Office 365 — (0365)
OWA 2013
Additional Tabs

Tutorial # 1

(Story board)



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

e 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.


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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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

Documented in video
People .

tutorials OWA-1 thru OWA-8

Tasks
Calendar
Newsfeed
Sites } Subject of this tutorial
OneDrive

OneDrive has its own training material

OneDrive Overview
OneDrive Selected Functions

(Add link to Phase Il Web site

http://montgomerycountymd.gov/office365/)
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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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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.
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OWA 2013 — Additional Tabs —OWA interface display

'Bﬂ Frey, Jon §. - Outlook web + x § =]
€« C' | & https://outlook.office365.com/owa/?realm=MontgomeryCountyMD.gov# path=/mail g

Outloock  Calendar  People  Tasks Newsfeed OneDrive  Sites 0 ?

@ £ Search mail and people
INBOX COMNVERSATIONS BY DATE ™

» All Unread Tome Flagged

Thare are no items to There are no items to show in this view.

show in this view.
Once staff person signs on they
are brought to the Outlook Tab

of OWA 2013

(B 0365 -Tutorial 1aSt..pptx  ~| (] 0365-Tutorial 15tor...pptx = B One Drive - Tutorial 1..pptx  ~ | &) Bookl.xlsx o ¥ show &l dowrloads... ¥

e B2 06 @ e © @ EWO Ty
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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

<« C' | 8 hitps://outlook.office365.com/owa/?realm=MontgomeryCountyMD.gov#path=/mail =

Outloock  Calendar  People  Tasks Newsfeed OneDrive  Sites o3 ?

@ £ Search mail and people

INBOX COMNVERSATIONS BY DATE ™

» All Unread Tome Flagged

These tabs have been
There are no :er"stc-d OCU m e nted |n the OWA There are no items to show in this view.
show in this view.

tutorials 1 thru 8

(B 0365-Tutorial 1a5t..pptx 7| (] 0365-Tutorial 15tor...ppbx = B One Drive - Tutorial 1..ppte = | & Bookl.xlsx “ ¥ show all downloads... %

e B 06 & e @@ M B RO T
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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.
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OWA 2013 — Additional Tabs — Additional Tabs

&« C' | 8 hitps://outlook.office365.com/owa/?realm=MontgomeryCountyMD.gov# path=/mail 2=

Outlook  Calendar People Tasks  Newsfeed OneDrive  Sites o3 ?

@ P Search mail and people

INBOX CONVERSATIONS BY DATE ™
» All Unread Tome Flagged
There are na items to There are no items to show in this view. .
S T A high level review of
these tabs is the subject of
this tutorial
(] 0385-Tutorial 1 St..pptx 7| (E] 0365-Tutorial 15tor...ppbe 7 || (] One Drive -Tutorial L..pptc |~ | B} Bookldsx E ¥ show al downloads... X

o B2 06 & e 0 @ M B RO S
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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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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

€« C' | & https://outlook.office365.com/owa/?realm=MontgomeryCountyMD.gov# path=/mail =
Outlook  Calendar People Tasks Newsfeed OneDrive  Sites o3 ?
@ P Search mail and people
INBOX CONVERSATIONS BY DATE ¥
» All Unread Tome Flagged
Staff selects Newsfeed by
selecting the Newsfeed Tab
at the top of the screen
There are no items to There are no items to show in this view.
S0 5

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.

IEJ 0365 - Tutorial 1a St..pptx ™ IEJ 0365 - Tutorial 15tor...ppte ™ |E|_] One Drive - Tutorial 1..ppte ™ |Z|_] Book1.xlsx M ¥ show all downloads... X

El@“;ﬂ ﬂﬂ’?\&@)@ﬂ A6 WD yeme ™
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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.



s OWA 2013 — Newsfeed Tab — Home Screen

' @ Mewsfeed *

€« C' & https://mcgov-my.sharepoint.com/_layouts/15/start.aspx#/default.aspx

QOutlook  Calendar  People  Mewsfeed  OneDrive  Sites  Tasks o3 ?

i- Search everything * 0 | Share with everyone ~
Starta conuersaticn\\ ‘ I'm fol c-wing
Newsfeed |
s Following Everyone
Blog
Apps It's pretty quiet here. Follow more people to $se activity in your newsfeed, or see what Everyone is talking

about.

