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Introducing

Microsoft 365

This chapter discusses the
latest version of Microsoft
365 and its associated apps
and services. It identifies
the range of editions and
outlines requirements for
installation. Also covered
are: Ribbon technology;
the process of starting
apps; features used by the
Microsoft 365 productivity
apps such as Save

and AutoSave;

Microsoft 365 document
types; and compatibility
with older versions of

Microsoft apps.
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Microsoft 365

Microsoft 365 is a suite of productivity apps and services that
share common features and approaches. There are several versions
of Microsoft 365, on subscription. These include:
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& ® For individuals
| ® For business
Microsoft 365 replaces
what was previously ® For enterprise

known as Office 365
and the apps within it,
principally Word, Excel,
and PowerPoint. In
some areas of Windows
there may also still be
references to these
items as Office apps,
but they are now part
of the Microsoft 365

® For education

To find the right version for you, go to the Microsoft website at
microsoft.com/microsoft-365 to view the options.
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Your productivity, supercharged
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For details about

downloading and

installing Microsoft 365,

see page 13. Click on the For individuals, For business, For
enterprise, or For education buttons to view options for
each category.
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Microsoft 365.
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...contd

Elements of Microsoft 365

Microsoft 365 has developed considerably over the years.
Originally Office for Windows and then Office 365, it started life
as a range of productivity apps for computers with the Windows
operating system — primarily Word, Excel, and PowerPoint.

These apps are still a significant part of Microsoft 365 but it Microsoft 365 is a
has expanded considerably, not only in the range of apps that subscription service that
it includes, but also with its evolution to a cloud-based system is purchased online.

The included apps and
services are downloaded
from the Microsoft 365
website, and they are
updated from here too,
when required.

of apps and services that can be accessed on a variety of linked
devices using the same Microsoft Account, and online through
Microsoft’s online services.

Some of the elements of Microsoft 365 are:

® Word. This was one of the original apps when Office for
Windows was released, and is still the world’s number-one
word-processing app.

® Excel. Another Office for Windows original app, this is a
powerful spreadsheet option that is also widely used.

The versatile note-taking
® PowerPoint. The third of the original trio of Office for app OneNote is also
Windows apps, PowerPoint has become synonymous with included with
business presentations. Microsoft 365.

® OneDrive. This is Microsoft’s online cloud service for storing
and sharing content, and its services bring many of the \
elements of Microsoft 365 together online.

® Copilot and M365 Copilot. The Artificial Intelligence Copilot and M365
(AI) elements of Microsoft 365, with M365 Copilot being Copilot are both
designed specifically for this purpose. new features in

Microsoft 365.
® Designer. This is a creative Al app for a range of design and

image-creation options.
® Clipchamp. Another Al app, for editing and creating video.
®

Outlook. This is the communication app that now : .
. . Microsoft Designer and
incorporates Mail, Calendar, and People (address book). Microsoft Clipchamp are

both new features in
® Teams. This is a collaboration app, used primarily for Microsoft 365.

communication and collaboration in the workplace.
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M365 Copilot is a new
feature in Microsoft 365.

..

Copilot is known as a
generative Al chatbot,
and it uses the same
technology as the widely

used ChatGPT app.

N

pot 49
Check out
Al for Seniors in
easy steps at www.
ineasysteps.com to get
a better understanding
of Al

...cont'd

Microsoft 365 embraces Al

Microsoft 365 has fully embraced the digital revolution in Al, and
it is incorporated into several elements of the ecosystem. Some
ways in which Al is used in Microsoft 365 are:

M365 Copilot. Copilot is the Microsoft Al assistant that

is included with the Windows operating system. It can be
used to answer queries, write text, create images and graphics,
write computer code, and much more. The M365 Copilot app
is an extension of this, designed specifically to be used with
Microsoft 365. It harnesses the same power of Copilot but it
also has additional features for accessing content created by
Microsoft 365 apps, accessing the apps themselves directly,
and creating a range of impressive graphical content.
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Copilot in productivity apps. The main productivity apps in
Microsoft 365 — Word, Excel, and PowerPoint — have all been
enhanced with the Al capabilities of Copilot. For instance,

in Word, a Copilot query box is available at the top of a new,
blank document.



