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Overview

Microsoft 365 Online is a one-stop portal providing in-browser versions of software in the Microsoft
suite (e.g. Word, Excel, PowerPoint, Outlook, etc.). CSU students, staff, and faculty have free access to
Microsoft 365, and several accessibility features and tools are built directly into the online portal. These
built-in tools are usually also available in the desktop applications, depending on the version; however,
this QuickStart guide focuses primarily on the tools and features available within the online applications.

To Use

Logging into Microsoft 365 Portal

Access the online portal by navigating to Microsoft 365 (http://portal.office.com). The login screen will
appear as shown below:

" Microsoft
Signin

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options

Log in using your ename@colostate.edu email address. Upon logging in, you will see the 365 home
page:
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http://portal.office.com/
mailto:ename@colostate.edu
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_..‘..éAA P U WD WD WD W W W4
— »
(]
Good morning Install Office
Recommended >
You edited this You edited this You edited this Swanson,Allison replied to 2 c
<2 thago 2 Monat 156 oM VN B puga 4
|&
a
Q All My recent Shared Favorites T Y 7 Upload
w5 ) v Name Modified - Shared by - Activity -
¥
- o} —
= @l _—
— m 1 Ao M Feedback

From the toolbar on the left-hand side of the screen, you can access the online versions of Office 365
applications such as Word, Excel, PowerPoint, Outlook, and more. Simply click on the application you
would like to use and create new documents, emails, notebooks, calendar items, and so forth.
Documents are stored in the cloud on OneDrive. If you are collaborating on a document with other
people, it may be stored on SharePoint so that everyone has live access to it.

Logging into Desktop Applications

When you use Microsoft 365, documents and notes can be stored on the cloud and accessed online
through OneDrive or SharePoint. Those documents may also be opened from within Microsoft’s
desktop applications (Word, Excel, OneNote, etc.) and synced live as you work on them.

To log into your 365 account from a desktop application such as Microsoft Word or Excel, open the
application and click the Sign In button in the top right-hand corner of the screen. (In Microsoft
OneNote, the sign-in screen pops up automatically when you open the desktop application.)

Good morning

Blank workbook Welcome to Excel Drop-down tutorial Formula tutorial Beyond

‘ L Search

Recent  Pinned  Shared with Me

You haven't opened any workbooks recently. Click Open to browse for a workbook.

More workbooks —>
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From there, sign in using your ename@colostate.edu email address.

B= Microsoft
Sign in

Email, phone, or Skype

No account? Create ane!

Next

©2021 Microsoft  Privacy statement

Cancel

When you are logged into the desktop applications, you will be given the option to open documents

directly from OneDrive and SharePoint locations (“Sites”) as well as documents that are saved locally.

/QQ Shared with Me

Colostate

‘ OneDrive - Colostate
. ]

Sites - Colostate

Other locations

E‘;l This PC
@ Add a Place
E? Browse
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Accessibility Features of Office 365

Dark Mode

Dark Mode reverses the color scheme for users who prefer to work with light text on a dark background
rather than dark text on a white background.

Good morning Install Office

—|— o™ pi rﬂ'

Start new Outlook OneDrive PowerPoint OneNote

5§ NG 1

SharePoint gE Calendar Planner

Notebook

All apps

To activate Dark Mode, click on the settings icon in the upper right-hand corner of the Office 365
homepage. Within the Settings menu, toggle the switch labeled Dark Mode:

® -&
[
Settings x

Other
Third party notice

Themes

_ [ O *)
- Office . — /7
%ﬁ i x )

L -~ el

View all

Language and time zone

Change your language —

Dark Mode

Password

Change your password —

Contact preferences

Update contact preferences —
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This setting may reduce eye strain and make it easier for users who are prone to migraines or light
sensitivity to use the computer. However, it should be noted that Dark Mode only applies to the home
page of 365 and doesn’t carry over to the online applications. To use dark themes in 365 desktop
applications, see the below “Dark Mode for Desktop” section.

Dark Mode for Desktop

Microsoft’s desktop applications can have dark mode or other color contrast themes activated. Click on
the File tab in the upper left-hand corner of the screen, then click on Account in the left-side ribbon.

