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Introduction 

The following is a story board tutorial depicting the steps and screen selections 
required to perform various functions using the Office 365 OWA application. 
 
What is covered in ‘OWA 2013 – Additional Tabs’ tutorial is a high level review of: 
• Newsfeed Tab 
• OneDrive Tab 
• Sites Tab 
 
As the tutorials are designed to be reviewed in a reasonable amount of time, each 
one covers specific activities. Other commonly used capabilities will be the 
subjects of other tutorials. 
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Presenter
Presentation Notes
Introduction

The following storyboard tutorial depicts the screen actions and selections required to perform various functions using office 365 OWA. What’s covered in the OWA 2013 tutorial is a high-level review of;

Newsfeed tab, 
OneDrive tab 
Sites tab





Overview 
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Presenter
Presentation Notes
Overview

In this overview high-level screen reviews of various tabs and functions will be covered. There are no complete action aspects covered in this video rather it’s more briefing and a flyover of the additional tabs in OWA 2013.




OWA 2013 Notes 

• OWA 2013 currently has a total of 7 Tabs 
– Outlook 
– People 
– Tasks 
– Calendar 
– Newsfeed 
– Sites 
– OneDrive 

 
 

• OneDrive has its own training material 
– OneDrive Overview 
– OneDrive Selected Functions 
 

                        (Add link to Phase II Web site 
http://montgomerycountymd.gov/office365/) 
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Documented in video 
tutorials OWA-1 thru OWA-8 

Subject of this tutorial 

Presenter
Presentation Notes
OWA 2013 Notes

OWA 2013 currently has a total of 7 Tabs
Outlook
People
Tasks
Calendar
Newsfeed
Sites
OneDrive

Three tabs are additional as part of final Montgomery County Implementation
Newsfeed
Sites
OneDrive

OneDrive has its own training material
OneDrive Overview
OneDrive Selected Functions


http://montgomerycountymd.gov/office365/
http://montgomerycountymd.gov/office365/


Basic OWA interface view 
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Presenter
Presentation Notes
Opening from OneDrive

In this section we are going to open a file from OneDrive. When doing that staff needs to be either in the OneDrive accessible online or on the desktop OneDrive.




OWA 2013 – Additional Tabs –OWA interface display 
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Once staff person signs on they 
are brought to the Outlook Tab 

of OWA 2013 

Presenter
Presentation Notes
OWA interface display

Once a staff member has signed on to OWA they are presented with the Outlook tab and you see the interface of their familiar with from other tutorials and from receiving and sending mail. 

In OWA tutorial number 1 of the phase 1 project we covered the tabs that existed at that point from the sandbox version that we were using. As of our implementation additional tabs have been added in that will be the subject of our tutorial.




OWA 2013 – Additional Tabs – Tabs Previously Covered 
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These tabs have been 
documented in the OWA 
tutorials 1 thru 8  

Presenter
Presentation Notes
Tabs Previously Covered

In the OWA tutorial videos the following tabs were reviewed 

Outlook, 
Calendar, 
People, 
Tasks.

The first video cover these both from a flyover standpoint and in greater detail tab by. As the most complex tab that we have to cover being OneDrive there be separate videos focused on that activity so it will be covered as strongly here.




OWA 2013 – Additional Tabs – Additional Tabs 
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A high level review of 
these tabs is the subject of 

this tutorial 

Presenter
Presentation Notes
Additional Tabs

Since Office 365 was implemented within the County you now have access to three additional tabs. 

Newsfeed
OneDrive
 Sites

There may be occasions as the application continues where additional tabs may appear. For now it is these three tabs that we cover in this tutorial.




Newsfeed Overview 
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Presenter
Presentation Notes
Newsfeed Tab – Overview

Newsfeed is a method to support collaboration by pulling together various kinds of things which support the following and blogging of information.




OWA 2013 – Newsfeed Tab – Selecting Newsfeed 
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Staff selects Newsfeed by 
selecting the Newsfeed Tab 

at the top of the screen 

Note: The Newsfeed Tab is the gateway to social 
networking.  It enables staff to follow documents, 

blog on things and perform other functions 
related to those activities. 

Presenter
Presentation Notes
Newsfeed Tab - Selecting newsfeed

Staff would select the Newsfeed from the tabs across the top of OWA. One selected the application would transition to the Newsfeed portion.




OWA 2013 – Newsfeed Tab – Home Screen 
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Folder area I’m following 
area 

Shared with 
everyone area 

The Newsfeed Tab screen has three areas 

Presenter
Presentation Notes
Newsfeed Tab - Home Screens

Newsfeed is very similar to many other things within the Office 365 environment it has three major areas of consideration. 

The left area is designated to folders 
Middle area displays what the folder looks like when opened
Right-hand area is various other things that you may be following.




OneDrive Overview 
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Presenter
Presentation Notes
OneDrive overview

There are 2 to 3 tutorials focusing specifically on OneDrive so in this particular case were going to launch OneDrive Tab and do a quick review the basic screen of OneDrive but that’ll be the extent of the overview associated with.

Is recommended staff reviewed the OneDrive specific tutorials for more information.



OWA 2013 – OneDrive Tab – OneDrive - Highlights 
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Staff selects OneDrive by 
selecting the OneDrive Tab 

at the top of the screen 

Note:  
OneDrive is a very large 

topic and has two (2) 
tutorials dedicated to it. 

 
Please refer to those. 

http://montgomerycounty
md.gov/office365/ 

 

Presenter
Presentation Notes
OneDrive Tab – OneDrive – Highlights

To launch OneDrive from the OWA the staff member just selects the OneDrive tab from the main menu. At that point OneDrive will be brought up in the user will see documents displayed in the OneDrive.


http://montgomerycountymd.gov/office365/
http://montgomerycountymd.gov/office365/
http://montgomerycountymd.gov/office365/


Sites Overview 
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Presenter
Presentation Notes
Sites Tab Overview

There are various sites that the staff member may be affiliated with and this particular portion of Office 365 allows staff to manage access to those sites.




OWA 2013 – Sites Tab - Selecting the Site Tab 
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Presenter
Presentation Notes
Sites Tab - Selecting the Sites Tab

From the main OWA menu staff would select the Sites Tab. This would take them to the sites portion of Office 365.




OWA 2013 – Sites Tab - Main Tab Display 
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Note:  
Site are a very specific business model, 

uses Share Point technology and will not 
be described in any addition detail in 

this tutorial 

Access to two types of sites.  
1) Team collaboration,  
2) Public sites 

Blog Sites being followed 

Suggested Sites to 
follow 

Presenter
Presentation Notes
Sites Tab – Main Tab Display

In the Sites display area there are four parts

One which shows public sites 
Another which shows team sites, 
A blogs area for sites you are following 
Suggestions for sites to follow.

We will not spend additional time drilling into these areas as they will be reviewing in the Sites Tab portion of this tutorial.




End of OWA – Addition Tabs Overview 
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