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Accessing AlU Office — 365 Account

To Access E-mail over web (OWA)

Open Browser and visit: https://portal.office.com/

Login using your AlU account and password

If you have not installed Microsoft office Package in your Laptop/MacBook — Please follow the steps to install the same.

Sign in to download Office

1. Go to www.office.com and if you're not already signed in, select Sign in.
2. Sign in with your official AlU account.
3. After signing in, follow the steps that match the type of account you signed in with.

You signed in with a Microsoft account

a. From the Office home page select Install Office.

Good afternoon

Apps My Account > U Install Office

b. Select Install (or depending on your version, Install Office>).

You signed in with a work or school account

c. From the home page select Install Office (If you set a different start page, go to
aka.ms/office-install.)
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AppS Install Office

Office 365 apps
v

Other install options

%

d. Select Office 365 apps to begin the installation.
4. This completes the download of Office to your device. To complete the installation, follow the prompts in the
"Install Office" section below.

Install Office

1. Depending on your browser, select Run (in Edge or Internet Explorer), Setup (in Chrome), or Save File (in Firefox).

Office X

EEE
- @ E

Installing Office

We'll be done in just a moment.

2. Your install is finished when you see the phrase, "You're all set! Office is installed now" and an
animation plays to show you where to find Office applications on your computer. Select Close.
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] Office

You're all set! Office is installed now
Click Start > All Apps.

Activate Office

1. To open an Office app, select the Start button (lower-left corner of your screen) and type the
name of an Office app, like Word.

2. To open the Office app, select its icon in the search results.

3. When the Office app opens, accept the license agreement. Office is activated and ready to use.

Congratulations! You have just finished onboarding on 0365 from Web and Desktop.

Office - 365 Applications

1. OneDrive — Helps to Upload and save files/Folders to a cloud location

How to Use OneDrive in your browser

1. Signin to office.com.

2. Select the app launcher icon |_""" | and then select OneDrive.
3. Pick a file or folder by selecting the circle in the upper corner of the item, and then select a
command at the top of the page.
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Upload files or folders to OneDrive

1. Select Upload > Files or Upload > Folder.
2. Select the files or folder you want to upload.
3. Select Open or Select Folder.

With other browsers:

« Select Upload, select the files you want to upload, and select Open.
- If you don't see Upload > Folder, create a folder, and then upload the files to that folder.

122 OneDrive

pe + e $Up|ﬂadv o/ v R

Files @

Folder

Note: If you have the OneDrive sync app installed, you can also upload with File Explorer. Select the files
you want to upload and drag them to OneDrive in the File Explorer Navigation pane.
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Save a file to OneDrive

Select File > Save a Copy > OneDrive - Personal.
Select Enter file name here and type a name.

A

Select Save.

The next time you open the Office app, you'll see your saved file in the Recent list.

Save a Copy
(D) Recent

Personal

If you want to save to another folder, select Browse, and select the folder you want.

‘ OneDrive - Personal

If you don't see OneDrive - Personal in the list:

1. Select Add a Place
2. Select OneDrive and sign into your Microsoft account.

Add a Place

You can add locations to make it easier to save Office documents to the cloud.

‘ OneDrive

‘ OneDrive for Business

Use OneDrive on your desktop
If you use Windows 10, OneDrive may have already asked you to sign in to sync your files.

In File Explorer, select OneDrive — Personal.
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4 Music
& Videos
® OneDrive - Contoso
® OneDrive - Personal
= This PC

W Network

Manage files and folders in OneDrive
Select what to do with a file

1. In OneDrive, right-click the file.
2. Select a command.

BT e e

North Pole
Office Lens
Photos
Scans

8- 2019 Tennis Rackets Report

a
o
o
Q

Birthday party invitations
Car maintenance
Cooking class
Family Photo Calendar

~ Family tree

= Getting started with OneDrive

Gift certificates
Home inspection checklist

[J
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o
[

i
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i

B

C
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Open

N

Create a folder

1. Select New > Folder.
2. Type a name for the folder.
3. Select Create.
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Search for files

Megan Bowen

© 0

® %

5]

Shared libraries

A

+ New v 7T Upload V

Files ~_ Folder

Recent @ Word document
Shared 8 Excel workbook
Discover @’ PowerPoint presentation
Recycle bin @/ OneNote notebook

ai

8 Forms for Excel

: ni
X1050 Launch Team @ Link

Looking for an older file? Search is a powerful tool to find all your online files.

