
 

 

  

 
 



 
1 

DOWNLOADING OFFICE 365 TO YOUR HOME COMPUTER 

You can download Office 365 to your home computer—up to five—by using the following link… 

https://portal.office.com/Home 

or by navigating to  

https://my.lynn.edu/ics  à sign inàEmployees Office 365 Portal 

 

 

 

 

 

 

 

 

 

 

 

You will see a page that looks like this… 

Input your Lynn email…  
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You will be redirected to this page, where you can input your password. 

 

After you input your password, Office will verify your credentials to make sure you are still employed here. 

Then, it will take you to the software download page, where you can download Office 365.  

 

Simply follow the on screen directions and you’ll be all set. 

Office will ask you to verify your credentials again once you have it installed. Just use your Lynn Email and 
Password and you should have no problems at all. 

INSTALLING OUTLOOK ON YOUR MOBILE DEVICE 

1. Tap Settings > Mail, Contacts, Calendars > Accounts > Add account > Email.  
2. In the Add Account page, tap Exchange.  
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3. Enter your full email address, with domain. For example, if you were Dr. Cox, you would enter 

the following, then tap NEXT. 
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By default, the Mail, Contacts, and Calendar information are synchronized. Tap Save. 

If you are prompted to create a passcode, tap Continue and type a numeric passcode. Remember that this 
passcode must be at least six characters long. If you are prompted and you do not set up a passcode, you 
cannot view this account on your device. You will need to do this later if you don’t do it the first time 
around. 

 

If this does not work for you, make sure you entered your email and password correctly. 
This is the SAME email and password you use for My.Lynn.edu. 

 

SO, WHAT’S NEW? 

• Starting with Office 365, Microsoft has made a commitment to a fully online, mobile platform. Office 
365 is optimized to take advantage of all the Surface tablets have to offer. The good news is, the 
developers at Microsoft have finally figured out that iPads are here to stay. So you can download all the 
Office Apps onto your iPad for free, as well. Additionally, you can collaborate with your groups using 
either a laptop, desktop, or mobile device using Office 365 (More on that later). 

• Smart tools in Office 2013 and Office 365 will allow you to create polished documents, present like a pro, 
gain new insight from the data and communicate and work effectively. This new platform is a much 
simpler, easier to use platform than previous ones. On the last few pages is a list of all that is new in 
Office 2013 and Office 365.  

• Oh, and one more thing, Office 2013, Office 2016 (Mac), and Office 365 (Cloud) are essentially the same 
program. The office suite will look 95% the same across all platforms, making it easier to switch from 
one machine to another with no problems at all. Again, Microsoft finally got the hint. 

 

NEW STUFF: WORD 

FILE MENU 

Things are a bit different under the file menu. You’ll notice that the “Send” button has been replaced with 
the “Share” button. This is to emphasize the idea that you are collaborating on your work, not just sending it 
back and forth for processing. The first thing Office wants you to do is save your document to the cloud.  

Here, you have two options, save 
it to your computer’s hard drive, 
thumb drive, etc. Or you can save 
it to the cloud.  

After that, you have the option of 
adding folks with whom you 
wish to share your document.  
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You can also save your document the “old fashioned” way by clicking “Save” and saving it to your hard 
drive, etc. The difference is that it takes much more to actually be able to collaborate.  

Also under the file menu 
is the Export Function. 
The Export Function 
allows you to save your 
document as a PDF or 
XPS file or any other file 
format you chose. This is 
not a new feature of 
Word. Rather, it is just in 
a new place. One thing 
that is new, however, is 
the ability to save a PDF 
as an editable Word Document. This could not be done easily in previous editions of the Office. With Office 
365, Adobe has lost it’s edge. To open a document as a Word document, you simply have to right click the 
PDF and “open as…” and select Word instead of Acrobat Reader.  

http://wwwimages.adobe.com/content/dam/Adobe/en/products/acrobat/pdfs/adobe-acrobat-xi-convert-pdf-
to-microsoft-office-word-tutorial_ue.pdf 

 

VIEW PANE 

The view pane has always been a valuable tool for Word. In addition to allowing you to see multiple views, 
Office 365 now allows you to quickly switch to reader mode and a host of other tools. One of the best tools 
is the “View side-by-side” function. This allows us to easily view two open docs and scroll synchronously or 
in any way we want. This means we can use one as a source and edit the other. 

