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Learning Objectives

Gain a basic understanding of Office 365 and its benefits
Know what the Office 365 capabilities mean to you

Understand the ‘ribbon’ user interface
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Know how to save and retrieve your documents in the OneDrive

Be introduced to some collaboration concepts

Have sufficient knowledge of Office 365 to do your job effectively.




Agenda

Office 365 Services

Office 365 Applications

Ribbon Interface

OneDrive

Moving PST files

Collaboration with Office 365

Tools and Support
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Office 365 Transition Briefing (v2.6) - (Office 365 Overview).pptx
Office 365 Transition Briefing (v2.5) - (Office 365 Applications).pptx
Office 365 Transition Briefing (v2.5) - (Application Ribbons).pptx
Office 365 Transition Briefing (v3.0) - (OneDrive).pptx
Office 365 Transition Briefing (v3.0) - (PSTs).pptx
Office 365 Transition Briefing (v2.5) - (Collaboration Concepts).pptx
Office 365 Transition Briefing (v2.5) - (Tools-Website).pptx

Objectives Review
Gain a basic understanding of Office 365 and its benefits
Know what the Office 365 capabilities mean to you
Understand the ‘ribbon’ user interface

Know how to save and retrieve your documents in the OneDrive
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Be introduced to some collaboration concepts

Have sufficient knowledge of Office 365 to do your job effectively.
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The End



365 Services

Office 365 Services
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Office 365 Services General Overview

The Office 365 offering is a set of cloud based capabilities which replace many
locally hosted alternatives. The offering is divided into three major parts and can
be provided as Online only or Online/Desktop

e Applications

e Qutlook
e Word
e Excel

e PowerPoint

* Storage
* OneDrive cloud
* OneDrive for Business
* Team Sites
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* Collaboration Capabilities
e Collaboration Portals (SharePoint)
* Intranets
* Team Sites
e Skype for Business
* OneNote




Office 365 G3 Services

Big Picture

The Office 365 service offering is licensed in two levels:

1. Online only license which provides Outlook Web Access (OWA) 2013 and the suite of
applications in Online only versions.

2. The Online and Desktop license provides all the online functions plus desktop versions
of all Office 2016 applications for up to 5 desktops and offers additional data related
capabilities You now have or will have this Online/Desktop license

Office 365 ‘G3’ Capabilities
Desktop

(all 2013 versions)

| Outiook [N
| Excel  [EEEY
“ X
:
Skype for Business X
: OneDrive for
OneDrive .
Business
| wsaes
>> Special Data Features <<

| achive (B
Encryption X
Data Loss Protection X

(OWA)
X

X
X

X

OneDrive
online

Outlook Web Access (OWA) provides access to OneDrive
Online version sets Print Area differently

Online version does not track changes like the desktop
version

Instant Messaging (IM), Video Conferencing, Scheduled
online meetings / Webinars

1 TB of storage. Use to replace ‘C’, ‘U’ and other letter drives

Databases need upgrading before using MS Access 2016

Unlimited file retention

If G3 can encrypt emails
Ability to manage document distribution rules
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Office 365

Connectivity requirements

Because the Office 365 service is cloud based you need to be connected for certain
capabilities. These are different between Online and Desktop levels of service.

You have or will have this set of capabilities including both Desktop and Online

Elements needing connectivity

Office 365 application
type

Application Access

Access to data located on
computer

Access to OneDrive based
data

Desktop

Available on
computer

Available on
computer

Uses OneDrive for
Business desktop
agent

Online

Requires Internet
Connectivity

Not accessible

Requires Internet
Connectivity
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What Is the transition?

(and why do we need to do this)
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Office 365 Services Transition Process

T0

From

R
- Re#iioveg#aﬂ <3
i ZpHORYL 1Y Your PC
- VEISIang: o Desktop / Laptop

#E ~ of Office
Desktop / Laptop Cx Pr('b‘du"cj:‘,s”('- -

Office Office S
2003 2013

Office Office
2007 2010

~Installs
Office 365 for
SEAT machines
P el ik
Office 2010 for

shared
~ machines

-4
g :3, .
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Shared
Desktop / Laptop

Office

Tools

Office 2010




Office 365 Services Transition Processing

The Office 365 transition process removes all prior versions of Office software
before installing the target version of Office.

The processing takes 60-90 minutes (during which time the staff member must
not interact with the machine). It will power off the machine when complete.

* Nightly Batches
e Sunday & Wed Evening
e All types of transitions
e Office 365 licenses assigned
» Self Service for staff not transitioned in prior batch
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e Self Service
e Can be triggered any time
e Staff can trigger this themselves
* Runs same scripts as overnight batches




Office 365 Services Self Service Processing

R ] 0 B D e &

(1) Click the @\
) (3) Once found click it

Windows start

tab
(2) Search
B M/for Software (4) It opens

Center. software center

Installation Status Installed Software

Available Software Options

(5) Select
Available
Software

/] Show oprons! sotware

AVAILABLE AFTER STATUS

Appication 112006 Pant due - willl be retred

Applcaticn 4N12006 Pant due « wil be retred
[71 % adcted Apphcaben 411/20%6 Pat due « wil be retred
(BI0T435T « comacie update « MCG « Cumu.  Apphcation MN12008 Fades
Jeve JRE_VBO TT + beatadl « Marual Appicatron 4206 hLopiatie
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Office 365

(6) Select __ transition process
MOTRS =] (MORTS) tnstall MS Office 2016 (G3)

OviRvEwW REQUIRIMINTS DESCRIFTION

InSta” i Avaluble Pastart requred N instais WS Ofce 2016 (01
Larguage Dowricad size: Less than 1 M
e Estimated trme: Not speched ~Revised 3102016
Date putinhes A8 Toasl comgonents 2

(7) Click Install Selection =————— S

(8) WALK AWAY —




Office 365 Applications
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Office 365 Applications General Overview

General:

As part of Office 365, subscribers are offered the full suite of Office 365 computer
based applications for up to five computers, five phones and five tablets.
Although this has benefits, it is unwise to use applications you are not familiar
with them unless you have business need to do so and have had training.

» Office General Applications / Tools
* Includes: Excel, Outlook, PowerPoint, Word, OneDrive
» All staff should use

» Office Specialized Applications
* Includes: MS Access
e Specialized needs use
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* Collaboration Applications / Tools
* Includes: Skype for Business, OneNote, SharePoint Online
* Part of collaboration rollout activities




Installing Applications
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Installing Applications Launching Office 365 Online

Qutlook

yeol @ Mew | ¥ %) Undo
Settings
Inbox All v

Search all settings yel

pu lies
5 . aaaaaaaaaaaaaaaaaaaaaa {Out of office) )
p message.

Display settings
[] Choose how your Inbox should be organized.
Manage add-ins
We didn't find anything to Turn add-ins on or off, install new ones, or
- ~Nrr show here. uninstall others.
O ff ! C e :) D 3 We didn’t find anything to show here.
avorite theme.
»

Theme

Notifications

My app settings

Office 365
Mail
Calendar

People

Staff selects Office 365 icon from the desktop and it launches Office 365
online. It opens in outlook as default.
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Installing Applications Downloading Applications

Outlook B i A Bl ?

jo @ MNew | ¥ ¥ Undo

>ettings
Inbox

Staff opens the search all settings ol
setting menu by

Automatic replies
Create an automatic reply (Out of office)

selecting the Gear
symbol

message.

Display settings
Choose how your Inbox should be organized.

Manage add-ins

We didn't find anything to Turn add-ins on or off, install new ones, or

show here uninstall others.

We didn't find anything to show here.
Theme

Choose your favorite theme.

