Guide to using OneDrive and Office 365 Web
Applications (Word, Excel, Powerpoint)
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STEP 1. Click the OneDrive link at the top right. You will need to select OK and allow Office 365 to setup
your OneDrive.
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STEP 2: WAIT.... it may take 3-5 minutes for your OneDrive to become active.

\
Outlook Calendar People Newsfeed SkyDrive Sites ..

[ Copiah - Lincoin Commu %/ @ SkyDrive Pro
Zome ©

€ = C B hitps//livecolin-my.sharepoint.com/pe

1] Office 365

-p

BROWSE | FiLE:

SkyDrive @ Copiah Lincoln Community College

Documents
Dismiss

NTesti002 Welcome to SkyDrive @ Copiah Lincoln Community College, the place to store, sync, and share your work. Documents are private until shared. Learn more here.

Vs @ new document ¢
Followed Documents wel  [Hedifie 2
v D ome Modfe Sharing Modif
ntest1002@st.colin.edu

Shared with Everyone

. 3mintesago 28

Recent Documents

USE OFFICE ON DEMAND

javascript

STEP 3: If you select the OneDrive option again at the top right you will see this page and you can begin

creating documents. Click +new document.
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STEP 4: Select the document type. In this example a Word document is selected.
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Decument Name [ My Assignment

STEP 5: Give the file a name.
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This is my assignment.
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STEP 6: Begin editing your document.
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STEP 7: Investigate the menus. You have the option to save the document into your OneDrive account or you
can even download to your local computer. To really take advantage of the feature of OneDrive we recommend
you install the OneDrive app on your mobile device and even install the OneDrivePro application on your
desktop device. You can synchronize files from the cloud to your local device. You can create Folder to
organize your files by classes or other way as you need. Another great app to explore is the OneNote
application. You may find it very useful for organizing your class notes.



