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A. Access Graduate M365 Email with Outlook Web Access

1. Visit HKU webmail with a compatible browser (https://webmail.hku.hk/)
2. Click ”GRADUATE.HKU.HK (Microsoft 365)"

Graduate

GRADUATE.HKU.HK (Microsoft 365)

3. Enter your UID@graduate.hku.hk and Password. Click Sign in.

(Note: If you cannot see username login prompt, please re-launch your browser to
Incognito mode or private browsing mode.)

@8 Microsoft
Sign in

UID@graduate.hku.hk

MNo account? Create one!

Can't access your account?

Back MNext

G% Sign-in aptions

BS Microsoft
L @graduate.hku.hk

Enter password

Password

Forgot my password
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4. Select the option Yes (if accessing with your own client device) or No (if accessing
with a shared client device).

BT Microsoft

@graduate.hku.hk
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

No

5. Upon login successful, it will show the Outlook Web Access interface for you to read

or compose email.
Outlook Q Search

‘ = — Home View Help

v Favorites Focused Other { =

< a

(&3 Inbox

i

D Sent Items

77 Drafts

v @gra...

> E <

& Inbox
? Drafts
B> Sent Items
T Deleted It All done for the day
eleted Items
Enjoy your empty inbox.

£ Junk Email

(7 Notes
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B. Access Graduate M365 Email with IMAP4 Protocol ( Thunderbird
client)

As Microsoft changed the authentication mechanism on Oct 1 2022, the legacy
protocols like pop3, imap4 will be the end of support on Microsoft outlook client,
therefore using Outlook client is NOT supported. If you would like to use the legacy
protocols, please change to use the thunderbird client.

After you download and install Thunderbird client, then Click +New Account

09 Local Folders @ Account Settings X

+ New Account

ST Account Settings

. The following is a special account. There are no identities associated with it.
Junk Settings
Account Name: Colour:

Local Folders -

Disk Space
& outgoing Server

Message Storage

] Empty Deleted folder on Exit

Message Store Type:  File per folder (mbox
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Enter Full name and Email address (UID@graduate.hku.hk) and click “Continue”

0 Mozilla Thunderbird
Account Hub

Add your email address

Full name

TEST @

~ Email address

UID}@graduate.hku.hk @

Support = Release notes * Donate



Select IMAP (recommended option) and click EDIT CONFIGURATION.

(Note: Selecting the POP3 option should be done with great caution, as it will delete all
existing email messages from the M365 EXO platform and download them to your local
device using Thunderbird. This process is irreversible, and you will lose access to these
messages through the M365 Outlook Web Access interface. Therefore, this option is
most appropriate for users who do not wish to retain emails on the M365 email server.

POP3 option is NOT recommended for most general users.)

c Mozilla Thunderbird
Account Hub

Choose your email account type

{ © Configuration found in Mozilla ISPDB J

RECOMMENDED
IMAP 'y SMTP

Keep your folders and emails Incoming server Outgoing server
synchronised on your server

HOSTNAME HOSTNAME
) POP3 graduate.hku.hk graduate.hku.hk
keep your folders and emails on your AUTHENTICATION AUTHENTICAT!(')N
computer SSL/TLS No Encryption

USERNAME USERNAME

alumni alumni

EDIT CONFIGURATION

Support = Release notes * Donate
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IMAP Incoming server setting

IMAP outlook.office365.com
PORT 993

Connection Security SSL/TLS
Authentication method Oauth2

Username uiD

0 Mozilla Thunderbird
Account Hub
Incoming server settings

IMAP v outlook.office365.com

Port Connection security

AN
993 © L Ssums

Authentication method Username

OAuth2 v uib

Back

Support * Release notes * Donate
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IMAP Outgoing server setting

IMAP
PORT 587
Connection Security STARTTLS
Authentication method OAuth2
Username uiD
0 Mozilla Thunderbird
Account Hub
Outgoing server settings
SMTP smtp.office365.com
Port Connection security
587 © : STARTTLS
Authentication method Username
OAuth2 v uiD
Test
Support ¢ Release notes = Donate

smtp.office365.com

Back
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POP3 Incoming server settings:

(Reminder: POP3 option is NOT recommended for most general users as it will delete all

existing email messages on the M365 EXO platform.)

IMAP

PORT

Connection Security
Authentication method
Username

Outlook.office365.com
995

SSL/TLS

OAuth2

uiD

Mozilla Thunderbird

Account Hub

O3

Incoming server settings

POP3 v outlook.office365.com Q)
Port Connection security
AN
995 ® _  ssums v
Authentication method Username
OAuth2 v uiD ©
Support * Release notes « Donate
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POP3 Outgoing server setting:

(Reminder: POP3 option is NOT recommended for most general users as it will delete all
existing email messages on the M365 EXO platform.)

SMTP smtp.office365.com
PORT 587

Connection Security STARTTLS
Authentication method OAuth2

Username uiD

o Mozilla Thunderbird
Account Hub

Outgoing server settings

SMTP smtp.office365.com (©)
Port Connection security
AN
587 © L STARTTLS v

Authentication method Username

OAuth2 v | up @

Test Back

Support * Release notes * Donate

After completing the IMAP (or POPS3) setup, press TEST and then CONTINUE.

Enter your UID@graduate.hku.hk and password
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¥ Microsoft
Sign in
UID@graduate.hku.hk

No account? Create one!

Can't access your account?

Back

Q, Sign-in options
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Click Continue then it will be completed.

o Mozilla Thunderbird
Account Hub

Synchronise your calendars and address books

©) Thunderbird was unable to find connected services
Address Books @R calendars
3 0 selected 0 selected
No address books found No calendars found

Support * Release notes * Donate
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Login Successful

Inbox - alumni-its-riz@graduate.hku.hk O Account Settings

QP + New Message Inbox 1 Message

E & 0 Subject
v 2 e raduate...  test
es
‘ @ Inbox 0‘
@ Deleted

v 3 Local Folders
@ Deleted

[ outbox
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C. How to set autoreply and migrate email from @Connect mailbox to
the Graduate Email account?

a. Set auto reply: When your @connect.hku.hk email address will soon become
inaccessible, please follow the procedures below to set up an automatic reply at your
@connect.hku.hk email account informing senders about your new contact
information.

