Accessing Your
Microsoft Account
(Work Email) For
The First Time




Accessing your TheirCare email account (T) TheirCa
for the first time.

This guide provides a straightforward process for accessing your TheirCare email
account for the first time. It covers essential steps such as logging in, setting up
multifactor authentication, and sending emails.

This should be completed before you attempt to sign into other platforms with Single
Sign On (SSO)

Logging In & Setting Up Multifactor Authentication (MFA)

& Before starting this process, you will need to have received your new TheirCare
email account information (email address and password).

1  Navigate to microsoft365.com

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

=

Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and
collaborate all in one place with your favorite apps now including Copilot.*

Signin Get Microsoft 365

Sign up for the free version of Microsoft 365 >
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https://www.google.com/

2  Click "Signin"

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >
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Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and
collaborate all in one place with your favorite apps now including Copilot.*

Sign_in Get Microsoft 365

Sign up for the free version of Microsoft 365 »
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3 Enter your work email address. It should end in @theircare.edu.au.

Then click the blue Next button

B8 Microsoft
Sign in

hfdemo@theircare.edu.au

Mo account? Create one!

Can't access your account?

q Sign-in options



4  Pressthe blue Next button

T) TheirC
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hfdemo@theircare.edu.au

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

5  Click "Next"

Keep your account secure

Microsoft Authenticator

e Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next”.

want to use a different authenticator app

| want to set up a different method




6  Click "Next"

Keep your account secure

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account, and select "Work or school”.

| want to set up a different method

7 On your mobile: Open Microsoft Authenticator. Press the plus button to add a
new account.

4:18

= Authenticator

IE Microsoft Entra ID

Already have a backup?
Restore your account.

Begin recovery



Press Work or school account

Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

Personal account

. Work or school account

. Other (Google, Facebook, etc.)

(@ When you are signed in with your personal account, all
stored passwords, addresses, and other autofill info
will be available on this device.

Press Scan QR code

Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

] Personal account >

Other (Google, Facebook, etc.) >

Add work or school account
Sign in

Scan QR code

(i) When voii are sianad in with voiir nersanal accornt all

Cancel
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Scan the QR code which is on your web browser

If prompted click allow.

Scan QR code

Use the Microsoft Authenticator app to scan the
app with your account

Afteryou scan the QR code, choose “Next”.

“Authenticator” Would Like to
Send You Notifications
Notifications may include alerts,
sounds and icon badges. These can be
configured in Settings.

Don't Allow Allow

On your web browser you are trying to sign in on: Click "Next"

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code, choose "Next".

Can't scan image?

Back

Lwant to set up a different method



12 Click the blue Done button

Keep your account secure

Success

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

Microsoft Authenticator

13 You will be given a code/number. Remember it for the next step

Keep your account secure

Microsoft Authenticator

Let's try it out
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14  0On your mobile: You will get a notification to approve the sign in.

Enter the code and press the Yes button

&

@ theircare.com.au
hfdemo@theircare.edu.au

WAYS Are you trying to sign in?
theircare.com.au
% < hfdemo@theircare.edu.au

Enter the number shown to sign in.

¢
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No, it's not me Yes
OTHER WAYS 1|
Create a pass_ >
Set up passwordless sign-in requests >
MANAGE
1 2
ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PaRrs ‘ Tuv 1 wxvz
0 &
—

15 Click "Done"

Microsoft Authenticator app was successfully 3
registered

Keep your account secure

Fri, 28 Mar 2025 08.23.40 GMT

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

@ Microsoft Authenticator



16  You will be prompted to set your own password.

In the first box: Enter your currrent/temporary password
In the second box: Enter your new password
In the third box: Re-enter your new password

Click the blue Sign in button

T) TheirC

hfdemo@theircare.edu.au

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

A Ensure you choose a password which contains at least 8 character, including at
least 1 number, one special character (! @ # $ etc) and one capital letter.
Remember your password as this is needed each time you sign in.



17 Click the blue Yes button

hfdemo@theircare.edu.au

Stay signed in?

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

j Don't show this again

Acessing Your Emails Using the Web App

18 Click the dots in the top right corner

Insta
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Welcome to Microsoft 365 Copilot

P Search

i 1D is

Quick access

@ An (® Recently opened 88 Shared ¥ Favorites b T Uploz

A

No recent content

10



19 Click Outlook

Insta
£ Find Microsoft 365 apps
2 (= o
Microsaft 365 Outlook OneDrive Word Excel Welcome to Microsoft 365 COPIIOt
Copilot
P ®W ® W%
PowerPoint OneNote SharePoint Teams Sway
Forms More apps
{Favorites -+ T Uploz

ol ot S g ®

Document Workbook Presentation Survey Create more

sl

No recent content

20 OR from TERRIE click the Outlook Emails button

“\r;/ Welcome to TERRIE 12

Staff Intranet

5‘"""‘“& S

Join in the Access our Find a
¥~ Conversation! Platforms! Service—}

n - -
TheirCare ID Enabled Apps T
B e AR s D)

o
Tahlia Spicer wrote... -
Some fun from week 8 at Waali PS hj .,' L m“, intelling *

TheirCare ;) Humanforce Ignite IntelliHR Microsoft Teams. Qutlook Emadils

/3 P

OneDrive Excel ‘Word Service Files

11
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Your inbox will open

EJ Conversation Histo...

