ANT SIGN IN



DELETING THE OLD PROFILE

-Click the Search box on your taskbar and type in “Control
Panel”

-Open Control Panel

-Click “User Accounts”

B > Control Panel

Ad_jUSt your computer’s set’tings View by: Category ¥
6 System and Security . User Accounts

Review your computer's status -

s Change account type
Save backup copies of your files with File History - ¥ : "
Backup and Restore (Windows 7) [T . i
ﬁ Appearance and Personalization

“ Network and Internet ==

View network status and tasks i " A Clock and Region
— Hardware and Sound L Change date, time, or number formats



DELETING THE OLD PROFILE

-Open “Mail (Microsoft Outlook)”
Then click the button for “show profiles”

» Control Panel » User Accounts

User Accounts

did " Give other users access to this computer ®y Change account type
=N Credential Manager
&) Manage Web Credentials Manage Windows Credentials

Mail (Microsoft Outlook)

RSA Control Center
Manage RSA Desktop Settings

R




DELETING THE OLD PROFILE

-ensure “outlook” is highlighted
(or whatever the name appears for
your outlook profile, this may have ¢ .

been Changed due to prior OUthOk 1 '_@ The following profiles are set up on this computer:

e

issues you may have had). [Outiook
e

General

-Click “Remove” c
sl

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:

() Prompt for a profile to be used

o Always use this profile

QOutlook

- 0K Cancel




DELETING THE OLD PROFILE

-Click “Yes"” on the pop up
that appears

-Click “Apply”, then press
IIOKII

derm and Sed
bwork and In

rdware and §

® Mail . e user accounts

General
¢+ Windows Credentials

JJ The following profiles are set up on this computer:

1gTams

er Accounts a

pearance and

S0 bl L I
Microsoft Outlook

e

Careful, if you remove this profile, offline cached content for its accounts will be deleted, Learn how 1o

rmake & backup of the afflline ost files for the accounts,

i el
Do you want 1o continue? Yes | Mo

(") Prompt for a profile to be used
© Ahways use this profile

Outlaok b

oK Cancel Apply



=, °  SIGNING IN WITH YOUR ASI
EMAIL ADDRESS

Open OutIOOk again: its  Settings  People  Folders = Photos > A
Ensure you are opening e
Outlook (Classic). The new uieskicasio
Mail app does not work in [Eom )
the Gov Tenant. B o m—

5940k ) g3 Mew Meeting
-A new window will pop up R
asking to make a new

profile: name it “Outlook”
and click “Ok”.

g RO




" SIGNING IN WITH YOUR ASI
EMAIL ADDRESS

o™ Outlook

-after a moment, it should show a box
with your current ASI email address, if e

not, please enter it as your:
firstname.lastname @androsysinc.com

Advanced options v




SIGNING IN WITH YOUR ASI
- EMAIL ADDRESS

Microsoft 365 .com «ch G m Microsoft

B8 Outl

alex.wilson@androsvsinc.com:;

= B <- leave the next option as is (already S——
highlighted to Office365) and click on it. i

Forgot my password

This will take you to the Gov Microsoft
Login process. Here you will type your
regular ASI email and password. TS e e e

and is for authorized use only. This IS may contain
federal contract information (FCI) and controlled
unclassified information (CUI). By using this IS (which
includes any device attached to this IS), you consent
to the following conditions:

eAndromeda Systems Inc routinely intercepts and
monitors communications on this IS.

eAt any time, Andromeda Systems Inc may inspect
and seize data stored on this IS.

(=} .
1 Microsoft eCommunications using, or data stored on, this IS

are not private, are subject to routine monitoring,

Sign in interception, and search, and may be disclosed or
used for any Andromeda Systems Inc authorized
:alex.wilson@androsvsinc.com: purpose.

eThis IS includes security measures (e.g.,
authentication and access controls) to protect
Andromeda Systems Inc interests, not for your
personal benefit or privacy.

Can’t access your account?

Next eUnauthorized use of this IS is subject to criminal
and civil penalties.

G:ﬁ Sign-in options




FIRST TIME TWO-FACTOR
AUTHENTICATION SETUP

alex.wilson@androsvsinc.com:

This process happens only during the Method 1 of 2
. . . Install Microsoft Authenticator
initial login for this account.

After typing in your password, this pop
up will occur. You will need to
download this app to your phone.

Install the app on your mobile device, then come
back here to continue.

Download an the

» Google Play ‘ App Store

Next



FIRST TIME TWO-FACTOR
AUTHENTICATION SETUP

Once downloaded and installed, it will
ask you to setup an account, you will
need to sign in with one. Then to add
your new ASI account, press the “+”
icon and the camera lens will become
active to scan the QR Code.

Please note, to avoid confusion, please
delete your old ASI Account, if you
have already done this process before.
It will create separate entries under the
same name.

€ alex.wilson@androsvsinc.com:

Method 1 0f 2
Set up your account in app

If prompted, allow notifications. Then add an
account, and select Work or school.

Next



". FIRST TIME TWO-FACTOR
AUTHENTICATION SETUP

«<alex.wilson@androsvsinc.com:

Here you will scan the gqr code on the
. Scan the QR code

laptop, so it can add your

@androsysinc.com email to the app,

which can be used to verify your

account login.

Use the Microsoft Authenticator app to scan the QR
code. This connects the app to your account.

Then come back and select Next.
Can't scan the QR code?

Next




o
72

FIRST TIME TWO-FACTOR
AUTHENTICATION SETUP

Once the QR Code portion is complete,

Microsoft will ask for a back-up option
to send you a code to. This cannot be
your ASI email (@androsysinc.com)
Please ensure it is an email you have
access to as it will send you a code
immediately once you hit “Next”.

:alex.wilson@androsvsinc.co

Add an email address

m:




FINISHING SIGNING INTO

OUTLOOK

Once the authenticator process is set
up, the screen will change to ask if you
would like to sign in to all apps, etc on
this device. Click “yes”.

-On the next page, click “yes” again.

- You can uncheck the box for “set up
outlook mobile on my phone, too”, and
click “Done”.

-This completes signing into Microsoft
Office and Outlook will continue
signing in and opening your mailbox.
(Please note, if you see any other email
address in the “Add another email
address” text box, please clear it
before clicking “Done”).

OFf Outlook

Account successfully added

‘z’ Microsoft 365

alex.wilson@androsysinc.com

Add another email address

I

Advanced options v

Set up Outlook Mobile on my phone, too




THANK YOU

1ith these processes, please
mail below, thanks!
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