
1 | P a g e   U s e r  S u p p o r t  S e r v i c e s  
  R h o d e  I s l a n d  C o l l e g e  
  R e v  1  

Setting Up your OneDrive – Rhode Island College Map Place in Word 

2016 
 

   
1. When you want to save a new or existing Word document to your Office 365 OneDrive, select 

File > Save As. 

 

 
2. Select “Add a Place”. 

3. Select “Office 365 SharePoint”.  
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4. Sign in using your RIC email. (i.e. jdoe@email.ric.edu) 

5. Click Next.  

 

 
6. Enter in your Office 365 password. 

 

mailto:jdoe@email.ric.edu
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7. Now in the Save As area within Word 2016, you will see that you have added the OneDrive –

Rhode Island College map place.  