1. Access to your @connect email account with Outlook Web Access (OWA) interface

by visiting at https://webmail.hku.hk and login CONNECT.HKU.HK (Microsoft 365). Then
Click the Settings

2. Select “Automatic replies”

3. Turn on Automatic replies and enter your message

Settings Email account Automatic replies

Shared with me

. N nd to email. You can
Automatic replies

Account
Signatures

LYET

Calendar
Storage
People

M T4 2

Dear sender,

effective from DD/MMM/YYYY.
For future correspondenct

[J Send repli de ganization
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Set auto reply message (sample):

Dear sender,

Thank you for your email. Please note that my email address will be changed to
[Your_UID]@graduate.hku.hk, effective from DD/MMM/YYYY.

For future correspondence, kindly update your records and contact me at my new
email address. Thank you for your understanding.

Best regards,
[Your Name]

Then click “Save”.

b. Purchase to paid service to migrate email from @connect email account: When
your @connect.hku.hk email address will soon become inaccessible, the first

recommended method is to purchase Vaultme paid service to migrate email from
@connect account to @graduate account, and you are strongly recommended to trim
down your original mailbox size consumption to less than 2GB before using this
method.

Please select 'Microsoft 365’ first to proceed.

Vault X
Migration Setup Popular Business-class Accounts
SStupliiStepZ o> Google Workspace B® Microsoft 365
INTRODUCTION ° What two types of
1. YOUR GOAL ) between? @8 Exchange
e Select the types of accounts you'll
2. ACCOUNT TYPES Popular Consumer Accounts
3. MIGRATE FROM R CHAE SO Aol. Go gle
Select N
5. PREFERENCES .
MIGRATETO iCloud Mail ™ Yandex

CONFIRM & GO

alor

Please also select 'Microsoft 365' as the platform for the migration account
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Select which service provider you
want to migrate your data to

Once you select the types of accounts to migrate from and to, VaultMe
will tell you what types of data can be migrated between them.

Popular Business-class Accounts

Google Workspace B® Microsoft 365

@8 Exchange

Popular Consumer Accounts

r LI
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Please ensure that 'Microsoft 365' is selected for both the source and destination
accounts.

What two types of accounts do you want to migrate
between?

Select the types of accounts you'll be migrating from and to.

MIGRATE FROM

a8 Microsoft 365 Chance
MIGRATE TO
BT Microsoft 365 Chance

User My workspace Sign

Migration Setup
Setup | Step3of 5

INTRODUCTION (/] Source Account

o VaultMe is securely connected to this account.

1. YOUR GOAL
Migrate a single account

2. ACCOUNT TYPES [/] MIGRATE FROM

Migrate from a Microsoft
365 account to a

Microsoft 365 account .. H Change
@ Microsoft 365 :
3. MIGRATE FROM (/] Connected Account
Microsoft 365 Re-scan Disconnect
[ see——— I @connect.hku.hk
4. MIGRATE TO o B Secure account connection

Microsoft 365 | Successfully connected

araduate hku hk

On the 'Migrate To' side, please sign in with your UID@graduate.hku.hk email account.
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vault Demo User My workspace Sign 4

Migration Setup

Setup | Step4of 5

LS o Destination Account

1. YOUR GOAL o VaultMe is securely connected to this account.

Migrate a single account

2. ACCOUNT TYPES (/] MIGRATE TO

Migrate from a Microsoft
365 account 10 a

Microsoft 365 account .. H Change
=Nange
@ Microsoft 365
SAlEEAE AL o Connected Account
Microsoft 365 - Retest Disconnect
ﬂimnnact hkuhk @graduate.hku.hk Retest Disconnect
4. MIGRATE TO o M Secure account connection
Microsoft 365 [ | Successfully connected
[@graduate.hku.hk

On the Preferences page, the price and storage usage will be displayed. If everything
looks correct, please click 'Next' to continue."

-
Vaultme order Summary

Migration Fee $12.99 EDU account migration fee

+ GB Data Fees 50.00 $0.20 per GB of data migrated
0.00 GB x $0.20 per GB

+ [tems Data Fees $0.00 $0.20 per 1,000 items migrated
10 items x 80.20 per 1,000 items

Total Price (USD)  $12.99  To migrate 0.00 GB and 10 items
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Please verify that both email addresses are correct. If everything is accurate, click
'Proceed to Checkout' to continue.

vauitivie Is reaay 1o start wnermn you are!

VaultMe is ready to migrate your data, exactly like you want it, so that you can move on with your life
without missing all the important work from your past.

MIGRATE FROM: MIGRATE TO:
I & connect.hku.hk I @9raduate.hku.hk
10 items selected ./ Ready to receive data
(0.00 GB)

Proceed to Checkout »

Select your preferred payment method and complete the payment.

(Remark: The prices shown in the image are for reference only.)
Choose a way to pay

=_°  Card

' PayPal

& vour auto-miaration will beain immediatelv
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c. Directly forward your existing email from @connect email account: Alternatively,
if the volume of emails to be migrated is relatively small, you may consider another
method: forward those existing email messages that you want to keep from @connect
account as a single email and send them to your @graduate.hku.hk email account.

Reply Reply all Forward 3¢

Fri 2025-10-24 10:57 AM

1. To access your @connect email account using Outlook Web Access, go to
https://webmail.hku.hk/. Select “CONNECT.HKU.HK (Microsoft 365),” then log in.

2. Click “New mail,” and use the pop-up icon to open a new compose mail window.

Fa T

3. Switch back to your inbox window, select multiple emails by holding down the “Ctrl”
key, then drag and drop them into the “New mail” window. Your selected emails will

be attached as multiple attachments at your “New mail” message.
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L

4.
5. Enteryour UID@graduate.hku.hk email address as the recipient and click send. You

will receive all the selected emails at your @graduate.hku.hk account.

d. Exporting @connect Email Directly to a File Without Migration: If you rarely require

access to historical emails in your @connect account, you may export messages
directly to an offline file for secure storage on your local device.

