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Welcome to Your Digital Journey with Microsoft Outlook!

This guide will teach you how to create and use your Microsoft Outlook account on the Digital Hub PCs at Reed in Partnership offices. Whether
you’re new to the digital world or looking to enhance your skills, we’re here to make the process simple and enjoyable.

In this guide, you’ll learn how to:

e  Create and log in to your own Microsoft Outlook account.
e  Send, answer and forward communication from your Outlook account.
e Reset your password

We’'ll also walk you through everyday tasks like downloading documents, attaching them to emails, and using Microsoft Word to write your CV,
cover letter, and personal statements. You can find more information below on how to access the specific guides.

Our goal is to empower you with the knowledge and skills to navigate the digital landscape with ease and confidence.
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Creating an Outlook Account

To access and utilise all the features Microsoft Outlook offers, you need to have an account.

If not, creating one is simple—just follow the steps below: If you already have an

Outlook Account,
please skip to page 7.

1. On your Participant Hub Home page, and scroll down to the
middle of the page until you see the followingicons:

2. Click in the icon where

say Outlook .
y 3. Alternatively, you can use the
Look for jobs here: Login into your email here: ‘Microsoft Account Sign Up’ button
.:I\‘e.:ﬁ'.':c.'ts_.'l,?..'\'!.\'l:l for & fobP- click Heed bl creating an acoownt or logqimg n? - cick here On the Digital Hub home page and
= & |M O
P )\ follow the same steps to create an
.
9 1 Onstiock Gmail iCloud Yahee bl account.
Reed.couk indeed
Losint roole Or Click in the link below
IN TO your Tools here: .
0 @ ¥ ﬂ??’l'l‘.’lﬂﬂ ﬂ':lr.li“_"‘.'k'.l.'.:ﬂ:"l.‘sf hhace foods, (Ctrl + ClICk): @
- Haed haly creating an saccownt or lbgging nfo pour existing acoourst? - ciick here Si gn in tO OUthOk
Macrosoft Accoount
m g L e Participant Hub Sign Up 5 Rectart Session
L = Word Excel Google Dive Google Doc
Adnna Total Jobs
ad = Q
10 oo e zem
Glasscioor Linkedin
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https://login.live.com/login.srf?wa=wsignin1.0&rpsnv=165&ct=1731423081&rver=7.5.2211.0&wp=MBI_SSL&wreply=https%3a%2f%2foutlook.live.com%2fowa%2f%3fnlp%3d1%26cobrandid%3dab0455a0-8d03-46b9-b18b-df2f57b9e44c%26RpsCsrfState%3d691bd67f-7e7e-58bb-52c7-c19fe82eb94e&id=292841&aadredir=1&CBCXT=out&lw=1&fl=dob%2cflname%2cwld&cobrandid=ab0455a0-8d03-46b9-b18b-df2f57b9e44c

4. Once you clicked in the icon, it will open 5. Create the email address you want to use, e.g.,
on the Outlook sign in page, as show below: Firstname.lastname12@outlook.com then click 'Next’.

W \ricrosoft . f Notes

ICroso . )
u m Microso - If your first and last name is
Sign in . .
to cgntirueto Outlook Create aCCOLInt nOt avallable, try addlng

o number at the end.
Email, phone, or Skype Connect, organize, and get things done with email

and calendar from QOutlook.com.

Mo account? Create one!

- Remember: Employer will

@example.c . o
Fomeone@example.com be seeing your email

Next
Get a new email address address, so ensure to use an
appropriate email address
@‘b Sign-in options Next name.
If you already have an account,
signin!
If not, no worries
Click on ‘Create one’
. - -1 Pl )= produc
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6. It’s time to create a password.
Once added, click ‘Next’

7. Add your first and last name, 8. Enter your Country/region (usually

then click ‘Next’ United Kingdom) and your date of birth,
O Utl 00 k then click ‘Next’

