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Go to icon for Dropbox, lower right corner of desktop 1 



Select File (Double Click) 2 



In this view, Click on triangle next to word 

“OPEN” 3 



Click Microsoft Word Online 4 



Edit document using Microsoft Word 

Online 5 



Note the toolbars are similar and have most of the functions of Word on your 

computer. 

HOME menu has formatting and styles 

INSERT menu has headers, page numbering, etc. 



PAGE LAYOUT menu has Margins, etc. 

REVIEW menu has SPELLCHECK, etc. 

VIEW menu has similar view settings. 



NO NEED TO SAVE document when done. If you click FILE, you will see… 6 



• The message from Dropbox is that it SAVES your file for you. When you CLOSE the file and return to the 

Dropbox file folder ONLINE, the updated file will be there.  

• If Dropbox is installed on computers of those who share this file (AND they have space on their hard drives), 

their Dropbox folders on their computers will also be automatically updated with the new changes.  

• They could download a copy or convert to PDF from the FILE menu and save to their computers, if necessary.  


