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Access all emails
instantly, on any
system in a
consistent layout.
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Outlook — Folders
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Outlook — Send Later and Encrypt
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Outlook — Add Signature
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_0 More is possible with Microsoft
S
[ Teams

" f Stay connected and access shared
M I C rOSO t g content any time to learn, plan
and innovate - together
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Teams — Features

< Q, Search
« Teams and < |

@ = ff sts  Files iki

channels. Teams are made ou Teams | R
u p of Ch a n n e | S, W h iC h a re Agly ot teas I Qur newest puppy! Will be my office mate when Neveah goes back to school.

. . HF Staff &. Holly Roepke 8/18 1:06 PM v:&:
conversation boards W o

HF Coordinators
between teammates. B
. . . e HF Admin
* Conversations within % @
cate HEFAS
channels and teams. All =
. D g sccouning
team members can view o
. 5 3 irel &Y
and add to different 2| W o iy et
conversations in the . a o R
eneral Today
General channel and can Fun st @ e .
use an @ fu n Ct i on to l nVIte . rhienaiee * 52:2::!::\1:;?:!%% - would love to mail it to anyone else who would like to read it &
other members to different B oo o Do N B e S R A M TS AL
=81
conversation s, N ot un | | ke . Inclusian Stpport - y gu:dao; :ids in an;nsvivde:\lcir!d: Gve‘ning Vouor Fami}l;y Out of li;ER:lnuskEand R:dica:‘y Eng;‘g;m: w;ﬂl N:]amm: e K
utdoor Kids in 2n Inside World: Getting Your Family Out of the House an: lically Engaged with Nature [Rinellz, Steven] on

S | ac k. lns Amazon.com. *FREE* shipping on qualifying offers. Outdoor Kids in an Ins...
* A chat function. The .

v Collapse all

basic chat function is

commonly found within T
. @ Awesome! | will get it mailed out to you - it is a great read,

most collaboration apps .

and can take place

between teams, groups,

and individuals.

g AshleyBaldwin 234 PM
© litake it!

2l

>
3

I

&8 Join or create a team o]



Microsoft Teams — Chat Tips

IStart a new conversation. Type @ to mention someone.
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Microsoft Teams — Send Later
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Microsoft Teams — Meeting Features

* Online video calling and screen
sharing. Enjoy seamless and fast » & ol
video calls to employees within your o =edon Row
business or clients outside your
business. A good video call feature
is great to have on a collaboration

Camera Share

Meeting options

Camera

Who can bypass the lobby?

People in my organization and ...

. . b vice settings
platform. One can also enjoy simple T Advas ot calls s the
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real-time collaboration.

* Online meetings. This feature can
help enhance your communications,
company-wide meetings, and even
training with an online meetings
function that can host up to 10,000 3 Ful sreen
users. Online meetings can include
anyone outside or inside a business.
This feature also includes a
scheduling aid, a note-taking app,
file uploading, and in-meeting chat
messaging.
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Microsoft Teams — Add a Tab
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Microsoft Teams — Documents
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Sharepoint

Secure place to
store, organize,
share, and access
information from
any device.



Sharepoint — Why?

Cloud/Server Based Storage - Version History - Collaboration -Access

Microsoft OneDrive vs Teams and SharePoint

What can | do with OneDrive and Teams?

Microsoft OneDrive Microsoft Teams |

One Drive Teams SharePoint

A =G = P

Personal
documents
(e.g- health
insurance,
paystubs...)

* Sync and access e Group file ¢ Instant chat and
files across devices storage threaded messages

¢ Individual work | : ) * Video and
file storage | *Share files with conference calls
team members

Teamwork:
collaborative

Corporate
documents:

edit of the
document

policies,
schedules,

« Work lndlwdua[ly “. * Work collaboratively

¢ Collaborate * Good for courses,

* Store fi yrivatel
gfgraerefﬂieﬂslgﬁ::tely A\ on documents employee groups,

in real time and projects

Drafts of work
documents not
yet ready for
team input




Sharepoint — Sync
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Sharepoint — Version History
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The Office app delivers several key benefits including:

« Combining Word, Excel, and PowerPoint in a way that
simplifies the experience with fewer apps to
download or switch between. It requires far less
phone storage than installing individual apps while
maintaining virtually all the capabilities of the existing
mobile apps people already know and use.

* Integrating our Lens technology to unlock the power
of the camera with capabilities like converting images

Off' into editable Word and Excel documents, scanning

|Ce PDFs, and capturing whiteboards with automatic
digital enhancements to make the content easier to

A p p read.

« Adding new functionality for common tasks people
often encounter when working on a phone—things
like making quick notes, signing PDFs, scanning QR
codes, and transferring files between devices.




