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			Getting Started with Office

		

		
			Office 365, is a subscription-based version of Microsoft Office Applications such as Word, Excel, PowerPoint, Access, Outlook, and OneNote. This means you pay a monthly or annual subscription that allows you to download and use the Office applications.

			Unlike any of the traditional Office suites such as Office 2016 or 2019, Office 365 allows you to install Office applications on up to five different computers. It includes some additional features, such as Office on Demand, 15GB - 1TB of additional online storage space through OneDrive, and the option to install Office on Mac computers and tablets.

			Office 365 subscription guarantees that you’ll be able to upgrade to the latest version of Office whenever it’s available at no additional cost.

		

	
		
			Office Packages

			There are a number of different options and packages available depending on what your needs are.

			Office 365 Home - can be installed on 5 PCs or Macs plus up to 5  mobile devices. This package is aimed at home users with more than one computer. The package includes Word, Excel, PowerPoint, Outlook, OneNote, Access and Publisher. Also comes with 1TB of OneDrive space for each user.

			Office 365 Personal - Has pretty much the same as Office 365 Home, except you can only install it on 1 PC or Mac and 1 Mobile device.

			Office Home & Student - can be installed on one PC only and includes, Word, Excel, PowerPoint and OneNote. This is a one off payment rather than a subscription.

			Here is a comparison summary according to Microsoft’s website.

			[image: ]

			To help you decide, take some time to think about the features that are most important to you and how they fit into your budget. 

			Below are some questions you may want to ask yourself:

			
					If you just need Word, Excel, and PowerPoint - the core Office applications, it may be best to buy Office Home & Student, since it’s the cheapest option over the long term. This one is a one off payment, so it is unlikely you would get any of the updates in the future, but can only be installed on one machine.

					If you need the more advanced applications such as Access, Publisher, Outlook Email, or OneDrive storage, then Office 365 Personal is a good option, but can only be installed on one machine. Also comes with 1TB of space on OneDrive.

					If you need to install Office on more than one computer. If your household has several computers, Office 365 Home subscription is a good option. You can install the Office Suite on up to 5 PCs or Macs and 5 mobile devices such as iPads, kindles, iPhones etc. Also comes with 1TB of space on OneDrive.

					Will I do a lot of editing on the go? If you use public computers at libraries or business centres, or on your iPad, while travelling on the train for example, Office 365 Home may be your best option, since it includes the Office Apps for mobile devices, Office on Demand and Web based versions of the Office applications. Note that these online versions are cut down versions of the full app, meaning they only contain the basic editing tools for each application.

			

			Business users have different services available to them.

			[image: ]

			Students & teachers can get discounts and free versions for either themselves with Microsoft Education.

			www.microsoft.com/education

		

	
		
			What is the Cloud?

			Cloud computing is about running applications over the Internet and being able to access your files from wherever you may be; at your desk, on a train, in a coffee shop, airport and so on, using a variety of different devices. These could be laptops, desktops, macs, mobile phones or tablets.

			[image: ]

			Microsoft Office 365 is an example of a cloud service and utilises cloud computing for storage, allowing you can run applications such as Word, Excel, PowerPoint, and OneNote over the internet.

			Some other major examples are Google Drive and Apple iCloud.

			When you run programs from the hard drive on your computer, it’s called local storage. Everything is stored on your computer.

			With cloud computing, you access your data and run your applications over the Internet. 

			These applications, services and data are stored on large server farms and are managed by the cloud service.

			[image: ]

			Your OneDrive files are stored on a server in this server farm rather than locally on your computer. 

			In the photograph above, there can be about 20 or more servers stacked up in each cabinet and hundreds of cabinets filling entire rooms serving millions of people who subscribe to the service.

			The advantage is, you can log in and access your files anywhere on the internet and your files are backed up by the cloud service, so should your computer fail, your files will still be on your OneDrive.

		

	
		
			Purchasing Office Online

			First open your web browser and go to Microsoft Office website

			products.office.com

			In this example we are purchasing the home version. If you want to download a different version change it by clicking ‘products’  on the red bar at the top and select the version from the drop down box. The procedure is the same.

			From the home page select ‘For Home’.

