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Log in at this link to your PHCC Office365 account — http://login.microsoftonline.com

The login screen will then appear
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http://login.microsoftonline.com/

At the right hand side of the page log in with your email address and password

] Office 365

Sign in with your organizational account

[C] Keep me signed in

Can't access your account?




This will be your home page for you Microsoft 365 account

Office 365 Home

Collaborate with Office Online

| & EH | a
Hello, Nicole. ﬂl B S
Mail Calendar Newsfeed OneDrive

|

Save your files online for
easy access

PowerPoint
Online OneNote Online

Get schoolwork done across your devices
with 1 T8 of free online storage

Use OneDrive for free

Install Office on more devices

On a PC or Mac: Install

Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

In the center of the page, Click on OneDrive. This will be where all of your documents are created and
stored.

Collaborate with Office Online
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Calendar Mewsfeed

OneDrive
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Delve Word Online Excel Online

PowerPoint
Online OneMNote Online




This brings up your OneDrive Home Page

P

Documents
Recent
Shared with me
Followed

Site folders

Recycle bin

Vv Groups

OneDrive @ Pennsylvania Highlands Community College

Documents

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

@ New i Upload ,’v" Sync v

v D




Creating a New Document on Desktop

(The directions in the following sections can be used with any type of documents you create)

Log into your Office 365 Account (if not already logged in)

] Office 365

Sign in with your organizational account

[T Keep me signed in

Can't access your account?




In the center of the page, click on OneDrive

Collaborate with Office Online

PowerPoint
Online OneNote Online

Click on new (has a plus sign inside of a circle)

Documents

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sy

(@ 1 upload 2 sync W

W D MName Modified Sharing Maodified By

Drag files here to upload




Select which Office document you want to create — This will open your document within the internet
browser

Create a new file

ﬂ:§ Word document

ﬂ“ Excel workbook
| d
. ﬂ PFowerPoint presentation

E Excel survey

Mew folder




This will then open a blank page in the document you chose

Undo Clipboard
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Saving Documents on a Desktop

Documents will automatically save to the OneDrive

Click on your email address on the top left hand corner to return to your OneDrive Home Page

ma WD['d On“ne | phec365@ pennhighlands.edu

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW

This will then take you back to the home screen and show it is saved and in Documents

(—B MNew 1T upload 5 sync W

b D Mame Modified Sharing Modified By

M Document 2 -« About a minute ago @ Only you Micole Cloud. Mishler

Drag files here to upload




Editing a Document on a Desktop

Log into Office 365 (If not already logged in)

] Office 365

Sign in with your organizational account

[] Keep me signed in

Can't access your account?




In the center of the page, click OneDrive, this will bring up the list of all of your documents

Collaborate with Office Online

OneDrive

PowerPoint
Online OneNote Online

Click on the document you would like to edit

@ MNew T Upload £ sync v

v D Mame Modified Sharing Modified By

ME Document % «o  About a minute ago @ Only you Micole Cloud. Mishler

Drag files here to upload




You will then see your document in only a read-only format

Word Online

Nicole Cloud. Mishler Document t /# EditDocument~ &g Print @& Share

Click on the upper right hand side on Edit Document, this will bring up a drop down menu

<z Edit Docurment *> E[! Print ._.:'. Share W Comments LT

e




Click on Edit in Word Online

# Edit Document - Eﬂ Print ._.:'. Share W Comments LT

@ Edit in Word
Use the full functionality of Microsoft

Word.

E‘ Edit in Word Online
S Make quick changes right here in

your browser,

This will then open the document in Office 365 online

2

phec365@pennhighlands.cdu

@pennhighlands.cdu

PAGELAYOUT  REVIEW  VIEW  Tell mewhatyou want to do @ | OPENINWORD

FILE HOME INSERT
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Undo Clipboard Font Paragraph Styles Editing

Weleome to Penn Highlands Office 365

The document is now able to be edited



Uploading a Desktop on a Desktop

Click on Upload

Documents

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sy

@ Mew I Upload ﬂ Sync w

v D Mame Modified Sharing Modified By

Drag files here to upload

The window will then open for you to select from where you would like to upload.

