
Microsoft Office Online
What you can do for free



Starting Microsoft online

• You must have a Microsoft account – it’s free too
• Start your browser – Edge is best for this
• Go to one of these sites

• Office.com – starts Office app selector page
• Live.com – starts Outlook.com first

• Choose the application you want to use

Office.com
Live.com


Office.com – starts Office app selector page

Office.com


There are actually 15 apps you can select in Office online.  Just 
click the grip icon in the upper left corner of the office window.



Live.com – starts Outlook.com first

Live.com


Use the same grid icon 
to get to all the apps in 
Office on-line from the 
Outlook view that 
comes up when you 
login to live.com.

You will see this same 
grid icon in all the  
Office on-line apps.  
You can use it to start 
another app.

You can use the tabs in 
your browser window 
to switch between 
open Office apps.



The next slides show you the ribbons from the 
desktop and online versions of the major apps 
and explain some of the limitations of the online 
version.



Word
Desktop

Online

Things you can’t do online
• No mailings
• No Macros
• No Reference – index, table of figures, etc
• No Themes, styles, fancy designs

Things you can do online
• Collaborate in real-time
• View documents from your mobile device



Excel
Desktop

Online

Things you can’t do online
• No print page layout (only minor print options)
• No Macros
• No Themes, styles, fancy designs

Things you can do online
• Insert and analyze surveys



PowerPoint

Online

Things you can’t do online
• No print page layout (prints pdf)
• No Macros
• Limited transitions, animations, slide 

effects
• Fewer picture tools

Things you can’t do online
• Password Protection
• Presenter View
• Views
• Guides & Rulers

Things you can do online
• Real time collaboration



You need to open files from your OnDrive folder to  
use them easily in Office online apps.  The 
OneDrive view is like Windows Explorer but 
configured to use Office online apps.  Windows 
explorer will not automatically start Office online 
apps whe you double click on a file.



OneDrive



To avoid having to upload attachments to your 
mail to your OneDrive, you should use the Outlook 
app, where opening an attachment will 
automatically use the correct Office online app.



Outlook



New beta version of Outlook app in Office online.



The rest of the story



The Microsoft OneNote program is for free-form information gathering and multi-
user collaboration. It gathers users' notes (handwritten or typed), drawings, screen 
clippings and audio commentaries. Notes can be shared with other OneNote users 
over the Internet or a network. 

Microsoft is planning to launch Office 2019 later this year, and the company is changing the way OneNote is 
bundled. The note taking app currently has a desktop version included in Office 2016, and a separate 
Universal Windows App for Windows 10. Microsoft is replacing the desktop version of OneNote with the 
Windows 10 version in Office 2019, along with making the entire Office 2019 standalone suite only work on 
Windows 10. Microsoft is also creating a Mac version of Office 2019, and the cloud Office 365 subscription 
version will also be available with the latest features.

The existing desktop app, OneNote 2016, will no longer get new features but Microsoft will keep updating it 
to fix any security issues or bugs until its end of life in October 2020. Microsoft has been gradually 
improving its OneNote Windows 10 app in recent months, and the company is planning new features in the 
future. OneNote for Windows 10 will receive updates that include the ability to insert and search for tags, 
see live previews of Office files within OneNote, and Class Notebook features this summer.



Microsoft Sway is a free app from Microsoft Office that helps gather, format, and 
share reports, newsletters, web pages, and presentations on an interactive, web-
based canvas that looks great on almost any screen. Use videos or interactive charts 
to engage your audience like never before. It is a presentation program but 
designed to show your presentation on digital device instead of a screen to an 
audience.

Sway does all the formatting, themes, fonts, and more with its built-in design engine. All you have to do is 
put in your content and sit back and let Sway take care of the rest. You can even use the Remix! button to 
see automated looks in a snap. Drag and drop your favorite web content all without having to exit Sway. Get 
content from your social media accounts, Flickr, YouTube, Bing, and more! Creating engaging and interesting 
presentations has never been this easy. 