Transform

Close

Account

Feedback

Options

Choose between four Office Themes: colorful, dark gray, black, or white.

Account

Account Privacy

Product Information

| WV F
Office Theme: [ | M ICI'OSOft
Use system setting -
Colorful Subscription Product
Dark Gray Microsoft 365 Apps for enterprise
\?\"'::; Belongs to: This device

This product contains

FAPHIIAD®

Use system setting

Note that when this theme is changed, it applies to your entire 365 account, not just to that particular
application. The change will occur across all Microsoft desktop applications that you are signed into. For
example, if you change the theme in Microsoft Word, it will also carry over to PowerPoint, Excel, etc.
Here is an example of the Dark Gray theme in Microsoft Word:
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File  Home Insert Design Layout References Mailings Review View Help ACROBAT |

Cut ~ pv == = == A | OFind ~
[)é caiibri @ody) <11 VAT A" Aav A | i (== 20 T | |aaeocend| aaBbcend AaBbCc AeBbCel AQ B | aabced  aaBbcedd acBbeed  Acsbeend & Re
Copy I~ ¢ Replace
Paste . = i i —
5 S romatpamer | BT U X A 2 A = (o IWNurmaI TNoSpac.. Heading 1 Heading 2 | _Tile | Subtie__ Subtle Em..._ Emphasis | imtense E.. (S {0

Clipboard 5 Paragraph 5 Styles 5 Editing
Navigation

Search document

Headings | Pages | Results

Create an interactive outline of your document.

It's a great way to keep track of where you are or quickly
move your content around.

To get started, go to the Home tab and apply Heading styles
to the headings in your document.

Dictate
Dictate allows users to input text by speaking rather than typing. This tool is available in applications
such as Word, OneNote, and PowerPoint.

To use Dictate, click on the microphone that appears in the Home ribbon of the application you’re using.
As you speak, Dictate will transcribe your speech directly into the document. To stop recording, simply
click the microphone icon again.

Search
The Search bar (formerly “Tell me”) is available across all online and desktop applications in Microsoft
365. It appears as a small text input bar at the top of the page.

,o Search

Type requests directly into the search bar, and it will show a drop-down list of functions and help topics.

',: he

[} Add a Header »
@ Help

[ Edit Header

L% Remove Header

£ What's New

@ Get Help on "he" »
£ smart Lookup on "he"

Immersive Reader

Tools

Immersive Reader is a feature of Microsoft 365 applications that includes tools to read text aloud,
change the spacing and color scheme of a document, and more. It is built into the web versions of Word,
OneNote, PowerPoint, Teams, and Outlook as well as their desktop applications.
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Read Aloud

Documents may be read aloud by clicking on the teal play button at the bottom of the screen. It

automatically begins reading from the top of the document. Click on text anywhere in the document to

skip to that point, or click the button again to pause. Adjust the reading speed and voice by clicking the

Voice Settings icon.

Uy

Text Preferences

AA

In the Text Preferences menu, adjust the text font, size, spacing, and color contrast theme for your

document.

é

Lorem ipsum A =

Text Size

Lorem ipsum dolor sit amet, soluta

48
Increase Spacing

viderer adipiscing eu cum. Mundi ca

Font
(®) calibri

() sitka

soleat ut nam. No quot conceptam h ...

Themes

ut meis omnium efficiendi vim, vix ¢ ~ B ~

[ 2 |[ 2 || m |

O - NI

Grammar Options

I

® v

In the Grammar Options menu, toggle the Syllables switch to show words broken up by their syllables.

Or select parts of speech to display in custom text colors, with the option of showing part-of-speech

labels above the text.
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é 01/02/2020: INTEGRATE LN §
grat-i-tude, the e-mo-tion-al and e ©
Parts of Speech
o . X B nouns Q
phys-i-cal strength, the con-tin-u-in g .. )
B adjectives ClD)
v adverbs lD)
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Line Focus

L]

In the Reading Preferences menu, toggle the line focus option to narrow the reading window. Users
may opt for the document to show one, three, or five lines of text at a time, depending on the text size
and spacing that has been previously selected under the text preferences menu.

