Outlook 365 Email Access

Please note — Do not delete any emails in this temporary system. We will not
have the ability to recover a deleted email.

1. Once you have been imported into the system, please go to https://www.office.com.
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Office Products Templates Support My account

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

2. Sign in with the following info:
a. Username: [your SG email]@saint-gobain.io
b. Password: Welcomel
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Work or school, or personal Microsoft account

ends with ".io"
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not-".com

[IKeep me signed in

Can't access your account?

3. You will be asked to change your default password.


https://www.office.com/

] Office

Update your password

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

4. Click Mail

Good afternoon

5. Select your Language and Time Zone
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[English (United States

(UTC-05:00) Eastern Time (US & Canada)
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6. To compose a message, click “New” followed by Email message.



Office 365 Qutlook

Search Mail and People 40 & New Vv

Email message
~ Folders @ Filter v

Calendar event

Inbox
Group

To Install Outlook 365 on Android Device

1. Open the Google Play Store
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2. Search for “office 365”

(=

€ office 365 for mobile

Microsoft Office Mobile H
Microsoft Corporation
4.0% FREE
QOoma Office for Mobile

Coma
#1 Small Business Phane Service

R FREE

3
Microsoft Outlook H
Microzolt Corporation —

30 B INSTALLED

3. Click install
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ﬁ Everyone

4. After installation completes, please login with the following info:

a. Username: [your SG email]@saint-gobain.io
b. Password: Welcomel (if first time logging in — if not, use password you set after logging
in the first time)






To Install Outlook 365 on iOS Device

1. Go to Apps Store
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2. Search for Outlook
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3. Select Get for Outlook 365
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4. Select Install
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5. Installation will begin
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6. After install completes, select Open
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7. Click “Get Started”

Outlook

A better way to manage your email.

Get Started
S

8. Select Notify if you want email notifications



Get Notified

Don't miss out on important
emails or calendar events

No Thanks Notify Me

9. Select Allow
r

"Outlook"” Would Like to Send
You Notifications
Notifications may include alerts,
sounds, and icon badged: These can
be configured in Settings.

Don't Allow Allow [y
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10. Select Add account, if prompted

1 Account Found

ﬂ @saint-gobain.com

Add Account 5

Skip

11. Enter your SG email ending with .io instead of .com and click Add account.

Add Account

Enter your work or personal email

@saint-gobain.io

L

Add Account

Privacy Statement

@hotmail.com @outlook.com @gm

12. Login with the following info:
a. Username: [your SG email]@saint-gobain.io
b. Password: Welcomel (if first time logging in — if not, use password you set after logging
in the first time)
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13. Select maybe later

Add Another Account

Would you like

account?

MaybukLaler Let's Do It!

To Add the Legal Notice Disclaimer to your signature

1. Click on the Settings wheel in the upper right hand corner of the Office 365 Outlook window
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2. Scroll down and click on Mail
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3. Click on Email signature

4. Copy and Paste in the text below into the empty text box and hit Save

This is a temporary email address. Saint-Gobain, like other large companies around the world
experienced a cyber-attack on Tuesday, June 27th. The company has isolated its information
technology systems to protect its data. It is continuing to investigate and is working diligently to
provide a resolution as soon as possible.

The information in this email may be confidential and/or legally privileged. If this message is marked
"CONFIDENTIAL", do not forward without prior approval for the sender. This message has been sent
for the sole use of the intended recipient(s). If you have received this email in error, please contact the
sender by reply email and destroy all copies of the original message. Please also be advised that
emails are not a secure form for communication, and may contain errors.
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This is a temporary email address. Saint-Gobain, like other
large companies around the world experienced a cyber-attack
on Tuesday, June 27" The company has isolated its
information technology systems to protect its data. It is
continuing to investigate and is working diligently to provide a
reselution as soon as possible. The information in this email
may be confidential and/or legally privileged. If this message is
marked "CONFIDENTIAL", do not forward without prior



To Add the Legal Notice Disclaimer to your signature on an Android

1.Click on the Settings Wheel
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2. Click on Signature
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3. Paste in the wording and click on the Check Mark
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To Add the Legal Notice Disclaimer to your signature on an IOS device

1. Click on the Settings wheel at the bottom of your inbox screen.
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2. Click on Signature
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3. Pastein the text in the blank space and arrow back to your mailbox
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