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Please note the instructions directly below are for individuals whose organization does not have Office 365, if you have Office 365 you will want to use the instructions located here.
	Step
	Work Instruction

	1.
	ACT SharePoint Site Owner will invite you to the external SharePoint site. Once added you will receive an email.
· Click on the name of the site in orange.
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	2.
	When the site name is selected, you should be taken to a login screen. 
· Select ‘Create a Microsoft Account, it’s quick and easy!’
[image: C:\Users\mcdonnes\AppData\Local\Temp\SNAGHTML24f38141.PNG]

	3.
	Select Create a Microsoft Account. The following screen will appear. 
· Fill out account information. This will be your log in ID and password for the external SharePoint site.
· Uncheck Send me promotional offers from Microsoft… unless you are interested in receiving those emails.
· After filling in all mandatory fields, Create Account.

Please Note: If your Organization has O365 – you will select Organizational account above and logon with your O365 credentials.  If this is not working for you please contact ACT.  If you are an individual contributor and we are sending your invite to a Microsoft account like Outlook, Hotmail or another live account that you have created – Select Microsoft account and login with your existing account credentials.
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	4.
	If a new account was created, you will receive an email to confirm email, phone and other information. The code will be entered on the next screen.
· Enter Code
· Uncheck Send me promotional offers from Microsoft…
· Create Account
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	5.
	Sign into the SharePoint site
· Enter user ID and password
· Select Keep me signed in
· Sign In
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	6.
	On initial log in, you will need to verify your email. Go to your Inbox and follow instructions documented in the email. 
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	7.
	Once you verify your email, you will be ready to begin work on your SharePoint site. Your login screen will appear as below. Select OK.
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	10.
	Note that on some occasions the browser can get confused if you have more than one Microsoft account.  Sometimes it is helpful to open the browser in “private” mode to log in to the site so the browser session is limited and does not use any of the logged in accounts, etc., from any other browser sessions.  Chrome calls this a “new incognito window,” Firefox calls it a “New private window,” and IE calls it “Start InPrivate browsing.”





[bookmark: O365Instructions][bookmark: _GoBack]Instructions for Users who have emails associated with Office 365.  If your organization uses Office 365 – please use these instructions.
	Step
	Work Instruction

	1.
	ACT SharePoint Site Owner will invite you to the external SharePoint site. Once added you will receive an email.
· Click on the name of the site in orange.
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	2.
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	Select Organizational Account and login using your Office 365 credentials.  If you aren’t sure what these credentials are please contact your IT department for this information.
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Create an account

You can use any email address as the user name for your new Microsoft account,
including addresses from Outlook.com, Yahoo! or Gmail. If you already sign in to a
Windows PC, tablet, or phone, Xbox Live, Outlook.com, or OneDrive, use that account to
signin.

First name Last name
Shawn McDonnell
User name

smmcdonnellExt@gmail com

(et new email address
After you sign up, we'll send you a message with a link to verify this user name.

Password

8-character minimum; case sensitive

Reenter password
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Help us protect your info
Your phone number helps us keep your account secure.

Country code
United States (+1)

Phone number

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

Enter the characters you see

| 665Q66

[ send me promotional offers from Microsoft. You can unsubscribe at any time.

Click Create account to agree to the Microsoft Services Agreement and privacy and
cookies statement.

Create accout
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Ididn't get a code

[7] Send me promotional offers from Microsoft. You can unsubscribe at any time.

Click Create account to agree to the Microsoft Services Agreement and privacy and
cookies statement.

Create account
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Signin

Microsoft account What's this?

smmcdonnellExt@gmail.com

Keep me signed in

Can't access your account?

Sign in with a single-use code
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Verify email

We sent an email to smmcdonnell[Ext@gmail.com to
make sure you own it. Please check your inbox and
follow the instructions to finish setting up your
Microsoft account.

Use a different email address as your Microsoft
account

Terms of Use Privacy & Cookies Sign out
© 2015 Microsoft
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Verify your email address insex x

Microsoft account team <account-securty-noreply@account microsoft com>
tome [+

Microsoft account
Verify your email address
To finish setting up this Microsoft account, we just need to make sure this email address is yours.

Verify smmcdonnellExt

com

Or you may be asked to enter this security code: 4479
1f you didn't make this request, click here to cancel.

Thanks,
‘The Microsoft account team
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BEMicrosoft  swre-  Products - Support -

Ready to go!

“Thanks for verifying smmcdonneller@gmailcom. You can now get back t2 what you were doing.
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Welcome to SharePoint Online
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Welcome to SharePoint Online

T sccept your invitation. 3ign in with a MKIos0ft aCount of #n Sccount a55igned 10 you by your
organization.

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

Organizational account
Microsoft services.

Legal | Privacy
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