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Editing a Document in Office Online

Recommended browsers — Internet Explorer or

Firefox 1] Office 365
1. LOg onto OneD_rlve / Offlce 365 Sign in with your organizational account
http://portal.microsoftonline.com
[
2. Logon using username@alverno.edu and your - e

Alverno password. You will

Authentfc;ion Required u I

. c—

3. You will be required to enter the same
username and password a second time. @ Enter username and password for https://fs.emp.alverno.edu

User Marme: endjj@alvernc.ed

Password: esessssss

o ] [[canee |

4. In the Documents pane, click on the name

of the document to open it in OneDrive OneDrive @ Alverno College

Documents

(# new document or drag files here

Al file size s Find a file jo) SAVE THIS VIEW

Mame

v [
_
B=|R Test Document 3
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ﬂa Word Online | James Wend

5. The document opens in View Only Mode
FILE EDIT DOCUMENT -~ PRINT  SHARE R

This is a Test Word Online Document

6. To edit the document, click the “Edit
Document” tab. You then have the choice of
opening the document in the desktop version
of the application or editing online. We will Edit in Word
choose Edit in Word Online for this example. @ Use the full functionality of Microsoft

Word.

FILE EDIT DOCUMEMNT - PRIMT SHARE FIMG

Edit in Word Online

Make quick changes right here in
your browser,
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7. Word Online hides toolbars by default. Click the
Home button to make the formatting tools

W WQ[‘d On”ne | James Wend Test Document James Wend 4

visible temporarily. The other tabs can be FILE INSERT  PAGE LAYOUT  VIEW REVIEW .
accessed in the same manner. <n calibri (Body Ui JliEeis.s &= e
(- [ }J - — - = = A." ﬂ
pcte B I U ak x, X == == M"
. . .. . . aste are a

8. Clicking the pushpin icon in the lower right - A- A A A = e Styles = | 3

corner of the toolbar makes the toolbars visible hdo  Clipboard Font Paragraph Styles | Editing -

for the whole editing session.

This is a Test Word Online Document

LaBbCc i Find

9. To collapse the toolbar, click the /\ icon in the
lower right corner of the toolbar.

[eading 3 . Eac Replace

Editing A

Automatic Saving

mg Word On|iﬂe | James Wend Test Document

10. Office Online documents are automatically

saved to OneDrive. Look for the Saving/Saved FILE HOME INSERT PAGE LAYOUT VIEW REVIEW
text at the bottom of the window.

This is a Test Word Online Document

e First point....

| I

ABOUT 10 WORDS  ENGLISH (U.5) SAVED
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Task Screen Shot
11. Editing in Office Online gives users the option of m; Word Online | james wend Test Document

opening the document in the desktop version

. e w . . . FILE HOME  INSERT  PAGELAYOUT  VIEW  REVIEW »

of Office. Clicking “Open in Word” opens this

Word Online document in the desktop version

of Microsoft Word. This is a Test Word Online Document

+ First point....

12. To return to the document page, either select .
Close from the file menu or click on your name ms WO rd O n || ne ‘ James Wend

at the top of the webpage.

FILE HOME INSERT PAGE LAYOUT VIEW
ErTYEE 0 sl <

This link needs to be opened with an application.

Send to:

13. Select OK when asked what desktop application

Id |k I h I I Microsoft Office 2010
you would like to launch on your loca

| | Choose an Application Choose...
computer.* i
*To use this feature you must have Microsoft Office [C] Remember my choice for ms-word links.

2010 or Office 2013. :
[ QK ]) Cancel ]
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