»

Maotifications

(%]
c
=
+—
©
o=
a
Q.
<
LN
O
o
(O]
=
&=
o
|
oo
c
A=
(]
=
[a]
c
o
b=
(%]
=
©
—
—
I
LN
O
o™
]
=
=
@)

Staff then selects Office 365 in My app settings
the My app settings section to R
access the applications -
maintenance area Calendar

People




Installing Applications Verify Application Status

My account

Settings Settings

My account

Install software,
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personal info eme . Want to change a setting? When you're £
- - Choose your favorite theme. on the settings page, you can make ™M
. Default theme your updates there, g
Subscriptions %
Start page .
_ o Change where you land when you sign in, Staff SeIeCtS InSta" tén
App permissions . %
Mai status to view where Z
o0
Install status Notifications they have copies 5
Decide which notifications you need. 0 =
installed a
@ Settings On ©
l_
I
Software 8
o
[}
=
bl
o

Password
Change your password.

Contact preferences
Manage how and why you are contacted.

Off




Installing Applications Confirm Install Status
Office 365 | My account fi - n

Install status Settings

Manage your PC and Mac installs here,

My account

— Staff can move to the
Personal info nstal desktop appllcatD install a pplication

1 Office screen by selecting
Subscriptions Detected installs: 2 this link

DT5011309733553 N DTSRS0067E4

App permissions . . i : ) i
APp permission Microsoft Windows 8.1 Enterprise Microsoft Windows 7 Enterprise

Install status I Deactivate i Deactivate

Staff can see @ Visio
” Detected installs: 2 Staff o
d

applications DTSR90067E4 ¥ HHSLR5GMSA deactivate

and the Microsoft Windows 7 Enterprise Windows \ “CEI’\SES on
machine @ Deactivate B Deactivate MEIIES
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deposing of
to reclaim
those licenses

name on
which they
are installed




Installing Applications Installing Applications

HHH Office 365

© Settings

Software Search all settings g o

Office Ofﬂce
Tools & add-ins

Theme
. Default theme

Visio

el Staff can select to Install to trigger

ant to deacti e q A start page
Skype for Business e e the Office 365 installation on a Ml

Phone & tablet desktop or |aptop Motifications
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Install Office on

This will install the following apps an your computer: Waord, Excel, PowerPoint, OneMote, Password

Access, Publisher, Outlook, Skype for Busingss, InfoPath, OneDrive for Business Change your password.
w3 b E @ My app setings
Word Excel PowerPoint OneMote Access Publisher .

O h Office 365
= © L wai
anOther Outlook  Skype for foPath  OneDrive Calendar
Business for Business
People

application
inSta” On a Language:
P hO ne or [English (United States/ 32-bit (Recommended)

Advanced

Version:

ta b I et Mote: Installing additional languages on a computer that already has this version of Office
doesn’t count agajnst your install limit.

Review system yequirements
Troubleshoot /nstallation

Tommiem Il P4 i PED Ml Tl am wacibn b mmne DT




Installing Applications

Software

Office

Tools & add-ins
Visio

Skype for Business

Phone & tablet

Office 365

Installing Applications

1 B

Settings

search all settings ol

Visio heme
. Default theme

WManage insizlls

Start page
Mail

Want to deactivate Visic on one puter and install it on another? Go to My account = Instal

status.
Motifications
w |nstall Visio 2013

If staff chooses another

application that install screen
appears

Install Visic 2016

Your admin has provided you early access to the next release o
purpose of First Release is to test functionality and collect feed)

Please send your feedback directly to your admin, and thanks fd

Staff starts the process by
selecting Install

Language: Version:

[English (United States) 32-bit (Re

Don't see the language you want? Install one of the languages in the list above and then in
a language accessory pack. Additional languages and language accessol n't count
against your install limit.,

Install
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Installing Applications

Phone & Tablet Installs

Office 365
© Settings
Software Search all settings
Office

Tools & add-ins

Choase your phone or tablet

Theme
. Default theme

N Phone Tablet

Visio
Windows Phone Windows tablet Start page

Skype for Business Mail
Windows Phone 10 IPad

Phone & tablet Notifications
iPhone Andrpid tablet on
Android phone Password

BlackBerry®
MNokia (Symbian O

Other

Change your password,

My app settings

Should Staff select Phone and Tablet install they are
brought to a selection screen to choose the type of
device they want to install on

They then select that choice and follow the instructions
on the pages displayed.
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365 Applications

Activating applications
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Applications Activating the applications

The upgrade software will be downloaded and activated on your primary
computer.

If you decide to load software on other machines you are able to do this. When
you do the software will be loaded but needs to be activated before use.

To begin the process
the staff person selects
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the Windows symbol.




Applications

BriefingPres

r

Fnd your
VErsion...

S 4

Google
Chrome

»

Office 365

0,

County =
SHIP

New Office Document
9 Office 365
IS Open Office Document
Windows DVD Maker
= Windows Fax and Scan
 Windows Media Center
@ Windows Media Player
E_'_" Windows Update
-4 XPS Viewer
|, Accessories
.. Games
/. Google Chrome
.. IBM Personal Communications
. Maintenance
. Microsoft Office
. Microsoft Office 2013
J Microsoft Silverlight
. Microsoft System Center 2012 R2
. Shavlik Protect
J Startup

Back

Phase 2 Docs

Office 365 Test
Documents
Pictures

Mursic

Recent Items
Computer

Control Panel
Devices and Printers

Default Programs

Activating the applications

T

Computer

Mainframe

E

Once the selection menu

appears, the staff person
selects the Microsoft Office
choice.

New folder

Recycle Bin

8:42 AM

far) [
&[5 R 1/30/2015

Office 365 — Transition Briefing — Office 365 Applications
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Applications Activating the applications

.. Games
|. Google Chrome

b
B "
b
N

Excel 2013
7 InfoPath Designer 2013
¥ infoPath Filler 2013
® Lync2013
#& OneDrive for Business 2013
[F} OneNote 2013
B2 Outlook 2013
m PowerPoint 2013
@ Publisher 2013
m?’ Send to OneNote 2013
Word 2013
. Office 2013 Tools

4 Back

Once selected, a list of
all Office elements is
displayed

The un-highlighted
applications are those
which have been activated
and should look like this list

e
3 y -
) é T

To activate an application you
select it and it will become
unlighted and active

‘; »
-
Recycle

Bin

9:20 AM |

o
1/30/2015 |

Note: Unless activated the applications will not operate

Office 365 — Transition Briefing — Office 365 Applications
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Pinning applications icons
to the desktop
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Applications

¥

BriefingPres

!

Fnd your
VErsion...

P

Google
Chrome

/K

L

Office 365 Open
Run as administrator
Troubleshoot compatibility
Open file location
Pin to Taskbar
Pin to Start Menu

Restore previous versions
Send to

Cut
Copy

Delete

Rename

Properties

® Lync 2013
#& OneDrive for Business 2013
OneNote 2013
[P Outlook 2013
[E PowerPoint 2013
@ Publisher 2013
EX? Send to OneNote 2013
F) word 2013
. Office 2013 Tools

Back

=365 Test

mnents

Music

Recent Items

Computer

Control Panel

Devices and Printers

Default Programs

Staff selects
application
and right
clicks.

Pin Icon to desktop

They then choose
Pin to Taskbar
from the menu of
choices

y

Computer

A

Adobe
Reader XI

m’%

Mainframe

Windows_...

Office 365
Tes

New folder

Y;'

Recycle Bin

9:29AM |

Ry [
| (5 e ix 1/30/2015

Office 365 — Transition Briefing — Office 365 Applications



Applications

P

Google
Chrome

»

Office 365

{EEISUTCHy

__[F|
HRC PP
130N ch

The
application
icon now
appears in
the taskbar.

