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Chapter 1 uuziin Office 365

nuztinwannaiaei Microsoft Office 365

vniuil ssdnsssAasuudstusulasiienuiiitudadoaday daiu o Twdn
vinmaluladfadvunlasegnasninan Anuansn lunsinnsnusnge ot
UszauBmn wazmsvinaeusiudu ldosnenuiunazrassiiududeiiynasdnsssia v
AnnaAAaTusudiunila

Office 365 Ao BALOUWAIATULATUSANTHIN UUS:UUAANGAN M TAswonyiii
iz T sV Ausn s udu lesefivszans mnuazdueniian i
Fazlguivhunie IgnussAafanu andstlowmlddeydo Office 365 Tl Te
anansa [nulsunii nanan uazuunnadnsaliidusou laslduszaunmsalinmsTsnu
wwuiisniuvianue via Windows, iOS uaz Android ifieasiasasndn Office 365 uda
gz lg Buounainsuiilunossuaranans (fnssuinnotwainiams) uaii

v
o/ al

ARy ldNuAuTayadusIUUAA A NENY

Office 365 Usznausny auauwaiadu Office (nosduaragnda Office 2016)
I&fun Word, Excel, PowerPoint, Outlook, OneNote, Publisher uaz Access
(Publisher uaz Access T lgianzrunssinsenis Tuimdsawiniin) uazuausnsiie
MavinusNAL 1 MsfiasiouaninnunuauUgiiusis Exchange Online Fesu
anAzddiy Outlook wuuss Tusi, ANSALALATIYTTONAUAZIDNANTHINNE VUSTUY
AaMBINTaNAsuENANSAsITNaenU SharePoint Online waz OneDrive for
Business, Msdaansuaznsuszuuvng lnansauuwsiinaouazionanssing l6uu
Skype for Business, nionnsldinsernodsnuaau laillussdnsss Yammer @usu

wwuAs I9uwes Office 365 Usznaushs Office 365 Personal uaz Office
365 Home & wsunnslgaudithu uaz Office 365 Business uaz Office 365
Enterprise d&wsunsldanunssaa Taodneainns dauaniuwuunmsadasaundn

v
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msSpuisunauansigaeu Business| Business
Essentials|Premium)|

fiash Office uu PC/Mac 'léf 5 1a803 uiiuiia 5 1n50a axnsiilwu 5 1ngaq Business® Business® ProPlus* ProPlus* ProPlus*
whéauay Office uazlndlonansls Tauay Office uaztonanslsiuu iPad

uazAansUluguih & ® e S &
R 6 nmﬂwauamummn OneDrive for Business 178 1TB 1TB 1TB 1TB  57B-lissia® 5TB-lishda®
il 1 Office Online iioasha g udluenansshe lduvuoalail
& L] L] L] L] L] L] L] °
ol i svnausndu
3l Tuau Sway dwsu Office 365 165 . . D . o . . .
ng ailafuazwasiianeluls Wiomsvhauswduduiia (SharePoint) . ° ° . ° .
Bl 13ia30tnudspnsanlaildmsuasdns mamsdoasiannzmsluasdns (Yammer) . . . . . .
|@Audidmsusa 50 GB wsauﬁmﬂwﬁagmﬁna usUAusmaAu (Exchange) . o Kiosk (268 ° ° °
UszaguuazAaansrinu Web Conference, IM,Video uaz . . R . .
Presence (Skype for Business)
Bdashuwdiuriy Active Directory fifiasinsiuaidng iiemsasdoihldasudn D . . o o . . .
‘612 Mobile Device Management (MDM) dwmsu Office 3656 ° ° . . 0 . 0 )
whRsdsananaBsinasinasmeluosdnsls’ (Exchange Server, 5 5 5

SharePoint Server, Skype for Business Server)
usmsiiazdi Tuaunan: Office 365 Video . . .
asenNgoMUANNNgUAND tasmugaAmMuamsIaiiiudua (Archiving,
eDiscovery waz Mailbox Hold)

finmaiiudwanuuams (Archive), msdan1sdns (Rights Management),
maighsiadu (Encryption), Data Loss Prevention

il Enterprise Voice uaz/v3o Skyper for Business (Andiduasrnsvimiu)?

i1 Advanced eDiscovery, Customer LockBox ua= Advanced Threat Protection
ansaliensidoyassdnsuazdosarldu (Power Bl Pro, Delve Org Analytic)
i Cloud PBX (Skype for Business)

i1 PSTN Conferencing (Skype for Business)

{1 PSTN Calling (Skype for Business)

USNANS5EAURY

1 wiuAwsy Business swfemsadvausluehsnanhmsimsudnmvial sazasaiusundusdminaon 24 dilsanlilasuovhidmsusen Business fifinuwougidaen 300 41d
2 wudwdy Enterprise stldfunsaduauuniunaon 24 dilusdwsunadnpnuadlisaiuus]
2 suits Word, Excel, PowerPoint, Outlook, OneNote un: Publisher
+ Adds Access, Gmup Policy, Telemetry, meusuy Shared computer,activation (RDS), Push Development, Update Controls, IRM, DL BI, Enterprise Voice, Site Mailbores, Archiving & Retention
* Sway loud (GCC) wannausmeos Office 365 AituAmm-HuamsAwsAsmau 2558 alsimrsnicald Sway Taiausu
¢ swiffs Exchange Online Or\eDrlve for Business, SharePoint ,a. waiss Skype for Business wuuakausT
7 AnBTumld Enterprise Voice savoz PBX uwuiostuosgnsuisiu .
FudidaiAuenna 5 T8 azlasumsusudul 2559 et iekloun 5 eustldsuiuidniiu 1 T8

Afleavuildavinduiia Igau Office 365 fidasnsvinanuitlauazanunsn
T8 u Office 365 leagnufiutszansdnw wia Iasdnsanunsasfiunu laosng
sUSuLazAaoes dsnadimny laisou Tunasuadstunndu

vnaun
Tuunil §TsnuldnsudeyaidossiuAsndu Office 365 wazusnissing Tuuwm
60 U aznandenslgnudauazuffiueitu Exchange Online
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Chapter 2 Tasusmanazufniu ldannnniighs Exchange

Sluafio IndosflonsfinsiodoanTndnvessia lutaau duiu msidn Tdau
Suatsmsvin Idannuniiuunnaunsal iWesau landssAatidosnsmiunaosiiad
Office 365 fiusnns Exchange Online dafluuinnsi [gnuialan ehe Twanunsald
Nusma Uaiu uasmudodinsio lef i Toazazan Tdnuunaunsalladenu viseg
anansa [9nudulusunsu Office finnaudula ldifustnesisnse

Tawvihlu Exchange Online asfismasTunwunslaam Office 365 1dounn
uwu lsfun Business Essentials, Business Premium, Enterprise E1, E3 uaz E5 lag

Exchange Online Plan 1 azsauagTusim Office 365 E1, Business Essential, e

Business Premium uaz Exchange Online Plan 2 azshuog Tuwm Office 365 E3
waz E5 winiu

Tuwuil aznanfansTgnu Exchange Online wwu@udiunou Tasiwiusinsle
Ausu Microsoft Outlook AatantRins ldauazuansineen lUsmuwNAS TN
fidondo lauusni@lu Exchange Online Plan 1 uaz Plan 2 deanunsndnm
s wandun l6ivi Compare Exchange Online plans

A5l Exchange Online shufuauanunsn Tuad Tu Microsoft Outlook 2016

(3

al

wasandiaiasgu Office 365 ud Tidinssalsunsu Office sudunau
sasio Uil

1. man View Account
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Carlos Grilo
carosg@CY 18H2.onmicrosoft.oom

change

About me
Wiew account

Sign out

2. 18on Install Status > Install desktop applications

Install status

My account .
Manage your PC and Mac installs here.

Personal info Imstall desktop applications

) Office

Subscriptions
Detected installs: ¢

Security & privacy

App permissions

Install status

L B -e

3. mantu Install Wo Tszuusmilinan ddinss aniiu Tiaanassnss a5y

ﬂ'szmum‘sﬁmﬁmma%aaugsd
RUBLAG: INUIULDUNAIATUTN ANNNTARA 6 l61AUaASIN IUMNLNILANT LTI1

Office 365 fiaimasaudn 1y
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Software

Diffice Office

Tools & add-ins
Install Office 365 ProPlus with the new 2006 apps {Recommendsd

Skype for Business ) .
Mote: Your admin has enabled First Release, so you get early access to the |atest Office features. If you have

Q@ EEEF B a

Phone & tablet

Werd Excel PowerPoint OneMote  Access Publisher Cutlock Skype for OneDrive
Business for
Business
Languags: “ersion:
|Eng|ish {United States) T 32-bit (Recommended) Advanced

Don't see the language you want? Install one of the languages in the list above and them install a language 3

Review system requirements
Troubleshoot installation

smuUndiud Exchange Online Tu Office 365 azTdnushurdu Microsoft

o a o 1

Outlook 2016 Tasanan@niddayfisasio il

o

nsseAdsyd Exchange Online fiu Microsoft Outlook 2016
1. dwsunsserasusn Witle Microsoft Outlook udhmaan Next

Welcome to QOutlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

« Back Next > . Cancel
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2. 1890 "Yes" uaaman “Next”
x

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Qutlook to connect to an email account?

% Yes
 No

< Back Mext > Cancel

3. A99ATD DNA LAXTAANIL
x

Auto Account Setup
Outlook can automatically configure many email accounts,

Your Name: ICarIos Grilo

Example: Ellen Adams

E-mail Address: IcarIosg@mecthEGS.onmicrosoft.com

Example: ellen@contoso.com

Password: quuuu

Retype Password: I""*"""*""*

Type the p your

t service provi has given you.

" Manual setup or additional server types

< Back Mext = Cancel
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Inbox - carlosg@mecth365.onmicrosoft.com - Outlook ? @ - O %
SEND/RECEVE  FOLDER  VIEW
s (G Ignore x Q @ 9 [ Mesting | % Move tor 7 3 To Manager by @ 9 |> Search People
¥ CleanUp~ € > gm-. EJ Team Email v Done =] 3 [E} Address Book
New New  New Delete  Reply Reply Forward e Move Rules OneNote Unread/ Categorize Follow
Email ems-  Meeting S Junk~ Al [ More - < Reply & Delete ¥ Create New - - Y Filter Email
New TeamViewer Delete Respond Quick Steps i) Move Tags Find -~
<
4 Favorites [searcn current maitbox (ctri- £ | current Mailbox_ -] 2 Reply [E2 Reply All (2 Forward G5 IM
Inbox 13 Al Unread By Date (Conversations) Newest Tue 9/16/2014 6:30 AM
Sent ltems. 4 Tuesday Yammer <notifications@yammer.com:>
Deleted It . :
sisted items Yammer Carlos, you've logged in to Yammer
Carlos, you've logged in to Yammer Tue 6:30 AM .
. " It looks like you recently logged in to Yammer from a new application or browser To MlCarlos Grilo
car 00T @ 1 there are problems with how this message is displayed, click here to view it in a web browser.
Inbox 13 Carlos Grilo Click here to download pictures. To help protect your privacy, Outlook prevented automatic
Drafts Carlos Grilo has invited you to ‘dniasumadnssiua s wureaa” Tue 6:24 AM download of some pictures in this message. ~
e Here's the site that Carlos Grilo shared with you.Go to @vinsumandssiuemmnusio..
Sent Items
Deleted ltems
has invited you to ‘dnianundnssiuaaaimuviand’ Tue 6:05 AM
Conversation History Here's the site that Carlos Grilo shared with you.Go to dviinamum SnalssAuqammnus. .
s i — mecth365.onmicrosoft.com
Outbox ondzy
RSS Feeds Yammer Hi Carlos,

Carlos, you've logged in to Yammer Mon 4:51 PM

I- Search Fold
=arch Folders It looks like you recently logged in to Yammer from a new application or browser

It looks like you recently logged in to Yammer from a new

Collateral Center application or browser - Chrome on Windows on Monday,

Tasks - Please approve Corporate Account MTC Mon 4:42 PM .

Tosk assigned by Coros Gilo on 97152014, Due o Hone September 15th at 19:30pm EDT

Collateral Center ‘We'll remember this app or browser for you next time you log in. You
Approval started on Corporate Account MTC. Mon 4:42 PM can always remove unwanted access to your Yammer account from

Approval has started on Corporate Account MTC N -

any application or browser here.
Biolab Co, Ltd.
Helpdesk Tasks - Workflow initiated: Hardware has been assigned to you Mon 4:41 PM Now ening netting + Lindateo and muectinne from ™
Task assigned by Carlos Grilo on 9/15/2014. Due by 9/15/2014. [T |

Mail Calendar People Tasks -

fifTdfaumsil Microsoft Outlook 2013 agudh Wldnuanunsamintisys
winsin 167 File > Add Account

Inbox - carlosg@mecth365.0nm

Account Information

c/'] carlosg@mecth365.0nmicrosoft.com
L Microsoft Exchange

4 Add Account

Print

F‘ Account and Social Network Settings
st} Change settings for this account or set up more

Account connections,

Settings - B Access this account on the web,

Office Account https://outlook.office365.com/.. B5.onmicrosoft.com/
W Connect to social networks.,

Options

Exit
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anwaizninaBNsuYod Microsoft Outlook 2016

unuindasflasiu #7191 Ribbon Aunrndefnmdnants MuuaMIsuaaINa Ribbon
TidndafipmButausing afaf Outiook ¥l TaoaRnuyiu Ribbon uaganTIaATad 1ddahdywinifiadumidid Outiook Yu wfanin Outiook msdaudda Ribbon waa
agaua fiatifl muthomSawiadumianniy infaulivialu

-.Eﬁ;.m.xl_élill_}m Nl

[y = r— ¥
e ddugn [ ——. o o= -ﬁi e Il P‘ [ Jmgmerats
ol il W e el R T e e Y amitas-
L LT L emitany ) e s -
s Tin R P ] rvnemruaid (g moursis. 5 mesrsinionin. €} same |
AR vian il LN
Fr g r— a BRI AWMINITOL usmaidadau Ribbon
&} wzdrranamuuzd mriiaRaui awanl avneni yrrEraEm AU Alemsnl afinlaraudawyaifdali Rib-
3""3"::::" T bon uRRtagRallwiadaulisn
i — e YouRirs ; AfademIAlinanAs
i o ol e ' " T
TATHaeaF AU EDIRMIL o i maras mavin s Ty s e "
T iAoy
afinTawafifauaandzaw oL REPREF S mamss L Tt
Wadaamsdawiadauu e i e ond e e i
winefl Afin yuuas > wu winfla meniors R T e e
wihdTdawmad gt e ARATaNiEapFpAaass druBaldifyiu
PR e e ; Skeamais ik ity fasaununin@ansa
nsaIEINZN I T.-T........ fruvuwtadudwilagdaniu
risvagn Rss bl Tudnmdnuiadns
i N dudnng L
i S e
e e rera, i il e T T T
1 Comtmia
S i
smnss ®——— Sanvindulu Outlook uaesdefinndoants
T o Ramsfufuuazuudnmsaunun dndavaa Ribbon sflwnlan aanTunifausa
sl ading fiaaa Uffu wasnwgasel fFaTulifaruaiunas Outlook Wro Outlook uasIaaTUENTTOA
fndanag Tl £ T
virfuadadwsaiiaa At
e B *— |
e Sl 6 L] Tetsaplenbianaty | Mmealiie Micmsoht Eactange |0 W - I + ti
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anasinelaNsinwad Outlook Online
Office 365 Outlook

H
Search Mail and People p il Delete @@ Archive Junk |¥ Sweep Moveto ¥  Categories ¥

| o .
OFolders 2 = Inbox 3 Al Contoso's 4th Annual Hiking Trip & A
4 Favorites Planned Service Update for Microsoft Dynai 2/4/2016
Microsoft Dynamics CRM Mo Action Required: Servic... [ .
Clutter 1 et e © Actien RequEs: ==t é Eric Gruber * 5 Replyall |v
. 1119/2016
4 Carlos Grilo cy16h2.onmicrosoft.com on V... Amy Alberts; All Employees <allemployees@CY16H2Z.onmicrosoftcoms> ¥
Your Yammer activity for Tuesday, January 1! 119/2016
¥ Inbox 35 cyl6h2 onmicrosaft. com Daily Digest for Tuesday, Jan..
Thanks Amy.
Clutt: 1 .
e cy16h2.onmicrosoft.com on Y...
Drafts Julian Isla and 1 other like your Yammer mes< 1/19/2016
Sent ltems cyl6h2.onmicrosoft.com Your cowarkers liked 3 of yo.., Ke\ly Krout - 1? |~
. N 119/2016
Deleted Items Julian Isla 'o
Meeds R : Final Py tati 1/19/2016 .
Junk Email cen Review el Fresentanion N Sounds like fun!
Karen, Can you review the final draft of the PowerPo.,
Notes
Eric Gruber; Kelly Krout; Amy ... B
» Contosa's 4th Annual Hiking Trip (14) 1906 E Amy Alberts - 9 |v
In-Place Archive - Carlos Grilo ) ) R T,
Hello everyone,  It's that time of year again and we a.. 119/2016
Carlos Grilo Renee -
Customer Service Improvements 1n9/2016 I'll take care of removing you from the list.
Hello Karen! | wanted to update you on our progre...
Amy Alberts
Contoso's Annual Meeting - Happy Hour! 119/2016 ,ﬁ Renee Lo - "'? <2
! snomme
Py . . I ' o LY = 6[ e ol
AN 1 : New Mail dugnsunsasedwa lnsiiuin
Q
' Ly 1y " '
dmwn2 Inbox napsRAINEYianUR isBIuail l6su Swaiidsean U wie
.

Swatiavluud swludwiudinmsaununiiAveg Tulwaimas Conversation History
uaznndiniavin Archive (1Audiwaniig) ﬁaztﬁwvlﬂazui‘[umumaa In-Place Archive

A3 Mail List wasssnonmsdmanavng snfusmaiise s lesu
sumsiuniudidudu uonannisiansadumsima ldmudon losine wu enu
nan enungoma Wusyu sanfadnsuussnnanenygan W All (Viavim),
Unread (5falsilsi8u), To Me (fesin) uaz Flagged (slaananus)

Auina Navigation Bar uaunsan lumsithisiliaessine lTasdroidoan
do Alert Aauuudouindisma midnan wiafimemanilndithan dusduwnaei

|
VU VN

wanamusntudiden deanmusiiifonsioriu Skype for Business uama IWeidunsiuin
I undonaunun leud
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AUns Reading View @huuaninadwausiaziua uswdansin duuad
WidaiisnAuazuansnaumatony wothe T Tdnu Liseaulamanansy wa wiou
wisanunsndsdiua ldmau leviud Tunihsnaudndngas

A5 lausianinu Exchange Online dsnuansundssio Uil

1. [ Fanazinnsdua ldagrsinuey

ANSASNDLNA
aanii New Mail w0 lgutluinwda Ctrl+N wa Tkuanwaninsiua Traiduan
Tuwdasuiidosnsadsdua luTwasTudes To: defldnudosmaiinegsu

i lknuanunsafundoinisiuad luiives To: 16 nioazmuwas ludes CC: Al

v
Y U o o

winsesns IWEsuiisesusidom Tudwawiniu

U

o

Fodune: mindoriiuwas liulsuswariy dimodauua luTwudr Outlook azan e

o

wazdudounTidonlnodn Tus

o

B NN
Microsoft Outlook

Untitled - Message (HTML)

Insert Options Format Text Review @ Tell me what you want to do

ey ¥ Cut e A ala [ 1] @J " F =
oy o 11 A A - 2= ’- =|= o @ _F ;
[ B Copy Yo 2 > =
Past . ) I u|lA === |§| = 3= Address Check Attach Attach Signature Share Assiy
- * Format Painter a ~ | Book MNames Filev ltem~ - Protected - Polic
Clipboard P Basic Text Mames Include RMS

To,.. | Dan Jump; kar|
Karen Berg <karenb@CIECOMT733757.onmicrosoft.com> 2

Subject |

Send
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o
Outlook Online
= Send @ Attach g Add-ins Discard wes i
To 0 DanJump % karen| Bec
Ce A Karen Berg
3 ® karenb@CIECOM733757.onmicrosoft.com
Add a subject
p Search Directory
Want to get someone's attention? Try ty
M A B I U & A = =2 Z¢€ 33 = = =@ & ¥ X e T 1. h B

Snnileilinesdmsunsadauna de gas BCC: f 1T TdiRusui lidoenms T
isudug nung I9aadamuaeatiudiy Wedasns Tninswsmalnd s BCC:
Usngdu anunsavin ldaesisdo

Microsoft Outlook

1. manfitu CC: azlsnguiinsie Select Names: Global Address List dsaziitu
BCC-> agsnuagn 6unn
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Select Names: Global Address List x

Search: @)Nameunl;uI OMorecqumns Address Book =

| | Go |GIObaIAddress List - karenb @CIECOM7337 - Advanced Find

| Mame Title Business Phone Location
Alan Steiner orporate Marketing
& Alicia Thomber Chief Financial Officer
&% All Employees
a Allie Bellew Marketing Manager
& Amy Alberts VP Human Resources
& Anne Weiler Manufacturing Lead
4% Bl Strategy
& Carlos Grilo Customer Call Center Man...
& Christa Geller Recruiting Coordinator
& CIE Administrator 8006427676
2% Corporate Affairs v
£ >
To -> |Dan Jump; Karen Berg |

Cc-»
- ]

| ok || cancel |

2. fiwundn Twliuiiu Options aantlu BCC wiaTvitlu BCC... Musiovietlu CC... Tu
wihsnedaTrilane danw

Untitled - Message (HTML)

I colors - =l =1 [En ) )
[a R ElE M @ s B 0y &
Mhemes Page | Bcc JFrom  Permission  UseVoting [ | puguetsResdRaceipe | SWESent Delay Dinect

- [@lEfects~ cotor~ - Buttons = Iterm To = Delivery Replies To
Themes Show Flelds  Pemission Tading [ More Options 5

To..
=1

Send

€.

Subject

f
@ E Request. Delivesy Recsipt | Ll O,:_j :i-
Page | Bec | From  Permission UseVoling | | gaguest s Read Receipt | SoveSent Delay _Direct
* Colar~ - Buttons - tem Ta - Defivery Replies To

Themes Show Fields | Permission Tacking i~ Mare Options 3

Subject
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Outlook Online

'
a al

Aanvlu Bec

To 0 DanJump X Bec

& \

Add a subject

Add a message or drag a file here

nsmaunay (Reply/Reply all) uazdssia (Forward)

o Tavi Tososnsnoundunseassiodwa Wldhuanunsavin ldviufishunsean
U Reply mngiasnmanounduianzgaaviniiu adntu Reply all wingdasnsnou
naunnAuiisudoas Tusmai lesu niemantlu Forward windasmsassiodimatu

lugaymmadusy
Microsoft Outlook

2 Reply 12 Reply All (2 Forward] G 1M
Sun 5/22/2016 8:30 AM

Julian Isla

MNeeds Review: Final Presentation

To M Karen Berg
ﬂThis message was sent with High importance.

ManufacturingConfere...
| 215kB
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Outlook Online

Reply

Reply all

Forward

Change default >

Reply all by meeting

(34

ASENANTULUUIENAUDDIDIA

| v
= U o/ 1

\astosmasiaAn Tsuuuusmaimnuibuunasgiulunng Swatidsesnlu awnsa
vih ldsheismssissio lUil
Microsoft Outlook

man File > Options > Mail > Message Format

Outlook Options ? *
s ¥ F FF = ¥
General |°—@ e-mail servers and applications support sending receipts, [+]
. For all messages sent, request:
[] Delivery receipt confirming the message was delivered to the recipient's e-mail server
Calendar [] Read receipt confirming the recipient viewed the message
Groups For any message received that includes a read receipt request:
() Always send a read receipt
People .
() Mever send a read receipt
Tasks - .
® Ask each time whether to send a read receipt
Search Automatically process meeting requests and responses to meeting requests and polls
Language Automatically update original sent item with receipt information
Advanced [] Update tracking information, and then delete responses that don't contain comments
[] After updating tracking information, move receipt = B N -
Customize Ribbon to: g/ Deleted Items Browse...
Quick Access Toolbar M format
Add-ins .
Use Cascading Style Sheets (CSS) for appearance of messages
Trust Center Reduce message size by removing format information not necessary to display the message
[] Encode attachments in UUENCODE format when sending plain-text messages
Automatically wrap text at character: | 76 -
Remove extra line breaks in plain text messages
ﬂh.erj sending messages in Rich Text format to Internet Convert ta HTMIL format v| ”
recipients
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Outlook Online

AanmZaminy ¥ idon Options ufden Mail 16 My App settings

My app settings
Office 365
Calendar

Peaple

Yammer

U#i Layout > Message Format ¢fIsnuanunsaidonwousiiiy [gudosns nis
andon uihsnansidousimauans BCC nnassAanunsavin e

(© Options
Inbox and sweep rules H save X Discard
Junk email reporting
— Message format
Message options Always show Bcc
Read receipts
. Always show From
Reply settings
Retention policies
4 Accounts Compose messages in this format: | HTML hd
Block or allow
Connected accounts
. Message font
Forwarding
POP and IMAP Calibri ~|lev| B I U A
4 Attachment options
Attachment preference Sample text

Storage accounts
4 Layout

Conversations

Email signature

Message format

Message list

ANSAUUISINADEWNTIAED

\fodwaldudiuuunndu mssumsmainiuenadesIgihaunu Exchange
Online 3sldfindosfionsonTdire msdumiimnuazaninadedu o Tdnuanunsn
Insuawasnsnssummuiu Twgiuu nioanugday e Sniauy Conversations

U =

gahesusudwanidmdaiiendu RTuwasion ehe v TWlideadeswaiiu

1
=

FUIUNNA DAL TouaTioIn S

LY
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Microsoft Outlook

manw7 Newest 1500 Show as Conversation

[a= Y ELPYRILY) WPRTLR LTRSS
£ ) -
| Search Current Mailbox ... J | Current Mailbox ~r| E‘E‘- Reply ["E:{:l Reply Al
1
All Unread ByDate - Newest & |~ M MER Sun 3
4 Three Weeks Ago Date |
Erom
Contoso Demo on Ya.. T e
Updates from Contosa Me... 3/23/2016 =
i Contoso Demo Categories
.
) Flag: Start Date
Julian Isla U} 4
Needs Review: Final Presen..  5/22/2016 Flag: Due Date L
Karen, Can you review the Size g
Eric Gruber Subject
RE: Contoso's 4th Annual ... 572272016 Type
Thanks Amy.
AfEs Ay Attachrments
Carlos Grilo Account
Customer Service Improve... 5222016 Importance
Hello Karen! | wanted to = tf
I Show as Conversations I
Kelly Krout ,
o« Sh G
RE: Contoso’s 4th Annual ... 5/22/216 o In Brotps it
Sounds like fun! ﬁ'_l!' View Settings...
' 1 I NanKs.
Outlook Online

man All .3on Conversations
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All v
Filter
+ All
Unread
A Tome
Flagged

Mentions

= -]

Sort by
"' & Date
From
To
Subject
B Attachments
Importance
9  Size
View as

Messages

|/ Conversations

Asuny e

v
o

msas nguuuiuin s edunazin ldnans wawsong du Teuidunousail
Microsoft Outlook

Aan Insert > Attach Files ua2naiu Browse \§on Browse Web Locations
winstasnaAu Indann Tu OneDrive for Business 5o 1500 Browser This
PC... magiasnsaum IngannnsTuiedasmaniiimnes
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File Message Options Format Text Review Q' Tell me w

L= 2 B 2 kd & B

Attach Outlook Business Calendar Signature | Table | Pictures Online Shapes Smartfrt ¢
File= Item Card~ = Pictures

OneDrive - Contoso

Browse Web Locations »
@ T & karenb@CIECOMTIZITS7.onmicrosoft.com -

Browse This PC...

