Office 365

ITS Training + Communications

Download and Install

New Features

Learn How to Use the New
Features

Download and Install Office 365

Step 1. Go to O365.weill.cornell.edu

Step 2. Sign in with your CWID and password
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http://o365.med.cornell.edu/

Office 365

Good morning, Bonit

Start page

your start page

Use the online apps
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Office 365 My account A B 7

Settings

©® Looking for Security & Privacy settings? They've moved up a bit. Show me

Theme
Chaate isvocie theme. . Defau’s theee

Secunity & privacy Start page
- Jel your starl page
ar e e ic 4 Pz
App pormissions Notifications

Notfication settings aren’t available nght now.
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Step 5. You will see an “Install Status” screen. Select Install Desktop
Applications.

nstall status

Manage your PC and Mac nstalls here

- Install status

Manage your PC and Mac installs here.

mesktop apphc@
\
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Step 6. On the “Software” screen that appears, select Office, then select Install.

Software

Office

ANGOE NT1E
Want 2o d Cffice on cee e and install it on ansther? Go o My sczoumt > Install stasue.
nemat Offica 363 ProBius with e rew 2016 apps (Recammendad

Tha will install the follcming apps on your computen Word, Excel PomePont OnelNote Access, Publisher,
Outiook, Skype for Business, OneDnve for Business

AL EERE
= e e o

Busness for Buuness

Lenguage: Versiorr
[Engieh (Unded States) | 32-t Advanced
Don't soe the language you waae? Install ane of the languages i the st above sad than ineal & Liagusse

accessory pack. Addaornal languages and languape accessory packs don't count sganst your install imit

Search 2l settings p

Theme

. Default theme

Start page

Cdfc= 365 home page

Notifications

Password

Change your password

Your app settings
Offce 365

Ve

Calenciar

Pecple

Yammer
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New Features

Improved Coauthoring-You can view other people’s edits when coauthoring in Word, PowerPoint
and One Note.

Sharing-You have the ability to share directly from your document by clicking a button.
Multi-Device Access-Office 2016 allows you to review, edit, analyze, and present your Office 2016
documents across any of your devices—including PC or Mac to Windows, as well as Apple and
Android phones and tablets.

Tell Me- You tell Word, Excel, or PowerPoint what you want to do, and Tell Me will guide you to
the command.

Smart Lookup- Smart Lookup uses terms you highlight and contextual information in the
document to deliver search results from the web. You see this information within the document.
Forecasting- One-click forecasting turns your historical data into an analysis of future trends.
Office Apps Optimized for Touch-You can use touch for reading, editing, zooming, and navigation.

How to Use the New Features

A complete self-paced guide is available for new Office 2016 and Office 365 features.

You will find it on Lynda.com entitled, “Office 2016 and Office 365 New Features.”
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https://www.lynda.com/Office-tutorials/Office-2016-Office-365-New-Features/378455-2.html?org=weill.cornell.edu

