Self Service Password Reset CGI

User Guide

Staff iPhone Guide — how to enrol Intune on your device

This guide will take you through all the steps you need to follow to enrol Intune onto your council
iPhone once it has been wiped. Please read and complete each step in the process otherwise
your device will not work properly. It should take around 10 minutes to get your device up and
running.

You can also watch a video on our staff website on how to enrol at Staff iPhones - important

information and support on key changes - Glasgow City Council

o Power on the device

e Click the Home button when you see the Hello screen
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Tap English to set the language

Select Your Country
or Region

(United Kingdom )

More Countries and Regions

Afghanistan

Aland Islands

Albania

Algeria

Tap United Kingdom to set the country/region
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< Back @

Hello

Quick Start

Bring your current iPhone or iPad near this
iPhone to signin and set up.

If your other iPhone or iPad doesn’t show
options for setting up this iPhone, make
sure it's running iOS 11 or later, and has
Bluetooth turned on. You can also set up

this iPhone manually.

Set Up Manually

Tap Set Up Manually to skip Quick Start setup
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¢ If you are at home during this change you can connect to
your home Wi-Fi with your password — rather than using
Mobile Connection

ol F 99% -

P e Otherwise, scroll down and tap Use Mobile Connection

Choose Another Network

(Use Mobile Connection ]
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e Wait for the device to activate with Apple — this can
take a few moments

< Back

»e

OFFICIAL



il s « Tap Next to start the device enrolment
Remote
Management

Enrolling in remote management will allow
this iPhone to be managed by:

Service Glasgow LLP

Remote management includes the
ability to restrict functionality, install
apps, manage the backup of data, and
monitor internet traffic and some device
settings.

Learn more about remote
management...

Enter your corporate email address where is asks for
a username, for example john.smith@glasgow.gov.uk

e Enter your network login password

[P

Cancel  Remote Management

e Tap Next

B Microsoft
Sign in

Email address, phone number or Skype

No account? Create on

Can't access your account?

Q Sign-in options
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m e Sign in with your User Name & Password

Cancel Remote Management

ADFS ACCESS o This is the user name and password that you use to log in to
your PC.

Sign in with your organizational account

o Ifyou do not log in to a PC, this is the user name that your
- _ manager will have provided you with

ol = 09:41 100% -

e Wait for the device configuration to install

Configuring iPhone

Installing configuration from “Service
Glasgow LLP"

ol s 09:41 99% .

< Back

e Tap Continue to start Touch ID setup

Touch ID

Use your fingerprint in place of your
passcode or Apple ID password for
purchases.

Set Up Touch ID Later
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e Follow the on-screen prompts when adding your
fingerprint

Cancel

Place Your Finger

Lift and rest your finger on the Home
button repeatedly.

i T e Tap Continue to move to the second stage of Touch ID
setup

Adjust Your Grip

Keep going to capture the edges
of your print.

Continue

= = e Again, follow the on-screen prompts when adding your

Cancel fl ngerprlnt
Place Your Finger

Lift and rest the edge of your finger on the
Home button repeatedly.
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Tap Continue to progress to the next screen
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Cancel

Complete

Touch ID is ready. Your print can be used
for unlocking your iPhone.

e Some staff may see a prompt to create a 6-digit
passcode

n o If you see this screen, tap Passcode Options

< Back o

Create a Passcode

o Do not worry if you don’t see this option

A passcode protects your data and is used
to unlock iPhone.
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< Back

Create a Passcode

A passcode protects your data and is used
to unlock iPhone.

e Tap Custom Alphanumeric Code

( Custom Alphanumeric Code )

Custom Numeric Code

4-Digit Numeric Code

Don't Use Passcode

Cancel
el o e Create a device passcode which:

B o Is alphanumeric
Is at least 7 characters long
Create a Passcode o Contains at least 1 special character

Touch ID provides the convenience and
security of fingerprint access.
QOccasionally, your passcode will be

required for validation. ° Tap Next
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Erex D, e Re-enter the passcode

8 e Tap Next

Create a Passcode

Re-enter your passcode.

<; ) - e Tap Continue to enable automatic updates for your
device
&3
Keep Your iPhone
Up to Date
Get the latest features, security and
improvements by updating iOS
automatically.
You will receive a notification before
updates are installed, and can choose
other options in Settings.
) e e Tap Continue to allow iMessage to work with your phone
number
iMessage Please note that FaceTime is not activated on council devices
& FaceTime and will not work — however this step is part of the standard set
People can contact you on all your devices up process and Should be fO”oWed

with iMessage and FaceTime using your
phone number or email addresses.