=G O

Pin Icon to desktop

"

Computer

Office 365 — Transition Briefing — Office 365 Applications
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Applications

Chrome

»

Office 365

e ke

__[F|
HRC PP
130N CH I

Right click
on icon and
select
‘unpin from

=G O

Remove Icon to desktop

‘>

Computer

Office 365 — Transition Briefing — Office 365 Applications
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Ribbon Interface

[}
O
©
Y
—
[}
+=
=
c
o
1)
=
o
|
oY)
c
=
()
=
o
c
e
§=
(%]
C
©
—
|_
|
LN
O
o™

Office

 \
=
—




User Interface Changes Ribbons and Tabs

Between Office 2003 and Office 2016 the Office application user interface changed dramatically.
The concept of “ribbons” of functionality under each tab was introduced. Functionality was
grouped and moved, and the interface became more consistent between applications

x X

Save, Open files on

X
desktop or OneDrive

General Document

. X X X

Formatting

Things added into a

X x X

document

. Template Design
Design - X X
Themes
Margins, Fonts, Position
Page Layout X x -
Pre-defined math .

formulas
Index, Cross Ref, Table
References - X -
of Contents
Inputting, Outputting

Managing Data
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Mail merge, labels,
mailing Lists
Transitions between
Transitions . - - X
slides
Animation of text on a
slide
View a PowerPoint slide
show
Spelling, track changes,
translate
Print, edit, and other
wviews

NOTE: All the features are still there, just in different places




Desktop
Word 2016

ribbon review
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Word Startup Screen

? - 8 %

Office 365 Test

Search for online templates pol
o r 0365Test@MontgomeryCountyMD.gov

Suggested searches:  Business  Personal Industry Print Design Sets Event  Education Switch account

Aa
You haven't opened any documents recently. To 9
browse for a document, start by clicking on Open

Other Documents.

= Open Other Documents Ta ke a

‘\ tour

Blankdomment\ Welcome to Word Single spaced (blank)

Title = Staff can start a
new document by
selecting this.
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Title

e / Choose a template A

Sepremiber 7, B2 100 - £ 3per
I Beh =T

Report design (blank) Resume Business flyer

,
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Word Ribbon Tabs

Paste Special HOME Find, Replace

now here now here

Insert  Design  layout  References  Mailings  Review  View Design Q Tell me what you want to do... Frey, Jan . ﬁ’r Share

d X ¢ . P O Find +
R 1 - v v A =y I— oy - = 3= A
e Calbr Body) ~[11 +| A A Aa- A =-iE-he €M q AaBbCeDe AaBbCeD: AaBbC( AaBbCel Aa B AaBbCcC AoBbCcDi AaBbCcDe AoBbCcDc AaBbCeDe AgBbCCD: AoBbCcDi AABBCCDL AABBCCDL AaBACeltT 5 -
B Capy " vac Replace
Paste . R W =S=== "=. H.¥-. i i i i e =
¥ Format Painter B I U-aex, X [ aly A S === = g i TNormal T NoSpac.. Headingl —Heading2 Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strong Quote  Intense Q.. Subtle Ref.. IntenseRe. BookTitle 5 %Seled'
Clipboard [F1 Font [F1 Paragraph [F1 Styles L Editing A

The HOME tab contains basic document editing and formatting features

Insert Table Header, Footer
now here now here

INSERT
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File Home Design Layout References Mailings Review View Design Q Tell me what you want to .. Frey, Jon S. }-'1 Share

L HE i — — i i -
BO- 0 BEOR N o e G N0 D EHEA4AZ™ T 0

- : ; [* Bookmark - F@Date&Time )
Cover EBlank Page = Table Pictures Online Shapes SmartArt Chart Screenshot 3 My Add-ins ~ Online Comment = Header Footer Page Text Quick WordArt Drop ) Equation Symbal
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The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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The DESIGN tab contains template design themes
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Portrait or Landscape
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The PAGE LAYOUT tab contains document layout items such as margins, fonts, position
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Table of Contents
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The REFERENCES tab contains functions for indexing, cross referencing and
Table of Contents
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The MAILINGS tab contains functions for mail merge, labels, mailing lists. etc.
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The REVIEW tab contains things that are used to review a document such as spell
check, track changes, etc....
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The VIEW tab contains functions for print, edit and other views




Word — Tabs File - backstage

Documentl - Word ? - x

Office 365 Test ~ [
Open

Pinned

N1
% Link Doc Test.docx 9/9/2015212 PM ¥
OneDrive - Montgomery County Government

@ Recent Documents

@ Sites - Montgomery County
Government Older

% Compare Test 2-12-16.docx

? ) 2/12/2016 2:18 PM
https://mcgov-my.sharepoint.com » personal = freyj_montgomery...

& OneDrive - Montgomery County
Government —

& OneDrive

3 Computer The FILE tab contains selections for
saving and opening stored

Account + Add a Place

documents in various locations
(Referred to as ‘back stage’)
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The HOME tab contains basic document editing and formatting features
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The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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The PAGE LAYOUT tab contains document layout items such as margins, fonts, position
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FORMULAS

Bookl - Excel

Home Insert Page Layout Formulas Data Review View Q@ Tell me what you want to do... Frey, Jon 5. Fj_ Share
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The FORMULAS tab contains pre-defined math formulas
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The DATA tab contains functions for inputting, outputting and managing data
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The REVIEW tab contains things that are used to review a document such as spell

check, track changes, etc....
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The VIEW tab contains functions for printing and other views
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The FILE tab contains selections for
saving and opening stored
documents in various locations
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Paste Special
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The HOME tab contains basic document editing and formatting features
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The INSERT tab contains items that can be added to a document such as pictures,

text, tables...
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PowerPoint Ribbon Tabs

DESIGN

H - ERS Presentationl - PowerPoint

File Home Insert i Transitions Animations Slide Show Review View Add-ins Q Tell me what you want to do.., Frey, Jan 5. H_ Share

Aa . [D @
------ - [T T - - Slide Format

Size~ Background

Aa B, B

Themes Variants Customize »

The DESIGN tab contains template design themes
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The ANIMATIONS tab contains selections for various animations of elements on the
slide
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The SLIDE SHOW tab contains selections for various ways to view the presentation
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The REVIEW tab contains things that are used to review a document such as spell
check, comments, etc....
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The VIEW tab contains functions for print, edit and other views
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File Tab
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Info
New
Open
Save
Save As
Print
Share
Export

Close
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Options

New New

Search for online templat

Suggested searches:  Busin

Blank Presentation

Blank workbook
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Search for online templates and themes
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Save ds
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File Tab Open — Sub Menu
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File Tab
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(Govemment
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File Tab Print — Sub Menu

Test document-2 2-5-15 - Word 7T -8 %
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File Tab
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Share

Test Doc 2-5-15

OneDrve - Montgomery County Govem Ope

Share

L] 5

& Inite People
@D (et a Sharing Link

b
L Email

Share

Share

& Inite People
; Y| Email

;@ Present Online

= ;
o Publish Slides

Share

Test document 2-5-15

OneDirve - Montgomery County Govemme it

Share

[ ] "

h. Invite People
@O (et a Sharing Link
& 1

T Email

% Present Online

[gE] Post to Blog

Share — Sub Menu
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W In the future files will
Tperncw not be attached to

emails, rather files will
remain static and staff

Inchude a perse

will go to them to edit.

