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—. Y4 TfE Preparation

FEBEAT IR UD3 AT, TEBEET MK S .

Please activate your Guangzhou account before switching accounts.

BOERERE . https:/myaccount.hkust-gz.edu.cn/resetpwd

The activation link is: https://myaccount.hkust-gz.edu.cn/resetpwd

BETE 5] . https:/myaccount.hkust-gz.edu.cn/guide

Activation guide: https://myaccount.hkust-gz.edu.cn/guide

MR SILZN, lAEERZENY, AT L E S https:/myaccount.hkust-gz.edu.cn/resetpwd

If you forget your password or

https://myaccount.hkust-gz.edu.cn/resetpwd

—. Outlook "% P Add an Outlook Account

1. 7 Windows ¥ # 5, ## “Outlook”,

Please find “Outlook” from the menu of Windows and open it.
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https://myaccount.hkust-gz.edu.cn/resetpwd
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2. ®E XM XBT, REAMFREREFHN BWKF .
Please choose “File” and click “Add Account” on the right of “Info”.

4 = g 8] i taylorkideng@usthk - Outlook
(=1

@
@ust.hk ©

) J— =
}- Add Account

] BERES :
_EREFAFiE: Mobile Apps and Desktop clients (Windows 10) Save As Most Recent Sign-in
20227F7A128 (1 /M\if#D)
Guangzhou, Guangdong, CN
EEFERIANSREY

IRFIRE
S ERUKPRR BRI EE S IR, /
FER ISR, Account
https://outlook.office365.com/owa/ust hk/ Settings v

= $REYiOS s Android 7 Outlook A7)

Account Information

=

B
5
2]
.

-4
g Automatic Replies (Out of Office)

BRSSO Ll
“= ARIESHE. FHB Autaratic a pond to email m
BmESs Replies

Mailbox Settings

BRI E 7] Manage the size of your mailbox by emptying Deleted ftems and archiving.
02 | muszcommesss, > C L
Ia = 959GB free of
v | Office Account

= 99 GB 982 GBI Rules and Alerts

3. dAJ MR EE A K 4 (@hkust-gzeducn), A& “EE.
Please enter the GZ e-mail address (@hkust-gz.edu.cn) and click “Connect”.

e Outlook o Outlook

Email address

B3 TRtk

m  wm @hkust-gzedu.cn

@hkust-gz.edu.cn\

Connect

No account?

igikP?  BIEE Outlook.com FBFaREtmaH AR,




4. EBEEGE, £ “KFPER FO T RLEA RN

R i P Atk

After successful connection, the HK e-mail address and the new GZ e-mail address can be found under

“Account Information”.

5.

IKP{ER

G)

m 5.

@ust.hk
Microsoft Exchange

FIAfSH
@ust.hk
Microsoft Exchange

HEH

Bhkust-gz.edu.cn

Microsoft Exchange

+ Finske(D)..

= EHY iOS &% Android i Outlook 7
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©
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Account Information

E-v EEESE  B3usthk
Microsoft Exchange

Open & Export

+ l B H ?hkust-gz.edu.cn
Microsoft Excliange

+ Add Account...

ARG THAE, sd& “AHFA (M7, [ ELE R F N

R W R ) b 2 — AT R R 3K

When you create a new e-mail, you can click “From” to choose one of these two accounts as the sender.
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— . Word/Excel/PowerPoint % F {7# Switch Word/Excel/PowerPoint Account

1. 3777 Word, ## “Xf” X 2T “KF7, £ “KFP” XERREAMN “FRER” ¥89 “E
BRIV FTE
Please open Word and choose “Account” under the menu of “File”. Then please click “Change Licence”
on the right of “Product Information”.