...cont'd

Content can be created by entering a prompt into the Copilot

y g a promp 3
query box, such as creating an essay on a specific topic, and of a
certain length:

| thtaﬂﬂﬂwrdmydnutthnwhuuf.ﬂ.‘ - B e‘|

Text is created as a draft, based on the prompt.
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In Word, Excel, and PowerPoint, the Copilot panel can 9

be accessed, opening to the right of the main window, by
clicking on this icon on the Ribbon.

® Microsoft Designer and Microsoft Clipchamp. These two
Microsoft 365 apps use Al extensively to create stunning
design content and video clips.

—> Copilot

N
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When opening
PowerPoint, there is an
option on the Start
screen for creating

a presentation using
Copilot. Click on the
Create with Copilot
button to do this.
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Microsoft Designer and
Microsoft Clipchamp
are both new features
in Microsoft 365. See
Chapter 10 for more
details about Designer
and Clipchamp.
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These are the minimum
requirements. A higher-
speed processor with
additional memory will
produce faster results.

System Requirements

To use Microsoft 365, you will need at least the following
components in your computer:

® 1.6 GHz processor (32-bit or 64-bit).
® 2GB RAM memory.

® 4GB available disk space.
o

1280 x 768 or larger-
resolution monitor.

® DirectX 9 or later graphics

card.

® Any edition of Windows 11 or Windows Server 11.
Some functions will have additional requirements; for example:
® Touch-enabled monitor for controlling the system.

® Internet connection for installation, backup, and storage
(using the OneDrive functionality), and online help.

Since your computer is required to run a version of Windows 11,
the system specifications should meet and exceed the requirements
for Microsoft 365, which can be checked in Settings >
System > About on a Windows 11 computer.
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Installing Microsoft 365

All versions of Microsoft 365 are now purchased via a monthly
or yearly subscription, and are delivered by an online digital
download. Previous versions were available on DVDs, but the
emphasis is now very much on online delivery. To buy, download,
and install a version of Microsoft 365:

o Identify the required version, as
shown on page 8, and click on the =~ *#¥™
TEESRePdud

Buy now button for an annual -

BN

pot 9P

To compare the editions
of Microsoft 365, visit
microsoft.com/en-us/

Microgoft 365 Personal

subscription or the monthly

option, or the Try free for 1

month option

Click on the Accept
button to accept the
licensing agreement for

Microsoft 365 and its apps

'The installation wizard
goes through the steps
for installing

Microsoft 365, and
shows how the process is
progressing
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When the installation process m=

has been completed, you
will be notified that you are
subscribed to Microsoft 365.

Thank you for subscribing to
Microsoft 365

Click on the Get started ——

button

microsoft-365 where
you can also try or buy
products.

3

Once Microsoft 365 has
been installed, all of the
relevant apps will be
available from the Start
menu. If any items are
not available, they can
be downloaded from the
Microsoft Store.

ot B9

For more help with

the Start menu in
Windows 11, check out
Windows 11 in easy
steps and

Windows 11 for Seniors
in easy steps at
WWwWw.ineasysteps.com
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For systems with touch-
enabled monitors,
Microsoft 365 offers a
Touch Mode ribbon
with larger and more
widely spaced icons (see
page 24).

LN

ot Ue

The Ribbon interface
also provides extended
ScreenTips that can
contain text, images,
and links to more help.
The tips display as you
move the mouse pointer
over an option, and
describe the functions or
give tips. For example,
in Excel, move the
pointer over the Charts
command group on the
Insert tab.

Ribbon Technology

Whichever edition of Microsoft 365 you have, some of the main
apps they provide (Word, Excel, and PowerPoint) will all feature
the graphical user interface based on the Ribbon.
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'The Ribbon contains command buttons and icons, organized in a
set of tabs, each containing groups of commands associated with
specific functions. The purpose is to make the relevant features
more intuitive and more readily available. This allows you to
concentrate on tasks you want to perform, rather than details

of how you will carry out the activities. Some tabs appear only
when certain objects are selected. These are known as contextual
tabs, and provide functions that are specific to the selected object.
For example, when you select an inserted image, the Picture
Format tab and its command groups are displayed.
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...cont'd

Expanding Ribbon items
Some items on the Ribbon expand and contract, depending on
the size of the app window in which it is being displayed. For
instance, when viewing a Word document in this example:

0 When the Word Al £ . 8 L A n
window is relatively [ My || Groie |l Sablw: Dl Sl
narrow, the options Womsl | modre | Heading  Heading2
on the Ribbon )

