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.

SharePoint: Document Matrix

The District Leadership Team and Trustees will have access to the documents uploaded here.
Group Lead Volunteers will have access to their own Group's folder.

Accessing SharePoint will require you to log in via Microsoft 365. You will need your username:

firstname.lastname@staffordscouts.org.uk and password.

SharePoint: Document Matrix

SharePoint: How to Guides & FAQs (coming soon...)

Welcome to Stafford District Scouts.

Q Sign-in options



mailto:admin@staffordscouts.org.uk
https://www.staffordscouts.org.uk/lead-volunteers-trustees

Option 2 — access the login page via a Google search.

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

Google

+ ms365 > Al Mode =

Google Search I'm Feeling Lucky

Microsoft 365
hittps /A office.com

Microsoft 365 | Write, Create & Collaborate with Al

Microsoft 365 is a subscription service that includes familiar apps like Word, Excel, and PowerPoint, plus
services like OneDrive, Teams, Qutlook, and the ...

Work smarter across
& & & with ™ Microsoft 365

Al built into Microsoft 365 Copilot helps you create, collaborate, and work across documents, presentations, and data.

m Buy Microsoft 365

8 Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

MNext

Q; Sign-in options




Stage 2 - Login Details

Use your District login details provided to log in.

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

Adn
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 firstname.surname@staffordscouts.org.uk

Sign in

Enter password
firstname.surname@staffordscouts.org.uk

Can't access your account?
Forgot my password

Welcome to Stafford District Scouts. Welcome to Stafford District Scouts.

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.

Scouts "‘E""

o firstname.surname@staffordscouts.org.uk
Scouts

Add your phone number

firstname.surname@staffordscouts.org.uk

Let's keep your account secure

We'll help you set up another way to verify it's you. ‘

Use a different account

Learn more about verifying your identity

Verify it's you with a call or text code to your phone.

Country code

United Kingdom (+44) e

Welcome to Stafford District Scouts.
Phone number

Enter phone number

Alternatively, you can do this with another

Choose how to verify

email account instead. @ Texta code

O cal

Message and data rates may apply. Pressing Next
means that you agree to the Terms of service and
Privacy and cookies statement.




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

Scouts "‘E""

€ firstname.surname@staffordscouts.org.uk

Verify your phone number

Enter the code we sent to +44 07

Enter code

Didn't receive the code?

Other options

MNext

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.

Scouts "‘E""

firstname.surname@staffordscouts.org.uk
Stay signed in?

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

D Don't show this again

No Yes

Welcome to Stafford District Scouts.

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...

Document Matrix | Stafford District Scouts

Documents See all
T Upload v E5 Editingridview (@ Exportto Excel Zm Sync — All Documents v (©

M Name ~ Modified ©® Modified By -

B 11th Stafford Scout Group January 10 Alex Windows | Staffo
BB 12th Stafford (Berkswich) Scout Group January 10 Alex Windows | Staffo
@B 15th Stafford (Penkridge) Scout Group January 10 Alex Windows | Staffo
Bl 16th Stafford (Wheaton Aston) Scout Group January 10 Alex Windows | Staffo
B 17th Stafford (Gnosall) Scout Group January 10 Alex Windows | Staffo
B 20th Stafford (St. Bertelins) Scout Group January 10 Alex Windows | Staffo

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

SharePoint: Document Matrix

The District Leadership Team and Trustees will have access to the documents uploaded here.

Group Lead Volunteers will have access to their own Group's folder.

Accessing SharePoint will require you to log in via Microsoft 365. You will need your username:

firstname.lastname@staffordscouts.org.uk and password.

SharePoint: Document Matrix

SharePoint: How to Guides & FAQs (coming soon...)

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

17 Mot following
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