2 Search Folders

&3 Go to Groups

Home  View  Help
T Delete ~ 5 Archive () Report ~ «f Sweep g Moveto
- Favorites Inbox ¥ QT
Ed Inbox 3 ¥ Yesterday
B> Sent tams [ Humanforce - DO NOT REPLY
> Welcome to the Hum...  Thu 3:58 PM.
Drafts You don't often get email from don,
Folders ) TheirCare Employee Experien... 2
Your TheirCare intelli... Thu 1257 PM
& Inbox 3 Yiou don't often get email from don.
7 Duafs
AT D f) TheirCare Staff Uniforms
.E‘. Deleted ltems Customer account ac...  Thu 12:35 PM
Y¥ou don't often get email from stor.
E3 Junk Email
@ Notes
5 Archive

To Send an Email
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Outlook

Home View

~ Favorites
B Inbox 4
B> Sent items

? Drafts

Folders

<

&d Inbox 4
77 Drafts

B> Sentitems

W Deleted ltems

£3 Junk Email

[? Notes

& Archive

B3 Conversation Histo...

B4 Search Folders

25 Go to Groups

“\Reply # Replyall ¥ Forward ~ {? Quicksteps ~ [ Read /Unread (J ~

Welcome to the Humanforce Wark App

Humanforce - DO NOT REPLY <donatreply@humanforce.com>
To: @ TheirCare Demo Humanforce

@ Some content in this message has been blacked because the sender isn't in your Safe senders list

You don't often get s

=2Welcome hero banner
Welcome to Humanforce!

Your organisation, Their Care, has registered you to use the Humanforce Work app
to a osters, timesheets and more

To install the app click one of the links below based on your device type

“#“Gooale play store

l=‘Apple store button
button

To login, please use these credentials —
Usemname. hfdemo@theircare.edu.au

Tomporary Password: .r3Y;<

Kind regards
Toam Humanforce

Click the blue New mail button

Q, Search
Help
¥ Quick steps ~
Inbox W o]
~  Today
> (4 TheirCare Demo Humanforce A
Test Email 7:02 PM
Thank you
~  Yesterday
H Humanforce - DO NOT REPLY
Welcome to the Hum...  Thu 3:58 PM
You don't often get email from don..
T TheirCare Employee Experien... 7
Your TheirCare intelli...  Thu 12:57 PM
You don't often get email from don...
[ d820a7d7-1a52..
T TheirCare Staff Uniforms
Customer account ac...  Thu 12:55 PM
You don't often get email from stor...

@ 4 Reply ® Replyall ~ Forward

Thu 27/

3580

Trustsender  Show blocked conter

) Mark all as read

Select an item to read
Nothing is selected

12



23 Type the email address of who you want to send your message to

- i

ome View Help Message Insert Format text Draw

m- * Quick steps ~ () Mark all as read

box 4 ~  Today
To theircare
nt ltems , (74 TheirCare Demo Humanforce -
Test Email 7:02 PM Ce TH :;EIIC;THDemD:umaniorce 5¢
= Thank you lemo@theifcare.edu.au
s ~  Yesterday Add aisu} O Search Directory
box 4 H Humanforce - DO NOT REPLY Type / to insert files and more

Welcome to the Hum...  Thu 3:58 PM

afts You don't often get email from don...
atiems T TheirCare Employee Experien... 2
sleted ltems Your TheirCare intelli... ~Thu 12:57 PM
You don't often get email from don,

nbEma [ d820a7d7-1253...
Jtes

TU TheirCare Staff Uniforms
chive Customer account ac...  Thu 12:55 PM

You don't often get email from stor...

nversation Histo...

warch Folders

3 to Groups

24  Add a subject line & type your email content

m i

= Home View Help Message Insert Format text Draw Options

~ Favorites Inbox ¥ &=l

{ Quicksteps ~ & Mark all as read

£ Inbox 4 ~  Tod
= To QO TheirCare Demo Humanforce X
B> Sent tems , (1 TheirCare Demo Humanforce <
Test Email 7:02 PM Ce
? Drafts Thank you
dd a sulgject
~ Folders ~  Yesterday LQ Y
& Inbox 4 H Humanforce - DO NOT REPLY Type / to insert files and more
i Welcome to the Hum...  Thu 3:58 PM
Z Drafis You don't often get email from don...
P Sent ltems

TheirCare Employee Experien... 7
W Deleted items Your TheirCare intelli... Thu1257 PM
You don't often get email from don...

£3 Junk Email [} d820a7d7-1a53.

(@ Notes
U TheirCare Staff Uniforms

T Archive Customer account ac...  Thu 12:55 PM
You don't often get email from stor.

B3 Conversation Histo...

EQ Search Folders

38 Go to Groups
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Click the blue Send button

Q e

Home View

<

Favorites
& Inbox
B> Sent ltems

? Drafts

Folders

&4 Inbox

27 Drafts

B> Sentitems
W Deleted ltems
£ Junk Email

[7 Notes

& Archive

B3 Conversation Histo...

B4 Search Folders

&5 Goto Groups

Help

Message Insert Format text Draw
Inbox W Q=
~  Today

TH

Tu

TheirCare Demo Humanforce “
Test Email 7:02 PM
Thank you

Yesterday

Humanforce - DO NOT REPLY
Welcome to the Hum...  Thu 3:58 PM
You den't often get email from don...

TheirCare Employee Experien... 7
Your TheirCare intelli...  Thu 12:57 PM
You don't often get email from don...

(] d820a7d7-1253..
TheirCare Staff Uniforms

Customer account ac...  Thu 12:55 PM
You don't often get email from stor...

Options

 Quick steps ~

&) Mark all as read

To ® TheirCare Demo Humanforce X
Cc
Test Email 2

This is a test email
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