28 Microsoft OUtIOOk OUtIOOk

< Digital. Hub.test@outlook.com

Create a password B Microsoft B® Microsoft

Enter the password you would like to use with your <« Digital. Hub.test@outlook.com

account. 4 Digital Hub.test@outlook.com

What's your name?
Create password

What's your birthdate?
We need just a little more info to set up your

D Show password account. If a child uses this device, select their date of birth to
create a child account.
D | would like information, tips, and offers about First name
Microsoft products and services. Country/region

United Kingdom A4

Last name

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

Birthdate

Next Doy v Month v vear

A child account enables you to enforce parental controls and

impose usage limits for this device for reasons of privacy and

safety. You can manage these settings using our Family Safety
app. Leamn more at https://aka.ms/family-safety-app
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9. You are almost there! Complete the
puzzle, then your account will be
approved and created

Outlook

B® Microsoft
< Digital.Hub.test@outlook.com

Help us beat the robots

Please solve the puzzle so we know
you're not a robot.

=

Audic
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10. Your new Outlook Email account is ready to use.

< O M 2)  https://outlook.live.com/mail/0/ ® A g
Outlook Q_ Search n  Meet Now
Q = Home View

[ 4
Hide navigation pane m

BB ¢ €

~ Favourites
& Inbox 1
? Drafts

5 Archive

~ Folders
&4 Inbox 1
£3 Junk Email
? Drafts
> Sent ltems
TW Deleted Items
T Archive
(2 Notes

B3 Conversation Histo...

~ Groups

New group

€ &) Mark all as read

ol

Inbox W o =1

AliClear Travel
Travel Cover With No Age Limit
Trusted by 3.5M+ Travellers. 98% Custo...

Outlook Team
Welcome to your new Outlo... 15:32
Hi Digital, Welcome to your Outlook...

Vv o m = @ % - O

¢ @8 O 0 B 0 (M

<°8% . o
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Overview

Outlook Email

< C @

::: Outlook

= Home iew

@ O

~ Favourites

77 Drafts

B Archive

'[ Folders

&3 Inbox

BB ¢ € €«

£3 Junk Email

? Drafts

)> Sent ltems

i Deleted Items

~ Groups

{

New group

E] Get Outlook mobile.
Stay connected on the
go!

Prndul:t
Innovation

Reed in Partnership Q

B3 Conversation Histo...

(3 https://outlook.live.com/mail/0/inbox/id/AQ

IQKADAWATNIZmYAZSO4YWJJLWES... &

Q_ Search

Help

|

Focused Other

O Microsoft
Get to know your OneDrive —... Tue 18:54
Go to your OneDrive

0 Outlook Team & B £
Welcome to your new Outlo...  Tue 15:32

Hi Digital, Welcome to your Outlook! We...

B A & v W 80 = @ ®¥ -

1 Meet Now @ Q 533 Q

o
T
&l

TJ Delete v [ Archive PgMoveto v () Report ~ Reply all © Read/Unread [ Flag/Unflag v &

Get to know your OneDrive — How to back up your ‘
PC and mobile

. Microsoft<Microsoft@notificationmail.micrc <~ :om>

To: You Tue 12/11/2024 18:54

S0 Suates |Vew nicaia

@ OneDrive

CneDrive keeps your picture-perfect moments protected, and hefps you rediscover
memaries fom a lifetime of photos and videos.

Plus, its the simplest way to back up your Windaws PC, and if something happens to
your device, have peace of mind knowing your stuff is secure in the doud.

Secure and accessibie, OneDrive's got it

Go to your OneDrive

Back up what’s important
Automatically back up your phatcs, videos,
and files from your PC or Mac, and mobiie
devices.

