Google Apps to Office 365 for business [Rafeiis

Make the switch

App launcher Settings
Office 365 for business looks different Go straight to your email, calendar, Change your password, choose your
from Google Apps, so when you sign in contacts, file storage, and websites. start page, and much more.
youoll get this view to lget you started.

You can choose your start page, so you #  Office 365
can go right to whatever you use most,
like Outlook to get your email.

PC & Mac

. Install the latest versions
et your ideas

= 4 mg ng E; ai m% m @ 0of Office desktop apps for
go free. Word Excel PowerPoint Outlook OneNote addltlonal funCtlona“ty

Language: English
Got a Mac? Sign in there to install the latest version of Office for Mac. Change language and riCh Ofﬂine edltlng
Or a smartphone or iPad? Set up mobile apps () ————— Troubleshoot installation

Install Office on your PC

Collaborate with Office Online Phone & tablet

Work anywhere on your
ke

phone and tablet.
Use apps ° Outlook Calendar
Select a tile to start an app.

OneDrive

PowerPoint

Word Online Excel Online Online OneNote Online




What is Office 365 for business?

Justas Google Apps is asuite of desktop apps, your Office 365 for business
subscription gives you a suite of powerful online servicedi including the latest version
of Office desktop apps. Office 365 lets you:

A Install Office desktop apps on as many as five computers.
A Create, view and edit documents from anywhere using Office Online.
AWork offli

A Use mobile Office apps on your Windows Phone, Android, iPad, or iPhone.

ne and your changes automatic

How do | access files in Office 3657

You can store your personal documents on OneDrive for Business, and access your
team sites at Sites. You can use Office 2013 desktop apps, Office Online, or Office 365
mobile apps to create and edit files.

- Office 2013* Office Online Office mobile apps

Useitif A Your Office 365 You need a quick You want the most editing
plan includesit. way to read and featuresavailable on your
A You want offline make simple edits.  device.
access.
Runson Laptop and desktop Your browser Specific devices
computers
How to Comes with some, but  Browse from Windows Phone
getit not all Office 365 OneDrive or Sites  iPad
plans (*Word 2011 for iPhone
Mac) Android phone and tablet

How do | sign in to Office 3657

] Office 365

Sign in with your work or school account

1. From your web browser, go to https://portal.office.com .

alicja kowalska@adventureworks.com

2. Enteryour work or school account and password, and then
choose Sign in. For example:
j.doe@contoso.com or j.doe@contoso.onmicrosoft.com

| Keep me signed in

Can't sccess your acoount?

ally sync when youdre back onli

Find your way around

From anywhere in Office 365, click theapp Iauncherﬁ for quick access to all
services, includingall the Office Online apps:

Calendar People Yammer
Schedule meetings Get contact Connect with
and appointments. information. co-workers.

Outlook OneDrive for Business
Read and == Store your business
send email. documents.

Sites

Access

team sites.

Office Online
Create and collaborate on
documents from your browser.



https://login.microsoftonline.com/
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=525632

Things you might be looking for in Office 365 for business

Usethis 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 m
Calendar Calendar Calendar
Online address book Contacts = People E
Contacts
Social Hangouts Q Yammer
Filestorage Drive & %?%Brsi;/neess
Sites Sites @ gnzgePoint
Documents Docs % Word ma Word Online
Spreadsheets Sheets Excel
Presentations Slides ] PowerPoint




Working with others

Share documents

stored,
or

Wherever your document, worksheet, or presentationi s
withothersi wh et her t heydre part
share, the people who need to review or edit get an email with a link to the

of 0

i tos
de

e
ut si

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
Documents 3Enter your 1re
name or email address.
@®new #7upload gsync « edit 4 manage | @ share
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.
SHOW OPTIONS
I °® | cancel |

Office Online

Office Online is all about collaboration. You and your colleagues cando basic
co-edits in the same document, worksheet, and presentation at the same time.
a s yyoucan see Whoisediting and what changes they have made.

of wyour

No Save button?
Dondt
Online apps
automatically save
your changes
while you work.

F 3 PowerPoint Online | Aige Kowalska
a FW e HFMEa IEERT
il
Be X 5T
New

Slide 41
Slides

DESIGN TRANSITIONS

Paste Delete

Undo Clipboard Delete Font

~

W Click to add notes
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organization.

worry,

Wh e

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

adventureworks sales presentation

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

you

Share

Co-edit
simultaneously
with others in
Office Online.