COHSiSt Of a single T“_‘IE Sulititle  Subdly Pmphar  Bephors
iCOﬂ. Options for infense LA Firong Uate intence Loote

these can be accessed

from the down-

pointing arrowhead Adbinnied
below the icon; i
e.g. for the Styles

option, which reveals related options

LoapTil BurrEen DT REFTRE

P 2ol Ry,

When the

app window is
expanded, some

MNormal Mo Spacing

of the items also Styles
expand on the

Ribbon, so their options are accessible here

Live previews
With the Ribbon interface, you can immediately see the full eftect

of format options, such as fonts and styles, on your document by
simply pointing to the proposed change. For example, to see font

formatting changes:

Highlight text that you may wish to change, then select

the Home tab

Book Tite  Lin Paragraph

Heading B

]

The selected text is
temporarily altered
to show the font (or

Click the arrow next to the Font box, and move the the font size, color or
mouse pointer over fonts youd like to preview highlight) you point to.

Similarly, you can preview Text Effects,
Highlight Colors, and Font Colors
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If a group does not
display the icon shown
in the first Step 1, this
means that there are no
additional settings for
the item.

...cont'd

Group settings
Some of the groups on the Ribbon have their own settings. To
view these for individual groups:

0 Click on this icon, in the . .
bottom right-hand corner :
of the group on the Ribbon

I_u Paragraph

e Related group settings are e rox

displayed e
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Collapsing the Ribbon
'The Ribbon takes up a significant amount of window space,
especially when you have a lower-resolution display. To hide it:

o Right-click the Home tab Home  Insert  Design
and select Collapse the , Custormize the gibbon,..
Ribbon h] Callspse the Ribbon

-

9 The Quick Access Toolbar and the Tab bar will still
be displayed while the Ribbon is minimized

e 'The Ribbon reappears temporarily when you click one of
the tabs so that you can select the required command



...cont'd

Alternatively, press and release the Alt key to display
keyboard shortcuts for the tabs
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Press Alt + shortcut key (for example, Alt + H to select
Home) to display the Ribbon and shortcuts for that tab
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Customizing the Ribbon
Elements on the Ribbon can be customized so that you can
quickly access exactly what you want. To do this:

c Right-click in an empty space in
any section of the Ribbon, and select
Customize the Ribbon...

Hide Chck Access Toclbar

Custemize the Bibbon...

Collapse the Ribbon

e Click on [ T

an item 2 St

in the i St s

left-hand il ';“f‘}r . pun I

panel, and ! o e : E’,'.:""""

click on e Ii\%;:.,_“_,_., T

the Add — == sz o "

button -

to add o m—

it to the ,_':_--“"_ :

Ribbon. Sorpestmigieg

Clickon | w7 =

an item in

the left-hand panel and click on the Remove button to
remove it from the Ribbon

Hold down the Alt key
and press the keys in
sequence for a two-letter
shortcut, such as Alt +
FS (Font Size), and press
Esc to go back up a
level.

yott®

| m—
The Customize
Ribbon options in
Step 2 can also be
accessed from the File
tab in either Word, Excel

or PowerPoint, as shown
on page 19.
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The currently active item
is highlighted in the
sidebar, with a vertical
colored bar to its left.

et

Other options in the
File section include
Print, Share, Share
as Adobe PDF link,
Export, Save a
Copy, and Save as
Adobe PDF.

@ Print
|2 Share

Share as Adobe
PDF link

D) Export Save a Copy

Save as Adobe
FDF

File Section

Although the File tab is located on the Ribbon in Word, Excel,
and PowerPoint, its functionality is displayed in a separate
window, with its own range of options. To use the File section:

0 Click on the File tab on the Ribbon.
. . . & AutoSave @
This does not display an underline
(blue in the case of Word and green in File ~ Home Insert
the case of Excel) since as soon as it is
clicked, it moves to its own section

e The File options are displayed in the left-
hand sidebar. Click on the Home option
to return to the File homepage. Click on | (Y Home
the New option to create a new document.

