CCPS IT Knowledge Base

How to Sign Out and Sign back Into Office 365
products

1. Open the Office 365 Product (Word, PowerPoint, Excel).
2. In the upper-right corner, find and click on your user profile.

3. Click Sign out.
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4. If you receive the popup window, click Sign out.

Sign out of Office

Signing out will remove your account from this and other Office apps. Save any Office files that
sync to the cloud (such as OneDrive) before you sign out. To complete the process, close all Office

apps.
When you're ready to edit files on this device, sign in to Office again.

Don't show this again

p—— -~ "0

5. Now sign back into the product by clicking Sign in in the upper right corner.
6. Follow the instructions in the popup window to sign back in.
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This information is for the staff, students, and parents/guardians at Campbell County Public Schools. Do not share this
information with anyone not included in these groups.

You can view more help articles at kb.campbell.k12.va.us.
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