1. Type a word or phrase in the Search box.
2. Select afile, or press Enter.

l £ report
Files
W % Annual Financial Report (DRAFT)
On Megan Bowen's OneDrive
c @ Department Report
On Megan Bowen's OneDrive
g % RD Expense Report
On Megan Bowen's OneDrive
t. X Contoso Monthly Report

AnAre

LINEAL rtaew

Important PC Folders (auto backup)

On Megan Bowen's OneDrive

Show more results

TRTITS SR WL TE T

VR PIFITTE Y N PR TRAT

You can backup important computer files on OneDrive like your Desktop, Documents, and Pictures files.

1. Select the OneDrive cloud icon in the notification area, at the far right of the taskbar.
2. Select Help & Settings > Settings.
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3. On the Backup tab, under Important PC Folders, select Manage backup and follow the

instructions.

@& OneDrive - Personal

Desktop
1MB

RAar- \
Back up your
r oD
()

Pictures

1KB

Documents
486 KB

Start backup

Create a document in Word

Create a document

1. On the File tab, click New.

2. Inthe Search for online templates box, enter the type of document you want to create and press

ENTER.

Tip: To start from scratch, select Blank document. Or, for practice using Word features, try a learning
guide like Welcome to Word, Insert your first table of contents, and more.

New

Blank docsment

Aa

Single spaced (blank)
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Add and format text

1. Place the cursor and type some text.

2. To format, select the text and then select an option: Bold, Italic, Bullets, Numbering, and more.

Home Insert

I

<& Format Painter

Clipboard "

Design

Calibri (Body) v~

Layout References Mailir

11 v A A" Aav A

Q v fﬂg x‘I x“ A v p v A v
Font I~

Add Pictures, Shapes, SmartArt, Chart, and more

1. Select the Insert tab.
2. Select what you want to add:

o Tables - select Tables, hover over the size you want, and select it. o

Pictures - select

Pictures, browse for the picture you want, and select Insert.
o Online Pictures - select Online Pictures, search and choose the picture you want, and

select Insert.

o Shapes - select Shapes, and then select a shape from the drop-down.
o lcons - select Icons, choose the one you want, and select Insert.
o 3D Models - select 3D Models, choose from a file or online source, go to the image you

want, and select Insert.

o SmartArt - select SmartArt, choose a SmartArt Graphic, and select OK. o Chart - select

Chart, select the chart you want, and select OK. o

select one from the drop-down.

Pages Tables

File Home Insert Design Layout References Mailings Review V
[® Cover Page v e a3 P S {1
1 7N | 1 \ ) — .
: 4 Ca v ¥ 4
D Blank Page | - —lC <> J % r - +
Table Pictures Online Shapes Icons 30 SmartArt Chart Screenshot
[}
™ Page Break - Pictures - Models v -

Screenshot - select Screenshot and

llustrations

Executive summar

he current consumer electronics mat
changes comes great opportunity. Tq
market leadership position and deliv:

Increasingly, people live life with their devi
they require more from these devices—maq
industry challenge remains clear: Understa
deliver above their expectations.
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Save your document to OneDrive in Word

Save your document to OneDrive

When you save your files to the cloud, you can share and collaborate with others, and get to your files
from anywhere - on your computer, tablet, or phone.

1. Select File > Save As.
2. Select OneDrive.

Save personal files to OneDrive - Personal, and work files to your company OneDrive. You can also
save to another location in the list or Add a Place.

