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Usernames and sign-ins

The first part of your username is comprised of two random letters and the last six digits of
your student number. It will look something like this: ab123456. You were provided this
when you collected your username and set your password in RISIS at the last stage of
enrolment. Throughout this document, ab123456 will be used as an example. Please use
your own when accessing services.

ab123456@reading.ac.uk

Use your username in this format when connecting to campus Wi-Fi — eduroam. You can
connect instantly on iOS, OSX and Windows, but Android devices require additional
configuration.

ab123456@student.reading.ac.uk

Use your username in this format when logging into services like Canvas, RISIS (24 hours
after enrolment), Blackboard, Library Resources, TOPdesk IT Ticketing System,
email/Office 365, Timetabling, me@Reading, Card Finance and AppsAnywhere.

Passwords

As standard, enrolled students will only have one IT User Account Password. Your IT User
Account Password is used to log into University managed systems.
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Useful web links

You may find it useful to bookmark these sites.

Henley Business School Login Links

www.henley.ac.uk/student-login

Digital Technology Services

www.reading.ac.uk/dts

Canvas

online.henley.ac.uk

Henley Business School

www.henley.ac.uk

Blackboard

bb.reading.ac.uk

Office 365

office.com

Microsoft Teams

teams.microsoft.com

IT Knowledgebase/Self Service Portal

uor.topdesk.net

Campus Card Finance

cardfinance.reading.ac.uk

AppsAnywhere

appsanywhere.reading.ac.uk

Password Reset

passwordreset.microsoftonline.com/

not applicable to AHEP students
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Step 1 — Setting up multi factor authentication

As an institution that takes its cyber security very seriously, we have enabled multi factor
authentication (MFA) on user accounts.

You are required to set up MFA the first time you log into your Office 365 account. This step
is only relevant to those logging into the account for the first time. We instruct students to
do this process upon collection of their username, so if you have already done this, skip to
Step 2.

To do this, in your web browser go to https://office.com.

Please note: If you have another Microsoft 365 account, you may have to sign out of that
first. Alternatively, you can go to the site in a private browsing session. Some companies
also restrict employees to log into other Office 365 tenants, so this might not work on a
company device.

At the login screen, enter your sign in address and click Next.

BY Microsoft
Sign in
ab123456@student.reading.ac.uk

No account? Create one!
Can't access your account?

Sign-in options

Termsof use  Privacy & cookies  ++
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Now set up multi factor authentication. Click Next.

University of
E Reading

ab123456@student.reading.ac.uk
More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Termsof use  Privacy & cookies -«

Now download the Microsoft Authenticator on your mobile. Click
Next. If you do not have a smart phone, click | want to use a
different method and follow the on-screen instructions.

Keep your account secure

YO SrGOnSaTIONn FEquines you 30 502 UP the lowing methads of prowing who you are

Microsoft Authenticator

Start by getting the app

~
o On your phane, instal 1he MCOSelt Authenticator apg. Dy

% pou've instaled the MEomssft Asesticalne dpp o0 your devios thooss Nee!

» Sferent suthenbicator s

Looant 30 2wt v o different method
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On your mobile, go to Apple App Store or Google Play to search and
install the Microsoft Authenticator app.

~ Microsoft
Authenticator

On the PC, click Next.

Keep your account secure

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

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account, and select “Work or school”

Back Next

On the Microsoft Authenticator app on your mobile, scan the QR
code displayed on the website.

Keep your account secure

Microsoft Authenticator

Scan the QR code

I
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Enter the six-digit code displayed on the account on the Microsoft
Authenticator app.

Keep your account secure

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

Microsoft Authenticator

Enter code

Lwant to set up a different method Skip setup

Multi factor authentication has now been set up. From now on, upon logging in, you will be
prompted to accept or deny logins on your mobile phone.

When logging into University cloud authenticated services, after you
put your password in, you will see this:

m Universi-tyof
<~ Reading

ab123456@student.reading.ac.uk

Approve sign-in request

~

@ We've sent a notification to your mobile device.
Please open the Microsoft Authenticator app to
respond.

Having trouble? Sign in another way

More information

On your mobile phone push notifications, you will see something like
this:

Approve sign-in?

U of Readin
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Step 2 — Using your Microsoft/Office 365 account

At the University of Reading and Henley Business School, students get a Microsoft 365 A3

Educational license as standard.

