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2. andnnsldeuwoy Outlook Aanunsa Tefausu Archive Mailbox 16
\iadtaansignas Archive Mailbox Tu Outlook i TgusnTlusdesdansnnsla
NuanInaganilesio Uil

e Outlook in Office 365 Subscriptions

e Outlook in Office 365 ProPlus

e QOutlook in Office 365 Enterprise E3

e QOutlook Retail Licenses

e QOutlook 2016 Standalone

e Outlook 2013 Standalone

e Outlook Volume Licenses

e QOutlook 2013 Standalone

e Outlook 2013 included with Microsoft Office Professional Plus 2013
e Outlook 2010 Standalone

e Outlook 2010 included with Microsoft Office Professional Plus 2010
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3. Aansghudiamnu g Archive Mailbox
Tunstodaannnassaanunovan luginassaanunsiifudoyanns I 16
wanu3s sasio Wil
o fuUKFORANADNdINALUUUNA

i Ignuaninsndnaandiuaannnassannunavan liinaasaavanuiduniis 6
funulas lasanndimaiidonannlunassaaminendn udsasTunaosaamuneiifiy

- £
4 Favorites | Search Current Mailbox .. 2 | Current Mailbox v|
Inbox & [«
nbex All  Unread T Mewest b =)
Sent lterns 1

4 Two Weeks Ago

Deleted ftems 21 MECTH-External on Y...

E You have a new follower o... 21-Apr-16
4 carlosg@mecth0316.0nmi... MECTH-External
i o crmoln@microsoft.c...

Drafts Planned Service Update for... 21-Apr-16
Microsoft Dynamics CRM

Sent ltems
Fl

Deleted ltems 7 L=zl L
Clutter 1 crmoln@microsoft.c...

Planned Service Update for... 02-Apr-16
Conversation History | Microsoft Dynamics CRM
Junk Email AT
Outbox

Dan Jump 'R

RSS Feeds Meeting team 28-Mar-16
[ Search Folders g

> ps Dan Jump added you to th... 28-Mar-16

You're now a member of the

- - DoMotReply@micros...
I 4 online archive - CarlOSg@-- I Resellers_8_week_sales_rep... 24-Mar-16

Deleted Items Resellers_8_week_sales_repor

Search Folders DoNotReply@micros...
Resellers_8_week_sales_rep... 24-Mar-16
Resellers_8 week_sales_repor

e fFunsornaondualny e Inbox Rule

i lknuanansnashs Inbox Rule dutesld TasTwsmannielunassaananunsloy

va

56 1
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Create Rule *

When | get e-mail with all of the selected conditions

@ From MECTH-External on Yammer

DSubjectcontains |‘Fouhaveanewfolloweron\fammer |
|:|5er1tto |meon|y |

Do the following

|:| Display in the Mew ltem Alert window

|:| Play a selected sound: Windows Motify Em |T| |T| Browse...

@ Move the item to folder | Online Archive - carl| | Select Folder... |

| OK | | Cancel | |Ad|ranced Dptiu-ns...|

. ghunsornaansiualnelal Retention policy
i lduanunsaTld Retention Policy Tunsrwuadadishs lugsnaas
WwnuNnMTSn lusldi 1 lnoaanii Assign Policy

] Youhaveanewfollowero.. 21-Apr-16 || || " A s
4 carlosg@mecth0316.0nmi... MECTH-External By Copy .If there are problems with how this
. . . Click here to download pictures, T/
P 2 crmoln@microsoft.c.. &% Quick Print
Drafts Planned Service Update for... =
Microsoft Dynamics CRM Q‘ Beply rgliapE
Sent [tems @- Reply Al
4 Last Month
Deleted Items 7 EZ') Forward
Clutter 1 crmoln@microsoft.c..
Planned Service Update for.. (= Markas Read
Conversation History Microsoft Dynamics CRM 3 Mark as Unread
Junctna 4 Older W Categorize v
Outbox Archive Policy
Dan Jump > Follow Up » .
RS5 Feeds Meeting team ] Assgnpoig b year
b SearchFolders | Original 0 fndRdated > 5 years
Dan Jump - Never
| Grou| i b
= Dan Jump added you to th... Quick Steps Use Folder Policy
You're now a member of the ‘= Rules »
N - Retention Policy
: ) DoNotReply@micros... Move '
4 online archive - carlosg@... Reselers 8 week sales 169 | ) Gpepjote 1 Month Delete (30 days)
Deleted [tems Resellers_8_week_sales_repor . 1 Week Delete (1 week)
Mowe to Clutter
- ¥ -+
Search Folders DoNotReply@micros.. | 1Vear Delete (1 year)
Resellers 8 week_sales_rep... % lgnore 5 Year Delete (3 years)
Resellers_& week_sales_repor Junk N
4 putlook data file 30 = & Month Delete (6 months)

o UndnSmaannlwa PST
i I uanunsaiug lwa PST luga Microsoft Outlook 16t usiaz lsiansnsasingi
W& PST lusia Outlook Online ‘v
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1) man File

Send / Receive Folder View

N 5 lgnore A
] o | o x [72 Meeting v >
- %4, Clean Up . il - =3 Team Email 2
New New o Delete ' Reply Reply Forward g more
< - ' ¥ & More f Create New
Email ltems - S©Junk Al
New Delete Respond Quick Steps

2) adn Open & Export > Import/Export

©
Open

Open & Expont

> Open Calendar

“ap 0t = Open a calendar file in Outlook (ics, vesk
Open Outlook Data File

1 '] Open an Outlook data file (pst).

- Import/Export
(— Import or export files and settings.

Other User's Folder
‘- Open a folder shared by another user.

3) \&on Import from another program or file uayadn Next
Import and Export Wizard

Choose an action to perform:
Export RSS Feeds to an OPML file

Export to a file

Import a VCARD fue (veh)

Import an iCalendar [.ics) or vCalendar file [ves
Import from ancther program or file |
Import RSS Feeds from an OPML tile

Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files (PST) and text files.
Back Net> | | cancet |

4) danuszan IWg Outlook Data File (.pst) udrmdn Next
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5) man Browse T Option 1530n Replace... u2nan Next

' File to import
_uﬁ.nwnmcmtﬁlas‘mckup.pﬁ
Options
| ®) Replace dupbcates with items imported |
() Albow duplicates to be created
() Do not impart duplicates

6) sTgnusiosnmsiug g PST lugunassasnunawas Office 365 Tidon Import
items into the current folder

Select the folder to import from:

b | [= Outlook Data File

To import to your Office
365 mailbox, chooss that

mailbox hers
Include subfolders

() Import items into the current folder

(®) Import items into the same folder in:

|Jakob@ onmicrosoft.com |

| < Back | Finish | | | Cancel |

7) man Finish ud) Outlook aziduiing lwa PST
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YNyUN

'
= =]

Tuunilef Tk ldigousnisvin Archive Sianasmuias iaiAudayadiuaii
ddny 1Y wandunstlosdu i Twnassannunovdndinan bianssasudmaTvid e wo
wusth T Tguvin Archive Smastvasiiane Tuunde lUdTonuazlsisousidundu
Skype for Business daifluneuwatasunilaTuusnis Office 365 7 lwau
azonnaviouny [nuludunsinsiedoans loug Ignuanunsaidonlosduiinemuld
oo i Tusdoses Tuanuiuvadsndu lidnazuanaodu Ussausu uaasanudafiu
i hviuesh wieazuwsionansriudvin le vissaTwuszaunsalldnunuuidonsuounn

aunsnidneng
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Chapter 4 finsiadoansazarnnavinaansng Skype for Business

Skype for Business unauwatagunilaTuuinis Office 365 7 Tiau
aronnaviouny [nuludunsinsiedoans loug Ignuanunsaidonlosduiinemuls
Too lddnTuasTuanmuiuiadondu ldinazuavepiu Ussauiu uassmnudaifiu
i hyviuash wieazuwsionansriudvin e vissaTwuszaunsallsnuuuuidonsuounn
aunsnldneng

Skype for Business iunauiion1sdoansiid Tuuwunsldau Office 365 via
uwu Business Essentials, Business Premium, Enterprise E1, E3 uaz E5 ToaTu
uwuns1gnu Office 365 Enterprise E5 i TguanannaslasuiarsunsTanuvia
w1 Skype for Business ud1 i I9tazls T8musnns Cloud PBX fiwanlaunns
finsiadoansannszuu PBX idndugszuumams uazusms PSTN Conferencing uas
PSTN Calling fiazahsnisuszasnuazns nsdwvifladufinnuadosiisnnduuazene
Tosdnsuavsmsfinsiodoans ldanvisTudsmeanazannnaivinlan

iueiin Microsoft Skype for Business
Buasdarn [8aeu (Sign In)

\fiaidn T8 u Skype for Business Tuntinsinsasdordn [9eu ssuvuastiasuTw
i ldnunsonda e (User) uazswaeitu (Password) @urou lasTuduusn eflanu
onadasnsandoyacud Issusn (nfusiariuuuutaes vauusin TWiuasu
sarwluvosnuad) udndonnasoannuil “Save my password” (Juiin
saruwosin) s W hidasTdswanusnesudolauauduun IgruTuasiga 1y
antiu Tiaan Sign in wieasdoth Tdau
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Skype for Business

Sign in -

Sign-in address:

| garthf@contoso75432 . onmicrosoft.com |

Change

Use the sign-in address for your organization - not a Skype Name or Microsoft account

Learn More

Password:

Save my password

Sign in as:

u 5
@ Available ~

Sign In (S

¥inAu3n Skype for Business
wau Skype for Business utailluanuviinsiasiasio lUil

1) nilsingnian
wanssedofinsovass [nu uazuansAanssuisnusiitaadulu Skype for
Business

User Manual




1] Office 365

fdsfiosnuan 1w "wiiindoun:
fiFnnadlwsuanuil” vEs "iuanws
efiaal” ddinauinviditdassngdu ® SEATEENE et )
Vimnodoifasio uaslasg A Fle Meet Now Tools Help wivdmaugmude

doamil | Livin the dream MFAUNUI

Martha Johnst wusaw

. artha Johnston y 5
daAramusvasnaedunsoUannl Available = wAzATUSUN

Available 1w asurnawinTusidned e o |

wa Ligadlwlassuniu L
. L] .
] o HH g £-9—— uudwmsu
upuduv i HTweudumnsede NITERAE
yAAATUDIANS WiaATulnlsnNes ———@ Find someone or dial a number Q
Skype wsammum;f{ onauvL GROUPS  STATUS  RELATIONSHIPS  NEW &
Aldiuriu _
I FAVORITES el

fludonauidToatadu — g4 perenrie 2oy

0 Eileen Long - In a meeting ] o
(4

0 Dominigue Livingston - Available anuatudundu

’ nazsuToviNnNe

Kirby Jarman - Available
0
A wisdusaion
wordawusu (Quick menu) "
?r - 5—.- CALL FORWARDING OFF
LAY LA

Wanfualnsal dmsunsiug

2) witsingnsaunun (IM)
waentinseNsaUMUIRNzIsAcyAAa nandunsastomnuuanag i
msassawnse lndlanansTiu nioazuwsiinae IidaunuduninaevoinuLoss
anansavin et
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Martha Johnston
flfodotina L
Ay ) Martha Johnston o er'ﬁaﬂuamzvnm
SEMIOR AMALYST, fwailable H9AFAUNUIL

© 2zrarticipants

Friday, March 6, 2015 .
mﬂﬁlﬂuﬁwgm G hey, how you doin on those sales 534 AM
VDIAAUNUN ® numbers?
will candy help?
Does this candy of which you speak %35 AM

contain chocolate?

e that could be arranged... 9:35 AM

you already have the report done, don't
you? -

Last message received on 3/6/2015 at %:41 AM.

o L unulwa
a5l Dugadimaing o I
dopnumou nm Enter g Maybe (&) wlupnuadey ()
. - w3DIANATNDN
oAU .
(Emoticon)
¢ ' @ 7
goantsingtiagun —I | l— WWashannisnsuiin
Ellghsinaunaidle (Recording manager)
Tnsunaidss niouananitiias wWasunous nao
wisllsunsuwainaL BUNAFISNET nhd

LI PR LIV D]

3) wisinensuszd
wanatihmsaunuiannni 2 audull snsauzlasi luAindouduninsnens
aunund issusiazUsnousodaununannni 2 auduly aansadetioanu a4
sUAW wEoad W naoasuwsitinaed o
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PARTICIPANTS x
psaiidosode Presenters (3)
Higsmauuun ® Silas Lohr 9 4 m«m
uazuaadifiuinwaaien — @ -
. ® Mae Holt 3 m
Ueudsandolsl Ardsuwu - e "‘fr
= o o ey . anathon Lunn !
wiarnAsuaneniinaoay 9 4 m W[~
Tunssiifisoinis ) - i
o —® | Inyite More People l Barticipant Actions,
WANAALNUN
A andusfiinnisuszam
Tuniiiliemuau
- ) CONVERSATION x
WidN TS 1wy
tUadss Ueauwm «a i
naauiioyTuasUszam
Ansndsdoa e —@

el o

AL

nsatiAodadlnniiumi’ |
moudaAnu na Enter ——@
iNaAITDAIM
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Conversation (3 Participants)

3 Participants

Event Budget for Sales Meeting Boondoggle 2015

© TR T +
TOTAL PROFIT
ToTAL BDuE P ', Someone is
@ presenting Excel

T0Tad DXPINES ssoa o T

10TAL BR0FT sumsor ¥

ESTIMATED

o T | | Whany Touann T
wany/dou milsinanem

idanaunsal
AUAMAD
Tumsus=au

Adnitildailandos 1Wa/Uedndilasiviu

uandIeARTioUWAsIUTUATI i _—
v JuiAnnguseuu

vaAMHNTIINAD
uazduy

Contact Card & Presence: Unsifinsiouazaniusns (g

'
va Vv a

iodasmsdumdonsonuazfun wu Suwa was nsdwy vasiiidosnsfinsio
she Tpanuniintihnode uddon “See Contact Card” wiisiasodarfnsioas
Unngdu lasdswandoa dasio (Uil

1. 5U Fo shunils uazanue vin TRy IS unswindaunuiwsonaunundrense ki
2. didennsfinsia seusiuem Inseu VolP wia Insnu Video Call niadsdiua
3. Muandundug [Wwu fegsiua naaiuas Insdwil
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@ Skype for Business 9

What's happening today?
R Karen Berg
' Available ¥
@ SetYourLocation ¥

- 0 B

Find someone

GROUPS STATUS RELATIONSHIPS NEW

4 ONLINE

B
& Julian Isla - Available
A

4 AWAY

No one's away.

4 UNKNOWN

Eric Gruber - Presence unknown
Greg Winston - Presence unknown
Jamie Reding - Presence unknown

Jeff Hay - Presence unknown

Julian Isla
Available - Qutside of working hours for next 8 hours
VP Sales Operations, Sales Operations

~,\\*-‘ @ @ @ @ Add e

CONTACT ORGANIZATION = MEMBERSHIP

Calendar View Source
Outside of working hours for next 8 SharePoint
hours

Schedule a meeting Link Contacts...

Send Email
juliani@CIECOM453775.0nmicrosoft.c...

IM

1] Office 365

Jjuliani@CIECOMA453775.0nmicrosoft.c...