Coalmim ot I

Outlook Online

aan Attachment

El o<« [[Jueoes»as

\Fon ldiistosns Tepudsannuvasiisdu 3 Usaando
- OneDrive for Business: uwuu l#a1nTu OneDrive for Business wasnuawiso Wa
Aflauiasues L TW
_ Group Files: Tw#ifinsuwsAudunansitu Group
- Computer: uuu IWdannin3admouRILno5T0IRULD
Z& OreDrive - CYI6H2 N Attachments just got better with OneDrive for Business

‘When you keep your files in OneDrive for Business, you can insert thern in email as new linked attachments. This way, everyone can
work on the latest file at the same time. If you haven't uploaded your files to the cloud yet, you can upload when you attach themn.

Learn more Close

Files

Shared with me

o 2 :
g Group files

OneDrive - CY16H2 > Files =
EIEI COIﬂpUtEI’ Mame Modified ¥ Size Modified by
Bl Documents Tuesday, January 19, 2016 2:34:39 AM Carlos Grilo
D Store Visit Notebook Tuesday, January 19, 2016 2:34:36 AM Carlos Grilo
Resellers_8_week_sales_report.xlsx Tuesday, January 19, 2016 2:33:58 AM 259 KB Carlos Grilo
Contoso_Online_Presales_Report_M400 xIsx Tuesday, January 19, 2016 2:33:56 AM 33KB Carlos Grilo
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ANSANa LS usane s A
Tumsdedwanuudumens &wione i lddaansfuasinediua wovsuanii

i Ignuinanmihsnuls Tasismsasanodunazuuy lusumaseasl Tonud
sasio T

Microsoft Outlook

man File > Options > Mail > Signatures

QOutlook Options ? x
General . N Z
@ Change the settings for messages you create and receive.
Mail
Calendar Compose messages

Groups @ Change the editing settings for messages. Editor Options...
People Compose messages in this format: | HTML &

Tasks

Search 3: [ Always check spelling before sending Spelling and Autocorrect... !

Ignore original message text in reply or forward

Language

Advanced

_.3' Create or modify signatures for messages.
Customize Ribbon

Signatures and Stationery ? X

Personal Stationery

Select signature to edit Choose default signature

E-mail account: |karenb@C|ECOM733757.onmicrosoft.com

New messages: |[none]
Replies/forwards: |[non9]

| Delete || MHew || Save || Rename |

Edit signature

comanon o4l 8 1 u [ wone [ = = |Snenescs B 8

ok || concel
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Outlook Online

Wasnisomuny ¥ udaidon Mail T My app settings
My app settings
Office 365

Calendar
People

Yammer

lU#i Layout > Email Signature shdasms ianoidudsingduludiuaidseanun
Ass TWiden Automatically include my signature on messages | send
anpiduazunnguaasuiodnisashediua n

(® Options

INQUE dia EH'IEEIJ ruigs B
H save ¥ Discard

Junk email reporting

Mark as read Email signature

Message options
Read receipts +"| Automatically include my signature on new messages | compose
Reply settings

: - Automatically include my signature on messages | forward or reply to
Retention policies :

4 Accounts

Block or allow B I U M A &F A = = Vv

Connected accounts Carlos Grilo
Forwarding VP
POP and IMAP

4 Attachment options
Attachment preference

Storage accounts

4 Layout

Conversations

Email signature
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AmsunudmasnatuasTludimaiidoinisdsonn
Tuvensalig Ignudesnmsuuusimaatudulufudimaves Idnules ededs
donasdulu ustlisosnsassio i lgnuanmnsaunudwatinlufusinavoswmuiosls
Too 258 @ aniinsinennsasrediua Trddusn antiu Tumirsananssunmsswa
tavine TWeaniiswaiisiosnns udd Drag & Drop (AAK&IN) Swaiisiosnns lnaTu
Sua mafirndsadne wis lateanuiidosnmsasTuswaudr Tiadn Send wiodsdia

2on U
Microsoft Outlook

)

=1
|
Send

& Le L3 []
e G Ie G ed q‘;‘ Q-')ToManager - T*k
eply Reply Forwar ! _ racl

Al Em- =1 Team Email [l r—

Subject |

Attached 3
Outlook item

RE: Contoso's 4th Ann...

4 Three Weeks Ago

Outlook Online

@ new mail »
Faverites
Carlos G e
Inbox 12 )
Drafts (2]
Sent e

Contosa's 3rd Annual Hiki

e
renreors A Y amya
~ % van 82372

P A

¢
o me 9242013 -
t hems s 7 —_
Deleted Htems 2
|+ Amy Alberts; Alan Steiner; T xP rag&Dro
Conversation tistory I, Comtiso's 3rd Annual Hiking Trip 472372003
Junk Email Hello everyone. It's that time of year again and we ar.. 1 have placed 3 Hiking Trip Regis!
intranet. Please open the registra

Lot Julian Isla
ion to Karen Berg sz

In
In-Place Archive - Carlas Grila | 1 Alex, | would like to introduce you to ane of my

I Kelly Krout; Molly Clark; Alan Stei ,!,L,'

User Manual

of people that will be attending w
m

Contoso Demo on Ya..
Updates from Contoso Me...
Contoso Demo

Julian Isla
Needs Review: Final Presen...

Karen, Canyou review the
Eric Gruber

RE: Contoso’s 4th Annual ...
Thanks Amy.

I Tarlac MHrila

Hiking Trip - Internet Explorer - [InPrivate]

ESND X DSCAD [ wesr

Te:  Dan Jump:
o
Bec:
Subject: Hiking Trip

RN & nttps,/outiook office365.com/owa/#viewmodel=IMailComposeViewModel

D) Contoso's 3rd Annusl Hiking Trip (11KE) x ) Contoso's 3rd Anvual Hiking Trip (13 K8) x
) Contaso's 3rd Annual Hiking Trip (11KB) x [ Contoso’s 3rd Annual Hiking Trip (10 KB) %
| ) Contoso's 3ud Annusi Hiking Trip (1K8) % [) Contosor's 3rd Anrsl Hiking Trip (10 KB) %

P [ BB I UGE %A ¢

Please see the detail in attached file

| Respond Quick Steps Ll RMS
<
| | Search Current Mailbox ... J | Current Mailbox v|
All Unread By Date ~  Newest 4

5/23/2016

[

5/22/2016

5/22f2016

= [=

IFactoryawid=36&ispc @
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msthodwa lgiinamasiisioans

Tunseif Idnudosnmsdnsadounassannunuussauiag i IBnuanusnass
Tawmassinamn udrdudiuasinge o IWawmesiiAsndos ilomnuilusadou
IBuugouuazaTmA TWANSAUKN

Microsoft Outlook

aanuidon Move lusslnainosiisiosns

Conto :'—" i . L1l To amny Alberts; || All Employees
Move » Conferences
Julian'
OneMote %
Needs Ri -@ o Other Folder...
Karen, C % lgnore [ Copy to Folder...
¥ . . .
Carlos 3@ Junk k Always MDVE.MESSEQESIH This Conversation... -
Custome x Delete 5/22/2016 From: Amy AlDerts
Hello K; B o Sent: Thursday, May 29, 2014 £
gromeeeed @1 ack in CRM L To: All Employees
| KellyK % Set Regarding Subject: Contoso's 4th Annual
(2] 2T | A —— 32272016

Sounds like fun!

Hello everyone,

wingaInsas e awmos nd Tkeananiidovayduoinuios udndon New
Folder... udasisdo Inainasonustosnis

e ey ans

Ir I_-E Open in New Window Dat
Open File Location

¥ Remove "v-vieja@microsoft.com
S| x Re E L3l Crosont.c
Mew Folder...
Manage All Site Mailboxes...

N Show in Eavorites

A
0z Sort Subfolders Ato Z Re,

R Account Properties...
B Sy &% Folder Permissions

Data File Properties...

-

To

- sharepoint lists c
C
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Outlook Online

aaneN3on Move udaidon Inawmosiiciosnsgnudiua b

Microsott Unline :
Microsoft Online Services T |gnore

Your Office 365 Enterprise E5 withoul
Attention: Your Office 365 Enterprise ES Move 4 Inbax
] ] . Categorize > Deleted ltems
Microsoft Online Services T
Vour Power Bl Pro Demo Trial is aboy ~ Create rule.. Junk Email
Attention: Your Power Bl Pro Demo Tia  yj04, message details Conferances I
Two weeks ago Move to a different folder...

ANSauUdLNA

{ v ¥ a o x . = T
Tumsauswmaii hisiesns Tiaand == uu Microsoft Outlook wae T uu
Outlook Online fiagsioanndwaatiuiiu udrdwatiuazandeluiilwaines Deleted
Items Woasuiuua 30 Tu dwalluazgnauaonNTLUU

Microsoft Outlook
: <
4 Favorites | Search Deleted ltems [Ctri<E) 2 | Current Folder v| €2 Reply €2 Reply All
Inbox 19 All Unread ByDate = MNewest W suns
Sent ltemns
| Amy Alberts Am
Deleted ltems 1 RE: Contoso's 4th Annual ... 5/22/2016 ! ¥ .
H Renee - |'ll take care of ir N RE: (
] : ‘ To Renee Lo; [1AllE
4 karenb@ciecom733757.onmi...
4 |Inbox 19
Conferences 1 Ffenee -
I'll take care of rei
Drafts [2]
Sent ltermns
Deleted ltems 1 From: Renee Lo

Sent: Thursdav. Wa
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fdosnmsavudiwarianua lulnaimes Deleted Items Tinanen udadon
Empty folder

Deleted Items 1

Clutter I-E Open in New Window
Conversation MNew Folder...

Junk Email 1 Renare Folder
Outbox Copy Felder

RSS Feeds Mowve Folder

Social Activity [ Delete Folder
b Search Folder [ Mark All as Read

M= Clean Up Folder

'E' Empty Folder

Outlook Online

I Groups

Search Mail and Pzople yo @ New |v  Empty folder
® Folders - Deleted Items All v
4 Favorites Need to recover email?
Clutter 1 Retrieve messages that were recently deleted or e
By Tuesday
4 Carles Grilo
b Inbox 13 Microsoft Online Services Tea...
Your Office 365 Enterprise E5 without PSTN Tue 10:56 AM
Clutter ! Attention: Your Office 365 Enterprise E5 without PSTN Co..
Drafts 4
Microsoft Online Services Tea...
Sent ltems .
Your Power Bl Pro Demo Trial is about to ex| Tue 10:42 AM
Deleted Items Attention: Your Power Bl Pro Demo Trial expires soon. Bu..

fdasmsaudiwarianus [ulnaines Deleted Items Tnanann uddon
Empty folder

Deleted ltems L
Create new subfolder

Junk Email
Lk EmE Rename
Mot
ot Delete
Empty folder

In-Place Archive -
Add to Favorites

Move...

Recover deleted items...

Mark all as read

Permissions...
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wsinndaansidudiuaiauly Twman Recover deleted items (nnaTu 30
FULvinitu)

AssernMInoUNAUSH lwidille oy Tusande (Out-of-Office Auto Reply)
AssiarnMInounaUsH lwidazehs Twddunauldin WidnulieyTuseneuas
Tdanusanoundudma le Tuwaaiug

Microsoft Outlook

manii File > Automatic Replies

©

Account Information

Open & Export

c/'] karenb@CIECOMT733757.onmicrosoft.com
Save As '-/) Microsoft Exchange

4= Add Account

F‘ Account Settings
s}

Change settings for this account or set up more
Account connections.
Settings ~

W Access this account on the web.

Office Account https//outlook.office3f3.com/...37.onmicrosoft.com/

Options

Feedback

Bt Automatic Replies (Out of Office)

€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies

\donnssiernnsiasmanaunduTusananlashumsniasemunoiindss Only
send during this time range: ufnandonnaiigosns aniiu Tadaanuil
Fosnsudaunaai azliaguasaznduansadoa T TwladomnuviaTuniiv Inside
My Organization uaz Outside My Organization (On)
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Autornatic Replies - karenb@CIECOMTI3757.onmicrosoft.com

D Do not send automatic replies
@EEHdau'tumaticreplies
|:| Cinly send during this time range:
starttime: [Mon613/2016 |8 [nooam  [§

Erd time: | Tue 6/14/2016 ol [rooam  [§

Automatically reply once for each sender with the following messages:

% Inside My Organization e Cutside My Organization (On)
r— 1= == ——
U A== 3=

Segoe Ul o 11K “| B I

Outlook Online

A msuismasiaen TXlUd Settings > Automatic Replies

Settings

Search all settings jo

Automatic replies
Create an automatic reply (Out of office)

message.
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Create automatic reply (Out of Office) messages here, You can set your reply to start at a

(O Don't send automatic replies
®) Send automatic replies

Send replies only during this time period:

Starttime: | Mon7/14/2014  ~| [ 7:00AM

Endtime: | Tue7/15/2014 = | | 7:00 AM

Send a reply once to each sender inside my organization with the following message:
calibri [12 | B I U & = = i
Dear Our Team,

Today, I'm Out of Office. Please contact my colleague.

BR,
Carlos

ANTANANANTRDUAAULRANIZAUUDNDIANT

Send automatic reply messages to senders outside my organization
(0 Send replies only to senders in my Contacts list

(®) Send replies to all external senders

Send a reply once to each sender outside my organization with the following message:

1] Office 365

| calibri 12 | B I U e = = = 1= i=

Dear Valued Customer,

Today, I'm Out of Office. Please help to contact my phone.
BR,
Carlos

MailTip fhzhuifousinanoudiazasin

UNNAY douadummasingg o1dAuniomagiy autlt NM5398INAIAD95HI RS Ta
Tusuwesdarisushe dadu Aires MailTip Suthantholudifounuuse luldd Aoy

uduflounouiiazdunason
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Microsoft Outlook

o The following recipient is outside your organization: kumton@bemyguest.in.th X

Ton.. | kumton@bemyquest.in. th

Cc... |

Send

Subject |

Outlook Online

I The following recipient is outside your organization: kumton. Remove recipient

To e kumton@bemyguestinth X |

Astlosrudiua i Twas lgs lwatmas Junk Email uazudonsiwaii kidosna

snuUnfszuy Exchange Online aziinsasaduinguuuudmanadsniuily
auduimanso i usuessdwamaiud Liloauudovionus dadu nmesssdiia T
sruuipusuas lilidsdwamardulussiwames Junk Email fsduszloant Tawd
38mMasiasio Uil

Microsoft Outlook

Tmanwniisiarisiosnts uddon Junk > Junk E-mail Options
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Litigation mMeetng

Karen, | have a meetil & Junk b 59 Block Sender
David So 7% Delete Mever Block Sender |
Capital Expenditure R 68| Trackin CRIM Mever Block Sender's Domain (@example.com)

Hello Karen, |woule _ . )

HE Set Regarding Mever Block this Group or Mailing List

Renee Lo Not Junk |
RE: Contoso's 4th Annual ... 5/22/2016
| have no interest in & Junk E-rnail Opticons...

- ' Do we R5VP to vou Amv'?

13on Safe Sender nsanlawu udAan OK

Junk E-mail Options - karenb@CIECOMT733757.onmicrosoft.com *

Options 5afe Senders  Safe Recipients Blocked Senders  International

@ E-mail from addresses or domain names on your 5afe Senders List
&s® will never be treated as junk e-mail,

@Bemyguest.in.th Add...

Remove

Impart from File...
Export to File..

|:| Also trust e-mail from my Contacts
Dﬂgtomatically add people | e-mail to the 5afe Senders List

| ok || canear || appy |

v v

\dfosnmsudenisu TwWlui Blocked Sender
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Junk E-mail Options - karenb@CIECOMT733757.onmicrosoft.com s

Options  Safe Senders  Safe Recipients Blocked Senders  |nternational

E-mail from addresses or domain names on your Blocked Senders
List will always be treated as junk e-mail.

Edit...

Remove

Import from File...
Export to File...

[ ok ]| cner || apow

Outlook Online

T¥man Option > Accounts > Block or Allow u&115an Safe senders and
Recipients anniiu nsandwaiiy [9osnms udnan T wasanatu Tden Trust
email from my contacts sihe

Shortcuts H save X Discard
+ General
+mail Block or allow

« Automatic processing

Don't move email to my Junk Email folder
Automatic replies

. 1k em
Clutter Automatically filter junk email
Inbox and sweep rules
LN Safe Senders and Recipients
Mark as read
. Don't move email from these senders or domains to my Junk Email folder,

Message options
Read receipts P
Reply settings
Retention policies Enter a sender or domain here +
glacconks danj@contoso.com

Block or allow

Connected accounts

Forwarding

POP and IMAP
+ Attachment options

Attachment preference +#| Trust email from my contacts

e
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dusudmandosmauion TWidouasluii Blocked senders udhnsansiua
wiolawmuudindn T wouusinT¥idon Don't trust email unless it comes from
someone in my Safe Senders and Recipients list or local senders ¢

Read receipts

Blocked Senders

Reply settings
Retention policies Move email from these senders or domains to my Junk Email folder.
4 Accounts —
s 0
Block or allow
Connected accounts Enter a sender or domain here -+
Forwarding
karenb@contoso.com
POP and IMAP

4 Attachment options
Attachment preference
Storage accounts

4 Layout

Conversations +f| Don't trust email unless it comes from someone in my Safe Senders and Redipients list

Frmail sinnature

asang IWnassannune

Hldnuanunsnatung Tunssuadua le Tasanunsnaswesadion onaaaslu
Microsoft Outlook w350 Outlook Online ufTashurulsvisun Microsoft
Outlook uaz Outlook Online

Microsoft Outlook

AanwNidwadisesns THidon Rules > Create Rules udasangeusiosnns
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AMY AIDEMS: - - : - st
Contoso’s Annual k| s Rules » Always Move Messages From: Renee Lo
Hello E C an

=0 FrEmane 0T 3l Move * Always Move Messages To: Amy Alberts
Ty Carlson _@ OneMote Always Move Messages To: All Employees
Litigation Meeting
Karen, | have a mee rrllli Ignore i Create Rule..,

) Junk ¥ -:"=- Manage Rules & Alerts...

David So & S
Capital Expenditure 2 Delete From: Eric Gruber

Hello Karen, | WoU g8 Track in CRM Sent: Thursday, May 29, 2014 7:06 4
Re Lo % Set Regarding To: :B.m\r Alberts; All |fm|3II|D‘y'EE5
RE: Contosa's 4th Annuar ... sreereue Subject: RE: Contoso's 4th Annual H
| have no interest in 5

Avuadoulovoing udAmuanisuusion

Create Rule >

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

|:| From Renee Lo

|:| Subject contains |Cnntosn's 4th Annual Hiking Trip |

[]sentto |Am3r Alberts |

Do the following

|:| Display in the New ltem Alert window

[]Flay a selected sound: |Winduws Motify Em| III IEI

|:| Move the item to folder: | Select Folder | | Select Folder... |

OK | Cancel | |Ad1.ram:ed Dptiuns...|
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Outlook Online

AanwNidwadisosns Tiidon Rules > Create Rules ufrashangenusiosns

SWO user
b wRdaY Reply
nadan  Kumton Sutt
Reply all
Forward
Delete
Archive

Mark as read

Pin

Flag

Mark as junk

Ignore

Move >
Categorise >
Create rule...

Assign policy >

sadonguazamuadon lususioans

v 0K * Cancel

New inbox rule

Name

Move messages from swo user

When the message arrives, and it matches all of these conditions

X | Itwas received from... ¥ | swouser
X | and it was sent to... ¥ | swouser
X | and it includes these words in the subject.. - vadau

Add condition

Do all of the following

Move the message to folder... e Select one...

Add action

Except if it matches any of these conditions

Add exception

+f| Stop processing more rules (What does this mean?)
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wisziin Outlook Online
WoTau “whdsz=un” Office 365 udh Tumihusn Tmaniilomau Outlook

fwausduuuan Wolthg Outlook Online

Astn Tguasusn TWiasun s iBuduiisiosnis wsouvadannaneu lau
nanief lnuanduatidunon

d Outlook

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

|English (United States)

Time zone:

(UTC+07:00) Bangkok, Hanoi, Jakarta

(® Save

2. liwanevnmstiavanushums I8U v (Calendar)
Tumsvhausuduuiinesaduszuy nanoy asssnDudosiinsaunaiua:

fuansigaan Wis Tknusiiiu lessuiuiian Exchange Online Iinsua

#ne5 Calendar woanmoulangillasiann: vin Tunsw ldviuin dlashadnusas

e saea luaudsnsusununsnuliiasasunaiiiss 1ld Teudoniiwy

Ui Microsoft Outlook #aa Tu Outlook Online
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anwaniinanEususaslfiinlu Microsoft Outlook

ANNSOASUAS DN USTATNARRINY UFT UAAA WaTdik e

winefialffuuardrfefiladed Wunls Auw it MuanYs doomsiuussuaaleluy
1 Ififiu Ribbon Rofiqudaciamsnoiu AlnAagiiu Alanl uay g L |wmnsalan "W L
Mlal Wfiau uard faude vavangoudTnu yaanTu Aaudamaseyuls Manssunasqaidlidnnneduan

DEEEEREER® PG o &
e e carn A TR b Al Aol Y e | o e e el
ROSRi Wt i ol o Asamn i o e
- W& [ i dann -
ST « » gaAn 2558 ;im < o L
-, R 4 bt dn - = -
s e 2ihe 2 2 £ 2 3
NG W w T
MWD M
seiasplimr o Tlivrinvuanisunennl
sewhofigiu &l wiawdau Auvnijfivunsqm
. Tagluag Aaannsnaingnas . = Guinilundasdumufiadum
: it 30 wafld ¥ nauwiallinewiuRasdusp . 0 malseguuazmniawneld
Aasnmsgmamsa{luafiania uaolRquld Vuft
amndadmuanisdmivaun
. Audulndltlun aingnas
mnadnlimediowiammea 3 1 5 16 7 1
WaulrpwRadulliufiqa 2
daoms g
= L = s - “ arenumshnibinhi
il Irdafidmuansrasqauacniailan :::;“““win:;:nxa
s Rauaanlffufundialeg Aunddy it
. | e qalavausug Wiangx wanmalfutiol
5 AlnAaadusewihoaamng 7 3 n
4 Vi Tomy Krijnen Uiy yana uazduq
Tomy Kegren
B m s @ o
arn s o »
i ALl Ufii Outlook Onli
ANPOUCUUIONDVINUNUUL utloo nuine
P Search Calendar | & New |V|1 Add calendar ¥ ) Share ¥ = Print 7
< April 2016 > < > Aprll 2016 ~ 4 Day Work week Week Month | Today §)
S MT W T F S Sunday Monday Tuesday Wednesday Thursday Friday Saturday Friday, April 15, 2016 6 »
T2 28 29 30 31 Apr 1 2 11:002 Daily Touch Point Meeting
- - 30 minutes o
3 4 5 6 7 8 9 112 Daily Touch 112 Daily Touch F 112 Daily Touch F 11a Daily Touch 11a Daily TouchF  11a Daily Touchf  11a Daily Touch |
N 3:00p Sales Operations Strategy Meeting
w1 s 5 o1 4p Weekly Manu 3p Sales Operatic o o
17 18 19 20 21 22 23
3 4 5 6 7 8 9
24 25 26 27 28 29 30 . . . ; § § 5
112 Daily Touch F 11a Daily TouchF 11a Daily Touchf 112 Daily Touch 11a Daily TouchF  11a Daily TouchF  11a Daily Touch |
4p Weekly Manu 3p Sales Operatic
~ My calendars
3o 11 12 13 14 15 & 163
Q Calendar 11a Daily Touch F 11a Daily TouchF  11a Daily TouchF 112 Daily Touch 11a Daily TouchF  11a Daily Touch | 11a Daily Touch
4p Weekly Manu 3p Sales Operatic
Other calendars
7S 18 19 20 21 22 23
~ Groups 11a Daily Touch F 11a Daily Touch f 11a Daily Touch f 11 Daily Touch | 11a Daily Touchf 112 Daily Touch} 11 Daily Touch |
4p Weekly Manu 3p Sales Operatic
Groups give teams 2 24 25 26 27 28 29 30
shared space for email, 11a Daily Touch F 11a Daily TouchF  11a Daily TouchF 112 Daily Touch 11a Daily TouchF  11a Daily Touch I 11a Daily Touch
documents, and .
schetuling events. 4p Weekly Manu 3p Sales Operatic

User Manual




1] Office 365

auid 10 fldnuaainsaiumsiening ldshonisaanily New
A 2:  wassiiuuuude lnuanunsnndnguandun luusasiule

A 3 uamUssnnuasuviv TmzJsﬂﬁ’mummsmﬁmﬁu’mﬂﬁﬁu ANIAWINT
bRk

A2 4:  wassihdovosnu luusaztu
MV 5: uAMNHUNDITRIUNL
AWMU 6: LA BALS A UG AL ALAANS

A 7:  wasumyMSRNUAAuRnuRAINSY 1w TWa Ics nianansnsus

=

AnuTdu uazuananMSRUWU AU UNGAEDIANNA L&Y
xosiiddrywoq Calendar dsissio Wil

A8Msate ud b audenany
i I nuanInsainiavanedines 16

Microsoft Outlook

AanN New Meeting

Mew Mew  New
Appointment Meeting [tems -
Il aaar
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Outlook Online

man New > Calendar Event

@ Mew W Add cale

Calendar event

Email message

1 '
al U

WNS8ALd8AUINTHARHNY slausiiide anuil fidnsannisusyan Jui nan
FINNTVALDUABINNE

Microsoft Outlook

Insert Format Text Q Tell me what you wan

B B REHO Boemn O GLE W

! High Importance
Delete ;- Appeintment Scheduling  Siype  Meating | Cancel Address Check Response - pupinder 15 minutes  ~ Recumence Time Room  Cotegorize | o meer Office
Assistant | Meeting Notes  Invitation Book MNames Options Zones | Finder - Low Importance  Add-ins

Adtions Show Skype Mee... Meeting N... Attendees Options [} Tags Add-ins | A

© Vou haven't sent this meeting invitation yet Room Finder ~ X%

JeffHay; | Dan Jump; n
=1 e [ et e e ‘ 4 juneaois b
Subject |Dfﬁ(e 365 Meeting| ‘ Su Mo Tu we Th Fr 58
send 20303 1 2 3 4
tocation | -] | Rooms 5 6 7 8 9 1011
12[13]14 15 16 17 18
19 20 21 22 23 24 25
[30am - 2 27 28 29 30 1 2

3 3

Start time |Mnn 6/13/2016 |a‘m aM . ‘ [ All day event

Endtime  [Mon /1312016

[]Good []Fair [l Poor

Choose an available room:

Hone

Suggested times:

8:00 AM - 8:30 AM
No conflicts

8:30 AM - 9:00 AM
No conflicts

9:00 AM - 9:30 AM
No conflicts

9:30 AM - 10:00 AM
No conflicts

10:00 AM - 10:30. ... vl v
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Outlook Online

M Send [ Discard b Attach

Details

Office 365 Training

Q) Skype meeting v

& Add-ins  Charm v

Categorize ¥

People

Jadd peaple

Organizer

Room 1
Start

Men 4/18/2016 ~ | |200am - All day
End

Man 4/18/2016 > | | 830AM - Private
Repeat Save to calend:

Never - Calend: -
Reminder Shon

15 minutes - Busy -
Add an email reminder

== v

W @B T UM A A AT ZE

New Meeting

Attendees
Sort by ¥
Carlos Grilo
© New attendee
Dan Jump
New attendee
| Karen Berg
L New attendee

ré Scheduling assistant

fifTdnusosmssifiunsuszan Tunuueou lal ansnsavin ldunu Skype

Meeting siail

Microsoft Outlook
man Skype Meeting

Skype
Meeting

Skype Mee...

