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MOE M365 T&L Student Account Deactivation

Return to Overview

What will happen to my account or files after | graduate?

Your MIMS account will be deactivated on 1 Jan 2027 (following your graduation year), and your M365 account and
all associated data will be deleted.

What do | need to do?

0 Download files from OneDrive & Teams to your Personal Device by 31 Dec 2026

Follow this guide to download your files from OneDrive and Teams before your MIMS / M365 account is
deactivated. We encourage you to download or save your files in advance.

@) stop using MOE M365 T&L OneDrive and Teams

Once you have finished downloading the files, please:

(1) Sign out of OneDrive and Teams
(2) Stop adding files onto the MOE M365 T&L OneDrive or Teams.



Installation of Applications



Install OneDrive App on Windows Device @
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Full download history 24

Download OneDrive =

If you have Windows 11, OneDrive is already installed on your
PC. If you're using another version of Windows or a Mac,
install OneDrive to get started.
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Return to Overview

Note: Reminder to use your
personal device.

Access this link via web browser on
your Personal Device:

https://www.microsoft.com/en-
sg/microsoft-365/onedrive/download

Click on “Download OneDrive”.

Click onthe & downloads icon to
access the downloaded file.

Select “OneDriveSetup.exe”

Double click on “OneDriveSetup” to
run the installer. Follow the on-screen
instructions to complete installation.
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Install OneDrive Viobile App 05/ android) @

Return to Overview

( Note: Reminder to use your
J\. personal device.

Il Google Play i Q microsoft onedrive (%] X

0 Download Microsoft OneDrive at:

iOS - App Store Android - Play Store * ForiQS, go to App Store.
» For Android, go to Play Store.
Q microsoft onedrive ® X & microsoft onedrive Q ¢
9 Search “Microsoft OneDrive”.
Microsoft OneDrive
Microsoft OneDrive Ot . Microsoft Corparation ~
. In-a urchases . . . .

@ ;. photo cloud storage Pl o 9 Click to install OneDrive mobile app:
**x*x**10k (2 Microsoft Corporation Productivity Installed on all devices v

* ForiOs, click “Get”.

A new home for photos Automatic backup protection Share memories that matter ° H H a [/4
47 S5bn+ For Android, click “Install”.
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Install Teams Client on Desktop gp

(3) Tk
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25 microsoft.com/en-sg/microsoft-teams/download-app o Q » % & Incognito (2)

7 L. Download Teams Desktop and X iy

Recent download history ® free

Anyone using this device can see
0 downloaded files

MSTeamsSetup.exe
1,328 KB « Done

=. Microsoft | Teams  Products v Plansand pricing ~ Features v Solutions v Resources v Support

Download Microsoft Teams
for Windows

Communicate and collaborate with anyone, anytime, with Teams.

Download Microsoft Teams for Windows

Full download history

J  Downloads X +
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Return to Overview

Note: Reminder to use your
personal device.

Access this link via web browser on
your Personal Device:
https://www.microsoft.com/en-
sg/microsoft-teams/download-app

Click on “Download Microsoft Teams
for Windows".

Click onthe & downloads icon to
access the downloaded file.

Select “MSTeamsSetup.exe”

Double click on “MSTeamsSetup.exe”
to run the installer. Follow the on-screen
instructions to complete installation.
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Install Teams Mobile App (ios 7 Android) &g P

Return to Overview

Note: Reminder to use your

personal device.
Il  Google Play i Q microsoft teams (%] X

a Download Microsoft Teams at:

iOS - App Store Android - Play Store + ForiOS, go to App Store.
» For Android, go to Play Store.

Q microsoft teams (%) b4 & microsoft teams

®¢ Microsoft T e Search “Microsoft Teams".
9® Microsoft Teams - icrosoft Teams

Get icrasolt Corporation
Call. Chat. Collaborate
e Click to install Teams mobile app:
* %k kk 88k 2 Microsoft Corporation No.3) Business Available on more devices ~
& * ForiOS, click “Get”.
o Wdagg 4.7 Bt dioe 500m+ « For Android, click “Install”.
- 8m reviews 3+ 0 Downloads

& Ask Play about this app New!