Kelly Krout - Presence unknown

Renee Lo - Presence unknown

ANMUBNNYVNETLARSAN AN NSO Tda 1

Skype for Business azuansaniuzvade I9ulas [98i0uinsomunsuuen
Tavanmusilazusing Tuusnisdug s wu Outlook Online wio SharePoint
Online sefldnuilasuutasaniuz nnq usnsiieguu Office 365 Aazauu
UL

uwsiazdfanuninesiasio Ll
E “ A waaumuAulTdnunng Yoswneis Skype for Business uazduq

C Amdoq : Linsouauso Tunatiug e ldogiiiados Ta Skype for

U

Business a:udsdunuuniinsath lueii liog 13 Tvshe
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‘-9. uma : LinsonaosoTunaniug s ldazannas lihauaaananala
fosms W lnssuniu nierasfinUszauagAeny Tavaniusasduin Busy, In a
meeting, In a call #&a In a conference call

& Auaadu : Linsoumsss Tunaiug uasligosnmsTlassuniu werias
vauenuey fhitmsuansaniusiloy wansih wihshsaununasldusmngdu us
Fomnuiiiunnge Insuiiuazgaifuith W TudwaTulassa lusia ulnawmes
Conversation History

nsseAuL Skype for Business Online
wingasmssarns lonuiiudy Tieani lomousuiles 1dan Tools >
Options sanneuag

@ Skype for Business @ -

What's happening today?

; Karen Berg
: Do not disturb ™
"e Set Your Location ™

: =
- O
Eile
Find someone Meet Mow
GROUPS STATUS. RELATIOMSHIPS NEW Zeils ' Always on Top
Help ' Recerding M
4 ONLINE ecording Manager
Show Menu Bar Audio Device Settings
ﬁ Julian Isla - Available Video Device Settings
- Dial-in Cenferencing Settings
4 pWAY .
Optiens
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IM, VolIP uaz Video Calls
sz Skype for Business i laTonuldiissnsuam (IM) usissanunsale
Tusdwvikuu VolIP uaz Video Call wazimdasfiomsvinausinaAudus deanunsa g

1esasiolud

AsEu g nuasuam (IM)
1) AdndasAsisudoummaisiosMsaunuIcIg NaartisienITaUNU

4 OMLINE

.
ﬁ Julian Isla - Available
A~

2) wrosndaunundudoiindnnon niisinensuANsiowany aelsnIuiyaeN
2artinRe winazenaudiy Tiean Accept usidh liazann Taan Ignore

Julian Isla
hi

Options ¥ Ignore

3) Tusziamsaunun dheaununmdsaununsouuuisoa vl §Tdnuasdanafiu
FomNgui “[name] is typing a message...” iuFAo gaununaiainndamuay
ol
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[-] Julian lsla @ - N0 x

o Julian Isla @
VP SALES OPERATIONS, Available

@ 2z Prarticipants

Wednesday, May 4, 2016

i . 11:43 PM
é hi

Show Translation

I_-‘ Julian Isla s typing a meﬁage.‘.l
1 1

¢ ' @ ¥

®@ @000 O

4) g Faenuiiaununiu azfinanmduians uasdomnuvisnuaazgaiuigh T Tu

Twaines Conversation History was Exchange Online
Last message received on 5/4/2016 at 17:43 PM.

5) wldnuaninsnaununsdony Aulsdnanoau lasazuanutlu Tabbed Conversation

9 Alan Steiner ® A - O %

L] i ;
L Alan Steiner x Alan Steiner @
« VP CORPORATE MARKETING , Offline

& Julian lsla e 2 Participants

¢ ' ©

® 000 O
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6) fhsipsnnsas nd Tiaani lomaumdunilunszane fsuaunsae IWa ldviud wiolui
Twainos Received Files iiatla W& ldsuTunmendad le

& Alan Steiner o Julian Isla @
. ) WP SALES OPERATIONS, Available
é drErol * e 2 Participants
258.8KB Download All -

Last message received on 5/4/2016 at 11:46 PM.

¢ ' e ¥

©® 000 O

7) fhdpsnsiinyanaianuth luTunmsaununiirndssiniiues Twanndefidosnisuda
e Tunthsnanmsaununiiidaos)

.
l+

GROUPS STATUS RELATIONSHIPS NEW

4 ONLINE

Alan Steiner o Julian Isla @
WP SALES OPERATIONS, Available

&
ﬂ Julian Isla - available @ Julian Isla x © :rarticpants

& Molly Clark - Available T
]

4wy ]

Mo one's away.

* UMENOWN

258.8 KB Download All

# UMAVAILABLE
Last message received on 5/4/2016 at 11:46 PM.
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L%MT‘L?’Q’MF]’]‘EUS:‘QNWNL?UQ (Audio Conference)

1) TunsaliielTonu liazamniundannu flganunsa nsaunuszuu VolP lasaani
lomausunlnsdwei (Skype Call) Gsanansaidonlsinazlusith Skype fiiduluasii
Admin fvua v wae nsidh Insdwvidofoveslsud Ief (hisuTadona
Tnsdwvitiofio [1Tu Skype for Business shu)

&

Skype Call

000

2) Tunseidi TDi0ueisu Skype Call azusinguiiisenisudadowdng duiinuaeon
Tman Accept vnazannsuany naoman Ignore vin liazensuany
[r— v

Julian Isla
VP Sales Operations

Options ¥ Ignore

3) Tumsas nsdnsiniu Skype nihaoazuansmMwussdaununsioauazdongs i
WumsUszauans AuABRaIAL AMWYDNAAUVIIVAALAILUTIN TUVINANG
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Conversation (3 Participants)

3 Participants

Karen Berg

(=]

vangwn: Tunsaifidunmsusansunaisau azdane Iduauainazusing Tenw
voufirnaulugweas usiy Isnuanunsadnnyaiisuvssuamaiuginnmsuszas
wio LiTisuiwnidow luanA e

4) fifldnudasnstandsslulasTwuvssawes TwaandilululasinwieTaides

5) annusvesl lgnuluvasifimsysanooulaiazudsuidu In a conference call
Toudn luwis

F

Julian Isla

In a conference call ™
:. Set Your Location ™
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6) awiddryTumsuszaude dosstoiiieshivnnthe uidiAnwnanid naedumasifing
Teyrudwinlvmanannnsuszam U Skype for Business tasazidausionduidiluTu

Y o

msUszamtiuviufighunsaantu Rejoin vinTwilTonuanunsadhusansnass leviui

Join Conference Call Now

Skype Call
Join Conference Call by Calling Me At
{. Mew Mumber...

r

€ You've leftthe call. | Rejoin~ x

sl umsUszuuniuidle (Video Conference)
wing Igudosmsuszunuuuifiunindunuuisua el Skype for Business Al
#rashnsnsunuidilo (Video Call) Savin leisisil

1) lowdouTdu Video Call Tman Start My Video (ﬁ’wﬂ’umﬁylmwﬁﬂu Video
Call flouadn mwsnateddilo (Video Preview) asusingdu)

2) nasanmantlu Start My Video mwidi lowasdaununazunngdu Tasanunsn
wAMNIN DV ITIINUTTTUNIDNAUFERER 5 1ii1R0 vindsINYszgNnnnIlY
suans ludnwaus Active Speaker nunsanuin dhlaswandosazuansdintihauin

o al

NN
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3) Video Call was Skype for Business azuaasnwis lonuumnuazndunad uaxd
#res Smart Framing Tasghwiihe Isuasifindasudasswdusiig ndosasiuin
oy IBulassenludd uazdh TundoswasdTdnuiauinnnin 1 auduly nihrea:
wenudumuY

A gau Iawasussiiinnsaunun (Conversation History)

Skype for Business anunsaifudssisins nsuazmsaunun s TaodTdonu
annsndounadunng ndatsann Skype Call 7 ldlssu (Missed Call) annTasiig
wioenuunaunuifidnan Tuvtihsnawev Tuansnasld Wedasnsguszifinmsaunun

TWeanii lomou ®
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What's happening today?

A Karen Berg
5 Available *
™o Set Your Location *
- 0 = o -
ALL MISSED CALLS
u{ © Karen Berg 11:51 PM
Phone Call
a @ lulian Isla 11:43 PM
herlo  hi

M5 lgiAsaafionsTinusINAUS U

s TaAmuiiindosmsasrailovuetiisiosnis lvnauransansiudu
wsinnau lianunsatisagiiionduls Skype for Business asidhunidinifiunn
dosmsiishumsinflinesisosnisvin Co-authoring ansushe dausinisuesa lash
Tu PowerPoint luausnmsiduuvunszanuoonlail (Whiteboard) wiouq fiulef
Touy Tgnuiissnan lorouasuaiiinosiio Share Content uddonshidontii

F124NNT GUAN

o+

& 3 Participants Jal o &

Present Desktop...
Present Programs...
Present PowerPoint Files...

r Office Doc...

Add Attachments...
Shared Notes...

v
My Notes... k4

Julian Isla More..

Karen Berg

Manage Content

(-]

suandus uusazehidon desio Wil
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Desktop Sharing
#rag Desktop Sharing WunmsuusiuiinaniiioUvasiiisiosnsianadoya

K7 ]

vuinafisvasnuias TR iThsmd sz Idifu daiisiey il

1) panlomouanailmos

2) \don Present Desktop Fuithsndszamasldsudoninu “Accept Meeting
Content” Tindn Accept usimndiasnisinausianzlusunsu Tiiden Present
Programs

Present Desktop..

2

Present Programs...
Present PowerPoint Files...
Add Attachments...
Shared Notes...

My Notes...

More...

Manage Presentable Content

Manage Attachments

Manage Notes

& &
1

3) manapIASITi lUSuASNTGIANSUYS
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4) fdsnuuslusunsy asUsnguaudindas uazuans Now Presenting
5) fhdasnsuniannsuwd [Wman Stop Presenting

PowerPoint Sharing
wingidsndszandesnisuansa lask PowerPoint wai Skype for Business

AsnunsnmaulangTwseswasnisvin PowerPoint Sharing ldizudu TawsgTgeu

anunsalgnuusiaziines ldnfioulurosszanase Toufidunouiiey dail

De

1) Aan lomoulonaileos

2) \don Present PowerPoint Files dssfidhsanuszauaz|ssudaninu “Accept
Meeting Content” T#inan Accept

3) e IW&fisoans udrman OK
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Prototype Focus Group

Analysis and recommendations

See the presenter's
notes (justyou—no

one else can see them)
Advanceto

the next slide Show thumbnails of the
slides, and selectthe
next one to present

Whiteboard Sharing

TumsUszaniiioszaumuda (Brainstorming) uwesagighsudszamana
gasnsiduu latudonenmwiia iAamnutn Tafinsedu fmas Whiteboard as
hunoUaUIANNG RIS I8 uasisnuaidouiu luisyusiaansauaufuin

v
=

Iwasuamwiie I8 Tumsusauaseda U 168nshs defiignssiail

1) Pandl lomouonailms
2) 1dan More... ud2nan Whiteboard

What would you like to start?

Whiteboard
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4

3) unuimdasfloasusngdulweignsnussam I Tgnusudu

U

Online Poll Sharing

Tunseifinsuszaninudosinissindulasudu shidon Poll asdhansisTu
M3 mniasndulasiudu nieoasldvinuuuasuauannuiuuazvinuuunaaouf
Isiaudu Tasanunsnasmansy Poll wnssn3nouls duidunousil

1) AaNTi lomouaauaiimos
2) man More... 1aman Poll

What would you like to start?

o

Whiteboard
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3) nitsauaneFauazUsIngduiia [9Tunnsashe Poll

Create a Poll

Paoll name:
|P0II

Question:
Question

Choices

[ | |ChoiceA
[ | |ChoiceB
. |Choiced

Create Cancel

4) \Hoashaasaud’ Twmaniu Create usiciUasulaliashauads Twman Cancel annitiu
HithudszuuAanunsanou Poll ile
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100%

O I don't want to vote

[ Poll Actions

Pollis open | Results are hidden from attendees

5) Wenneaunau Poll isuusouud Timan Poll is closed

« Pollis ocpen
Poll is closed

+ Results are hidden from attendees
Results are shown to everyone

Edit poll question and choices
Clear everyone's votes

Save the poll results

Poll Actions =

AsUuinwaznIsanduinn1sussas

Bg:
3.
€

a3 1o 1389

oJ)
o))}

Tumsudinuazaatufinasuszan anunsavin ldnansds s

wiowlapmsuszanasluauauiin OneNote

ASUUNNSUszu

U o/ =1

odasmsiuinmsuszameanuulu a6 1o Wlendoundmsoussuu

o

SharePoint Online wsa YouTube anunsavin lesiil

1. figuaww TWaadn ... ilalamytion anniiu TWidon Start Recording
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Start Recording
Wanage Recordings

Ik Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options

End Meeting

Skype for Business Help

%2

dodunn: fithhulssniansidudidnsndszan (Attendee) wintiu azl
UnngiluTwean wszdnduss Attendee lianansatufinasussan s

2. nntiu azflunudnngdundsin mestufinasuszan Isidusiundy (Recording has
started)

,.& Becording has started.

3. fhdpsnsruamsiuiinnnsuszandinsn wienuanstuiin Aanunsavin lsviud 1as
AANT ... AxNa DN LAdan Stop Recording
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Fause Recording

S5top Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options
End Meeting

Skype for Business Help

%2

4. waaniglgnurgenmsiuiinidloud Skype for Business azudasnmstudiniu Ty

= e
Dulnd WMV
{Z) Skype for Business Recording Manager - O >
File Help
Title Status Date v Size Length Location Play
= = r e L—J‘
Karen Berg, Molly Clark. Julian lsla Processing 1220 AM 5/5/20... DMB 0:00:00 CalsershjulianitVide. ..
Browse...
Publish...
Rename

Towanfu a3 “C:\Users\ [UserName] \Videos\Lync Recordings” uazanunsn
iau lehviud dadadido astiufiniidonsuszan funan uasauiidhsnyssansie
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mMaanvuiinnmsuszan las Ty OneNote

Microsoft OneNote 1Wulusunsu Tuwn Tusunsu Office fizhe T Taeu
anunsnaauinansUszan wianuwstuiniu rudighsndsauvisua lduoy
Boa il TesfilonansnisussaundasumnAanunsauuy lWautusinTu OneNote 1t

v
[ =1

Tuiuit Fefidunoausiil

1. Aan lomauasuaiimas uddon Shared Notes

Present Desktop...

Present Programs...
Present PowerPoint Files...
Co-suthor Office Doc...
Add Attachments...

Shared Motes...

Manage Content (1)

Hide Stage

-

2. 1danaNaURIINT0INSUYS
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Select Location in OneNote

Pick a page for notes, or pick a section and a new page will be created:

Search by text in title yel |
Recent picks B
= Quick Notes (Quick Notes)

All Noteboaks

[l My Notebook

Ei

- B -

[] Always send meeting notes to a new page in the selected location
( i later in O Options).