NEW STUFF: POWERPOINT 

EASIER TO GET STARTED 

Previously, you could only open with a blank presentation 
or with a template. Now, you can start with those, a theme, 
or a recent presentation. That is, PowerPoint can take a 
recent presentation and make a template of it for you, saving 
valuable time and effort. 

Of course, you can still start the old-fashioned way, but this 
is much easier.  
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PRESENTER TOOLS 

The old presenter tools in PowerPoint were, well, pointless. In previous versions, it was difficult to tell who 
was seeing what. This made PowerPoint rather, pointless. Now, the improved presenter view makes it easier 
for you to see your monitor while the audience only sees the slides.  

 

 
Use on One Monitor 
Presenter view no longer requires multiple monitors, saving valuable desktop real estate.  
 
Zoom in on a slide 
You can click the magnifying glass to zoom in on charts, diagrams, etc. 
 
Jump to a slide 
You can use the navigator to browse to other slides in the presentation. 
 
Auto Setup 
PowerPoint can automatically sense your computer setup and choose the right monitor for Presenter view. 

ONLINE MEETINGS IN POWERPOINT 

You can now begin a meeting from within PowerPoint by sharing your presentation over the Web. By 
sending a link to the slides or starting a full collaborative session, folks can see your slides on their 
computers using IM or Skype, both of which are owned by Microsoft now. If you don’t have those, 
Microsoft has Lync and Office Presentation Services that make it easier. 

MOBILE DEVICES 
Now it’s possible to interact with PowerPoint on most any device including a Windows 8 PC. Using typical 
touch gestures, you can swipe, tap, scroll, zoom, and pan your way through your slides, and really feel the 
presentation. 
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NEW STUFF: EXCEL 

FILE MENU 

The file menu system works pretty much the same way with the same options. I won’t bore you with that 
stuff. You can read about it above. Instead, let’s turn our attention to some new stuff for Excel that makes 
data crunching much, much easier.  

FLASH FILL 

This one allows you to easily reformat, rearrange and extract information from imported data. Rather than 
having to go to the menu bar, you simply right click and Excel pulls up a menu of things for you to do with 
the data. Here’s how it to turn it on. 

 

This allows you to quickly and easily autofill you document as need. It can combine two or more columns 
by picking up on the pattern and solving the issue for you. This cleans up the data quickly, so you can 
analyze it faster. 
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QUICK ANALYSIS 

Quick Analysis allows you to move from tedious chart building to analyzing data with one or two clicks of 
the mouse. Now, you no longer have to find the right chart and develop the analysis, The charts are there for 
you in the recommended format. Surprisingly, it gives the right chart about 90% of the time. 

Above, we see that all we need to do is select our data and Excel gives us the option of several different 
analyses. We can format, build a chart, do sums and averages, build tables, and use Sparklines. This makes 
Excel a much more valuable tool by making workers faster. 
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Office 2013 Version Comparison Chart  
ê	   New	  or	  Improved	   
Ä	   Featured	   
	   Office	  

2013	   
Office	  
2010	   

Office	  
2007	   

Office	  
2003	   

Word 2013  
Create	  beautiful	  documents	  and	  enjoy	  the	  read	   

	   	   	   	   

Get	  absorbed	  in	  Word	  documents	  with	  the	  new	  
onscreen	  read	  mode	   

ê	   	   	   	   

Open	  PDF	  content	  in	  Word	  and	  easily	  reuse	  text,	  lists	  
and	  tables	   

ê	   	   	   	   

Edit	  and	  apply	  effects	  to	  photos	  without	  additional	  
software	   

ê	   Ä	   Ä	   Ä	   

Organize	  your	  documents	  and	  navigate	  easily	  with	  the	  
new	  navigation	  pane.	   

ê	   Ä	   Ä	   	   

Edit	  a	  document	  with	  other	  authors	  at	  the	  same	  time	   ê	   Ä	   	   	   
Excel 2013  
Discover	  and	  share	  insights	  from	  your	  data	   

	   	   	   	   

Easily	  extract	  what	  you	  need	  from	  imported	  data	  with	   
Flash	  Fill.	   

ê	   	   	   	   

Bring	  your	  analysis	  to	  life	  with	  a	  click	  of	  the	  mouse.	  	  
Quick	  Analysis	  Lens,	  Recommended	  Charts,	  and	  Chart	  
Animations	  make	  it	  easy	  and	  look	  great.	   

