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Procedures Screenshots 
Note: This step needs to be perfomed by signing in the office 365 portal at Office.com 

1. Sign to the office.com portal. 
Type in your username 
(Firstname.Lastname@fortben
disd.com) 

2. Type your network password. 

3. Click Sign in. 

4. Select Mail, click on your 
username in the top right  

5. Click on your photo in the top 
right hand side and select 
open another mailbox 
from the drop down menu 

 

 

 

6. Enter the username for the 
account you wish to manage 
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