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MICROSOFT OFFICE 365 

 

Office 365 makes it easy for you to work with the applications and programs you’re 

familiar with in the easy-access, always-available web application. You can use Office 365 

to: 

 Check your email from anywhere 

 Check everyone’s availability, and schedule online meetings via the calender 

 Create a shared team site where you create data libraries, assign tasks, schedule 

calendars, and more 

 Connect instantly by instant messaging, email, or video calls 

 Keep your files and user accounts secure and keep email safe from spam and scams 

 Create documents, worksheets, presentations, and notebooks, and share them 

seamlessly 

 Always work with current updates of Office 365 software 

 Create blogs and wikis for your team and for public view 

GETTING STARTED 

LOG INTO OFFICE 365 

 

There are two ways you can access Office 365:   

 

Option 1: 

1. Open a web browser. 

2. Navigate to http://ccc.edu  

3. Hover your mouse over Faculty 

and select Email 

4. Log into the web mail using your 

CCC username and password 

 

Option 2: 

1. Open a web browser. 

2. Navigate to http://mail.ccc.edu  

3. Log into web mail using your 

CCC username and password. 

 

 

 

 

 

 

  

Your CCC email address is: yourusername@ccc.edu  

http://ccc.edu/
http://mail.ccc.edu/
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UNDERSTANDING THE OFFICE 365 INTERFACE 

When you first log into Office 365, you will be directed to your CCC Email (Outlook) and you 

will see a header with the following icons 

 

 
 

 
App Launcher 

provides you access to 

all the tools part of 

Office 365 including 

Outlook Email, 

Calendar, Contacts, 

One Drive, and the 

Office productivity 

software 

 
Gives you the ability 

to install Office on 

your PC 

 
New email 

notification 

 
Calendar 

event 

reminder 

 
Settings 

access 

 
Help 

 
Your 

profile 

and IM 

options 

 

NAVIGATING OFFICE 365 USING THE APP LAUNCHER ICON 

 

Office 365 rolls your email, calendar, contacts, files, word, excel, powerpoint, and onenote all 

into one location. 

You can switch between programs through the app launcher icon. In the presentation that 

follows, we will review each of the apps and how to get started. 
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OUTLOOK – ONLINE EMAIL INTERFACE 

There are 5 main areas that represent the email interface.  

1. New: Create a new message by clicking the (+) New icon 

2. Folder List: The folder list includes the folders in your mailbox. It may include other 

folders, such as Favorites and archive folders. You can collapse this pane by clicking the 

icon Chevron left at the top. You can expand and collapse folders in this view by clicking 

the triangle icons next to the folder names 

3. Search window: Type what you want to search for here, such as the name of a person 

you want to find messages from, or text that you want to search for to find a particular 

message. 

4. Message List: The message list shows the messages in the current folder. 

5. Reading Pane: The reading pane is where the conversation or message that you’ve 

selected is displayed. You can respond to any message in the conversation by using  

reply    reply to all  or forward message   at the top of a message to respond to it. 

 

 

  

1 2

1 
3 4 5 
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INBOX 

 

The Inbox is where you will manage emails you receive.   By default, emails are sorted by date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

READING PANE 

 

When you select an email in the inbox, it will open the message in the reading pane.  From here, 

you can read the message and choose how to respond with a variety of commands. 

 

 

  

 

 

 

  

The selected email in the 

Inbox shows the sender, 

subject, date and a portion 

of the email message. 

 Reply: Send a reply 

back to the sender 

 

 Reply All:  Send a 

reply to the sender 

and all recipients. 

 

 Forward: Forward 

the message to 

someone who wasn’t 

one of the original 
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NEW / COMPOSE A MESSAGE 

 

You can click the New button from the Inbox, which will open the Compose pane to create your 

own email message.  Form here, you’ll need to enter the recipients email address and a subject.  

You’ll have the option to upload files (photos, 

documents, etc.) as attachments. 

 

Compose a Message 

1. Click the (+) New button. 

2. Type the email address of the person you 

want to email. 

3. Type your subject 

4. Type your message 

5. Click Send when done 

 

 

 

 

 

 

ATTACH A FILE 

 

Attach a File 

If you want to attach a file before sending: 

1. Click InsertAttachments or  

OneDrive files.  

2. Select Computer. 
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3. Navigate to find the desired file 

4. Click Open 

5. Click Send as Attachment 

 

 

 

 

 

 

 

 

 

 

The file is now attached to email. 

