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Office 365: The Basics
Introduction

Office 365 is a package of productivity software and related services that are available over the internet (cloud-
based services). Included is the full Microsoft Suite, OneDrive for Business, Skype for Business, OneNote,
SharePoint and other services.

Signing in

The Towson University Office 365 portal is the gateway to access the Microsoft online web apps as well as your
personal OneDrive (cloud storage).

1. Open your preferred web browser and navigate to office.towson.edu.

2. Type your full Towson University email address and password in the appropriate fields and then click the Sign
in button.

T TOWSON
UNIVERSITY

Log in with your Towson University
E-mail Address or NetlD (Username):

ozjifal

Forgot Password Manage My NetiD

Figure 1

Note: you may need to confirm your identity through Duo. Once confirmed, you will be taken to the Towson
University Office 365 landing page.

Good morning, James Install Office
Recommended >
Caravello, Cyndi K. edited this Mishra, Shreeyam® edited this Adams, Wilson* + 1 other edite Merino, David A. « 8 others ed
7 s a9 7 Fiasoz am Z iz Z o
® g T e
Services o et 13 T—
" — = —
L L | o u -
a 2020-project-list Students Work Schedule 12-23-20 cftwxt02-webex-teams-reference-gu... Concurrent Session Jan Con Support
tusharepoint com » tu.sharepoint.com tu sharepoint com tu-my.sharepoint.com
®» Al Myrecent Shared Favorites Type to filter list Y T Upload
;’ D Name Modified Shared by Activity
o | 2020-project-list Ao A ,  Caravello, editd this
Figure 2
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Installing the Office Apps

Office 365 gives users the ability to install the Office apps on up to five devices. These devices can be either PC
or Mac. This should not be used for university-owned faculty/staff machines.

1. In the Office 365 landing page, click on the Install Office apps button and then select the Office 365 option.
The website will provide you with the appropriate version of Microsoft Office for your operating system.

Ig&gnsgrr: Ofﬁce 365 /C) —_ _

Good afternoon, Wilson Install Office
@ Office 365 apps
Recommended 4 Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.
Koot, Christian sent this NJ Caravello, Cyndi K. sent this a Caravello, Cyndi K. sent this Other install options
Jan 18 Jan 28 ¥ Jan28
I' ° % Select a different language or install other
apps available with your subscription.
= = m
Figure 3

2. An install file will download, launch the file to begin installation. Follow the install wizard to complete this
process.

Changing the Office 365 Theme

Office 365 gives users the ability to customize their theme.
1. Click on the gear icon in the upper right corner. The Settings drop-down menu will appear.

Figure 4

2. On the settings drop-down menu, you will see some of the most popular themes that you can select from. To
view more themes click on the View all option. More themes will appear

Settings X

Themes

Office ';-._//
"
7 # | ‘
W R
7 L0

View all

Figure 5
3. Select your desired theme from the list and it will be applied automatically.
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Adding or Changing Your Picture

Through Office 365, you can add your picture, so it will appear in Outlook and while using Skype for Business.

1. On the Office 365 landing page, click the My account icon. This will either be your image or initials in the
top-right corner of your screen.

Figure 6

2. Inthe My accounts pane, click on the image or initials to change the photo. The Change your photo

window will appear.

My account

Ajifa, Oluwabori*

My profile

My account

Sign out

oajifal @students.towson.edu

Figure 7

3. In the Change your photo window, click the Choose File button.

Choose File 1 Nao file chosen

Use the s to cha - remove your photo

Figure 8

4. In the Open window, navigate to and select the image you wish to use and then click the Open button.

¢ Open
— v 4 [&] » ThisPC » Pictures »
Organize + Mew folder

4 Downloads &

_nJpPg

o

| Documents

| Pictures

e Creative Cloud Fil

-

v O Search Pictures

]
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Ps

X
2
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-

OneDrive sharepoint-icon- show hidden training survey tsuniversal.,jpg
png icons,jpg campus-map-flat
3 This PC tened.jpg
[ Desktop
| Documents
J Downloads
J’! Music
= Pictures wookiejpg x-office-docume
[ RV N nt.png o
File name: | wookiejpg v| Image Files ~
Figure 9

5. Click the Save button.

Figure 10

Cancel
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Launching an App

Office 365 has many online apps that will allow you to work on your files in the cloud. Some of these apps include
Microsoft Word, Excel, and PowerPoint. You can launch these apps in one of two ways:

1. From the landing page, click the icon of the app you wish to launch. If you are not on the landing page, click
the Office 365 home button on the top of the screen.

