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What is Microsoft 365 (formerly Office 365)

® Microsoft 365 is a cloud offering from Microsoft. Cloud in this context is defined as software
and hardware that are owned and maintained by Microsoft in a Microsoft facility and users
access to them is through the internet. Microsoft 365 is a SAAS cloud offering. SAAS (Software
As A Service)

® As a charitable organization, A.B.A.T.E. of PA’s subscription to Microsoft 365 is free. It’s not
uncommon for corporations to spend hundreds of thousands of dollars for Microsoft 365
annually.

® Microsoft 365 gives A.B.A.T.E. of PA officers and volunteers the ability to communicate,
create, and collaborate quickly, easily and cost free.
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Communication

‘:’ Email with Outlook

» Outlook is the application used for email.

» Outlook can be accessed by logging into
https://www.office.com/ or by configuring your
email client on your PC, tablet or smart phone.

> Email can be used to simply send a message to

someone or to a group of people. Documents and

images can also be sent via email.
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https://www.office.com/

Communication

A.B.A.T.E. of PA - 2022 Legislative and Leadership Seminar

\/ .
** Instant message and meet with Teams

> With Teams you can quickly send a message to a
person or all members of a team, committee or
group.

Remote online meetings are easy to host and
join. Online meetings can be voice only or voice
and video. During an online meeting you can
share your desktop (screen) to the others in the
meeting.
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Create

N/ . .
** Create letters, meeting agendas, event flyers and reports with Word

» Word allows you to create and edit simple documents such as a letter to a
friend or a complex training manual or if you’re so inclined, authoring a novel.
This document that we are reading now was created and edited (several times)
with Word.

A document can be created from scratch or by starting with a template. A

template is a document that contains similar information that is used over and

over again. An example of a template is the monthly Secretary’s report. The

template would already have a format, headings, list of the officers and an
outline of a meeting. This saves the chapter secretary time and effort to
complete his/her monthly report.

A Word document can contain information from other applications such as a

spreadsheet from Excel or an image from your phone or the internet.
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Create
7
** Create spreadsheets, charts and treasurer reports with Excel

> Excel allows you to create and edit simple documents such as a list of persons
and their contact information, a quick and easy profit/loss statement or a
complex document that can calculate budgets or help predict future trends.
> An Excel file can be created from scratch or by starting with a template. A
template is a document that contains similar information that is used over and
over again. An example of a template is the monthly treasurer’s report. The
template would already have a format, headings and calculations. The treasurer
would only need to enter the amount under each expense or income header
and the spreadsheet would do the calculation and totals. This saves the
treasurer time and effort to complete his/her monthly report.
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Create

s c . .
%* Create presentations with PowerPoint

> While you can create informative documents with Word and Excel,
sometimes that information needs to be presented in a setting such
as this seminar today or online to remote audiences. PowerPoint
allows you to create that presentation quickly and easily.

> We’re viewing a PowerPoint presentation now!
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Collaborate

\/
** Let’s work together

» Microsoft 365 allows any logical grouping of users to work together,
share files and communicate. This is accomplished with an array of
tools that we are going to review in the next few slides.

N "’i
% y
D e

_—_—

Outlook Teams SharePoint OneDrive Planner
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Collaborate

7/
*¢* Who needs to collaborate? Here are some examples:

> The state secretary needs to share a new Meeting Minutes template with
all chapter and district secretaries.

> Treasurer reports from all chapters and districts can be saved in a location
where the state treasurer can easily access and review them.

» The 2022 Hazen Committee needs to create and amend documents, keep
track of planning progress, list tasks to be performed and assign folks to
the various tasks. They also need to meet on a regular basis.

» An A.B.ATE. state wide event calendar has been created and each chapter
needs to be able to update it with their chapter’s events
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Collaborate

+%* Store and share files with SharePoint

> Once you have completed your reports, newsletters or event flyers, you
need a place to store them. SharePoint provides a secure place to keep
those files.

> SharePoint is organized into Sites. A Site is created based on a logical
grouping of users. That group of users is called a Team. An A.B.A.T.E. of PA
chapter can have a Team Site or there can be a Team Site for all secretaries
across the state. A committee can have a Team Site.

> A person can belong to multiple Teams and access multiple Team Sites in
SharePoint.

> Files in SharePoint are secure. A deleted file can be recovered and a file that
has been changed several times can be restored back to a previous version.
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Collaborate

<& . a q
** Store, save and access files with OneDrive

> OneDrive is the behind the curtain backend for SharePoint

» Each user has their own OneDrive. Nobody else can see their OneDrive, but
they can choose to share files or folders in their OneDrive with other users.

» OneDrive can be configured to sync files stored on your local computer with
OneDrive in Microsoft 365. This allows the user to work with OneDrive files
while not connected to the internet. Once connected back to the internet
the changed or new files will sync back up to OneDrive.

> Links to files and folders in SharePoint can be added to OneDrive to allow
offline access to SharePoint files.
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Collaborate

o o i .
** Organizing a project or event with Planner

> Planner helps you do exactly what it’s name suggests. If you are
the head of a committee charged with planning an event you can
create a Plan in which you list all tasks that need completed and
assign folks to each task.

