HOW TO LOGIN TO YOUR STUDENT EMAIL ACCOUNT

USER GUIDE

The login username is matricnumber@live.unilag.edu.ng while password is
Unilag with the last 5digits of their matricnumber

e.g 030805039@live.unilag.edu.ng password is Unilago5039 (the”U” in CAPS LOCK)

Step 1:Type portal.office.com inthe url
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Try Microsoft Edge
e ry g No thanks
A fast and secure browser that's designed for Windows 10

B2 Microsoft

Office Products v Resources v Templates Support My account .

Cloud, you're signed out now.

an backin as dloudadmin@universitvoflagos.onmicrosoft com

Step 2: Input the Username/UPN

matricnumber@liveunilag.edu.ng e.g. 030805039@]live.unilag.edu.ng

a® Microsoft

Sign in

Unilagﬁ?BBD@Iive.unilag.edu.ng|

Mext

Can't access your account?
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Step 3: Input the password given and click sign in

Password is Unilag with the last 5digits of their matricnumber

e.g 030805039@live.unilag.edu.ng password will be Unilago5039

B Microsoft

unilage7830@ live.unilag.edu.ng

Enter password
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Forgot my password
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Update password window appears as shown below:

s Microsoft

unilage7830@live.unilag.edu.ng

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.

Icurrent password

MNew password

Confirm password

Current Password — The temporary password given to you

New Password— Choose password of your choice which must consists of all or any
two in the bracket(character, uppercase, lower case and Numbers)

Confirm Password — Repeat the new password.
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o= Microsoft

unilagb/7830@live.unilag.edu.ng

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.
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AFTER CLICK SIGN IN, BELOW WINDOW APPEARS
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B Microsoft X

Get classwork done
with Office 365 tools

Set your Time Zone.

8% Outlook

Leave the Language as: English (United States)

Change Time Zone to UTC 01:00 West Africa as shown below:
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ﬂ 8% Outlook

English (United States) v

(UTC +01:00) West Central Africa

@ Save

Click Save.

Office 365 Outlook

Search Mail and People O @ New|Y £ Mark all as read
A Folders Focused Other Filter v
Inbox Next: Loading your upcoming events..
Sent ltems
Drafts
More

Your Focused inbox is cleared
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And you are good to go.



