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®UTM ~  M365 : HOW TO USE M365 ON THE WEB

On your internet browser address bar,

2 Key in your LIVE Account ID
key in the URL https://office.com and

( xxx@live.utm.my) and then click Log in

login .
- Office 365
@mmmﬂ
Apps
New
@ Outlook ‘ OneDrive
Word Excel
o e =
—~— Take a
m PowerPoint ml OneMote tour
& SharePoint ﬁ Teams MNew blank workbook Welcome to Excel
@ Sway
All apps
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M365 : HOW TO SAVE WORK ON THE WEB

On your internet browser address bar,
key in the URL https://unishare.utm.my

Save As

Mame:

Save As

Save As
%,ﬁ Save o copy cmle
@ Rename

Rename this workbook,

Download a Copy

Download a copy to your computer.

Download as ODS

Download a copy of this workbook to your

= =

A "
\ Location:

N = |

Project File

||- Documents

@@ Save to another folder

Cance

r computer as an ODS5 file
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Setup Office M365 In
Local Computer
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M365 : HOW TO INSTALL LOCAL ? (PART 1)
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On your internet browser address bar,
1 key in the URL https://office.com and
login

Good afternoon, FirstName | Install Office I

+ & e @ &E $ @ & & T -

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps 2

Recent Pinned Shared with me  Discover T Upload and open.

Select the highlighted section to install
M365 based on your preferences

Install Office

o

No pinned Office documents

From the Recent tab, pin a document and we'll put it here.

Go to OneDrive > $ ;
= Install Office

Onedrive Sharcpaint Sway All apps

Recent folders Frequent sites

Office 365 apps

Includes Qutlook, Onelrive for Business

| €

Word, Excel, PowerPoint, and more,

Other install options

SharePoint —>  Select a different language or install other
setting up... apps available with your subscription.
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M365 : HOW TO INSTALL LOCAL ? (PART 2)
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Select your desired preferences
* and click the highlighted button

Apps & devices

. Follows this steps to install M365

A

in your local machine

4
Office EEPREFLEO -
Language @ ersion | Il OFfi Vers
| English (United States) ¥ | | 64-bit ¥ nsta € — Just a few more steps...
DEVICES
|:| Setup...
Setup.X6d.en-us_0...exe " .
D Get Office on your phone or tablet @ E.C,.-':-..F'-.-' 315 et ok - u Office
05 | Android | Windows /

@ Click Open @ Say "yes" © Stay online

Click the Setup file at the bottom of the Click Yes to start installing. Downloading all of Office might take a
screen. while.

[~ Today (2)
l] Setup.X6d.en-us_0365ProPlusRetail_0elc...
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M365 : HOW TO INSTALL LOCAL ? (PART 3)
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5 Run your desired tools

Select the account button and select v, Use the s 5 e.mail id Fhat yas
6 the Sign in button to sign in to M365 ; used to I‘?g'" into Office.com
’ Eg:- xxxx@live.utm.my

Bn Microsoft

Account
Sign in
User Information
. Email, phone, or Skype
Office Theme:

White -
No account? Create one!
Sign in to Office

Get to your documents from anywhere by signing in to Office. Your
experience just gets better and more personalized on every device you

Sign In MNext

Account

Feedback

Options
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M365 : HOW TO INSTALL LOCAL ? (PART 4)

Click Next button.

BS Microsoft
Sign in

Email, phone, or Skype

You can see your information and product information has
been changed to Microsoft Office 365 Pro Plus.

Mo account? Create one!

Q A new look for all Microsoft products.

& v o ol o]

Account

User Information

HELMEE BIN YAACOB
helmee@Ilive.utm.my
Change photo
About me

Sign out
Switch account

Account Privacy

Manage Settings

Office Background:

Product Information

] Office

Subscription Product
Microsoft Office 365 ProPlus

Belongs to: helmee@live.utm.my
This product contains

AR AIIS

Manage Account Change License
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M365 using Mobile Apps
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M365 : HOW TO DOWNLOAD FROM PLAY STORE

10:22 QN =l 64% @

€ Q

m Microsoft Word:
Write and edit docs
on the go

Microsoft Corporation
In-app purchases

45%
4M reviews 70 MB Rated for 3+ ®

Install

About this app

Powerful mobile writing app. Use Office to create and

edit documents

Productivity

Rate this app

Tell others what you think

Click Install

10:22 @ ©

Open Google Play Store/ Apple App Store | <
and search for Microsoft Word

Microsoft Excel:

67 MB

ancel Open

Ads - Related to this app

Scanner App To OctaFX FBS CopyTrade F4
PDF - TapScanner  Copytrading 10 MB PR
16 MB 9.8 MB 2.
You might also like >

Create and edits.. 43 B

N Rl 64% 8

Q
Microsoft Word:
Write and edit docs
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Installing...

