SEFAKO M;\K(}/\TH()
HEALTH SCIENCES UNIVERSITY

SMU MICROSOFT 365 SETUP
STEP-BY-STEP GUIDE

SMU ICT Student Technical Support
Services

AUG 2020 | Email: ictstudent_support@swave.smu.ac.za

WWWw.smu.dac.za

f Sefako Makgatho Health Sciences University | ® @ SMU_SA | @smu__sa| '» SMU TV | KNOWLEDGE FOR QUALITY HEALTH SERVICES




SMU MICROSOFT 365 SETUP USING A DESKTOP OR LAPTOP STEP-BY-STEP GUIDE

All SMU students have access to Microsoft 365 product, they will be able to use the apps that
are available in the product on their devices and also in SMU computer labs and they will enjoy
the benefits that are included in the package, Office 365 is the main application that is included
in the package, and the benefits of students using Office 365 are the following:

e Work together with real-time coauthoring, autosaving, and easy sharing in your favorite
web apps, Word, PowerPoint, and Excel.

e Improve learning outcomes with built-in accessibility features and Learning Tools that
support reading, writing, math, and communication.

e Keep organized with OneNote, your digital notebook.

e Stay connected with Class Teams and OneNote Notebooks.

e Take authentic assessments with Forms.

e Enable digital storytelling with Sway.

e OneDrive personal cloud storage of 1TB storage capacity.

e Work with documents Anywhere and Anytime (Follow-me concept) by saving them in
OneDrive

Students have a Single Sign On account to access Microsoft 365 and the
desktop computers in the computer labs

Step 01: Open internet browser (Google Chrome or Internet Explorer)
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Step 02: Click on the URL section
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- Step 04: Click on the ‘Sign in” button
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- Step 05: Enter your student email address (YourStudentNumber@swave.smu.ac.za)
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- Step 06: Click on the ‘Next’ button
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- Step 07: Enter the password that you have been provided with
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- Step 08: Click on the ‘Sign in’ button
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- Step 09: Click on the ‘No’ button (clicking ‘Yes” might make you forget your password)
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You’ll now be logged in to your Microsoft 365 home page
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Here you'll be able to see all the apps which are at your disposal, including ‘Word’, ‘Excel’,
‘Power Point etc.
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Step 01: Click on the ‘Wo
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- Step 02: Click on ‘New blank document’
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Step 03: Here you'll be able to use your Word app online, your work will be saved automatically
to OneDrive.
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How to save documents you’ve created online to your PC

- Step 01: Click on ‘File’ at the top left corner of your Word document
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- Step 02: Click on ‘Save As’
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- Step 03: Click on ‘Download a Copy’
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Step 05: Your document will now be saved on your device (have a look at the bottom left
corner of the screenshot below), you’ll find your document in your downloads folder.
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Let’s now look at how your OneDrive app works.

- Step 01: Click on ‘OneDrive’ app to open it
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Step 02: This is how your OneDrive is going to look, all the document you create will be saved
here.
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- Step 04: Click on ‘Folder’ in order to create a new folder
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- Step 05: Write your folder name
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- Step 06: Click on ‘Create’
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Step 07: Your new folder will now show on the location you created it. From there, go to the
left side of your documents to be able to select them
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- Step 08: Select all the documents you want to move to your new folder

Files - OneDrive

c

3t OneDrive ~ D Search
e =

201514963 RAMALEBA

EJ Myfiles

O Recent Files

& Shared

& Recydlebin [l Name

Shared libraries “Documents

Sites help you work on projects with z

your team and share information @ B Bookxsx 4

from anywhere on any device. Create

or follow sites to see them here. ° “Document 2.docx =

Create shared library

o Document.docx =3
(] ﬁiﬂ “Documentl.docx 12
® m Document2docx &
(v} ﬁi\ “Guide to use Microsoft 365.docx =
% ;Presentation.pptx 12

Get the OneDrive apps

Return to classic OneDrive

Download [l Delete 57 Movete [ Copyto

Modified

9 hours ago

8 hours ago

Vesterday at 934 AM

9 hours ago

& hours age

9 hours ago

8 hours age

Modified By

201514963 RAMALEIBA

201514963 RAMALEBA

201514963 FAMALEBA

201514963 RAMALEBA

201514963 RAMALEZEA

201514963 RAMALEBA

201514963 RAMALEBA

File siz2

7.76K8

108 KR

10.8K8

10.9K32

10.8K2

10.9K8

27043

® & 7

Sort » X Tselected =— @

Private

Private

Private

Private

Private

Private

Private

Step 09: Click on ‘Move to’
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- Step 10: Click on ‘Your OneDrive’
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- Step 12: Click on ‘Move here’
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Step 13: Your files (documents) will be moved to the folder you selected, you can now click on
your folder to open it
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- Step 14: Here you can now see all the documents you’ve move
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Get the OneDrive apps