Outlook Online

man Add Skype meeting

. @ Skypemeetingvy @

Add Skype meeting
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sruvRzudasnsdausun Tiidu URL we Toillwwadunmsussauianizoasy [9eu
TosTasAmui ldsuasrtiAazanunsadnsnyssause 16

Microsoft Outlook

) You haven't sent this meeting invitation yet.

To.. | [ JeffHay; I Dan Jump; |
=1
Subject ‘Ofﬂﬂ 365 Meeting |
Send
Location | Skype Meeting -] | rooms..

Start time ‘Mnn 6/13/2016 .‘ [] All day event

Endtime  [Mon 61132016

- Join Skype Meeting
This is an online meeting for Skype fer Business, the professional

meetings and communications app fermerly known as Lync.

Join by Phone
Toll number: +1 (347) 708-5525

Find a local number
Conference |D: 4754008

g

Outlook Online

W @®|B I UmMAHmAZ S Z€xEV
Join online meeting
loin by Phone
13477085525 (Toll Number)
Conference 1D: 4754008
W

\onsondoyansumusdosnisud?r Tiaan Send
™ Send

LY

Ndosnsud lodenany TWludnmstanunoiug udreantu Edit
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Mon 4/18/2016 (All day) m
Online meeting

Office 365 Meeting

Join online
meeting <https://meetlync.com/cy16h2/carlosg/t

'Q Carlos Grilo

Mo response 2

I | Office 365 Meetir §. — .
I = =0 \I X Cancel & Join

11a Daily Touch |

fourluiagaudr Twman Send iodinsud loduludwmnau

Wodosmaihsnuszan Twaan Join usidhdosmsunidnmsdananedd Tiedn
Cancel

mMsnausuianing Tudiua

nasannfidedamsianinuean lWudh suanunsanaunduniodasio Triu
uARasuiAtNTas s Tunselfgsudasnsiudunisithsimdszan Tiean Accept 6
liuTa TWman Tentative uazin ligdosnsithain Tiean Decline wiawndiainns
l@uanandistosnis v Tidon Propose new time

Office 365 Meeting A

Carlos Grilo ® 5 Replyall |V
10:33 PM

Dan Jump; Karen Berg; Carlos Grilo ¥

8 When: Mon 4/18/2015, 12:00a to Tue 4/19/2016, 12:00a
Where: Online meeting

" Accept ? Tentative X Decline @ Propose new time

Show conflicts

Join online meeting

Conference ID:
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=N =

Tumsneundunmsiavaney gsuasiisiidonTunsnaundufo

q ACCE_J. Lo T U LY n__l:nE
Accept event

Edit the response before sending
Show cor
Send the response now

Don't send the response

'
a U

- Edit the response before sending : 1indamnuuuy lWfumsnaunau
~ Send the response now : naunduviuii law Lifinsindennulay

- Don’t send the response : nounauYiud wsi lisisdsdinadaiinnung
Wasunamausuud wu Accept fasmafiuinanuzaraaindlasithuszantng

i Mon 4/18/2016 (All day) im| |
Online meeting

| Office 365 Meeting |

Join anline
meeting <httpsy//meet.lync.com/cy16h2/carlosg/t

| 'o Carlos Grilo |

| Mo response 1
’J
E Office 365 Meetii % P .
# Edit X Cancel & Join |
11a Daily Touch F

ad <

uanfiomaniiaed azfiuiuiiing lasnaunduiing

User Manual




1] Office 365

People E% Scheduling assistant
Add people -+
Carlos Grilo
Organizer
Attendees
Sortby v +f| Request responses

Dan Jump x
o Accepted
Karen Berg X
L Mo response

msianinsMsUsaNiAadubulsan

TunsailfinsussaiuAndudulssan wu nsUssuniinnng @esduend nsoms
Uszruefudmnsuszant Wusiu f I8 lidndudosasunmsiananonisyussauiiazass us
anunsnaTesadis udrnua TnmsiianunomsUsuniidadusuehanaiii
fosnsle IesTuntihnmsiiananunmsuszan Tidon Repeat ududonnaniinTd
Foenms IMAnduTudsan wu nniu nng funs natuvinnu Husu

Microsoft Outlook

man Recurrence AN

8

Recurrence

\donnanfisasnsiwnsusuiAndululszan
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Appointment Recurrence X

Appointment time

Duration:
Recurrence pattern

O Daily Recur every week(s) on:

©weekty | [Jsunasy  Emonsay  [lruessay  []wednescy

O Manthly [ thursday [ Friday [ saturday
O vearly

[ [<][<]

Range of recurrence

Start: | Mon 6/13/2016 (®) No end date
O End after: oCCuUrrences

Onaty

| OK || Cancel | Remove Recurrence

Outlook Online

nasaniindnasumsianuns Tndud Tugu Repeat TwidonahananfisosnsTw
AsaninuiiiAedwdulsein aenmw

Details

Add a title for the event

Start
Fri 7/15/2076 > | | 400PM - All day
End
Fri 7/15/2016 v 430PM - Private
Repeat Save to calendar
Day 15 of every month - Calendar hd
' Never Show as
Every day | Busy -
Every Friday
Every workday
Day 15 of every month -
A T i Ze = v
Every third Friday
Every July 15
Other...
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AsaanyuNasnMsuiiiunie Calendar View
i Ik nuannsnidonyunainsguiiueanuiinuesduvou Ief wu dasnsquuuidu
iou Wuduanw granziuvinnuluduon Hudu

Microsoft Outlook

Day Work Week Month Schedule
Week View

Arrange P

Outlook Online

Day Work week Week Month = Today

AMaiNUfiinann Calendar du
uonNNUATIUA I msumsvinaund fldnuainsaashalgnusug l6dn wu
Ufnuausimzansound) Ufinvotniouinanu idusiu

35NN §invaaaus I U
Microsoft Outlook

manwii My Calendar > Add Calendar > From Address Book

Mee-ﬂng; Karen Berg Mee
4[v] My Calend=re
7] Calends Rename Group I
I [ Team: Jul Remaye All Calendars 20
New Calendar Group pm Daily Touch Paint 1:00)
= Add Calendar ¥ 'E:E From Address Book... 4
Arrange By Mame E:f' From Room List...
Refresh Eree/Busy Era From Internet...
A Move Up Ea Open Shared Calendar...
¥ Move Down Ipm Daily Touch Point 1:00)
~ meeting; Karen Berg Mee
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VAT YTV

Select Mame: Offline Global Address List >

Search: (® Name only () More columns  Address Book

| | Go |O‘Ff|ine Global Address List - karenb@CIECC Advanced Find

| Mame Title Business Phone Location

amber

-
&% All Employees

a Allie Bellew Marketing Manager

& Amy Alberts VP Human Resources

& Anne Weiler Manufacturing Lead

2% Bl Strategy

& Carlos Grilo Customer Call Center Man...

& Christa Geller Recruiting Coordinator

& CIE Administrator 2006427676

3-.5, Corporate Affairs
27 Customer Service

& Dan Jump Chief Executive Officer

a David So Manufacturing Manager

® niana Pracrntt Advartizina Nirartar "

>
Calendar -» |Alan Steiner |
ok || cance |
' v
Ui Nowazl il
ANUDINENIUIEUINNL UL
. . Today @y Tomorrow i Wednesday -
4 » June 2016 Washington, D.C. BIF/60°F BIF/68°F ©  85°F/T3°F Search Calendar (Ctrl=F) s
Calendar % 4 Alan Steiner  x
SUN TUE WED THURSDAY FRIDAY SATURDAY SUN m TUE WEDNESDAY  THURSDAY FRIDAY SATURDAY
May 29 30 Eal Jun1 2 3 4 May 29 30 31 Jun1 2 3 4
1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy
Touch Point Touch Point Touch Point Touch Point Touch Point Touch Point Touch Point &:00pm Busy 5:00pm Busy
Meeting; Meeting; Meeting; Ka..  Meeting; Meeting; Meeting; Ka..  Meeting; 1 1
Karen Berg Karen Berg &00pm Karen Berg Karen Berg s00pm sales  KarenBerg
Weekly Ma... Operations .
5 6 7 8 9 10 11 5 6 7 8 9 10 11
1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily 1:00pm Daily | 1:00pm Busy | 1:00pm Busy | 1:00pm Busy | 1:00pm Busy | 1:00pm Busy | 1:00pm Busy | 1:00pm Busy
Touch Point Touch Point Touch Point Touch Point Touch Point Touch Point Touch Point R TERIETS I RTERIETS
Meeting; Meeting; Meeting; Ka..  Meeting; Meeting; Meeting; Ka..  Meeting; . 6:00p1 ¥ | 5:00p1 ¥
Karen Berg Karen Berg &00pm Karen Berg Karen Berg 5:00pm Sales  KarenBerg
Weekly Ma... Operations ..

Outlook Online

man Add calendar > From Directory
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v B Addcalendarv O S|

Seccndary calendar

in Birthday calendar

Heliday calendar T
From file ?
dgin  From internet 11
I From directory I 4
SLUDOK3INNL wAIAaN Open
Open calendar
(
i From directory: Iz Da
1 B Sale
alanl_
Q Alan Steiner
J’ ! alans@CIECOM733757.onmicrosoft.com

1
p Search Directory

Uriusaaszusngdn
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S M T W T

5 6 7

1214

19 20 21

26 27 28

~ My calendars

d a Calendar

A

i '

1

8

15

22

29

2

g

16

23

30

10

17

24

Alan Steiner

Other calendars

A~ Groups

wiashifTdudasnsinighl fiiuanniisu Tiiden Add Calendar sianw

+

=+

< > June 2016 v

Calendar

Sunday

20

11a Busy
11a Daily Touch Point I

5

11a Busy
11a Daily Touch Point I

12

11a Busy
11a Daily Touch Point I

I Alan Steiner

Monday

30
11a Busy
11a Daily Touch Point P

6

11a Busy
11a Daily Touch Point P

13

11a Busy
11a Daily Touch Point P

VY A

F New | v

< > Ap

inday

la Daily Touch

User Manual

Add calendar ¥

tJ Share v

Secondary calendar
Birthday calendar
Haliday calendar
From file

From internet

From directory

buch F

= Print

Wednesday

i

11a Daily Touch |

Manu

1] Office 365

Tuesday
31

11a Busy
11a Daily Touch Point P
4p Busy

+1

7

11a Busy
11a Daily Touch Point P
4p Busy

+1

14 @

11a Busy
11a Daily Touch Point P

4p Busy

Wednesday

Jun 1

11a Busy
11a Daily Toud

8

11a Busy
11a Daily Toud

154

11a Busy
11a Daily Toud
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TopansnsainUfiniuida Unuiungavausiazdsund naaidndgiinain
ssuudule usidouluunana .ICS windu 1wu ann Hotmail, Google Calendar 1as
T TouTdasd . ICS 1w lusswas From Internet

msdarnuanisuszan L Tiiudauduuu Calendar

Ty wilsnasmadanunumsuszanAe Madaminanininsesusosgidhsuy
Uszmnau o819 lsfienu dofliaes Scheduling Assistant vsTwnsnsiaaou
navwwasdithudsauvnauioaedu TasTuninienune Twvindsd

Microsoft Outlook

Aan Scheduling Assistant snunw

Scheduling
Assistant

AUTINHAININ

User Manual




1] Office 365

Unitied - M

Q Tell mewhat you want to do

X B REH L omms O G
» x @ & ! High Importance
Delete (o) . Appointment Schedbling  Skype  Mesting  Concel Address Check Response & Rerninger |13 mites + Recumence Time Room | Categorize Office
istant | Meeting Motes  Invitation Book Names Options = Zones |Finder - Low Impertance  4qd-ins
Adtions Show Skype Mec.. Meeting N Attendees Options & Tags Addins | &

une 13, 2016

Room Finder ~ %

~
€ unez0t6 b

SuMo Tu We Th Fr Sa

Keren Berg
@ | Man Steiner
Click here Lo add 2 name

[ JGood [ |Fair [l Poor

Choose an available room:

Mane.

Suggested times:

B00AM-830AM
No conflits
830 AM - 500 AM
No conflicts
< o 900 AM -9:30 AM

No confic

A AHEdCES Sterttime | Mon 6/13/2016 s00AM - o conflits
930 AM - 10:00 AM

W5usy 7 Tentative Bl Out of Office [ Working Elsewhere . No Information. [ Outside of working hours 1000AM - v

Outlook Online

man Scheduling Assistant snunw

E?_:;, Scheduling assistant

U

oy anANI NV ITIINUTNNNAL

=

VO X D e < > Monday, April 18, 2016 v Day Wesk

Office 365 Meeting

When Carlos Grilo Dan Jump Karen Berg
Mon 4/18/2016 - Office 365 Meeting Free Free
Until
12a
Mon 4/18/2016 -
| Al day "
Attendees
Add attendees 2a
3 required 1 new conflict
B 3a
Carlos Grilo
Busy - Daily Touch Point Meetir
4a
Dan Jump X
Accepted
5a
Karen Berg X
e No response
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nAsuws Calendar

wiHazanansaaMadeunaINTasidnsmUsza Iet usfiluTunauiidndeanie
wunonsUszn wsivinnTddesns AanunsausslfiuTwlasueu nanau viouus
wuans1sauslvmnauanunsnguifiuvosnuiod o

o

Tovanansarwuasduuunsidhdsls dail

- Availability only: uansianzinarineTu Calendar

_ Limited details: uanuianwnzindo nan uazanudi ust bivassdonadus
uanmiloannil

~ Full details: uanstioyavisnuaiior Tu Calendar v Taknu

wingiasns IKuARasuaNIsnad N 81w wiauA lunsianunounue Toeuls
(On your behalf) awnsaidonls 2 aud fo

~ Editor: i ldsunauminuanunsnase a1u nioud loimuanns e luunuooay [8eu
usiay lsianunsnsu Meeting Request wia Cancel Request Wusiuavaseflanu
v

- Delegate: il l§sunouviinuanuNTnas e 91U wioud lorinuams e luunuved
i 159U sudemousu Meeting Request 3o Cancel Request sinudinavossTaanm

et
Microsoft Outlook

man Share Calendar snun

Share

r Calendar |

k%

widonunmansananaAuiisosnsuusugnulwee
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NN
.|:n.D 3 Cut AR =R = E{;} é; mJ 1] z, E} ™ Foll
= T iz =|=
ER Copy @ . I Hig
Paste } I u A == = »= Address Check Attach Attach Signature Share
- * Format Painter o ~ Book Names Filev ltem~ - Protected - ¥ Low
Clipboard P Basic Text Mames Include RMS |
ro.. | |
=1
Subject |Sharing invitation: Karen Berg - Calendar
Send
|:| Request permission to view recipient’s Calendar

Allow recipient to view your Calendar

Details |A\rai|abi|ity only -

Time will be shown as "Free,” "Busy,” "Tentative,” "Working Elsewhere,” or "Out of Office”

m Karen Berg - Calendar
EE Microsoft Exchange Calendar

Outlook Online

7 Share ¥ = Print
Calendar
Family

k%

aan Share > Calendar udonyrranionaumuiidosmsussifiulids

3 send X Discard =
Share with:
Dan Jump
R %
0 danj@CY16H2.onmicrosoft.com Avaizsilty anly -
Availability only
Subject: _ Limited details
I'd like to share my calendar with you | v Full details
Calendar: Editar
Calendar - Delegate
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3. usudalu People wuuliEhde (Unlimited)

\fiadaanisasdinaniodsrinnuansdonuns lugiwana luusvn ldnuaunsals
U Global Address Book iiedumsudels usdelldnudasnissumsiade
uARasuMBUaNIdng Kldnuanansaldnu Contact View Tunsashanudaduun
TmishoaueaaldaaTsd Address Book 16

Microsoft Outlook

U = ﬂ U = d d’ U a 1 U 1 o/
TWman wAAanNTIudaridiosnshinsio wLANTDYATDILEATUARAA ANNNFALA
WY Aedina wsomuw Idmaudom I leviud 1Dusu

1 Amy Alberts

CONTACT NOTES ORGAMIZATION ~ MEMBERSHIP

Calendar View Source
Outside of working hours for next 8 hours Outloock (Contacts)

Schedule a meeting SharePoint

B Link Contacts...
Send Email

amya@CIECOMT733757.enmicrosoft.com N
Office

4127
Call Work

14255550070

M

M
sip:AmyA@CIECOMT733757.onmicrosoft.com

Outlook Online

&= o
Tinan IE Landonsudatidosmsfinsie azuansdoyavosusiazunma oo le

a S

ANU50EAMNNY A9Da naoRNW IdnauTom N leviudt (©usiu
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Amy Alberts
= (. Offline
k \—‘l

Contact Notes Organization Groups

Calendar Profile

Schedule a meeting https://ciecom733757-my.sharepoint.com/pers...
Send email Work

Email: amya@CIECOM733757.onmicrosoft.com Job title: VP Human Resources

Department: Human Resources

Phone Office: 4127

Business: 14255550070 Outlook - (Contacts)

Job title: VP Human Resources

IM

Department: Human Resources
Send IM Recently emailed, Directory
sipAmyA@CIECOMT733757.onmicrosoft.com
Send IM
sipramya@ciecom733757.onmicrosoft.com Address

Business

Showing data from United States

ﬂi Qutlook

I uanunsainswandoamuiied Isnugosnssissio il

mMaisuazud losodofnsiouaznau
Microsoft Outlook

man New Contact

—
[ X ]

o9 [="

% & JT
Mew Group MNew Contact New
Contact Group  ltems~

nsendoyavassudoficoinns
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rmat Tex @ Tell me what you want to do
= . .
=) Details —5 E;.m wL | [a2) 2% 0 [ [ |> C)\
. DR S SR R
e General Email Meeting More Address Check  Business Picture Categorize Follow Private  Zoom
[E Al Fields o Book Names | Cad v B Up~
Show Communica te Names Options. Tags Zoom

[] This is the mailing
address

Map It

Outlook Online

i lknuanansnainsudo lnunan Contact

) New v Manage v

I Contact

Contact list

Group

k2

nsondayasuandunvadifinsio uaIAan Save
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H save @ Cancel

Add contact

Name

First name

Last name

&) Name

Email

Email

Display as

@) Email

wazdni Igudesnisasengu Thidon New Group

@ MNew Manage ¥
Contact

Contact list

Group

Windonau aundn uasrsandunvednay nntu Wadn Save
H create X Discard

Create a group
A group provides a space for shared conversations, files,

and a group calendar.

Choose a name

Add a description
This can help people decide whether to participate.

Privacy

Public - Anyone can see what's inside -

Language for group-related notifications

English {United States) -

Subscribe new members so they receive group
conversations and calendar events in their inbax.
Otherwise, they'll only see them in the group inbox
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ffTdudosnsud lodoya Tiean Edit sssthode vissiudonsonan anniiu
Tman Save

Manage v Edit Delete  Add to Favorites  Lists v

tacts By first name ~ Dan Jump

‘Ista Geller Away

Contact Notes

AFAUNTIYDTOARGID
mssumadounmandonagutiniuinndu Tase Inuinwiadowiniu ssuuas
dumsude [Wlausn Tusia

Microsoft Outlook

TnsondafidoinissumiasTugasdum Search People fiysuuwnvaaiinae

|car1 x |

123
; ;" Ty Carlson

b

. Carlos Grilo
d
Outlook Online
Tinsendofisipsnisduniaslutos Search Mail and People #iynuusg
YDNNUNWD
eric x O (F New |¥  Man:
Eric Gruber i
* ercg@CY16H2.onmicrosoft.com E )

,0 Show more

B e | I
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Asidonsioruusns LinkedIn

fToufiveydoas Linkedin (inFotnodsnnoaulaisaannila) ilademu
anunsadan loeodoann Linkedin sngs Office 365 e vinThususwaziduawoq
uaratuinndu Ansioferiuldazandu TasTwaanii Manage > Connect to
Social Network

Outlook Online

Manage v Edit  Delete

Connect to social networks
|-t Import contacts iar

Export contacts

1aa9n Connect

Shortcuts Connect to social networks
» General
» Mail Connect to Linkedin to add your connections as contacts and keep them up to date.
v Calendar [ Linkedin
4 People

Connect to social networks

nsandioyawas Linkedin udpdn Connect anntiu ;odoannlus idwas
LinkedIn wasefTgnuazdonsioriu Office 365 viuii

Li“kedma Don't have an account? | Join Now

Grant Microsoft Office 365 access to your LinkedIn Account
Only allow access if you trust this application with your Linkedin network information

Email [ ]
L —

Access Duration: Until Revoked change

Ok, I'l Allow It
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4. madndwanazsnuliiduszuusie Task
\msasfloaavinude Task 9 Task azthe T TonudinenuanuvdediuaTdu lueu
nafifrue nufsiruanuddfounas 1as Task azuanina lususssanio

v
a o

Flag wiarwuanavssusiazdiua laufiissail

ms 1 Flag

Tunng stuAssiua axfisuss I agsiovhovneshuesn indosnnnseilfivss Toand
o Tdnudosmsanuanuanndwaiiug TasTaadnen idenshidoniisosnisanniuy

'
o a

FeUuIuiiciogn1seua

van .
Dan Jump - L I S
Office 365 Mesting i Today

Na preview is available Tomorrow

Yesterday This week |
Mext week
No date )
Mark complete

Clear flag

WonuTudwaiiug 1a5audr Tidon Mark Complete udazUusngiasoaniang
v wWoduduinanulasaanysalnan

A5a518w Task
Task i Idnuashwimunaznnifuniusiuii Tasks

Microsoft Outlook

AanYNBIaTtoIns o nuaTusinge Wi Juisuanu Sudwnu «a4 1o
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|*  Follow Up b > Today
Kelly Krout =
RE: Contoso's 4th Ar lE—'
Sounds like fun! Find Related 3 | This Week

Assign Policy  * | |* Tomorrow

Amy Alberts Quick Steps v | |7 Nedt Week
Contoso's Annual M Rules ) |P Mo Date
Hello Everyone, Con
B Move » | |* Custom..

