& canapore coee  [Mlicrosoft 365 Guide

=" Microsoft 365

www.canadorecollege.ca/office365


http://www.canadorecollege.ca/office365

&€ cannoore couree - Microsoft 365 Guide

Microsoft 365 Initial Log In

Microsoft 365 Local Installation

Microsoft 365 Webmail Guide

Microsoft 365 OneDrive Guide

Microsoft 365 Teams Guide

Microsoft 365 SharePoint Guide

Microsoft 365 Outlook Guide

Microsoft 365 Outlook for Mac

Microsoft 365 Outlook for iOS

Microsoft 365 Outlook for Android

Microsoft 365 Word Guide

Microsoft 365 Excel Guide

Microsoft 365 PowerPoint Guide

Microsoft 365 OneNote Guide

Last Modified: February 9, 2023, by ES



&g canmoorecoucse  Microsoft 365 Guide

Microsoft 365 accounts for students

As a Canadore College student, you are entitled to use of Microsoft’s 365 while you attend.

Each student is assigned an “@Canadorestudents.ca” email address.

Students will have access to this email and Microsoft 365 only while they are actively registered.

Your “@Canadorestudents.ca” email address can be determined by logging into Self-Service.

How to Determine your Canadorestudents.ca login
Your email account is based on your Email ID Number which can be found on your Self-Service.

Follow these steps to check your Email ID Number in Self-Service.

1. Navigate to Self-Service User Login (canadorecollege.ca) and login

2. Select the “Personal Information” tab on the home screen
3. Select “View E-mail Addresses”
4. On this page your Email ID is under “Authentication student email”

o Examples of Email IDs: (123456 @canadorestudents.ca or John.Smith@canadorestudents.ca)
This Email-ID-Number type like above depends on the age of your account with Canadore.

PG EIR LGl R Student  Finance

Search| || Go |

View E-mail Address(es)

,! J Your active e-mail addresses are displayed in order by addrass type.

Students can add a personal E-mail and set it as their preferred form of communication.
Note: The @mycanadore.ca account listed is your system login ID.

E-mail Addresses

Authentication student email

Email-ID-Number-Here@canadorestudents.ca
Comment: Authorization email

Personal E-mail - Updateable
PersonalEmail@gmail.com Preferred
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Unsure of your login credentials

NOTE: If you are uncertain what your login credentials are or need assistance, please send an email to
Service.Desk@canadorecollege.ca and include the following:

e Email Subject: Microsoft 365 Credential Request — Put your Student Number Here
e Student ID:

e First and Last Name:

e Date of Birth:

e Program you are taking:

e Campus:

Canadore College Microsoft 365 Log In

1. Launch any internet browser (Chrome, Safari, Firefox, Edge, or Internet Explorer) and
navigate to the following website: http://owa.canadorecollege.ca

5B Sign in to Outlook X eE

tp://owa.canadorecollege.ca

Sign in

to continue to Outlook

Ema\'I—1D—Number—Here@canadorestudents.ca\

No account? Create one!

Can't access your account?

Terms of use  Privacy & cookies

2. Enter the Email-ID-Number-Here@canadorestudents.ca that you checked on Self-

Service in “step 4"as the username.


mailto:Service.Desk@canadorecollege.ca?subject=Office%20365%20Credential%20Request%20-%20Put%20your%20Student%20Number%20Here
http://owa.canadorecollege.ca/
mailto:Email-ID-Number-Here@canadorestudents.ca
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& Email-ID-Number-Here@canadorestudents.ca
Enter password

Password

Forgot my password

Terms of use  Privacy & cookies

If you have logged into a campus computer, the Harris library or changed your password for
those services that password is your Microsoft 365 password.

If you have not logged into a computer on campus or the Harris library, then your password
will be your birthdate by default.

It will be in DDMMYYYY format.
Example: If you were born January 23™, 2005, you would use 23012005.

It will then ask you to change your password if this is your first-time logging into the webmail.

Your password expires every 40 days, so make sure to update it before then.

Password is incorrect or expired

If you are unable to change your password after it expires or it is incorrect and you can't login,
please contact the Service Desk for assistance.

Please make sure to provide the same information as detailed in the “Unsure of your login

credentials” section earlier.
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Accessing Microsoft 365 apps via Webmail

After logging into webmail, you can also access all the apps on the Microsoft 365 suite for students.
This includes Word, Excel, PowerPoint, OneNote and Teams.

Apps

‘ocused

E QOutlook @ OneDrive
m Word a Excel

& PowerPoint u OneNote
& SharePoint w Teams

-

No unread messages
You're on top of everything here.

All apps > Clear filter

Documents

A

We can't show your recent docs right now.

More docs >

Microsoft 365 Guide

Office > b@ © Search 1 Teams call v ] fe ? =l @

i Word Document? - Saved £ Search (Alt +

Insert  layout  References  Review View Help | 7 Editing v

v Plv N|wialteadingy) V24 v A A B I U £y Av A - iSv S E 3=

v || Normal No Spacing Headinlv| © findv [0 Reusefiles & Dictate v £ Editor | J* Designer

[List Title]

[If you're ready to write, just select a line of text and start typing to
replace it with your own.]

* [Need a heading? On the Home tab, in the Styles gallery, tap the
heading style you want.]

o [This style is called List Bullet.]

[EERG  Comments A\ Catchup

- — 4 100% L] Fit_Give Feedback to Microsoft
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Installing Microsoft 365 locally

You can use the web apps, or you can install Microsoft 365 on your own computer.

Use the following steps to install (This applies to Windows and Mac PCs)
1. On the Outlook page, click on your initials in the top right, and then click on “View Account”

=§ CANADORE Outlook n  Teams call V=]

college.ca
| ] ESll ) New message Canadore Cg Sign out
. x -
/ Favorites Focused Other Unread Lastname, Firstname
< Email-ID-Number@canadorestudents.ca
o] th ilb:
@ Open another mailbox
& B> Sent Items

2. Click on Office Apps

My Account \/ s 0 O
R Overview
& Security info
Security info Password Settings & Privacy
£ Devices .
Lastname, Firstname /Q
& Password Student /
€1 Organizations 3 Email-ID-Number@canadorestudents.ca - geep your verification methods and security Make your password stronger, or change it if Personalize your account settings and see
info up to date. someone else knows it how your data is used.
B
& Settings & Privacy UPDATE INFO > CHANGE PASSWORD > VIEW SETTINGS AND PRIVACY >
Why can't | edit? @
S My sign-ins.
= Office apps | <im—
& Subsarptions Devices Organizations My sign-ins

3. Next select Install office, it will download a Officesteup.exe file and you open that file
to start the installation.

=§ CANADORE My account

college.ca

Apps & devices

My account

Office

Personal info

G EERUEFEFLOa
Language‘: Version

[English (United States) v | [64-bit v Install Office

DEVICES

Subscriptions

Security & privacy

App permissions
Skype for Business

dppclaldevicey Language Version Edition netall S
[English (United States) v | [64-bit v|  [Skype for Business Basic v | nstall Skype

Tools & add-ins

- ™ £ [ » &

S

D Get Office on your phone or tablet
iOS | Android | Windows

You will want to confirm that your computer meets the requirements for Microsoft Office
detailed on the next page.
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Microsoft 365 system requirements

Computer and processor
Windows OS: 1.6 GHz or faster, 2-core. 2 GHz or greater recommended for Skype for Business
MacOS: Intel processor

Memory
Windows OS: 4 GB RAM; 2 GB RAM (32-bit)
MacOS: 4 GB RAM

Hard disk

Windows OS: 4 GB of available disk space

MacOS: 10 GB of available disk space; HFS+ hard disk format (also known as macOS Extended) or APFS
Updates may require additional storage over time.

Operating system

Windows 0OS: Windows 11, Windows 10, Windows 8.1, Windows Server 2019 or Windows Server 2016.
Please note Microsoft 365 Apps for enterprise will be supported on Windows Server 2019 or Windows
Server 2016 through October 2025.

MacOS: One of the three most recent versions of macOS. When a new version of macOS is released, the
macOS requirement becomes one of the then-current three most recent versions: the new version of
macOS and the previous two versions.
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Organize your Inbox

Switch between Focused and

Outlook .
Other inbox.
— Delete = ArcHve ® Junk v Q/ Sweep =l
5 . @ o d h ; ; Filter, sort, and turn on
Favorites & Focuse =7 Other 42 Filter v . Conversations and Focused
Inbox.
AT
Grady Archie o
=4 N Folders O > Social strategy me
: 9y Unread ‘—'_I
Hi Megan! | have a ¢ See only your Unread messages.
+/ Inbox 46 Toe
July
&  Drafts Flagged
a Patti Ferlnandez Menti o Show only messages you are
= et = - Moshag samaron T @mentioned in.
Hi Megan! Quick que
[l  Deleted ltems 18 Attachments
Conf Room Crystal St ® Sort mail by Date, From, Size,
& Junk Email e » Q1 Check-in — e Importance, and Subject.
Your request was accepted.
= Archive
Flag messages Train your Focused Inbox
Switch between the Focused or Other inbox, select the
message you want to move, and then select Move to.
Pin message to top of
Set a flag for the the inbox or folder.
message. ® Junk & Sweep B9 Moveto » <D Categorize ~
. &1 t, for a folde
Filte!
. Move to Focused inbox
7 ast week Wed { Always move to Focused inbox
O Grady Archie =P Hi Irvin Sayers, MyAnalyt
> Social strategy meeting? & Inbox
Hi Megan! | have a call with our social media... in Teams [l Deleted Items
1 post Tue k

For instance, from Other,
choose Move to
Focused or Always
Move to Focused.

© 2019 Microsoft Corporation. All rights reserved. Page 1 of 2
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Find the settings you want to
change with Search

Settings x
| A Search Outlook settings .—"I_

Type the setting you're
Theme

looking for.

Office

View all

Create a signature

Select #* > View all Outlook settings > Mail >
Compose and reply

| Email signature |

Create a signature that will be automatically added to your email messages

B¢ a & B T U Z2 A = I= & & »
Megan Bowen | Product Manager

Contosa | Mark 8

meganb@untosu.com | 425-555-3343

H Automatically include my signature on new messages that [ compose ‘

I:‘ Automatically include my signature on messages | forward or reply to

Choose your keyboard shortcuts

Keyboard shartcuts

Select 'a > View all
Outlook settings >

Select which option you'd like to use:

O cutookcam General > Accessibility,
glﬁ‘ i and choose which version
bk of shortcuts to use

O Tum off keyboard shorteuts

To see the full list of supporied <horncuts, press th k) key

More info

Outlook on the web Help,
https://go.microsoft.com/fwlink/?linkid=864505

© 2019 Microsoft Corporation. All rights reserved.