This includes (among others):

Office apps for the web

Local installation of Office 365 for up to 5 devices
OneDrive for Business with 5TB of cloud storage
SharePoint Online

Microsoft Teams

Microsoft Stream

Microsoft Planner

Microsoft Forms

Microsoft Sway

To log into your Office 365 account, go to https://office.com and sign in with your username
in the format of ab123456@student.reading.ac.uk.

il Office 365 L Search
N~

b # € B & ® 2

7

P &

Good evening & Install Office
Recommended >

You edited this You edited this — You recently opened this
’f 23m ago f 7m ago =~ 2m ago f
S ienley $Henley @tienley
Accessing Your Student Mailbox (Office365) Henley IT Starter Guide Accessing Your Student Mailbox [Office365)

L I— Offce3ss Emll ac ]
i Abrrunctfestors et b e S S i et it
ng Student Emails March20 IT Starter Guide for Students Accessing Student Emails March20 He
iin arepoint. vereadingac.sharepoint... vereadingac.sharepoint... live
All My recent  Shared  Favourites Type to filter list Y T Upload
D MName Modified Activity

— IT Cioe ide for Coiedlons,

1. Here you can search for anything and everything in your Office 365 account

2. Here you can download and install Office 365 apps on your personal PC or Mac

3. Here you can see frequently used Office 365 apps

Office 365 apps can also be downloaded for free on iOS and Android devices through App

Store or Google Play.
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Step 3 — Adding your mailbox to an email application

Adding your mailbox to Outlook

Screenshots are from Outlook 365. Other versions may vary. Digital Technology Services
support the use of the Outlook app. This may not be possible on a company device due to
security policies.

In Outlook, go to File, Account Settings, Account Settings.

nbe - cifton @rending sc.uk - e 7 a

Account Information

ut af Office)
hers that you e aut at effics a0

¥
messages

by crnptying Deleted hems snd sechiirg
iz yeurincoming email messages, and rezcive
= hanged, orremored,

oM Add-ins
worsos v afecting your Dustlock experienze.

Enter your username in the format of
ab123456@student.reading.ac.uk and click Connect.

jger  View  Help

Ry [@ F AERLINE]

el Outlook

Emeil sddress

2b123456@student reading.ar.uk

i o2 % B QB

If asked what service, select Microsoft 365 or, alternatively,
Exchange.
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Enter your account password and click Sign In.

I S o

File Home Send / Receive Folder View Help
2, | ® F Ory B | Z e ) 3
|| i X o C
New New o Del h  Sendto  Insigl
Email tems~ /O~ oll  OneNote
New oelt & Onenote o
X
> Al Unread October 2020 » -
S WE TH PR sA su
12 Bk
Yelena Kalyuzhr 1
Accepted: I Assist
ccepteds T Assistar Univesiyof
gReadmg
IT Service Desk
CAB C-2010-707 (RR . %
@ ab123456@student.reading.ac.uk s s

Enter password

Georgina Blake. g
Henley Business Sch Join Online
Colleagues s
am pleased to ann{
neh

Forgotten my password B ey
IT Service Desk Feict teani Mactiog,
Assignedto you: My Sign in with another account

3 Room
signment & NUS Queue -...
Sign in
= Chris Burroughs
RE: Henley Business \date Reception Screen
Hi Andy,
Apologles for the df cus time
signment & NUS Queue ...
R IT Service Desk I
& CAB C-2010.703 M =
h 3 +Room
neh

Terms of use  Privacy 8t cookies ++ 3 Room

10701 - Virt o3 There are many changes to the site layout, content and 17:00 || Assignment & NUS Queue -...
~]  style, some of which are visible and others that you won't [~  uesday 2
tems: 80608 Unread Allfolders are up to date.  Connedtedto: Mirosoft Exchange I BB — 1 + 100%

Now restart Outlook and you will see the mailbox added under your
existing mailbox.
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Adding your mailbox to Mail (in Windows 10)

Inbox - Hotmail

Other: 2 new messages
thortful, The 02

L ljinl‘(edln

v to bulk up fast

T.M.Lewin

02 Academy venues

Open Mail and go to
1. Settings (bottom left)

2. Manage accounts, Add Account

12 © Henley Business School, January 2022



Henley IT Starter Guide

Click on Office 365.

Other

Other: 2 new messages
thortful. The 02

ail, Calendar and People tc

Linkedin

02 Academy venues
rank Carter & Th,

E

Clearscore

Your ne

Enter your username in the format of
ab123456@student.reading.ac.uk and click Next.

er

Other: 2 new messages
thortful, The 02

Linkedin

Clearscore
Your

© Henley Business School, January 2022 13



Henley Business School

Click Next.