App Launcher

™~ I Home

@ Create

E' Word

X Excel

It PowerPoint
0 ™ Outlook Web App
- OneDrive
oy OneNote
5& SharePoint
N Sway

E All Apps




Office 365: The Basics

2. If you do not see the app you are looking for on the landing page, Use the App Launcher icon on the top-
left corner of the screen to find more apps. Simply click on it and a window will appear.

Figure 11

Note: To see all the Office 365 apps available, select All apps

TOWSON
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m PowerPoint
& 5harePoint

All apps

Office 365

.. OneDrive

I’ Excel
ml OneNote

@ Sway

>

Figure 12

Using the Online Apps

Office 365

The Online apps are scaled-down versions of the full Office suite. Please note that not all features will be
available in the online versions of the applications.

Word Online

1. From the Office 365 landing page, click on the Word icon.

2. Click on either New blank document, a template or a file listed under the Recent heading.

+

New blank document

General notes

APA style paper

New documents saved

— "]
EVENT
Nawee | ™

=: iy

LN

MLA style paper Open house flyer

to: @ OneDrive Hide templates

Bold monogram resume

More templates —>

Figure 13
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3. The file can now be edited in the Word Online app. There is no need to save the file as the file will
automatically save to your OneDrive.

4. To rename the document, click on the title at the top-left of the screen and type the new file name. Press the
Enter key.

Word Document - Saved ~

File Name

‘Document docx

Location

D Adams, Wilson* > Documents

@ Version History

Figure 14

Note: Some documents will open in view mode. To edit these documents in Word Online, click the Edit
Document button in the ribbon and then click Edit in Browser.

Ajifa, Oluwabon™

de # Edit Document ~ Eﬂ Print :q_ Share "
Edit in Word
Use the full functionality of Microsoft
Waord,
ﬁ Edit in Browser
S Make quick changes right here using
Word,
Figure 15
PowerPoint Online

1. From the Office 365 landing page, click on the PowerPoint icon.

2. Click on either New blank presentation, a template or a file listed under the Recent heading.

NS New presentations saved to: @ CneDrive Hide themes
MAKER GALLERY | o
DESIGN FUTURE CELESTIAL DESIGN

New blank presentation Maker Gallery design Future Celestial design Travel Crop design Financial Parcel design

More themes >

Figure 16

3. The file can now be edited in the PowerPoint Online app. There is no need to save the file as the file will
automatically save to your OneDrive.
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4. To rename the presentation, click on the title at the top-left of the screen and type the new file hame. Press
the Enter key.

PowerPoint Presentation - Saved

File Name

presentatior

Location

D Adams, Wilson* * Documents

@ Version History

Figure 17

Presenting a PowerPoint from a Web Browser

Microsoft provides users the option to run a PowerPoint presentation from the web browser. This means that you
can make a presentation on a machine that does not have PowerPoint installed.

Note: To use this effectively, the file must be saved on your OneDrive.
1. From the Office 365 landing page, click the PowerPoint icon.
2. Open the PowerPoint presentation you wish to run.

3. Click the Slide Show tab in the ribbon and then click the From Beginning icon in the Start Slide Show
group.

PowerPoint Presentation - Saved ~

File Home Insert Draw Design Transitions Animations Slide Show

@ From Beginning From Current Slide Present Live v Always Use Subtitles v

Figure 18
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Excel Online
1. From the Office 365 landing page, click the Excel icon.

2. Click on either New blank workbook, a file listed beneath the Recent heading, a template to find your file.

New ew workbooks saved to: @ OneDrive

More templates >

Figure 19

3. You can also find your file via the More in OneDrive link at the bottom of the page.

|I\-'10re in OneDrive >|

M Feedback

4. If you are opening a file from OneDrive, you may have to click the Edit Workbook button and then click
Edit in Browser.

| # Edit Workbook - | Er! Print ‘_.q. Share -

Edit in Excel
X
. Use the full functionality of Microsoft

Excel,

Figure 20

Edit in Browser

Make quick changes right here using
Excel Online.

