Office 365

Login via the Employee tab in MyPortal
Choose App you want to use
Navigate to different apps with
the Servicesicon.
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Upload up to
100 files at

Invite people to view or
edit the documents
stored in OneDrive.
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Geta link to your file that
you can share with others.
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Click the option dots
next to the file name
and select Share. ===
Type in the email
address(es) of those
you want to share
with. Select whether
they can view or edit
the file.

Click Share.

Click the option dots
next to the file name
and select Get a Link.
Select the type of link
you want. (View Link —
No Sign-in Required
dllows people without
Microsoft Officeto
viewyour files online.
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Not all features

It is critical that
you quit out of

are available in
Office Online,

especially Word.
See chart below.

your browser on
classroom/
shared

computers.
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Microsoft Word has the most significant differences
between the online and desktop versions. You will
have difficulty editing documents online if they
contain certain stylistic elements (see chart). Excel
and PowerPoint have fewer differences. Always
check your files in the online version to make sure
all elements are retained before editing online.

Desktop Word Word
Version | Online | Application Dawiload the A ppo
{for tablets)
Styles X X You can download Office 365 on
Drawing Objects X X your 1_dble1 or phone and have )
Tet Boses X X real-tfime access to your OneDrive
- account. Choose Office 365 for

Insert Pictures X X X Business as the type of account
Equation Editor X when you initially log on. Use your
Charts/SmartArt X CWID@fhda.edu and MyPortal
Macros X password to log in.
Insert Comments X X X

This documentation was designed using Firefox 42. Different brow sers/versions may have slight variations.
For more detailed Office 365 documentation, visit hifp://www.deanza.edu/learmingresources/iraining
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