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To access email from home:

There are various methods that can be used to access college emails, in this example we’ll deal with how to remotely
access your email using your home computer (pc or mac), laptop or tablet.

The simplest method is to use your computer’s internet browser to access our website portal to collect and send your mail.

If you don't have access to a computer/tablet then you can also use this method on your smartphone but if you're using a

smartphone we would recommend you use your phone’s email app for access to email — there will be a separate guide issued
for this.

Using your browser’s address bar go to https://northernart.ac.uk/portal/ - you should get something resembling the
image below- then click on EMAIL
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You will then be prompted sign in with your college email address

e forstaffitisin the form of firstname.surname@northernart.ac.uk —i.e joe.bloggs@northernart.ac.uk
e forstudents it is studentrefno@northernart.ac.uk —i.e BLOJMA1234@northernart.ac.uk
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Click next and then you will get another login box for your school user name and password. (If not, please check you have
entered and spelt your email address correctly in the previous step)
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Enter your username in the top box (this is not case-sensitive) but be careful as your username isn’t your full email address
as it was in the last step.

o forstaffit's your normal login that you use, so for the example above it would be jbloggs
e forstudents it would be just the student reference, so for the example above it would be BLOJMA1234

Enter your password in the bottom box and click OK.

Tip: Make sure the box tells you that
https://adfs.northernart.ac.uk is
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@ hittps://adls.northernant.ac.uk is requesting your usemsme and password.

User Name: ||

Password:

match how they are in your password.

Now your email will open
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You can access your calendar by using the icons at the bottom of the left hand side bar
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https://adfs.northernart.ac.uk/

Accessing email on iPhone

e Click on the App Store
e Search for Outlook in the App store.
e Once you find Outlook Get to install Outlook.
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Once installed click Open.

On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk
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You will then be prompted for your school user name and password. Please enter this.
Then On the Add Another Account screen click “Maybe Later”

all 02-UK & ¢ 15:31 40%® ) all02-UK T 15:34 @ 20%@ )
< Not Office 365 (2) Add Another Account
art.ac.uk

1ame and password.

= )

Would you like to add
N Done another account?

Maybe Later Let's Do It!



e Then click “Turn On” on the Enable Notifications prompt.
e Then click “Allow” on the Send You Notifications prompt.
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You then have Access to your School Email Inbox.

If you click the calendar icon, you can access your School Outlook Calendar.
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e To access other Inbox folders click on your face icon.
e To access Outlook again, just click on the Outlook icon from your home screen.
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Accessing email on Android

e Click on the play Store
e Search for Outlook or Microsoft Outlook in the play store.
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Once installed click Open.
On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk

3:35 3= 74%m

Add account

Enter your work or personal email address.

Joe.Newcombe@NorthernArt.ac.uk

G GOOGLE ACCOUNTS

CONTINUE >

1 @] <


mailto:studentrefno@northernart.ac.uk

e  You will then be prompted for your school user name and password. Please enter this.
e Then on the Add Another Account screen click “Skip”

adfs.northernart.ac.uk

Type your user name and password.

User name: [ \

Password: [ seseeses |
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e You then have Access to your School Email Inbox.
e If you click the calendar icon, you can access your School Outlook Calendar.
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