
How to guide: Logging into Microsoft 365 for the first 
time… 
Group Lead Volunteers will automatically be granted a login and access; the details will be 
emailed to you. 

If you wish to delegate access to other volunteers in your Group, you will need to email the IT 
administrator, and the person will need to request a District account via the request page. 

If you have any problems logging in or otherwise require any support, please contact the IT 
administrator: admin@staffordscouts.org.uk  

Important: if you are already logged into another Microsoft 365 account on your web browser, 
you will need to log out first. 

Stage 1 – MS365 login page 

Option 1 – access it via the District Lead Volunteers & Trustees page. 

Press to open the document matrix. This will take you to the MS365 login page. 
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Option 2 – access the login page via a Google search. 

Google “ms365” and navigate your way to the login page. 

 

 

 

 

 



Stage 2 – Login Details 

Use your District login details provided to log in. 

Your username will be your: firstname.lastname@staffordscouts.org.uk 

 

You will be prompted to change your password. Make this something unique and rememberable. 

Then, you will be prompted to secure your account by adding your mobile number. This is in case 
you need to recover your account, and for security purposes.  

 

Alternatively, you can do this with another 
email account instead. 

 

 



You will be sent a verification code by text. Enter this… 

 

You may be asked to stay signed in. This means you will be kept signed in, and you won’t need to 
log in every time you need to access the Document Matrix or other services. 

 

And you’re in! 

 

 

 

 



Stage 3 – from here… 

If you logged in via the Document Matrix button on the District website, you should be taken to 
the Document Matrix SharePoint automatically… 

 

If not, or if you logged in via Google search, you will need to follow the link from the district 
website now… 

 

Then, follow’ the site for easy access in future. Top right corner. 

 