Shared with

Office 365 Test
Cwmer

Qg

[}
O
©
Y
—
[}
+=
=
c
o
1)
=
o
|
oY)
c
=
()
=
o
c
e
§=
(%]
C
©
—
—
|
LN
O
o™
[}
O
=
G
@)

 \
(98]
=

—




File Tab Export — Sub Menu

Test docurnent 2-5-15 - Word T -8 X%
offce %3 Test - [

Export

Create a PDF/XPS Document

1" Create PDF/XPS Document
s B Preserves layout, farmatting, fants, and images

B Content can't be easily changed

B Free viewers are vailable on the web

B} Change File Type

Files can be
exported in

POFAPS

EL]; Create Handouts

different
formats such
as PDF

L—} Change File Type
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Qptions QOptions
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Pinning file references
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Ribbon Interface Pinned and Older files

X

Search for online templates jol Frey, JonS.
Xce FreyJ@MontgomeryCountyMD.gav

Suggested searches:  Business  Personal  Industry  Small Business  Calculator  Finance - Accounting  Lists Switch account

Recent

Pinned
b SharePointsite Test Document.xlsx
Montgomery County Gavamment » sites » IntranetDev] » JSFTEST » 0365 Special Lib...

Last Week

i b SharePoint Contacts-Projectsxlsx Fi |e refe re n Ce a re in tWO

OneDrive - Mantgomery County Government

o areas

b DTS Team Site-parmisssionsxlsx Bla Business analysis feature tour
Desktop » SharePaint Deveiopment Projects » DTS Team site

b DTS CABLE KBAs 11.18.15.xlsx

Montgomery County Government » teams » MC311 % Shared Documents » Rob's Te... Pi n n ed a re a Iways ava i Ia b I e
B SharcPoint Contacts 10-14-15xIsx ] August

Montgomery County Government = teams » dts » Shared Documents . 5

d : haogtsfnzgijfn[t:rnéilesr):mentnteamsndtsnDCMDrderForm : Older WiII be available aS l = I ’ l l ’

b Pivalxlsx

Montgomery County Gavernment » sites » IntranetDev] » Shared Dacuments Booww AN Iong as they it is recently I=== gg‘ :-

b Lynda com trackingxlsx
Montgomery County Gavernment » teams » TeamDev2 » dacedit » Shared Docume... Academic calendar (any year) a C C e S S e d Personal expenses calculator
.

b SharePoint cpyxlsx
Montgomery County Government = teams » TeamDev2 » docedit » Shared Docume...

b DOT-VPNxs

Montgomery County Government » teams = dts » fibemet » Lacations » Leased Circ... 4 o I d e r fi I e S W i I I m Ove Off B 1 Ermnu«wmu'um

b FRS-VPNXIs : ——' 1

Montgomery County Government » teams = dts » fibemet » Lacations » Leased Circ... - =_ - t h is I ist by Ot h e r fi I es

b 0365 Phase 2 - Tutorial Ideas (8-29-14) xlsx
Montgomery County Gavernment » sites » IntranetDevl » JSFTEST » Whes Updated...

b FRS-VPNXIs

Montgomery County Government » teams » dts » fibemet » Configurations b
Family budget (monthly) Todol T o ey aga oy D& business verification
b Master Migation groups and IT Contacts (4-27-15)xlsx

Montgomery County Government = sites » IntranetDev] » JSFTEST » Shared Docume...

™ Open Other Workbooks
Hame Inventory st DAYBOOK Twelbe Month = P

PROFIT & LOSS PROJECTION

et Summary
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g
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Ribbon Interface Moving file from Recent to Always

3 = X

Excel - Fleyl@Mnnlgnm:g\?:tyj'Moggi H
To move a file from Older to il
Recent Pinned status

Pinned

i b SharePaint site Test Documentadsx Se I eCt t h e fi Ie ( b Ut d 0 n,t O pe n ) .

Montgomery County Government » sites » IntranetDevl » JSFTEST » 0365 Speciat Tib... ANa |yS| S My Calendar

Tl

A stick pin figure will appear

[v]

Last Week

o b SharePoint Contacts-Projects.xlsx Ta ke a

OneDrive - Montgomery County Government to u r

Older

b DTS Team Site permisssions.xlsx Welcome fo Excel
Desktop » SharePoint Development Proje¢ts » DTS Team site

N

hared Documents » Rob's Te...

personal expenses

P ln!’ll"

Inventory List

PAYMENT COMPARISON
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X
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== ===

E Lynda com tracking.xIsx

Mantgomery County Government » teams » TeamDev2 » docedit » Shared Docume... i = : : jculator

b SharePaint cpy.xlsx . . . . .
Gy it o bt S Staff will then select the stick pin which will

b DOT-VPNxs

P EssmaE ne ws—— s Cause it to stand u p rig ht and move the file

b FRS-VPNxIs

Montgomery County Government » teams » dts » fibernet » Locations » Leased Circ.. - fro m t h e old e r to t h e Pi n n ed Stat u S
b 0365 Phase 2 - Tutorial [deas (8-29-14).xdsx -
Montgomery County Gavernment » sites » IntranetDev] » JSFTEST » Whos Updated...

ﬁﬁ FRS-VPNxls { ~B

Mantgomery County Government » teams » dts » fibernet » Configurations

]

Office 365 — Tran
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OneDrive File is now Always

7 = X
Search for online templates el FI’Ey, Jons.
Freyl@MontgomeryCountyMD.gov
Suggested searches:  Business  Personal Industry Small Business  Calculator  Finance - Accounting  Lists Switch account
[}
) O
Pinned ©
A B C T
b c c —
DTS CABLE KBAs 11.18.15.xlsx ¥ )
Montgomery County Gavemment » tearmge MC311 » Shared Documents » Rob's Te... : - My Cashflow Stock Analys\s My Calendar =
2 =
b SharePoint site Test Document.xisx 3 E
Mantgomery County Governme 2 JSFTES s, 1 Ta ke a e s o
— 1)
Last Week 3 t I I N —
_ _ ; our LALLM L Y = =
b SharePoint Contacts-Projects.xdsx 7 o
OneDrive - Montgomery County Government |
Business analysis feature tour
The file ref 5
DTS Team Site permisssions.xlsx e I e re e re n Ce G
Desktap = SharePaint Development Projects » DTS Team site % . . . CI_)
=
SharePoint Contacts 10-14-15.xsx P gt = I S n OW I n t h e permalewsmi aa]
Mantgomery County Governme » Shared Documents e : <
h - .
LaptopOrderformLxlsx - .o P inn ed St t us - - | ]
Montgomery County Govemnment x w—ri —H—t—tu i r B
, : , - kg F | =
Pivalxlsx ) area. == ©
Mantgomery County Govemnment » E E S L L L L L L === C—— -
==
Lynda com trackingxlsx I
Mantgomery County Govemnment » teams » TeamDev2 » docedit » Shared Docume... Academic calendar (any year) Student calendar (Mon) Inventory list Loan comparison calculator Personal expenses calculator $
SharePoint cpy.xlsx o
Montgomery County Goverment » teams » TeamDev? » docedit » Shared Dacume... ()
O
DOT-VPNxls E
Mantgomery County Governme bernet » Locations » Leased Circ.. Budget Overview = Budget Sum g I B L Te— o
i .. e — — = =g —a =73 o - .
FRS-VPNxls — = = i o= -
Mantgomery County Government » teams = fibernet » Locations » Leased Circ - = Ea . _’ _ .
= ) ¥
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Ribbon

BH 9 O-=
FILE HOME INSERT DESIGM PAGE LAYOUT
oy Y P
i et Calibr Body) -[11 | A" 4" Aa- 4
2 Copy
Paste . o LAy -
. ¥ Format Painter BIU-acx:x A-¥-A
Clipboard [F] Font IF]
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Expanded Ribbon View

Documentl - Word
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Ribbon Interface Change Ribbon View

E HS 0= Document] - Word ?T H - X
FILE HO = T Tammm ““FEREMCES MAILINGS REVIEW  VIEW DEVELOPER Frey, Jon S + H

Customize Quick Access Toolbar...