6. Click SEND.  

 

When you receive an email message with an  

attachment it will have a paper clip above the  

date/time to indicate the attachment. 

 

 

 

 

 

For more information: https://support.office.microsoft.com/en-us/article/Mail-overview-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5  

  

https://support.office.microsoft.com/en-us/article/Mail-overview-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5
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CALENDAR – ONLINE INTERFACE 

After your Inbox, the calendar is probably where you’ll spend the most time when using Outlook 

Web App. You can view your calendar four different ways: Day, Work week, Week, 

and Month.  

 

QUICKLY VIEW EVENT DETAILS 

You can choose any event in your calendar to see a quick view of 

that event. 

An event that you create shows you as the creator and includes a 

link to edit or delete the event. 

A meeting that you’ve been invited to shows the organizer and 

includes links to respond to the invitation. If the 

organizer includes an online meeting invitation, you’ll 

see a link to join the meeting. 

 

 

4
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CREATE A CALENDAR ITEM OR APPOINTMENT 

To create a new appointment or meeting request in any view, choose  or double-

click (or double-tap) an open time slot on the day you want. 

1. Choose  and add a title and location. 

 

2. Choose a start time and 

duration, and adjust the time of 

the reminder notification if 

you need to. 

3. In the Show as list, choose 

how you want the appointment 

to appear on your 

calendar: Free, Working 

elsewhere, Tentative, Busy, 

or Away. 

4. (Optional) You can make this 

a recurring appointment and you can mark the appointment as private. 

5. Choose Save when you're done. 

CREATE A MEETING REQUEST 

A meeting is a calendar event that you send to other people. You create a meeting the same way 

you do an appointment, but you invite attendees and may add a resource such as a conference 

room. 

1. Choose  and add a 

title and location. Choose a start 

time and duration, and adjust the 

time of the reminder notification if 

you need to. 

 

2. Choose Add attendees  and 

choose the people you want to 

invite from your contacts list. 

TIP   You can use the Scheduling 

Assistant if you want to make sure 

everyone is available for the time 

you chose. If your organization supports it, you can also use the Scheduling Assistant to 

reserve a conference room or other resource. 

3. (Optional) You can make this a recurring meeting by choosing an option in 

the Repeat list. 

https://support.office.microsoft.com/en-us/article/meeting-request-__toc361735990
https://support.office.microsoft.com/en-us/article/Scheduling-Assistant-f55facac-a07b-40c6-8439-4825b86d042e
https://support.office.microsoft.com/en-us/article/Scheduling-Assistant-f55facac-a07b-40c6-8439-4825b86d042e
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4. If your organization has Lync, select Online meeting to insert a meeting link and other 

online details. 

5. Add a message for the meeting participants, and then choose Send to send the invitation. 

MODIFY OR DELETE A CALENDAR EVENT 

Modifying or deleting meetings or appointments are 

done in similar way. 

Modify a calendar event 

1. Select the event on your calendar to bring up 

the event callout and select Edit. 

NOTE   To edit a meeting request, you must be 

the person that set up the meeting. 

2. For an appointment, make changes to the event on the Details page and choose Save. For 

a meeting request, choose Send. 

 

DELETE A CALENDAR EVENT 

3. Select the event on your calendar to bring up the event callout and select Delete. 

 For an appointment, 

select Delete on the confirmation 

message that appears. 

 

 For a meeting that you set up, 

right-click the item, select Cancel. 

If you want to add a note to the 

cancellation message being sent 

out to attendees, select Edit the 

cancellation before sending. To just cancel the meeting, select Send 

cancellation now. 

 For a meeting you are invited to, right-click 

the item, select Delete, and then select the 

appropriate option depending on whether 

you want to include a message along with 

declining the meeting, send the response 

without a message, or not sent a response at 

all. 
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SHARE YOUR CALENDAR 

You can easily share your calendar with other people in your organization. Start by 

choosing Share at the top of the calendar window. 

 

Follow these steps to complete the sharing invitation: 

1. Share with. Type the name of the person you want to 

share your calendar with in the Share with box. 

Outlook Web App automatically searches in the 

address book for the name you typed.  

 

2. Contact. After the person is found, they’re 

automatically added to the list of people to share the 

calendar with. You can add as many people as you 

want. 

3. Share access options. Choose how much information you want to share. Full details lets 

the person see all the information about events—except those marked as Private—on 

your calendar. Limited details show the subject and location. Availability only shows 

only that you have an event at a particular time, but no other details are provided. Private 

events always show as busy. 