Return to classic OneDrive

- Step 15: To download a folder or a document, select the folder or document
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- Then click on ‘Download’
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Your downloads will show at the bottom left corner, downloaded files can be found in the
downloads folder
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Here is how you can upload files from your device to OneDrive

click on ‘Upload’
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- Step 03: Select a file from your device
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- Step 04: Click on ‘Open’ to upload the file you’ve selected
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Uploading a folder

- Step 01: Click on ‘Folder’ (while you’re at the location you want to upload your folder)
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- Step 04: Confirm the upload by clicking ‘Upload’
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- Your folder will now appear on your OneDrive
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- Step 05: You can now click on your uploaded folder to open it and view its contents
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Now let’s look at how you can delete the files you have on OneDrive

- Step 01: Select the file(s)/folder you want to delete
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- Step 02: Click on ‘Delete’
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- Step 03: Click on ‘Delete’ to confirm
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- Your file will be deleted (and sent to the Recycle bin)
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- Step 05: Click on ‘Delete’ to confirm
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- Your ‘Recycle bin’” will show that it's empty when all files have been deleted permanently
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Now let’s look at how you can share your content on OneDrive

- Step 01: Select the file(s) or folder(s) you want to share
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Step 02: Click on the ‘Share’ button
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Step 05: Type the name or email address of the person you want to share your file with (as you
type, the system will search to see if the user is in the system, if so, you can simply select from
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- You can also add a message if you want

Documents - OneD

C & smuonline-my.sharepoint.com

i OneDrive e O Search fp 98 ?
T T y
201514963 RAMALEBA €5 Open v & Share . ... x cneme $E Automate v =1 Moveto I= Sort v X 1selected = 0]
Send link
B My files
D Recent @ Anyone with the link can edit
Files > Document:
£  Shared
201514963 RAMALEBA X

@ Recycie bin

D Name Modified By File size
Shared libraries suganctner

@5 Bookuxls 201514063 RAMALEEA 776 KB Piviata
Sites YOuU Wi n projects with ==
Sites help you werk on projects wit GEeidE e I

Yoil {eam Anc stare v tions Q “Develop ago 201514963 RAMALEBA  17.9K8 Private

from anywhere on any device. Create

or follow sites to ses them here

“Docume 0.8 KB
Create sharad library
@ “Docume 134 AM 201514963 RAMALEBA 10.8 KB Private
. @ & |
@ ~Docume 201514063 RAMALERA 1098 |
Copy link Cutiook
m? Docume _ 2015 10,8 K& Private

- Step 06: Then click the ‘Send’ button to send your file
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- It’ll then show you that the link for your file has been sent
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You can also just copy your file link and send it to someone

Step 01: Select the file, then click on ‘Copy link’ (it’ll show you that the link has been copied)
You can also edit link options here, when you’re done, you can send this link using any platform
of your choice (Gmail, WhatsApp etc.), you’ll simply paste the link as a text.
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Step 01: Click on the start button (located at the task bar, normally at the bottom left) or press
the windows button on your keyboard.

3D Viewer

Access ﬁ m

¥
A
/= Adobe Reader XI Microsoft Edge Photes Microsoft To.. )0 g e

Alarms & Clock Explore

AutoHotkey v Clea

; m B

(o=

l Bandicam Microsoft Store  Ga-Rankuwa
<& BlueStacks )
E & G 3
'Q ®© w oy
' BiueStacks Mult-Instance Manager ‘

Sclitaire

O SN ¢
- T ) / d
el ‘E‘ Caleulator ‘ \ Jm )
Clear e
5‘;6:3 _:'i’:;\ Calendar = ﬂ + =

150 ?5”

Home Gmail Mobil¢ ’/

! Camera

% >

Ga-Rankuwa

~Fw 79 E e 2108 B

Step 02: Search/type ‘word’ and click on the word app to open it (the word icon should look as
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- Step 03: Click on ‘Sign in’
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- Step 05: Click on ‘OK’
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If you already had a personal account signed into your Office 365, simply sign
out and sign in with your SWAVE account

- Step 01: (a). Click on the name of the account, (b). then click on sign out, (c). confirm to sign out
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Signing out will remove your account from this and other Office apps. Save any Office files that sync to
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Step 02: (a). Click on ‘sign in” at the top, (b). then use your SWAVE account details to sing in
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Step 01: Go to office.com and log into your account. When you’re logged in, click on ‘Install
Office’ located at the top right.

! Microsoft Office Home x -
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! Microsoft Office Home
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OfficeSetup.exe

Good aftern

Step 03: OfficeSetup.exe will download, click on the downloaded file to start installing

f office.com/’auth=2

Just a few more steps...

