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NOTANDI A WINDOWS VEL

Aftengja Work or school account

1. Skrifid Settings i leitargluggann og veljid Settings. Veljid sidan Access work or school
account

Best match < Settings
E Settings
Lz ) Home
Search work and web
L settings - see work and web results > Find a setting pel
Settings (7+)
Documents - This PC (2+) Accounts

A= Yourinfo
Email & accounts

Q Sign-in options

II B3 Access work or school

R, Other users

I/O settings| I I > Syncyour settings

2. Smellid 4 Connected to ..... og aftengid Flensborg‘s Azure AD tengingu med pvi ad velja
Disconnect. Veljid sidan Yes

.. Connected to Flensborg's Azure AD
B Connected by notendanafn@flensborg.is

Manage your account

Are you Sure you want to remove this account? This will remose
your gocess o resources ke emadl, apps, network and all
content associated with it. Your organization might also remove

some data stored on this dewice.
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TEAMS

Utskraning og innskraning i Microsoft Teams

1. Skimid med musinni yfir stodumerkid og veljid sidan Skra ut. Bidid pangad til val

Flensborg + — O X

Jén Jénsson

Laus >

(4 stilla stéduskilabod

mVIS!aO
@St\\hngar
Addrattur  —  (100%) + @
Flytilyklar
Um >

Athuga med uppferslur

Saekja farsimaforritid

2. Skrdid ykkur inn i Teams med pvi ad velja Skra inn

i Microsoft Teams —

Microsoft Teams

Sladu inn vinnureikning,
skélareikning eda
Microsoft-reikning.

notendanafn@flensborg.is|

Ertu ekki skrad(ur) i Teams? Frekari upplysingar
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OUTLOOK

Tengjast tolvupdsti i gegnum Office.com

1. Skraid ykkur inn 4 Office.com med notendnafni og lykilordi
2. Veljid Outlook — Nyr gluggi opnast og haegt er ad framkvaema helstu adgerdir, s.s. ad senda
nyjan télvupdst, lesa télvupdst og vinna med dagatalsskraningar.

Office 365 —

Apps

|ﬁ Outlook @ OneDrive
EI Word m Excel

& PowerPoint [I OneNote
Q SharePoint w Teams

Utskraning og innskraning i Microsoft Outlook

1. Skraid ykkur ut dr Outlook med pvi ad velja File og Exit

2. Fylgid leidbeiningum 4 vef Haskala islands fyrir uppsetningu & Microsoft Outlook
Uppsetning & Hi pésti i Outlook fyrir Windows 10 | Upplysingataeknisvid Haskdla islands
(hi.is) (Birt med leyfi Upplysingataeknisvids Haskola islands)

Athugid ad pad mun taka smatima fyrir allan télvupdst ad berast i nyja pdsthélfié og eins er
vert ad taka fram ad ,Flytilisti med netfongum mun endurnyjast smatt og smatt med
notkun @ Outlook. betta pydir ad gamli ,Flytilistinn® sem var i Outlook er ekki lengur
tilteekur, en petta er ekki hinn raunverulegi tengilidalisti. Allir tengilidir og 6nnur goégn i
Outlook halda sér.


http://uts.hi.is/uppsetning_a_hi_posti_i_outlook_2016_fyrir_windows_10
http://uts.hi.is/uppsetning_a_hi_posti_i_outlook_2016_fyrir_windows_10
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ONEDRIVE

ONEDRIVE - MAC

Fjarleegja parf tengingu vio
naverandi adgang og setja upp nyja
tengingu vio Menntasky
o Smelltu & skyid upp i heegra
horninu til ad opna
OneDrive gluggann.
e Smelltu & Help & Settings
e Smelltu & Unlink Account
e Sampykkja vidvorun sem
kemur upp

P& bidur OneDrive pig um
innskraningu.
e Skrédu pig inn med
netfanginu pinu.