Ty Carlson -
Litigation Meeting _@ OnelNote Add Reminder...
Karen, | have a meet = |gnore +  Mark Complete
David So & Junk o Cleerfleg |
Capital Expenditure x Delete Set Quick Click... |

Hello Karen, | woul o T Sent:Thursda\f

Track in CRM L

Renee Lo o To: Amy Albert

RE: Contoso's 4thar =~ 07" Subject: RE: Co
| have no interest in
| A Do we RSVP t
= o U dy a P E o
LAt MAURLLAN ‘quﬂ Task azﬂ‘i’]ﬂg"ﬂu Tﬂﬂﬂﬁﬂ‘l/l QS‘LJ‘T]ﬂQﬂ\iﬂ'\W

Folder View CRM

3 = :.I?‘@ x [\_—{_] ﬁ__(_]' l__a [E2 Meeting V’ |p>: > Today P Nt

- gy [V 2% |* Tomorrow [® NoL
MNew MNew MNew | Delete | Reply Reply Forward __ Mark  Remowve
Task Email ltems~ Al EEMore~ | complete from List | | ThisWeek [> Cust
MNew Delete Respond Manage Task Follow Up
<
4 My Tasks
To-Do List 0 [f| sus.ect

Click here to add a new Task
Tasks
[] Sign up for IT training class

[] Update benefit election form
[ Prepare for staff meeting

[] Complete self-evaluation form
[] Review manthly reparts

R IR DAY RN RS

Office Online
Tu Office Online Aiurdu Taan lomausan W
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Wogasnisashenulng Timdn New

@ MNew

N92N98AdYAYINUTGDVIN/AneNH a1man Show More Details azuang
uandua T uiuiBy AMNufurinYawuINEsa lWudAwosifus saudsrnnuads
N BAFIN AT v e [Tudu wWonsanasaudh Tean Save

Save Attach  Charm ¥ Discard
H

Subject

Due

None - Show fewer details
Start date Date complete
None v MNone -
Status % complete Priority
Not started - 0 Normal -
Reminder Mark private
None - -
Repetition
MNever -
Total work Actual work

0 hours hd 0 hours -

Mileage Billing

Companies

Tumaruanan ssuuaziasns i lads lasAnuadsnu s f1nuadani
1501d55USDUUAN

Flagged items and tasks Active Vv

Filter
Mone

Al
Review monthly repc
+ Active

Owerdue

Complete self-evalua
Completed
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fraulaasaudh Tieand & Weduduinadaud Taw Task iuazloyTunas
229 Completed

vnaun
Tuunil gl lfsuusgidsndunisvinauuaziliaosTu Exchange Online Ul

Microsoft Outlook Waz Outlook Online i TTNUaNLNSAIAMTBINA UHTu sode uaznu
6t Towvia 4 druazdonTusdariu o T TdnuldsuanuazannunndumionTdnu
Outlook wuudinsiamesTussdng Tuundaly diseuasldisousidonduisamsTdnu
Archive Mailbox niomsiiudoyadauuuns ey [gnuaninsaifudayauu Office
365 ¢ theTanunsaitadmaim ldannunaunsal Snvisdoyadmaiiiiifuiiasly
ey
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Chapter 3 1Auaayadinaninssnu Exchange Online Archiving

Archive Mailbox femsifiudoyadimanuunns leuy gnuanunsafudoya

U

al

uu Office 365 l¢f eheTanusaiadwairi lsannnnaunsal Snvisdoyadiuainnii
Auilazliame 1y vy feudasadugesninnsiduiiiesoswasauios iwsed
TomagamunainsedtnTaas

aaudnwaur Exchange Online Archiving iuudnmssssuasiifiiannzTu
uwuAs 1 Office 365 Enterprise E3 uas E5 windu

TumsTgeu Mail Archive aslgunu Outlook da Outlook Online Wiaghe
SuaannnnaasRnrunan lginassannunuiidasmsidunns nsundide e Tsnu
Archive Mailbox wah Aguduasiiogdainsai@s

. thudwaiifoyiinnassdduldosnannndssanrunundn (Primary mailbox) lus
nAaIenINBTIAULayan1Is (Archive Mailbox)

L 2=

. thudwatioyTulaimesidu (Recoverable Folder) Tundasanminunaniidony

]

unn 14 5uluss inawosiduiios Tundasasnuuiitfiuas

U Y

Tosdssandun sesio Uil

1. as19inae Archive Mailbox
i [fuanansnle Outlook wia Outlook Online Tunsg Archive Mailbox
wdzihoniodnaon Wunsrinassaavinenan luginaa@arinuiiifunns e s
azldanunsahae Archive Mailbox ldannannsinlnu iflesann Exchange
ActiveSync s ldauayuiliaosii

AINAN BANNADNIARUNLRANRArNaDIERUNBAAUANSUL Outlook
Online
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Office 365 Outlook

@ New PILAR PINILLA CONVERSATIONS BY DATE ¥

All Unread Tome Flagged
p Search mail and people

@ Folders -

» Favorites

4 Pilar Pinilla
Inbox 6
Drafts

Sent ltems _| The user's primary mailtox,

Deleted ltems 243

Junk Email

Motes

4 In-Place Archive - Pilar Pinilla 8 The archive mailoox is displzyad

der the user's primary mailcox
Deleted ltems 45 under the user's primary mailoox

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 Fundornaondiualnyle 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

User Manual




1] Office 365

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
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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

1] Office 365

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
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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

ﬂﬁﬂﬁqm"l?iﬂm (...) MRERANINTIWANSLDAANS

Open in Word Online ¢
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Share
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i
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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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1] Office 365

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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1] Office 365

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

User Manual

127
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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.

User Manual

128



1] Office 365

\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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1] Office 365

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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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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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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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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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.

User Manual

147



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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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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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.
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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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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%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 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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@ salofluuniady

Office 365 Efficiency X
mod183551.sharepoint.com

&% AllCompany X SaraDavis X
Add people to notify

There aren’t any conversations about this yet.

sruvRzuandan MU 16 wast lugs Yammer asaauysaiudn

Yammer Conversations

@ Talk about this on Yammer

22 All Company

@ MOD Administrator - 10 seconds ago
SeTotluuninadu

cc: Sara Davis

mod183551.sharepoint.com
Office 365 Efficiency

ol LKE & REPLY VIEW CONVERSATION

@ Write a reply
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\omsia@auii Yammer asUsngdoanuuazisi lof wast Hsanw

Office 365 Yammer

n = 8 W Update B Poll ¥ Praise ™ Announcement
Q Search What are you working on? @
CONTOSO DEMO GROUPS
DISCOVERY ALL  FOLLOWING &
All Company 20+ p—
@ External Groups % 22 All Company
e Y o ) @ MOD Administrator — 7 minutes ago
saTofluunirady

cc; Sara Davis

mod183551.sharepoint.com
Office 365 Efficiency

uh LKE @\REPLY o SHARE ++

@ Write a reply 2

- didlovinunin Teudunsdua: Tunsaliidosnsasdsdislovnediua Tiden
36 laTu Office 365 Video uddmaan URL annuaufiaguwiusiives udnaslu
Swaiiniondslwyamaiisiosns euds TvunuiAsAuisTeiu udurratiug as
annsngif o lddueeatiuiansTunmsidn luss Channel aiiisToriuog
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Office 365 Video for iPhone
dnsunaunaiadu Office 365 Video wausiisassuun iPhone uéh Ing
anunanamillnan leiii Office 365 Video for iPhone

Monday Branstorming Session
Great idews today 0n where 59 QO mext o
the project

popular,search, L ’
f '- view, upload - ' 4

i 1)

.

vneun

TuunildTorulfissusnsTsau Office 365 Video dufluusnisdaifuuas
wwFid lonsTussdng ansnsain Wuszanei T Tuanusingg 1s 1w nsilnousn Dusu
snviataanunsaTgnuldfunaunannesuuazuugunsainaniseg shs aansadnmn
\WaLGin I Create and manage a channel in Office 365 Video Tuundaluaz
93uNpdnusManilenas Office 365 AuaasAmnudnWusTIIAULAzIONANS Tu
sUuuuns W de Office Graph niaTuilaatiude Delve Iaselldnuliidududosddo
lonansviasiumnieiidniAu 11Tu OneDrive for Business w3aiiiinssunsodinmaTed
u3N9sige) wog Office 365
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1] Office 365

Chapter 10 uansonansanniousnanuss Office Delve

snusnanilens TuununsTgenu Enterprise was Office 365 fiuang
ANuAuiuSTrIeAuLazionans usUuuunsw da Office Graph wasTudaaiude
Delve TaugTgulidnTludasindaionansnsosnumisiisniAvu1ilu OneDrive for
Business wsaiifinnssunsaasnaTdusnnssingg wes Office 365 iilasann Delve as
lLiwasuulasansTag viedu latafiuanzionansiians lumsighdevindu vin T
snwAMNYaoasis ldunndu

Office Delve wausiifisnnagTu Office 365 awnzuwu Enterprise E1, E3 uaz
E5 wintiu g4 lid TwusnsTwuwu Business

noususulgu Delve
Aowsnduldu Delve gfldnumssuinndoyalus induosnuios o Tw
i I nusuanunsndumdoe Idanennsio

HHULR: r@ﬁ[ﬁi’mumavlzimmiﬂLﬂﬁﬂuuﬂaafﬂ’asga‘VT\mumTuTU'i"lwa"'euaqmul,aq
16t 1wtu Fowsasinunis Wasannidunsmuauanngauaszuy IT winsdasnsud o
Tuanduasinan TWAnsagguasuy

3suilonazg lus Inassio lUi

1. fledasnns Womih lus Ina Twaaniisumweantosiiduiines Office 365 annsiu T
\don About me

)
] >, ,'_l'|. carlosg@CY16H2.onmicrosoft.com
| gl

change

About me

View account

Sign out
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fhotTu Delve agudr anunsa Wiinihlus d lssonsidon Me annly
7aCighl

2. \fladpsnsiasunastioya Tiiden Edit Profile

Carlos Grilo

Customer Call Center Manager

# Edit profile

carlosg@CY16H2.onmicrosoft.com

]
& Carlos Grilo's OneDrive

3. sflunssuiandonalus Mdmusiosns wu sulnassumwuunindoyaiiugu
wWasusunwlus M doyaiifnsie niomuaznduasineg nasanniinsandoyalasa
isuudoy Tidon Save all and close

Edit Details

Some details, like your name and job title, may be provided by your IT or human resources department. If you want to update

Basic Information Contact Information Details

Whao can see this?

Name Carlos Grilo Everyone
Department Sales Operations Everyone
Title Customer Call Center Manager Everyone
Manager Ty Carlson Everyone
About me As a Customer Call Center Manager at Contoso, | manage the  * Everyane

strategic development and customer service call center efforts

of the oraanization. My role involves working with customer
] 3

-

Provide a personal description expressing what you would like others to know
about you.

Picture Change your photo Everyone

Ask Me About Everyone

lnAdata srmuir "Ack hMa Alhmid" wnth $anice vman fan haln nannla uath coeh ac
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mslgnunsaiion Tu Office Delve

Tu Delve wnansituansasiiTusuuuusasnsaiilow (Content Card) doya
aguunmsaiiiomazan Tl Tdnud Ta g vinludeyaiuduinaulauasd
AMNANWUSoENe lerfuel T

'
al

P ton Popular documents Content Card
A Hore ‘l‘ :::(;,:;' nostes n ﬁ Oogr * :,1:~ Mccount modfied n :,y"e—‘;w modfied "
Q-
B Annual Products The New Office 2016 Business Growth Taking Bl To The Next
avors
Revenue Datasheet Level
- Y .
8 i Sosiner A TAN £o e %5 &)t I Offico 206
. - 7 - whous s el U Cou o ren)
& s o .
0 Amy Avers : a A 08 145 - Eeacutve brefing .
N Aicis Thomber B Exzal - Dan Jemg's DesDrve o3 4 e = o y: 5 viewt 05053 « Human Rasources
= = Ay 57 vewt ) O = = oy 2view
b Mol B °0F - QCTaam W 25210 8 toart
g Sven Moreruen F 7290200 = o y:2 & vews F Aac 103 oo
Boards office 365 Syren Accoust modfied *
@ office 365 System Account modites u & Aot avowd N ‘ £ Grubar modifed w
Vay 7 ~ May %
Boards ‘ _ Come Together
Get Things Done With From the Help Desk. Test
Social [ o Y roinchoomn A only by ®
E._" C Online_Presal
— B — ontoso_Online_Presales T g

dwmsu Board anflumsiiudoyaiie ldnulunmendsndieg Aunsiin Tag
wauilom lauildnunanii Add to a board wniduldiumsiusn aunsafuw
Board fistoams leiviudt usisumsTdnuudr azusnngde Board lausaluwsia
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M Popular

The New Office 2016
Datasheet

ﬁanﬁoﬁﬁiﬁﬂmﬁmmﬁ
ousaimsaimsidourintouiluunnounsn]

[ PDF - QC Team

oA Y2 Eviews

office 365

Il office

office 365

anunsng Board foundsleii Boards sssuaushudsiio

o265

Boards are op=n to everyone. Learn more

B rome & Remove from favorites
@ -
§ Aasedioni soa *
% Favorites 12 minutes ago
People The New Office 2016
& e stener Datasheet
§ st L]
Bo Offico 365 Suiil! 14 Offico 2016
% Amy Alberts ¥

Q Alicia Thomber

& Mally Clark

E Sven Mortensen

Boards

W office 365

\odosmsgianansiiAtndas Tirdnassrsuiataonansiu nnslanaiu
nMsmaniilonans lusths Office 365 with Office 2016
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] Office 365

Be8=le er | ;| —ERE TN & )
»

Ml Microsoft

o Office 365 Sui!! 14 Office 2016
wous:aumsnimsiounimbouruuunnaunsod

s AnBnwlumsriniulRduobAnsnruGad Office 365 ALWSOLAULUSNMSEIA LnUe aURsTEmU
Office 365 sull suanEmAuTRNIBo Office 2016 Idrioulas BoeTAArUAILISaWLONSUILULSMS.
G109 1AL Office 2016 ous-AnBmwlumsrimufisoaidey 1 iolwdehdndldonnnA nnaunsad
wdomssans Tusimus:rgaounrumalis

El Office 2016 rmusouiuaUnsad

ldranraneiwaawosu
a(@) ] :

Dalenansidikbourit
LN 3.

winnanstiuduonansi ussdn aansnnanii Favorite iiodnnysionans
inle s Twdumuanilag Idoiemaii

§  Alan Steiner modified
W Zdayzago

Annual Products
Revenue

B8 Excel © Dan Jump's OneDrive
[l A 57 views

i Add to a baard

windasmsgronansiidnisdnuya Favorite 1§ Téeanuiiu Favorite shudng
annglonansiidnsidnnya Favorite ¥
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‘ £ search

‘ﬂ Home
@ -
* Favarites
People

‘! Alan Steiner

& Jeff Hay
‘5& Ay Alberts

Q Alicia Thomber

6 Mally Clark

£ Swen Mortensen

Boards

B office 365

1] Office 365

Your favorites
Get back to your favorite boards and documents. Only you can see what you've added to your favorites. |

Favorite boards

W office 365 l:

Favorite documents
&  Alan Steiner modified Systemn Account modified
£l 2daysago May T
Annual Products Business Growth
Revenue

= 1428 - Exscutive Brigfing

[T R 5 views

@8 Excel - Dan Jump's OnelDrive
=R Ve ST views

i #dd to 3 board
il Add to & board

IBMsdumuAmanazionans u Delve

Tuntihusn (Home) azusngranansiidanuduiusaandas [danuazdu
lanzonansi lesuans Tidhds lswindu
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1] Office 365

Office 365 Delve

A Home
e , :
G - Popular documents
% Favorites /
Discover documents others are working on.
You only see documents that you have access to.
People

Learn more about why you can trust Delve

O siinisi X p
J i\'- == A
Q Jamie Reding

) 1y Carlson

) sven Mortensen (O ulan sla madified P (O T Carson moified * (O T Carton mocitied *

January 19 January 19 January 19
Q Anne Weiler
Contoso 5K Create a project report at Food Service
|

Contoso
[ = WG Bl B =l Food Service cwEm
Ll B G G . -
hboards Resources Costs In Progress 3
Get Delve mobile app [F
About privacv in Delve

windasNsgIonanTanan wisuansonansiisasduiiiAuesTu OneDrive
for Business niaTulusi Tvmanii Me ug2don See All

P

K Favorites X
Welcome to Delve!

People We'll help you find documents and people that are relevant

Carlos Grilo

Manager

# Edit profile

10 you, and also help others find you. Only you can see your
private documents. Look around and see what you'llfind.

O suianisia
) e Reding
O 1y Carlson

Po % carlosg@CY16H2.onmicrosoft.com
Sven Mortensen
i e Y e Get back to your recent documents
hers will onl hat they h 3

n A Weikr Others will only see documents that they have access to.

About

As a Customer Call Center Manager at e Private document % e Private document 3¢ Q Private document 3%

Contoso, | manage the strategic January 19 January 19 January 19

development and customer service call

center efforts of the organization. My role NAmerica Smart Phone P... Smart Phone Twitter Smart Phone Social Senti...

wdunsazdsnngdudann Tiednienansiidesnisiioldnananu nionan

v
o

VUL IINaLONANSIANIAL

User Manual

190
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% Favors Carlos Grilo > Your recent documents \&

These are documents you've authored or modified. Other people will only see documents that they have access to.

You modified * You modified * You modified *
O ssiss P @ o P
Q Jamie Reding il
o NAmerica Smart Phone Smart Phone Twitter Smart Phone Social
Ty Carlson

Presales E Sentiment

) seen Mortensen ) S : B
O Anne Weiler S N = )
RS2 -

(@ Excel + Carlos Grilo's OneDrive
(@3 Excel + Carlos Grilo's OneDrive

oo

[ Excel « Carlos Grilo's OneDrive S

windasnssumdayalisniuuanadunsedoyalonans Weanfidensaon n
wosuAnatU nianuviTidounmatiulunsssdumimiedumdoniotoyaiisioans

‘ P dan x ‘ Search results for 'dan’
A Home System Account modified * System Account modified * System Account modified *
January 19 January 19 January 19

e

X Office Growth Connect with People Visio 2013
avorites
Dan Jump portals/Executive-Briefing/pVid/Connect With Dan Jump
Peopl Dan Jump
Peaple
Q Dan Jump

CFASTLP) o

dauiinuvos TunmsTdnu
1. vin' luds liviuonansudoiulonansiiosunnlu Delve

'
Val al

dmou e i Delve anunsavinnulsdiian douiulainiousinauiuiofy
(Store) uazuws (Share) Laﬂa'ﬁsuamf[sﬁ’mumu OneDrive for Business %32
SharePoint Online wazTunsuasionans TwasalwawmasTu OneDrive for
Business Aaw ud3adey (Invite) wiousinanuignan Iganusudusiy
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Goelrive Create a new file

Docur o .
(2) Create folder B e tolder | B Invite g
‘Welcome | = 1 Y
\ G Betonny | L .J ®
3
&z

(@) Upload

Comalicve fox s

\ Documents - Shared with my colleagues

@ new | Fupload Jesyne ~ # =
D Ty Mty

2. naauaunsaviutiovnvisnuawosd T ldnso la
FNmoU 1ai'ley WTouiug dosldsuansTunsighduenansiiug uu OneDrive
for Business nia SharePoint Online winiiu Delve aliwasuansnmsidnas
lnaNT Iwasenansaniin lfianzuosnueariniu

3. aranunsawduu Cover Photo Idasingls
dmou  Tuniihluslwdvas Delve Tindn Change cover photo iynuuan

wadangUANWIsiasnNS
O\ W NN

(0] Change cover photo

4. avanunsaasunEndsunis e Delve leosingls
@eou aunsavinlel lnsmanii Edit Profile
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1] Office 365

Dan Jump
Chief Executive Officer

# Edit profile

4 danj@mecth0416.onmicrosoft.com

¢ Dan Jump's OneDrive

\don Language and region

Basic Information  Contact Information  Details

Menwsfeed Settings Wi
Past projects | r Language and Region IE
T T P Frg———

EhhlaniallobNaek)

Basic Information Contact Information Language and Region

Who can see this?

Language

(D) Language My Display Languages: Only Me
:d"df:'n:“;:m English [United States) -
languages and sort
them by priority.
SharaPoint will us=
thesz languages when
availabla.

Fick @ new language

+ Show Advanced Language Settings

man Save all and close
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1] Office 365

5. i TdauaunsaauiionnTu Delve lensolai
dwmou  dlwdlenansiwAuliTu Office 365 Faranudia OneDrive for
Business #3a SharePoint Online asuanuuusn lwid iunnaud ldsuansTulwa
nans mindldnudasnsifutenans Hiduadush TiAu w139 OneDrive for
Business uazunidnms Share udonansiuas liusingdu uazazduinsdin Only
you can see this

vnaun

Tuwnil WTsulsmisvugmsTaau Delve dulluvanmsiiens T Tsenuanunss
iThisauduiusvasenansuaziuama vih Innssunenansnne Tu Office 365
Hoenodu anunsadauiuidndoyalei Office 365 Delve Tuumeinly aznaifa
Delve Analytics ifudnusnsnilswas Office 365 AifiTianzTunnunnsTgu ES
whiu Tas@uvdnmsiuaasTifun nanTu 1 fuseslTdnume Ty lnushe weonis
thsiiauesIBUANNANNUSTastoya Msdoans uaztenanssingg ne Tuasdng
A Wumsvinenunns Tu iemsruueulounsuazmsudmsdinnisesdng

muTulgoganunzau
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1] Office 365

Chapter 11 shaauns [dafoya Tuasdnssu Delve Analytics

Delve Analytics Wusnusnisuilswes Office 365 lauiluusnsiithoriniaue
SenuANNANTUSTaITaya NMsdeans uazlonanssine muTuasdns Jiase
wun liluAsvinauns Tu lonsAnuen luunukaznsusmisinnisasdnsae Tu 16
DU INNNNZAN

aiuusnis Delve Analytics fiTwldgnuiannzTu Office 365 Enterprise E5
winiu

saensgnuanunsng lsannidle Meet Delve Analytics

ANSIATIZAH 3 WUUAD
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1] Office 365

1. Individual analytics
wseninanuusiazauila lndmsvinnudt bimifousu saiu Delve Analytics
fadhunghodlesfinndnnuusazauidanssulatne ssunansvuuer lsunniian
Tasuane lusUuuusauaoUosh wanAINTsHNAAdsTaInNTnUAlEL 1w

o MFiATERINNa 9 TumsUszan wianai [ luAudiua Tuusiazduony Tudu

o MFieTeiRmiouiisunaiintnnuauinlesly Wwisuduuun TiuiomuaTuns T
Nuvisesdng

.« SensidoyadadniAsnsumnudniusvsmneau luasdns

P sea Delve Analytics
A H
My Analytics
A v
85 Analyt Your time this week ©
How you've spent your time this week (based off of a 40 hour work week: 9am - Spm M-F)
People
Meetings Email = Focus hours Q After hours [©)
e M lacob
8 i 160 ===al fole el [oi0 i 8.0
hours in meetings hours in email hours for work hours after work
B Robin Miler it goal Edit goal Edit goal Edit goal

@ cooveson Network

Your collaboration this week ©

2. Team Analytics
lLiwissusilunsiseiiiousulsaUs:andnn lunsvinnuvasusiazauud 6
anansaAvuaTaUwanaIMsnOuesanda luiin e TWdsvdanaiuaniu
Aanssuiifius:andnwaan b6 fdamsiivanunsa lginuevuesm wevhauithla
aungn Tuiinin Tonan TuusiariuluduusnmsTatne uazlnsdomudiinsluisosinau
SINAU
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People

0 Monica lacob
. Mary Gray
3 Georges Krinker
@ o

Boards

W sueten

Meetings Email

16.0 s
hours in meetings hours in emai

Edit goal €dit goal

Your collaboration this week ©

Most active collaborations

Peogie o ve commucated most weh recertly

Hesweek ol percent read

e Lois Srider s2a 0%
. Liza Potts. 51a 85%
B oina Campes 37w %
View detads

You and your manager ©

B i 2.5 7o

3. Organization Analytics

0.6 m—

=2 Focus hours

After hours @

8.0
hours after work
Edit goal

Prosie you have not communcated with over the st 30 days

hours for work
€dit goal
Network
Losing touch

e respomme teme
3hours g Brady Edelman
6 hours .’ Damien Mattos
0 hours e Gopi Patel

View details
11 meetings.
3 0.5 houss

% of emails you read from your manager

£276%

Meetings

Last connected Actions
6 months.

35 months

1month

Your response time to your manager

O 1.5 hours

Your manager's resonse time to you

© 3.1 hous

1] Office 365

Wasniflunsis e luusiasiindimniiusfos Tussdnsifisasuugl Delve
Analytics azvhoguams umssindulanaminanugh lad yaftuiuvinanueenaed
Uszansmwuaniu lusnuuunvneiigneos wiaavisTdhan Iddurmsold uasdonns
viusndu Power Bl vinTiiusmsanunsadh Tandnnusnaduuazanansausu

7 Dashboard

& My team’s work map

€3 My meeting tme

U
Val

886.
67. n
250 +.n
90 +.m

60%

ot M comprary s oze

20% 30%

2% s P ccrmgny oo 3% wxwe han ccomgarry svvage

v
=2

nagms lunsvinuwesussu IdGdedu

_

© My work Ife balance

Outa bome | Puz oaan |

~
16%

e e Compary e sy

N Sy sewons cutside of busnen
owrs

TN mere s comparsy s e

Voot busmess Bours are SAM 03 48, M #

@ My toam’s nteractions by location
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1] Office 365

shotnans (9w
Sara Devis sihuwitis Senior Product Marketing Manager siasdszanuanus
mAuauluusdn isadosnsdnnmennsnanvease Miandunsussau Sia ns

fi’mumﬂaqms“ wasuANLy UNNATTRANNR

Sara \#onTa Delve Analytics Tunnsmsraaeuinise [ghan luasnelstg
Delve Analytics Auansnasonin Wisaifiuatneasuiiu vin Tlisoanunsndnansiu
ANNANR TN uaaHuw

1|l
Iy
o e

« > 0 ontso-my sharepoint.com/users/62910513/analytics % |

Sara Davis

Activity  Communications  Profile  Analytics

@5 Anaiytcs Meetings ] Email = Focus hours Q After hours ®©

Recent 16.0 — 9.6 m—— 20— 8.0 -
hours in meetings hours in email hours for work hours after work

H svetom ) )
£dit goal Edit goal Edit goal Edit goal

B o

|

’ Pavel Bansky Network

B scinda newman

II mmmmmm Your collaboration this week ©®

i1satdananAnnatvasuusiaxu I i Twausuudr lusiids 1Y 1wu nanas
Uszauazdiog litAu 20 dhlussiedUan lasmanit Edit Goal (Dusiu
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1] Office 365

a
f
X
=L
|

]|
N
o @

&« > O contoso my sharepoint.com 2 ‘k‘

@i analytics Meatings i Email =2 Focus hours Q After hours @

Recen 160 mins™ 96 meimmm 20 WSS 80w

hours in meetings hours in email hours for work hours after work

Edit goal

Set your target for your weekly goal.