. . O New
Click on the Open option to open an
existing document E Open
e Click on the [@ —
Info option b
oy e el - Pl s Disoismm
to access a ' = =
. o e 2 A B S aya—
range of options R
e ] [ & |
B e [
the current A
document, e ) et
bis T
such as Share ‘ e i

options and
those for protecting
the document against unwanted editing changes

Click on the Account option to view details about your
Microsoft 365 subscription

Ky 8= B Microsoft

-- P s e ——
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...cont'd

File Options

Within the File section there are also a number of general
settings, known as Options, for Word, Excel, and PowerPoint.
To access these:

Click on the File tab on the Ribbon of the

. . . El Options
respective app, and click on the Options
button in the left-
hand sidebar or, if the Mok £ Account
Options button is not E] options

visible due to the size of
the window, click More... and then Options

The
Options
categories
are
displayed
in the
left-hand =1
sidebar. i
Click on s T

a category e PRy
to view its
content in g st i
the main

panel

P s

Some of the categories are similar across all three apps,
such as General and Language, while others are more
specific to each app, such as Proofing for Word

For all three apps, there is an Enable Copilot option.
Check this On to enable the use of Copilot with the apps

Ward Optians
General

Display
Proafng

ﬁ Options for working with Copiot in Waord,

8 Enasble Capilet @

N

ot ¥P
For Excel, the Formula
and Data categories
are specific to the app.
For PowerPoint, the
General category
contains Design
Suggestions, which
can be used when
creating PowerPoint
slides.

it
o

For details about using
Copilot with Word,
Excel, and PowerPoint,
see Chapters 2, 4, and 6

respectively.
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Save a new document as
soon as it is created, to
ensure that AutoSave
is activated and that you
do not lose any work.

Save and AutoSave

Losing work that you have done on a computer, due to either

a software or hardware malfunction, can be one of the most
annoying aspects of the digital world. However, in the main
Microsoft 365 apps — Word, Excel, and PowerPoint — there is a
function that saves work automatically. This is known as AutoSave,
and it can be activated when you first save a file. To do this:

Open a new document in Word,
Excel or PowerPoint. At this point,
the AutoSave option on the QUick  pocument? - Word
Access Toolbar is displayed as

Off and the document does not have a unique name

G autosave @ o) [

e Click on this icon on the Quick Access Toolbar

Siven Then (e

e In the Save this file dialog

box, give the file a name and Maren
; o= =)
ensure that OneDrive - -
Personal is sclected as the i S
file destination. Click the Save
=N -
button
Alternatively: @ Documentl - Word
©
a Click on the File tab on the Ribbon e
and select either the Save or 5
Save As option (they both perform O New
the same function at this stage) e
9 Save the file to a OneDrive location @® Info
e s Save
e |"':" =—— 1 [JI—:} Save As

et T e - g

T - P
- e e e e I

As long as the file has been saved to a p=

OneDirive location, the AutoSave option G Autasane
will now display as On on the Quick

Access Toolbar. The document will now be saved
automatically as you work on it.



...cont'd

Save settings

There are settings for numerous areas of Microsoft 365 and its
apps, as shown on pages 18-19. Some of these settings can be
used in relation to saving documents and AutoSave, and it is very
useful to have a look at these before you start creating and saving
documents. To do this:

For a Word, Excel or PowerPoint document, access the
Options section, as shown on page 19, and click on the
Save option in the left-hand sidebar
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Make selections, as required, but ensure that the
AutoSave files stored in the Cloud by default
in Word (or Excel or PowerPoint) option is checked On

B AutoSave files stored in the Cloud by default in Werd
Save files in this format: [ Weord Decument (*doc) i

& Save futoRecover information every | 10 o | ominutes

Keep the last AytoRecovered version if | close withoul saving

Check On the Save AutoRecover information
every checkbox and select a time period, as required

s
To save files into the
cloud, as in Step 2, a
Microsoft Account is
required and OneDrive
has to be set up.

2
A Microsoft Account
can be created when
you first set up
Windows 11, whenever
an app that requires it

is first accessed, or in
Settings > Accounts.
A Microsoft Account can
be set up, for free, using
an email address and a
password.
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The main productivity
apps — Word, Excel, and
PowerPoint — are not
preceded by “Microsoft”
on the Start menu.

a Word

i Excel
g PowerPoint

pot P

You can also right-click
an app in your search
results to choose Pin to
Start (or choose Pin
to taskbar) for faster
access.

u:i';;‘
Repeat the process for
pinning apps for each
Microsoft 365 app, as
required.