Ask a question about this app
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Download Files from OneDrive Web @)
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Preview

Share

Copy link
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Delete
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Return to Overview

Note: Reminder to download
files to your personal device.

Access your OneDrive via the
supported web browser on your
personal device:

Office.com

Login using your MIMS username and
password.

Select “OneDrive”.
Right-click on the document you want
to download, or click the three dots

that appear when you hover over the
file.

Select “Download” to save the
selected file to your device.

7/

N |
_@_
& Important: Once you have finished

downloading the files, please:
(1) Sign out of OneDrive

(2) Stop adding files onto the MOE
M365 T&L OneDrive.
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https://m365.cloud.microsoft/
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Download Files from OneDrive App on Windows Device 6 ——

Return to Overview

— O @ NCS 0365test - Ministry of Ed X “F
@ OneDrive - Ministry of Education (M365... @3 ) . , Note: Reminder to download
| < ™ c & OneDrive >  NCS O365test - Ministry of Educatior i .
© Backed up and synced files to your personal device.
& New ~ T Sort ~ = View -
ita

mll A Home Name
| (& R Gallry ! 1  Access OneDrive from the system tray

(X v @ NCS 0365test - Ministry of Education (M365 T&il) Videos at the bottom-right corner of your
N > =x Whiteboards screen.
N > B | Bookxlsx
N » " Attachments &) Document 1.docx 2 Click on “Open folder”. It will bring you
i R 48] Document 2.doc to your file browser (e.g. File Explorer for
iy-d R @) Dooument 3.dock Windows, Finder for macQS).

N Documents o/ Document 4.docx
N x| 3 Drag and drop the files/folder you
A —> Move to <Selected destination folder name> wish to save into your desired
— . .

q = destination folder.
N
N
5 Y [ 7/
P -@_
[ 2 & Important: Once you have finished

| - ® W saving the files, please:
N Open folder View online Recycle bin

(1) Sign out of OneDrive
(2) Stop adding files onto the MOE
M365 T&L OneDrive.
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Download Files from OneDrive Viobile App (iOS/Android). (1 of 2)

vt ol T @

< App Store

Welcome to OneDrive

Keep your files and photos protected, backed up,
and accessible, anywhere

o

[ Create New Account J

©

Enter password Cancel

B% Microsoft
¢« <Full_Name>@student.edu.sg

Enter password

Forgot password?

Email code to wanyan.chua@gmail.com
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Return to Overview

Note: Reminder to download
files to your personal device.
Open your OneDrive mobile app
Select “Sign in".

Sign in with your MIMS username and
password.
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Download Files from OneDrive Viobile App (os/ android) . (2 of 2)

10:29 all = @&
< App Store
&  Photos' Files | @
X
e B B @«
Home My Files Shared Vault Offline
= & & 6 © =
.l Name v Select =
D Attachments
Modified 6 November 2017
D Documents M -
Modified 6 November 2017 - 7 MB ®
. AirDrop Mail Notes Reminders
D Pictures -
Modified 6 November 2017 =
wr| Getting started with OneDrive g= _
=] Modified 6 November 2017 - 1 MB , o . 3 (<o) X [0
Getting started with OneDrive =
6 November 2017 - 1 MB
Link Copy Link Email in View only
Settings Outlook
& o
Share Delete & Invite People
f8 Move @ New Quick Note
@ Details B savetoFiles

(0 Rename This File

Q_ Search Your Files ° ?G Open in Another App

. Download

[ Make Available Offline

SSO

Return to Overview

Note: Reminder to download
files to your personal device.

Open your OneDrive mobile app and
go to “Files"”.

Select based on your file destination.

Click the three dots that appear when
you hover over the file.

Select “Download”.

Choose “Save to Files” and select the
folder you wish to save in.