Less than v|l 20 hours
o — ;

Losing touch
oo 1 bt corpnc st e e e st 30 s

. Garret Vargas
. Alie Beilew

‘ Aziz Hassouneh

B Anatytics Meetings m Email =2 Focus hours Q After hours ®
Recent 16.0 — 9.6 — 20 w—— 80  e—

hours in meetings hours in email hour for work hours after work
H seerem

it goal Edit goal £dit go o
B o wimen
I, 2o v
‘ Pavel Bansky Network
B senca hewnan
& Aften e Your collaboration this week ©

Key Contacts Losing touch
B oo e Cotmaums 7o ve ot e et e o ety e ot it i o et 20 o
[V E T S ——

| ’ P— 34 90% Ihours . Garret Vargas
o [p—_— & rooncons s1a 8w 6 hours [ T
Bl o oenerme @ ococnrmcee  37v o Ohours ' Az Hassouneh

uananii Delve Analytics gauamamnudunnswod Sara AUINOWIINIUT
thoisavinuanad s uazuans [ifuin lasthedeauiliAsndosduisounniian
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1] Office 365

B Home

Adtivity ~ Communications  Profile  Analytics

Ik ve o

g5 Aniytics Network
Recent ¥ ;

Your collaboration this week ©®
. Stles Tonmn Key Contacts Losing touch

= Coteugues you've spet e st te wen Pecpie you have ot commuricate afh o the st 30 s

Tom B O —

’ Kari Furse 52a 90% 3hours . Garret Vargas
Ba, s serew

& rovincounss 51a 85% 6 hours B resoen
85 roversans

. Dorena Paschke  37¥ o 0hours ‘ Aziz Hassouneh
B enda newran

View details View details
Ly onisa

11 meetings Your response time to your manager
Dosing Paschice You and your manager ©
o ¥ 9 B8 0.5 hours @15 hous
By rovricecanel Youcolabormted with A
your manager for .5 hours % of emails you read from your manager Your manager’s response time to you

N custom user 76% © 3.1 hours

Bl 0w oree

2 O O | g o= W x2 § B

& > O | contomo my sharepoint.com/isers/6 * == ey B

Top 25 collaborators

Description of what this dislog represents

P

® e
e Robin Counts

@ corone

@ i

@ oo

. Dorena Paschke

@ -

. Robin Counts.
P-y—

@ v

annw Delve Analytics azuansnanii Sara vinnushusuddanisvaaisaliu

U

NaNT 1A
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1] Office 365

£ Ochve x - 0 X
€ s e i SRS x| =2 &

&

Aty Communicatoss  Prafie  Anshtics

& v ot
" P & N bwert l
Your collaboration thes week ¢
[ . Biptii s
o Lo I i
B e a1 Bt - pebprmtr

n Fune 324 o e @ v
‘ A Bt ' e B
Biios Dy o @ s

T

[ L TR & reum L st
| AR

&y ree

[ /A Y prem— P —
: B3 0.5 houns O 15100
e
yon soanas % of ool pou read Bom your manegw D ——
Y s 276% © 31100

uwaz Delve Analytics Sauansdioyananii Sara ToTunsuszumisouiiisuriu
Faduvasiiushe

B Delve X = (=] X

& O toso-my sharepoint.com y *| =4 & -

Sara Davis

A Home

Activity  Communications  Profile  Analytics

& ve i

@i Analytics Meetings

Recent
Meeting hours @ n Meeting quality @

e 016.0%%2 510

10% more than org average of your meetings this week were ineffective
I, Ave seten 2% less than org average
8.5 hrs you scheduled
’ Pavel Bansky 7.5 hrs others scheduled ®
> Managerial redundancy, Multitasking -]
B Belinda Newman H
E » Duration, Double booking ]
g renren s P Managenai reduncancy, Number of peopie o
3
B oovens pascee % Duration @
> a Multitasking -]
By Foovice cane
[ o [P, View detals View all meeting:

Bl s ooverne
a O m g s @ o § @ -
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wanUsANYIMsUsn nan TumsUsunusaznsUssTN

Ol | e %X =4 a -

Meeting hours

16.0+:
%

more than org average

about

x
f

EEREREREEERER

wananan Tumssnudwaionus lapasuiunadouuaznaisudiua

X

3 Delve X 4 =]

o
& > O | conosomyshaepointcom 513/analytic *| = 2 & -

A Home
Activity  Communications  Profile  Analytics

& we —
& ? Email

Recent

. S T Email hours ® n Email etiquette ©®
B o tnen e 9 6 +2a Percent read by others Percent read by you
« U hrs - -

B, e setew 7.5 hours company average \ N\
% % | % |
‘ oo 4.4 s writing emails: 75 60% ' 85A ! 60%* |
v 5.2 hws reading emais \ )
B st remen . st el Do Py
N (o) (TlaXC)
g, wanin ]
4 | P —
B e e " ey Others rephied to you in You rephed too other
: v ‘24
s 2.0 3.0 50
‘ Fabrice Canel PSSR
FA custom user View detalls Start using Deive Anaiytics in Outlook.Learn more

Bl oot ehenne
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naegUssiguazuun n Tun s Ignusiwanas Sara

£ Deive X s

o
e S D viosc-my sherepoint com/users/62910513/ansiv *| =Z o -

Email activity
Your average email activity

Emais during busines hours Email outside business hours

2121 287 =35 262

naun

Tuunil gl lfizuugdensTaau Delve Analytics usiazTdonuls Waua
sruuasdoulialdgu Delve Analytics 1@oAou Tuundnly aznandsmsiasoting
dauooularlidunTdnuTuasdns msiesorudiausoulaiannussndusn e
moTussdngonalluded munzan losannfiiFosd lianmsisr na luansuen
saiu Office 365 Faldiin Yammer ithanifuiasornsdennoou laldmsussdns
Tousamas Tunwunsldaw Office 365 wuu Enterprise Plan Tishe
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Chapter 12 Tafiasoanudsauoou laiins Tuasdnsso Yammer

vniuil naesdnssnieserudianoau laiiin TdnuTussdng usiureads
msinmsarsdsaueau laannussnsuin s Tussdnsona limanzan 1w o1adl
1309ii lianas 4 na lumeuen duiu Office 365 S¢ldiin Yammer whani@u
\nsernudinuoau laridmsuosdng laoanisiuwes Yammer Ao msitlagoswnans
doans MssuentMansluaedng uaznsues Inddoyaiianunsavin ldeswsinm via
fas9sUN s [T uuuaUnsalsing inaududd Tuedn ufiuide wazaunsulnu

anuil Yammer dTuTgian:Tu Office 365 uwu Enterprise vis E1, E3 uas
E5 winiu

ANNENNTAsie T Yammer

Share your thoughts ¢JTdanunsauaniuuuassiaizoss s uduws Ty
vnaulussdnsiouaniasuanuAaifiudule nioazuusaerd 1ndndu doyaldedn
auFnnu @uauuslolfis niaawin InadmnamnuiuiesnAudnduladvin e

Stay on Topic maTu Yammer gfTgnuanunsautsusnifiovniigosnswans

'
al o/ U 1

Isannnsssnssiuisoesy W TasgidhshuuansmnuAaiiums IWdaivindousiaz

'
o/ U <

it wie W Tilomanamsnszdanszansauduanu ldonn

Respect your audience i TgumsiansnanslunsuansanuAaifiunso
anaTuns [ udefunazAumuu lou1uu9a9sng 1R IWANSYINUsINAWAR
Uszluanizegn

Have fun! wasmwau ludunmsTseu Yammer idovinmnusdnuaznszaiu
anudniusiuiausinnu BaaTivinnuswduldosafuys:ansnw

TunmsTgeu Yammer asfisnoazduasio Uil
Home (#iinusn)

W Office 365 uandoniuy BN
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Office 365 Yammer ? n

[ T T— v samreD
R 2 - %
earc P
What are you working on? Follow your conorkers
CYIGHZ ONMICROSOFT.COM GROUPS. Get Yammer for deskiop
ProductFecdback 3 Getthe Yammer Mobile Ao
Contoss News Discovery + All + Following 6 -
What.if Whiteboard 22 Product Feedback
3 INVITE YOUR COWORKERS
Tech Tios ‘ Sanjay Shah ~January 19 &t 2:500m
Marketing Trends recently finished testing a pre-release version of the #m400 at the beginning of the presales period & “"”ﬁ*”"“”‘: "ei‘ uhen
R—— and | have to say, | am impressed. | wasn't sure what to expect, considering its low price, but | was ﬂ Yyourteam is here too.
very surprised. It had everything the #m300 had and more! | thirk we need to spell out the new Inte them now
Work-Life Balance features on the #m400 so customers can see all the cool things they are getting!
Communi
D WUNIE WRERLY < SHARE wecent vy 7
Quality Centrol
Voullketnis & uien sz s ron ollowng
dlaw the topic #Sharepaint.
Sales Operations # #1300, #V400 ER——
Julan Isia s row following
Human Resources R “ e, o Juliansla .
Yammer 101 o Kelly Krout ~January 19 at 250pm
A Company This i great fecdback Sanjay. This sounds like the kind of message we need te et out & 1uien sais o folowng
there. the topic #Accessory. @ feome e ©
WLKE WRSLY < SHARE e
@ !uien s s ron ollowing Kelly Krout
the topic #Colors o
' Christa Geller - January 19.at 2:50pm
It seems lie the perception s that a lower price means an inferior product, which s clearly Greg Winston
ot the case. Maybe we could re-evaluzte the marketing message for the #m400 to better APP DIRECTORY o
resonate with our customers?
£ E S new featured apps acded o the Amy Alberts
: T WLKE RELY G SHARE o App Directary this week. ° °
2 Discover more groups
Ty Carison
. Carlos Grilo 40 . Write a reply @ SUGGESTED PEOPLE e o
B era ot

Suggested People 9 se=al

a Diane Prescott Follow =

l Christa Geller Follow |=

Add people to this network Add

Suggested Groups ~ seeal

™ Operations and
Business Strategy

Morthwind Traders

Jom -

Jom -

o

duusznovusing Hdeail
GRYYZ/IE LAAIANTHILEDUVNAADID AN KAZNTUIILEIDUD U
Al 2: dosdumiilldnuainsadurmuana nay uaznsaunun e

Al 3: wansnaniie Iguey uazldnugianinsnashenan Tnsd ldias
Pufsanunsnasunsornoiugin e

A 4: wanavryddosl Tau
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d1uii 5: wanTasdMsUMISUIRRANUL IRNSUAW uazlonansnse Inast
Wad153x 1Wusu

Al 6: wassanuzile (Feed) anaaviy [gnudineu

Al 7: LARIAINTINAAR TUIRFDTLUDIDIANS

Al 8: TE[oN I el aNIE:Y

At 9: wasNUARALATNANTLLAIN Taudhedsanndeiislddunaunio
Tn&Asarfuanuivin

Profile (1Us W)
AoudtiTouazsunsIseu Yammer Tisuinalus indanan iie Tiunau
wuiAnAuvansoadushvesdldnu Tasismssuinniidunousiil

1. 88masuiean 1Us IndgdwsuTdeu Yammer
- AAngUaweY waaan View Profile

£ EDIT SETTINGS
+ METWORK ADMIN
@ GET SUPFORT

B Pending Requests ]

oy 16h2 onmicroscft.oom
+ Create a new group @

. Q, Browse External Metworks
2% Discover more groups

4 Creats 3 MNew Metwork

Carlos Grilo Foy I
cy16h2 onmicrosoft.com

- 1aon Edit Profile

Carlos Grilo # Edit profile
© Admin ,

2 Tech Tios
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- nsandayasieg mudosnisvindidosns dusunsu udiman Save wiatiuiin
Tus W dvasnulo

prefile Profile

th Org Chart

&5 Metworks

49 Account Activity Basics

£ My Applications

& Notifications First Name: | Carlos

£} Preferences Last Name: | Grilo

Email: carlosg@cy16h2.onmicrosoft.com

Photo: ‘ [@mntuis] tilsiaan il

Info

About Me:

Job Title:
Department:
Location:
Significant Other:

Kids" Mames:

Bithday: [ v][ +]

Expertise:

2. 353nA1snsudasion (Notification) wag Yammer
i I nuasssinnsudasiousis idoanuazenn lunsfnenuadnanssite lag
AMasarnazINAY gosvns lunsudasiou uazdnuaidoyafisosnis Wududou Taglu

1
1 al

sweinny Notifications
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Profile Notifications

rh Org Chart

& Metworks

D pAccournt Activity To change your Metification Settings, please select a network:
& My Applications + cyl6h2 onmicrosaft.com

= Notifications o )

£} Preferences Activity Digest

Send me & digest of message activity:
Email me when...

¥ | receive a message in my inbox

¥ | get new followers

W |install a new application

¥ | log in from somewhere new

¥ | post a message via email (This will send a confirmation email)
# Scmeone invites me to a group

# Socmeone likes messages | posted (daily)

¥ Someone modifies my org-chart (daily)

¥ Semeone reguests to join a private group | administer

¥ There are new suggestions for people to follow jweekly)

# Tips and important updates about Yammer features are available

There is new activity in the following Groups:

0 Al Company

@ Community

[0 Contoso MNews

[ Human Resources
[ Marketing Trends
1 Operations

[ Product Feedback
[ Quality Control

Posts (115 lwasi)
1. 38msinasanuzaran (Update)

i Ignuaninsauss laidisvasauias lshviud lnumanii What are you working
on? o Inasi@onnu uuulnaisiloann YouTube n3o Indionanssing lsTunan
WBendu sl

- man Update
- Iwasiomnu niolonansiisiosmsuss udhaan Post
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W Update BPoll ¥ Praise @ Announcement

Share Yammer is awesome, &
hitps/faemyoutube.comfwatchTv=MMESWMIFT uY

Yammer: Transforming the Way We Work JoH
E wwwyoutube. com
The wiarld mowves fast -- and companies need a new way to work together to succeed. By breaking down barri...
A% Al Company | Add pecple to notify :

 Add topics E

. HOUNAUMSOLTSH D IUTIASD TN UDIBILLDY

2 Al Company

‘ Carlos Grilo — 20 seconds ago
Share Yammer is awesome,
httpsy/Awww.youtube.com/watch?v=MMESWMIFTUY

F'_" www youtube.com
7“1 Yammer: Transferming the Way We Work

_'_:-J The world mowes fast -- and companies need a new way to work together to succeed. By breaking ...

ulk LKE 4w REPLY o SHARE o

‘ Write a reply &

- windasnssrydounmaat luns naswasnas TiRuwWiedawiny @ udsiosiudoi
faanssey anntiudofignszuazldsusimaususiouann Yammer

Hi @Carlos Grilo

Carlos Grilo
Technical Account Manager

&% AllCompany X | Add people to notity
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Carlos Grilo on Yammer <notifications@yammer.com>
Sat 10/12/2013 1:30 AM

To: W Jeff Hay:
* To help protect your privacy, some content in this message has been blocked. To re-enable the blocked features, click here,

® To always show content from this sender, click here,

Unsubscribe

Reply to this email to post a response on Yammer

Carlos Grilo
in Yammer 101 group, October 12 at 1:29am

Share Yammer E-Book, Download Mow
http-/iwww youtube com/watch?v=MMEoWIMJf1uY

cc: Jeff Hay

(1 document included in post)

View the conversation or respond to Carlos Grilo by replying to this email.

- mindasnsnoundu anansanaunduldviudi Tauaanii reply

Q Carlos Grilo -4 minutes ago
Share Yammer is awesome.

https://www.youtube.com/watch?v=MMEoWMHTuY

T wuwyoutube.com

m Yammer: Transforming the Way We Work
_u The warld moves fast -- and companies need a new way to work together to succeed, By breaki...

lf LIKE 4 REPLY o SHARE -

o Dan Jump replying to Carlos Grilo: x

wnfionds Outlook nosdusnand e &

~ DUTLOOK 2016 QUICK START GUIDE (1).PDF X
File attached successfully.

Alan Steiner X Notify more people...
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2. 335 Inasdonnu luginau
I uanunsaussanudanss sy lWdsnauinTdnuwduannsgnoy 1 Taod
WVTinaIAany Lu

- wwwvned 1 TRlssnaufiaueadnsmannuausude
A = 8

e 0
Product Feedback
Q Search UNREAD CONVERSATIONS ALL CONVERSATIONS FILES NOTES

CY16H2. ONMICROSOFT.COM GROUPS...

Product Feedback W Update EIPoll ¥ Praise 1 Announcement MEMBERS (23]
o bl eNe
@ i g
What-if Whiteboard Share something with this group... e
Tech Tips =
Marketing Trends
SEARCH

Operations i Sanjay Shah Follow - January 19 at 2:50pm
e Do recently finished testing a pre-release version of the #m400 at the beginning of the pressles period

. B . Q. search this group
and | have to say, | am impressed. | wasn't sure what to expect, considering its low price, but | was

Gommunity very surprised. It had everything the #m300 had and mere! | think we need to spell out the new
Quality Control features on the #m400 so customers can see all the cool things they are getting! o
=2 sm W UNLKE @ REPLY o SHARE .o Click here to edit this section.

wuwwaii 2 Tufindonaunioumna nie [9danual #(Hash tag) iaszuiszan
Bog AN

W Update BlPoll ¥ Praise i Announcement

MNeed your help, for new project &

A% Droduct Feedback 3 | DanJump % ||'!"dd people o notify .

#F Add topics E

- wwvnuii 3 Tludindesamnune udiden Create a Message anniiu 1donnau
muTs Post in a Group
+H° Inbox

UNREAD &  ALL 2

Q Search
CYIEH2.ONMICROSOFT.COM GROUPS... New regly
[E ‘ Greg Winston in Tech Tips
‘ You can easily sync lists in #sharepoint with your computer - click on the Sync button in the ribbon of any list and it will ...
Corntosa News 71 4 ) ) ) . ) . ; -
+ Christa Geller: | agree - this is especially helpful when | fravel and need access to documents from the intranet but don't have i... Jan 19

What-if Whiteboard
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Create A Message X

M Post ina Group A Send via Frivate Message

X% Product Feedback o

| have an idea

Maotify specific people

@ Add files Post to Group

3. 38nslwasiuadrsa (Poll)

i lnuaninsn nasdiuadisale iodsan muTunduiufieudaiueengls

N

e

_ @an Poll udinnanuuaziideniisoans Mufsszunauiisosns lwast

q

W Update BEPol ¥ Praise i Announcement

What's the coel services in Office 3657

A Yammer
B Outiook
C Skype for Business

D Answer

A% Product Feedback | 3¢ | Add pecple to notify

-
-

F Add topics E

ot Tunaunsofianuiindoazanusanaadiulnaiannihlavosnuies anntu 61

foens 1man Vote 1§ondsiicosns

U al
- W

U

U
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2% Product Feedback

Q Carlos Grilo — 50 seconds ago
B8 What's the cool services in Office 3657
® Yammer

O Outlook
O Skype for Business

0 total votes - See Results

e LIKE 4= REPLY «§ SHARE ===
“ Write a reply @

va n

- Wiiasalnaaunsnguasws L7 “See a Result” ufnalwnsUsingdusann
2 Product Feedback

. Carlos Grilo —3 minutes ago
B What's the cool services in Office 3657

Yammer
| 50%
Cutlook

0%
Skype for Business
I 50%

2 total votes - Change Vote - Reload

4. 538 wasfuszana (Announcement)

Yammer Aifudndoswnamileiil I[dnuanunsals:nnadaninusie Tunnaulu
auAnssUUTIU IdiruAu viadsanunsauuuonans i lwasiusznaiug eshe lasaanii
Announcement
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M Update EAFoll % Praise il Announcement

Haoliday in 2016

@
Bl I[|=||E=E]| )] &
‘We would like to announce the official holiday in 2016.
1. Day
AR All Company | % Maotify specific people_.. :

& holiday2016

5. 58An5 lnasiiaaaanuduwa (Praise)
windl lasvindaTadiel Tnusdosnmsdusn Timaaulasus wu vnlssuana
ehowdenn Azunsa lwaswounm s AoifunsTwraslafisosnmils uazasha

s o’ o =} L=

AanudunNusSsusisanusnsy lasisnsisiil

Aan Praise ud5:usutofaanIstusN AL LANTU LasmMAUANANT
foans Wuaaiu Iwasil sanw

W Update BEPoll ¥ Praise 1M Announcement

Julian Isla | ¢ Addmore people P

0 Good Jobs.He can close the big engagement.,
i "

AL All Company | 3 Add people to notify

& Add topics E

L
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2 Al Company

Q Carlos Grilo — 10 seconds ago
o Praised Julian Isla

“Good Jobs. He can close the big engagement..”

cc Julian Isla

e LIKE o REPLY X SHARE  er

. Write a reply &

People & Groups (tWaullaznaNLtNon)

1. 35M5a39Nax
aundnvnauiiotuu Yammer anansaasienanaiuda ke lagus:loaives

mMsasanan Ao azthsTimsaununuaznisdoansimuannzianzasnndu dangus
annTnouaanse bisunna Iwaundnighsunan e

a o

Usztnnoaanan delail

Uszannau AN25uNy nuvneTunisase | dhotneTunns
AAN A9 NNAN
Public/Open auaeinn | Todwmsunisashs Cloud

AUaNINTng | aneuuaziilemiili | Computing
Wlomuazdn | 1AsAuANNAU wied | Community,
Cetnbot anudFty waalluds | Football Club
oIV DIDNANSG
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Public/Controlled | évsuasndn | Todwsuamauiiil Local Office
TmidwDusios | dormuaTunmsidhds | Community
Ietsunns Wi Avsioadisinuiitie | Leaders, Country
DULYINAN \HenAu wiefiszduTu | Knowledge
WYNNAN usdniisuwindw us | Manager
fiou dos laiftifonit

dosinnvuosIrng

Private Asuaingn | Wunsauvuiwuuie | License Team,
daelesunis | wu 1Asndesduanen | Management
ouaemnioled | wioWuanuduid | Team
UANLTEY ANUARfUsIDaNANT
wihiiu uas deonaazsiod a5y
WRNRANNTA | dUAIRNATINKBLA
wihudi fAou wazenasiod a4y
anunsngiiiern | nsAuRuEfnm L
wazINARNTIN | Quast e Inddase
o Farnneis
AT uuUY
Private azlai
adnsadh ot
Public ‘lsiTu
UNAR

IS 1

38mMsasanau ddssio Uil

- man Create a new group

| + Create a new group |

2t Discover more groups

Carlos Grilo o
cy 16hZ.onmicrosoft.com
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- atwnan Aivuadoulvwesnan udnan Create Group

Create A New Group X
Internal Group External Network
To collaborats with people inside To colisborate with peaple
your company. sutside of your company.

Group Name
Office 365_101

Name is available.
Group Members

+ Add people to this group by name ar email

Who can view content?

® public - Anyone in this network
© Private - Only approved members

Create Group

- NN NANTIENRUTINHTU

! ? Office 365_101
UNREAD CONVERSATIONS ALL CONVERSATIONS  FILES  NOTES

DESCRIPTION

Add a description of this group here #

W Update BEPol ¥ Praise  w Anncuncement

@
Share something with this group...

2. 38msianamngnith l Tungu

aufludauanau Tuusaznauanunsainandn le Tos [935nsiindenso
SwaluganauTu Yammer Insfigunousssio lUil

_ shethatiu nan Contoso News Twman Add Member

r Contoso News loined @ £
UMNREAD CONVERSATIONS ALL CONVERSATIONS FLES NOTES

W Update BlPoll ¥ Praise 1 Announcement MEMBERS (22)
U ] X
R &
Share something with this group... "

i Add Members
B, JettHay Follow —January 19 at 23%pm SEA_
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- ewthsnalleadu TvRuvdeandniidasnsiin uduamatuazaninsaituu

aungnTunauil ls

9

GROUP MEMBERS (23)

G, Invite or search for people by name or email

N -

Carlos G.rllo o
S Admin)
Amy Alberts o
(S Admin)

" Alan Steinar o

*_ Alicia Thomber o

& Allie Bellew o

3. AN INkAznUINNNAAN

1 LY

\iagaanisithsunausine fifiagudr Tuesdns Tivindssio lud

U

- méan Discover more group Wadumnausingg fidog)

+ Create a new group

2 Discover more groups

Carlos Grilo o
cy16h2 onmicrosoft.oom

- Aan Join mnglasmsidnmnnauiiuusinniaidon View more groups iinafAi
naNsingY sio LU
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Suggested Groups *

MNorthwind Traders

This is the Northwind Traders account team group. Come here for the latest Join
news, posts, and resources related to this account.

8§ members

m View mare groups

Tunseifisosnmsnoushoanannngu T lufinauiu udraanitu Leave 7inuun
271 BAEUIUAINNADINNTODNINNNAN

r Contoso News
’. UMNREAD CONVERSATIONS ALL CONVERSATIOMNS HLES MOTES

Communication (n1sd0a19)
1. 35MsusnAuyAnadu

WosasnmsuonduausiAuuean Tidaon Quick Chat las lUiinausuan
anntiu Tidendaiigosmsaununshs windesns i Tdnuaansauuy naTu
st s e

User Manual

219



1] Office 365

FiNmMNEL Add

=t Add files or links that are Online Now &

| important to this group.
:I e arese Search for People

Julian Isla
Dan Jump - 4 o O

. Carlos Grilo
Veronica CQuek
Hello @ o
Dan Jumy
("] F Kelly Krout
How are you doing? o

Greg Winston
(o I 0
Ay Alberts
[ B 0
Ty Carlson
| (< 2 0
&

2. 38msiBey (Invite) aundaidaitnunud ko liin

Note iWunszanuosu lariiiy Idnuaunsnantiuiinldnnosne visdsouan T
yaradwitninsmaatudin luniidoduldshe liiaafunsaatuiinnsussam
wioa Mind map Tuszwinsaunundud lef Tasiisnsessto Wil

- 1a9n Notes 1ahman Create a Note

Product Feedback

UNREAD CONVERSATIONS ALL CONVERSATIONS FILES NOTES

Create a Note

- Wl nuansaiuw uuulenans minasinsesunwd s lulinil ueradiiudoas
Tuliailviniuianusoud ladomnuld dsddrydo wWialdliimasaudn Tean
Publish s T¥nnauanunsauaafiudaya Tuniudendu e
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@ Meeting 101
Mot published

NOTE ACTIONS

NomalTet w] B | U & | = E & ki@ £ & B
@ yigw Publizhed Version
Carlos = Wrtin
o= s CURRENT COLLABORATORS
Danj : Writing + Agdd collzborators
Dan Jump
[ Highlight my changes
Carlos Grilo
20 seconds ago
FOLLOWERS (2)
Draft auto saved m

Add Topics

3. 35ASHAMANMAUINAUULIDNAITHLIAL
lonaNa? Inasiasuu Yammer i gffiog lwasosnuifisnsu anunsauand

v
R

Aanufinad lWduanans e SnitafifoaunsafurnIAmNuRinTounas lese

- TwsuTnaaenans ududiinefiigosnnsldau

M Update BEPoll ¥ Praise

Please help to edit the report &

Contoso_Online_Presales_Report_M400.xlsx X
File attached successfully.