Pad getur tekio tveer eda prjar
tilraunir ad fa innskraninguna til ad
heppnast. Reynid aftur ef upp
kemur villa eda OneDrive ,hangir”.
Loki OneDrive og opnid pad aftur
og reynid aftur vio innskraningu.

Pegar pessi skjAmynd birtist, med
slédinni OneDrive — Menntasky
birtist hefur innskraningin tekist
e Veldu Next afram i gegnum
naestu skref og veldu svo ad
opna OneDrive moppuna
bina.

@ OneDrive needs your attention

Business

Start syncing again by signing in

a2

Your files might not be up to date. Re-enter your
credentials to start syncing again.

=

Unlink Account

Quit OneDrive

Help & Settings

Set Up OneDrive

Put your files in OneDrive to get them from any device

Email Address

I

l notendanafn@ma.is|

(oo | EEETI

[ ]

Your OneDrive Folder

Add files here so you can access them from other devices and still have them on

-1 pOED| ®

Your OneDrive folder is here
Msersle h/One - Mennt
Change Location
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pa tekur pu eftir ad gamla mappan
sem heitir eftir sk6lanum hangir enn
inni en nyja og rétta heitir
Menntasky

PU getur fjarlaegt pessa méppu med
pvi ad haegri smella og velja
Remove from Sidebar og pa ertu
adeins mead réttu méppuna sem
heitir Menntasky.

Naest er ad endurvirkja Office
pakkann.

e Opnadu eitthvert Office
forrit, Excel eda Word til
deemis

e Smelltu & adganginn pinn og
veldu Sign Out

P& bidur Office pig um innskraningu
e Skradu pig inn med
netfanginu pinu.

Sama gildir hér, ef pad klikkar ad
skra ykkur inn, profid ad loka
forritinu og opna pad aftur og skra
ykkur svo inn.

@ Recents

@ AirDrop

2 Applications

(= Desktop

@© Downloads

3 Documents

B2

@ OneDrive - Menntaskélinn & Akureyri

OneDrive - Menntasky =

@ OneDrive - Menntasky

@ Recents

@ AirDrop

A Applications

= Desktop

@ Downloads

Y Documents

O

[ @ OneDrive - Menntaskélinn & Akurey’” L

@ OneDrive - Menntasky

Name
> ©
(&)
o
o
[ o
I (&)
[a)
> ©
o
[ o
OneDrive - Menntasky =
Name ~
@
o
<
o
o
o
o
[©]
=Y
¢ O
Open in New Tab
Show in Enclosing Folder
I

Rename “CneDrive - Menntaskdlinn & Akureyri”

< iCloud Drive
Get Info
® Red Add to Dock
—
Connected Services

EL

n @ sign Out

Home

fffff

......

Blank Yiorkbook

l' l Lour

Blank Workbook Welcome to Excel Make a

B2 Microsoft
Sign in
notendanafn@ma.is

No sccount? Crests one!

More templates

Track My Tosks.
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Naest er ad graeja télvupdstinn.

Opnadu Outlook
Haegrismelltu & netfangio
pitt

Veldu Account Settings

Vertu med notandann pinn
valinn og veldu minusinn
nidri i vinstra horninu &
glugganum.

Veldu neest ad beeta vid
adgangi (ef pa ert meod fleiri
adganga pa getur pua valid
plasinn nidri i horninu) og
skradu netfangid pitt inn.

Sama gildir hér, ef pad klikkar ad
skra ykkur inn, proéfio ad loka
forritinu og opna pad aftur og skra
ykkur svo inn.

Inbox « syninemandi@ma.is

Home  Organise Tools

M- S fB-
New New Delete Archive Reply Reply Forward Move Junk Rules Tags
Email  Items to All

S I

~ synineman ~
———————— Open in New Window o “Other
£ Inbo:

[ Drafi New Folder
=1 Arch

= sent

@ Dele

E& Junk

P ciutt Empty Junk Folder \
P comy EMPty Deleted Items

By: Conversations v

> Smart Folc —

It's a wrap!

alw
o Accounts Show A

Default Account " x A
: . syninemandi@ma.is
S a Exchange/Office 365 Account

syninemandi@ma.is
Account description: syninemandi@ma.is
Personal information
Full name: Syni Nemandi
Email address: syninemandi@ma.is
Authentication
Method: Username and Password

Username: syninemandi@ma.is

Password:

Advanced...

