- Open Outlook and click on your profile icon. You will see your username@bluecoatorg.onmicrosoft.com.
Scroll to the bottom and click on the settings cog.
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- Select your username@bluecoatorg.onmicrosoft.com and scroll to the bottom of the page.
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Reset Account

Try resetting the account if you have sync issues

- Click Remove

Remove Account

Remawng (1S aceount from he app will delete any local
data stored in the app



- Confirm by clicking Remove.
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- Click Add Account Add Account .

Create New Account >

Remove account from this device?

Remove

- Ignore the accounts already there and click Add Accounts
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Select Microsoft 365
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Add Email Account

Select your email provider: 12:48 & al 4G .
@ o
- Enter your email address, and you will see this page —
containing the Trust’s new logo. Enter your password, and S
v o ™ you will have added your school emails to Outlook.
Yahoo! Email iCloud Google
ADVANCED
B ;::;:('f your Cranmer Education Trust IT Support

Microsoft Teams
You need to sign out of Microsoft Teams and sign back in using your usual school email address and

password.




