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Aim and Scope of this Guide

This aim of this guide is to provide information to help Region, District and Campsite managers to
access and use their GGQ Email accounts.

1.0 Why we must use GGQ email instead of personal email

1.1 Security

The guidesqld.org email environment is a closed, secure system that uses two step verification to
ensure only permitted users can access email accounts. Our email is also backed up daily so in the
case of a technical failure, we can recover email from backup systems. This may not be possible if
your personal email system has technical issues.

1.2 Privacy

Under The Privacy Act 1988, we have a legal obligation to take all reasonable steps to protect the
privacy of our members and to keep their data confidential. The security aspects of M365
mentioned above ensure that GGQ communications are protected from interference, loss or
exposure to parties outside the guidesgld.org email environment. This is not the case when using
personal email accounts to conduct GGQ business.

1.3 Continuity

When we have a transition period with one Leader leaving and a new one taking over the role, emails
are safely stored in the shared mailbox which can be easily accessed by the new Leader and the old
Leader email account can be deactivated. This means there is no risk of losing GGQ information
during handover as would be the case if it was stored in a previous volunteer’s personal email
account.

2.0 Microsoft 365 — The Parent System

2.1 Understanding the relationship between Microsoft 365 and Outlook Email

Microsoft 365 is a product that provides access to several online Microsoft applications. Once you
are signed in to Microsoft 365 you will be able to access a range of individual apps available to
you e.g. Email, SharePoint and Teams. In this document we will cover the use of Email. We will
discuss other individual apps in separate documents.

3.0 Signing in to Microsoft 365

3.1 Signing in to Microsoft 365 in a web browser
You can access Microsoft 365 from any web browser — either on your computer or on your mobile
device.

This is the preferred method of accessing your Microsoft Applications (apps) as it is a ‘Cloud’
based system which allows you to access Microsoft 365 from any computer or mobile device.
‘Cloud based’ means online where information is stored on servers (computers) in remote storage
areas.
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1. Open your preferred web browser (Chrome, Edge, Safari etc)

2. Type office.com into the address bar and hit return

@0 ® G NewTad x  +

(&} (0 office.com

This will direct you to the Microsoft 365 sign in page, pictured below

B Microsoft | Office Products v Resources v Templates Support My account All Microsoft v Signin (2,

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

o

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favourite apps

Sign up for the free version of Microsoft 365 >

Download Microsoft 365 apps for MacOS >

3. Sign into Microsoft 365

Click on the ‘Sign In” button to progress to the ‘Sign in” window.

B® Microsoft
Sign in

[Email address, phone number or Skype

Neo account? Create onel

Can't access your account?

Back Next

Q} Sign-in options

To sign in to Microsoft 365, you use the account that contains your name details, for example
JaneD@guidesqld.org. If you haven’t yet been given the details for that account, please contact
webmaster@guidesald.org to obtain that information.
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Enter your email address and click next. You will be asked to enter your password. The password
would have been provided to you when you were notified of your Guide’s email address. This
password is case sensitive.

« testdm@guidesqgld.org

Enter password

Password

Forgotten my password

Enter your password and hit ‘Sign in’. If this is the first time you are signing in, you will be asked to
authenticate your details using two step verification with the Microsoft Authenticator app on
your smartphone.

3.2 Microsoft 365 two step verification
Like many organisations, we need to use two step verification to ensure we sign in securely to our
Microsoft 365 system.

Two-step verification helps you to use your accounts more securely because passwords can be
forgotten, stolen, or compromised. Two-step verification uses a second step like sending a code to
your phone to make it harder for other people to break into your account.

The Microsoft Authenticator app is required to help you sign in to your GGQ account using two-step
verification.

When you sign in for the first time, please follow the Microsoft Authenticator guide to set up two
stage verification for your GGQ account.

When successfully signed in, you will be asked if you wish to stay signed in. If this is your personal
computer, click ‘YES,” if this is a public computer or one you do not use often, click NO.’

B® Microsoft
admin@guidesqld.org
Stay signed in?

Do this to reduce the number of times you are asked
to signin.