=

1] Office 365

3. Wonsuszamiasadu i Ignuansnsndstuiinnnsussaunusima le

B ® K-

FILE HOME INSERT DRAW HISTORY REVIEW VIEW

{2 Quick Notes » | Quick Notes \

My Meeting Notes - 17-Oct-1:

My Meeting Notes - 17-Oct-13

17 October, 2013 19:55

Content (Collapse)

36-A-3) Meet the new Office Keynote-TH_nareerat_31jull3.pptx Added by Alan Steiner
PowerPoint presentation from Lync

Participants (Collapse)
87 carlos Grilg (Joined in Lync)
E Alan Steiner {loined in Lync)
E leff Hay (Joined in Lync)

Notes

mstiaUszuv oo lail

A wmsunsdauszguvneeau ladinu Skype for Business daalanusiusu

Exchange Online n3a Microsoft Outlook Gefigunousil
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Falder View CRN
JR— I“ - || @ !:H II" E
Fr e 1 | o
s & £ B
MNew Mew  New Mew Skype [ Today MNext7 Dz
Appointment Meeting [tems - Meeting Days
M ewr Clarma Blaatisg Go To =

2) azsingasd Join Skype Meeting #ivihsdiuanisianany

o You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar,

ol |

1=1 )
Subject | |
Send
Location |Sk1rpe Meeting v| Rooms...
Starttime | Thu 5/5/2016 12:00 AM - | [T AN day event
Endtime  |Fri 5/6/2016 12:00 AM -

[v]

|
- Join Skype Meeting

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

loin by Phone
Toll number: 41 (347) 746-0913

Find a local number

Conference 1D: 9742183

Help

3) nsonionsuszuN sudoruitnUszyn uairdanly Send

MUz uRuAuiognBuaNaIfng

TunselfidosnsiaUsunfuyanaiotmuuonasdng 1du and nioussudsn
7 1 18T Skype for Business i Tgnuaninsnadsmsianuny Skype Meeting
Trummanmuuan TasTwyamanousniudsinnsussausuduws fivosiunale
derfsuar lfsuasrsanmnsiuas Wosundn “Join Skype Meeting” Aazanunsn
ighsmdsznsoiuls
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- Join Skype Meeting

This is an anline meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Womanasrdidr ssuvasnwn lWduus1iiwes IWvinsnudumnousiasio (Uil

1) wdsnni idsutianinsnsUsaunsonasrithsmdszan Tieanfiasdiu oithaiiu
wsilwes antiu nsendaTdiu ugean Join the meeting

Skype for Business Web App

Guest, type your name below

| Ruby Luffman

|~ Remember me

[#] Install Skype for Business Web App plug-in
By joining the meeting. | agree to the plug-in Terms and Conditions.

Join the meeting

Sign in if you are from the organizer's company

'
o

TursiusnwasmsIsiu Tiisuiiognnausnasdnsiinsis Skype Meetings

App plug-in \8unon
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Skype Meetings App

To join the meeting using the Skype Meetings App:

o Download and install the Skype Meetings App plug-in

e After installation, click on [T R R0l

o Skype Meetings App will open in a new window

By joining the meeting, | agree to the plug-in Terms and Cenditions.

2) fhefinsndszan b ldfisodoos Tuasdns azdossontiiau Lobby rau ieseidh
INUFzYN

vsshuidgasmsUsauiiu azusafiudaynnanisuaniisnun dulaindu
yAmafigasn s iThhulszan Tindn Admit

1 person is waiting in the lobby. Adrmit See Lobby

3) nasaniu iflgnuaunsn Ignuiliaesinfisunns g Skype for Business v lu
e uduiwsfioes
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vnaun

Tuwnil fTsnulsisuusidonduiliaesues Skype for Business Online siausi
msUszanaasaudu luvisnmuandus ufaedssfieviehs Tvmsusundszaunagisa
Istatneminis uonannil Skype for Business saanunsaldriuiasos Mac ufiuids
Windows 10, Android uaz iPad saufisasnsulwu Windows Phone 10, Android
waz iPhone she Tasanansaailinanuaszfinss ldann Store wasusiazAs Tuum
0 U i I5uaz]ldisoug Skype for Business Cloud PBX dulluiliaos Tnsifidnan
huRnANuAasi ItnsdoansnsTussdns laowasuanmsIdsuuInsdnt
PBX wuuisin unTa¥ Skype for Business Tumsusdwviinsiofieriu
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Chapter 5 iumuaaassh Tunsdoanssru Skype for Business
Cloud PBX

Skype for Business Cloud PBX fufliaos Tnsiiinidind WusnasiannsTu
uwumslgau Office 365 Enterprise E5 winiiu iulinasitignanehoinaing
aash InrumsdeansmeTussdns Tauwdvuannnislassuu Tusdwy PBX wuuiéu
1T Skype for Business TunsInsdwviinsioderiu atnelsfionu wnTonuiiisaue
Skype for Business Online azvin Igfiies Inseou lavivindu usimnnidousioruiiliaas”
Cloud PBX shu azanansnlus g Insdwiiund lef illoasdnsidousiossuu Tusdwyiny
Cloud PBX uf wlguazanansa lnuilinesil ldsstio luil

s lgulnsdwi
TunsTgnuInsdw ansnsavinldzesis fe nsTdullunanuay (Num pad)
Aunsaan loroulnsdnvi lunihswwsssadeyfnsiafidosns

a5 Iuilunanoias (Num pad)

1) Tu Skype for Business Timanii lomouutiuvansiae danw ud TanunsaaInsdwsi
#isloan1s nnuadn Call

Skype for Business

File Meet Now Tools Help
Woaork Hard...Play Smart...

Suttiraksiri, Kumton
Available *
Set Your Location ™

[ ] H .
L 0, oM o
0861 x

1 2 3
=] ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PQRS TUV WXYZ
* 0 #
Redial

i pin WY Check
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Suttiraksiri, Kumton

2 Pa rticipa nts Calling Mobile...

Suttiraksiri, Kumton

d

Suttiraksin, Kumton B , - O X%

2 Participants Calling Mobile...

(]

Hold Transfer Devices

Suttiraksiri, Kumton

b
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4) \fioaumsaunun Tiean lomsusun Insdnviduaamonnay nasanniu azunnguiin
Skype for Business survey du T¥maan Close i1 kifissn1smaunuudna wis
paULUUEITIA udman Close iallaniinsing

= 2J

A5 e lomau Insdnviininsinesudoifinsiovidosns

1) Aunsudalfinsiovisioins Taunsinwdo naonavunuaw Insdwil Wausngdon
foams TWpdnanspsafidetin udmitihsnemsaunuiazlsingdu namnniu Tiedni

sUn Insdwel

Vararya Tejatanalert (The Aspirers Group Col

Auadable ¢
o Sot Your Location *

S 0 ¥ B

buvtin

_
B
s

.
w
&

Feau L Ca
Hi pin Z Oneck

BTG LAY Del IOy sl I

Kumton Suttiraksin (SoftwareOne) « Ommine
SenwareOne

W (o CALPORWARDING OFF

L Kurrton Ythrakie (SoftaareOne e -0

.

Kumton Suttiraksiri (SoftwareOne) @

OfMine

Cumton Sattinakiat SaftwareOng) o afine. They N get Tha 51 8 minsed me

! D v

® ©O[@e O

2) wasNdU wes nsdwrivigfnsiasuiusiion [iazusngdu Tiedniiues Insdwiitiu
wdmtihsnemsaununme nsdwriazlnngdu danw
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Kumton Suttiraksiri (SoftwareOne)

2 Participants Calling Mobile...

Kumton Suttiraksiri (SoftwareOne)

)

3) leaumsaunun TWean lomaulnsdwriduaamonnay nasanniu azunguiin
Skype for Business survey du T¥maan Close i1 kifiasn1smaunuudma wis
nauuuudnsIx uanan Close iwalnnilineing

oum

TuunildTornulfssusiensTednu Skype for Business Cloud PBX #iwas v
msfeansnmuTussdnsaasssuasinaiounndu Tuunda luaznanas Skype
Meeting Broadcast daifufliaesirileTu Skype for Business Online 2 TWeiTofau
annsaianinsuassfiunsUsantiovenanneeou lal le Tmmaﬁummsﬂ'mm
wionuaFrsingg geda 10,000 AU wazoua e TRRSUBNaNSa N IdanAnaii
wazanAnnaunsal
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Chapter 6 Uszasusunanansoou lail ldnniitinu Skype Meeting
Broadcast

Skype Meeting Broadcast iluusnsuilslu Skype for Business Online
oho T Tdnuainsadaninouassnifiunsusauanovenannssu lad ls oy
soesUIAsUszNnEouANA s d9ds 10,000 Au uazEsusNaInsauuanni
TaAle niogunsalladld lasdigidhsulsunanunsnaaununsouamiAu@aLfiu
Tuiiseam ldviudinnu Yammer

Skype Meeting Broadcast \fuusnnsiidi dianzelTau Office 365
Enterprise E1, E3 uaz E5 lifiTuuwunslouszsiu Business

unaumsianinunmsuszan lauTe Skype Meeting Broadcast
1) ‘lufi Skype Broadcast Portal ugndndszuulasTaBmavssv

Skype Meetings

2) man New Meeting

User Manual
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September 2015

S mMoT oW T F s Mot started

Live broadcast meeting
S00pm - Ancnymous mesting

Monthly division meeting
Sr00um - Sedure meating
e B amrrais adre.

1] Office 365

Skype Meeting Broadcast
Select the te for any lve or UPCOmMNg Mectngs 10 wew the
dilbaind aed bve nlomation iboul your meeting,

Troubleshooting

Mo s 7 afiy 15508 Witk hbdting of praducing your Skype Mesting
Brosdcast, pheane go to Skype Meetng Beosdoens Supgort n onder 1o
get support. This is support for your Event Team and cannot be used
by broadcast sttendees.

Tell us how we are doing!
Plase dick the Ink bolow 1o tell us sbaut your egpdnience using Sope
Mesting Broadont,

raiy

3) TddoyavasmstanununisUszun Julaznan Ussanussmadnas wassuou

# All meetings  # Meeting settings

Meeting details

+ Create X Cancel

Duration:

ao M 2 hours *

Meeting title Live broadcast meeting
Start Date
Meeting time Viay - 08~
Event team
Your event team consists of presenters, producers, organizers, moderators, and anyone else you trust to have control of the broadcast,
Organizer: Dan Jump
Members emagil or alias of each event team member

Attendees

Select who can watch the meeting broadcast,

Access @ Anonymous
anyone with the meeting link can join the meeting

® Secure
only attendees listed below can join the meeting

& All Company
anyone from my company can join the meeting

Attendees everyone@mecth0418. onmicrosoft.com

User Manual
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Tussinemsingidsndssan § Isnuasfussdudusesnsithisves

Wi INU TN

Attendees

Select who can watch the meeting broadcast

Access O Anonymous
This is whereyou ; : ; . :
determine whether a anyone with the meeting link can join the meeting
username and
password are ® secure
required for meetin . . .
at?endance ? only attendees listed below can join the meeting

O All company
anyone from my company can join the meeting

« Anonymous
Trsfienui |
e Secure

Vo

vasmsUszanil azanunsathsuo bet wilaslildos TuussnAanu

InzuAAai sUSmadawiniulaadrsmdsan I8 e ldnudondudenil
asngwes [Mnsendoyadinavosymnaiidosnsiday nioaudarudwanguf
16t 199w everyone@mecth0416.onmicrosoft.com

Attendees
Select who can watch the meeting broadcast.
Access O Anonymous
anyone with the meeting link can join the meating
® Secure
only attendees listed below can join the meeting
O All Company
anyone from my company can join the meeting
Attendees everyone@mecth0416.onmicrosoft. com &% Check names

o All Company

nnauTussdnsansnsaduyUszan difde lesuaeril TaonsithsndszansosTs
doraydelldvosasdng
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v
o

4) vndasnsnsensvonanoan latiassiidnsuuiinly Thiden Create a video
recording for download

5) wnsosnsknsenevenanasu latanunsasuvn lsudsanniasnainisussam ud
T#idon Make video on demand available after the meeting

Video recording

¥ Create a video recording for download

¥ Make video on demand available after the meeting

6) man Create dnsumsasadszunoau laul nasanniuszuuazaswasinisUssau
auvenaailduu

Skype Meeting Broadcast

1 All meetings  #" Meeting settings X Cancel

7) man Copy Tutas Join link
Join link
https://join.services.skype.net/contoso/574fd218-194a-43bb-ade6-74c2ab7%a10e/cl Plj

8) Waufniulu Outlook udhadn New Meeting Tiiin URL unne HiTuugiiu
Ramwn
=
New
Meeting

funaunsithsin Skype Meeting Broadcast dwisuaunsusuwnvin lu
1) s Skype Meeting Broadcast laumanii Meeting URL i lsi5u
2) Tuwmiising Skype Meeting Broadcast Timan Join the event
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Skype Meeting Broadcast

You're 2bcut 1o jcin the meeting ‘Deme Cay Review” 25 2 guast

yO/7e 3 memder of toe evert team

( SN N & EWnt 1eam mamber )

3) wihssmsdszauarovenanandaduluwsfives

[ = —— e e mems cemmaa a2 5 - 40 3

. - L e e e

Broadcast has not
started yet

——— R hae | et ——
- . lre Mt -
- - —— —t o~
oy .

R

dumaumdnsin Skype Meeting Broadcast @ wsuandsssiuamndnnsuszan
1) s Skype Meeting Broadcast lasaan Meeting URL 4 la4u
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2) Tuwntising Skype Meeting Broadcast Tiindn Sign in as an event team
member

Skype Meeting Broadcast

You're about to join the meeting 'Demo Day Review” 25 2 guest
Join the event

Or # you're 3 memper of e evert team

( SIGN 0 & ewent 10Im Memdas )

€ 3212 - Mizozech Sorzorwses Al g caieties. Proucy and Cookmt

3) Tumithsing Sign In TwnsenifeydiToau Office 365

Sign in

SO O WER YO Wk O SN BOCoE

D00 Y R 00 BSOS BIS GG By pour mart o achoal!

