Accessing your files from home using Microsoft OneDrive

1) First, determine if you have a license for Microsoft Office365. While you are at work and logged
onto your workstation,

a. Open any Office application, such as Word or Excel, and select Account.

Note: If you don't see Account or you already have a file or document open, choose File
from the menu, and then select either Account or Help from the list on the left.

b. Under Product Information, you'll find your Office product name and, in some cases, the
full version number.

Product Information

] Office

Subscription Product
Microsoft Office 365 ~._1

Belongs tac sh******@hotmail.com
This product contains
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Manage Acoount

¥ Office Updates
Updates are automatically downloaded and installed.
Update
Optlons -

About Excel
@ Leamn more about Excel, Support, Product 1D, and Copynght information
About Excel | Version 1803 (Build 9126.2116 Click-to-Run) 2
Monthly Channel -

A What's New
See the most recently installed updates.
What's Mew

1 - Product name, such as Office 365



2)
3)
4)

5)
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2 - Version number, which includes version, build number, and the type of installation
such as Click-to-run or Windows Store.

Only users who have Office365 will be able to access their files from their Microsoft OneDrive.
While still at work, open a browser like Microsoft Edge (Preferred), or Chrome
In the address line at the top of your browser, type in www.office.com
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You will be directed to a logon screen
On the logon screen, click on the “Sign In” button

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

7) You will then be directed to a Microsoft Sign-In Screen. Type in your work email address and

click on the NEXT button.

B Microsoft

Sign in

Email, phone, or Skype

No account? Create onel
Can't access your account?

Sign-in options



http://www.office.com/

8) You will then be asked if you are logging onto a Work or School account, or a Personal Account.
Click on “Work or School” account.

o= Microsoft

It looks like this email is used with more than one

account from Microsoft. Which one do you want to
use?

Work or school account
Created by your IT department
dawvid.roegersi@mh.alabama.gowv

Personal account
R Created by you

dawvid.rogersi@mbh.alabama.gowv

Tired of seeing this? Rename your personal Microsoft
account.

9) You will then be taken to a sts.alabama.gov login screen. Enter your e-mail password and click
on sign-in.

sts.alabama.gov

Sign in with your organizational account

david.rogers@mbh.alabama.gowv

|Passw0rd

Sign in




10) You will then be asked if you want to reduce the number of times you are asked to sign in. Put a
check-mark in the box next to “don’t show this again” and click on the NO Button.

a5 Microsoft

david.rogers@mh.alabama.gov

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

I:l Don’t show this again

11) You will now be logged into Office 365. The top of the screen should sow as follows:

Good morning
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams All apps

12) Double-click on One-Drive icon to start up Microsoft OneDrive



13) You should see a screen that looks something like:

O ) 4  https:;//alabamagov-my.sharepoint.com/;

OneDrive

Search everything + New ¥ T Upload v &3 Sync

Rogers, David (DMH)

EI1 My files Files

'E) Recent

A Shared B Name Modified

Ej Recycle bin Bryce Maps March 27, 2019
Shared libraries Budget Docs August 5, 2019

Sites help you work on projects with

Documents August 25, 2019
your team and share information

14) Click on the “Upload” option on the file menu.

-+ New $ Upload ™ :__S Sync

Files

g Faolder
Files

15) Select the location from which you wish to upload files or folders:

Select Felder

. ~ “~ == » This PC » Dawid.Rogers (\Viadmh-filel\users) (G:)
COrganize - Mew folder

e [ This PC Mame
- 2D Objects

B Desktop

|Z Documents

Downloads

Music

Pictures

Wideos

Windows [C:)

David.Rogers (WMadmh-filewusers) (G:)
EDISReoot Madmh.localmhroot1WWF) (P:)
Shared (\VMadmbhmhbrootTWHDAWIT Services) (S:)
mhroot1 (Wadmh) (K
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16) Once you have uploaded your selected files to OneDrive, these files will be accessible from any
location that is connected to the internet.

17) From your HOME PC, simply use your browser to logon onto www.office.com using the same

process that you used at work, to be able to access the files you uploaded to OneDrive. All of the
applications shown below will also be available to you to run through your browser, even if you
do not have Office loaded on your home PC.

Good morning
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