OFFICE 365
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KNOW FOR 2019
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OFF'CE 365 has a Teams Team

you might work on. Can collaborate wi
C LO U D 2 setfings are enabled. Used for meetings with everyone!

OneDrive

» Personal storage location for working on documents
BEFORE you are ready to share them with other people.
Need to create a new Word or Excel file, go to your
OneDrive location and create it, now it will ALWAYS be
protected.




WHY USE
CLOUD

that was ins

» Intelligence built in to most apps and servi
which drivesvalue from connecting these bits

and pieces togetherto see informationin ways
not possible before.

» New features constantly being rolled out along
withimprovements to the user experience.



CAPABILIT
OFFICE 365

create a workflow
tasks.

» Azure, AD, logic apps, chatbots, knowledge
bases

» Invoicing, Bookings, and the Graph, Al for
Office 365



OFFICE WORKE
JOURNEY
ECLO

TOT

OneDrivelocations,
system whichis the gateway to trusti
cloud services.

» Users who understand the importance of
OneDrivewillbe able to easily understand
other cloud services, concepts, and when to
use them.



ONEDRIVE

What is Microsoft OneDrive?

Description of Microsoft OneDrive and what it offers
How can OneDrive work for you?

Benefits of using OneDrive vs DropBox

Quick walk through of how OneDrive works
Where can you find additional resources?
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ONE
BASICS

>

ability to recoverfiles on

» Version History, restore a document up to 500
times from the originall

» Easily find your files withSearch, Recent Files, &
Shared Files



OneDrive for Businesshas 2 parts, the personal storage space and the SharePoint Sync folders.
Both show up on your Windows laptop in the File Explorer tree.

1 Desktop
@ OneDrive - PAXS

B PAXS

. Pax8 University - Knowledge Management
. Pro Services - Important Documents
% Jason Lasby
This PC
= Libraries
¥ Network
Control Panel

la/ Recycle Bin
- Meetup SharePoint Document Libraries

ONEDRIVE FOR BUSINESS



any dev

» Downloadfileson demand, free up sp
whenyou are done

» Easily share your files with others internally.



https://support.office.com/en-us/onedrive

SUPPORT




TEAMS

What is Microsoft Teams?

Description of Microsoft Teams and what it offers
How can Teams work for you?

Benefits of using Teams vs Skype vs Slack

Quick walk through of how Teams works
Where can you find additional resources?
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our organization.

» Teams has dedicatedFiles and Meetings
buttons for easy access to your calendar and
files.

» Host meetings withup to 5000 participants
» Record meetings easy playback and review.



HOW CAN | US
TEAMS

» Teamslet’syou sc
anyone inside your organization an
right settings enabled, guests or people you
work with outside your company can join
meetings and work together.

» Teams makes it easy to share files, have
conversations that bring out the richness of
working collaboratively in the cloud.



WHEN SHOULD
USE TEAMS

quickly an
screensharing session to

» Record training sessions or meetingswith 3 or
more people.

» Teams should be used for most of your day to
day communications, email should be for
sharing basic announcements or simple
updates that do not require aresponse.



» Teams captures everything,
video calls, chats, and files so it is easy to keep
all the important information togetherwithout

having to jump around to lots of other
applications



https://support.office.com/en-us/teams

SUPPORT




SHAREPOINT

What is Microsoft SharePoint?

Description of SharePoint and what it offers
How can SharePoint work for you?

Benefits of using SharePoint
Quick walk through of how SharePoint works
Where can you find additional resources?
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SHAREPOINT

» A place tostore conten
day fo day work.

» Lots of great fools and capabilities you can use
whenyou are ready.

» Automation, using Flow and SharePoint you
setup workflowsto route documents for review
or approval.




US | N G users can
» Convertforms that are trapped in Word a
S H AR E PO l NT PDF files into rich SharePoint Lists that make
collecting data from users super easy!

» Create spaces for people to work, share files,
and collaborate in real time with co-authoring
of filesin the browser and in Teams!



WHAT TO
AWAY

» Sync and Downloa
space whenyou are done, get it and go!

» Easily share your files with others internally.

» SharePointis more than just a folderto store
some filesin the cloud and it requires someone
to maintainit.



SUPPORT

everythingin SharePoint.

>




BRINGING [T paxa
ALL TOGETHER

To prove how easy it is to get going with OneDrive here is a quick 60 second step by
step guide to getting started.

Good luck!




ONEDRIVE o

» Right click on the OneDrive folderand Vie

DESKTOP |  Online

» Now you should see the file you just created
from your desktop.




www.office.com

\|
O N ED Rlv E » Add textto the document

O N |_| N E » Clickthe Name of the File at the top center of
the window, rename it

» Close the file and go back to OneDrive, auto
save is enabled for files.


http://www.office.com/

FROM A MOBILE | - Sobagan
DEVICE |

» Check your desktop OneDrivelocationto
verify you see the file

» Right click on the File and View in Browser to
see the file is now everywhere.



WHAT TO TA
AWAY

» Training, on going learning, and goo
fashioned hands on experimentation with
concepts willhelp you achieve the freedom
the cloud promises to all users.

» These toolsshould enhance your capabilities
and compliment yourworkflow in your day to
day challenges.



THANK YO

project, please con
book a free 1-hour call withmyself or a
Solutions Engineer.




