INSTRUGTIONAL & INFORMATION

IS

Online Learning & Educational Technology
User Support & Information Security
Application Development & Support

Multimedia Equipment Services

Web & Mabil Services

TECHNOLOGY SERVICES

Accessing Office 365

FOR LONG BEACH CITY COLLEGE FACULTY & STAFF

LONG BEACH

. CITY COLLEGE

Network Services




INSTRUCTIONAL & INFORMATION

Accessing Office 365

TEGHNOLOGY SERVICES

Accessing Office 365

£

Ste p 1 . Q’i [V.“ hitps:/llogin microsoftonline.com, O RLYcrosoft Cow. @ f [ Sign in to Microsaft Online .. X
N~/

File Edit View Favorites Tools Help

From any web browser type into address IB LBCCHome = LBCC FacultyStaff T} LBCCTT Help Desk B LBCC Email = ITS HowToGuides 2 IS - NetworkServices &) LBCC Phone Directory » LBCC-TTOCOL ) OnlinelBCC + |
bar: www.microsoftonline.com to get to N
Office 365 login page .

(] Office 365

Sign in with your work or sc

Isomeone@example.com

‘Password

[ Keep me signed in

Can't access your account?
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Step 2:
o ' IJ) Office 365
In this field put in your employee ID
”n u m ber@ I bCC.Ed u” Sign in with your work or school account
\
|someone©example‘com ;’,B |
AV

\Password

[JKeep me signed in

Can't access your account?
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Step 3:

Page will re-direct to Long Beach City
College Logon screen.

Put in email password.

hone Directory BLBCC Email = ITS - NetworkServices & IITS HowToGuides d:]CMS & LBCC-ITDCDL = LBCC FacultyStaff ]BLBCC Home ¢ lynda.com

E LONG BEACH CITY COLLEGE

Sign in with your organizational account

| 12345678 @lbcc.edu |

L N ]
N+

-
Password »~ Ih I

W

Trouble accessing your account? Contact the LBCC
Help Desk at (562) 938-4357 or at helpdesk@Ibcc.edu.
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Step 4. | Office 365

Click on “One Drive” icon.

Collaborate with Office Online

Oh hey,

Jonathan.

Install Office on more devices

On a PC or Mac: Install

Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device
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INSTRUCTIONAL & INFORMATION

Accessing Office 365

TEGHNOLOGY SERVICES

Accessing Office 365

Step 5: p P R uneurive @ Long Beacn Lommunity Lollege
Click on “New” Documents

Documents

Recent

Welcome to your OneDrive for Business, the place to store sync, and share
Shared with me y ' P . Syng, y

Followed

Site folders @ne\ﬁ;ﬁ 2 upload ©sync  Ledit Hm
Recycle bin v [ Name Modified  Sharing Modifieg

Shared with Everyone oo March24 8% Shared Jonz

@5 AD we March24 8 Onlyyou [ Jona

M5 Document «s March24 @ Onlyyou [ Jonz
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Step 6: i ; X
P £ search Onedrive OneDnve @Lont: - Craate:a new:file
Choose a new file to create. DOCUW . \ I
. - . Documents ﬂg Word document:
For this example we will use “Word | . = ’R
” Tomhy
Document S o Welcome to Or? [ : Brcay e ?ce to store, sy
Followed o ¢
s new P : , / Ma
Site folders ® \ »| PowerPoint presentation
Recycle bin v [0 Name Medified B
share [] | OneNote notebook | Jonath
@5 AD ou Jonath
% Excel survey
m; Docul ou Jonath
@5 Docul ou [ Jonath
New folder
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Step 7:

Document as you would normally within
Word, Excel or PowerPoint.

i Word On“ne Jonathan Tejada Document2 :q,Share
FILE HOME = INSERT ~ PAGELAYOUT  REVIEW  VIEW  Tell mewhat you want to do . | OPENINWORD
o | I T #
Cut fal v v ] ;
h L 2 MR AaBiCc | AaBoC AaBDCC AabCc abcc | TP
Paste Focon | B T U sk x, X W+ Ar Nomal | NoSpacng  Headingl — Headng2  Headng3 | fECRepIace
ndo Clipboard Font Paragraph Styles Editing

Mission Statement

Long Beach City College promotes equitable student learning and achievement, academic excellence,
and workforce development by delivering high quality educational programs and support services to our
diverse communities.