&% AllCompany X TyCarson X JeffHay X |

# Add topics m

- fleduUInanenansiadaanysalud? Widaenans laurdniidevasionans
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2 All Company
a Karen Berg — 5 minutes ago
Please help to edit the report
cc: Ty Carlson and Jeff Hay

Contoso_Online_Presales_Report_M400

e LIKE 4 REPLY o SHARE ==
d a Write a reply @

- Waiaenasunadl dsngenans sﬁ’m’ﬁ[ﬂmummiﬂm’m’imm LAGIANHLRAL
Inagionansil uazudloonanssnAuls sarsdutslssisnnsudionans lesnshe

n Contoso_Online_Presales_Report_M400 $Share ]| v Folowing
Karen Berg (owner) | Uploaded 4 minutes ago
FILE ACTIONS
Karen Berg .
= Download (33.0 KB)
[y Download & Print  [EFData- O Find s 7 Edit File
A | R o E F G @ Delete this File
1 | Order Number Order Total Order Date Order Time ItemsSold Contains MA400 [«
10 076800008 § 74172 G725 TA413AM 6 Yes Jensen, Thomas So
1 076800858 & 54032 8712015 21T44PM 8 Yes Zighetti, Barbara RELATED CONTENT
12 976890851 § 22119 BE2015 B2713AM 8 Yes Kotas, Jan =R\ Add files or finks that are
13 976800261 § 202.97 BE2015 10:36:54 AM 5 Yes Feinberg, Yaniv \ . -
14 976800284 § 553.28 SE2015 1013PM 3 Yes Kranitz, Jozsef  important to this group.
15 976800021 § 277.00 SE2015 31125PM 2 Yes Ruzicka, Ales
16 oT6890104 § 34288 61212015 5:20:14 PM 4 Yes Rankenburg, Mark FOLLOWERS (1)
17 076800812 § 47961 BE2015 THOS4PM 2 Yes Dubicki, Dorminik
12 076800892 & 717.39 BOU2015 93911 AM 4 Yes salah, Tamer ,a
19 976800056 § 703.08 B112015 G137 AM 7 Yes Cavaglier], Giorgio
20 976800025 § B10.95 B112015 106:25PM 7 Yes Ran, Yossi
21 976890222 § 478.03 B1A2015 TAIE4AM 3 Yes Gostincar, Mojca VERSION HISTORY
22 | 976890588 B132015 102622 AM 8 Yes Saulis, Rimvydas [Yent version

- \floman Edit File ifTdnuanansoud o lndngony Auld lasanunsadanafiisuud
PAAITHTEUNNTIUL
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HOME

INSERT DATA REVIEW VIEW Tell me what you want to do

1] Office 365

Karen Berg

ATy Carison is also editing -

. _ =
0 Hout | Calibr ST = =B S WrapText Number Format % &= %x 3 AutoSum - ,O ngt?::ﬁ,:
Pate Gaycopy B I U D [fv O Av = = = EMerge&Center $ - % ] F?mb\‘at Insert Delete | @ ciapr~ Sort Find
. asTable- - < B
Cipboard Font Alignment Number Tables cell Editing ~
c D 3 F G H | ) K L M N ) ) Q P
otal Order Date Order Time _Items Sold Contains M400 Customer zip Credit Card Security Type CVV2/CID_ Expirat
H 852015 1:1151PM 7 Yes Balasubramanian, Dev 30847 4556-9525-3115-1167 CW2 525 01/2018 ’
5 B52015  41BATPM 3 Yes Andrews, Ben 34178 3447-9311-2642-660 CID 9558 03/2019
3 SE2015 114049 AM 3 Yes Halmaert, Franck 17617 3457-5582-5844-783 CID 4409 05/2020
5 SB2015  S5T13PM 3 ves Jain, Vikas 58234 5514-8818-2103-2514 CVC2 413 01/2017 1

Network (1n324inw)

External Network (1@3aainunasuan)

i lgnuaninsnasraaiornumuuan e idemnuazenn Tunsidon Toerdu

v
o a

n30gane dunouileail

man Create a new group

+ Create a new group

X2t Discowver more groups

Carlos Grila
oy 16h2 onmicrosoft.com

&

- 18an External Network uaasisgonasn
nan anntiu Timan Create a network
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1] Office 365

Create A New Group

-m. Internal Group External Metwork
To collaborate with pecple inside To collaborate with people
Your Company. outside of your company.
Network Image ﬂ RMS-i054 jpg
Metwork Name parmeriod Mame is available.
Metwark this is the partner group
Description

125 characters remaining

Permissions
® g Open - All network members can invite new members
O g Closed - Cnly network admins can invite new members

£ Allow gy16h2.onmicrosoft.com members to join without an invite

Create Network

- panfiateRstangdu

PARTMER101

n = a S W Update BlPoll ¥ Praise 1 Announcement

What are you working on?
PARTNER101 GROUPS

All Network:
Discovery = All = Following

2 Al Network
. Carlos Grilo - 50 secands ago
has created the Partner101 external network,

lh LKE  4m REPLY & SHARE oo

. Write & reply

_Budey (Invite) uarasne wngu 1as Ui Invite Your Colleagues iunu

AUYIM

User Manual

@

GETTING STARTED
(| 48%
Follow your coworkers

Get Yammer for desktop

Get the Yammer Mokbile App

INVITE YOUR COLLEAGUES

‘Yammer works best when

>-_\<H =] yourteam is here too.

Invite them now

APP DIRECTORY
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] Office 365

INVITE YOUR COLLEAGUES

Yammer works best when
your team is here too.

Invite them now

'
2

. nsendwavsunaasiisiosns Midhsungy udean Add

Invite New Members

Enter a list of comma separated emails...

Import from Address Book

Yammer will send each person above an invite asking them to join this network.

o

- gsuadldsusmamiaBayithainnas

User Manual
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1] Office 365

‘Wed 20-Apr-16 9:38 PM
Yammer <notifications@yammer.com>
Carlos Grilo has invited you to the MECTH-External extemal network

To M Suttiraksir, Kumton

@ Follow up. Start by Wednesday, April 20, 2016. Due by Wednesday, April 20, 2016,
If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

MECTH-External

Carlos Grilo
[
car 16610316 onmicrosaft.com

You're invited

Carlos Grilo i com) has invited you to the MECTH-External external network on Yammer. Carlos has been using Yammer to share status updates, ideas, news, questions and answers. It's

Accept Invitation

Or, you can copy and paste this link into your browser: hitps: yammer

El

Microsoft Corporation | One Microsoft Way, Redmond, WA 98052, USA

- wndumsTdnuesausn wasldiesTgnu Yammer snnou gfsudiBayazdios
awmduu (Sign Up) wiaidhTdauszuu Yammer i#urou nasanniu Seazldsudua
Tumsighsu Yammer

Wed 20-Apr-16 9:45 PM
Yammer <yammer@yammer.com>
Please log in to Yammer

To M suttiraksir, Kumton

o Follow up. Start by Wednesday, April 20, 2016. Due by Wednesday, April 20, 2016.
If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to downlead pictures. To help protect your privacy, Outlook prevented autematic downlead of some pictures in this message.

You already have a Yammer account for the softwareone.com network. Go here to sign in:

https:/www.yammer.com/session/new?m=3212805606&nid=111939

If you've forgotten your password, reset it here:

https:fwww.yammer.com/reset/1551965248/xJxXaYRVyC43PosSKokJ?
m=3212805606&nid=111939

Thank you,
The Yammer Team

El

Microsoft Corporstion | Cne Microsoft Wy, Redmond, WA 98052, USA_

- wnugTgnuiiesTgau Yammer agudh ansnsadhdszuu (Log In) TesTo5wa
wasusiWaldnsmnan Yammer tiug leviu
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1] Office 365

Partner101
Welcome to the Partner10l External Metwork!
thiz iz the partner group

Type: External Metwork

A5 lgkau Yammer vugunsalwan
wia EAs I uazannuashsaededu ldnuainsaanilnanuaunwaiasu

Yammer o [guus=uv iOS, Android uaz Windows Phone lgighe Tae URL 1o

AseMil lnanuasfinsaisail

BNARNDSH Model URL
Apple/iOS = ) Yammer on iTunes

User Manual
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https://itunes.apple.com/us/app/yammer/id289559439?mt=8

1] Office 365

Yammer on Google Play

Android
Ccontoso
Windows
Yz contoso e
my feed inbox
.h IGarth Fort
Ynuun

Yammer on Windows Store

Tuunilg TgulsdisousiAsndunisldau Yammer dafluuinsindwas Office
365 s Twnsfoansvisdiusi Ianiznan wievhvisasdnsanunsavin Idagneazenn

Noeny uasaEdu SnvistoyaniuwsiuAaesinsagne Tussdnswiniu whAuehe
anANMuANaTidoyaszs Inasen Wias lisslaldshe Tuunda luazbunsTsau
Sway [Wuirsasfiodmsumsihiauauazasieiuii [sudnns WYSIWYG (What You
See is What You Get) devihT¥nmsashenuihiausuuiuilusosiny Sway auana
T Tduindoanunsodasieg (1w suaw domnu 38 1a) e TFuwdu o e
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https://play.google.com/store/apps/details?id=com.yammer.v1&hl=en
https://www.microsoft.com/en-us/store/apps/yammer/9wzdncrfhwmz

1] Office 365

Chapter 13 n1sasn4 Interactive Presentation sne Sway

Sway Wuirsasfionil Thusms TuuwunnsTganu Office 365 nAuwu towhs
SrunoanuazannTunstinauanazasedu lesTduanais WYSIWYG (What You
See is What You Get) whunghaTinmsashenuiiausuuiuiluisosiny Sway
auaue W Ignuihdoanunsadosing (1w suaw Fomnu 36 1) 1 Huuiiu lesst
st el nuanunsasedo Idannviaimdssnueamsonnmaiv losuusumesifinA o
1w Bing, Facebook, OneDrive uas YouTube fTdnuanunsaud losaumadiu
W ilwes Idviud uarainsauansaniuiusiiesusouauwaieduuu Windows 10
waz i0S &

Uaatfu Sway fiTwusnsudrTu Office 365 wnuwuvis Business, Business
Essentials, Business Premium, Enterprise E1, E3 waz E5

36 lashatemsle Sway anansngleivi What is Sway — Office Sway Vision
Video

\fadaansianTdau Sway Timanlomou Sway finuuudrswaain Office
365 e lufinoUwaindu was Wiy lusfuas Sway: http://www.sway.com

Tunihwdnwes Sway TWidon Create New fiyuuuan
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https://www.youtube.com/watch?time_continue=2&v=Jw-g6IuBVJE
https://www.youtube.com/watch?time_continue=2&v=Jw-g6IuBVJE
http://www.sway.com/

1] Office 365

Create new Tutorials

My Sways Recycle Bin

+ o
Create New Import
Word, Powespoint 20F EXAMPLE: The Art + Film Institute at ... EXAMPLE: Climbing Mt. Rainier

Wednesday, May 18, 2016 Wednesday, May 18, 2016

EXAMPLE: Fabrikam Workshop How to Start a Sway: Learn more by ... Welcome to Sway! Learn more by scr...

Wednesday, May 18, 2016 Wednesday, May 18, 2016 Wednesday, May 18, 2016

WentimanTunmsaswanuusingdusann duvasnmsudle (Storyline) azas
shuanile laoldainsaidonaulsznovwaamiiniiriasadh idannuausdudsiio
(Cards) anniiu Tannudnedosine snwilduwes Storyline deazuaniwalu
ANYOUNIR
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] Office 365

“ards Storyline

Text
E Emphauze 4] Accert S5 Link

=2 Title your Swa

= Heading
2.

Ed image

Ll Video
L e
Embed
dh  Chart [Pres
Grmip

windasmsiinnsa Tinan a AyuaNge
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1] Office 365

Storyline o X

Title

7 Title your Sway

Drag an image here

E emphasize A = (= @ (=, o, 0O [l

@ Caption

Drag an image here

Text R

= Heading

ANRSUTUNDUNSAT [uAR IuasUea U

uwuztinieaasdoTu Sway

Sway Insert Cards Design  Navigation Remix! >} > Pay 8 Authors(1) £ Share  Tutorials

1. Insert
T Tunsiindo wu sUAnmnsoiflo anniAdosvasaoInsoandumasiing
6 U Suggested ishudrsfioazuanidowne lunsAumaNALLEUFNE Bionan
Upload wiaidondoannnuTuimioswasniias
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1] Office 365

Suggested ~ Search sources P2

@ S',ggestecl bihers' rights, including copyright. Learn more. >

@ Onebne will offer you suggestions. Or search

) multiple sources.
®® [ickr

> e

Pickit

=]

(&)

YouTube

< 0

Twitter

+  Add Source

$ Upload

£
o2

\awuwrAumfisasnisudl desvnauuiuilidonazuanswadwsduin s
anunsnannudeii Drag an image here fidhuweas Storyline laiviugi

Suggested v I P X Storyline -]

You are responsible for respecting others' rights, including copyright. Learn more. X

Search results show images tagged with Creative Commons E Emphasize A Accent @ Link
licenses. Clear the box to show all results.

] 5 Title your Sway

Drag an image here

AnRundiidanazIngdu wazmnsdasnsgmneotne TWlui Preview

User Manual
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1] Office 365

2. Cards
T msungomnu dosingy 1w suaw 36 Lo isimas IWudu viodanau
mMsuananasine 1w TWuanswauuy Slideshow, Comparison Wusiu annshoeng
\donuansnaunuy Slideshow uazdanidlaTunmsuanina

Storyline

Title

Sand and Sea

E Emphasize = A Accent = Bullets = Numbers @ Link = o O

Your Song|

ol Group: Slideshow
Image: File:Sun, Sea, Sand And Volcano.jpg - Wikimedia Commons

Caption

User Manual
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1] Office 365

Image: Description Gozo - Ramla Bay - Sea and sand.jpg

Caption

Image: Dysart Rocks, Fife

Caption

Aan Preview 1Wapshotig
uAMNNATUNNLATToAINN

Preview

e

@ESEND AND SEA

wifiaas  wanidle
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1] Office 365
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1] Office 365

3. Design
T msurmuasUuuusaswausd Aunds uazdug

Design Sway | B

Give your Sway a personality with color, typography,
and texture.

Customize

- _ i
— e —

- - AN NSRS OO S

! i 2 G

sAbc": Abe 3 Apc
Abc

® Abc ! Abc 5.

e

> |

b
g

(2]
TS L]
v

=
i

J\NoJoll WiVelel Abc P:iVels

>
Abc Abc Abc
) o, &
Abd” Abc ABC [Abe |
Abc o Abe

ps://sway.com/my
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1] Office 365

4. Navigation
T msuidonmsuansnawadiion lasanunsaidonuaniua bet 3 sUuuu e
wuuUné wuuidon s Tuuudé (A WNTuun) wsaidou luun Tuuuaa (sﬁ’wvlﬂm'n)

5. Remix
aurdluisuusasudr windasmsTit Sway uustinnsuassna i Tfnuanunsn
Aan Remix o Iuansduusihmsuaniwaain Sway et
6. Play
WINGaINNTNSIUTN Sway azuanswaazeeingls Tiaan Play
7. Authors
waesavuvesdud lo Tulwa Sway 16aru
8. Share
anansauws Sway wiu Yammer wis Embedded Code l¢t 1asidonTwii

1 v
aaa o=l

win lsanwnzTussdng TasAenuiidasdil niormuaifuansisaus (Public) Tdunau
ansnsadu rwusTiwes (Search Engine) singe
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1] Office 365

> Play }:_’,_ Authors (1) 'Sc_'é. Share

Share@l Just me

Share with others

@ e Get embed code

https://sway.com/1kGYX61ImqlAlBuZ

This Sway can be shared with:

®  Share with only my organization
Anyone with a link

Public - discoverable on search engines !

P More options

shotensle Sway
e A5ATNENHIYYNIWNIW Sway
e MSASNNBUNERD WY Sway souid 1

o  ANTANIUUNAUDWIU Sway Uil 2
e NSLAB9s KUY Storytelling wWhu Sway
e ASATNUNBHUKNIL Sway

ANNLAANENNSEIN Sway & msu Microsoft Account uaz Sway @ wsu Office 365
foorls
i1 Sway ann Microsoft Office 365 azldlafinasitugrundnadaniu

LX)

U

i i Tknusuiayd Microsoft (1w Hotmail, Outlook) usifidfounnsing
sasio Uil

User Manual

239


https://www.youtube.com/watch?v=Qq7FaWkMAiY
https://www.youtube.com/watch?v=U8WOSQ-z6VA
https://www.youtube.com/watch?v=Np5Gc_7pb5I
https://www.youtube.com/watch?v=2CwjBK2ENdk
https://www.youtube.com/watch?v=mf2YzUEbUlM

1] Office 365

. unaaiionn (Content sources) g Tundiu Insert azlgsunissuinn
wizd sy Office 365
e Sway asusmngiuneuwaiaduisusiuTuosdnsi [8eu Office 365
o tudwsuuwdazleldianzansTu Office 365 winidu
. Hauaszuu Office 365 anansntlansolia Sway &
vneun

Tuunil g lfssugnsTsanu Sway werhsTunmsassanuuansinavos
NuELD warantunaun1sas iy ldnwoanms TepanunsadnuuansuaiuGu
16 Getting Started with Sway Tuuugalu aznanasnsTe Microsoft Office uwn
\30aRd/Mac 5 1a509 wiiuidn 5 1A509 wazausy lnu 5 1asaq saudwnld 15 1ndoq
TaaTahieyd Office 365 iunru wWhw Office for Mobile
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https://support.office.com/en-us/article/Getting-Started-with-Sway-2076c468-63f4-4a89-ae5f-424796714a8a?ui=en-US&rs=en-US&ad=US

1] Office 365

Chapter 14 T2¥au Microsoft Office iduing lduunnounsal

uanaMs 1gu Office UuIASoIRSnaaIMEDd Mac ud) ANMNENNNSnUDY
Office 365 sawhn T 18Tu Microsoft Office nasuanan (Jaatiude Office

2016) lsfuuaunsainanniidusoudnds ldun insosausulwuiifiniiaasnii
10.1 i1 uazAdoufiuidadifiouns 10.1 daduly

Jaquu Office 365 wwzuwu Business, Business Premium, Pro Plus,
Enterprise E3 was E5 winduitouanaTwle Microsoft Office lsuuindasiia/Mac 5
1304 UAULER 5 1A304 wazasv I 5 1adad sauAu 15 1daq lasTdisyd Office
365 it dernuusansnauuanuunaneasi ddsnw (mwildeyTu Office 2016

Quick Guide)
. p N A Office Thu
1don Office 2016 NIKUINUACU IRArUasAsSFdURGSOUNU
s |
ER Windows 4 -7

Office AU

qunsal Windows Raouls gunatidos Office RimuneAunm qunsnlﬁ[l.l Android

fufo
_ -
Office for iPhone Tha | IRCLUELTES) _H‘
o

Office Mobile*

Office for
Office for iPad Thai et Android Thai

aJ

Office 2016 for Mac
TannuanuEAsL
nnod oo Office 365
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1] Office 365

Do Tuns ldnuuaUnainsusng annnsadasigenu Office 365 fiogun
gunsalwnw fsasio Wil

- ldusraunnsalnns e u Office nuuidunsdu
wilnnuivinnumeauiuenadasnsieaasiie lunsvinauswAuini e
anansa I9nuls Tunasidumas nsTdnu Office 365 shu TR ldsuuszaunmsninng T
NuuuUIiEAuunaUnsalEng viinsiaAu uws niesuinsonans Office Taudiag
wusnwiflonuazmisdasuuuu i ldessanysal

- dndunandas IWadvianue ldodsazsmnuazsinuae
Aufdafuuuszuumanswuia 1 TB aan OneDrive for Business Tinuii
503U Indduninnisawe vinTlidnas SaiAu udlo wazuasionanssine 16 iinay
o lafienu

- ldRlmossssiunaiduuiovinaudy Inasineg Ifosrasinds:ansain
shulinasnsud loienans Word, msieaei Excel uazmsiiiaus
PowerPoint szsiuwsidon 2he Twanusavinnuldatinafindszandawannuniiuunn
aunsal

Wisuisuns lgau Office 365 uugUnsninAnwIeng

VDULVR N g7t Windows Phone | iPhone, iPad Android

Sua T ueinu Outlook 6 6 e
Online Wosuiua
TgnuuaUwaiedu Auouwaiedu 6 e
Outlook Built-in
T POP w50 6 i i
IMAP
T%u Exchange ot ot et
ActiveSync
T udum Global 6 6 e
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1] Office 365

Address List

Jadriu Calendar 6 6 6
waz Contact

msldan | T Office 6 6 e

IUAU Online uu Office

365
T OneNote Tu i 6 e
nsud o ldona
T nuuaUwaiedu 6 6 e

Office on Mobile
Usznausny Word,
Excel uas
PowerPoint
T nuonanseitn 6v et e
OneDirive for
Business

aNg TnusiuuaUnae 6v et e
finsiodoans | ¥u Skype for
Business
anunsnAsiure e 1l 16 6
Wu M
anxsavin Call 6 6 Tadley
Forwarding 'lst
aunsais 6 6 6
Skype for
Business meeting

e

usnswes Office Mobile du g Ignuasnsnaniilnan ldns druvsnsidosla
Nunudnyd Office 365 fidounnsineluusiazunannosusasio lUil
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1] Office 365

1. ARosiAmmduidodoununnsiefan Office 365 E1, E3, E5 uw iPad uas

iPhone

Word

. Insert section breaks

. Enable columns in page layout

. Customize headers and footers for different pages
. Change page orientation

. Track and review changes

. Add custom colors to shapes

. Insert and edit WordArt

. Add shadows and reflection styles to pictures
. Add and modify chart elements

. Highlight table cells with custom color shading
Excel
. Customize PivotTable styles and layouts

. Add custom colors to shapes

. Insert and edit WordArt

. Add shadows and reflection styles to pictures
. Add and modify chart elements

PowerPoint

. Check your speaker notes while you present with Presenter View
o Add custom colors to shapes

. Insert and edit WordArt

. Add shadows and reflection styles to pictures

. Add and modify chart elements

. Highlight table cells with custom color shading

User Manual
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1] Office 365

2. AosiiRgufiadaunnis e Office 365 E1, E3, E5 woauiiuian
nazansy lu Android

Word

. Track and review changes

. Change page orientation

J Insert page and section breaks

. Highlight table cells with custom color shading

. Enable columns in page layout

. Customize headers and footers for different pages
PowerPoint

e  Save ink annotations from slide shows

e Highlight table cells with custom color shading
e  Presenter View

Excel

e  Customize Pivot tables styles and layouts

e  Apply custom colors to shapes

e Insert and edit WordArt

e  Add shadows and reflection styles to pictures

AseFSINadnsuLaUnaTY Outlook Ui iOS uaz Android
e Tnanuaunaimduds Outlook ann App Store i Google Play

1) 1Wa Outlook for iOS w3 for Android
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1] Office 365

2) \don Settings > Add Account > Add Email Account

b 2 9:22PM =1

@% Outlook

Mobile email just got a

ADD AN ACCOUNT

View our Privacy Policy

3) 18an Office 365

9:22PM

Add an Account
Select an account below

Need help? Contact Support

User Manual
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1] Office 365

4) nsondauazsanu udAnan Sign in Weasdaidh 9eu
4 2 9:22 PM =4

Office 365 @ X%

] Office 365

Sign in with your work or school account

someone@example.com

Password

B o

Can't access your account?

- Your work or school account can be used anywhere you see
‘ \ this symbol. © 2015 Microsoft  Terms of use
Privacy & Cookies

5) man Yes
*®

9:22PM B4

ﬂi Outlook.com %
Sync your mail, contacts, calendar, and tasks,
and send mail
View photos and documents on OneDrive
Access and edit your OneDrive

You can change these application permissions at
any time in your account settings.

o
Outlook Privacy & Cookies l Terms

Privacy & Cookies [ Terms of Use
© 2015 Microsoft
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] Office 365

& Google Drive
&% Dropbox

& OneDrive

GO TO INBOX

7) Buldruswamulng

9:22 PM i

; Q Inbox [z

TonyK@contoso com

Focused Other 4 Quick Filter

® Outlook.com Team
Getting started with your mail acco...

| & B @® 3

Mail Calendar Files People Settings
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1] Office 365

ANaEAT Microsoft Office un iOS uaz Android
Tenillnasuaunamdudo Word, Excel, PowerPoint 132 OneNote ann
App Store w32 Google Play

1. PAn loPouLaUNAIATL Word, Excel, PowerPoint 1182 OneNote fifoans
2. xS Sign in shudinavasuiEnLAzsRAN

< Back Sign In

What emall address would you like to use to
sign in to Office? (If you already have an
account that you use with Office or other
Microsoft services, enter it here).

Ztinkam @ eontoso. com

3. \donuiiu Create and Edit Documents Tunsisudunsigan
4. msidlalwdionans T¥lufiuiiu Open > OneDrive — (Your Business Name) s
aUsng aanzwoundnduiug wu Twa Word
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1] Office 365

¢ Places OneDrive - Contoso

[+

—_' Document
— | Zrinka Makovac | 9/21/14

_—' Je_n-::ksonville...paign (draft) ﬂ‘l
— | Zrinka Makovac | 4/11/14

m;:, Key Marketing Topics Asia

Zrinka Makovac | 4/11/14

g

Private

Shared with Everyone

5. wsivnnTouas Tganu OneDrive snfou @ wsu Word, Excel, PowerPoint Tw
\donuiiu Add a Service uazi 199 u OneNote Tidonufiu Settings © >
Accounts

Account Edit

Zrinka Makovac

CONNECTED SERVICES

(a OneDrive - Personal

+ Add a Service

Account
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1] Office 365

6. @doanuiiv OneDrive for Business uainsandiianazsianin

n158iaen OneDrive uu i0S uaz Android
Tan il nasuounwaiedude OneDrive an App Store 5o Google Play

1. manlomau OneDrive
2. T Sign in drudiuavosvdsvuazswaniu

&& OneDrive

Sign your

zrink ontosocor pulnliull.OnITIiGr..,

Getting files ... %:, S

vanced Options

Privacy Policy

3. msldnuueUnwaimdu OneDrive Waida lwaTu OneDrive azq ldiissatnaudon as
Tsignunsausle lst wnadasnsud e sosfinsuaunaiasu Office wRuLHN

OneDrive - Contoso soe

Private
4411114
Shared with Everyone
Shared

n | Zrinka @ Sites - Contoso
Customer Feedback for ZT10...
4,

Yesterday
=
t /11/14 B2 KB
Shared
Filas
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1] Office 365

. . +
4. wnndasnsuss g TWluiiudiv Files oida Wd lsudh TWeanufiv Share o)

nssiarn Skype for Business un iOS uaz Android

Tanl nasuauwaiesude Skype for Business ann App Store w3
Google Play

1. Tmaniilomau Skype for Business
2. Sign in shudwanazsianin

we 16 am 3 oD,

®

Sign in

Sove My Password (/

3. Tdwosiafiouazsausand wwu +66

User Manual

252



1] Office 365

e tt ¥ €16 Am 3 0o D

We need your phone number
with country and region
codes:

e

Normal Carrar dhanges aoply %0 o8 (ol

\rportant Dot Une the Siype for Sumnest 450 10 ke
eTgercy Cads

4. mdan Next wilsing Customer Experience Improvement Program zUsnngan
Tman Next
5. man Accept Tuniihsing License Agreement ugaaan Done

A96iaAN Yammer uu iOS uaz Android
TanuTnanuaunaiedudo Yammer ann App Store nie Google Play

1. Aanlomau Yammer
2. Log In shadwanazsianiin
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1] Office 365

Yammers<

The Enterprise Social Netwaork
Work Email

Password

Dor't have an account?
Sign Up
Forgot your password?

