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m Microsoft

Quick Start Guide

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

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

Quick Access Toolbar
Keep favorite commands
permanently visible.

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

Cellege budget xsx - Last Saved 2/14/2018 1039 AM -

Draw Page Layout Formulas Data Review View Developer Help Design Foemat

2 Tell me what you want to do

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

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

2 cut
B copy -
¥ Farmat Painter B i u - 1- A -

Clipboard 3 Faet

Protect

Mignment Protection Number

march income:

5 $2,425

ELl = financial aid

fter-tax)

Switch or create sheets

Select the + next to thee sheet

tabs to switch between workbook o

sheets or to create new ones. e

Monthly Col Previous Year (O

Insert and edit functions

Use the formula bar to view or
edit the selected cell or to insert
functions into your formulas.

march expenses:

$2,233

= room & board

= discretionary

mother expenses

||
Insert  Delete r“":““l
N " Chear =
Styles Cells
(o] P Q R s T u

Customize charts

Select a chart to quickly add,
change, or remove any existing
chart elements and formatting.

march cash flow:

$192

b+
" s =
s

I Cisplay Settings i2:]

Find &
Select -

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 sheet display to
your liking.



m Microsoft

OneDrive

Quick Start Guide

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

Open Share Copy link Move to/Copy to Information Pane
Open and edit a file online or Share files directly from Get a link to the selected Move or copy to another See file information, recent
in a desktop app. OneDrive. Files are private file to insert in an IM, destination in your OneDrive activity, and manage access
until shared. email, or site. or any SharePoint site. permissions to the file.
—_ "y 1

Onebrie - - - s ._

Megan Bowen O Open ~ | Share @ Copylink < Download [i] Delete = Rename [% Muvem.qj Copyto o Flow ~f - 1= sot v X felected =~ @
) ()] [ N
Shared =) G I & Annual Financgﬁepnﬂ (DRAFT).d...
View and sort files with date - D Recent Files > East Region Sales -
shared, activity, or who they @ shared o
. Na lifi Modi Fil i it
i drarEs) wiih, ) ame Modified odified By ile Size Sharing Activity
L ) “green]|ots aboutaminuteage [Jegan Bawen
G Regdebn @ ANnL - Sharing status
Discover* @ Annual fnancial Report - FINALdoox May 22 Megan Bawen 22K private See which files are being
1 i H Shared libraries @ Under BL [
View t.ren.dlng content in your @ @ Annualfinancial Report (DRAF... & ¢ February 9 Megan Bawen 222K8 & Shared @ shared ar,]d who they =
organization and content %1050 Launc fTear shared with.
relevant to your work. B cectronic e s B Audit offimall Business Sales.se February 8 iegan Bouwen 20k i shaed o Access
%% Mark 8 Proje B
. Download Flow Search vanage accec @ Manage access
Recycle l?"‘ ) Download a copy of a file Create and manage “  Find your content throughout See who can access a file,
Rec_over files you've B 5usiness Dey fopment to work offline on a device. automated workflows. . OneDrive, SharePoint sites, and manage what people
accidentally deleted up to Wi video rocufon and Microsoft Teams. Properties can do with it.
93 days. @ Coffes House Design ppix August 7 Megan Bowen 319k8 Private
B office 365 0 fros
E - @ Coffee Housespptx August 7 Megan Bowen 289 KB Private
Shared libraries pome Activity
Q . . More librarie @ Contoso Electronics Sales Presentationpptx May 22 Megan Bowen 329 MB Private Annual Financial Re . . .
Navigate to shared libraries See the sharing, viewing,
on Microsoft Teams, Create new @) Contoso Purchasing Permissions - Q1.docx February 9 Megan Bawen 247 K8 Private Title and editing activity for a
i it 1 Enter ve 1
SharePoint sites, or Office A"  Employee Travel - Q3.xlsx February 8 Megan Bowen 207 k8 A Shared file.
365 Groups. '
@)  European Expansion pptx May 22 Megan Bowen 241 M8 Private Apply ri | zntion label
Choose [ label
OneDrive admin 8" Expense Insightsxlsx February 9 Megan Bowen 398 K8 Private
Get the OneDrive apps ( ]
W' Finance pbix February 8 Megan Bowen 318 MB Private

Return to classic OneDrive T
~ More details

*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



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.

QUM nset  Draw  History  Review  View ayout

L[} Emily @ Work ~ | Travel Planning | " Meetings | Projects | +

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

wlln
Calibri MR = A Heading 1 ¥ To Do (Ctri+1) \/ Q
Paste E, Heading 2 Important (Ctrl+2)
- ¥ Formatpainter B 1 U abe Xp- - 4 - ¢ P Tag
Clipboard Basic Text Styles Tags

{otel and flight info - OneNote 2016

> i

ToDo Find Outiook Email Meeting
Tags Tasks= Page Details -

Email  Meetings

Hotel and flight info?

‘ay, February 14, 2018 1:31 PM

Notebooks List

Select the notebook name to

switch between notebooks or
select the pin icon to keep the
Notebooks pane open.

tht
Arrive at airport at 6:00 AM
Plane departs at 8:00 AM -- Gate B1
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.

| amm— 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.

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.

Emily Braun

F ) O~

+1Add Pl

Hotel anclflight i

i Control the ribbon
® W:l _ 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.




