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This guide covers the following topics: 

• Locate and open apps including Teams, Outlook and Word

• Open Word

• Save files to your OneDrive

• Open files in desktop applications

• View and reply to comments

This guide is part of a series created to help you to make the most of the IT 

apps available to you. For help with the content of this guide please speak 

with your tutor.  

A video explainer version of this guide is available on the Digital Learning Team 

YouTube channel: 



Start by logging into the college website at www.abingdon-witney.ac.uk 

You can log in using a laptop or mobile device.  Most Office apps work on 

mobile devices though there are some limitations. 

Once you’ve logged into the College website, tap the ‘waffle’ icon at the top 

left of the window:  

Tap to open the app you need.  In this example we’ll open Word… 

http://www.abingdon-witney.ac.uk/


Tap to create a ‘New Blank Document’: 

 

 

The Word interface opens.  Create the document by adding text and images as 

needed.  Note a limitation of the browser version is you cannot drag and drop 

images into the document - You need to go to ‘insert, image’. 

 



To save the file tap ‘File’, ‘Save As…’

 

 

Enter a filename.  Always use a descriptive name so you can search for the file 

later. 

If you have already created specific folders for your documents, tap the ‘Save 

to another folder’ button:  

 



Navigate to the OneDrive folder where you’d like to save the file.  Here it will 

be the ‘module one class notes’ folder: 

 

 

 



Once you’ve located the correct folder, tap ‘Save’: 

 

 

 

 

 

 

 



To create a new folder on your OneDrive tap ‘New Folder’:  

 

 

Some apps also have full desktop equivalents (E.g. Teams, Word and 

PowerPoint).  If you’re using a laptop or desktop computer with the full apps 

installed, tap the ‘Editing’ button then select ‘Open in Desktop App’:  

 

 

 



Full apps can be useful for creating complex files, for example a complex layout 

of text and images.  Also, if you are sent a file and it doesn’t display properly in 

the browser app, opening it in the desktop version will often resolve the issue.  

 

Tutors may use the COMMENTS system built into Office apps to provide you 

with feedback.  In this case, to see their comments, tap the COMMENTS button 

at the top right of the window:  

 

Scroll down to view their comments:

 



You can REPLY to comments or tag them as resolved:

If you need help with the content in this guide, in the first instance please 

speak with your tutor.  If you have a more general question you can email 

the digital learning team: digital.learning@abingdon-witney.ac.uk 


