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OFFICE 365 OVERVIEW 
 

Structure of Microsoft Office 365 online (office.com)  

 

 

1. Home Page 

 a) Recommended view shows you the files you recently worked on as large tiles, with the preview below the 

file name, and by clicking on the 3 dots (…) you can access the following actions: 

 

 

 

 

 

 

Sharing from Recommended view: 
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b) “Install and more” drop-down menu options: 

 

 

c) “Quick access” view shows you all your files recently accessed/created/edited/shared with you etc. 
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2. App Launcher 

 

 

3. Launch side menu 
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4. Search Bar 

 

 

For search hints & tips refer to "How to use search in 365" guide on our training website 

(https://training.westerncare.ie/). 

 

5. Settings 

 

https://training.westerncare.ie/wp-content/uploads/2024/06/How-to-use-search-in-365.pdf
https://training.westerncare.ie/
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6. Account Manager 

 
 

You can follow "How to change profile details" guide on our training website (https://training.westerncare.ie/)          

to change your account details such as your picture, phone number, biography, skills, interest and hobbies, projects, 

education and birthday. 

Other Launch Side Toolbar sections 

Copilot 
If you opted to install the Copilot app (Microsoft Office 365 will keep prompting you every time you log in). You will 

have 2 new icons on your side bar for it (Copilot and Pages): 

 

https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-change-profile-details.pdf
https://training.westerncare.ie/
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You can learn more about how to work with Copilot in these online videos                                                                   

"Using copilot"  and "Copilot video tutorials"   

 

Create 

 

 

 

https://support.microsoft.com/en-us/topic/copilot-tutorial-start-using-copilot-fe837774-3f6b-4885-850d-01f0e428898c
https://support.microsoft.com/en-us/topic/microsoft-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
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OneDrive 

 

 

OneDrive > My files 
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Apps 

 

 

Outlook 
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Teams 

 

 

 

In "Teams" section of Teams you can: 
a) see different channels you are the owner or member of 
b) every channel has "Posts" and "Files" sections for chats and documents, you can also add app links 
c) work with files and folders 
d) create new folders/files/links etc. and take other actions 
e) access your team calendar in "Calendar", see a record of calls (and make calls) in "Calls", access your 
files in "OneDrive", search and access apps in "..." and "Apps" 
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Word / Excel / PowerPoint 

 

 
Word, Excel and PowerPoint only show the documents of the same type                                                        

(Word only shows documents, Excel – spreadsheets, etc.) 
 

In the app page you can: 
a) create a new document, blank or from a template 
b) choose a template that’s not displayed on the page by clicking “See more templates” 
c) view all files created in this App by you or shared with you and sort by columns such as “Modified” etc. 
d) sort content by filters such as “Recently opened”, “Shared” etc. 
e) search for a file that was created in this app, filter, upload and change view style 