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 .
™ NewEmail ~ | [l ~ B B~ | © € — endofyearr. v | ) Unread/Read B8~ [« [F~ || search people B Y- | g Send to OneNote Insights | ***
v ._I
K -~
3 Favorites Search Current Mailbox SO | Current Mailbox ~ Northwind Traders Proposal )
Voo Focused Other  gyDsev | @k Your inbox, your way m . Show or hide the ribbon
o .
SR R e e Alex Wilber Sort and filter messages, and = e :
" Other: New messages (7) T ) Select arrow to switch between
Inbex s MyAnalytics, Microsoft Azure | © (/Megan Bowen group messages by Subject in Tue bjafos
End of year reports ' = - i ; the Simplified and Classic
- = orthwin raders Froposal.docx .
Internal Screens 2 Contoso Demo on Ya... 0= s h COIVEIESHONEY] ribbons.
Project Falcon 4 Updates from Leadership an... 6/4/2019
Contoso Demo
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
Joni Sherman for us (see attached)? Thanks!
. . Potluck Party Recipe 6/4/2019
Navigate your mail folders " Hello everyone,
Select a folder to see its
contents. To turn this pane on or Isaiah Langer o
. Please Forward Contoso pat... 6/4/2019
off, select View > Folder Pane. Ly Hi Megan, | don't have Alex Read emails faster
R Dock the reading pane on the
Alex Wilber 1] . .
Outbox e o side or at the bottom to view
RSS Feeds Megan, we need to have the messages where you want to.
>SearchFolders ¥
Alex Wilber 1]
> Groups Northwind Proposal 6/4/2019
Here is the latest copy of the
- MeganB@...
OpenTable
Manage Outlook GI'OUPS Starts today! Seattle Restaur... 6/4/2019 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. Northuind Budget 6142019 Calendar, and People views. here

The Northwind budget was

= RQ ee . e Gu l

Wanna grab coffee? 6/4/2019
Items: 50  Unread: 35 All folders are up to date. Connected to: Microsoft Exchange imi} ] + 100%




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.

s
Recording = Dictation  Help  Shape Format

£ Search

File Home Insert Draw Design Transitions Animations Slide Show Review View

. |

22 Share {0 Comments

e | v 0 & A

= S| | Slide  Format Design
Size v Background | Ideas

Customize Designer ~ .

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

Variants

ALPINE SKI HOUSE

T TmTT—
Navigate and organize m
Select a slide thumbnail to
switch to it or drag a slide to ——
move it up or down in the list.

Start the show

Select to present from the
current slide, or select the
Slide Show tab on the ribbon.

i Rotate objects in place
=S Freely control the placement and |
= orientationof text boxes, pictures, .
and other selected objects.

Change your view
Select the status bar buttons
-

"ALPINE SKI HOUSE

use the zoom slider to
magnify the slide display to
our liking.
81 9E3 Add notes and comments ! ’
§ B Track feedback while drafting
your deck and keep important
facts handy while presenting.

side1ofs [0 (% Accessibility: Investigate

i
oo
oo
8



SharePoint Online

m Microsoft

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.

Following
New York #03
Business Development

Production Line

R‘_'U:’ nt
X1050 Launch Team

Business Development

Featured links

;" Edn

4= Croate site -1 Create news post [ )

News from sites

Blectronik Events Jgested Electron Events Jested tlectronic Events

Event Planning - Behind the New York Launch - Contoso Cares - Show For
Scenes Highlights Charity

’ e Robt @ Megan Bower @ Oebra Berge C

Frequent sites

o a  ———

X1050 Launch Team Business Development

Group Group

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.
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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

v R h and Develop t Posts Files Wiki Mark 8 Project Plan powersl._ Megan Bowen
Change picture

Nestor Wilke 3/26 432 Al
@ Availabl
0 Weekly Sync vailable >

4 set status message

b

Teams

Your teams

é

u Mark 8 Project Sync

General

View and organize teams

Oceurs every Monday @11:30 AM [ saved

Click to see your teams. In Design © Reply {3 Settings
o Digital Assets Web
the teams list, drag a team G'g‘tﬂMis:’:P‘e R - -
. o to Market Plai atti Fernandez /26 4 Zoom - (@%)
name to reorder it. —— Manage youn team .-, Hiteam! This site is the be is team site for doc repository, meeting
Add or remove members, discussions, and any tesm A dld] files oo
eyboard shortcuts
See your calendar B oo veret create a new channel, or freeiEn i e bt et people view a file or About >
. & Reply .
Click hedul General get a link to the team. work on it together. Check for updates
ick to see your schedule Monihly Reports
.. . ' Lidia Holloway /25433 AM Download the mobile app
and join meetings. a - o Here are the design proposals for the Mark 8 copter.
— Sign out
General [@:| Mark 8 Pilot Program.pptx
NC460 Sales
Collapse all
Hidden teams ‘.ﬁ Lee Gu A
WS  Looks good. | made some changes to the propeller housing based on discussions in our meeting yesterday.
e Megan Bowen 3/26 433 AM
Yo Have we made a decision on the chassis colors?
O Nestor Wilke 33 AM Reply
@ Current plan of record is silver and matte . + schemas as opticns for the three
different model releases. Your message is attached
< repy @ to a specific conversation.
Lidia Holloway AM 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 -—Q liven it up!
Find apps added for your

teams or your personal use.