Upload a file and attach a link to
a message

| .
B send  l Atach ~ @Forom

‘ 2 Browse this computer

To -
| % Browse cloud locations

Select Attach, and then
| Suggested attachments ChOOSE If you want to

ce browse your computer or
2 1 . .
gy 2033 Praject Repoet pelf cloud locations like

| == Opened T0/28/2019

Add asu OneDrive. You can also
y Sareer Plannirg ppix choose a recent file from

| WY Opened 10/25/2019
oy ; Suggested attachments.
Qa‘ CE Annual Report.docx

Crpened 10/16/2N%

Set an Out of Office notification

Select # > View all Outlook settings > Mail > Automatic
replies
[ @D ~uomanc f&p;sénn a

[ send replies only dunng a timé patiod

B send replies outside your crganization

[ send replies only 1o contacts

Outlook shortcuts include:

New message Ctrl + N
Reply Ctrl + R
Reply All Ctrl + Shift + R
Forward Ctrl + Shift + F
Up/Down keys

Previous/Next
More Keyboard Shortcuts:
https://go.microsoft.com/fwlink/?linkid=2025075

Differences between desktop, online, and mobile,
https://go.microsoft.com/fwlink/?linkid=864504

Page 2 of 2
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OneDrive

Quick Start Guide

g Microsoft

Do more wherever you are with secure access, sharing, and file storage. Sign-in to your Microsoft 365 account and select OneDrive from the app launcher.
This guide covers OneDrive for work or school, but most of the functionality is the same for home subscribers.

Open
Open and edit a file online or
in a desktop app.

Share
Share files directly from
OneDrive. Files are private

OneDrive

Megan Bowen
Shared 2HLE
View and sort files with date T Recent
shared, activity, or who they g Shared
are shared with. i °

Shared libraries
. Mark {@Project Tearr|

Bl soes (fo varketing

. US. Siflss
Recycle 'lf’lln d | d . Leade fhip Team
Recover files you've delete ===
y Bl Dioitdniative Public R

up to 93 days.
E y . The L3 flding

Creatd @hared library

Shared libraries

Navigate to shared libraries
on Microsoft Teams,
SharePoint sites, or Microsoft
365 Groups.

Copy link
Get a link to the selected
file to insert in an IM,

Move to/Copy to
Move or copy to another
destination in your OneDrive

Information Pane
See file information, recent
activity, and manage access

until shared. email, or site. or any SharePoint site. permissions to the file.
_ :l | _ - -
i l: — = 1 I
| O Search Allfiles | H
® o, )
€ Open ~ 1 Share @ Copylink -+ Download [ Delete =3 Renamef] #% Automate 81 Moveto [D) copyto  +-r = Sort A Aselected = ® 0]
3
I @ Annual Financial Report (DRA... X
Files I
O w Modified Modified B Fil Shari Sharing SEIE
[ ame odifiet odified By ile size arin N . .
: Annua  See which files are being
Al Hero s 3 Megandowen G " @ shared and who they're
Under Budge har with
Conteso Electronics - £ i comend 4 _Shared :
Images "
o Al | Fil Megan Bowen &
(] nnual Fit Download Search Hasdccns == Manage access

@ Audieis  Download a copy of a file

#w  Business

@Y  CE Annual Report.dacx
@ Contoso Patent Template docx september &

B/ Contoso Purchasing Data - Q1 xlsx @ SeptemberE

to work offline on a device.

Find your content throughout

OneDrive, SharePoint sites,
and Microsoft Teams.

Megan Gows; 836 KB Privats

Megan Bowen 215K Privaie

Activity

Activity O

Today

@®s6 e

See who can access a file,
and manage what people
can do with it.

See the sharing, viewing,
and editing activity for a file.

*Powered by Microsoft Graph Discover View does not change any permissions. Your private documents
are not visible to others and you can view only those documents that you have been given access to.
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OneDrive Mobile

The OneDrive mobile app supports personal, work and school accounts on iOS, Android, and Windows devices, and can be downloaded from the app stores.

See and manage all
your accounts.

Capture whiteboards &
scan or single or multiple
page documents.

| I
O |
o g
8 ©
(=1 Print
Personal Contosa
SRt By fianes sard Link » Make Available Offline i@
Attachments X Contoso Paten...empl... Active Files 8/24 - B/30
— Jun 28, 2017 - Zero KB il Delete
Goiladi (@) Anyone with the link can edit - [ Contoso Travel Deck
ollabor, & | hugea-aswe
Jun 28, 20 Search all of =7 Move

OneDrive for files,

Share a file
internally or externally
with access controls.

Edit a file on the
web or in client
view.

See and manage
multiple accounts.

Cont Enter a name or email address [}

__" _ojg folders, shared - =] Rename This File

Feb @ .23 content. Add a message (optlonal) =

EastReg._.. . (1) Details Y a
== Jul12,2017 165 MB | b

Email attachfjients m 7 Openin /{§rother App @

sep 8, 2017 - 1ff| mMe

Live Event Df cs @ B o= meganbmassx25468 7, anmicrosert.com
= May2Z-1KB
) conylink  Dullook  Moraiffs ~d Pphotos
My Personalfnfo
. £ €5 Offline Files @ =
Access your files Access your i
and folders on SharePoint sites. ] RecycleBin il
OneDrive. @ !
wicnesud Dics 52 Settings
I May 22 IM»;‘. =
e it E (7) Help & Feedb: ik
F‘J [ Send a Copy
L
See your most See files shared with Send a copy of the Copy the sharing link, See details such as Make files and Recover deleted
recent active files. you and discover file instead of email it in Outlook, or who the file is folders available files.

content trending
around you.

sharing.

Device Bar Event

Bicycles - 2018
N -2 2 e
Coffes Houses

Gnebfl (&

See trend views and an
activity chart.

e All

choose an app to send shared with.

it with.

offline. *

See all the files you
have taken offline.

The above screens represent OneDrive for business accounts in iOS. Android users will have similar experience except the file activity functionality.

*Files and folders need to be taken from offline to online before they are synced to the cloud.
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Create or upload files and folders Copy Link

You can create New files and folders or upload existing files and folders You can also share a file by copying the link and pasting it in email, IM, a webpage,
from your device. In OneDrive, select Upload > Files. Or select a location in or a OneNote page. In OneDrive, select a file and then select Copy link. Copy the
OneDrive and drag and drop files or folders from your device. link and then paste it in the destination.
1
e + New~ T Upload v 12 Share @ & Open 1# Share @ Copylink 4 Download Til Delete =B Rename
Files d K
Files Files > East Regior
Files > Ez Link created
Recent < Folder Make sure yau copy the fink below
[ Name
Shared i | tps://m365x254667-my sharepoint.comy/:l
@ Name ~ “Agreements = "
Discov A
g ~Agreements @ Annual Fina Anyone with the link can edit >
Recycle bin »
ﬂ;i Annual Financial Report - FINAL a Annual Finduion neporcqumme spatea e .

Save and Open files in Office apps

(Requires Microsoft 365, Office 2019, or Office 2016)
The files and folders you store in OneDrive are private until you decide to share
them. You can stop sharing at any time. You can grant Edit or View permissions
for recipients and set time limitations on a file to specify when it will no longer be
accessible. In OneDrive, select a file and then select Share.

You can save or open Office documents in OneDrive from the Office apps.

In any Office document, select File > Save a Copy, choose your OneDrive, and
then pick the folder where you want to save the file. To open a file stored on
OneDrive, select File > Open, choose your OneDrive, and then select the file.

IF Open 12 Share @ Copylink L Downlosd & Delste
Based on admin settings, sharing levels are:
Files » F5 Send Link it Anyone — people inside and outside your Sa\/e d Copy O pen
5 | s org can access. Links can be forwarded. ) Hame
B SR e People <organization> - everyone in
@ mi [ New Recent :
St e o your org can access. i (O Recen @ Recent
iy r People with existing access — create a link B ‘Open —
| buiys to be used by people who already have B Shared vith Me
& m .y acces‘s. i i - OneDrive - Contosa firsh
’ : Specific people — specify email addresses Contesa
" & om of the people you want to give access to. @ sio-c e TN
8 ites - Contosa . nelrive - Contoso

Megang
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Sync files and folders OneDrive Files On-Demand

With OneDrive Files On-Demand, you can set files and folders always to be
available locally on your device or save space by making files online only.

In the taskbar, select OneDrive icon, and select Help & Settings > Settings. Then,
on the Settings tab, select Save space and download files as you use them.

Sync your files and folders in OneDrive to your computer, so you can access them even
when you're offline. When you are back online, changes you or anyone else make will
sync automatically. In Windows 10, select Start, type OneDrive, and sign-in to OneDrive
on your PC. In other versions of Windows or Mac, get the OneDrive sync app from

onedrive.com/download. )
/ + | OneDrve - Contaso Mark files/folders to be
Home  Shae  View always available, even
« = =~ 4 @ > OneDrive-Conoso v« B Search OrieQeive offline.
PN 'l

O name

3 o Quick access

Set up OneDrive

Al Hero. o

2 # OneDrive - Contoso Contose Electronics

e i

> W This PC Images
@ Annual Financial Report (DRAET) @ | Shaw
» ¥ Network B Audit of Small Business Sales ::‘“':":
) [¥lma Business Card . Nmﬁkesor:nm-lﬁwg
@ CE Annual Report o Froe uy
Files you open are e
downloaded to your device 19 Cnsite et ool S| sl o Ot
and available offline o o | &
’ i 3 o s o >
I 7 @ Contoso Purchasing Permissions o Rest [ previous versons
o @ CR-227 Product Overview = >
® ca
i Cop
| 4 7 v
. ) i
Online only files/f Iders do i =

. .. not use space on your device.
View sync activity . Freeup spacecionges |

‘ items  Viterselectsd 846 K8 Always availableon thisde|  only. =&

You can view sync activity from the OneDrive activity center. Click the OneDrive
icon in the Windows taskbar. If you click the folder icon, you can go directly to

the OneDrive folder in File Explorer. Users on Mac have a similar experience. N eXt Ste p S W|t h O ﬂ e D r|ve

Find help
Explore OneDrive help and training.
https://go.microsoft.com/fwlink/?linkid=871124

Learn about OneDrive Files On-Demand
Access all your files in the cloud without having to download them.
https://go.microsoft.com/fwlink/?linkid=871126

Manage accounts,

fﬁ:fcckt t?]zi?aiﬁlsd:fr ttﬁ o synced folders and Get free Office training, tutorials, and videos

synced files in File Explorer. network settings under Ready to dig in the capabilities that OneDrive has to offer?
Help & Settings. https://go.microsoft.com/fwlink/?linkid=871128




Microsoft Teams

Quick Start Guide

New to Microsoft Teams? Use this guide to learn the basics.

Every team has channels Start a new chat Use the command box Add tabs Manage profile settings
Click one to see the files and Launch a one-on-one Search for specific items or Highlight apps, services, and Change app settings,
conversations about that or small group people, take quick actions, files at the top of a channel. change your pic, or

topic, department, or project. conversation. and launch apps. download the mobile app.

Move around Teams

Use these buttons to switch
between Activity, Chat, your
teams, Calendar & Files.

Search or type a command

¥ H R h and Develop t Posts Files Wiki Mark 8 Project Plan paweral'_ @ Megan Bowen

Change picture

Nestor Wilke - 3 M
@ Availabli
O Weekly Sync sty ?