1. Access your @connect alumni email account with Thunderbird email client
and IMAP protocol, by following the procedures mentioned in Part B. However,
after you click “+New Account”, please enter Full name and Email address
(UID@connect.hku.hk) and click “Continue”
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( Mozilla Thunderbird X

Account Hub

Add your email address

Full name

TEST ©

Email address

UID@connect.hku.hk © ’

2. Then follow-up the on-going setup procedures in Part B and then when the
Microsoft account login prompt appear, enter your name as
UlID@connect.hku.hk and the password of your @connect account to access
your @connect email box at thunderbird client.

3. Atthe Thunderbird email client, Click the three-line menu icon (at the top right
corner)

4. select “Add-ons and Themes” from the dropdown menu.
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eni

zcl

na

@ HOH BHEE@ m

C

New Account

Create
Open from File

View
Density

Font Size

Settings

Account Settings

Add-ons and Themes

Tools

Help

Exit

>

>

>

>

2« B o

- 12px +
>

>

Ctrl+Shift+Q

5. Search “import/export” on Find more add-ons

6. Click + Add to Thunderbird
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® Add-ons

EXTENSIONS THEMES COLLECTIONS MORE...

CYTa—

Welcome to Thunderbird Add-ons. Add extra features and styles to make Thunderbird your own.

Filter Results

CATEGORY
All Add-ons

WORKS WITH

Thunderbird 143.0
All Systems

TAG

AN Tann

Search Results for "import/export"

Sort by: Relevance | Most Users | Top Rated | Newest | More ™

o

ImportExportTools NG
Adds tools to import/export messages and folders

EML, MBOX, HTML PDF, Plaintext Support and CSV support with indexes
file naming.
(243) - 274,391 users

+ Addto

Thunderbird
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6. Return to the mailbox of your @connect email account and select Inbox (or the
folder) you need to export the email messages.

7. Right Click and select “ImportExportTools NG” --> “Export All Messages in Folder” -->
(Choose the export type)

‘ @ Inbox o

Open in New Tab

i Deleted i -
Open in New Window

Vv [3 Local Folder:
Search Messages...

ﬁ Deleted
New Folder...
(& outbox
Compact
Mark Folder Read
Favourite Folder
Properties
% ImportExportTools NG > Folder Export (mbox) >
Export All Messages In Folder > EML Message Format >
Search And Export Messages HTML Format >
Import EML Messages > PDF Format >
Plain Text Format >
Copy Folder Path
CSV Format (Spreadsheet)
Open Folder Directory
Message Index >
Options
(@) Help

8. Next, choose either "EML Message Format" (with attachment) or "HTML Format"
and save the exported file to your local storage. This way, even if your @connect
email account no longer accessible in the future, you'll still be able to open your
exported email messages with Thunderbird from those EML file or HTML file.

e. Configuring Email Forwarding from @connect to @graduate Accounts: Once you
have accessed your @graduate.hku.hk email account via Outlook Web Access (as

outlined in Part A), you may set up email forwarding from your @connect account to
your @graduate account by following the instructions detailed in Part F. This will enable
you to conveniently manage all incoming email through your @graduate account.
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D. How to migrate email from original graduate.hku.hk legacy email
server to the new Graduate M365 Email platform?

Below are the available methods for migrating your email. Method (1) is recommended:
Purchase the Vaultme paid service with the 3rd party software to migrate mailbox
message on behalf of you.

(1) Purchase the VaultMe paid service to migrate email message from graduate
legacy email account to new graduate M365 account

Visit https://www.vaultme.com/

Click Try VaultMe button.

Try VaultMe Now

Select the following option.

Vvault
Migration Setup
Setup | Step1of5

INTRODUCTION o What do you want to accomplish today?

i 0 VaultMe is finely-tuned to do thousands of migration combinations and gets smarter every day.

Migrate a single account

2. ACCOUNT TYPES . )
@ Migrate a single user account to another account

3. MIGRATE FROM
Select this option to migrate the contents of an old user account to a new account. Works for personal,

4. MIGRATE TO educational, or small business needs.

5. PREFERENCES (O Migrate or archive multiple user accounts (advanced)

CONFIRM & GO ) . o . .
Select this option to run simultaneous migrations of multiple user accounts. Intended for admins and

business owners

Select IMAP as "Migrate from".
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LEI yOU WITdL LypES Ul Udld Cdll DE 1T1IgIidieu UEIWEETT UIETTI

Popular Business-class Accounts

‘ Google Workspace ‘ B® Microsoft 365 ‘

’ @8 Exchange ‘

Popular Consumer Accounts

’ Aol. ‘ I Google ‘
‘ & Outlook ‘ ‘ yahoo/mail ‘
’ iCloud Mail ‘ | ™ Yandex }

Any other email account with IMAP turned on

’ = IMAP ‘

Select "Microsoft 365" as Migrate to.

Select which service provider you
want to migrate your data to

Once you select the types of accounts to migrate from and to, VaultMe will
tell you what types of data can be migrated between them.

Popular Business-class Accounts

‘ Google Workspace ‘ ‘ B Microsoft 365

‘ @8 Exchange ‘

Next
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Migration Setup

INTRODUCTION (/]

1. YOUR GOAL
Migrate a single account

2. ACCOUNT TYPES O

Migrate from an IMAP-
enabled Mail Service account
10 a Microsoft 365 account

3. MIGRATE FROM
4. MIGRATE TO
5. PREFERENCES

CONFIRM & GO

Sign

Setup | Step20f 5

What two types of accounts do you want to migrate
between?

Select the types of accounts you'll be migrating from and to.

MIGRATE FROM

0% IMAP e

MIGRATE TO

Bt Microsoft 365 Chance

HERE'S WHAT VAULTME CAN MIGRATE FROM AN IMAP-ENABLED MAIL SERVICE ACCOUNT TO A MICROSOFT 365 ACCOUNT:

Emails, attachments and folders o

Enter source account information.

