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Communication Update

Communications regarding lightweight Microsoft 365 accounts were 

updated to ensure board/commission members have the resources 

they need to effectively use their accounts. 
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Communication Update

Communications Updated and Newly Created
1. Authorized Requester Email
2. Welcome Email
3. M365 Lightweight Accounts Overview (New)
4. MWP page for Board & Commission Member Accounts (New)
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Communication Update

Authorized Requester Email
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Attachments:

• MFA/SSPR Instructions

• M365 Lightweight Accounts 
Overview



Communication Update

Welcome Email
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Attachments:

• MFA/SSPR Instructions

• M365 Lightweight Accounts Overview



Communication Update

M365 Lightweight 
Accounts Overview
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Distribution:

• Authorized Requester Email

• Welcome Email

• MWP Page

https://stateofmichigan.sharepoint.com/sites/mmwp/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fmmwp%2FShared%20Documents%2FM365%20Lightweight%20Accounts%20Overview%2Epdf&parent=%2Fsites%2Fmmwp%2FShared%20Documents


Communication Update

Mi Modern Workplace Page
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https://stateofmichigan.sharepoint.com/sites/mmwp/SitePages/Collaboration-Options-for.aspx


Logging into Office 365
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https://portal.office.com
Logs into Office365 portal

https://outlook.office365.com
Logs directly into Outlook

https://portal.office.com/
https://outlook.office365.com/


Switching accounts
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• Click the Account icon in the 
top left

• Select Sign In with a Different 
Account



Sharing 
Files
• Keep work within the Office 

365 portal
• Save to OneDrive  -

OneDrive is your personal 
file  repository space within 
the State’s Office365 portal

• Save to Sharepoint –
Sharepoint is a group file 
repository space

• The App Launcher is your 
friend
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Save an 
Attachment 
to OneDrive
• Click on the attachment(s) 

in the message
• Select Save to OneDrive –

State of Michigan 
• Click App Launcher to 
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Questions?
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