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Opening and Accessing OneDrive and Office

Go g|e offics 365 X & Q

Q Al ¢J Shopping B News [ Images [ Videos  § More Tools

About 100,000,000 results (0.44 seconds)

https /www.office.com
| office 365 Login | Microsoft Ofiice |

Collaborate for free with online versions of Microsoft Word, PowerPoint, Excel, and OneNote.

Save documents, workbooks, and presentations onling,
You've visited this page 4 times. Last visit: 16/08/22

Sign In - Outlook
Office 365. Sign in. Email. Password I forgot. Sign In.

More results from office.com »

hitps://www.microsoft.com > en-ww > microsoft-365

Microsoft 365 - Subscription for Office Apps
Microsoft 365 subscription plans include a set of apps that help you stay connected and get
things done. - Word - Excel - PowerPoint - Microsoft Teams - Outlook

Open a web browser, in your search bar type in Office 365 and click on the top
link “Office 365 Login”.

)
All M ft Si (R)
1Croso Ign in \_y

1 share your content and ideas. Learn more >

Select “Sign In” in the top right of the screen.
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B® Microsoft
Sign in

firstname.lastname@integritybusinesscollege.com

Mo account? Create one!

Can't access your account?

Back Next

q Sign-in options

Login with the username provided by IBC and click “Next”.

< matthew@integritybusinesscollege.com
Enter password

Firstname@2022

Forgotten my password

Trouble logging in? Please call 1300 731 451

Enter your password provided by IBC and select “Sign In”.
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test.account@integritybusinesscollege.com

More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

Trouble logging in? Please call 1300 731 451

Click “Next” when prompted.
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Don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify wh
secure, You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured

To provide your number select “Set it up now” or to ignore and not add your
phone number, select “Cancel”. Both are circled above.

Please note if you do not add your number, you will be prompted to add your
phone number every login.
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Don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

Select your country or region

Enter your authentication phone number

text me call me

When you are adding your number, select “Australia” for the country and in
the bar below enter your mobile number, followed by ‘Text Me”.

text me call me

We've sent a text message containing a verification code to your phone.

| verify

Enter the code that was sent to your mobile and click “Verify”.
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Don't lose access to your account!

Thanks! We'll use the infe below to recover your account if you forget your passwerd. Click *finish” to close this page.

Q Authentication Phone is set tc_Cha"ge

Click on “Finish”.

P Good afternoon, test
My Contsnt
Outlock
L
i | A -
Teams

Word

Execel

&

PowerPoint
m Quick access
OneMote
& Al (© Recently opened &2 Shared

Apps

Click the 9 dots that in the top left corner of the screen.
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Office >

G Outlook ‘ OneDrive

6 PowerPoint ABE OneMote

a SharePoint ﬁ Teams
a Sway

All apps -

Select “OneDrive” from the window that has appeared from the left-hand side
of the screen.

== Rt ol OneDrive

test account
B3 My files

“0)  Recent My files

o Shared

& Recycle bin Do

Quick access

As you open files from shared
libraries, they'll appear in this Quick
access list.

More places...

Create shared library

Select “Shared” on the left-hand side of the screen.
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Shared with you  Shared by you

@ Popular arcund you files will appear here as others share and collaborate on files.

Shared with you

O Name ~ Date Shared | ~ Shared By ~

O FirstName LastName . Less than a minute ago Integrity Business Coll
personal » ... » Documents » Current Students » Students TBC .

Select the folder that is named “FirstName Lastname”.

& Share ~ | &1 Add shortcut to My files 4 Download X Remove from shared list

@ Popular around you files wilippear here as cthers share and collaborate on files.

Shared with you

0O Name ~ Date Shared | ~ Shared By ~

o FirstName LastName B . About a minute ago Integrity Business Coll
2 H

personal » ... » Documents » Current Students » Students TBC

Lastly, select “Add shortcut to my files”.
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How To Sync OneDrive

£ Search

T Upload ¥ & Share v | 23 Sync 4 Download

My files > FirstName LastName =

[ MName T ~ Modified ~

Click on “Sync”.