Migration Setup

INTRODUCTION (/]

1. YOUR GOAL (/]
Migrate a single account

]

. ACCOUNT TYPES (/]
Migrate from an IMAP-
enabled Mail Service account
1o a Microsoft 365 account

w

. MIGRATE FROM

b

MIGRATE TO

4]

. PREFERENCES

CONFIRM & GO

Setup | Step3of 5

Connect Your Source Account

Connect VaultMe to your IMAP-enabled Mail Service account so that it can count your items.

MIGRATE FROM

=K IMAP

Login *

‘your-uld ‘

Password * Show Password

Host *

‘graduate.hku.hk ‘

Port *
1993 | [ UsessL

| agree to the VaultMe Privacy Policy and Terms of Use *
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Setup | Step30of 5

Scanning Source Account...

Please be patient as VaultMe maps the items in your account.

MIGRATE FROM

563 IMAP s

Scanning Account

Disconnect
Secure account connection
Successfully connected.
Emails, attachments and folders o
Scan in progress. 4

Demo User My workspace Sign out

Migration Setup

Setup | Step3of5

IRt ° You did it! Now let's connect your destination account.

1. YOUR GOAL (/]
Migrate a single account

2. ACCOUNT TYPES (/]

Migrate from an IMAP- IMAP

enabled Mail Service account
to a Microsoft 365 account

MIGRATE TO:

COMING UP NEXT...

3. MIGRATE FROM C MIGRATE FROM:
IMAP-enabled Mail Service

4. MIGRATETO
Next »

5. PREFERENCES

CONFIRM & GO

Sign in destination M365 account.
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INTRODUCTION (/]

1. YOUR GOAL (/]
Migrate a single account

[

. ACCOUNT TYPES (/]

Migrate from an IMAP-
enabled Mail Service account
to a Microsoft 365 account

w

. MIGRATE FROM “
IMAP-enabled Mail Service

4. MIGRATETO

5. PREFERENCES

CONFIRM & GO

Setup | Step4of 5

Connect Your Destination Account

Connect VaultMe to the Microsoft 365 account you want to migrate to.

MIGRATE TO

B8 Microsoft 365

= Sign In with Microsoft

Can't sign in to the right account? Learn what to do

We're serious about your Security & Privacy

/ Fully automated.

/ Safe & secure.

/ GDPR compliant

/ Disconnect any time.

/" Data never shared with anyone
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BT Microsoft
Sign in

your-uid@graduate.hku.hk

No account? Create one!

Can't access your account?

Next

O-h Sign-in options

Setup | Step4of 5

Testing Destination Account...

Please be patient as VaultMe securely tests your account to make sure it can accept migration items.

MIGRATETO

BT Microsoft 365

Testing Account..

[———Jagraduate.hku.hk

Discannect

[ Secure account connection
[ | Successfully connected.

Outlook (Outlook messages, attachments and folders)

Additional sign-in is required to migrate emails.

SIGN IN

Snebrive{Onebrive fitesand-fotders OWNEB-BY-ME)

Na items from IMAP-enabled Mail Service can be received here

P.32



Click SIGN IN again if required

Demo User My workspa

Migration Setup

Setup | Step4of 5

e o Destination Account

VaultMe is securely connected to this account.

. YOUR GOAL
Migrate a single account

2. ACCOUNT TYPES o MIGRATE TO
Migrate frem an IMAP-
enabled Mail Service account ..
toa Microsoft 365 account M H Change
@ Microsoft 365 Change
SIMIGRATEIROM 9 Connected Account
IMAP-enabled Mail Service Re-test conne
TR @graduate.hku.hk
4. MIGRATE TO e} Wl Secure account connection

Micrasoft 365 || Successfully connected
rctest02@graduate hku.hk

Outlook (Outlook messages, attachments and folders)
5. PREFERENCES
Additional sign-in is required to migrate emails

CONFIRM & GO

Confirm destination account got enough space.

MIGRATE TO

BT Microsoft 365

Connected Account

@graduate.hku.hk

M Secure account connection
Successfully connected

Outlook (Qutlook messages, attachments and folders)
Test complete

az Please confirm that you have 0.00 GB available Outlook storage @

CONFIRM

The screen will calculate the time and service charge needed for migration. Press Next to proceed
payment and start migration.
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-
Vaultme Migration Details

APPROXIMATE MIGRATION TIME
O MINUTES  May be extended (learn why)

WALULTME WILL PROCESS

0 Imems 0.00 cB

>
vaultme Order Summary

Migration Fee 5§14.99 Individual account migration fee

Total Price (USD) $14.99 To migrate 0.00 GB and 0 items

Setup Complete!

VaultMe is ready to start when you are!

VaultMe is ready to migrate your data, exactly like you want it, so that you can move on with your life without missing all

the important work from your past.

IMAP

MIGRATE FROM: MIGRATETO:

(@graduate.hku.hk

553 items selected -/ Ready to receive data
(0.00 GB)

Proceed to Checkout >
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Confirm & Go

Secure Checkout

Your Time & History are valuable. You're about to save both with VaultMe!

-
Vaultme Order Summary

Migration Fee 51499 Individual account migration fee

+ GB Data Fees $0.00 $0.20 per GB of data migrated
0.00 GB % 50.20 per GB

+ |tems Data Fees S0.11 $0.20 per 1,000 items migrated
553 items x 30.20 per 1,000 items

Total Price (USD) $15.10  To migrate 0.00 GB and 553 items

Got an Alumni Association Member Benefit Code?  Apply it here

Got an EDU Ambassador Code?  Apply it here

Got a Coupon Code?  Apply it here

Choose a way to pay

:_. Card

' PayPal

Pay $15.10 Now >

< Start Now »
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Va U It Demo User My workspl

Thank You! Your Migration Has Begun.

An email confirmation has been sent to your DESTINATION ACCOUNT email address. Another email will be sent when
your migration is complete.

Before you proceed, please tell us one thing...
What convinced you to use VaultMe today?

Type your answer here...

Go to Migration Progress Page

Go to the Migration progress page and wait for completion.

