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Microsoft Office 365 Web Guide

Microsoft 365 offers a free online web version of Microsoft Office’s suite of applications (Word, PowerPoint,
and Excel). For those that do not have the desktop applications of Microsoft Office, this is a great way to be
able to use these applications on the web. These applications will be used very frequently not only during your
studies at William Academy, but as well as after you graduate and enter the post-secondary educational portion
of your careers. A bonus is that documents saved on Microsoft 365 will be available to you on the web and
accessible from any other device that you log in to (through OneDrive cloud storage).

Below are instructions on how to first start using Microsoft 365, please contact us if you require any further

assistance!

1. Visit https://www.office.com. It should look like the following:

2 Log-in| Microsoft 365

o] www.office.com

] ; . > Q)
BE Microsoft |  Microsoft 365  Products v Resources v Templates  Support My account All Microsoft v Signin (2,

Welcome to Microsoft 365

The Microsoft 365 app (formerly Office) lets you create, share and collaborate all
in one place with your favourites apps now including Copilot.*

Sign up for the free version of Microsoft 365 >

2. Click “Sign in” on the top-right corner of the page (highlighted above) and enter your login credentials on
the following page. If you do not have an account, please register one on the login page by clicking “Create

one!”
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Email address, phone number or Skype

No account? Create one!

Can't access your account?

Next

Q Sign-in options

3. Once you have logged in, you should see the homepage of your Microsoft 365 Web account. On the left side
of the page, you should see icons for Word, PowerPoint, Excel, and OneDrive, among others.
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4. To create a new document, simply click on which type of document you want to create, and a blank
document will be opened. If you want to rename the document, click on the name of the document
(highlighted below), and you will be able to rename it.

@l Document ¢ Search for tools, help. and more (Alt + Q @ Buy Microsoft 365 52 @‘
File Home lnsert Layout References Review View Help © Comment ts || O Editing v
pﬁD Sotor Bo) e 1 Nospacing  Heading 1. Q;:wm ol £ 7
aste B T UahbXo X2 Abv e &~ = = = . Apros, 12 B Dictate | Editor | Add-ins | Designer
s] 9 x
5. To upload an existing document for you to be able to edit, you can drag and drop the document from your
computer to the office.com homepage, and it will upload the documents to your OneDrive cloud storage.
Once uploaded, you will be able to open it and begin editing. Alternatively, you can click “Upload” and
choose a file from your computer.
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If you need to submit your work on Moodle, you can download a copy of the file to your computer by
clicking on the three dots and then “download”. Your downloaded file can be used to submit on Moodle.
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7. For Word documents, you can also export files to PDF if desired. To do so, open the document, click File,
then Export:
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