VALUES

Student Focus
Students are the focus and purpose for all we do; we serve them best by providing exceptional
educational and student support services opportunities to help them succeed.

Excellence
We value innovation and creativity as part of our commitment to the continuous improvement of our
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Step 8:

When you are ready to save the document,
the document is automatically saved
within OneDrive.

Pownload a Copy
D@/ d a copy to your computer.

Download as PDF

o

mE= Download a copy of this document to your computer as a PDF file.
| Eoomadl |

You also have the choice to download a
copy of the document to your computer.

Where's the Save Button?

There's no Save button because we're automatically saving your document,

IITS Faculty & Staff Help Desk o (562) 938-4357 ¢ helpdesk@lbcc.edu ¢ www.lbcc.edu/iits
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Step 9:

You also have the choice to share the
document with other people.

To do this, begin by clicking on “share”

:q. Share

Document2

CPEN IN WORD

aBbCc | AaBbCe AaBbCc  AsBbCc  AaBbCe M Fid
momaal Mo Spacing Heading 1 Heading 2 Heading 3 3 Egc Replace
Styies Editing

ission Statement

p student learning and achievement, academic excellence,
igh quality educational programs and support services to our

e do; we serve them best by providing exceptional
pportunities to help them succeed.

of our commitment to the continuous improvement of our
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Step 10:

. . Share 'Document?’
Type in email address or username to add
8 Only shared with you

to list.
You can also type in an optional message Ivie peopie John Smithx Helpdesk Administratorx N /
that can be sent with the link. Geta | -\
Shared with \!\7
Hi There,

Please look at document

Many Thanks

M Require sign-in

SHOW OPTIONS

IITS Faculty & Staff Help Desk o (562) 938-4357 ¢ helpdesk@lbcc.edu ¢ www.lbcc.edu/iits



INSTRUCTIONAL & INFORMATION

Accessing Office 365

TEGCHNOLOGY SERVICES

Accessing Office 365

Step 11:
P Share 'Document2' %
You are also able to share a link to your B Ol has s
document that will allow anyone you send _
the link to. to b ble t . th Invite people ‘ View Only
e lin O; O be able 1o view e Get a link s\ ’, Anyone with this link can see this file.
document or edit it if you desire. I 'Rv e e i<

3

Anyone with this link can see and edit this file.

CREATE LINl@-\ ”
-

!

Edit

Close
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Step 12:

Share '‘Document2’

@ Open to anyone with a guest link

Invite people View Only

Anyone with this link can see this file,

Get a link

ehissd Gath https://lbccd-my.sharepoint.com/personal/jtejada_[bcc_ed u,/..L

Edit

Anyone with this link can see and edit this file.

CREATE LINK

Close
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Step 13:

Share 'Document?’ %
This shows the people you have shared the
document with so far.

@ Open to anyone with a quest link

Invite people .
PEoR Jonathan Tejada <!~ Owner

a S
Get a link P ’R

Shared with

EMAIL EVERYONE  ADVANCED

Close
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Step 14 ‘ o | ? Jonathan Tejada

To log out of Office 365, click on your
name in the top right hand corner of the Jonathan Tejada

] e ” |tejada@Ibccedu
screen and click “Sign Out”.

Publish
About me
Worl

Signout Q.

e

!

arn mor M}l’ SEﬁiﬂgS
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If you would like help with the process, or have any other LBCC Technology
guestions, feel free to contact the IITS Faculty & Staff Help Desk!

* Phone: (562) 938-4357

* Email: helpdesk@Ibcc.edu

* In-Person: Check out our schedule online at www.lbcc.edu/iits
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