How to Access and Use the Church Office 365 Business on your Computer.

Instructions for the Office 365 Browser (Web) Version.

It may be helpful to read through this document first before starting to follow the instructions on the
computer.

Some users will have opted for a full installation of the Office 365 on their computer and others may
have the Web version via the Browser for ease of installation. These instructions are for the Web only
installation.

This link should take you to the login page.
Log-in | Microsoft 365

Selecting this link from your computer (document needs to be open on the computer) or go to this
address https://www.office.com/

The link will open up a Browser/Web page as below.
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You're signed out now.
i .- /mLBesiocEEcaae
On first sign in the screen will be slightly different but the same sign in f)
box. You're signed out now,

I heather@pabcoffice.onmicrosoft.com x I

Your login details including the password will have been sentto you in

an email.

Enter your login details and you will be asked for a password which you
need to enter.
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On first use the screen opposite pops up —this is where 2 Factor heather@pabeofice.onmicrosoft com

Authentication is added (by mobile or an App on your mobile. Action Required
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multifactor authentication method to protect your

Press ‘Ask Later’ for now. The account is now established and account
will be set up for Web access (it can still be added to a computer Use a diferent account
later), Learn mare about security defaults

You have 14 days until this is required.


https://www.office.com/
https://www.office.com/

The screen may be fuzzy, don’t worry, things are just being set up in the background.

For now press the Admin button at the bottom on the task bar on the LHS.
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The next screen will open which is your own account Admin panel. This has advanced feature not
required for now and further guidance will be provided later.
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Click on the 9 dot square on the task Bar (at the top = - o S
left). s a2 o v s
- :: ﬁ;” o dmin password without

P

This opens the access to the programs that are et T e

available to you for use in the Church Office 365. o e
Support remote workers with Teams User management
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e | Selectthe program you want and it will open up
ﬁ L . ready for your input.

= =~ Rl As this is a first opening there will be no previous
documents on view so start a new one.
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When you have been using the
program you will find on opening it
that there is easy access to your last
documents.

You should be free to go now and
create whatever.
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Where you save documents is important so this will be the topic for the second instruction sheet
where the mysteries of OneDrive will be shared.

This is a first draft and your comments and observations will be helpful and valuable — as | kind of
know what I’m doing it’s sometimes hard for me to see the points that need amplification or
clarification — please let me know where you find any difficulty in grasping what is required or where

things didn’t quite work as on this instruction.

lan Smith
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