Prepare for New APSD Email System

APSD is moving to a new email system. The day-to-day use of the system will remain mostly
the same. This document covers what’s changing. Please follow the instructions below to
prepare for the new system.

Sign in to Outlook.com
1. Go to outlook.com and click Sign In
2. Enter your username and add @apboe.org
to the end of it. For example, if your
username is appleseedj, enter
appleseedj@apboe.org

Apple App Store Google Play Store

B® Microsoft

Signiin 5. On the computer, the Keep your account
appleseedj@apboe.org secure screen will appear. Click Next until
you see a QR code on the screen.

On your mobile device, open the Microsoft
Authenticator app and then tap Add

account

Mo account? Create one!

Sign in with a security key ()
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3. Enter your password. Click Sign in Keep your account secure
Your organization requires you to set up the following metheds of proving who you are.
Microsoft Authenticator
Start by getting the app
ASBURY PARK O | v veurorone it s nensaor s s
e v ; After you install the Microsoft Authenticator app on your device, choose "Next".
 appleseedj@apboe.crg -
I want to use a different authenticator app
Enter password ’
= ?
Keep your account secure
Welcome to the APSD Office 365 Login Page Your organization requires you to set up the following methods of proving who you are.
Microsoft Authenticator
4. Download the Microsoft Authenticator app Set up your account
. . . If prompted, allow notifications. Then add an account, and select "Work or school”
on your mobile device. On Android-based
phones, it can be found in the Google Play -
Store app. On iPhone & iPad, it can be =~
found in the App Store app. These QR codes 6. On the computer, click Next.
. .,
can be scanned with your device’s camera On your mobile device, tap Scan QR code

for direct access



7. Use the app to scan it with your mobile = _
= Authenticator = Authenticator +

d evi Ce, S Ca m e ra @ Asbury Park School District @ Asbury Park School District 5

Appleseed@apboe.org Appleseed@apboe.org

Scan QR code

Approve sign-in?
sty Park School Distrct
Applessed.igspbos.org

Deny Approve

9. On the computer, tap Next and Done

Keep your account secure

uires you to set up the following methads of proving who you are.

Microsoft Authenticator

Notifieation approved
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Keep your account secure
v I
Your organization requires you to set up the following methods of proving who you are.
: : = ?
Microsoft Authenticator
Scan the QR code
Keep your account secure

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft
Authenticator app with your account. Your organization requires you to set up the following methods of proving who you are.
After you scan the QR code, choose "Next",

Success!

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

Default sign-in method:

) soft Authenticator
Can't scan image?
Back Next

8. The Let’s try it out screen will appear on the

computer. On your phone, tap Approve
= 2

Keep your account secure

If your mailbox has been transferred to the
new system, you should now see your
inbox. If not, you will see a message
Let's try it out .. .
v containing the link to our old system.

Approve the notification we're sending to your app.

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Once it has been transferred, please update
your devices using the instructions on the
following pages.

Back



Email Setup on District-owned Devices

Outlook on Windows 10

Restart your computer. Outlook will automatically start using the new service.

To restart your computer, go to Start, select the Power button, and then select Restart.

When the computer starts up, open Outlook and sign in.

i0S & iPadOS
Use the instructions below to add your email account on your iPhone, iPod Touch, or
iPad.
, 1. Open the Self Service app. If necessary, sign in using your APSD username and
: password
‘ 2. Under the Asbury Park Office 365 Email icon, tap Install

3. Open the Mail app. When prompted, enter your APSD password



Email Setup on Personal Devices

iOS & iPadOS
Use the instructions below to add your email account on your personal iPhone, iPod Touch, or iPad.
This guide was written using iOS 15

1. Go to Settings > Mail > Accounts > Add Account. The Add Account screen will open

2. Tap Microsoft Exchange

3. In Email, type your username and @apboe.org. For example, if your username is appleseedj, type
appleseedj@apboe.org

4. Tap Next

5. A confirmation box will pop up. Tap Sign In

6. The login window will appear. Enter your password and then tap Sign in. On the next screen, tap
Accept. Then tap Save

Android

Use the instructions below to add your email account on your personal Android phone or tablet.
This guide was written using Android version 11

1.
2.
3.

Go to Settings > Accounts > Add Account. The Add an account screen will open

Tap Exchange

In Email, type your username and @apboe.org. For example, if your username is appleseedj, type
appleseedj@apboe.org

Tap Next

The login window will appear. Enter your password and then tap Sign in. On the next screen, tap
Accept. Then tap Next and Done to complete the process

Apple macOS Mail
Use the instructions below to add your email account on your personal Mac in Apple Mail.
This guide was written using macOS Big Sur Version 11
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Open System Preferences

Click Internet Accounts. The Internet Accounts window will open

Click the plus sign (+)

Click Microsoft Exchange

In Email Address, type your username and @apboe.org. For example, if your username is appleseed;,
type appleseedj@apboe.org

A Microsoft Exchange window will appear. Click Sign In

The login window will appear. Enter your password and then click Sign in. On the next screen, click
Accept. Then click Done to complete the process



Remove Old Email Account from a Personal Device

iOS & iPadOS
Use the instructions below to remove your email account on your personal iPhone, iPod Touch, or iPad.
This guide was written using iOS 15

1. Go to Settings > Mail > Accounts. The Accounts screen will open
2. On the Accounts screen, tap the account you want to remove
3. Scroll down and tap Delete Account. A Delete Account warning window will open
4. On the Delete Account warning window, tap Delete Account to finish. You have successfully removed
the account from your device
Android

Use the instructions below to remove an Exchange account on your Android device.
This guide was written using Android version 11

Go to Settings > Accounts. The Accounts screen will open

On the Accounts screen, tap on the account. That account’s screen will open
Tap on the Remove account button. A confirmation box will appear

Tap Remove account to complete the process
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Apple macOS Mail
Use the instructions below to remove an Exchange account in Apple Mail
This guide was written using macOS Big Sur Version 11

Open System Preferences

Click Internet Accounts. The Internet Accounts window will open

In the list, click on the account to highlight it

Click the minus sign (-). A Remove warning window will open

In the Remove warning window, click Remove From All to remove it from all of your macOS devices.
You have successfully removed your account
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