How To Access UNAM Student Email

USER GUIDE

What is a Student Email Address?
Upon registration, every UNAM student is assigned a mailbox with an email address
powered by Microsoft 365. Each student has an email address made up of the student

number as the username (A), and the University domain (B) (see below):

(A 12345678@ students.unam.na (B)

Why use student Mailbox/ Email Address?

The student mailbox is the default email address that the University uses to communicate
with you. When you use University services such as your courses on the Moodle LMS, Library
and other services, all communications and notifications are sent to your student mailbox.
If you do not access your student mailbox, you would not be able to access crucial
information and notifications. At the same time, you are expected to conduct all your
official commmunications with the University using your student email address, and not your
personal email address (e.g. Gmail).

How to | activate and access Student Email Address
Step 1: Access Microsoft 365 website, then click on Sign in

https://m365.cloud.microsoft]

=. Microsoft | Microsoft 365 Copilot  Products ~  Resources ~ Templates Prompts S

Welcome to the Microsoft

Open your mind
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Step 2: Enter your student email address (studentnumber@students.unam.na) then click
NEXT

B8 Microsoft
Sign in

123456789 @students.unam.na

Click “Next”

Mo account? Create one!

Can't access your account?

Step 3: If your student number is correct, you are prompted to enter your password (use
the same password as your portal)

B8 Microsoft

« 123456789@students.unam.na

Enter password
Click “SIGN IN”

Forgot my password

nu www.unam.edu.na Open your mind
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Step 4: Follow the verification process by clicking on NEXT

a8 Microsoft
123456789@students.unam.na

Let's keep your account secure

We'll help you set up another way to verify it's you.

Click “Next”

Use a different account

Learn more about verifying your identity

Step 5: Click on your account

B8 Microsoft

Pick an account Click “Next”

123456789@student.unam.na

|E| 123456789
Signed in

Step 6: Select the preferred verification method (text or phone call from Microsoft)

ae Microsoft
123456789 @students.unam.na

Verify your identity Click here

D Text + X000 X0OOCKKKIT
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Step 7: Enter the verification code (6 digits)

B8 Microsoft
123456789@students.unam.na

Enter code

[ We texted your phone +33X XOOCOKTT.
Please enter the code to sign in. Click “Verify”

tode

Having trouble? Sign in another way

More information

Step 8: Select “skip for now”

B8 Microsoft
123456789@students.unam.na

Protect your account

For a faster and safer way to sign in, your

H [1] »
arganization requires you to use Microsoft Click “NEXT
Authenticator.

Skip for now (3 times left)
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Step 9: If public computer, select (1) NO. If personal computer, select (2) YES if you prefer

B Microsoft :
Public Computer

123456789@students.unam.na Click “No”
Stay signed in?

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

|| Don't show this again Person.ql Computer
Click “YES”

Step 10: Verify your mobile number, then click Ok if correct, or edit if you want to use a

different number

Is this info up to date?

It's important to keep your security info up to date. This is how you can prove who you are when you sign in or lose
your password.

Security info To Edit
Click “Edit info”

Default sign-in method: Phone - text + XXX XOO00KXGT.

Q) Phone
+ 3OO XOOOO0097T.

If Correct
Click “No” “ Edit info
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Step 11: Click continue to authenticate your account

Authentication required X

You will need to authenticate to access this resource. Select "Continue’ to authenticate

Click “Continue”

your account.

Step 12: Select the preferred verification method

] Sign in to your account - School - Microsoft Edge - O *

(%1 https//login.microsoftonline.com/bed168de-93cf-4c3a-bcla-65c.. AD

BE Microsoft

123456789 @students.unam.na
Select

Verify your identity Verification method

[ Text 300000000007

% Call + 300 XOOCCOK9T
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Step 13: Enter the code you receive

- Sign in to your account - School - Microsoft Edge - O *

(5] httpsy//login.microsoftonline.com/bed168de-93cf-4c3a-bcla-65c... AP

B8 Microsoft

123456789@students.unam.na
Enter

Enter code Code Here

1 We texted your phone +X30( XO00000XX97. Please
enter the code to sign in.

89|

Having trouble? Sign in another way

More information

Step 14: Access the Microsoft apps (lookout for the Outlook app)

C ) https://m365.cloud.microsoft/apps/?fromcode=cmmyr718gsb

% M365 Copilot BN

() search

() Chat

Apps
Conversations

Pages a Copilot ﬁ Outlook -~

Create M365 Copilot App

& OneDrive

Apps
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Step 15: Access your mailbox

=  Home View Help

v Favorites Inbox W O ( =

£ Inbox Reminder: Please co...  6/27/2025
Hello, The University of Namibia ...
B> Sent ltems
Student Evaluation of Teaching ...
27 Drafts Reminder: Please co...  6/13/2025
Hello, The University of Namibia ...

May

Step 16: If you use a public computer such as the library, don‘t forget to sign out.

B® Microsoft

You signed out of your account

It's a good idea to close all browser windows. Remember
to Sign Out!
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