Basic Apps Step-by-Step
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Outlook
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Once you click on Outlook, you should see the setup screen

your email type in your @csus.edu email into the box.

& Outlook

Advanced options v
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Use the search bar to look for Outlook then open the Outlook App.

. If it does not automatically populate



3. After clicking continue, you will be redirected to the Single-Sign On page where it will prompt for
your Sac State credentials.

SACRAMENTO
STATE

Username

i _

Login

Manage Password | Help

4. Next you will choose your method of authentication as shown below

= Settings
Device: | i0s (XxX-XXx-6923)

Choose an authentication method

Send Me a Push

Enter a Passcode

[[] Remember me for 12 hours
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5. Once signed in, it will ask if you want to sign in to all apps. Press the blue box that says “OK”".

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to log in.

No, sign in to this app only

6. You will see the You're all set! Screen, click on Done to complete your account setup. On the
following screen, you can deselect the box next to Set up Outlook Mobile on my phone too if you
don’t wish to download the app at this time. Click OK to continue.

You're all set!

We've added your account successfully. You now have access to your organization’s
apps and services.

Adding @csus.edu
Account setup is complete

et up Outlook Mobile on my phone, too

~

Page 4 of 20 STUDENT AFFAIRS IT | BASIC APPS STEP-BY-STEP | Rev. December 2023



7. You will see a Preparing Outlook for first use screen and then be taken to your Inbox. You have now
logged into Outlook!

Outlook

Preparing Outlook for first use......ccooooccoooeeoe.

Retrieving mailbox settings...
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Zoom

Zoom

1. Use the search bar to look for Zoom then open the Zoom App.

) zoom

= @ School Apps Documents Web Settings Peopl P

Best match

I z Zoom

App
Search the web
O zoom - See more search results
0 Zoom [? open
zoom login Z Quit Zoom
zoom meeting
zoom downlcad
zoom earth
zoominfo
Zoom app
2 zoom test meeting
Folders (8+)

Settings (6)

.l
B Q Search

2. Your default browser will open and redirect you to the Sac State Single-Sign On page. Go back to the
Zoom app to complete your login. Click on SSO.

@ zoom — X

zoom-

Enter your password

sign In
O Keep me signed in N

or sign in with

— « s 0

ss0 Apple Google acebook

< Back Sign Up
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3. Enter “csus” when prompted for the Company Domain.

Zoom - ™
[Z]

Sign In with SSO

Company Domain
[csus zoom.us v}

1 do not know the company domain m

< Back

4. You will be redirected to the Single-Sign On page again, this time proceed to enter your Sac State
credentials.

SACRAMENTO
STATE

Username

i _

Login

Manage Password | Help
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5. Next you will choose your method of authentication as shown below:

= Settings
Device: | ios (xoexxx-6923)

Choose an authentication method

Send Me a Push

Enter a Passcode

[ Remember me for 12 hours

6. After authenticating you will be prompted to open a link, proceed to click Open. We recommend
selecting “Allow all...” to bypass this prompt when opening future Zoom links.

@ © M | & My Profile - Zoom % | (9 signinwith SSO - Zeom x | 4 - [u} b
&« C M ) https://csus.zoom.us/saml/mobile_success?token=a0295176#success A iy 3 m 2 o
A
[N sACRAMENTO STATE This site is trying to open Zoom Meetings. support English = Q,
= https://csus.zoom.us wants to open this application. &
[[] Aiways allow csus.zoomus ta open links of this type in the associated app
o3
+

Sign in with SSO

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Zoom below

By launching Zoom, you agree to our Terms of Service and Privacy Statement

o

7. You have successfully signed into Zoom!
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[}
*Microsoft Teams

1. Use the search bar to look for Teams then open the Microsoft Teams App.

¥
@ Chat 0 Apps Documents Web Settings Folders Photos > @
Best match
_ De
| ‘gj Microsoft Teams T’
App
Search the web Microsoft Teams
App
£ Teams - see more search results >
£ teams download > 3 Open
£ teamsnap 3 X Quit
~
£ teams meeting %
£ teams app >
Settings
Controls visibility of the Chat 5
button on the taskbar
Controls visibility of the Share s
button on windows preview
. - - 124
Q Teamd LD .-CB ~aloe .,

2. Next click Continue As if the listed account is correct, if not select Use another account or sign
up and log in with your correct credentials.

