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How to Sign in to
Office365

Open the Internet browser.
Goto

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.

B8 Microsoft
Sign in

Email, phone, or Skype
No account? Create one!
Can‘t access your account?

Sign-in options

&t Microsoft

©

Enter password
password

Forgot my password



http://www.office.com/

Understand how
Office 365
interfaces work i O 565 -

Good evenin__g

Every Office 365 program + o a W X ™ R @ |

has a main Window in Start new v Outlook OneDrive Word Excel PowerPoint OneNg¢ 2
which you'll complete the

program's main function.
Additionally, each program w @3 3

has a colored toolbar (also —= i Al 2t J
referred to as a "ribbon")

at the top of the window.

You'll find different tab Recommended

options (e.g., Insert) in the
ribbon. Jani]

/ You edited this

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




OneDrive

Introduction
Megan Bowen
B3 Files
OneDrive is the cloud ) Rk _ _
storage service which is Discover relevant items
connected to your o' Shared
Microsoft account. You can & Discover P '
store your folce 365. _ @ Rty (i raioas |
documents in OneDrive in
- v @
order to access them Shared libraries el &
Pricing Guidelines for X... XT1050 Marketing Colla... |
anyWhere' X1050 Launch Team g,.., o Sayers modified Grady Archie g l

modified

Documents stored in
OneDrive can be shared

- . %% Mark 8 Project Team RCTIRC YRR IR
with other users in order to ’ i ol

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

Word
Introduction

)U File Home Insert Design layout References Mailings Review View Help O Tellme 2
s

X Calibri (Body) A = b gel @;
M| B I Y- % X A |pgeph| Stios Editing
S| A2 A A AN : 3 =

Clipboard . Font - Velce

Paste

Dictate

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

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

How to Tutorial-



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

Excel Introduction

Insert Page layout  Formulas  Data  Review View  Developer Help O Tellme
% 5] Conditional Eormatting - i o

[ Format as Table -

ﬁ Cell Styles -

Stytes ~8

A Alignment  Number Cells | Editing

First thing's first: When should you use a pie chart? When you need to show parts (slices) that A%
make up a whole,

Excel is a spreadsheet
program which can be .
used to store and format 53 This pie chart has only

four slices. This Is Ideal

data, create charts, and : e oot S
- A each sales rep

run calculations based on contibuted to salesin

April 2019.

available values. Storing : \ fyou endup vith more

than four slices, another
chart is probably best.

data such as attendance, : e et
employee invoicing, and

store inventory is |

Feedback

common in Excel. B s B

How to Tutorial-



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-
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Presantation1 - PowarPoint

File Home Insert Design Transitions Animations Slide Show Review View Help O Tellme

%L“Ap@

Paragraph  Drawing | Editing  piciate

Clipboard 5 t Voice

.

Double tap to add title

Double tap to add subtitle



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

Outlook
Introduction

- Outlook

i File ﬂ Send / Receive Folder View iCloud Help O Tell me what you want to do H
I B E S gl £ @O B B LM f
New  New %" Delate Axchive < Reply Al Q‘:u:k Move Tegs Groups Find | Speech N
P Email  ltems - " > Forward (nhe Steps * - - - . v A2
New Delete Respond Quick St 1. Ac ~N
. . | Favorites $ Search Current Mailbox £ Current mailbox ¥
Like many comparable desktop email ! B e O -
services, Outlook desktop application , o}
allows you to sign into your email ” Fosiegaiion horled SONS o ‘
o if
address(es) in order to manage and == =)
. Drafts
store your email from your desktop. LE Ofce3ss Message Cente _—— \3
Deleted Items =
]l Archive . » 4 Last Week It
OUtIOOk We b\onllne VerSIon Can be 'i‘ i:::’:::‘lcn iz %ﬁiﬁiﬁmoﬂgemgmw 0!-0I-2020! /l\ |
accessed from ma i n I Outbor Work Balkamly Together Welcome to the | \l/
H . H W Soearch Folders
page by clicking on the Outlook icon. [ |i
i Groups
] =
How toTutoral N Mail Calendar People Tasks -
ow to Tutorial- : n

[ A0 {oklers are up 1o dste Undating address books _ Connected to: Microsoft Exchange (1L 1 E[E -
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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-
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Start taking notes!

Tap or click here to create a new
notebook. You can also open one of
your existing notebooks from the
notebook list.



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

How-to Tutorials

Microsoft 365 basics video training icrosoft 365 Ta i -

"o R
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Quick start Get started Create and save Share and collaborate
-

Work with Microsoft Work from ariywhere Cool Microsoft 365

Teams features

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