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

&’ Join or create a team & A 0 OB B S Q B




m Microsoft

Quick Start Guide

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

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

Quick Access Toolbar
Keep favorite commands
permanently visible.

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

AutoSave B9 CE Annual Report &% - Saved ~ P Search
File Home Insert Design Layout References Mailings Review View Help Acrobat
X . - A | = —= =7 - OFind v
) -« Calibri Body)  v|105 v A" A" Aav | Fo | =i == |20 T | |aasocenal| Aabeeodt AaBbC AaBbCcl A AsBbce assscend & Repl
y < eplace
Paste . : L2 A === 1=. « A~ 1 Normal | TNo Spac.. Heading 1 Heading 2 Title Subtitle  Subtle Em... [5 ‘
~  <¥ Format Painter BIU-axxX|A~2 4  EEEEs acin - n kil ac ! ! I3 Select ~
Clipboard & Font = Paragraph [ Styles [~ Editing
Navigation
Sales
Search dc ent 1
el 15 and have allowed us to expand into two
Headings  Pages  Results Navigate with ease 1. Contoso today announced financial @

Use the optional, resizable sidebar to
manage long or complex documents.

1y posted quarterly revenue of $28.27
'.25 per diluted share. These results
=rly profit of $4.45 million, or $4.74 per
was 42.3 percent comnarad tn 22 0

percent in the year-ago quarter. International sales accounted for 27 pe Cibi ot ~[105 < [A" A" <F fge

B I UZ®+A-iSvi=v syl

revenue. 0
1
We are | cond qua [y
;en:::? Format with the Mini Toolbar 1SLOMET | 3 paste Options: ©
. . . )
thenext S€lect or right-click text and objects to | ipeiin CA
quickly format them in place. A Font.
=5 Paragraph...
53 Block Authors
Research and Development
Status bar shortcuts 5 smart Lookup
Select any status bar indicator to Synonyms >
navigate your document, view word Research and Development Expense Sep 5% Trershte
count statistics, or check your spelling. By Department @ Lk >
100,000 {7 New Comment f 000
Add Follow Up (Preview] ) gop
80,000 = = - - - o

I—. Page1of2 198words [t (3 Accessibility: Investigate

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

Megan Bowen M8

& @

15 Share
B 4 [
G A |8 &
Create and Share Request Dictate | Sensitivity
Adobe PDF  Signatures ~ v
Adobe Acrobat Voice | Sensitivity
Megan Bowen

What were previous year's expectations, @Gr:
Archie?

Grady Archie

Let me review last year’s report.

Nestor Wilke
amazing. @Emily Braun great work

Megan Bowen
Great work, @Emily

0 Focus B

 Comments

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

®

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.

+ 124%



Word

Create something

Begin with a Blank document to get right to work. Or start with a template to
save yourself time and steps. Just select File > New, and then select or search for
the template you want.

New

B

Suggested sewrches: Buniness Cards Fiyers Levters Education Resumes and Cover Letiers Holiday

Aa ) e
Ay e

Take a tour

Stay connected

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, OneDrive for Business, and
SharePoint.

Account
User Information Product Information
] Office
Subscription Product
Microsoft Office 365 ProPlus.

Thi product comtaing

dACEATAD®
Manage Accoem | | Change ticense

Account Privacy

Mansge Sertng:

Office Background: it | Office

—E] Upctanes o oo
o Bk 5 !

g
Office Theme:
B - [] Office Insider

. i g i

Connected Services: onee o e S S Pl ek P

e, | % M85 innarting. Dady Devmain bk upcaned matiple
e

& Onelrive - Contoso

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.

Open
(—_) o— Dacuments Foldens
1, Fles Needing Attention

S Shared with he

Pt - A th pls koo
Cone
Todlay

SOMDSNEC (5 Seles Invcice Temglate
g Sies-conon @5 CE Annual Report
e ecasons ) Product Masketng Slogans
L Thisee
["] Yeitesday
(9 Add a Flace 5 Contosa Electronics Sakes Proposal
[ erowse Last Week

B Recoves Urrirvnd Csuments

Discover contextual tools

You can make contextual ribbon commands available by selecting relevant objects
in your document. For example, selecting within a table displays the Table Tools
tab, which offers additional options for the Table Design and Layout of your
tables.

View Help  Table Design Layout

X |
@ I_D 0.18" ° 01 Distribute Rows E‘ El El
AutoFit — EI EI EI

. iR JER > | B Distribute Columns ===

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.

jgn  Layout & Share
x
a
. Ipicta
Send Link B
voice
Anyone with the link can edit >
Grady Archie
Grady Archie
Designer
t
I ions, B¢
7 Send
er ort,
> @
e
Uk Oullook
[y send a copy
|

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

. . e : - -
'Q:I 25 §3 Previous .fJ ’}? Em All Markup
. C)J Next 4 4

D Show Markup v

New  Delete Track

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.

File 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.

