
Office 365 Preview 
 

Signing into Office 365 
You can access Office 365 via the link on our website on the Staff Login Landing Page: 

 

Or you can go directly to Office 365’s website: https://www.office.com 

There are two places you can click to sign in on the Office 365 website. There is a large orange button on 

the left hand side as well as a small button on the top right. 

 

Your login credentials are your SPEED email address and the password you use to log into our computers 

which is the same as your current email password. 

The password is synced to Office 365 from our servers onsite. When you change your password at the 

SPEED buildings every 6 months, that password will sync to Office 365. 

https://www.office.com/


Office 365 Homepage 
The homepage for Office 365 features a left-hand navigation for all the Office 365 apps. The apps are 

also available by clicking the grid of six dots in the upper left hand corner of the page. 

 

There are some minimal settings you can adjust by clicking the gear icon in the top right corner of the 

page. 

You can sign out of Office 365 by clicking on your name and selecting the sign out option. 

 

  



 

Office 365 Apps 
Office 365 provides you with the traditional Office desktop applications as well as some only available in 

Office 365. 

1.  Word is the Microsoft’s word processing app that has been included in Office for 

decades. The online version is very similar to the desktop version in use. 

2.  Excel is the spreadsheet application for Office 365. Like Word, the online version’s 

appearance and function is very similar to the traditional desktop version. 

3.  PowerPoint is Microsoft’s slide show program. It behaves almost exactly like the 

desktop version. 

4.  Outlook is the email, calendar, and contact application for Office 365. The web 

version of Outlook that we currently use on our onsite server is called Outlook Web Access. 

Office 365 has renamed it to Outlook to match the name of the desktop version of this 

product. We will go into more detail of this application later in this document. 

5.  OneDrive is the cloud storage part of Office 365. By default all documents you make in 

Office 365 get automatically saved to your OneDrive app. You can also upload and share 

files with people through this app. 

6.  OneNote is note taking app that is designed with tablets in mind. It allows you to type 

and sketch as if you were using a traditional notepad. 

7.  SharePoint is designed to take the place of shared network drives. It can be used to 

house documents that a group will share, access, and edit. SharePoint combs documents for 

information so that you can quickly search for files without needing to know exactly where 

the file is located. 

8.  Teams is a collaborative application that allows a group of people to chat about a 

subject matter, work together on projects, and share documents. It is also Microsoft’s 

Classroom solution and can be configured to work similar to Google Classroom. Teams is 

also the video conferencing application for Office 365. 

9.  Sway creates webpages easily and quickly to share out information either to the public 

or to specific people. 

10.  Forms is used to create online forms and track responses. The responses can be 

converted to an Excel file for analysis and can be stored online or offline. 



Saving Files 
All documents that are created in Office 365 are saved to automatically to OneDrive. Even though you 

may have started Word to create a text document as you are working that file is being saved in the 

background to OneDrive. You retrieve all your documents from OneDrive. 

You can also take whatever document you created in Office 365 and save that file to a computer should 

you need to take it and work on it while offline. You can also upload files from a computer up to 

OneDrive to have in your Office 365 account. 

Outlook Office 365 vs Outlook Web App 
One of the new features you will see in Outlook Office 365 is called Focused Inbox. It creates 2 tabs in 

your inbox; one called Focused the second called Other.  

 

The email system does its best attempt to prioritize email and put items it thinks are not as important 

into the Other tab. If you keep this feature on it is important to periodically check the Other tab to see if 

there is anything important that ended up being filtered to that tab. 

If you would prefer to not use this feature, you can disable it in your Outlook settings: 

1. Click the gear icon in the top right corner 

 

  



 

2. Click on the switch icon for the Focused Inbox setting 

 
Once the switch is off it will reload your inbox in the more traditional fashion. None of the 

emails will be deleted by turning this on or off. 

  



 

Reading Pane Options 
The Reading Pane is an option that is one by default in Outlook. It places a frame to the right of the list 

of emails that allows you to read an email by single clicking it. 

 

You can adjust the placement of the Reading Pane or you can disable it. 

To change the placement or disable the Reading Pane click the Settings gear icon in the top right of the 

screen. At the bottom of the list of settings are the options for the Reading Pane. 





If you select “Hide” you will have to click on 

each email to read it. Once you are done 

reading the email click on the Inbox to go back 

to your list of emails.

Conversations vs Traditional Inbox 
Conversations group emails with the same subject together in attempt to make it easier track 

correspondence over time. You can disable this feature which will put all your emails in order from the 

date they are received. 

To disable Conversations click the Settings gear icon. You can change the options from the default 

Newest messages on top to Newest messages on bottom or off. 

 

 



Filtering and Sorting 
Filtering and sorting your mail in Outlook are done by clicking the blue “Filtering” link located on the top 

of your inbox. 

 

Mail, Calendar, Contacts, Tasks 
You can navigate to Calendar, Contacts, and Tasks on the bottom left of Outlook similar to how you did 

it the previous version. 

 

The icon on the farthest left is for mail. The next icon to the right is Calendar. The icon to the right of 

Calendar is Contacts. The three dots to the right of Contacts gives you more options including Tasks(now 

called To do) and access to all the attachments in your email under the name Files. 