Back up your PC

Back up with the OneOrive mobile
2R

Access your files from any
device

Your fies are avaisble across 8 your
devices, wherever you go, and you can

even access them offline
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How Access your Outlook Email

You will have two options to access your Outlook email:

Option 1 Option 2 From the Digital Hub Home
Page, click on ‘Participant
The Digital Hub H Hub’
e Digital Hub Home . . .
‘g . Click the Outlook iconin the
Page is splitinto 4 . . -
. . section ¢ Login into your email’,
clickable icons; to
access your Outlook you
can click on Microsoft Enter your username and click
. ¢ ’
Account Sign Up. Next.
Enter your password and click
: Microsoft Account ¢ ) 1
Participant Hub g'g(nmtfﬁﬂ fecont Microsoft Office Restart Session Participant Hub Sign Up Microsoft Office Restart Session Nextc again to access your
email.
Look for jobs here: Login info your email he: O Utloo k
Outlook e —
@ o % Microsoft
' Yahoo Mal
. . BN \icrosoft Beedcouk  ldeed ] Sign in
Microsoft Account Sign Up leads you ms Microso 1o contiue to Outicck
. . . . Login fo your tools here: . -
S . ' i " mail, phone, or Skype
to the Outlook Sign in page. Signin 0O © I —— tmai, p fp
Manster W Libeary, o account? Create one!
) Email, phone, or Skype a u 7 a N t? Creat,
Enter your username and click ‘Next. L F s Exn Goeome  Gomsens Next
Admmna Total Jobs
Next u $ o
Enter your password and click ‘Next’ (0] Cosetes T e € Signin options
. o Glassdoar Linkedin
again to access your email.
% Sign-in options
) ’,
. . ={ PI )= product
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How To Send an Email

Check page 11 for

A) Once you have logged in, you will see a blue icon labelled ‘New Email’ in the top bar. Click this instructions on how
icon, and a new email draft will appear on your main screen. toupload and
download files.
« c % outlook.live.com/mail/0/ ® 3 % in} a2 B) NeXt) add the
4 outook e oM ® @ B 0 ® 0 & H  Outlook Q search i MeetNow 5 0 email address of the
: - & T g = Home View Help Message Insert Format text Draw Options reCIplent In the ‘To’
= Favourites Inbox ¥ Q=M (‘r;og!;‘ = 9~ M~ B | Aptos ~12 - B I U 5 Z- é voAy = i= 2 32 = ozl oA A 99 aA bar‘
v R Hi Anch pe you are well Jus v o ~ Favourites Inbox W o =1 B> Send |y w
5 Archive
Q. 0se i i i
: Folders Hi Andressa r Outl 6 2L } ::ir,:::::tow your OneDrive .. 1E13 To Digital.Hub.Test1@outlook.com Cc  Bee C) Add a SUbJeCt n the
RS- P Dt ! Go to your OneDrive ‘Subject’ bar. This is the
O Concad v = ) Support with CV Draft saved at 11:10 . .. .
2 ot Rt Andressa Reed line the recipient will see
B> Sent tems ﬂ PG Your Next Appointment! 11:00 b f H
T Deleted htems ~ Folders Hi Andressa, | hope you are well. Jus... Good morning, efore Openlng your
| z Nu:m i ks Inbox 3 Outlook Team | am writing to send you the first draft of my CV. Please see the emall-
. o E3 Junk Email or ‘Welcome to your new Qutlo... 10:34 | attached document.
g Hi Andressa, Welcome to your Outl... | Kind regards,
~ Groups
New group ZoL b ‘ Andressa .
B> Sent ltems D) Next, write your
W Deleted ltems D (e message in the main
1 3 Archive bOX
[ Notes
7 Conversation Histo... ﬁ
~ Groups E% B E) Clle the blue ‘Send’
) New group icon to send your email.
=1 New email | ~
Get Outlook mabile.
Stay connected on the
\. ’ el ge! Select an item to read & Support with CV
- H = Pl )= Product
Reed in Partnership A movion 9
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How to Reply to an Email

To reply to an email you received, click on the emailin your inbox. Once the email opens, you have two options to reply:

Reply All will send your
A) Click the ‘Reply all’ email to everyone included
) Click the ‘Rep ya B) Or click ‘Reply’ at the in the email chain, including Your Next Appointment!
button on the top ribbon. end of the message. all other recipients.
- Andressa Reed — &
= To: You Wed 13/11/2024 11:00
| Reply will only send your
response to the person who b A
= ew A o i Andressa,
| g oo B ke e sent the original email.
- T Delete ~ T Archive Pg Moveto ~ < v ©Read/Unread [X Flag/Unflag ~ & | hope you are well.
2 - Favourites Inbox ¥ O = 1L Your Next Appointment! Just a gquick reminder that your next appointment is
= , i booked for December 1st at 2 PM. This will be a great
A 4 e As :z::',::f:, p— Andressa Reed a @« P opportunity to discuss how to create a gold standard
> Zeoets ! Aylin Sweets Brings the Perfect Touch o... & o vou Wed 13/11/2024 1100 CV. Looking forward to meeting you.
S Acchive Andressa Reed ? I .
> (BR) i Hi Andressa, Kind regards,
~ Folders Please see attached. 1 hope you are well. ici
= &3 Inbox 2 5 (AR) Andressa Reed Vi Just a quick reminder that your next appointment is Participant Hub
(-9 £3 Junk Email Support with CV 1147 booked for Dec:mber 1 hst at2 PM. Thiswill:j bea irea; ’
I T C) Then a reply box will appear
22 g OTemplate... + . . . TR
S Kind regards, below the original email. You o o
Microsoft . | .
W Deleted items Get to know your OneDrive ... 1113 Participant Hub can write your response and AR To: Andressa Reed
Go to your OneDrive
T Archive H ¢ ’
1 3 oo click the ‘Send’ button to send Hi Andressa,
. Your Next Appointment! 1120 i your email. Thanks for your message,
23! Conversition tictol Hi Andressa, | hope you are well. Jus... ? X 1l I will be there.
Outlook Team
~ Groups Welcome to your new Outlo... 10:54
et Hi Andressa, Welcome to your Outl...
B> Send ‘ v G}' Discard Draft saved at 13:01
) ’,
H . = Product
Reed in Partnership g+ oo 10
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How to Download a file

Inbox ¥ 0o =1 upport with €V ~
D Andressa Reed [i&] B e 2 @ CV 1.0 Template.doc — - -
Support with CV 147 T Word CV 1.0 Template = )

Good morning, | am writing to send...

&/
e

Y - RTINS
Andressa Reed o K O~

icrosoft AR

TO DOWnload a fll_e' Get to know your OneDrive ... 1113
: Go to your OneDrive o
a) Inyour inbox, select the @ CV 1.0 Template.docx 2

To: Andressa Reed Wed 13/11/2024 1147

27k Contact details
Andressa Reed

1

email with the attachment. " Your Noxt Appointmentt 100 > Preview S
i . —0 Hi Andressa, | hope you are well. Jus... Good N
b) Click the arrow on the file | Eeltin Brewser
Outlook Team lamwr »f my CV. Please

yOU wa nt tO dOWhload. & Welcome to your new Outlo... 10:54
A Hi Andressa, Welcome to your Outl...
c) Thenclick ‘Download’.

d) Once you click ‘Download’,

see the Edit in Word desktop app

Kind reg &> Save to OneDrive

Andres: (] Copy

a box with your . 3 MbsATxiK. @ [ % v 36 | 4
. . | x| -
downloaded file will appear o Repy | ¢ Forvard =
in the top right corner.
e) Youcan alsoclickonce on e —— Recent download history @
the attachment to Open it om/mail/0/inbox/id/AQQkADAWATMOMDAAMIOAM]IANCTINDM2LTAWAIOWMACAEAAGWK%2BmnRMbS41xiK... @ [ X [n} iy @
on your screen, then click A Search e R s o) Q\) CV 1.0 Template.dc:cx
‘Download’ 26.5 KB = 15 minutes ago
. . . e v [ Archive FgMoveto - & Replyall © (I Read/Unread = Flag/Unflag ~ <& Discover groups
f) Thefile will be available t ‘ : .
) efie o be ava l?bketho o & AU — R Full download history [4
access whenyou click the - spport
. Andressa Reed 2 ? CV 1.0 Template.docx
downloadicon on the * O spotmes e =
,00d morning, | am writing to send...
browser bar or Ctrl +J _— T Andresa eed “a sl
Getto know your OneDrive ... 3 To: Andressa Reed Wed 13/11/2024 11:47
—0 Go to your OneDrive

