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Office 365



MAIL.CRECNM.ORG

� Lets learn One Drive
� How to login
� Online vs offline 
� Sharing
� Creating
� Saving
� Downloading & Uploading
� Printing 
� Sync Errors
� Don’t forget that you can ACCESS documents from

any computer.



LETS LOGIN ONLINE GO TO: 
MAIL.CRECNM.ORG

You will use you 
CREC-email 
and Password 
to Login



Hey look at that, its my 
email!!!
• Next step click on the 

office 365 (top corner 
left hand side)



LETS LOOK FOR THE ONE DRIVE 
ICON
Click on the one drive Icon

Note that there are other icons you can utilize these 
Icons if you only have web apps.



NOTE: WHEN YOU SAVE TO ONE DRIVE YOU NO LONGER  
LOSE/FORGET INFORMATION WHEN YOU HAVE IT IN THE CLOUD

Work documents will be 
the FILES you save to your 
One Drive folder on your 
laptop

Work documents will be in 
FILES synced from your File 
Explorer One Drive folder

DESKTOPOnline

Offline Online



TIME LOGS

You can locate your 
Time Logs in Shared 
and the CREC folder 
for recourses 



SHARING WITH OTHERS AND WORKING 
TOGETHER

If you want to share with others click on the        
ellipse and hit share type in the name/email 
you want to share

Before sending make sure what type of 
permissions you want them to have 
edit/view. The tiny check box in the 
permissions decides which you want 
them to have. This works the same way 
as offline 



SHARED BY ME 

If you want to see if you 
shared something out you 
can locate the documents 
in Shared on the one drive 
toolbar click on Shared by 
me.



Offline you right click over the document you want to share in your one drive 
and search name/email you want to share with before you hit send edit the 
permissions edit/view the tiny check box in the permissions decides which you 
want them to have.



CREATING 
DOCUMENTS ONLINE
To create a new document in one 
drive click on New then pick the 
type of document you want to 
make.



SAVING DOCUMENTS 
ONLINE
After creating a document of your 
choice to Name the document 
double click on the generic name 
(Document1) and replace with 
your choice after hitting enter it will 
display saved real fast next to the 
updated file name



SAVING DOCUMENTS 
OFFLINE 
Offline saving when in a document 
hit file save double click OneDrive 
it will prompt your folder and give 
your document a name and save 
it to your desired folder in one drive



WHEN DONLOADING CLICK THE       ELLIPSE 
ON THE DOCUMENT YOU WANT THEN HIT 
DOWNLOAD IT WILL START DOWNLOADING  
THEN HIT OPEN AND CLICK ENABLE EDITING 
WHEN PROMTED.

Downloading Online Uploading 

WHEN YOU NEED TO UPLOAD YOU CAN 
SIMPLY DRAG THE DOCUMENT ONTO THE 
ONE DRIVE SCREEN OR HIT UPLOAD AND 
SEARCH FOR YOUR DOCUMENT IF YOU 
HAVE NOT SAVED IT  TO YOUR ONE DRIVE 
FOLDER ALREADY



PRINTING ONLINE GO TO FILE PRINT 
THEN WHEN SETTING PROMTS 
CHOOSE LANDSCAPE AND IN 
SCALING CHOOSE FIT ALL COLUMNS 
ON ONE PAGE 

THEN CHOOSE THE PRINTER YOU 
WANT TO PRINT TO 



ONE DRIVE CLOUD 
ICON

SYNC ERROR ICON FIX ERRORS
RENAME FILE 
DOCUMENT

IF YOUR ONE DRIVE 
ICON HAS A RED X
PLEASE CLICK ON IT 
THEN CLICK ON 
ERRORS 

AFTER CLICKING ON ERRORS 
IT WILL PROMT THE TYPES OF 
ERRORS WRONG WITH THE 
DOCUMENT 

THIS WAS A NAME ERROR 
ONE DRIVE DOES NOT 
ALLOW CERTAIN SYMBLES 
TO BE IN THE 
FOLDER/DOCUMENT 
NAME RENAMING  
WOULD FIX THIS ERROR



YOU CAN ALWAYS ACCESS YOUR 
DOCUMENTS FORM ANY COMPUTER WITH 
YOUR ONE DRIVE JUST REMEMBER 

THE END J

MAIL.CRECNM.ORG