L o et o Mt wes

r e D TR L% b e @y o e P2 py—
LT -— L P ——

4) wihsinnsuszguarsvonanlzdsingdunu Skype for Business Online
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i

& Iil'(;.'iiﬁ S ‘EIJ Y

L e [ ————

FoyaNuLAs
o nwin Yammer feed lugs Skype Meeting Broadcast
« s Microsoft Pulse luss Skype Meeting Broadcast
o nstiuiinuazlwast Skype Meeting Broadcast

vnaun

TuunildTonuldssusiensle Skype Meeting Broadcast dasassunmaidn
Fmszan Idde 10,000 au anunsaiin dszanslorunsdszaumionisduuun s Tu
uneia W i TdnuasldisousnsTsau OneDrive for Business dufluiuiiifudoya

v

duymravnsoau lail fazghuiuanuaassih AUl Tdnu Twanansauss IwaEriueg

U

'
yaaa

\ a =V v ] o e o
‘i’)ll‘l/lllﬂvl,ﬂ WﬂW1‘1V\|atwaﬂﬁiﬂﬁdﬁuuaﬂﬁﬂﬁuvlﬂ BIVNHIULNDILUR
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https://support.office.com/en-us/article/Use-Microsoft-Pulse-in-your-Skype-Meeting-Broadcast-db120d4e-49f4-4205-9d37-f2bf8c174da0?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Record-and-post-your-Skype-Meeting-Broadcast-8fa897c7-9253-4737-8f77-94f206f25dee
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Chapter 7 wawn IWa U ldnniighs OneDrive for Business

OneDrive for Business Wuusmsiuiiifudoyadiuunnavsesu lail fiaz
ehoRneuaasd IWAug 9w Tanunsauss Indrugufiudle wann Ingide

aaaa Pt Y

ANSVINUUD A UTNTT D UNDSLTLAA L6

smuUné uinns OneDrive for Business TwAufiAutoya 1 TB uAiTdnu
Office 365 uwu Business, Business Essentials, Business Premium uwazii
Enterprise E1 #uuwu Enterprise E3 uas E5 azldsuiuiifudoyasious 5 TB du
Tuaudsbisdaauiu

A5 T OneDrive for Business
finnuudhe T¥panidon OneDrive ssnw

Office 365 OneDrive

B | E

Mail Calendar

s Office 365 OneDrive o ? i
£ Search 1 @ Newv 2 Uploadv & Sync|2 I Sotv @ G
~ Carlos Grilo 3 Files 4
Files.
Name Modified Modifessy  Flesze  Sharng
Recent
[} January 19 Carlos Grilo @ Only
Shared with me
@3 Contoso_Online_Presales_Report M400.xlsx w January 19 Carlos Grilo 3296 KB @ Onlyyou
Recycle bin
@Y  Resellers_8_week_sales_report.xlsx January 19 Carlos Grilo 25877 KB a4 Veranica Quek and 22
~ Groups 5+
Stare Visit Notebook January 19 Carlos Gril @ Only y
Groups bring teams
together. Join one or create
your own.
3 Browse Group:
+ Create Group:
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A 1 dusunsdumienansvnateiiosTu OneDrive for Business
v [BU

AuiA 2 a5haenans Office Online waosuU lnanionans wioB
OneDrive for Business futmsasRda1ush

A 3 wassmnanyuadenans nsudalu lndiaatu Indiidnns
Usudsadiosny i IWa# Issunsues uasdaes

AU 4 uanensenans Tuiivsudss audiud loaan aune W uas
andTunnsignas lwaiiug
AN S5 uaaenANSTHMSUYSIANIENAN

nsashalenansoau lafuu OneDrive for Business
e TnudasnisashaienansTud Timan New udndondsisiosnmsasna wu

1onans Word, Excel, PowerPoint, OneNote w5a Excel Survey wioashalwainos
Trai

@ New w 2 Upload w

mll  Folder

ﬂa Word document

E Excel workbook

B3 PowerPoint presentation b
ﬂ§ OneNecte notebook

B2 Excel survey F

B Lnk

Tunsaghaienansu Office Online azlishafunsTe Microsoft Office wuu
finsans lumdasraniimes nande wldnuaunsng uily uasiudinlwals
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TuNOUUSANAINANTAAATAESUAD Ao TUdsude INa liaonadosriu
Wlovn Taw luAunumusuuu snuanwsuas adnaesrsudiuadoudo

W(:)I"d @] ﬂ“ﬂe Carlos Grilo Sample Document - Saved

- Word Online (sas3utonaisunnana PDF 6aw)

Word Online  carlos Grilo Welcome to Word - Saved & Share Carlos Grilo
FLE  HOME  INSERT  PAGELAYOUT  REVIEW  VIBW  Tell me what you want o do { | OPENINWORD
tJ - - -—
Segoe Ul Light (He - 48 - ‘e = B ™ A Bl Find
| egoe Ul Light (e Aa AaBbCc  AaBbCc  AaBbCc  AaBbCc A\J £ Fin
Paste B I U abk x, x* - A- Mormal Instructions  No Spacing u Heading 1 2B Replace
® Format Painter -
Unde Clipboard Font Styles ] Editing ~

Welcome to Word

- Excel Online

Excel Online  cCarlos Grilo Welcome to Excell - Editable & Share Carlos Grilo
FILE HOME = INSERT  DATA  REVIEW  VIEW  Tell me what you want to do ¥ | OPENIN EXCEL
Y _ =1
D Xocut  Calibri -1 - = = |— EFWrapText Number Format - iy EEIED E‘X > AutoSum - p
Paste Bmcopy B I U D Hi- H-A- ===8 Merge 8 Center  $ » % 3 ‘88 % Survey Format Insert Delete @ Claar~ Sort  Find
- = - ~  asTables - - -

Undo Clipboard Forit Alignment Number Tables Cells Editing ”~
5

A 8 C D E F G H
3 -
4 Company B Q1Sales EJQ2Sales EdQ3Sales Bl
5 A. Datum Corporation § 195449 $ 746907 § 579,825
6 Adventure Works § 123721 § 733396 § 934763
7 Blue Yonder Airlines $ 934763 § 246554 § 902284
8 City Power & Light § 299293 § 674295 § 289,570
Bl Coho Vineyard § 228783 § 659385 § 876740
10 Consolidated Messenger § 579,825 § 448399 § 905906
11 Contoso Pharmaceuticals § 371,570 $ 644368 § 682,545
12 Q Tell me do. Contoso, Ltd § 239219 3 287.089 § 195449
13 Fabrikam, Inc. $ 639630 $ 635474 § 123721
14 Eruirth Faffaa < Q7R 74N 3 SR7 21A 3 204 202
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Carlos Grilo

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS VIEW  Tell me what you want to do 4 QPEN IN POWERPOINT

a.D - -:j [E Layout = rof)
- New 1) Duplicate Slide
Slide 8] Hide Slide

Unde Clipboard Delete Slides Font

Paste

Paragraph Drawing ~ [

Carlos Grilo
F
FILE HOME INSERT VIEW PRINT Tell me what you want to do OPEN IN ONENOTE ~ GIVE FEEDBACK TO MICROSOFT Saved
| Motebooks Find on this Page (Ctriv. O - K IStore Visits
+ Section + Page .
I Store Visits Store Visits Quarterly sales touch-point meetings with store
managers
Internal Sales Mee  Contoso Flagship Store #101
Focus:
o Process adoption
3/22
o Sales progress
<« Employee morale and turnover
6/25 )
o Communication and news
< Misc. concerns and suggestions
9/28

Contoso Store #228

3/23

User Manual

114
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Edit Survey ‘_.q. Share Carlos Grilo
FILE HOME = INSERT DAl
ﬁ % cu Enter a title for your survey here
Paste Bacopy B I U
Undo Clipboard Enter a description for your survey here -~
F 3
A | & C Enter your first question here R 3 T u
BN ] [
z |
3
. (®) Add New Question I
5 I
® I
mssuInanlenans

385U Inanonans anunsavin e 2 35 Ao
1. man Upload uiden Indanse InaimasannInamesnie Tuinsosid

T Upload w < Sync

Files

T Folder

Bl Marnimmante

w30 2. Drag & Drop wisanionansann File Explorer ugelu OneDrive
for Business
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< Sample Office Document » Pack 1 v ¢ Search Pack 1

[ Name Date modified

. Peaple Photos

. People Photos - Small
2012-2013 products

2013 Contoso products

[¥] Coho Vineyards charity auction

11/1/2557 14:35
11/1/2557 14:35
28/9/2556 22:06
16/12/2555 21:45
18/12/255510:17

T L
Fly fishing - full article 556 0:40
] Katie Jordan's notebook 12/2/2550 228
Morthwind Marketing Spend and Sales A...  12/2/2556 22:20
%] Northwind presentation 16/12/2555 22:38
Merthwind Propesal 16/12/2555 22:22
Olympic park fast facts 16/12/2555 21:47
|1 People Photos - Small 16/12/2555 21:49

e |1} People Photos 16/12/2555 21:49

Thai Excel 2013 Demo
Welcome to Excell deme new office.

26/2/2556 15:42
26/2/2556 15:42

ANSUYSLNANS

Type
File folder
File folder

Microsoft OneNot...
Foxit Reader PDF ...
Microsoft PowerP...
Microsoft Word D...
Microsoft OneNot..

Compressed @ipp...
Compressed (zipp...
Microsoft Excel W...
Microsoft Excel W...

Microsoft PowerPm
Microsoft Word D...
Foxit Reader PDF ...

1} Office 365

BROWSE | FILES  LIBRARY

OneDrive @ Contoso

Documents

Outlook Calendar People Yammer OneDrive Sites --.

Welcome to CneDrive @ Contoso, the place to store, sync, and share your wor
Learn more here. Dismiss

= Move

Drop here...

nasnnfiasienansud andTulenansdo Only Me dulluvosiasemuiiion
winslosnmsuassionansann OneDrive for Business Tiiuunmadudiidsidos Tivin

il

Y

Technical_Guide 8.5.1.docx

Waldawydoas uaiadn Share

v T Mame
E§ Banner
mll MNotebooks
E§ Office 365 Admin Slide
Ef Shared
Book.xlsx
CIE Persona.xlsx
Document.docx

o

Technical_Guide_8.5.1.docx

User Manual
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Open in Word Online ¢

Open in Word '

i
Share

i
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i
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i
Delete

i
Move to "
Copy to
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2. Tuwithsine Share T4 Alias (1w greg_w Husiu) wasunraigosmsusionans
sre TasTunauziinsands OneDrive for Business azisuduauasudoiiodunidadi
nssfunazuandon Iiden Wenusodetisiesnisudr Tieaniidoduiowinda 1
H9918MSANSTYNNIQRNENS

Share 'Welcome to PowerPoint'

B Only shared with you

Invite people N Greg Winston x Canedit ¥

Get a link

nclude a personal message with this invitation (Optional).

Shared with

[ Require sign-in

[« Send an email invitation

3. \FondnsidosnmsuauTiunyaraiiug Annwuasalail
4.  ghdesns anwdamnuaslundesdornuiifios ufdomnuiiandudoanuTu

'
= =]

Suariazas ludwanariug uazTusmaiuAaziaed lUguonansiiuas Ty

5. flidesnsdsdwaluTumaatiug Tiunidnnsidon Send an Email Invitation
6. wldnuanuisaduanizasduadonasil s wansonauava e lnoaanii Get a

U

link Awysude
7. dldnuanunsasnageu ai ldanuesluTilastnefimuy Shared with

ANSIRNsnsTUYaIena1s [ OneDrive for Business
Tu OneDrive for Business uanannazausafivuazud v Iwg lsuadh tonans

o

Toq AfimsussAudBusazanunsaud loshuduls a:insifudssifidoundivaslwg
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g Tshe Tasaaniias lbdan (...) fiegveennaadienans udden Version
History

Open in Excel Online

-iles
Open In Excel
v * Name Share
M Bl Documents
Get a link
o Contoso_Online_Presales_Report_M400.xIsx
Download
Resellers_§_week_sales_report.xlsx
Delete
Sample Document.docx
Move to
Store Visit Notebook
Copy to
Survey T.xlsx Py
Welcome to Excell - Editable.xlsx Rename
Welcome to Excell.xlsx
@ Welcome to PowerPoint.pptx Details

wUngnostuidaiu 1y
Version History

Delete All Versions

Mo.d  Modified Medified By Size Comments
20 1/19/2016 2:33 AM Carlos Grilo 33KB
10 1/19/2016 2:33 AM Carlos Grilo 33KB

windosmaddunastunountinil Tiadnwnudidon Restore niasnsoinsg
wintiu Timdn View

Version History

171972010 £33 AM Lanus L EERNS N
L Carlos Grilo 33 KB

View

Restore

Delete

ANV uINALKIWL Office Online
Wastasmsudlo lndionansidisrsusudu Tds ndiuuu Office Online udh
man Share iyxunwN
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.‘_'q. Share

\donuAnatisiosn s LA lutonansshudu wiouviaTwansidu Can Edit

Share "Welcome to Word' x
Only shared with you
Invit I )
nvite people Dan Jump ¥ | Can edit ¥
Get a link
Shared with

Include a personal message with this invitation {Optional).

¥/ Require sign-in

SHOW OPTIONS

Share Cancel

o

suas Idswasinn Tipaniidovadionans

Inbox All v Carlos Grilo has shared "Welcome to Word'
Today ~
Carlos Grilo
Carlos Grilo 429 A
Carlos Grilo has shared “Welcome to Word” 420 A Can Jump; Carlos Grilke %

Here's the dooument that Carlos Grilo shared with yo_
Lot weck Here's the document that Carlos Grilo shared with you.

Carlos Grilo On Yammer

Carlos Grio added you to the Dffice 365101 Fri 4718 Open Welcome to Word.docx
oyl6hZ.onmicrosoft.com Caros Grilo has added you t..
See more related to Carlos Grilo in Delve.

Partner101 on Yammer

nntiu afiresivessussnngduluonansifisndu uasaausvosnsud loas
vinTvsuhusiazauegiishunislnne Tulenans
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OPEN IN WORD

nsBbCc  AaBbCc  Awbce  AaBbce AGBL 7

Normal Instructions Mo Spacing i Heading 1 _ | 3B Replace

Styles F] Editing -~

Wielcome to Word

AsBed OneDrive for Business fiuin3aimauiiines

maded OneDrive for Business AulAsasmaumiinasvon (9w s Ty
i Tdknuanunsavinuuuuaaw laid Ity File Explorer ifioefTanuidonsio
Sumasifle IWasingg azgnsuian lUgs OneDrive for Business Tausnlusiei vinTw
aasiufinostuiifudaatulans nusessussuudfuiinns Windows 10,
Windows 8.1, Windows 8 waz Windows 7

i ldnuanunsaded d [daesisse Ansuaunaiatiu OneDrive for
Business (http://go.microsoft.com/fwlink/p/?Linkld=248256) n&aidan Sync
Now uuueeoulal duitiseasio il

lADA Sync

@ Mew w T Upload w ~ Sync

nntiu Thidon sync Now
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1] Office 365

Sync this library to your device for easy access.

LA Sync now

alr

Get the OneDrive for Business app that's right
far rme

ionsdediasaanysniudr azusing nawmesde OneDrive for Business s

shudowas Tenant Tu File Explorer

< | OneDrive - Contoso

@ | [

Home Share View

* ! D & cut
_—-I w-] Copy path
Pinto Quick Copy Paste _ Move Copy
access [7] Paste shorteut | 1 -

Clipboard

&« ~ 4 #& > OneDrive- Contoso »

> 3k Quick access L MName

y @ 2015 Finances
» @ Onelrive - Contoso
% Documents

> @ Onelrive - Personal % Monthly Reviews

Pictures
> [ ThisPC o
o December 5ales Summary
> L‘ Metwork

«“JX'—E

% MNew item ~
ﬂ Easy access

Delete Rename New

Organize

folder

Mew

Date modified

12/10/2015 4:25 PM
12/10/2015 4:25 PM
12/10/2015 4:25 PM
12/10/2013 4:25 PM
12/10/2013 4:29 PM

Type
File fold
File fold
File fold
File fold

Microsd

mManszvinleg AiAedudu Ia asnnded inssfuszning OneDrive for
Business fiuipzasnaniinasainuanalanaiiafinisidonsioduinasiiies

i I nuaninsnnaaaunsdedles lud s lasazunngdusylomowmaiiin
Ru wnihund lune azusingde OneDrive wazsnusheo Tenant wosaadns daaw

- | + 1A

Cnelrive - Contoso
B Up to date

36 PM
015

windosmswasulwamesTunsded las lud T lUf Settings > Account >

Choose folders
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#& Microsoft OneDrive *

Settings Account  Auto save About

OneDrive - Personal (jrandall 123 @outiook. com)

1.9 MB out of 15.0 GB used (Buy more storage)

Choose folders to sync on this device: Choose folders

Unlink CneDrive

Stop synding files in this account on this PC. Unlink OneDrive

Add an account

Get to both your work and personal files.

