Microsoft Office 365

] Office 365

Office 365
Transition Briefing




Learning Objectives

Gain a basic understanding of Office 365 and its benefits
Know what the Office 365 capabilities mean to you

Understand the ‘ribbon’ user interface
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Know how to save and retrieve your documents on the OneDrive

Have sufficient knowledge of Office 365 to do your job effectively.

Be introduced to some collaboration concepts




Agenda

Office 365 Services

Office 365 Applications

Ribbon Interface

OneDrive

Moving PST files

Collaboration with Office 365

Tools and Support
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Bonus Items

Password Protect Files

Message encryption
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Objectives Review

Gain a basic understanding of Office 365 and its benefits
Know what the Office 365 capabilities mean to you
Understand the ‘ribbon’ user interface

Know how to save and retrieve your documents on the OneDrive
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Have sufficient knowledge of Office 365 to do your job effectively.

Be introduced to some collaboration concepts
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The End



365 Services

Office 365 Services
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Office 365 Services General Overview

The Office 365 offering is a set of cloud based capabilities which replace many
locally hosted alternatives. The offering is divided into three major parts and can
be provided as Online only or Online/Desktop

e Applications
e QOutlook
e Word
e Excel
e PowerPoint

e Storage
e OneDrive cloud
e OneDrive for Business
e Team Sites
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e Collaboration Capabilities
e Collaboration Portals (SharePoint)
* Intranets
e Team Sites
e Skype for Business
* OneNote




Office 365 G3 Services Big Picture

The Office 365 service offering is licensed in two levels:

1. Online only license which provides Outlook Web Access (OWA) 2013 and the suite of
applications in Online only versions.

2. The Online and Desktop license provides all the online functions plus desktop versions
of all Office 2016 applications for up to 5 desktops and offers additional data related
capabilities You now have this license

Office 365 ‘G3’ Capabilities
Desktop

(all 2013 versions)

X (OWA) Outlook Web Access (OWA) provides access to OneDrive
X X Online version sets Print Area differently
- . Online version does not track changes like the desktop
version
PowerPoint X X
: Instant Messaging (IM), Video Conferencing, Scheduled
Skype for Business X X . . )
online meetings / Webinars
. OneDrive for o )
OneDrive . X 1 TB of storage. Use to replace ‘C’, ‘U’ and other letter drives
Business
X Databases need upgrading before using MS Access 2013
>> Special Data Features <<
X X Unlimited file retention
Encryption X If G3 can encrypt emails

Data Loss Protection X X Ability to manage document distribution rules
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Office 365

Connectivity requirements

Because the Office 365 service is cloud based you need to be connected for certain
capabilities. These are different between Online and Desktop levels of service.

DEP has the set of capabilities including Desktop and Online

Elements needing connectivity

Office 365 application
type

Application Access

Access to data located on
computer

Access to OneDrive based
data

Desktop

Available on
computer

Available on
computer

Uses OneDrive for
Business desktop
agent

Online

Requires Internet
Connectivity

Not accessible

Requires Internet
Connectivity
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365 Applications

Office 365 Applications
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Office 365 Applications General Overview

General:

As part of Office 365, subscribers are offered the full suite of Office 365 computer
based applications for up to five computers, five phones and five tablets.
Although this has benefits, it is unwise to use applications you are not familiar
with them unless you have business need to do so and have had training.

» Office General Applications / Tools
* |ncludes: Excel, Outlook, PowerPoint, Word, OneDrive
e All staff should use

» Office Specialized Applications
* Includes: MS Access
e Specialized needs use

* Collaboration Applications / Tools
* Includes: Skype for Business, OneNote
e Part of collaboration rollout activities
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365 Applications

Installing Applications
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Installing Applications Downloading Applications

Outlook B2 == A Eom ?
pe @ Mew | ¥ ¥ Undo
>ettings
Inbox -
Staff opens the search all settings ol
setting menu by
. Automatic replies
SEIeCtlng the Gear Create an automatic reply [Out of office)

message.

symbol
Display settings
Choose how your Inbox should be organized.

Manage add-ins

We didn't find anything to Turn add-ins on or off, install new ones, or

show here uninstall others.

We didn't find anything to show here.
Theme

Choose your favorite theme.

»
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Maotifications
On

Staff then selects Office 365 in My app settings
the My app settings section to

_~,  Office 365

access the applications
maintenance area Calendar

People

mail




Installing Applications Verify Application Status

My account @5 i A ol ?

Settings Settings

My account

Personal info Theme Want to change a setting? When you're
Ers0Me O oo W ryri N
Choose your favorite theme. on the settings page, you can make

. Default theme your updates there.

Subscriptions

o0 ermicions o o anc when you son . Staff selects Install
Mail status to view where
install status Notifications they have copies
Decide which notifications you need. .
B oo N installed
Software

Install software,

Password
Change your password.

Contact preferences
Manage how and why you are contacted.

Off
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Installing Applications
Office 365 | My account

Install status

My account

Manage your PC and Mac installs here.

Confirm Install Status

.}l

Settings

Staff can move to the

Personal infa Install desktop applications <—

J Office

Subscriptions Detected installs: 2

DT5011309733553

Microsoft Windows 8.1 Enterprise

App permissions

Install status @ Deactivate

Staff can see 8 Visio
I | Detected installs: 2
d

applications DTSRI0067E4
Microsoft Windows 7 Enterprise
and the
machine i Deactivate
name on
which they
are installed

install application
screen by selecting
this link

DTSR90067E4
Microsoft Windows 7 Enterprise
I Deactivate

Staff can
HHSLRSGMS5A (-:Ieactlvate
Windows \ ||Censes on
il Deactivate maChInes

they are
deposing of
to reclaim
those licenses
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Installing Applications Installing Applications

EHH Office 365

© Settings
Software Search all settings g o

Office Ofﬁce
Tools & add-ins

Theme
. Default theme

Visio

Ml Staff can select to Install to trigger

ant to deacti e q f Hertpage
Skype for Business v the Office 365 installation on a Mal
Phone & tablet desktop or Iaptop Motifications
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Install Office L2

This will install the following apps on your computen: Waord, Excel, PowerPoint, OneMaote, Password

Access, Publisher, Qutloak, Skype for Busingss, InfoPath, OneDrive for Business Change your password.
w3 b E @ ——
Word Excel PowerPoint OneMote Access Publisher .

Or choose crese
= © o i
a n Ot h e r Outlook Skype for foPath OneDrive Calendar
Business for Business
People

application
insta” On a Language:

Version:
h 32-bit (Recommended)
i i ~
p one or [English (Urited States/ e
ta b I et MNote: Installing additional languages on a computer that already has this version of Office

doesn't count agajnst your install limit.

Review system jequirements
Troubleshoot /nstallation

lommtmll PV mm PED Them Tl am asikb dbm omomne TOTE i




Installing Applications

Software

Office

Tools & add-ins
Visio

Skype for Business

Phone & tablet

Visio

Manage installs

Want to deactivate Visio on one

status.

w |nstall Visio 2013

Install Visio 2016

Your admin has provided you early access to the next release o
purpose of First Release is to test functionality and collect feed]

Please send your feedback directly to your admin, and thanks fg

Language:

Installing Applications

3 - B

Settings

Search all settings o)

Theme
. Default theme

Start page
puter and install it on another? Go to My account = Instal pag
Mail

Maotifications

If staff chooses another
application that install screen
appears

Staff starts the process by
selecting Install

Version:

| English (United States)

32-bit (R

Don't see the language you want? Install one of the languages in the list above and then in
a language accessory pack. Additional languages and language accessol n't count
against your install limit,

Install

%]
=
=
)
©
=
o

Q.
<
LN
O
o™

)
=
=
o

|
jold]

c
=

(<
=
(aa]

c
3o
=

%]

(=

©

Lo
-

|
LN
O
o

)
=
&
o




Installing Applications Phone & Tablet Installs

Office 365

(%]

=

e

® : 3
Settings &
Q.
a

<<

Software Search all settings P §
w

Office =
| Choose your phone or tablet heme £

Tools & add-ins . Default theme I
N Phone Tablet o
Visio =
Windows Phone Windows tablet Start page =

Skype for Business Mail 2]
Windows Phone 10 iPad =

Phone & tablet Motifications =
iPhone Andrpid tablet on %

Android phone Password lT

Change your password, =

BlackBerry® "

w

. : =

Nokia (Symbian O My app settings H._,é

Other

Should Staff select Phone and Tablet install they are
brought to a selection screen to choose the type of
device they want to install on

They then select that choice and follow the instructions
on the pages displayed.




365 Applications

Activating applications
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Applications Activating the applications

The upgrade software will be downloaded and activated on your primary
computer.

If you decide to load software on other machines you are able to do this. When
you do the software will be loaded but needs to be activated before use.

To begin the process
the staff person selects
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Applications
K

BriefingPres

-5’3

Fnd your Phase 2 Docs
VETSIiON...