9

BFER FRiER

(= B® Microsoft

@ust.hk

EXEA ETE I

EFR )

eai] TEF=m

LR Microsoft 365 Apps for enterprise
Iz BF: @ust.hk

HRFESFA FEREE
EEGE

Office H&:

BRI m ‘

. ) 1 Office B
Office FRX: E_@ ST RRE S,
P . R
EEEIRS:

@ OneDrive - HKUST @ XTF Word
Dusthk THRAE Word, 4. 7 ID MRS EFESS.
S XF kA 2206 (AIEBhRZA 15330.20230 ENSSENF)

& ik - HKUST Word | sy
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. FEThEE

IS EEREENER,
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[ New

User Information Product Information

m Microsoft

= Open
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e 0 Microsoft 365 Apps for enterprise

Belongs to: taylorkideng@usthk

Save a Col 5 This product contains
kY. Account Privacy L
WD N D
Wl T 8l N AR
S5PDF Manage Settings =
Manage Account | | Change Licence

Office Background:
Circuit

[}h
s Office Theme: El

Update
Bport Options >

Print

Office Updates
Updates are automatically downloaded and installed.

Connected Services:

Transform About Word
@ OneDrive - HKUST

(e taylorktdeng@usthk

Learn more about Word, Support, Product 1D and Copyright information
Version 2206 (Build 15330.20230 Click-to-Run)
Current Channel

Sites - HKUST
taylorktdeng@usthk
What's New

See the most recently installed updates.
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2.

FE“BFLLEE Office” RmEE “Bx%7,

Please click “Sign in” in the “Sign in to activate Office” page.

B® Microsoft

EFLAEGE Office

[ —=0
) 1

FEFRRAYE FRFE T kb fHthE HEENEFETE {EFEgN P R g b

=% Office

H4E Microsoft He?

© O

B® Microsoft e

Sign in to activate Office

® O

Use your regular email Get free cloud storage Use your account to install
address Office on other devices

Sign in with your work, school or personal Microsoft account
Sign in |

Enter product key instead
What is a Microsoft account?




WmASMNRERFKF A, RE “T—F7

Please enter the GZ email address and click “Next”.

B® Microsoft

Bi& Office

@hkust-gz.edu.cn X

HAKP? glE—

wa A

Please click “Next”.

B Microsoft

SRR Office
1Rk RAEZ A Office P&,

HANBAIRHEREGH—K.

® Microsoft 365 Apps for enterprise
R 1 NsE, 100

B8 Microsoft

Activate Office

= hkust-gz.edu.cn

No account? Create one!

Next

B Microsoft

Select Office for this device

Your account has multiple Office products.

We selected the best one for you.

© Microsoft 365 Apps for enterprise
Using 0 of 10 installations




5.

6.

R jE, B~ “@hkust-gz.edu.cn” JK & .
After that, account@hkust-gz.edu.cn will be displayed.

KA

BFRER mlER
@hkust-gz.edu.cn I Microsoft
@hkust-gz.edu.cn .
ke .
1T
HRFBSFA Microsoft 365 Apps for enterprise
EIERE =5 @hkust-gz.edu.cn
Office 2= FEREE
Ice ¥ 5
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. BT ERISEE,
EEENRS: EHER
@ OneDrive - HKUST (Guangzhou) L v
@hkust-gz.edu.cn
‘ *F Word
% Wik - HKUST (Guangzhou) @ THEE% Word, 5. 7R ID RIS SIEAES.
@hkust-gz.edu.cn *F ARAS 2206 (PIZBRRAS 15330.20230 BED=EDRR)
Word | g
ARINARSS ~ >
FTIBThAE
ERERIRENE,

SHF Y RT3 doox R + Saved

Account

User Information Product Information
. .
= Microsoft

Subscription Product
Microsoft 365 Apps for enterprise
Belo deng@ustik
Account Privacy
Office Background:

Circles s Office Updates

f Updates are automatically downloaded and install
Office The: Updates are automatically downloaded and installed.

Connected Services:

» OneDrive - HKUST (Guangzhou)
- . L ] -.
- HKUST (Guanazhou)
n

About Word

What's New
Bddarvee See the most recently installed updates.

o “ERFFTIE” BN “LHEKE S xx@usthk XBEH K7, EFREFELEMNAFERETH “U
Bk P BH#AT “ERFTIL.

If there is a warning like “cannot find the connected account of xx(@ust.hk” when you click “Change
Licence”, please choose “Switch Account” under “User Information” first.

