] Office

Google Apps to Office 365 for business

Make the switch

Office 365 for business looks different from Google

Apps, so when you sign in, you'll get this view to
Quick Links Settings

Go straight to your email, calendar, Manage your Office 365 settings,
contacts, file storage, and websites. | change your password, and much more. |

] Office 365 Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks

get you started. After the first few weeks, you'll go
directly to your email when you sign in.

Get started with Office 365

@ L] [

Online online PC & Mac
Learn what you can do —

online with Office 365.

phone & tablet

Install software and connect it to Office
365 mobile device

Learn what you can do with Office 365 Set up Office 365 to work on your

PC & Mac ' '
Install the latest versions

Phone & tablet
Watch the video

of Office desktop apps for
additional functionality
and rich offline editing.

welcome

What's included in Office 3657

email

Learn how to use Outlook Web App or
Outlook, and import your e-mail and
contacts,

Welcome to Office 365

Learn more about Office 365

Work anywhere on
your phone and tablet.




What is Office 365 for business? How do | sign in to Office 365?

1. From your web browser, go to
Office 365 for business is similar to Google Apps for Business, so the transition will feel https://login.microsoftonline.com. G Office 365

fairly smooth for you.

2. Enteryour organizational account and

) password, and then choose Sign in. For Sign in with your organizational account
Office 365 lets you: example:
e Access email from any Internet-connected device. j doe@®contoso.com alicja.kowalska@adventureworks.com
e Store all of your files online, so you're no longer tied to a hard drive. sesescece
or .
e Sync documents to your computer for offline access. _ . [ keep me signed in
. . . . . ) j.doe@contoso.onmicrosoft.com
¢ Install Office desktop apps for richer functionality and productivity, even when you're

offline.

Can't access your account?

When you sign in to Office 365, you have quick access to the following services:

Get started with Office 365

Outlook People OneDrive for Business , :
Read and Connect with Store your business The first few times u
send email. colleagues. documents. you sign in, Office

L. l —| 365 provides links to Get started with Office 365

all the tools, training,

Outlook Calendar People Newsfeed OneDrive Sites s« [ENTGENGINEIERE SN o S 4

I—o T O—I and information you'll

need to get up and D

Calendar Newsfegd Sites running fast. After @ -

Schedule meetings and Follow sites Access o . .

. : . the initial period, online PC & Mac

appointments, either and people. team sites. ’ )

online or in person. you'llgo straight to Learn what you can do with Office 365 Install software and coni
your email when 365

signingiin.



https://login.microsoftonline.com/

Things you might be looking for in Office 365 for business

Use this table to help you navigate Office 365 for particular services.

Service In Google Apps for Business In Office 365 for business

Email Gmail N Outlook Outlook Calendar OneDrive

Calendar Calendar Calendar Outlook OneDrive

Online address book Contacts ot = People Outlook Calendar People OneDrive

Contacts £
Social Hangouts Q Newsfeed Outlook OneDrive
. . OneDrive . :

File storage Drive p : Outlook OneDrive
D or Business

Sites Sites E gnzgePoint Outlook Calendar People OneDrive
Sites —

Documents Docs E Word ma Word Online

Spreadsheets Sheets Excel HE Excel Online

Presentations Slides 1| PowerPoint ﬂa PowerPoint Online




Working with others

Share documents

Wherever your document, worksheet, or presentation is stored, it's easy to share it

with others—whether they're part of or outside of your organization. Whenyou

share, the people who need to review or edit get an email with a link to the

document. With just a quick click, you and your reviewers can open it from nearly
anywhere and on practically any device.
1. Select your 2.Choose
document. Share.
|
OneDrive @ adventureworks
DOCU ments 3.Enter your reviewer'’s
name or email address.
@new #7upload gsync « edit 4 manage
Al e Find a file 0
v D Mame Modified Sharing Modified By
Shared with Everyone Share 'adventureworks_sales status report_Alicja Kowalska' x
@ adventureworks_sales pr. & Open to anyone with a guest link
—r adventureworks_sales sta ;
I3 pazpls Enter names, email addresses, or 'Everyone’, | (@ Can edit —
Get a link
Shared with
Include a personal message with this invitation (Optional).
4.Choose

Share. b Require sign-in

SHOW OPTIONS

I . cancel E

FILE HOME INSERT DESIGN

Be X O L -
e DR e 5> &« o o | ) 2 other people are here Y
Undo Clipboard Delete Slides Font Paragraph -

1

F 3 PowerPoint Online | Aige Kowalska
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Office Online

Office Online s all about collaboration. You and your colleagues can do basic co-

edits in the same document, worksheet, and presentation at the same time. You

can see who is editing and what changes they have made.