4

Google
Chrome

»

Office 365

Y Office 265
'8 Open Office Document
= Windows DVD Maker
=g Windows Fax and Scan Office 365 Test
€ Windows Media Center
@ Windows Media Player
] Windows Update
—#, XPS Viewer
J Accessories Mirsic

Documents

Pictures

. Games
Google Chrome Recenthems
. IBM Personal Communications
. Maintenance Computer
. Microsoft Office
Microsoft Office 2013 Control Panel
Microsoft Silverlight
. Microsoft System Center 2012 R2 Devices and Printers

-1 Shavlik Protect
Startup @ Default Programs

Nz

Activating the applications

£y

Computer

e

0l

Adobe
Reader X1

Mainframe

Once the selection menu

appears, the staff person |
selects the Microsoft Office
choice.

MNew folder

Recycle Bin

8:42 AM

e
3 (5 L 1/30/2015
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Applications Activating the applications

Once selected, a list of
all Office elements is
displayed

The un-highlighted
applications are those
which have been activated
and should look like this list

L Games
.. Google Chrome

O
BH Access 2013
Excel 2013
¥ InfoPath Designer 2013
¥ infoPath Filler 2013
® Lync 2013

8. OneDrive for Business 2013 To activate an application you

[E OneMote 2013

- select it and it will become
B Publisher 2013

I Send to OneMNote 2013 Devices and Printers u ] I ighted a nd active

B word 2013
| Office 2013 Tools

Office 365 — Transition Briefing — Office 365 Applications

4 Back r.
-
ecycle

R Ein

9:20 AM |
1/30/2015 |

—
=
w

—

Note: Unless activated the applications will not operate




365 Applications

Pinning applications icons
to the desktop
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Applications Pin Icon to desktop
L A

BriefingPres Computer

g ] A

gt They then choose et
P Pin to Taskbar

L

from the menu of
/R g

S choices

Office 365 Open Windows_...

Mainframe

Run as administrator
Troubleshoot compatibility

Open file location

Pin to Taskbar Office 365

Pin to Start Menu
Restore previous versions
Send to

Cut MNew folder

Copy

Delete

Rename

Properties

Office 365 — Transition Briefing — Office 365 Applications

¥ InfoPath Fil

m byne 20l Recent Items
& OneDrive for Business 2013

[F! OneMote 2013 Computer Staff Se I eCtS

7 outlook 2013
El PowerPoint 2013 Control Panel

3 Publisher 2013 appllcatlon

EP Send to Onehlote 2013 Devices and Printers

] word 2013 d ¢ h
b OE:ircezolz.Tooss Default Programs an rlg t
Back .
clicks.

£

Recycle Bin

9:20 AM |

o) [mg o
(=3 1,/30/2015




Applications Pin Icon to desktop

The
application
icon now
appears in
the taskbar.

Office 365 — Transition Briefing — Office 365 Applications




Applications

Right click
on icon and
select
‘unpin from
task bar’

Remove Icon to desktop

Office 365 — Transition Briefing — Office 365 Applications




Ribbon Interface

Q
O
(L)
Y
-
Q
+—
1=
=
®)
QO
=
o
|
o0}
(=
=
Q
=
(aa]
(=
e
=
(%)
C
©
—
'_
|

365

Office

—
[y
—




User Interface Changes Ribbons and Tabs

Between Office 2003 and Office 2016 the Office application user interface changed dramatically.
The concept of “ribbons” of functionality under each tab was introduced. Functionality was
grouped and moved, and the interface became more consistent between applications

X X

Save, Open files on
desktop or OneDrive

x

General Document

. x X X

Formatting

Things added into a

» X X

document

> Template Design
Design - X X
Themsas
Margins, Fonts, Position
Page Layout » X -
Pre-defined math -

formulas
Index, Cross Ref, Table
References - X -
of Contents
Inputting, Outputting

Managing Data
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Mail merge, labels,
mailing Lists
Transitions between
Transitions . - - X
slides
Animation of text on a
slide
View a PowerPoint slide
show
Spelling, track changss,
translate
Print, edit, and other
wviews

NOTE: All the features are still there, just in different places




Desktop
Word 2016

ribbon review
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Word Startup Screen

? - 8 X

Office 365 Test r?ﬁr

Search for online templates §el |
O r 0365 Test@MantgomeryCountyMD.gov F—\z‘]‘«f

Suggested searches:  Business  Personal Industry Print Design Sets Event  Education Switch account §

Recent ]

Aa
You haven't opened any documents recently. To 9
browse for a document, start by clicking on Open -

Other Documents.

(o Open Other Documents Ta ke a

‘\ tour

Blank doomnent\ Welcome to Word Single spaced (blank)

Title = Staff can start a
new document by
selecting this.
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Title

e _ Choose a template
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Word Ribbon Tabs

Paste Special HOME Find, Replace

now here now here

(o)

Design  layout  References  Mailings  Review  View T hat you want to do.. frey, JonS. M Share
[cabri oyl -1 | & & [Aa- B =L EE(Y T i
Y 7| | | ESREEEER i e [ AaBbCeDc AaBbCeDt AgBhC( AaBbCcl AaB AaBbCcC AaBbCcDt AaBbCeDt AoBbCcD: AaBbCeDt AoBbCcDt AoShCcD: AABBCCDL AABARCCDI AaBbCclf it g
| ac Replace
= i A E=E== 2. P i i i i ile =
& Format Panter BIU-a&xx A ty A E=== = Q His) fNormal  TNoSpac.. Headingl Heading?  Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strong Quate  Intense Q.. Subtle Ref.. IntenseRe. BookTitle < mSeIed'
Clipboard 1 Font F Paragraph [F1 Styles r Editing A

The HOME tab contains basic document editing and formatting features

Insert Table Header, Footer
now here now here

INSERT

H

File Home Design Layout References Mailings Review View Design W Tell me w

Frey, JonS. % Share

k. [ 1 i e = i ine -
RDH EELEOR N e Qe (DN EPAAETQ
e " ! [* Bookmark E@) Date & Time i
Cover Blank Page = Table Pictures Online Shapes SmartArt Chart Screenshot S My Ade-ins = Online M Comment = Header Footer Page Text Quick WordArt Drop " Equation Symbol
Page~ Page Break - Pictures = - Video o Cross-reference - - MNumber~ Box- Pats~ - Cap O Object - - -
Pages Tables Tllustrations Add-ins Media Links Comments Header & Footer Text Symbols -

The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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Word Ribbon Tabs

Watermark

DESIGN now here

\ Frey, JonS. 9 Share

layout  References  Mailings  Review  View

(6] ffects~

bt

@ Tfl | me It Title e mmie Title T“ li\‘l e me Tije Title TITLE 1l m.g‘ - o Tie | n = Paragraph Spacing - D @ D

x - sty |
prindelrl ey s - 1 .l
Jo— o= [ v rioroer kg |

Themes . _ Colors Fonts Watermark Page Page
S ST I mwnanT — 5
! = T . o« OSesDeut * Color Borders
Documert Formatting Page Background A

The DESIGN tab contains template design themes
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Portrait or Landscape

now here LAYOUT

I Insert  Design References  Mallngs  Review  View  Q Tell mewhat you want to do Frey, Jon . ,Qr Share

Y = e : =i B
@ [l‘i [D = Breaks Indent : Sp:cmg _E B K o E[} .L..Ahgn
EE b 5 i Group

7 e i[1Line Numbers~ 3= Left: 0" ¥ I; Before: Opt . sl
Margins Orentation  Size Columns *_ . I py (= Position Wrap Bring  Send  Selection
& .~ be Hyphenation~ =& Right: 0" L[s=After 8pt Tet* Forward~ Backward= Pane -k Rotate

Page Setup F1 Paragraph {rl Arrange

The PAGE LAYOUT tab contains document layout items such as margins, fonts, position




Word Ribbon Tabs

Table of Contents

S REFERENCES

st Design  Layout WGCCCRCE Maiings  Reiew  View O Tellmewhaty Frey, Jan 5, ,‘m’r Share
=) Add Text » ABl ﬁ'}lnm Endnote @ f__ﬂ,.ManageSumm [ Insert Tableof Figures [ lnsert Index +_ {57 Insert Table of Authoriies
[ Update Table AE Nt Foatnote * ERstyle aPa [l Update Table [ Updiate Index 14 Update Table
Table of nsert nse o - Insert Wark Mark
Contents * Footnote = o Nots Cttion » ETEblography - Caption BJ Crosseference Entry Citation
Table of Contents Footnates i Citations & Bibliography (aptions Index Table of Authorities A

The REFERENCES tab contains functions for indexing, cross referencing and
Table of Contents

MAILINGS
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H

(ol

Fle  Home Inset  Design  Layout  References QUGTOWAN Review  View y 10 4. Frey, JonS. 4 Share
g o Fk A [3 Rules ‘ B
SERBE D EBE -, ar B
v s T Vi ‘{ﬁMal(hFie\dz |2 Find Recipient o

Finish &

Envelopes Labels  StartMail  Select Edit Highlight Address Greeting Insert Merge Preview
[‘;-Updm‘e\.abe\s Resilts !}Chenkwanurs Merge

Merge» Recipients~ Recipient List | MergeFields Block  Line  Field
Create Start Mail Merge Write & Insert Fields Preview Results Finish A

The MAILINGS tab contains functions for mail merge, labels, mailing lists. etc.




