ﬁ‘ Set up Office apps and email
~ on your Android device

DO NOT use the inbuild android office applications to access office resources. Download and
install the following specified applications from the Google Play Store instead.

Set up Email in the Outlook for Android app

1. Install the Outlook for Android app from the Google Play Store and then open it.
2. Tap Get Started if this is your first time.

GET STARTED

ey
3. Otherwise, to add an email account, open the Menu = > Settings > Add Account >
Add Email Account.


https://app.adjust.com/xzzdub

4. Enter your full email address, then tap Continue. Then enter your email account
password and tap Sign In or Next.
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5. Choose not to add another account (Maybe Later)

Add another account

Would you like to add another account?

MAYBE LATER
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6. Press -> arrow for the next few prompts or you may choose “Skip”. Finally click the
check mark symbol.

Focused Inbox Calendar Search

We've put your most important, actionable All of your ey are a tap away in the Quickly find all your messages, contacts,

emails here c 8 or files




11. Now you should have access to your inbox with all your previous email.
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Set up Microsoft Teams for your Android device

1. Click here to go to your Google Play store or Search for "Microsoft Teams” on Google
Play store. Click on Install.


https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en&gl=US
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3. If you have already signed with your corporate email account to Outlook you may press
on the account name. Or if you want to use a different corporate email address choose
Sign in with another account
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Select an account to sign in with

e Dhanushka@

4. Since you would have already accessed your Outlook account using your username and
password for outlook it will not prompt you for a username or password. If you are
prompted with a username and password, enter your corporate email address and
password to Sign In.

We are signing you in, please wait...




5. Choose Next or Got It at the next few prompts

Collaborate with others and Chat with your colleagues Have meetings and calls
share files in channels one-on-one or in group chats. with audio, video, and screen
sharing

6. Click Got it under privacy options.

Your privacy option

We've made some updates to the privacy settings
ta give you more control. Your organization's admin
has given you access to several optional
cloud-backed services.

These services are enabled and provided to you
under the Microsoft Services Agreement

To adjust these privacy settings, open

Teams > Settin About > Conne:

Learn more




7. You are now signed in to Microsoft Teams

Start a private chat

Invite friends Lo start the conversation

hctivity




Set up Microsoft Office app for your Android device

1. Install the Microsoft Office App for Android from the Google Play Store and then open it.

2. Or, open Google Play and search for Microsoft Office Application and choose application
published by Microsoft Corporation

3. Press on Install
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5. Enter your corporate email address and password and click Sign In

Enter password

a Office

Enter your work, school or personal

Microsoft account; or sign up for one Fotmatenmy pesswerd

Sign in with another account

=2 N
Sign in

Termsofuse  Privacy & cookies  ««+

©@ ® 8 ® B v o B @& B8 v
1j2)3j4)5])e)7h8)o)jo1]2]3]4]ls5]s]7])s8]9]o

agiwlelritiylullifolpll+Ixl=0=1/0_0€le]l¥lw

alsfidiflgihliltkil! L@ #st%s~1&*0(C))
s lMzixfjclvibinimpsamize-1'1"1:1:1.1?0&
1#1 s « English (UK) » . Done ABC , 4 English (UK) » ) Go

6. Press Get Started
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Manage all of your documents, notes and media in Use your camera to quickly scan content and create
one place documents

Get Started

Terms of use Terms of use




7. You may choose not to send optional data

I/,/

Getting better together
We'd like you to share optional diagnostic and usage data about
Word, Excel, PowerPoint, Office Mobile and OneNote. It's how we
continue to improve. None of this data includes your name, file

contents, or information about apps unrelated to Office.

Do you want optional data about your Office experience sent to
Microsoft?

DON'T SEND OPTIONAL DATA

ACCEPT AND SEND OPTIONAL DATA

8. Press Close

.

Powering your experiences

Word, Excel, PowerPoint, Office Mobile and OneNote include
experiences that connect to online services - for example,
downloadable templates from Office.com, and OneDrive file storage
for sharing files with people you choose. When you use these
experiences, Office collects diagnostic service data. In addition,
some of these services analyse your content to deliver suggestions
and recommendations.

To adjust these privacy settings, navigate to
"Privacy and permissions” from your app settings.

Learn More




9. If arestart is prompted, press OK and manually reboot the device

Power off

Restart required

Restart
Your account's privacy settings have been downloaded to

this device. Restart Office to apply your settings

Emergency mode

S bike mode
abled

10. After Reboot choose "Office” icon on device

Office

11. Press "OK” and then the big + icon in the bottom middle of the screen

Privacy Settings Applied
Your account privacy settings are being applied to this
device. To adjust your settings

Go to > Privacy Settings




12. Choose "Word, Excel or PowerPoint” on the bottom right hand side of the screen

Wo ,
PowerPoint

13. You now have access to Word, Excel and PowerPoint on your Android device.

£l Excel

Blank workbook Create from

Q PowerPoint

.
@
&
(0]



Set up Microsoft OneDrive for your Android device

1. Click here to go to your Google Play store or Search for Microsoft OneDrive on Google
Play store. Click on Install and once done, click Open.
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2. Choose Sign In

& o

Welcome to OneDrive

Access and share your documents and photos
anywhere, on any device.

SIGN IN



https://play.google.com/store/apps/details?id=com.microsoft.skydrive&hl=en&gl=US

3. Enter your corporate email address and password in the login page if required.
4. You will now be able to use Microsoft OneDrive with all your data.

This folder is empty.

Tap + to add files here

Scanning just got easier
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