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Signing In

Use Internet Explorer or any browser you like to go to
https://portal.office.com

Log in with your user name (i.e. example@example.com)
and your password

] Office 365

Woerk or school account

||someone@example.com

Password

[l Keep me signed in

Can't access your account?

In case you forgot your password, click on Cant access
your account? And follow the steps

User Manual for Office 365 3
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Downloading Office

You can download Office on any machine, at your office
or at your home. The apps are available for Windows,
Windows Phone, Mac, iPhone, iPad and Android

1. Log in to Office 365 on the link
http://portal.office.com/OLS/MySoftware.aspx

2. In the Office page, choose your language
and click install. Select 32-bit.

Office

Install Office 365 ProPlus with the new 2016 apps (Recommended)

This will installthe followiing apps on your computer: Word, Excel, PowerPaint, OneNote, Access, Publisher, Outlook, Skype for Business, GneDrive for Business

EEROEER®®O a

Word Excel  PowerPoint OneNote  Access  Publisher  Outlook  Skype for OneDrive
Business for Business

Language: Version:

[English (United States) v]  32-bit (Recommended) Advanced

Donit see the language you want? Install one of the languages in the list above and then install  language accessory pack. Additional languages and language accessory packs don't count
against your installlimit.

Review system requirements
Troubleshoot installation

Install

3. At the bottom of the screen select install or
Run

4. Follow the steps and Agree on the conditions

5. One completed click Done

User Manual for Office 365 5
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4 Available on the
’ App Storef@ '™ Google play

Download with
Windows Store

wle App Store o clgozxal golydl Ju il Rielwl|
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Microsoft Outlook -
Microsoft Word -
Microsoft PowerPoint -
Microsoft Excel -
Microsoft OneNote -
Skype for Business °
OneDrive -

Yammer °

Sunrise -

Outlook Groups -
Office Video -
Wunderlist -

0365 Video -
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Apps for your Smart Phone

Getiton

4 Available on the
’ App Storef@ '™ Google play

Download with
Windows Store

Enjoy the experience of downloading the below
apps on your smart phone from apple store or play
store:

e Microsoft Outlook
* Microsoft Word

¢ Microsoft PowerPoint
e Microsoft Excel

¢ Microsoft OneNote
+ Skype for Business
* OneDrive

* Yammer

* Sunrise

* Outlook Groups

« Office Video

* Wunderlist

« 0365 Video
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Available Services

1. log in to your Office 365
2.Click on Start at the top left corner, then select
the tile (service) you like

Dffice 2016 on your PC ~ §

neNote m
nstall : I

»rate with Office Online

OneDrive to
save an Email with
retrieve your unlimited
files anytime capacity
any where

Your Calendar

and schedules
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Manage your Meetings

* Calendar can help you arrange and manage
your schedules and meeting from any device
any time

* Its easy to do online meetings and to book
meeting rooms

* You can share your calendar with your
colleagues and inform them about your
available time

* Share you calendar with people inside or
outside your orgamzatlon

" Office 365 ‘ Outlook

}3 Search Calendar @ New | v Add calendar ¥ ) Share ¥ = Print

Calendar
< March 2016 > < > March 2016 v

©c M T w T £ ¢

A send X Discard [im]

‘Share with:
[

Subject:

| I'd like to share my calendar with you

Calendar.

Calendar
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Sent ltems
Deleted ltems OJJ_).? m @J.? uS.QJ ®

More

@ New H create X Discard
Create a group

Here are some groups

A group provides a space for shared conversations, files,

you might want to jo'": and a group calendar.

'-:lr; Goverment Sale G

Choose a name

Add a description
=2 Discover
4+  Create

Privacy ‘—

Public - Anyone can see what's inside -

Language for group-related notifications

dpogas £9i 1IT GSey s T .
UDL> _9| pl& oY) dLs.oMU
SAR.Q.H :LQ.CLJ

Available on the S Getiton Download with
. App Store b Google play Windows Store
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Work Groups

» With workgroups you can send emails to all
group members, share a Calendar, files and
collaborate in a sufficient easy way

Sent ltems

* You can create new
group, give it a name and
add the members you

like
Mew B Create X Discard

Here are some groups Create a group

Deleted ltems

More

- A group provides a space for shared conversations, files,
you might want to join:
and a group calendar.

'- Choose a name
# Gowverment Sale:

Add a description

=2 Discover

4+  Create —

-

Public - Anyone can see what's inside -

Privacy

Language for group-related notifications

* Define the privacy of the o s -
group Subicriv new mermbe

com ns a

y receive group
n their inbox
Otherwise, they'll only see them in the group inbox.

£ Available on the S Getiton Download with
. App Store b Google play Windows Store
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Communicate with others

Skype for Business is part of Office365, it
provides the latest communication methods
such as IM, Voice, Video Conferencing and full
online meetings

Skype is available as part of the Office family in
Apple Store or Google Play. To log in use your
official credentials (email and password)

' 'Q".....
gloecoe v it
[ 503
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Your Files Anywhere any Time

OneDrive for Business

OneDrive for Business provide 1TB of storage.
All the files you save in OneDrive are set to
Private at first, unless you choose to Share it

with others. You can share a file with everyone

by putting it B8  Shared with Everyone
Or you can share it with specific member or
members. Based on what the admins allows, you
can even share files with people outside your
organization.