(% Set status message
g

0

Teams

Your teams

View and organize teams —9 General [ saved
Click to see your teams. In Dzl %1 Settings
o Digital Assets Web
the teams list, drag S Go to Market Plar [\ t (5} Patti Fernandez /" z 85% a
‘ | i 5 A2 oom - (85%) + -
name to reorder it. PRt At SlagENVOURIEAN Sy  Hiteam! Thissite is the be is team site for doc repository, meeting
Add or remove members, discussions and any team — Acld] files A .
% eyboard shorteuts
See vour calendar [ 5o oo vasen create a new channel, or 4iopm om Pa v e | o pagple view a file or i ;
y General get a link to the team. i kon i h
i & il work on it together. Check for updates
ICK 10 see your scheadule Maonthly Reports
d . . ' Lidia Holloway 6437 AM Download the mobile app
and join meetings. a - & Here are the design propasals for the Mark & copter.
x Sign out
General -] Mark 8 Pilot Program.ppix
NC460 Sales
pse all
Hidden teams Lee Gu 3 AM
""‘ Looks good. | made some changes to the propeller housing based on discussions in our meeling yesterday.
e Megan Bowen 1/26 433 At
& Have we made a decision on the chassis cnlnre?
o Nestor Wilke /452 A1 Reply
= Current plan of record is silver and matte . h d +schemas as options for the three
different model releases. Your message is attache
< ooty (@ to a specific conversation.
Lidia Holloway 3 AW 3
' .. lam having so much fun with the protatype. Check out this overhead view of my house.

Join or create a team

Find the team you're
looking for, join with a code,
or make one of your own.

Compose a message

Type and format it here. Add a
file, emoji, GIF, or sticker to
Access your apps - liven it up!
Find apps added for your

teams or your personal use.

Start a new conversation. Type @ fo mention someone. l

8 Join or create a team & b & OB B S s g e B




Microsoft Teams

In Windows, click Start . > Microsoft Teams.
On Mac, go to the Applications folder and click Microsoft Teams.
On mobile, tap the Teams icon. Then sign in with your Microsoft 365 username

and password. (If you're using Teams free, sign in with that username and
password.)

B Microsoft
Signin
[Email, phone, or Skype

No account? Create one!

Can't aceess your accaunt?

Start a conversation

With the whole team... Select Teams £03, pick a team and channel, write your
message, and click Send B>

With a person or group... Click New chat ES type the name of the person or group
in the To field, write your message, and click Send E>.

Start a new conversation, use @ to mention someone

A ¢ ©@ M B d -

Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one place.
A channel is a discussion in a team, dedicated to a department, project, or topic.
Select Teams £35 and choose a team. Pick a channel to explore Posts, Files, and
other tabs.

Teams ¥ - Research and Development posts Files Wiki  Mark & Project Plan
Your teams o Nestor Wilke
A Weekly Sync
‘ Mark 8 Project Team i
u Mark B Project Sync
General Oceirs every Monday @11.30 AM

Design « Reply
Digital Assets Web

Patti Fernandez AN
Hi tearn! This site is the best place to collaborate on a
discussions, and any team meetings. Welcome everyc

Go to Market Plan

e

Research and Development

. Sales and Marketing

General

4 plies fram Patti Lee; Lynne, and Nestor

& Reply

Start an impromptu meeting

Click Meet now =34 under the area where you type a message to start a meeting
in a channel. (If you click Reply, then Meet now 9, the meeting is based on
that conversation.) Enter a name for the meeting, then start inviting people.

=

3¢ Mesting ended: I9m 295
r - N

Start a new conversation. Type @ to mention somec

S
Tt O Ty s N T
B Gl @ S e
DS " b W s

e



Microsoft Teams

Make video and audio calls @mention someone

Click Video call 2% or Audio call & to call someone from a chat. To dial a To get someone’s attention, type @, then their name (or pick them from the list
number, click Calls &n the left and enter a phone number. View your call that appears). Type @team to message everyone in a team or @channel to
history and voicemail in the same area. notify everyone who favorited that channel.

i { Noah McCormick 3 :
o narb ndtraderE o lient had some changes to our design for the _
make those edits before our Wednesday clien
Dwight Nesmith
dwight@northwindtraders com
Josh Nestor 3 include a section about the buy one get one
kb LS +d for August but she mentioned she got the §
& Addabot

@n|

e OB B S .-

Reply to a post Add an emoji, meme, or GIF

Channel posts are organized by date and then threaded. Find the thread you Click Sticker [ under the box where you type your message, then pick a meme
want to reply to, then click Reply. Add your thoughts and click Send = or sticker from one of the categories. There are also buttons for adding an emoji
or GIF. —
I Popular Search Q

ﬂ Office Drama Popular stickers and memes

[Ep Meme Hv\:‘az’a“m;?:

Qf Designers i N;\‘

,ﬂ Devs -

1 Legal
< Reply
.‘ Broccoli

é e RESEATNE [R[MIV['
ﬂ Teamsquatch f “. @U:@

£:¢ Bummer Bert

A OB B



Microsoft Teams

Stay on top of things

Click Activity L1 on the left. The Feed shows you all your notifications and
everything that's happened lately in the channels you follow. To set up
notifications for a channel, choose ... next to the channel name, then Channel
notifications.

Feed *

9 Megan Bowen 727 %'
Added you to the team Contoso HR

Add a tab in a channel

Click + by the tabs at the top of the channel, click the app you want, and then
follow the prompts. Use Search if you don't see the app you want.

Add a tab X
Turn your favonite apps and files into tabs at the top of the channel Searih Q
Tahs for your team

EECOEER

X
Document ... Excel Forms Onelote Planner Power Bl

s ]>Jefel

PowerPoint  SharePoint Stream Website Wiki Waord

Share a file

Click Attach ¢Z under the box where you type messages, select the file location
and then the file you want. Depending on the location of the file, you'll get
options for uploading a copy, sharing a link, or other ways to share.

(D Recent

@ Browse Teams and Channels
& OneDrive

5] Upload from my computer @ to mention someone

A 6,0 W B =
L

Work with files

Click Files '] on the left to see all files shared across all of your teams.
Click Files at the top of a channel to see all files shared in that channel.
Click More options ... next to a file to see what you can do with it. In a
channel, you can instantly turn a file into a tab at the top!

‘ Open in SharePoint

5 Move
&3 1 @ copy

4 Download
L I

[ Delete
"] F =h Rename

& Getlink
- 7]

7 Make this a tab

Mark 8 Pilot Program.ppix

[ ] Mark 8 Performance chart.xlsx



Microsoft Teams

Search for stuff Add apps

Type a phrase in the command box at the top of the app and press Enter. Then Click Apps B9 on the left. Here, you can select apps you want to use in Teams,
select the Messages, People, or Files tab. Select an item or use the filters to choose the appropriate settings, and Add.
refine your results.

Messages People Files

From~  Type~  More filters

m I Isaiah Langer 3/26

... volunteer to help with the International
Marketing Campaign. | lived abroad for a

few years and wanted to ... .
e Miriam Graham 326
Great job team! The latest campaign was a

Microsoft Teams

Sales and Marketing / General

¥
83 Join or create a team @3

. See what'’s new in Office

G et h e | p | n Te a m S Explore the new and improved features in Microsoft Teams and the other Office
apps. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more

information.

Click Help on the left, then choose Topics, Training, or What’'s new. In help,

browse the tabs or search for a topic you're interested in. Get free training, tutorials, and videos for Microsoft Teams

Ready to dig deeper into the capabilities that Microsoft Teams has to offer?

Visit https://go.microsoft.com/fwlink/?linkid=2008318 to explore our free

E Help Topics Training What's new About training options.

Send us your feedback
Love Microsoft Teams? Got an idea for improvement to share with us? On the
left side of the app, click Help @ > Give feedback. Thank you!

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.

(n Search help Q
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SharePoint Online

Quick Start Guide

Do more wherever you are with secure access, sharing, and file storage. Sign in to your Office 365 subscription and select SharePoint from the App launcher.

Search
Find Sites, People, or Files.

Find your sites

Following displays sites you follow,
like your team's site or a site from
another group you work with.
Recent shows any site you've gone
to recently.

Featured links* displays sites your
company wants to showcase.

Foliowing

Mew YVork #03
Busmipss Develdopment

Production Line

Recent
MT050 Launch Team

Businets Development

& Edn

4 Croate site

Blectreni Bris

4= Creale fimws post

Event Flanning - Behind the

Scenes

Frequent

— —

B =

SIEes

X1050 Launch Team

Gasup

Bacirors Degnts

Mew York Launch -
Highlights

@ =i

usiness Development

Bigr
Group

Sl thecinane Tvants 35 iw

Contoso Cares - Show For
Charity

Create a site or news post

Check out featured content

News from sites highlights updates
from sites you follow or visit often.
Frequent sites shows sites you like
to go to and recent activity in them.
Suggested sites* (not shown)
appear based on searches you've
done and recommendations from
Microsoft Graph.

Microsoft Graph must be enabled by
your admin to see Featured links
and Suggested sites on your
SharePoint homepage.



SharePoint Online

Work with files

Select a site from the SharePoint homepage or enter its URL into your browser. Then select Documents in the left navigation pane.

Open Share Copy link Move to/Copy to
Open and edit a file online Share files directly from Get a link to the selected file Move or copy to another
or in a desktop app. SharePoint. Files are private to insert in an IM, email, or destination in your OneDrive
until shared. site. or any SharePoint site.
2 Contoso Electronics SharePoir t
5 ¥ Not fallowi =1 N e
VR Mark 8 Projecq Team ot fallowing ol -
Public group TeTEmber
£ search Open ** ¥ Share @ Copylink + Download [i] Delete 3 Pintotop =B Rename B3 Movets [ Copyto o Flow - X 1selected = AllDocuments » Y (@ .
Details Pane
e Contoso Research and Developme... See file information, a
Documents » Research and Development i - P ——— {hmbnail, recent activity,
G i i . .
3“”"13"" e BAer manage access permissions,
iew and work with the files _|.. Diadifiarils : d edit fil i
S 0w Mbdiied and edit file properties.
stored on a SharePoint site. . " i it Download )
Sharedt with s o - Download a copy of a file to
M) Contoso Quadcopter Camera.docx Cictohar 7 '
Notebook Preview work offline that takes local
o ©® B ContosoResearchand Develop.. & :  October7 s device space. ~ " - =
Site contents @] CR-227 Camera briefing.docx Octaber & Copy link
Recycle bin a2 Creating the Contoso Mark 8.pptx October 7 Dowrload .
Has A .
Edil B Engine Perfxlsx October 8 S Flow ks Sharlng status
3 Flow (@ ﬁutomates;:‘omg\c?n taslés e - S @ Se€ which files are being
A ’
. os0 Mork §3Dppte  ctober 7 etween SharePoint anc a8 shared and who they're
Pin to top Rename other Office 365 and third T
Pin important folders or Bpptx ) Fin to top party services. oo
roperties i
documents to the top of the i p Rl
% " A elivery plan.docx ©  Octoberd Move to Name *
list for easy viewing.
G marke - oo T, Copyto Contoso Research and Development
. ! October 8 . . d Analysis.
Verswn hIStOI'y Spend Analysis.xlsx
Version history (s . S, q R
@) Mark 8 Controller specs xlsx Prlghars View a file's version history i
itle
Alert me 1 E.
B  Mark 8 Parts and Spec Listxlsx Dctober 8 and reStore a.f'le toa Enter value hers
More previous version.
B Mark 8 Performance chart.xlsx October & -
Returri to classic SharePaint Details I
L More delails




SharePoint Online

Create or upload files and folders

You can create New files and folders and upload existing files and folders from your
device. In SharePoint, select Upload > Files. Or select a location in SharePoint and drag
and drop files or folders from your device.