No Save button?
Don't worry, Office
Online apps
automatically save
your changes
while you work.

Need more options?
Open the desktop app
to access all of the
features of PowerPoint,
Word, or Excel.

adventureworks sales presentation

TRANSITIONS ANIMATIONS VIEW Tell me what you want to do OPEN IN POWERPOINT

Alija Kowalska ?

532 other people are here

Share

Co-edit
simultaneously
with others in
Office Online.

13 new
accounts

3

2 new sales reps

3

27% increase in
total sales

W Click to add notes

HELPIMPROVEOFFICE = NoTes BB B &

Who's
editing?

See if others
are editing
the same
presentation.

Changes

See comments and
changes from all reviewers.



Syncing Office 365 with your device

Anytimeyou're on the go, get your Office 365 email, calendar, and contacts from your
Windows Phone, Android phone or tablet, iPad, or iPhone. And you can sync with,
view, and edit Word documents, Excel workbooks, and PowerPoint presentations right
on many smartphones and tablets.
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Set up Office 365 on your device

Your anytime, anywhere online experience begins when you add your Office 365
account to your device. Here's how to do it:

e For more about info on mobile devices, see Use Office 365 on mobile devices
(http://go.microsoft.com/fwlink/?Linkld=396709).

+ For your Windows Phone, see Set up Office 365 on your Windows Phone
(http://go.microsoft.com/fwlink/?Linkld=396654).

* For your iPhone or iPad, see Set up Office 365 on your iPhone or iPad
(http://go.microsoft.com/fwlink/?Linkld=396655).

* For your Android phone, see Set up Office 365 on your Android phone
(http://go.microsoft.com/fwlink/?Linkld=396656).

* For other devices, see Set up Office 365 for other devices
(http://go.microsoft.com/fwlink/?Linkld=272453).



http://office.microsoft.com/office-365-business/HA104113526.aspx
http://go.microsoft.com/fwlink/?LinkId=396709
http://office.microsoft.com/office-365-business/redir/AF104116267.aspx
http://go.microsoft.com/fwlink/?LinkId=396654
http://office.microsoft.com/office-365-business/redir/AF104116264.aspx
http://go.microsoft.com/fwlink/?LinkId=396655
http://office.microsoft.com/office-365-business/redir/AF104116265.aspx
http://go.microsoft.com/fwlink/?LinkId=396656
http://office.microsoft.com/office365-suite-help/HA102818686.aspx
http://go.microsoft.com/fwlink/?LinkId=272453

Working offline

Need to work somewhere without an Internet connection? You can sync documents
or entire folders to your computer before you go. When you're back online, your
changes will automatically sync.

Install Office 2013 desktop from Office 365

If Office 2013 is not already on your computer, install it from Office 365.

W dijaKowalska ~ @3 2

1. Choose PC & Mac.

2. Choose Install. : >

Install the latest version of Office

This will install the latest version of the following programs on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outiook, Lync, InfoPath.

P EPEBEPFEERE

Word Excel PowerPoint OneNote  Access Publisher Outlook Lync InfoPath

Language: Version:

[Engish (United States) 2 advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit (5).

Review system requi
Learn how to troubleshoot your Office installation

install

3. Choose Run, and then follow the rest of the installation instructions.

Do you went to run or save Setup X86.en-us 0365ProPlusRetail aed11c28-cbba-4a16-bd0f-....exe (935 KB) from c2rsetup.edog.officeapps ive.com? *

For more information, see Install Office on your PC or Mac with Office 365 for business
(http://go.microsoft.com/fwlink/?Linkld=272460). To get up and running quickly, see the
Office 2013 Quick Start Guides (http://go.microsoft.com/fwlink/?Linkld=272042).