. —
@ CV 1.0 Template.docx
Dourmloadsd
Andressa Reed

> AR your Next Appointment! 1100 On the HOW to Use Ms
Hi Andressa, | hope you are well, Jus... Word guide you can
ISz;nt:‘ven;\:é;:‘:der;izz::::‘.ﬂrs(dvaftoimy CV. Please Check hOW to Open and
Kind regards, edit ﬁles

Good morning,

Outlook Team
Welcome to your new Outlo... 10:54
Hi Andressa, Welcome to your Outl...

T

Andressa

© Reply > Forward

A Y s

Pl )= product
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How Reset My Password

If you forgot your password, no worries! It’s really simple to reset it. You will need an email address different from the one you are trying to recover. Follow these steps:

A) On the ‘Enter password’ screen,
click on ‘Forgot password?’

Outlook

B® Microsoft
<« digital.hub.test1@outlook.com

Enter password

Password

Forgot password?

Forgot username

. ’,
Pl )= product
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B) In the 1st box, add the email address of
the account you are trying to recover. In the
2nd box, enter an email address that you
have access to for receiving a verification
code and in the 3rd box, enter the characters
you see on the screen. Click ‘Next’.

=- Microsoft ‘ Account

Recover your account

Which Microsoft account are you trying to get back into?

Email. phone or Skype name

[ digital.hub.test1@outlook.com) ]

Note: If you've turned on two-step verification, you can't recover your account this way.

Where should we contact you?

Enter an email address that's different from the one you're trying to recover.
Contact email address

If you don't have ancther email address, create a new one with Qutlook.com

Enter the characters you see

New | Audio
N
|
Next

Reed Company Confidential

C) You will receive a code in the email you provided in

the previous step (2nd box).

Enter this code and click ‘Verify’.

You will then be able to reset and create a new
password.

We've just sent a code to andressa.zander@outlook.com.

Check your emails for a message from the Microsoft account team, and enter the code here.

L’:-:J

w
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How Log Out of your Account

To Sign Out of your Account, you just need to follow 2 steps:

o A) Click in your initials in the top

right corner
Outlook Q Ssearch 0t MeetNow 5 & QO © Q0 . g
Q = Home View Help I= Microsoft @
Andressa Reed
P 4 Favoulites Inbox W o= 1N Digital.Hub.Test1@outlookfom
: . . s
My Microsoft account e B) Then click ‘Sign Out’ to log off
Y &3 Inbox 2 Y Andressa Reed 2 My profile
cv 12:45 your account
v Z Drafts 1 Please see attached.
5 Archive @3 CV 1.0 Template..,  +1
~ Folders > (AR Andressa Reed 2 Sign in with a different account
Support with CV 11:47
& Inbox 2 Good morning, | am writing to send...
o £3 Junk Email @5 CV 1.0 Template..  +1
2 Drafts 1 . Microsoft
k ive.. 1
B Sentitams Get to know your OneDrive 13

Go to your OneDrive

T Deleted ltems
Andressa Reed

3 Archive Your Next Appointment! 11:00
Hi Andressa, | hope you are well. Jus...
(@ Notes
= Tk . Outlook Team
ConvE R it Welcome to your new Outlo... 10:54
Hi Andressa, Welcome to your Outl...
v Groups
New group

. ,
= Pl )= Product
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For further technical guidance
on how to use the Digjtal Hub,
please contact your Digital
Hub Champion or a member of

staff.

J

. ’,
= Pl )= Product
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If you have any suggestions
and/orideas on how to
improve the Digital Hub, please
contact your Digital Hub
Champion.

Reed Company Confidential

To watch avideo on how to use
the Digital Hub, please use the
link below or contact your
Digital Hub Champion or a
member of staff.

https://www.phrinp.co.uk/
J



https://www.phrinp.co.uk/
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