
Using Office Online 

1. Navigate to this site: 

Login | Microsoft 365 (office.com)  

2. Click “Sign In” (upper right-hand corner) 

 

3. Select “Use another account” (or your account if you have logged in before) 

 

https://www.office.com/


IMPORTANT: Your username is your EMPLOYEE ID NUMBER (1057383) @fonddulacband.org. NOT 
your FDLREZ email address!  

If you don’t know your password, you will need to call the IT Service Desk (x3727) to receive it.  

4. You will land on your HOME page. Your HOME page will display your recommended (most 
recently opened) files as well as a Quick Access feature.  

 

5. If you use your mouse to hover over a file name, you can click the three dots to “Open,” “Share,” 
“Add to,” “Favorite,” “Tag,” or “Hide” the file.  
 



 

This will make the file(s) you frequently use more accessible to you.  

6. You can CREATE new content using the web platform as well. This is how I make my quizzes I 
send out for the Tech Times.  

Click on “Create” right below the Home tab.  

 

There are different options for you to create using various M365 tools, including Word, Excel, PowerPoint, 
Forms, OneNote, etc.  

 

Just like in the desktop versions of Word, PowerPoint, and Excel, you can create files using templates as well 
here.  



 

7. You can go to “My Content” and see all your files.  

 

You will be able to browse by what you have recently opened, what you 
have shared (or what is shared with you), your favorites, people, and/or 
meetings, locations (where you have those files saved), and, if you use 
them, tags. This is also a place where you can upload new files and 
organize your documents.  

 

8. If you go to “Feed” right below “My Content” you will be able to 
see, in real time, updates others are making to documents you 
have shared with them.  

 

9. If you go to “Apps” you will be given a list of all the apps we have 
available. I encourage you to play around with each of these; I 
have not done so with all of them but have started to go through some of them.  



 

 

All the usual programs (Outlook, Teams, Word, Excel, and PowerPoint) are available on here and off to the 
side.  


