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Overview 
Who Should Use This Handbook 

This handbook is for teachers participating in the In the Cloud: File Storage Collaboration and 

Communication with Office 365 Academy. Use this guide for planning, reflection, note taking, and 

reference for future activities. 

Learning Objectives 

1. Login and setup a profile in Outlook, as well as use various other features such as the 

Folder list, message list, Reading pane, Search window, create rules, calendar usage, and 

work with People and contacts. 

2. Login and access OneDrive for Business & Office Online, create and share a file on 

OneDrive for Business & Office Online, and use other features such as receiving 

documents in email, and managing Shared file settings. 

3. Setup a Lync profile and audio settings, and make and accept a call with Lync. 

4. Setup Lync contacts and distribution lists, connect with another attendee via Lync, share 

and record content, and use other applications with Lync. 

5. Login and setup a Yammer profile, post an introduction in a Yammer group, and learn 

how to use other features like working with Groups, following people, staying organized 

with inbox and polling. 

Length 

Six-hours 
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In the Cloud: File Storage 

Collaboration and Communication 

with Office 365 
Learning is more powerful in the classroom with the same suite of tools that the business world has 

come to expect for effective communication and collaboration. 

Office 365 provides access to familiar Office tools virtually anywhere – including free email, shared 

team sites, online document editing and storage, instant messaging, and video conferencing for 

students, faculty, and staff. In this training, educators will learn how Lync provides a media for meeting 

virtually: for parent conferences, for team or student meetings, or to just touch base with struggling 

students. They will also learn time-saving ways to make Outlook and Calendar work for them; as well 

as strategies for staying organized, sharing files easily, and using OneDrive’s Office Web Apps. 

This six-hour Academy allows educator participants to take a deep dive into cloud-based tools for the 

classroom, with a special focus on topics such as file storage, collaboration and communication using 

Office 365. It will also give educators the opportunity to apply their learning towards the end of each 

part of the session – reflecting on the topics covered, as well as strategizing on how they can be put 

to the best use in the classroom or with other educators. 

The session will culminate with educators feeling comfortable and knowledgeable about how they can 

bring cloud-based tools into classrooms in a way that truly enables students and educators to 

collaborate, communicate, and store and share documents and files. 
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Office 365: Outlook 
Here are some common tasks and shortcuts that you may find helpful when using Outlook. 

Basic Navigation 

1. Click the arrow by your name to access Personal Settings. 

2. Click About me to change personal details. 

3. Click change to add personal photo. 

 

New Message 

1. Click  new mail above the folder list. A new message form will appear in the  

reading pane. 

2. Add recipients, by typing the name of anyone who is in your contacts folder or 

organization’s address list, or you can type the email address in the To or Cc field. The 

first time you enter a particular person’s name, Outlook Online searches for that person’s 

address. In the future, the name will be cached (saved in your computer’s memory) so it 

will resolve quickly. 

3. Add a subject. 

4. Type the message you want to send. 

5. Click .to add an attachment. 

6. Click  Send when you are done. 
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Favorites 

1. Create new folder: Allows for creating a new subfolder by right-clicking the folder where 

you would like it placed. 

 

2. Add Folder: To add a folder to Favorites, right-click it and click Add to Favorites. 

3. Re-order Folder: You can re-order folders in Favorites by clicking and dragging, or by 

right-clicking and then clicking Move up in list or Move down in list. 

4. Remove Folder: To remove a folder from Favorites, right-click the folder you wish to 

remove and click Remove from Favorites. This only removes the link to the folder from 

Favorites; it will not delete the folder from your mailbox. 

5. Practice by creating at least one folder for the people who contact you the most. 
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Other Important Items to Know 

1. Folders you create can be at the same level as your default folders (Inbox or Sent Items). 

You can create subfolders within any existing email folder. For example, you can create 

subfolders within your Inbox folder. 

2. To view a folder that you just created in the folder list you may need to refresh  

your browser.  

3. To create a personal information folder as a subfolder within a mail folder, you can create 

the folder and then move it to a desired location. Note that some folders, such as the 

Inbox, cannot be moved to another location or renamed. 

4. If a folder cannot be renamed, the Rename option in the menu will appear dim. 

Additional Notes 
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The Inbox Rules Tab 

ITEM DESCRIPTION 

 new Use this to create a new Inbox rule. 

 edit  Highlight a rule, and then click here to view or edit the details of a rule. 

 delete Highlight a rule, and then click here to delete it. 

 move up Use this to move the selected rule up in the list. Rules are processed top to bottom. 

 move down Use this to move the selected rule down in the list. 

 refresh Use this to refresh the list of rules. 