How does Sync work?

The first time you sync your OneDrive for Business or a SharePoint site, you get an

associated folder called OneDrive for Business or SharePoint on your device. Your

documents will be automatically downloaded to this folder. You can now work offline
without losing your changes.

OneDrive @ adventureworks

Documents

o
®new ¥ upload

Al e [Findafie 2|
L D Name Madified Sharing Modified By
Shared with Everyone . b days ago - Alicja Kowalska
@ adventureworks_sales presentation % 2 minutes ago Alicja Kowalska
adventureworks_sales status report_alicja Kowalska .; About a minute ago 8% Alicja Kowalska
m: adventureworks sales status_July2007- = A few seconds ago Alicja Kowalska
June2008_Alicja Kowalska 3
adventurewarks team sales goals % - A few seconds ago Aligja Kowalska
-~
Marne

4757 Favorites
B Desktop
& Downloads
'LF__—.l Recent places
w SharePoint

| & OneDrive for Business

. Shared with Everyone

[~ -
adventureworks_sales presentation

adventureworks_sales status re;:ror‘c_;fklicja...I

adventureworks_sales_status_July2007-Ju...

T
adventureworks_team sales goals

Sync
Get the latest version of
your documents.

What you're syncing
Lists the documents in
your OneDrive for
Business library.

Your device

Shows the location
containing copies of
the documents you
synced from your
OneDrive for Business
library.


http://office.microsoft.com/office365-suite-help/HA102822111.aspx
http://go.microsoft.com/fwlink/?LinkId=272460
http://office.microsoft.com/support/HA103673669.aspx
http://go.microsoft.com/fwlink/?LinkId=272042

Outlook on the web

Access your email, calendar, and contacts using the Outlook Web App. From any

Connect with others, schedule meetings, and more

. . . . : When you get an email from someone, you can quickly add their contact
computer or device with an Internet connection, sign in to Office 365, and then youg y 9 y

information, start a chat or phone call, schedule a meeting, or send an email
choose Outlook.

right from their profile card.

Read and reply to email Availabili — Contacts
et y ' ﬁ“_lcj;f Kowalska Just one click to add
T ee e vallable S— ,
New email appears at the top of your Inbox. e — l_ T —
Outlook Calendar People MNewsfead OneDrive Sites ... [RNECISEEGIEECE S-S senders @‘ ® @ information.
INBOX CONVERSATIONS BY IMPORTANI ~ Responses Current
adventureworks sales promotion brainstorming A . B
all unread tome flagged Choose how to status. contact notes organizgtion groups
€REFLY  €EREPLYALL =3 FORWARD (e L Calendar
HIGH * Alicia K sk mark as read respond from Wlthln send email proﬂle
iga Kowalska . ) .
v Alicja Kowalska el ® P ﬂ Thu 4/3/2014 5:35 BM the Preview Pane. akowalska@contosa.com https://contoso.. Schedule a meetlng
4 adventureworks sales promotio  (2)  Thu4/3 with the sender.
business address
icja Kowals! u 1 - B
¥ Mlich Kbl frean xr To: M Qian Lian: sip:akowalska@contoso.com United States
* Alicja Kowalska Thu 4/3 «r ® This message was sent with High impertance. Preview Pane
NORMAL
Qian Lian Great plan. Looking forward to it also! o= See meSS.ages for .
i B quick review and Start a Lync instant message (IM)
jian Li . . . , . . .
o 0 e e response. If your communication just can't wait, use Lync for Office 365 to start a chat, audio, or

video IM, join an online meeting, or even share your document or screen with others.

Create and send a new email

N\ Alicja Kowalska
With just a few steps, your new message will be on its way. Chat IM Available
Audio IM
Reach a .' . Add to Contact
— e oact ® e For a more personal
e S T el e 2 contac
sisre || @sow | % osowo @ msmr sas s o ; ; contact notes organization groups touch, turn your IM
immediately 9 group .
©Folders , Al Kowalskg . . ) _ into a phone call.
ureworks salel  Tog [ Qian Lian; + I with an IM. send email profile
Ce akowalska@contoso.com https://contoso....
1 Choose NeW Subject: adventureworks sales figures for Q1 3 Choose
- business address
- cEm =Y A LDy Send.
By oA n sip:akowalska@contoso.com United States
Qian,
2‘ Com pose you r ‘Can you send me the numbers for our sales this quarter?
message. —ak

For more information about Lync instant messaging, see Send an IM
(http://go.microsoft.com/fwlink/?Linkld=302231).



http://go.microsoft.com/fwlink/?LinkId=302231
http://go.microsoft.com/fwlink/?LinkId=302231

Things you might be looking for in Outlook Web App

Use this table to find some of the more commonly used tools and commands with your email.