Open an App

With Microsoft 365 installed under Windows 11, you can use the
Windows 11 Start menu to launch an app. For example, to view

and open Microsoft 365 apps:

0 Select the Start button to access the

Start menu and click on the All button All >

9 Scroll through the apps until you find the required
Microsoft 365 option. Click on an app to open it

ﬁ Microsoft 365 Copilot
ﬁ Microsoft Clipchamp
9 Microsoft Defender
’ Microsoft Designer

To locate an app more quickly, use the Search box on the Taskbar:

a Click in the Search box on the Taskbar

9 Begin T ol
—n Sopn  Doteewe WS Wi e Puwi B BT M =

typing
Wl i
an app ™ &
.
name; e.g. l
B t T PrwstFoanl
OwWerpoin in
powerp o i
W P s g e
(1) Bntan sy, el ey el brngs ¥ B e ma e

[ Tr—
v, Chirgratnt s shsap aecion
N i el gl R

1] B e
A =
U hontimes Berie

LT Wontmy Byt Lo}

L e ]

P meats

Click the PowerPoint desktop app entry to launch the
PowerPoint app



...cont'd

For even quicker access to the Microsoft 365 apps,
add icons to the Start menu:

Locate a Microsoft 365 app, such as PowerPoint, as
described on the previous page

Right-click the app entry and select
Pin to Start

& PowerPoint

57 Pin to Start
Maore »

T  Uninstall

You can place icons on the Taskbar for apps you use most

frequently. To do this:

Right-click the app entry
and click on More > Pin to taskbar -
.
B roverroin e, If you have a
o . / microphone enabled
= et e Sabar on your system, you
T Uninstal [® Fun as administrator can command Cop”ot
(P Open file focation to launch an app by

saying, for example,
“Hey Copilot. Start
PowerPoint”.

e Repeat this procedure for any other frequently used
Microsoft 365 apps. Your frequently used apps will now
be available by simply clicking an icon on the Taskbar

B oo " L CBDEFEES A TIED
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The main productivity
apps (Word, Excel, and
PowerPoint) open at the
Start screen with the
Recent list and various
document templates.

The Touch/Mouse
Mode button appears
by default when you
have a touch-enabled
monitor. To add it if it

is not displayed, click
the Customize Quick
Access Toolbar button
and then select Touch/
Mouse Mode. You can
then display the enlarged
Ribbon on a standard
monitor.

App Start Screen

Select an app, such as Word, to display that app’s

Start screen

[-

fx

Good marming

%%

P e W

A sy s
B L

T OE
sy Bt 1 i e L

LB TR

T shoec s
P e e S

B s o Sirrme s

9 Select Blank document to begin a new editing session

with an empty document

Click the Touch/Mouse
Mode button on the
Quick Access Toolbar
(see page 32), and then
select Mouse or Touch,
as required. This determines
the input device to be used

&~ @ = o

;ig Touch/Mouse Mode

w b Cam

o &
v | (i -

b GO

€ i | ke e T
=

[£7]& = cocumens
L Moo

Stendard nbben and caommandi.
Diptimized for use with mouse.

Touth

Meie ipace belwesn démmands.
Cptimized for use with teuch

>



'The App Window

When you start an app such as Word, Excel or PowerPoint,
the app window is displayed with a blank document named
Document1, Book1 or Presentation respectively. Using
Word as an example, parts of the app window include:

Backstage QuickAccessTooIbar Document name Search

(File tab) / /

g ”n st e e e i \ Minimize/Restore/Close
R :3:"-",'.";'.-' s 3 2%

.. R R P . Ribbon
Collapse the Ribbon

Vertical scroll area

\/

Status bar Horizontal scroll bar View buttons Zoom level
may appear here

When you have updated your document and want to save your
progress so far, click File to display the Backstage command
screen, and then select Save to name and save the document. You
can save it in your OneDrive (see page 27) or on your computer.

W T alepiial. - g | 4
Eow ® e — L From Backstage
o T i you can select Info
| B i . for details about your
e : ' o | document, New to
2 s start another document
A - —— or Open to display an
= existing document. There
are also printing and
_ _ sharing options provided.
File commands Browse the Save locations Recent folders

selected location




Using OneDrive

Cloud computing is now a mainstream part of our online
experience. This involves saving content to an online server
connected to the service that you are using — i.e. through your
Microsoft Account. You can then access this content from any
computer or mobile device using your account login details, and
also share it with other people by giving them access to your
cloud service. It can also be used to back up your files, in case they
get corrupted or damaged on your computer.
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'The cloud service with Windows 11, and also part of Microsoft
365, is known as OneDrive, and you can use it with a Microsoft

iﬁft Account. It consists of the OneDrive folder in File Explorer, the
on eD-r;e- has a OneDirive app, and the online OneDrive website. Content added
Personal Vault folder to any of the elements will be available in the others. To use them:
that has added levels
of security for storing a Click on the gy
your most sensitive and [Your name] -
important documents Personal folder t:.-:— | ool
and photos. It requires in File Explorer to = =
an extra level of security view its contents. — -

to access the Personal Alternatively click i e
, e

Vault; e.g. a PIN code on this button on

r a code that is sent - i
© oae 15 5€ the Start menu
to you via email or

text message. The

Personal Vault can be @  OneDrive
accessed from any of the
OneDrive interfaces. )
'The contents of your OneDrive folder are

displayed in File Explorer

i =
\ [R—— N o A
! . Gl ¢ M ¢ R e 51 R—p—

e :