3. Enter a descriptive name for the file and select Save.

Save As

e E2 Corfoso » personal = meganh_m365
W=l Recend

Lomaote ‘Word Bocarment [*d

‘ OneDrive - Contoso
MegarBELLILS0L 70 1Y Orddarasaht

‘ Sites = Conlpso
B fl | Cortoso Blectronics
e lacatorn
[
|4 ThapC L] mages
i~ —
ToH Add o Place || Private info
S
= Browse %] Annual Firancial Report (DRAFT)

=] CF Annual Bepont
=] Cornosa Patent Temnplate

s Cortosa Purchasng Permissioes - 01
=
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Add an email account

Add an e-mail account to Outlook

1. Open Outlook and select File > Add Account.

If you haven't launched Outlook before, you'll see a welcome screen.

2. Enter your email address and select Connect.

If your screen looks different, enter your name, email address, and password, and select Next.

3. If prompted, enter your password and select OK.

4, Select Finish.

Create and send email

a s e
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Create and send email in Outlook

Choose New Email to start a new message.

Enter a name or email address in the To, Cc, or Bcc field.

In Subject, type the subject of the email message.

Place the cursor in the body of the email message, and then start typing.
After typing your message, choose Send.

File Message Insert Options Format Text Review
| e | e e
]2 | cibi@oc|t1 & A [iEvi=~ | A
Paste Hel B .I Ul z< Ay === 3= Address
- ¥ - — || Book
Clipboard 1 Basic Text M Nam
> From v MeganB@ contoso.com
Send To Alex Wilber:
Cc

Subject Update this week?

Hi Alex,

Can we check in later this week to see where we are with goals?
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Manage your calendar and contacts in Outlook

Schedule an appointment

In Calendar, select

HwbpdPE

New Appointment.

Add a Subject, Location, and the start and end times.
Select Invite Attendees to turn the appointment into a meeting.
Select Save & Close to finish or Send if it's a meeting.

= Monthly report - Appointment
File Appointment Scheduling Assistant Insert Format Text Review Help Q
°
W s | % | @B P Sown B - O
Delete _ Teams Meeting Invig = Recurrence
—F d ~ R der: |15 tes v
i Meeting Notes Attendees Q eminder fmindte
Actions Teams Meeting | Meeting Notes | Attendees Options
me  Monthly report
Save &
Close Start time Mon 9/30/2019 E 3:00 PM v [Canday [ @ Time zones
End time Mon 9/30/2019 E 4:00 PM w| < Make Recurring

A Conference Room 2235

How to Recall an Email

Clicking the send button can

spawn instant regret in the case of a message transmitted in haste. Regardless of

whether you chose the wrong set of words or the wrong recipient, your life can change, at least temporarily, with
one click of your mouse. If you use Outlook 2016 as your email client, you can have a second chance using the recall

function.

Learn the following steps so you can recover quickly from a mistake:

Navigate to your Sent Items folder and double-click the message you wish to bring back.

Select the Message tab in the ribbon, and then choose the Move group.

Choose the Actions icon and then click the Recall This Message option from the drop-down menu.

Next, you will see a Recall This Message dialog window open that asks you whether you want to Delete
unread copies of this message or Delete unread copies of this message and replace with a new message.

You can also choose

Click the OK button.
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to receive a notification if recall succeeds on a perrecipient basis.
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SharePoint

Microsoft SharePoint is a cloud-based service that helps organizations share and manage content.

How to access AlU — SharePoint
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Sign in to https://portal.office.com with your AlIU credentials

B® Microsoft
Sign in

j.james@aiu.edu.kw{

No account? Create one!
Can't access your account?

Sign-in options

Back Next

You will be landed to a new page as show below and selected the highlighted
SharePoint icon for accessing SharePoint.