Word Ribbon Tabs

Spell Check Track Changes

now here now here

REVIEW

ome  Inset  Design  Layout  References  Mailings \ me what do. Frey, Jon §, f:-]rihare

Plj Simple Markup + . I &1 Previous ! [ ] b
== L=
g ')

'Z . | Show Markup +

JO808F OEDIE

Spelling & Thesaurus Word ~ Smart  Translate lanquage ~ New  Delete Previos Nadt Show | Track Accept Re}ect Compare  Block Restrict
Grammar Count Lookup = *  Comment Commerts Changes 2] lRevieing Pane ~ v huthors Editing
Pruufir}g Insights Language Commgn.tg T{ackmg i Changes Compare P(cted "

The REVIEW tab contains things that are used to review a document such as spell
check, track changes, etc....

Split Screen

now here
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VIEW

e Home  Insert  Design  layout  References  Mailings  Review 18 do.. Frey, Jon S, }:J’r Share
=R 7| Bl outline | Ruler Q E& E One Page rﬂ E E [T View Side by Side ED’-J E_[
e Eloaft [ Gridlines EEMU{t\pI&Pagﬁ B \S)nchmnnu Scralling % -
Read an'( Web . Zoom 100% New Amange  Split Switch ~ Macros
Wode Wﬂ Layout ] Mavigation Pane B Page Width Window Al PI3 Reset Window Position  Windawis»
Views Show Zoom Window Macros A~

The VIEW tab contains functions for print, edit and other views




Word — Tabs File - backstage

Documentl - Word ? - x

Office 365 Test ~ [
Open

documents in various locations
(Referred to as ‘back stage’)

Options

)
©
@ Recent Documents Pinned E
= Link Doc Test.doox y =
% OneDrive - Montgomery County Government sireedil * E
@ Sites - Montgomery County c
Government Older _8
 Compare Test 2-12-16.docx ; o)
& OneDrive - Montgomery County % https:/fmcgov-my.sharepoint.com » personal » freyj_montgomery... PRI I
Government — I
3
& OneDrive =
()
.L%
3 Computer The FILE tab contains selections for -
o
. . ';
g Addapoce saving and opening stored 5
£
|
LN
O
o™
(]
L
b
(@)

| Recover Unsaved Documents |

& E @ @ @ @ EZ L B 1?‘?&»‘?35

—




Desktop
Excel 2016

ribbon review

Q
O
(L)
Y
o
Q
=
1=
=
®)
QO
=
o
I
(eT0]
(=
=
Q
=
(aa]
(=
e
=
%]
C
©
o
-
I
g
O
(9]
Q
=
&=
o

—
=
o

—




Excel

Search for online templates

Excel

Suggested searches:
Finance - Accounting  Lists

Business  Personal

Recent

pel

Industry

You haven't opened any workbooks recently. To
browse for a workbook, start by clicking on Open
Other Workbooks.

@ Open Other Workbooks

S
Take a
tour

Small Business  Calculator

Welcome to Excel

PayPal invoicing

|I| Weight Tracker

Staff can start a new
document by selecting
this.
or
Choose a templat

Monthly
College Budget

e ey ‘
/ =y

s

Retirement financia

Monthly college budget

Tuesday

I [ IS
sty

Event budget

Daily work schedule

| Emplayee Absence Schedule |

Family monthly budget planner

T —

Startup

Office 365 Test
0365Test@MontgomeryCountyMD.gov

Switch account

I+

9:09 AM

[ me A e

1/30/2015

Q
O
(L)
Y
-
Q
+—
1=
=
®)
QO
=
o
|
o0}
(=
=
Q
=
(aa]
(=
e
=
(%)
C
©
—
'_
|
LN
O
(9]
Q
=
&=
(@)




Excel Ribbon Tabs

Paste Special Format Cells

now here H O M E now here

sert Page Layout Formulas Data Review View /' Tell me what you want to do... Frey, JonS, X Share

b |, T e T :F mumn @ h £ = 3 AutoSum < A
| Calibori 1 - AN == & Ef‘WrapTEn | General M iz mey i) - %( Y p
I | L == EF[H' V4

D ER Copy -

Paste I U Ty === e=3= Mer «0 o0 Conditional Formatas Cell Insert Delete Format Sort & Find &
: Uiy AT EE= €2 EHMegedCenter + $ - % 2 N : . :
« ¥ Format Painter Formatting = Tabler Styles~ - - x & Clear Filter » Select~
Clipboard i Fant N Alignment N MNumber G Styles Cells Editing A

The HOME tab contains basic document editing and formatting features
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The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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check, track changes, etc....
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¢ Printer Printer Printer o
o)
: 0*'. V(3-Ricoh an meg-bal 5 Oﬁi V- Ricoh on meg-bal B/ V{-Riech on meg-b3ld o)
rnt nk —
e o, Ready L . Peady -t P‘m],- | dacyment wading o
Prinder - Prareded Prirtes Propertied |
Share Share Share
(eT0]
: nAc - =
i Settings e Settings oo Settings =
TP fapa
1 Prnt Actrve Sheets Prnt All Shdes [I w  Pont All Pages g
4 Bl | ¥
Clase B Dby pririt the active shgENEoe Print enfire presentstso =] The whale thing o
Pages Tt Hlides Pages <
(@)
=] Ponton Bath Sides 1 Full Page Sides =] Punt an Both Sides =)
Azeount |7 Accou | 7 —
AT LY Flip pages on long edgd it * Pt ] slide par page Y Fhp pages on long edge ‘é
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File Tab Share — Sub Menu

Test docurnent 2-3-15 - Werd T -8 X%
Oifce65Tes - [

Share Share Share

In the future files will

Test Doc 2-5-15 . Share Test document 2-5-15

I o REGE R iy not be attached to
Share Swe A o Share . . .

, emails, rather files will
i o Uo ek remain static and staff

GO GetaSharing Link E‘;—' Present Oniine @O Geta Sharing Link will g0 to them to edit.
by ol T’l Publish Slides o Emai
o &
1{.% Present Online Share
!g| Post to Blog
Shared with
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File Tab Export — Sub Menu

Test document 2-5-15 - Wotd T -8 %
Ofce 363 Test - [

Export B Export Export

Create a PDF/XPS Document

B Presenes layoud, fatmatting, fants, and images
B Contert can't be easily changed

'\ Create PDF/XPS Document

=

.. Create POF7K05 DR ] Create PF/XPS Docume

B Free viewess are available on the web

B} Change File Type :;-'-: Create a Video B} Change File Type

Files can be
exported in

POFAPS

A
0 Create Handouts

different
formats such
as PDF

H Change File Type
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Pinning file references
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Ribbon Interface

Frey, Jon S.

Search for online templates P
Xce Frey)@MontgomeryCountyMD gov

Suggested searches:  Business  Personal  Industry  Small Business  Calculator  Finance - Accounting  Lists

Recent

Pinned

Last Week

b SharePointsite Test Documentxdsx
Montgomery Caunty Gavamment » sites » IntranetDev] » JSFTEST » 0365 Special Lib... 2 My Ca[endar

SharePoint Contacts-Projectsxlsx Fi Ie refe re n Ce a re i n tWO

OneDrive - Montgomery County Government

Ot areas

q b SharePeint Contacts 10-14-15x] im August

bk DOT-VPNxds
3,

™ Open Other Workbooks

F

"

E-permisssionsxlsx Business analysi ire tour
b DTS Team Site-parmisssionsxisx B feature tou
Desktop » SharePaint Devélopment Projects » DTS Team site

b DTS CABLE KBAs 11.18.15.xlsx

Montgomery County Government » teams 3 red Documents » Rob's Te...

Pinned are always available

personal expenses

Montgomery County Governmen ts » Shared Documents:

b LaptopOrderformLxlsx

Montgomery County Government = C er Farm N W ..._ 1Y o I d e r Wi | I be ava i Ia b I e a S
b Pivalxlsx P Xl

i long as they it is recently
b Lynda com trackingxisx

Montgomery Caunty Gavernment » sites » IntranetDev] » Shared Dacuments
Montgomery Caunty Gavernmen mDev2 = hared Docume... Academic calendar (any year) a C C e S S e d Personal expenses calculator
.

b SharePoint cpyxlsx
Montgomery County Government = teams » TeamDev2 » docedit » Shared Docume...

omery County Government » teams » dts » fibernet » Locations » Leased Circ...

Older files will move off B e

N FRS-VPNs = = B -

this list by other files

Montgomery Caunty Gavernment » teams » dts » fibernet » Locations » Leased Circ...

b 0365 Phase 2 - Tutorial Ideas (8-29-14) xlsx
Montgomery County Government = sites » IntranetDevl » JSFTEST » Whos Updated...

b FRS-VPNxls

Montgomery County Government = teams » dts » fibemet » Configurations

. Family budget (monthly) D&B business verification
b Master Migation groups and IT Contacts (4-27-15)xlsx

Montgomery County Government = sites » IntranetDevl » JSFTEST » Shared Docume...