Privacy Policy

3. \dlagipsnsud loTus g Twludiuiiu More > My Profile > Edit
4. \fodasmafinsnunisaunun W luiufiu More > Follow
5 Py

U

. ladasmsgnaniirndssineny T lfuiiu Groups
Q Groups =

All Company 5
E Sales 12
E Marketing 7

>
=
o
=
g
[s]
[ =
@
wn

E CSAT 7

m Annual Customer Conference 4

ft o =P O =

Home Groups Inbox MNetifications. More

6. 1donuiiv Edit Tun s nasdomnuTnd nasaniiu Twedn Send
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1] Office 365

wouwalasufingon e lnan
dwmsunounaimduiingon Igeu Iasusneuusiazatnsalsasio lil

Office for Smartphone
1. Windows Phone: wayJ Office Windows 10 Mobile
2. Android: Office @ wsulnsdwif Android
3. iPhone: Office uu iPhone

Office for Tablet
1. Windows Tablets: Office dwsuuiiuian Windows
2. Android Tablets: Office uuuiuian Android
3. iPad: Office uu iPad uas iPad Pro

danufinudos TuasTafau

1. fuaunsadinsa Office uuaunsailn g
AU Wg: Word, Excel, PowerPoint, OneNote, Outlook, Publisher uaz
Access nasaiu Office 2016 sfosley Windows 7 nianasaulnsinin

Mac: Word, Excel, PowerPoint uaz Outlook nasau Office 2016 sauiks Office
2016 for Mac saaTaf Mac OS X 10.10

unudasn Windows: Word, Excel, PowerPoint, OneNote, Outlook, Publisher ua
Access na53u Office 2016 dosTal Windows 8 wieaunin weuwaiazu Office
Mobile (Word, Excel, PowerPoint uaz OneNote) sndusosle Windows 10

Windows Phone: wauwaimaius Office Mobile (Word, Excel, PowerPoint,
OneNote, Outlook Mail uaz Outlook Calendar) &aaTef Windows 10
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https://products.office.com/th-th/mobile/office-windows-phone
https://products.office.com/th-th/mobile/office-android-phone
https://products.office.com/th-th/mobile/office-iphone
https://products.office.com/th-th/mobile/office-windows-tablet
https://products.office.com/th-th/mobile/office-android-tablet
https://products.office.com/th-th/mobile/Office-iPad

1] Office 365

iOS: Office for iPad® uaz iPhone® gasla iOS 8.0 wia Twiinn dmsu Office for
iPad Pro® gasle iOS 9.0 wsa Tmsinin

Android: Office for Android™ anunsadinsiauu Insdnvinazuiividniifidsine nse
SNUAMNSTDIANTaNrUL: 19 Android KitKat 4.4 wianosauii winin uazdeh
Uszanawa Intel x86 wiasUszunawaii 19 ARM

2. Zuanunsalefuol Office fiu Office osatuinaniiod 161iao la
Anou 6 anansnpswazduaii Office Resources iWasutdoyalAuAufliaes
sreiunsifpuiingon g uuu Insdwiiiazuiivideiioaimsisu Office 365

NYUN

Tuunilg Tgnuldiousidonfuneundinduiisessunisignuuuansninam
pingg dettratiuasoumaunasuuludnsudr Taodldnuainsaaiilnanuas
finsialefann Store vl Tuanstiug Tuvndalu i ldnuandh IdnuusmsTnide
Power Bl Pro dufluusnisiisiusindoyaniegsAaannunassine ashadusisnud
waufiunwsn uanh lWimseidayals idonssindulanasaa ldedwgnsaauas
(FUIg
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http://www.office.com/information

1] Office 365

Chapter 15 Sinszvidfoyavuna Tuaishu Power Bl Pro

Power Bl Pro iuusnsiistunudoyaniegsAaannumnadsing asrafuasau
Ainoafiumnsu uasih lUilesvidoyald ilonssindulavessaalsetngnsdouas
LN e

u3nns Power Bl uonléifuasslszando Power Bl uaz Power Bl Pro Taw
Power Bl asfiflnasiimuniionmaiiauadoyauuuTnd du Power Bl Pro iiu
fliosazmiion Power Bl usivin Tudiuwosiiuii lunsiaifuanndu nsdedlas luad
Foyafianusavin idsuasiunndu uaznsidonsiofugrudoyativannraiudu
i InuanansnTdusnis Power Bl nasauns ldshadaslaenu Office 365 wwu
Enterprise E1 uaz E3 usisinsioanisTal Power Bl Pro assiosasias [gmuunu
Enterprise E5 winiu

i ganansndnunuazduadounnsine levi Use Power Bl for Free or buy
Power Bl Pro

fednslgau Power Bl anunsngeéinesne ldannidle Power Bl for Office
365 Overview
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https://powerbi.microsoft.com/en-us/pricing/
https://powerbi.microsoft.com/en-us/pricing/
https://www.youtube.com/watch?v=oj4UJMUN_do
https://www.youtube.com/watch?v=oj4UJMUN_do

1] Office 365

Joavne [uns 1w Power Bl fighufuannanudosnng @i Power Bl on
the web, Power Bl on Desktop, Power Bl on Mobile Taganuisaifousioriu
sudoyaldialaseinu SQL Server Analysis Services

osoensisu g Power Bl Taanii lomou Power Bl sian 1w

AMNINY29 Power Bl
o I8u Power Bl auifiuunwuasa Power Bl daisunin Workspace

User Manual

258


https://www.youtube.com/watch?v=oj4UJMUN_do
https://powerbi.microsoft.com/en-us/features/
https://powerbi.microsoft.com/en-us/features/
https://powerbi.microsoft.com/en-us/desktop/
https://powerbi.microsoft.com/en-us/mobile/
http://www.microsoft.com/en-us/server-cloud/products/sql-server-2016/

1] Office 365

Total Stores

04 oM @

This Year's Sales, Last Year's Sales

T Ve Sakes @Last Year Sules 9 $150
oM
5

535
180
&
FED E
.
3 s12
- @
. =
134 Li-o o
: %
$15! -
Total Sates !

1) Navigation bar
wandoyauazuaznduawas Dashboards, Reports uaz Datasets lasugn
Tuazndua Tuusiazsan
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1] Office 365

My Workspace

Dashboards

Datasets

. |don Get data \Wainunadoyaluss Power Bl (Datasets to Power BI)
o Taf Search wodumasfisosnisann Navigation bar

o donlomou [ eateuavuasaTnd wieasundoyalnd
o §lguanunsaidon udlo wiowasudesunns Dashboards, Reports uaz
Datasets w3ouvisanunsauas Dashboards e
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https://powerbi.microsoft.com/en-us/documentation/powerbi-service-get-data/

1] Office 365

My Workspace - _
Retail Analysis Sample

OWNED BY:

CIE Administrator -

Show: admini@S ir3495.onmicrosoft.com

Dashboards i
OPEN

SHARE
RENAME

REMOVE

Datasets

SETTINGS

< e e a———

Share dashboard

Share Access

Grant access to

Enter email addresses

Include an optional message...

@ Recipients will have access to the same data, reports, and workbooks as you have in
this dashbeard, unless their access is restricted by row-level security defined for the
dataset. Learn more

~ Allow recipients to share your dashboard

~* Send email notification to recipients

Share Cancel
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1] Office 365

2) Dashboard with tiles
LATUDTRRUANNA TUULUUDY v G4 [ndAoudanfiuansnwuuesdayaTad
ek Tuusias lndazuansnaTusuuuunsanuianunsaudlals

Total Stores This Year's Sales Last Year's Sales New Stores va. New Stores Target This Year's Sales

0 @ iew Soee @ beew Sacre Taprt
104 $22.05M —— $243M
This Year Sales Last Year Salet Total Sales Variance %, Sales Per Sq Fr. This Year's Sales Total Stoces
@ T Ve Salen @ Lant Vew Saes Datict @M. @M0.02 ®M0.0 R.d U v ou.-2
e Sun | owa
L P ]O
. Stores Opened This Year
. hain @ Fawnors D @ Lroseys
. a O
S Coalin b

3) Q&A box
sndownamila Tunmsdumdayauuuisua vl lnumsanusnanuiinass QYA Tuawn
N9 1w soane 1Wou Wusu TaunadwsanludnouTumsuaniwasiuuusoanu
nionTn ust bianunsainwaswsion W Tusweuls

Ask a question about the data on this dashboard

4) Help and feedback buttons
Usznoushe lomausingg Taususanndns luanesil

VAR © S N R

T s
° AAAUNFULAANNALUULBINAUIRD

. ﬂ lomaunissiean

. lomausmiiluan

P
. lomauasuaunsTdnu
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1] Office 365

. E lomoudsmnuaaiiulusugwaun

5) Dashboard title
waeein upsuash Ietneit Active uaz g st

| RETAIL AMALYSIS SAMPLE

6) Office 365 app launcher
uwa@ns App Launcher WugdoswvnsdaTunmsighdsusnssineg was Office 365

7) Power Bl home buttons
LAMITDINNER [un st fuuasuashvas Power Bl

Power Bl

8) Options
waeusIdonuiunse Widget uazuusinwuasn WRuyaadu

(*) Add widget &3 Share

iBusiuas (8w Power Bl
1) e Office 365 uidon lomou Power BI
2) Tunith Workspace Tiidon Get Data fighude

3) 1don Files
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1] Office 365

Files

Bring in your reports,
workbooks, or data from
Excel, Power Bl Desktop
or C5V files.

4) \don Local File waitlow Iwatiatiuuasos

® My Workspace GetData > Files
Content Pack Library
et erSometioBa E -
: Local File OneDrive - Business
OneDrive = Personal Learn about importing files

5) Power Bl a:zsUTnan a CSV lasazasalluundoya (Datasets) Tl
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] Office 365

Financial Sample.xlsx £ Share Dashboard

My Workspace o

Financial Sarmple.xdsx

6) nasnniiidousiorudoyaudh Tef Datasets Tinanwnii Explore iwadumdoyaid
Anficosnsilassiniofinanu

ALE » SAVE READINGView O AT Text Box &) Shapes VIEW ~
My Workspace

Dashboards

J+li Reports
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1] Office 365

7) Tuuau Fields shuw Tidon Gross Sales uaz Date

COGS
Country
Date

Discount Band

Manufacturin...
Month

Month Mame
Month Mumber
Product

Profit

Sale Price

Sales

Segment

Units Sold

EEEEEEEEEEEAEEAOEDNE

Year

8) Power Bl afiimszvidayanazasannmsuansna (Visual) duunn fhidon Date 2z
wanadues usidudon Gross Sales azuans lusUuuunsw
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] Office 365

r = 2 Bt
Darte Gross Sales
203 $4. 729, 73600
1R2m3 59,828 62800
n2m3a £8,167, 338,00 -
NfEm: $5,835,025.00
12014 £7.307,403.50 = OGS
ZNR204 §7.699 20000 =—
IR 6,124, 026.00 Country
I anmom $7.429,352.50 [ F  Date
S04 £6 TET 100
| | Discount Band
E2004 $10,268 57200
TARN4 $8,833,027.50 | |
ane4 $6,325,955.00 o
9204 $6,845 317.00
W20 £13,313,424.00 W & Manufacturin.
W04 £5,947 91000 ) Manth
12 S12,508 2E8.00 = .
L Total £127,931,598.50 3 B Month Name
- | | Month NMumbser

9) o Idnniidasnmsdmsuuaauasauds Tidon Pin (Unnya) 1WoN15a5Id0U
HOUNAY

r

[
[e]
Q

(Armce = mr e Tad
laross sales oy Late

£14m

f1z2m

£10mM

$aM

1EM

$4m
Jan 2014 Jul 2014
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1] Office 365

10) flosnnfusoanuing lgnuirnBudosiuiinduinou Tas Tknsondovosnuau
fifienns ud21Pan Save and Continue

Save your report

You need to save your repodt before you can pin
& wisual Enter a name for your report.

Cancel

v

11) vnduavuosariaswnouniinil Widan Existing dashboard uazdon Pin wio
Yuiinuazsu Tunevuesniifiodudl nsoidon New Dashboard @ wsunsasiaune

£

- ‘[ 1
U996 Lt
. X
Pin to dashboard
Gross Sales Select an existing dashboard or create a new one,
o Where would you like to pin to?
* Existing dashboard
$100 /\/-\,-/\_/\/ Mew dashboard
5 financial samplesds w
Jan 2014 Il 2014
Pin Cancel

12) don Pin (nvinm) wialuveswneda lunmsidndsuasuosn lfisrdu uazazuans I
I ldiduTunihusnuasunvuasn

Pinned to Dashboard
The visualization has been pinned to your dashboard.

X
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1] Office 365

13) nauluiuesvesa §lruaznfiunwasuuu Visualization uazdTonuaninsa
Usuusis Idonustosns

e > O 5 msit. powerbi.com/groups/me/dashboards/86e08660-e8d2-4 * = Z 0
. . Oo¢ s+ 2 o @
FiHANCIAL SAMPLEXLE £ ace
bl nilk
Grods Sales
140
S
-
e
o
fan

14) dwsunmssunmdaya anansnaaunu ldiinass Question box shatingiau RuwWin
“what segment had the most revenue”

© Financial Sample

what segment had the most revenuel 2 Fo

Show segment sorted by total profit descending

Govemnment
Small Business.
Channel Partners

Midmarket

Enterprise I

$(2m)

“
v
5]
=

$4M $&M $3M $10M $12M

Source: Financial Sample
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1] Office 365

o

15) 139n Pin X o TWuaninafinauuasanan
16) \Fonnauduuauuasaifinvse i

Pin to Dashboard

Select an existing dashboand of créate a new ond,

Profit
¥ SEGMEN Where would you like to pin to?
® Evisting dashboard
Govern. |
. Mew dashboard
Chareel . Financial Samplexdsx hd

5 S10M

Pin Cancel

©

wondu luguasuasanan

17) doniudounau

FoyaiNLGu
o 15usiu g Power Bl Desktop
o 1Bugulzau Power Bl Mobile
o Data sources &wsu Power Bl
. shotvuaunastosalsos Power Bl

vneun

Tuunil fldnulsisousdunowdusulunsTdnu Power Bl Pro deogTu
wwuAs 9 Office 365 E5 dvarliusmsnisiiessvidoyauazuaniua iotn
Humpuazuiu Tuundaly drdesnstiesriudoyaiidday liTinniu desio
tudin udlo wiednaonlay lsildsuauane Widnuaunsalgmsimuadedrdnns
Tt dewson T TunnunsTgnu Office 365 E5 16t TawsTouanunsaladam
Information Right Management Tu Office 365 ProPlus w3e Office Online o
Uniloaonanssingg sandaenansiuuuindudiua lddnse
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https://powerbi.microsoft.com/en-us/learning/

1] Office 365

aa 2
AN99AEIANNUADRAY
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1] Office 365

Chapter 16 nsaihsadudomIuLaztonasany Rights Management
Services

Tunseiifigosnstlosdudoya lonans niodwaniaddey d Twgnia desio
tudin udlo wiednaonlaylildsuauann flgnuaunsaldnmsiruadedrdnnis
T Tasdinsie ldvigauaszuu Office 365 TwitlaTau Rights Management
Services 1&uriau axumalulad Information Right Management (IRM) Tu
Office 365 1iu azvinnusmru Azure Right Management Services (RMS)

i ldnuanunsaldou Information Right Management Tu Office 365
ProPlus e Office Online TasfisauasTu Office 365 uwu Enterprise E3 uaz E5

winiiu
36 laAsnAumsidhawadudaya (Encryption) uu Office 365 aunsng L6
Encryption in Office 365

.. ey

MRy
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https://www.youtube.com/watch?v=KmfxCd5ublI
https://www.youtube.com/watch?v=KmfxCd5ublI

1] Office 365

Punouns e RMS fdsssio lUil

sl wanuazfinsia RMS Sharing Application

RMS Sharing Application for Windows a:2hs T IgulAutenansuas
sUnwiiddey liTwuaralag anunsadhasld iianiunsdssiadndiuanse
dnaan ludsaunsniduy Aanu

msemitlnaauasiinsia RMS Sharing Application vinlgisiasio lud

1. 'lufidiulessi Microsoft Rights Management
(http://go.microsoft.com/fwlink/?Linkld=303970) smillnaaudifinsia wa
RMS app for Windows

2. Tumithsing Setup Microsoft RMS Trinan Next audinsisiasaauysal dmsunns
s luimsoswoy Idfudoaudu .NET Framework nasaiu 4.0 duly

3. \ofnsuagaanysal T Restart iioidunsvinnuvsansaslmisnass

mauniles IWduuaunsainnmn
oy Toudosmsunileswa uasin gl o Tugunsalwan Tndazgn
ihsiaviud e Igmuin nalugsinamesinsegunsaldu nstlesriudazfiamuly

o

she 35nstlesriu IndTuaunsal anunsavin lesail

1. meTulwawwesiifiionasiicosnsidnsa Tdan Indfisiosnns udredna 18an
Protect with RMS anniiu T#idon Protect in-place shatinaitu

Open

Edit

New

Pt Comy Protection.

. pany-defined -
i B Protect in-place =
B Protect with RS ! ﬂ- h ﬂ Custom Permissions...
[ Scan with System Center Endpoint Protection... Share Protected.. -
7 J& Remove Protection
Open with... [ Track Usage..

Help
Restore previous versions
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1] Office 365

2. @onmuwan lunmsTsunileslwa
J sethatu 1dan Policy Template s:udunsiidosnis uazszuaulussdnsves
i Tk 1eiu ussvvesy Iguds “Contoso, Ltd" i lsnuanunsarwus Contoso,
Ltd — Confidential View Only & winifunsigiuasiusnuugunsaiindosil
i Iuazwu Company-defined Protection Tunisemitluanmuiwanasnin
finsia Hiiiesaswosr Idnureu dwsuTuadssio U asusnguloveiignrruaunann
ulyunuwosasdnsunu wu Contoso, Ltd — Confidential View Only i Toknu
fnunans o Inames dimuaiiogans Tulwawmesiiuaz ldsunstiossuviui us
winase aduinTiTulnawmesiiu azsosrimuaans Tnilirunawmesiiae IwaTn
iudnass
J \#on Custom Permissions Tunseliimumaniiosdnamson 3T galinse
muaNNsoIns Jlgnuanusairuadndanusosns idies nasnniu Tiean

Apply

3. W& lasunstosiu asddnuwalssianw

Contacts.vnp.pfile
Rights Protected Document

mstlasriu lWauwsiinudiua

o Tonudasnmstlosdu Iwaig Ignunwsiinudiua ssuuazashe ndTndann
Iwdiaudauulnai ldsunstiosriu wu fudulna pdf wesinsTsiu RMS az
wWasuuwana didu ppdf deazldsunmstiosdu uazenuansiidrves Inasy 1w
Towdigjsuaranunsnonulsiissasnadion ianunsaudly le TaoduuvansTdau
gasio [UH
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1] Office 365

Anstloerdu IWaiuns Tgeu Microsoft Outlook
1. atedwalndlaonmsuuung ludufiu Message 1don RMS udhnan Share
Protected wasanniiu Tiidon Share Protected

mj Message | Insert  Options Format Text  Review

i P .
% . -l A o i ] Attach File F\
52 =L i= . | iE iE - >
Paste = | B L U [iZ = [ EE e E Attach tem Share
-V  woA- === al, N |2 Signature - Protected -
Clipboard Basic Text Include

a‘ Share Protected
[ Track Usage

2. sxyAnsiiy [Budosmsuazidon Send Now

frf T ldidiududd waneingslifinnsfnsa RMS Sharing Application asnsTu
ERY

matlosrdu IWdsedsoun g Tonuuwsinusiua
Tumstosrulnglaonnu Outlook TasTs955u 1w

e a7 File Explorer: anynsa Tganu ldya lwa

o annwniieng File Explorer T¥aanuan uddon Protect with RMS anniiu Tindn
Share Protected

Documents library
Public Daouments

Arrange by: Folder =

a - . B Protectin-place ¥

Share Protected..
& Scan with Systern Center Endpoint Protection.. A [
[# Track Usage..
Opan with.,
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1] Office 365

o AnuaUnaRzu Office: nsTakauley RMS Sharing Application TaaTaknusiu

Office Add-in dsazifiu Ribbon #ide RMS vunauiywad
uau Office Tuusiazwansousf Timan Share Protected ushaan

Send
_> Home Insert  Page Layout  References Malings Review  View
[ 4 common -0 K0 A B EEE EE NS R
Pt ™ B g-dexx A-R-A-EEEE = &2 | o
= Protectad -
Cipboard & Font Paragraph

'\‘gmnmmd‘ ‘

[£ Track Usage

wn ldwu RMS Sharing Application uaasin gshifinnsfinsianaTuasosnas

U

i lu Tidnsioguassuy

LV RCY)

Tussdnsvasvinu

=]

H <

B vessace  INSERT  OPTIONS  FORMATTEXT  REVIEW

&+ ¥ have securely shared file(s) with you - Message (HTML)

0 The following recipient is outside your organization: joe@contoso.com
From = }banks@fabnkam.com

b

Send

To.. joefcontoso.conm;

Ce...
Subject:

Attached:

| have securely shared file(s) wath you

& Proposaldoc: 251 KB | Proposaldocppdf (S65 KB}

The sender has protected the attachments with Microsoft RMS. You must sign in to open them

T E - A0 X

meet and discuss this further.

Thanks,
John

E joe@contoso.com

Joe - Here's the sales proposal that we discussed. Please let me know when it's converient to
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1] Office 365

ASRTIFDUNANFTDNEANDNATT

wasanniie I8 ldtlesduenansudq las 18 RMS Sharing Application
i Ignuanunsnfinenunisidhfaienas 6 las 19’ Document tracking site Toawil
wuvngsiasio Wil

o TFununoUwaiadu Office 1w Word, Excel uaz PowerPoint Tuufiu Home Tu
nau RMS Twaan Share Protected usnan Track Usage

Insert  Page Layout  References

=

Mailings Review  View
E & Calibri (Body)

Paste_‘é

-

1"

A A

Font

Clipboard 1 |

Aa~

%

B 7 U -~abe x, XX [i-%-A-

|

— -

e

— -

a—
i

AR A |

&

t=.

=

Paragraph

2l

£ Share Protected

B4

Track Usage

o Taunu Outlook Taumdnuiiu Home Tunan RMS anniiu Timdn Track Usage
EJ Home | Send / Receive  Folder View  Groups  Conferencing

i K}
@ P}e lgnore x o ] — E \_.-i m Meeting LEJ Windows Intun,.. a
= O Up - = - QT{: Manager -
New New | CeNUP - oo Reply Reply Forward SiTeamEmal o || Tk
E-mail  Items - | [ Junk - Al 2y More - |57 1FAm Emal "1 | | usage
New Delete Respond Quick Steps P RMS

o T&unu File Explorer Tiaanwnn udidon Protect with RMS anntiu aan
Track Usage
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1] Office 365

Documents library

Project Files Arrange by: Folder -
Mame
pi Proposalpdf

Open with Adobe Reader Xl

Open

Print

Protect with RIMS

) ) ) [¥ Track Usage..
Ed Scan with System Center Endpoint Protection..

. Protect -"I—PIEICE *
Open with..
£, Share Protected..

o TBruruSuiwsiiwes lew lUii Document Tracking Site Tagiusiisosiisoesy i

slasio Il

o Internet Explorer 10 gl

o Internet Explorer 9 with at least MS12-037: Cumulative Security
Update for Internet Explorer: June 12, 2012

o  Mozilla Firefox 12 dulu

o  Apple Safari 5 dulu

o  Google Chrome 18 dulu
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1] Office 365

8 Microsoft Rights Management

Protect and share on your terms

Use the RMS sharing application to control who accesses your shared
documents and when. The choice to continue sharing is up to you.

Sign in to track your documents.

maguaz 9w Wi ldsunstiosdu

\afimsfimsia RMS Sharing Application e Twadowudh wnniulssu
mstlesiu Wiguiseranaasnss Tusunsuantaduiug g lwdonabulndiuunio
TngTulnamesals Taoduuivnesio Uil

o lwdiuwana .pfile
Dumstlosdundivudnd WodTdnudla lwa azusingwiinsing Protected file an
wouwatazu deTusUazuanidnsd Co-Owner Tipan Open windasnsita e
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1] Office 365

protected file
diagram dwg.pfile

Jenny.H@sales.contoso.com has shared this file with you. You are expected
to honor these permissions:

- o 3——3 -
YOur pEMIsSIons: Lo-Owner

Your application that opens .dwg files is not able to automatically manage
these rights. Look here for an updated version of your application or other
applications capable of automating protection.

Use of this document is audited by the sender/their organization.

Privacy  Help

o wdiiuwana .ppdf aztlesriulnagUszinan pdf naadoanunsosuniw 1w
ptxt, .pjpg Wusin

wadUszanil dldnuantauuu Read-Only (8 uagnadsn) lewindu Tas TdTusunsy
Viewer fifinsiasnnsonsiu RMS Sharing Application wazaz lianansatiudinnsinge
wasude Tudle

o ndiTdunanadu

Tosunsiudh aUsaandug 7 idsunstlosdu Wefinswenonuida aiuduun as
Unnguaviiuaasin lwgit ldsunnstioesu wu Restricted Access Taouansin
Permission is currently restricted uazazuansdnsvasnniidsiolonansavuil s
AN

User Manual

280



1] Office 365

o Restricted Access Permission is currently restricted. Only speafied users can access this content. View Permission... x

msundnnstiosriu na

msunldnnstlesiu a aansavin Idnasanaiuiiu RMS Sharing
Application 1nsaanii Remove Protection ann File Explorer ufndnani e
\don Protect with RMS uaznan Protect in-place anniiu aAdn Remove
Protection

Documents library
Public Documents Arrange by: Folder -

MName

[w] Proposal.docx

Open
Edit
PI‘DtEEt-th A ) . ' fEEsier o | Company-defined Protection...
[ scan with System Center Endpoint Protection... & Share Protected.. B8 Custom Permissions..
R (4 Track Usage.. H Remove Protection
Restore previous versions [}

Help

vnaun
Tuunil §TgnulfiseussosnnisTgnu RMS visannsmauazionans danns
TuilinesisowdaIauasuuita [Buflinesiidonou Tuvnda luauums

1Jﬂﬂaaﬂ’aga%ﬁ"lmaaanuanam’hsﬁw Data Loss Prevention (DLP)
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Chapter 17 ansilasrudioyasa lnasae Data Loss Prevention (DLP)

wio du luenun lounovasussuuaznasgusduanulaonsdsy Tuusiazosdnsg
Fuudesnilostoyavasnuios uamnanidusansinounsdoyanis lusangdnnouen
WU FoRANWNAUMTRUAIUUAAA 98NP BHNLIATURSIATAN KoL DUNS
Uszvnau fldnuuazasdnsasldsumnudasiurunsunilasdayaniuimalulad
Data Loss Prevention (DLP) nsuanawanad DLP sio Iuazuanina ludnwaus
Policy Tips fefifomnuusasionTiygnunsu

usns Data Loss Prevention uusmasitauiidianiz lu Office 365 uwu
Enterprise E3 uaz E5 winiu Taugguaszuvasdoudaldinuilinosilidonon fTdam
Feazsu Tsmuley

shotnans 19 Data Loss Prevention fiu Exchange Online

windoyaludima wu dornuniaonansuuy Juui Tinazlidulumuuloune
wioINmsgIUivNsdnsriwua 1Y msududiou Policy tip azuansdulassnlusis

frathatu :ngU dnmsldvinuavtinsiasinas ludamudiua Policy tips
uansnsudadoulAmndudoyaiviui madTdnudusuindoyail kifin Twadn
Report woudsiiiguaszuunsu
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FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

cabi o [11 -] & & 2o e [2E & )

ab - g= 5= Address Check Attach
- ~ Format Painter B I U | ¥ L == Book Mames File
Clipboard ] Basic Text ] Mames

Policy Tip: This message may contain sensitive information. All recipients must be authorized to receive this ir

Ll - — ization: dan@contoso.com X

This message may centain sensitive content:
» Credit Card Number

You can report that this message doesn't
contain sensitive content.

onmicrosoft.com

Repert

Learn more about your organization’s policy.