[ ] Don't show this again

v
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You will then be directed to the Microsoft 365 Start Window where you can select any of the
different Microsoft 365 apps available to you.

NOTE: In GGQ Microsoft 365, Self-service password reset is not available. Users will need to
contact GGQ's external IT service provider to reset the password. Details are listed in the Guiding
Directory.

If you ever forget your password or sign in details, please contact webmaster@guidesqld.org.

FAQ: What happens with the Modern Authentication If | get a new mobile phone?
In that case, GGQ's external IT provider will need to delete your old phone number from the
system and add your new phone number to your account which will prompt a new setup request.

If you need any assistance regarding the matter, please contact webmaster@guidesqgld.org.

4.0 Launching Outlook Email

4.1 Microsoft 365 start window

*»0@ :
® Welcome to Microsoft 365 relandmore
(@]
@ v Get started @ W
& ) Expes s [ |
| OUTLOOK
EMAIL APP

When you first sign in to Microsoft 365, you will see a window similar to the above. On the left-
hand side of the window, you will see shortcut icons to your different Microsoft apps. In this
manual we will focus on Outlook - the email app.

4.2 App Launcher

You can also open your app launcher any time by clicking the 9 dots ‘App Launcher’ in the top left of
your browser window.

ke App Launcher

Welcome to Microsoft 365

@
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When you click on the App launcher, it will show you all your app icons. Simply select the one you
want to open.

® 0O ® G Home| Microsoft 365 x |+
& (&) @ office.com/?auth=2
Close the app launcher
£ Microsoft 365 >
L
Apps
ﬁ Outlook @ OneDrive ft 365
m Word a Excel

@ roverroint I oneNote |
B sharepoint I Teams
€ enoge P rower Auto

Explore all your Apps >

5.0 Connecting to your Shared Mailbox

5.1 Understanding the difference between personal GGQ email accounts and
Region/District/Campsite shared mailboxes

When you click on the Outlook icon q, Outlook will open in a new tab.

Outlook will first open to your personal GGQ email account which is the one that uses your name.
This account should not be used to send or receive email. This account is simply used to
authorise your access to Outlook and allow you to proceed to the shared mailbox associated with
your role.

As the name suggests, the shared mailbox associated with your role can be accessed by multiple
people as required. For example, a District shared mailbox may be accessed by the District
Manager and Assistant District Manager at the same time. This is a powerful way to allow related
users to access the same information without having to re-send many emails. This centralises the
information, keeps the email trail simpler and saves time.

All Guide communications and business should be conducted using your shared mailbox
account.

Once you have opened Outlook, you should immediately connect to the shared mailbox linked to
your GGQ role. For example, DMs will use the shared mailbox that has been set up for the District
(districtDM@guidesqld.org) e.g. warwickDM@guidesqld.org.

5.2 Connecting to your shared mailbox

1. To open the shared mailbox associated with your role, click on the circle icon in the top right
of the window that has your initial(s) in it.
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2. From the popup, select “Open another mailbox”

Z @ outlook.office.com/mail/inbox

a » o

Favorites @
Inbox 607 | I' Microsoft 365 Message center Message Center Major Change \ GA

" e Open ancther mailbox
Sent ltems Michelle Lelempsis Enrol now for our iMIS Financi
Drafts S | B¥  Microsoft 365 Message center Message Center Major Change Update Notification Microsoft D... 230 AM
Deleted Items 107 Yesterday

Another popup will ask you for the name of the mailbox you wish to open.

Open another mailbox
ohnod

John Oxley
johnoxley@guidesqgid.org ol

Search Directory

Begin typing the name of your Region/District/Campsite shared mailbox. The system should find it
automatically for you and display it. If your shared mailbox does not automatically appear, click
the ‘Search Directory’ option to look in the directory for your shared mailbox and it should appear
in the list.

Select your Region/District/Campsite shared mailbox from the list and click ‘Open’

Your Region/District/Campsite shared mailbox will open in a new tab. You can now use that tab to
manage your Region/District/Campsite email.