'H“k-- - s I |
Your OneDrive folder B g .
can be pinned to the e S s
Quick access section =4 P
in File Explorer. To do resioeY BRCwmR e
this, right-click on the = . i I
OneDrive icon in File B

s

Explorer and click on o !
Pin to Quick access. Gl i




Your OneDrive

Microsoft 365 documents on your computer can be saved to your
OneDrive online storage, and, in many cases, this is the default
option when saving documents. To do this:

Select File > Save a Copy, then click the
OneDrive - Personal button

B oy e L B - 8
b S & Cogy
e L} B 3 o i - Porwmal
= L. E"?'l-r:‘_w?'_ et S sy -
D - e Tiwiem L
po wen i3
o [PPSR Pl Foii
oy L
e Confirm or  [a=- -
g [ .
amend the v 7l
document i
iR o
name, then i it
choose an - o
appropriate el o
folder gl R ——

o b Ttz fan

e Click Save to upload the document and save it
to your OneDrive folder

o To access your OneDrive from a browser, go online to
onedrive.live.com, and sign in if prompted

P - . - o

i —

ot 1P

| em—
By default, you get 5GB
of free OneDrive storage
space with Windows 11.
This is an excellent
way to back up your
important documents,
since they are stored
away from your
computer. A Microsoft
365 subscription gives
you a further 1TB of
storage (correct at the
time of printing).

g

OneDrive lets you access
and edit your documents
from any computer
where you sign in with
the same Microsoft
Account. You can also
access your OneDrive
and documents from a
web browser.




OneDrive Online

To view the contents of your OneDrive folder online, go to the
website at onedrive.live.com and sign in with your Microsoft
Account details, as shown in Step 4 on page 27.
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Your OneDrive content is the same as in your OneDrive
tolder on your computer and in the OneDrive app

i P T e a

2
If items are added to
one version of OneDrive
— e.g. the OneDrive

app — they will also

be available in other
versions too — e.g. the
online version.

& % B % % 5% % & |

“ =
e Click on the Create or

. upload button to add more

content to OneDrive online, B3 Folder
gﬁﬁ#} which will be also available
- in your OneDrive on your &) Files upload
Use the Photos and Computer g Folder upload
Files options, at the
top left-hand side of &) Werd decurnent

the OneDrive window

. : ‘
in Step 1, to view gt Excel werkbook

content relating to these @ PowerPoint presentation
categories. @ OneMote notebook
=l P g Excel survey

Text Dooument

e Click on either the
Files upload or St
Folder upload option to add £ Folder

files from your own computer
&) Files upload

Eg Folder upload



...contd

Select files as required, provided that they are not already
in your OneDrive, and click on the Open button

Q& Cpen A
5 ¥ - Dmenioem = =
=R N
= AT AR 1
. > .
- e pr— | Taraet
s b o Parseead 'I':!f—‘-'—--! ‘_% o e
Dusigoes [Vigg B3 S D 1L BN r-.-.,-.....:‘ By defau|t, local COpieS
T — 1R . .
Hoaiiuen of your OneDrive files
§ Deoumert ’ . .
D H will be stored in your
R | —_— personal folder on your
(R e Y hard drive, though you
TP ey can change the location
o bt [ g during setup.

e 'The uploaded item is placed with the relevant category
within OneDrive — i.e. Photos or Files.

