USING THE OFFICE 365 EMAIL

ACTIVATION LINK

STEP 1: VISIT UTSA.EDU/EMAILACTIVATE
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UTSA Gmail to Office 365 Email Transition Tool

Step 2:

& myuTsAID

Sign in with

B | Passphrase

your abc123 and
passphrase

Acceptable Use Policy

This computer application is the property of the University of Texas
at San Antonio. Improper or unauthorized use of this application
may lead to eriminal prosecution or other displinary action. Use of
this application, authorized or unauthorized, constitutes consent to
monitoring of the system and the user’s acknowledgement of
accountability and responsibility.
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S te p 3 . It's time to activate your new Outlook account!

Welcome to the UTSA Office 365 Email environment!

C I i C k th e G re e n From now on, all your UTSA email will be delivered to your Outlook inbox via your new first.last@my.utsa.edu email
address, Here are a few important things to remember:
1) Your previous abc123@my.utsa.edu Gmail inbox is now read-only. While you can still sign in to view those messages,

AC tiva te B U tto n you can no longer send or receive mail via that inbox.

2) No data from your Google Workspace (Google Drive, Docs, etc.) will be deleted or lost. When you're ready, you
can migrate any data you choose from your Google Workspace by using Google Takeout.

3) Please do not set up automatic email forwarding from your new Office 365 account to an external email service
(such as Google, Hotmail, etc.). UTSA will only communicate with you via your new firstlast@my.utsa.edu

For more information on the project, please visit utsa.edu/office365

Activate Your Office 365 Account

®
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https://utsa.edu/emailactivate
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Welcome to Outlook!

Thanks! Your new Office 365 student email account is now being setup. Please allow 10-15 minutes for the process to

complete.
Your new email address is: tstdvx@my.notutsa.edu
Your UTSA passphrase will remain the same.
S te 4. In just a few minutes, you can log in to your new email address by visiting portal.office.com and signing in with your new
p . tstdvx@my.notutsa.edu email address and UTSA passphrase.

Coffee break!

Review your
n ew e ma il Don't forget:

1. Your previous UTSA-issued abc123@my.utsa.edu email inbox will now be read-only. No data from your inbox or

a d d res S a n d Google Workspace (Drive, Docs, Sheets, etc.) will be deleted.

2. UTSA will ne longer communicate with you via a preferred email address. All communications to and from the

give U S a few university must now use your new tstdvx@my.notutsa.edu email address.

3. Once your new email is activated, any email that get sent to your former abc123@my.utsa.edu will be automatically

m i n U tes to Se t redirected to your new tstdvx@my.notutsa.edu inbox.
. Have other questions? Visit utsa.edu/office365
everything up.

= C & portal.office.com

Step 5:
Sign in to portal.office.com using your Sign i
new email address and the same UTSA

No account? Create one!

passphrase as always.
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don't worry! I
you can find it at asap.utsa.edu anytime! |

- e e em em e e e e e e e e e e e o

r - "= "=--=---"-"-"-"-=-=-=-==®-®=®@®=E@®=®m®"m™-
\“ i did you forget your new email address? |

|

|

.



https://portal.office.com/
https://asap.utsa.edu/