Figure 21

5. The file can now be edited in the Excel Online app. There is no need to save the file as the file will
automatically save to your OneDrive.

10
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6. To rename the workbook, click on the title at the top-left of the page, type the new file name and then press
the Enter key.

=t Excel Book - Saved v

File Mame

‘ Book lsx

Location

E‘ Adams, Wilson* > Documents

@ Version History

Figure 22

Saving a Local Copy

There will be times when you are working on a file in the cloud, but wish to have a copy saved to your local
machine as well. The process to save a local copy is the same for Word Online, Excel Online and PowerPoint
Online.

1. If you are not already editing the document, click the Edit in Browser button in the Edit Document drop-
down menu.

/ EditWorkbook~ | &9 print & share -
al

Edit in Excel
X
. Use the full functionality of Microsoft

Excel.

EE! Edit in Browser
Make quick changes right here using

Excel Online.

Figure 23
2. Click the File tab in the ribbon.

Excel Online Koenig, Don 5. » Documents

FILE HOME INSERT DATA REVIEW VIEW \

e b At

Figure 24
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3. Click Save As and then click the Download a Copy button.

Save As
Save a copy online.
Save As

Rename

Rename this workbook.

Print

Share

Download a Copy

Download a copy to your computer.

About

Help

Download as ODS

Download a copy of this workbook to your computer as an ODS file.

BB &l

Figure 25
4. The file will save to your downloads folder.

Closing an App

When working on a document in one of the Microsoft Online apps, the file will automatically save. To close the
app when you are finished working, simply close the tab in your internet browser.

ﬂ Microsoft Excel Cnline x ﬂ testform6 E +

(& @ https://tu-my.sharepoint.com/:/r/personal/oajifal_students_towg

0 Excel Online Ajifa, Oluwabori* > Documents

Figure 26
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Outlook Web App

The Outlook web app creates a user experience similar to the local version of Outlook.

Checking Mail

1. From the Office 365 landing page, click on the Outlook icon.
2. The Outlook web app will open in a new tab.

= New message i] Delete =T Archive () Junk ~ < Sweep 51 Moveto ~ < Categorize » (9 Snooz
> Favorites ) Inbox * Filter TU announces plans for full in-person re
—~  The Towerlight ~ Some content in this ge has been blocked
vy L) N R _ s trust content from FRp— m
Folders " TU announces plans for f.. 8:30 AM e 'e
Towerlight Today is The Towerlight's dail...
[ Inbox
° TU Today
bz Drafts Daily News and Announc.. 7:58 AM
February 16, 2021 TU Today
B Sent ltems
TUS Health S : Towerlight Today is The Towerlight's daily emsil publ;
U Student Health Services
[l  Deleted ltems 338 ° Complete a QuickScan if .. 5:03 AM
. Dear Wilson, Will you be on campus tod
& Junk Email
Figure 27

3. To return to Office 365, use the app launcher or close the browser tab.

Outlook Calendar

1. Click the Calendar icon in the lower-left corner of your Outlook web app screen.

= e

Figure 28

2. The calendar will open within the same browser tab.

3. To return to Office 365, use the app launcher or close the browser tab.

Outlook People (Formerly Contacts)

1. Click the People icon in the lower-left corner of your Outlook web app screen.

E B

Figure 29

2. The People screen will appear in the same browser tab.

3. To return to Office 365, use the app launcher or close the browser tab.

13
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Outlook Tasks

1. Click on the three dots icon in the lower-left corner of your Outlook web app screen.
2. Click the To Do icon

Dear Towson UR
Conversation Hist..

Il Files el

Mew folder

%7 To Do
i

_ W' Ticket 373554
= o8 E TICKET 373554

Figure 30
3. The To Do screen will appear in the same browser tab.

