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Office 365 - Faculty/Staff 
Faculty and staff have access to an Office 365 account through Microsoft.  The account includes Office apps 
and cloud services in addition to 1TB of cloud storage.  Documents in this storage space can be shared with 
others. To access your account, using your Alverno network user name and password.   

Task   Screen Shot 

1. Open a browser and navigate to 
https://login.microsoftonline.com 

 

2. Login with your network username 
followed by @alverno.edu.  For 
example: smithdx@alverno.edu. 
Click Next. 
 

 
3. On Alverno’s sign-in page, enter 

your username@alverno.edu and 
your Alverno network password.  
Click Sign In. 

 
4. You might be asked if you want to 

stay signed in.  Make your 
selection. 
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Task   Screen Shot 

5. Navigate through all your Office 
365 apps and any documents saved 
to your OneDrive cloud storage by 
clicking on Explore all your apps 
or click on the “waffle” in the 
upper-left hand corner. 
 

 

 

6. To return to your Office 365 page: If using the “waffle”, click on Office 365: 

 
 
If using the Explore all of your apps link, click on the arrow in 
front of Your apps. 

 
7. To sign out of your Office 365, 

click your initials in the upper-
right hand corner (or the profile 
icon) and click on Sign Out. 
 
 

 
8. For additional help, click the 

question mark icon→Help in your 
Office 365 account.. 
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