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First Time Logging Into a "Y" Computer

This guide walks you through the essential steps to configure your account.
Learn how to securely log in, sync your OneDrive, and manage settings to
optimize your workflow. This guide walks you through signing in to Microsoft
OneDrive, making sure teams is installed, setting mail (desktop and browser

versions), and accessing YMCA support tools.
1. Click on "Other User" and type in your Email Address and Password that was provided

Other user




Logging into Office and Outlook on the Web
2. Click "Microsoft Edge"
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3. Click "Address and search bar" and go to "https://m365.cloud.microsoft/"
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art favorites | For quick access, place your favorites here on the favorites bar, Manage favorites now
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4. Click "Sign in"

Work smarter across Microsoft 36!
@ a & with »Copilot

Al built into Microsoft 365 helps you create, collaborate, and work across

documents, presentations, and data.

(m Buy Microsoft 365

pular prompts to try

HEE Q search [ o = -

5. Typeinyou "Y" Email address

B Microsoft
Sign in

cvtest@ymecasd.org

No account? Create one!

G Continue with Google

@& Continue with Apple




6. It will then prompt you to type in your temporary password and then create a new
password
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cvtest@ymcasd.org

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Confirm password

Welcome ¥YMCA of San Diego County

This system is for the use of authorized users only.
Unauthorized use is strictly prohibited.

cvtest@ymcasd.org

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

sessseee

Signin

‘Welcome YMCA of San Diego County

This system is for the use of authorized users only.
Unauthorized use is strictly prohibited.




8. Click "Next" to set up your MFA (Multi-Factor Authentication)
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cvtest@ymcasd.org

Let's keep your account secure

We'll help you set up another way to verify it's you.

Skip for now (14 days until this is required)

Use a different account

Welcome YMCA of San Diego County

This system is for the use of authorized users only.
Unauthorized use is strictly prohibited.

9. Click "Enter phone number”
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cvtest@ymeasd.org

Add your phone number

¢

Verify it's you with a call or text code to your phone.
Country code

United States (+1




10. Click "Next"

¢

Verify it's you with a call or text code to your phone.

Country code

United States (+1)

Phone number

[ ]

Choose how to verify
(®) Text a code

O ca

Message and data rates may apply. Pressing Next
means that you agree to the Terms of sg I
Privacy and cookies statement.
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¢ cvtest@ymcasd.org

ur phone number




12. Click "Next"

€ cvtest@ymcasd.org

Verify your phone number
Enter the code we sent to +1

P catin

Didn't receive the code?

Yy

cvtest@ymeasd.org

@Phone number added

¢

You can now receive a code each time, M

Done
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14. Click "Apps and more"

~ |y Microsoft Copilot x 4+
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icrosoft/chat?fromcode=cmmytyyfiy@ies=UnauthClick&login_hint=cvtest%40ymcasd.org&redirfrom =userTypeCookie&redirfrom = cosmicRingCookie

Copilot Auto ~

© Newchat

Q Search

[y vibrary

Agents

{J& New agent
More agents

Chats

No chats yet. Once you start chatting,
you can retum to past conversations
here.

Hi, how can | help?

Terms and Privacy statement apply to web queries. Learn more

+ |M555age Copilot

Refine Writing Draft Content Summarize Find Content

15. Click "More Apps"
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& C (& httpsy/ loud hat?fromcode=cmmyty UnauthClick&login_hint=cvtest%A40ymcasd.orgBiredirfrom =userTypeCookieBiredirfrom =cosmicRingCookie
Copilot Auto v
© Newchat il [Q Find Microsoft 365 apps j
Q search
[y Library h i
Create Notebooks

Agents
(& New agent a ﬂ ﬁ ‘

More agents Outlock Teams Word Ecel PowerPaint
Chats

Mo chats yet. Cnce you start ct a @ Q %
you can retum to past convers:

e OneNote OneDrive SharePoint More apps

Hi, how can | help?

Terms and Privacy statement apply to web queries. Learn more

+ Message Copilot

Refine Writing Draft Content Summarize Find Content



16. Click "Outlook"

~  Fy Apps| Microsoft Copilot x | =+

& C | O https/m365.cloud.mic

JappsPromcode=c /5 UnauthClick&login_hint=cvtest%40ymcasd.org@redirfrom=cosmicRingCookie

Copilot # D

@ New chat

P Apps

[y Library

Agents

{Jg New agent

& Word t Excel 0

PowerPoint

+ More agents

. 1Y .
- OneDrive Teams Q SharePoint

Chats

No chats yet. Once you start chatting,

you can return to past conversati

here.