My workspace | Migration ABZND

Your migration is complete

554 items have been migrated

INDEXED DURING MIGRATION MIGRATION STARTED

554 mems 0.00cB 0ct 9,202510:32am

MIGRATED SUCCESSFULLY MIGRATION COMPLETED

554 mems 0.00cB 0Oct 9,2025170:39 am
Success! SKIPPED TIME ELAPSED

0 Tems o Opays OHOURS 7 MINUTES

NEXT STEPS

Download a report containing the details of all migrated and skipped items. The report is available for 365 days after

the migration is completed (until Oct 9, 2026). o

Download invoice containing payment details (PDF)
$

DOWNLOAD INVOICE

Disconnect all your accounts currently connected to VaultMe

<
& [ DISCONNECT ACCOUNTS ]

Disconnect Accounts after email message migration complete.
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Disconnect Accounts

Clicking the button below will disconnect ALL your accounts connected to
VaultMe. All your currently running migrations (if any) will be stopped.

Disconnect Accounts ‘ Cancel

Disconnect Accounts

All'your accounts have been disconnected from VaultMe.

Close

Login M365 account to verify copied emails.
A new folder name as your UID would be created with the email message migrated to that folder.
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— Home View Help

(4 New mail TET v

Notes

T Archive

£ Conversation Histo...

~ |3 Your_uiD

) Drafts

£ Inbox 11

) sent

> £ User Labels

EEJI Search Folders

(2) Directly forward old email from legacy graduate email server

Alternatively, if the volume of emails to be migrated is not too large, you may consider
another method: (2) forwarding emails directly from the legacy graduate email server to
the new Graduate M365 platform. With this approach, all migrated messages will be
consolidated into a single email containing multiple attachments of the migrated
messages.

Login old webmail at https://webmail.hku.hk/graduate/ with UID and password. (or choose
GRADUATE.HKU.HK (Legacy) at https://webmail.hku.hk/)

Select multiple email you want to forward and right click -> Forward the message -> Forward as
attachment.
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| & & Kk B L&]‘Mail EComtacts @Help E

e THE UNIVERSITY OF HONG KONG
e £ - Q & B Fiter: [A_——] (apsear

2 Subject

Folders

Important: Graduate Linux accounts transition to M365 Exchange Online platform Mon 17:29
# Drafts Testiing 2025-09-15 17:26
= sent Test email for connector validation 2025-08-27 18:28
9 Junk Test email for connector validation 2025-08-27 16:53

© Trash test @356pm aug 27 2025 * Reply to sender 2025-08-27 15:56

test to its «% Reply to list or to sender and all recipients » 2025-08-27 1526

RE: Test t  Forward the message

@ Delete message

2. Mark messages

# More actions... >
+ test 1102am - N25-0R-27 1102

Select: (M) & 0 Threads: i i@ | Messages 1 to 25

Forward to your uid@graduate.hku.hk address, then the email will be delivered to your new
Graduate M365 mailbox.

From :]raduate.hku.hkb v | Edit identities 1]

To uid@graduate.hku.hk

Add Cc | Add Bcc | Add Reply-To | Add Followup-To
Subject |Fwd: Old emails |

| Attachments

@ Important: Gr... =
@ test to jts-test.. »
@ test_@356pmL... *
@ Test email for ... *
@ Test email for ... =
@ Testiing.eml (... =
@ RE: Test_toits... =

If you may get disk quota exceed issue at the legacy graduate email server, you may visit this link to
increase your disk quota at legacy graduate email account temporarily.
http://www.hku.hk/cc/home/email/check quota.htm

(3) Access the graduate legacy email server with thunderbird client to copy email
message to new graduate M365 account (Note: this method is not guaranteed to work
and NOT supported by ITS)

Firstly, add your graduate legacy email account with IMAP protocol to Thunderbird mail client by
following the steps below.
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o Mozilla Thunderbird
Account Hub

Add your email address

Full name

Your Name

UID@graduate.hku.hk

{ Email address

Support = Release notes = Donate

a Mozilla Thunderbird
Account Hub

Choose your email account type

Configuration found in Mozilla ISPDB

IMAP 3 SMTP

Keep your folders and emails synced Incoming server Outgoing server
on your server

-, HOSTNAME 7. HOSTNAME
O poP3 " graduate.hku.hk " graduate.hku.hk
Keep your folders and emails on your - AUTHENTICANON AUTHENTICATION
computer SSL/TLS No Encryption

USERNAME USERNAME
rctest02 " rctest02

EDIT CONFIGURATION

7

Support * Release notes = Donate
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Incoming server settings:

Username should not include "@graduate.hku.hk".

a Mozilla Thunderbird
Account Hub

Incoming server settings

Protocol Hostname

IMAP graduate.hku.hk

Connection security

A

@] o Ssums

Authentication method Username

Normal password vV uiD ©

ADVANCED CONFIG

Support = Release notes = Donate

For the out-going server part, you can specify SMTP server hostname as smtp.office365.com, port as
587, connection security as STARTTLS and username as uid
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a Mozilla Thunderbird
Account Hub

Outgoing server settings

Hostname

Connection security
A

@ None
v

Authentication method Username

Normal password vV @

ADVANCED CONFIG

Support = Release notes = Donate

0 Mozilla Thunderbird
Account Hub

Sync your calendars and address books

@ Thunderbird was unable to find connected services
:§) AddressBooks @R Calendars
PV 0selected 0 selected
No address books found No calendars found

Support * Release notes * Donate
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You should able to see the Inbox of the Legacy graduate account.

Information Technology Services <ithelp@hku.h... 11:43 AM
[+ rctest02@graduate.hku....

@ Inbox m
E] Drafts
</ Sent
C:) Junk

Archive

Important: Graduate Linux accounts transition to M365 Exch...

Go to Account Setting, Add “Legacy” to the Account Name. Let you distinguish with new M365
account.

T ————— Account Settings - Legacy @graduate.hku.hk

Server Settings Account Name:

Copies & Folders [ | @graduate.hku.hk
Composition & Addressing
Junk Settings Default Identity

Go to Account Settings and add M365 account.