Sway sites are stored on Microsoft's servers and are tied to the user's Microsoft account. They can be 
viewed and edited from any web browser with a web app available in Office Online. There is no offline 
editing or viewing function. They can also be accessed using apps for Windows 10 and iOS. An additional 
app is currently in development for Android.[

https://support.office.com/en-us/article/Getting-Started-with-Sway-2076C468-63F4-4A89-AE5F-424796714A8A
https://en.wikipedia.org/wiki/Presentation_program
https://en.wikipedia.org/wiki/Microsoft_account
https://en.wikipedia.org/wiki/Web_browser
https://en.wikipedia.org/wiki/Web_app
https://en.wikipedia.org/wiki/Office_Online
https://en.wikipedia.org/wiki/Windows_10
https://en.wikipedia.org/wiki/IOS
https://en.wikipedia.org/wiki/Android_(operating_system)
https://en.wikipedia.org/wiki/Office_Sway#cite_note-3


Microsoft Sway is a free app from Microsoft Office that helps gather, format, and 
share reports, newsletters, web pages, and presentations on an interactive, web-
based canvas that looks great on almost any screen. Use videos or interactive charts 
to engage your audience like never before. It is a presentation program but 
designed to show your presentation on digital device instead of a screen to an

Bing is a web search engine owned and operated by Microsoft. The service has its 
origins in Microsoft's previous search engines: MSN Search, Windows Live Search
and later Live Search. Bing provides a variety of search services, including web, 
video, image and map search products. 

Health & Fitness: Tools and information about weight loss, strength, exercise, nutrition, medicine, and more.
Food & Drink: Recipes, cooking tips, news from chefs, cocktails, and shopping lists.
Travel: Destinations, trip ideas, hotel search, flight search, flight status, and arrivals and departures.
Autos: Research and buying advice, auto-related news, information for enthusiasts, and coverage of auto shows worldwide.[

Video: Trending and viral videos, comedy and pop culture, and videos from other MSN categories

MSN is a web portal and related collection of Internet services and apps for Windows and mobile devices.  
News: The latest news headlines and articles from a variety of hand-picked sources.
Weather: Current weather conditions, forecasts, maps, news, and traffic. 
Entertainment: TV, movies, music, and celebrity news, as well as theater showtimes, tickets, and TV listings.
Sports: Up-to-the-minute scores, standings, and headlines from leagues worldwide. 
Money: Stock market tickers and watchlists, personal finance, real estate, investments, currency converter, and more.
Lifestyle: Headlines, features, and other content related to style, home & garden, family, smart living, relationships, 
and horoscopes.

https://support.office.com/en-us/article/Getting-Started-with-Sway-2076C468-63F4-4A89-AE5F-424796714A8A
https://en.wikipedia.org/wiki/Presentation_program
https://en.wikipedia.org/wiki/Web_search_engine
https://en.wikipedia.org/wiki/Microsoft
https://en.wikipedia.org/wiki/Web_portal
https://en.wikipedia.org/wiki/Internet
https://en.wikipedia.org/wiki/Mobile_app
https://en.wikipedia.org/wiki/Windows
https://en.wikipedia.org/wiki/Mobile_devices


Microsoft Flow is a cloud-based software tool that allows employees to create and 
automate workflows across multiple applications and services without the need for 
developer help. Automated workflows are called flows. To create a flow, the user 
specifies what action should take place when a specific event occurs.

Flow allows users to connect and automate processes and tasks across a total of 41 
services, many of which are not Microsoft owned or originated.  See next Slide.

Apps that Microsoft Flow works with include: Slack, Twitter, GitHub, Instagram, Box, 
Facebook, YouTube, Dropbox and Salesforce.  

Microsoft Flow is currently in preview state.

A task is an item that you create in Outlook on the web that you want to track until it's 
completed. Tasks can be created from an email that you've flagged for follow-up as an 
actionable item, or they can be to-do list entries that you add manually. Use tasks in 
Outlook on the web to create, edit, categorize, and manage tasks.





Feature Guide and comparison

Online Office features vs Office 365
https://technet.microsoft.com/en-us/library/e04ddc56-d15a-44b7-91cd-1895d6b9ec68#bkmk_FeatureavailabilityO365

Online individual apps features availability
https://technet.microsoft.com/en-us/library/word-online-service-description.aspx

Use these links (or type in url) to get more info on the features and limitations of Office online.

https://technet.microsoft.com/en-us/library/e04ddc56-d15a-44b7-91cd-1895d6b9ec68#bkmk_FeatureavailabilityO365
https://technet.microsoft.com/en-us/library/word-online-service-description.aspx