I® & O Micosoft Office Home X [j' v
<« > O @ £ | httpsy//www.office.com/?auth=2
\ll ,§ Office 365
f |
Good aftern
Recommended
Eustace Noror
] U 3hago
% !5
L AlU Staff Account:
Open file location
Q :: Recent  Pinned
[% Creating Nes
%
: [ Faculty-Orie
- B qretoint-
L & Apps and thi
& B Gharepoint - A
® [ [T Handbook
808 SharePoint - A
g Facultyand
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Landing page of AlU SharePoint

e Document Center
¢ SharePoint Portal

+ Createsite —+ Create news post

Following

You are not following any site
Following a site makes it easier to find it. o
Simply click the sta any site to

start following it | °

| &

Recent

Document Center

AlU SharePoint Portal *

AUS SharePoint

O @ £ | https://aicedukw.sharepoint.com/_layouts/15/sharepoint.aspx

Frequent sites

Document Center AlU SharePoint Portal

You viewed Creating New User You viewed Telephone

in AD 9 minutes ago Directo...020-2021-Staff on
9/21/2020

Jean Pierre modified Binder

Spine...ate- BIG 6 minutes ago Eustace Noronha modified
Telephone D..0-Staff on

AIU NSO Survey (Short version) 8/6/2019

is populr

& How To Use This Library is
popular

£ Search in SharePoint

Document Center — Document Management portal for sharing resources between the AlU

departments.

Please refer the department labels highlighted in the left side of the windows from top to bottom

and you can navigate to the documents shared based on your access privilege.

AUS

BROWSE  PAGE

Home
Academic Affairs
Accounts-Public
Admin Memos
Admissions

AIC Administrative Project
Timeline

AIU Planning -
Management only

Banner - DKC Worklog

Binders

Calendars

Canvas

Career Services - Students
Catalog - AlU

Copy Center

Degree programs

Enroliment and Student
Affairs

Foundation English
Program Dept

Finance Department
Gym-Fitness Center
HR - Department

Information Technology
Department-Private

Information Technology
Department-Public

AlU SharePoint Portal  Document Center

= Document Center

Athletic Center Gymnasium

Binders-Faculty Spring 202

SharePoint

Documen

0

!

This is a document management portal for sharin
navigate to your department or documents. You
Department if you have any questions.

Links to Campus Information can be viewed belo

« AlU Telephone Directory 2020-2021
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You may add, edit or upload
documents to the departments
folders based on your access
privilege.

Contact IT — ithelp@aiu.edu.kw




AlU SharePoint Portal

Important announcements and official AlU calendar will be listed on this page. You will be

able to access all the AlIU applications through the quick links highlighted on the page as
mentioned.

s AW SharePoint Portal Do

e AlU SharePoint Pbrtal

] Office 365

(@ BANNER

An Authentic American Opportunity

Empoweryourself at AlU.

75 CANVAS

Announcements Events Calendar

€ %) November 2020
this view of the “Announcements” kst.

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
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Connect to AlU Wi-Fi

1. Turn on Wi-Fi and Enter Credentials
Select the one that is named “AlU” and enter your username and your SSO Password

{ AU

EAP method
PEAP

Identity

20700xxxx

Password

2. Trust Certificate

On Android, select the “Do not validate” option for the CA Certificate. On iOS, select the “Trust”
option. Success!

Select certificate Vv Certificate Trust
Use system certificates

Don't validate jin.arubanetworks.com
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Create a Helpdesk Ticket

1.Self Service Portal Access

Users can log on to the self-service portal of ServiceDesk Plus through MyAIU SSO Portal.

ITHELP DESK

2.To raise a new request or report a new incident.

> Click on the New request Ticket icon in the dashboard(as shown below)

ﬂ I Qe9 @
AlU - IT HELPDESK

o 'O = 570
t

My Request Summary f) Announce ments
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3. Torespond to an earlier request

» Requestors can reply to the tickets by clicking on the reply button (as shown below) and pressing
the send button once the same is drafted.

#22222 Uniflow Printer Access Permission/ Office Printer installation

SSONSODemo  on May 15,2023 01:57FM | DueBy: I May 15, 2023 02:17 PM ( Delaye

Deseription

wfmmr(

Properties
Request Type
RequestType  Request For Informtior
Request Status
Priort g
Region

Ste Al Campus Jahra Kuwait
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M Closed
g

May 15, 2023 02:17 PM

550 NSO Demo
201008888 @aiu.edukw
Employee 1D

Depar
Nam

ae¢9@®
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