» You can grant Team members permission to update their progress.
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Collaborate

<&
%°* Outlook and Teams

» With Outlook you can attach a file or share a link to a file in
SharePoint or One Drive and email it to internal or external users.

» With Teams you can share a file during an online meeting or access
any documents stored in your SharePoint and One Drive
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DEDICATED TO FREEDOM OF CHOICE

A.B.ATE. OF PA
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What Next?

*** Add your name to the list on the front table.
Provide all information requested. This info is used
to create your Microsoft 365 account and add you to
the appropriate teams.

oI you’re not requesting an account at this time but
want to learn more, provide your name and email
address so that we can send you a list of links to free
training and tutorials.
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Thank you'!

Next we'll begin the online demonstrations and
interactive training. If you have brought your laptop
iPad or tablet, connect to the WIFl and go to

https://www.office.com/
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https://www.office.com/

Let's see 1t In action
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Login at office.com

¢ .
** Your real account username will be
“firstname.lasthame@abatepa.org”

*$* When you first login, you will be forced to change

your password. Make sure your password has lower
case, upper case and at least one number.
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Login at office.com

B8 Microsoft
Sign in

chaos.mark@abatepa.org

MNo account? Create one!

Can‘t access your account?

Q\“ Sign-in options
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| ogin at office.com

5

& chaos.mark@abatepa.org

Enter password

By signing into A.B.A.T.E. of PA you agree to the
following terms. All files, images and emails created,
shared, stored or trasmitted using this account are
the property of A.B.AT.E. of PA. Any use violating the
ABATE. of PA Corporate Operating Procedures
(COPs) will result in a review based in the COPs. You
are a representive of A.BAT.E. of PA and agree to to
act accordingly.
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Login at office.com

.

chaos.mark@abatepa.org

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Pl o —
LOoNTirm password
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Login at office.com

B8 Microsoft X

Get more done together with
Microsoft 365 tools
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Home page

1w} u Microsoft Office Home * —|— —
< (@] 51 https://www.office.com/7auth=2 2 B o @ 0O 1=
i Office L Search 3 b
Good afternoon Install Office
All My recent Shared Favorites Type to filter list
v | - ! Install software
D Name Modified Shared by Activity Get the familiar desktop apps on your PC
" and Mac.
L o
— | ‘ y
1
Lo}
No content activity
Iu Share and collaborate with others. Create a new document or upload and open one to
get started.
Q T Upload and open... “
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< C- 5 https://www.office.com/?auth=2

Office

Good afternoon
All Myrecent Shared  Favorites

D MName

Home page

Share

® 8 0V & € B B ®© I

&
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< G 5] hit ps:/foutlock.office.com/mail/

Mew message

f Drafts

Focused Other Filter

Add favorite ——

~  Folders

£ Inbox

f Drafts

B Sent ltems

Email - Outlook

]ﬁ[ Deleted ltems

= Archive

&) Junk Email \\ //

L] Notes
New folder All done for the day
Enjoy your empty inbox
~  Groups
A.B.AT.E.of PA - 2022 | B3 Chaos County 1 .

B3 Al Chapter Co... 2



Calendar - Outlook

im} | u Microsoft Office Home * | ﬁ General (All Chapter Coordinato: X | " Microsoft To Do b4 B Calendar - Chaos Mark - Qutlon X ﬁ Chaos County - Documents - Al X | —|—

< w/workweek B s bt T=

(5] Today & —»  December 20-24, 2021 -

G @l https://outlook.office.com/calendar/v

1 Teams call

Work week

e 347 [+
December 2021 | Dec 21 Tue 22 Wed 23 Thu
2 PM I L&L Discussion Microsoft Teams Meeting Mark "Zeke" Barr
3PM
4PM
5PM
Add calendar
My calendars &6PM
Calendar
7 PM
United States holidays
Birthdays a8PM
Groups
9 PM
Chaos County
All Chapter Coordinat... 10 PM
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SharePoint

im} | u Microsoft Office Home x Q SharePoint x E Mail - Chaos Mark - Outlook x | +

<~ & 5  https://abatepa.sharepoint.com/_layouts/15/sharepoint.aspx? 18 (] ]

SharePoint 22 Search in SharePoint

—+ Createsite -+ Create news post

Following News from sites

@ & &

Chaos County *

D Westmorland County w
Recent
T West land County
Westmoreland County * News from sites Femorsang Founty
Here you'll see news from sites you Westmoreland Daily
A follow or wvisit frequently and other news
Abate ExecBoard 3 - ted by the Microsoft Graph.

‘ Mark “Zeke" Barr
2172021

Chaos County *
ABATE M365 Admins W
Communication site 3

Seeall .
Frequent sites

Westmoreland County Chaos County All Secretaries Communication site
Group Group Group
You modified Dec2021 You viewed Home on 2 August 2021 Chapter 24 is
Westmore...nda template on 10/25/2021 - popular There's no recent activity on this site.
12/18/2021 )
& September 2021 Chapter 24 is

You viewed 2021 popular




SharePoint — no site access

You need permission to access this site.