Add a personal account Add a business account

vneun

Tuwnil nanasnsTdou OneDrive for Business s T TunsdoAunazuas
lonans wniimsauilenansiia Wdsdwwes i Toasiinadaunanduan ldnns Tu 30 $u
Tuundn luangaugfanisldaw SharePoint Online wansvinusnAuand
Usz@nsan
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1] Office 365

Chapter 8 vinuuiuvinsineg SharePoint Online

Microsoft SharePoint iuuwanwasuiuuoUndinduiivimunduiiodu
Intranet Content Management uaz Document Management lagasdinssing
3in T SharePoint iieashaiu lusi lumsdonAu dnsadoy uazuusdoyasingg sauu
Tosgaiuwiinanuaunsahdsdoyamaniuldannnnaunsal

Office 365 services powered by SharePoint

..

A single hub for teams to One place to store, sync

work across Office 365 apps and search for documents

Buit-in inteligence 3bout peopse Discover, share, and manage rich

sles, ang content video contert

SharePoint Online fiT¥usnsviaTu Office 365 wwu Business Essentials,
Business Premium uasuewu Enterprise E1, E3 uaz E5 Tuaduiidudin lwsiuazwosiia
wisduauiidfliaesadoadssu SharePoint Server azfiann:Tuuwu Enterprise
E1, E3 uaz E5 wel i TudosDigsnnesTag finsunnsTuosdns Tavacfiuwunnsle
Nuutseaniu 2 uwuds Plan 1 (smagTu ET) uas Plan 2 (smagTu E3 uas E5) dad
uanduasasio Ui
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. . SharePoint SharePoint Online
Wiaos ]
Online Plan 1 Plan 2

Team Sites § §
External Sharing HY Y
Content Management § §
Access Services § §
SharePoint 2013 Workflow § §
Search § 5
Enterprise Search HY
E-Discovery, ACM, HY
Compliance
Excel, Visio, and InfoPath 5
Forms Services
Business Connectivity Services §

vanswie: 1odl SharePoint Online u&h i 18aunsalsaeu Delve, Office 365
Video waz Yammer lsishs

msiansulgau SharePoint Online

\odusiuldnu SharePoint Online gfldmsmsusdwyiiddesasioluilde
fin sl (Team Site) Fapnoanuuu Tidudiu ludfiRensifuuazussionans uazfinenu
Assilunupadlasinms Saviniundsznsgnudu Workflow meTulgsnsae

suUnfudvin lwel azusznause Site, Page uas Site Collection
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v
al

Site (Vleusi) L“TJumﬁmﬂaumaqﬁuLwaLLa:LLaUﬁﬁmua’m'ﬁﬂmmuuﬂﬂﬁqms
Wendu wazuisudoyasnAuls lusitioonarug lusinsonans waonaldondn
sudoumulasans iy nan weesuanwndnaf e usvianuaazagnieTe e

wWendu Tunsaselosives Wldnuanunsaldivaimwanii SharePoint Online #TwA

1

Top-Level Site

[
I I I I
Site Page Site

Page

Site
Site
=
3g€e Sit

P,

Tu SharePoint fin lwsiruiwadmnumunosinedu lasfiaanods shunilei
annsnvinuuAundauvstoyatmiuls shotnawu Team Site, Blog uas
Document Center guwananafi lusiignaanuuu Iiuanwaiissetinaéion

fuAunanys losiiasna assuduvianuaiEunin Site Collection (F4dna
s [gnuasynagAulauaszuunss Admin) lasvialu losiigenin g Tgnuazson
Parent Site @ lwsitiopasunazisonin Subsite
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Site Collection

The site collection

Subsite 1 Subsite 2 Subsite 3
Example Example Example

contoso.sharepoint com/markets contoso.sharepoint com/technologies contoso.sharepoint com/sales

s ldnuazanunsnasne lusiiazwa lsnse liu dustifuisnsiiosdns e

'
Vo

Fueaunddmsu lusiion 11 usesdnsiududasdnsmuauatnaudunaAsnAugi

LY

'
IS IS

anunsnad lod s Tuvauiiusesdnsenawdas:unlTdunnninTunmsashs losided
ANHBIDINS

ashavin lsfusn
i Inuanunsnashs losiusn 16 1as Ty SharePoint

Tunihusnazuans losidaeu lusiiddoy lusiiidnaan sauds lodfuusiieng
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Office 365 SharePoint

0 search -+ Create site
Following Frequent
Online Marketing Product Launch
Group Group

You are not following any site
Following a site makes it easier to find it.

Simply click the star icon on any site to Q You magified European Product 0 You madfisd XL3000-T Product
start following it. Launch cn 7/23/2016 Messaging on 7/23/2016
You modified Web Marketing You modified Web launch brief
‘Campaign on 7/23/206 on 7/23/2016
MOD Administrator medified ‘You modified Value propositions
Recent XL3000-T Produc... on 7/23/2016 on 7/23/2016
Product Launch
Online Marketing
Suggested
Featured Links
2 s R e Iy
H SM CP o]
ower Bl Home Sales and Marketing Contoso Partner Portal Operations

Visio Services Demos

T#idon Create Site

-+ Create site

nsandowad lusfiidasns uazadniu Create

Create a new site

faal

[

e it ana

(17

‘ Praject Office 355|

Find it at hitps//mod183551 sharepoint.comy/Project Office 365
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antiu azlet losianigasuiinsonTdanu Teudwes lusanunsarmuaszduansvas
audiitnan Ignushe s Taoadniden Edit fivusseuanilsnuan mndasmsans
vnatauAeiiazuustoyase niananidan View mindasns vy Isidssasnadon

OXFala} !
Share 'Project Office 365 %
8  Only shared with you
liElResRis Greg Winsten x Dan Jump x | Can edit |V
Get a link

Shared with
Include a personal message with this invitation (Optional).

HIDE OPTIONS

M send an email invitation

LN OIVNNE R TUANSIR NS sl
wasanitlTonuldaghe losidr aeTulwodasivounnunaTiden T e
huTumsianisiiion nMadoans wam KL 6i9dl

AU sl

Share your site.
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\ofideyatidosmsuws Iiriuunmasne Twadsdmaiday Tidnunsn Tudin losil
Tosidos lsanunsarivuasssiuansvssauiiitnan Tgause e

Share 'Project Office 365 x

B  Only shared with you

Invite people

Greg Winston x DanJump x Alan Steiner x |
Shared with

Include a personal message with this invitation (Optional).

SHOW OPTIONS

cenee!

Asada s lAssnnsdos

wasudin losfindTinanoifu Project Site dong TauiTgnuanunsnashs
Project Timeline Tifinenuanuusiazsionsle @ unsuisnswia vaflal Tweaani
Working on a deadline?

P = 9
v

Working on a
deadline?

wamanyy Add them

Working on a deadline?

We'll help you by adding a Project Summary to your home page and the following apps:

Tasks (with a timeling)
Calendar

User Manual
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i Tuniih SharePoint azusng st lasisianw

Project Offce 365

Home Project Summary
Notebook

Documents
Tasks Get organized. July, 2014 August, 2014

Search this site

September, 2014

Calendar Edit the | Add tasks with dates to the timeline

Site Contents task list.

# EDITLINKS

Get started with your site  removeTHis

ANTINLNLLALAR ﬂ’]'iTﬂ‘i\i N3

FUNDULIAYDINIFTIN LLNuTﬂ'Nﬂ’]‘i A9 AMTINNNULAZNDURNN mﬁus[ﬁ’usiax

au leofisssesio Ul

- ASIANTIEIATIT

muUnG MuAsuMSTiuAsuA e wazswanduamanaunans Ty
aundnTuiinlasens Wundn drlassnsiidudousnndu Aonaddayaiuannduls

D9SN IUANTATIRAADUINU s[ﬁl‘l/ﬂﬁ\iﬁ

1. vy Quick launch T#aan Tasks

Home # EDIT LINKS Search
Tasks

Home

Notebook Juty, 2014

Documents |

Calendar

@ new task or edit this list

All Tasks  Calendar  Completed

Site Contents
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2. man Edit

® new task or edit this list

All Tasks  Calendar  Completed

3. Tumodnil Task Name TiiuvidowasnuusiasnuiisnfudowinTasaauysailu
Tasansvarl lganu ne Enter washe lugsussvinda lundsanninnuudn

Stop editing this list

All Tasks  Calendar Completed == | Find an item el |

v @ Task Name » Due Date Assigned To +

& Tnesautayanislseyu 1D,f23,f2 Greg Wl'nstonl
——————

4. Tumaduil Due Date Tiinvinsoidoniudidsnuusiaznulusunsmsazasaauysal
f LiuiTannuasseadnasadioln Twuaoumedmiiidamsuanusinaniney

5. Tumodwul Assigned To TRnnsaidondovasuanaiiazsiosvinauil

6. Wamusumanadounuiasasuusosudh Tindn Stop

(@ new task or edit this list

All Tasks  Calendar Completed =+ | Find an item D |
04 @ Task Mame Due Date Assigned To
] TrupSzaayanislsean 5 ---  Wednesday Greg Winston

1

WovinnuAulassns g lgnuainsnidennassmindasianeiiogtnadaauus
ardoiionuiiuiadanysaludq s

fy IsuwuhgTdnuinusesmuauausng Tusonsuuuie Twnndu
Hldnuanunsalddunousineg Tududn lueminmeandun TiruanusosTdnu
WoasamumsmuAuuansisiUs:ananndadu
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- AISIANTIIAISUUUTAIRUAATT

fh lasanspael [snudeudesudou i lnuatanuinssmsnuany
fnuansonarhs i Tgnuanunsadamunuludnuasiianunsadnns ldunndu
\iadasmainonsnumurimuanis Tivineail
1. TWadn Task

2. uuniin Task Twman New Task waauuuiiv Tasks wos Ribbon Timan New Item

visnsnue: f uidessu Idnuldadwmsnmsnsiaasvnuasnsnoduin uslasinns
Bufienududouindu § [dnuaunsainnoanduaad lunuidogiinvoeyTdau
Isatneinane Wasesnmidoniu Twadniuiivnesushuvoinassniadoawmiane
Posnutu wazuuwiiu Tasks w01 Ribbon Twadn Edit item deaslianusdenan
Fuanio Wy Idnuaninsainoandun lumsdadinuanis ldunndedu

3. WnndodmsunuwesTdiulunass Task Name

BROWSE EDIT

e, K Cut fiy ABC
E a D By Copy a \/

Save Cancel Paste Ag?ch Spelling
ile -

) SHARE ¥y FOLLOW

Commit Clipboard Actions | Spelling

Home

Task Mame * ‘ L WS T SE I s
MNotebook

Documents Start Date | 10/21/2013 ‘ 5

Tasks

Due Date

[10/24/2013 | E
Calendar

Site Contents Assigned To ‘ Greg Winston x

# EDIT LINKS % Complete %

Description

Predecessors

Add >

< Remove

Prigrity (2) Normal [+

Task Status [ ot started [+]

Save Cancel
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4. Ruvivsaidoniuiiidudunazduagndwsunuvasldnulunaos Start Date uaz Due
Date sy Iu L TaTusuiisanan TwuaesdoyainairouTunoui didnu
anunsanAUINNGaya ldsnnendsshunmsud loauiu

5. Wnndenseiotdimavasunmaiiy Idnudosnms iinnudinanTunass Assigned
To

6. flsisumsvinnudmsunusenanud? Twldwesidusliunaes % Complete 1o
ssunuiiviniasaudh laodsznas uasnuiimdoisowin

1ndndy: JoyaililudoyaddndmsuanndnTuiulassmsvesy Ignudimssuinn
Wudszan esannasthe T TonussafuanudunihvssnululassnsvesdTanu
wazanInsnfnenu lasinis asaviunan lst

7. Wnvdesuulastevasnulunass Description g ldiudasnsszusuazdyn
AnAunuilAndeaiadn dufionaze Tiusramioliidauifsdosduy whla
Tasansvasl Toknuannduls

8. Tanassuazuiiatidnain Predecessors iioszyinaulnTulassmsvos Tonui
Fuudasih Iiiagaanysalnsuiinudaqiuazanunsasu ls

sy fldnuasenuds “wounstmnUssnduius” duan nuiazl
anunsaduduldaunienu “dsutnusandunus” auagaanysal dain Tidonau
“duurnusndurius” annasswvneduss udrran il weie luginasswng
fruan deanfunmssyineu deudmusoduiug” denuiidowinnou (iude
GagNNADU) U “INs WD NUsTeNdunus”
9. \donsriuAnuAdivanzanansuAs Priority
10. \donsesivanusiiviinzanannsiuns Task Status

iwnandy: Yoyatliludndoyanilifius:lovildmsuamndgn Tudiulassnisvoy Tgnu
Femnssuiasbulsdn ilosannaunsats T I8 usunnufdsidaenemsvinau
ANNANTIVOIAMHRUANIT kAU IAIAUATIRAAUANSAANA YOS

11. ma3n Save
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i TENuAnOuYaInUIad oranuusazpudasnMstoyaiunneinariu
Dudayaiiianzianzas ldnuanunsaiuneduiiiosdatnsieusiail

1. @an Task sssuauauge

Home # EDITLINKS Search
Tasks

Home

MNotebook Juty, 2014

Documents ‘

Calend o
encar @ new task or edit this list

Site Contents
All Tasks ~ Calendar  Completed

2. man Edit

(® new task or edit this list

All Tasks  Calendar Completed ==

3. man Add Column (+) shdayadislldnusdosmsTiidu Text, Number, Date And
Time w50 Person or Group &ldnuanansaidon leviud usidn ile TWiden More

Column Types
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Stop editing this list

All Tasks  Calendar  Completed e Find an item 0o |
W @ Task Mame Due Date Assigned To +
7 ‘ | I | Text

Shortcuts (D Number

Date and Time
Persan or Group

Mare Column Types...

o TouiBumavinnudulassnsudr fnansdsiiel lsnuanunsavin e 1wu
doenseiann msd lavinso la &1 "Ty" f356ssie ludl
wasanniilTonuldiinnuasTulassmsvesd Tonu gTgnuanunsasinanuid

Fuasurmuauu vl lad isuuuaawesin Tasks 16
ANSYNEIAEN @IS0V edaeIE fo

winas Tudn Insflasl uuniih Tasks TpanAufivesusuvasnassMiAsaaviinyvos
ustazuiin Tonusosmainaslulnif lad daanfunmsidonanuusiasnu un
uwiiu Tasks Tungu Actions Tinan Add to Timeline

BROWSE | TASKS | LIST ) SHARE ¥ FOLLOW
Alert Me- & Workflows

= =] = = = T Movelp =
=l BB, m e F B
Ea ]  Move Dawn - Approve/Reject
Mew  View  Edit Insert Qutdent Indent Outline  Addto  Attach
ftem  ltem  ftem 3¢ - Jimeline File
Mew Manage Hierarchy Actions Share & Track Workflows
Home
Natebook October, 2013 November, 2013
IAdd tasks with dates to the timeline
Documents
Tasks
Calendar 5 9
@ new task or edit this list
Site Contents
All Tasks  Calendar  Completed  »=s SAVE THIS
# EDITLINKS
v Task Name Due Date Assigned To

) O Anwsiayanislse ¥ === Wednesday Greg Winston
] aus T sTTnAuius 3% - Thursday Greg Winston
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2. Wowy lauaan Open Menu (...) dwsunudiel Tnuanmuasulaflad avniuTu
naeviiunng Wadn Add to Timeline

" is with dates to
LHELHsU sz s uviug

In Demob5ite01 » Tasks

Assigned To:

Greg Winston ind an item

DAYS Due Date

Due Thursday
. Wednest

https://cie43.sharepoint.com/DemaoSited1/_layouts/13/listforn L:a Thursday
f

OPEMN | ADD TO TIMELIME | CREATE SUBTASK

'
=g =

frauiiuiidusdusariuasuinus nusenanaztnngui s laliduuauii

1
a o | Y =1

ATAUAANTUTIANNAT ANWIHIRNITTUATUATUUARIDIAWIZTUABNE LYINTL IUas

=

Unng@uasidsnuu sl lad uazfiindosmsnusudinaiuda

ANsUs18an S URVaINSUSTNS lAsensUL SharePoint Online aunsadnun
WAl I8 Anssanns lasensuuiiy lasl

AsuAN Lists, Libraries, uazwoudug

waudmsu SharePoint azTluuounaiduuuvauausdo lau fouadn uazly
Nude desnifiunursenauauasnNuiosMIaessATanIzIAEaY i Tdnu
annsninueu TRy lwsmeaedTonu wiarwuaTTinihiins Tonuesesnelnotng
Wikt nioouantonaf & fothau aunsainuaUAsniiunuwin U wu ms
finenunaiuaza oA nisuauiisiflunudulonansnannraiusuuuy uanaNil
g ugianansainueuiinanstnuasdoyaanniiu lasdauus nvnssuauiidousiary
v losinsdamu lsdnshe

B uoRazinuaUannunasiinnsine asluloswod Igmnuld shograugu f
asdnsvesTonu ldvmuuevuuurnuaiesdmsuns ldnumessians Tuasdns
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1] Office 365

i I nuaninsainuedmanfiannudnmdonuatvssasdnsvasel o s Taons
isunauatns s From Your Organization i Ignuaninsndaustanniinvimun
Aouan i lasnnsisung SharePoint Store shefToanulgvineuriu SharePoint

nasdunauniin Airosnugiuwas SharePoint 1w s18a1s (Lists) waslaussionans
(Libraries) aznanglu “Built-in Apps” uaztisanansawinuatmaniiu e la o
A&3 Add an app

1. vulweilTanudasnsiinuey Twlud

raries,
and other apps.

n3oman Settings 2 5 Add an app

DanJump~ $¥

Shared with...