Aftendance Record for. David Afexand| (i ——

Mome Inventary Contents List [ DAYEOOK

o T b

“ a PROFIT & LOSS PROJECTION e —— : Welding Bdge S
. - o e v s v oy —

S — B - [rrerm—— L | =

- -5 | i v o | | PEESSTE|

B¢ A afdwW a9 6

Switch account

Pinned and Older files
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Ribbon Interface

Moving file from Recent to Always

(s = X

Frey, Jon S.
Freyl@MontgomeryCountyMD.gov H

Switch account

Excel To move a file from Older to

Pinned status
Select the file (but don’t open).

| I

Recent

Pinned

b SharePoint site Test Document.dsx
Mantgomery County Government = sites » IntranetDevl » JSFTEST » 0365 SpeciaiLib...

Analysis

il Ay

A stick pin figure will appear

My Calendar

Last Week
SharePoint Contacts-Projects.xdsx

OneDrive - Montgomery County Government

Take a
tour

Welcome to Excel

Older

b DTS Team Site permisssionsxlsx Blank warkbook

Desktop = SharePoint Development Projetts » DTS Team site

b DTS CABLE KBAs 11.18.15.xIsx

Mantgomel County Gevernment » teams » MC311 » Shared Documents » Rob's Te...

b SharePoint Contacts 10-14-15xIsx

... o

Mantgomery County Government »

b LaptopOrderformLxlsx

Mantgomery County Government =

Pivalxlsx
Mantgomery County Government »

Lynda com tracking.xlsx
Montgomery County Government »

SharePoint cpyxlsx
Mantgomery County Government »

DOT-VPNxds

Montgomery County Government »

FRS-VPNxls

Mantgomery County Government »

teams » dts » Shared Documents T

teams » dts» DCM Order Form

sites » IntranetDevl » Shared Dacuments

personal expenses

Inventory List PAYMENT COMPARISON

teams » TeamDev2 » docedit » Shared Docume..,

teams » TeamDev2 » docedit » Shared Docume.,

teams » dts » fibernet » Locations » Leased Circ...

teams » dts » fibernet » Locations » Leased Circ...

Tutorial Ideas (8-29-14)xdsx

nty Government »

FRS-VPNxls

Mantgomery County Government »

«IntranetDevl » JSFTEST » Whos Updated...

= =il L

Staff will then select the stick pin which will
cause it to stand upright and move the file
from the Older to the Pinned status

teams » dts » fibernet » Configurations

Family budget (monthiy) To dolist

Sales invoice tracker Student schedule D&B business verification
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Master Migation groups and IT Contacts (4-27-15)xdsx

Montgomery County Govemment » sites » IntranetDevl  JSFTEST » Shared Docume...

™ Open Other Workbooks

‘ Wome Inventory Cartents List

DAYBOOK ‘ I Manth ‘ Aftendance Record for David Alexand — ——

I PROFI & LOSS PROJECTION

| T | VI T
| z [

TR BE ¢ Qs af@% M9 €8

|
f (=] T eT— | Welding Budget Summary
a i 1 £ Govd Aarier w— ——
k == ! | | e ——




OneDrive File is now Always

Search for online templates P Frey, Jon 5. ;_': Y
Freyl@MontgomeryCountyMB.gov | .4
Suggested searches:  Business  Personal Industry Small Business  Calculator  Finance - Accounting  Lists Switch account |
.
Pinned
A B C

b DTS CABLE KBAs 11.18.15xIsx

Montgomery County Govemment » teamege M1 » Shared Documen . e > My Cashflow Stock Ana|ySi'5 My Calendar

SharePoint site Test Documentxdsx x | |
Mantgomery County Government » sites » IntranetDevl » JSFTEST. 0365 Special Lib... |

! P —
Last Week | II u N —
| 1 I | ' =

SharePoint Contacts-Projects.xdsx
OneDrive - Montgomery County Government

DTS Team Site permisssionsxlsx Th e fi | e refe re n Ce

SharePaint Development Projec ITS Team site

SharePoint Contacts 10-14-15.xlsx ‘ | I S n OW I n t h e | personal expenses

Mantgomery County Government » teams » dts » Shared Docume:

LaptopOrderformLxlsx JL R ' : : Pinned StatUS

Montgomery County Government » teams » ds = DCM Girder Form

Pival xisx ol ) area.

Mantgomery County Gavernment » sites » IntranetDev » Shared Documents

is feature tour Business analysis feature tour

Lynda com trackingxlsx
Mantgomery County Government » teams » TeamDev2 » docedit » Shared Docume... Academic calendar (any year) Student calendar (Mon) Inventory list Loan comparison calculator Personal expenses calculator

SharePoint cpyxlsx
Mantgomery County Government » t TeamDev2 » docedit » Shared Docume...

DOT-VPNxls
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Mantgomery County Gavernment » teams » dts » fibernet » Locations » Leased Circ.. Budget Overviow — | : Bty 2y . 201 o B 1 msness eneeamon |
; |
= > = | e i -
FRS-VPNxls e e - ey : —— o K |
Mantgomery County Government » teams » dts = fibemnet » Locations » Leased Circ... = = =1 | | '
L 1 | 1
| % | |
0365 Phase 2 - Tutonal Ideas (8-29-14).xlsx - g —_ - f | | N |
\ | |
Montgomery County Government s sites » IntranetDev1 » JSFTEST » Whos Updated... = | ‘ [ |
T v | |
FRS-VPNxIs 7. s | | | = |
Mantgomery County Government = teams » dts » fibernet » Configurations . S | - [ e oo - - el |- — - —
. Family budget (monthly) Todo list Sales invoice tracker Student schedule D&B business verification
Master Migation groups and IT Contacts (4-27-15)xlsx
Mantgomery County Government = sites » IntranetDevl » JSFTEST » Shared Docume.
[ Open Other Workbooks - ‘ - : S
|| Home tnventory Cantents List DAYBOOK | [ st onn Atfendance Record for David Alexand| - ety
‘ S | || PROAIT& LOSS PROJECTION gy o ! Wedding Budget Summary
= | [~ | s | v | o ] s |y - | o —— -
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Ribbon Interface

BH S O-
FILE HOME INSERT DESIGN
by ¥ Cut

aste
. ¥ Format Painter

Clipboard

0 WORDS

PAGEL OF1

r]

|Calibri (Body)

PAGE LAYOUT

1 vIA‘ A Aa- e

I U~acx,  A-¥-A-

Font

fa

REFEREMCES

Expanded Ribbon View

Documentl - Word

? H - 8 X

Frey, Jon 5. = ﬂ

MAILINGS ~ REVIEW ~ VIEW  DEVELOPER
sl gl _ i Find -
7r &% 2T | aasbeec| assbeee AaBbC( AaBbCel AQB| assbeer aasbeeoe aasbeo: | Shhen
7| Vac Replace
== E- ThNormal = TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em... Emphasic |<| hSeIect'
Paragraph r} Styles [F} Editing ~
-
-
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Ribbon Interface Change Ribbon View

B@HS O0- Documentl - Word ?EH - X
FILE HOpe—mmenm—neman o neasenem e TERENCES  MAIUNGS  REVIEW  VIEW  DEVELOPER Frey, Jons, - n
| Customize Quick Access Toolbar... [
o\ ¥ Cut . ; smnasam st e || | @ Find
[ fac Show Quick Acces Toolbar Belowthe Riobon |4 = 3=~ 57 &35 2l T | pappcenc] aambeene AzBBC( AaBbCet AAD| assbeer aasboen: Acbeene o s
=15 LOpy : ; ’j w3 Replace
Paste Custinize the Ribbon... B — — = 4=y o e . , . . -
= \Wram VTEESEE E e TMormal | TNoSpac. Headingl Heading?  Title Subtitle  SubtleEm.. Emphasis |5 kSelect'
Styles ri Editing A

Staff then selects Collapse
the Ribbon to trigger the
process

The
choices
menu is

displayed

Staff right
clicks on
any tab
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Ribbon Interface Collapsed Ribbon View

E| H 9 O = Docurmentl - Word ?H - X
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER

g
s
|[*] :n

Only the tab will be displayed. s

NOTE:
Every time you wish to perform a function the
ribbon is displayed and then retracts after.
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OneDrive Overview
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OneDrive Gateway to Collaboration

Access 0365 Online Apps Distribute Data
- Word Online - Sharing

- Excel Online ‘ - Download
-  PowerPoint Online - NO need for VPN

Online
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Consolidate Data ‘

- ‘'C, ‘U, ‘T’ drives
- Other lettered drives
- Data on shared drives

On the desktop
‘OneDrive for Business’

—
S
X0

—

OneDrive is a cloud based mass storage facility for staff specific data. Items found in
desktop ‘C’ and server based ‘U’" and ‘T’ drives are what should be placed in OneDrive




OneDrive OneDrive cloud — OneDrive for Business

General:
OneDrive is actually two products, One element is in the cloud (OneDrive cloud), and
the other element (OneDrive for Business), is on your desktop. They work with each

other to help to manage the user experience while keeping all the data synchronized.