ê	   	   	   	   

Highlight	  important	  data	  trends	  in	  seconds	  using	  
Sparklines.	   

ê	   Ä	   	   	   

Clarify	  information	  with	  color	  schemes	  and	  data	  bars	  
in	  Conditional	  Formatting.	   

ê	   Ä	   Ä	   Ä	   

Edit	  documents	  with	  others	  simultaneously	  using	  the	  
Excel	  Web	  App.	   

ê	   Ä	   	   	   

PowerPoint 2013  
Design	  and	  deliver	  beautiful	  presentations	  with	  ease	  
and	  confidence	   

	   	   	   	   

Get	  started	  with	  ease	  and	  polish.	  	  When	  opening	  
PowerPoint,	  you	  are	  immediately	  presented	  with	  a	  
collection	  of	  compelling	  wide-‐screen	  themes	  from	  
which	  to	  create	  your	  presentation.	   

ê	   	   	   	   

When	  presenting	  with	  a	  second	  screen,	  new	  Presenter	  
View	  tools	  keep	  you	  in	  control	  and	  allow	  you	  to	  focus	  
on	  and	  connect	  with	  your	  audience	   

ê	   	   	   	   

Embed,	  trim,	  add	  bookmarks	  and	  special	  effects	  to	  
videos	  right	  in	  PowerPoint.	   

ê	   Ä	   	   	   

Present	  Online	  allows	  you	  to	  share	  your	  presentation	  
with	  anyone,	  even	  if	  they	  don’t	  have	  PowerPoint.	  	  	   

ê	   Ä	   	   	   

Share	  with	  others	  and	  stay	  on	  top	  of	  changes	  using	  the	  
Co-‐authoring	  feature.	   

ê	   Ä	   	   	   
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OneNote 2013  
Take	  notes	  and	  have	  them	  where	  you	  want	  when	  you	  
need	  them`	   

	   	   	   	   

OneNote	  is	  your	  digital	  notebook	  that	  travels	  with	  you.	  	  
With	  2013,	  OneNote	  adds	  a	  new	  Windows	  8	  app	  to	  its	  
family	  of	  apps.	  	   

ê	   	   	   	   

Embed	  files	  into	  your	  notes.	  	  In	  OneNote	  2013,	  you	  
can	  also	  preview	  embedded	  Excel	  and	  Visio	  from	  
within	  your	  notes.	   

ê	   Ä	   Ä	   	   

Capture	  and	  store	  text,	  images,	  videos	  and	  audio	  notes	  
in	  one	  easy-‐to-‐find	  place.	   

ê	   Ä	   Ä	   Ä	   

Link	  notes	  back	  to	  their	  source	  with	  Linked	  Notes.	   ê	   Ä	   	   	   
Draw	  and	  write	  using	  your	  finger,	  stylus,	  or	  mouse.	  	  	  
OneNote’s	  improved	  inking	  allows	  you	  to	  draw,	  erase	  
and	  edit	  seamlessly.	   

ê	   Ä	   Ä	   Ä	   

Make	  edits	  with	  others	  at	  the	  same	  time	  using	  the	  new	  
OneNote	  Web	  App.	   

ê	   Ä	   	   	   

Outlook 2013  
Take	  control	  of	  your	  day.	  	  Manage	  your	  email,	  
schedules,	  contacts,	  and	  to-‐do	  items.	   

	   	   	   	   

New	  Inline	  Replies	  allow	  you	  to	  reply	  to	  email	  in	  one	  
window	   

ê	   	   	   	   

Take	  a	  peek	  at	  your	  schedule,	  a	  specific	  appointment,	  
or	  details	  about	  the	  person	  you’re	  emailing	  with,	  
without	  moving	  screens	  or	  losing	  context	   

ê	   	   	   	   

Streamline	  your	  Inbox	  with	  Conversation	  View	  and	  
Ignore	  features.	   

ê	   Ä	   Ä	   Ä	   

Manage	  multiple	  e-‐mail	  accounts,	  like	  Hotmail	  or	  
Gmail,	  right	  from	  Outlook.	   

ê	   Ä	   Ä	   Ä	   

Make	  scheduling	  simple	  with	  new	  Calendar	  Preview	  
and	  Multiple	  Calendar	  View.	   

ê	   Ä	   Ä	   Ä	   

Stay	  connected	  with	  social	  and	  business	  network	  
updates	  using	  new	  Outlook	  Social	  Connector.	   