B¥ Microsoft X

el E S = Ky

Welcome to Microsoft Teams!

Teams was installed with Office. Start chatting and collaborating with your coworkers today.

Continue as

lizbethantunez@csus.edu

Use another account or sign up
Unclick this option if you
would not like for Teams to

0pen at Starup m—- Open Teams on startup
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3. You will get a DUO prompt make sure to input the credentials for the account that you are
logging into and have your phone or token as well.

=g
SACRAMENTO
STATE

Username

stdaf-01

Password

Login

Manage Password | Help

4. Next you will choose your method of authentication as shown below:

= Settings
Device: | i0s (xxX-XXxX-6923)

Choose an authentication method

Send Me a Push

Enter a Passcode

[[] Remember me for 12 hours
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5. Once you log in you will get this prompt make sure to click “No, Sign in to this app only”

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to login.

No, sign in to this app only

6. Then you will be directed to the Teams app and can now use it.
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.OneDrive

1. Use the search bar to look for OneDrive then open the OneDrive App.

(= m School ~ Apps  Documents ~ Web  Seftings

Peopl B

Best match

OneDrive
[ s '

Search school and web OneDrive

App
L onedrive s
O onedrive login 2 Open

£ onedrive download Run as administrator

Open file location
Folders
Pin to Start

kbar

OneDrive - California State
University, Sacramento

School - Dacuments
OneDrive Login App.pdf
Wl how-to-login-onedrive.docx

how-to-login-onedrive.pdf

‘OneDrivej

2. Once you click on OneDrive, you should see the setup screen. If it does not automatically sign
you in, enter your @csus.edu email into the box.

Set up OneDrive

Email address

Create account
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3. After clicking continue, you will be redirected to the Single-Sign On page where it will prompt for
your Sac State credentials.

SACRAMENTO
STATE

ST _
P _
Login

Manage Password | Help

4. Next you will choose your method of authentication as shown below:

= Settings
Device: | i0s (xxX-XXX-6923)

Choose an authentication method

Send Me a Push

Enter a Passcode

[0 Remember me for 12 hours
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5. Once signed in, it will ask if you want to sign into all apps. Press the blue box that says OK.

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to log in

Mo, sign in to this app only

0K

6. Once done, it will lead you to another screen saying you are all set. Press the blue box that says
Done.

& Microsoft OneDnve - x

You're all set!

thi

< Open my OneDrive folder

Tune 202078 Pam Watt SOSKE
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7. A window showing you that the account is being logged in should pop up and then go away once
finished. It will proceed with your OneDrive folder location. Press Next.

Your OneDrive folder

Your OneDrive folder is here

8. A popup asking to back up your folders will appear. Check the ones that you wish to back up and
then press “Start backup”. If you do not need to back up any folders currently, press “I'll do it

later”

Back up folders on this PC

Filt vl b Bachad up protected and Svislable arvpwhre o DnsDomed - Califoimas
State Univeruty, Sacramento. even if you lote this device

-

B o S @

0 0.4 GB of 1| TH will be used after backup

SRS S m
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9. Once done, it will give you details of what OneDrive can do, ending with it being ready for you.
Proceed by pressing “Open My OneDrive folder.”