			[image: ]

			You can either pay a monthly subscription or pay an annual cost. Choose depending on your budget. If you want to pay monthly, click ‘or buy for £$ a month’. In this example I’m going to pay the annual fee, so click ‘buy now’ in the Office 365 Home column.

			[image: ]

			Paying monthly will spread the cost over the year rather than paying one lump sum.

			Check the amount then click ‘next’.

			[image: ]

			Once you have done that you will be prompted to sign in with your Microsoft account.

			If you are using Windows 8 or 10 you will probably already have a Microsoft account that you created when you set up your machine. This is usually the username/email and password you used to sign into Windows.

			If so enter these details into the screen below.

			[image: ]

			If this is not the case then you can quickly create one. See ‘create a microsoft account’ later in this chapter.

			You will be prompted to enter your payment details. If you have purchased from the Microsoft store before, then you can choose to pay with an existing card or you can add a different card number.

			[image: ]

			Enter your information in all the fields, then click ‘next’ at the bottom of the screen. 

			Click ‘buy now’ to confirm your order.

		

	
		
			Downloading Office Suite

			You can download Microsoft Office from the Microsoft’s website. Open your web browser on the machine you want to install Office and navigate to...

			office.com

			Click ‘Sign in’ on the top right of your screen and enter your Microsoft Account email address and password.

			Click ‘install office’ on the top right of the screen.

			[image: ]

			Scroll down to ‘install office on all your computers’. Click ‘install office’.

			[image: ]

			Click ‘other options’ and select the 64bit version.

			[image: ]

			Click ‘run’ when prompted by your browser.

			[image: ]The Office installer will run and begin downloading the necessary files to install Office on your computer.

			This can take a while to complete depending on the speed of your computer and your internet connection.

			The Installer will run once it has finished downloading. You may need to enter your computer’s password you used to log into Windows. 

			[image: ]Once Office is installed, click ‘close’

			[image: ]

			You will be able to find your Office Apps installed on your start menu. You may have to scroll down the list of apps on the left hand side,  if you don’t see the tiles or shortcuts on your start menu.

			If this is your own computer then you can skip the next step.

			If this is not your computer and belongs to someone else in the family, open up an office application such as Microsoft Word.

			From the screen that appears, select ‘account’ from the bottom left..

			[image: ]

			In the main window, Click on ‘sign out’. This will sign out of your account.

			Now you can allow another person to sign in using their own Microsoft Account, rather than using yours.

			Now the other person can sign in with their Microsoft Account.

		

	
		
			Create a Microsoft Account

			To set up a Microsoft Account you need to open a new web browser. To do this, click your web browser icon on the start menu. Go to the following website

			signup.live.com

			You can use your current email address if you have one, or you can create a new one. To create a new email address, just click ‘get a new email address’.  In this example I’m going to use an existing email address.

			[image: ]

			Enter your name, country and date of birth.

			[image: ]

			Click ‘next’ to continue.

			Now go check your email. You’ll receive a message from Microsoft with a code. Enter the code into the ‘verify email’ dialog box then click ‘next’.

			[image: ]

			Enter the CAPTCHA code. If you have trouble reading the code, click ‘new’ to generate another code, or click ‘audio’ to hear the code read aloud. Click ‘next’.

			[image: ]

			Confirm your account details. Click ‘looks good’.

			[image: ]

			Once you’ve signed up, you’ll land on your Microsoft Account dashboard.

		

	
		
			Outlook Email on your iPhone

			Tap Settings > Passwords & Accounts > Add Account. 

			Tap ‘outlook’ from the account type list.

			[image: ]

			Enter your Microsoft Account email and password. Tap ‘next’ on the upper-right corner of the screen. 

			[image: ]

			The mail app will automatically detect settings for server names etc.

			If your iPhone doesn’t automatically detect the settings you can enter them manually. Use:

			Server name for IMAP and POP is outlook.office365.com 

			Server name for SMTP is smtp.office365.com. 

			Exchange ActiveSync server name is outlook.office365.com

			These settings can be used if you are using the latest version of Office 365.

			Select what information you want to synchronize or copy between your phone and your Office 356 account, eg, Mail, Contacts, and Calendar information. 

			[image: ]

			If you’re prompted to create a passcode, tap Continue and type in a numeric passcode.  If you don’t set up a passcode, you can’t view your email account on your iPhone.