ê	   Ä	   	   	   

Office Web Apps  
Access	  and	  share	  your	  Office	  documents	  from	  
anywhere	  with	  anyone	   

	   	   	   	   

Work	  with	  anybody	  to	  edit	  and	  collaborate	  on	  
documents	  in	  real	  time,	  all	  they	  need	  is	  a	  browser.	   

ê	   Ä	   	   	   

Your	  documents	  are	  always	  just	  a	  click	  away,	  access	  
and	  view	  files	  stored	  online	  from	  nearly	  any	  device	  
with	  a	  browser	   

ê	   Ä	   	   	   

Share	  polished	  Office	  documents	  with	  anyone,	  even	  if	  
they	  don’t	  have	  Office.	  	   

ê	   Ä	   	   	   

High	  fidelity	  editing.	  Quickly	  see	  how	  your	  edits	  affect	  
the	  overall	  look	  and	  layout	  of	  your	  documents,	  with	  
greater	  fidelity	  from	  edit	  mode	  to	  view	  mode.	  	   

ê	   	   	   	  	   

From	  your	  tablet	  (Windows	  8	  and	  iPad)	  edit	  
documents	  stored	  online	  with	  touch-‐enabled	  web	  
apps.	  	   

ê	   	   	   	   
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Publisher 2013  
Create	  professional	  and	  impactful	  publications	  	   

	   	   	   	   

Import	  all	  your	  pictures	  to	  a	  single	  canvas	  in	  Publisher,	  
and	  swap	  them	  in	  and	  out	  of	  your	  design	  with	  a	  simple	  
drag	  and	  drop.	  Experiment	  to	  find	  the	  right	  image,	  
without	  wasting	  time.	   

ê	   	   	   	   

The	  new	  Start	  experience	  gives	  you	  easy	  access	  to	  
inspiration,	  with	  new	  compelling	  templates,	  as	  well	  as	  a	  
list	  of	  your	  recently	  viewed	  documents,	  so	  you	  can	  get	  
back	  to	  where	  you	  were	  in	  no	  time.	   

ê 	   	   	   

Edit	  pictures	  easily	  by	  zooming,	  panning,	  and	  cropping	  
while	  maintaining	  your	  document’s	  layout. ê Ä Ä  

Align	  shapes,	  images,	  and	  text	  intuitively	  thanks	  to	  new	  
alignment	  guidance	  technology.	   

ê	   Ä	   	   	   

Access 2013  
Create	  powerful	  databases	  faster	  and	  easier	   

	   	   	   	   

Make	  exploring	  your	  data	  easy	  using	  Access	  drag-‐and	  
drop	  navigation	  forms.	   

ê	   Ä	   	   	   

Create	  insightful	  reports	  with	  new	  design,	  layout,	  and	  
data	  analysis	  tools.	   

ê	   Ä	   Ä	   Ä	   

More	  easily	  automate	  common	  tasks	  using	  the	  
revamped	  Macro	  Designer.	   

ê	   Ä	   	   	   

Office 2013  
Your	  modern	  Office	   

	   	   	   	   

Great	  with	  Windows	  8:	  	  capture	  your	  ideas	  however	  
you	  work	  best—using	  a	  keyboard,	  pen,	  or	  a	  
touchscreen.	   

ê	   	   	   	   

Sign	  into	  your	  account	  and	  your	  applications,	  recent	  
documents	  and	  settings	  are	  right	  there,	  just	  the	  way	  
you	  left	  them.	   

ê	   	   	   	   

The	  new	  Start	  experience	  helps	  you	  create	  beautiful	  
documents	  more	  quickly	  with	  compelling	  new	  
templates	  as	  well	  as	  a	  list	  of	  your	  recently	  viewed	  
documents.	   

ê	   	   	   	   

Easily	  customize	  the	  Ribbon	  in	  every	  Office	  application.	   ê	   Ä	   Ä	   	   

Quickly	  access	  file	  management	  tasks,	  such	  as	  open,	  
save,	  and	  print	  with	  new	  Backstage	  view.	   

ê	   Ä	   	   	   

     

http://partnerdirect.dell.com/sites/channel/Documents/Office-2013-Comparison-Chart.pdf 

LINKS 

www.support.office.com 

10 Awesome new additions to Office 2013 

https://portal.office.com/Home 


