How to Use OneDrive and Office 365 Web Apps

1. Logintowebmail at mail.office365.com with your Berry email and password.
2. Intheupperleft-hand corner, clickthe tilesicon and then select “OneDrive.”
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4. OneDrive automatically savesyourdocument. Whenyou’re finished, click onthe tile icon again
to go back to OneDrive.
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If you wantto work onthe documentinthe Word applicationinstalled on your computer (if you
have Microsoft Office installed), you can select “Openin Word.”
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6. Click “Launch Application.”

External Protocol Request

Google Chrome needs to launch an external application to handle ms-word:
links. The link requested is ms-word:ofe|u|https://berrycollege?-
my.sharepeint.com/personal/tsills_berry_edu/Documents/My Sample
Document.docs

The following application will be launched if you accept this request:

CHAPROGRA~\MICROS-1\Officel WPROTOC~1.EXE "ofe|u|https//
berrycollege2-my.sharepeint.com/persenal//tsills_berry_edu/Documents/
My Sample Document.doc:”

If you did net initiate this request, it may represent an attemnpted attack on
your systemn. Unless you tock an explicit action to initiate this request, you
should press Do Mothing.

| Rermnember my choice for all links of this type.
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7. Click“Yes.” Please note that you should only open documents from trusted sources, such as
documentsyou created yourself (likein this example) or shared by someone you trust.
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8. Enable editing.

ess you need to edit, it's safer to stay in Protected View. ‘ Enable Editing ‘
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9. Whenyou’re done editing, click the save iconinthe upperlefthand corner. This will updateyour
documentin OneDrive.
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When someone shares afile withyou, it will appearinyour OneDrive under "Shared." They can choose

to letyoueditit, and you can easily collaborate on agroup assignment without emailing files back and
forth.

1. Toshareyourdocument, click the dots nexttothe documentname and click Share.
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2. Typeintheiremail addressand decide whetherthey willbe able to editoronly view the
document, then click Share.
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