		

	
		
			Outlook Email on Android

			To add your Microsoft Account Outlook email to your android phone, first open the Gmail App.

			Tap the icon on the top right of the mail window. From the slideout, tap your account at the top, then select ‘add account’.

			[image: ]

			Select ‘outlook, hotmail and live’ from the account types, then sign in with your Microsoft Account email address and password.

			[image: ]

			You’ll find your accounts on the slideout window. Just click the icon on the top left of the screen, then tap the account name at the top. You’ll see your Microsoft Account listed. Tap on it to view your email.

			[image: ]   [image: ]

		

	
		
			Setting up Outlook Desktop App

			When you start Outlook for the first time, you will be asked to enter your Microsoft Account email address and password.

			[image: ]

			In the ‘Windows Security’ dialog box, enter your Microsoft Account password.  Tick ‘remember my credentials’, then click ‘ok’.

			[image: ]

			Click ‘Next’. Microsoft Outlook will scan the email address you have entered and enter all the server and mail settings for you. Click ‘ok’ when the account setup is complete.

			[image: ]

		

	
		
			Office Apps for iOS

			Microsoft has released its office apps for the iPad & iPhone. You can find the apps on Microsoft’s web site using the following link

			products.office.com/mobile

			Or search for ‘microsoft office’ in the App Store on your iPad/iPhone

			[image: ]

			Tap ‘Get’ to download the apps you want to use. You may be prompted to enter your Apple ID email address and password - this is different from your Microsoft Account.

			 [image: ]

			You’ll find the apps on the home screen on your iPhone/iPad.

		

	
		
			Setting up OneDrive on iOS

			You can access your files on your iPhone or iPad. To do this, you’ll need to download OneDrive from the App Store. Open the App Store on your iPhone/iPad.

			Type OneDrive into the search field on the top right of the App Store.

			[image: ]

			You will need an Apple ID to download the apps from the App store.  Remember, your Apple ID is different from your Microsoft Account. Your Apple ID is just to access  your iPhone/iPad’s App Store.

			Open the OneDrive app on your iPhone/iPad and sign in with your Microsoft Account email address and password.

			[image: ]

		

	
		
			Office Apps for Android

			Microsoft has released its office apps for your android device. You can find the apps on Microsoft’s web site using the following link

			products.office.com/mobile

			Or search for ‘microsoft office’ in the Play Store on your android device.

			[image: ]

			Tap on each of the apps you want to use, then on the screen that appears, tap ‘install’. You may be prompted to enter your GMail email address and password - this is different from your Microsoft Account.

			[image: ]

			You’ll find the apps on the home screen on your device.

		

	
		
			Using Office on the Web

		

		
			Office 365 has a wealth of online applications. You can use office through your web browser using web apps, or you can stream live versions of office applications using office on demand.

			You can synchronise all your files and keep them in the cloud using OneDrive, so you can access your files wherever you go. This is a useful feature, for example, if you have Office installed on your machine at work/college, you can synchronise all your files with your computer at home, or a tablet/phone when you’re out and about.

			You can also get your files on your iPad, iPhone, or Android based tablet. Access them on any PC, laptop or net-book computer.

			You can also run your favourite Office Apps over the internet using a web browser.

			Lets begin by taking a look at Microsoft Office web apps.

		

	
		
			Web Apps

			With your Office 365 subscription, you can access your favourite Office applications such as Word, Excel, PowerPoint or Outlook through your web browser. This can be useful if you need to edit a document or perhaps give a PowerPoint presentation on a computer that doesn’t have Office installed, or the same version of Office.

			Open your web browser and navigate to

			www.office.com

			Click ‘sign in’ on the top right corner and enter your Microsoft account details.

			[image: ]

			From here you can open Word, Outlook Email, OneNote, PowerPoint, see your Outlook Calendar, open Excel or your OneDrive. You can use these applications in the same way you would your ordinary Office applications.

			[image: ]

			Your recently opened documents are listed down the bottom half of the screen.

			The web apps are integrated into OneDrive and open automatically when you select documents, Excel spreadsheets, or PowerPoint presentations.

		

	
		
			Word

			You can access Word through a web browser. If you are already signed into your account click on the icon for Word. Or go to word.office.com

			[image: ]

			Here you can select a recently opened document, create a new blank document or use a template.