Focused

2 new
thortful. The

Linkedin
B Microsoft
Signin
ab123456@studen l.readmg.dc.uld

No account? Create onel
Can't access your account?

Sign-in options

Termsofuse  Privacy & cockies

Clearscore
Your new r

Focuse Of

Other: 2 new m¢
thortful, The 02

otmail.com

Linkedin

E Universi_tyof

' Reading
& ab123456@student.reading.ac.uk
Enter password

password

Forgotten my password

Next

Shop

PureGym
Let

Sign the ir

02 Acade:

Terms of use  Privacy & cookies

Clearscore
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Click OK and then restart Mail for the m

Other: 2 new me

S T Stay signed in to all your apps
LinkedIn Windows will remember your account and automatically sign you in to your apps and

websites on this device. You may need to let your organisation manage some settings
on your device.

Allow my organisation to manage my device

No, sign in to this app only

© Henley Business School, January 2022
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Adding your mailbox to Gmail (Android)

Open Gmail and click Options (top left), then scroll down and click
Settings.

GOOGLE APPS

G Calendar

@ Contacts

@ Settings

@ Help and feedback

Click Exchange and Office 365.

™M

Set up email

Google

R @

Outlook, Hotmail and Live

K

Yahoo

| m |
53]

Exchange and Office 365

Enter your username in the format of
ab123456@student.reading.ac.uk

gz

Enter your email address

Email

abl 23456@student.reading.ac.uk|

16
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Enter your password and click Sign in.

g Universi.tyof
Reading
< ab123456@student.reading.ac.uk

Enter password

Password

Your account will be remembered on this device.

Forgotten my password

Click Accept.

% Microsoft

ab123456@student.reading.ac.uk
Permissions requested

M Gmail
Google LLC #

This app would like to:
v Maintain access to data you have given it access to
\~ View your basic profile

v Access your mailboxes

Accepting these permissions means that you allow this app to use
your data as specified in their Terms of Service and Privacy
Statement. You can change these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

© Henley Business School, January 2022
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Step 4 — Setting up campus Wi-Fi (eduroam)

This can be done before you visit campus, so that when you arrive the device will connect
to eduroam automatically. This step is relevant for modern Windows and OSX devices. If
you are not coming to campus, this step can be skipped.

eduroam (‘ed-u-roam’; education roaming) is an international roaming service for users in
research, higher and further education. Click here for more information.

In your web browser, go to https://wifi.reading.ac.uk and click on

Use Wizard (recommended)

LCCTNN Connection Wizards ~ Manual Settings  Supported Services  WiFi Zones  Visitor Wi-Fi

Connect to the University Wi-Fi

IT Services Home Welcome!

« Service Status
Students and staff can use eduroam to access the Internet at the University of Reading and thousands of other

organisations worldwide. Visitors can also access the Internet at the University by using the UoR-Guest or The Cloud
= networks.
. ﬁ

Acceptable Use

We remind you that you must comply with the usage regulations of the University of Reading, your home insitution,
and any applicable UK and International laws.

The University's electronic communications systems (including the voice and data networks, email, web servers and

o
FiE
=

QR Code for this page

Internet connections) automatically and routinely log their usage. The University reserves the right to intercept, monitor
and record electronic communications for lawful purposes as specified in the Regulation of Investigatory Powers Act
(RIPA) 2000

Misuse will be traced, reported and dealt with appropriately and to the maximum extent permissible by law.
Get started

Please choose whether you wish 0 use a connection wizard or configure your settings manually

Use Wizard (recommended) Manual Settings

Select your device’s operating system.

If you are unsure of your operating system version, please click here for Windows and click

here for Mac for instructions.

B & I wi-FiConnectionWizar X b N

wifireading.acuk *

@ University of
Reading
Connection Wizards

< IT Services Home

elil.l roam

= Tip: You can access this site from on campus, including from a dedicated network for performing inirial
< Service Status -
configuration of devices to connect to the University Wi-Fi. To connect to this special network, choose network

name / SID 'UoR-Setup’ and enter network key ‘ConnectMe’ when prompred.

Recommended:

Based on the data provided about your system (by your web browser), the following installer is recommended for your
device

' Windows 10
Ay

For systems running Windows 10.

QR Code for this page

Available installers:

Wizard installers are available for these platforms
windows 10
For systems running Windows 10.