'd like access, please.

Request Access
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SharePoint — your assigned site(s)

1w | ﬂ Microsaft Office Home 4 ﬂ Chaos County - Home 4 E Mail - Chaos Mark - Cutlock » | =

< — 3 (5] https://abatepa.sharepoint.com/sites/ChaosCounty/SitePages/Home.aspx

SharePoint A2 Search this site

+ Mew ~~ £33 Page details Analytics
Conversations
News
Documents
-+ Add
Motebook KEEP }"
Pages your te
From the
author a i

Site contents

Recycle bin m

Edit

Activity
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I | u Microsaft Office Home ® a Chaos County - Chaos Count Do X E Mail - Chaos Mark - Outlook x —+

<~ G B https://abatepa.sharepoint.com/sites/ChaosCounty/Shared%:20Documents/Forms/Allltems.aspx?id=%2F

SharePoint

L Search this library

Chaos County #

Home T Upload ~ B Editingridview & Share @ Copy

Conversations T Folder

D @Y Word document unt Documents
Documents

B Excel workbook
Shared with us Modified ~

@] PowerPoint presentation

Motebook i OneNote notebook
Pages B Forms for Excel
@ Link

Site contents

£’ Edit New menu
Recycle bin
Add template

Edit
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Teams — overview

i} | ﬂ Microsoft Office Home x | E Mail - Chaos Mark - Outlock x ﬁ Party Planning (Chaos County) | X | EJ» Chaos County - Documents - Al X | 4

< G &) https://teams.microsoft.com/_#/conversations/Party%20Planning?threadld=19:a0906b8b7d91408abaadc 10425788313 @thread.tacv28ictx=channel

Microsoft Teams Q, search

_;_c%w Teams = Party Planning Posts Files Wiki +

[a]
[al

Your teams

Chaos County

General % Hide

Party Planning
) ) @ Manage team
All Chapter Coordinators and Assista... —
{7 Add channel
Get link to team \ .
Manage tags

Let's get the conversation started

Try @mentioning people you want to collaborate with, or add some tabs to customize your space.

s BE +

Polly Freeha... Kahoot! Add tab

Apps .

Stay in the know. Turn on
0 T desktop notifications.
oS

Help
% New conversation

i 8& Join or create a team 3

Dismiss
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Teams —Accept a meeting invite

i | ﬂ Microsoft Office Home ® E Mail - Chaos Mark - Outlook * ﬁ General (Chaos County) | Micros: % | b Chacs County - Documents - A
<« G 5 hit ps://outlook.office.com/mail/
| = New message £ Mark all as read
i ) Fil
~ Favarites (») Focused Other ilter
Tue, Dec 21
Oo
= 2 Inbox 2 % Mark “Zeke" Barr =i
L&L Discussion 1:56 PM [ )
74 B Sent ltems Mo preview is available. EASUIN” L&L Discussion Microsoft Teams Meeting Mark *
= Tue 12/21/2021 2:00 -
v & Drafts Mo conflicts 2 M
Add favaorite
RS Q Mark "Zeke" Barr
« Folders test email . . 1:55 i‘-.i 4 PM
Here it is Ride Fres — Ride Safe, Mark “Z..
£} Inbox 2
& Drafts [T RSVP to this event Email organizer 0
B Sent ltems Add a message to Mark "Zeke" Barr (optional)

]ﬁ[ Deleted ltems
& Junk Email

= Archive

I
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Teams —Join a meeting

1 Reminder(s) - X

E L&L Discussion
2:00 PM Tuesday, December 21, 2021
Microsoft Teams Meeting

SN L AATVRrY ST S i s

X B Calendar - Chaos Mark - Outloc. X * General (Chaos County) | Micros: X | ﬂ Chaos County - Documents - Al X | + - o X

:/foutlook.office.com/calendar/item/AQMKAGYwYzNmMYzMS5LTIZNWUtNGRmZgAtY TFkNyOyMzE 1YWYSYzgyZDeARgAAAAGTK% 2 Fa8 TIBFtFD%2FI696XGS... Y {6 (] a = i’a % 1)

11 minutes

v Yes 7 Maybe X No Propose new time ~ %) Replyall |~ Tentative ~ 7 Categorize ~  [i] Delete Reminders Dismissall

L&L Discussion 5 min
2:00 PM Microsoft Teams Meeting

22 L&L Discussion i) Join Teams nfe
lain Online Dismiss
p . (©  Tue 12/21/2021 2:00 PM - 2:30 PM Organizer
Click Snooze to be reminded in:
Microsoft Teams Meeting u "
5 minutes before start w | | Snooze Dismiss All 9 ¢ 0 Mark "Zeke" Barr
=] cCalendar

~ Didn't respond: 1

Chaos Mark
{5 Remind me: 15 minutes before @

Required

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options

i Meeting Insights

Here's information you might find relevant to th »u have access to.
‘ b ’ % Meeting Insights @
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Teams —Join a meeting

Download Teams (work or school)

Use the desktop app for the best experience.

