in to M365 for the first time, you will be asked to set up multi-factor
authentication.

Refer to the following manual starting on page 168 to set up multi-factor authentication.

https://www.u.tsukuba.ac.jp/icho23-files/m365-user-manual-en.pdf#page=168
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Once the sign-in is complete...

Once the multi-factor authentication has been set up and you have signed in, you will see th
following screen.

This is your M365 portal site.
If necessary, you can install Office software.

55 L B Q@
VIRDAYAR=

Aol
Webhf 7 7!
S . . . . . -
|
R *® & -
Outlook OneDrive ‘ Word Excel
- e e o o e = .
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Let's use e-mail

Your email address is listed on your [Unified Authentication System Account Notification Ca
You can use that email address from Outlook (the software used to use email) in M365.

On the screen after signing in, click on the Outlook icon

55 P w o s 7
Y2rDA VA M=

click on the Outlook

ICOoN

-_— -
h
i 3 | N
‘ Word Excel PowerPoint l OneNote
- - - - . .. - -

- - . . ] N —



24
Let's use e-mail

When you start up Outlook, you will see a screen like this.

When you write a new email,
you can click here to create

Outlook

Emails received

FOTITAERZRRLTZED
] AERSNTNERA

e
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Supplement) Use of e-mail

The web version of Outlook was described earlier.
You can also use Outlook as an application installed on your computer.

J&\ %dd_ictiion to PCs, the application can also be used on smart phones such as iPhone and
ndroid.

For detailsbplease_check the TUniversity-wide Computing System] page of the Academic
Center for Computing and Media Studies.

https://www.u.tsukuba.ac.jp/en-email-u-client/
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Other reference information) How to obtain Offj

If r_}/ou want to install Office software (Word, Excel, etc.) used for creating reports,
on your own computer,

After signing in to M365, go to lInstall Office] below to obtain the software.

65 PO & - Q

VIRDA YR K=
Aol
Webhf 7 7!
S . . . . . -
|
5 * , Fla
Outlook OneDrive ‘ Word Excel
- e e o o e = .
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Other reference information) Contact for

inquiries

If you have any questions about each service,
If you have any questions about each service, please contact us as follows.

OLost the account
notification card.

—To the support office
of your affiliation

OUse of e-mail

—University-wide

computer system HP

OAbout the Unified

Certification System
—Academic Information and
Media Center
https://www.cc.tsukuba.ac.jp
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