Use across Teams, Outlook, and Microsoft 365 Copilot
Il Bookings ‘t‘ Org Explorer ‘ Planner

Get work done

17. Click "Close"
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Happy...

Select an item to read

Nothing is selected



18. Click on "Search" and type in "OneDrive"

Zafe | wODEO®

19. Click on "OneDrive" (Make sure it's the app with the cloud and folder, might take a
couple of minutes before it shows up)

Web  Settings  People  Folders ~ Photos B

> OneDrive
App

@ OneDrive - in CharlieTest

@ OneDrive - in Default 7 open

Settings 3 3 @ Run as administrator

. : B Open file location
& Automatic file downloads privacy settings
> Pinto start

% Ransomware protection

e L £ Pinto taskbar

Cloud Search settings W Uninstall

Search the web 10+ >

Q. onedrive - See more search results

Q, onedrive login

O nnadrive ann



20. Type in your "Y" email address

Sign in to OneDrive

Back up, view, and edit your files across devices,

Enter your enfail address

Create account

B Q search z N T 0 nm .

21. Click "Microsoft OneDrive"

Set up your Uneurive tolder

You'll be able to open your OneDrive folder on this computer at the location below.

Your OneDrive folder is here
C\Users\CharlieTest\OneDrive - YMCA of 5an Diego County

Choose location e,

Q Search




22. Click "Start Backup" (Make sure all 3 folders are toggled on)

LALR Up IUIUSIS Ul uns ra

Files will be backed up, protected, and available anywhere in OneDrive - YMCA of San
Diego County, even if you lose this device.
Learn more about folder backup

T3 Documents 10MB Ready to backup

Pictures 0KB Ready to back up

Desktop 0KB Ready to back up

@ <0.1GB of 1 TB will be used after backup

I'll de it later | Start backup

Q Search E B a0CE - ~ @ 0 0§ a1

23. Click "Next"

IViove Tiles Into your Unelrive Tolder

You can drag and drop, copy and paste, or select Move to OneDrive so files are
uploaded to the cloud and available on other devices.




24. Click "Next"

Collaborate with others

Share your files and folders by right-clicking them and selecting Share. On keybeard,
use Shift+F10, then select this option.

BB Q search e aQ@CwE - A O Haxa

Your Tiies, wheh you need them

With files on-demand. you can browse your OneDrive files, and open some files even if
you're offline. Learn more about files on-demand

A h h
fa. © (]

Online-only On this device Always Available

These files don't take up When you open a file, it Right-click a file to make
space on this device, and downloads to your device it available offline.
they download as you use 56 you can edit while

them. you're offiine.

B Qs LT el - ~A® 0 QFaxa



26. Click "Not Now" (Unless you want to download the Mobile App)

Get the mobile app

Use OneDrive on a phone or tablet to back up your camera roll and view your files
anywhere. Available for iOS and Android.

®

Get the mobile app

B Q Search E o QCE - -~ ®

27. Click "Open my OneDrive Folder"

Your UneuUrive IS ready Tor you

Open n";y OneDrive folder

B Qe LA =C@ - e



28. You should see a "Syncing" symbol or "Cloud" symbol next to the Folders.
Click "Close"

——

fsanDiegot X +

6] % OneDrive > Charlie - YMCA of San Diego County > Search Charlie - YMCA of Sai

N sort v = View -
Name - Status Date modified Type Size

= Attachments fa 8/28/2026 12:07 PM File folder

o EDeskiop z 8/28/2026 12:09 PM File folder

& Documents z 8/28/2026 12:09 PM File folder

% Pictures o 8/28/2026 12:09 PM File folder
*
*
*
»

29. Click "Search" and type in "Teams"




Teams App
30. Click "Teams" to verify that it's installed. If it's not, you can always download from this
site: https://www.microsoft.com/en-us/microsoft-teams/download-a

< o Apps  Documents ~Web  Settings  People  Folders  Photos B E

& Microsofti Teams.
t App J
ife web 10+ > Microsoft Teams

App
Q, teams login - See more search results

Q, teams 2 open
Q, teams microsoft ® Runasadministrator
£ Pin to Start
Q. teams download
¥ Pin to taskbar
Q  teams meeting B i
W Uninstall

Apps 3 >
[ TeamViewer
13 Microsoft Teams (personal)

Settings 1 >

£ Cantrale vicihilit nf the Shara hittan an win

Outlook for Desktop
31. Click "Search"

Howy ) mwBmCHB


https://www.microsoft.com/en-us/microsoft-teams/download-app

32. Click "Outlook"

&« @ Apps  Documents  Web  Settings  Pecple  Folders  Photos B {©

Best match

I ﬂ Outlook (classic)
App

> Qutlook (classic)
App

Preview

Open

O

Q, outlook - See more search results Run as administrator

L sutiaok login Open file location
° <> Pintostart

Q outlook classic P ki

Q  outlook email Uninstall

Q. outlook 365
Settings 2 >
@ Cloud Search settings

® Improve Narrator in some apps (experiment...
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£2 Rules ~ ~ || Markallas Policy Print e s Phish | Discover Copilot
read sights Alert | groups
Move Quick steps Tags print Add-ins Find o
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1:33AM
3eing Happy..