5.3 Accessing your GGQ email accounts on your Windows Outlook desktop app

If you have the Windows Outlook Desktop app installed on your own computer, the following
guides will help you set up Outlook on your desktop for your new accounts. Please be aware that
GGQ cannot support the Outlook installation on your own desktop computer as we have
provided a fully supported ‘Cloud’ version.

If you previously used an Outlook App (Desktop or mobile) to access the GGQ Region account, you should
remove the old account from your Outlook app before setting up your new personal GGQ email account and the
Region shared mailbox.

Select File > Add Account

Account

€77 cherylparsens
L/ Mcrosoft Exchangs

+ Add Account

I Acce
0 Chang
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A popup window will prompt you for your email address.

&% Outlook

Enter your personal GGQ email address and click Connect.

If prompted, enter your password, then ﬁﬂ :
- . . HOME SEND / RECEIVE FOLDER VIEW
select OK > Finish to start using your email gk B ¢
& : : ‘
account in Outlook. e tiow | MOS0 TS o

@i
Email ltems~ 5 Aunk Al

Your Region/District/Campsite shared
mailbox should automatically display in your
Folder pane in Outlook under your personal
account).

4 Adam@Contoso.OnMicrosoft.com

Junk Emadl

Mail Calendar People Tasks

5.4 Accessing your GGQ email accounts on your Mac Outlook 2016 desktop app

If you previously used an Outlook App (Desktop or mobile) to access the GGQ Region account, you should
remove the old account from your Outlook app before setting up your new personal GGQ email account and the
Region shared mailbox.

1. Select Outlook > Preferences > Account.
2. Click the plus (+) sign > New Account.

3. Type your email address > Continue.

Please enter your email address

Type your password > Add Account. (Your window might look different from this one depending
on the account you are adding.)
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m Qutlook.com

Enter your password for

emailuser@outlook.com

Show Password

Need Help? Contact support

Select Done to start using Outlook for Mac.

Your Region/District/Campsite shared mailbox should automatically display in your Folder pane in
Outlook under your personal account.

E"* {I;‘_
HOME SEND / RECEIVE FOLDER VIEW
- }._'_ % Ignore x . N\
- *. Clean Up~ <« €< =
New  New ® Delete  Reply Reply Forwa
Email ltems~ &5 hunk - All

Delets Respon

4 Adam@Contoso.OnMicrosoft.com

4 Sales Shared Mailbox

NDOX

Drafts

Sent Items
Deleted items
Junk Emasl

Outbaox

Mail Calendar People Tasks

5.5 Accessing Outlook on mobile devices
If you want to access your guidesqld.org email accounts on your mobile device, you can either;

1. Use the above instructions to access your email via a browser on your mobile device
2. Download the free Outlook for mobile app

Install the Outlook for Android or Outlook for iOS app from the Google Play Store and then open it.
Tap Get Started if this is your first time. Otherwise, to add another email account, open
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the Menu — > Settings @ > Add Account > Add Mail Account.

Enter your full GGQ PERSONAL email address, then tap Continue or Add Account

Add account ]

Enter your work or personal email address

X N/ (N
yourname@yourdomain.com A Add Account )

Enter your work or personal email.

yourname@yourdomain.com

Add Account
CONTINUE >

Android window iOS window

Enter your email account password and tap Sign in or Next.

B® Microsoft

yourname@yourdomain.com
Enter password

Password

Forgot my password

Sign in with another account

Sign in

Outlook will open to your personal GGQ personal email inbox.

You can use the above process to add your Region/District/Campsite shared mailbox account, or
you can add your Region/District/Campsite shared mailbox by tapping the Add Account button in
the left navigation pane, then tap Add Shared Mailbox

Add Email Account

Outlook, Gmail, Exchange fifiloud.

Add Shared Mailbox

> Mailboxes shared by a group

Cancel
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Enter the name of your shared mailbox account and tap Add Shared Mailbox. The shared mailbox
will be added to the list of email accounts on the left navigation pane, and you can then select

which account you want to use.

6.0 Using Outlook

6.1 Outlook Page Layout

Once you have opened your shared mailbox you will see the standard Outlook layout.

The Folder Pane.

On the left is a pane for folders you can use to organise your emails.

