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Hello and welcome to Central Regional TAFE!

Logging into Emails at TAFE with Office 365

To access your TAFE Office 365 account and other online TAFE resources you will
need your Student ID and password.

As a student of Central Regional TAFE, you are given a Student ID number that will
have a letter followed by 6 digits or an 8-digit number starting with 500, E00, GOO
or DOO E.g. GO0O1111, EO01111, DO01111 or 50001111.

This number was sent with your welcome email following your enrolment.
Username: StudentID@tafe.wa.edu.au
Default Password: TafeDDMMYYYY

Your default password for our systems will be Tafe (with a capital T) and your date
of birth in DDMMYYY format. i.e. Tafe19021985

Services will be available for login 48 hours after enrolling.

Logging in to your 0365 account can be achieved in two ways.

a) You can access it through Student portal > Office 365 — Student email >
Log In now button.

OR

b) You can directly go to office.com and press sign in to access your email.

The first time you log into Office 365, use the default password and it will prompt
you to setup your own password. The new password needs to be eight (8)
characters in length with at least 1 uppercase letter and number. You cannot use
your name or the word Tafe.

=. Microsoft
StudentID @tafe.wa.edu.au

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

t'."lil'li password

Please remember this password as this is your password for all TAFE systems.

To keep your account secure you will need to setup a 2" authentication method
(MFA). A More Information Required box will pop up so click Next on this step. You
have two options available for 2" level authentication. You need to select TWO (2)
minimum Authentication Methods for each of the options.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Optlon 1 Methed 1 of 2: App

(/] 2

App Phone

Microsoft Authenticator

é Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

Skip setup

want to use a different authenticator app

¢ Option 2

| want to set up a different method

Recommended option:

Option 1 - Microsoft Authenticator App and a Phone Number

Microsoft Authenticator App can be downloaded from Google and Apple App
stores. Once downloaded and installed, Press Next.

Keep your account secure
‘Your organization requires you to set up the following methods of proving who you are.
Method 1 of 2: App

(/] 2

App Phone

Microsoft Authenticator

Set up your account

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

| want to set up a different method Skip setup

Open the Microsoft Authenticator app, select allow notifications (if prompted). In
the app select Add account from the Plus icon on the upper-right, and then select
Work or school account. This will give you an option to scan the QR Code that will
appear in the following step. Please scan the QR Code on your screen. Do not scan
the QR Code in the following example.

You may receive a prompt asking whether to allow the app to access your camera
(i0S) or to allow the app to take pictures and record video (Android). You must
select Allow so the authenticator app can access your camera to take a picture of
the QR code in the next step.

Microsoft Authenticator

Use the Microsoft Authenticator app to scan the QR
code. This will connect the Microsoft Authenticator
app with your account

Can’t scan image?

The authenticator app will add your work or school account without requiring any
additional information from you. However, if the QR code reader can't read the
code, you can select Can't scan the QR code and manually enter the code and URL
into the Microsoft Authenticator app. For more information about manually adding
a code, see Manually add an account to the app.

Select Next on the Scan the QR code page on your computer. A notification is sent
to the Microsoft Authenticator app on your mobile device, to test your account.

Microsoft Authenticator

Let's try it out

v/

Approve the notification we're sending to your app.

Resend notification

Approve the notification in the Microsoft Authenticator app, and then select
Next. Your security info is updated to use the Microsoft Authenticator app by
default and to verify your identity when using two-factor verification (MFA).



https://support.microsoft.com/en-us/account-billing/manually-add-an-account-to-the-microsoft-authenticator-app-3bcc3672-6241-48ab-926c-6a6139e5f670

Microsoft Authenticator

v/

Notification approved

Voila, you are done with the hard Part. Press Next, it will take you to the page to
add the second authentication method, which will be to add your phone
number. This one is straight forward, use your phone number to complete this
step, you can use either of options, Text or Call. Once you enter your phone

OFFICIAL

Option 2 — Phone Number and Email

If you do not wish to install the Authenticator app on your device select | want to

setup a different method option.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Optlon 1 Method 10of 2: App

/] 2

App Phone

Microsoft Authenticator

number click Next

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Phone

&

App Phone

Phone
You can prove who you are by answering a call on your phone or texting a code to your phone
What phone number would you like to use

R |
Australia (+61) ¥| Enter phone numbe
®) Text me a code
() Call me
Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement

When prompted, please enter the 6-digit code that you received over Text or
Call.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are

Method 2 of 2: Phone

o

App Phone

Phone

We just sent a & digit code to +61 04 . Enter the code below.

| Back |

Lwant to set up a different method Skip setup

This will be the final step and you will get the following confirmation on your
screen. Click Done and you will be taken to the Office 365 welcome page.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Methed 2 of 2: Done
App Phone

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

Phone
+61 0458125064

Microsoft Authenticator

QP

9 Start by getting the app
On your phone, install the Microsoft Authenticator app. Dewnload now

After you install the Microsoft Authenticator app on your device, choose "Next".