, File Upload
pl

|7 » Favorites v l Search Favorites

Organize ¥

| o= = Desop iy poiois
hortcut hortcut
Bl Desktop | 450 bytes " 869 bytes

% Downloads
Dropbox Recent Places

33 Dropbox Shortcut = Shortcut
| Recent Places 1.58 KB e 363 bytes

4 Libraries
E} Documents
[ J’ Music
b (=] Pictures
> B8 Videos

48 Computer

Select your file and it will upload directly to the OneDrive.



Sharing a Document on a Desktop

Open the Document you would like to share

(—B Mew 1 Upload S Sync W

b D Mame Modified Sharing Modified By

M= Document 3 =« About a minute ago @ Only you Micale Cloud. Mishler

Drag files here to upload

Click Share in the upper right hand corner, this will open a window

# Edit Document - E[! Print ._.:'. Share W Comments LT




Enter in the email address of the person you would like to share the document with

Share ‘Document’

8 Only shared with you

Invite people i -
Il Enter names, email addresses, or 'Everyone’, =

Get a link

Shared with i . .
Include a personal message with this invitation (Optional).

Require sign-in

SHOW OPTIONS




You can unclick the Require Sign In box if the recipient does not have an Office 365 account, it will
send it to them and say they are a guest contributor

Share ‘Document’

8 Only shared with you

Invite people ) -
Il Enter names, email addresses, or 'Everyone’, Can edit :l
Get a link

Shared with

Include a personal message with this invitation (Optional).

‘ Require sign-in

SHOW OPTIONS

Cancel

This will send an email to the recipient with the document

1] Office 365

Hello,

Check out what PHCC 365 shared with you.

Open

for the best editing experience.




They can then click on the link and view/edit the document

1] Office 365

Hello,

Check out what PHCC 365 shared with you.

OpenQocumenD

Sign In for the best editing experience.

This (s @ mandatory service communication. To set your contact preferences for other communications,

click here.




Going Back to the Home Page

Once in a document, you can easily get back to the home page listing all of you documents

In the top left by the type of document you are creating (Word, Excel, Powerpoint) you will see your
log in name beside it

@3 Word Online | pHe

FILE HOME IMNSERT PAGE LAYOUT REVIEW VIEW
e i - - —
B Calibri (Body) -1 - A A B i3
Paste B I U abe x, x* &%~ A- =]
Undo Clipboard Font

Click on your log in name

This will send you back to the main page

Newsfeed OneDrive Sites «ns [SICo RIS - S 2

I:l Office 365
Search everything + P OneDrive @ Pennsylvania Highlands Community College
— . Documents

Followed Documents

— ®new Tupload @sync ¢ edit #manage < share

el v [ name Modified Sharing Modified By
Gzl B Sharedwith Everyone v« Aboutanhourago 2 [ PHCC365
Document e 16 minutes ago [ PHEC 365,

Recent Documents

We couldn't find any recently
used documents far you,

USE OFFICE ON DEMAND.

=)




Editing a Document shared with you

Click on the link that was sent to you when the document was shared with you, this will open the
document

1] Office 365

Hello,

Check out what PHCC 365 shared with you.

Openocumend

Sign In for the best editing experience.

This (s @ mandatory service communication. To set your contact preferences for other communications,

click here.

In the right hand corner, click on Edit Document

# Edit Document = Er! Print :;'_ Share B Comments wen
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Click on Edit in Word Online

‘_.;'_ Share W Comments

Erl Print

# Edit Document =

@ Edit in Word
Use the full functionality of Microsoft

Word.

E‘ Edit in Word Online
S Make quick changes right here in

your browser,

PHCC 365 ?

Share

This will open the document so you will be able to edit it

Document

OPEN IN WORD
4 Find
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Heading2  Heading3 33 Replace

Online | px

REVIEW VIEW
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Editing
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Undo Clipboard Font Paragraph Styles
[Welcome to Penn Highlands Office 365

It will show what was edited by the other people who share this document with you
In the upper right hand corner it will also let you know if the other person is on the document at the

same time as you

?

