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Outlook
365

Access all emails 
instantly, on any 

system in a 
consistent layout.



Outlook – How It Looks
Click on Settings
• You need to close out of Outlook 

and open it back up for changes 
to take place.

For more settings, click on bottom 
“View all Outlook settings”



Outlook – Folders

• Click the “menu” or 
“hamburger”

• Right Click 
“Folders”

• Choose “Create 
new folder”



Outlook – Send Later and Encrypt



Outlook – Add Signature



More is possible with Microsoft 
Teams

Stay connected and access shared 
content any time to learn, plan 
and innovate - together

Microsoft 
Teams



Teams – Features
• Teams and 
channels. Teams are made 
up of channels, which are 
conversation boards 
between teammates.
• Conversations within 
channels and teams. All 
team members can view 
and add to different 
conversations in the 
General channel and can 
use an @ function to invite 
other members to different 
conversations, not unlike 
Slack.
• A chat function. The 
basic chat function is 
commonly found within 
most collaboration apps 
and can take place 
between teams, groups, 
and individuals.



Microsoft Teams – Chat Tips



Microsoft Teams – Send Later



Microsoft Teams – Meeting Features
• Online video calling and screen 
sharing. Enjoy seamless and fast 
video calls to employees within your 
business or clients outside your 
business. A good video call feature 
is great to have on a collaboration 
platform. One can also enjoy simple 
and fast desktop sharing for 
technical assistance and multi-user 
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 
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.



Microsoft Teams – Add a Tab



Microsoft Teams – Documents
• Document storage in 
SharePoint. Every team who uses 
Microsoft Teams will have a site 
in SharePoint Online, which will 
contain a default document 
library folder. All files shared 
across all conversations will 
automatically save to this folder. 
Permissions and security options 
can also be customized for 
sensitive information.



Sharepoint

Secure place to 
store, organize, 

share, and access 
information from 

any device.



Sharepoint – Why?
Cloud/Server Based Storage   - Version History  - Collaboration  -Access



Sharepoint – Sync



Sharepoint – Version History



Office 
App

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 
into editable Word and Excel documents, scanning 
PDFs, and capturing whiteboards with automatic 
digital enhancements to make the content easier to 
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.