AN o e | i Find
\ o ; - b T .ND A
. B Co Show Quick Access Toolbar Belowthe Ribbon %2 1= - i= - =+ & & 4] ¢ AaBbCcDc AaBbCeDe AaBhCe AaBhCcl Aalj‘ AaBbCcC AaBbCcDi AnBbCcDt F 24, Replce
) 7| war
Paste Custfmize the Ribbon... Bl= == 1= L, ’ . ) . .
i ¢ Form LT EEEE E Q i TNormal | ToSpac.. Headingl Heading2 Title Subtitle  Subtle Em.. Emphasis |5 [}Select'
Styles ra Editing A

Staff then selects Collapse
the Ribbon to trigger the
process

The
choices
menu is

displayed

Staff right
clicks on
any tab

[}
O
©
G
—
[}
+=
=
[
o
1)
=
o
|
(oY)
c
=
()
=
[an]
=
e
§=
(%]
[
©
—
—
|
LN
O
o™
[}
O
=
G
o

—
W
(o)

—/

PAGE1OF1 oworDs [ % ] B -———+ 190%




Ribbon Interface Collapsed Ribbon View

H < O = Docurment] - Word S R | 4
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Frey, Jon 5. ~ H

I[»]

Only the tab will be displayed. -

NOTE:
Every time you wish to perform a function the
ribbon is displayed and then retracts after.
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OneDrive Gateway to Collaboration

Access 0365 Online Apps Distribute Data
- Word Online - Sharing

- Excel Online ‘ - Download
- PowerPoint Online - NO need for VPN

Online
‘in the Cloud’

OneDrive OneDrive Cloud and OneDrive for

‘\Businesss are regularly
Gateway to Collaboration .
synchronizing
Consolidate Data d

- ‘C, 'V, ‘T drives
- Other lettered drives
- Data on shared drives
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On the desktop
‘OneDrive for Business’
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OneDrive is a cloud based mass storage facility for staff specific data. Items found in
desktop ‘C’ and server based ‘U’ and ‘T’ drives are what should be placed in OneDrive




OneDrive OneDrive cloud — OneDrive for Business

General:
OneDrive is actually two products, One element is in the cloud (OneDrive cloud), and
the other element (OneDrive for Business), is on your desktop. They work with each

other to help to manage the user experience while keeping all the data synchronized.

It provides a great deal of storage (1 TB) which can be shared and accessed from
basical Iy anywhere. (although OneDrive online is only accessible if one has Internet connectivity) .

When you place or update a file in either OneDrive cloud or OneDrive for Business
the data will be synchronized with the other automatically

Accessing OneDrive:
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Online: Desktop: (OneDrive for Business)

-
®

BN O CE 265
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Use desktop Icon to launch Office 365 Accessed from the desktop
OneDrive online is accessible from there like a file folder
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OneDrive for Business
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OneDrive for Business Starting OneDrive

Use desktop

icon to launch =@ ]=]

: =
OneDr|Ve for %v|ﬂ b Frey, JonS. » OneDrive - Montgomery County Government » v ‘ + ‘ Search One.. O | .g
Business File Edit View Tools Help g
Organize * Include in library Share with « New folder B= - ()

9 1/ S

- =

i+ Favorites * Mame Date modified Type %

10 IECompatCache S

@ All Other 3/6/2015 1:18 PM File folder o

| [ETldCache |
i Links D @j ~Sedrive Storyboard.docx 3/9/201510:00 AM  Microsoft’ %D

in =

] @ desktop.ini 3/9/2015 8:34 AM Configural T

@ Local Settings = ) ] ) =

H MyD OneDrive for Business (3-6-2015).ppte 3/6/201511:33 AM  Microsoft [a)

] t ..

& My Documen g Onedrive Storyboard.doc 3/9/2015 %:39 AM Microsoft” | S

] ocuments B

4 ] @ WIIl Fail#.pdf 2/13/201511:42 AM  Adobe Aar 5

U My Music =
=] My Pictures =

. I

My Vid

3 1" > v i 3 &
. )
6 items o
=
o

It opens the

OneDrive for
Business
folder

Note: When you drag files from the desktop into OneDrive for Business they
are moved and not copied and synching will begin with OneDrive online
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OneDrive cloud Starting OneDrive from Office 365

Use desktop
icon to launch
Office 365

[ heps: path/mail D= @ B il - Offce 35 Test- Outl,
ile  Edit View Favortes Took Help
5 B ¥ ThenTable7-17-15 B Office of Emesgency Man... [ Home - IntraneiDedd [ Department of Technalog... ¥ Lynda.com & 5CC1 4 Breaki TopSto... E) Hezdines .. 2] Viek theMontgo... [ CHM.com - Beaking New... 1 Web Stakeholders Group
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Opens Office
365 home
screen (OWA)




OneDrive cloud Selecting OneDrive from Office 365

aﬂ https://outiook office365.com/owa/Trealm=montgomerycountymd.govEpath=/mail P-ac Bﬂ Mail - Office 365 Test - Qutl... %

File Edit View Favorites Tools Help

[ m If Then Table 7-17-15 m Office of Emergency Man, @ Lynda.com a SCCM Reports8-15 . Breaking News & Top Sto. a Breaking Mews Headlines .. é:] Welcome te the Montgo.., m CMM.com - Breaking New... ﬂﬂ Web Stakeholders Group

@ Home - IntranetDevl @ Department of Technolos

Word Online Excel Online

PowerPoint OneNote
Online Online Newsfeed
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We didn't find anything to

A Groups s new show here. Select an item to read.

R Staff then selects the tiles
foe the OneDrive tile

Groups bring people together. Join a K when you sign in

group or create one.

Office 365 — Transition




OneDrive cloud Home Screen

@ https://mcg poi I/o365test | rycountymd_gov/Documents/Forms/All.aspx P-acd @ (OneDrive for Business

File Edit View Favorites Tools Help
- E If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl m Department of Technolog... @ Lynda.com a SCCM Reports8-15 4% Breaking News & Top Sto... a Breaking News Headlines ... awEI(ﬂmEtﬂthEMﬂﬂth‘.. m CNN.com - Breaking New... Eﬂ Web Stakeholders Group

% Office365 = OneDrive 2
=
P canonenne OneDrive @ Montgomery County Government g
Documents e
Documents S
Recent =
Shared with me Welcome to OneDrive @ Montgemery County Gevernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss %
Followed S
New t Upload & syne ':. Share @)
Site folders ® - re o |
Recycle bin v D Name Modified Sharing Modified By g[)
0365 Converter test ae August 18 6 Onffyyau W Office 365 Test % 3
v Groups Shared with Everyone o December1 2014 88 Shared M Office 765Tast
Test files for converter e August 18 8 Onlyyou M Office 365 Test
Test files for converter - Copy e Juneld 8 Onlyyou MW Office 365 Test
(%]
Chicago Questions 4-22-14 - Copy v April 22, 2014 B oOnlyyou M Office 365 Test . . c
[g]
General Migration Activities (4-4-14) e April4, 2014 8 Onlyyou M Office 365 Test O n e D r I Ve 0 n | I n e |:
General Migration Activities (4-6-14) - Copy e JUnel0 8 Onlyyou MW Office 365 Test H O e Pa e Vie |
e m g W 10
¥ Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) v May1 8 Onlyyou M Office 365 Test Te)
(99}
0365Test Doc 6-16-15 oo Junelb 8 Onlyyou MW Office 365 Test )
¥ 0D for Bus synch s« Mondayat7:24 AM @ Onlyyou M Office 365 Test ::)
G
@ Presentation we Mondayat7.23AM 8 Onlyyou M Office 365 Test (@)
Drag files here to upload

Note: When staff logs onto OneDrive for the first time there
will be no files or folders displayed.
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Bad File Name Handling
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OneDrive llegal Characters / File Types

Invalid file or folder name characters

If a file or folder you're trying to upload to OneDrive for Business contains any of the characters listed below, rename
the file or folder to remove these characters. The list of invalid characters is different on Office 365 and SharePoint
2013.