The Message List

In the centre is the message list which shows all the messages in the folder you are currently in.
Your main Inbox is your default folder. Any new messages will appear in bold until you click on

them to read.

The Reading Pane

Contains the content of the email you select from your message list.

& C & outlook.office.com/mail/inbox/id/AAQKADZKN2YyNDMALTETM2MINDhIYy TINDAZLWIYOWMYMMJ]Y2YXNGAQABMzZnkhjURpCsNUbPgsH... & 6 % & & O @
[;!;?_7 Q Search
= Home View Help
= W~ 8 ¢ i a ® Quick steps ~ () Read / Unread R~ £ O 8 =
Qs Favourites Inbox W [0 Availability this week
&3 Inbox
> W webmaster@guidesqld.org w webmaster@guidesgld.org
Sent Items Pin files in Sharepoint Mon 16:12 To: suppont@ org; digit, org Aon 3, &
v » Hi James, During state office fold
Z f
Oratts Thanks James
P w webmaster@guidesqld.or]
user guides to MFA
Hi Jam se see beloW rep!
3] “ Folders sl skterdi il Ritesh Basnet
o UIDE - S. Digital Officer
S inbox et Readin
2 onas : W Webmaster@guidesaldorg ¢ Message g
New Training Docume. Mon 1024 L. t Pa ne
B> Sentit it IS Reply Reply all Forward
T Deleted ltems x D webmaster@guidesqld.org; supp.
Availability this week Mon 1004
€3 Junk Email Thanks James From: support@gui . support@guidesqld.org
s Folder Ok thanks for th Hebds upl Py Bear
Cnive 2 compliance@guidesqld.org
O e Pane Garradunga AGM Mon 08:40
© Morning James Can you please 4 o digitaltraining@guidesqld.org
B9 Conversation History 18 Tenm sty AL g YU oW IO
Last week
A s@guidesqidorg
£ Search Folders March 2024: Working a...  Sat 1053
Hi AL, For the rest of the mon
Granne
i B B Attach v @ ot [ Disc =
TO CompOSE an ema|| Send B Attach @ Encrypt [ Discard (=1
1. Select New Email from the o @) Mesmsonen x e
top left of the Outlook P
window.
Q1 Update
2. Add recipients, a subject,
Hi!

and type your message.
3. If you want to send a file,
select Attach.
4. Select Send.

‘When you have a chance, can you share your latest sales figures?

Attach

Thanks§

Discard )
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6.3 Replying to an email
1. Inyour message list, choose the message that you want to reply to.

<
2. At the top right corner of the message pane, select #:} or (-j to choose Reply (just to the
sender) or Reply all (replies to the sender and everybody copied on the email).
3. Type your response and then select Send.

6.4 Forwarding an email
1. Inyour message list, choose the message that you want to forward.

2. At the top right corner of the message pane, select Forward
3. Complete the recipient details as you would a new message
4. Type your message and then select Send.

6.5 Email Signatures

Email signatures are generated automatically and should not be changed or removed. These are
set by GGQ and are automatically updated as required. Your Region/District/Campsite email will
not have a personalised name in the email signature, so it is a good idea to always add your name
at the end of each email you send.

6.6 How to create distribution lists in Outlook Web:

1. Ifyou are in Outlook on the web, select the People icon 'qp'
The icon on the left side of the window (towards the top) or it may be at the bottom of the Page.

i1 Outlook

C/j New message <

. > Favorites
~ Folders
v [ Inbox
B _Alerts
v B3 _Annual Review
2
3 Done

) _Appointments

a

2. Onthe People page, on the toolbar, select the arrow next to new contact, and then select the
new contact list.

ie

he)

8 = EXCEIRd © Addtof
. New contact
* |
« ¢ New contact list
& i
1 New group
& ur wiaciise
2 W Deleted
Vv Folders
v
€3 Contacts

3. Enter a name for the list, and then add names or email addresses. The GGQ email addresses will
already be in there. You may also have to add email addresses.
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New contact list ol i

NAME OF THE LIST
o

Create a list of email addresses to o
send email to many people at a time.

