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How to Sign in to 

Office365

• Open the Internet browser.

• Go to www.office.com

• Click Sign in at the top right of the 

screen.

• Type in your Username and Next.

• When prompted, type in the 

password for your account, then click 

Sign in.

http://www.office.com/


Understand how 

Office 365 

interfaces work

• Every Office 365 program 
has a main window in 
which you'll complete the 
program's main function. 
Additionally, each program 
has a colored toolbar (also 
referred to as a "ribbon") 
at the top of the window. 
You'll find different tab 
options (e.g., Insert) in the 
ribbon.

• Clicking a ribbon tab will 
cause the toolbar options 
to change.



OneDrive 

Introduction

• OneDrive is the cloud 
storage service which is 
connected to your 
Microsoft account. You can 
store your Office 365 
documents in OneDrive in 
order to access them 
anywhere.

• Documents stored in 
OneDrive can be shared 
with other users in order to 
collaborate on documents.

• How to Tutorial- Click here

https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132?wt.mc_id=otc_home


Word 

Introduction

• Microsoft Word is a 
classic program used to 
create text documents 
which can include 
formatting, images, and 
various publication 
options.

• Word saves files in a 
format recognizable by 
both Apple Pages and 
Google Docs.

• How to Tutorial- Click 
here

https://support.office.com/en-us/article/word-for-windows-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae73?wt.mc_id=otc_home


Excel Introduction

• Excel is a spreadsheet 

program which can be 

used to store and format 

data, create charts, and 

run calculations based on 

available values. Storing 

data such as attendance, 

employee invoicing, and 

store inventory is 

common in Excel.

• How to Tutorial- Click 

here

https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb?wt.mc_id=otc_home


PowerPoint 

Introduction

• PowerPoint allows 
users to create 
presentations on a 
slide-by-slide basis. 
PowerPoint 
presentations can also 
be used to create 
jeopardy games, flash 
cards, and more.

• How to Tutorial- Click 
here

https://support.office.com/en-us/article/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787?wt.mc_id=otc_home


Outlook 

Introduction

• Like many comparable desktop email 
services, Outlook desktop application 
allows you to sign into your email 
address(es) in order to manage and 
store your email from your desktop.

• Outlook Web\online version can be 
accessed from www.office.com main 
page by clicking on the Outlook icon.

• How to Tutorial- Click Here

http://www.office.com/
https://support.office.com/en-us/article/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca?wt.mc_id=otc_home


OneNote 

Introduction

• While both Windows and 
Mac computers have 
plain text editors 
(Notepad and TextEdit, 
respectively), OneNote is 
capable of storing text, 
images, and formatting.

• OneNote also includes 
the option to create 
multiple different 
notebooks, making it 
easy to organize by 
category.

• How to Tutorial- Click 
Here

https://support.office.com/en-us/article/onenote-video-training-1c983b65-42f6-42c1-ab61-235aae5d0115?wt.mc_id=otc_home


How-to Tutorials

Click Here Click Here

https://support.office.com/en-us/article/microsoft-365-basics-video-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb
https://support.office.com/en-us/office-training-center