PW Help Table Design Layout

AaBbCcDd AaBbceDd  AgRh(C AaBbCcl /_\dl v

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

Comment v ]

Comments

Changes v E Reviewing Pane ~

¢l

Tracking

Styles




Word

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, Word searches the Internet for relevant information to

the ribbon to quickly find the Word features and commands you're looking for, define words, phrases, and concepts. Search results shown on the task pane

to discover Help content, or to get more information online. can provide useful context for the data and information in your documents.
I P prng XI

fal  Best Action

£l ]:% Print Preview and Print .
E
Displays the Print tab in the Backstage View. r £ Smart Lool

I
o Smart Lookup
1adh

nd-virtual-storefroni

| or-our-proauc
b

Il B Previewand print >l Explore  Define

& o HOODBUWE@E"
[@ Display and Printing Options i ) . A -~
ccrepon ign-with-minor-mod EoBpeBeat
| : : . SE . E
[¢ @ ™ ; ging-must-include-tf
10 results A "y
Quick Answer
i
b Print, A Quarterly Journal of the Graphic Arts was a Infographic
| limited edition quarterly periodical begun in 1940 Information graphics or infographics
bl are graphic visual representations of
Bl Files information, data ar knowledge
Cc

@ Fabrikam3DPrinterBrochure. pptx . intended to present information
n,

nodified: 1 2018 quickly and clearly. They can improv-...

te
™) lede(lan ncplcsppu
Is Last modified: 872

Get other Quick Start guides Next steps with Word

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 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,
VS . select Feedback and then follow the prompts to send your suggestions directly
to the Word product team. Thank you!




Microsoft Teams

In Windows, click Start 8l > 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
Sign in
Fma\l, phone, or Skype

No account? Create one!

Can't access your account?

Start a conversation

With the whole team... Select Teams £33, pick a team and channel, write your
message, and click Send =

With a person or group... Click New chat E type the name of the person or group

in the To field, write your message, and click Send .

Start a new conversation, use @ to mention someone

A O BB -

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 235 and choose a team. Pick a channel to explore Posts, Files, and

other tabs.

Teams Y B Research and Development posts Files Wiki  Mark 8 Project Plan
Your teams Nestor Wilke
3 Weekly Sync
- Mark 8 Project Team
ﬂ Mark 8 Project Sync
General Occurs every Monday @11:30 AM
Design « Reply

Digital Assets Web

Patti Fernandez

Hi team! This site is the best place to collaborate on a
discussions, and any team meetings. Welcome everyo

Go to Market Plan

[ )

Research and Development

- Sales and Marketing

General

4 replies from 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 =4, the meeting is based on
that conversation.) Enter a name for the meeting, then start inviting people.

Gt Meeting ended: 19m 295
« Reply

Start a new conversation. Type @ to mention someg




Microsoft Teams

Make video and audio calls @mention someone

Click Video call 3 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 % on 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.

ﬂ Noah McCormick

R lient had some changes to our design for the J

make those edits before our Wednesday clien

Dwight Nesmith
dwight@northwindtraders.com

o ‘JGSh Nestor s include a section about the buy one get one
josh@northwindtraders.com »d for August but she mentioned she got the k
& Adda bot

@N|

A2 O E B o -

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 E= . or sticker from one of the categories. There are also buttons for adding an emoji
or GIF. —
I Popular Search Q

3 Office Drama Popular stickers and memes

- IT WORKS ON
MY MACHINE
» ";"‘o
»  Broccoli

§ o RESEE CREATIVE!
— LAY

ﬂ Teamsquatch = A ’ :@' é
. 9 s

Meme

Designers

Legal

5

%

” Devs
Y

e

é Bummer Bert

AC O 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 *

@ Megan Bowen 7727 8%
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 favorite apps and files into tabs at the top of the channel. Seards Q
Tabs for your team

BEOEER S

Document ...  Excel Forms OneNote Planner Power BI

CLDEE

PowerPoint SharePoint Stream Website Wiki Word

Share a file

Click Attach 7 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.

Recent

Browse Teams and Channels

» & O

OneDrive

Upload from my computer | @ to mention someone

éy@k@)@@@

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
Move

Copy

Download

2 F D

N
T
Delete
=9 P =} Rename
& Getlink
By

Make this a tab
 —

e
Mark 8 Pilot Program.pptx

[ ] Mark 8 Performance chartxlsx



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 5 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 v Type v More filters v

+ .
83 Join or create a team @

u Isaiah Langer 3/26
=" .. volunteer to help with the International
Marketing Campaign. | lived abroad for a
few years and wanted to ...

Conversation with Isaiah Langer N e Xt S t e p S W | t h
@ Miriam Graham 3/26
Great job team! The latest campaign was a .
great success - you all did an awesome job. M | C rO S Oft Te a m S
Sales and Marketing / General
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
a Help Topics Training What's new About training options.