Open Microsoft OneDrive?

https://integritycollege-my.sharepoint.com wants to open this application.

0  Always allow integritycellege-my.sharepoint.com to open links of this type in the associated app

Open Microsoft OneDrive

Next click on “Open Microsoft OneDrive”.
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& Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device,

Email address

AT e TEEE T ST R

The above screen will show up, here click on “Sign in”.

*

test.account@integritybusinesscollege.com
Enter password

Pa ssword

Forgot my password

Trouble logging in? Please call 1300 731 451

Terms of use  Privacy & cookies

Enter your IBC password and click on “Sign In”
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in te your apps and
websites on this device. This will reduce the number of times you are asked to login.

No, sign in to this app only

OK

On the screen above click “No, sign in to this app only”.

& Microsoft OneDrive X

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

On this window click the “Next” button. Keep selecting “Next” until the Mobile
App window is showing.
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& Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
i05 and Android.

Select “Later” when asked about downloading the mobile app.

& Microsoft OneDrive X

Your OneDrive is ready for you

Open my OneDrive folder

Select “Open my OneDrive Folder” to finish syncing.
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4% Home

1 ~ @ Matthew - Integrity

> Bl Desktop

> B Documents

2 ¥ o Matthew Bishop

> Microsoft Teams (
> N Pictures

> Recordings

You will see 2 circles in the picture above.
Circle 1 is the head directory to find your folder that is named after you.

Select “One Drive — Integrity Business College” as circled and marked by 1
above. After that select the folder “FirstName LastName” as circled and
marked by 2 above.

_ Completed O A 24/10/2022 4:46 PM File folder
__ In Progress G A 14/11/2022 3:40 PM File folder
__ Signed Coversheets G A 16/11/2022 11:28 AM File folder
~ To Be Marked O A 24/10/2022 4:46 PM File folder

You will now see the 4 folders as pictured above and have finished syncing
your OneDrive.
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ow To Join Your Class

OneMaote

Open the Office website and log in with your IBC details. The screen above
shows the team’s icon on the left-hand side, it is circled above.

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

When prompted to download or continue, click on continue with web app as
highlighted above.
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Your teams

Cl

2022 Cert Il BSB Online
- 20

Click on your class that will be the only team in your team’s tab, as circled in
the picture above.

TNGvemBer 7, 20

Integrity Business College 10427, 1:53 PM
Scheduled a meeting

mmm 2022 Cert [ll BSE Online - 20

Oceurs 3 weeks on Mon @1:00 PM until 12/16/2022

6 replies from Integrity Business College, Sharon, Hannah, and 2 others

<« Reply

You will see a scheduled meeting in the general tab for your class.
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Meeting now

Integrity Business College 10/22,/2021, 12:09 PM

IC. Scheduled a meeting

2022 Cert IV BSB Online - 2
u Occurs 3 weeks on Wed @9:30 AM until 12/16/2022

At the time and day of your class, click on the Join button that will appear
above the scheduled meeting as circled above.

Choose your video and audio options

L ‘:‘ Computer audio

]

Your camera is turned off

Q! Room audio

Ly  Don'tuse audio

Lok,

Select your preferred audio settings and select “Join Now” as circled above.
You have now joined your class! You should see your trainer in the class as well
as the other students.
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Install apps ~

On the Office home page under your initials in the top right, click on “Install
apps”.

Install apps ~

Microsoft 365 apps

Includes Outlook, OneDrive for Business,

&

Word, Excel, PowerPoint, and more.

Other install options
9 Select a different language or install other
apps available with your subscription.

See all My Content -

Select the “Microsoft 365apps” option from the dropdown.
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ﬂ OfficeSetup (2).exe ~

Click on the Downloaded file once it has finished downloading.

B3 Microsoft

Please stay online while Office m l' 0

downloads

‘We'll be done in just a moment, G u m

oS

This will start the installation of the Office suite.
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BES Microsoft

You're all set!

The Office apps are installed on your computer,

Once you see this window, you have successfully installed the Microsoft Suite
to your computer, and you will be now able to launch Word, Excel, and
PowerPoint while offline.
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