Office 365 SharePoint

D SaE Communities  Departments /  Employee v News v

Research and Developme

Home

Notebook

Documents =+ New ~ | F Upload ~ 7 Quickedit 3 Sync

& <o = = g
Pages Files
Site contents @ Ce Folder b A4
" Research and Develop... @] Concurrent Project Dataxlsx Vel
Edit
2. i i Customer Product Surveyxsx A

Share files

Select a file and then select Share. You can grant Edit or View permissions for
recipients and set time limitations on a file to specify when it will no longer be
accessible.

R o S L R Based on admin settings, the three levels of

8 o= Send Link g T sharing are:

(- (. iy

) Ol i Coens i the sk O i ;
PRI it 41 boy Anyone - people inside and outside your org
can access. Receive links directly or forwarded.

@ ] M P ] o 2007,

B @ oo People in your org — everyone in your org can

L access.

e e W a Specific people — specify email addresses of

T M the people you want to give access to.

§ Ry i

Copy link

You can also share a file by copying the link and pasting it in email, IM, a webpage, or a
OneNote page. In SharePoint, select a file and then select Copy link. Copy the link and then
paste it in the destination.

|5 Share & Copy link 4 Download [if Delete = Flow

stomer Produ L]

K

ranet Issuesd | jnk to 'HC| Market...tions.pptx’ created Al
Make sure you copy the link below.

| Marketing C - — Aley
hittps://contoso127.charepoi.. m

| Marketing P Limi

Only people in Contoso with the link can
| Research.do @ Vie\za",j F;d;‘. ad lerr

|-Guidelines.docx April 14, 2017 Pra

Sync SharePoint files and folders with OneDrive

Sync your files and folders in SharePoint to your computer, so you can access them
even when you're offline. From a document library on the SharePoint site that you
want to sync files from, select Sync, and sign in with your work or school account.

Set up OneDrive

Put you weDitwe 1 gt thern fran

| create account t




SharePoint Online

Create a site Add a page

Select + Create site on the SharePoint homepage to create a new SharePoint site. Select + New > Page in your new site, name your page, and then select Publish.
Select a Team or Communication site, and enter a title, description, owners, and

members. You can also select to make the group private and change the group email 3
name. (If you select a Team site, an Office 365 Group is also created.) = New V. & Page details

List

Document library

Create a site Page

Chcsa the type of site you'd ike o awate

News post

News link

Plan

App

Add web parts

In your news post or page, select the plus sign-@- . You can add text, images, files,

Add a document library or list

Select + New in your new website to add a library or list. video, dynamic content and by using the corresponding web parts.
-+ New v % Page details e
List L Search Ve
g Featured z
Document library
Page AA E D
News post ’ Text Image File viewer
News link r ;
Plan =< fiky © </> Ill

rl——"' Link Embed Highlighted
App content
= B ~




SharePoint Online

Mobile SharePoint access

Mobile SharePoint a new way to reach intranet content on your phone or tablet and is available in the app store for iOS, Android, and Windows. You can get to sites,
people, and files, search and browse SharePoint, stay up-to-date with news, and view your content. and more.

Access your personalized view View news posts on the go and Use search to find and discover
of team sites, communication share your updates, reports, status, important content.
sites, and news posts and experiences with your team

Q, Search in SharePoint o had g
Me © News E Find
m Public group - 74 members )
> . Studia | t N
P Lydia Bauer PR . Q, Searchin SharePoint
" L.Bauer@contaso.comm Lots of virtual travel on the horizon
People you work with Moare people > My profile

With the rise of virtual reality
| Tim Deboer 2 1 and mixed reality in our space, Quick access
i;‘; @ Retal ranages 3 Recent saved we need to cleary define how..

Ashley McCarthy just now . ﬂ - Contoso Design Challenges Q2

Kat Larsson Show All Kal Larsson - Apr 26
Product manager

RN L ’ [==y Our new outdoor hiking adventu
Wanda Howard How to think abour your Big futures come from innovative new IB=Y  eapri Anakas: 3 hours age

o General manager

F Johnnie McConnell

Product planner

personal inspiration programs in 2018

2 hours (BEERE \We can't wait to profmote all the . Corporate Services Procuremen!
You viewed . new capabilities across our new Private group - 63 members
'y

proegrams. Innovation and con...

' Henry Brill The past, present, and Tim Deboer 2 hours ago Frequent sites Moare sites >
% Engines M future of collaboration
\ginesr
A | 2hours : Contoso Design and Adventure [ ] -~ Contoso Cloud team
You viewed Private group - 12 members

Say hello to our new creative director!

Recent files More files >

Cycling fans @ Contoso

want to introduce and welcome CF Public group ' 188 members

8 our brand new creative direc...

= It has been a bit now, but we
Towards a new frontier:
Q4 Design Plans

1

m New product sale guidelines

bl L 2 haurs Katrl Ahokas 3 hours aga : Corporate Servic®: Procuremen!
Youridaind | Private group + 63 merm flers
Acquisition proposal =
&= Q Q A A & A &= Q A
—_1 Y Find Me News Find Me Neis Find Me
! News Find Me
Tap on a user to get to their Browse your sites, files,
contact card and see who people and more to get
they work with and what they back to what you were
are working on. working on.

The above screens represent SharePoint accounts in iOS. Android users will have similar experience except the file activity functionality.



SharePoint Online

Files On-Demand

Files On-Demand helps you access all your files in SharePoint through OneDrive without
having to download all of them and use storage space on your computer. In the taskbar,
select the OneDrive icon, select More > Settings. On the Settings tab, select the Save
space and download files as you use them box.

Online files/folders -
Take no space on — —
your computer.

Drive - Contoso Spen .
b e Make files/folders
) ¢ accessible without an
When you double- Commnications & [ internet connection.
click the cloud icon, Work sampls j‘»_\ "'::;"L”:p - 5‘Q\¥ l
files/folders can be xrays o [ AR ) —
/ X "o s s o Free up space ’/!——_ﬂ
made available on | @ Advertising ideas.docx © [T scan with Windows Defender.. ‘
your computer. 8. Agendadocy o Openwith Return the files/folder
= Allie (=] .
= e i to online state.

Select files and folders to sync

You can choose the folders and files to sync to your computer. In the taskbar, select the
OneDrive icon, select More > Settings > Choose folders.

& Ncroscht Onedrive - X

[ Sync all files and foiders in OneDrive - Contaso
Or sync only these folders:

1] e ot o i (281418

u)
=]
[ | votebooks (0.0 ¥}
m]
=]

) Fou s sy yrons s ot

Next steps with SharePoint

Find help
Explore the help and training for SharePoint and other Office apps.
Visit https://go.microsoft.com/fwlink/?linkid=871131 for more information.

Get free Office training, tutorials, and videos
Ready to dig in the capabilities that SharePoint has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=871134 to explore our free training.

Get the SharePoint mobile app
Get the mobile app to reach your intranet content on your phone or tablet.
Visit https://aka.ms/getspmobile

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.




Outlook

Quick Start Guide

New to Outlook? Use this guide to learn the basics.

Quick Access Toolbar Explore the ribbon Find whatever you need Customize the ribbon display
Keep favorite commands See what Outlook can do by selecting the Enter a keyword or phrase to look up Outlook Choose whether Outlook should auto-hide
permanently visible. ribbon tabs and exploring available tools. commands, get Help, or search the Web. the ribbon.

Inbox - Outlook

File ~ Home  Send/Receive  View  Help Q  Tell me what you want to do. (e
= NewEmail ~ | [l «~ B B~ & & — | BYendefyearr. v | © Unread/Read B3+ [+ [+ | |searchpecple B S+ | BY | f8 SendtoOneNote Insights = ==+
“
= e —— ‘. I
E Search Current Mail Current Mailbox = e
» Favorites = = Northwind Traders Proposal Your inbox. vour wa
NISEa Besota Focused Other ByDatev | . ] + Y/ y T i Show or hide the ribbon
9 ; & Alex Wilber Sort and filter messages, and i : n
wInbox 35 Other: New messages (7) 7 To. S iibgan Bawen by subiect e sazoie, S€lect arrow to switch between
MyAnalytics, Microsoft Azure roup messages by subject in L .
End of year reports R gy PP o = Grexye i g. By Sue) the Simplified and Classic
a Y orthwind Traders Proposal.docx .
Intemal Screens 2 Contoso Demo on Ya... ‘ mz‘ 574 KB ¥ COIVEISaLICIE W] ribbons.
Broject Falca 4 Eipdile& Erum Leadership an... 6/4/2019 g —
Contoso Dema
Q1 Info 1 Megan, we need to have the Northwind Proposal signed before sending it off to the customer. Could you please be the signatory
A S for us (see attached)? Thanks!
. - Potluck P; R B/4/2019
Navigate your mail folders e
B 18
Select a folder to see its
contents. To turn this pane on or Isaiah Langer 0
. Please Forward Contoso pat... 6/4/2019
off, select View > Folder Pane. = Hi Megan, | don't have Alex Read emails faster
B Dock the reading pane on the
Alex Wilber 1] . .
Outbox Nassbviid Ty el S side or at the bottom to view
RSS Feeds Mg s L v i messages where you want to.
s . R | T
Alex Wilber U]
 Groups Northwind Proposal 6/4/2019
Here is the latest copy of the
- MeganB@...
OpenTable
Manage Outlook Groups Starts today! Seattle Restaur... /42019 Display what you need View connection status
Communicate with teams and Switch between the different See your folder sync status
share conversations, messages, Lidia Holloway Outlook features like Mail, and server connection status
calendars, and events. Northwind Budget 61472019 Calendar, and People views. -
The Northwind budget wa .

| Rq s . =Rein - I 1

Wanna grab coffee? 6/4/2019 |
Jtems: 50 Unread: 35 All folders ate up to date.  Connected 1o: Microsoft Exchange imi} Ed ¥ +  100% ‘




Outlook

Set up your account

You can use Outlook 2016 as soon as you enter your account info. On the ribbon,
select File > Info and then select the Add Account button. Next, sign in with
your preferred email address, or use an account provided by your company or
school.