Edit page

Add a page

Add an app

. Site contents

(

Change the look

Site settings
Getting started

Office 365 settings

2. vuni wedwvas Ignu TWidonvinatnslnatnandlesia il
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\iodoans: Tvingail
WA Built-in Tunaasdum TiRuvidonsunme TumsosisTanu
SharePoint App faansAn shaghau Document Library nm

i lausslonans | ENTER adniiaminuey anniulddoyaidsutiu

Site0 # EDITLNKS

@ntoso Site Contents » Your Apps

Find an app bal
‘o can Add
Notewarthy

Ca v
A V]
D b asks

..........

WinuoUannasdns | man From Your Organization

Yo [T N y v .ﬂ'
& iBunTuNNSTaLaUigNNTos udRanuaUE 59U

9N SN

WoTdruanaui fldnusiesnsidodousunse ki
Taavnudoyaifsndunmsvinnusauay anntu
man Trust It iWawANwaY
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sillvasuatann | Adn SharePoint Store

SharePoint Store y : T S oo o
uunil SharePoint Store Wauunansiiotnesni

doiiensasdeiildon uansonguauiiel lgnudesns
wioeef Ionusdonsoufinvasuouiiy Igeusdosns
wd g lnuanansaiuwas lunassdumuazdum lst
Tosmss

AanuaUfiy Igudosmaiy uf
man Details 130 Reviews iNal3u g N afinAIAY
ou

ff IBumdsdoust TWlsmunmsaseuaminmeTs
Teioszu e ldnudasnsdonevdmsums ldnu
dush wsedmsuTanauau draudu Twldnusy
Fnududms lnusass Ty Isnudesnsde

\iaasnadousy Timan Buy (fifluuouns Tw
Aan Add it)

vimudusau lunsitrdszuules T Microsoft
Account (Hotmail.com, Outlook.com) wass Tgu
wWodauoy

Weanawin Widudosmsidodonaunsolal T
psvNUdarnuauaiow ly udenduasadnsau
upranninwmunel uaadn Trust It

Tusouil wetazsinguuniih Site Contents iTanu
aunsa lgsuad lelasnsmaniivaduuniin Site
Contents
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DemaoSite01 » Add Apps ¥

Price
All
Free

Categories
All
Communication
Content Management

Customer + Contact
Management

Education
File Converters + Viewers
Financial Management

Human Resources +
Recruiting

Public-facing Websites
1T/admin

Jobs

Lifestyle

Look & Feel

News + Weather

SharePoint 2013

Adiib PDF Publisher

Most Relevant  Highest Rating

Napa’ Office 365
Development Tools

Free

Media Center App

Most Downloaded

Iy Locations

o)

AvePoint Meetings for
Dell social Hub SharePoint Online

Lowest Price

Locations Mapper

Free

~a

Name

THAB~  English (Singapore)~ 2

O Atensr

Newest

Location Finder

Free

Bephéy
L

n&snnii Isdadaey fTdnuanunsaluguedd1as ludinia Site Content o

7 Settings ¥ > site Contents unaniiuou Waguiuay
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1] Office 365

wodonavinusing i nddsaslu Ribbon wineds luseiedsunsvinan
YouANUSSINIANTDYA TUS1AN5YED laus3 wioued o1afl App Part el Toau
anansninas Tuni dshe visiiduegfuiuediiuvinauesls

. Dan Jump~ £

Shared with...

Add a page

Add an app

Site contents

Change the look

Site settings
Getting started

Office 365 settings

dwmsuTuswandunves List, Library uaz App imsIgauetinglstng
annsnd@nwdndin e 3519 SharePoint Online

a lnavas [gnuiuosls

i I nuanunsarmuadin lusas Tdnues ldotnesinsuazinoens uaz
axfoudiva lndlazuususivudoondw Wodosmsrmuadin luswosdTonues
i g uinTudoafusiiashe los nioatnuloudosfiansluniseanuuu s ns
wWavuwlasesunadiidgdyiiaaiiy [gnuaunsavin ldde mswasudnwausi
Usanguie Change the Look

1. vuiinlwswoulToinu Twman What's your Style? wionan Settings
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1] Office 365

What's your style?

\donanuaisingg ansideniiivannratusuuuy lidasrinaingy o liveud
wiosUiiu ffldnuainsawasuldTudunoudalu

Site Settings » Change the look

Current Orange Sea Monster Green

3. waudigTgnuaunsausuusiaaosnedu e

\adaansiinndolasusuiunas Tiean Change uazsuInansuuasel Tonules
wioansannmauiimesuay [BuasTusUouateiatinilosds Change

visngwe: f1 danunsnannudnale idnswensiinsdmsuwsfiveshosau
anam wia Microsoft Office 2013 dulu msaaudessnBlusioaTe’ Microsoft
Office 2013 w5onasauiigenin Internet Explorer, Firefox w&a Chrome nasau
aan
\fiadaansiauu Color Scheme Tndnanasiiatifinan Colors uazdan Color
Scheme 8u
\fiadaansiavuidnlass Tirdnanasiiatdnann Site layout uddonidlassdud
AUANUALNTDIEIANTHIVNG AADIAUM UazBuy
Wodosmswasunoust Tknananasiiotdnain Fonts ududonwousisu
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Site Settings + Change the look

@ Start over Try it out @

TR usor pama

. MAVIGATION 1 NAWIGATION 2 NAVIGATION 3 Search st
Drop an image here - PAGE TITLE
First menu ftem Welcome to the preview of your themel
CHANGE REMOVE Second menu item

‘You are looking at an example of how the colors will be used in this
theme for your content. This is an example of a hyperlink. This is how a

Third menu item

Colars Menu item with a

really long name visited hyperlink will lock like. For text editing, you will have the
.. . [ following 6 colors to play with:
Accent 1 Accent 2 Accent3 Accent 4 Accent§ Accent &
I S S e S .-
Site layout
Seattle - Example of a simple fist
Name Modified Status
FO nts First Document Title 1072172011 Panding Review
l Second Document Title 10/2272011 Panding Review
SeQOe Ul L‘ght . Third Document Titie 1042272010 Approved
Segoe Ul

wdndu:  dldnuausngdnvasidsuuladlaoviui I8 TuRuiuaaesosng
fhdfosnsfounauluisaniiiusiu Tiean Start Over waai g uanusnnaniilald
lessiwasiTguiioaanain Change the look udnaulussleuwawes lasiwos
i T let

4. JefgnunsoniiazgnsuanssnotnauuuifinniinaovesdeisTdau lsuasuualy
dunasfidnwaureting sifla Toruilevnwes lust Tindn Try it out asnglsAew i1
lfauduyg azd anunsanoadiumsidouudainle
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Site Settings » Change the look

@ Start over I Try it out @ I

Erars Amtinen  Secomsd e Third e [UERCNLE

TE1 TMEZ TME3

B MAIGATION 1 NAWMGATIONZ  WANGATION 3 Search text
Drop an image here - PAGE TITLE

First menu item ‘Welcome to the preview of your theme!

CHANGE  REMOVE Secend manuem You are looking at an example of how the calors will be used in this

Third menu item

theme for your content. This is an example of a hyperlink. This is how
Caolors Menu item with 2

S a visited hyperlink will look like. For text editing, you will have the
eally long name

following 6 colors to play with:
T COMMAMND UNE

Accent 3 Accent4 Accent 5 Accent &

Site layout
Seattle - Example of a simple list:
Name Meddified Status

5. fhey Tgnuvovdeiiel IgnuduTunmsuanssione Tinan Yes, keep it d1 livou T
aan No, not quite here uf1ansdnwaizdug sio U

BECWIE  BGE O B Prroucw S mT
A EDIT LS Sparch thi ute - D -
Project Office 365
Home Project Summary
Hotebook
Doouments Todey
Tasks Get organized el Mgt 3 ke o, 014
Calentar Edit the | | tasks with the tmelir
task list

Site Conbents
& EDHT UMKS

Get started with your site  seueve

RPAaNPasE

wasanilTonuldiuasundasdnwasnasin lodwa sl Tonuudn Tudu
wodla liuazinde areduns Tuaduda b
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1] Office 365

Your site, Your brand

dosouinanfudasniididonoy loswo Tnwiu duiu maidendaisosi
93uNpiafinnse lassmsvesd Inuiadudsdrday bites mainlaldazahe Twidu
wsuhwinney u losiigndesetnesiad shotnau ldnuaunsainlaldidg
agvosasdnsvoy [gnuan 19 Tni niosuamitimnununsiuueead 96l le D
du

1. vudinlosfwewfldau Tiaan Your site, Your Brand wionan Settings ¥ >
Site Settings

Your site. Your brand.

2. uuniiy Site Settings nuTd Look and Feel Twaan Title, description, and

u ﬁ‘ ame # EDIT LNKS
Office 365 i At
: S|te Settings + Title, Description, and Logo
Hame Titls and Description
Notebook Type a titie and description for your site. ml:Djm P——
Dacuments Description:
Tasks
Calendsr
Site Contents
# EDIT LUNKS Loge and Description
Associate a logo with this site. Add an aptional desaription for the image. Mote: I the il Inzar Loge:
location has a local relative address, for eample, /_layouts/images/logo.gif, you must copy FRON! COMPLITER | FROM SHAREROINT
the graphics fila to that location on each front-end Web server | /fProject Office 3655t </naw-office-365-laga-o
) Office 365

Enter a desaiption {used a5 alterative text for the picturs)

‘Web Site Address
URL name:

Users can navigate to your si ite by typing the Web site address (URL) into their browser. You
can enter the last part of the address. You should keep it short and easy to remember. https//mecth365. int.com/| Project Office 265

For example, https:/fmecth365 sharepoint com/sitename
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vanuwmn: el Il Title, description, and logo wansingTgeulifians
Tumsdamssndoniu Wldnudesfidnsetnalonvisuvindunaudvas lus ueasy
asdnsoNarruANIToanuULY lusRealansu [ ud SeldonansTunssanis
sudonmanilvoldnusanu

3. TddodosTmiTudos Title FoidasTudazuansuuninusdazminvos lasl

4. TadosunsTniTuzos Description Fosunuilas linansunlost usiasusinguumin
WasWSASAUMDaE Toknu

5. wasulald

\iadaanssuInanlaldannmeuinmesvesy I9u Tiaan From
Computer aniiu Adn Browse iadumsuaw udnan Open wosuInanlald

6. \flagisnsiinlaliann SharePoint T¥man From SharePoint 5ung lausaiiiAu
suU 1donsd udman Insert
7. man OK wavufinmsuwasuntaswasy o

ffTou lveulaldiusnguulodwaslTonu Widnuuddsuidsulald uasvin
dunauduuudiiounui la liidu

Keep email in context

wausiTgnumawiausuiy gldnueranui dnmsldnusmaiodoansas
Uouasi Maiunassaanuns U lusas TdnuazehovinTifiiuddunanaTuns
{n @B wauazenansiannsaidhfuazud o 8 lasuanaiii dnsves lusiimunzas
Winuu

iodosmsinnassaanune lugs lodwasdTanu Tivinanudunoudssio i

1. WnuoU naosannuuNswo s W loswag Tonu
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Mainuel nadvARKMNNB lasl Wi lodvasldnuiiazesis Tauisiim

iam Aomsmanii lnd Keep email in context uu Web Part Get started with
your site

Keep email in context.

vanumn: wasanniilldnu ldasunadomaninevas lodud ffTonuls
anansawasuiiesiavoinaesannunsvad lus e fioysimadnsunassannunovas
laseiio doii [Buansvoslwsiin o Tonusedo lust TidondafianthAuduiiogsiua
asausnity Idnudlanassaaning Widnuasdassisrnsidonmuualounainou

wasanniilTdnuean lndiugr Twaan Add it

BN Site Mailbox

DESCRIPTION
. . ADD IT
The Site Mailbox app helps you keep email and documents close together by

connecting your site to an Exchange mailbox. You can then view your email on
SharePaoint, and view site documents in Outloak.
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1] Office 365

fToulallsTe Web Part wos Get started with your site 38msiinuay
AADIRRVLNBD lsl Snisnileiianunsavinle fst

=

1.1 uu Quick launch T#man Site Contents

Home
Documents

Site Contents

# EDIT LINKS

1.2 vuwiih Site Contents Tiadn Add an App

add an app

1.3 vuniih Your Apps T¥man Site Mailbox

Site Mailbox
Popular built-in app
App Details

2. wWasudsrnaasanvidny un Quick Launch (sRséi)
wasniie Iguinuey nassanuunswad b s leswas Ignundr ns
A lUgnaasannunswas losfuu Quick Launch aufudszloaninnn wazazehs
Taui I sl Tdrnuainsadhdsldosnssens Taound nasannmssinda
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ASILSA NABIARRINUVDY ldaznnTd [fuu Quick Launch auTs Recent

Home

Documents

Recent
Mailbox

Site Contents

# EDIT LINKS

Wosasnasnoasd gy nasvanmunuas last un Quick Launch Twiin

Lo
Fle

2.1 1 Quick Launch T#aan Edit Links
2.2 anasd Mailbox lugssinunilsiisisiiel Tonudosms Tinassaananeiiu
wamssIwn1sun Quick Launch

23  @dn X meshuonwesdsd Recent tiiotonnaosannungaanann Quick
Launch

Home

Documents

Mailbox

Recent

Site Contents

Drag and drop link here

® link

| Save || Cancel |

24 @a&n Save

3. GFANNADIARNINDDDI Laie]
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wasanilTonuiinuey naosaaviungwad st (U lasmaay I8eu
Dunousio Wanfumssernnaasannunoves lusiiu f Idnudossuiiumaiisags

=

LREIILVINTLL

3.1 1 Quick Launch Taan Mailbox

3.2 iilondesanunuveslusipnateduud Tiean Mailbox uu Quick
Launch 8nass anntiuuumiih Exchange Admin Center T
\don Language ua: Time zone watf 15U
3.3 man Save wasiiiunseurnnassanvinaes ksl ldnulmasa

v

au

Choose vour preferred display language and home time zone below.
Language:

|English (United States) [v]

Time zone:

|(UTC) Monrovia, Reykjavik [v|
save

dunaumssisrnonalgihaunudis 30 uniifaznaiadu Wermuasnasd
wnUNBvad lsfiasaanysaludr doanusmaazgnas ludmneulusodoaundn
Busunaznodoivousudunodlos vasiigTdnuse Widnuausalsnulusdwos
i Toausio 1U e

waady: fsasnsuvsnassavinuves luswo Idnuduuanadu T
Aan Share fiynuuvnvod lus anninTddonsorioysinavosyanain Tdnudosns

if3y

SHAQE ﬁ FOLLOW # EDIT

L.I

F
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1] Office 365

4. duldnundssaavanuuadlael
nasanng [BussAnnassanrinuves losiafaanysaiud AduTonuldviud

DemoSite01 » [=Z Site Mailbox App

@ search mail and people pel The "DemoSite01" site mailbox has been

all unread tome flagged € REPY €

» INBOX CONVERSATIONS BY DATE )
i . DemoSite01
v Demosite01 x| Sun 10/20/2013 5:48 PM
The "DemoSiteD1" site mailbox has been crested 5:48p

MNow you can send mail to SMO-DemoSiteD1 @ciedS.on...