INVALID FILE OR FOLDER NAME CHARACTERS IM Invalid file or folder name characters in OneDrive for
OMEDRIVE FOR BUSIMESS OM OFFICE 365 Business on SharePoint 2013

%K< 7/ "#%&t:{:.?ﬁ@.

Invalid or blocked file types
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You can't upload OneMote files, or files with a *.tmp or *.ds_store extension. Additionally, you can't upload
desktop.ini, thumbs.db, or ehthumbs.db.

Additionally, you can't upload types of files that are blocked on the SharePoint site. If your arganization is running
SharePoint Server, the list of blocked files may vary depending on what your administrator sets up. If vour
arganization is running >harePoint Online, the default list of blocked files is fixed and can't be changed. To see a list
of the default blocked files, see Types of files that cannot be added to a list or library.

For more information about restrictions and limitations, like size limits for syncing files, and character limits for files
and folders, see Restrictions and limitations when you sync SharePoint libraries to your computer through OneDrive
for Business
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OneDrive online Trying to save with illegal character

m E ©- 0 @ = HRC Various File Actons - PowerPoint DRAWING TOOLS
FILE HOME IMNSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Office 365 Test ~ H

S |

Size~ Background

ot _ | B
———— - T - F Slide Format

T L Customize ~ 3

B EE S O- Test docurnent 2-5-15 - Word [«] R

’ >

6 HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Office 365 Test ~ H CILJ
R Lay N .. — a— e | # Find - >

b . - - - B f— w z— o A— A
0O Ea Calibri (Body) A A A~ A i=-i=-%E- &35 2 T | papbeone AsBbcede AaBbC — o
| ~| ZacReplace

Paste ¢ B T U -aex x [~ W A EE=E= 2 O T Mormal T NoSpac.. Headingl ’; [+ Select - G>J

- =

o Clipboard & Font ] Paragraph ] Styles ] Editing S (o)

()

7 ] - - e . <
Savimg = Flzin Oralrive NaV|gat|On @)

' I
|Search document o - o0

c

HEADINGS PAGES RESULTS "‘G—)

This is a test dofument for training =

.................. o

8 Create an interactive outline of your (=
document. (o)

=

It's a great way to keep track of where you are 7,

or quickly move your content around. g

o

To get started, go to the Home tab and apply i Word did not save the document. —

Heading styles to the headings in your (Test document ) I

3 d t.

e | ok | \

O

ﬂ Was this informatidm helpful? an)

[}

2

&=

o

If staff tries to save a file to They would then
%  OneDrive online which has select OK to go
: : >
an illegal character in the to the rename

name the system will error. screen

11
PAGE1 OF1 7woORDs [[2 EE BB -———4F+——+ 100%
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OneDrive online Staff corrects the file name

A % O F- _
“ HOME INSERT DESIGM TRAMEITIOMNS AMIMATIONS SLIDE SHOW REVIEW VIEW Oeffice 365 Test = H

e =) _..ﬁ - \--

Size~ Background

Customize -~ ;
& HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS R E)
- R D TRl  Staff is presented with S
el ey Ao EE a8 a screen that enables =
Clipboard T2 Font [ Pasageaph L : >
7 e | Navigation .x them to rename the file s
= Search document o - tlm
Staff renames the file Fe—-— 2
8 g . c
remOVIng any I”egal o v Documents » 'I"‘H Search Documents ,ﬂl g
characters | =- @ 2
To get started, go to the Horme tab and apply i Dt Mcdifled Type =
Heading styles to the headings in | Farms 11/16/2014 509 M Folders |
N decument Ju Shared with Everyone 12/1/2014 217 PM Falders 8
85 Test document 2-5-15.docx 2/5/2015 B-43 AM Microscft W o
ol
5
10
n " 3
File nanve: ~Nest document-22-5-15 -
11 Save as type: | Word Document -
And then selects SAVE e e

supE11 oF1e  [F




OneDrive online Save Completes correctly

BHS O 3-

“ HOME INEERT DESIGH TRAMEITIONS AMIMATIOMS SLIDE SHOW REVIEW VIEW Odffice 365 Test = n
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Size = Background
e Customize Eal ;
BB % - Test documents2 2:5:15 - Word T @ - O % s D
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o
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Saving data to OneDrive
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OneDrive Save as choices

Presentationl - PowerPoint ? = x
@ Office 365 Test - H
o Save As There are two
s Moo Court s ey references to OneDrive
fom Recent Folders in the application save
F N ggig:\rfe-n:dontgomew County & Montgomery County Governme as menus
Print \\@\
Share Browse OneDrive =

El:l Computer

Close + Add a Place

Account

Montgomery County is

the right choice

Choosing the OneDrive
icon will cause
Microsoft to try to sell
the staff person a
personal OneDrive
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Save As — OneDrive online
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Save As Selecting OneDrive

Bookl - Excel 7 - 8 X
Office 385 Test - O

Save As

Sites - Montgomery County & OneDrive - Montgomery County Government
Government
Recent Folders

Yau have no recent folders.

Next you would select
Browse.

First you would select
OneDrive — Montgomery County
Government.
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OneDrive cloud Save As - Naming of file

Iﬁ '

Oiffice 365 Test - )

vl L. o365test_montgomer.. ¢ Documents » -Ii, || Search Docurnents pl

Organize Mew folder = B 03)
0w it Excel Harme B Date Modified Type E
Farms 111572014 8:09 AM  Folderz Dnt omer C Q <
W Faveorites 4. Shared with Everyone 12/1/2014 317 PM Folders g y A fl Ie C>)
Bl Deskicp . )
i Downloads < naming =
El Recent Places \ 5
1 )
N window £

w4 Librares
¢ Docurmnents a p pea rS QID
J" Muzic c
= Pewss  ~ - ' ' where staff S
File name  TEE0S] \ - c:ﬂ
Sove a3 type: [Excel Workbook I —— || R names and -
Authors Office 265 Test Tags: Addatag o
)
[ Browses View Options... ] [ Save Thumbnail Saves 8
| C
= Hide Folders Toos ~ [ swe& [ Concel | lT
LN
(o}
(99}
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&
o

[0

ol @] & E) e




OneDirive cloud Save As — Saving the file

Iﬁ y

Difice 365 Test ~ O

m.l ). = o365test_montgomer.. » Documents » - | ¢ || Secrch Documents P|
Crganize »  Mew folder 2. @

B Microsedt Excel é Marne Date Modified Type E)
Forms 11/16/2014 809 AM  Folders Dntgomery CGUHT_’}' Government >

M Favorites 4 Shared with Everyone 127172014 247 PM Falders Cl>)
B Desktop o)
8 Downloads )
=l Recent Places =
—

()]

Bl Desktop (]
i Libraries <

: o

* Dogurments |
J‘ Muzsic Q 00
S W . : Staff names the file o
G

Fite Test Doc 2-5-15 ]

e <— and selects SAVE 2
Save as type | Excel Workbook m
Authors Office 365 Test Tags: Add atag W h e n re a d y S

[ Brewser View Opticns... ] [F] 5ave Thumbnail E
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OneDirive cloud Save As — Save Complete

