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Office 365 Overview

With Office 365 through OSU, you get the latest version of Office and OneDrive stor-
age.

Here's how it works: You get the latest version of the Office apps to install on your
home PC or Mac. You are allowed 5 installs. SSB Support will take care of this upgrade
on your OSU desktop computer.

Because it works with all your devices, you can start creating on your PC or Mac on
campus, review it on your tablet, and then finish up on your home computer.

All this is possible because you can save your files to the cloud on OneDrive and get
to them from anywhere.

Store any type of file, including images, spreadsheets, presentations, and more. Office
365 comes with mobile versions of Office for all your devices. It's the Office you know
and love, available to use from anywhere.

Here are some of the apps that come with Office 365:

The Outlook calendar synced to your Office 365
Calendar calendar for use on any device.

This is a notebook you can use in and for the
Class Notebook classroom.

Discover (shared) documents others are work-

Hll Delve ing on.

The online version of Microsoft's spreadsheet

Excel program.

ooon

Create polls, quizzes, and surveys.

Forms

The online version of your Outlook mail.
Mail
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Microsoft Educato...

Discovering, highlighting, and enabling innova-
tion and achievement among students, teachers,
and schools.

Keep up with what is happening in your organi-
zation.

Newsfeed

File storage across your computers and devices.
OneDrive

Use to gather notes, drawings, recordings, and
OneNote screen shots. Share and collaborate.

Your Outlook address book in the cloud, accessi-
People ble from anywhere.

Planner helps your team create new plans, or-
Planner ganize and assign tasks, share files, and get pro-

gress updates.

The online version of Microsoft's presentation
PowerPoint program.

Use SharePoint to access and create collabora-
SharePoint tive group sites.

Staff Notebook

Create a notebook you can use with your staff.

Sway lets you create and share interactive re-
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Sway ports, presentations, newsletters, school and
work projects, and more.
Your Outlook task list synced in the cloud.
Tasks
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Watch, upload, and share videos within
g Video your organization.

The online version of Microsoft's word
@ Word processing program.

Installing Office 365 Applications on your Home PC or Mac

Login to cowboymail.okstate.edu. At the top right you should see the head shot icon
or image for your account. Select it, then select View Account. Select Manage Installs.

A Myaccount == Subscriptions ® Security & privacy
Verify what products and licenses you have. Protect your account and adjust important privacy
Personal info settings to your preference.

Subscriptions

Security & privacy View subscriptions Manage security & privacy

App permissions

B8 App permissions Install status

Apps with access to your data: 19

Install status

Settings Manage which apps have access to your data. You can Office on up to 5 PCs or Macs, 5 tablets,
revoke permission whenever you want.

Change app permissions Manage installs

Then select Install Desktop Applications. When you see a screen like the one below,
Click the Install button and follow the prompts to install the Microsoft 365 applica-
tions on your home computer.

Office

Install Office 365 ProPlus with the new

This will install the following a ur computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Skype for Business, OneDrive for Business

T EQEDEEE TR a

Word Excel PowerPoint OneNote Access Publisher ~ Outlook  Skype for OneDrive
Business for Business

Language: Version:

[English (United States) v]  32-bit (Recommended) Advanced

Don't see the language you want? Install one of the languages in the list above and then install a language accessory pack. Additional languages and language accessory packs don't count against your install limit.



https://adfs.it.okstate.edu/adfs/ls/?wa=wsignin1.0&wtrealm=urn:federation:MicrosoftOnline&wctx=wa%3Dwsignin1.0%26rpsnv%3D2%26ct%3D1377133742%26rver%3D6.1.6206.0%26wp%3DMBI_KEY%26wreply%3Dhttps:%252F%252Fwww.outlook.com%252Fowa%252F%26id%3D260563%26whr%3Dok
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Office Online provides you with the ability to edit files in your web browser. This may
be useful when working on a device that does not have the installed full-featured Of-
fice 365 applications. The online versions of Word, Excel, PowerPoint, and OneNote
don't have all the features of the Office 365 applications installed locally on your com-
puter, and there will be some complex documents that you can't open with them, but
they have enough tools for everyday document creation and editing.

If you need to open a file in an Office Online application, log into your OSU OneDrive
in a web browser. Select the file you wish to open and right click. Select the online ver-
sion of the application needed to open the file. See the example below showing how
to open a Word document in Word online for editing of the document directly in the
web browser.

@ Open v U Share &2 Getalir

Blank
Open in Word Online I
g Creat

Open in Word

Discu

Share
Discu

Get a link
lego1

Piifd Download
g- Refler Delete

@ @ | Rubri  Move to

For additional information about Office 365, visit Microsoft's website.



https://adfs.it.okstate.edu/adfs/ls/?username=&wa=wsignin1.0&wtrealm=urn%3afederation%3aMicrosoftOnline&wctx=estsredirect%3d2%26estsrequest%3drQIIAbNSzygpKSi20tfPLy3Jyc_P1stPS8tMTjU2M9VLzs_Vyy9Kz0wBsaKYgQqKhLgE7iheTNTmFHLeGMo-afZLj4ezGLnzs4tLEktS9VJTSlcxKu
https://support.office.com/en-us/article/Office-Training-Center-b8f02f81-ec85-4493-a39b-4c48e6bc4bfb

