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Log in to the Office 365/OneDrive site and get to PC View (see Office 365 Web Apps Tip Sheet for directions)
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Document
Once on the OneDrive site, click “new mermomims 04

document” in the middle of the screen and ©newcoomenic
then choose the type of document you would

like to create (in this case Excel). Then, name

e deg e ] Gl OIS — A Click Share if you want to share
your file with others. If multiple
people are editing the same
document, their names will appear
below Share.

§ et your work. Cocuments 3o srvets Ukt

Once the Excel Web App opens, you will see a familiar look. The Windows Ribbon bar is
located at the top of the document with options of File, Home, Insert, Data, Review,
View, Help, and Open in Excel. Many of the features that you would want to use are
located in the different tabs.
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- - - Format~ ? ~ asTable~ - - -
Undo Clipboard Font Alignment umber Tables Cells Editing ~

.\ Need more screen space?
Click the ribbon bar minimizer.
Need your buttons back? Click
it again.

Familiar ribbon tabs including
contextual ribbon tabs when

Familiar buttons and
commands that change with
you need them. For example,

. the ribbon tab chosen.
Table tools and Picture tools.
Document work space
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Specific Ribbon Buttons and Commands

The Home tab holds your formatting features you
are used to (font, bold, copy, paste, undo, number

formats, and alignment options. You can also

. 3 _ = ABC . = TEx . [Za
insert or delete rows and columns, do autosum, [} dbcCur | Calior = EFWrap Text 123, Dv B g X Autosum ik

Paste Fmcopy B I U ; & = =] Merge & Center  Number >®  Survey Format  Insert Delete & Clear ~ Sort  Find
- Format~ ? ~ asTable~ - - -
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clear contents or formatting, sort, and find.

Undo Clipboard Alignment Number Tables Cells Editing

The Insert tab is where you can add

functions, charts and tables, hyperlinks,
and comments. You can also initiate a

Info
Open in Excel B Excel Online | sit Pratt new survey.
Use the full functionality of Microsoft Excel.
FILE HOME INSERT DATA REVIEW VIEW v OPEN IN EXCEL

The File tab is where you can fx D i ', = L g -;3 L
Pie

Function Survey Table Column Line Bar Area Scatter Other  Hyperlink Comment
- v - - v - - Charts ~
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open the document in Excel,
dOWnload, print’ and Share, Functions Tables Charts Links Comments
Je

The Data tab is where you calculate the Eg Excel Online | sit pratt
workbook if there is a value that FILE

HOME INSERT DATA REVIEW VIEW

changes frequently or to sort your data. )
21 Sort Ascending
Calculate  Z| sort Descending B8 Excel Online | sit pratt
Workbook
Connections Calculation Sort FILE HOME INSERT DATA REVIEW VIEW
PEE
ﬂg Excel Online ’ Bill Pratt Editing Reading
View  View
FILE HOME  INSERT  DATA  REVIEW Document Views The View tab lets you look at the
¥ document from different viewpoints.
New Show
Comment Comments
Comments The Review tab lets you add or show
= comments.
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Comments and working collaboratively on a document
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. . . . ) . To collaborate on a document, you must first share the file by clicking
Working collaboratively online allows for multiple people to edit and share in g
h ’ fd = ¢ il i h Share. When prompted, enter the person’s name, ensure the drop
UL AL GF S LUIULE, I 53 7 SIS WIS bty S O i down next to their name says “Can Edit” and they will be able to click

atmosphere where people not in the same room can explain and discuss . .
¥ s B on the document from their OneDrive account.

portions of the document.
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Comments.

As another contributor is typing, you will see the order of the
cell change color to match the contributor. The color is
represented by looking under the Share button at the top.
Multiple contributors can type at the same time; which can be
confusing at first so make sure that you know where your
cursor is. If you are in the same cell as another contributor,
who ever moves on last controls the cell’s contents.

REMEMBER: Working collaboratively online saves the document as you type. There are undo and redo buttons on
the Home tab but be careful.
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This is a sample comment on cell Al.
I

The comments section shows the
comments after a person posts the
comment-not as they type.
Contributors can even reply directly
to another contributor’s comment
by clicking the reply bubble. If the
reply bubble isn’t showing, just click
the comment and it will appear.
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