H d, Microsoft i Fl, #n Excel. PowerPoint % /= & 47 3% 5 & 5 Word 173 7 &, — B,
As for other Microsoft software like Excel and PowerPoint, please follow the same instructions of
switching Word account.


mailto:account@hkust-gz.edu.cn
mailto:xx@ust.hk

= . Office % Fi7# Switch Office Account

1. 7 Windows ¥ ¥, #£# “Office”.
Please find “Office” from the menu of Windows and open it.

j=sliez |

Eﬁ Windows Admin Center
Lx Tremrwe
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EB 3D EEE
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2. RifrE Office ® A LAKFARIR, & “KWKF” FodRE “WHEKF”

Please click the account profile on the right upper corner, and then click “Sign in with a different

account”.

o



Sign out

p’ 4 5 @usthk " EEEp
I‘I; L"I H#Y Office BREM Y ) pusthk
\ ] meoie
Ne A

B

(’.QD Sign in with a different account
p S

3. ##F “THEHFRKFT, A& AR

Please choose “Workplace or school account” and click “Continue”.

Sign in
=4 »
Let's get you signed in
BERTAIIKA Helyou s
(ERER— kR Use one of these accounts
=
B N W B g@usthk
I{,E_Zﬂ?g;;g’k | Vorkplace or school account
B
n
N
=]
{EFRE i Use a different account

T Ifeskeike
HRRAVRLEISIR

B Microsoft i
B b, FBIEE Skype

Microsoft account

o | Continue

4, wmANTMNREKFS (MES5REKFHEE, E%B@usthk & F 4 @hkust-gz.edu.cn), && “T—#+7,
Please enter the GZ account (which is made up of the same prefix as that of HK account while the suffix
need to be changed from @ust.hk to @hkust-gz.edu.cn), and click “Next”.



BE Microsoft

EF

@hkust-gz.edu.cn

EKF? glE—T

TSR K?

Q) =S|

B8 Microsoft
Sign in

N ) kust-gzedu.cn

No account? Create one!

Can't access your account?

Q Sign-in options

Termsof use  Privacy & cookies  Accessibility: Partially compliant



5. AT NREKF EH,
Please enter the password of GZ account.

BE Microsoft

< @hkust-gz.edu.cn

RAER

39

WIC T

B® Microsoft

taylorktdeng@hkust-gz.edu.cn

Enter password

9

Forgotten my password

Sign in with another account

6. WK “KFBXAEAIEH, iFiE L4 E hitps://myaccount.hkust-gz.edu.cn/resetpwd F & &K 45,
If there is a warning like “Your account or password is incorrect”, please reset your password via the link

https://myaccount.hkust-gz.edu.cn/resetpwd.

BE Microsoft

< zhiweilin@hkust-gz.edu.cn

SIAE

WAL A LA, II2ARHE TEL, BUAEE.

#ig

=iC T EE

BE Microsoft
< taylorktdeng@hkust-gz.edu.cn

Enter password

Your account or password is incorrect. If you can't
remember your password, reset it now.

Password

Forgotten my password


https://myaccount.hkust-gz.edu.cn/resetpwd

7. FRIKFI#)E, B Office 0 & L AKF 7R, & “@hkust-gzedu.cn” K7 5 &
After that, the GZ account (@hkust-gz.edu.cn) will be displayed when you click the account profile on

the right upper corner.

HKUST (Guangzhou) Sign out

- ,P
FHhob g,
B *hkust-gz.edu.cn

) =

@hkust-gz.edu.cn
FRY Office BEEII
TS _
R (&) "o
B

Sign in with a different account

79 . OneDrive Zxu#% /~ Add a OneDrive Account

I AFXHHRREESR, EEMERFIZRF A5 AHE “OneDrive - HKUST” , ## “%E” # T,
Please open “File Explorer”, right click “OneDrive - HKUST”, and choose “Settings”.