			[image: ]

			Select a document to open or select a template. You’ll be able to use Word as normal, see chapter 3.

			[image: ]

			You can choose between a simplified ribbon and the full ribbon. The simplified ribbon is good for small devices, such as tablets or phones, but if you are using a PC or laptop, change this to full ribbon using the ‘simplified ribbon’ slider on the top right.

		

	
		
			Excel

			You can access Excel through a web browser. If you are already signed into your account click on the icon for Excel. Or go to excel.office.com

			[image: ]

			Here you can select a recently opened workbook, create a new blank workbook or use a template.

			[image: ]

			Select a workbook to open or select a template. You’ll be able to use Excel as normal, see chapter 4.

			[image: ]

		

	
		
			PowerPoint

			You can access PowerPoint through a web browser. If you are already signed into your account click on the icon for PowerPoint. Or go to powerpoint.office.com

			[image: ]

			Here you can select a recently opened presentation, create a new blank presentation or use a template.

			[image: ]

			Select a presentation to open or select a template. You’ll be able to use PowerPoint as normal, see chapter 5.

			[image: ]

			You can choose between a simplified ribbon and the full ribbon. The simplified ribbon is good for small devices, such as tablets or phones, but if you are using a PC or laptop, change this to full ribbon using the ‘simplified ribbon’ slider on the top right.

		

	
		
			Mail

			You can access your mail through a web browser. If you are already signed into your account click on the icon for mail

			[image: ]

			If not open your web browser and navigate to

			outlook.com

			Sign in with your Microsoft Account email address and password. Once you’ve signed in, you’ll see your main screen.

			[image: ]

			The screen is divided into three panes. The first pane on the left lists all the folders in your email account. The middle pane displays the contents of the folder you’ve selected in the first pane. The pane on the right is the reading pane, and displays the contents of the email message you’ve selected in the middle pane.

		

	
		
			Calendar

			You can access your calendar through a web browser. If you are already signed into your account click on the icon for calendar. Or open your web browser and navigate to calendar.live.com

			[image: ]

			Once you’ve signed in, you’ll see your main screen.

			[image: ]

			Double click on a day to add an event. Fill in the fields with the appointment/event details.

			[image: ]

			Click ‘send’ or ‘save’ from the top left when you’re finished.

		

	
		
			People

			Click the people icon on your homepage or navigate to people.live.com

			The people App is equivalent to your contacts list or address book. Click on a name in your contact list down the left hand side of the screen. That person’s details will appear in the pane on the right. 

			[image: ]

			Click ‘send email’ to send a new message, or click the phone number to call the person if your device has a phone.

			To add a new contact, click ‘New’.

			[image: ]

			Fill in the person’s details, email, and phone number. If you need fields for home number, mobile/cell number then click ‘add more’ and select the field.

		

	
		
			Sway

			Sway is a presentation tool that allows you to drag and drop files such as images or online videos from social media into presentations, reports, newsletters and personal stories.

			You can either use the app on your phone/tablet or using a web browser by navigating to the following website: sway.office.com

			Once you have signed in, you’ll land on the sway home page. From here you can create new sways, open and edit sways, create sways from templates or specific topics, as well as sways from uploaded word and powerpoint documents.

			[image: ]

			To create a new sway, click ‘create new’ in the top panel. You’ll see the storyline page. This is where you add the content to your sway.

			[image: ]

			First lets add a heading. To do this click where it says ‘title your sway’. Enter a heading. In this example I’m going to enter ‘planet earth’.

			[image: ]

			Next, add a background image. To do this, click ‘background’. Click and drag an image to placeholder on the left hand side. Notice how sway has found images according to the title you entered.

			[image: ]

			Now lets add a new card. To do this, click the green + sign at the bottom. From the drop down, select the type of media you want to add: text, media (photos, videos, audio), or a group. I’m going to add some text, so select ‘text card’.

			[image: ]

			Type your text into the textbox.

			[image: ]

			Lets add a video card. Click the green ‘+’ sign on the bottom, select ‘media’, then click ‘video’.

			[image: ]

			In the top right search field, type what video you’re looking for.