©0 00 ©

|
_@_
& Important: Once you have finished
saving the files, please:

(1) Sign out of OneDrive

(2) Stop adding files onto the MOE
M365 T&L OneDrive.
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Download Files from Teams \Web 6

Q. Search (Ctrl+E)

o @ [D ”ﬁw Teams
<Full_Name>@student.edu.sg Q Search ‘ f'i, ~ Classes
Enter password 2 Create

Password B Apps
Forgot my password
Teams I

& Word

& Excel

& [CTIMOE-Class Teams
@
e & MOE M365 Teams
Chat with Students

& [CT] XYZ School

o

C M 25 teams.cloud.microsoft

Q Search (Ctrl+Alt+E)

5

D
e, A &N General Posts

Tt
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o

@ Open ¥ [ Share G Copy link £) Makethisatab TJ Delete
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@ Open
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Return to Overview

Note: Reminder to use your
personal device.

Access your Teams via the supported
web browser on your personal device:
Office.com

Login using your MIMS username and
password.

Select “Teams”.
Select your desired Class / Team.
Go to the “Shared” tab.

Click the three dots that appear
when you hover over the file.

Select “Download”.
* Your files will be downloaded to
the ‘Downloads’ folder

= Class Materials @ share

v Main Channels

General - ’
enera & 0CsN.docx 6 G Copy link (SCHOOLS
£ Make this a tab
@ @l Personal Document OCNSd (SCHOOLS

% Manage access
T Delete

Y¢ Add to favorites

Add shortcut
i Download

> Important: Once you have finished

downloading the files, please:

(1) Sign out of Teams
(2) Stop adding files onto the MOE
M365 T&L Teams
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https://m365.cloud.microsoft/

Download Files from Teams Client on Windows Device 6

e Microsoft Teams
T
App

Q. microsoft teams|
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<Full_Name>@student.edu.sg

Enter password
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Q. search (Ctrl+E)

Store
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ay
22 < All teams
OneDrive
W
Teams C N

Store : [CT] XYZ School

Class Notebook

¥ Main Channels
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General Posts | Shared v
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@ Open ¥ & Share & Copy link
[y  Name v
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@ OCSN.docx

@ @ Personal Document OCNS
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& [CTIMOE-Class Teams
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1= & MOE M365 Teams
Chat with Students
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& [CT] XYZ School
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U3 Preview
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Delete

Modified By +
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Add shortcut
{ Download

ED Rename
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Return to Overview

Note: Reminder to use your
personal device.

Search for “Microsoft Teams” on your
desktop and click to open the app.

Sign in with your MIMS username and
password.

Select your desired Class / Team.
Go to the “Shared” tab.

Click the three dots that appear
when you hover over the file.

Select “Download”.
* Your files will be downloaded to
the ‘Downloads’ folder

7/

’g‘ Important: Once you have finished

downloading the files, please:
(1) Sign out of Teams

(2) Stop adding files onto the MOE
M365 T&L Teams
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Download Files from Teams Mobile App (i0S) g (1 0f3) e

Return to Overview
Sign in to Teams

Note: Reminder to download

files to your personal device.
21:28 L K 100)
21:29 & N R @D
- o
. g 8 : .
8 Microsoft o 0 Open your Microsoft Teams mobile app
Sign in ® ¢ <Full_Name>@students.edu.sg
- - nter password 9 Enter your MIMS username.
Microsoft account to continueto Teams. | | Tececececececacsd |
e Select “Next”.
<Full_Name>@students.edu.sg Forgot my password
9 @ G Enter your MIMS password and click
Next | “Sign in”.
Join meeting with an ID ‘ Sign-In Page
Privacy and cookies
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Download Files from Teams Mobile App (iOS) (2 of 3)

Go to the Teams channel you want to download the files from

Edu Class...

L Teams

D

Files

Edu Staff...  Live Perso...  Organizati...

Whiteboard

Q

Activity More

™ Chat

av Classes

™ [CT] XYZ School
CN

™ [CT]JMOE-Class Teams
CcM

v Teams

= MOE M365 Teams Chat
with Students

4 ¥ [CT]1 XYZ School
v Apps

Class No...

