
Office 365 Portal 

To log-in to Office 365 from home or school: 

1. Visit the CMS homepage to click on the Office 365 link OR go to office.live.com 

2. Log-in 

✓ Username: Username used for computer log-in at school + email domain  

 

___________________________ @charleston.k12.il.us 

  

✓ Password: Same one you use to log-on to computers at school: ____________________________ 

 

 

 

 

 

 

Cloud storage, file folder 
you can access anywhere! 

Create new files, edit anywhere, 
and share with others! 

Email- can ONLY send or receive messages from 
those with a school email address.  

This means you cannot send or receive messages 
from your personal email. 



One Drive: Cloud Storage 

Cloud storage allows you to upload documents onto an internet server so you can access it from anywhere in the world on any 

device that has access to the internet. So if you forget a USB, no worries! You can save your assignments in the cloud and access 

them from home or at the coffee shop later on a different device.  

Upload a Document Already Started on the Desktop 

1. Make sure the file you want is saved in your U drive and is closed. 

2. Once you have logged onto Office 365, click on the OneDrive app.  

3. Click Upload and choose Files 

 
4. From the window that appears, choose the file you want to 

upload into the cloud and click “Open.”  

 

 

 

5. After a few seconds the file will appear in your cloud.  

 

 

 

This is what the 
OneDrive app icon 
looks like.  



 

Create a New Document 

1. Log-on to Office 365 

2. Access the App for the type of document you want to create: 

Note: these Apps do not have the full capabilities as the desktop version you are 

familiar with using.  

3. From the screen that appears choose a template 

or a “New blank document” 

4. Click in the area above the new document to give it a name 

 

 
5. Documents created through OneDrive are automatically saved in your cloud. So there is no need to 

click a save button as you work.  

 

Editing on the Desktop 

If you want to be able to access all the tools that the desktop versions of Microsoft have to offer, you can choose to edit your 

documents by clicking on the Edit in Word, Open in PowerPoint, or Edit in Excel links.  

      

When clicking on these links multiple pop-ups will appear asking for permission to access and requiring your email 

address and password. If you choose this option remember that you will have to click the save icon in the upper left of 

your screen.  

This will reload your work in the cloud. If you do not do this, you will lose everything you have been working on while in the 

desktop version of your program.  



 

File Sharing 

Share what you create or upload in OneDrive with teachers or peers. File sharing allows you to turn in assignments to be graded or 

to create collaborative projects. Individuals you share with do not need your password or access to your personal account to edit or 

view a document, you simply share the document with them! 

1. Log-on to Office 365 

2. Access the OneDrive App  

3. Place your cursor over the title of the document you want to share. This will 

cause the line to turn a darker shade and a “Share” icon will appear. 

 

  

4. Click on the “Share” icon and a box will appear on your screen.  

a. From here you can decide how to share your document (can edit or view only).  

b. You can add a person’s name or email address. 

c. You can type a personal message. 

5. Click “Send,” an email will be sent to the individual(s) you are sharing the document with. 

Access documents others have shared with you through the email you receive or clicking on the OneDrive folder called “Shared.”  

This is what the 
OneDrive app icon 
looks like.  


