Accessing Your New Student Account

Welcome to Glasgow Clyde College! Follow these steps to activate and log into your
student account.

Step 1: Wait for Your Account to Be Created

After you enrol, your student account may take up to 24 hours to be set up. Don’t worry
if you can’t log in straight away—just try again later

Step 2: Go to the Office 365 Login Page

1. Open your internet browser (e.g., Chrome, Safari, or Edge).
2. Inthe address bar, type: portal.office.com or, click this link: portal.office.com

3. This will take you to the Microsoft log in page as shown below.

Step 3: Enter Your Username

Type in your Username: which will be your Student ID followed by @myclyde.ac.uk

E.g. 20179811@myclyde.ac.uk

Click ‘Next’ to be taken to the
password window.




Step 4: Enter Your Password

Your new temporary password is your Date of Birth in the following format:

- DD-mmm-YYYY

« 20179811@mychyde.ac.uk .
-DD - two digits for the day

Enter password
-mmm - three-letter lowercase month

Fassword

abbreviation (e.g., jan, feb, mar)

Fa rgotten my password

-YYYY - four digits for the year

-The password includes the dashes.

Example: ‘02-jan-2000’

This is the sign in page for Glasgow Clyde College.

The first login will require you to complete the Microsoft Password Reset system.
On the next screen you’ll be asked to update the password, to one of your choosing.

e Current Password is the password you just entered.
e New Password is what you are changing it to.
e Confirm Password is to be sure you have typed in your new password correctly.

Once you have completed the fields click ‘Sign In’.

You may get a message like below. If you do just wait 5 minutes, then try logging back in.

B® Microsoft
Sign in
Your password has been successfully updated, but cur servers take a little time to Try logglng baCk In uslng your Student

catch up. Please try signing in again in a few minutes.

Username and your NEW password that you
just set.

Troubleshooting details
If you contact your administrator, send this info to them,
ipboard

Copy info to

Request Id: 5dd2bbdi-5a5f-43a9-9dc9-4b82bE6 5 ac00
G ion Id: 571 9-4f02-45cf-8914 ba
Timestamp: 2020-08-19T21.00:062

Advanced diagnostics: Enable

If you plan on getting suppert for an issue, turn this on and try to reproduce the errar. This will calld

additional information that will help to troubleshoot the issue.



Step 5: Adding More Information

Once you are logged in you will get a prompt saying ‘More information required’ this is to
allow for password reset in the future should they be required.

20179811 @mychyde.ac.uk

. . . Click ‘Next’ to add account recovery options.
More information required [zo17ss11 yop

Your organisation needs more information to keep
YOUF ACcount secure

Use a different account

Learn more

This is the sign in page for Glasgow Clyde College.,

You can choose any 2 options for account recovery. We would recommend phone
number and email address.

Choose a different method *

Microsoft Authenticator

hime codes

Hardware token
Sign in with a code from & hardware
foken

Phone
Get a call or text to sign in with a code

Meed more info? Learn more about sach
method,




Adding a phone number for account recovery

Select ‘Phone’ from the list of the options.

Method 1 of 2: Phone

o 2

Phone App

Phone

You can prove who you are by answering a call on your phone or receiving 2 code on your phone.

What phone number would you like to use?

Country code Phone number

United Kingdom (+44) 142

Chaoose how to verify
(@) Receive a code

Ty .
[} Call me

Select the United Kingdom
country code (+44).

Enter your phone number.

Select either:

-Receive a code

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

@

and cookies slalement

| want to set up a different method

Keep your account secure

Method 1of 2: Phone

(/] 2

Phone Mpp
Phone
We just sent a & digit code to +44 74 Enter the code below.
240220

Resend code

Lwant to set up a different method

I(eep your account secure

Method 2 of 2 App
Phone AR
Microsoft Authenticator

e Start by getting the app
On your phone, install the Micrasaft Authenticator app. Dewnlaad now

After you install the Microsaft Authenticator app an yaur device, choose "Neat”.

| want to use a ditferent authenticator app

- Call me

Enter the code you received and click
‘Next’.

You have now added your phone as an
account recovery method.

You can now add the authenticator
app as a second recovery method, or
you can select ‘lwantto setup a
different method’ in the bottom left
corner.



Adding your email address for account recovery

After selecting ‘l wantto setup a
different method’ you should then see

Choose a different method

Microsoft Authenticator the following options.

1S)  Approve sign-in requests or use one-
time codes

Hardware token
sagn inowith a code Irem @ hardware
token

Select ‘Email’ from the list of options.

Email
Receive 3 code 1o reset your passworg Same as before, enter your email
address and click ‘Next’.

’? Security questions

Answer these fo reset your passwond

MNeed more info? Learn more about each
method,

KE'EP your account secure
Enter the code received and click

Methed 2 of 2: Email ‘Next’.
:
Ernai
e Just sent 3 code to mc iZgrnail.com
IANSI6
Razend code
i i
Keep Yyour account secure
You have now added 2
Methad 2 of 2: Done .
) ) account recovery option.
Pharc Email
Success!
Grealjul! You hewe sucuenshully sl up your seonily infu. Croose "Dure” L onlinge sigring i,
Default sign-in method:
% “hars
E Crnail B




Accessing One Drive and Outlook

Once you have added your account
& Recovery options and clicked ‘Done’ you

20420077 @rmyrlyde.acuk

will be sent to this screen. Click ‘Yes’.

Stay signed in?

Dour Ui Lo reschuce Thes manibes of Girmes you are ssked
tasign in.

Dor'l shiow Hhis angain

@ You will then be redirected to your
o . Office365 account, you can access
ecHimehe VB e e o L e . .
enredrectd e o3 Tused s any Outlook (college emails) and OneDrive

bl please unlact e Service Desk

(files) under the ‘Apps’ tab.

What can | help you find?

Quick access Seatass ~

Recent Shared  Favorites T Upload

O M365 Copilot 4 Install apps

Apps

A oo W e & o @ ronerrone
v
i eams

All apps >

Use across Teams, Outlook, and Microsoft 365 Copilot

’4* Copilot ‘1’3 Org Explorer ©  Welcome Guide.

Get work done

Once you have set up and accessed your Microsoft accounts and changed your
password it would then be this password that will be used to access Computers on
campus, CANVAS, Printing and other college systems