£ Available on the \ Getiton Download with
. App Store P Google play Windows Store
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v

= Arrange your tasks

Planner

* Organizing your tasks is much easier now, you
can get alerts or reminders for when a tasks is
due. https://tasks.Office365.com helps you
with that.

* You can create recurrent tasks for different
periods of time (weekly or monthly)

* You can categorize the tasks based on their
nature (i.e. HR, Management, Legal
Department)

* Add a description to your tasks like the hours
due, the clients name, the percentage of
completion of the task, you can also attach
files and write notes.
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Minutes of Meeting

* OneNote is part of the Office365, with made taking
notes of a meeting more dynamic and attractive

— Y
Mars - uke 10-13 L 7))
Uke10(2-6) Uke11(9-13)  Uke12 Uke 13 April M 5
Mattiaden 6mars [ JUtvikiingssamtaler [ Utvikingssamtaler Pokerarkitektur: 1) /_ -
Tirsdag 7. april }) Ky
Torsdeg 3 apal qPP 2
Fredag 10.april (72 n
Vaksine onsdag 22. april
% TEAMTID
Planlagt fravaer Anne Ingrid Monica Steffi S, Ch ed
Uke 10 Torsdag - hele Hele onsdagen (,,/Cd
Uke 11 Frem til lunsj mandag que
Uke 12 Mete tirsdag e
Uke 13 Fredag - hele
™ UKE 10 T
Punkt Lesning Ansvar /’) 7
£ Planlagt fraveer Monica spar om vikar pa [IMonica 4-, _)"
T Gjennomgang av uka/neste uke fredag Ce
Ukeplan Steffi ber ikke om vikar pa Steffi &
71 OK-punkt: har alle det bra? onsdagen. ?j J
Se p3 timeplan i forhold il erere, timer ¢)
og undervisningsfri O/q,

Se pa tider for utviklingssamtaler

1] Sende mail til Geir Steffi

* OneNote helps you write down all the meeting
details such as the date, location, attendees,
duration

* Define and assign new tasks and follow up on the
old ones

* Create new schedules

* Send the minutes of meeting to all the attendees
with one-click

£ Available on the \ Getiton Download with
. App Store 2 Google play Windows Store
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E-Magazine

Microsoft Sway

* To bring your ideas and project to life, there's
now Microsoft Sway. An app that helps you
collect, arrange and modify these idea in an
easy creative way

* You can lookup what you want from different
sources without leaving the app (OneDrive,
Facebook, Twitter, YouTube) once you fine
what you're looking for, simple drag-drop that
info to your page

* Display the content (static or dynamic) the
way you please

Add layout

il Concept

User Manual for Office 365 23



vE i pall 5 il guall

9 Jai dggud g Olbyall (e dieydl 3l cuny ©
a0l 365 Lussgl ol g5 (o dogluall auogs
PORVES | e,
&S Lito 5 818Lite Guhill lia JUs o ooy *
_)Lg_> (5| pl.&zuub 9 v_x.os d| U\_o t_JLQ_gJ_\.LQ.” alixo

- P2=38
PSR Le

Sgixo WMzl (e calixo lei_'dp_gj'@bJ_ Le
PYRYLEL

9 daaxiy Hl8 o doymo Sy o gIAO Jusdai dic ©
@JJ&J\A.L:OJUI.\..QLAMJJUSAJLaoJlsu\.Lo

slez ol o ganall 810 lite 5 Jsesd (Ses *

ud ) Clidat )Y aadiial) Jula 24



Audio and Video

* With the increasing need on video and the ease
of information transitions through visuals,
Microsoft Office has introduced the Video App

* Video app allows you to watch and share
different video any time from any device.

o P==:
M .»493 "ﬂ
« Different channels are available for different
video content

* When playing a video, you can see who
uploaded it and when, and you can add a
comment.

* You can upload and watch a video from any device
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ﬂ!i My Profile

View and edit your profile with Office through

Delve app
g
* To go to your profile,
click the picture on the ﬁ
top right corner 4

* Click About me to edit
your information

Sara Davis
saradavis@eontosocom

change
About me @ f—

* Then click Edit profile
 Update your info as you see fit | 2
patey Y (=)0
* Once your done, click save ‘t
Sara Davis

PRODUCT MANAGER

# Edit profile
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Vg
y:' Enterprise Social Network

Yammers

A
Update Like ollow Share Comment Discover

A A

Communicate and create your work groups at your
own work space

* With the work Group feature, you can enjoy
collaborating with your colleague with fewer sessions
from start to finish.

* Follow the important files and pages easily for all the
group members despite where they are.

* With “internet now” you can initiate real-time IM
with anyone or with a group that you’re working with
on a project

With one place to plan and develop your projects, you can
create your groups and move at a faster pace.
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Refer to the Central Agency for Information Technology
(CAIT) at Any Time

https://support.office.com/learn/office365-for-business
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