To DemoSitel] < SMO-DemoSitel1@cied5.onmicrosofi

MNow you can send mail to SMO-DemoSite01@
will land in a mailbox just for the people in this
DemoSite1 site to see for yourself.

To learn more, see What's a site mailbox and he

AsUIsmslgnuaunsadnEnsua S uaANIAN 167 19na090 RN
lessiiRoTiud mavosiugsosu

EuTgau Workflow
dwmsuilinesuilefifanTwlu SharePoint Online @aisos Workflow g Tsau
wiasn Inuwiduesiusn Workflow denszununnsssiands Business Process 1au

ASAUANLEEL NMSTUANNARLAL nEoN15aUITRIT09sINNY dnsUenaTNED
WU INBTIRzfinanuanuradavasulsEANtug SharePoint Workflow diugn
ponuuu IWehdsudananuaniuys:Ansmwaudszaniivine
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https://support.office.com/th-th/article/%e0%b9%83%e0%b8%8a%e0%b9%89%e0%b8%81%e0%b8%a5%e0%b9%88%e0%b8%ad%e0%b8%87%e0%b8%88%e0%b8%94%e0%b8%ab%e0%b8%a1%e0%b8%b2%e0%b8%a2%e0%b8%82%e0%b8%ad%e0%b8%87%e0%b9%84%e0%b8%8b%e0%b8%95%e0%b9%8c%e0%b9%80%e0%b8%9e%e0%b8%b7%e0%b9%88%e0%b8%ad%e0%b8%a3%e0%b8%a7%e0%b8%a1%e0%b8%ad%e0%b8%b5%e0%b9%80%e0%b8%a1%e0%b8%a5%e0%b8%82%e0%b8%ad%e0%b8%87%e0%b8%97%e0%b8%b5%e0%b8%a1%e0%b9%80%e0%b8%82%e0%b9%89%e0%b8%b2%e0%b8%94%e0%b9%89%e0%b8%a7%e0%b8%a2%e0%b8%81%e0%b8%b1%e0%b8%99-ded08858-587c-4c2b-89ae-134a7b44a6cd?CTT=5&origin=HA103863011&CorrelationId=653cd623-8662-494e-b817-ed4a9ca0cd36&ui=th-TH&rs=th-TH&ad=TH&ocmsassetID=HA103979664

1] Office 365

Before After
Manual Method SharePoint Workflow
Manual routing can be A ShareP oint workfiow
confusing and time-consuming streamlines and simplifies

SharePoint Workflow @aazls
UﬂﬁQﬁ[ﬁawuﬁﬂaxtﬁuTWafwﬁm (Flowchart) uuunmweuas fsansinusiaz

AszUIUMSITUaEg 15

Document
arrives

Anna

Approves

v

Disapproves

Sean

< 'e"iV Disapproves

Approves
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SharePoint Workflow fudnwausish nassn luiGviersannuiigosing g
Au smdsmanisaliazduanuiie Tdnuvinagdaaiu iu nseusifilonans Unadn
i InulgauvinAdoudusosanans e TWhinanu dusio uazifiouanudrdnshun
avlusafi loaudh dalunsiasdunouassosfinuiAndossious 1 auduly usidheTonuly
SharePoint Document Approval Workflow nszununsimaniiasfuse lusié
viinue dii lasdndone ssuvasudadouviudt uazsfldnusianunsamuauis
ASEUIUANS FAe

AsEUIWAS I efians 19 SharePoint Workflow
A5 wailu SharePoint Online siwfuwaionmsiwan aunsa ldnostuwod
s IwatledviaTuaas lauss uacludmoaianduld Taouvaishnat sl
1. Approval: mmxmwfuﬁumaumiauﬁﬁLaﬂm'm%"amuﬁ’zvlﬂ
2. Collect Feedback: wisnzdwsudunaumsifuanuanifuaodionansnsonuii W
3. Collect Signatures: wsnzdmsudunsumsiduaisiduidviavuionans wosu waie
Bsndn
4. Disposition Workflow: munzgwsudunaumsdanisongvasionans
5. Three-State Workflow: msnzdnsudunaunssinenulasinis naanusiey las
uuiduanuasu

shote asaish naTamsuTuan Leave Request
1. Windaswos Leave Request
Ui Add an App

I Carlos Grilo ~ £}
Shared with...

Add a page
Add an app

Site contents
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J \don Custom List uaznsondo 1wu Leave Request uginan Create
Adding Custom List %
vl MRS -+ 1
E‘%?L“‘"’ Advanced Optios

2. Wnaadmaduilny

. Taumanii Leave Request 5on Settings
7 Leave Request x|
add an app J

Leave Request MicroFeed

2items
0 items Medified & hours age
Modified 3 minutes ago

. nson Title

Columns

A column stores information about each item in the list. The following columns are currently available in this list:

Column {click to edit) Type Reguired
| single line of text v

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

u& T4 Description ufmpan OK

MName and Type Column name:

Type a name for this column,
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asumoduliiuAy lauaanii Create Column uazasamaduiisssio lUfl
Column Name Type Required Remark
Leave Requests Choice Y Choice

- Sickness (Personal)

- Personal Leave

- Vacation
Comments Multiple N
lines of text
End Date Date and Y Date and Time Format: Date
Time & Time
Total Number of Number Y

Days Requested

3. &3 Approval Workflow

. 1aan Workflow Settings uazidon Add a workflow

Workflows

Show workflow associations of this type:
[This List

Select a different type to see its workflows,

orkflow Name (click to change settings)

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated v

SharePoint 2010 Workflows
There are no SharePoint 2010 Workflows associated v

o Remove, Block, or Restore a Workflow
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e 1don Approval - SharePoint 2010 sisdaizu Holiday Approval Workflow
Workflow Details

Workflow

Select a workflow to add to this
list. If a workflow is missing from
the list, your site administrator
may have to publish or activate it

Select a workflow template:

*Approval - SharePoint 2010

e
OIlECt Feedback - Shareroin

dba 010
*Collect Signaturas - SharePoint 2010 [V
*Disposition Approval

Description:
Routes a document for approval. Approvers can approve or reject the document, reassign
the approval task, or request changes to the document.

*Denotes a SharePoint 2010 template.

MNams . )
Enter a unigue name for this workflow:

Enter a name for this workflow.
The name identifies this
workflow.

‘ | Haoliday Approval Workflow

\HoNToyanNFUMWAUAN

Start Options
Specify how this workflow can be ] Allow this workflow to be manually started by an authenticated user with Edit Item permissions.
started. || Reguire Manage Lists Permissions to start the workflow.

[] Start this workflow to approve publishing a major version of an item.

] Creating a new item will start this workflow.

[] Changing an item will start this workflow.

‘ Mext ‘ ‘ Cancel ‘
e 500 Approver uIAan Save
Approvers Assign To Order
‘Greg Winston &IE@ One at a time (serial) El

Add a new stage
Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You can

also add stages to assign tasks to more people in different orders.

User Manual

156



1] Office 365

Workflows

Show workflow associations of this type:
|This List
Select a different type to see its workflows.

orkflow Name (click to change settings) Waorkflows in Progress

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated with this list.

SharePoint 2010 Workflows
Holiday Approval Workflow o]

8 Add a workflow
8 Remove, Blodk, or Restore a Workflow

4. Ysuusianosu Leave Request
o luiinih Leave Requests 1don New Item ui2luii Settings > Edit Page

I Carlos Grilo = {%
Shared with...

Edit page
Add a page
Add an app

Site contents

e man Add a Web Part :30n Media and Content > Content Editor > Add

Categories Parts About the part
(3 content Rollup A |Elcontent Editor Content Editor
[ i i .
3 Document Sets [Hllcet started with your site Allows authors to enter rich text
[ Filters [Elmage Viewer content.
3 Forms [EIMedia Web Part
[Z3 Media and Content [Elpage viewer
3 search [Hlpicture Library Slideshow Web ...
& Search-Driven Content - »
. . W
[3 social Collaboration
Upload a Web Part ~
pioad & Teb Fa Add part to: Main
Add Cancel

'
Y U

o AuTouaTicasn TN U

LY
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Content Editor

1. Please submit your leave request by completing the form below and attaching any relevant documents,
2. Once Sumitted, your reqguest will be forwarded for approval

3. Once your request has been approved or rejected, you will recieve email notification

e 1don Stop Editing wWovyamsud v

PAGE I_Ft

Stop Editing
Edit
o iflgnuazlsiviosin Leave Request shiinssoswe aza lUfiuamatanavne T
Approve 152 Reject

BROWSE  EDIT

o Ko ABC
E a D ER Copy Iﬁ J
Paste A‘F‘i?e h

Save  Cancel ch  Spelling
Commit Clipooard  Actions _ Speling
Home 1. Please submit your leave request by completing the form below and attaching any relevant documents.
Notebook 2. Once Sumitted, your request will be forwarded for approval
Documents 3. Once your request has been approved o rejected, you will recieve email notification
Recent
Leave Requests
Description * ‘ [
Site Contents
# EDITLINKS
‘Comments
Total Number of Days Requested |:|

vanuwme: Tunisass Approval Workflow ifTaaudaslssuans uazigua
szuu SharePoint Online fiazsfoq Activate fliaosilTshe 1asludi Site Settings >
Site Collection Administration > Site collection features > Activate
Workflows
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i lknuanansnashs SharePoint Workflow Huwasauias lsmnse la

wannmumanidinTwud fldnuaunsnasreish nafisudauls TauTe
\m3eafiofiisunin SharePoint Designer lasanunsaanillvan lewad SharePoint
Designer anunsadnunismsIonuleii Creating a workflow by using
SharePoint Designer

ANSETNULUUANSIALUUD DM lail (Survey Online)
mMsasuuuaa (Survey) daiuflinesiiddey ios i Tdnuaunsnass
faw wazlWauvaioy aunauran e lasTdinsasfiafudoniivannrats nsas

aaa

Survey anunsavinls 2 38Ae vinuu Excel Survey uaz SharePoint Online

nsadha Survey TawTal Excel Survey
dwisuuans Excel Survey azagTu OneDrive for Business i I8auanunsn
aduuuaoun I l68n lwid launavasuuuasumuaznsanasTu Excel

1. Tu OneDrive for Business nan New Document \5on Excel Survey

ents
Word document

Dri f L
yprive @ o ;@ Excel workbook

] L
ment lﬁ PowerPoint prese

d a file \
@i OneNote notebo

[
pook for tes ;@ Excel survey
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1] Office 365

FirstName  LastName Which What snackare
3 same ] you bringing? |

Colin Wiloox 15-Sep graham crackers
Roxanne Keruson 28 Sep bananas.

Hugo Garcia 6-0ct Grancla bars
Annik Stahl 20-0ct goldfish crackers

Every survey response is recorded
as a row in your spreadsheet.

I First Name

Bruce

Last Name
Keever

Which game?
10/26

What snack are you bringing?

oranges

o

3. 180AUSHAVIVDIARDUTRDINS WoLASAIEUUSDUANNNSOUDS WTvid

Respanse Type Choice

Required v

Choices g9/8
9/15
9/22

nsada Survey lasTal SharePoint Online
ilnuanansnashs Survey wu SharePoint Online laisiasioluil
1. mdn Setting & udman Add an app
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' Carlos Grilo ~ £
3 Shared with..

Edit page

Add a page

Site contents

Change the lock

Site settings

Getting started

Office 365 settings

2. Tumiihwos Your Apps Timanlomou Survey uianan App Details

Home # EDITLINKS

1] Office 365 Site Contents »

Your Apps | survey x |

Apps You Can Add
From Your Organization 1 app matches your search

Manage Licenses

Your Requests

SharePoint Store

Survey
App Details

1don Add It

DESCRIPTION ADD |T
A list of questions which you would like to have people answer. Surveys allow you to

quickly create questions and view graphical summaries of the responses.

3. Aundavas Survey il wiauisswandun lugos Advanced Options
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Adding Survey

Pick a name Mame:

You can add this app multiple times to your site, Give it a Survey 365|_ ® |
unique name.

Advanced Options | Create ‘ ‘ Cancel ‘

4. mandowas Survey > Settings 1don Add Questions

Home =/ Respond to this Survey  Actions ~ Settings ~
MNotebook { - : L
Add Questions
Documents i Add an additional guastion to this survey.
Tasks g .
1 @ Survey Settings L
Calendar i Manage questions and settings for this survey.
Recent
Mumber of Responses: 0
Survey 363
Site Contents

5. dnsuntih New Question TWALWAa N uazUssAvvasFnoy

Settings » New Question o

‘Question and Type Question:

Type your question and select the type of | WBANSHaY Microsoft Office 265 laviamuavundan
answer.

The type of answer to this question is:

O Single line of text

O Multiple lines of text

@ Choice (menu to choose from)

(O Rating Scale (a matrix of choices or a Likert scale)
O Number (1, 1.0, 100)

@] Currency (3, ¥, €

O Date and Time

(O Lookup (information already on this site)

O Yes/No (check box)

O Person or Group

(O Page Separator (inserts a page break into your survey)
O External Data

(O Managed Metadata
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6. d&wmsuau Additional Question Setting T¥idonihddusiosnaunso lai uazen
Busuvosrnmoudo i

Additional Question Settings ) ) )
Require a response to this question:

Specify detailed options for the type of O Yes @ Mo
answer you selected.