In Gmail

In Outlook Web App

Click | € ~|>

Settings >

Settings -

General Labels Inbox Accounts Filters Forwarding and POPAIMAP Chat Labs Offline Themes

Alicja Kowalska «

Refresh

1 1 Vacation ® Vacation responder off
Send autolmatlc replies General tab, ietesl e Choose £ > . —
When you re OUt Of the and Scr_o” dOWﬂ Z":;.Z"ﬁ:::;:ﬁw Firstday: (May 6, 2014 I Last day: (optional) Set automatlc replles > Set automatic FEFI|IES
. contset sends you sevaral Subject: .
office to Vacation e | | and then choose your options. Display settings
every 4 days) SansSerif - 4T- B 7 U A - o2 =-i= = =
Responder. Leam more T Manage apps
C||Ck O | s . - INBOX COMVERSATIONS BY DATE -
Change how you view Settinas S Conversation View: (®) Conversation view on Choose Sort By to Al unread tome flaggd  SORTEY
. wheth il= of th U = 5 .
and organize your Genergl tab et el e s on 2 grasees * Conversation view off change your view =
1 T . . (=
email Conversation View. right in your Inbox. VESTERDAY from
Mail ~ 3= a o (] - v Aligja Kowalska )(
b advanturswndes sales fionires for Q1 4/16/2014
. The Google Apps Team + m— Labelas: . . delete
Click to star | Choose flag right in your | )
an email Inbox (5) The Google Apps Team Trybu Updates |nbOX for fO”OW Up, | mark as unread wdget 47472014
Flag and label your or click Labels stree The Google AppsTeam w500 or right-click the email and e
ema|| Important Promotions g l mowve 3 ent LLC =
to add a label sentian The Google Apps Team ~ Comne choose Categorize to 3 o 1 47472014
to an email. Drats MoGoogbAmeToan  Cot]  cromg o label the email. | )
» Circles i 4/2/2014
More Google+ team Getting Manage labels create rule..
Mail ~ Settings -
options calendar reg
Click >
G | | Labels Inb A oo
Settings > abels  Inbox  Accou ChOPSe & account email signature
Create and add a Inbox (2 Options >
. : General ta b: Plaeltmm M adifinntinm e . organize email calibri
signature to your email Settings > |:__ _
and scroll down . == W A b
to Si t Mail. site mailboxes
o Signature. Signature:




OneDrive for Business

OneDrive for Business is your online file-storage location. Documents, workbooks, Open d document from Offlce 365

and presentations saved here are private until you share them with others. Plus, you Quickly open a document, workbook, or presentationin either Office Online or your
can open and edit them from anywhere you have an Internet connection. Word, Excel, or PowerPoint desktop app.
. . Deskto a ‘OneDrive @ adventureworks o I.
niine
Create a document from OneDrive for Business P app Documents ,
Select a document Click or tap
. . . . . dth h ®new Fupload g sync f manage € share .
You can create a document right from OneDrive for Business. The Office Online and then choose . — = the file name
suite of Word Online, Excel Online, and PowerPoint Online let you do basic tasks Edit to launch the . to launch
and automatically saves the document to your OneDrive. desktop app. = ST o omacniz & caigeewisa | Office Online.
adventureworks_sales presentation ... 5daysago 8 Alicja Kowalska
adventureworks_sales status report_Alicja Kowalska e March 26 a2 Alicja Kowalska
1 Ch 0 D o adventureworks_sales_status_July2007-June2008_Alica Kuwalska. =y o)
: 0osée nebrive adventureworks_team sales goals «s=  March 26 n Alicja Kowalska

for Business. |

I:I Office 365 Outlook  Calendar  People  Newsfeed  OneDrive  Sites De | ete a d OC u m e nt fro m O n e D rive fo r B u Si n eSS