Send us your feedback
< W Search help Q 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.



https://go.microsoft.com/fwlink/?linkid=2008317
https://go.microsoft.com/fwlink/?linkid=2008318
https://go.microsoft.com/fwlink/?linkid=871117

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.
32 Contoso Electronics SharePoir t
. ¥ Not followi =3 Next sfe
VIl Mark 8 Projecf Team rietomns B
Public group T mber
}3 Search [z} Open & Share @ Copy link 4 Download ]II Delete < Pintotop =D Rename 51 Move to m Copyto o Flow ~ +** X 1selected = All Documents ~ 57 0] .
= - Details Pane
Home B Contoso Research and Developme... See file information, a
Documents > Research and Development ; - s thumbinail, recent activity,
c e e
\I?pcumznt e onversations : o manage access permissions,
iew and work wi e files _|.. D ' o BB d edit fil i
S [ Name Maodified Nimtifinr B o e and edit file properties.
stored on a SharePoint site. R open D°W“||°add o ,_/-:ﬁ T =
ared with us ¥ oo T
@ Contoso Quadcopter Camera.doex October 7 Down Oa, a copy of a file to 5.
Notebook Preview work offline that takes local
Pages @ B ContosoResearchand Develop... 122 October 7 Share device space. o P— T
Site contents M| CR-227 Camera briefing.docx October 8 Copy link
Recycle bin 1 Creating the Contoso Mark 8.pptx October 7 Download @
F|OW Has Access N
. . Delet:
o 1) Engine Perfalsx Octoberd o Automate common tasks Sharing status )
Flow  (mm— 3 AR R B @ S€€ WhiCh files are being
between SharePoint and Z ;
X 050 Mark 8 3D.pptx October 7 : ¢ Manage acess shared and who they're
Pin to top Rename other Office 365 and third -
Pin important folders or Bpptx @ Prowp party services. oot
roperties dit all
documents to the top of the s el
I ” A elivery plan.docx ©  Octoberd Move to Name *
list for easy viewing.
Contoso Research and Development
W VIark o - rAW.aocx October 8 Copy to . . Spend Analysis.xlsx
T Version history
@) Mark8 Controller specsxlsx Octaberd ersion history (VNG SOTQNECA HN history -
itle
Alert me T
@)  Mark 8 Parts and Spec Listxlsx October 8 and restore a.ﬁle toa Enter value here
More previous version.
B Mark 8 Performance chart.xlsx October 8 o
Return to classic SharePoint Details ~ -
3 More details




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

Communities Departments v Employee News ~
2 Search P ploy:

m Research and Developme
Home

Notebook

N T Upload kedit 43 S
Documents + New ~ | 7 Upload ~ 7 Quickedit 3 Sync

@ — A
Pages Files
Site contents [-H=C ® A

' Research and Develop... @7 Concurrent Project Datauxlsx Vel
Edit

7 @] Customer Product Survey.xisx Ag

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.

B Open v |2 Share @ Copylink  Download  [i] Delete

Based on admin settings, the three levels of

Prc 2017
@ &

Pre 2017

Specific people - specify email addresses of
the people you want to give access to.

Copy Outiook.
Shareable
RD Link 2017

£ Send Link o sharing are:

& Ex 2017

@ ne @ I v Anyone - people inside and outside your org
can access. Receive links directly or forwarded.

© @) HC w2

@] HC 2017 o g
People in your org — everyone in your org can

a8 i access.

[-EREY m 2017

8

@

[

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.

|2 Share @ Copy link 1 Download [if Delete o Flow

stomer Produ Lee|

X

ranet Issuesd | ink to 'HC| Market...tions.ppt created | A9
Make sure you copy the link below.

| Marketing C Aley
‘ https://contoso127.sharepoi...
| Marketing P Lyn|
Only people in Contoso with the link can
| Researchdo (&) ol Froher v o| e
|-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.

@ crosats OneDrive

Set up OneDrive

Put you

Create account




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

name. (If you select a Team site, an Office 365 Group is also created.) B R Page detais
List
- Document library

S - i

o News post

m. fﬂ‘ News link
- - - - Plan

Tea s Conmmricton e

S T App

: : Add web parts
Add d document llbra ry or IISt In your news post or page, select the plus sign-@-. You can add text, images, files,

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
U R Search Ve
ist
Featured 2
Document library
Page A A E D
News post . Text Image File viewer
News link P
- @ <>
Plan B\ © / @
- ST Link Embed Highlighted
App content
L iRl




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
of team sites, communication

sites, and news posts

Q, Search in SharePoint

m Public group - 14 members

People you work with More people >

@ Tim Deboer
pr—
Retail manager

Kat Larsson
Product manager
Wanda Howard
General manager

i Johnnie McConnell
Product planner

! Henry Brill
Engineer

New product sale guidelines
m Just now - You

m Acquisition proposal

Q

News Find

Tap on a user to get to their
contact card and see who
they work with and what they
are working on.

Me &

17 .
iz Lydia Bauer
L.Bauer@contoso.com
My profile

Recent Saved

Show All

| How to think abour your
personal inspiration

2 hours
You viewed

The past, present, and
future of collaboration

& 2 hours
You viewed

Recent files More files >

Towards a new frontier:
Q4 Design Plans

2 hours
You viewed
R Find Me

View news posts on the go and
share your updates, reports, status,
and experiences with your team

)
News N2

Studio Innovations
Lots of virtual travel on the horizon

With the rise of virtual reality

and mixed reality in our space,

we need to cleary define how...
Ashley McCarthy just now .

CD Design + Us

Big futures come from innovative new
programs in 2018

I ,
We can't wait to promote all the

# new capabilities across our new
% programs. Innovation and con...
Tim Deboer 2 hours ago .

Contoso Design and Adventure n

Say hello to our new creative director!

It has been a bit now, but we
want to introduce and welcome
our brand new creative direc...

Katri Ahokas 3 hours ago

Q K

News Find Me

Use search to find and discover
important content.

