How to setup the School/Ed Qld OneDrive
and Network on a Windows Laptop

1) Open your Internet browser (Edge, Chrome, FireFox, Etc) and go to www.office.com

a) If automatically signed in, Click the Initials in the top right corner. Sign in with a
different account.

b) Click Sign in.
(@] %) https://www.office.com A Ty un]

=. Microsoft | Office Products v  Resources ~ Templates  Support My account A

Introducing Microsoft 365 Copilot—your copilot for work. Learn more >

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favourite apps

Sign up for the free version of Microsoft 365 >



http://www.office.com/

2) Putin the student’s School email address

BT Microsoft
Sign in

Email address, phone number or Skype

Mo account? Create one!

Can't access your account?

Back MNext

@‘5 Sign-in options

3) Type in the student’s school username and password (not the full email address again)
and Agree to the conditions of use Checkbox. Click Sign in.

Managed Internet Service

Sign in with your username and password

Username * | Usemame

Password * | Password

| agree to the conditions of use

Change my password




a) If a password reset is required, you will be presented with the below message. Otherwise
continue to Step 4.

Managed Internet Service

Please enter your current password and verify your new password.
Your password must be reset before you can log on. Please change your
password and try again or contact the Service Centre.

Username
Please enter and confirm your new password

Username Username

Current Current Password
Password

New New Password
Password

Confirm Confirm New Password
New

Change Cancel

Password

Note that the password must meet these requirements:

e Have at least 8 characters and
e Contain 3 out of the following 4:
Capital, Lowercase, Number, or Punctuation (#,5,!,*, etc.)
e Cannot be based on your First, Last or User name.
e Cannot be any of your 15 previous passwords.



4) Tick the box to stay signed in and click Yes

B® Microsoft

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

Mo Yes

Please sign in with your school email address.

5) Open the App Launcher (9 dots, looks like a waffle, at top left)
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6) Open OneDrive (It may go to a Delve page, but it should run some code and then have a

Proceed button, which will take you to OneDrive)
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7) Click on the Cog/Settings button in the top right of the screen, and click on Sync this
OneDrive

Settings X

OneDrive
OneDrive settings

Restore your OneDrive
ISE i




8) Tick the box to always allow the website to open OneDrive and click Open
¥ | & Home - OneDrive x | 4

point.com/personal, {_layouts/15/onedrive.aspx?view=1 5] AY

This site is trying to open Microsoft OneDrive.

https://gedu-my.sharepoint.com wants to open this application.

Always allow gedu-my.sharepoint.com to open links of this type in the associated app

We're syncing your files

You can close this dialog and your files will
continue to sync in the background. If there is no
response, you may need to install the latest

version of OneDrive.
Close

9) Wait for the OneDrive program to open and click on Sign In (it should have the email
address prefilled — confirm this is the school email address)

& Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

Email address




10) Type in the student’s school username and password and click Sign in

Queensland Government  pepartment of Education

Managed Internet Service

Sign in with your username and password
Username * | Username

Password * | Password

| agree to the conditions of use

Change my password

11) Leave the box ticked, and click OK
Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to login.

Allow my organization to manage my device

® Selecting this option means your administrator can install apps, control settings, and
reset your device remotely. Your organization may reguire you to enable this option to
access data and apps on this device.

No, sign in to this app only

12) Click Next



13) It says You're All Ready, but there’s a few more screens

You're all ready!

We've added your account successfully. You now have access to your organisation's
apps and services.

14) If a personal OneDrive account has not already been setup, this screen may appear.
Switch the sliders to Off/Grey and click OK, or Skip
-
Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - Department
of Education, even if you lose this device.
Learn more about folder back up

B3 Documents 0KE Mot backed up ®
PR Pictures 1KB Mot backed up ®
Bl  Deskiop 3KE Mot backed up @

© 192.9 GB used of 1 TB
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15) Click Next three times.

16) Click Later, and then Open My OneDrive.



