How to access the site in SharePoint Online
To access SharePoint online sites, you need to have a Microsoft Office 365 profile, or Microsoft Account.
Determine which statement is relevant to you, and follow the link to the instructions:
· My invitation came to my organisational email address, and my organisation is already using Microsoft Office 365. 

· My invitation came to my organisational email address, and my organisation is NOT using Microsoft Office 365. 

· My invitation came to my personal email address, and I do not have a Microsoft account.
[bookmark: _My_organisation_is]

[bookmark: _My_organisation_is_3]My organisation is already using Microsoft Office 365:

1. You will receive an email inviting you to join the site. The email will include the name of the site contact, should you have any issues logging in, and a link to the site. Click on this link to initiate your access. 

2. You will be taken to a page asking you to accept your invitation by signing in with a Microsoft account.

3. Click ORGANISATIONAL ACCOUNT (Note: your version may use different terminology such as “sign in with the account provided by your work or school to use with Office 365…”)
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4. This will take you to the login page, where you should see your organisation/work email address in the user name field. Click on your email address to select it as the login.

5. Depending on how your organisation is set up with Office 365, you will either be asked for your password, or taken directly into the site. If you are asked for your password, enter the one you use to log in to your company system each morning. Click on OK and you will be taken to the site.  

6. [bookmark: _My_organisation_is_1]Save the URL as a favourite so you can access the site easily. 


[bookmark: _My_organisation_is_2]My organisation is NOT already using Microsoft Office 365:
1. You will receive an email inviting you to join the site. The email will include the name of the site contact, should you have any issues logging in, and a link to the site. Click on this link to initiate your access. 
Please note: At this point, it is important you advise your IT team that you are creating an Office 365 account manually. If they do eventually move the organisation to Office 365, they will need to know you already have an account as creating another one for you can cause conflicts and affect your services.
2. You will be taken to a page asking you to accept your invitation by signing in.

3. Click ORGANISATIONAL ACCOUNT (Note: your version may use different terminology such as “sign in with the account provided by your work or school to use with Office 365…”)
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4. The following screen will appear. Click on “Sign up now”. 
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5. Enter your details, remembering to use the email address your invitation to the site was sent to. (Note: If you enter a cell phone number, you will be sent a verification code to your mobile which you will need to enter before the account can be created.)
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6. You will then receive a verification email to your email address. Click on the link “verify <youremailaddress>”.

7. When your email address is verified, the page will read “Ready to go”. Click on “OK” and you will be directed to the site. 

8. Remember to save the URL as a favourite so you can access the site easily.
[bookmark: _My_invitation_came]

My invitation came to my personal email address, and I do not have a Microsoft account.
Follow “my organisation is NOT already using O365” instructions, but at STEP 3, choose “MICROSOFT ACCOUNT”.


[bookmark: _GoBack]IMPORTANT TIPS TO REMEMBER:
· If/when creating a new profile, use the SAME email address the invitation was sent to.

· Always sign out when finished. If you close the site without logging out you will remain logged in.

· Save the site to your favourites in your browser (eg. Internet Explorer, Google Chrome, Firefox) to enable you to access this in the future.

· If you forget your password, you will need to go through the standard “forget your password” process with Microsoft to reset it again.

· Inform your IT team if you intend to create a new Office 365 account.
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Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization.
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- Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
services.
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Create an account

You can use any email address s the user name for your new Microsoft account, including
addresses from Outlook.com, Yahoo! or Gmail. If you already sign in to a Windows PC, tablet, or
phone, Xbox Live, Outlook.com, or OneDrive, use that account to sign in.
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