*x

&R Outlook

Email address

| meganb@contoso.com

Advanced aptions v

Attach files without searching

Need to attach a picture or a document? Outlook saves you time by keeping a
list of your recently used files. Select the Attach File button while composing a
new message or meeting invitation, and then select the file you want to attach.

File Message Insert Options Format Text Review
& Attach File ~ E Signature ¥ E Table ~ | FZ Pictures ~

Recent [tems

ﬂ» Q1 Opportunities Sales Presentation
| CAUsars\jtremper\Demo Cantenty,

e Week27 Tracking

CAUsers\jtremper\Demo Contenty,

2 Bi b Locati
@ rowse Web Locations

B Browse This PC...

Set up an Outlook group

If you're running Outlook as part of an eligible Office 365 subscription, you can
use Groups instead of distribution lists to more effectively communicate and
collaborate with members of a team or an organization.

SR St e rd fEsne To create a new group in Outlook 2016,

FlNewenal~| ] ~ = On the ribbon, select Home, and then
select New Items > Group.

1 E-mail Message b
If you don't see this as an option on this

E Appointment -
menu, contact the administrator of your

: Oon...
[ Meeting Microsoft Office 365 subscription for
A Group more information.
R= Contact Rh

From the Inbox of any of your Groups,
Task you and the other members can start or
join a conversation, create or confirm
team events, see a list of members, and
get notifications about interactions on
any of your shared posts.

E-mail Message Using >
More ltems >

W Teams Meeting

To join an existing group, start by searching for its name. On the ribbon, select
Home, enter a keyword or phrase into the Search People box, and then select
the group you want to join.

ﬂ Private } ; Mark 8‘ @ e
@ Mark 8 Project Team




Outlook

Outlook is more than just email

Easily switch between Mail, Calendar, People, and more.

Easy to use Calendar tools and commands

In Calendar view, the ribbon displays everything you
need to manage every day, week, month, and year.

Switch your point of view

Select to see how busy your
days, weeks, and months are.

Calendar - Outlook

Sunshine required?
Glance at the weather forecast to make sure
your meeting or event won't be rained out.

File Home Send / Receive View  Help @ Tell me what you want t§ do

E New Appointment | B New Teams Meeting E Today Next 7 Days E Day E Work Week @ Week Month Schedule View + adi~ &) Share~

Today
6T°F/5T'F

Tomarrow

62°F/5T"F

<
‘ October 2019 » . 4« » Qctober 2019 Washington, D.C. ~ ¢73

Thursday . .
Search Calei a
TE R Search Calendar 0

29 30

(DU
13 14
20 21
27 28

3 4
0N
17 18
4 25
s

"] Miria

B &

items: 75

SU MO TU WE TH FR

L T S AR
1

HDIB1

15 18 17 18
22 23 24 25
29 30 N

November 2019

SU MO TU WE TH FR

1
5 By TR
12 13 14 15
19 20 21 22

26,27 28 29 3

s 4 & &

~ ® My Calendars
|«|Calendar

| |European Tour

v [m|Team: Miriam Graham

m Graham

|v|Adele Vance
[]Alex Wilber

|_|Christie Cline
[]Isaiah Langer

| |Lynne Robbins

B8 H

5 -
12 SU)
18

Se|

Calendar % AdeleVance X
DAY MONDAY
29 30

1;}ﬂpm Weekly check-in w:;\
400pm Weekly call with Frenc..
Look back — or way ahead
Need to look up a past event
or want to schedule something
in the distant future? Select the
small arrows to the left and
right of the current month to
skip to the day you want.

4:00pm Weekly call with Frenc...

21

Navigate your schedule
While looking at the current

day, week, or month, select i

the Back or Forward arrows to
switch the current view.

8

10:00am Weekly call with Subs...
2:00pm Tailspin Toys Proposal .
3:00pm Project Tailspin; Confe...

15

10:00am Weekly call with Subs...
2:00pm Tailspin Toys Proposal -

3:00pm Project Tailspin; Confe..,

9:00am Sales Team Meeting; C..,

100 Waably rhark.

Change your point of view
Select to switch between Mail,
Calendar, People, and more. i

Teor

SRUPM WWeekly Call WIl FIenc...

8:30am Company Meeting;
Christie Cline

16

8:30am Company Meeting;

Christie Cline

View shared Calendars
200 Focus on your own schedule or
3 display any additional Calendars that %em Weekly Marketing Lu...

THURSDAY

3

8:00am Project Team Meeting;...

10:00am Tailspin Praject Discu.

12:00pm Weekly Marketing Lu...

10

B:00am Project Team Meeting;.
10:00am Tailspin Project Discu..
12:00pm Weekly Marketing Lu...

17

B:00am Project Team Meeting;...

10:00am Tailspin Project Discu_
12:00pm Weekly Marketing Lu...

lam Project Team Meeting,...

0am Tailspin Project Discu.

have been shared with you by other

29
104

2,00pm Tailspin Toys Proposal ...
3:00pm Project Tailspin; Confe...

people or Groups.

All folders are up to date.

iam Project Team Meeting;...

10:00am Tailspin Project Discu..
12:00pm Weeldy Marketing Lu...

Connected to; Microsaft Exchange

FRIDAY

4

B8:30am Legal and Executives B.
12:00pm Lunch?; TBD; Lynne R...
1:00pm Lidia/lsaiah 1:1; Lidia’s...

11

8:30am Legal and Executives B..
12:00pm Lunch?: T8D; Lynne R
1:00pm Lidia/Isaiah 1.1; Lidia's.,

18

B8:30am Legal and Executives B..
12:00pm Lunch?; T8D; Lynne R_
1:00pm Lidia/lsaiah 1:1; Lidia's...

25

8:30am Legal and Executives B...
12:00pm Lunch?: TBD; Lynne R...
1:00pm Lidia/tsaiah 1:1; Lidia's...

Nov 1

8:30am Legal and Ex
12:00pm Lunch?, TBL
1:00pm Lidia/lsaiah 1

SATURDAY

5

26

2

Search your calendar

Start typing in the Search box
to instantly find meetings and
appointments.

Create new items in place
Right-click anywhere to

create a new meeting,

appointment, or other event.



Outlook

Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Outlook features and commands you're looking
for, to discover Help content, or to get more information online.

Q|

<$) Recently Used Actions gE s

= @ Show Focused Inbox
hidee ade
Oth Suggested Actions

A= Contacts el
jan B

B Signature >

5] calendar

aders

s Cat

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.

Look up relevant information

With Smart Lookup, Outlook searches the Internet for relevant information to
define words, phrases, and concepts. Search results shown on the task pane can
provide useful context to information you need to share with other people.

Smart Lookup %

Explore Define

Bec
[ bésé'se] )

abbreviation

1. blind carbon copy, a copy of an email sent to
someone whose name and address isn't visible to other
recipients.

Powered by DxfordDictianaries © Oxford University Press

Next steps with Outlook

See what’s new in Office

Explore the new and improved features in Outlook and the other apps in
Office 365. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more
information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that Outlook has to offer? Visit
https://go.microsoft.com/fwlink/?linkid=871123 to explore our free training
options.

Send us your feedback

Love Outlook? Got an idea for improvement to share with us? On the File
menu, select Feedback and then follow the prompts to send your suggestions
directly to the Outlook product team. Thank you!
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Organize your Inbox

Switch between Focused Sort and Group messages.
and Other inbox. Turn on Conversations.

=1 o m ey
B |!_(_, |__)' He. &
Archive Repl Reply Forward 0] k! Rules
All =
Focused Other By: Conversations ¥ -
Account
18 |« Yesterd
skl Attachments

Sara Davis, Tony Krijt  Categories
® 03 Budget Review  [lSellibelilvi]

Date Received
42 Date Sent
iy; (MR | Flag Status
- Tony Krijnen, Sarapa  Folder
Updated Thursday WSC me‘
Mentions (@)
Tony Krijnen Priarity
; Size
Sara Davis Stk
mpl... Sara Davis Subject
- To
Tony Krijnen
i i Oldest on Top
ey Tony kener: + Newest on Top

Re: WSC Meeting Agen
Sara, Overall the agend v Show in Groups

2 Weeks Ago | Expand All Groups

Katic isrdan Collapse All Groups

Katie Jordan shared "Ht w Turn on Focused Inbox

- = R EY

Move to Read/Unread Categorize Follow Filter LjMdms:
Other Up Email
?e Re: &date hurs%y WSC Meeting Aget
” Set a Reminder on a message.
. O Tony Krijnen
Menday, Segtember 4, 2017 at 12:29 PM

Tp: © SaraPavis; O Molly Dempsey

. Tag messages with Categories.
This message |s flagged for follow up. Start on Thursday, Septemb

ey Maolly,
iixed a typo. Jt's good to go.
ny See only your Unread messages.

‘om: Sara Davis

nt: Monday, September 4, 2017 12:27:55 PM

1 Molly Dempsey; Tony Krijnen

ibject: Re: Updated Thursday WSC Meeting Agenda

1oks good Molly. | approve. Get Tony's approval and send.
ira

‘'om: Molly Dempsey

int: Monday, September 4, 2017 12:20:54 PM

»: Sara Davis; Tony Krijnen

ibject: RE: Updated Thursday WSC Meeting Agenda

Here's the document th S R 1anks all,
3 Weeks Ago | M‘:k:r‘l?hj: thz D:fzult i jr:l:‘:rnalized the agenda. Please take a last look before | send o
Sara Davis I ———
Find specific messages Train your Focused Inbox
Enter a word or words to search for in the Search box. Select a Select the Focused or Other tab, and then right-click the
keyword or press Enter. message you want to move.
g3 budget 3 Atracl : - Jempsey
Sender B (, Septen
"g3 budget"” is Tony Kr
to “g3 budget* Move to Other O Jpdated
Ca  Always Move to Other X{0 @—
b s subject "g3 budget” tie | ¥ |
received "g3 budget" Select Close Search to Junk Mail P ‘heapeni
catégnry g8 budget® close the search results. Briority » | Forinstance, from Focused,
Follow Up b choose Move to Other or
Yester.. Categorize > :‘Ir Always Move to Other.

© 2018 Microsoft Corporation. All rights reserved.
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Outlook for Mac Guide & Microsoft

Automate actions with Rules Attach a link or file in a message

F
L e
Move Messa Sara Davis... : {
= . i : I Filem e SRR Select Attach File to
By Wove Messages iq Molly Dempsev... oo include a link to a file
Select Organize > Rules ::::1“ you’ve stored in
to create and edit Rules P, o s o o SR PRy OneDrive or SharePoint.
Edit Rules... | to perform actions Ralama
| automatically on ‘
Apply  incoming or outgoing Select the arrow next to
e P | MG — the file name to set file
permissions.
Create an AutoSignature Set an Out of Office notification
Select Outlook > Preferences > Signatures Select Tools > Out of Office.
Edit signature: ¥
it s':'::“ lllll Mally Dempsey
el Out of Office...
— Public Folders...
Choose default signature:
b ACCount: | Cortoso (katy Dempeey E: I | E R’UIes'““ - |
New massages: Seaa. 9 unk-gman Fre
E. Replieafionwards: | Sandard 2 ard @L,
r . m—— Accounts...
Fuw finalized the agerida. Plaaso take a last look befors | send out. }
ol — 2751
Keyboard shortcuts
Go to Calendar F*+2 Attach file to message H+E
Go to Mail H+1 Previous/next message Up / Down keys
Reply B+R Move to folder 3B +Shift + M
Reply All 3B +Shift + R Search current folder 38 +Option + F
Flag for follow up FH+= Send/Receive FB+K
More keyboard shortcuts, https://go.microsoft.com/fwlink/?linkid=864503
Learn more
Outlook for Mac Help, Differences between Windows and Mac version of Outlook,
https://go.microsoft.com/fwlink/?linkid=864508 https://go.microsoft.com/fwlink/?linkid=864506
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Oulook for iIOS

m Microsoft

Connect. Organize. Get things done.