Find
o
Q. Search in SharePoint

Quick access

ﬂ Contoso Design Challenges Q2

Kat Larsson - Apr 26

Our new outdoor hiking adventur

Katri Ahokas- 3 hours ago

. Corporate Services Procurement

Private group - 63 members

Frequent sites More sites >

S Contoso Cloud team
Private group - 12 members

CF Cycling fans @ Contoso

Public group - 158 members

. Corporate servic®, Procurement

Private group - 63 mem flars

Q Q

News Find Me

Browse your sites, files,
people and more to get
back to what you were
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

i o = Make files/folders
X accessible without an
Attachments o Primt N N
When you double- Communications .<: © e internet connection.
click the cloud icon, Wodksemles A Im":: i @ I
files/folders can be Xerays o sy lesplon e denes ]
A @ Accessible template docx © Free up space . I
made available on ¢ @ Advertising Ideas.docx © [ scan with Windows Defender...
your computer. 8 Agendadocx el Return the files/folder
= Allie. .
=3 a " 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.

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

Fles not in & foider (29.4M8)

Attachments (0.0 KB)

Communcatons (2.418)

Notebooks (0.0¥B)

Work sangles (255.4M8)

Xears (17.546)

QOooRo0

(© You are aready synong this content.

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.



http://download.microsoft.com/download/9/9/2/9922300B-3CCD-48B3-98CA-710972A5332E/Yammer%20QS.pdf

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.

New

Search for online templates and themes

Suggested searches: Presentations Themes Education Charts Diagrams Bu

QuickStarter

Blank Presentation Start an outline

|

Stay connected

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, OneDrive for Business, and SharePoint.

e g O
Account

Product Information

] Office

St aseora scensng ptomatcn

User Information

Subscription Product

Account Privacy
[y
Office Background =
o S - - | Office Updates
e |ttty s
‘‘‘‘‘‘ P
About PowerPoint
eam e st PowsPont. Seppor, rodc I, Coppigh
1
Powapont ——
Ak o
Whats New

See e most eceety msted vpces

{1 £V

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.

Open
@ Recent

07 shared with Me

@ OreDrive - Contasa
MeganB@M365:254867 OnMicrosolt

@ stesContoso
Megang @ M3G:254667 OnMlcrosch
e ocatn

[ misec

@ Add a Place

[ srowse

Mgt 5K House Aneual Meeting 1 - Lust Modiied 7m sg0

Megn semen @) @ |

Presentations  Folders

P search
B Nome Date moddied
Pinned
1y Product Launch 2 102172019 144 AM
X050 Launch Team » Shared Documents « Launch Event
Today

@ Alpine Ski House Annual Meeting
"] x1050 Launch Team » Shared Documents

072172019 740 AM

E: Presentation 6 1072172019 727 AM
| OreDrive - Cone

Last Week

b: Pasitioning for the Web
=) Mack

ting » Shared Dosuments

0/18/2019 222 PM

@ 271000 New Features - English Storyboard R

seo Production = Shared Decurment;

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

©) Peaple in Contoso with the link can
edit

pieg
Diego Siciliani
i
Send
@

[[) send acopy ~




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.

o & | o & |3

Slide  Format Design slide  Format Design

Size «  Background Ideas Size «  Background Ideas
Customize Designer | Customize Designer |

Design Ideas * Design Ideas

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.

17 Sharg

[v] Always Use Subtitles
[ subtitle Settings ~

Spoken Language: English (United States)

>
Subtitle Language: Spanish > Hungarian
> Icelandic

& Microphene
§ indonesian
B sottom (Overlaid)
Italian
B Top (©verlaid)
— Japanese
e [ gelow siice -
Kiswahil
B above Siide
Korean

More Settings (Windows)..

Lithuani; ian

Malagasy —1 |

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.

Insert Design  Transitions  Animations  Slide Show Review  View  Add-i

& = & @ B &

None Morph Fade Push Wipe Split Reveal

Transition to This Slide

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.

[yboarding _ Shape Format O Search # Share || & Comments |
3 ) Bring Forward ~ ~ - .
B | Rt E [Moss
Alt [D) send Backward  ~ I
Text Sar
CH Selection Pane 29~
| accessbiny Arrange size g ~
i -
Format Shape A
I— — Shape Options  Text Options.

‘ H O =

No fil
* solid fill
Gradient fill
Picture or texture fil
Pattern fill
slide ackground fil

Color -




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.

O background| X [}

Best Action

@ Format Background

dicta

Actions Voice
& Background Styles > cki
Hide Background Graphics
Theme Effects >
|I| Options
Find in Document ill

DQ "background” exty

Help grou

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.

Sha,
-
1P

PowerPoin+

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.

O debif ® 5]
Acti . K]
- > T (4 -
X Exit pes Amange Z 2
) @
= Drawing

= Smart Lookup

Find in Document Explore | Define
B “debit*
Help Debit

(7 Get Helpan “debit
=~ §results

> ['debit] <)

Definition noun
an entry recording an amount owe
debit [debit) left-hand side or column of an acc(
noun. an entry recording an amount awed, of credit.
listed on the left-hand side or column of an a.
“a double-entry system of bookkeeg,

Smart Logkup on "debit” debit has a corresponding credit en

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!


http://download.microsoft.com/download/9/9/2/9922300B-3CCD-48B3-98CA-710972A5332E/Yammer%20QS.pdf

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.