[} PHCC 365 is also editing -




Colored flags on the page will let you know where the other person has their cursor on the page

F’Jelccrme to Penn Highlands Office 365

This will be a wonderful tool to u5&.|




What You All Can Do From Main OneDrive Page

You can create a new document from clicking New and then selecting the document you would like

Documents

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sy

L D MName Modified Sharing Modified By

o~

Drag files here to upload

Create a new file
= Word document

::&'rql '-""'-'rl'f'-""-"'-'
LAl L L AL LW

B¥iE| Excel survey

Mew folder




On the left hand side of the name of each document, click on the Check Mark for more options for
each document

Documents

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sync, and share yo

]

(—B Mew P upload 5 sync 4 Share More v

v D Mame Modified Sharing Modified By

@S Document # ==s 18 minutes ago 3% Shared Micole Cloud. Mishler

Drag files here to upload

You can click More and do many tasks with the dropdown box that then appears

Documents

Welcome to CneDrive @ Pennsylvania Highlands Communi@ge. the place to store, sync, and share y,

@ MNew 1 Upload c Sync '-:) Share More v
v [ name Modified Sharing Open in Word
@5 Document % === 18 minutes ago &% Sh Open in Word Online  lishler
Drag files here to upload Download
Share
Rename
Delete
Mave or copy
Version History
Properties

Advanced 4




You can click share and enter in the email address of whomever you would want to share the

document.

Documents

(—B Mew P upload

Mame

v [0
E:ﬂ__"| Document 3¢

~a
2 sync Mc:ure v

Modified Sharing Modified By

==s 18 minutes ago 3% Shared Micole Cloud, Mishler

Drag files here to upload

Welcome to OneDrive @ Pennsylvania Highlands Community College, the place to store, sync, and share yo

Share 'Document’

8 Only shared with you

Invite people

Get a link

Enter names, email addresses, or 'Everyone’.

Can edit :

Shared with

Include a personal message with this invitation (Optional).

3

Require sign-in

HOW OPFTIONS

Cancel




Logging into Office 365 on an iPad

*If using Word and Excel they can be used in either portrait or landscape. Powerpoint can only be
used in landscape. *

Click on the desired Office 365 app you would like to use

iPad % 12:15 PM 99, (=)
.TIFHJBH\' i o
lorem it BN |
ipsum gl
Signin -
[
']
New
@ New Blank Document Brochure Business Letter
Recent
L. |
[Name]| l""—r o -l
L I Y R
& By
Open

Contemporary Resume Family Update

Octor [5600]

s @. =

Lorem Ipsum

Dosor st Amet

Flyer Invoice Personal Letter

Lorem Ipsum Dolor

Activate

Lorem Ipsum




Once opened, in the upper left hand corner tap on Sign In

iPad +

Sign in

-

Ciran

On the next screen type in your email address and hit next



Cancel SignIn

Sign in

What email address would you like to use to sign in to
Office? (if you already have an account that you use with
Office or other Microsoft services, enter it here).

ign in, your d nts and sett online

Privacy statemant

The next page should auto fill in your email as typed on the previous page, then type in your

password



< Back Sign In

Please sign in with the account provided by your work, school or
university.

Email Phcc365@pennhighlands.edu

Password |

V| Kesp me signed in

Sign In

Uncheck the Keep me signed in box

Tap signin

¢ Back Sign In

Pl=ase sign in with the account provided by your waork, school or
university,

Email Phcc385@pennhighlands.edu

Passwaord  [7ouied

+ | Kespme signed in

Sign In




{ Back Sign In

Pl=ase sign in with the account provided by your waork, school or
univarsity,

Email pheoc385@pennhighlands.edu

Passwar] resssssssssssssninsssanins -:

«* | Keep me signed in

Sign In

A screen will then appear that has all the templates for the app. Choose the one you would like
to use

2:08 PM 97 % (=)

E”j!w' -

Mew Blank Document. Brochure Business Letter

EETE a

Business Newsletter Contemporary Resume

o (000)

Flyer Invoice Personal Letter

Lorem Ipsum Dolor

Lorem Ipsum

Start using the app the same as you would Microsoft Office on the desktop



12:28 PM EELAC ]
Documenti Q 9o+
HOME INSERT LAYOUT REVIEW VIEW
Ay | Calibri 2 AL A K E | E = == = 9
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elzixflcliviieNnimMl''F?} +
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Creating a document on an iPad

After logging into the app, you will be on the home page

iPad 7 12:15 PM 999 (=)

I”l]wr 9 m:,‘-‘.
‘\erzm 4 ’4 i
ipsum. i )
Sign in I .