# EDIT LINKS

Folder area Shared with 0 I’'m following
everyone area - area
Trending #tags

The NeWSfeed Tab screen haS three a&%&%een quiet lately. No trending tags right now.

https: {fmcgoy-my.sharepoint. com/default.aspx

I@] 0365 - Tutorial 1a 5t....pptx il (B 0365 - Tutorial 1 Stor....ppbx il () one Drive - Tutorial 1....pptx il E] BookLxlsx - ¥ show ol dowrloads.., %

10:28 AM

e B 06 @ e 0@ M WD P2

12/16/2014 OWA 2013 - Additional Tabs - DRAFT 11


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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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.
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OWA 2013 — OneDrive Tab — OneDrive - Highlights

'm Onelrive for Business x

€« (& https://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx

I]Ofﬁce365 - Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks

")
BROWSE FILES  LIBRARY L

Staff selects OneDrive by

>

jo OneDrive @ Montgomery County Government
Documents selecting the OneDrive Ta
Documents
at the top of the screen
Shared with me
Followed Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss
Site folders
: @new 2tupload &sync  Note:
Recycle bin
Fird 2 e OneDPrive is a very large
< v Mam H Modified Sharing Modified By
Recent Documents O Name tOpIC and has tWO (2) odifi aring  Modifi
(IS JSF Test Document 10-.. Admin - Older Projects . . . «oo October 21 Frey, Jon S.
1= d It b a y
| ~tutorials dedicated to it.
DocumentLdoc 0365 Migration Operations «e September 24 a Frey, Jon S.
Document.docx 0365-Phase 2 Items s September 04 & Frey, Jon 5.
(G5} OneDrive - Even more... Sample Folder Plea se refer to those. e July 21 a Frey, Jon S. L
. Shared with Everypge wee July 15 a2 Frey, Jon &.
88 ookt “http://montgomerycounty ]
W Tutorials(SB-Videa) d ff wee  October 23 Frey, Jon 5.
Various Items 10-14 md. E,OV/O |Ce3 65/ +s  October 21 a Frey, Jon S.
USE OFFICE ON DEMAND
@5 Bookl ... October 22 a Frey, Jon S.
Document e 5days ago a Frey, Jon S.
M Documentl «s 5 days ago a Fray, Jon 5. h
(B 0365 -Tutorial 1aSt..pptx  ~| (] 0365-Tutorial 15tor...pptx = B One Drive - Tutorial 1..pptx  ~ | &) Bookl.xlsx o ¥ show &l dowrloads... ¥
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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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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.
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OWA 2013 - Sites Tab - Selecting the Site Tab

<« C' | 8 hitps://outlook.office365.com/owa/?realm=MontgomeryCountyMD.gov&wa=wsignin1.0#path=/mail =

Outlock  Calendar  People  Tasks Newsfeed OneDrive  Sites o3 ?

@ £ Search mail and people

INBOX CONVERSATIONS BY DATE ¥
» All Unread Tome Flagged
There are no items to There are no items to show in this view.

show in this view.
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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.
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OWA 2013 - Sites Tab - Main Tab Display
(= e

&« G https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Sodial /Sites.aspx =
a Office 365 Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks H & ?
(.I.) new Search everything v 0 NOte.

Site are a very specific business model,
uses Share Point technology and will not
be described in any addition detail in
this tutorial

B>

Public site

B>

Team Site

Access to two types of sites. . oo, o
1) Team collaboration, Montgomery County G

Sites I'm followisg

B 0g . . s:/{megov.sharepaint.com i
https://mcgov-my.sharepa "t)cR Ubl |C S |teS esimee e S uggeSted S Ites to
Blog follow
https://persenal/yejuan0l_montgomerycounty...
) ) Blog
B I Og S Ite S b e I n g fol Iowe d E> https://persenal/liyingd1_mentgomerycounty...

-——  MySiteForlob
tr s httpsy//megov-mysharepoint.com/../Blog/My...

https: {fmcgov-my.sharepaint. com/default. aspx -
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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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