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INITIAL LOGIN

Unbox your laptop and connect its charger. Press the power button to turn on the device. You
will need: a fast and reliable internet connection, to know your LSE email and password, and to
have your Multi-Factor Authentication device.

Is this the right country or region?

This is the first screen you will see
on start-up. Select United Kingdom
as the region.
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Is this the right keyboard layout or input
method?

The standard keyboard layout for
staff at LSE is ‘United Kingdom,
unless you have ordered a device
with an alternative layout.

Want to add a second keyboard layout?

If you have a keyboard with an
alternative language, it can be
added here. This can also be done
later in settings.
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Let's set things up for your work or
school

You will now be invited to log in
with your LSE email address.

INITIAL LOGIN

Let's set things up for your work or
school

You will need to have your
phone to do Multi Factor
Authentication.
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Setting up for work or school

Pinned oo

aaaaaaaaaaaaaaaaaaaaaaa

Now your LSE Account has been Once you reach this screen your
linked to the device and applications device is ready to use. Your device
will be automatically installed. will continue to complete set-up in

the background for 15-30 minutes.
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& Outlook

LSE’s autopilot system should sign you into
Outlook automatically without you needing - -
to type in email address or password =

Untick 'Set up Outlook Mobile on my phone
too’ to stop the popup from appearing.

nail address
JCraze2@Ise.acuk
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SETTING UP ONEDRIVE

With your Microsoft 365 account, you get 1TB of storage for all your work needs easily sign in on your
new device by clicking the cloud icon to the right of your taskbar.

@ OneDrive isn't connected

Sign in to OneDrive to get started

Sign in to OneDrive to get to your files and sync them

1

on this device.

o I
1

Ise.ac.uk/dts

Set up OneDrive

Put your files in OneDrive to get them from any device

Email address

OsSleeman@ise.acuk
[ mssconm

& Microsoft OneDrive:
Back up folders on this PC

Files will be backed up, protected, and available anywhere in OneDrive - London
School of Economics, even if you lose this device.
Learn more about folder back up

B3  Documents OKB Ready to back up
PR rictures 0KB Ready to back up

BB  Deskiop 3KB Ready to back up

© 30.9 GB of 1 TB will be used after back up

I'll do it later

& Microsoft OneDrive

Your OneDrive folder

them from oth

Your OneDrive folder is here

& Microsoft OneDrive

All your files, ready and on-demand

ithout taking

© o

On this device Always available
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P search mf o x
o

Send / Receive  View Help Try the new Outlook

~ Qi - B By 6 % = P shaetoTeams | () Unread/Read BB M B | search people B VY~ & -

Click ‘File’ i
IC lle” In the top lett of the ‘
8 ~Favourites Focused Other By Date v T
screen. To add a second v o " :
. Sent |
Fntliems @ Inbox-)Craze?@heacuk - Outlook 9 5 2 —— X
mailbox
a
DTS Loans
G] Account Information
~ ) Craze2@lse.ac.uk
I. k ¢ - - 1 Craze2 @lse.ac.uk B
Here you can CliC A
) Sent ftems
ccount. Dokt e
Archive & Change settings for this account or set up more
> Conversation Histary Account connections.
Settings ~ = Acoess this account on the web.
DTS Loans e
hitps://outiookc office365 com/owa/lse ac uk/
Print
L5 " = Getthe Outlook app for 05 or Android,
Outbox
RSS Fouds e
Search Folders . )
Automatic Replies (Out of Office)
v Groups ’] Use automatic replies to notify others that you are out of office, on holiday, or
DTS-Prof-Senvice-Line (Team) Automatic not available to respond to email messages.
NTS.Sta#f Taam) Replies
tems: 270 Unveadt 1
Mailbox Settings
2] Manage the siza of your mailbox by emptying Deleted Items and archiving
Office Account Tools
B " 986 GB free of 99 GB
Feedback
Rules and Alerts
Options Use Rules and Alerts to help organise yaur incoming email messages. and recaive
Manage Rules updates when items are added, changed, or removed.
Bt & Alerts.
v
B ENG 15:56
Q search E = e ﬁ , ‘ A8 Ny 0@ e o6/osr2024 &
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& Outlook

Email address

[¢ts ham@lse.ac.ul

Advanced options -

Put in the email of the
account you wish to
add
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HOW TO ADD SHARED MAILBOX