I want to set up a different methed @ Optlon 2 Skip setup

want to use a different authenticator app

This will require an Email and a phone number as the authentication method.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are

Method 1 of 2: Email

o

Email Phone

Email

What email would you like to use?

want to set up a different method Skip setup

Please enter a personal email address and Press Next. You will receive a 6-digit
number to your email, enter the code and click next, then follow the same procedure
to setup your phone number. Once complete you will be taken to the Microsoft Office
365 Home Page.

4. Accessing your email from Microsoft Office 365

Once you complete all the steps above, you will be directed to the Microsoft Office 365
Welcome Page, where you will see all the apps available on the left-hand side. All your
communication from your Lecturer and CRTAFE will be via Outlook. If You click on
Outlook, it will take you to the outlook homepage.

Microsoft 365 ¥ Sgarsh

Welcome to Microsoft 365,

il -’ Get started

Begin building your Microsoft 365 experience by creating something new,
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Recommended

NOTE:

e If you have an existing Office 365 work or school account this might cause issues
signing into your Tafe Office 365 account. Please use In Private Window —
Microsoft Edge, New Incognito Window - Chrome or Private window in Safari as
this will isolate any synced account on your web browser.

e Student passwords expire every 90 days.



https://support.microsoft.com/en-us/microsoft-edge/browse-inprivate-in-microsoft-edge-cd2c9a48-0bc4-b98e-5e46-ac40c84e27e2
https://support.microsoft.com/en-us/microsoft-edge/browse-inprivate-in-microsoft-edge-cd2c9a48-0bc4-b98e-5e46-ac40c84e27e2
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DDesktop
https://support.apple.com/en-au/guide/safari/ibrw1069/mac#:%7E:text=Browse%20privately%20one%20time,Browse%20as%20you%20normally%20would.
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How to change your TAFE password before it expires

You can change your password from the Office 365 portal.

e Sign in to office.com with your work or school account then click on Settings
> Change your Password.
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Settings x

Install apps ~ Other
Third party notice

Themes
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View all

Language and time zone

Change your language —>

Dark Mode @

Password

Change your password —

Contact preferences

Update contact preferences >

e Once clicked, it will take you to the following screen. Enter your old password.
Create a new password and confirm it. Select Submit to finish and change your
password.

Change password

User ID
StudentlD@tafe.wa.edu.au

0Old password
Create new password

Confirm new password

How to reset your TAFE password if you forget

You can reset your own password anytime via the Microsoft password reset portal:

http://passwordreset.microsoftonline.com

Enter your student email address and characters in the picture and click Next.

Get back into your account

Who are you?
To recover your account, begin by entering your email or username and the characters in the picture or audio below,

Email or Usemame: *

studentlD@tafe.wa.edu.au n ‘

Example: user@contosoc.onmicrosoft.com or user@contoso.com

Enter the characters in the picture or the words in the audio. *

Mext Cancel

Follow the instructions and provide your TWO factor verification (MFA) methods.
Once complete you can enter a new password.

Get back into your account

verification step 1 > verification step 2 > choose a new password

Please choose the first contact method we should use for verification:

O Email my alternate email Enter the code displayed in your authenticator app.

[ Enter your verification code ]

(O Text my mobile phone

O Call my mabile phone

O Call my office phone

®) Enter a code from my

authenticator app

verification step 1 = verification step 2 > choose a new password

Please choose the second contact method we should use for verification:

() Email my alternate email In order to protect your account, we need you to enter your complete mobile

phone number (=*=**====47)

below. You will then receive a text message with a
. ) verification code which can be used to reset your passwaord.
(®) Text my mobile phone

Ocall my mobile phane | Enter your phone number

O Call my office phane Text

If you can’t get this method to work, you can contact your lecturer or Client Services
to request a password reset.

Need extra help?

Should you require any extra help:
T 1800 672 700

E info@crtafe.wa.edu.au

Be sure to include your preferred contact phone number in your email so we can call
you.


http://passwordreset.microsoftonline.com/
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