			[image: ]

			From the pane on the right hand side, click and drag the video you want to the video placeholder on the video card. Add a caption to the video. Add more cards if you want to.

			From the panel on the top left of the screen, click ‘design’. 

			[image: ]

			To edit the design, click ‘styles’ on the top right.

			Select a  style template from the slideout on the right hand side.

			[image: ]

			Click ‘customise’ to edit the styles.

			[image: ]

			To view your sway, click ‘play’ on the top right. To share your sway, click ‘share’. Select facebook, twitter or linkedin if you want to post on social media. If you want to use email, click ‘get visual link’ then click ‘copy’.

			[image: ]

			Open up a new email message in outlook, click in the message body, select the ‘message’ ribbon, then select ‘paste’.

		

	
		
			OneDrive

			OneDrive is online storage you can use as your own personal online hard drive dubbed cloud storage and is part of Office 365 and Microsoft Accounts. 

			OneDrive is integrated into Windows 8.1 and 10 to allow users to save files to the cloud.

			When you create a document with one of the Web Apps, it is saved to your OneDrive. You can store other files there, too such as photos. 

			Since Web Apps and OneDrive are based in the cloud, you can access them from any device with an internet connection, at any time.

			To access your OneDrive from any computer, open your web browser and go to

			onedrive.live.com

			From here you can see all your files you have saved to your OneDrive

			[image: ]

		

	
		
			Editing Files

			Click on any document to open it in the appropriate office application. 

			[image: ]

			The document will open in a web app, allowing you to edit in your web browser. 

			[image: ]

			If you have the desktop app installed on your device, in this example Word, you can open the document in this desktop app. To do this, click ‘open in word’ on the toolbar along the top of the screen.

			[image: ]

		

	
		
			Uploading Files

			You can upload files from the computer you are using at anytime using OneDrive in your web browser.

			To do this click ‘Upload’. If you want to upload individual files, select ‘files’. If you want to upload an entire folder, select ‘folder’. For this example, I am going to upload a file, so select ‘files’.

			[image: ]

			Select the file you want to upload from the dialog box. Hold down the control key to select multiple files. Click ‘open’ when you’re done.

		

	
		
			Organising Files

			You can organise your files into directories using OneDrive. This helps to keep files together. If you move your mouse over a thumbnail of the file you want, a small check box will appear in the top right, click this box to select the file.

			[image: ]

			You will also notice along the top, new menu options will appear. These options allow you to open the file, download a copy, share with friends on Facebook, manage your files (rename, move to another folder).

			To create a new folder, right click on some empty space and from the pop up menu that appears, select ‘Create’, then click ‘Folder’.

			[image: ]

			To move files to a folder, just click and drag them over to the folder. To select multiple files, hover your mouse over a document and select the tick box on the top right of each file you want to move.

			[image: ]

			Now, click one of the selected files and drag them to the folder you want to put the files into. In this example, I’m going to drag my files into my ‘work’ folder.

			[image: ]

		

	
		
			OneDrive on your Desktop

			You will be able to access them on your PC or device from the OneDrive folder in file explorer. The file explorer icon is usually on your taskbar.

			[image: ]

			You can edit your documents, or create new documents and save them to your OneDrive. You’ll see your OneDrive folder listed on the left in file explorer. Click this folder to view your files on OneDrive.

			[image: ]

			Double clicking on any of the documents in the right hand pane will open them using the Office Apps installed on your PC. You can edit them in the usual way.

		

	
		
			Uploading Files

			You can upload files from your PC using the file explorer. Locate the file on your computer that you want to upload to your OneDrive. You’ll find files stored locally on your computer in the ‘this PC’ section on the left hand pane. In this example, the file I want to upload is stored on the desktop.

			[image: ]

			Click and drag the file to the OneDrive folder as shown in the image below.

			[image: ]

		

	
		
			Searching for Files

			If you know the names of the documents, you can use the search feature to locate them quickly.  Select the location to search in. In this example I want to search for my ‘Gideon’ files that are stored locally on my computer. So select ‘this pc’ in the left hand pane as shown below. 

			[image: ]

			Then type the name of the document in the ‘search documents’ field, circled above. This will bring up a list of all documents containing the word you typed. To add them to your OneDrive, just drag and drop the file as show below. 
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