It provides a great deal of storage (1 TB) which can be shared and accessed from
basical Iy anywhere. (although OneDrive online is only accessible if one has Internet connectivity) .

When you place or update a file in either OneDrive cloud or OneDrive for Business
the data will be synchronized with the other automatically

Accessing OneDrive:
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Online: Desktop: (OneDrive for Business)

Use desktop Icon to launch Office 365 Accessed from the desktop
OneDrive online is accessible from there like a file folder
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OneDrive for Business
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OneDrive for Business Starting OneDrive

Use desktop

icon to launch (= [&][=]

=

i () -[@ » Frey,JonS. » OneDrive- Mont County G ty v | #4|| Search One.. 2
OneDnve for O ’ | .re:.r, "cm neDrive - Montgomery County Governmen | ,‘ | arch On jJ_| 2
Business File Edit View Tools Help g
Organize * Include in library = Share with Mew folder = = [ @ =

ir Favorites * Name - Date modified Type %

| IECompatCache , S

@ All Other 3/6/2015 1:18 PM File folder

. IETIdCache B : : ¢ | I
B ik | &j ~Sedrive Storyboard.docx 3/9/201510:00 AM  Microsoft e

in =

# . @ desktop.ini 3/9/2015 8:34 AM Configural 0

@ Local Settings . . _ =

5 @ Onelrive for Business (3-6-2015).pptx 3/6/201511:33 AM - Microsoft [wa)

| My Documents m : : c

Onedrive Storyboard.docx 3/9/2015 9:39 AM Microsoft " o

@ My Documents . =

: @ WIIl Fail# pdf 2/13/201511:42 AM  Adobe Acr ‘@

W My Music =

=| My Pictures —

. I

B My Video

it v i AN b B

, )

6 items [}

=

&=

o

It opens the

OneDrive for

Business
folder

Note: When you drag files from the desktop into OneDrive for Business they
are moved and not copied and synching will begin with OneDrive online
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OneDrive cloud Starting OneDrive from Office 365

Use desktop

D= @8 | [ Mai- Office 365 Test - Out.. ¢

icon to launch
Office 365

File FEdit View Favorites Tools Help
5 [ Then Table 7-17-15 [ Office of Emergency Man... B Home - IntranetDevd. B Department of Technolog... () Lynda.com ] SCCM Reports8-15 % Breaking News & Top Sto.. & Bresking nes .. &) Mantgo... [ CNN.com - Breaking New... 2 Web

#  Office365 = Outlook

@ New INBOX Conversa tions by Date v

All Unread Tome Flagged
P Search Mail and People
A

Folders

.
ore. >
We didn't find anything to .
wahs Staff selects the tiles
roups biing peaple together. Join a
group or create are.

3 Browse grougs

(=
u®

(i

+ Create group
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Opens Office
365 home
screen (OWA)




OneDrive cloud Selecting OneDrive from Office 365

yeountymd,gové path=/mai P = @ C | [J Mail - Office 365 Test - Outl... %

File Edit View Favorites Tools Help
w5 m If Then Table 7-17-15 m Office of Emergency Man... m Home - IntranetDevl @ Department of Technolog... & Lynda.com a SCCM Reports8-15 e Breaking News & Top Sto... a Breaking Mews Headlines .. a Welcome to the Montgo.., n CNM.com - Breaking Mew... Eﬂ Web Stakeholders Group

Office 365 Outlook

Calendar People Word Online Excel Online

PowerPoint OneNote
Online Online

We didn't find anything to
A Groups s New show here. Selact an ftem to read

Groups bring people together. Join a g when you sign in

TR Staff then selects the tiles
the OneDrive tile

=» Browse groups

+ Create group
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OneDrive cloud Home Screen

I/0365test montgamerycountymd_gov/Documents/Forms/Allsp P = 80| B Onedrive for Business

File Edit View Favorites Tools Help
w5 E If Then Table 7-17-15 m Office of Emergency Man... @ Home - IntranetDevl w Department of Technolog... @ Lynda.com a SCCM Reports8-15 # Breaking News & Top Sto... @ Breaking News Headlines .. a Welcome to the Montgo... CNN.com - Breaking New... Eﬂ Weh Stakeholders Group

Office 365

OneDrive

p searth OneDrive

Documents
Recent

Shared with me
Followed

Site folders

Recycle bin

v (Groups

OneDrive @ Montgomery County Government

Documents

Welcome to OneDrive @ Montgomery County Government, the place to store, sync, and share your work. Documents are private until shared. Learn mare here, Dismiss

@New i Upload c Sync ::‘ anare

v D Name Modified Sharing Modified By
0365 Converter test oe August18 6 Onfyyou W Office 365 Test b
Shared with Everyone o+ Decemberl 2014 &8 Shared M Office 365est
Test files for converter oo August 18 8 Onlyyou M Office 365 Test
Test files for converter - Copy o JUnel6 8 Onlyyou M Office 365 Test
@5 Chicago Questions 4-22-14 - Copy v April 22, 2014 B onlyyou W Office 365 Test . .
@ General Migration Activities (4-4-14) o April4, 2014 8 Onlyyou M Office 365 Test O n e D r|Ve 0 n | I n e
ﬂé—“ General Migration Activities (4-6-14) - Copy o June 10 8 Onlyyou M Office 365 Test H P V Q
) Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) v May1 8 Onlyyou M Office 365 Test 0 m e a ge I eW
@5 0365Test Doc 6-16-15 e Junel6 B Onlyyou M Office 365 Test
[ 0D for Bus synch «« Mondayat7:24 AM @ Onlyyou M Office 365 Test
@ Presentation we Mondayat723AM 8 Onlyyou W Office 365 Test

Draq files here to upload

Note: When staff logs onto OneDrive for the first time there
will be no files or folders displayed.
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Bad File Name Handling
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OneDrive llegal Characters / File Types

Invalid file or folder name characters

If a file or folder you're trying to upload to OneDrive for Business contains any of the characters listed below, rename
the file or folder to remove these characters. The list of invalid characters is different on Office 365 and SharePoint
2013.

INWVALID FILE OR FOLDER NAME CHARACTERS IM Invalid file or folder name characters in OneDrive for
OMEDRIVE FOR BUSIMESS OM OFFICE 365 Business on SharePoint 2013

"H#% T <7 Y "#%&*:{:-?ﬁ@.

Invalid or blocked file types

=
2
>
—
o
>
o
]
>
‘£
(@)
)
=
o
I
)
c
=
7]
‘=
a)
c
o
=
(%]
c
©
—
l_
I
LN
©
™
]
=
&=
o

You can't upload OneMote files, or files with a *tmp or *.ds_store extension. Additionally, you can't upload
desktop.ini, thumbs.db, or ehthumbs.db.

Additionally, you can't upload types of files that are blocked on the SharePoint site. If your arganization is running
SharePoint Server, the list of blocked files may vary depending on what your administrator sets up. If your
organization is running SharePoint Online, the default list of blocked files is fixed and can't be changed. To see a list
of the default blocked files, see Types of files that cannot be added to a list or library.

For more information about restrictions and limitations, like size limits for syncing files, and character limits for files
and folders, see Restrictions and limitations when you sync SharePoint libraries to your computer through OneDrive
for Business
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OneDrive online Trying to save with illegal character

EI E - 0 @ - HRC Various File Actons - PowerPoint DRAWING TOOLS ? : C
FILE HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Office 365 Test ~ H

Aa . =

|

:

| Hee

Size~ Background
T L& Customize ”~ ;
B E S0 - Test document 2-5-15 - Word ? 2 - : [=] 9
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i I
|Sr:arch document o - 00
=
HEADINGS PAGES RESULTS "‘a
This is a test dobument for training ‘=
................. a
8 Create an interactive outline of your c
document. ()
=
It's a great way to keep track of where you are 7)
or quickly move your content around. %
=
To get started, go to the Home tab and apply ¥ Word did not save the document. =
Heading styles to the headings in your [Test document ) 1
9 d t.
e | ok | Lo
(o)
ﬂ Was this informatidn helpful? ™
[}
. . O
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If staff tries to save a file to They would then £
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28  OneDrive online which has select OK to go
an illegal character in the to the rename

name the system will error. screen
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OneDrive online

@E S 0OF-

SLIDE SHOW REVIEW VIEW

Staff corrects the file name

“ HOME INSERT DESIGN TRANSITIONS AMIMATIONS Onfice 365 Test = H
g ek 0
e m- - - - i —— [ = - - - - =| Slide Format
Size = Eackground
y Customare "~

INSERT

BRE % 0=
B HOME

DESIGN

PAGE LAYOUT

REFEREMNCES

MAILIMGS

=
Q
>
: : g
Tl N e araiPll  Staff is presented with S
o e St S iR SR MM | 22 2 S8 s a screen that enables £
2————1 Navigation - them to rename the file £
= Search decunment - r.lm
' Staff renames the file %
3 . .
removing any illegal TR 3 ;é
characters " _ £- @ -
T get started, go to the Home tab and apply ) Date Modified Type i
Heading styles to the headings in 11/18/2014 800 &AM Folders |
3 e br = i 4 Shared with Everyone LA1/2014 347 PM Falders S
85 Test document 2-5-15.docx /572015 BA3 AM Microsaft W o0
S
5
10
Fibe name: ~Nest document-22-5-15 =
i1 Save a5 type | Word Document -
And then selects SAVE e e
& Hide Folders Tock = Save [ cancel | :




OneDrive online Save Completes correctly

BH S OF -

FILE HOME INGERT DESIGN TRAMSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW Odffice 365 Test = ﬂ
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pL el Y = [ (.

