Getting started with Office.com

Open up your Internet Browser (Google Chrome)
Type in office.com ¢« C | 1) office.com

Click Sign In

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

SetOffice

Enter your student email address
B2 Microsoft
Sign in

DEA123456@nrc.acul

Mo account? Create one!
Can't access your account?

Sign-in options

Click Next Back

Enter your Password which is made up of x-dd-mm-yyyy of your date of
birth. For e.g. if your date of birth is 15t February 1979 your password will be
x-01-02-1979

Click Sign in

The following screen should appear:
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e The icons down the left side of the screen above link to these Office 365
apps:
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OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms

App Name Explanation

Outlook Click on this program to access your college emails
One Drive Where your documents can be stored online

Word Create word processed documents using an online

version of Word

Excel Create spreadsheets using an online version of Excel
PowerPoint Create presentations using an online version of
PowerPoint

Accessing Your Online Course via Canvas
e From office.com click on the All apps icon at the bottom of the screen:
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PY SCrOII down to AII apps and CIiCk Office 365  Allapps  Tips and Tricks

Forms
Create surveys, quizzes, and polls and easi...

;ﬁ People
Organize your contact info for all your frie..

Power Bl
Create actionable, dynamic, and engaging..

o
Creste and shars interactive reports, prese...

Whiteboard

|deate and collaborate on a freeform canva...

OneDrive
Store, access, and share your files in one p.

on the Canvas icon §

PowerPoint
Design professional presentations.
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Tasks

Create and manage tasks in Outlook

Word
Bring out your best writing.

All apps
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e This will take you to your

Canvas Dashboard
where you will see all

the courses you are

enrolled on.

e Choose your course from your dashboard by clicking on the tile.



