TUHSD TECH QUICK GUIDE: OFFICE 365 — ONEDRIVE (for Staff)

Logging onto Office 365

1. To access email, double-click on l]
the Office 365 icon on the school [l
computer desktop. it
Or go to https://login.microsoftonline.com.

2. Type your full email address

(firstlastname@tuhsd.org). Then press Enter.
] Office 365

Sign in with your organizational account

tara.suggs@tuhsd.org X

Password

"] Keep me signed in

3. Wait to be redirected to the district login
window.

Redirecting

We're taking you to your organization's sign-in page.
Cancel

[J Keep me signed in

4. Type your username (or full email address
again) and your district computer password.
Click OK when finished.

Windows Security

iexplore.exe
Connecting to fs.tuhsd.org.

| tara.suggs@tuhsd.org

Domain: tuhsd.org
[ | Remember my credentials

OK Cancel

If you are logging onto Office 365 from a
personal device and cannot get access, click on
“Use another account.”

Windows Security :

iexplore

Connecting 10 fs tuhsd org.

home\tara.suggs@tuhsd.o..

S -

Remember my credentials

LW

oK Cancel

Type your username (or full email address)
and password again to log in.

‘ User name |

H ‘ Password |

Domain: TUHSD

[] Remember my credentials

Office 365: OneDrive

OneDrive is Microsoft’s online file storage
and Office Web Apps portal. Users may
save files from a storage device onto
OneDrive through Office 365 or through
the OneDrive Pro client available on
district computers running Windows 8.

For those who do not have access to Office
programs on personal devices, users may
create Word, PowerPoint, Excel, OneNote,
and Excel Survey documents directly on an
internet browser through Office 365’s
OneDrive page.

Verifying OneDrive Access

1. Click on the Office 365 web app menu icon
on the top-left corner of the page.
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Once in OneDrive, the My Documents page
will appear. Every user will have a Shared with
Everyone folder. Files saved here may be
viewed by anyone in the district. Files saved
outside of this folder are automatically made
private unless they are intentionally shared
with others.

OneDrive @ Tolleson Union High School District #214

Documents

Welcome to your OneDrive for Business. the place to store, sync. and share your work. Documents are priva
shared, Lear more here. Dismiss

@ new Fupload & sync
.
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W Tara

a

« September 20,2013 @ m Tara
2014TechTraining v July21 a
a
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Uploading Documents to OneDrive
1. To upload documents from a computer or

flash drive, click on Files > Upload Document.

to SkyDrive @ Tolleson Union High School District #214, the place to store
vtil shared. Learn more here. Dismiss

! o
Recent Documents Shared with Everyone  ++ August09 88 Jane Doe

2. You may also drag and drop files directly
onto the drag files here section of the page.
Entire folders may not be dragged here.

OneDrive Web Apps
Through Office 365 and OneDrive, users may create
basic Word, PowerPoint, Excel, or OneNote
documents directly on the web browser.

1. To create a document, click on .

2. Select the type of document you wish to
create.

Outlook Calendar People Mewsfeed OneDrive
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Docur -

Welcome to
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®new 7

[ x]
d
Recent Documents v D e g
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3. Type the name of the document. Then click
OK.

Create a new document

Document Name | docx

oK Cancel

4. Wait for the Web App to load. Then you may
work directly in the browser. Save your
document when finished (Excel and OneNote
save automatically). You may also open and edit
documents in Microsoft Office.
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Sharing Documents
Users may share documents with other users (e.g.
share/submit assignments to your teachers, work
on group projects, etc.) in Office 365. To do this,
click on the ellipsis beside the document name or
click on Share within the document.
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Welcome to SkyDrive @ Tolleson Union High School Dig

I new document or drag files here
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] Sample Essay

https¥studenttuhsd-my.sharepoint.

EDIT SHARE FOLLOW

Type the recipient’s name or email address, select
edit permissions, type a message, click Share.

Share 'Sample Essay'

@ Only shared with you

Invite people 1. — 2
Tara Suggs x Can edit [v]

Mrs. Suggs, //

Here is a link to rn.y Chaucer essay. Thank you

Jane DoeI

™ Require sign-in

SHOW OPTIONS

4.

Cancel
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