Tap your account avatar (or logo)
to switch account views, see
Folders, manage Favorites, and
access Settings (O .

Tap to switch between Focused
and Other messages. Focused
shows important emails while the
rest are found on the Other tab.

Swipe right or left to take action
on a message.

Notification dots appear when
you have unread emails.

Change settings

_—. I‘j-] e Hi Miriam, I'd lo

Marketing Strategy
! have a few
-—-. [

10:28

d Inbox

Focused Mell:ls

(& Filter

Jordan Miller
Team Sync

@ Mo Conflict
e Wed, Feb 27 1:30 PM (1h)

Megan Bowen
Let's sync

to

Adele Vance 10:45 AM

our mes
Lee Gu

', Contoso Patent Document
. @Miriam Graham - i
°

Joni Sherman

r Re: Product Trends
K Will do From: Mirtam Graham Sent:

3:11 AM

If you don't have Outlook for iOS,
download it from the Apple Store.

Tap the compose icon to start a
new message.

Tap Filter to only show messages
that are Unread, Flagged or have
Attachments.

rRsvP  @——— Quickly take action from your

inbox with quick actions.

See where you're mentioned
in emails with @mentions.

Indicates number of emails

in a message thread.

Double tap for a keyword
Search box.

Tuesday, January &, 2019 8:91:31 PM...
Emily Braun 9:01 AM
Coffee
ﬂ No Confiict
L.J (20 |

Settings
Mail
Notifications
Default jonis@lucernepubintl.com
Signature Get Outlook for i0S
Swipe Options Set Up [ Archive
Focused Inbox (? o
Badge Count Focused Inbox
Organize By Thread ()

© 2019 Microsoft Corporation. All rights reserved.

Add a favorite folder

Tap Swipe Options >

Swipe Right or Favorites

Swipe Left and select

an action. =

Tap Focused Inbox

to turn Focused Inbox Folders

on or off. 2
=]

Tap Organize by —p

Thread to arrange R4

messages as

conversation threads. =

Q, Search Folders & Groups

Edit v

Project Falcon

From the account
and folder view, tap
the pencil to add

Inbox
< and manage your
Favorites.
Drafts
Archive
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Outlook for iI0S

m Microsoft

Find folders

Office 365

o Favorites &
S Marketing 4

Ba ] Marketng sync 12p Menu, and then press and
hold an account icon to see a list of

Oig Busi e al

o5 Business Develt f5|ders for that account.
@ Inbox 16

=/ Drafts

Attach a file or image

New Message )::,

ninama@ucernapubltntl.cor

To: Mestor Wilke Patti Ferpandez

Subiect: Proposal review

November-December Ad Proposals.pptx

gl KE,

P

Tap the paperclip icon >
Please review and comment as you see fil Atf P P P
—Thanks, ach File to select a

Miriam file.

S Tap the camera icon to

_’ insert a dpcument, photo, or
' whiteboa| g image.

RSVP to an invitation

€% Fw: Client Meeting Prep
= Tue, Jan 29, 1030 A (1h)
Canflict: Pipeline Meeting

10 AM

Fw: Client Tap RSVP in a meeting
11 AM | Meeting Prep invitation, and then tap
Regulartory Affairs Acc Pt' Tentatlve' o
ZPM Dec line. You can also
HOCH kegal Round b cho  se to not send a
reply to the sender.

Pipeline Meeting

1. B4

Email Organizer ()

Add message (optional)

Accept Tentative Decline

© 2019 Microsoft Corporation. All rights reserved.

Mark and flag messages

Budget status update

: . In a message, tap ... and
g Alex ilies - then tap Mark or Flag.

fo Palti Fernandez, Jordan Miller, + 1 Swipes can also be
customized to mark or
flag a message.

Hi team,

The month is almost over. @Joni Sherman, can
you take point on leading this month's budget
status deck?

View contact cards

Tap a contact name to

Nestor Wilke @————— see their phone number,

Biraiar email address, and more.

iy

nestorw@lucernepubintl.com
(L, +1206 555 0105

nestorw@lucernepubintl.com

Show More Tap Show Organization

to see a contact’s

Keportis lo

organization hierarchy

Patti Fernandez and who they work with.

2 President

Show Organization @

Change calendar view

January

Agenda Z

In Calendar, tap View
& Day and select Agenda, Day,
— 3-Day, and Month view.

Il 3-Day

.l Turn your device to
"/ Month landscape mode to see
7-Day view.
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Outlook for Android & Microsoft

Connect. Organize. Get things done. If you don't have it already, you can
download Outlook for Android from
the Google Play Store. [

o= Inbox
J _— meganb@contoso.com

4 Filters

Chilistie Cline 8:21 AM
@ Re: Vienna Summit awaits

: Nestor Wilke Sent: Monday, Nov...

Tap Menu to see a list of Folders
and Settings

Tap Filters to only show
messages that are Unread,
Today at 10 AM (30m)  RSVP Flagged, or have Attachments

Nestor Wilke 8:20 AM
Re: Vienna Summit awaits @

@Megan: Let's meet this morning ... 3

Tap to switch between Focused
and Other messages

Items arranged by conversation
thread indicate number of items

in the conversation
Yesterday

. . . i Yesterd
Swipe right or left to take action ——@ Microsoft Planner e
You have late tasks!

Hi Megan, You have 5 tasks due in Mic...
Tap Search once to find recent

contacts and files. Tap twice for a This month
search box to find email contents i )
and more ‘g y U Sayers dhates To flag a message, tap to open,

Irvin Sayers shared "Final Agreeme... ™ @——— tap the three dots More > Flag

Take a look. This link will work for any..

September °

In Settings In the Menu

g::;:;:::::wmgftmns to quickly take action on
Swipe right Favorites Tap Menu > Edit icon
- ® o 2 and tap the star to
] Favorite a folder.
. . . Favorite folders rise to
; Tap Settings > Swipe Folders the to
Solpe oy — Options > Swipe Right o——— P
or Swipe Left and select 7w [ Inbox
an action
w 7 Drafts

Tap the Settings >
Focused Inbox to turn
aap Swipe options Focused Inbox on or off

Favorites ’ Tap Menu > Bell icon to
set Do not disturb

2]
]  Focused Inbox @ 9 G L inbox 3 options

> Sent 3
Focused Inbox intelligently presorts your email so you can e

Fd Drafts 2
focus on what matters.

B Trash 123

© 2018 Microsoft Corporation. All rights reserved. Page 1 of 2
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Outlook for Android & Microsoft

Attach a file from OneDrive Contact Card

w  New message
Megan Bowen
Markerting Manage:
To @ Nestar Wilke

In an email, tap a contact

Cc/Bee meganb@contaso.com name to see their phone
@ number, email address, and
Summit prep
Tap New Message L, (412) 5550109 more
Here's the prep list from last year's > Attach > Choose
summit you asked for. from files and More Info
“Hisqan select a file
Attachments

O—

a v o w

Manage your calendar, schedule meetings, and get reminders

Tap Menu to view or add

a calendar including shared = November

calendars

Swipe down to show more of the Zonsy £R 26 Tap a day to see events for that
calendar — day

so0am ) Sales Team Meeting

e

Q Conference Room - Adams

10:004M @  Re: Vienna Summit awaits

30m

Tap Meeting to see the details ‘e @

2anf Room Crystal

Create a new calendar event

T:00PM & Weekly check-in with
thadm Engineers

¥ Engineering lab °.___

annons B \aal b anll ith Ceannk

Q
RSVP to an invitation Change calendar view
Q4 Planning_l ¢ =
Tomarrow at 12 PM (1 hour) @ Ageﬂda ‘:,”‘_,\
Sara Davis inbaox i . In Calendar, tap View
‘i Tony Krijnen, Molly Dempsey - ‘Jm @ Day i\_) ‘_ and select Agenda,
g Tap RSVP in a meeting Day, or 3-Day view
@ Tomortow @y 5o invitation in your Inbox, and () 3Day @
Ne Canflicl ccept (@) then tap Accept, Tentative, 2
@ Tentative or Decline Month O
o Decline

© 2018 Microsoft Corporation. All rights reserved. Page 2 of 2



Word

Quick Start Guide

New to Word? Use this guide to learn the basics.

Quick Access Toolbar
Keep favorite commands
permanently visible.

Discover contextual commands
Select tables, pictures, or other objects
in a document to reveal additional tabs.

Explore the ribbon
See what Word can do by selecting the
ribbon tabs and exploring available tools.

B S
Frle H'Dﬂ Irsert, Desan Layout Reforences Mallings Rpyrew View Help Arrobat
Wi hiriBedy) -|105 - AT A Aa- A |[E-E-T. == 3o
" Fromariie || L A= 2-A- | = (@@ | Lo
Clpbaard L Fow w g =

Mavigation

Sales
i s and have allowed us to expand into two
Homings  Fages Nisitls Navigate with ease 1. Contoso today announced financial e
= Use the optional, resizable sidebar to Wy posted quarterly revenue of 528.27
manage Iong or complex documents. .25 per diluted share. These results
=rly profit of $4.45 million, or $4.74 per
- . : . was 42.3 percent comnarad +n 320
= percent in the year-ago quarter. International sales accounted for 27 pe “ o =110 = A 47 fgee
IRNREE| revenue. BT U £vAviZa|T sy o
We are { ond qua
revenue . . e Jstomer s, ¢
. Format with the Mini Toolbar B paste Options: @
entertai . K X !Ql'!!.r o
thenext| Select orright-click text and objects to |y iefin A
quickly format them in place.
=8 Pmagraph
R Block Authors
Research and Development
Status bar shortcuts S
Select any status bar indicator to
. . L rlate
navigate your document, view word Research and Development Expense Sep 3+ *
count statistics, or check your spelling. By Department B Lk ’
100,000 £3 New Coument 1,000
| i Add Foliaw Up (o) | 000
80,000 = —— - - - =

AsRBCr DA AsRbCe D)

AaBh(

Find whatever you need
Look up Word commands,
get Help, or search the Web.

Megan Bowsn 14

U Commenls

Share your work with others
Invite other people to view and
edit cloud-based documents.