Select an item to read
Nothing is selected



Google Chrome: Outlook on the Web
34. Double-click "Google Chrome"

35. Click "Stay Signed Out"

-

Sign in to Chrome

Lo @ @

All your devices Stronger security Back up your stuff
Easily pick up where you left off Protect your passwords against Stora your passwards,
phishing bookmarks, and settings

B vour device is managed by your organization. Administrators can access the data in any profile on this device,

-« -
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36. Click "Set as default” if you would like Google Chrome as your Default Browser

()

Set Chrome as default and pin
it to taskbar

Open links in Chrome from any app and keep the
browsemagcessible on your taskbar

Setas default [ MEENERURITS

37. Click "Yes" to pin Google Chrome to the bottom of your Taskbar

+ Ask Google & & CAIMode
e it
Web Store Add shortcut
@ ‘Customize Chrome to give your browser a new look >

B Apps x
Would you like to pin Google Chrome to
your taskbar?

This request is coming from Google

No, thanks

- o — -
Qs T Y e e b Dowm 20



38. Click "Address Bar" and type "https://m365.cloud.microsoft/"

v @ NewTab X =+

@ & AskGoogle ortype a URL

Google

+ 4 @& € AMode
- CH
Web Store Add shorteut
€2  cCustomize Chrome to give your browser a new look >

39. Click "Sign in"

Work smarter across Microsoft 3¢
@ a & with »Coplilot

Al built into Microsoft 365 helps you create, collaborate, and work across

documents, presentations, and data.

m’ Buy Microsoft 365

Popular prompts to try

il A oo = " = A e /IR



40. Click "Sign in to your account”

Y

cvtest@ymcasd.org

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

No

Welcome YMCA of San Diego County

This system is for the use of authorized users only.
Unauthorized use is strictly prohibited.

41. Click "Apps and more"

~ M Microsoft Copilot x  +
<« » G %

Copilot

Agps and more 4

@ Newchat

Q search

[0y Library
Agents

{J& New agent

- More agents

Chats

No chats yet

Hi, what can | help you with?

Terms and Privacy statement apply to web queries. Learn more

+ [Message Copilot

Refine Writing Draft Content Summarize Find Content



42. Click "Open Outlook app"

v I Microsoft Copilot X+
¢ > @ % m36Scloudmi chat? d 718qst lick&redirfrom =userTypeCookie&redirfrom=cosmicRingCookie
Copilot in] Auto v
© New chat [Q Find Microsoft 365 apps Xj
Q. Search
[l Library “ i
Create Notebooks
Agents

{J§ New agent

@ & ] &

More agents Teams Word Excel PowerPoint

Chats

No chats yet. Once you start ck

you can return to past convers:

it OneNote OneDrive SharePoint More apps

Hi, what can | help you with?

Terms and Privacy statement apply to web queries. Learn more

+ Message Copilot

Refine Writing Draft Content Summarize Find Content

43. Click "Close"

v @ Mai-Chafie Test - OQutidok X +

& Mail - Charlie Test - Outlook ail/

outlook.office.com

1 Search
@ Memory usage: 430 MB
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Select an item to read
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Additional Support:
44. Double-click "YMCA Support" for any additional support
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45. The Support Page can help out with any questions you may have

Help Topics
Frequently Asked Questions
Frequently asked questions
y deserve frequently answered
@ Remote Work Resources Operation Resources e
o OQutlook 365 - Email o ACCESS Financial Assistance
s Program - Staff Guide SLEEDATCAGe
o OneDrive - Signing in and
Accessing Files o Y Member Onboard - Staff
o Windows Virtual Desktop — Guie
Remote Workspace
o How To Access A Shared Association Applications
MabrimDifics 30 Applications used at the YMCA
o Zoom Phone Basics of San Diego County
o Directions for adding a
Resource Room Calendar to

Outlook



46. If an article can't answer your question, or you need additional support, please click
"Get Support"

FAQ YMCA Systems Status Get Support

YMCA of San Diego County Support Portal

‘opics
Frequently Asked Questions
Frequently asked questions

) deserve frequently answered
Remote Work Resources Operation Resources ones!
o Outlook 365 — Email o ACCESS Financial Assistance
P Program - Staff Guide TR
o OneDrive - Signing in and
Accessing Files o Y Member Onboard - Staff

o Windows Virtual Desktop — Guide

47. This will create a Helpdesk ticket

Support Wizard Q, What can we help with today?

Support Wizard

Hi there! Let’s get you some help — answer a few questions below and we'll generate a support ticket
for you!

YMCA Staff Support

Need help? Let's get you some.
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