] Set Up your Email

Please enter your email address.

Welcome to Outlool

Ema
Add Email Account notendanafn@ma.ig
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ONEDRIVE — WINDOWS

e Fyrsterad fara i Settings S
e Velja Accounts @ Home Access work or school
e Svo Access Work or Find 2 seting Getaccoss o rsources ke erai, apps, and the network. Connecting
school o a5 whic ek youca change. For speci ol abou i, sk
. . Accounts them i
Ef notandinn pinn kemur upp,
smelltu & hann og svo a %2 Yourinfo ) comec
Disconnect = email & accounts
.. Work or school account
€\ Sign-in options Mfsinacre: s i acenuit
B3 Access work or school eaea
AR Other users BB Aot on Adkianiats Aviiea AR
P& er gott ad virkja Office
pakkann aftur.
e baeradopnat.d. Word © Account

e FaraiFile

e Farai Account

e Velja par Sign Out [ New

e Velja svo Sign In aftur og
skrd inn med netfanginu
pinu.

@ Home

User Information

=T ERasS e
= Open - =

Change photo
Info About me

pad getur tekid tveer eda prjar

tilraunir ad fa innskraninguna til Savea Copy

aod heppnast. Reynid aftur ef upp

kemur villa eda OneDrive

,hangir®. Loki OneDrive og opnid

pad aftur og reynid aftur vid

innskraningu.

Switch account

e Naest er ad profa opna Outlook og athuga hvort netfangid sé ekki farid ad virka.

OneDrive er naest. bar parf ad fjarlaegja gamla adganginn sem heitir eftir skdlanum og setja upp
nytt sem heitir Menntasky

o Smelltu & skyid niori i & OneDrive s up o date *
hOFI’lInU Settings Account Backup Network Office About

RS ——
2M8 of 1,024 6B dloud storage used

Manage storage  Uniink this PC

1location is synd

ENG 1:38PM )
71 Q) IS 4/9/2001 EZ 3MB used on this P Choose folders Stop svnc

Open your OneDrive - Prod folder
Settings
Pause syncing
Manage storage

e Smelltu & Help & Settings sahelp

e Smelltu & Settings B

e Undir flipanum Account - = -

® bar Sél’au OneDere Og Open folder Viewonline  Help & Settings o =

nafn skélans, smelltu a
Unlink this PC par
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e Smelltu svo & Add an -
account (ef hann bidur Settngs | Account gackup Network | Office | About
i i ANi OneDrive yNmpRRNCR T
aitaatay b
e Skradu pig inn med lcationis syncng
netfanginu binu' 3MB used on this PC Choose folders™ 0D sync

Pad getur tekio tveer eda prjar
tilraunir ad fa innskraninguna til
aod heppnast. Reynid aftur ef upp
kemur villa eda OneDrive
shangir®. Loki OneDrive og opnid
pad aftur og reynio aftur vio
innskraningu.

oK Cancel

Pegar pessi skjamynd birtist, med
sl6dinni OneDrive — Menntasky X
. . , . . . dd files here so you can access them from other devices and still have them on
birtist hefur innskraningin tekist this Mac
e Veldu Next &fram i

gegnum neestu skref og

veldu svo ad opna .