New Blank Document Brochure Business Letter

. b | xe 7
1Pt ) : Loy

Business Newslstter Contemporary Resume Family Update

:‘ﬁ*@ -

Lorem Ipsum
ot i et

o [6600]

Vivarus  Telus

Flyer Invoice Personal Letter

Lorem Ipsum Dolor

L=

Activate
Lorem Ipsum

Make sure New is selected on the left hand side This will show you New Blank Document and all
the templates available

Signin

Naw

C

Recent

&

Open




Tap on New Blank Document or whichever template you may want. This will load up the page
you selected.

12:28 PM 9B, (-
Documenti Q f_O_\.|.
HOME INSERT LAYOUT REVIEW VIEW
A7 | Calibri 12 AL A K = | =5 iz iz = = 9
|
Q w E R T Y U @] P
A S D F G H J K L return
2lzixfclivisnNEME'R?E »+
7123




Saving Documents on the iPad

Documents will automatically save to the OneDrive
When leaving a document for the first time, it will ask what you would like the document to be
saved as on the Save As page

Save As Cancel Save

Name: Docu mentE‘I

OneDrive — Pe...munity College
phee365&pennhighlands.edu

iPad

Add a Place

return




You can change the name of the document to whatever you would like

Delate Save As Cancel Save

Mame: Docu menta _

& OneDrive = Pe...munity College

D iPad

<+  Add aPlace

Make sure it is saved to the OneDrive and then Documents so it will be saved for you to access
later. Then tap save.

Delete Cancel

Name: Document2

OneDrive - Pe. nity College
& phee3B5@pennhic edu [__| Documents

D iPad | | Form Templates

+ Add aPlace | | Style Library




Delete Save As Cancel

Name: Document2

(j Documents Document

~ | Form Templates | Shared with Everyone

~ | Style Library




This will then take you back to the home screen and show it is saved and in the Recent Folder

iPad = 2:37 PM 95% (=)

TODAY
m-— Document2

(@ Downloaded 2:37 PM | OneDrive - Penn....ghlands Community College » Documents O

PHCC
= Document T
@ =] OneDrive - Pennsylvania Highlands Gommuniity Callage » Documents o
ey PAST WEEK
Document1 T
() Cme Pereyhais e CammariyCologa« Dcumar o o=
Recent




Opening Documents on an iPad

After signing into the app, you should be on your home page

iPad & 2:08 PM 979 [

I”!]HA|' 1 [
lorem IS
ipsum. i 3

New Blank Document Brochure Business Letter

Recent

. |

Business Newsletter Contemporary Resume Family Update

Flyer Invoice Personal Letter

N = _Lorem Ipsum Dolor
OPE

Lorem Ipsum



On the left hand side tap on Open, this will bring up your OneDrive

iPad ¥

+ 0O p

PHCC

5

New

{C]

o
°
B
3

2:46 PM

OnaDQV§ - Pe...munity College D EEEHnE
phced65@pennhighlands.edu

iPad D Form Templates

Add a Place [ ] styleLibrary




Tap on documents, and this will show you all of your created and shared documents
Tap on the document you would like to open

-
[ ] Documents 7= Document &

nm365-op@pen...ds.edu | 8/13/14

- @— Document2 I
D Form Templates =/ prCc 365 | 2:37 PM O

B Style Library Shared with Everyone

If you would like to continue to edit the document, hit edit on the orange bar that appears
across the top of the screen

2148 PM

Docurment2 [Read-Only)

INSERT LAy ouT REVIEW VIEW

(=) Server Document  This file is read-only. To madify the file, tap Edit

A

‘Welcome to Office365!




Signing out of the app on an iPad

*Every time you will no longer be using the iPad during class time, you should sign out of the
Office 365 app you are currently in*

Closing out the app by double tapping the home button and swiping the app up will
automatically sign you out if you unchecked the Keep Me Signed In box when you logged on




You can also log out on the main page by tapping your name in the upper left hand corner

This will bring up an Account window
Tap where your name appears in that window

Account

PHCC
pheclES@pennhighlands. adu

COMMECTED SERVICES

& OneDrive - Pennsylvania Highlands Co...

=da5@pennhightand

=4  Add a Service




This window will then say Sign Out

Sign Out

‘Your account will be removed from view, but we'll
finish syncing your changes and save your account
settings.

A window will ask if you are sure you want to sign out
Tap Sign Out and you will be logged out of the app

Are you sure you want to sign
out?

Your aecount will be removed from
view, but we'll finish syncing your
changes and save your account
settings.

Cancel Sign Out




