How to sign into Microsoft OneDrive

1. Make sure you’ve already gone through the process of installing Microsoft Office on
your device. This will guarantee that OneDrive will be on your device.

2. Click on the Start button near the bottom of the screen. It looks like 4 blue squares
arranged into a larger square.
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This should bring up a list of the apps installed on your device, arranged alphabetically.
Scroll down to the “O” section and click on “OneDrive.”
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A window should pop up asking for an email address. If this window does not appear,
skip to Step 19. If the window does appear, type in your Hayfield Community Schools
email address and click the “Sign in” button.

& Microsoft OneDrive

Set up OneDrive

Email address
l [nter your email address

‘ Create account ‘
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& Microsoft OneDrive

Set up OneDrive

r

krusetr@hayfield.k12.mn.ug ‘

Email address
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You may see a message asking you whether you’d like to sign into a personal OneDrive
or a work or school OneDrive. If this message does appear, click “Work or school.”

& Microsoft OneDrive

Set up OneDrive
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You may see a message saying “We need a little more help.” If this message does appear,
click “Work or school account.”

B2 Microsoft

We need a little more help

with more than one
one do you want to

Personal account
B cetedtyyn

Tired of seeing this? Rename your personal Microsoft
account
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The next window should ask for your password. Type in your Hayfield email password,

then click “Sign in.”
it T

~ Hayfield

krusetr@hayfield.k12.mn.us

Sign in with another account

Thank you for accessing the Hayfield Community
Schools Office 365 Portal. If you are having sign-in
issues please open a Viking Help Desk Ticket

Terms of use  Privacy & cookies -
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% Hayfield

krusetr@hayfield.k12.mn.us

Enter password

Sign in with another account

Thank you for accessing the Hayfield Community
Schools Office 365 Portal. If you are having sign-in
issues please open a Viking Help Desk Ticket

Terms of use  Priy
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9. The next window should have the words “Stay signed in to all your apps” near the top.

Click “OK” near the bottom ri%ht

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 require you to enable this option to
access data and apps on this device.

No, sign in to this app only
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10. You may see a message saying “Something went wrong.” Don’t worry; this isn’t unusual

© Low visibility
Now

and things haven’t actuall

gone wrong. If this window does appear, just click “Done.”

Something went wrong

Your account was not set up on this device because device management could not be
enabled. This device might not be able to access some resources, such as Wi-Fi, VPN, or
email.

Additional problem information

Error code: 80180014

Correlation ID: d817ea%b-07b2-4112-bb32-bd5775aced07

Timestamp: 2025-02-2! 3:50Z

More information: https://www.microsoft.com/wamerrors

Server message: The Mobile Device Management (MDM) server doesn&:#39;t support
this platform or version, consider upgrading your device.
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@ Microsoft OneDrive

Your OneDrive folder

Your OneDrive folder is here
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12. In the next window, you should see 3 buttons labelled “Documents,” “Pictures,” and

“Desktop.” Click each of these buttons once. They should turn from blue to grey. Once
all 3 are grey, click “Next.”

& Microsoft OneDrive

Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - Hayfield
Community Schools, even if you lose this device.
Learn more about folder backup

-] Documents 0KB Ready to back up

BH  Pictures

14MB Ready to back up

BB Desktop 3KB Readyto back up

@ 55.6GB of 2 TB will be used after backup

Il do it later Start backup
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Recycle Bin

& Microsoft OneDrive

" Back up folders on this PC

. Files will be backed up, protected, and available anywhere in OneDrive - Hayfield
""["’“"" Community Schools, even if you lose this device.
dge
3 Learn more about folder backup

B3 Documents 0KB Not backed up

BE  Pictures 14MB Not backed up

Bl  Deskop 3KEB Not backed up

@ 55.5GB used of 2 TB
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13. In the next window, click “Next.”

Get to know your OneDrive
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14. In the next window, click “Next.”

@ Microsoft OneDrive

Share files and folders
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15. In the next window, click “Next.”

@ Microsoft OneDrive

All your files, ready and on-demand

S © (]

Online-only On this device Always available

take up Nhen you open a file Right-click a file to make it
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16. In the next window, click “Later.”

@ Microsoft OneDrive

Get the mobile app

e OneD:

© ¢ = - 858 AM
Fog i= Q search o b Q - C B8 “_ﬁ - NGNS O



17. In the next window, click “Open my OneDrive folder.”

Your OneDrive is ready for you
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18. Your OneDrive window should now be open. You have finished signing into your
Hayfield Community Schools OneDrive!

@ OneDrive - Hayfield Communi X

4 c OneDrive > - Users > tkruse > OneDrive - Hayfield Community Schools >

@ New L Son iew (B Details

) Home
A
| Gallery s

Attachments
@ OneDrive - Hay
Document ts
Email attachments

Notebooks

Shared with Everyone

%al Staff Shared Documents

Stuff
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The steps listed below only apply if the sign in window in Step 5 didn’t appear. If you’ve
followed all the previous steps, you’re done!

If you have questions or need help, please see the IT department.



19. If the OneDrive sign in window from Step 5 didn’t appear, then you should be able to see
a new, tiny icon near the bottom right of the screen. It will look like a grey cloud with a
slash through it. If you see the cloud, click on it.
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If you don’t see it, click on the little arrow pointing upwards in the bottom right corner.

This will bring up a small window with more icons, one of which should be the cloud.
Click the cloud.
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20. A tall window should appear saying “Sign in to OneDrive to get started.” Click the button
labelled “Sign in.”

@ OneDrive isn't connected 8

Help & Settings
Sign in to OneDrive to get started
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21. A window should pop up asking for an email address. Type in your Hayfield Community
Schools email address and click the “Sign in” button. You should be able to go back to
Step 6 and continue the sign in process.
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) Set up OneDrive

@ Microsoft OneDrive

Email address

Enter your email address

‘ Create account
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Set up OneDrive

Email address

krusetr@hayfield k12.mn.ug|
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