Office 365 – Getting Started with OneDrive and Teams
The University offers Microsoft’s Office 365 to staff and students; to a range of apps which enable easy access
to files and which facilitate collaborative working. The apps include OneDrive, Word, Excel, PowerPoint, Teams
and OneNote (a detailed list is presented below).
When you use Office 365, you can access your files stored on OneDrive from virtually anywhere—by using a
PC, a Mac, and mobile devices. You can also share files with others and synchronise OneDrive with your
laptop or home PC.
List of Applications

OneDrive

Personal storage space with the option to share files or folders.
You can access your files like another drive on your device. The files are stored in
the Microsoft Cloud.

OneNote

A digital notebook that provides a single place for all of your notes and information
(and you can create notebooks to share with other colleagues). OneNote saves as
you type.

Teams

Facilitates chat-based working with colleagues and includes file sharing and other
tools that help teams work collaboratively.

Forms

Used to create questionnaires and surveys. The link can be emailed to staff within
Queen’s or anyone outside the University. As each form is submitted, the results are
gathered within your Forms app and shown as an Excel spreadsheet, along with
charts.

Sway

Create and share reports, newsletters, tutorials, and presentations on an
interactive web-based canvas.

Planner

Is a way of allocating and scheduling tasks. And can be associated with Teams

Word,
PowerPoint and
Excel

These are available as a subset of the Office 2016 equivalents and they can be used
via a browser on any device connected to the Internet (whether or not you have
Office 365 on the device). Each app saves as you type.

NOTE: Your access to these facilities and files you have stored on your OneDrive account will expire shortly after
you leave the University. You will need to purchase your own subscription, or software product licence, if you wish
to continue using the software.
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Signing in
To sign in to your Office 365 account:


Go to https://office365.qub.ac.uk, enter your staff number and password, and then tap or click sign in.
(You are advised to bookmark, or favorite the precise URL https://office365.qub.ac.uk)

NOTE: When accessing Office 365 on a mobile device, you may be directed to a second login screen. Enter your
staff/student number and password again, if prompted.
Once authenticated, Office 365 will display the Apps page. (Note that the apps available to you may vary
from those shown below.)

NOTE: You can access your email account including Mail, Contacts, Calendar and Tasks directly via:
https://qmail.qub.ac.uk

OneDrive - working on files anywhere, sharing files
Office365 makes it easy to work on files from virtually any location or computer, and to share your work with
others. This section of the guide introduces you to some of the basics of using your OneDrive account.

Benefits






Ease of Access (including on any device via File/Open File Save As)
Work Off-line (once you have synchronized your OneDrive with your device)
Space – 1 Terabyte
Sharing files via links rather than sending attachments. This facilitates co-editing of documents.
Versioning
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To start working on files in Office 365:

1.

Click or tap the OneDrive tile

- this displays the OneDrive app.

2.

On the OneDrive screen, choose from the following:


If you want to create a new file, tap or click New, and then select the type of file that you want to
create.



If you want to create a new folder, tap or click New, and then tap or click New Folder.



If you want to upload an existing file to OneDrive, tap or click Upload, and then select the file.



If you want to work on an existing file that is already in OneDrive, tap or click the name of the file
that you want to edit in your Files list.

NOTE: You can access your OneDrive account directly via: https://onedrive.qub.ac.uk
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Syncing and sharing files
When you store files in the cloud by using OneDrive, you can access them from virtually any device and share
them with others. You can work on a local file when you are not connected to the Internet and have OneDrive
synchronise (Sync) it automatically to your cloud account when you reconnect. This is known as working on
an offline file. As long as you have configured the file (or folder) to be synchronised with OneDrive, your file
will always be automatically updated.
CAUTION: If you Sync across multiple devices, deleting a synchronised file from any device deletes it everywhere—
including the cloud.

To synchronise your OneDrive library on your PC:
1.

Tap or click Sync in the navigation bar – choose Get the OneDrive Business app that’s right for me

2.

This takes you to a Microsoft page where you can download the app.

3.

Follow the instructions in the wizard. You can choose what folders to Sync - the wizard creates a
OneDrive folder (and sub-folders) on your PC. You can view OneDrive via File Explorer

At any time, you can see the status of OneDrive synchronization via your Windows Taskbar

Tip: When using OneDrive try not to create sub-folders within sub-folders
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To share a file or folder:
1.

In your OneDrive document library, tap or click the ellipsis button (...) next to the file or folder that you
want to share, and then tap or click Share.

2.

In the Share dialog box, enter the names or email addresses of the people that you want to share with,
and specify permissions (view or edit).
Alternatively, Get a link to share.

CAUTION: Always check the email address to ensure that you are sharing the file with the correct person.
3.

Tap or click Share. The recipient can now edit the document as well as you.

NOTE: When you share a folder, you automatically share all items that you place in that folder. Sharing a folder
saves you the trouble of sharing the files one at a time. However, you need to be sure that you want to share any
file that you place in a shared folder.

Working on files
You now can work on a file that is in your OneDrive account. Because your file resides in the cloud, you can
use either of the following methods to edit it:


Use the web app (such as Microsoft Word Web App or Microsoft Excel Web App), which is a browserbased version of the Office application. This is the default app that starts when you open a cloudbased file. The app saves your work as you type. (Note that files over 50MB can only be opened in
Reading View and cannot be edited in the web app.)



Use the full Office application for the desktop (such as Word or Excel). This
means you can use the full range of functions that the Office application offers.