B2 Microsoft
dts ham@Ise.ac uk

J Enter password

Termsof use  Privacy & cookies  «++

Instead of typing out a
password click sign in with
another account

B Microsoft
Signin

[;0.sleeman@Ise.ac.uk

1
|
1

Termsofuse  Privacy & cookies  +++

Here use your own credentials
to sign into the
mailbox/calendar
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Enter password

..... resssssannad

! ) anot! it |
{

|
|
|
1
{
|
{
'
|
|

Termsofuse  Privacy & cookies -+

Here use your own
credentials to signinto the
mailbox/calendar
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HOW TO ADD SHARED MAILBOX

leeman@Ise.acuk

Approve sign-in request

|
|
|
| " h pp right
\
|
|}
|
\
|
|
Terms of use

Approve with MFA

Restart outlook to load the

mailbox
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Your device will come
pre-installed with
some applications
such as Microsoft
365, antivirus, LSE
App Store.

NG 1541
AR BO® o &
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Q *?v'\) ch for apps, settings, and documents

From the start menu, in the applications o 11- @ lﬂ
list you will find “LSE App Store”. This is ’

the LSE self- service store. ' & i

Use the LSE App Store to download LSE
approved and maintained applications

Once the self-service app store is open,
either ‘Browse’ or 'search’ on the left to pr
see the full list of available applications. y | Rncontyndec

Recommended More >

Thunderbolt™ Control Center E Windows 10 First Sign In
9

@%] &5 McKay1,A shared this in a Teams.

Craze2,)
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USING THE LSE APP STORE

Company Portal

London School of Economics

Featured apps showall

®) TrenD %

Trend Micro Firefox
This is where you will oo
find LSE packaged
applications _
Recently published apps show all
Googe Chrome Enable Windows Visual Studio
mEOR ] 06/06/125622 L
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Open file explorer and right click ‘This PC’, then select ‘Map network drive...’

®

Expand

Search Home Search Home

Open in new tab
3= View &= Ve
Open in new window

& Download Add a network location

& Document Map network drive...

McKay1 A shared thisina T... 0o Sullivan,NM shared this in... i 2
406 3 04/06/2 IR Pictures

® Music
B videos

" 2 0o Sullivan,NM shared this in...
Disconnect network drive... =]

Pin to Quick access

Pin to Start

[}
2
=2
=
b
b
d

Properties Alt+Enter

s

Show more options
> Wl This PC NS

s CPBA_XGAFRE E
== UEFI_NTFS (E)

2 Network

Q Search = = Q Search
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Change the drive letter to ‘P’ and type out the path that your department use to store their work.
Once added the PDRIVE will appear in the drop down for ‘This PC’

Manage pdrive (\\adminshared.lse.ac.uk) (P:)

Home Share  View Drive Tools
- v 1 w > This.. > pdrive \\adminsha... > Search pdrive (\\adminshared.Ise.ac.uk) (P)

R Map Network Drive Name Date modified Type
v o Quick access

I Desktop APD 2022 16:33 File folder

i ?

What network folder would you like to map? APRC " 576/ 6ids Fite folder
& Download:

pecify the drive letter for the connection and the folder that you want to connect to: ARD 31/07/2023 09:29 File folder

‘& Documents
e Catering 2 2024 14:33 File folder

&= Pictures Conferences 04/06/2019 14:41 » folder
ExternalStudy 5/10/2023 13:57 2 folder
Finance 11/01/2024 15:56 » folder
Example: \\server\share = This PC Finance8&Fadilities 3/01/2018 10:32 File fold:

30 Objects Human Resources : 20 15:52 > folder

| Connect using different credentials I Desktop Human Resources Division /04/2024 12:36 e folder

ocuments and picty 2 Documents ITS Programme Office Shortcuts 1 07 e folder

¥ Downloads Mail Archives 1 2021 13:14 » folder

D Music Maxxes Merger 8/ 116 » folder
MIS /02/202 1:24 e folder
MSLs 3/2018 17:01 e folder

& Pictures
. Videos

&9 Local Disk (C:) PKU Summer School 01/07/2019 15:01 » folder
- pdrive (\\adminshared.lse. Research )/04/2024 14:57

Pay_Budgets /03/2024 14:32 » folder

» folder
Residences 7/2023 14:24 e folder
SCR /07/2022 13:05 » folder

39 items
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