@ Account Settings
gt‘p Add-ons and Themes

Secondly, then also add your Graduate M365 email account with the IMAP protocol to Thunderbird
mail client according to the above section B.

After you add both email accounts to your Thunderbird mail client, then you can select necessary
email messages at your graduate legacy email account and then right click select “Copy to”, then
choose your new Graduate M365 account as the destination. Then the thunderbird mail client will
copy your selected email messages to the new Graduate M365 email account.
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v 4 Legacy @graduate.hku.hk

= Inbox

=] Drafts
ﬂ Sent
{}5 Junk
'@' Trash

Archive

Deleted Messages
drafts
A matl
drafts

sent-mail

Cant ltame

VaultMe <app@vaul... = 10/9/2025, 10:32 AM :

Your VaultiMe migration has started!

& 1 reply >

7

Information Technol... ~ 10/9/2025, 11:48 AM

Important: Graduate Linux accounts transition t...

VaultMe <app@vaul...

Your VaultMe migratio

Information Technolog

Important: Graduate L

0365Connectarvalida..

Test email for connect:

0365Connectorvalida..

Test email for connect:

B ® 0 ©

Move To
Copy To
Tag
Mark

AV RV RV " V)

Organize
Threads >

Save As...
Print...

Get Selected Messages

o

Your VaultMe migration has started! (2 messages)

Hey Demo! Good news! VaultMe is now copying your dat
don't have to do anything - you'll get another email as so
button below to check the status of your migration in Vau
VaultM...

Important: Graduate Linux accounts transition to M365
Exchange Online platform

raduate M365 E

£3 Recent Destinations > 16th October 2
S Favorites > he new Microso
B8 Legacy @graduate.hku.hk b

&8 M365 @graduate.hku.hk (IMAP) > Inbox

B9 Local Folders > @ Tash om

button below to view a detailed report in VaultMe: View R
VaultMe Team Facebook | X | Questions? Email Support Ve
98104 You...

Important: Graduate Linux accounts transition to M365
Exchanae Online nlatform

If this method does not work for your account, then please try the other 2 approaches mentioned
above, including forwarding required emails from a graduate legacy email via webmail, or using a
paid mailbox migration service such as Vaultme.
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E. How to update the setting for email alias, sender email address and
sender name for Graduate M365 Email with online web form?

For Graduate M365 Email service, graduate account owners can use online web form to
update the following setting:

(a) Reset Graduate account password: https://its.hku.hk/kb/graduate-change-
email-password/

(b) Email Alias: https://www.alumni.hku.hk/graduate-email/
(c) Sender email address (only applicable to those accounts with email alias
enabled): https://extranet.hku.hk/gradjob/setdisplayname.html

(d) Sender Name: https://extranet.hku.hk/gradjob/setdisplayname.html
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F. Set up & Verify Email Forwarding setting for Graduate M365 Email with
Outlook Web Access (OWA) interface

1.Login the Graduate M365 email with OWA interface mentioned at part (A). Then select
the gear button setting at the top right.

2.Select “Settings” at OWA.

3.Go to Mail > “Forwarding” and make sure the “Enable Forwarding” option is set to
‘Disabled.” The forwarding feature mentioned on this interface refers to mail

redirection instead of forwarding, which may NOT work reliably since it depends on
external email servers. Therefore, please keep “Enable Forwarding” turned off here.

Settings Layout Forwarding
rch setting Compose and reply
~ X You can forward your email to another account.
Smart suggestions
& Account
Attachments @ ) Enable forwarding
£33 General
Rules
| & Mail
Conditional formatting
Calendar
Sweep
&3 People
Junk email
@ Copilot
Quick steps

Customize actions
Sync email
Message handling

| Forwarding

4.Select Mail > Rules> "+Add new rule”>

Settlngs Layout Rules X
Q0 Search settings Compose and reply .
—_———— . You can create rules that tell Cutlook how to handle incoming email I
Smart suggestions messages - + Add new rule
& Account ==
Attachments

Calendar

- Show all descriptions
Conditional formatting

5. Specify a new rule name, then add a condition with “Apply to all messages”, add an
action “Forward to” and then select your email address you want to forward. Then click
“Save”
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Layout Rules x

Compose and reply

Smart suggestions . B B
99 ~ Forward all incoming email

Attachments

Rules ~  Add a condition

Conditional formatting

| Apply to all messages

Sweep
Add another condition
Junk email

Quick steps

) _ 3 Add an action
Customize actions

Sync email Forward to | ‘ UlID@another-mail-domain.com

- Select a value.
Message handling ’

; Add another action
Forwarding

Retention policies Add an exception

6. How to verify email forwarding settings? Afterward, if you want to verify you

existing mail forwarding settings, please go though above step#1-#3 to ensure no mail
redirection rule, and then select “Settings” at OWA, Select Mail > Rules, and then verify
if any enabled mailbox rules have action of “Forward to” similar to the step#5
mentioned above.

7. How to remove email forwarding? Later, if you want to cancel this email forwarding
rule, then go though above step#1-#3 to delete any mail redirection rule, and then select
“Settings” at OWA, Select Mail > Rules, at this interface you can choose and click
“Disable Rule” to disable this forwarding rule.
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G. Procedure for configuration Email Filtering Rule for Graduate M365
email with OWA interface

1. Login the Graduate M365 email with OWA interface mentioned at part (A). Then select
the gear button click option at the top right.

2.Select View all Outlook settings.

3.Go to Email > Rules > click Add new rule.
Settings

[favorsotop |

Rules

Rusles
= el
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4. Enter a name for your filtering rule and define the condition and action required for
your rule. Check the box Run rule now if you want the rule to run immediately. Click
Save after the rule is set up.

Settings Layou Rules

Pues
=l

n Lo,

5. Afterward, if you want to delete any existing filtering rule, you can choose the rule and
click the Trash button to delete it. Click OK to confirm the deletion.

Settings Rules

2 Emal

P.49



6. To set up afiltering rule for receiving Spam Quarantine Notification, please follow the
steps below:

a. On the left pane, right click Folders and select Create new folder.