Your OneDrive is ready for you

-
-
®
-]
i V -
it w il
Back Open my OneDvive folder

10. You are now signed into OneDrive.
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({nBase
-’ OnBase

1. Use the search bar to look for “Unity Client” then open the Unity Client App.

) Unity Client

5 @ School  Apps Documents  Web  Settings  Peopl P

Best match
’-
I @ Unity Client OnBase
App T/
Search school and web Unity Client

App
unity client - ¢

results

3 5 Open
unity client onbase
Run as administrater

unity client app Open fil ion

unity client onbase login 3% Unpin from taskbar

. : (S . Pin to Start
unity client epic wisconsin prod

Uninstall
unity client network transform
unity clientwebsocket
unity clientrpc

unity client onbase desktop app

unity client onbase download

Q Search ! ] ﬁ

SACRAMENTO
STATE

Login

Username

Password

Manage Password | Help
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3. Next you will choose your method of authentication as shown below

Device: 08 (xxx-xxx-8923)

Choose an authentication method

Send Me a Push

Call Me

Enter a Passcode

[[] Remember me for 12 hours

4. Once authenticated you will be taken to the OnBase home page.

nBase_Prod IdP)

Home Last Login: 12/3/2

i~ [ Envelopes m Trash Can = = 4 2

NE v @ Q[ B & =
(D Query History : L

Home Personal Favorites Custom Retrieval Fil Forms Import Templates Reporting Mailbox Workflow Batch Batch Document

e o

- Page~ - Queries Cabinets E’Mlv’ Checkouts Scanning Processing Tracking

Favorites Documents Create Reporting  Internal Mail Workflow Imaging Tracking
Websites & RSS Ticker & a
Unity Hyland’s app h to progress: C: -centricity I’I
Community The Hyland Blog 3/27/2023 6:55:03 AM .

OnBase

http://unity.hyland.com € A

Expand your Hyland experience: Join Community

Hyland Community provides our customers and partners a single point of access to Hyland people, products, solutions and
updates. Here, members share feedback, ask questions, connect with other users, and get insight into what's new at Hyland.
The collaboration between our experts and our Community sets the foundation for the future of the Hyland platform.

There's something for everyone in Hyland Community. Increase your operational knowledge and the value you can provide to
your organization. Get self-serve account information, access the support system, share and vote on product ideas, and make
connections based on common threads. Find community within Hyland Community, and together we'll go further.

[ Learn more about Hyland Community today I

Explore Hyland Training Connect with industry peers, the
Hyland team and product

You know your business better than anyone; and we know content

services. Our diverse catalog of role-based training for Hyland experts at CommunityLIVE

products and solutions enables you and your teams — from end-

users and administrators to developers, architects, and more — to Join industry peers and experts from Hyland and

learn quickly, on-demand the solutions that will empower your beyond to collaborate in person at CommunityLIVE! =
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Adobe Acrobat

1. Use the search bar to look for “Adobe Acrobat” then open the Adobe Acrobat App.

) Adobe|

= m School Apps Documents Web Settings Peopl

Best match

I £ Adobe Acrobat }Q

App
Apps Adobe Acrobat
App
@ Adobe Creative Cloud

Adobe Acrobat Distiller

i | Notification Manager for Adobe
Acrobat

Search school and web

o) Adobe Systems - Computer

Company
£ adobe acrobat
L adobe reader
School - Documents

‘n Adobe Sign Form Conversion -
User Guide v4.docx

=-. Q Search 3 =

2. Adobe will open and bring up a login screen after a few seconds. Enter “@csus.edu” and click on
Continue to be redirected to the Single-Sign On page.

Adobe Acobat X
I\ Adobe
. .
Sign in
New user? Create an account

@csus.edu

G Continue with Google

€) continue with Facebook

‘ Continue with Apple
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3. ASingle-Sign On prompt will appear where you will need to enter your Sac State credentials.

SACRAMENTO
STATE

Tt _

Password

Login

Manage Password | Help

4. Next you will choose your method of authentication as shown below.

= Settings
Device: | ios (xoexxx-6923)

Choose an authentication method

Send Me a Push

Enter a Passcode

[[] Remember me for 12 hours

5. Once authenticated you will have successfully logged into Adobe Acrobat. You will be prompted
to Start a Tour, feel free to dismiss this prompt if not needed.

Page 20 of 20 STUDENT AFFAIRS IT | BASIC APPS STEP-BY-STEP | Rev. December 2023



	Outlook
	Zoom
	Microsoft Teams
	OneDrive
	OnBase
	Adobe Acrobat

