Using your OneDrive and Saving Files

The OneDrive is a place where as a Lourdes student you are able to access the Microsoft Office suite and
also store your files. You are able to access the OneDrive through the portal.
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Keep all your files in OneDrive, your free cloud storage. Access and share them from your phone, tablet, or computer.
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Get 15 GB for free. Office Onlinglincluded.




Enter your student email address (firstname.lasthname@mymail.lourdes.edu) at the following screen.

] Office 365

Sign in with your work or school account

|Email or phone

Password

[]Keep me signed in

Can't access your account?

Den't have an account assigned by your work or school?

Sign in with a Microsoft account

You will be redirected to the following page. Click on "Work or school account".

Work or school account
Assigned by your work or school!

Microsoft account

Personal account

Cancel

Den‘t have an account assigned by your work or school?

Sign in with a Microsoft account



When the following page launches, enter your student email address and password.

fs.lourdes.edu

Type your user name and password.

User name; |alisa_smith@mymaiIAIourdes.edu ]

Password: |oooooooo| - l

Once logged in, you will have access to your OneDrive and Office365.
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Drag files here to upload



Click on “New” to start a new Word, Excel or PowerPoint file.
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Drag files here to upload

Create your document. When it is time to save your file, click on “File”.
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Click on New to start a new Word, Excel or PowerPoint file.
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Click on “Save As”. You have several options.

e, -_{-_Lp-:.‘/nnymaﬂlqurdes—my.iharfpc;in—Lcom/pert_ona’laﬁsa ST

Save As
¥
I;.A SavVe oy Orline
=l men
N
~ad & ~ =
p—— s = B
m}l’; g =]
-
1%¢ —
:z»}j‘]ﬂ )
|I“H““ o
il
||:||” J“"\h‘w i
(el i
”“”“J(I{‘\‘ “““ f i" b ¥
INIHIGINICE SRR TR i WEIANN
IIJ'!!.‘[.'IMLNIJ? itk ih i B 1idh8 Farhid b ‘.-‘f(ﬂ‘l

L

e N
ave ,A.;

Save a copy online.
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This allows you save a copy of Word document to the computer you are logged onto.
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This allows you to save a PDF file to the computer you are logged into.

NOTE: In order to send the file to someone (Ex. Sending an assignment to an instructor, you will NEED

to download it to your local computer and then attach the file you saved to your local computer. You
can use this document to upload in Sakai, or attach in email.)



