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1 Webmalil sign-in & sign-out

There are two ways to sign in to web mail.

From the Kyoto University of Advanced Science website

From the Microsoft 365 sign-in page

*Depending on your version of Outlook, the icon may differ. It may display your initials or an icon like this. .‘ I

1.1 Signing in from the Kyoto University of Advanced Science website
® On the right hand side of the KUAS website click the [ENGLISH] button.
® Click [CURRENT STUDENTS] and then click [Webmaill under Student Life.
@  Scroll down to [Using Webmaill and click New Webmail (Office365).
®

1.2 Sign in from the Microsoft 365 sign-in page
@
®
©®  After signing in, your Webmail will be displayed.

1.3 Signing out of webmail
@
®  Click [Sign Outl.
®

14 Forgot your password?

— See 1.2

— See 1.1

On the first page displayed after signing into your webmail, click on the person or circle icon in the top right.

Use one of the following methods to request that your password is changed:.

ENGLISH

The Microsoft365 sign-in page will be displayed. See 0 for the next steps to sign in to your webmail.

Go to https‘//outlook.office365.com/ and the Microsoft 365 sign-in page will be displayed.

Enter your email address, click next and then enter your password and click Sign In.

When the Microsoft 365 sign in page is displayed, you will have successfully signed out.

- Submit a request at either of the following offices between 8: 30 ~ 17: 00 on weekdays

Kyoto Uzumasa Campus North Bldg 2F ICT Center (PC preparation room)

Kyoto Kameoka Campus Kofukan 1F ICT Center

+ Submit a request through Sentan

EiERF

Navi. (Students only)
@ Login to Sentan Navi
® Contact the ICT Center
through the "Email Address
(Office365) Password Change
Request" link under favorites.

Enter the required information
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https://outlook.office365.com/

2 Webmail settings

2.1 How to change your password

®  Sign in to your webmail and click on either of the following icons in the top right of your screen.

*Depending on your version of Outlook, the icon may differ. It may display your initials or an icon like this. D

Q

Click [View Account].

)

Click [Change Password] near the center of the screen.
©®  Enter your current password in [Old password], and then enter your new password in the [Create new password].

Enter the new password again in the [Confirm new password] field for confirmation, then click [Submit].

Characters and symbols that can be used in passwords

e ABCDEFGHIJKLMNOPQRSTUVWXZ
e abcecdefghljklmnopqrstuvwxz
e 0123456789

o 1@#$% &*-_+=[]1 {} | ¥,.?2 | “~“<> ()

A strong password is a must. Enter a 8 ~ 16 character password that contains a combination of uppercase

and lower case letters as well as symbols. Do not include common words or names.

When the Microsoft365 portal page is displayed, the password change is complete. Click [Maill to return to your Inbox.

2.2 How to display the settings screen

@  On the first page displayed after signing in to your webmail, click on the following icon in top right of your screen

S)

The quick settings page will be displayed.

®  To display advanced settings, click the [View all Outlook settings] at the bottom of the quick settings window.

2.3 Create Signature

@  From the menu displayed on the left hand side of the advanced settings screen, select [Mail] > [Compose and reply].
(See 5.2.2 for how to display the advanced settings screen if you are unsure)

@  Enter a custom signature in the signature field to create a new signature. (See the sample below for your reference)

Signature sample

Kyoto University of Advanced Science (KUAS)
Faculty of Engineering, Undergraduate Student
SENTAN Taro

2022M999@kuas.ac.jp

®  Under [Select default signatures] you can select when to use the signature you created. Select the signature you created

from the respective pull-down boxes next to [For New Messages:] and [For Replies/Forwards:] and then click [Save].



2.4 How to set up email forwarding

Setting up email forwarding allows you to forward email that was sent to your university email address to another email address
(e.g. your mobile phone address, personal email, etc.).
This section explains how to set up email forwarding on the university email system (Microsoft 365 email system).
@  From the menu displayed on the left hand side of the advanced settings screen, select [Mail] > [Forwarding].
(See 5.2.2 for how to display the advanced settings screen if you are unsure))
®  Check the box [[1 Enable forwarding] and enter the forwarding email address in the [Forward my email to:] field.
> Check the box [[] Keep a copy of forwarded messages].

Click Save to save the new settings and start email forwarding.

2.5 Message Formats

What are message formats?

There are two types of message formats: [plain text] and [HTML]. Plain text format only sends text, whereas HTML format
allows you to insert images, set the font size and color just like on a website.

While using HTML format emails allows the sender to convey their intention more easily, depending on the recipient's email
software, specifications etc., the email itself or images in the email may not be displayed correctly. Therefore, in some
circumstances, the way the email is displayed to the recipient may differ from how the sender intended it to be displayed.

Plain text format is the standard for business emails but this doesn’t necessarily mean HTML format shouldn’t be used.

Use the appropriate message format ([Text format] or [HTML format]) based on the purpose of the email you plan to send.

2.6 Setting the Message Format

@  From the menu displayed on the left hand side of the advanced settings screen, select [Mail] > [Compose and Reply].
(See 5.2.2 for how to display the advanced settings screen if you are unsure)
®  Scroll down to Message format heading.
On the right hand side of the screen From the [Compose Messages in | HTHL Format] pull-down menu,
select [HTML] or [Plain Text] depending on what type of message format you want to use.
*Plain text format was previously referred to as text format

®  Click [Save] to save the new settings.



