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Agenda
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 MS Office 365 For Your Computer

 Subscriptions

 Basic Apps (WORD, EXCEL, POWERPOINT, OUTLOOK, ETC.)

 Cloud Storage – One Drive

 MS Office 365 on the Web - FREE

 MS 365 Mobile on your Devices - FREE

 One Drive – Access to files on your Mobile Devices

 Capture – Scan, Record, Dictate, Explain with Co-Pilot

 Co-Pilot – Access AI on your Mobile Devices

 Create – Access to Main Apps (WORD, EXCEL, PP & PDF) 

 Apps – Additional MS Apps to Download



MS Office 365

For the Computer
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Installing Microsoft 365 - Computer
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 Go to Microsoft.com

 Click Microsoft 365

microsoft.com


Yearly Subscription
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Monthly Subscription
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Basic Apps included
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Home – Cloud Storage – Manage cloud storage
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 Select Settings – Home – Manage cloud storage



MS WORD
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MS EXCEL
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All MS Office Apps – Default to One Drive
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 Word, Excel, PowerPoint, Outlook, etc.



Saving Files to Computer By Default
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 To save files to your computer by default, in any MS Office 

application, click File – Options – Save. 

 Check both as shown below:

 Specify a default location.



MS Office 365

Access on the Internet
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Web Version of Microsoft 365 
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 Go to office.com

 Login with your Microsoft Account

 Access to main MS Office Applications “Free”



MS 365 Mobile

Iphone, Ipad, Adroid
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 Search the App Store on the iPhone/iPad or Google Play 

on an Android/Tablet for “Microsoft 365”.

 Microsoft 365 Icon

Microsoft 365 Mobile Applications 
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MS 365 Options
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 OneDrive

 Capture

 CoPilot

 Create

 Apps



One Drive – Storage in the Cloud
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 Select the OneDrive option at the 

bottom of the App.

 Access to all files saved to One Drive

on your mobile device



Capture – Photos ad Videos
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 Select the Capture option at the

bottom of the app.

 The Scan function allows you to use

your devices’ camera to scan documents

and convert them into to PDFs to share.

 The Record feature allows you to record

a video.

 The Dictate function allows you to record 

voice memos.  The voice memo also comes

with speech to text function.

 The Explain with CoPilot – will identify

the contents of a captured image.



Copilot
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 Microsoft Copilot is an AI-powered digital assistant that 
helps users with tasks and activities on their devices. It's 
designed to improve productivity by integrating with 
Microsoft 365 apps and services, such as Word, Excel, 
PowerPoint, Outlook, and Teams.



Create – Access to MS Main Apps
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 WORD

 EXCEL

 POWERPOINT

 PDF



Mobile WORD
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 Click the Plus Start for a Blank

Document

 Use existing Templates



Mobile Excel

23

 Click the Plus Start for a Blank

Worksheet

 Use existing Templates



Mobile PowerPoint
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 Click the Plus Sign to start a blank

presentation

 Use existing Templates



Mobile PDF
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 Capture a photo and convert to

a PDF file

 Import a photo on your device and

convert to a PDF file

 Import a file on your device and 

convert to a PDF file

 Merge existing PDF files into one

file



Additional Applications

26

 Additional applications available

to install on your mobile device



MS 365 Mobile Applications 
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More Mobile Applications
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