Click here to view the different folders

e Click on one of the main productivity & wee socumens
options in Step 2 on the previous @ Excel workbaok
page to create content with these apps

in OneDrive — see page 30

gl PowerPomnt presentation



...cont'd

If you have a Microsoft Account and associated OneDrive,
you can use the Microsoft 365 online apps to create or access
your documents from a browser, and share files and collaborate
with other users online. To create a Word, Excel or PowerPoint
document in OneDrive online:
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Click on the Create or upload B Viord dammmnt
button as shown on page 28, and click
on one of the productivity options;
e.g. Word document, Excel
workbook or PowerPoint presentation

\ 9 A new blank document is opened for the selection (in

R this example, a Word document). Add content in the

__“:_ same way as for using the same app on your computer
Click on the Share
button in the top T
right-hand corner of LD
the window in Step 2 B s osceiw B o 1 438
to access options for ;
sharing the document.
Click on the Share
option on the menu to
access a dialog window
for emailing a link to an
email recipient.

el |
& Shars . -
e Click on the File tab on the e, homs. Newt - Lmost R

i Ribbon to view the available menu @ e s s o
options. This is a different interface = w.. )
from the one used if Word, B Oper »
Excel or PowerPoint is used on a B Shars

Windows 11 computer. Click on D Creawatopy

the Rename option to change i

the default name of the document.™>_%

The new document will also be . Rarams

available in the OneDrive folder in
File Explorer on your computer

Gl Becel waekbosk

gl PowerPoant presentation

B Mansge Acoenl

Fhare “Diocument oo™

d



OneDrive App

'The OneDrive app can be used on a computer, once it has been
downloaded from the Microsoft Store. However, since OneDrive
can be accessed directly through File Explorer, the need to use
the app on a computer is reduced. Where it really comes into

its own is when it is downloaded and used on a mobile device,
such as a smartphone, so that you can always access content in
your OneDrive wherever you are. To use the OneDrive app on a
mobile device:

0 Access and download the & T
OneDrive app from the app
store linked to your mobile device;
e.g. the Apple App Store or the
Google Play Store

g -t E

content from your computer that
has been synced with OneDrive,

L.
e 'The OneDrive app will display all & o
o
o
opening at the Home section 4

e Click on the + button to add more
content to the app, which will be

it Flew \

available in your OneDrive on your ot 1P
computer —
| S s Fome [+ ] The Photos option at
the top of the Home
Use the tabs at the top of the window can be used to

window to navigate through the
OneDrive app. Tap on the

My Files option to access all
of the available folders and open
specific items, such as an image

view all of the photos in
OneDrive, in addition to
accessing them through
the My Files option in
Step 4.

ﬁ Photos/ Files

() b ]

£ g9




Quick Access Toolbar

The Quick Access Toolbar, above the Ribbon, contains a set
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‘ of commands that are independent of the selected tab.
'Hmﬂ @ Auvtosae @orr) B D7) B~ &G =
You can right-click / / X
any command on the . .
o AutoSave/Save Undo/Repeat  Touch/Mouse  Customize Quick
Ribbon and select Add st 4 Mod A Toolb
to Quick Access ast comman ode ccess Toolbar
Toolbar. )
Click the Save button to save the current =
S RhiAGks oo contents of the document to your OneDrive or to O
Customize the Ribbon... the drive on your PC
Collapse the Ribbon
e Click Repeat to carry out the last action again or click

Undo to reverse the last action, and click again to reverse

‘ the previous actions in turn

ot B When you have pressed Undo, the Repeat 9. )
— button changes to become the Redo button,

which will re-apply in turn the actions that you 9~ ¢
have reversed

The Save As dialog will
open the first time you
press the Save button

using a shortlist of frequently referenced commands

Click More Commands... to display ] cownr. =
a full list of commands, then add and [

! R

remove entries as desired

for a new document.
o Click the Customize button to add or remove icons,

Poget

You can also click the -
File tab, then select -
Options and select e
Quick Access Toolbar M.

to display th’is/a
dialog box.

il Pons
Food Py =i ot
Eifan 75

Fogiod L




Document Types

Files you create using the apps will be Microsoft 365 documents
of various types, including:

® Word document — formatted text and graphics.
® Excel worksheet — spreadsheets and data lists.
® PowerPoint presentation — presentations and slide shows.

Each item will be a separate file. Typically, these may be saved in
your OneDrive Documents folder (or locally on your computer).