MOWsE | FlEs  Uskary Deleting documents is just as simple.
i . X
£ search Onebrive @ a¢ | raate g new file | @
D OneDrive @ adventureworks
oCcur =
iy Damrmers Word document 1.Select th Documents
Followed Documents ) : 0= (EHIEE € C 2 Choose Manage.
new b jlage < share 7 i
° ) ot worook . ST rew Fupoad oo s it osare
e ol | —
ou want to ;
Iﬁ PowerPaint presentation | y v [ Name Edit Properties Modified Sharing Modified By
v [0 nar Modified sharfla Modified By -
Recent Documents d e | ete. Shared with Everyone View in Browsar ce March13 2 Aliga Kowalska
eeen she . e March13 28 Alicja Kowalska -

i @ adventureworks_sales presentation heck out .. Gdaysage B Aligja Kowalska
We couldn't find any recenty i OneNote notebook . e
used documents for yolL g ady .. Sdaysago &% Alicja Kowalska adventureworks_sales status report_Alicja Version History w Sdaysago 28 Alicja Kowalska
USE OFFICE ON DEMAND: ady % Excel survey . March26 &% Aliga Kowalska . sales status July2007-Jur Workfiome s Gdaysago B Alica Kowalska

adventureworks_team sales goals - 6daysago Alicja Kowalska
ady ... March26 2% Aligja Kowalska Downlosd a Copy
New folder Fallaw
Shared with
® 3.Choose Delete.
2. Choose New. 3. Choose your file type:

document, workbook,
or presentation.




Things you might be looking for in OneDrive for Business

Use this table to find some of the more commonly used tools and commands in OneDrive for Business.

Task In Google Drive In OneDrive for Business
Drive Onebrive @3¢ Create a new file .
o Docur -
Create a new H TITLE Word document
document, click Create "I Four B Gonglepect Choose New @new © s
: and select what and then what Bxcel workbook
presentatlon, OI" % Document GoogleSheets1 All e [
SpreadSheet yOU want to create. 1 GoogleSlides1 yOU want to create. v O e PowerPaint presentation
21 Presentation
. Spreadsh a @i OneNote notebook
=] Spreadsheet & ad
D i OneDrive @ adventureworks
rnve
Choose Upload Choose Upload Documents
Upload a file and then add and then add
your files. — your files. @® new gsync ¢ edit 4 manage < share
} My Drive Al .. [Findafile o]
|n5ta” Google Drive OneDrive @ adventureworks
to upload your Documents
2 . A N
documents. Bl.Jt e Fevertes - Choose Sync for selected files. ®new ¥ upload #edit fmanage & share
. you cannot edit B Desktop S GoogleDoct . Al oo [Findatile 2]
SynC your files and fil ith i & Downloads GoogleSheets1 Make Changes offline and your
. iles without an g - . . z
work offline 4 Recent places GoogleSlides1 files automatically update when Name

Internet connection
unlessyou are using
the Chrome web
browser.

#& OneDrive for Business
13> SharePoint

& Google Drive

you reconnect to the Internet.

4.7 Favorites
B Desktop
& Downloads
‘&l Recent places
@ SharePoint

I #& OneDrive for Business I

@ . Shared with Everyone
adventureworks_sales presentation
adventureworks_sales status report_Alija...
adventureworks_sales_status_luly2007-Ju...

I,
adventureworks_team sales goals




SharePoint sites help keep your team in touch and working together

Whether you want to follow other teams’ activities in your newsfeed, build a new

team intranetsite, collaborate on group projects, or simply store, share, and review

team documents, take advantage of the power and versatility of SharePoint sites.

Follow or share a favorite SharePoint site

Sites  Tasks x ?
On a site that interests

() SHARE Yy FOLLOW # EDIT O, Choose Follow
share it with others in __.

you, choose Share to

your group.

@ to add the site to

| Search this site

v D | your newsfeed.