B e % & = Test Doc 2-5-15 - Exead T E -8 X
FILE HOME IMEERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Odffice 265 Test = n

= I - I 1 —— =Tl [==] = s — .
h Ir?‘?& Calibri 11 A A =EE= B = Wrap Text General - J;-’-I |_‘.¢‘ !_‘_-.*‘ |‘_‘|__|I:I:I 'E}.\ u Eﬂuﬁﬁum %W ﬁ
Oe | | = =

Paste B I U- . Py - == = Merge 8 Center = % = 9 3+ %% £ Conditions! Formatas Cell  Inzert Delete Format Sert B Find &
_ & - £ E * = Formatting = Table =  Styles - - - - & Clear - Filter = Select =

Clipboard F Font ] Albgnmeent i Mumber Ma Styles Cells Editimg -

ing — OneDrive Overview
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Uploading data to
OneDrive
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OneDrive cloud Uploading Data

ycountymd_gov/Documents/Forms/All.aspx P-ad @ OneDrive for Business

File Edit View Favorites Tools Help
- E If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl m Department of Technolog... @ Lynda.com a SCCM Reports8-15 4% Breaking News & Top Sto... a Breaking News Headlines ... awEI(ﬂmEtﬂthEMﬂﬂth‘.. m CNN.com - Breaking New... Eﬂ Web Stakeholders Group

# Office365 = OneDrive

OneDrive @ Montgomery County Government

Documents

p search OneDrive

Documents

Recent
Shared with me Welcome to OneDrive @ Montgemery County Gevernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss

Followed
@New A Upload c Sync Qshare  More v
Site folders

Recycle bin v D Name Modified Sharing Modified By

.« August 18 8 Onlyyou M Office 365 Test %

VGroups TO Copy a file tO .. December1,2014 &% Shared W Office 365 Test
OneDrive select it on

. August 18 8 Onlyyou M Office 365 Test

. June 16 B onlyyou M Office 365 Test

the deSktop and drag . April 22, 2014 B Onlyyou M Office 365 Test

. April 4, 2014 8 Onlyyou M Office 365 Test

to t h is a rea « June 10 8 Onlyyou m Office 365 Test

¥ Microsoft Office 365 TOMG Briefing (11-18-14)(FinalFinal) .  May1 8 Onlyyou M Office 365 Test

0365Test Dot 6-16-15 w June 16 8 Onlyyou MW Office 365 Test

¥ 0D for Bus synch «« Mondayat724AM @ Onlyyou M Office 365 Test
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@ Presentation w Mondayat723AM 8 Onlyyou M Office 365 Test

Drag files here to upload

Note:
To upload data in files first create a file in OneDrive, Then
select all files in current folder and drag to the OneDrive
folder and the files will be copied

BE ¢ @M vl v« @G E TN
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Opening files from OneDrive
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OneDrive Opening Files

- Test document-2 2:5:15 - Word T -8 X
©

@) ofce365Test » [
Open Open K& Open

New

@ Recent Prese Open

@ — Recent Documents

0 * Test document-2 2-5-15
OneDrve - Mentgamery County Government

Save Sites - Mantgo Sites - Mont RS Sites - Mantgomery County .
Government Govenment Government a | Test document 2-3-13
Save A OneDrive - Montgomery County Government
OneDrive - Mo OneDrive - OneDrive - Montgomery County .
pi a Government a Government ) Government F | I es can b (S
Shar
& OneDrive & OneDrive & OneDrive (0] p ene d frO m
Export .
either
Close ‘1 Computer ‘] Computer ‘] Computer
- h OneDrive,
Account Add a Place Account Add a Place [ Add a Place
+ + + the
Options Options Options

computer or
another
location.
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Recover Unsaved Documents
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OneDrive Versions — OneDrive Cloud
b [T — p—— .

File FEdit View Favorites Tools Help

5 aabou.” aWelc..‘ @Depa..‘ @Agen”. wTeamm @Home”. wOﬁl wCoum. wMCﬂ.H EEWeb.H mOﬁl @Lynd..‘ aSCCM‘.. aMontH. HCNN.H. EBrEam A Brea.. aTrum.H E|IfT..‘ mom

OneDrive

Biopen v € Share ¥ Download @ Getalink [l Delete [ Copyto Moveto [ Rename  w 15elected X (D)
A

Files
v ame . — S e -

E  Allother

o el First staff would select the file that

B GenWP1l6 . .

6 copins they wanted to view versions for.

B Notebooks

i Quick Steps Vided'- Copy e December 16, 2015 Frey, Jon . & Shared

K sharePoipt’- Base rollout docs s January 21 Frey, Jon S, 2 Shared

B Shfepaint Development Prajects January 24 Frey lon . s Shored

WP 11-12-15 e lanuary 2L Frey lon . 2 shered
8" SharePoint Contacts-Projects xlsx w February9 Frey, Jon S. 1594 KB 24 Shared

Next they would right
click on the ‘... symbol
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OneDrive Versions — OneDrive Cloud

e‘ B3 % hittps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/onedrive.aspx & Files - OneDrive X

File Edit View Favorites Tools Help

{:; aabnu.” aWe\c..‘ mDEpam @Agen..‘ mTeam”. @Home.” @Cﬁ\ anun..‘ mMGL.. @WEb.” mﬂﬁ\ @Lyn

£)sceM... &) Mont... [ CNN... &) Brea...  Brea.. £]Tum... (K T... @ Offi..

[(E Open v () Share ¥ Download @2 Getalink [ Delete [ Copy to Moveto @ Rename e 1Selected X @
& ©
i =
Files b=
c
o
v Name t Modified Modified By File Size Sharing |
c
E Al Other e September4, 2015 Frey, Jon 5. 2 Shared o
2
K G3 Breifing Slides e Yesterday at 12:32 PM Frey, Jon 5. &t Shared )
=
B GenWP1-18 o January 21 Frey, Jon &, & Shared |
oo
EH  GenWIP12-15 e January 21 Frey, Jon . A Shared [ o
Y
Notebooks o December 30, 2015 Frey, Jon &, & Shared 9
e
. [aa]
B Quick Steps Video - Copy = December 16, 2015 Frey, Jon 5. & Shared
(=
K SharePoint - Base rollout docs we January 21 Frey, Jon 5. 2A Shared g
. 7))
Ei  sharePoint Development Projects s January 21 Frey, Jon . &4 Shared =
T
H WP 11-12-15 s January 21 Frey, Jon 5. =
0 85 SharePoint (r=s-=tv-nmmim=tesi= o February 9 Frey, Jon . 1584 KB |
o Next they would select o
Open in Excel Online L = o0
: N Version History g
Open In Excel =
@]

Share
Get alink
Rename
Delete
Copy to
Move to
Details

Version History




OneDrive Versions — OneDrive Cloud

7 Files - OneDrive X

B EB!eam e Brea.., @Trum‘.. HT..‘ woﬁ\

File Edit View Favorites Tools Help

5 @aboum @We\c.” WDepam @Agan..‘ mTeamm @Home‘.. mOﬁl wCoun.H WMGL.‘ QZWEb..‘ woﬁ\ @Lyndm ESCCM‘.. @Mont‘.. CN
Office 365 | OneDrive

P search Bopsnv O shae ¥ Downbad  ©O Getalink i Delete [ Copyto  EX Moveto 4 Rename o 15clected X (@)