4. You can give people inside your organization permission to edit your calendar by 

selecting Editor. To give someone permission to send and respond to meeting requests 

on your behalf, select Delegate. 

5. Subject. You can edit the subject if you like. 

6. Calendar. If you have more than one calendar, choose which you want to share. Most 

people share their default calendar (named Calendar), but you can share any calendar 

that’s part of your mailbox. 

7. After you’ve added everyone you want to share with and what level of access you want 

them to have, choose  Send to share the invitation, or choose  Discard to cancel. 

 

For more information: https://support.office.microsoft.com/en-us/article/Calendar-overview-5219c457-d1fe-4c2f-9032-

1a816b88e936  

  

https://support.office.microsoft.com/en-us/article/Calendar-overview-5219c457-d1fe-4c2f-9032-1a816b88e936
https://support.office.microsoft.com/en-us/article/Calendar-overview-5219c457-d1fe-4c2f-9032-1a816b88e936
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PEOPLE – ONLINE CONTACTS INTERFACE 

 

 

 

 

 

 

 

 

 

1. Create a new contact by selecting New. 

2. Search. Type a person’s name here to search for them in your contacts and in your 

organization’s address book.  

3. All the places you can find contact information. 

4. List of all contacts in the current folder. 

5. The contact card for the selected person. 

6. Actions you can take directly from the contact card. Select the icons to send a message, 

start an IM session, or create a meeting request. 

CREATE A NEW CONTACT 

To create a contact, select the folder under My 

Contacts that you want to create the contact in, then 

select  Newand select Create contact. 

This will open a blank contact form. Fill in any details that 

you want. Select the  icon to see more options for that 

type of information. For example, if the person you’re 

adding to your contacts has multiple phone numbers, select 

the  next to Phone to add phone numbers. 

When you’re done, select  Save to save your changes 

or  Discard to cancel. 

1
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CREATE A GROUP 

To create a personal group select the 

folder under My Contacts that you want 

to create the group in, then select 

New and select Create group. 

This will open a blank group form. Enter 

the group name that you want and any 

notes. To add members, type the name 

of the person you want to add 

in Members. Outlook Web App will 

search for a match in your Contacts and 

in your organization’s address book. If a 

match isn’t found, you can search for that 

person. You can also type an email address directly in Members. Press Enter to add your 

selection to the group. 

When you’re done, select  Save to save your changes or  Discard to cancel. 

CREATE A CONTACT FROM A MESSAGE 

You can add any contact that you see in a message to 

your Contacts. To add a contact from a message: 

1. Select the name to see the contact card. 

2. Select Add to Contacts. 

 

3. Add any additional information you want. 

4. Select  Save to add the card to your Contacts, 

or  Discard to cancel. 

EDIT A CONTACT 

Find and select the contact that you want to edit. You can only edit contacts in the folders 

under My Contacts. When you select a contact, you’ll see their details in the reading pane. To 

edit their information, select Edit. Make any changes that you want, and then select  Save to 

save your changes or  Discard to cancel. 

For more information: https://support.office.microsoft.com/en-us/article/People-overview-5fe173cf-e620-4f62-9bf6-

da5041f651bf  

 

https://support.office.microsoft.com/en-us/article/People-overview-5fe173cf-e620-4f62-9bf6-da5041f651bf
https://support.office.microsoft.com/en-us/article/People-overview-5fe173cf-e620-4f62-9bf6-da5041f651bf
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TASKS – ONLINE INTERFACE 

Use your Tasks folder to keep track of things that you need to do but don’t necessarily want to 

put on your calendar. 

WHAT YOU’LL SEE IN TASKS 

In addition to tasks that you create, any 

message that you flag will appear in the 

Tasks folder. 

1. Create a new task by clicking .new task. 

2. Use this column to view Flagged items and 

Tasks, or just Tasks. 

3. Filters. Select the filter depending on what 

items you want to see. Tasks and flagged 

items that don’t have a date associated with 

them and that aren’t completed will appear 

only when you select all. 

4. List of items that meet the current filter criteria. 

Click any item to view it in the reading pane. You can use the controls in the list view to make 

changes to an item’s status. For example, you can mark a task as complete or remove a flag from 

a message. 

5. The reading pane, where the content of the items you’ve selected is displayed. You can use the 

controls in the upper corner to make changes to the item if it’s a task. If it’s a message, the 

controls will be the same as you would see while reading your mail. 