HOW do you want to jOin Continue on this browser
you P Tela ms meeting? Mo download or installation required.

Open Teams (work or school)

Already have it? Go right to your meeting.
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Teams — Join a meeting in the browser

Q. Search

Device settings

Choose your audio and video settings for

L&L Discussion

Audio devices

Custom Setup
Speaker
Speakers (Realtek(R) Audio)

Microphone

Microphone (Plantronics Savi 7xx)

R
Lamera

ntegrated Camera (04f2:b6d9)

Join now

L () * Custom Setup

o Stay in the know. Turn on
Jx Audio off &) Add a room TJ desktop notifications.

Tum on

9, 2022




Teams — Join a meeting in the browser

Waiting for others to join...

C B
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Teams — Join a meeting using the app

Device settings

Audio devices

Plantronics Savi Txx

Choose your video and audio options i
Speakers (Plantronics Savi Txx)

Microphone

g} Computer audio Microphone (Plantronics Savi 7xx)

Plantronics Savi 7xx Noise suppression (1)
m Choose Low if you want others to hear music.

Learn more

Your camera is turned off ‘1"' () I<]: Auto (default)

Camera

Integrated Camera
[} Room audio

N Don't use audio
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Teams — Join a meeting using the app

L&L Discussion

Waiting for others to join...
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Teams — Start a meeting

1LC3t0xCDeqyByldFs1@thread.tacv28ictx=chann

[1#]

D B @ 8 = @ b @

(N Meet now |

Schedule a meeting

Welcome to the team!

Here are some things to get going...

,x;’
——— —
.
Q
ate more channels Open the FAQ

Tl =a s
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Q, Search

Teams — Start a meeting
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People

| nvite someone

e Share invite
Currently in this meeting (2)

Chaos Mark

Oraanizar
Crganizer

@- Mark "Zeke" Barr
®

Suggestions (4)

M
]

CC  Chaos Coordinator
€5  (Chaos Secretary
CM_ Chaos Membership

CT  Chaos Treasurer
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]

Fourth Coffee
Brand Presentation

edited this

o) Seattes Coffee Culture.docx

Contoso Coffee Expenses. xisx
B Greonve- Documents

1] Office 365

- i%?i

« M
- v
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sceor | f  ScantoPOF

Contoso Coffee Expenses - Saved
v L
Toansfr lles

are files between
computer

your phone and

Share Nearby Contoso Coffee Expense Trends
files to or from nearby phones

nvert text in images

Yolf -
2= magetotext
B Extract text from your picture

Image to table
Extract a table from your picture into Excel

more with PDFs

Sign a PDF

Add your signature to a PDF

an pictures into PDF

4‘-6\

Al

Microsoft Office 365 on your phone or tablet
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Sign Up for your Account now!

Microsoft Teams Q. Search

'C] Teams

@ Your teams

M365 Signup FPosts  Files Wiki  Sign up for M365 «  +

Ll L
Teams General
B Sign up for M365

All Chapter Coordinators and Assista...

Gl The survey will take approximately 4 minute

L&L Four Counties

General

Hi, Chaos. When you submit this form, the owr
M365 Signup
* Required
- q
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DEDICATED TO FREEDOM OF CHOICE

A.B.ATE. OF PA
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What Next?

*** Add your name to the list on the front table.
Provide all information requested. This info is used
to create your Microsoft 365 account and add you to
the appropriate teams.

**Do you want to know more? Come back to this
room after the second session is complete. We will
be going over a couple more applications and
looking at some advanced capabilities that you will
find very useful.

A.B.A.T.E. of PA - 2022 Legislative and Leadership Seminar January 29, 2022



Outlook Desktop Application

,Q' Search

File Home Send / Receive View Help Acrobat

CJ New Email ~ | = = | FIE' Search People ]

4
All - Unread By Date » T

» Favorites
Witk | [l | From Subject Received ™ |Size |Categories |Mention W

> mark.barr@abatepa.org

We didn't find anything to show here,

> markfbarr@LIVE.COM

You can have multiple email accounts in
your Outlook application. Click “File” to
add a new one.

» marki@barrconsult.com

> Mark.Barr@guest.com

» Online Archive - Mark.Barr...

> mark.barr@halcyonsvc.com

B B &£ H

ltems: O

All folders are up to date.  Connected to: Microsoft Exchange C&l Display Settings |
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Outlook Desktop Application

mark.barr@abatepa.org - Outlook @ @ ? - O >
Account Information
H mark.barri@abatepa.org
Microsoft Exchange T

—|— Add Account

/O Account Settings
e

Cave as Adobe Change.settingsfar this account or set up more
PDE Account connections.
Settings ~ u

Access this account on the web.

https://outlook.office365.com,'owa/abatepa.org/
= Get the Qutlook app for i05 or Android.

’j Automatic Replies (Out of Office)
L= Use automnatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.