4. To return to Office 365, use the app launcher or close the browser tab.

OneDrive

OneDrive is Microsoft's service for hosting files in the “cloud”. This service is available for free to everyone at
Towson University. OneDrive offers users a simple way to store, sync and share all kinds of files. Each individual
receives 1TB of storage space. This storage can be accessed from your web browser.

1. From the Office 365 landing page, click on the OneDrive icon.

2. The OneDrive file view will open in a new browser tab.

Adams, Wilson* T Upload ~ I3 Sync  #% Automate v
B3 My files
D Recent .
My files
£ Shared
=
g [EgEEbm [ Name Modified Modified By File size
Eharcciienes @ Book.xlsx 5 days ago Adams, Wilson* T.81KB
OTS Training File Share
= Document.docx 5 days ago Adams, Wilson*® 10.8 KB
@.“ Presentation.pptx 5 days ago Adams, Wilson* 2T.0KB
= Signing in with S50.docx MNovember 16, 2020 Adams, Wilson* 111 KB

Figure 31

3. To return to Office 365, use the app launcher or close the browser tab.
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SharePoint

SharePoint is a web-based program tied into Office 365 that serves as a hub for sharing information, storing files

and group collaboration.
1. From the Office 365 landing page, click on the SharePoint icon.
2. The SharePoint sites you follow will appear in a new browser tab.

TOWSON | ¢

UNIVERSITY.

= Create news post

Recent Desktop Support Team OTS Training

fou viewed 06-05-19 -

2719 - Non... 32

cg08-onenate-
s 05-07-19- Nonmmpnam tu-specific on

Computer

s sites, news, content and people anytime. anywhere,

Figure 32

3. To return to Office 365, use the app launcher or close the browser tab.

Sharing Files from an Office Desktop App

Sharing a document you have created in an Office app is easy with your OneDrive. This process is the same from

any Office app including Word, Excel and PowerPoint.
1. Click the File tab in the ribbon.

2. Select Share.

3. Click the Share with People button.

4. Click the Save to Cloud button.

Document2 - Word

Share

Share Share with People

.& Share with People Step 1: Save your document to a OneDrive location
'

Step 2: Share your document. We'll do this after you've finished saving

Save As ==
I— :
"% Email H
Save as Adobe Save to
PDF Cloud
el Send Adobe PDF for Shared
Print Commenting

Share

1~: Present Online

( Send by Instant Message

Figure 33
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5. Inthe Save As screen, double click on the OneDrive — Towson University option.

Save As

6 OneDrive - Towson University
dkoenig @towson.edu

@}, Sites - Towson University

dkoenig@towson.edu

@) SharePoint

Figure 34

6. Type in a meaningful name for your file in the text box and then click the Save button.

m WITCTOEOTO WWOTO

Email attachments 11772017 3:40 PM - Folders
OneDrive Forms 10/1/2015 12:22 AM  Folders

[ This PC s

File name: | Lorem ipsum dolor sit amet.docx

Save astype: | Word Document (*.docx)

Authors: Koenig, Don 5. Tags: Addatag Title: Add a title
[] Save Thumkbnail
A Hide Folders Tools - Save Cancel
Figure 35
Click the File tab in the ribbon.
Select Share.

Click the Share with People button. The Share pane will appear on the right side.

Share
Invite people
]

Include a message [optional)

Automatically share changes:

Adams, Wilson*®
Editing

Figure 36
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10. In the text box beneath Invite people type the names or email addresses of the people with whom you
would like to share. This text box is tied into Towson University’s active directory.

11. Select if they Can edit or Can view from the drop-down menu.
12. If desired, you may include a message.
13. Click the Share button.

For more information on Office 365, visit towson.edu/office365.

17


http://www.towson.edu/office365

	Introduction
	Signing in
	Installing the Office Apps
	Changing the Office 365 Theme
	Adding or Changing Your Picture
	Launching an App
	Using the Online Apps
	Word Online
	PowerPoint Online
	Presenting a PowerPoint from a Web Browser
	Excel Online

	Saving a Local Copy
	Closing an App
	Outlook Web App
	Checking Mail
	Outlook Calendar
	Outlook People (Formerly Contacts)

	OneDrive
	SharePoint
	Sharing Files from an Office Desktop App