On Use the check box next to a rule to turn it on (box checked) or off (box  

not checked). 

Rule The name of the rule. 

Create an Appointment (see diagram on the next page) 

1. Event: Enter a short description of the event. 

2. Location: If desired, add a location (optional). 

3. Date: Select the starting date and time (today at 5pm). 

4. Duration: Select the duration (30 min). Select All day for an all-day event. All-day events 

appear at the top of the calendar date. 

5. Show as: Use Show as to choose how you want the time to appear on your calendar. 

6. Reminder: Set the reminder. If a student is going to be visiting a friend, they may want 

to set a 30 min reminder to leave for home. 

7. Calendar: If you have more than one calendar, choose which calendar to save it to. 

8. Repeat: Set a repeating pattern if you want this event to repeat. (This is great for nightly 

studying for an upcoming test.) 

9. Private: Mark as Private if you do not want anyone you’ve shared your calendar with to 

see the details. This only matters if you have shared your calendar with others and if you 

haven’t then no one can see your appointment. 

10. Notes: Use the Notes area to add any other information you like. For example, you might 

want to hyperlink to your teacher’s website. 

11. Click  Save to save your changes or  Discard to cancel. 
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Turn and Talk 

1. Use the notes area on the next page as you complete this section of the day. 

2. In groups of two or three, turn to each other and discuss ideas for what implementation 

and integration of Outlook would mean for your school or district. 

3. Consider questions like: 

 Collaboration: How will Outlook promote collaboration? 

 Decision Making: How will Outlook be used in your district/school? 

 Planning: Careful planning is essential when training. What will you take into 

consideration as you train on Outlook? 

4. What most excited you about Outlook? 
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Notes 
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Office Online: OneDrive for Business 
Resources 

Signing in: Sign into your Office 365 account by going to one of these addresses. 

 https://portal.microsoftonline.com 

 https://login.microsoftonline.com 

Activity instructions: 

Each person has 15 minutes to read through their assigned support topic. Then each person gets 

5 minutes to share their “new learning” with the group. You should only pick ONE of the reading 

topics to share. 

Links for activity: 

 Basic tasks in Word Online 

o http://office.microsoft.com/en-us/office365-suite-

help/redir/HA102843651.aspx?CTT=5&origin=HA102619009 

 Basic tasks in Excel Online 

o http://office.microsoft.com/en-us/office365-suite-

help/redir/HA102843654.aspx?CTT=5&origin=HA102619009 

 Basic tasks in PowerPoint Online 

o http://office.microsoft.com/en-us/office365-suite-

help/redir/HA102843659.aspx?CTT=5&origin=HA102619009 

 Basic tasks in OneNote Online 

o http://office.microsoft.com/en-us/office365-suite-

help/redir/HA102843655.aspx?CTT=5&origin=HA102619009 

 

 

 

  

https://portal.microsoftonline.com/
https://login.microsoftonline/
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843651.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843651.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843654.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843654.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843659.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843659.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843655.aspx?CTT=5&origin=HA102619009
http://office.microsoft.com/en-us/office365-suite-help/redir/HA102843655.aspx?CTT=5&origin=HA102619009
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Turn and Talk 

1. Use the notes area on the next page as you complete this section of the day. 

2. In groups of two or three, turn to each other and discuss ideas for what implementation 

and integration of OneDrive for Business and Office Online would mean for your school 

or district. 

3. Consider questions like: 

 Collaboration: How will OneDrive for Business & Office Online promote 

collaboration? 

 Decision Making: How will OneDrive for Business & Office Online be used in your 

district/school? 

 Planning: Careful planning is essential when training. What will you take into 

consideration as you train on OneDrive for Business & Office Online? 

4. What most excited you about OneDrive for Business & Office Online? 
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Notes 
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Imagining Lync Scenarios: Story Reference 

Imagine that you are a high-school art teacher in a school district that has many schools, spread 

across many miles. In your district, you have early-release collaboration time and get 75 minutes 

every Wednesday to collaborate with other art teachers. Previously, you would all meet at a centrally 

located school, but it took up to 30 minutes for some of the teachers to even get there, leaving only 

45 minutes to collaborate. 

