
Go	
  to	
  www.login.microsoftonline.com.	
  	
  
On	
  the	
  site,	
  enter	
  your	
  full	
  email	
  address	
  
as	
  the	
  username.	
  	
  As	
  soon	
  as	
  you	
  click	
  in	
  
the	
  password	
  entry,	
  you	
  will	
  be	
  redirected	
  
to	
  the	
  Clover	
  login.	
  	
  In	
  the	
  popup	
  window	
  
that	
  appears,	
  enter	
  your	
  username	
  
(first.last)	
  and	
  your	
  email	
  password.

To	
  get	
  started	
  with	
  any	
  of	
  the	
  Office	
  365	
  Web	
  Apps,	
  the	
  process	
  is	
  all	
  the	
  same.

The	
  first	
  screen	
  after	
  logging	
  in	
  will	
  be	
  your	
  email.

Once	
  on	
  your	
  email,	
  click	
  the	
  three	
  boxes	
  on	
  the	
  bottom	
  
left.	
  	
  You	
  will	
  be	
  taken	
  to	
  a	
  blue	
  screen.	
  	
  Click	
  the	
  …	
  
next	
  to	
  Office	
  365	
  in	
  the	
  bottom	
  left	
  corner	
  and	
  
choose	
  OneDrive	
  from	
  the	
  popup	
  that	
  appears.
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The	
  main	
  OneDrive	
  screen	
  appears	
  
which	
  will	
  show	
  you	
  your	
  documents.	
  	
  
In	
  order	
  to	
  create	
  or	
  edit	
  documents,	
  
you	
  need	
  to	
  switch	
  to	
  PC	
  view.

Click	
  the	
  …	
  in	
  the	
  bottom	
  right	
  
hand	
  corner	
  on	
  this	
  screen	
  
choose	
  Switch	
  to	
  PC	
  view	
  
from	
  the	
  popup	
  that	
  
appears.

Your	
  screen	
  now	
  looks	
  
like	
  this	
  (listing	
  your	
  
files).
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