View a followed site’s activities in your own newsfeed

Outlook Calendar People Newsfeed

Share with Everyone ~

Start a conversation

[ Alicja Kowalska
i This is a link to my blog
Afewsecondsago Like Reply -

Newsfeed Everyone Mentions -

Anahita Bahrami Cool Blog.
=l Afewsecondsago @1 Unlike -

i Add a reply

| Alicja Kowalska
| Welcome to my SharePoint blog

Aboutan hourago Unlike Reply -

If a favorite site has a newsfeed, you
can get important updates from the
site in your own newsfeed.

On the site, click Follow, and its news
and activities will be listed on your
Newsfeed page.

Create a new team site

You can begin to create a new

site with just a couple of taps or by >

clicks. If it's a professional blog I

you want, or a collaboration

site that helps your team work Choose New to
begin creating a

more in sync, you can build it

new site.
from scratch or choose from a

number of templates.

Create a document, workbook, or presentation

You can create a new document right from the document library on your team site .
Word, Excel, and PowerPoint Online apps handle all the basics, automatically saving your
work to the document library. And all reviewers can edit the same document at one time.

® 1. Choose Sites.

MNewsfeed ~ OneDrive  Sites ... ﬂ o3 ?

) SHARE ¥ FOLLOW & EDiT O,

B 2. Choose New.
Create a new file Xl+p
Word document |- @ 3. Choose Word document.
Excel workbook You can also create Excel
workbooks, PowerPoint

I
[@cumen PowerPoint presentation

F I
@i OneNote notebook

v DO na
s Pr
o New folder

presentations, and more.




Things you might be looking for in SharePoint sites

Below are a few of the common ways to work with Google Sites—alongside their corresponding actions in SharePoint sites.

Action

Be notified when a
page changes

In Google Sites

On any page, click Open
More Actions &, and then
click Subscribe to page

w

Open More Actiol

Page actions

changes.

Revision History

HISubscribe to page changes I

In SharePoint sites

—_—

On your site, choose the Page tab.

2. Choose Alert Me, and then choose
Set an alert on this page.

o

2

Edit  Check Out Edit Rename
- - Properties» Page

[EE Page Histary
Page Permissions

Delete Page
Edit Manage

&
E-mail
Link

P

N 3
a| At [Popularity
Me - | Trends

Sh

K
Incoming

Links.

Set an alert on this page =

E Manage My Alerts

Create a new page
on a site

1. On your Home page, click New page H.

2. Create your page,
and then click Create.

New page (c)

Sites

CREATE

Create a page in Site: Contoso team intranet

Cancel

1. On your site, choose Settings £ .
2. Choose Add a page.

3. Type a name for your new page,
and then choose Create.

4. On the Format Text tab, create

sl @

Shared with...

Edit page Add a page

New page name:

I Bpring offsite event I

Add an app

Finditat https//contoso.com/SitePages/Spring-offsite-event.aspx

the page, and then choose Save.

I FORMAT TEXT I INSERT T

o ) SHARE Yy FOLLOW E" SAVEI l
Segoe Ul Light - 2 1
E‘@ Copy
Paste + AL
€ Undo . B I U abex. X -

Change your site
theme, colors, and
fonts

1. On any page, click
Open More Actions £ >

Manage Site.

2. Click Themes, Colors, and Fonts.

3. Make your changes, and then

H

Site actions

Subscribe to site changes

Edit site layout

General
Permissions

click Save.

Themes, Colors,
and Fonts

1. On your site, choose Edit.
2. On the Format Text tab,

) SHARE ¥y Fouow |4 o] O

make your changes, and then

choose Save.

I FORMAT TEXT I INSERT

[
. |{J SHARE Yy FOLLOW E’ SAVEI |
Segoe Ul Light - 2 1
E‘@ Copy
Paste + AL
€ Undo . B I U abex. X -




Things you might be looking for in SharePoint sites (continued)

Action

In Google Sites

In SharePoint sites

Attach a file from On any page, N In any site library,
your Computer click Add file. = Add file = Add link #= Add from Drive choose Upload Documents
@ new
M?ke yoursite 1. On any page, click KN - 1. In Office 365, choose New.
rivate . _
P Open More Actions > RSl  Sito actions 2. Under Privacy, choose Private -

Manage Site.

