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Accessing Office 365 Online

From this tutorial, you will learn:

1.  How to access Office 365.
2.  Best practices of using Office 365 during out time at LBCC.

3. How to download Office 2016 to your personal device.

*Important*

Note that you have access to Office 365 while you are a current student.

Be sure to back up your files on a personal device.
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Accessing Office 365 Online
What is Office 3657?

] Office 365
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Cloud based free resource available to you while you’re a current student at LBCC!

STUDENT TECHNOLOGY HELP DESK e (562) 938-4250 ¢ sthd@Ibcc.edu ¢ www.lbcc.edu/sthd



Student

Technology ~ MS Office 365 | Accessing Office 365 Online
Help Desk

Accessing Office 365 Online

What is available with Office 3657

Eﬁ @ & v Word, Excel, PowerPoint, Outlook,
) OneDrive, & More!
v’ Save your files in the cloud!
e’ B ) ofice3ss SO &
v’ Collaborate with fellow students!
r] @5 m v' Work from anywhere!
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Step 1: Go to Ibcc.edu

Il Long Beach City College - LBC % +
& C & Ibccedu 6

LONG BEACH A-Z Directory About Academics Admissions & Aid Campus Life Offices Re!
CITY COLLEGE
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Step 2: Locate QUICKLINKS at the top of the web-page and without clicking point the cursor directly on it.

CLASS SCHEDULE | MYLBCC | CANVAS LMS B & A Q | auickLnks v | APPLY NOW

R T " Apply Unhine
LONG BEACH A-Z Directory About Acaden cs imis sLife Offices Resources
CITY COLLEGE

Step 3: Once the drop-down menu appears, locate Viking Portal at the bottom of the list and click.
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Step 4: Enter your Viking Student ID number and Password. Afterwards, click the Login button.

VIKING PORTAL

VikingID / EmployeelD

LONG BEACH

Password CITY COLLEGE

_ change Password New!Forgotten Password

+ Student Login Help
+ Faculty/Staff Login Help
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Step 5: Click on Office 365.

@ PortalGuard Single Sign-On X 4

& C & portallbec.edu/ssof o v 8

# Apps @ PTLogin [ Pat McKean - Outl..

| Log Out

LONG BEACH Viking Portal

] CITY COLLEGE Manage Your Account Settings

Size: M

@ Viking
Im4 Engagement
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Step 6: Click the Sign In button.

B Microsoft | Office  Products Resources Templates  Support My account Buy Office 365

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.
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Step 6: Your sign in email for Office 365 is in this format VikingIDnumber@Ilbcc.edu.
Ex: 0123456@Ibcc.edu

=n Microsoft ]5 LONG BEACH CITY COLLEGE

- - 0904706@lbcc.edu
Sign in Stav sianed in?

ay sighed in¥ .
0123456@|bcc'adul Do this to reduce the number of times you are asked Please nOte that th lS

to sign in.

No account? Create one! _ _ |S d Iffe re nt fro m yO u r

| Don't show tl
: r““‘ actual LBCC student
Can't access your account?
ﬁ No _ .
R email address.

ﬁ Trouble accessing your account? Contact the LBCC

Help Desk at (562) 938-4357 or at
helpdesk@Ibcc.edu.

Step 7: Afterwards click next. The following window will ask if you would like to stay signed in. Upon your
choice click either yes or no.
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Using Office 365

Good afternoon, Ole Install Office

—+ o -~ W ke $ ol @

Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint

Once you log in, you will have access to all of the tools available to LBCC students.
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Best Practices - Office 365

You will have access to While editing your files, Use caution when saving
Office 365 while you are be aware if you are your work. Be sure you
an active student. editing in the browser or are saving your files to
in the application. the location intended.

You should always keep a back Editing online vs. in Word, (Personal Device vs. OneDrive)

up of your files on a personal Excel, PowerPoint, etc.
device.

STUDENT TECHNOLOGY HELP DESK e (562) 938-4250 ¢ sthd@Ibcc.edu » www.lbcc.edu/sthd



Student

Technology
Help Desk

MS Office 365 | Accessing Office 365 Online

Downloading Office 365

Good afternoon, Ole Install Office

—+ o -~ W "l P ol sd

Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint

You, as a current LBCC student, have access to download Office 2016 on to your personal device (up to 5 devices).
To start the process, click on the Install Office button on the top right side of your Office 365 account.

If you would like help with the process, or have any other LBCC Technology questions, feel free to contact us!

Phone: (562) 938-4250
Email: sthd@Ibcc.edu
In-Person: Check out our schedule online at www.lbcc.edu/sthd
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