The phone number of this iPhone will be

sent to Apple to set up iMessage and
FaceTime.

°
o

Not Now
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g e Tap Enable Location Services

4

Location Services

Location Services allows Maps and other

apps and services like Find My to gather

and use data indicating your approximate
location.

About Location Services & Privacy.

Enable Location Services

Disable Location Services

e Select your appearance

ol = 09:41 99% -

< Back L4 Tap Contlnue

Appearance

Select a light or dark appearance and see
how iOS adjusts depending on which one
you choose.

Light Dark

e After around 20 seconds a FaceTime and iMessage prompt,
FaceTime and iMessage

or just an iMessage prompt will appear
Your network provider may charge for
SMS messages used to activate
FaceTime and iMessage.

Cancel

e Tap Ok
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e The Company Portal app will download automatically after
a short while

e This may be displayed on your second screen of apps on
your iPhone home screen — scroll across to check

e Tap on the icon to launch the app

w!! vodafone UK & 01:00

Company Portal

nd keep

Microsoft privacy & cookies

e Tap Signin

w!l vodafone UK = 01:00

Cancel

Microsoft Intune

B Microsoft
Sign in

Email address or phone number

Can't access your account?

Sign in from another device

Q Sign-in options

Terms of use  Privacy & cookies  « .«

e Enter your corporate email address

e Tap Next
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w1/l vodafone UK & 01:01

Cancel

B Microsoft

Taking you to your
organisation's sign-in
page

Cancel

Termsof use  Privacy & cookies - - -

e Wait for the app to redirect to the company sign-in page

Wil vodatone UK = 01:01

Cancel

ADFS ACCESS

Sign in with your organizational account

o Enter your corporate email address (if not

prepopulated)

e Enter your network logon password

e Tap Signin
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Glasgow City Council

Get notified so you don't
lose access

®

We'll send important notifications to your
device when action is needed so you can
keep accessing work resources.

You can turn this off later in app settings.

« Tap Ok on the notifications message

Glasgow City Council

Get notified so you don't
lose access

o

“Comp Portal” Would Like to
Send You Notifications
We Notifications may include alerts, ur
de  sounds and icon badges. These can be :an
configured in Settings.

Yo 3s.
Don’t Allow

« Tap Allow on the notifications prompt

one UK & 01:02

@ Glasgow City Council

Set up Glasgow City
Council access

Set up your device to access your email,
devices, Wi-Fi, and apps for work.

(D Get your device managed

(@ Check device settings

Learn more

Postpone

« Tap Begin to setup device management
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@ Glasgow City Council

You're all set!

You should now have access to your email,
devices, Wi-Fi, and apps for work.

@ Get your device managed

@ Check device settings

Learn more

e Tap Done once complete

e You will see the available apps for your device
e You can now close the Company Portal app by clicking

= on the Home Button of the phone

Recently published View all apps

¥

B scoti Tron Tmes & Tickets

=Y S eroum e

# o2 e
e Tap on the Outlook icon to launch the app
e This is where you will access your email, contacts and

calendar appointments
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. e Tap outlook icon
Download “Outlook” Using P
Mobile Data?
The app download size is 204 MB. e Tap download to begin download and install
Using data over a mobile network may
incur additional fees.
e Your email address will be automatically detected
e . B e Tap Add Work Account
]
@?QUg{tjon.glasgow.gov.uk

e Tap Turn On to enable notifications o If you don'’t see

Last Month

McQuade, Mark 09/02/2021
Test Email

Mark McQuade Technical Analyst
(WINTEL) CGI Group City Park, Unit G...

InTuneMiaration? 1
Tact Email «

Enable Notifications
Outlook uses notifications as a way to
make sure your inbox is always up-to-

date. Disabling them might delay email 12021
delivery.

No Thanks

(]
o
&

this prompt, it should appear the next time you open
the app
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Last Month

McQuade, Mark 09/02/2021
Test Email

Mark McQuade Technical Analyst 2
(WINTEL) CGI Group City Park, Unit G...

InTuneMigrati 1

“Outlook” Would Like to Send
You Notifications
Notifications may include alerts,

sounds and icon badges. These can be /2021
configured in Settings.

Don't Allow

Tap Allow to enable notifications

Last Month

McQuade, Mark 09/02/2021
Test Email

Mark McQuade Technical Analyst 2
(WINTEL) CGI Group City Park, Unit G...

o InTuneMigration2 1
i S «
“Outlook” Would Like to

Access Your Contacts
. Outlook can sync contacts from your .

email accounts to the Contacts app.

