1. Go to the Employee Portal from the main Helena College web page.
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2. Click the Email icon on the Employee Portal Page.

Helena College > Employee Resources
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Student Alert for Gov Shut Down

Due to the government shut down, if you have been selected for Verification for your financial aid and are required to obtain tax refurn transcripts, you may experience issues
with the IRS website, if you are able fo utilize the IRS Data Retrieval Tool through the FAFSA that is your best opfion.

3. Signin.
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For security reasons, please log out and exit your web browser when you are done accessing services that require authentication!




4. Inthe upper left corner of the next page, click the square of nine smaller squares.

EJE Mail - Casey.Jessee@HelenaCc X | ==

<« c ‘@' ® & https://outlook.office365.com/owa/Trealm=mail.helen

Click the 9 squares

Search Mail and People  Thisisin the top left Mark all as read
of the browser
window
Folders INDOX
~ Favorites AV -setup-Sor  Tomorrow at 3:00 PM [ Agenda
ahd " ~
Iza: Office 365 Message Center
Sent ltems Message Center Major Change Update Notific 1228 PM

Crganization: HELEMA COLLEGE Feature Update: Au...

Deleted ltems

5. Select OneDrive from this menu.
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6. Inthe bottom left of the next screen, click “Get the OneDrive apps option.
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7. Click the Download button.

OneDrive Business Plans Download How-to

OneDrive for Windows

Install OneDrive to get started on your
PC.
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8. After download and installation, the OneDrive icon can be found in the task bar.
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9. Click Signin.

7@ OneDrive isn't connected

Sign in to OneDrive to get started

Sign in to Onelrive to get to your files and sync them on

this dewice.
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10. Sign in with your work email address.

. Microsoft OneDrive -9 -
Set up OneDrive

Put yvour files in OneDrive to get them from any device.
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means you agree to the Microsoft Senvices Agreement and privecy 8 cookies. Oneliive may also
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11. Leave the default options and click Next.

Sync your OneDrive files to this PC

Choose what you want to download to your "OneDrive - Helena College’
folder. You can get to these items even when you're offline.

vl Sync all files and folders in OneDrive - Helena College

Or sync only these folders:

ED Files notin a folder (0.0 KE)

Location on your PC: C:\Usersihcel32835Y0nelrive - Helena College
Selected: 0.0 KB Remaining space on C: 241.1 GE




12. Click Open my OneDrive — Helena College folder.

Your OneDrive is ready for you

We'll sync your files to this PC. To add files to OneDrive, just move them to your
"OneDrive - Helena College” folder.

Open my OneDrive - Helena College folder




13. OneDrive will now be found in File Explorer similarly to how Work Folders works.
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