
A guide To Using Free Microsoft Office Online 

If you don’t have Word, Powerpoint, Publisher, Excel or any other Microsoft 

Office program on your computer at home you will be able to set up a free 

account for Microsoft Office Online. Through this you will be able to use all of 

the office programs through your browser.  

Firstly you will need to google Microsoft Office, and then click on  

Free Microsoft Office online, Word, Excel, PowerPoint, formerly 

...www.microsoft.com › free-office-online-for-the-web 

This is the second link pictured below. 

 

 

You will then see this 

screen. 

If you already have a 

Hotmail or Outlook 

account, you can click sign 

in and follow the on-screen 

instructions. If you do not 

have an account or would 

like to set up a new address 



for office then click on “sign up 

for free”. 

When you click on this button you 

will be asked to make your new 

email address. For example you 

can see 

penkexample@outlook.com 

below.  

Then click next. 

 

 

You will then be 

prompted at 

choose a password. 

It should be at least 

8 characters long, 

include both upper 

and lowercase 

letters and a 

number. You may 

also wish to untick 

“ I would like 

information, tips 

and offers about 

Microsoft products 

and services. Then 

click “Next”. 
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Next you will be prompted to give 

your country and date of birth 

and then click next.  

 

 

 

 

 

 

 

 

The final screen in creating the account will 

ask you to copy the characters you can see 

in the image. Once you have done this click 

next. 

 

 

 

 

 

 

 

 

 

When this window pops up, click the x in the top right 

corner. 

 



You will then see a list of the Microsoft office programs. Click on an icon to 

load that program.  

For example, if you click on Word, then word will open. 

To start a new file select “New Black Document”. 

Once you have completed the work and want to save it to submit on the VLE, 

click on “file” on the top left, then “Save as” in the left hand menu, and finally 

“Download a Copy”. This will save the document to your downloads folder 

ready for it to be uploaded to the VLE (see the separate video tutorial for how 

to do this). 

 

 

 

 

 

 

All files are automatically saved in Office Online as you edit them, so you don’t 

need to save them if you want to come back later. Simply close the window 

and all your files will be there next time you log into office online, using the 

email and password you made when setting up the account. 


