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RI-VIS Connecting to SharePoint

Instructions
1. You should receive an email like the one shown below entitled “XXX added you to the RI-VIS

”
group
added you to the RI-VIS group s ac
-
Office 365 B v
Welcome to the
RI-VIS group
. s
How to
participate

2. Inthe email scroll down and click on the link “Go to SharePoint”.

3. You should now be prompted to sign in with the email account the invitation was sent to.
The email address here should prefill. If your email address is already associated with a
Microsoft account, then simply sign in with the corresponding password. If it is not you will
see a prompt to create an account associated to the email address you were invited with.
Click “Next” to continue

B® Microsoft
Create account

ke you don't have an account with us. We'll

you using @gmail com

4. Create a password for the new account and click “Next”

@gmad.com

Create a password

Enter the password you would ike 1o use with y

account
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5. Add some additional information about your region and date of birth and click “Next”

ructures

B® Microsoft

@gmad com

Create account

We noed just a ittie more info to set up your
account

Country/region
United Kingdom

Date of birth

6. The next page will prompt you to enter a validation code which has been sent to the email
address you are creating the account for. The email will appear similar to the one below.
Enter the code and press “Next”

@gmail com
Verify email
Enter the code we sent 1o @gmail com

f you didn't get the email, check your junk foider or
try aga

| would ke Information, tips and offers about
Microsoft products and services.

Croomng Nest mesns st you acree 1o the 1
Agreemert ard prvas -

Verify your email address inbes x C 8 B
Microsoft account team curity Iy microsoft.com>  2:33PM (30 minutes ago) X
tome ~

Microsoft account
Verify your email address

To finish setting up your Microsoft account, we just need to make sure that this email address is yours.

To verify your email address, use this security code:

If you didn't request this code, you can safely ignore this email. Someone else might have typed your email address by
mistake.

Thanks,
The Microsoft account team
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7. Fill in the captcha on the following page and click “Next”.

@gmad com

Create account

8. Finally you are asked to confirm additional permissions for the organisation Instruct-ERIC so
that we can enable your access to the SharePoint. Accept these conditions and continue.
The RI-VIS privacy policy can be found at https://ri-vis.eu/network/rivis/privacy-policy.

8% Microsoft

@gmail.com

Review permissions
1 Instruct-ERIC

The organisation Instruct-ERIC would like to

Sign you In
v Read your name, email address and photo

9. Microsoft then asks you if you want to reduce the number of times you are asked to sign in.
You can choose either option here, and you can select the “Don’t show this again” checkbox
if you wish.

B® Microsoft

B Microsoft

@gmai.com

Stay signed in?

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

Don't show this again

~  HEE

10. You should now be able to access the RI-VIS SharePoint whilst logged in with the
corresponding Microsoft account. The RI-VIS SharePoint home can be found at
https://instructeric.sharepoint.com/sites/ri-vis
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Troubleshooting

| don’t have an invitation email
First check that the email has not been quarantined or filtered as junk or spam. If you still can’t find
the invitation email please contact coordinator@ri-vis.eu to request a new invitation.

My institution does not allow the creation of associated Microsoft accounts

If you see an error message similar to the one here, you will not be able to create a Microsoft
account for the email address provided. In this case please send the email address for an alternative
Microsoft email account (this can be a newly created free outlook account, or an existing account
you already have [Outlook/Hotmail/Live/MSN/Passport] if you are willing to share the email
address) to coordinator@ri-vis.eu and we will send a new SharePoint to this alternative address.
Follow the instructions to connect this account to the RI-VIS SharePoint.

Set up your account with Microsoft

Check your email for your verification code. Didn't get
the email? Check your Spam folder or try again.

Note: When you use a work or school email address to
set up an account with Micresoft, your IT department
may later control your data and restrict what you can do
with your account.

By clicking Finish, you agree to the Privacy Statement
and Microsoft Services Agreement.

N e

We cannot create a self-service Azure AD account for you
because has disabled self-service account

sign-up by email validation. Ask ‘s admin to
enable EmailVerified users or create an account for you.

clicked a link to a document in the SharePoint sent to me by a colleague but was

informed my account can’t be found in the directory

Check that you are signed in to the account with the same email address that you were invited with.
If you are signed in with a different Microsoft account to the one that you were invited with either
request a new invitation for your currently signed in account (by emailing coordinator@ri-vis.eu with
the email address of the account you wish to be invited) and follow the connection instructions, or
log out of the currently signed in account and log back in with the account which has access to the
SharePoint.

That didn't work

We're sorry, but can't be found in the .sharepoint.com
directory. Please try again later, while we try to automatically fix this for you.

Here are a few ideas:

(3) Click here to sign in with a different account to this site.
This will sign you out of all other Office 365 services that you're signed into at this time

(3) If you're using this account on ancther site and don't want to sign out, start your browser in Private Browsing mode for this site
{show me how).

If that doesn't help, contact your support team and include these technical details:
Correlation ID: aShef0de-3088-0000-a400-h783cE616564
Date and Time: 7/16/2019 12:44:24 AM
URL:

User:
Issue Type: User ot in directory.
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Other issues

If you are experiencing any other issues connecting to the SharePoint site, please contact
coordinator@ri-vis.eu with as much detail as you can about the problem. Screenshots of any errors
are particularly helpful in diagnosing the issue.
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