Alija Kowalska ?

532 other people are here

E 2 other people are here Y

Paragraph

13 new
accounts

3

2 new sales reps

3

27% increase in
total sales

HELP IMPROVE OFFICE

Wh o 0 s
editing?
See if others
are editing
the same
presentation.

=notes B B 5

Changes
See comments and

changes from all reviewers.



Syncing Office 365 with your device

Anytime youdre on the go, get your Office BESsethrpay'olurdé\?ibéndar, and contacts from you
Windows Phone, Android phone, Android tablet, iPad, or iPhone. Andyou can sync

with, create. view, and edit Word documents, Excel workbooks, and PowerPoint Your anytime, anywhere online experience begins when you addyour Office 365
presentations right on many phones and tablets. account to your devtice. Hereds how to do

A Set up a mobile device using Office 365 for business
(http://go.microsoft.com/fwlink/p/?Linkld=396709 )
A Set up Office 365 on your:

INBOX - QUTLOOK

all

Nate Sun

A Windows Phone (http://go.microsoft.com/fwlink/p/?Linkld=396654 )
A iPhone (http://go.microsoft.com/fwlink/p/?Linkld=396655 )

A iPad (http://go.microsoft.com/fwlink/p/?Linkld=524315 )

A Android phone (http://go.microsoft.com/fwlink/p/?Linkld=396656 )
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http://go.microsoft.com/fwlink/p/?LinkId=396709
http://go.microsoft.com/fwlink/p/?LinkId=396709
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396656
http://go.microsoft.com/fwlink/p/?LinkId=396656

Working offline

Need to work somewhere without an Internet connection? You can syncdocuments

or entire folderstoy ou r go.

computer before

changes will automatically sync.

Install Office 2013 desktop apps

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

y ou

1. Signin to Office 365, and then choose Install now .

Install apps on
your PC

Install Office on your PC
03 @2 @2 g« @

Install apps on
your device

Collaborate with Office Online

Use Office Online

Create and edit
O

documents from

your browser.

2. ChooseRun, and then follow the rest of the installation instructions.

D il 1 v e g e 2 s il e 1 20t o B e 510 i 1 g bing 8 s s

Fam e =

For more information, see Install Office using Office 365 for business
(http :// go.microsoft.com/fwlink/p/?Linkld=272460 ).

Wh e

n

How does Sync work?
Y e dirst BimeRd Syic yBuP dnbOtik for BUSNESs or a SharePoint siteyou get an

associated folder called OneDrive for Business or SharePoint oryour device. Your
documents will be automatically downloaded to this folder. You can now work offline
without losing your changes.

OneDrive @ adventureworks

Documents Syne
u .
f's Get the latest version of
@new ¥ upload your documents.
Al e [Findafie 2|
L D Name Madified Sharing Modified By
Shared with Everyone . b days ago - Alicja Kowalska -
. . . _ What youdr e
@ adventureworks_sales presentation % - 2 minutes ago Alicja Kowalska
adventureworks_sales status report_alicja Kowalska .; About a minute ago 8% Alicja Kowalska LlSts the dOCU ments In
m: adventureworks sales status_July2007- -« Afew seconds ago Alicja Kowalska your One Drive for
June2008_Alicja Kowalska 3 ) .
adventurewarks team sales goals % - Afew seconds ago Aligja Kowalska Business Ilbrary'

43¢ Favorites ame Your device
B Desktop . Shared with Everyone Shows the location
4 Downloads adventureworks_sales presentation

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

E Recent places
w SharePoint
| #& OneDrive for Business |

adventureworks_sales status re;:ror‘c_;fklicja...I
adventureworks_sales_status_July2007-Ju...

T
adventureworks_team sales goals



http://go.microsoft.com/fwlink/p/?LinkId=272460
http://go.microsoft.com/fwlink/p/?LinkId=272460

Outlook on the web

Access your email calendar, andcontacts using the Outlook Web App. From any
computer or device with an Internet connection, sign in to Office 365, and then from
the app Iauncherﬁ, choose Outlook .

Read and reply to email

New email appears at the top of your Inbox.

adventureworks sales promotion brainstorming 2 Responses
Choose how to

& ey & oy Al - 1ORWARD r.