“ Folders ; : 1
I Create new folder I

£} Inbox | Add public folder to Favorites

,f Drafts Add shared folder

Assign polic
B> Sent lte Sl

Permissions
]ﬁ[ =] = (=7 J— -

b. Enter spam-notification as the folder name.
B3 spam-notification
c. Select Settings click option at the top right.

d. Choose View all Outlook settings.

e. Go to Email > Rules, click Add new rule.

Settings yeoun Rules

seneral

f. Input a name for your rule
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Rules X

w | Spam Quarantine Motitication

2 Add a condition

I Select a condition y ‘

3 Add an action

| Select an action - |

Add an exception

n Stop processing more rules o

g. Under Add a condition, select Subject includes. Type Spam Quarantine
Notification in the field

Rules X

v I Spam Quarantine Notification

v Add a condition

Subject includes ’ 1 Spam Quarantine Notification X

Add another condition

3 Add an action
l Select an action

Add an exception

. Stop processing more rules ()
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h. Under Add an action, select Move to and choose spam-notification

Rules

v [ Spam Quarantine Notification

«  Add a condition

[ Subject includes I I Spam Quarantine Notification

Add another condition

v' Add an action

[Move to - I i B3 spam-notification

Add another action

Add an exception

. Stop processing more rules G

D Run rule now

i. Click Save to save the rule.

P.52



H. Setup Email Signature for Graduate M365 email

1. Login the Graduate M365 email with OWA interface mentioned at part (A). Then select

the gear button at the top right.
2. Select View all Outlook settings.

3. Select Email > Compose and reply.

4. Under Email signature, type your signature and use the available formatting options
to change its appearance.

5. Select Save when you’re done.

l. Configure iOS device mail client for Graduate M365 email

1. To add an Microsoft Exchange account to your iOS device, tap “Settings”.

Settings

2. Select “Mail”, choose “Microsoft Exchange”.
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Settings

Control Centre
Display & Brightness
Home Screen & Dock
Accessibility
Wallpaper

Siri & Search

Apple Pencil

Touch ID & Passcode
Battery

Privacy

App Store

Wallet & Apple Pay

Passwords
Mail

Contacts

Add Account

& iCloud
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3. Enter your UID@graduate.hku.hk and description as illustrated below. Tap “Next”.

Settings Add Account

Control Centre Exchange

Display & Brightness
Home Screen & Dock Email UID@graduate.hku.hk
Accessibility Description Exchange Graduate

Wallpaper
Adding on Exchange account will allow the Exchange administrator to
remotely manage your device. The administrator can add/remove restrictions

S
Siri & Search and remotely crase your device.

Touch ID & Passcode Exchange DeVice D
IVNLNHAQHPADPA385P9MCODEDSUO
Battery

Privacy

App Store

Wallet & Apple Pay

Contacts
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4. Tap Sign in when the following message pops up.

Sign in to your
“graduate.hku.hk Exchange
account using Microsoft?
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5.Enter your UID@graduate.hku.hk and account password to login.

8 adfs.graduate.hku.hk

The University of Hong Kong

Microsoft Office 365 for
Students/Graduates

Please login with your HKU Portal UID
(yourUID@graduate.hku.hk) and PIN

{ UID@graduate.hku.hk l

[on |

© 20183 Microsoft Privacy

6. Select the items you want to synchronize under your HKU email account. Tap Save to
confirm the selection.
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J. Configure Android device mail client for Graduate M365 email

(Note: For those Android client does not have native mail client app, you can consider to

use Gmail App or ThunderBird App on Android)

1. Go to Settings.

2. Select Accounts.

Display

Styles, wallpapers, screen timeout, font size

Sound
Volume, vibration, Do Not Disturb

Storage

Privacy

Permissions, account activity, personal data

Location

On - 15 apps have access to location

Security
Play Protect, screen lock, fingerprint

Accounts
WhatsApp, Google and Evernote
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3.Select Add account.

Messenger
Messenger

Personal (IMAP)

WhatsApp
WhatsApp

Add account

Automatically sync app data
Let apps refresh data automatically
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4.Select Exchange.

Add an account

Duo

Evernote

Exchange

Facebook
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Enter your UID@graduate.hku.hk and tap Next.

Enter your email address

Email

UID@graduate.hku.hk

Set up manually

P.61



6. Enter you UID@graduate.hku.hk and your HKU Portal PIN/Graduate Email Account
Password

The University of Hong Kong
Microsoft Office 365 for
Students/Graduates

Please login with your HKU Portal UID
(yourUID@graduate.hku.hk) and PI

UID@graduate.hku.hk

PIN

© 2013 Microsoft ~ Privacy
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Tap Done to complete the setup.

Your account is ready to go!

™M
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K. User Guide on Activating Multi-Factor Authentication (MFA)

1. Register your MFA opt-in request for @graduate.hku.hk account at this ITS online
form: https://extranet.hku.hk/gradjob/opt-in-mfa.html

Then wait for 30 minutes before proceeding to next step.

2. At your desktop browser, after the above opt-in step when you use your UID and
Portal PIN to try to access a University service like portal.office.com, you will reach a
screen saying ‘More information required. Your organization needs more information
to keep your account secure’. We recommend you do this step on your PC or

tablet using a browser.
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http://portal.office.com/

Outlook

5 Microsoft
G oraduate.hku.hk

More information required

Your organisation needs more information to
keep your account secure

Use a different account

Learn more

3. Log into your HKU account using your username and Portal PIN. Your
username should include @graduate.hku.hk,i.e. UID@graduate.hku.hk.

= Microsoft
Sign in
I @graduate.hku.hk

Manage Passwords
Can't access your account?
Next

4. Once signed in, you will see a message that says ‘start by getting the app’. We

recommend you use the Microsoft Authenticator app.
a. Leave this window open while you download the app to your
smartphone.
b. On your smartphone, download and install the ‘Microsoft
Authenticator’ app from Google Play or the App Store depending on
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your device.Please download and install the Microsoft Authenticator

app by the QR code below.