OneDrive moéppuna pina. E — e

Your OneDrive Folder

Your OneDrive folder is here
/Msers/ | 2/ v

Changa Location
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TVIPATTA AUDKENNING

(MULTI FACTOR AUTHENTICATION)
Uppsetning i sima — SMS eda App

Tvipatta-audkenning (MFA), stundum kollum fjolpattaaudkenning er notud til pess ad herda oryggi i
Office 365. Audkenningin hjalpar til deemis ef ad épruttinn adili kemst yfir lykilordié pitt, kemst hann
ekki inn @ notandann pinn nema vera med hina audkenninguna lika, p.e.a.s. SMS-id sem pu feerd eda
tilkynninguna i Appid (eftir pvi hvad pu ert med uppsett). Hér eru nokkrir kaflar sem fara i gegnum
uppsetningu i fyrsta sinn, baeta vid sig audkenningu og einnig ef pu faerd nyjan sima.

Leidbeiningarnar i kéflunum Adferd 1 - SMS og Adferd 2 - App gera rad fyrir pvi ad pu sért ad setja
upp tvipattaaudkenninguna i fyrsta skiptid. Ef pu vilt beeta vid adferd og vilt hafa baedi SMS og appid
(adra sem varaleid) pa er synt hvernig baett er vid aukaleid i kaflanum Bzeta vid aukaleid hér ad
nedan. Sidasti kaflinn, Nyr simi — app leid fjallar svo um ef pid skiptid um sima og purfid ad setja upp
audkenninguna aftur (a4 adeins vid um ef pid veljid ad vera bara med Appid par sem simanumerid
flyst edlilega med i nyja simann).

Adferd 1 — SMS

1. Farainn d aka.ms/mfasetup i télvunni ykkar.
2. Skrd ykkur inn med skélanetfanginu ykkar.

3. b3 aetti ad koma upp ad pid purfid ad veita B Microsoft

meiri upplysingar, veljid Next.
pplysing J notandi@fyrirtaeki.is

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more
Next
4. Pa atti ad blasa vid sida sem heitir Keep R plyetracsEn e e

your account secure. B
Veljid par nedst i vinstra horninu I want o

to set up a different method. .

Microsoft Authenticator
Start by getting the app
=n

Lwant to set up # differerd method Skip setip


http://www.aka.ms/mfasetup
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5. Veljid Phone sem adferd i naesta skrefi. Add a method

Which method would you like to add?

Phone v

6. Veljid +354 sem landsnumer (gefid ad pid Phone
erud med islenskt nimer, annars velji pid
pad sem 3 V|6) og setjid inn simanumerid a Which phone number would you like to use?
gemsanum ykkar og hakid i Text me a +1 v 1234567890
code.
O Call me

7. [naesta skrefier
sendur prufukodi a
pig i SMS. Setid hann
inn og ytid 4 Next
og i naesta glugga a
Done.

@ Text me a code

Phone Phone

We just sent a code to +1 1234567890 Call answered

Enter code m
Resend code
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Adferd 2 — Microsoft Authenticator App

1.

Byrjadu 4 pvi ad saekja appid i simanum: Farid i Play store i Android sima/App store

i iPhone sima og finnid app sem heitir Microsoft Authenticator.
| télvunni ykkar, farid inn 4 aka.ms/mfasetup i télvunni ykkar og skraid ykkur inn

med skdlanetfanginu.
pa atti ad koma upp ad
pid purfid ad veita meiri
upplysingar, veljid
Next.

Pa zetti ad blasa vid sida
sem heitir Keep your
account secure. bar
skal smella 8 Next
bangad til ad QR kodi
birtist.

Pegar hann blasir vid feeri
bid ykkur i simann aftur
og opnid Microsoft
Authenticator appid sem
bid séttud.

Ef pu ert ad nota appid i
fyrsta skipti getid pid
mogulega smellt beint a
Scan QR code annars
parf ad smella a
punktana 3 i efra haegra
horninu og smella 4 Add
account ogsidan Work
or school account.
Skannid QR kédann i
simanum og smellid &
Next a sidunni.

