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Here is a simple setup guide (Windows PC/laptop):

e Log into your Outlook 365 email at mail.asub.edu

e Select the avatar l

The following screen will appear:

Arkansas State University-Beebe Sign out

Name

Email

View account <

Switch organization

Sign in with a different account

e Select “View account.”
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The following screen will appear:

Security info

5~

Keep your wverification methods and security
info up to date.

UPDATE INFO >

e C(Click the “Update info” link on the “Security Info” tile.

Step 1: How should we contact you?

e Follow the prompts and enter all information
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When completed, you will return to the main screen:

Keep your verification
info up

count settings and see

UPDATE INFO VIEW SETTINGS AND PRIVACY

T Security info Password Settings & Privacy
5 €23

Devices Qrganizations My sign-ins

=

Se2 2l the organizations that you're  part of.

MANAGE DEVICES MANAGE ORGANIZATIONS REVIEW RECENT ACTIVITY
Office apps Subscriptions
= =
Install and manage Office applications Licenses assigned to you
MANAGE VIEW

Click the “Password” tile.

The following screen will appear:

Password

Make your password stronger, or change it if
W
someone else knows it.

CHAMNGE PASSWORD _

Click on the “Change Password” link
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e The following screen will appear:

|-| B Microsoft

——

Change password

User ID
| | (—

Old password

Create new password

Confirm new password

Cancel

i

e Fillin each tab and select “Submit.” (Your new password should have both upper- and lower-
case letters, a number, and a symbol (&%S5#!)

After changing your password, please allow a few minutes before using the new password. It often takes
Microsoft five minutes or so to synchronize all of their login servers. If you have any questions, or are

struggling getting set up, feel free to contact the Vanguard Technical Support Center at 501-882-8999 or
via email at helpdesk@asub.edu. For immediate assistance, please contact the Virtual Help Desk (M-T 8-

7, F 8-5).