To edit the document, tap or click the ellipsis button (...) next to the file, and then tap or click Open to use the
web app or click the ellipsis button and Open in (App) to use the desktop application.
From your PC you can drag files into your OneDrive space when you have OneDrive open in your browser.
When you are saving a file in Office 365, your OneDrive account will be listed in the folders list as OneDrive –
Queen’s University Belfast.
In the Word screen grab overleaf you can see that Word on your PC gives you access to your Files on
OneDrive and lists recent files across OneDrive, SharePoint (on campus),….
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NOTE: Your access to Q:Drive and OneDrive will expire shortly after you leave the University. It is your
responsibility to make sure you copy any files stored on Q:Drive or OneDrive to another location before leaving the
University.

When to save documents to OneDrive for Business


You do not plan to share them.
Documents you place in OneDrive for Business are private until you share them. This makes OneDrive
for Business your best option for draft documents or personal documents that no one else needs to
see.



You plan to share files individually and with a limited scope or lifecycle.
For example, you’re writing a blog post that may not be associated with a project, and you’d like a few
colleagues to review it before you post it. In this case, you expect people to use the document once
without needing additional storage or context information. All they need is a link to the document
and editing permission.



You may need to share a file or folder with an external contact. You can send them a link that does
not require them to log in to Office 365. Be careful that University data is protected. For example you
may need to password protect the files you are sharing.
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Versioning
In OneDrive you can work with file versions - you can track both major versions, such as those in which a new
section was added to a document, and minor versions, such as those in which a spelling error was corrected
1.

Right click on the space between the item or document name and date, and then click Version History
from the menu. You might need to scroll the menu to see Version History.

2.

If you do not see Version History, click the ellipsis (...) in the dialog and then click Version History.

3.

You will see a list of versions of the file.

4.

In the Version History dialog, hover next to the version you want to view and click the down arrow on the
right side to get a list of options.

Click View. The Version History dialog box opens with various actions you can select.

Note: For all document versions except the latest, you will see View, Restore, and Delete. For the latest
version, you will only see View and Restore.
In the Version History view you can open an earlier/current document by clicking on the date
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You are invited to open up Word on your desktop and have the choice Compare or Restore:

Microsoft Teams

A Team is a place that users can collaborate on files, documents, and ideas. It is set up to facilitate two-way
communication between team members.
The Teams app is built on SharePoint Online (hosted by Microsoft) offering a full range of document libraries,
task lists, calendars, workflows, wikis, and other features to help a team communicate and collaborate.
Teams also has a Chat facility with which you can communicate with Office 365 users independently of Team
membership (message, share desktop, video or call – you can check their availability).
Microsoft are now aiming to bring the capabilities of Skype for Business in the cloud into Teams to deliver a
single hub for teamwork, with built-in, fully integrated voice and video.
It is more productive to download the Teams app and have it open on your desktop

https://teams.microsoft.com/downloads
A team is a group of people gathered to get something big done in the organization.
Teams are made up of channels, which are the conversations you have with your teammates. Each
channel is dedicated to a specific topic, department, or project.

For example, the Northwind Traders team has General, Marketing, Overview and other channels. For
example, all the conversations, meetings, files, and apps in the Marketing channel have to do with
marketing, and everything in this channel is visible to everyone on the Northwind Traders team.
Channels are where the work actually gets done—where text, audio, and video conversations open to the
whole team happen, where files are shared, and where apps are added.
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Create a team
First click Teams
on the left side of the app, then click Join or create a team at the bottom of your teams
list. On the Create a team tile, click Create team.
From there, you can name your team, add a description, and edit the team's data classification (default is
Private). Once you've done that, you can invite people, groups to join your team.

The next step is to add people to teams – start typing each name, choose the person and click Add to make
them members. Then decide if they are a member or Owner of the team. You can have multiple owners. Each
member gets an email inviting then to join.

The default channel is General. The default Tabs are shown below.

The Files tab offers the functions shown below
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This is the file store for the team. You can view this space in SharePoint (Online – note the highlight in
the URL)

Chat
You can chat to anyone else at Queen’s if they have Teams open on their PC, tablet or Phone (they don’t have
to be part of a team. Click on

then type their name on the Search Box (or you enter the name of a team):

To left you can see their initials followed by their name – the coloured inset indicates if their availability
. Double click on their name to see their contact details. To the right you can see the options (Video,
Audio, Share Desktop, invite other people).

Click on

to

Help
There are excellent videos and help available via Help/Browse Topics in Teams.
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Installing Office 365 on personal devices
Because Office 365 runs in the cloud, you can access it from almost anywhere; however, it also works with
software that you install on your computer at work or at home. Office 365 includes licenses for Office and it
works with PCs and Macintoshes, along with many mobile devices. This section shows you how to install
Office products on your personal devices (up to five and, please note this advice is for your personal devices –
you are advised to install Office 2016 on your work PC: contact the IT Service desk: itservicedesk@qub.ac.uk).
To install the latest version of Office:
(NOTE: You must have administrator rights to be able to install on a local machine)
1.

Go to the Office 365 portal at: https://office365.qub.ac.uk (using the computer where you want to
install Office).

2.

In the upper-right corner of the page click

, and follow the steps.

On Android or Apple devices you can download whichever apps you wish to use.

For more information
The IT Training and Assessment Unit provides training courses and resources in a range of
applications, including Microsoft Office:
http://www.qub.ac.uk/directorates/InformationServices/Services/ITTrainingCourses
Also, click on https://go.qub.ac.uk/itdocs then go to IT Training Materials then Office 365
There are online resources available from the Office Training Center: https://support.office.com/

Revised April 2019

Information Services