®

& Outlook

Email address

eganb@contoss.com -

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  FormatText  Review
Attach File v Qf Signature ¥ E Tablev | E3 Pictures
Recent Items

o Q1 Opportunities Sales Presentation
ChUsers\jtremper\Demo Contentl,

s Week 27 Tracking
™| CA\Users\jtremper\Demo Content),

% Browse Web Locations

[ 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.

File  Home  Send/Receive To create a new group in Outlook 2016,

On the ribbon, select Home, and then

1 New Email ~ ]Ef] - =
select New Items > Group.

X E-mail Message <

If you don't see this as an option on this

E Appointment o
menu, contact the administrator of your

! On... . . A
[ Meeting Microsoft Office 365 subscription for
B Group more information.
A= Contact %

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 |tems >

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.

[E| Private | | Mark 8‘ E e
e Mark 8 Project Team




Outlook

Outlook is more than just email

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

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

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 - Qutlook

File Home Send / Receive View Help Q  Tell me what you want t§ do
f] New Appointment | i New Teams Meeting Today Next 7 Days [5] pay [=] Work Week Week Month [E] Schedule View + adiv & share~
v
<
Tod. Tomorr r
Ll October 2019 3 ‘ <« » October 2019 Washington, D.C. ¥ ¢ ;;(.:!:,57.', 5;.:,;:} . Igf:;j;:.,, Search Calendar b

SU MO TU WE TH FR SA

SU MO TU WE TH FR SA

Look back — or way ahead

Lynne Robbins

=

Items: 75

1.

40UpM WVeeKly call Wit Frenc...

2:00pm Tailspin Toys Proposal ...

3:00pm Project Tailspin; Confe...

All folders are up to date.

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

Connected to: Microsoft Exchange

12:00pm Lunch?; TBL
1:00pm Lidia/Isaiah 1

29 30 1 2 3 4 5 = || Calendar X< ® Adele Vance X
s 1 o0mn sufipay MONDAY Navigate your schedule THURSDAY FRIDAY SATURDAY -
1314 15 16 17 18 19 sell 29 30 While looking at the current 3 4 5
20 21 22 23 24 25 2%
5 F1 ) P R a o day: Week: or month, select A 8:00am Project Team Meeting;... 8:30am Legal and Executives B... Search your calendar
1:00pm Weekly check-in with . the Back or Forward arrows to 10:00am Tailspin Project Discu. 12:00pm Lunch?; TBD; Lynne R... . .
4:00pm Weekly call with Frenc... - o 12:00pm Weekly Marketing Lu... 1:00pm Lidia/Isaiah 1:1; Lidia's... Start typlng in the SearCh bOX
November 2019 switch the current view.

to instantly find meetings and

12 £ Need to look up a past event 8 10 " 12 appointments.
3 4 5 6 71 8 9 . 10:00am Weekly call with Subs... 8:30am Company Meeting; 8:00am Project Team Meeting:... 8:30am Legal and Executives B...
DO ED DD D or want to schedule Somethmg 2:00pm Tailspin Toys Proposal . Cvistie Cline 10:00am Tailspin Project Discu. 12:00pm Lunch?: TBD; Lynne R...
17 18 19 20 21 22 23 in the distant future? Select the 3:00pm Project Tailspin; Confe... 12:00pm Weekly Marketing Lu... 1:00pm Lidia/lsaiah 1:1; Lidia's...
24025 26 27 28 29 30 small arrows to the left and ®
e ere e 0 1 right of the current month to 15 16 17 18 19
2 10:00am Weekly call with Subs... 8:30am Company Meeting; 8:00am Project Team Meeting;... 8:30am Legal and Executfes B...
v m My Calendars skip to the day you want. I [ 2:00pm Teikspin Toys Proposal .. 1 Shristie Cline 10:00am Tailspin Project Discu...  12:00pm Lunch?; TBD; Lyfine R...
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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.
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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, 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 v X

Explore Defina

Bec
[ basé'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 OxfordDictionaries © 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!


http://download.microsoft.com/download/9/9/2/9922300B-3CCD-48B3-98CA-710972A5332E/Yammer%20QS.pdf

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.

Hotel and flight info

Notebook Information
Emily @ Work @

hitpsy//contoso127-my sharepoint.com/personal/emilyb_contoso127_onmicrosoft_comy,| View Sync Open

Settings
. Status Backups

&,Invite people to this notebook View Notebook

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
EmilyB@contoso.com

. OneDrive - Contoso

@ Sites - Contoso Recent Folders
EmilyB@contoso.com Notebooks
OneDrive - Contoso  Notebooks
.
=

This PC .
OneDrive - Contoso

+

Add a Place

Send

. Browse
coount Browse

Feedback

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

lag 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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V] To Do (Ctrl+1

© Do (Ctrl+1) ToDo Find Outlook Email Meeting
Important (Ctrl+2) Tag Tags Tasks~  Page  Details~

7 Question (Ctrl+3)

Remember for later (
Highlight (Ctrl+8)
Contact (Ctrl+7)
Address (Ctrl+8) -

Email | Meetings

B[\

By

Customize Tags...