Windows 8 / 8.
For systems running the 64-bit or 32-bit full versions of Windows 8 or 8.1

Windows 8 / 8.1 RT
» N | For Microsoft Surface RT or equivalent devices running the ARM / T version of Windows 8 or 8.1

. Windows 7
For systems running the 64-bit or 32-bit versions of Windows 7.

Windows Vista
For systems running the 64-bit or 22-bit versions of Windows Vista.

Windows XP SP3
For systems running the 64-bit or 32-bit versions of Windows XP with Service Pack 3 or later. -~

18 © Henley Business School, January 2022
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Click Download and run the setup wizard for your chosen operating
system and run the software.

Screenshots here are taken from a Windows 10 device, but will be relevant for other
devices.

‘wifi.reading.ac.uk;

University of

@ Reading

Welcome R e Manual Settings  Supported Services  WiFi Zones  Visitor Wi-Fi
Connect Windows 10

4 IT Services Home

elil.l roam

These instructions explain how to connect a Windows 10 computer to the eduroam wireless network.
< Service Status

- Download and run the Windows 10 setup wizard

You may be prompted to accept a number of changes to your system, it is important to allow all these changes to be
[ e
"
. .

2. As part of the installation, you will be asked for a username and password

:
E User credentials
elil.lroam

QR Code for this page

Username: 23456@reading.ac.uk

s

Nullsoft Install System v2.46
<Bak | Ims@l | | cancel

Click Next.

J Welcome to the eduroam® installer
eauroam

This installer has been prepared for University of Reading.
The installer will create the wireless profile: eduroam.,

More information and comments:
EMAIL: it@reading.ac.uk
WWW http: ffwww. reading. ac. ukfitsf

E Unwersrty of Installer created with software from the GEANT praject.

Reading

at.eduroam.arg

Mext = | | Cancel

© Henley Business School, January 2022 19
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Click OK.

':?,7) eduroam ® installer for University of Reading — #

ocluroam

This installer will anly work properly if you are a member of University
of Reading and the user group: University of Reading UK.
Click QK to continue with installation,

[ ok ]| cance

Mullsaft Install Systenm v3.0

| <Back || MNext> | | Cancel |

Enter your username in the format of ab123456@reading.ac.uk with
your password and click Install.

User credentials
OClllrﬂ'ﬂl'l'I
Username: | ablZSAEG@reading.ac.|
Password: | BEERERRES |

Repeatpassword:| ssssssnnel |

Mullsoft Install Swsten w3.0

Instal | | Cancel

20 © Henley Business School, January 2022
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You will now see the security settings and certificates install. If any
prompts appear during the installation process, accept them.

Ins=tallation
Checking for existing wireless profiles I
uroam

Extract: cert-4.crt

searching for certificate cert-0.crt
Extract: cert-0.crt
searching for certificate cert-1.crt
Extract: cert-1.crt
searching for certificate cert-2.art
Extract: cert-2.crt
searching for certificate cert-3.crt
Extract: cert-3.crt
searching for certificate cert-4.crt
Extract: cert-4.crt

Mullsoft Inskall Svsterm w3.0

< Back Mext = Cancel

Your campus eduroam Wi-Fi profile has now been installed and your
device will connect to Wi-Fi automatically upon arrival.

l Installation complete
uroam

MNetwork profiles have been installed.

Your system is ready.

University of
E Reading

https:/fcat eduroam.org

© Henley Business School, January 2022 21
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Step 5 — Logging into Canvas

For most courses, Henley Business School uses Canvas as the virtual learning environment
(VLE). This is where students access most of their learning resources.

Please note: As mentioned in Step 1, some companies restrict employees from logging into
other Office 365 tenants, so this might not work on a company device.

You can find a list of supported web browsers by clicking here.

In your web browser, go to https://online.henley.ac.uk

& University of
Reading

Sign in

Q, sign-in options

Enter your username in the format of
ab123456@student.reading.ac.uk, then your password.

Dashboard 5 @ Henley

Business School

UNIVERSITY OF READING

Published Courses (2) S5

Comingup f5] Viewcalendar

Nothing for the next week

View Grades

BbCU Testing - Managing Process...
Courses BbCU_MPS

| Calendar

&

Inbox

©)

History

o

Studio

You may be instructed to set up MFA. If so, go to Step 1 of this Starter Guide. You should
now be logged in.

Further training on Canvas will be provided when your studies start.
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