0 To review your files, open File Explorer and select your .

OneDrive Documents folder

ot 1P
T emamecl 383 apg = + -
i % O o Crabrive Bick «Penonal  »  Doourens ¢ Mcrosoft B85 apps You can Specify anothel’
3 e - 1 3 folder or sub-folder to
organize particular sets
] [ 1 1 .
IRl : : of documents.
e - |B- B @ m-
w i hagk- Persoral
spubes s | e O v -
Agar
T Estwchmaniy
i Dckiop
o Dacumanty

e 'This shows each file as a large icon plus name and
OneDrive status. For other styles, click the View tab
and select, for example, Details to show additional file

information such as date modified, type, and size it
e g . - Right-click the header
¢ % % Acmbin b Wetdwmi |t 2 et i line for Details, and
& i B e you can select other file

attributes such as Date
_ S ; | i ; created, Authors,
Rk S 0 Freafon Brrsrice -} L " ' . 7o Title, etc.

& Fudioror Doowsrose

8] deoms Basskma

] e Pt gy



File Extensions

To see file extensions that are associated with the various
document types:
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In File _— (@i e
Explorer,

e r
select the G EEEEREE
View tab, Foi Mhem check boxes
and in the [ File nanse stensions
Show/Hide = Hidden items

section of the

Ribbon, click the box labeled File

name extensions. Sclect Hidden items also, if you
want to check if there are any hidden files in your folder

9 View the contents of your OneDrive Documents folder

Mlicronolt BS s L] +

L =+ L &y Onelvs 3 Mick - Perposal 3 Docurrents 3 Maosoh 365 sppe

ST e gt D vaw

b BH ﬂi l‘.'ﬂ'
§ I Bl o B Entel o = FenerPoel W-u-d
D«lﬂhlﬂ'ﬁ Vegrkisook sl Pravertatan

Ewr

e The file extension will be shown alongside the file name,
Files saved in Microsoft whichever folder view you choose; e.g. in Details view
365 use OpenXML
formats and extensions; —
for example, .doecx and .
xIsx. Older Office files
will have file types such
as .doc and .xls.

(27 e 1 o

il Pl « Fene

Byl B it Detling ik
2 i Lot Hndboatdes 2
B bt o Prearfont Fumist oappts
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Compatibility Mode

Microsoft 365 will open documents created in previous versions of

apps; for example .doc (Word) or .xls (Excel).

0 Click the File tab and select Open, then Browse. . ‘

Choose your Documents folder then click here to
display a list of document types supported

pot 8P

You may need to

save documents in
Compatibility Mode, as
some users you wish to
share files with may not
have the latest version of
Microsoft 365.

e Choose a document type (Word 97-2003, for example)
and select a file (e.g. Microsoft 365.doc)

i amer llcopud® 0L Wl -1 Docamesin ik

e = | Owan e — m“ﬁ_
e Documents created in previous versions Compatibility Mode
(including .docx files from Word 2010) are opened in prevents the use of new
Compatibility Mode or enhanced features so

that documents can be

/ used by systems with
Microsoft 365.doc - Compatibility Mod older versions of the

apps.
References Mailings Review View



...cont'd

Convert to the latest format
If you have opened a document in Compatibility Mode, you can
convert it to the latest Microsoft 365 format.
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f \ a Select the File tab and Info, then click the Convert

button
AP =
wott 2
| m—
H Tl Microsofy 3465
Y(_)u can also click the i S A
File tab, select Save o pry ey | e | e | e amoray
As, and choose the
. P o Ty Ynar
standard Microsoft 5 ‘."*.;T.El‘.?’u_..l.:..l..:.:_.:.....+.
365 format (e.g. Word = |
B maenda

Document) to carry out
the conversion.

9 Click OK to confirm, and the file type will be amended

Meropeh Woed T »
Pan) Taur documant mill Ba upgraded T the naverrt fls ot
W Wil o gl B3 el Ehe e Beatne o Wand, Bhen sy (auie menar lpes changer B ysy prelen ik o upguese, BIRr anoi
— Corwarting Sllgs yom 15 une 0l the new (s of ®ord snd seduom thi ik of jowr Tis. Prig Sonamet will be ipleed by e
. . Oafvriad yailhd,
Converting will create a 7] 2 % ik i abai eareerin Ssmr]
file of the same name, et o Saes
but with the latest
Microsoft 365 format . .
extension To replace the original file, ©
' select File and then Save As
~ see the file extension change e
in the Word title bar to the new
.docx file type [ New
Fil:mf_!:!@ﬁ_ﬁidw. N = Dpen
Swve as bypes  Word Decurmnent ["dac)
X
fora®t Microsoft 365.docx « Saved @ Info
With Save As, you have
the option to change Save
the file name and the
location for the new || £F saveAs
document.

o To retain the original while creating a new file in the latest
Microsoft 365 format, youd select File, Save As, and
then click the Save button
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