Note: The email addresses in a ADD THE EMAIL
contact list are not connected to your Add email addresses ADDRESSES

saved contacts C I

projects@guidesqld.org
projects@guidesqld.org

Description

Add a description

4. Then select Create.

5. To send an email to the Contact List/Contact Group/Distribution List

Start a new message and in the Two field type the name of the list and it should appear. If you

must search for it, the list will be in the ‘contacts’ section of the Address Book.

6.7 How to create distribution lists in Outlook desktop app:

1. Open Outlook and navigate to the ‘People’ tab using the people icon. You will find the tab on the

left-hand side of your Outlook window or Ctrl+3.

=

Items: 100

]
[l
.
.
L]

2. Select Home > New Contact Group located at the top of your window.

Send / Receive Folder View Help Q Tell me wl

Ipme-gt=N = W=

-

People Business C...

Delete Communicate

3. Inthe Contact Group box, type the name for the group.

= = Untitled - Contact Group

File Contact Group Insert Format Text Review

s B0 & RE D5 BN Q

Save & Delete Forward | Members Notes Add Email Meeting = Categorize Follow Private | Zoom
Close Groy - Members ~ - Up~
ions Show Members Communicate Tags Zoom

Name |l Kelowna Office

| Nari & | Email

We didn't find anything to show here.
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]
4. Select Contact Group > Add Members ur'|', and then select an option:

a) Select From Outlook Contacts.
b) Select From Address Book.
c) Select New E-mail Contact

4(a). Select From Outlook Contacts.

1. Open the message so that the person's name is shown in one of these
lines: From: To: Cc: or Bcc:
2. Right-click the appropriate name, choose Add to Outlook Contacts.
. £ search
ive View Help
Enrico Cattaneo <enricoca...

S |9 € 5 Mateo v | & Unread/Read B8~ | @ =54 Insights

Focused Other ByDatev | Upcoming inteview C O = @ - o
; Y Nesteiey = @ Enrico Cattaneo <anricorattananBA@amail com> sy Reply Al = Forward

Microsoft Azure To ©Megan Bowe Wed 1/6/2021 9:14 AM
[ Azure AD Identity Protection Tue 5:17 AM
| See your Azure AD identity o M copy
' v Monday to
I | have the paperwork submit riew work you'd like me to do?

MyAnalytics
| t.'yllklu)yh(.‘r'((.ﬂlabov.lh(m E Mon 837 AM —Enrico :h! Select All
i ‘ ' . ’ Add to Favorites

Vv Last Week
A% Addto Contacts

Enrico Cattaneo

Upcoming inteview Wed 1/6 Open Properties

Hi Megan. | have the

Open Contact Card

Microsoft Azure Show Persona Spy

Azure AD identity Protection Tue 1/5
3. Add any additional details you want.
4. Select Save & Close.

File

webmaster - Contact

Contact Insert Format Text Review Help

[=] Details

= I =

9 Certificates

= 4 Go

Email Meeting Maore

Communicate

Save 8 Delete Sawe & Forward
Close Mew ~ ~ B an Fields
Actions Show
Full Mame... [h\rebmaster
Company |
Job title | Drigital Officer
File as [webmaster -
Internet
| @ Email... - | |- webmaster@guidesgld.org
Diisplay as [webmaster (webmaster@guidesqgld.org)

Web page address
IM address

Phone numbers

Motes

[webmaster@guidesqld.org

| Business... - |

[ 1071 33571268

| Home... - |

| Business Fax... | ™ |




4(b). If you click on the Address book -

1. You can select as many contacts as you want before clicking the “Members” button followed

by IIOK.”