Size = Backgrownd
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7 i i X
mremecares | [NAVIgation

Search document i«

HEADINGS PAGES RESULTS

This is a test document for training

8 Create an interactive siuline of your
docurnent.
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or quickly move your content around.
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OneDrive OneDrive illegal characters

-|ﬁ » Frey, Jon 5. » OneDrive - Montgomery County Govemment » v""” Search One... P‘

File Edit View Tools Help
Organize ¥ Includeinlibrary v Sharewith v New folder 2 0 @

» i ;
* Eriie 2 Name Date modified Type Size

M Desktop @ Al Other 3/6/20151:18PM  File folder
4 Downloads ¢! 0365 Phase Il deliverables - completed .. 3/11/20151015 AM  Filefolder \ O 1 f 1
& OneDrive - Montgomery Cou OneDrive for Business 3-6-2015)pptx ~ 3/6/201511:23 AM  Microsoft PowerP... 428 n e D r I ve 0 r B u s I n e s s
(El Recent Places Onedrive Storyboard.docx 3/9/2015939 AM  Microsoft Word D.., KB Q
@WF[I Fail.pdf 2/13/201511:42 AM  Adobe Acrobat D... 434Ke o pe n e d fo I d e r v l eW
I Desktop
[ Libraries
@ Documents
J Music
& Pictures
H Videos
(2 Frey, JonS.
|\ AppData
@ Application Data
j_!] Contacts
@ Cookies
i Desktop
I ot A The file and file naming follow typical rules except

E‘ Favorites
. [ECompatCache

o for characters.

P Links

@ Local Settings

E My Documents

@ My Documents
) My Music
_Ei My Pictures
B My Videos
i Files with them will NOT synch with OneDrive online
@ OneDrive - Montgomery Ct
. AllGther
@ 0365 Phase Il deliverables
@ PrintHood
A PrivaclE
{#], Recent
B Saved Games
i Searches
@ SendTo
@ Start Menu

l 5 items
4

S
9
>
-
()
>
o
(O]
=
=
()]
()
C
o
|

o0}
c
=
()
=
(an]
=
ke
=
(%]
C
©
o
[l
|
LN
O
on
()
O
P
g9
o

—
[N
Ul

—

Note: OneDrive for business operates like a file folder
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Saving data to OneDrive
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OneDrive Save as choices

Presentationl - PowerPoint ? = x
@ Office 365 Test - H
Save As There are two
S Nt Cam e references to OneDrive
Crome Recent Folders in the application save
F N ggig:\rfe-n:dontgomew County & Montgomery County Governme as menus
Print \\@\

OneDrive —
Montgomery County is

El:l Computer

Close + Add a Place

Account

the right choice

Choosing the OneDrive
icon will cause
Microsoft to try to sell
the staff person a
personal OneDrive

S
9
>
-
()
>
o
(O]
=
=
()]
()
C
o
|

o0}
c
=
()
=
(an]
=
ke
=
(%]
C
©
o
[l
|
LN
O
on
()
O
P
g9
o

ol




Save As — OneDrive online
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Save As Selecting OneDrive

Bookl - Excel F = X
Otfice 385 Test =

Save As

Sites - Montgomery County & OneDrive - Montgomery County Government
Government

Recent Folders
You have no recent folders,

T
Save

T

Next you would select
Browse.

First you would select
OneDrive — Montgomery County

Government.
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OneDrive cloud

M

5l Recent Places

@@'l J = o35test r ner.. + Documents b = [#¢ ]l Search Documents -
Organize = Mew folder = - a
m e it Excel é MHame Date Modidied Type

- Farmes 1192014 809 AM Faolders
W Faverites 4 Shared wath Everyone 121/2014 217 PM. - Folders
Bl Deskicp
18 Downlosds <~

B Deskiop
w@ Libraries
*| Docurmnents
J‘ Muzic
| Pactures = ;1] | L
File name \ -
Save as type | Excel Workbook

! @

Authors Offce 365 Test

[ ot oprs. |

= Hide Folders

Tage Add atag

] Save Thumbnail

valm Cancel

Save As - Naming of file

ontgomery Cg

A file
naming
window
appears

where staff
names and
saves
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OneDrive cloud

m-l | % o3h5test r negomer_. & Do itz »

Qrganize « Mew folder

O] Microsoft Exce - o™
ﬂ
Farmes
W Favarites 4. Shared with Everyone
Bl Desktop
8 Downloads
5. Recent Places

Bl Desktop
@ Libranes
*| Docurments
J‘ Muzic

'@)

= T ]
Date Modified Type

11192014 809 &AM Folders
121/2014 217 PM Faldery

! Pictures TR it

File name=  Test Do 2-5-15
<=

Save as type | Excel Workbook

Authors Offece 265 Test

[ e e G|

a. Hide Folders

Tage Add atag

7] Save Thumbnail

Teck = [ Sméc | | Cancel |

Save As - Saving the file

Office 365 Test - LN

ontgomery County Government

Staff names the file
and selects SAVE
when ready
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OneDrive cloud Save As — Save Complete
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Uploading data to
OneDrive
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OneDrive cloud Uploading Data

rycountymid_gav/Doctiments/Forms/All.aspx P = 80| B Onedrive for Business

File Edit View Favorites Tools Help
w5 E If Then Table 7-17-15 m Office of Emergency Man... @ Home - IntranetDevl w Department of Technolog... @ Lynda.com a SCCM Reports8-15 # Breaking News & Top Sto... @ Breaking News Headlines .. a Welcome to the Montgo... CNN.com - Breaking New... Eﬂ Weh Stakeholders Group

# Office365 | OneDrive

P searth OnzDrive OneDrive @ Montgomery County Government
Documents

Documents

Recent

Gl s Welcome to OneDrive @ Montgomery County Government, the place to store, sync, and share your work. Documents are private until shared. Learn mare here, Dismiss

Followed

New L Upload 2 gyne ‘:1' Share  Mare v
Site folders @ - —— ‘

Recycle bin v D Name Modified Sharing Modified By

. August 18 8 Onlyyou M Office 365 Test b

v (Groups TO CO py a fi I e to ' . December1,2014 88 Shared M Office 365 Test
OneDrive select it on  fuslitaee
th e d es kto p an d d rag . April 22,2014 B Onlyyou M Office 365 Test

. April 4, 2014 8 Onlyyou M Office 365 Test

to th iS a rea e June 10 8 Onlyyou m Office 365 Test

Microsoft Office 385 TOMG Briefing (11-18-14)(FinalFinal) ~ «n Mayl 8 Onlyyou M Office 365 Test
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Draq files here to upload

Note:

To upload data in files first create a file in OneDrive, Then
select all files in current folder and drag to the OneDrive
folder and the files will be copied
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Opening files from OneDrive
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OneDrive Opening Files




Moving PSTs
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Moving PST Files

.pst stands for ‘Personal Storage Table’
Most PST files were moved during mail migration

There is a best practice for moving PST files
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PST files can take a long time to move
While moving PSTs desktop email will not be available

Use Outlook Web Access (OWA) during PST moves




Moving PSTs
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I Jorts I Faliher {Cuivien)

4 Oifice 15 Test

)
Desits
Sint Borni
Diletod Botrri 40
Chater |
I Cpmapruion Meloey
Rarik [-masl
oM
Ot
AT T
| Tan Adiruiemril

£ DS B

‘B
C
©
—

l—

|

LN

(o)

(ep)]
(]

O

&=

(@)




Moving PSTs Select Open & Export

Office 365 Test - Outhook

Account Information When the FILE tab

t}‘j lanFrey@mantgomenrcountymd.goy
l./-) Micrasoft Exchange

opens the Info
window is the default

Automatic Replies (Out of Office)

WUse sutomatic reples 1o natify others that you ae out of office, andagation, or
Automiatic ot mvailsble to respond to & mail meszages

Staff chooses
Open & Export

- Mailbox Cleanup
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= Manage the size of your mailbox by emptying Deleted ltems and archiving
Cleanup

Tools*

¥ 3G free of 495 GB
A Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming exmail messages, and recerve
Manage Rules | wpdates when iems are added, changed, or remaved.

& Mlerts

= Slow and Disabled Add-ins
Manage sdd-ins that are afiecting your Dutloak experience.

