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Instructions to setup up Microsoft OneDrive Account

1. Inyour search bar next to the Windows logo, type in OneDrive:

Arat makeh
Dnwirione
Lt e =N
o7 OraDrive
B oot > >
Search the awds
£ (v Teparn eaity » L opan
Fobhex 17 ) T due ez admnsranse
Drumenls 114 L cpentieinanca
2 S sa
= Gaw lblar
LR

2. Enter your PRCC email address and click sign in:
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Set up OneDrive
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3. Select Work or School:
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Set up OneDrive
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4. Select Work or School Account:
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5. Enter your Riverguide password and click Sign In:

1] Office 365

8% Microsoft

« srajas@procedn

Enter password
gmter your Riverguade Fassword
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6. Make sure the “Allow my organization to manage my device” is checked and select Yes

x

Use this account everywhere on your device

Viindows will remember your account and make it 2azier Lo sign in te apps and
wabsites, You von't have to anter your password each tme you access your
organzation’s resaurces. You may need to allaw them to manage certain settings cn
your denice,
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Please Note: You may receive an Error Message, please disregard and choose Done and you will be
guided through setup

7. Click Next to complete setup:
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Your OneDrive folder is here
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8. Use the default folder selected:
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9. Please ensure all folders are selected.

& Ondline precedu = x

Your IT department wants vou to back up

[esktop Dacuments Firures
b9 e Fies backed up 742 KB

10. To move files from Department file shares, go into your department file share folder and you
can then copy and paste the files you need from the file share into your OneDrive folder.

Note: If using a personal machine to access OneDrive, please go to onedrive.com and login with your
PRCC email address and River Guide password utilizing any one of your favorite browsers.