Enforce unique values:
O ves @ No

Type each choice on a separate line:

Exchange Onlina

Lync Online N
SharePoint Online

Yammer Enterprise V)
Office 365 Pro Plus

Display choices using:

O Drop-Down Menu

® Radio Buttons

O Checkboxes (allow multiple selections)

Allow "Fill-in* choices:

O ves @ No

Default value:
® Choice O Calculated Value

7. \donadnulnotnanilesio lUd
a. atuemauiudy lauadn Next Question uazAunTayaiuis
b. lidesnmesiuisndslan Timan Finish

8. @ Survey fiaslUuTaurdnfiunumuda ldunu Recent uazuws Survey Tiruuanaii
faans lasfimouuuuasuniuazaanii Respond to this Survey ionou
wUUADUANH
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Home =i Respond to this Survey | Actions - Settings -
Notebook
Documents Survey MName: Survey 365
Tasks Survey Description:
Calendar Time Created: 7/13/2014 2:58 AM
Recent

Mumber of Responses: 0

Survey 365
i Taisosdns Tusin luswon Tonu

Avnsaedarivin T Iganunsan davswonnsiisoens el shotnawiu Anddivin T
i laanansavinuwds s wu @easonsTulauss wieashslusiten ussaseianduuy
wenazgndnnanfunoalantuvasdndiisunii "s:eudna (Permission Level)”
shoathatu ffTonusosnmsiwusaufiana Tunssunonssingg Tulwswes
il i TnusesTwansnowane allunmsuszndanan SharePoint Online lof
AMuANNSTINANBUUUSNY Hudhamin demsamuasesiuans el Boni
"syeiuAnadiausu (Default permission levels)"

MWTINVITEEUaANS Tuns 19w SharePoint Online

sesuAns (Permission Level) iWunss:uinans el lofidwmsu losnsodast
Tosfiansinmuaaimiin liuduu SharePoint Online sisdl

SEEUANS TG

M58 lUTlazesunseauansisudulu SharePoint Online

52 UANS FNUAIUA
muANianue (Full Control) fandurly SharePoint wazAuadnsns
T uianue
euAENRY ssuANSTazgnrvue [Wriu
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naNwos anusaud lovndoauld

aanuuy (Design) aunsnaseaadiazlaussionans ud lv
WA Tdusu waza ladoe W Tgsusulas

6v
sueENGU Lifinau SharePoint fign
Auuasusauanail laysn lusis

uft b (Edit) WX ui ko wazausiunns 6 AN JUe6 uay
audoyaludadiazionans

suAENEU seuAnSTianmnue [Wnau
AT Wint

avuayw (Contribute)  WN UIee uazaudoya luaaduazionans
gu (Read) WN wilo wazausiunsudasiuazlauss
Wnansifioy

Y

AsinAaTianAe (Limited Access) | Aosesiuanamsitndaii idu luauuné
Towasvin TWel Ionsonauanunsaisungwiin
wod lEise lauss Weithfsdoyanio
lomiianzanzasld Taovialuudr iflaa:
anansnItniaaasinee lausia e uel lifidna
\Wansour luaasinso lauas szdudunsd ms
iisiinde dansvianuaiin TososldTu
mahfenonsisndu g Tsnuldanunsa
fnuAsERUANS Mahisiiands Ty

i IBnsonau launss usiy [gnuazfinuas
ansimunzan Wdunonsidon ud
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SharePoint azAua ANSITNEsisAe U
gasiuniariseriaindudug lausn luidunu

U U

aulé (Approve) WA ko uaraudfiniil doya lusanis uay
loANaS

v
U al

suAENTungN Wousidiasldsuansil

Y

danmsansiudiu (Manage Hierarchy) | asha lasiuazud lowiin doyaludas uaz
AANT

£
aa

snuANENSU ssuANSTanArua Ty
nANEIRATANSTULU

mMsaunuuansn (Restricted Read) | autiiuazionansust bianunsagnosaulu
ofinnsoaundvoan 19]s

ity (View Only) aviin S18A5 LAKDNANS LDAANS IRABNNT

U

=

fotuu SharePoint Online azausngun
waiiwes dus anunsaeillnan e

s=avAnsuaznan SharePoint (Permission levels and SharePoint Groups)

wetha Tmsithas lwslius:ansawanndedu sziuansazvinnusiudy
SharePoint Group &wsu SharePoint Group #e auasy [ifis:suansiGuafu
viinue Tasundiudr Tuusiazlwsiwos SharePoint sl SharePoint Group agud? 1w
7 lwsfaznans oo anndn wasfidunon Wlassnlwis Dudu uonannil Woua
s:uu SharePoint Ssrvuanauuazsssiuans diesdnse

a

SharePoint Group uasszsivanadiiduaisuduluusdazlusiiuonaunnsinesu
Juatriudsio Ui
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wniwasiiel loanudon Tuusias Lo

\donnar I ludnne Tuasdnsamsuella SharePoint Online for Enterprise was
Wudu losansnsos

idoninazTiiauaszuu SharePoint asheansianns o losiivin lu Tgnuwannzi wu
ANFAUA 1DusL

mssio WilazeBunussuAnsAusunazdnsiidundasdwsu Tonuanungs
esgu euA ionwn aundn uasndvod

nad S¥AUANS

9

Q’Lﬁ'ﬂwﬁu (Visitors) g1 (Read) Usznousudnsmanil

Wa

AIUANTEIN DTV LN LAz UNALATL
Tuinwa

BongdoyanTonu

A3 NANSUAILEDU

Tarsashe lossunuiog

Tg¥n1s Remote Interface

Tguiiaesiidnns Integration

aunsn (Members) uitle (Edit) Usznoushuidnsmianil

f WiN U8 WAzAUTIDANS
Wi ui o uazsausens

AU
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iBng laisnNnos
uA lodoyaduyana
ANMTHNNDIAIUYAAA

Win Uae iaton Web Part &huunnasan

1wog (Owners) muauﬁmum (Full Control) anunsaleans
Ieviaviug

o

i ldnuanunsarnuaans Tuusias sl ol

1. 1Aan Settings > Site Settings

I Carlos Grilo ~  {%
Shared with...
Edit page
Add a page
Add an app
Site contents
Change the lock
Getting started

Office 365 settings

2. il Site Settings 15 Users And Permissions T#aan Site Permissions
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Site Settings

Users and Permissions
People and groups

| Site permissions |
Site app permissions

3. man Grant Permission

BROWSE PERMISSIONS

@ [ ] @

S | &y |G
Delete unique Grant Create Edit User Remove U
permissions Permissions [Group  Permissions Permissio

Inheritance Grant Modify

4. Tadouazrmunszduans lasaanii Show Options (foviniasaudh Timan Share
Share 'Project Office 365’ ®

Invite people : B
Greq Winston x Dan Jump x Alan Steiner x

Shared with

Include a personal message with this invitation (Optional).

HIDE OPTIONS
W Send an email invitation

Select a group or permission level
|Project Office 365 Members [Edif]
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dusuavandunvosdnsdTu SharePoint Online @ unsad@nsindn i ns
vinanut lalAsnAusseuans lu SharePoint

vneun

Tuunilef T lfigougienisin SharePoint Online luussansilariuns
ﬁwawuﬁ]uﬁuﬁaLwim'ia'%”mﬁu"l@nm‘"m'iri"mumﬁmésms] wazAsANKaUANA
SharePoint App Store dafluuinismsivas Office 365 fufisanduniiinaula
anansa@nu a6 dozlsTunaiTu Microsoft SharePoint Online Tuuweinly
i ldnuazlsisoususnmsTmide Office 365 Video dutluusnsuusislonsTu
asdnsfisnuuanuazen uannauluasdnsTuns Toauis TosuAu lidnasdum
wiouwssio i oushunu vivdadh 8w lduunnaunsal uasiimnudasadusnndu
MNNEAUBIANSTRAA loTuduiuinn handuid levufinnsiineusy mMsdszau
wianuiaU WU
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https://support.office.com/th-th/article/%e0%b8%81%e0%b8%b2%e0%b8%a3%e0%b8%97%e0%b8%b3%e0%b8%84%e0%b8%a7%e0%b8%b2%e0%b8%a1%e0%b9%80%e0%b8%82%e0%b9%89%e0%b8%b2%e0%b9%83%e0%b8%88%e0%b9%80%e0%b8%81%e0%b8%b5%e0%b9%88%e0%b8%a2%e0%b8%a7%e0%b8%81%e0%b8%b1%e0%b8%9a%e0%b8%a3%e0%b8%b0%e0%b8%94%e0%b8%b1%e0%b8%9a%e0%b8%aa%e0%b8%b4%e0%b8%97%e0%b8%98%e0%b8%b4%e0%b9%8c%e0%b9%83%e0%b8%99-SharePoint-87ecbb0e-6550-491a-8826-c075e4859848?CTT=5&origin=HA102771919&CorrelationId=bcfe0645-ec51-47ee-85a9-b629749551c8&ui=th-TH&rs=th-TH&ad=TH&ocmsassetID=HA102772294
https://support.office.com/th-th/article/%e0%b8%a1%e0%b8%b5%e0%b8%ad%e0%b8%b0%e0%b9%84%e0%b8%a3%e0%b9%83%e0%b8%ab%e0%b8%a1%e0%b9%88%e0%b9%83%e0%b8%99-Microsoft-SharePoint-Online-02449ef0-027e-4089-8717-f0ae7ea58029?CorrelationId=805dc9c9-004e-4584-9b26-e22b96499803&ui=th-TH&rs=th-TH&ad=TH&ocmsassetID=HA104098441#_Toc343851303

1] Office 365

Chapter 9 Tafsuidilonns Tuasdnsenu Office 365 Video

Office 365 Video Wuuansnaifisi TwleknusiaTu Office 365 iauwsiflo
Mo Tuasdns dhusrunsanuazann unnnaulumsTgnuialeosmdu lidhasdum
wiauwssio IiousHuu viasuth Tgnulsduunnaunsal uasiimnulasndoanndu
MNNEAUBIANSTRAA loTuduiuinn dhanduid letufinnsiineusy msdssau
wionuihiaue 1Wudu dusuis louustinnis e Office 365 Video anunsng L

Introducing Office 365 Video

usms Office Video wausiisingonTwlsmulu Office 365 mmnzumi
Enterprise E1, E3 uas E5 winiiu 89 lsifiTuuwuszsiv Business

dnsudusnounas g Office 365 Video fsiasio luil

drudsznouway Office 365 Video
Office 365 Video ansnsaithledusu App Launcher lasaandin Video
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1] Office 365

== Office 365 Video

oL

Outhook

wE X

‘Word Onlina Excel Online

1. Channels uans Channel wiagaswasid lo lasusnTununeany i Iguanusan
suvn Idonuiinuesaunla deef Ignuazsunanassiasass Channels Aouluasiusn

A Home = Channels 4 Upload =+ New Channel
I Community I Executive Briefing Help Desk
Human Resources I nformation Technology I Marketing
I Sales I Training
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kY

2. Uploads ¢fT5nuiifidandfuidhwes Channels ansnsasuInanislo b

a a 1Y

3. Video Highlights uansisi lafisissns el Idnunneauaula nioidlofinnaudasg

q LY

w50 ldsumnuiian
4. Video Preview uanishoagneis 1o Tuusiazus=an

Wonaauisi loudr mihsnauansis loazusingdu deidrudsznousissio Wil

107/148

Business Growth ~ You might also like

Come Together

I Executive Briefing g Sodl i the
g Enterprise

¥z Comments & Download  «» Embed & Email - e

130

Statistics v OfficeSnay

1. Video wansId lafilden

2. Video Description  uassswandunvasiflo Suuvosunislo sauda (o
AaNsauAMANNAARULADAUIA lonFoanil Inand |

3. You might also like  uansidilofiAundos deiliiloviilndiAns tiouusin Tun
i Tau
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n15a54 Video Channel
i Iufisioanisashs Channel wasnuias assiad ldsuansannyauaszuunou
1&ND

1. Tuwiiheing Office 365 Video T#i50n Channels uazidon +New Channel

Office 365 Video

ye A Home = Channels 1 Upload |4 New Channel

2. Tuniieihe Start a new channel
a. WuWdowas Channel fidasns (Give it a name)
b. 18andwosdas (Pick a channel color)
c. nanidu Create
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Start a new channel

Give it a name

Pick a channel color

Create Cancel

58U Inanidlo

\fiodoamssuTnamidle anansnsuInamidletiuluss Channel fiszyuas
sulnasnaneid la Wis Channel laTunandondu vnlasuansud o ifldauas
anunsaudlo Channel leishe

Office 365 Video

# Home = Channels % Uplead # Portal Settings

38mssuTnanilo TheaniivusuInan v ufuden Channel fifosns
nndu 1§onisi loude 137 Select videos to upload
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Select a channel to upload your video

[Fremrg ]

Select videos to upload

or drag files here

nsandayarng 1ALNAUIG Lo 1y doid lauazsuansun Wosunaniasa
auysniudr Tidon Go to video

v What is Office 365

Title

Completed What is Office 365
Description

Go to video T

Changes saved

36 loiisu Tnas [Tazusngdu

What Is Office 365 » You might also like

9
ﬁ Business Intelligence

Make Amazing
Happen
2 views

| Marketing

¥: Comments & Download <+ Embed & Email

Statistics v

1:40
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Msgisilo

i I9anunsn936 1o ldannsumia

'
aa a

719

Tousnguu lelasff 1o uazann Channel

NN aldensUaunatovesif lo A8 loasauTunihsnausnfiwesiiud 1w

FornuaTusvauUs TS luANSIauiF lodisasio UL

A visuimanviol
wsios sruulfusinns wialuladiaivauu
Edge Windows 10 HTML5
[E 11 Windows 10 HTML5
[E 11 Windows 8.1 HTML 5
IE 11 Windows 7 Adobe Flash
IE9-10 Windows Adobe Flash
Chrome 37+ Windows/OSX HTML 5
Firefox 42 + Windows/OSX HTML5
Safari OSX Native HTML5
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dmisuounsalindou
sy sruUlAURNNS wialuladiaivaun
IE 11 Windows Phone 8.1 HTML5
Chrome Android 444 HTML5
Safari i0S 6 Native HTML5

MsusFia lofugdu
mMsusyanadulAsAuidlediesTu Office 365 Video i 2 356l
- fl¥ifloasuu SharePoint Online s Office 365 Video: i Tgnuanunsn
wanddi lofiiAueay Tuwasita Office 365 Video uwlassi SharePoint Online w&o
SulusBu ldshonsTaldndes (URL) dwisuia loduas luminfigosnsiidlo
Unngdu Iasnnsadntly Embed ud? URL a:umngdu Tdnaan URL du uf
i e Tulwsiigosnns

¥ Download <> Embed Email
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</> Embed

<iframe width=640 height=360 src="https://M

Office 365 Efficiency
0:11 | | Marketing

Size  |Medium - 360p v

Automatically start playing
v Show video info

Resize the player to fit the screen

Embed

<iframe width=640 heig

Cancel

- Twasi lWsis Yammer: wniimsitlaldanu Yammer ansTuasdns ifldauanunsn
Twasfid loann Office 365 Video lUgia Yammer 167 Taumanii Comments 636 1o
Aisuu
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] Office 365

Office 365 Efficiency «
| Marketing

Uploaded on 7/19/2016
Click to add a descnption I.

Y= Comments ¥ Download <> Embed &= Email

wiihsedmsuns Inasa loasusingduvesiuan

Yammer Conversations

Add a group snd/er pecple

Office 365 Efficlency >
mod 183551 sharepoint.oom

Tnsendomnuiisosmsuusinis lofl uasstunauniounnaistosns Xighanwuis Lo
nasanndu TWman Post
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