You now have access to one of the most powerful collaboration tools: Lync. Now, when your team of 

art teachers meet, instead of leaving school, you have created an Online Meeting that you all join 

from your computer. When combined with screen sharing and OneNote, you can collaborate 

together, and make full use of all 75 scheduled minutes. Today, you are all meeting in a large online 

meeting and then dividing up into small groups to work on various curriculum pieces. With Lync, it is 

easy to move between large and small meetings at any time. 

Or… 

Imagine that you are a middle school student who is home, working on solving equations, when you 

get stuck. Fortunately, you have added your friends to your Favorites group in Lync and you can see 

that your friend, Alex, is online right now. You quickly send an instant message asking Alex if he has 

time to help you on the homework. Within 30 seconds, you are in a web call. You share your desktop 

with Alex so he can see what you are working on. As you work through the problem, using your stylus 

and OneNote, Alex sees where you are going off track and helps you understand the mistakes you 

are making. 

These are just two examples of how Lync will dramatically change the way you collaborate and work 

in teams so that you and your students can be more efficient and effective. 
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Getting Setup with Lync 

1. Click on the gear icon next to your name, then click on Office 365 settings. If you have it 

installed on your work device, you can also follow these same steps to install Lync on your 

home computer as well. 

2. Next select software to manage and install software for Office 365. 

3. Select Lync from the software list. Click Install the latest version to install the Lync client 

to your computer. After the install completes, Lync will launch and the icon will appear in  

your taskbar. 

4. Lync should now be ready to use. Open it by clicking on the icon. By default, Lync will 

launch each time you start up and log into your computer, so that you don’t need to 

remember to launch it each day. 

Tools > Options 

1. To change the optional settings for Lync, follow these steps: 

 Select Tools on top menu. 

 Select Options in the next menu box. 

2. Audio Device allows you to select which speaker or microphone you want to use with 

Lync, or what output level you want to use for your speaker, microphone, or ringer. 

3. Video Device allows you to select which camera you want to use with Lync. 

4. Webcam Settings allows you to control how you want your camera to react. 

5. My Picture allows you to select what picture to use for your profile. If you uploaded a 

picture to your Office 365 profile, set your Lync picture as the corporate one. After a short 

wait, it will automatically set it to the same picture. Sometimes, your organization will 

preload the pictures for you. 

6. Personal allows you to select how Lync operates, such as what you want saved, or how 

you want Lync to appear on your monitor. It also allows you to share your location  

with others. 

7. Status allows you to select how many minutes before you are listed as inactive, or how 

many minutes before you are listed as away from your computer. 
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Status Reference 

 

  

Available 

You are online and available to be contacted. 

 

  

Busy 

You are in a Lync call, or, according to your Outlook Calendar, 

you are in a meeting, and don’t want to be interrupted. 

 

  

Do Not Disturb 

You don’t want to be disturbed (you will see conversation alerts 

if they are sent by your Workgroup contacts.) 

 

  

Be Right Back 

You are stepping away from the computer for a few moments. 

 

  

Appear Away 

Your computer has been idle for a period of time  

(15 minutes by default).  

 

  

Off Work 

You are not working and are not available to contact. 

 

  

Offline 

You are not signed in. You’ll appear Offline to individuals 

whom you have blocked from seeing your presence. 

 

  

Unknown 

Your presence is not known. Your presence might appear 

unknown to others who are not using Lync as their instant 

messaging (IM) program. 
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Turn and Talk 

1. Use the notes area on the next page as you complete this section of the day. 

2. In groups of two or three, turn to each other and discuss ideas for what implementation 

and integration of Lync would mean for your school or district. 

3. Consider questions like: 

 Collaboration: How will Lync promote collaboration? 

 Decision Making: How will Lync be used in your district/school? 

 Planning: Careful planning is essential when training. What will you take into 

consideration as you train on Lync? 

4. What most excited you about Lync? 
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Notes 
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Yammer 
Yammer presents a flexible, collaborative workspace for teams to get work done, discuss projects, 

share files, and gather feedback. 

 

Actions/tasks to consider while using Yammer (see diagram): 

1. Will your group be available only to people internal to your organization or external  

as well? 

2. Every group needs a Group Name. 

3. Select members from your group by name or email. 

4. Decide who can view any content you may post. 

5. Create your group. 
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Communication Tools 

1. Select a group and post a new discussion thread or join one already in progress. 

2. Share a file with the group. 

3. Share notes about a project or idea. 

4. Add Members. 

5. Post an announcement. 

6. See the other group members.  
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Turn and Talk 

1. Use the notes area on the next page as you complete this section of the day. 

2. In groups of two or three, turn to each other and discuss ideas for what implementation 

and integration of Yammer would mean for your school or district. 

