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FYI:  Because everyone trying to follow these slides to set up their new Office 365 K12 email account could possibly 

be starting from a different stage, I have designed a set of flow charts for you to follow.  Simply ask yourself the 

questions in the flow chart and then go to the appropriate slide for your particular situation.

If you already have a Webtop account, or at some 

point in the past signed up for Webtop, even if 

you’ve never used it and don’t know the 

password, then go to (slide 4)

If have NEVER had a Webtop account, and have 

Never signed up for one in the past, then go to 

(slide 5)

Your new Office 365 K12 email password is tied to your Webtop account.  So the password is the same for both.

The Webtop account is the same account that teachers use to access YouTube from school.

The URL address to Webtop is: https://wvde.state.wv.us/webtop/



Do you already have a Webtop Account?  “YES”

(If “No” then go to the next slide)

Is it associated with an “Access” email account?

No Yes

Go to (slides 13-17) for instructions to 

claim your new email address
Do you know your Webtop password and 

does it meet complexity requirements?

At least 8 characters and contains at least 

one each: upper case, lower case, and 

number…

To reset your Webtop password follow 

instructions on (slides 18-21)

Yes
Go on to the Office 365 quick start guide on (slides 22-34) 

to get started using Office 365 and to start forwarding your 

old “access” emails to your new Office 365 account (if 

necessary)
No

Transfer existing information

(contacts and folders)

Convergence Instructions

(slides 35-45)

Note: After creating a new Webtop 

account or resetting you password it may 

take up to 3 hours to login to your new 

Office 365 email…



Do you already have a Webtop Account?

“No”

Create one using the instructions 

on (slides 5-12)

Go on to the Office 365 quick start guide on (slides 22-34) to 

get started using Office 365 and to start forwarding your old 

“access” emails to your new Office 365 account (if 

necessary)

Transfer existing information

(contacts and folders)

Convergence Instructions

(slides 35-45)
Note: After creating a new Webtop 

account or resetting you password it may 

take up to 3 hours to login to your new 

Office 365 email…



Creating a Webtop account for the first time?

Go to -- http://wvde.k12.wv.us Click on the button

“GET A WEBTOP”



#1. Type your First and Last 

Name in the appropriate 

fields

#2. Type your “Access” 

email address

#3. Create a new password for Webtop 

and Confirm your password by typing 

it again in the Confirm field

Note: This is the same password that 

your new Office 365 account will use…

#4. Make sure “K12 Employee” 

is selected and then click the 

“Continue” button



#1.  Type your Employee ID number..

If you don’t know it, this can be found 

on your pay stub

#2.  Type your Date of Birth

#3.  Type the last 4 numbers of 

your Social Security Number

#4.  Click “Verify My Information”



Once you complete the registration process of Webtop you will get a 

verification email in your “Access” email inbox.  Click on the 

verification link in that email to activate your Webtop account



Now you should be able to open an Internet Browser and go 

back to the Webtop website and log in using your new password

http://wvde.k12.wv.us

Click here to LOGIN



Now would be a good time to point out that with your new Webtop 

account you (the teacher only) can also access YouTube in the 

classroom by using the username and password you created for 

your Webtop Account.!!!



Type the Webtop Username and 

Password that you just created and 

then click the “Enter” button



Once you’ve logged in successfully, 

you should get a screen that looks 

something like this

If you have never used Webtop before, please 

feel free to click on the folders and look 

around at the different features.

Don’t forget, it could take up to 3 hours 

before your Office 365 account will be 

accessible after creating your Webtop 

account…



If you already have a Webtop account that was NOT originally associated 

with your “Access” email address, you will need to re-claim the Webtop 

account using your “Access” email address

#1. Open an Internet Browser and go to

https://wvde.state.wv.us/apps/profile/login.php

#2. Login with your Webtop 

Username & Password



FYI:  Often times you will see Office 365 referred to as O365







Once you have finished claiming your account and you have allowed 

the 3 hours for account creation you should now be able to log into 

your new Office 365 Account at http://portal.microsoftonline.com



How to reset your Webtop and Office 365 Password

The first thing to note is that on the Office 365 login 

page there appears to be a link to reset your 

password.  This link is disabled for WVDE users.