Scan the corresponding QR code below to

open the corresponding device store, and install Microsoft

Authenticator app.

For Andrpid device

For 10S device

Microsoft Authenticator

Microsoft
Authenticator

S

Available on more devices

What's New

Preview

More security, for
all your accounts

Signin'
your ph

e If prompted allow notifications in the app.

e Once you have downloaded the app on your phone, click ‘Next' on your

computer.
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¢ If you do not have a smartphone, please click 'l want to set up a different
method” at the bottom of the message, and follow the instructions of the

page to complete the setup.

The University Of Hong Kong

Keep your account secure

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

Microsoft Authenticator

9 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”

| want to set up a different method

5. In the smartphone Microsoft Authenticator app, select ‘add an account’ and

choose the option ‘work or school'.

e Select the required app permissions such as ‘use camera’, which you will need

as part of the set-up process.
e You can change the camera app permission when set up is complete.
e Once you have downloaded the app, click ‘next’ on your computer
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Add account

|

Personal account

Work or school account

el Other (Google, Facebook, elc.)

I:_IJ When you are Signed in with your personal account, all
storgd passwords, addresses. and other autohill mlo will B

available on this device

6. In your desktop browser, a QR code will be generated which you need to scan

using the Microsoft Authenticator App camera on your smartphone. Click next

on your computer.
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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".

Can't scan image?

Next, you need to try out the app. In the Microsoft Authenticator app on
your smartphone, type the number shown on your computer screen or other
device and click 'yes' to confirm sign in.

Keep your account secure

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

Microsoft Authenticator

Let's try it out

v/

Approve the notification we're sending to your app by entering the number shown below

Back

(Application side like portal.office.com/Webmail)
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http://portal.office.com/

The University Of Hong Kong

@graduate.hku.hk

Notifications enabled

N
\ You have notifications turned on to verify your sign-ins
@ On Are you trying to sign in?
35 The University Of Hong Kong
@graduate.hku.hk
? Enter the number shown to signin.
2DEh
O Up »
No, it's not me Yes
O Review recent-
ABC DEF
GHI JKL MNO
PQRS TUV WXYZ

(Type the shown

Yes'.)

number in the application side to Microsoft Authenticator, and click
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The University Of Hong Kong ?

Keep your account secure

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

Microsoft Authenticator

'::' Notification approved
=

Lwant to set up a different method

(You will be notified that the login has been approved.)
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Microsoft Authenticator app was successfully registerad

§ 01:11:16 GMT

Keep your account secure

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

Success!

Great job! You have successfully set up your security info.
Choose "Done” to continue signing in

Default sign-in method:

e, Microsoft Authenticator
&/

IFhone

=
[‘:;]' Microsoft Authenticator

Done

(and also you will be told that the Microsoft Authenticator App has been registered

successfully in the first login of the application.)

7. Setup Alternative Methods for MFA
You must continue to add alternative sign-in methods. Open a desktop browser, go

and login to https://mysignins.microsoft.com/security-info with your
<UID>@graduate.hku.hk and password
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https://mysignins.microsoft.com/security-info

) i My Sign-ins -
|

| - .

| & Overven Security info
Iﬁ, Security info
| Default sign-in Microsoft £ Change
‘l £l Devices

These are the methods you use to $9n INto yOur SCCOUNt OF feset your password.

-+ Add sign-in method
| & Password
| B e Last updated:

8 yes ag0
: £53 Organisations
| Microsoft Authenticator iPhooe
| A& Settings & Privacy Puth multi-factor authentcation (MFA)
|
10 Recent activity Lost device? Sign out everywhere

|
Click Add sign-in method.
} i My Sign-ins -
|

| .
| A Overven Security info
These are the methods you use to $3gn iNto yOur SCCOUNE OF feset your Password.
I 5 Security info
| Default sign-in hy A Auth - Change
" £l Devices
| & Password
| Last updated
=] Passmeed s
: E3 Organisations
| Microsoft Authenticator Phooe
= A Settings & Privacy Puth multi-factor authentication (MFA)
1) Recent activity Lost device? Sign out everywhere

Choose the methods.

Add a method

Which method would you like to add?

Change

Crange

Delete

Oelete

Choose a method

Authenticator app
Phone
Alternative phone

Office phone
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Choose Phone and click Add

Add a method

Which method would you like to add?

Phone A ‘

Select the correct country code and enter your mobile number, then choose
Text me a code, click Next.

Phone x

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?

‘ Hong Kong SAR (+852) v‘ ———

O Call me

Message and data rates may apply. Choosing Next means that you
agree to the Terms of service and Privacy and cookies statement.
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There will be a SMS sends to the mobile number you provided in step 5.

Microsoft

Use verification code 711891 for
Microsoft authentication.

Enter the code received by SMS to the prompted windows, then click Next

Phone P

We just sent a 6 digit code to +852 I Enter the code below

oo | I
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Phone P

° SMS verified, Your phone was registered successfully.

You will see the new method has been added to the security info of your account.

3 My Sign-Ins

Security info

ese are the methods you use to $ign into your account or reset your password.
5 Security info

Default sign-in method: Microsoft Authenticator - notification Change
Add sign-in method
(& 55—
= e P

Lost device? Sign out everywhere

8. Using the Microsoft Authenticator One-Time-Passcode

After successfully completing the above steps to register your Microsoft
Authenticator App and Phone number are successfully added as the sign-in method
to your graduate.hku.hk email account. Then you can re-launch your Microsoft
Authenticator App at your smartphone, then you can click the @graduate.hku.hk
account from the list to view the 6-digit One-Time-Password code for your on-going

sign-in to your graduate.hku.hk M365 account.
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= Authenticator

é The University Of Hong Kong
@graduate.hku.hk
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The University Of Hong Kong

@graduate.hku.hk

WAYS TO SIGN IN OR VERIFY

Gy Sign-in notifications
Approve a sign-in request on your phone

One-time password code

0
815 293

OTHER WAYS TO SIGN IN
Create a passkey >
Set up passwordless sign-in requests >
MANAGE
Change password G
Update security info &
Review recent activity &

-end-
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