Replies

Office Account

Mailbox Settings
Manage the size of your mailbox by emptying Deleted [tems and archiving.

£3

Feedback Tools I

" 43.9GE free of 49.5 GB

Options

Rules and Alerts

"'_6"'
"--
il I;l Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed. =]
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Outlook Desktop Application

e @'1 = ,D Search

File Home Send / Receive View Help Acrobat

B New Email ~ | il = B~ Search People ]
<
» Favorites All By Date ~ T

>

Wi | [ ize |Categories |Mention W

> mark.barr@abatepa.org
> markfbarr@LIVE.COM G O Utl OO|<
> mark@barrconsult.com

> Mark.Barr@quest.com

Email address

» Online Archive - Mark.Barr... chaos.mark@abatepa.org

> mark.barr@halcyonsvc.com
Advanced options

E Rq LN ]

All folders are up to date.  Connected to: Microsoft Exchange L& Display Settings il
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Outlook Desktop Application

S TS TR SRR T R T
LU A S0 T U e

File Home Send / Recei

ch People

3 mew Email ~

chaos.mark@abatepa.org

T

> Favorites By Date

Enter password ueation v L
> mark.barr@abatepa.org
|3‘ass‘.ﬂ.-:-rd
> markfbarr@LIVE.COM
Forgot my password
[
> mark@barrconsult.com Sign in with another account ]
> Mark.Barr@quest.com
¥
> Online Archive - Mark.Barr... _
> mark.barr@halcyonsve.com By signing into A.B.AT.E. of PA you agree to the :
following terms. All files, images and emails created, "
shared, stored or trasmitted using this account are 4
the property of AB.AT.E. of PA. Any use violating the
AB.ATE of PA Corporate Operating Procedures
(COPs) will result in a review based in the COPs. You
are a representive of A.B.A.T.E. of PA and agree to to
act accordingly. \
A
Termz nf e Pz B ronkisc _ 1
All folders are up to date.  Connected to: Microsoft Exchange (& Display Settings | —— +
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Outlook Desktop Application

E Outlook

Account successfully added
You need to restart Qutlook for these changes to take effect.

It will add the account. Click "Done”.
Close Outlook and reopen it and your new
account will be there ready to use.
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Outlook Desktop Application

/D Search

E Outlook File Home Send / Receive View Help

] newemail ~ | ] ~ B B & €

<

Account successfully added
You need to restart Outlook for these changes to take effect.

» Favorites ﬂ Unread
Wik |3 (@ |From
» mark.barr@abatepa.org ~ Today
LA
It will add the account. Click > markioamr@LIVECOM o o
n " . '::..n
Done”. Close Outlook and s mark@barrconsultcom . @c:
reopen It and your new account AT
will be there ready to use. ?MarkBarr@quest.com v Yesterday
Alexa
» Online Archive - Mark.Barr... Anyol

»chaocs.mark@abatepa.org

=] e
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File Message
I:l - S
Send To
Cc
Subject

Regards,
Mark Barr
Consultant

Outlook Desktop Application

Untitled - Message (HTML)

Insert Draw Cptions Format Text Review Help Acrobat ¢ Tell me what you want to do

B I U A 0~ [&- fa - FIEV (3 view Templates

From Mark.Barr@quest.com

Mark.Barr@quest.com

mark.barr@abatepa.org
mark@barrconsult.com
markfbarri@live.com
mark.barr@halcyonsvo.com

chaos.marki@abatepa.org

Other Email Address...

Word of Caution:

When sending an email from Outlook with
multiple email accounts, be sure of which
account you are using to send the email. It
will default to the account in which you are
currently working, but you can switch by
clicking the "From” button.
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The Waffle s+

Office

Microsoft 365

utloo @ OneDrive
Qg cuoe e Clicking the Waffle will give you a look at

W viere il oo what is available to you in Microsoft 365. “All
@ roueror: L] OneNote Apps” will present links to open all
applications to which you have been given

3 SharePoint $ Teams .
access. “"New"” will show recent document,

W Kaizal tasks, etc.. "More docs” will do just that..
All apps > Show you more documents that you can
quickly access.
Documents
MNew

,  Chaos County Notebook
]

' SharePoint - Al... > - > SiteAssets

More docs
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Sharing with SharePoint

e

()

im] | ) Microsoft Office Home

C

SharePoint

Home

Conversations

Documents

Shared with us

Motebook

Pages

Site contents

Recycle bin

SharePoin

x | ﬁ General (All Chapter Coordinato: X | [E Calendar - Chaos Mark - Outloe’ X | B Chaos County - Chaos Count D

5 Editin grid view 1 Share

Documents

b

Chaos Count Documents

Name

~2021 Chaos files w B
~2022 Chaos Files

“Test L&L Document - Copy.docx

/O Search this library

% Copy link

3] https://abatepa.sharepoint.com/sites/ChaosCounty/Shared%%20Documents/Forms/Allltems.aspx?id=%2Fsites%2 FChaosCounty®

+ Download =) Add shortc
Medified odified By
Share haos Mark
Copy link < Mark
Manage access
s Mark

Download

Add shortcut to OneDrive

A.B.A.T.E. of PA - 2022 Legislative and Leadership Seminar

After browsing to a folder or file in
SharePoint, clicking on the 3 vertical dots
will bring up the menu shown here. This is
a list of actions you can perform. Share
with others, copy a link to the file/folder
that can be emailed to someone, add a
shortcut to your OneDrive. You can move
it, copy it, set alerts so you know when
someone accesses or changes it and more.