WVDE account passwords are tied to your Webtop 

password.  So you must reset your Webtop 

password in order to reset you Office 365 password.



To reset your Webtop and Office 365 password, first open an 

internet browser and go to http://webtop.k12.wv.us/password/

Type your “Access” email address and then 

click the “Submit” button







Getting started with Office 365

Now that we have sorted out your Webtop access you should 

be good-to-go for accessing your new Office 365 Email.!!!

http://portal.microsoftonline.com

#1. Type your new email address.

Note:  This is the same as your old 

email address except remove 

“access.” 

#2. Type your Webtop password

#3. Click “Sign In”



The first several times you log in 

you will see this “Getting 

Started” page..

Your apps are listed in the menu at the top right.

Click on “Outlook” to go to your new email.





This is what your new Office 365 Outlook Inbox will look like…

Compose a new 

email with this 

button

A list of email messages 

appear here

If you click on an email 

header it will expand into 

the reading pane here



Reply and Forward options 

are available in the top right 

of each message



Send, Discard, and Insert (attachment) 

buttons are located at the top of all 

outgoing messages.



So now that you have started using your new Office 365 mail you will probably 

want to forward your old “Access” emails to your new email so you only have to 

check one account.

#1.  Open up a browser and go to 

http://access.k12.wv.us

#2. Sign into your Access 

Convergence webmail



Click on the “Options” button at the 

bottom left of the screen



Now click on the “Forwarding” 

button



#1. Click to put a check in the box for 

“Enable automatic forwarding” #2.  Type your new Office 365 email 

address here

#3. You can choose to keep a 

copy of your messages here in 

your old inbox as well as forward 

a copy to your new email.  But 

keep in mind your old inbox will 

fill up fast and once it reaches 

100% it will lock up and not 

forward anymore
#4. Once you have complete the 

configuration, click the “Save 

Preferences” button



At this point some users will also choose to set up an auto-reply message to let anyone sending an email to their old “Access” 

email address know that they have switched to a new email address.

To set an auto-reply message click on the 

“Vacation Message” button



#1. Check to “Enable auto-reply”

#2. Enter a “Start date” and “End date”..  

I would recommend setting the end date 

for at least a year into the future

#3. Set this to 

the max of 

300

#4. Type a Subject

#5. Type the same message into 

the two message boxes…

#6. Click the “Save 

Preferences” button



Once you have completed the settings on the previous slide all new emails that you 

receive to your OLD “Access” email address will get forwarded to your new Office 365 

email address and also at the same time an auto-reply message will go back to the 

sender letting them know that you have changed your email address…



How to move old Emails from Convergence to Office 365

If you have an important collection of old emails and custom folders in 

the Convergence system and you want to move it all to Office 365.  First 

log into your Office 365 account at http://portal.microsoftonline.com



#1. Click the 

“Outlook” button
#2. Click the “gear” button 

beside your name

#3. Click on “Options”



Click on “Connected Accounts”



Click on the “+” button



Type your “Access” email 

address and Convergence 

password and then click “Next”



You will get this error message

This is normal

Click “IMAP”



Type your “Access” account 

information as shown and then click 

“Server Information”



Enter the server information 

exactly as shown here and 

then click the “Save” button



You should get this message now stating that 

your old account is now connected.  Click 

“OK” to continue



Even though this IMAP connection will “fetch” emails from @access, most users will probably still 

choose to forward @access mail to Office 365.

Once all your email is copied to Office 365, you may choose to disable the IMAP connection.  Leaving 

the IMAP on for now will not cause any problems.  However, when the @access system is taken down, 

you may start to see errors from Office 365 stating that it can no longer communicate with @access 

email.  Therefore, we suggest removing the IMAP connection once mail migration is complete.

To remove your IMAP 

connection to the old @access 

Convergence system









Some of screen shots for this presentation were acquired from the WVDE 

Office 365 Support page and from RESA 4 documentation.

The state Office 365 support page offers this and much more support 

information for your new Office 365 system!

http://wvde.state.wv.us/office365



END