Don't Allow

u
0
&

Tap Ok to allow access to contacts

Outlook setup will now be complete
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Email, Events, Contacts, Files

Create +

Received & Sent Files >

To access your contacts:

e Open your Outlook icon.

e This may be located on your app second screen following this
change.

e To move it across to your main home screen (or the bottom
favourite bar) simply hold down the icon (to edit it) and when it
flashes drag it and move it across to your main home screen

e Then tap on the magnifying glass icon on the bottom of the

Iy screen
v
There was an issue loading your tasks.
e e Tap on the word “People” at the top left
8 Q ®
13207 RPN e This will bring up your contacts. You can also add a new

)OO0 © 0 000 0

All Contacts (21) =

HN<XXE<CANIODVOZIrX«—IQOMMOOD>

contact here by tapping the “+” icon
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gdafone UK 4G

m Inbox

Automatic Replies Turn Off
Last Week
& Microsoft 365 Message ce... 11/08/2021

Message Center Major Change Update N...
OneDrive sync client will no longer update
or be supported on macOS Sierra 10.12 a...

.@ Microsoft 365 Message ce... 11/08/2021

Message Center Major Change Update N...
Plus addressing to be enabled for all
Exchange Online customers MC276028 -...

a @ Microsoft 365 Message ce... 11/08/2021
Message Center Major Change Update N...

Removing Message Trace in SCC. Move
Custom Queries to Message Trace in the...

This Month
Microsoft 365 Message c... 09/08/2021

Weekly digest: Microsoft service up
Message center announcements,
2-8, 2021 GLASGOW CITY COUN

- .. . - -

] Q

e To turn on your notifications for Outlook so that you can hear
and preview incoming email you need to:

e Click on my photo/profile pic in Outlook App (top left)

il vodafone UK 4G 1200 e Scroll down to the bottom left and click on the settings icon
" Office 365 o (sprocket symbol)
Favourites z
© &3 Inbox 490
Sent
Deleted
77 Drafts
] Archive
£@ Junk
P Conversation History
P RSS Subscriptions
®
P73  Unwanted
@
€3
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ul vodafone UK 4G 12:00 % |
e Then scroll down to select Email and Notifications
X Settings
General
Help & Feedback >

Set Default Email App

Email Accounts

0 Office 365

Add Work Email Account

Storage Accounts
Add Work Storage Account

Add your storage provider to easily share, access, or
manage files from your Outlook app

Email
Notifications >
Default >

e Make sure the focused and other inboxes is ticked (and

"o

< Email Notifications .
e You can also change the sounds you hear for this
notification
Sound for Sent Email Default >
) office 365 -
Focused and Other Inboxes v

Favorite People

None

Sound for New Email Default >
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. ot § ommienmend e You can choose your sound for both new and sent emails

e Then you need to click your main settings icon and
il vodafone UK 4G 12:10 (23] select
Settings

Translate e Outlook

Maps
Compass
Measure

Shortcuts

>
<088

Health

Photos

Camera

e #

B

Comp Portal

Outlook

L3  Protect-Scot
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ul vodafone UK 4G 12:10 %)

e Then select Notifications
< Settings Outlook

ALLOW OUTLOOK TO ACCESS

= | Contacts ()
Siri & Search

2% Notifications

Banners, Sounds, Badges

E}; Background App Refresh

O
@ Mobile Data O

Default Mail App Outlook
e Make sure ‘allow notifications’ and ‘sound’ and ‘badges’
ul vodafone UK 4G 12:10 (ca] are CheCked
< Outlook Notifications
e Make sure ‘show preview’ is set to ‘always.’
Allow Notifications 0
ALERTS
09:41
[e]
Lock Screen Notification Centre Banners
o o o
Banner Style Temporary

Sounds o
Badges ()
OPTIONS

Show Previews Always (Default)
Notification Grouping Automatic

OFFICIAL



Important Note: Contacts e You must create new contacts in Outlook for them to

will sync between Outlook sync to the phone.
and the native contact list on
the phone. e They do not sync from the phone to Outlook. If you save

any contacts to the phone, they will be lost in the event
of the phone being wiped.

e Outlook is now the default app for email and Safari is
now the default web browser.

If you experience any issues with the set-up of your mobile phone, please contact the CGI Service
Desk on 0141 287 4000.

OFFICIAL