® Verified by Play Protect
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WPS Office + PDF  Microsoft P
PowerPoint: Slide... &
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Word has been installed
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M365 : HOW TO SIGN IN FOR M365 MOBILE APPS

Open the App and sign in using the utm
live account eg: xxxx@live.utm.my

11:59 @

BNER il 72% &

Get things done on the go.

Sign in or Sign up for free

Email, phone or Skype name

Sign in later

By using this app, you agree to the terms of use

5

©®©UTM

xox @live.utm.my

Enter password

Password
oa
Forgotten my password
Sign in with another account .
.
@

4 . Enter your password

Recent Shared Open

Word is ready to use

12:00 @ ©

Recent

Shared with me

OneDrive - Universiti..logi Malaysia (UTM)

XXXX@ live.utm.my
This device

Add a place

Connect to cloud storage

Browse
Google Drive and more...

Pengurusan Pembangunan Aplikasi (ADM)

Jabatan Teknologi Maklumat dan Komunikasi . Universiti Teknologi Malaysia.
HUBUNGI KAMI Sistem : http://aduan.cict.utm.my | Emel : software@utm.my | No telefon : 07-5532136/ 31976/ 31977/ 019-7786131

UTM

UNIVERSITI TEKNOLOGI MALAYSIA

&

OneDrive

X

o=
-

The steps are the
same with the
following apps



http://aduan.cict.utm.my/
mailto:software@utm.my
tel:07-553%202136

UNIVERSITI TEKNOLOGI MALAYSIA

OneDrive Cloud Storage
in M365
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M365 : HOW TO DOWNLOAD ONEDRIVE INSTALLER IN LOCAL
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1

On your internet browser address bar, key in the URL 3 4 OneDrive is ready to install

https://onedrive.live.com/about/en-IE/download/

OneDrive Business Plans Download

T
w 3 Quick access Fd

[ Desktop
; Downloads

& Microsoft OneDrive Setup x

Documents
OneDrive for Windows

.
.
.
.

/| ET

Pictures

@ OneDrive oo

unishare manual ==I

You're running Windows 10, so OneDrive
is already installed on your computer.
Don't forget to get the app and take your

files on the go!

Need to reinstall” Click here to download.

web

Preparing Onelrive for first use...

& Onelrive

> [ This PC

[_;} Metwaork

& Onel riveSetup ExE 2 Go to downloads folder and run this file.
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M365 : HOW TO INSTALL ONEDRIVE INSTALLER IN LOCAL
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Enter M365 Email id

& Microsoft OneDrive - x
. v Fg Eg :- xxxx@live.utm.my Welcome to OneDrive
w 3 Quick access
@ Microsoft OneDrive - *
[ Decktop
& Downloads Set up OneDrive
i Put your files in OneDrive to get them from any device.
|=| Documents %
=] Pictures i 6 ,, Click Next.
IMFOGRAFIK M365 =
o D r. ]
local
oca /h> @ Microsoft UneDrive - X
unishare manual u . To add items, drag them into the OneDrive folder.
web Your OneDrive folder
Add files to your OneDrive folder so you can access them from other . >
ter your email address Sianin devices and still have them on this PC.
& Onelrive =R — |
» [ This PC
o Metwork
Click on the highlighted icon if
] e ) e ' you want to change the location.
4 . Double click the highlighted icon

T
T =1 = ™

(1

Change location
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M365 : HOW TO CHECK THE STATUS OF THE FILE
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8 . Thefileis still in cloud.
7 /. Double click the highlighted icon

uick access #
* Q Mame (:)
Desktop : # Quick access
B Deskt Attachments (o] I
. eskto
‘ Downloads P Documents [
,Z Documents Y ¥ Downloads B: Book 1.xlsx (]
' | Documents L
i=| Pictures ' = . B Bookxlsx &y
| Pictures M= Document.dock [t
|
INFOGRAFIK M365 INFOGRAFIE M365 {5 m365.pphx [}
local lacal @ TEST.docx (o]
one drive one drive H TEST.xlsx o
[@%] user manual UTM UniShare android - 12... & I
web web
@ OneDrive @, OneDrive \\ 1 2 @
. . . COnelrive - Uni iti
@ OneDrive - Universiti ® OneDrive - Universiti
= This PC
9 . .
P Network OneDrive is ready and synced to the web.
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