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Microsoft office 365

1. Go to office365.com

2.    Click “Sign in”
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3. Type your Balamand email with the password, provided by the University, and click “Sign in “

Microsoft office 365
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a. Click “Continue” b. Open Microsoft Authenticator on your mobile phone 
and enter the number displayed. For example, the 
number shown here is 27.

4.  Follow the instructions

NB: To know more about Microsoft authenticator go to page 18

Microsoft office 365
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Microsoft Office 365 Home page will open 

Microsoft office 365
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5.  Click “Apps “ icon on the home page

Microsoft Teams
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4.  Click “Teams” icon on the new window

Microsoft Teams
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Microsoft Teams app will open in new window.
1. To schedule or join a meeting, click the Calendar icon

Microsoft Teams
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Microsoft Teams
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A new window will appear 



a.    Join a meeting (if you are invited)
❑ Click “Join with an ID”
❑ Type the meeting ID and the meeting Passcode 
❑ Click “join meeting “

NB: Both meeting ID and meeting passcode will be provided by the host 

Microsoft Teams

Press here 
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b.    Meet now – to run unscheduled meeting
❑ Click “Meet Now”
❑ Type the Meeting name
❑ Click “Get a link to share” and paste later the information to an email or WhatsApp message to send them for all 

invitees)
❑ Click “Start meeting”

Press here 

Microsoft Teams

Press here 
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C.    Schedule a New meeting
❑ Click “New meeting” and a new window will appear.
❑ Fill all the fields requested in the new window: 

o Title, email of the attendees, date and time of the meeting.  
o Choose either “does not repeat” or “repeat”.  Ignore add channel and location

❑ Click “Save” (and an email will automatically sent to all invitees with the meeting id and meeting passcode)

Microsoft Teams

Press save
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E . Edit an existent meeting: Change meeting details, or copy meeting information
❑ Click “Calendar” icon on the home page and a new window will appear
❑ Click on the scheduled meeting – colored one. 

o If you prefer to send the invitation manually, click “Edit”, save the meeting details, and copy them into an 
email or WhatsApp message to send to all invitees.

o If you want to change the meeting details such as date, title,.. press on “Edit” and do the changes. 
❑ Click “Edit” for both cases
❑ A new window will appear ( see next page)

Microsoft Teams
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D.    RUN a meeting:
❑ Press on “Calendar” icon on the home page and a new window will appear
❑ Press on the scheduled and colored meeting
❑ Press on “Join “

Microsoft Teams
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Press your name
Press “Sign out”

F . Sign out from Microsoft office 365 :
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Microsoft office 365



Microsoft Authenticator 
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What is Microsoft Authenticator ?

▪ Microsoft Authenticator is not available for PC or Mac as 
authenticator apps are typically designed for smartphones for 
security reasons.

▪ Microsoft Authenticator no longer supports Authenticator versions 
that are more than one year old. Always keep your device up to date.

▪ Microsoft Authenticator is a free app that helps you sign in to all your accounts without 
using a password - just use a fingerprint, face recognition, or a PIN
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Install Microsoft Authenticator 

2. On you IOS device, open the Apple app store app.
a. Type "Microsoft Authenticator" in the search bar.
b. Select the official Microsoft Authenticator app and tap the Install button.
c. Open the app after installation.

1.On your Android device, open the Google Play Store app.
a. Type "Microsoft Authenticator" in the search bar.
b. Select the official Microsoft Authenticator app and tap the Install button.
c. Open the app after installation.
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1. Open Microsoft Authenticator on your mobile 
2. At the same time open Microsoft office365 on your desktop to login and  follow the instructions

a- Open Microsoft authenticator from 
your mobile  and press “Next” on desktop

b- Add an account to your Microsoft 
Authenticator. Press “Next” on desktop

c- Scan The QR code on the screen 
and press “Next” on desktop

d- Put the number shown on the desktop on 
your Microsoft Authenticator (here example 43)

e- Press “Next” on desktop f- Press “Done” on desktop
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