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The following document is a guide to help all persons with an MS Teams account access the
free online version of Microsoft Office. If you are in need of any of the office programs, your
account includes free access to software. Below is an example of some of the software that
can be accessed;

Admin
Your admin web portal for
subscription management.

Dynamics 365

Break down the silos between you.

OneDrive

¥ Store, access, and share your files i

Power Apps

Build mobile and web apps with th_.

SharePoint

Share and manage content, knowl._

P ToDo

Keep track of your tasks in one pla_..

Calendar
Schedule and share meeting and e

Excel
Discover and connect to data. mo..

OneNote
Capture and organize your notes a...

Power Automate
Create workflows between your ap_..

Staff Notebook
Collaborate with faculty and staff 1.

Whiteboard
Ideate and collaborate on a freefor._.

NG
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Class Notebook

Organize your lesson plans ina di

Forms
Create surveys. quizzes. and polls .

Outlook

d  Business-cdass email through aric..

PowerPoint
Design professional presentations.

Stream
Share videos of dasses, meatings, .

Word
Bring out your best writing.

Compliance

Mest your organization's legal, reg_

Kaizala
A simple and secure mobile chat a_

People

Organize your contact info for all y—

Project

Develop project plans, assign tasks_

Sway

Create and share interactive report._.

Yammer
Connect with coworkers and dass__

Delve
Get personal insights and relevant _

Lists
Allows users 1o create. share. and T

Planner
Create plans, organize and assignt_.

Security
Goto Security

Teams
The customizable, chat-based tea

All apps
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For this guide I will be using the example of accessing Microsoft Word.



1. Go to www.office.com

2. Sign into your account using your Teams credentials
3. You should see a similar screen as shown below;

Office 365

4. Click on the Word Icon as shown above
5. Itwill open a blank document as shown below;

General notes

6. Click on the new black document to open the online word editor.
7. You should see a similar screen as shown below;

Word Document - Saved + £ Search (Alt + Q)

File Home Insert Layout References Review View
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8. You can now type and save your document to your online account.



To access documents that you previously worked on, please follow these instructions:

1. Signin into your account using your Teams credentials,
2. You should see a similar screen as shown below;

HE 0 B

New blank document General notes APA style paper

Activity

Document2

3. You can see all the documents you have worked on listed as shown in the picture above.

If you want to download documents or delete them, please follow these instructions:

1. Click on the button highlighted in the picture below;

2. You should see a similar screen as shown below;

Office 365

Apps

0._ QOutlook » OneDrive
‘Word Excel

PowerPoint | OneMNote

SharePoint | Teams

Sway Forms

m Admin

All apps =




3. Click on All apps as highlighted in the previous picture, to see all the applications available
to you. You should see a similar screen as shown below;

Office 365 apps

B Admin

¥ Calendar

m Class Notebook

Compliance

Delve

Dynamics 365

Excel

Forms

Kaizala

Lists

OneDrive

OneNote

Outlook

4. Select OneDrive as highlighted in the picture above. You should see a similar screen as
shown below;

Anil Sutherland Share Copy link Download Delete Rename
My files

Recent

My files

Shared

Recycle bin

Name Modified Modified By File size

Shared libraries e e 2 25 minutes ago Anil Sutherland 10.8 KB

5. From here you can share, download, delete, rename and perform other procedures on the
selected document.
6. Ifyou Click on Recycle bin you will see deleted documents.
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