Subject Travel Booking

HiDan,
Please find my credit card details for the flight booking
VISA:4111111111111111

Sara Davis

Wi ATUIDAANSUUL ARsuaswaludneausdisndu nuaslo lasiiionansi
AsIeNNU lguny DLP

=EH® 0t i+
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

ey Y - ] -
o Cut Calibri (Boc ~ A b |6 éE :’}‘@ b ?
E@ Co =
Paste " o . B I U 3. A- === &= Address Check  Attach Attach Signature
- Farmat Painter - Book MNames File ltem= -
Clipboard n Basic Text <] Names Include

Paolicy Tip: This message may contain sensitive information. Your organization won't allow this message to be sent.
dan@contoso.com X is not authorized to receive this mail.
To send this message, you must override your organization's policy.

© The following recipient is outside your organization: dan@contoso.com <

From = sarad @ contossoplay.onmicrosoft.com

| dan@contoso.com

Subject |Trave| Booking

Attached

nstructions.dock (13 KB]

Hi Dan,

Please find my credit card details for the flight booking

Sara Davis
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ey Toudsdoyasan i szuu DLP azmsiadeudoyalazasdimanaunauin
Swaavuil lehunsanageududou v

To Incident management

0 This message has extra line breaks.

Message A Travel Information (12 KB)

Message Id: < 8dcae419557f4d819d4a19061ea96550@Serverl.contoso.com >
Sender: Katie, katiei@contoso.com

Subject: Travel Information

To: Bonnie@fabrikam.com

Severity: Medium

Override: No

False Positive: No

Data Classification: Credit Card Number, Count: 1, Confidence: 85, Recommended Minimum Confidence: 85
Rule Hit: Financial Data (U.S.): Monitor Data Sent To Outside low count, DLP Policy: 562f40de-f273-4a14-bd65-
ad70aed0f7f8, Action: AuditSeverityLevel, RightsProtectMessage, SenderNotify, GeneratelncidentReport

ID Match: Credit Card Number, Value:

511111111111111,

fhoten1s 1 Data Loss Prevention iu OneDrive for Business 1a:
SharePoint Online

windoyalu OneDrive for Business uaz SharePoint Online nssnnu
wlgune DLP ngasvinuniudilausn luid lasazuanadu Policy tips Tudnwaus
lomaufighuninionans sanw

1) fagindinsudasion lorauuiusouasusingdu
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Office 3 OneDrive

p Onelrive @ Contoso International

Documents

Dacuments

Recent

Chared with i @ Mew T upload ¥ Syne :, Mare w
Fallawed w |:| Hame ibodfed Sharing Modfied By
Site folders Shared with Everyone we June 19, 2014 &% Shared Company Admin
Recycle bin o & |ecokt we About anhour age B Onlyyou [ Compary Admin
#f ODocument ses  January 5 @ Only you Company Admin
5 Gl‘DLIpS Q% Presentation sss Splember 17 B Only you Comparny Adman
Drag files here

2) fhngiundinsudonmsidnds lomauudonazsngdu fan
== Office 365 OneDrive

p OneDnive @ Contoso International

Documents

Documents

Recent

e @new P upoad Lsyne v
Followed v D Name Modified Shanng Modifiad By
Site folders Shared wath Everyone wee June 19,2014 8% Shared Company Admin
Recycle bin e & |8ook1 w3 hours ago 8 Only you Company Admin
gk Document e January S 8 Onlyyou Company Admin
X GIOUpS @*: Presentation ws  September17 @ Only you Company Admin
Drag files here to upload

wWauaas T¥ifuinlenansildia DLP Policy Tindn Open menu.. udidan
View policy tip
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OneDrive

OneDrive @ Contoso International Book1 xlsx X

Documents

We can't show a preview of this item

@ New 2 upload & sync

v D Nome [}

Shared with Everyone
& Bookl
uL

Document

(SR TN

@ Presentation B [ Sheetl =}

P A\ This item conflicts with 2 policy in your organization.

View policy tip

Changg@by you on 9/30/2015 1:26 PM
d with you

ntosointl-my.sharepoint.com/personal/admin_cont &

EDIT € POST

\fio Policy tip Usingdu windosmsiusunsidlndionansil Tiden
Resolve uinantlu Override dsmsaan Override Wunsfududuszuuing Igeu
foansTe Indionansiiase visilssuuas Iiidoumanain vih ludesTionansil o T
ssuvsArfenansiluazionoonanuluunsvesasdnsitrinuua 1Y uanie Tnguassuu
Tsmmuin wnansitbildRaenuulounsvesesdng aunsasoanulugadauasuu e
Taumantu Report
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Policy tip for 'Book1.xlsx'
This item conflicts with a policy in your organization.
Open the item to fix the issues or click Resolve to override the policy or report a
problem,
@ Issues
e [tem contains the following sensitive information: U.S. Social Securnty

Number (SSN)

0 Last scanned: About an hour ago

Resolve policy tip

Override policy

To overnide your organization's policy without addressing the
issues, click Override. Your decision might be reviewed later.

Report an issue

Think this item doesn't conflict with your organization’s policies
Click Report to let your admin know.

Business justification

Explain why you want to override this policy. Your explanation might be subject
to review later.

Enter text here

Cancel

ToyAlNNIAN
 FoyalmuAedoyaticdosldsunnsgiuanulasnsis

User Manual

287


https://technet.microsoft.com/en-us/library/ms.o365.cc.unifieddlprulecontainssensitiveinformation.aspx
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vnaun

Tuunil gl ldnsudsnsTodnu Data Loss Prevention v3a DLP fiuans
TusUuuu Policy Tips fuusnns Exchange Online, SharePoint Online uaz
OneDrive for Business Tasgfauaszuvazdugatraulovnsidun wis TWufusanu
NesguANUaenduvsstoyavesasrdns Tuumdalu Ao Electronic Discovery
w50 eDiscovery [unszuiunsnsadoulazastoyandianusoiing deanunsnle
Dundngulungraneld Tasanunsa s eDiscovery uu Office 365 Tunsdum
iflovn Tunassaavanswes Exchange Online lassfwas SharePoint Online wsavis
ADauviaA o
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Chapter 18 dnnsaioya Tilu lumuulourousdndrs eDiscovery uas
Advanced eDiscovery

Electronic Discovery w3a eDiscovery iunszuiunisansiadounazdstoya
wnedidnunsaiing deanunsa IBilunanguTunguune e TauToanunsa Ty
eDiscovery Tunsdumiilovn Tunaesammunuaas Exchange Online ‘lassiwas
SharePoint Online w3avisanauneA I nomndosmsdumdoya lunassaanany A
anunsnTe In-Place eDiscovery Tu Exchange Admin Center (EAC) lst usivinn
Fosmasdurndoyaienassanmanuuaslosiues SharePoint vislassf TidonTdnu
eDiscovery Center

aaiuusnis eDiscovery asfiwsonTilakauTu Office 365 uwu Enterprise
E3 uaz E5 uwsinnnsiasnslonusssiuas assios[9 Advanced eDiscovery daiiTu
Office 365 uwu Enterprise E5 wintiu laoiguaszuvasdosrinmundns Tiuani
\Asndoudunou i TonuisazToruls

ms18au eDiscovery Tu Office 365 Security & Compliance Center
fdunoussiolud

1) Wit Office Protection
2) man Search & Investigation > eDiscovery
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Home = eDiscovery

' Home .
eDiscovery

After creating an eDiscovery case and choosing who has access to it, use the case to search for email, documents, Sky
can then preserve the content and export the search results for further analysis. Learn more

You can also prepare search results for more detailed analysis in Advanced eDiscovery.
Go to Advanced eDiscovery

r We have a new case management, hold, search, and export experience for yo
B Data management

Looking for your old cases? Go to the eDiscovery Center in SharePoint

+ii /O

/O Search & investigation

Case name Status Last modified ¥ | Modified by

Content search No cases found

Audit log search

eDiscovery

ANSAsaAE K
1) luiinih eDiscovery aan New + szudoina uazuamatianunsaghi s
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MNew Case

Enter a name and description

Give this case a friendly name so you can easily find it again later

*Case Mame

Legal Case

Description

Who should have access to this case?
Choose who will have the ability to view this case.

@ Some people in your organization might have global access to compliance cases. This
means they'll be able to see all cases, including this one. Learn more

+ -

Mame 4 | Email

2) mdn Edit ¢ Fvusvsuwalunsdumlauaan Search

Legal Case
Details
Holds Searches
bSearcheé + » mgo
Members
Mame Searched ¥ | Searched by Query

Mo searches found
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3) MruAdouAzszUNADNRARNILTIFIDINITAUN
*Name

|Source]

Where do you want us to look?
O Search all mailboxes
® Choose specific mailboxes to search

+ -
Name

& | Address

AV kusiidasns
R,

+ -

4) aan Next uaziwun Keyword fisiasinns nservuaiioululaondn Add
condition nasaniiu Tmdn Search

New search

‘What do you want us to look for?

You can enter a few keywords or leave this blank to search for all content. Learn more

Conditions

You can also add conditions to narrow your results.

+ Add condition

Back || Search || Cancel
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5) fsasnnsiauduinean P iWaBumsAun lassuuazAunuasnanina i 1oy Tw
Aanii Preview search results n3ossosnsvinifussanu Twadn Start Export

Searches
+t/7aT7>rme
Name Searched w | Searched by Query

Source 5/1/2016 95.. Nat Phibul {.. Source

Results

Last run on: 5/1/2016 9:51 PM Update search results
5616 items, 2.93 GB

60 mailboxes

All sites

0 public folders

Preview search results

Export results to a computer
Start export

Analyze results with Advanced eDiscovery

1 selected of 1 total

ms 19 Advanced eDiscovery

Tuvhdenountiil ldesuuanmanifves eDiscovery Tu Office 365 ufa
dwisuilirosiiviaunduTndi wusnsiannzTu Office 365 E5 thumaulangdainu
UaanssTwmnndedulusnde Advanced eDiscovery dsasvinTielTamuin Tadoya
294 Office 365 unndu Tavazwhsiieszidoyaiiss liifulasiashe (Unstructured
data) fiesimeTu Office 365 wsonviiahu TanusndadulaiAssudoyaiiosTu
eDiscovery ldosnefivszandnmunndu o Idnuansairdoyaidaifuuu
Exchange Online, SharePoint Online, OneDrive for Business was Skype for
Business uias:d Iasanansaldonnay nassaavianuiidosnis waslas lsse

ANsIsuNdonaINoRUNNARWSwg Office 365 Advanced
eDiscovery fieiunausasio lUil

1%
Q/

PUNOUN 1 w3uNNadNsA MU Advanced eDiscovery
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1) ‘lufi Office 365 Admin Center uf2150n Admin > Security & Compliance
1o lugantih Office 365 Compliance Center ud?lwidonassInotnanils

4 ADMIN

Exchange

Skype for Business
SharePoint

CRM

Yammner

Security & Compliance

Azure AD
Intune
. man Search & Investigation > Content Search @ nsuidanduvndoyail
faan1simszv lu Advanced eDiscovery
. man Search & Investigation > eDiscovery @ wsunseifisiosnsiedsunadng
pan Search Tunsidennsdumiicosns

2) Tumiihwazdua T Analyze results with Advanced eDiscovery Twnan
Prepare results for analysis
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Content search

Home

Search your organization for content in email, documents, Skype for Business conversations, and more. You can then preview and export the search results. Learn more

Permissions + /7T rm2
Name Searched  w | Searched by Query
Allinformation 5/1/201610...  Nat Phibul . -
iz A All information
. ) Results
Data management ’ Last run on: 5/1/2016 10:04 PM Update search results
5,616 items, 2.93 GB
60 mailboxes
Al sit

/O Search & investigation All public felders

Preview search results

Content search Export results to a computer

Start export

Audit log search
Analyze results with Advanced eDiscovery
Prepare results for analysis

eDiscove

3) Tuntihsine Prepare results for analysis Tiinsuudonasing wu index nso
wnasnnAnastunagun SharePoint iWusiu
4) man Prepare

v
Q/

afunouii 2 guadnsvosanmuzvastoyariasun

1) eanfiimatiashe uaz1s Analyze results with Advanced eDiscovery Twaan
Check preparation status

2) Tu Preparation status a:uanitoyaiiddey 1wu Suudoyaienun vuia
anuJaqun Wusin
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Compliance Search 1

Results

Last run on: 2/8/2016 10:12 PM Update search results
24 items, 1.64 MB

7 mailboxes

0 sites

0 public folders

Preview search results

Analyze results with Equivio Analytics
Check preparation status
Prepare results again

adumoun 3 Mnwaswsmsdum lUsuaawes Advanced eDiscovery

1) man eDiscovery uazndn Go to Advanced eDiscovery

2) Tunmihwoumawos Advanced eDiscovery Tiidoninaiisioanisiin nasanniiu T
Aan Go to case

3) Tuwniin Process T&f Container T¥idondsiiiAuaosTudunoudi 2

4) man Process LA NAoNNASNSIAN LA

vneun

Tuwnil WTseulsusudensTednu eDiscovery uaz Advanced eDiscovery
deflunszuiunmsaadeunarasdayanedidnnsaiing anunsa [iHundngiung
navan Ie uazthuemageumMugndsswasdoya WiTulusuulounsvesesdns 6
Tuundalu §TgnuazldisousinsnsuisnnsTaem Advanced Threat Protection
(ATP) Faluusnis Add-on waq Exchange Online Protection fhunahotloerin
Auanauiidunnduludaqu
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Chapter 19 Advanced Threat Protection

Exchange Online Protection (EOP) \luvuanmstlosruaudnuazilosriudaws
FuDuaunilswoswdns Office 365 oy TunnunsTdnu Office 365 nnuwu via
Wi, Business (Business, Business Essentials, Business Premium) uaziiiis
Enterprise (E1, E3, E5) fifiusn1s8ima nioununs Inuiigndansnsahuinis

o

woAseN 1st Teoanunsauu lesieil

Wios” ATP standalone ATP in Exchange Online
Safe Links et et
Safe Attachments et et

ANuasaweas EOP aunaiiuisanasionisdnuluasdhs usonals
WsanasioaNuiasnstlasriusioanau wu Spear Phishing Attack (mslangiuuy
T T Isnueanasdiitfiusunss) nianistlesriu Zero-day protection
(Toyawiuifiniaas Zero-day snwdnidin léii Zero-day (computing)) annsfausii
fnundulenansiiuuumnAusiua duin lulasvenviiedaTwdvsnsiasuiionsdanis
Auhsawaziansnuile laslanedueiled 1s3n difide Advanced Threat
Protection (ATP) Fafluusnis Add-on a4 Exchange Online Protection g
inhetlasdudsanmuiifienunannnansanadu Tasasfi TiusnsiannzTu Office
365 uwu Enterprise E5 wintiu usidhey T Office 365 filduwuduy dosmslanu
ATP Aanansadiasioshunuinmingvad lulaswenviilodousnsida Ief
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va a

ALENURNFEHoY 3 Uszn1sAa

o HlasAuhsauazniausiiligadn
J Yosrudoanmunnessfifinsnan URL i kidasasy
J aNsndnvinTsnulaznsRdoufuswas URL 16

anunsnwNif lolAundu Advanced Threat Protection 16 Stay Secure
with Advanced Threat protection in Office 365

Advanced Threat Protection (ATP) iillaasd ey 2 Usznsdo Safe
Links uas Safe Attachments Safidounnsinedusiasio 1l

1. Safe Links Jufliaeswas EOP ilonstlosdu i T ldnueandsriiosTusiua Tugs
Fulwsiiusunse lasazamassudonnuludsdidstio lud
e FamnuTusuuuu HTML: Safe Links azmsaaounnasr lnunsagouan HREF
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o domuTusuuuy Plain Text: Safe Links azlgmsdunauvnenssnesingg Tu
AMsaTRdaunNg Fomnuiinsila URL undudiua

Safe Links as3nvinsnoanuliionsiadovasiiidusunsie s landii g EOP

U

a1dn9n LLﬂqu,‘ZJ\lﬁa BINTINE

2. Safe Attachments [HuiliaosTu EOP fitlosriu lWa#i liszuszian lasshunsiaaoy
ANNAdoU wauiang nsIadaunasHLUT kidaoesdy Aouil lusunsutlosrdi
hhsaazisuvineu W& ldsunisasiaaou wu tonans Office, PDF, EXE, Flash files
Wusiu

ATP anansatlesriuduanauiiinanndaanasine lsisail
) As5UAYS A (Email Delivery) winfinns lguluuny Safe Attachment #iu
Hsusima nnmsassinfidaduazgnuion as ldfimsunulonans lUAuSiwa auninasd
AseTR@aUAnL lwune Safe Attachment 18ufow AsasIadoULNANTaL b
wiflouduTuusiazuloue vinTksaaenaisusuonafimnuardh laowaas 5-30 wni
dvsuusiazdwaninmaida Tgnunluue Safe Attachment
e nsiSunariu (Web browsing) vniinnsaanasd lUgaiu lusinsazou e
P liidusunso wluune Safe Links azduunat lu TussninensidlaminFuma
Uanuvna dhasriiugnasiaaeu ldndususss asusingmisnaudadoudu uaminn
gosnmsitaiulwsiin azsfosndn Enable 1donouisaztle lwsfiin e

vanume: fauasuuasdoulaldnuiliaas Advanced Threat Protection
Burou Teazldauls
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1. shatenns I Safe Links
1) whgszuu Outlook.com udastomu v

Write a new message (N)

L3 ()| 2 nttps

OUt'OOk_COIﬂ “})New Reply |[v Delete Archive Junk|v Sweep Move towv

2) TszuiioySwa (Email Address) wiaTaads “Malicious Link” vnedima lasTunwil
antlunsaslugs karenb uaz amya

To Cc Bcc

karenb@ s e S | onmicrosoft.c... X

amya@ e it onmicrosoft.co.. X

3) Ruviigalsos (Subject) wasdwansoushodonnuiistosns lasTuilomnu T
Hyperlink #iidon 1§91 0u URL Aflusunsode www.spamlink.contoso.com
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You have to check out this link!
B :Aa;faﬁ-lzzss::u;-gg%r@@b

| dare you to click on !

4) man Send iodsdinasan

QOutlook.com =t Send ‘EI\ Insert » Save draft Options v
. - You have to check out this link! Oraf saved at 547 PM
To Cc Bec BIQA&#VELEEEE%*?EEEH@

karenb@pad et onmicrosoftc.. X
e | dare you to click on this link!

amya@peifematiet.onmicrosoft.co... X

5) mﬂﬁ’\’aqmsmszaaauﬁmaﬁgﬂaqm ‘[ﬁaaamtma’nmuﬁqn’azﬂ'ﬂﬂg URL ﬁgﬂ
wWasuuaslules Exchange ATP sanw

1y & v You have to check out this link! - Message (HTML)

Q Tell me what you want to do...

% x (2 Reply ] & p“m Y8 Move to: ? h7 =T @ %{j & Convert To
@_ Reply All [ cRM Fields |3 To Manager v _@ ‘ n&ﬂ Add Connection
&~ Delete Fm~ Track 11 : | Move Track Set
£ Forward i il 51 | &2 v BE v Regarding ~ View in CRM
https://na01.safelinks.protection.outlook. 9
Delete Respond  f§com/?url=http://www.spamlink.contoso.  [f€PS 2 Move CRM

com&data=01|01|karenb@cie85withe5uat3.
onmicrosoft. Karen Berg; Amy Alberts ~
You have to ché com|44b84581¢1bc459¢74e808d30287a03a|0

6eaa211064642048eb4d0ab9064f4a1|0&sdat
Retention Policy Junk Email (30 g a=80a413haywoasjIn3uxtmejdcp+t2twrky+ Expires Never
degndixu=

Click or tap to follow link.

| dare you to click on thii link!
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6) \fomanfiaeriin wsiiwasanlladu wiouuassmiinsiwuas Safe Links Tunsudan
AT AU

] Office 365

A This website has been classified as malicious.

www.spamlink.contoso.com

‘We recommend that you close this web page and not continue to this welbssite. Learn more about Malware

X Clos&lthis page.

& 2015 Microsoft |  legal | Privacy | Feedback

2. fhotems g Safe Attachments
1) 1Wa Microsoft Outlook

Best match

Outlook 2016
Desktopapp [y

Apps
Diagnostics
Configuration Wizard
Web
outlook.com
outlook
outlook email login

outlook iniciar sesion

© v v v @

outlook 365
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2) atedwalval wionenansuuulan: lasadnwnn 7 invoice.zip uu Desktop udh
\don Send to > Mail recipient

Recycle Bin

Open

Protect with RMS
Extract All...

Pin to Start

Open with...

Share with

Restore previous versions

Send to > g Compressed (zipped) folder
B Desktop (create shortcut)
[£] Documents

45 Fax recipient

Cut
Copy

Create shortcut
Delete

*| Mail recipient

o Floppy Disk Drive (A:)
Rename

Properties

3) WnWdaKsu uaman Send

Emailing: invoice - h (Plain Text)

Insert Options Format Text Review @ Tell me what you want to do...

o I:Iim_ = FlEE |E_SE é{'@ [UJ U Q & @ P> Follow Up - .’

! High Importance

Paste B I U 3. A = = = &= 5= Address Check  Attach Attach Signature Share Assign Office
- ¥ Format Painter Book MNames File~ [tem~ - Protected = Policy - ¥ Lowlmportance | g ins
Clipboard ] Basic Text Names Include RMS Tags n | Add-ins Pl
To... Amy Alberts
Ce..
Send d
! Subject Emailing: inveice
Attached invaicezip .
6 KB

Your message is ready to be sent with the following file or link attachments:

invoice

Mote: To protect against computer viruses, e-mail programs may prevent sending or receiving certain types of file attachments. Check your e-mail security
settings to determine how attachments are handled.
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4) lssnassannunsuassuniume Microsoft Outlook e Outlook Online uaz
anuluungwas Safe Attachment Aassniflunsunuiidiwansonudonionansuuudi
aanuiiiamns naaniufdsdmail lugsiguaszuy TesulvusiazgnIseulu
navsaRMNNENAnaaIn s Tuasdng

—
a Karen Berg Amy Alberts i 2:23 PM
7 Emailing: invoice .

=5 Malware Alert Text.ba .
\=I 387 bytes

Your message is ready to be sent with the following file or link attachments:

invoice

Mote: To protect against computer viruses, e-mail programs may prevent sending or receiving certain types of file attachments. Check your e-mail security
settings to determine how attachments are handled.

naun

Tuunil ifTdnuaslgnswasnsTaam Advanced Threat Protection wse
ATP flesiigutlesriuduanmiui 3igan 16 devstlosiuldunnnin Exchange
Online Protection (EOP) #ifiTwasudn WauaszuudndudosdnuiAsduilinesil
warhoansiunuTunstlossuduanmuiinonoudanaaTussdns Tuundall az

'
o al

naMfsurasToyaufuiddny o uaansa@nuinisa e

o
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Chapter 20 uniastioyalANIG

wnasdoyainfinfiddrfigouanusadnsiugiu le Gdssio lUdl

1. Office Products Page

2. Office Facebook

3. Office 365 Update Series: YouTube Playlist
4. Office 365 Roadmap

5. aAugnsisoug Office 365

6. Office Training

7. Office 2016 Quick Guide

8. Office 2016 Training

9. Office 2016 Training Video

10. Official Microsoft Blog

11.  Office Blogs

12. Power Bl Blog

13.  OneDrive Blog

14. Office Updates Blog

15.  Mobile Productivity Infographic
16. Delve Analytics Infographic

17.  Microsoft Office 365 Call Center
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https://products.office.com/th-th
https://www.facebook.com/Officeth
https://www.youtube.com/playlist?list=PLXPr7gfUMmKwn422HmCx7b7D5qh9T6frb
http://fasttrack.microsoft.com/roadmap
https://support.office.com/th-TH/article/%E0%B8%A8%E0%B8%B9%E0%B8%99%E0%B8%A2%E0%B9%8C%E0%B8%81%E0%B8%B2%E0%B8%A3%E0%B9%80%E0%B8%A3%E0%B8%B5%E0%B8%A2%E0%B8%99%E0%B8%A3%E0%B8%B9%E0%B9%89-Office-365-396b8d9e-e118-42d0-8a0d-87d1f2f055fb
https://support.office.com/th-th/
http://download.microsoft.com/download/E/5/5/E55C9133-DD8B-4532-9B49-BCD4AECAADB1/Office2016_GuideBook_TH_201509.pdf
https://support.office.com/th-th/article/Office-2016-training-8e50dbf2-8993-44d0-9e29-076b60fe93e6
https://www.youtube.com/playlist?list=PLHJYxRaIqrLSV-LYaCXRKix0P5O25bJ89
http://blogs.microsoft.com/
http://blogs.office.com/
https://powerbi.microsoft.com/blog/
https://blog.onedrive.com/
http://blogs.technet.com/b/office_sustained_engineering/
http://download.microsoft.com/download/0/5/0/050F9D8D-0968-4B83-90DB-2A0663FD23FD/Office365_Infographic_MobileProductivity_TH_20151130.pdf
http://download.microsoft.com/download/0/F/2/0F230C00-EF57-4FA7-8373-327DCD2CB8F6/Office365_Infographic_DelveAnalytics_TH_201603.pdf
http://download.microsoft.com/download/0/5/0/050F9D8D-0968-4B83-90DB-2A0663FD23FD/Office_365_Call_Center.pdf

B® Microsoft

@ Call Center: 02-263-6888 @ https://products.office.com/th-th/ ﬂ https://www.facebook.com/Officeth
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