Use Office apps on a computer, tablet, or phone

With Office 365, you can access even more features to create, view, or edit files. On mobile devices,
such as tablets and smartphones, your files are saved automatically to your OneDrive library. On your
computer, you can save files to your OneDrive library so that you can access them later on other
devices. Click on the Office Apps icon in the upper left corner of the Office 365 title bar to view and
access the online applications.
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Here are some tips to get started:

e On all your computer, tablet, or smartphone, use your OneDrive app to view your existing files.
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Save new files to your OneDrive library. You can use ‘drag and drop’ to upload files from your
computer or click the Upload option.
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Open a file in One Drive in an Office app (such as Word, PowerPoint, and Excel) and edit on your
device.
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Drag files here to upload

Create a new file in One Drive by clicking the New menu and select the type of file you want to create.

x

OneDrive for Bu

Docur

Create a new file

m = Word document

@ MNew [ ) o W

v [ wam fied
Em3 ﬂ PowerPoint presentation 5
Shai iber 29, 2014
OneNote notebook
ms Cop m o 18
Bl Cop 18
= B Bcel survey
B MNeh Jat a minute ago
= Racl Jt a minute ago
New folder
Bs scc Jt a minute ago
B Tasksequence error wnen imaging «ssavuut @ minute ago

Reminder - The online apps contain the most common features — they are not the full version.
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This document was created in Word Online using Office 365. The online version gives you commonly
used options but it is not the full version. Excel and PowerPoint online versions are similar - common
options but they are not the full version. You can access the online version on smart phones and tablets
as well as computers.

Files created online will save automatically to One Drive. You have the option to Save As and
download a copy.
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Download a copy of this document to your computer as a PDF file.
About

Help

Download as ODT

ME Download a copy of this document to your computer as an QDT file.

Where's the Save Button?

There's no Save button because we're automatically saving your document.




You can also Share documents. To share a Word document in Word Online click the Share link on the
title bar (shown below). Choose who you want to share it with and choose options. Click Share when
finished.
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hh\s document was created in Word Online using Office 365. The online version gives you commonly
used options but it is not the full version. Excel and PowerPoint online versions are similar - common
options but they are not the full version. You can access the online version on smart phones and tablets
as well as computers.

Share ‘Document’
B Only shared with you

Invite people
Hean Freeze, Thomas x

Get a link

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

[ Require sign-in

SHOW OPTIONS

Cencel

After sharing it with Thomas Freeze | re-opened the Share link to view and verify it is being shared with
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This is a test for sharing a document from Word Online (Office 365).

Open Document.docx

In a hurry? Use this guest link.

Follow this document to get updates in your newsfeed.