@ Click Run 2 Say "yes” 3 Stay online
Click the Setup file ot the bottom of the Click Yes to stert installing.
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Step 04: Click on ‘Yes’

changes to your device?
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Office 365 will start the installation process
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When the installation is done, do the ‘Case 01 steps above’ (from page 32)
When the licence window below pops up, click on ‘Accept’

2
Good evenina
B¥ Microsoft
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Accept the license agreement
Microsoft Office 265 ProPlus includes thesz apps -‘5

m a ‘ i m a G @ [

More templates —>

This product also comes with Office Automatic Updates.

Leamn more

By selecting Accept, you agree to the Microsoft Office License Agreement
View Agreement

Account

Feedback
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V} Document 3.dock

Options OneDrive - Sefako Makgatho Health Sciences University

o Sk

After signing into your SWAVE account on your installed Office 365, you’ll be able to use Office
apps (i.e. Word, Power Point, Excel etc.) offline.
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How to install Adobe Reader on your device

- Step 01: Open your browser and type in this URL: https://get.adobe.com/reader/ and press en

New Tab X -r

- C tt getadobe.com/reads I A

Gmail Images

' : @ ®

Welcome, Aar... Sign in to you... Home Gmail Mobile WiFi

Step 02: Untick all the McAfee offers

Adobe Acrobat Reader DCDow X 4

€< -+ C @ getadobecom } % B

Adobe Acrobat Reader DC Optional offers

Yes, Install the free McAfee Security Scan Plus utiity to
check the status of my PC security. it will not modify existing
antivirus program or PC sattings.

Learm more

}Yes, install McAfee Safe Connect to keep my online
activities and personal info private and secure with a single

Version 2020.012.20041 tap. Or to do more, install free Acrobat Pro frial to create
earn more

System requirsments and edit PDFs. Continue viewing PDFs after trial has

I McAfee expired.

Your system:

windows 10, English Terms & conditions: Take control of your work with Adode Acrobat DC.

Do you ¢ a different language or op Create, adit, sign and review documents in real time

By clicking the "Download Acrobat Reader” button, | agree that | have with your team, wharaver and whenever you want.
youan IT mang r OEM? read and accepted all of the folio
Terms & conditions:
« Install the Acrobat Reader Chrome Extension

By chacking the above, I agres to the automatic sk G : By dicking the “Download Acrobat Pro Trial’ button, | zgree
installation of updates for Acrobat Reader Chrome thatl have reac anc accepted all of the following:
Extension

Learn more



https://get.adobe.com/reader/

- Step 03: Click on ‘Download Adobe Reader’

Adobe Acrobat Reader DC Dowr X +

&« - C @ getadobe.com/rea

Adobe Acrobat Reader DC Optionatoffars Acrobat Pro DC Trial

Yes, install the free McAfee Security Scan Plus utility fo
check the status of my PC security. it will not modify existing
antivirus program or PC settings.

Learn more

Yas, install McAfee Safe Connect to keep my online
activities and personal info private and secure with @ single
tap.

Learn more

Version 2020.012.20041

System requirements

Or to do more, install free Acrobat Pro trial to create
and edit PDFs. Continue viewing PDFs after trial has
[J McAfee expired.
Your system:
. . T i Jorl i 5
Windows 10, English ) Terms & conditions: Take control c?f your wo! ¥<W|th Acobe Acrobat D‘C.
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By checking the above, | agree to the automatic By clicking the "Download Acrobat Pro Trial” button, | agree
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Extension

Leam more

= Adobe’s Terms of Uise for Acrobat Pro DC Tna
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Adobe Acrobat Reader DC Need help?

1. Te proceed, open your download folder and locate the Adobe Reader Installes file,
What's included: named like “readerdcjond_install.exe”
2. Double-click on the Installer 10 complete the Installation. For additicnal help, click
here.

Fill & Sign PDFs from anywhere

Easily fill PDFs, sign them, and send your forms
electronically right from your desktop, browser, or
mobile app. Use smart autofill to make form-filling
faster.
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Step 05: If this window pops up, click on ‘Run’

>SmartScreen can't be reached right

Adobe Acrobat RERLSY Need help?

Check your Internet connection. Windows Defender SmartScreen is
unreachable and can't help you decide if this app is ok to run.

Publisner: Adobe Inc.
App:
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obe Reader Installer file,
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¥t OneDrive or SharePoint.
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}- Adobe Acrobat Reader DC Installer

Verified publisher: Adobe Inc.
File origin: Hard drive on this computer
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The download will start

Step: 2 of 3
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Step 06: When the download is finished, click on ‘Finish’
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For queries or additional information, you can contact the ICT

Student Technical Support Services unit by sending an email to:
Ictstudent_support@swave.smu.ac.za

Call:

012 521 5768/5988
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