Manage Apps

:..'5 Manage and scquire apps for Outloak,




Moving PSTs Select Import/Export

Office 363 Test » Outhook T -8 X

Open

L3 Open Calendar
- Open a calendar file in Outhook (s, ve),

Once Open & Export
menu is open, staff

Open Outlook Data File

i [} Open an Outloal:data il [ st C h O O S e S
Impor/Bport Import/EXpOFt

Impon of sport files and settings.
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Other User's Folder
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Moving PSTs

B 8 & oo

FILE HOME  SEND/RECEIVE  FOLDER

£
=1 New Email

4 Favorites

Clutter (2) 272

When the
import export
wizard opens

Staff selects
Import from
another
program or file
and then selects
Next

4 SharePoint online Rollout 40

BOE 11
CEX &
DEP 24
DGS 9

[-DOT 2

4 DTS 69
I Fibernet 5
ERP 5

CINl &

Mail =

TEM: 0

Inbox - Jon Frey@montgomerycauntymd.gov - Outlool

Select Import

| Search Current Mailbay [Ctrl+E) B | Current Mailbax =

| SUBJECT

v | SIZE | CATEGORIES |

We didn't find anything to show here,

Chaoose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file [vdf)

Import an iCalendar [.ics) or vCalendar file {ves
Import from another program of file

Import RS5 Feeds from an OPML file

Import R35 Feeds from the Common Feed List

Description
Import data from other files, such as Outlook
data files [,PST) and text files,

| < Back Next = I[ Cancel ]

Once selected and
Import / Export
wizard screen opens.
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Moving PSTs

EX &y Gk Bespls s
ﬁj..d Y Sawch People

“ HOME  SEND/RECEME  FOLDER  WEW

i
11 New Email Al Unread
Bi1De [mom
4 Favories
Ctir (1) 230
PST Tem
¥ Jon, Frqomonmmgmgwmd.g.w

+ DTS Mam{12-8-11) PST

v Jons PC Folder [Coment)

4 Office 365 Test

Inbex
Diafts
Sent Rems
Deleted hems 48
Chater 1
¥ Conversation History
ik E-rranil
L 0% 3
Chatbon
PST Tt
+ Tas Assessernant
b o DHHS Hema

L)

SUBIECT

Select file type .pst

Search Oftice 388 Tt 10t B | Cunet Foider =

RECENED < g CamEGORES ¥

We ST find anything b shin Mere,

A selection window

appears where staff

selects Outlook Data
File (.pst)

Sabedt Hike type to mpoet from.

[ Comms kErmU \ighies i T
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Moving PSTs Choose Location of PST
B B © [serchPecpld = Inbox - Jon.Frey@montgomerycountymd.gov - Outloo

FILE HOME  SEND/RECEIVE ~ FOLDER  VIEW

{ i "
=1 New Email All' Unread |Search Current Mailbox [Ctrl+E) £ | Current Mailbox +

[  FrOM |T0 | suBJECT |RECEVED ™ |SIZE | CATEGORIES |
‘We didn't find anything to show here,

4 Favorites

Clutter (2) 272
PST Test

I* Drafts
I Inbox
Sent ltems - General
[ Deleted ltems 217
I 00 Web - Operations (2015) 368
> 00 Admin Itemns - General - 2015 492
- 00 A& - JSF Ttems 483
I 0 General Support 8
Office 2003 to G3 Rollout planning 20
I SharePaint online Rollout 40
I Training 29
00 FOLLOW-UP 7
00 HOT ltems &
0365 General Operations (2015) 4
-0 0365 Operations 252
[+ 00 0365 Phase 1 tems 5
[+ 00 0365 Phase 2 rems 113
[ 00 0365 Phase 3 SharePoint 118
Conversation History
Junk E-mail [225]
0365 General ltems
I Qutbox
RSS Feeds
I> Todays items

Use Browse
button to open

Options
(@ Replace duplicates with items imported

() Allow duplicates to be created

a window to
locate file

(") Do not import duplicates
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Moving PSTs

Select PST file

m % (-) Search People) = Inbox - JonFrey@montgomerycountymd.gav - Outloal

FILE HOME  SEMD/RECEIVE FOLDER  VIEW

<
51 New Email All Unread |Search Current Mailbox [Ctri+E) P | current Mailbax v|
. I[|@ | FROM |To |suBleCT |RECEVED ™ | SIZE | CATEGORIES  |¥

AFeHOIes ‘We didn't find anything to show here.

Clutter (2) 272

PST Test
|» Drafts
| Inbox ~

Import Outlook Data File L% | Browse

Sent Items - General
I Deleted ltems 217
ations (2015

Organize » Mew folder

File to import

ates with items imported
es to be created

duplicates

o User #
gl Ad
gl Al
L De
& De
a FFED

&/
@
e
ES
m!

Narme
HE] Test PST-1 - Copy.pst

Test PST-1.pst
Test PST-2.pst

Date modified

AG72014 9:46 AM
9/9/2015 4:23 PM
9/11/2015 211 PM

.i-v 4|

Outlook Data File
Outlook Data File
Outlook Data File

[ wet> | [ cancel |

File name: |

ITEMS: 0

ALL FOLDERS ARE UP TO DATE.

CONNECTED TO: MICROSOFT EXCHANGE ]  EE

until you
find and
select

PST file

and then
choose
Open

—

(%]
|_
n
a

oo
=

>

o
>

|

oo

c
=

o
=
0

c
Q
=

(%]

(=

©

—
l_

|
LN
©
™

)
=
&=
(@)




Moving PSTs

ﬂa % € [Search People| =

FILE HOME  SEND/RECEIVE

=1 New Email

4 Favorites

Clutter (2) 272
PST Test

I* Drafts
I Inbox
Sent ltems - General
[ Deleted ltems 217
I 00 Web - Operations (2015) 368
> 00 Admin Itemns - General - 2015 492
- 00 A& - JSF Ttems 483
I 0 General Support 8
Office 2003 to G3 Rollout planning 20
I SharePaint online Rollout 40
I Training 29
00 FOLLOW-UP 7
00 HOT ltems &
0365 General Operations (2015) 4
-0 0365 Operations 252
[+ 00 0365 Phase 1 tems 5
[+ 00 0365 Phase 2 rems 113
[ 00 0365 Phase 3 SharePoint 118
Conversation History
Junk E-mail [225]
0365 General ltems
I Qutbox
RSS Feeds
I> Todays items

e

Mail <=

TEMS: 0

FOLDER

4

Begin the PST import process

Inbox - Jon.Frey@montgomerycountymd.gav - Outloal
VIEW
All' Unread |5earch Current Mailbox (Ctrl+E) £ | curent Mailbox =
10l |FROM |10 |suBlECT |RECENED ™ | siZE | caTEGORIES  [¥7

‘We didn't find anything to show here,

e

File to import

| [Bmwse...]

Options

With the file
chosen, staff
selects Next to
start the process

(@ Replace duplicates with items imported

() Mlow duplicates to be created

(") Do not import duplicates

| <bak | nNet> || conce |

—_—
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Moving PSTs PST are moved

BB S [t -
Il o seosmecame  room  view

3 New Email ‘ Al Unread Search Office 365 Test [Chi=E) B | Cument Folder +
B8 | FROM o SURECT |RECERED  ~ | SITE CATEGORIES v
4 Favorites -
'We dedn't Tind anythang to show here.
Clitter (2] 238
PST Test

Note:
i JonFrey@montgomerycountymd gov
s During the PST file moves Desktop Outlook
EE can not be used.

¢ Jons PC Folder (Current)
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PST files will move one by one until they are all moved

Note: Depending on the size of the file it could take quite

awhile for the PST files to move.




Moving PSTs

B E S [searchpeopld =

FILE HOME SEND / RECEIVE

=1 New Email

4 Favorites
Clutter (2) 238
PST Test

I Jon.Frey@montgomerycountymd.gov
I DTS Main(12-8-11) PST
I Jons PC Folder (Current)

4 Office 365 Test
Inbox
Drafts
Sent Items
Deleted Items 48
I Admin
Clutter 1
I Conversation History
Junk E-mail
0365 23
Qutbox
PST Test
I Tax Assessement
I z-DHHS ltems

FOLDER

VIEW

All Unread

PST file move completes

Office 365 Test - Outlook 7 B - x

| Search Office 365 Test (Ctri-E) P | current Folder |

B[1 0w |From

|suBlECT |RECENVED ™ | SZE | CATEGORIES %

We didn'tfind anything to show here,

After files moved, system

returns to starting point

UPDATING Office 365 Test - HHS - Admin, THIS FOLDERIS UPTO DATE.  CONNECTED [ ]
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Collaboration Concepts
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Collaboration Concepts Sharing vs Attaching files

“One Source of Truth”

Lynda.com

e Sharing replaces attaching files for collaboration

 Attaching files creates multiple sources of truth

* You need to attach and send to multiple editors
« Wait for edits while those editing need to make edits and email back
* You need to then consolidate replies to restore the source of truth
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 If you share

 All editors have link to the one document

* They can all edit at once in a single copy

e All can see each others edits

* You have no consolidation work as it is a single file

« Anytime you look at the document you see the current source of truth




Collaboration Concepts \Versioning

Versioning replaces having many copies of the file

Using ‘point versioning’ (1.1, 1.2,...) allows for
 Staff with ‘view’ rights see Major point versions (1, 2)

 Editors work on point versions (2.1, 2.2,...)
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* When ready new major point version Published for all

You can review all past versions and restore any you wish

You can store notes for others for each version you produce




Collaboration Concepts Searching

e Current Search

 You look for files in folders (often looking in many folders)
* You search by file name (and hope they are named well)
* You need to remember the path to finally access and use the document

e [tistime consuming and frustrating
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e SharePoint / OneDrive search

* You look at the entire site when you search (wherever permitted)
* You search by keyword in the contents of file.
 [tbrings up a preview and link directly back to the document

 |tis quick and efficient
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Tools and Support
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Tools & Support Web Site Resources

Scope:

There is a special Internet web site for Office 365 transition Included are
storyboards, videos, links to a number of Microsoft reference tools and schedule
of staff events.

