OFFICE 365
FURTHER TIPS FOR PRESIDENTS AND SECRETARIES

III

FIRSTLY, if you are having difficulty logging on, it is probably because Microsoft is still “remembering” the last user’s

credentials. SOLUTION: Log out completely and log in again via the Hampshire Hub.
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SENDING/RECEIVING EMAILS from correct person.

SOLUTION: Click the “Show From” box and select the correct option from the dropdown
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ISN'T THERE A QUICKER WAY TO GET TO PRESIDENTS/TREASURER MAILBOX?

SOLUTION: Once logged in to Secretary, go to the little circle on the right hand side and select “Open another
mailbox”
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IT IS A NUISANCE TO HAVE TO LOG IN ALL THE TIME:
SOLUTION: Save as a favourite, by clicking this little star, then you can log in from your favourites bar
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