R e |

‘s ] < | OneDrive - HKUST
FH HE  HE ¢ > v A # > Home Expand
] N E(A
: 1T &> UEEN > FA0X Y e View online
AEFEOEITFE o Settings
0. ust3i = L
BRI - -m Always keep on this device
a PEE -
— Open in new window
Weekly 5
] VFRBERE [s] Pin to Quick access
v B OHKUST FEpeEs(ar) B Hkus > Open in Terminal
GZIT - General Open Folder as PyCharm Community Edition Project
DatalBecovety OneDrive - HKUST
SCAD Drawing Archive - 328 | [f] 4/ Microsoft Defender/3... R FEAEAHA)...
: Smart Campus Archive - 3244 start FastSearch X BN “OneDrive - HKUSTZip® (T)
| v @ OneDrive - HKUST BT HIERPR(G) > 4 c Hitt s
B sy File Encrypt 2 Scan with Microsoft Defender.

ERVABTRIRRA (V)




2. ¥ kP BT, KE BDWKF

@ Microsoft OneDrive X @ Microsoft OneDrive %

wE WP S5 [ Office 2T Settingg Account Back up Network Office  About
OneDrive - HKUST (taylorktdeng@ust.hk)

617 MB of 5,120 GB cloud storage used Add an account |
Manage storage Unlink this PC

OneDrive - HKUST ( @ust.hk)

EEfETIaE R 217 GB, 1t 5,120 GB

I (A)

FERNF 4B 4 locations are syncing
OneDrive - HKUST OneDrive - HKUST
38.9 GB {Eix & Hih L{ER TS &R 193 MB used on this PC Choose folders Stop sync
GZIT - General GZ IT - General
52 MB HFTE S ES 30 MB Choose folders Stop sync
SCAD Drawing Archive - 37434 SCAD Drawing Archive - 3715
0KB HEVHE B E: 5 MB Choose folders Stop sync
Smart Campus Archive - 3744 Smart Campus Work Group - 1%
195 MB WETHEE EE 14 MB Choose folders Stop sync

TEE oA OK Cancel

3. WATMNRERFKF AEX.

Please enter your GZ account and sign in.

@ Microsoft OneDrive " %
Microsoft OneDrive

% & OneDrive

BAIRKI S5 7E OneDrive &, TTMEAE & EFEREA.

Set up OneDrive

R D A
‘ @hkust—gz.edu.cnl |

Email address

H B m m Phkust-gzeducn

o
bl

Create account Sign in




4. BF B EXHEIREES ZME T &+ LH T MAE OneDrive “OneDrive - HKUST
(Guangzhou)”,
After that, the new “OneDrive — HKUST (Guangzhou)” can be found in the File Explorer.

@ OneDrive - HKUST

@, OneDrive - HKUST (Guangzhou)

5. HARAKRSMREREKF (@usthk) 2/#/E, @& E9 %54 FJF “OneDrive - HKUST” B 48 %
KR, ER P BTEEEIEES] “OneDrive - HKUST (Guangzhouw)”, 1% & 48 < AR o
After the expiry of HK account (@ust.hk), please migrate the resources in use from “OneDrive - HKUST”
to “OneDrive — HKUST (Guangzhou)” and set related permissions.

FH . Teams Jk F ¥/# Switch Teams Account

1. f£ Windows ¥ # 9, ## “Microsoft Teams”,
Please find “Microsoft Teams” in the menu of Windows and open it.

iliwAi]

E= Windows Admin Center

LF Trensnmes

#

€D sozE=

A o™
Access OneDrive Outlock OneNote for...

B
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@ Dolby Audio Speaker System s = ket
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2. A& LARFPKGER, ®E “FEKF.

Please click your account profile on the right upper corner and choose “Manage account”.

B
11}

"l
@ust.hk

Available - Set status messa...

[ |
- @ust.hk

O == gEksus

[l eEeE [] saved

b s

& A Fd
+ A AR Teams for personal use

T _
Sign out

3. REREFEEH “EH.
Please click “Sign out” in the Settings page.
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& e

O fafh -
Al 7| ©
£ B

© RIFEMR
FRERRORIA
0O x5

& @E
l A AKF 0

Settings X

@usthk B2 e

| &) HKuUST

il S

533 General Current

2] Accounts

3 Privacy BETE = Manage Sign out
[ Notificati " 5 g - P ’ i
ourncauons

63 Devices

o | © HKUST
@ App permissions

Captions and transcripts
O Files
& Calls



4. HHEIHNE “@hkust-gz.edu.cn” JK 7 o
Choose and double click the GZ account (@hkust-gz.edu.cn).

=
B Microsoft X BE Microsoft
l | ! ’ m !
o . 2
¥RiP{EE Microsoft Teams! Welcome to Microsoft Teams!
FE— N FRFRIIR A SR IME, Chat and collaborate with co-workers using your work or school account.
Switch Teams app to sign in using a Microsoft account
IEER— I FLAGRSE
Pick an account to continue
E] @usthk @ " =u | BN |
n Fhkust'gz eau.cn I
EI
@hkust-gz.edu.cn @ ]
m W m Dusthk
SR E AR Use another account or sign up