Web site resources:
e Full web site
e Many links to Microsoft support documents / tutorials
e Various help support
e Staff events schedule
e Link to Phase | reference material
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http://montgomerycountymd.gov/office365/
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Home Alerts Translate A- A

MONTGOMERY
COUNTY

h‘lf.-ir:a'_]'fnt.m'f

Residents Departments Online Services

Montgomery County, Maryland
Office 365 - Information Site

Using Office 365

Excel, Word, PowerPoint Online, OneDrive

SharePoint Online, Skype for Business

Overview

Montgomery County continues its move to universal use of the Microsoft Office 365 cloud based software and services suite. This is
a major change in both the software used and the way it will be used going forward. Due to the size, scope, and the impact to the
staff, the project Phase I (Outlock migration) took roughly six months. The rest will be rolled out in over the next 18-24 months.
Staff currently using only Office 2003 will need to completely move to the new cloud-based online applications which include
Microsoft Office 365 Qutlock, Word online, Excel enline and PowerPoint online as the Office 2003 preoducts will be removed.
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Click here for: Office 365 - A new way of deoing business (the story continues)

The move to Office 365 represents a paradigm shift in the way business will be conducted going forward. Ower the next months
other services will be introcduced for general use by staff. You may experience some of the new features and notice differences that
accompany the online versicns of the Office 365 Products, (Outlook, OneDrive, Word Online, Excel Online,Skype for Business). Now it
is the time to focus on learning these Office 365 products and how to best use them in our work activities.

This Site
This site is designed to provide staff with useful information to help them through the Phase II and III transitions.

The general layout is:

Staff Briefing / Events Schedule
Support Material

Phase Descriptions

Announcements / Tips & Updates
Take me to OWA 2013

Go to the Office 365 Phase I Web Site
Feedback
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Staff Briefings / Events Schedule

This display provides key information regarding the training and briefing sessions available for staff This will be updated on a regular
basis..

€ AUGUST 2015 &, = Subscribe = My Events
Al Add to my Calendar Email Reminder [ More Event Actions n
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
26 27 28 29 30 31 1

[ | 9a Office 2003 to
COffice 365 Transition
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Briefing
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31 1 2 3 4 5

] all Add to my Calendar Email Reminder [ Maore Event Actions n

Events calendar powered by Trumba
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Support Material

Many Office 365 transition support documents have been collected to provide staff with useful information to help them get the
maost from this site. There are two major groups of staff in the County that are transitioning. One is those who use the Office 2003
(40%) the others who are using Office 2007, 2010 or 2013 (60%). Those who are currently using Office 2003 desktop based
applications will need to move the the Office 365 online equivalents as their desktop applications will be removed. All others will

continue to use their existing desktop versions.

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

“ General Excel OneDrive Outlook PowerPoint wWord SharePoint Skype for Business New Features

General
This tab contains general information regarding the Office 365 project. It is updated regularly with overall project items

Training - General Overview - (Video)
Training - Office 2013 - Items
Training - Microsoft Videos for Government

Reference - Department On-Site IT Contacts

Reference - County Help Desk 0365 Support Plan

Reference - Office 365 general FAQs

Reference - Storing and Sharing Information - {(Microsoft)

Reference - Translating documents - {Microsoft)

Reference - Office 365 desktop vs online feature comparison (Microsoft)
Reference - File Types supported by Office online applications (Microsoft)
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Communications - TOMG - Office 365 Phases II & III presentation (2-10-15)
Communications - TOMG - Office 365 Phases II & III presentation (7-9-15)
Communications - Phase II - Terms

Communications - Phase II - FAQ's

Communications - Phase IT - The Microsoft model

Tools - MicroSoft File Viewers (5-30-15)
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online

equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should
their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel | OneDrive Outlook PowerPoint Word SharePoint Skype for Business New Features

Excel

Excel online has a more limited set of features than the desktop versions, For most staff the transition to the online version
will provide everything they need, there will be some exceptions where, due to work requirements, all staff need to be using
desktop versions. In these cases upgrading to the G3 license level is the recommended sclution.
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Training - Excel Online - Overview - (Storyboard)

< Reference - Excel 2016 Quick Start Guide - {Micrnsuﬂ](New)Eﬂ>
Refe ¥ tafmigrating from- Qffice-2088-te-offite 2010 - (Microsoft)

Reference - Password protecting documents (G3) - (Microsoft)
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Support Material

Many Office 365 transition support documents have been collected to provide staff with useful information to help them get the
most from this site. There are two major groups of staff in the County that are transitioning. One is those who use the Office 2003
(40%) the others who are using Office 2007, 2010 or 2013 (60%). Those who are currently using Office 2003 desktop based

applications will need to move the the Gffice 365 online equivalents as their desktop applications will be removed. All cthers will
continue to use their existing desktop versions.

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers,

General Excel ‘ OneDrive ‘ Outlook PowerPoint Word SharePoint Skype for Business New Features

OneDrive

OneDrive is Microsoft cloud based storage for staff working data. This will replace the 'C' and 'U' drives and contain items
that are works in progress. Final documents will be placed in their usual repositories.

Training - OneDrive - Overview - (Storyboard)
Training - OneDrive Training Tutorials (Microsoft)
Training - OneDrive for Business (Microsoft)
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Reference - OneDrive - Frequently Asked Questions (FAQ's)

Reference - OneDrive - FAQ (2-6-15)

Reference - OneDrive - Help - (Microsoft)

Reference - OneDrive 2013 - Quick Start Guide - University of Towa
Reference - Setting up OneDrive for Business to OneDrive Cloud connection
Reference - OneDrive for Business limitations/ restrictions
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
&0% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online
equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should

their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel OneDrive ‘ Outlook | PowerPoint Word SharePoint Skype for Business New Features

Outlook

The Qutlook migration was conducted during the summer and fall of 2014. 11,500 mailboxes were moved and all staff was
provided access to the other Office 365 applications and tools. Although the migration is over the training materials are
contained in the Phase I site (link to Phase 1 site),

Training - Outlook Training - (Microsoft)

Video Training - QuickSteps - Creating encrytion ready messages [DTS]{NEW}@]

@nce - Outlook 2016 - Quick Start Guide - {Hicrosnﬁ]{@

Reference - Quick STeps - Automarte repeutive tasks - (Microsoft)( New)@]
Reference - OWA Web App - (Microsoft)
Reference - Exchange online - Service Description - (Microsoft)
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online
equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should

their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel OneDrive Outlook PowerPoint Word SharePoint Skype for Business New Features

PowerPoint

PowerPoint online has a more restricted set of features than the desktop version, For many staff the transition to the online
version will provide everything they need. There will be some exceptions where, due to work requirements, all staff need to
be using desktop versions. In these cases upgrading to the G3 license level is the recommended solution.
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Training - General Overview - (Video)

f,
< Reference - Powerpoint 2016 - Quick Start Guide - (Microsoft)(Ne

Refere softmedel

Reference - Password protecting documents (G3) (Microsoft)




Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online
equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should

their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.
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General Excel OneDrive Outlook PowerPoint ‘ Word | SharePoint Skype for Business New Features

Word

wWord online has a more limited set of features than the desktop version. For many staff the transition to the online version
will provide everything they need. There will be some exceptions where due to work requirements all staff will need to be
using desktop versions. In these cases upgrading to the G3 license level is the recommended solution.

Training - Word Online - Overview - (Storyboard)
Training - Word Online - Selected Functions - (Storyboard)

¢/
eference - Word 2016 - Quick Start Guide - (Microsoft)(New

Reference - ¥
Reference - Tips for staff migrating from Office 2003 to Office 2010 (Microsoft)
Reference - Password protecting documents (G3) (Microsoft)
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Take me to OWA 2013
This is link to the new OWA 2013 should be bookmarked. It should replace all other references or favorites pointing to the old OWA.

Office365. MontgomeryCountyMD. gowv

Feedback
Please send feedback to the 0365 project team

To request an accommodation for employees with disabilities, please contact Change Management
at Change.Management@montgomerycountymd.gowv or 240-773-3337

Go to the Office 365 Phase I Web Site

This is link to the Office 365 Phase I web site is provided as that location continues to have useful reference material.
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