CHANGES TO YOUR YATE RELAY
FOR LIFE EMAIL

Your @yaterelayforlife.org.uk email addresses have been
migrated over to Office 365. All of your old emails will have been
transferred over. Some people will have a new email address.

Why? This has been done as Office 365 offers better functionality, is easier to set up and manage on
your own devices, and is part of a plan to use more Office products. More information on this will
follow soon.

What do you need to do?

1. To access your new emails you need to log in at outlook.com
o Tologin, use the email address and password that has been
emailed to your non Relay email address. It will look like this-

B3 Microsoft

A user account has been
created or modified

User name: test@yaterelayforlife.org.uk
Temporary password: Jug60758

Here's what to d t:

o Share this information with your users.
e Once they've signed in with their temporary password, they can create their own
by following the instructions on the sign in page.

Sign in to Office 365

2. You need to set a password.
o Your current password is the one on the email you will have
received.
o Setyour new password to whatever you want. Only you will be

able to see this password.
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3. Provide extra information-
o You will need to provide extra information should you forget
your password. Press next
o You will see this screen-
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don't lose access to your account!

To make sure that you can reset your password, we need to collect some info so that we can verify who you are. We won't use this to spam you — we'll just use it to
make your account more secure. You'll need to set up at least 1 of the options below.

0 Authentication Phone is not configured. Set it up now

0 Authentication Email Address is not configured. Set it up now

Cancel
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o Add one of the following by pressing set up now.

4. You have successfully set up your new email online.

Emails on phones/computers etc.

If you have previously set up your Relay Emails on your device this will no
longer work. You will need to remove this and re set it up using this guide
or your device guide.

Accessing your emails

You will no longer be able to access your emails at one.com. You will now
need to either add it to your device, or access it at outlook.com using your
log in information.

Shared email addresses

If you used to have access to the following email addresses-
- teams@yaterelayforlife.org.uk

- corporate@yaterelayforlife.org.uk VA
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- goh@yvaterelayforlife.org.uk

You will no longer have access to these. Auto-forwards have been set up
for these accounts so that the relevant people get the emails. Emails from
these accounts have been migrated to certain people-

Old Email Address Migrated to
teams(@yaterelayforlife.org.uk Lisa
corporate@yaterelayforlife.org.uk | Mike, Audrey
goh@yaterelayforlife.org.uk Emma

Any problems?

If you have any problems, then get in touch with Liam.
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