You’ve been working so hard on your position papers, and | would hate to see all of that writing lost
because you couldn’t save your work! Follow these directions here to save and share your work using
your WPS email and OneDrive.
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STEP TWO:
your email.

Log in to

Go to www.wpsmail.com to log in. If you see an orange
button that says “Office 365,” click on that button to get to

the login page.

Worcester Public Schools

Office 365 Portal

Worcester Public Schools

Sign in with your organizational account

STEP ONE: Save your
word document to
the desktop.

Before you can save your work to your
OneDrive, you need to save to a temporary
place on the computer. In Microsoft Word,
click File > Save As > Browse > Desktop. In
the box that pops up, type a name for your
paper (such as My Position Paper), and
then click “Save.”
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Domain\user name: |

Password:

Users migrated to Office
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Exchange

® 2010 Microsoft
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This is where you
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should end up
logging in.



http://www.wpsmail.com

STEP THREE: Open up yvour One Drive.

When you log in, it should take you to your e-mail, which should look something like this.

Office 365 Outlook

ch Mail and People jo, ® New |V
Folders Inbox All v
Inbox Today
Clutter .

Denise Robertson
Sent Items Commencement 2016 Attendance 11:11 AM
More Dear Laura, Now that you have completed the Appli...

Office 365 Outlook

From there, you’re
going to want to
click on the blue
square in the left
hand corner. Once ui
you click on that
blue square, you'll
see a menu with a

Mail Calendar

bunch of different
choices. Click on ﬂ; 11AM
the choice that PowerPoint

says OneDirive.

16 AM

View all my apps

STEP FOUR: Upload your file.
| Once you have opened your OneDrive, click on the button that says

upload. You’'ll be able to choose from a bunch of files on the
1~ computer. Make sure to select the folder that says Desktop if you do
Upload not see your file. Click on the file and select “open” to upload the file.



STEP FIVE: Share it with your NEEE——————
eer-editin artner and with I
%ﬂs. Rosa. gF a4 Share

# | Word Online Matthew, Laura

Matthew, Laura My Position Paper /' Edit Document - @it & share B Comments

Once your file has been uploaded to
your OneDrive, click on the file to
open it in Word Online. Once you
have it open in Word Online, click on

Laura Matthew
7th Grade English

My Position Paper

‘Why Girls Can Do Anything Boys Can Do the “Share” button tO Shal’e |t W|th
Growing up, all T ever heard was that girls cannot do the same things that boys can your Peer Ed|t|ng partner and with
do. I was always told that we cannot play the same sports and that we are weaker than M S Ro sa

boys. Girls are supposed to do the cooking and the cleaning, and to take care of any kids
in the family, while boys go and do all the working, making money, and fixing things like

cars. I believe that this is wrong. Yeah, women are moms and might be good at things
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A window that looks like this
will show up. Make

sure “Invite People”

is selected, and type hare "My Position Paper X
in the email |8 Oy shared vithyou
addresses of your | invite people
Peer Editing partner and Get a link

Ms. Rosa. Once you’ve | Sheredwith rosam@worck12.ma.us is outside of your organization.
typed in the email nclug onal m .
addresses, click the blue
button that says “Share.”

My Position Paper / EditDocument~ U

rosam@worc.k12.ma.us x Canedit ¥

) Require sign-in

cars. I believe that this is wrong. Yeah, women are moms and might be good at things

lila rlaanina  hnt man can da thaea thinae tan Waman and man ara ammal and chanld ha

-ongratulations! You've saved and shared
your work.

If you have any questmns just ask Ms. Rosa
Is. Matthew