Select Members: Global Address List *

Search: (_)Mame only (@ More columns  Address Book

Kelowna Go Global Address List - Advanced Find

| Mame Title Location |

() Adam Gibson Account Executive Kelowna
(J Alex Naumaw Customer Onboarding Specialist Kelowna
R Ali Lamont Sales Development Representative Kelowna
R Alisha Blasco Sales Development Representative Kelowna
R Alyssa Allan Sales Development Representative Kelowna
R Alyssa Prouls Sales Development Representative Kelowna
R Andrew Favro Customer Needs Specialist Kelowna
R Ashley Schuster Customear Onboarding Specialist Kelowna
R Ashton Wiklund Account Executive Kelowna
R Autumn Johansen Sales Development Representative Kelowna
R Berin Brand Sales Development Representative Kelowna
Cal Jackson Sales Manager Kelowna
R Cecilia Drozdz Account Executive Kelowna
R Curtis McGrath Product Owner Kelowna
O Delia Homer Account Executive Kelowna w
>

@ Cancel

2. Choose Save & Close.

El > Kelowna Office - Contact Group

File Contact Group  Insert Format Text Review

@@% 7 A RS D BRGIQ

elete Forward | Members Notes Add Remove Update Email Meeting | Categorize Follow Private | Zoom
Group Group~ Members~ Member Now = Up~

Actions Show Members Communicate Tags Zoom

Name | Kelowna Office

8 Name &

|Ema

A= Adam Gibson
AZ Alex Naumov

ada
alex

4(c). Select New E-mail Contact or Add a contact from scratch
1. Click People at the left side or bottom of the window.

2. Click on the Home, select New Contact or press CTRL.

-

@

HOME SEND / RECEIVE FOLDER

,., []
& o

ew Contact MNew  Delete | Ernall Meeting
Group Iterns -

Mew
Contact

Mew Delete Communicat
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3. Enter a name and any other information that you want to include for the contact.

4. If you want to immediately create another contact, choose Save & New (this way, you do
not have to start over for each contact).

5. Using the distribution list -
Next time you want to send an email that is relevant or targeted to your new group, you can
simply enter your new group name in the “To” field and you are all set!

5] = Untitled - Message (HTML)

File Message Insert Options Format Text Review Help @ Tell me what you want to do
a oA=L A ./q Q @J HJZI @ P2 Fallow Up ~

0 i N B J ! Q\/ | High Importance
Paste BT U|®2-A — — — | —= == | Address Check | Aftach Attach Signature | °

= <4 - = = Ti== Book MNames File ~ Item ~ ~ \l, Low Importance

Clipboard 5} Basic Text Names Include Tags 5}
E From w internzalcomms@bananatag.com
Send To @
ce nt People
ko Kelg (Wfice >

Subject
Other Suggestions

7.0 Further support

7.1 Learn more about using Outlook
To learn more about using your Outlook app, please visit;

Getting started in Outlook Web App

7.2 Technical Support
Please contact the Digital Officer at GGQ State Office for Outlook Email Technical Support.

webmaster@guidesqld.org

pg. 17


https://support.microsoft.com/en-au/office/getting-started-in-outlook-web-app-0062c7be-f8e3-486e-8b14-5c1f793ceefd

	Aim and Scope of this Guide
	1.0 Why we must use GGQ email instead of personal email
	1.1 Security
	1.2 Privacy
	1.3 Continuity

	2.0 Microsoft 365 – The Parent System
	2.1 Understanding the relationship between Microsoft 365 and Outlook Email

	3.0 Signing in to Microsoft 365
	3.1 Signing in to Microsoft 365 in a web browser
	3.2 Microsoft 365 two step verification

	4.0 Launching Outlook Email
	4.1 Microsoft 365 start window
	4.2 App Launcher

	5.0 Connecting to your Shared Mailbox
	5.1 Understanding the difference between personal GGQ email accounts and Region/District/Campsite shared mailboxes
	5.2 Connecting to your shared mailbox
	5.3 Accessing your GGQ email accounts on your Windows Outlook desktop app
	5.4 Accessing your GGQ email accounts on your Mac Outlook 2016 desktop app
	5.5 Accessing Outlook on mobile devices

	6.0 Using Outlook
	6.1 Outlook Page Layout
	6.2 Composing Email
	6.3 Replying to an email
	6.4 Forwarding an email
	6.5 Email Signatures
	6.6 How to create distribution lists in Outlook Web:
	6.7 How to create distribution lists in Outlook desktop app:

	7.0 Further support
	7.1 Learn more about using Outlook
	7.2 Technical Support