We'll discuss the OneDrive link later
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Sharing with SharePoint

Link settings

@ . . Who would you like this link to work for? Learn more
People you specify can view

People in Alliance of ...ard Education with the link

Havoc Secretary X Add another 22w

Here is the file you needed =
(&) People with existing access

Specific people

Other settings
D Allow editing

m
Shared with:

When sharing, you can specify in detail with who you want to share, and if they can
only read it or if they can read and write to it. You cannot share to folks without a
Microsoft 365 account. To share something with those outside, you will need to
download it and then attach it to an email.
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Sharing with SharePoint

(7 Name Modified Mo
V] ~2021 Chaos files & B1 ¢ Share 1
2 Copy link
2022 Chaos Files = -
lanage access
M= Test L&L Document - Copy.docx 13
Download

Add shortout to OneDrive

Delete

Automate

To add a shortcut to your OneDrive, simply click on "Add shortcut to OneDrive”
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Using OneDrive

1} | u Microsaft Office Home X | & My files - OneDrive % $ General (All Chapter Coordinato: % | b Chaos County - Chaos Count Do X | —+

]
O ()  https://abatepa-my.sharepoint.com/personal/chaos_mark_abatepa_org/_layouts/15/onedrive.aspx B 8 & s 7= 4’@. @
?

OneDrive L Search
Chaos Mark T Upload v 23 Sync  #% Automate v 1= sert~ =~ (O

B3 My files

@ Recent My files

& Shared

] i MName ~ Modified Modified By File size ~ Sharing
f§ Recycle bin

Quick access = 2021 Chaos files 11 minutes ago Chaos Mark 0 items =3 Owner: Chaos County

ﬂ Chaos County

Communication site

Create shared library

Opening OneDrive will show you all of the files you have saved or created in
OneDrive. Here, we can see the SharePoint folder that we created a OneDrive
shortcut for earlier. You will notice a similar feel and look between OneDrive and
the "Documents” section of SharePoint.
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Using OneDrive

i | ﬂ Microsoft Office Home X | & OneDrive Folder for testing - Cn X ﬁ General (All Chapter Coordinate: X | s 3 Chaos County - Chaos Count Do X | —I—

&~ G 5] https://abatepa-my.sharepoint.com/personal/chaos_mark_abatepa_org/_layouts/15/onedrive.aspx?id=%2Fpersonal... M \,,ﬂ Q {3 {‘5

OneDrive 2 Search

Chaos Mark T Upload ¥ |2 Share @ Copylink £g Syne - Download  £3 Automate v |= Sort
B3 My files
@ Recent

My files > OneDrive Folder for testing

& Shared
= :
T GEEEEL [ Name v Modified v Modified By ~ File size Sharing
Quick access 2 ) .- - \ - .
= CineDrive test document.docx A few seconds ago Chaos Mark 0.5 KB Private

ﬂ Chaos County

Communication site

Creaate shared library

Here, | clicked on "New” and created a folder named “OneDrive Folder for
testing”. 1 opened the folder and clicked "New” again and created a Word
document named “"OneDrive test document”
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Using OneDrive

im} | ﬂ Micrasoft Office Home X @ My files - OneDrive * ﬁ General (All Chapter Coordinato. X | a Chaos County - Chaos Count Do X | —|—

O 3] https://abatepa-my.sharepoint.com/personal/chacs_mark_abatepa_org/_layouts/15/cnedrive.aspx o 28 B vg (] 8 T=

This site is trying to open Microsoft OneDrive.

https://abatepa-my.sharepoint.com wants to open this application.

D Always allow abatepa-my.sharepoint.com to open links of this type in the associated app

We're syncing your files

You can close this dialog and your files will
continue to sync in the background. If there is no
response, you may need to install the latest

version of OneDrive.

Clicking “"Sync” on the OneDrive page will prompt you to open or install OneDrive on your
PC. Next, we'll discuss why that is useful.
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Using OneDrive

@ OneDrive is up to date AU eTulA-CmAanAiIal A0nu A 0O SN A TAanAAto hAlanies
Alliance of Bikers Aimed Toward Education | &

2022 Legislative and Leadership Se... | Settings Account Backup Network Office About
Uploaded ta 2022 L&l i OneDrive - Alliance of Bikers Aimed Toward Education (mark.barr@abatepa.or Set up OneDrlve

1 hour ago
116 MB of 1,024 GB cloud storage used Add an account Put your tiles in OneDrive to get them from any device.