@

4 Shae
.| &
o Fequist | Piiale | Semsilily
Lgnatmer - -
e ety

Megan Bowen

‘What were previous year's expectations, @50

Archig?

Grady Archie
Let me review last year's report.

MNestor Wilke
amazing. @Emily Braun great work

Megan Bawen
Great work, @Emily

I fanx

Show or hide the ribbon
Select the pin icon to keep the
ribbon displayed, or hide it
again by selecting the arrow.

Change your view

Select the status bar buttons to
switch between view options, or
use the zoom slider to magnify

the page display to your liking.



Word

Create something Find recent files

Begin with a Blank document to get right to work. Or start with a template to Whether you only work with files stored on your PC's local hard drive or you
save yourself time and steps. Just select File > New, and then select or search for roam across various cloud services, selecting File > Open takes you to your
the template you want. recently used documents and any files that you may have pinned to your list.
New Open
CI_') s Dacusnents Folden
A Fhes Meeding Attertion o
— : gl s, ) v myten
| Jmirio oy |- fiipmlons
s 1o bl 9 % ¢
ST e e 2 famintcs oo 8
e _!J »;E (c;‘ Akl Paen g‘ E“'\I“OE?C!W\Sﬂurw'
Take a tour 7_ 5 erow L v

Stay connected Discover contextual tools

Need to work on the go and across different devices? Click File > Account to You can make contextual ribbon commands available by selecting relevant objects
sign in and access your recently used files anywhere, on any device, through in your document. For example, selecting within a table displays the Table Tools
seamless integration between Office, OneDrive, OneDrive for Business, and tab, which offers additional options for the Table Design and Layout of your
SharePoint. tables.
Account
Product Informaticn
] Office
: A View Help  Table Design  Layout
= - Rt _
At Pracy et i ﬁ I_D 0.18" | [ Distribute Rows E E E
of:-coe.ic-grouna 3| dutes AutoFit — i ~ | (RRIRN EI E E
Offce Therme: il - =13 . | [ Distribute Columns OEE
Colortud ¥ G Office Insider - -
i b e o ;j'::.“.’:v,_y..:i:w‘.:::;:tr;. Cell Size &= Al




Word

Share your work with others

To invite others to view or edit your documents in the cloud, select the Share
button in the top right corner of the app window. In the Share pane that opens,
you can get a sharing link or send invitations to the people you select.

gn  Layout % Share
X
g

Send Link

() Ao with the bk can et

Grady Archie

e Grady Archie
Pesirer

tions, G16

Review and track changes

Whether you just want to check spelling, keep your word count in check, or fully
collaborate with other people, the Review tab unveils essential commands to
track, discuss, and manage all of the changes made to your documents.

es Mailings Review \View Help  Table Design Layout

@ ] Hprevious 7 I}? By All Markup i
5 21 Next 7 4l

¢ [ show Markup ~
New Delete = Track s
Comment = 5 o 54 Changes ¥ E Reviewing Pane ~

Comments Tracking ]

See who else is typing

Co-authoring Word documents that are shared on OneDrive or on a SharePoint
site happens in real-time, which means you can easily see where other authors
are making changes in the same document that you're currently working in.

Home Insert Design Layout References Mailings Review View

Anne Wallace

The Contoso PK-388 is already living up to its Eputation for ease of use and power. Industry
testing results have been impressive, and critics are echoing those results with their own praise.

As the infographic below shows, according to industry testing, the Contoso |PK-388 leads the way.
Likewise, critics are excited by the PK-388 in terms of product quality, overall design, and feature set.

Format with styles

The Styles pane lets you visually create, apply, and review the formatting styles
in your current document. To open it, select the Home tab, and then select the
small arrow in the lower right corner of the Styles gallery.

BW Help Table Design Layout

AaBbCcDd AaBbCeDd  AgBh(C AaBbCcl /—\dl =

-

f Normal 7 No Spac... | Heading 1 | Heading 2 Title =

rl

Styles




Word

Find whatever you need

Type a keyword or phrase into the Tell me what you want to do search box on
the ribbon to quickly find the Word features and commands you're looking for,

to discover Help content, or to get more information online.

f2i  Bast Action

l.ouﬂniﬁ ‘(l

k£ [:".‘» Print Preview and Print
Displays the Print tatr in the Backstage View

Actions

b

|1 B Preview and Prmt
& Print

[@ Display and Printing Options

Get Help on

i @ ,

10 resu

Quick Answer

Biint
Print. A Quarterly Journal of the Graphic Arts was
| imited edition quarterly periodical bequn in 1340
Bt
bli Files
| B
& abrikam3n nnmaumm-ppm
M 2 st modified 10/18/20
e

e @ Contoso Ma r\rz[ng Principles. ppty
Is Lagt modified: &

Get other Quick Start guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.

Look up relevant information

With Smart Lookup, Word searches the Internet for relevant information to
define words, phrases, and concepts. Search results shown on the task pane
can provide useful context for the data and information in your documents.

[~ a
|

Dmtm.nmwu v Smart Lookup T
or-our- proﬂuct ]aani
nd-virtual-storefront ‘"" R
. i JSRORAEC RN RS
ign-with-minor-mod :Eé
ging-must-include -tk E

Next steps with Word

See what’s new in Office

Explore the new and improved features in Word and the other Office apps.
Visit https://go.microsoft.com/fwlink/?linkid=871117 for

more information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that Word has to offer? Visit
https://go.microsoft.com/fwlink/?linkid=871123 to explore our free
training options.

Send us your feedback

Love Word? Got an idea for improvement to share with us? On the File menu,
select Feedback and then follow the prompts to send your suggestions directly
to the Word product team. Thank you!



Excel

Quick Start Guide

New to Excel? Use this guide to learn the basics.

Share your work with others
Invite other people to view and

Quick Access Toolbar Explore the ribbon Discover contextual commands Find whatever you need

Keep favorite commands
permanently visible.

| rs- €D H

See what Excel can do by selecting the
ribbon tabs and exploring available tools.

Ciflege bisdged ssx - Last Soved 2/14/2018 1039 AM -

Formulas Dtz Review Viaw Developer  Help Design  Fowmat T Ted me what you want to do

Select tables, charts, or other objects
in a workbook to reveal additional tabs.

Look up Excel commands,
get Help, or search the Web.

edit cloud-based workbooks.

& . dhot Gill Sans MT (Body} -~ 9 A " B : g p
" Broay - Frotect Fomat Find &
Paste Indéit  Delele 5 =
‘ S Fomast Painter B / u- 2- A g 2 £ # Clewr 2
Clipbaaed Faril Aligaiment Protection Mimilser Styhes Cells
Chart 3 7] -
| A B I D E F |G H i X K L o P Q R s s u W x
22
b
) lonthl . . . . .
2| A 008} Insert and edit functions Customize charts Show or hide the ribbon
S == qi Use the formula bar to view or Select a chart to quickly add, Select the pin icon to keep the
I f mnllamo . . o . . S
28 =OIEgE edit the selected cell or to insert change, or remove any existing ribbon displayed, or hide it
129 = . . . o q
3 functions into your formulas. chart elements and formatting. again by selecting the arrow.
n
32 L -
13 march income: marchn expenses: march cash flow:
24
- $2,425 $2,233 $192
36
137 . om & board
38 r
29 |
40 =)
4 s from sa 3
42 mother ¥

Switch or create sheets

Select the + next to thee sheet
tabs to switch between workbook
sheets or to create new ones.

sother expenses

I isplay Setings B

Change your view

Select the status bar buttons to
switch between view options,
or use the zoom slider to
magnify the sheet display to
your liking.

] +  100%



Excel

Create something

Select File > New, and then select or search for the template you want.
Begin with a Blank workbook to get right to work. Or save yourself time by
selecting and then customizing a template that resembles what you need.

Permonsl Indusvy  Finsncisf Mansgement  Liste Logs  Casosstor

eV @
Take a Get started with
tour Formulas

Welcmrme o= Exer Forrmds e

Stay connected

Need to work on the go and across different devices? Select File > Account to
sign in and access your recently used files anywhere, on any device, through
seamless integration between Office, OneDrive, OneDrive for Business, and
SharePoint.

Accaunt

User Information Product Information

] Office

Ermily Braun
trloscers

Office Updates

it e anmateby Coweladed and retabi

@k 5fes - Conlos
imipnr @

Find recent files

Whether you only work with files stored on your PC's local hard drive or you
roam across various cloud services, selecting File > Open takes you to your
recently used workbooks and any files that you may have pinned to your list.

BE Warkbooks  Fliers

Pinned

4 Shared wiih Me
G2 and Q3 Expense Trends By Manth dsx AN T2 A ¥
Cratirs  Comese,

OneDrive - Conto:
yamiie)al

Tuday

Sites - Contes . Projected Reventies Morthwest and CaRIOmiaxiSs o, on i it
By et 27 omicrrs e c Dratimn  Comsny

Oralive - Comtaso - fersseal wnfe 5

Add @ Place
Dider

Brovese X Employee Travel - 07 - v2 dsx o S
Sratv - Contese Vo

Discover contextual tools

Select relevant objects in your workbook to make contextual commands
available. For example, selecting a chart element displays the Chart Tools tab
with options for the Design and Format of a selected chart.

Developer Help Format & Tell me what you want

Switch Rowy  Sele|
Calumn Dat|

Data



Excel

Share your work with others

To invite others to view or edit your workbooks in the cloud, select the Share
button in the top right corner of the app window. In the Share pane that opens,
you can copy a sharing link or send invitations to the people you select.

Send Link

@ B

i Attach o Copy instean

Manage data with Excel tables

You can choose to format any range of cells in your current workbook as an
Excel table. Excel tables let you analyze and easily manage a group of related
data independently from the other rows and columns in your workbook.

' Home Inventory

ttem Bl Area u Model B8 IDNumber B8 Purchased Bl  Price E3 Value
L e e Manufacturer 1 3ICBH3 57202015 s2o0000 [ $2000.00
2 |Home Office IManlﬁacmi'er 2 55-6788 | Te/20t4 $1,500.00 If $1,000.00 |
3 Lving Room Manufacturer 3 78655513 3/15/2012 ss6000 B $55000 |
4 .Di ning Room :Manufa(.'mi'er 4: ThE0ET : B/1/215 $240.00 l $200.00
5 Family Roorm Manufacturer 5 A0-JBNR 8/19/2015 530000 | $290,00
m\rm'ran'rﬂwsz 5 $4,600.00 $4,040.00 |

Insert functions

On the Formulas tab, select Insert Function to search for and insert functions,
look up the correct syntax, and even get in-depth Help about how your selected
functions work.