M 5 O

Line Focus e
— v
Lorem ipsum dolor sit amet, soluta viderer adipiscing eu CuUMm oo ewordsin s cowmen
congue soleat ut nam. No quot conceptam has, ut meis omnit Translate
[ choosea language v
efficiendi vim, vix at doming quaestio voluptatum. Nec ne mi
@

Other Reading Preferences

L]

In the Reading Preferences menu, there are two tools besides line focus: Picture Dictionary and
Translate. If the Picture Dictionary toggle is on, you can click on words within the document to display a
few sample pictures for what that word means. In the Translate menu, select a language and whether
you would like the document to be translated word-by-word (by clicking on words within the document)
or in its entirety.
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Translate

Portuguese (Brazil)

d
By word &

Document @ )

Accessing Immersive Reader
Instructions for opening Immersive Reader within each Microsoft application are listed below. For the
sake of simplicity, this guide is limited to the online versions accessed through the Microsoft 365 portal

on a browser.

Word, PowerPoint, and OneNote

O Search (Alt + Q)

Document - Saved ¥

Word

File Home Insert Layout References Review View Help & Editing v

°s Ruler [J Navigation

Reading View [}1—1‘. Immersive Reader | Zoom |[100% V| |g 100%

Teams Chat

& &

Show conversation

From there, hover your mouse over a message within the chat. A series of emoji reactions, along with a
three-dot menu expansion button, will appear. Click the three-dot menu button and select Immersive

Reader from the drop-down list that appears.
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id we decide to use?

S a |-
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resentation, ar & Mark as unread
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@% Translate

(43 Immersive Reader

is.

More actions

Outlook

In Outlook, right-click on a message within the inbox. From the drop-down menu, hover your mouse

over View and then select Show in immersive reader.

£ Search
| = = ] Delete = Archive  Junk ¥ & Sweep 51 Moveto v <J Categorize ™
Favorites © Inbox * Filter ~
£ £ Inbox 1 O NYT Cooking
Five Weeknight Dishes: Chilled Dinner...  11:01 AM
1] B Sent ltems Silken tofu with tomatoes and peaches, and mor...
Delet
@ / Drafts 4 elete
" Archive
lﬁl Deleted Items 158 |
Move
Add favorite
C
, Copy
R4 Folders ' Categorize
@ 5 Tl 1 Mark as unread
Fl
o V4 Drafts 4 , rlag
Pin
B Sent ltems
Snooze
> Deleted ltems 158
Ignore
® Junk Email 2
Security options
B Archive View
| Notes

Advanced actions

Conversation Historv n this but ...

Contact & Pricing Info

Open in new tab

(® Snooze Vv

Show in immersive reader

View message details

Contact Microsoft Website
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https://support.microsoft.com/en-us/contactus/

More information about accessibility features and tools can be found online at the Microsoft
Accessibility website (https://www.microsoft.com/en-us/accessibility). This site links out to a blog that
periodically updates with the latest features, articles on accessibility features for specific disabilities,
instructions for how Microsoft products integrate with various assistive technologies, and more. To
report accessibility issues or receive more specific help, contact Microsoft’s Disability Answer Desk.

Cost: Free for all CSU students and staff.

Assistive Technology Resource Center Chelsea Hansen
Colorado State University December 2021
http./yatrc.colostate.edu
http:/yaccessibility.colostate.edu
12


https://www.microsoft.com/en-us/accessibility
https://www.microsoft.com/en-us/accessibility
https://www.microsoft.com/en-us/Accessibility/disability-answer-desk?activetab=contact-pivot%3aprimaryr9

	Microsoft 365 Online Built-Ins – Quick Start Guide
	Overview

	To Use
	Logging into Microsoft 365 Portal
	Logging into Desktop Applications

	Accessibility Features of Office 365
	Dark Mode
	Dark Mode for Desktop

	Dictate
	Search

	Immersive Reader
	Tools
	Read Aloud
	Text Preferences
	Grammar Options
	Line Focus
	Other Reading Preferences

	Accessing Immersive Reader
	Word, PowerPoint, and OneNote
	Teams Chat
	Outlook


	Contact & Pricing Info



