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Canvas Tips for Students
Email and More in Office 365

It is important that you check your student email regularly, as it may be the main way that your
professors and other student service areas will reach you. To access your student email, log in
to your Office 365 account as demonstrated in the last procedure. Then click Mail from the
main screen.
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You can always click the App Launcher to switch between applications. Note that you can also
run online versions of Word, Excel, and PowerPoint. This allows you to create and edit
documents right in your web browser, which can be helpful if you are away from your personal
computer.

Any files that you create using these apps are saved to your cloud storage called OneDrive.
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As part of your Brookdale Office 365 subscription you get 1 TB of OneDrive cloud storage.
OneDrive enables you to access the latest version of your files from any computer or phone,
eliminating the need for cables or USB flash drives.

To access your cloud files, click OneDrive in the App Launcher.
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A list of your files appears. Click on a document to view or edit it.
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OneDrive files list

If you are working on Office 365 applications installed on your computer, you can also save files
to OneDrive. From the File > Save As menu, select OneDrive - Brookdale Community College as

your save location
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. If you are connected to the Internet, your file will be available to you online.
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