2022 Legislative and Leadership Se... Manage storsge  Unlink this PC
Uploaded to 2022 L&L
3 hours ago

1 location is syncing

2022 Legislative and Leadership Se... | OneDrive - Alliance of Bikers Aimed Toward Education

Downloaded to 2022 L&L 10 MB used on this PC Choose folders Stop sync
3 hours ago

L 5

2022 Legislative and Leadership Se...
Downloaded to 2022 L&L
3 hours ago

Test L&L Document - Copy.docx
Available in Chaos Count Documents |
3 hours ago

meeting two items 12-20-2021.docx
Uploaded to COFFICIAL WEBSITE OF A_files
3 hours ago

4:07 PM Email address

12/21/2021 2022 Legislative and Leadership Se...

Moved to 2022 L&L

‘ chaosmark@aba‘[epa.orgl

BREE® e

4 hours ago

| e .

OK Cancel I

8 @ 2 |

Open folder View online Help & Settings

After installing OneDrive as prompted, click on the icon near date and time in lower left of
screen and open settings as shown. Click "Add an account” then enter your email address
and password just as we did when adding an account to Outlook.
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Using OneDrive

a @& Microsoft OneDrive X

Your OneDrive folder Your OneDrive is ready for you

Add files to your OneDrive tolder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here
CA\Users\Mark Bar\OneDrive - Alliance of Bikers Aimed Toward Education (1)

Next Open my OneDrive folder

Change location

Clicking "Next"” a few times until you see "Open my OneDrive folder” and click it.
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Using OneDrive

.'-/'_ + | OneDrive - Alliance of Bikers Aimed To

Home Share Wiew

uN & < Mark... » OneDrive - Alliance of Bikers Ai... v | @ D Search OneDrive - Alliance of Bikers Aimed Toward Education (1)

& Pictures ~ [ Mame

2022 L&L

Date modified

2021 411 PM
1242172021 410 PM

n

20
Sl
P

HumbleRumble
Mew folder

OFFICIAL WEBSITE OF A _files Here we see the

OneDrive folder and the
shortcut to the

# OneDrive - Alliance of Bikers Aimed Tow Share POlnt f0|der
e 2021 Chaos files

@ Creative Cloud Files

# CneDrive - Alliance of Bikers Aimed Tow

OneDrive Folder for testing

# OneDrive - barrconsult
%] OneDrive - Personal The little cloud icons tell
W This PC us that these folders and

B 30 Objects files reside in the cloud
B9 Deskiop onIy.

= Documents
4 Downloads
B Music

&= Pictures v £

2 itermns IE‘
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Drive i

OneDrive Folder for testing - Or X * General (All Chapter Coordinato: X | Ep Chacs County -

AT S,

-— | e .. F——

Collapse

bv.sharepoint.com/personal/chaos_mark_abatepa_org/_layouts/15/onedrive.aspx?id=%2Fpersonal... [ \L@ (/] 3 A

Open in new window

Pin to Quick access

& View online

"R T Upload v |2 Share @ Copylink 73 Sync 4 Download £ Automate v

: eDrive - Alliance of Bikers Aimed Toward Education (1) — O e

Give access to >

Restore previous versions Share View [ 7]
Ty Combine files in Acrobat... » OneDrive - Alliance of Bikers Aimed Towar... v O = Search OneDrive - Alliance of Bikers Aimed Toward Education (1)

Sy ? A [0 Name Status Date modified Type| ¢

Pin to Start ]
<F Permanently erase with Webroot e 2021 Chaos files (&= 12/21/2021 411 PM File f
@ Scan with Webroot le OneDrive Folder for testing & 12/21/2021 £10 PM Filef F

sendte 7 SITE OF A files

Co

B Files
Mew >
nce of Bikers Aimed Tow
Properties
woreprve=ramdnce of Bikers Aimed Tg

s 2021 Chaos files

OneDrive Folder for testing

@ OneDrive - barrconsult nght cllck On the
a7 OneDrive - Personal . .

e OneDrive in explorer and
30 Otjects then select "Always keep

B Desktop
~ . H 174
= Documents On thls deV|ce
4 Downloads
D Music

& Pictures v < >

2 items =
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Using OneDrive

& | [ = |
Home Share Wiew
« v 4 @ 5 OneDrive - Alliance of Bikers Aimed Towar... v | D
| Pictures * [] Mame
2022 L&l c» 2021 Chaos files
HumbleRumble OneDrive Folder for testing
Mew folder

CFFICIAL WEBSITE OF A_files
@ Creative Cloud Files
# Onelrive - Alliance of Bikers Aimed Tow

# Onelrive - Alliance of Bikers Aimed Tow
2021 Chaos files

=3
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Search Onelrive - Alliance of Bikers Airr

Dat

12/

e
Ly

Now the “clouds” have
changed to green circles,
indicating that a copy is
now stored on the local
computer.
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Using OneDrive

Why is a local copy so important?