2. Under Access settings, click
Collaborators only.

Subscribe to site changes

Edit site layout

Access settings
Users who can access site activity:

Anyone who can view this site E

Users who can access revision history:

Collaborators only %

Collaborators only

Anyone who can view this site

Only approved members can
see what's inside.

® new

Search everything

Privacy

|F'ub|ir: - Anyone can see what's inside

Public - Anyone can see what's inside

Cd o o S0

Recover a deleted
page

1. On any page, click

Open More /

Open More Actions >

Manage Site.
2. Click Deleted items.

Ha 5hi

Site actions

L

3. Select the page to be
recovered,

Subscribe to sity
Attachments
Edit site layout
Page templates
.
Apps Scripts
Deleted items

and then click

Name

Recover.
E Team fun page

1. Choose Settings £¥.

a6 ]

Choose Site contents. | chared with.

Choose Recycle Bin. Add an app

Site contents

H wonN

Select the page to be

recovered, and then

Delete permanently

Select: all | none

Path

fhome/standard-page

choose Restore Selection

. ‘ (\:/) SITE WORKFLOWS £ SETTINGS 5] RECYCLE BIN (14) ‘

4 Restore Selection|| X Delete Selection

[0 Type Name

M & Spring offsite eventaspx

Original Location

/SitePages




Word, Excel, and PowerPoint

Whether you start from your desktop or online with Office 365, you can create any

type of document (Word document, Excel workbook, and PowerPoint presentation)

and then store it in your OneDrive for Business or SharePoint document library.

Open a document from Office 365

Quickly open a document from OneDrive for Business or a SharePoint team site. This

example opens a workbook in Excel Online.

] Office 365

Outlook

Calendar

People

Newsfeed OneDrive

Sites.

BROWSE | FILES  LIBRARY

P searn

Excel Online

Choose the workbook
name to automatically S
open in Excel Online.

OneDrive @ adventureworks

Documents

@new 7 upload

v O neme

Shared ith Me
Site Folders Al

Shared with Everyone

cer
foryou. ) adventureworks_sales presentation

USE OFFICE ON DEMAND

ol

: team sales goals

5 adventureworks sales status report Alija Kowalska

gsync & edit #manage

@ share

Modiied  Sharing Modified By
w. March13 & Aliia Kowalska
o Sdaysago &t Alicja Kowalska
o March2s 8 Alicja Kowalska
< March26 8 Alicja Kowalska

Delete a document from Office 365

You can easily delete a document, in this case a presentation, withjust a couple steps.

OneDrive @ adventureworks

1. Select the Documents
presentation
®new #Fupload & sync < share
you want to i P
d e | ete v [ Neme Edit Properties Modified Sharing Modified By
Shared with Everyone View in Browser . March 13 E] Aligja Kowalska
I—. adventureworks_sales presentation Edit in Browser =+ 33 minutes ago a8 Aligja Kowalska
adventureworks_sales status report_Alicja s March 26 E Alicja Kowalska

Check Out

adventureworks_sales_status_July2007-Jul T
Version History

[

adventureworks_team sales goals
Workflows

Download a Copy
Follow

Shared with

.. March 26

- Yesterdayat4:41Pm B8

F-:3

Alicja Kowalska

Alicja Kowalska

2. Choose
Manage.

3. Choose
Delete.

[=le

Open recent documents from your desktop

When you open a document from your desktop app, in this case Word 2013,

you can choose from all of your storage locations: SharePoint sites, OneDrive

for Business, or your computer.
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Things you might be looking for in Word Online

Use this table to find some of the more commonly used tools and commands in Word Online.

In Google Docs In Word Online
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Things you might be looking for in Excel Online

Use this table to find some of the more common tools and commands in Excel Online.

In Google Sheets

In Excel Online
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Things you might be looking for in PowerPoint Online

Use this table to find some of the more common tools and commands in PowerPoint Online.

Add slides, apply a

In Google Slides

layout, change fonts,

GoogleSlides1 [ ]

In PowerPoint Online
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Need more info?

Check out the Office 365 learning center (http://go.microsoft.com/fwlink/?Linkld=392570)
for additional quick start guides and how-to videos.
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Search all of Office.com L

Office 365 for business learning center

Using Office 365 at work or school? Get started using the services and programs included with Office 365 for business.
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