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Creating a New Document in OneDrive

1. Open the browser of your choice
and enter the following URL in the B8 Microsoft
address field. . .
https://login.microsoftonline.com. Slgn In

barbara.goertz@alverno.edu

2. Sign in using your Alverno
network username followed by
@alverno.edu. For example:
username@alverno.edu. Click No account? Create onel
Next.

Next

Can't access your accoumnt?
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3. On Alverno’s sign-in page, enter
your username@alverno.edu and
your Alverno network password.
Click Sign In.

ALVERNO
COLLEGE

ESTABLISHED 1887

Sign in with your organizational account

goerizbj@alverno.edu

Sign in

To sign in, enter your username@alverno.edu. Your
username would be the same one you use to log into
the Alverno campus network. For example, an
employee named Mary K. Smith would enter
smithmk@alverno.edu. Use your Alverno network
password in the password field.

4. You are then asked if you would
like to stay signed in. You can
answer in whatever way you
would like.

e Microsoft

goertzbj@alverno.edu

Stay signed in?

Do this to reduce the number of times you are
asked to sign in.

No Yes

Don't show this again
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5. Your Office 365 will automatically
open to the home page. From
here you can upload documents

Good afternoon

L Search apps, documents, people, and sites

bring up a drop down menu from
which you can choose which type
of document you would like to
create.
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a brand new Office document, a w3 [x3 & E s 8 = s &
insta" Ofﬁce apps’ Open OneDrive Word Excel PowerPoint OneNote SharePoint chlféuk Sway Forms
documents stored on your Eplomsl st
OneDrive (cloud storage), etc..
Documents T Upload and Open
Recent Pinned Shared with me  Discover =
[ Name L d by y Sharing
6. To create a new document, click _
A
on the NewV button. This will Upload and Open... New -

Word document
Excel workbook
PowerPoint presentation

Sway page
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As you work in the document, o ) S
Office 365 will automatically save
your work every 5 seconds. In
order to change the name of the
document, you need to click on
the word “Document” across the
top and type a new name for the
document. When you are done
you can simply close the window
and the next time you login to
your Office 365 account, the
document will be there with all
the changes you made.

8. 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.
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