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You can use these instructions to change your password in Office 365, please note that 
this requires your Office 365 Administrator password to perform. 

1. Log into your DomaiNZ domain 
2. Manage the domain you want to make changes to 
3. Click on Office 365 Email 
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4. Click on Create email 

 
 
5. Enter the new email address you wish to create and the user details 
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6. Select the license to use (if you do not have one available you may need to purchase 
one) 

 
 
If you wish to create a new user using an existing license you will need to remove it first. 
To remove the license: 

1. Go to the Office 365 Email 
2. Find the email address under the Email Accounts section and click Edit 

 
 
3. Under Assign licenses untick the box and hit Save 

 

 