X " Alicja Kowalska ——
I ~ Alicia Kowalska «! xr T 442014 55
|| < sdventureworks sabes promotic @) Ths /%

sl wvead tome flagged

« Alicja Kowslds e 473 I xXPr Yo: M Qian Lt
» Alicjs Kowslshas Tha 43 “r © This incinens wes f6nt with 1 inponmsca .
— Preview Pane
Oan Lian Great plan. Looking forward to it alsol See messages for
teit metiage 1o Alcjs <eom > P o- - -
Qun quick review and
bR G response.
Create and send a newemaill
With just a few steps, your new message will be on its way
&) Falders |.:"‘_':_"_°:f‘: ,.c;... gsoom b B -
- - 3. Choose
1. Choose New. Ll
B o ow i + 2 % A & | oy Send.
e,
2. Compose your PRSPRPRRPRS R NP —
message. -a

respond from within
the Preview Pane.

Connect with others, schedule meetings, and more

When you get an email from someone, select their name. Youcan quickly add
their contact information, start a chat or phone call, schedule a meeting, or
send an email right from their profile card.

Contacts
Just one click to add

Availability
See the

N Aliga Kowalska
—_—

sender6s ®- ©[Gl® [0 concr] information.
current
status. contact notes organiz;ion groups
) . Calendar
send email profile
akowalska@contoso.com https://contoso.... SChedUIe ameeting

with the sender.
business address

sip:akowalska@contoso.com United States

Start a Lync instant message (IM)

I f your communication just candt wait,
video IM, join an online meeting, or even share your document or screen with others.

N\ Alicja Kowalska
Available

chat IM Audio IM
Reach a . .

it ® ete certac For a more personal
contac
. . P touch, turn your IM
|mmed|ately contact notes organization groups it h I
with an IM. send email profile Into a phone cal.

akowalska@contoso.com https://contoso....

business address
sip:akowalska@contoso.com United States

For more information about Lync instant messaging, seeSend anIM
(http:// go.microsoft.com/fwlink/p/?Linkld=302231 ).

Available — -
I the sender 0s

u
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Things you might be looking for in Outlook Web App

Usethistable to find some of the more commonly used tools and commands with your email.

In Gmaill

In Outlook Web App

Settings -

Alicja Kowalska «

Choose| £ ~| >
. . Settln IS > General Labels Inbox Accounts Filters Forwarding and POPAIMAP Chat Labs Offline Themes
Send automatic replies g Vacation _ © Vacation responder off Choose £ > Refresh
~ Genel‘al ta responder: © Vacation responder on . . - -
when youdre R St Firstday: [May6, 2014 | ClLastday: (optional Set automatic replies > Set automatic replies
office and scro own e st Stbiect: | | and then choose your options ; "
to Vacation e snenoe  Message: y p : Display settings
Responder T e TR R e A E R s EE S M
. « Plain Text anage apps
. Choose O > . ) . j . INBOX COMVERSATIONS BY DATE -
Change how you view Settings > Conversation View: (®) Conversation view on ChooseSort By to Al unread tome flagge  SORTEY
. wheth il= of th U = 5 .
and organize your d e hsierSmals ol sams ogie e gropes * Conversation view off change your view %
. General tab togetner) . -  date
email S right in your Inbox.
Conversation View . YESTERDAY from
Mail ~ = - ] 0 L} - v Alicja Kowalska x[?]
b ardwanturswnris calas fimoras for 01 A716/2014
. 7 The Google Apps Team [ Labelas: i i
Clickto star | Chooseflag right in your deiste .
H Inbox {5 The Google Apps Team Try bu T mark as unread I
El d label an email “ ole App W~ Updates Inbox for follow up, | udget ara2014
ag and label your . ) ) ) . f
emgil y or click Labels i:,"n:m The Google Apps Team i 59571 or right -click the email and | ™ Lot Lic =
P ti . move b )
to add a label Sent Mail The Google Apps Team Conne F:::Ir::ns choose Categonze to b anore g 4/4/2014
to an emall' Drafis The Google Apps Team Create Create new Iabel the emall. i -_categorize 4 =)
| 475272014
3 (::::ai Google+ team Getting Manage labels create rule..
Mail - Settings options calendar reg
Choose >
Settings > obels. nbox Aceey Chooseﬁ Z account email signature
Create and add a Inbox (2] Options >
H i General tab1 Pt Mdifimn i e . organize email Calibri
signature to your email Settings > s .
and scroll down : o = =% A &
to Signature Mall . site mailboxes
. Signature:




OneDrive for Business

OneDrive for Business is youronline file-storage location. Documents, workbooks, Open a document from Office 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 anywhereyou have an Internet connection. Word, Excel, orPowerPoint desktop app.
Create adocument from Office 365 Deskiop app Documents Online
Select a document Click or tap
You can create a document right from OneDrive for Business. The Office Online and then choose e ’ma”age @ share the file name
suite of Word Online, Excel Online, and PowerPoint Online let you do basic tasks Edit to launch the B to launch
and automatically saves the document to your OneDrive. desktop app. - = - w8 s | Office Online.
S RS
1. Choose the app Iauncherﬁ. :lv::t:::::j::i?::::fmu"ezowlmjaKmm. i = A.ic;ama.ska

Delete a document from OneDrive for Business

2. Choose OneDrive . Deletingdocuments is just as simple.
OneDrive @ adventureworks
L SHlRER D Pocuments ® 2.Choose Manage
3. Choose New. document @new 7Fupload @sync # edit O share
you want to )
ore Edit Properties it ating Modied
Onebrive @ ¢ Create a new file * o ) e e
delete Shared with Everyone View in Browser e March13 28 Alija Kowalska
DOC u [ 2 ¥ adventureworks_sales presentation check out .. 6daysago Alicja Kowalska
Word document  @ee—_—— 4 ChooseWord document . I sdvenneworks sales st report Al o sdaysago Alica Kowalska
=0 ersion History
p . ;_sales status_July2007-Jur .- 6daysago Alija Kowalska
ne I
® Excel workbook adventureworks_team sales goals Workflows v 6daysage aliga Kowalska
Al e [ Download a Copy
v O war PowerPoint presentation Follow
Shared with
Shi "
@ o B Onetiote ot EE 3.Choose Delete.




Things you might be looking for irDneDrive for Business

Usethistable 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 .
My Drive
e D OC U r | Woaord document
((j:reate a ?ew ChooseCreate S . ChooseNew
ocumen , | older GoogleDoc1 @new N
: and select what [ GoogleShestst and then what Preelmorkbook
presentation, or By oocumen osgleshee ar e
Spreadsheet yOU want to create. | M presentation GoogleSlides1 yOU want to create. v O N PowerPoint presentation
1 : OneNote notebook
Spreadsheet @ ady g
D i OneDrive @ adventureworks
rnve
ChooseUpload ChooseUpload 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]
Install Google Drive Bemvemdve"'"mw‘j[m
to upload your ocuments
A . *  Name _ )
documents. BUtN e Fevortes Choose Sync for selected files. @new 7 upload #edit fmanage G share
you canot B Desktop & Googleoct . Al e [Findafile o|
Sync your files and ] ) % Downloads GoogleSheets] Make changes offline and your
. files without an %] Recent places GooaleSlides] . . S
work offline ) = _ _ 9 files automatically update when a9 Favort Name
Internet connection #& OneDrive for Business W Favorites
. % SharePoint you reconnect to the Internet. B Desktop @ Shared with Everyone
un|eSS yOU are US|ng 4 Downloads adventureworks_sales presentation
the Chrome Web J ‘l:_:_l Recent r..llaces adventureworks_sales status report_Alija...
@ SharePoint adventureworks_sales_status_luly2007-Ju...
browser, #& OneDrive for Business I adventureworks_team sales goals




SharePoint sites help keep your team in touch and working together

Whet her you want to f ol | owewsteddduildaneva m
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

On a site that interests you, choose

- —= Share to share it with others in your
BROWSE PAGE €J SHARE ﬂg FOUOwW # EDT O,
o group.

Home # EDITLINKS Search this site - P
Accounting

Office 365 Sites

Choose Follow to get notifications
when anything changes on the site.

Find the sites youore f

Use the Sites page to see the sites
youdre foll owing.

s 0

o |

acti vi

|
1. Choose the
app launcher,
and then
choose Sites.

ties in your .
Create a new team site
You can begin to create a new
site with just a couple of taps or
clicks. I f 1tds a
you want, or a collaboration
site that helps your team work
more in sync, you can build it
from scratch or choose from a

2. ChooseNew to begin

number of templates. creating a new site.

Create adocument, workbook, or presentation

You can create a new document right from the document library on your team site .
O Wold, HXcdl) and PowerPoint Online apps handle althe basics,automatically saving your
work to the document library. And all reviewers can edit the same document at one time.
o
[5] h mose cannot curenty be dspared 1. Choose the app lau ncherE, and
then choose Sites.

l 2. Choose New.

