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Setting up Microsoft 365

In order to access Microsoft 365 (Also known as Office 365), first navigate to

the website office.com and you should be met with the below screen, select
the option to sign in.

" . 7
=. Microsoft | Office Products v Resources ~  Templates Support My account t Buy now All Microsoft ~  Signin | 8

3-6

Office is becoming
Microsoft 365

The all-new Microsoft 365 lets you create, share and
collgha mmang Dlace with your favourite apps

’ ss . '

Sign up for the free version of Microsoft 365 >

You will be met with
this screen. Your Mi-

a8 Microsoft

crosoft account is your
LGFL login. Your LGFL Sign in
login is your USO login

username.311@Igflmail.net

(username.311) or
(username 881) and Mo account? Create one!l
then followed by Can't access your account?

@Lgflmail.net
Back Next

Once you've logged in, you'll be met with a Get started screen showing your
files (You may not have any yet!) and the apps you can use.
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Microsoft 365 apps
Let’s look at the apps you have access to.
Microsoft 365 £ Search g oe 2 (
n a->06 .
e

Install apps
. '%
Get started
(PN Explore apps m

- o °
You can find your apps on the .y N
left side of the screen!

This is outlook, the emailing service. You should already be
familiar with outlook, and shouldn't need to use it here. Clicking
on it will send you to your LGFL email, which is likely empty.

Word is an app that allows you to write documents. It’s good for
writing things from general notes to essays, and can even be W
used to make tutorials like this!

This is Excel, a spreadsheet software. It’s useful for organizing
X data, doing calculations on data and generally just organizing
databases.

PowerPoint is a useful app for creating slideshows and various
multi-page documents. They can be easily presented, and each
page can contain completely different information.

If you're looking for a virtual notepad, this is the app for you!
OneNote allows you to annotate directly onto the screen. You
can use audio, videos and other files within your notepad.
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Microsoft Word

Let’s look at some of Word’s features.

=<3
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Blank document General notes APA style paper MLA style paper Open house flyer Bold monogram res... Birds on a branch ye... Report Chronological CV (...

See more templat

When clicking on word, you'll be greeted by a page asking you to create a
document. All documents are in A4 paper size when created, but can be
changed later. You'll want to select a template suited to what you’'re trying
to do. The blank document is the easiest to work with, but if you're trying to
write something simple, you can select general notes. This is the same for all

apps going forward.

Opening a new document will show you an empty page and various
options. From here on you can simply click on the page and begin adding
text if all you want to do is write something down. At the top of your screen
are various tabs allowing you to do things like change text colour, change
text formatting, change fonts and more! Let’s go into a bit more detail.

es =
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Calibri (Body)

These are the main options you’ll need in word. These are also used in the
other Microsoft 365 apps, so let’s go over them from left to right.

These two options allow you to change the font of
the selected text as well as the size of the text.

Calibri (Body)

The first two options here can make the selected text
bigger or smaller. The ‘B’ can make text bold, the ‘I’
makes text italic and the ‘U’ underlines the text.

The first option here will let you highlight the selected
text a certain colour, the next option changes the text’s
colour and the last option will reset the changes made
by the other two options.

The options here let you create bullet points,
numbered lists, decrease and increase indents and
allow you to change where the text is aligned.

The other tabs (Insert, layout, etc) have labelled options, so if you can’t find
something you need on the home tab, try looking through those.

New Clicking on the ‘File’
tab will allow you to

. . e
create new files and

MNew blank document General notes APA style paper

open existing ones.
Recent You can save these
a Document.docx ﬁleS Online or in yOUl'

google drive.

These apps will automatically save your work periodically as you’re working
on it, so there is no need to save it yourself until it is finished.
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Microsoft Excel

You'll notice here that many of the options on Excel are the same as the
ones on Word, which is true across all of these apps. Make sure you've
familiarised yourself with these options, as we'll explore the more excel
specific options here. You can save files the same way as Word.
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A spreadsheet in Excel is made up of hundreds of columns and cells that can
store various data. The columns are labelled Alphabetically and Numerically
to start, but you can change the name of each column.

