
The Waffle – 

(a.k.a. Apps 

Grid) See Below 

for More Info! 

The Waffle is in the top 

left corner of every 

Office 365 application – 

click on it to bring up a 

quick launch menu to 

navigate between apps. 

The Waffle is a 

quick way to 

access different 

apps in Office 365 

Welcome to Office 365! 
 

How can you get more help? 

- There are numerous workshops on Office 365 offered through the teacher center, please sign 

up through WinCap Web! 

- Enter a help ticket requesting the help of an ITSS/ITT for some one-on-one help. 

- Reach out to your mentor or another person in your department. 

 

How do you get to Office 365? 

1. URL: http://portal.office.com 

2. From pittsfordschools.org click on the For Staff tab, find Office 365 

3. When in doubt, do a Google search for Office 365  

 

Logging In 

 

Username: first_last@pittsford.monroe.edu (your school email address) 

Password: Active Directory (same as the one you use to log into your computer) 

 

Office 365 Homepage 

 

 
 

 

 

The Waffle (a.k.a. The Apps Grid) 

 

 

 

 

 

 

Install Office on your 

home computer (up to 5 

different devices) – 

click on this link and 

follow the directions. 

Your Apps – This will 

look different 

depending on the apps 

you use, to find ones 

that aren’t appearing on 

your page click on 

Explore all your apps OneDrive is your “thumb drive in 

the cloud” – you have 1 TB of 

storage here, accessible from any 

internet capable device 



Sharing in Office 365 

From OneDrive: 

 

Select the document or folder you would like to share (click on the circle to the left of it) and 

then select Share from the menu at the top. 

 

 
 

You can then choose to share with specific people within the PCSD community or get a copy 

link you can then paste into an email or on your website. This link will only work for someone in 

the PCSD community with an Office 365 log in. Note: Both staff AND students are listed so 

please use caution when sharing that you are sending it to the appropriate person.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From a document: 

 

 
 

Click on the Share button in the top right corner, the steps are then the same as above. 

Type specific names here. 

The default is for the 

person/people you are 

sharing with to have full 

edit rights to your 

document…to change this 

click here. 

Then uncheck 

this box and 

click Apply. 

Clicking on this will give you a 

link you can then paste in an email, 

on a webpage, in a document, etc. 

Will only allow users with an 

Office 365 account to open it. 