3. Choose Word document .
You can also create Excel
workbooks, PowerPoint
presentations, and more.




Things you might be looking for irSharePoint sites

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

Action

Be notified when a
page changes

In Google Sites

On any page, clickOpen
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

1. Onyour site, choose the Page tab.

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

2 s

Edit  Check Out

Edit

BROWSE

’i_l [l Page History _ 1 on

= ./J Page Permissions u >E Q
Edit  Rename E-mail 2| Alert [Populerity  Incoming

Properties» Page Delete Page Link Me ~ Trends Links.

Manage St ns

Set an alert on this page

E Manage My Alerts

Create a new page
on a site

1. On your Home page, choose New page M.

2. Create your page,
and then choose
Create.

New page (c)

Q-

Sites

CREATE Cancel

Create a page in Site: Contoso team intranet

1. On your site, chooseSettings .
2. ChooseAdd a page .

3. Type a name for your new page,

Office 265 sattings

Accounting "™

and then choose Create.

4. Onthe Format Text tab, create
the page, and then choose Save.

Add a page
New page name

Bpriesy g g

Edint pags

hod a pags

Agd an app

S

(=T ]

B ooy

5L

Segoe A Light = 213w -

‘Q SHARE Y.g FOLLOW E’ SAVEI ‘
| |

Change your site
theme, colors, and
fonts

1. On any page,choose
Open More Actions &>
Manage Site .

Site actions

Click Themes, Colors, and Fonts .

3. Make your changes, and then
choose Save.

Subscribe to site changes

Edit site layout

General
Permissions

Themes, Colors,
and Fonts

1. Onyour site, chooseEdit.

2. Onthe Format Text tab,

Office

BROWSE PAGE

365 Sites

G sere vy rouow [ o] B

make your changes, and then
choose Save.

I FORMAT TEXT I INSERT

Cut
E@ Copy

Paste

€5 Undo .

Segoe Ul Light =  23em ~

B I U akx x, x° -A-

€ SHARE Yy FOLLOW E’ SAVEI ‘
| |




Things you might be looking for irBharePoint sitescontinued

Action

In Google Sites

In SharePoint sites

Attach a file from
your computer

On any page,
click Add file .

= Add file

+ Add link #2 Add from Drive

In any site library,

Documents
choose Upload .

@ e

Make your site
private

1. On any page, click
Open More Actions >
Manage Site.

2. Under Access settings, click
Collaboratorsonly .

Open More Action|

Ha Shi

Site actions

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

1. New sites are not visible to anyone by

default.

2. SelectShare to share with specific

people, or go to Settings > Site settings
> Site permissions , and add people to
the three SharePoint groups that are

automatically created for the site.

Office 365

Office 365

Sites

BROWSE [ PERMISSIONS

[ ] [ ] £ ]

as afp

Grant  Create  EditUser Remove User _ Check
emissions  Permissions Group  Permissions Permissions  Permissions

Inheritance Grant Modify Check Manage

&7 permission Levels

[ Access Request Settings

Home @ Name
Notebaok Of O Accounting Members
Documents

O] O Accounting Owners
Site Contents
Recycle Bin @f O Accounting Visitors

Type
SharePoint
Group
SharePoint
Group
SharePoint
Group

Permission Leveis

Edit

Full Control

Read

Recover a deleted
page

1. On any page, click
Open More Actions >

Site actions

Manage Site.
2. ClickDeleteditems .

3. Select the page to be
recovered,

Subscribe to sitr—=
Attachments

Edit site layout

Page templates

Apps Scripts

Deleted items

and then click

Name
Recover.

Delete permanently

E Team fun page

Select: all | none

Path

fhome/standard-page

Choose Settings £X.
Choose Site contents .

ChooseRecycle Bin.

Home

Notebook

P 0N

Select the page to be
recovered, and then
choose Restore Selection .

Documents

Office 365 Sites
frowe e € Office 365 settings
Home # epirup  Sites seftings
> + Shared with..
Accountir
Edit page

Site Contents

Get started with y Add a page

Add an app

Site contents

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

4~ Restore Selection|| X Delete Selaction
[0 Type Name

M & Spring offsite event.aspx

Criginal

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, Excelworkbook, and PowerPoint presentation) When you open a document from your desktop app, in this case Word 2013
and then store it in your OneDrive for Business or SharePointdocument library. you can choose from all of your storage locations: SharePoint sites, OneDrive

Open recent documents from your desktop

for Business, or your computer.