BS Microsoft
notandi@fyrirtaeki.is

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Next

Keep your account secure

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

Method 1 of 2: App

@ 2

App Phone

Microsoft Authenticator

O

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now
After you install the Microsoft Authenticator app on your device, choose "Next”

I want tc

use a different authenticator app

Keep your account secure

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

Method 1 of 2: App

(/) 2

App Phone

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator

app with your account

After you scan the QR code, choose “Next



http://www.aka.ms/mfasetup
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8. Nufaerd pu prufu
tilkynningu i simann sem
parf ad sampykkja med
pvi ad smella 3 Approve
a tilkynningu i simanum.

9. AJ lokum geeti verid ad
bu sért spurdur um
simanumer, pad er skrad
sem varaleid og
mikilvaegt ad fylla pad ut.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.
Method 1 of 2: App

(/) 2

App Phone

Microsoft Authenticator

Let's try it out

v

Approve the notification we're sending to your app!

-
Back
Keep your account secure
Your organization requires you to set up the following methods of proving who you are.
Method 2 of 2: Phone
App Phone
Phone

You can prove who you are by answering a call on your phone or texting a code to your phone.
What phone number would you like to use?

United States (+1) v 4251234567

@ Text me a code

O Call me

Message and data rates may apply.

Lwant to set up a different method
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Beeta vid aukaleid

Ef pu ert med SMS leidina uppsetta en vilt setja upp appid eda 6fugt pa er ekkert mal ad baeta vid
fleiri audkenningarleidum og velja svo pd sem er adal og pa eru hinar leidirnar vara ef pessi adal

klikkar einhverra hluta vegna.

1.

Fara inn 4 aka.ms/mfasetup i télvunni ykkar og skraid ykkur inn med

skdélanetfanginu ykkar. Nuna, af pvi pid erud med tvipattaaudkenningu uppsetta pa
leidir hann ykkur inn & ykkar 6ryggissidu.

bar undir
Security info
flipanum geti pid
bzett vid
audkenningar
adferd med Add
method
takkanum

pid veljid pa ar
flettilistanum
hvada
audkenningu pid
viljid setja upp,
fylgid skrefunum
og baetid henni vid.

begar pad er klart
ba sjai pid a
adalsidunni hver
adal audkenningar
leidin ykkar er og
getid breytt pvi ef
bid viljid. Pparna a
myndinni er Appid
adal leidin.

~, Overview

#, Security info

B9 Organizations

Security info

These are the methods you use to sign into your account or reset your password.

Default sign-in method: Microsoft Authenticator - netification Change

+ Add method

O Devices
% Phone +354
B Privacy
E‘Q Microsoft Authenticator SM-G986B
Lost device? Sign out everywhere
Add a method X
Which method would you like to add?
‘ Authenticator app ‘
Authenticator app
Email
. Security key .
A Ovenview Security info

A Security info

B=1 Organizations

O Devices

B Privacy

These are the methods you use to sign into your account or reset your password.

Default sign-in method: Microsoft Authenticator - notification Change

T Add method

% Phone +354

E,Q Microsoft Authenticator SM-GOo86R

Lost device? Sign out everywhere


http://www.aka.ms/mfasetup
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Nyr simi —app leid
Ef bu ert adeins med SMS leidina uppsetta pad parftu ekki ad hafa dhyggjur, pu feerd bara SMS i nyja

simann pinn.
Til ad petta virki sem best purfi pid ad vera i skélanum & skdlanetinu.

1. Farainn a aka.ms/mfasetup i télvunni ykkar og skraid ykkur inn med

skolanetfanginu ykkar.
2. Undir Security info sjai pig Microsoft Authenticator sem adferd sem er uppsett. Smellid par

dDelete

2, Overview

A Security info

E=1 Organizations

L1 Devices

5 Privacy

3. Veljid svo Add method takkann og fylgid leidbeiningunum i kafla Adferd 2 - App

Security info

These are the methods you use to sign into your account or reset your password.

Default sign-in method: Microsoft Authenticator - notification Change

T Add method

@, Phone +354
E‘Q Microsoft Authenticator SM-G986B
Lost device? Sign out everywhere

Delete

Delete


http://www.aka.ms/mfasetup