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
Hotel & Flight Info
Packing List
Sinhteesina

=] Rename

7< Delete

% Cut

By Copy

‘D Paste

[21 Copy Link to Page

[& Move or Copy... (Ctrl+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.

&= Table Tools

Home Insert History Review View

FEEEBRY < BREEE

Select Select Select  Delete Delete Delete | Insert Insert Insert Insert
Columns Rows  Cell Table Colurmns 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.

B
X cut l

E® Copy
Copy Text from Picture
‘B Paste Options:

& Link.. (Ctri+K)
Copy Link to Paragraph
b Copy g
Order >

Rotate »

4] Restore to Original Size
Set Picture as Background
[ AttTe..

Make Text in Image Searchable »



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 Notebook

Emiy @ werk

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.

OneNote 2016 Help

@@ 0 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!


http://download.microsoft.com/download/9/9/2/9922300B-3CCD-48B3-98CA-710972A5332E/Yammer%20QS.pdf

OneDrive

OneDrive Mobile

The OneDrive app supports both OneDrive personal and organization accounts across iOS, Android, and Windows and can be downloaded from the app stores.
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See details such as
who the file is
shared with.

See all the files you
have taken offline.

See files shared with
you and discover
content trending
around you.

See your most
recent active files.

Send a copy of the
file instead of
sharing.

Copy the sharing link,

email it in Outlook, or

choose an app to send
it with.

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.



OneDrive

Create or upload files and folders

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

an Bowen + New v T Upload v & Share <@
Files Files
Recent Files > Ez Folder
Shared D Name-
Discover N
Agreements

Recycle bin

@ Annual Financial Report - FINAL

Share files

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.

O Open ~ 1 Share @ Copylink L Download [ Delete
Based on admin settings, sharing levels are:
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org can access. Links can be forwarded.
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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 OneDrive, select a file and then select Copy link. Copy the
link and then paste it in the destination.

1
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X
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Save and Open files in Office apps

(Requires Office 365, 2019, or 2016)

You can save or open Office documents in OneDrive from the Office apps.
In any Office document, select File > Save As, 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.
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OneDrive

Sync files and folders

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.

@ picrosoh OneDrive

Set up OneDrive

» OneDrive to get them from any device.

OneDrive Files On-Demanad

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 More > Settings. Then, on the
Settings tab, select Save space and download files as you use them.

al o 1 = |DneDrce - Cortomo
&> MeganSowen > OneDrice - Contesn

Name stans
o Quick acees

. Contoso B cs <]
Files you open are DUSPHRPRNIS Pt

- & Annusl Financial
downloaded to your 2r.e ST
device and available R o imere

£ Business Card

offline. P —

B Contono Puchasing Data - 01 ) copy
Al Contoss Purchasing Permissions - Q1
8 Cortomn Purhng Pemsins

@ CA-227 Procuct Owerview
Online only 5 [ ]

" p—
files/folders do not use 0 Erioyes oot Accoumts - Q1
space on your device. ® Bucotan byrcion

P8 COCOC®0D

ce

@ Erpiyes T~ 03 o [rp— > st

| creste account

View sync activity

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 web view. Users on Mac have a similar experience.

Check the status of
the synced files in File
Explorer
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Manage accounts,
synced folders and
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settings.
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!
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Mark files/folders to be

always available, even
offline.

Change file/folders to
be online only.

Next steps with OneDrive

Find help

Explore the help and training for OneDrive and other Office apps.
Visit https://go.microsoft.com/fwlink/?linkid=871124 for more information.

Learn about OneDrive Files On-Demand

Access all your files in the cloud without having to download them.
Visit https://go.microsoft.com/fwlink/?linkid=871126.

Get free Office training, tutorials, and videos

Ready to dig in the capabilities that OneDrive has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=871128 to explore free training.




Excel

Create something Find recent files

Select File > New, and then select or search for the template you want. Whether you only work with files stored on your PC's local hard drive or you
Begin with a Blank workbook to get right to work. Or save yourself time by roam across various cloud services, selecting File > Open takes you to your
selecting and then customizing a template that resembles what you need. recently used workbooks and any files that you may have pinned to your list.
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Stay connected Discover contextual tools

Need to work on the go and across different devices? Select File > Account to Select relevant objects in your workbook to make contextual commands

sign in and access your recently used files anywhere, on any device, through available. For example, selecting a chart element displays the Chart Tools tab
seamless integration between Office, OneDrive, OneDrive for Business, and with options for the Design and Format of a selected chart.
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Excel

Share your work with others Insert functions

To invite others to view or edit your workbooks in the cloud, select the Share On the Formulas tab, select Insert Function to search for and insert functions,
button in the top right corner of the app window. In the Share pane that opens, look up the correct syntax, and even get in-depth Help about how your selected
you can copy a sharing link or send invitations to the people you select. functions work.

& share D

X

Send Link - AutoSave Q H o s
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Anyone with the link can view and edit.
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Excel

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 Excel features and commands you're looking for,

to discover Help content, or to get more information online.
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chart [CHart]

noun, a sheet of information in the

form of a tabe, graph, or diagram:

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, Excel 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 workbooks.
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Next steps with Excel

See what’s new in Office
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!


http://download.microsoft.com/download/9/9/2/9922300B-3CCD-48B3-98CA-710972A5332E/Yammer%20QS.pdf