Open a document from Office 365

SharePoint
Quickly open a document from OneDrive for Businessor a SharePointteam site. This Open your Frear B ETE
example opens a workbook in Excel Online. OneDrive for Business document from Get quick access to
Use this location to get a SharePoint documents in their

Excel Online — R to your online storage . team site. default locations.

Choose the workbook Documents

name to automatically et e e e B st s ot Word 2

o n e Alicja Kowalska -
open in Excel Online. e - = [ L
— N e Open
W el e el e hile e B Fr na’
° .: ,:...,,;,.,.‘_;w:,_ — : M;m @ Recent Documents Recent Documents @

adventureworks_sales status_July2007-June2008_Alicja Kowalska.doc
https://contosoB63-my.spoppe.com » personal » akowalska_contosoB65_ccsctp_net » Do...

mb adventureworks Team Site (@ "% adventureworks website ideas_alicja.docx
Desktop

Delete a document from Office 365
é Team morale event stories_alicja_140202.docx

& Aligja Kowalska's OneDrive . Desktop

You can easily delete a document, in this case a presentation, with just a couple steps.
E adventureworks offsite proposals_AK.docx
OneDrive @ adventureworks [ ] & OneDrive @ adventurewarks Documents
. = My personal goals_Alicja Kowalska.docx
1. Select the Documents )
resentation [ Computer N _—
p @new Fupload 2 sync o share EJ_ giv:::ureworks_team objectives.docx
you want to N . - 2. Choose
delete 0w Edit Properties Modified Sharing Maodified By M
. v e ocifie aring Madi anaae. .
Shared with Everyone View in Browser e March13 ) Alig Kowalska 9 OneDrive.com
I—. %] adventureworks.sales presentation Edit in Browser w33 minutes ago 3 Alicja Kowalska Slgn in with a Microsoft
adventureworks_sales status report_Alicja check out ws March 26 E Alicja Kowalska
acventureworks sales status Jy2007-0 % e Vesterdayat441PM B Alicja Kowalska account to access
ersion History
adventureworks_team sales goals == March 26 E-3 Alicja Kowalska 3 . Choose personal dOCU ments
Workfiows

Delete.

Download a Copy

Follow

Shared with

[=le




Things you might be looking for in Wordnline

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

Task

Change line
spacing, apply
formatting and
styles to text

In Google Docs

In Word Online

ua Word Onling | adven ite Status report - Alicja
FILE HOME | INSERT  PAGELAYOUT ~ REVIEW  VIEW  Tell me what you want to do U OPENINWORD
ol
| Calibri (Body) 11 - K A e = = AaBbCc  AaBbCc  AzBhCc  AaBbCc

ChooseHome. s

Undo

Paste

Clipboard

B I U ax x x - A-

=« by W Normal NoSpacing  Heading1  Heading2

Font Parsgraph Styles

Alicja Kowalska

AaBhCc # Find
Heading3 || 35 Replace

Editing

Insert tables,
pictures,
hyperlinks, headers
and footers, or
page numbers

Chooselnsert
and then what
you want to
insert.

Chooselnsert
FILE HOME
and then what
= BB
you want to r
: Page Table
insert. Break | -
Pages Tables

ma \-’\f(j ['d E:)nline | adventureworks Team Site Status report - Aliga

INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do

Fl:l @; \J D ABl ﬁ'}lnsertEndnote
= e o

Picture  Clip Link Comment Header&  Page Insert
Art Footer Mumbers~ Footnote
Pictures Links Comments Header & Footer Footnotes

OPEN IN WORD

Set margins,
change page
orientation, or
change spacing

ChooseFile >
Page setup,
make changes
in the popup
window.

ChoosePage Layout
to change the page
setup or paragraph
spacing.

ma ‘l,-'\f(j ['d L':][']Hne | adventureworks Team Site

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Te

@ @ IE I_n_dent Spacing

Sl 0 5 12 pefores 0pt
Margins Orientation  Size = Left J—: Before: F
v v - EE Right 0" T MZ Aften Bpt C
Page Setup Paragraph

Check spellingand
review comments

ChooseReview
to check spelling
and see comments.

ma \,-'VO ['d l':_\.['ﬂine | adventureworks Team Site

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW
v 2 0%
Spelling New Previous Mext Show
- Comment Comments
Spelling Comments

Share with others

Choose Share.




