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How to access a file that was shared with you by your City of Calgary
contact if you have a Microsoft account:

Step Action

1. Open the email that you received from your City contact.
/ Compose o~ 2 s Eadis
Name, Test 13:29
Q Inbox 1 Name, Test shared "FileFromTheCity" with you.
Name, Test shared a file with you Here's the document t..
Yr Starred
2. Click the Open button in the email.

Name, Test shared "FileFromTheCity" with you. e«

Name, Test <TestName@calgary.ca»
to YourEmail @gmail.com +

2

Name, Test shared a file with
you

Here's the document that Name, Test shared with you.
M FileFromTheCity

This link only works for the direct recipients of this message.

B2 Microsoft oo ]
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A tab will open in your web browser.

B Microsoft

Sharing Link Validation

You've received a secure link to:
@=| FileFromTheCity.docx

Sign in to YourEmail@gmail.com and
we’ll give you access immediately.

Next

Click the Next button.

4, At the Sign in screen, click the Send code button.

YourEmail @gmail.com
Sign in

We'll send a code to YourEmail @gmail.com to
sign you in.

i

A code will be emailed to you.
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5. Go back to your email and open the new email from The City of Calgary.
The City of Calgary. Your The City of Calgary account verification code
6. Copy the verification code that is in the email.
Your The City of Calgary account verification code nbex x
The City of Calgary (via Microsoft) -:Mr crosoft.coms
The City of Calgary
Account verification code
To access The City of Calgary's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.
Account verification code:
If you didn't request a code, you can ignore this email.
I “ Reply \ \r-> Forward \
7. Go back to your web browser and paste the verification code in.
M
<« YourEmail@gmail.com
Enter code
We just sent a code to YourEmail @gmail.com
12345678
-
Click the Sign in button.
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8. On the Verify your identity screen, click “Text +X XXX-XXXX”.

o

YourEmail@gmail.com

Verify your identity

I:l Text +X KXKK-KKK-XX12

@g Call +X XXX-XXX-XX12

Maore information

Are your verification methods current? Check at
https://aka.ms/mfasetup

Cancel

You will receive a text message with a code to your mobile phone.

9. Enter this code and click the Verify button.

YourEmail@gmail.com

Enter code

[1 We texted your phaone +X XXX-X00-XX12.
Please enter the code to signin.

123456

Having trouble? Sign in another way

More information
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