5. BRAIA,
Signed in.
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7<. SharePoint ]~ M & [tk # &% Log in GZ SharePoint Account

1. &3k https://hkustgz.sharepoint.com/_layouts/15/sharepoint.aspx, #%# /)~ MK &k~ & F.
Please log in the GZ account via the link https://hkustgz.sharepoint.com/ layouts/15/sharepoint.aspx.

) https://login.microsoftonline.com/7fca8293-0779-40a4-9f7b-6b19075c5b31/0auth2/authorize?client_id=00000003-0000-0f... A g o=

B® Microsoft

MK

@ust.hk
EEES Windows

&

@hkust-gz.edu.cn
EZEEF Windows

4+ @Ems—ike

2. BFEAIN
Logged in.

K

A + plERiE + plEEYE
& EfELE SRESHIRRIRISS
0
=
IRgBREEHTMLL
FIMUEFESZIRIE, EEEN
I Ee R R ERREIRIF AT E.
TAHOaER &z
FHIBBER SharePoint, EATEARENMFRENFTELIE, LMEREEEENIREIRZATBFFHIE.,
ISEHkE
7 wE

TR
{ERETRR, (REILLRIA
NEH

3. SARAKRS MREREK” (@usthk) EH/E, W% B4R E KB RE SharePoint F 848 %
IR, ERF BT LIRSS N SharePoint, 1% B A AR .
After the expiry of HK account (@ust.hk), please migrate the SharePoint resources in use from HK

account to GZ account and set related permissions.


https://hkustgz.sharepoint.com/_layouts/15/sharepoint.aspx
https://hkustgz.sharepoint.com/_layouts/15/sharepoint.aspx

4. wR P NREKP BT %8 FFAEKE SharePoint, & Kl Pl T /5 & &7 M E R K~
(@usthk) HF,
If users fail to log in SharePoint with their HK account after switching, please refresh the page and choose
the HK account (@ust.hk).

+. F WA Frequently Asked Questions

1. Al EELaKRAEHR? 5 AS FR AR A?
(D Al FTEAEER, WXEELIK: outlook.office365.com, ¥ LLIE & Uk & #F 14,
(2) &AM R

crosoft 365 | Microsoft 365

el SRATR A 5Bk

AR KRBT A B &R HAROffice

(Word/Excel/PowerPoint/Access/Publisher/Outl v v v v v v
ook/Onedrive For Business/Skype for Business)

Bookings(HiE £ 4t) v v v v
Power BI Pro(A##EAHTF &, 51 I S 1k iTH) A \
MyAnalytics(MA LEFT A ST F )

Word/Excel/PowerPoint/OneNote Online o 4

(FE2&ROffice, FEEKM, IhEERD) i i i ! ‘/ v
Exchange Online (HB{F % %t) v v v v v v
Skype for Business Online(IX, ERELIWRAL) v v v v v v
Microsoft Teams(EFHI XK FBAMETEA) v v v v v v
Yammer(332F &) v v v v v v
[sharepoint Online(3#i1 /% R M M/OAF &) v v v v v v
Forms(R%/ABTFE) v v v v v v
Onedrive For Business(* A M) v v v v v v v v
Sway(BFHFDF) v v v v v v
Video(¥R5TFE) v v v v v v
Streams(FIRMAEFES ZTFH) v v v v v v
Flow(REZ{LTIR) N v v v v v
PowerApp Vv v v N v v
FREEES v v v v v v
OneNote ClassNote Book(iRE Zit &) v v v v v v v v
Microsoft To Do(f£531%) v v v v v v
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