~Channels

General

SSOE

Return to Overview

Note: Reminder to download
files to your personal device.

© Goto“More”.
o Select “Teams”.
o Select your desired Class / Team.

e Select the Channel.

Continue steps to download files at:
* ForiOS, go to pg 19.
« For Android, go to pg 20.
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Download Files from Teams Mobile App (i0S) (3 of

3)

Save the files

< W General >

® [CT] XYZ School +
Posts Files More

Newest

Class Materials
10
&I‘—] Test.xlIsx ‘
15 KB, Modified by...iette Abig on 30/09

(Il'i‘_] OCSN.docx
20 KB, Modified by...CHOOLS) on 13/04

(b‘_] Personal Document OCNS.docx
20 KB, Modified by...CHOOLS) on 13/04

Test.xlsx

Open
Rename
Delete
Share

Copy link

Send a copy

Make available offline

Edit in app

AirDrop

k

Copy

Pages

&)

New Quick
Note

~

Word Document - 11 KB

.'

Mail

B

Save to Files

SSO

Return to Overview

Note: Reminder to download
files to your personal device.

Go to “Files”.

Click the three dots next to the file
you wish to download.

9]
(10
m Select “Send a copy”.
@

Choose “Save to Files” and select the
folder you wish to save in.

_@_
& Important: Once you have finished
saving the files, please:

(1) Sign out of Teams

(2) Stop adding files onto the MOE
M365 T&L Teams.
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Download Files from Teams Mobile App (Android) g (1 of3) e

Return to Overview
Sign in to Teams

Note: Reminder to download
files to your personal device.

) =)
B Microsoft B . )
' - Open your Microsoft Teams mobile app
Signin @ < <Full_Name>@student.edu.sg
Ulas your wark, scheol. or persanal &nter password Enter your MIMS username.
Microsoft account to continue to Teams. =

a <Full_ Name>@student.edu.sg | =~ [|"rrrreeeeeeeees |

‘ Join meeting with an ID

Select “Next"”.

O 000

Enter your MIMS password and click
“Sign in”.
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Download Files from Teams Mobile App (Android) @B (o

3)

Go to the Teams channel you want to download the files from

&

Add app Activity  EduClass.. Edu Staff N...

.
E

Whiteboard  Calendar Camera Cast

B &

Live Perso.. Organization| Teams

Files More
& 5 Q)

™ Chat

av

Classes

¥ [CT] XYZ School
CN

™ [CTIMOE-Class Teams
cM

v Teams

™ MOE M365 Teams Chat
with Students

< ¥ [CT] XYZ School

Class No...

v Channels

General

© 0 0 0
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Return to Overview

Note: Reminder to download
files to your personal device.

Go to “More".

Select “Teams”.

Select your desired Class / Team.

Select the Channel.
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Download Files from Teams Mobile App (Android) g o 2%

3) Return to Overview

Go to the Teams channel you want to download the files from
Note: Reminder to download

« General files to your personal device.

B [CT] XYZ School

Newest v

Class Materials

®

Modified by (SCHOOLS) ’ ) i
Q Click the three dots next to the file
Test.xlsx ou wish to download.
nﬂ 14.76 KB, Modified by ‘ y
S| OCSN.docx @ Select “Download”.
@Y 19,22 KB, Modified by (SCH..
- Personal Document OCNS.docx . m Iﬁu&’\”” r(leceglg él notlfllc?tlon alnigE
@Y 19,04 KB, Modified by (SCH.. (7 Open € download Is complete.
0
?i Download
(D Rename
1 Delete @
00 7’ AN . .
< Share ¢ Important..Once you have finished
saving the files, please:
6 & Copy link
_ Test.xlsx 21:30 5 (1) Sign out of Teams
’ @ Openinapp Download complete. (2) Stop adding files onto the MOE
& ) Q) M365 T&L Teams.

& ) Q)
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Support Options For Students

Please contact your teacher should you want further information
regarding OneDrive/Teams or if you encounter any issues.
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