Having a local copy allows you to work on files even when you don’t have internet
access. You can create new files and folders in your OneDrive locally while offline.
You can edit existing files while offline. Once you reconnect to the internet, your

work will sync up with the online OneDrive. Keep in mind, OneDrive is yours, and

yours alone. Nobody can see anything unless you have shared it with them.

But....... Remember that SharePoint shortcut. You can now access those files and
folders while offline too. The difference is that other members of your team can
be doing the same thing. Once anyone reconnects, they will sync up and down
with SharePoint. What if two people make changes to the same file? Oooops....
Not to worry. SharePoint does versioning. Every time a file is changed,
SharePoint keeps the previous version. At anytime, you can revert back to any
previously saved version.
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Planner

I u Microsoft Office Home x [ Hub - Planner X | @ OneDrive Folder for testing X | * General (All Chapter Coord X | a Chaos County - Chao

C:' @I https://tasks.office.com/abatepa.org/en-US/Home/Planner/ {a a

Open Planner and click
on “New Plan”. Giveita
name. You can add it to
an existing group and
- decide if only invitees
can see it or everyone in
the organization.
Under options, you can
add a description for
the Plan.

New Plan

Add to an existing Microsoft 365 Group

Privacy

O Public - Anyone in my organization can see plan contents

@ Private - Only members | add can see plan contents

Options
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it Planner

+

o]
)
'inned

lecent

Mew plan
Planner hub

Assigned to me

Planner

ﬂ Chaos Plan for T... <% Board Charts  Schadule = 3@@@ +2 Membs
Click on “"Add Task”.

To do Add new bucket . .
R » Give it a name. Setthe
one ety due date and assign it
Make a task and assign it to yourself.
| to someone. Repeat for
~ Find and reserve a hall Tip 10f4 .
_ multiple tasks.
Due 12/30

é)g @ Chaos Mark
Add task
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Planner

Assigned to me

Yy Find and reserve a hall

e ;
“ Favorites * My Day Chaos Plan for Test = & Due Thu, December 30
37 Important
£ Inbox =
Planned 1

= Sentl 2, Assigned to me 1

,f Drafts

Flagged email

Tasks

Opening Outlook and clicking on the Tasks icon will now
show your tasks and the due date
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+ MNew plan
o
W/ Planner hub

— Assigned to me

Pinned

Recent

Chaos Plan for Test

Planner

S

. Filter {0 Group by Progress
@ Assigned to me ' PRy ETOS

Not started Completed
Chaos Plan for Test Chaos Plan for Test
Find a serve a hall .
O ne e resen ana # I gl TE32TVeE d : d”
-~ B 12/30
haos Mark
i @ Completed by Chaos Mark on 12...

Click on the circle changes the task status to completed
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Welcome back!

Here are some communities you might want to join.

B Np

Microsoft 365 Help 2021 L&L Seminar
3 Members 8 Members

© Join © Join

OpenYammer and select one or more communities to join.
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Yammer

Yammer L2 Search Microsoft 365 ...

aw Yammer @D 0 )] £ & ? @

Members 3

&0600

MNeed help? Ask a guestion.

Home Feed

Bd Inbox

&% Communities

Favorites
o Pinned
Improve your Yammer experience . - ) .
prove your 1 g o @ Joined Add files or links that are important
by creating a list of your favorite

communities. to this community.

Microsoft 365 Help o

Conversations About Files Events

Community Resources
My communities

%  SharePoint Library
22 Microsoft 365 Help

&  SharePoint Site
22 All Company 1 . .
Start a discussion OneNote
@ Create a Community AR Planner

.J Discussion a Question Q Praise = Poll

Yammer works similarly to Facebook and online forums. This can be a place for general
discussions, asking questions and sharing files and images. This particular Community is for
asking questions about Microsoft 365 and providing answers.
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Yammer

Create a New Community

Name *

Name your community

Description

Describe this community to others

150 characters remaining
Members

Add people by name or email

Edit settings

Select public or private community
Public: Anyone in your network can view and join this community.
Public: Anyone in your network can view and join this community.

Private: Only approved community members can view or participate.

Anyone can start a new Community (topic). Provide a name, description, optionally add
members, and select if anyone can join or only invited members.
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]

Fourth Coffee
Brand Presentation

edited this

o) Seattes Coffee Culture.docx

Contoso Coffee Expenses. xisx
B Greonve- Documents

1] Office 365

- i%?i

« M
- v
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sceor | f  ScantoPOF

Contoso Coffee Expenses - Saved
v L
Toansfr lles

are files between
computer

your phone and

Share Nearby Contoso Coffee Expense Trends
files to or from nearby phones

nvert text in images

Yolf -
2= magetotext
B Extract text from your picture

Image to table
Extract a table from your picture into Excel

more with PDFs

Sign a PDF

Add your signature to a PDF

an pictures into PDF

4‘-6\

Al

Microsoft Office 365 on your phone or tablet
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DEDICATED TO FREEDOM OF CHOICE

A.B.ATE. OF PA
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What Next?

*$* As there is demand, there will be 30-60 minute
online sessions using Teams. These sessions will
be focused on one area or application within
Microsoft 365

Thank you'!
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