NOTE    Tasks may not be available to you depending on your organization’s settings. 

OPEN A TASK IN A SEPARATE WINDOW 

By default, you read and create tasks in the reading pane, but that isn’t always what you need. 

Sometimes you need to be able to view or edit a task in a separate window. 

When you’re creating a new task or editing an existing one, you can pop it out into a new 

window by clicking the pop out icon  in the upper corner of the message. 

To open a task that you’re viewing in a separate window, click the extended menu icon  and 

select open in separate window. 

THE TASKS LIST 

Tasks includes tasks that you’ve created and messages that have been flagged. 



 
14 

 You can switch between viewing Flagged Items and Tasks and just Tasks by using the folder 

list. 

 You can further choose which items to view by using the filters at the top of the task 

list: all, active, overdue, and completed. 

 You can use icons in the task list to complete some quick tasks. Click  to delete a task. 

Click  or  to mark a task as completed. To mark a completed task as not completed, click . 

To change the date associated with a flag or mark the item complete, right-click it. 

CREATING TASKS 

To create a new task, click new task. This will open a simple task form in the reading pane. 

 

If you want to have more details, click show more details. 

 

When you’re done, click  Save to save your changes or  Discard to cancel. 

EDITING TASKS 

To edit a task, select it in the list view, and then click  Edit in the reading pane. When you’re 

done, click  Save to save your changes or  Discard to cancel. 

Flagged messages will appear just as they would if you were viewing your Mail. You can 

respond to them from within Tasks. You can change their flag status by right-clicking the  flag 

in the Task list and then clicking the value you want. 

When you edit a task, you can click the More menu  to see more things you can do. Click it to 

see options to delete, add a category, or mark the task as complete. 
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ONE DRIVE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Search: Search through your One Drive files. 

2. Category Filters: Filter by recent document, documents shared with you, documents you 

follow, folders from sharepoint sites you follow, and the recycle bin.  

3. Add and Sync Files: Create a (+) New file or folder, Upload new files or folders, and 

Sync your folders if you are using the desktop version and the web version. 

4. Files and Folders: this area provides you with the file name, the date modified, the 

sharing properties and the person who last modified it. 

 
For more information: https://support.office.microsoft.com/en-us/article/What-is-OneDrive-for-Business-187f90af-

056f-47c0-9656-cc0ddca7fdc2  

 

CREATE A NEW DOCUMENT 

 

1. Click the (+) New link and select Word Document from 

the list. 

2. Change the title of the document by clicking on the text at 

the top of the screen that is titled “Document” and typing 

in the name you want. 

3. Edit the document by typing in the page, just as you would 

in Word.  

 

1 

2 

3 

4 

https://support.office.microsoft.com/en-us/article/What-is-OneDrive-for-Business-187f90af-056f-47c0-9656-cc0ddca7fdc2
https://support.office.microsoft.com/en-us/article/What-is-OneDrive-for-Business-187f90af-056f-47c0-9656-cc0ddca7fdc2
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SHARE DOCUMENTS OR FOLDERS IN OFFICE 365 

The documents and folders you store in OneDrive for Business are private until you decide to 

share them. When you share documents and folders, you can decide whether to let people edit or 

just view them. 

SHARE A DOCUMENT OR FOLDER 

1. Go to OneDrive for Business or the site library that has the document or folder you want to 

share. 

2. Select the file you want to share, and then select Share. 

 

3. In the Share dialog box on the Invite People tab, type names or email addresses of people you 

want to share the document or folder with. 

4. Select a permission setting. 

 

5. If you want, type a message to be included with an email that’s sent to all invitees. The email 

includes a link to the shared document. 

6. If you don't want to send an email, click Show Options, and then uncheck Send an email 

invitation. 

For more information: https://support.office.microsoft.com/en-us/article/Share-documents-or-folders-in-Office-365-

1fe37332-0f9a-4719-970e-d2578da4941c?ui=en-US&rs=en-US&ad=US 

 

https://support.office.microsoft.com/en-us/article/Share-documents-or-folders-in-Office-365-1fe37332-0f9a-4719-970e-d2578da4941c?ui=en-US&rs=en-US&ad=US
https://support.office.microsoft.com/en-us/article/Share-documents-or-folders-in-Office-365-1fe37332-0f9a-4719-970e-d2578da4941c?ui=en-US&rs=en-US&ad=US

