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TO ACCESS ONEDRIVE - LMETB
To be able to save directly to

OneDrive - LMETB from Microsoft
Office Programmes.

David O' Connor

LOGGING INTO OFFICE 365

Logging into Office 365
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Introduction

It is imperative that all staff and students in LMETB use the OneDrive for their work. It is
possible to save directly to OneDrive - LMETB from the Microsoft Office 2013 Suite. To do
this just make sure that the user is signed in.

This is a screenshot of MS Word 365.

As you can see | am signed in currently
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It is important however to ensure that this is actually an LMETB account. This can be seen
by clicking on the little black down arrow beside the name.

This window opens and in it you can see details on the account

Including the email address, which is @lmetb.ie

EE S - Logging into Office 365 - Ward ? B\ 0O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW David 0" Ggigor ~ E.

S AT aapbced | AaBbCD AaBBC Aasbce aabeer AAD E; David O' Connor

., Lo -
0 TrebuchetMs - |11 - A" &7 Aa- R &
aste

BIU-axx,x A-¥-A- = = Do TNormal | NeSpacing Heading1  Heading2  Heading 3 Title doconnor@Imetb.ie

P;
* Format Painter =
Clipboara [ Font 5 Paragraph r. Styles
EEER TSRS S FRRS FURE BN NET SRNE P SR RN TR RN SR S S
M This is a screenshot of MS Word 365.

It is important however to ensure that this is actually an LMETB account. This can be seen
o by clicking on the little black down arrow beside the name.
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If it is not an LMETB account then you must click on the Switch Account Button at the

bottom.

This window will appear and tells you about the current account that is signed in and also

gives you an option to Add Account /

Accounts

SWITCH ACCOUNT | SIGN OUT

Current Account
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+ Add Account

Click to sign in a new account into Office

x

Click the Add Account Button

This window will then open inviting you to Sign in

Use the person’s LMETB email address here

Then click Next

We Need a Little
More Help

Type the email address or phone number of the account
you would like to use with Word.

.. Microsoft account

Sign in with the account you use for OneDrive, Xbox
LIVE, Outlook.com, or other Microsoft services.

Sign in

Type the email address or phone number of the account
you would like to use with Word.

‘ Type your email address or phone number

Privacy statement

You may be asked this step, just choose Work
Account

Privacy statement

Work account <
g Sign in with the account provided by your work,
schoel, or university.
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This is the next step and you are invited to add

Sign In

The password for this account

User ID:

‘docannor@lmetb.ie |

Then you click Sign In

Keep me signed in

Signin

Can't access your account?

© 2012 Microsoft Corporation
Privacy | Legal

This is how the user signs in to MS Office and this will lead to the following screen when
people click on File, Save As:
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G s we B CneDrive - LMETB
Current Folder
OneDrive - LMETB ® OneDrive - LMETB

Recent Folders

4@ OneDrive - Personal .
©® OneDrive - LMETB
o Training Manuals
FEE Other Web Locations Onel LMETE » New Training Manuals
® Qutput C1
- OneDrive - LMETB »W§Projects » 3. Us and Them » Output C1
El‘:l Computer .
— ® National Reports
OneDrive - LMETE » EU Projects » s and Them » Output 1 National Reports
Account + Add a Place @ O1AT Questionnaires
OneDrive - LMETE » EU Projects » 3. Us and TheMigOutput 1 0141 Questionnaires
Options
&
Browse

As you can see, there is now the option to Save to OneDrive - LMETB

Thanks a lot and good luck.

Me email is doconnor@Ilmetb.ie please don’t hesitate to
contact me with any questions or queries.
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