AutoSave =

File Home Insert Draw Page Layout Forrrulas C Review

AZBEB-CORDBDE

Insert

Autosum  Recently Financial logical  Text Date & lockup & Math & More
e Used = - Timer Refersnce~ TrigT Functions~
nsert Function ? X |
HE Seareh for a funition
Type a st description of what you want 1 do and then dlick Go Go

O smlect 8 catagory: Most Recently Used

4 5an Diego Rs
12 | Sedect a function: _ 134,869
4 UM C L 1eneds
5 | 188752|  AvERaGE | 1er4z
& | eo029| w 138,388
7 | 156,566 ”g“:l““k 122,388
= cou =
Y 10
9 164920| s 3

0 | 148756 |  mMAX{numberl,number3....}

N | 158097 | Remims {he largest vale in 4 sat of values, Ignares logkel valis and le
12 | 144 578
13 | 149,728
14 | 157,042
15 | 148,467
16 | 163,379 | i o s fimetlon ok |
17 | 153,203
18 | 121171 ) 23,_223 27,395 8013 76,218 113,626

ancl 143 ae _an23a accia a7 20 aGn AnE aae

Cancsl




Excel

Find whatever you need Look up relevant information

Type a keyword or phrase into the Tell me what you want to do search box on With Smart Lookup, Excel searches the Internet for relevant information to
the ribbon to quickly find the Excel features and commands you're looking for, define words, phrases, and concepts. Search results shown on the task pane can
to discover Help content, or to get more information online. provide useful context for the data and information in your workbooks.
Create Chart Explore  Define
b i I Sel 5

nventary

Bl Insert Column or Bar Chart

.3
E |||| Insert Statistic Chart 4
:-'}\'.'K Insert Line or Area Chart 4

3

|e%+  Insert Scatter (X, ¥) or Bubble.,
™~ . | b
e Get Help on “chat ] e

Powered by Bing

I chart [CHart]
noun, 3 shest of information in the Mare
form of a tabe graph, or diagram ?lng mageseah
.
Get other Quick Start Guides Next steps with Excel
To download our free Quick Start Guides for your other favorite apps, go to See what’s new in Office
https://go.microsoft.com/fwlink/?linkid=2008317. Explore the new and improved features in Excel and the other Office apps.

Visit https://go.microsoft.com/fwlink/?linkid=871117 for more information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that Excel has to offer?

Visit https://go.microsoft.com/fwlink/?linkid=871123 to explore our free
training options.

Send us your feedback

Love Excel? Got an idea for improvement to share with us? On the File menu,
select Feedback and then follow the prompts to send your suggestions directly
to the Excel product team. Thank you!




PowerPoint

Quick Start Guide

New to PowerPoint? Use this guide to learn the basics.

Quick Access Toolbar Explore the ribbon Discover contextual commands Find whatever you need Share your work with others
Keep favorite commands See what PowerPoint can do by selecting the Select text, pictures, or other objects in Look up PowerPoint commands, Invite other people to view and
permanently visible. ribbon tabs and exploring available tools. a presentation to reveal additional tabs. get Help, or search the Web. edit cloud-based presentations.
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PowerPoint

Create something

Begin with a Blank Presentation to get right

to work. Or save yourself time by

selecting and then customizing a theme or template that resembles what you
need. Click File > New, and then select or search for the theme or template you

want.
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and themes
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Need to work on the go and across different devices? Click File > Account to sign
in and access your recently used files anywhere, on any device, through seamless

integration between Office, OneDrive, OneD
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Find recent files

Whether you only work with files stored on your PC's local hard drive or you
roam across various cloud services, selecting File > Open takes you to your
recently used documents and any files that you may have pinned to your list.
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Share your work with others

To invite others to view or edit your presentations in the cloud, select the Share
button in the top right corner of the app window. In the Share pane that opens,
you can get a sharing link or send invitations to the people you select.

Send Link
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PowerPoint

Your personal designer

If you're a Microsoft 365 subscriber, let PowerPoint create great-looking slides for
you based on the content you've added. Select Design > Design Ideas and then
select your preferred layout in the Design Ideas task pane. Designer detects
pictures, charts, or tables on a slide and gives you several suggestions to pick.
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Add captions or subtitles

Transcribe your words as you present and display them on-screen as captions in
the same language you are speaking, or as subtitles translated to another
language. On the Slide Show ribbon tab, select Subtitle Settings to see
languages you can use.
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Add visual effects

Animation and transitions can help make a PowerPoint presentation more
dynamic. Select the Transitions tab and then select a type. On the Animations
tab, select an effect from the gallery. Click the More arrow to see more options.
To see what they look like when completed, select Preview. If you want to
customize the effect, select the Effect Options button on the tab.
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Format shapes with precision

Precisely format a selected picture, shape, icon, or object with the comprehensive
tools available in the Format Shape task pane. To display it, right-click the
picture, shape, or object, and select Format Shape.
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PowerPoint

Find whatever you need

Type a keyword or phrase into the Search box on the ribbon to quickly find the
PowerPoint features and commands you're looking for, to discover Help content,
or to get more information online.
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Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.

Look up relevant information

With Smart Lookup, PowerPoint searches the Internet for relevant information
to define words, phrases, and concepts. Search results shown on the task pane
can provide useful context for the ideas you're sharing in your presentations.
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Next steps with PowerPoint

See what’s new in Office
Explore the new and improved features in PowerPoint and the other Office apps.
Visit https://go.microsoft.com/fwlink/?linkid=871117 for more information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that PowerPoint has to offer? Visit
https://go.microsoft.com/fwlink/?linkid=871123 to explore our free training
options.

Send us your feedback

Love PowerPoint? Got an idea for improvement to share with us? On the
File menu, select Feedback and then follow the prompts to send your
suggestions directly to the PowerPoint product team. Thank you!



OneNote

Quick Start Guide

New to OneNote? Use this guide to learn the basics.

Explore the ribbon
See what OneNote can do by selecting the
ribbon tabs and exploring available tools.

Quick Access Toolbar
Keep favorite commands
permanently visible.

Discover contextual commands
Select any part of a table or an inserted
recording to reveal additional tabs.

Get help with OneNote
Select the question mark icon
to learn how to use OneNote.

Share your notes with others
Give other people permission
to view or edit your notebooks.
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Notebooks List
Select the notebook name to
switch between notebooks or 11T

select the pin icon to keep the Armive atairport at 5:00AM
Plane departs at 8:00 AM -- Gate B1
Notebooks pane open.

Plane lands at 2:00 PM local time

Hotel
= Reservations for 12th through 16th
Ask for view update
Ask about cost for 1-2 day extension

Select or move paragraphs
Select or drag the gripper to
the left of a note to select or
move it, or right-click it for
more options.

Notebook Sections
Select these tabs to switch
between sections in the
current notebook.

== Type anywhere on a page
OneNote's flexible canvas
isn't constrained in the ways
that other apps are.

Resize Note Containers
Drag the edge to make notes
fit the page or drag the entire
frame to move it elsewhere.

Control the ribbon
Select the pin icon to
keep the ribbon
displayed, or hide it
again by selecting the
arrow.

Instantly find everything
Search the current page or all
notebooks at once and
navigate the results with ease.

Notebook Pages

Select these tabs to switch
between pages in the
current notebook section.



OneNote

Access your notes anywhere

What good are notes, plans, and ideas if they're trapped on a hard drive? Keep
your notebooks available to you by signing in with your free Microsoft account
when you first start OneNote on your PC. There's even a free OneNote app for all
of your preferred devices to stay in sync wherever you go.

Don't worry about saving

OneNote automatically saves all of your changes as you work — so you never
have to. Even when you close the app or your PC goes to sleep, your notes are
always saved, so you can continue right where you left off. To see when
OneNote last synced your changes, select File > Info > View Sync Status.

Natebook Information

Emily @ Work

Never run out of paper

OneNote doesn’t have any of the limitations of a traditional paper notebook.
When you run out of room, you can just make more.

To create a new page in the current section, select the (+) Add Page button at
the top of the page tabs column. You can also right-click any page tab and then
select New Page, or press Ctrl+N on your keyboard.

To create a new section in the current notebook, select the small tab with the
plus sign [+] to the right of the section tab bar, or right-click any section tab
and then select New Section.

When you first launch OneNote, a default notebook with a Quick Notes section

is created for you, but you can easily create any number of additional notebooks
for the subjects and projects you want by selecting File > New.

New Notebook

@ OneDrive- Contoso . OneDrive - Contoso
EmilyB@contasocom

@ Sitas - Contoso Recent Folders
EmnilyB@contoso.com Notebooks

OneDrive - Contoso Notebooks

This PC
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Browse

count
Account Browse

Feadback

You can create new notebooks on your local hard drive, or you can store them on
your free OneDrive account so your notes are always accessible on all your
devices. The choice is yours!



OneNote

Tag important notes

The Tags gallery on the Home tab lets you visually prioritize or categorize
selected notes. Tagged notes are marked with icons that prompt you to follow up
on your important action items or to check off completed tasks on your to-do
lists.
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Create wiki-style hyperlinks

Turn your notebook into a functional wiki by creating links to specific sections or
pages. Right-click the tab of the section or page that the link should point to.
Next, select Copy Link to Section or Copy Link to Page, and then paste the link
wherever you want it.

() Add Page
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Packing List
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Delete
Cut
Copy
Paste

Copy Link to Page
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Move or Copy... (Ctri+Alt+M)

Organize information in tables

Whenever a spreadsheet is overkill, use simple OneNote tables to make sense of
information. Start on a new line of text by typing a word, phrase, or number, and
then press the Tab key to create the next column. Press Enter to create a new row.
Alternately, you can select Insert > Table on the ribbon to draw a table.

Once your table is created and selected, use the commands on the Table Tools
tab on the ribbon, or right-click any part of your table for the same Table options.

(3 Table Tools

Home Insert History Review View

AR Y > e EE

Select Select Select  Delete Delete Delete | Insert Insert Insert Insert
Columns Rows  Cell Table Columns Rows = Above Below Left Right
Select Delete Insert

Copy text from pictures

OneNote can recognize text in pictures. On any page, insert a picture containing
legible text (for example, a cell phone photo of a receipt), right-click the picture,
select Copy Text from Picture, and then paste the copied text where you want
it.

Copy Test fram Picture
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OneNote

Share notes with other people

In OneNote, your cloud-based notebooks remain private unless you choose to
invite other people to view or edit information in the current notebook. To begin
collaborating with others, select File > Share, and then choose what you want to
do.

Share with People
i

Shared with

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.

Get help with OneNote

Near the top right of the ribbon, select the ? icon to open the OneNote 2016
Help window, where you can enter keywords or phrases to look for assistance
with OneNote features, commands, and tasks.

Sign in

OneNote 2016 Help

@@ 0e A
Search pel

Need assistance?

Use the search box to tell us what you're looking for
and we'll do our best to find an answer.

Next steps with OneNote

See what's new in Office

Explore the new and improved features in OneNote and the other apps in
Office. Visit https://go.microsoft.com/fwlink/?linkid=871117 for more
information.

Get free training, tutorials, and videos for Office

Ready to dig deeper into the capabilities that OneNote has to offer? Visit
https://go.microsoft.com/fwlink/?linkid=871123 to explore our free training
options.

Send us your feedback

Love OneNote? Got an idea for improvement to share with us? On the File
menu, select Feedback and then follow the prompts to send your suggestions
directly to the Word product team. Thank you!
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