There’s a new row underneath the settings
- i ) _ Mmenu. This lets you do things like select
1 [Helo! | the name of the cell, change what the cell
says, and insert mathematical functions.

Al v J:  Hello!

Selecting multiple cells will create arange  zrxac v fe Hello!

selection, as shown by ‘3R x 2C" This A B c D
1 |Hello!

allows you to change the settings of
multiple boxes at once. 3

V]
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Microsoft PowerPoint

Once again, the options here are mostly the same as Word'’s. Let’s go into a
bit more detail on PowerPoint’s specifics.

s - ‘ 0 comments || 2 prosent | ~ | A Catchup . ,
e = s iwree oo Starting off, you'll

make a title slide.

You can change the
Click to add title text and add other
el tozddsubrite things like images if

necessary.
- . . t NewSlide v @ Ev [ ||cCalibrilight v 60 | A A
Clicking on ‘New Slide’ will
let you, well, add a new office theme
slide! There are multiple
options you can select for | ne
which kind of slide you'd e i E—— -] - et e
like. These are pretty self
explanatory. :
If you'd like to present your E— — o~

slide, try clicking on ‘Slide

-----------------

...........................

’ ------------------
show’.
Zlank Comtent with Caption Picture with Caption
File Home Insert Draw Design Transitions Animations Slide Show Review View Help / Editing
Aa ﬂ Ba 2 “ N2l I - - v|| & Slide Size v @ Background v f Designer

If you want a PowerPoint that will stand out, you can change the design!
This will change the background of all slides and can be done at any time.
You can also add transitions and animations. Have fun with it!
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Microsoft OneNote

It's time for everyone’s favourite notebook software, OneNote! This has
almost the exact same options as word, but there’s a little extra.

Section Name

Enter a section name:

Unlike Word, OneNote files are made up of sections (Pages). You can create
as many sections as you like covering as many topics as you like.

= Title goes here

jo, ' Test Title goes here Wednesday, lanuary 18, 2023 10:51 AM

Text and other media goes here

Each section of your notebook will have a different time assigned to it, and
you’ll be able to add a title to your section.

B Test v
[ e B cony To create a new section, or edit sections, right
B Paste click the current section you're on. You can use
N ; 2”:; ‘+ Page’ to create a new page, delete pages
T page using ‘X Delete Page’ and share a specific page

with someone.

I'Ej Show Versions
€23 Copy Link to this Page

Dﬂ Open in new tab
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= Microsof ft 365 0 Search 2 & 7
’ 0- o The Office app is becoming the new Microsoft 365 app. your home to find, create, and share your content and ideas. Learn more
<<<<<
i) Welcome to Microsoft 365 Install apps
1y Conter
8 . I&
Aeps Get started
& |
Cutnk 1
viors .
Quick access
excal X O Recently opened 88 Shared % Favourites T Upload = = 88
oot @ Test! 8m ago
OneNote. @ Presentation 17m ago /7 You edited this
Book 17m ago £ You edited this
.-.E Documen t 45m ago £ You edited this

See all My Content —

Once you've created (or opened) some files, your home page will start
storing the most recent for quick access. You can also click ‘My content’on
the left to see all files you have opened and saved on Microsoft 365. If
you've lost a file, it's worthwhile to look through this page as you can search
by keywords.

P My content All Filter by keyword = Filter
My Contan:
® @ Al
g Modified Owner Activity
® Recently opened
c?m 82 Shared
¥ Favourites 24m ago vedgar.311 £ You edited this
Word
‘ Browseby | gey Book o mago £ Yo
el
& People
[+ 51m ago vedgar311 £ You edited this
Powsrpoint Mestings
L I —
& Cloud files
3 Local files
2 Attachments

This should be enough for you to start e @ @ @

using Microsoft 365 like a pro! If you have

. . . Help X
any more specific questions, Microsoft

365 has a great feature that allows you to ¢y O Searchhelp

search frequently asked questions. Look
for a question mark button across any Featured help

apps/the home page. Install Microsoft 365
Where's my app?

Collaborate with Microsoft 365

Give Microseft 365 a try



