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3. Signin with your MyVSU credentials. YoudneDrive will now synavith the Office
applications.

Uploading to OneDrive

4. To save a file from an Office application to your OneDrive, select thed@ilat the top and
choose Save As

Save As

Bave as Adobe
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5. Whensavinga file to your OneDrive select the option Onee-Valdosta State University
with yourVSU email address underneath. Do NOT select the option thdy says
“OneDrive,” or your files will not be saved.
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6. Double click to seleatvhere you would like to save your document.

[

Verifying Saved Files

7. Verify your files were saved by checking witiie web version of OneDrive, through MyVSU.
Log in to your email, and select the icon with nine small boxes to access your Office 365 apps.

< C & htios://outlockeffice.com/owa

+app launcher to access Office 365 apps Open the

WT% © =Ealch man and reople. T
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8. Select “OneDrive” from the list.

Office 365
__Annc L
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9. Your document should appear in your list of files.

(0 @ testdoxx =R T
m test.docx
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10.You can also upload documents directly from the web version, by selecting “Upload” from the
menu at the top. A progress bar will notify you when your files have finished uploading.

OneDrive Prog ress

+ New T Upload ~ o~ Flow ~ {3 Sync

Linlosdad 1 ifgns to Cilae
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| Uplead files from your computer to t

Files
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