Using OneDrive
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Office 365

e Can be directly opened using the
"login.microsoftonline.com"
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* You need to download and install Office

2016.

* |f you already have Office 2013 installed,
you do not need to install 2016.
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I Personal account
p - Created by you
b 4 . : elliot@gcits.com.au

Back

Created by your IT department

elliot@gcits.com.au

Remember to always
choose "work or school
account”; never choose
"personal account”

It looks like elliot@gcits.com.au is used with more than one
account. Which account do you want to use?
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Microsoft

These images show the
personal account for office
365. You will not be able to

log in this way.



Office 365
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* You can install office on your
tablet

Install Office 2016 on your PC

e You can/check your school email SO ¢ D G 0 G O g
* You can open/create files
b YOU can On'[ne ve rSIOn Collaborate with Office Online
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Using OneDrive

* One Drive is the name for
Microsoft’s cloud storage.

* It works similarly to Google Drive
or iCloud.

Today is a day Install Office 2016 on your PC

* Before using OneDrive the first S T T T ® O g
time, you will need to set it up.
* Click (or long press) on SEES v i Coliborate With Ol Orine

“OneDrive”.
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syncing OneDrive

* Along the top there are three
choices: new, upload, sync.

* Choose sync. Py O S 2o =y
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syncing OneDrive

* If you get a pop up window
choose Allow e ——— -
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syncing OneDrive

* If you get this popup menu AND
nothing happens, you need to
update your OneDrive so click T
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syncing OneDrive

* If you get a pop up window
choose Allow e ——— -
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syncing OneDrive

* You will need to login in to your
school account. e — o

e Email: o
<123456>@students-smjuhsd.org

Files

* Password: | O | S
Ab123456

B Microsoft




syncing OneDrive

* At this screen, choose next.
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syncing OneDrive
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syncing OneDrive

* At this screen, choose “open my
OneDrive...”. S — B
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Syncing OneDrive

* Lastly, there should appear a
pop up window showing that all
your OneDrive files are now
saved on your tablet.




Creating New Files in OneDrive

* There are two wa(}/s to save your
work on the cloud.

o —w i -
* First, you can create a new file | -
directly from OneDrive or from one T
of the online Microsoft programs e gl B |
(ex. Word Online or PowerPoint || e )
Online) S

* Click on “new” then choose the type
of file you want to create

* Secondly, you can create a Microsoft file from the desktop
Program (ex. Word or PowerPoint) and then use the “Save as”
eature to save the file on OneDrive.

* The directions can be found on the school website by first clicking the SN IENE
“Tablet Resources” button and then choosing “Office 365 OneDrive”




Creating New Files in OneDrive

* There are two ways to get your work saved on the cloud.

* First, you can create a new file directly from OneDrive or from one of
the online Microsoft programs (ex. Word Online or PowerPoint Online)

* Secondly, you can create a

Microsoft file from the desktop - _

program (ex. Word or — = =
PowerPoint) and then use the L= = & __
‘Save as” feature to save the file =~ — @ == ;
on OneDrive. L

* The directions can be found on the
school website by first clicking the
“Tablet Resources” button and e —
then choosing “Office 365 |
OneDrive”




Opening Shared Files

 When someone shares a file
with you, there are several ways
to open it.

* You can use the link from the
email you received.

* You can look directly in One Drive
under “Shared with Me”
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