
Office 365 Workshops











What is Office 365?

✓ Cloud-based Microsoft applications

✓ Most can be used online, downloaded 

to computer, or on mobile devices

✓ For individual or group use 

✓ Sharing and co-editing capabilities

✓ Frequent updates



Office Applications Email & Calendar

File Storage Team Collaboration

Project/Task Mgt. Video & PresentationsOther



How to Access Office 365





How to Download OneDrive



How to Download OneDrive



How to Download OneDrive



How to Download OneDrive



How to Download OneDrive



How to Access OneDrive On Computer



How to Install OneDrive on Mobile Device



Questions?



OneDriveCloud-based 

File Storage 



Why use OneDrive?

✓ Access files on any Wi-Fi enabled device

✓ Edit files on any Wi-Fi enabled device

✓ 1 TB storage space

✓ Files automatically save 

✓ Share & edit files in real time

✓ Check version history



Guidelines
✓ Use the One Drive for Business (or 

One Drive – Ursinus College) app

✓ Should have a back-up or use as your 

back-up

✓ Don’t use special characters in file name



Hands-On Practice
✓ Access OneDrive online

✓ Download OneDrive to 

computer

✓ Create/save a file to OneDrive

✓ Upload a file to OneDrive



How to Access OneDrive



How to Download OneDrive



How to Download OneDrive



How to Download OneDrive



How to Download OneDrive



How to Access OneDrive On Computer



How to Create/Save a File to OneDrive



How to Create/Save a File to OneDrive



How to Create/Save a File to OneDrive



How to Access a OneDrive File Online



How to Upload a File to OneDrive



How to Install OneDrive on Mobile Device



Questions?



OneDriveBeyond the 

Basics



Hands-On Practice

✓ Create content in Office online

✓ Share a OneDrive file through 

web and desktop version

✓ Co-edit in real time

✓ Explore the mobile apps 

(optional)



Create Office File Online



Create Office File Online



Create Office File Online

Click on 

Document to 

change Title



Access New File in OneDrive



Access New File in OneDrive



Share a OneDrive File

Click the circle to 

the left of the file



Share a OneDrive File



Share a OneDrive File



Share a OneDrive File



Share a OneDrive File



Access a Shared OneDrive File



Access a Shared OneDrive File



Co-edit a OneDrive File

Click on the title of 

the document



Co-Edit a OneDrive File



Co-Edit a OneDrive File



Co-Edit a OneDrive File



How to Install OneDrive on Mobile Device



How to Install Office on Mobile Device



Questions?



OneNote

Note-taking program



Why Use OneNote?

✓ Take and share digital 

notes

✓ Store and organize notes

✓ Record audio/video 

✓ Create to-do lists



Hands-On Practice
✓ Access OneNote online and 

on computer

✓ Create a notebook

✓ Share a notebook

✓ Mobile app



How to Access OneNote (Desktop Version)



OneNote (Desktop Version)

Click anywhere to start typing



OneNote (Desktop Version)



OneNote (Desktop Version)



OneNote (Desktop Version)



Personal Example





How to Access OneNote (Web Version)



OneNote (Web Version)



OneNote (Web Version)



Share a Notebook



Questions?



Groups

Collaborative 

online 

workspace



Why use Groups?
✓ Shared email distribution list

✓ Store group emails

✓ Schedule group meetings

✓ Store group files

✓ Co-edit files in real time

✓ Take and store meeting notes

✓ Delegate and track tasks



Use Cases

✓ Departments

✓ Committees

✓ Project coordinators & teams

✓ Student groups & organizations



Guidelines
✓ Group names should be specific, appropriate, 

and reflective of the Group’s purpose

✓ Once you create a group, it will automatically 

add a UCGroup_ prefix (do not add it 

yourself)

✓ Clicking on “New Plan” in Planner will create 

a new Group automatically

✓ Be careful when deleting a group. You will 

lose everything!



Guidelines
✓ Most Groups should be private (private 

Groups still show up in the distribution list)

✓ Do NOT share confidential and sensitive 

information with external users/guests

✓ The person who creates the Group is the 

owner by default

✓ Students should contact Tech Support if 

they want a Group created



Hands-On Practice

✓ Create a group

✓ Accept an invite to a group

✓ How to access a Group

✓ Explore Group features



Create a Group



Create a Group



Create a Group



Accept Group Invite



Access a Group



Access a Group



Access a Group



Questions?



Groups

Communicating

within a Group



Hands-On Practice

✓ Email your group

✓ Create a calendar appt.

✓ Accept a calendar appt.

✓ Add note in Group 

notebook



Email a Group



Email a Group



Email a Group



Create a Calendar Appointment



Create a Calendar Appointment



Create a Calendar Appointment



Create a Calendar Appointment



Create a Calendar Appointment



Take Notes in OneNote



Take Notes in OneNote



Take Notes in OneNote



Attaching Notebook to a 
Calendar Appointment



Attaching Notebook to a 
Calendar Appointment



Attaching Notebook to a 
Calendar Appointment



Attaching Notebook to a 
Calendar Appointment



Questions?



Groups

File Sharing 

and 

Collaboration



Hands-On Practice

✓ Access SharePoint

✓ Create group files

✓ Edit group files

✓ Edit files at the same 

time



Access SharePoint



Access SharePoint



Access SharePoint



Access SharePoint



Option 2



Create Files



Edit/Co-Edit a File

Click on the title of 

the document



Co-Edit a File



Co-Edit a File



Edit Files



Edit Files



Edit Files



Questions?



Planner

Group Project/Task Management



Why use Planner?

✓ Manage group projects

✓ Assign tasks to individuals

✓ Track progress

✓ NOT for personal task 

management



Hands-On Practice

✓ Accessing Planner

✓ Creating buckets

✓ Assigning tasks

✓ Marking tasks as 

complete



Access Planner



Access Planner
X



Create Buckets & Tasks



Create Buckets & Tasks



Create Buckets & Tasks

Click anywhere within 

the task for more 

options



Create Buckets & Tasks



Mark as Complete



Mark as Complete



Access Tasks



Questions?