3. Consider questions like: 

 Collaboration: How will Yammer promote collaboration? 

 Decision Making: How will Yammer be used in your district/school? 

 Planning: Careful planning is essential when training. What will you take into 

consideration as you train on Yammer? 

4. What most excited you about Yammer? 
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Notes 
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Additional Notes Area 
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Want More? 
For more information on Microsoft in Education, please visit: www.microsoft.com/education. Here you 

will find education tools, resources, and communities for educators. Popular resources include: 

 Bing for schools ad free Search for schools. 

 Bing daily lesson plans. 

 Connect your school - Skype in the Classroom. 

 Tools for building lesson plans aligned to the CCSS with the Common Core 

Implementation Kit. 

 Get started with Office 365 for Education with OneDrive – free for schools. 

 Featured Tutorials and How-to guides for Office Products.  

 Office templates for education professionals. 

 Proven online educator development resources – Join the Microsoft in  

Education Network. 

 Get a link so you can download Yammer and continue the conversation(s) from 

anywhere using your smartphone: https://about.yammer.com/product/mobile/ios/. 

  

http://www.microsoft.com/education
http://www.bing.com/schools
http://www.pil-network.com/search/bing
https://education.skype.com/
http://www.pil-network.com/Resources/Tools/Details/c0cc62c3-e3c2-428b-93ac-0a67ded2617b
http://www.pil-network.com/Resources/Tools/Details/c0cc62c3-e3c2-428b-93ac-0a67ded2617b
http://www.microsoft.com/education/ww/products/Pages/office.aspx
http://office.microsoft.com/en-us/support/training-FX101782702.aspx
http://office.microsoft.com/en-us/templates/results.aspx?qu=school&av=all&queryid=6c915546%2Da990%2D4395%2Da0ea%2D405b988c7441&vtags=Teacher
http://www.microsoft.com/education/ww/partners-in-learning/Pages/index.aspx
http://www.microsoft.com/education/ww/partners-in-learning/Pages/index.aspx
https://about.yammer.com/product/mobile/ios/
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Appendix 
Before You Train 

In order to for you to deliver a quality training experience, we have a list of questions the district will 

want to review. The district will also need to ensure necessary set-up has been completed prior to the 

classroom implementation. 

Please review the items below. If you believe the district is not quite ready for this training to be 

offered, please send an email to, pilsup@microsoft.com as soon as possible. 

 

Thank you.  

Items to Consider for Office 365 District Startup 

1. Implementation timeline for Office 365 Services in the school/district: 

a) IT Department has their instance and has setup Office 365 services. 

b) Accounts are created. 

c) Email addresses/passwords have been issued to users. 

d) (If these items can be checked then on to Item 2.) 

2. Office 365 services to be used immediately or scheduled rollout and for which 

populations: 

 

Service Available When Population Training 

Priority 

Email 

 

(Immediately, 

Year 2, etc.) 

(Admin, Teachers, 

Students) 

 

Lync  

 

   

OneDrive for 

Business 

 

   

Team Sites 

 

   

Yammer 

 

   

 

mailto:pilsup@microsoft.com
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Districts will want to have a plan that spans beyond email deployment and OneDrive for Business. 

Please be sure to design or review your plan for all services available. It is important to plan which 

services are needed and how they work together. 

Important Before - Training Notes on Setup, Software and Accounts 

 Office 365: It is critical that the district/school has setup Office 365 accounts and given access  

to all users. 

 OneDrive for Business: A portion of the training is dedicated to using OneDrive for Business 

which is a file storage resource in Office 365. 

o The district/school should carefully pre-plan the best way to use this storage resource. 

o Also, the success of this training relies heavily on the district/school creating a process that 

is efficient and effective for their own unique purposes. 

 Outlook: This academy provides Outlook online training, but does not cover Outlook 2013 

desktop or Outlook for mobile devices.  

 Yammer: Although it is not a significant portion of the training, Yammer is included. It should be 

setup prior to the training. 

 Lync: This training also has a Lync component, which must be installed on all training devices. 

Note:  OneDrive vs Team sites requires a lot more planning for most and you will want to have 

stakeholders involved. Team sites are not covered in this training. For resources, visit 

http://fasttrack.office.com/  

 

http://fasttrack.office.com/