» Frey Jo. Files The version history is
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e
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s
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Files .
- - displayed
Recent Versian H\story IS a e
E Al Other
Shared with me O ——
. Delete All Versions A
@3 Breifing Slides
Recycle bin
No. 4 Modified Modified By Size Comments
Gen WIP 1-16
A Groups + 200 2/9/2016 419 AM Frey, Jon S, 159K8
?’,# _0365Test Group B GenWP121s 190 2/9/2016 4:04 AM Frey, Jon S, 159KB
O _Groups Guideline., Bl Notebooks 180 2/2/2016 10:49 AM Frey, Jon 5. 16K8
q . (%]
° _DT5 Office 365 u Quick Steps Video - Copy 170 1/14/2016 6:43 AM Frey, Jon S, 16KB c
©
SharePoint - Base rollout de 0 1/14/2016 630 AM g, Jon 5. 16K8 lt
150 1714/2016 6:19 AM Frey, Jon S, 16 K8
Kl SharePoint Development Pr il o |
140 178/2016 81 AM Frey, Jon S, 156K8 £
H WP 11-12-15 =
130 1/8/2016 718 AM Frey, Jon &, 157 KB
0 @  SharePoint Contacts;Projec| 8
120 12/16/2015[8:56 AM Frey, Jon S, 157K8 =
G
110 12/16/2015[240 AM Frey, Jon's. 154K8 O
100 1211012015939 AM Frey, Jon S, 155K8
90 11/17/2015 5 Frey, Jon §. 151KB
15KB
Each entry has the version number,
y ’ 19K8

date/time modified and author |

148KB

Get the OneDrive apps

Return to classic

OneDrive {b




OneDrive Versions — OneDrive Cloud

1 Files - OneDrive X
File Edit View Favorites Tools Help

95 ) abou.. &) Welc.. [} Depa... @) Agen... @) Team... @ Home... [ Offi.. @) Coun... B MG31.. [ Web... [ Offi.. @ Lynd.. &)SCCM... &]Mont... [ CNN... [&] Brea... b Brea... &) Trum... [E¥T... [ Offi..
# | Office365 | OneDrive

B SharePoint -Baseralipfide 160 11472016630 AM Frey, Jon S. 16KB
150 : ) 16 KB I I
E  SharePoint Deve/épment Pr V1472016 619 AM frey, Jon S a l | l n l n U
6w - 140 1/8/2016 801 AM Frey, JonS: 156 KB h h
130 1/8/2016 7:18 AM Frey, Jon S, 157 KB W e re t e Ca n
0 Shargoint Contacts-Projec!
120

12/16/2015 856 AM Frey, on 5. 5rHe View t h e vers | on

12/16/2015 8:40 AM Frey, Jon S, 154 K8

12/10/2015 939 AM Frey, Jon S. 155K8 or REStO re t h iS

In this case View is chosen M copy to be the

current version

60 1072912015 10:54 AM Frey, Jon S, 149K8
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reent Version History >

All Other |
e e Delete All Versions an
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- . B Genwp 1215 View

3\# _0365Test Group Frey, on'S. 159K8 c

= Restore r ' ‘ o

rj‘:r; _Groups Guideline.. B notebooks U ey soms Am Frey, Jon 5. 16K8 O u Se Ove r a =

wn
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Comparing Versions
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Comparing Versions Start from document library

=2 Office 365 SharePoint

BROWSE ‘ FILES  LIBRARY ‘

G3 Transition DTS Home /' EDIT LINKS

) Documents » Communications
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Home @ New ﬁ Upload c Sync ,.'I Share More V

Batch Management R Bk oo Find a file 0

Reference

T v [ Name Modified Modified By

Focont @5 DTS Staff annoucement e April 20 ® Klinger, Dieter
Archives @7 G3 Engagement Status «« Wednesday at 1:52 PM M Frey, Jon S.
Other Docs @5 G3 Transition Plan (3-17-16) e April 25 M Frey, JonS.

Recycle Bin @5 Office 365 G3 Transition Update 1 (6-3-16) «+ Yesterday at 408 PM M Klinger, Dieter

# EDIT LINKS Drag files here to upload
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Word Online

G3 Transition Office 365 G3 Transition Update 1 (6-3-16) /‘ Edit Document ~ @ p

Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
processing groups of machines through the transition activities.

o Wereleased the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.

* We gained an understanding of key factors we need to work on to ensure the transitions take
place, primarily:
o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
o Machine MUST NOT be sleeping
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e We have developed support documents and instructions for those staff that experience small
transition canfusion (such as requesting validation). And a process for addressing larger
remediation’s (should a script fail part way through)

¢ We have completed roughly 25% of what we set out to do.

PAGE1OF6




Comparing Versions Open in desktop Word

Design  Layout References  Mailings  Review  View

B ¥ Cut § | —— . LOFind ~
De. - Calibri (Body *|11 ~| A A | Aa~ | fp i=-i=- 'z~ 5L T | asBbcend| AaBbcedd AaBDCc AsBbCl AQ B AsBbced AaBbCedd AdBbCcDd AasbccDd MaBhCeDe AaBbCcDA g h .
Copy T vac

Paste . 2 A\ . b === . = - . a " -~

; o Format Painter B I U-abex,x [A~°% A SEE= = | E . . T Normal | T No Spac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis Intense E... Strong Quote = [} Select~

Clipboard ! Font fu Paragraph £l Styles & Editing ~
Office 365
Office 365 G3 transition

Update #1 (6-3-2016)

Introduction

Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
processing groups of machines through the transition activities.

(%]
c
Q
(%]
—
o
>
00
c
‘=
©
Q
S
o
o
|
00
c
=
9]
‘=
0
c
o
=
(%]
c
©
L -
=
|
N
©
%)
@
o2
&
@)

e We released the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.
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processing groups of machines through the transition activities.

e We released the transition plan and began the process of engaging individual department |
the transition activities. We have processed 24 batches so far.
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* We gained an understanding of key factors we need to work on to ensure the transitions take place,
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o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
o Machine MUST NOT be sleeping

* We have developed support documents and instructions for those staff that experience small transition
confusion (such as requesting validation). And a process for addressing larger remediation’s (should a script
fail part way through)

*  We have completed roughly 25% of what we set out to do.

e We are processing two batches a week with hundreds of machines in each batch. We have transitioned
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engaging individual department IT into the transition activities.
We have processed 24 batches so far.

We gained an understanding of key factors we need to work on
to ensure the transitions take place, primarily:
o Machine must be available (i.e. laptops need to be
docked)
o Machine must be ON
o Machine MUST NOT be sleeping

We have developed support documents and instructions for
those staff that experience small transition confusion (such as
requesting validation). And a process for addressing larger
remediation’s (should a script fail part way through)
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Introduction

| Since the Office 365 G3 transition project announcement on March 4, 2016 a number of things have
been happening to get the project moving into a production state and to operate a regular schedule for
| processing groups of machines through the transition activities.

¢ We released the transition plan and began the process of engaging individual department IT into
the transition activities. We have processed 24 batches so far.
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e We gained an understanding of key factors we need to work on to ensure the transitions take
place, primarily:

o Machine must be available (i.e. laptops need to be docked)
o Machine must be ON
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OneDrive Office 365 Data recycling process

When files / emails are deleted they are placed into the
recycle bin in Office 365.

The first stop is the phase 1 recycle bin which the user can
access and remove them from. The file / emails reside in
that recycle bin for 30 days

After the first 30 days recycled files are moved into the
phase 2 recycle bin where they will reside for 62 more days.
During that timeframe the files / emails are still retrievable
but only by DTS IT staft.
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After the full 92 day recycle
period the files become
unavailable forever as the space
in which they were stored is
erased and over written with
other data
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Moving PSTs
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Moving PST Files

.pst stands for ‘Personal Storage Table’
Most PST files were moved during mail migration

There is a best practice for moving PST files
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PST files can take a long time to move
While moving PSTs desktop email will not be available

Use Outlook Web Access (OWA) during PST moves




Moving PSTs
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Moving PSTs Select Open & Export
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Moving PSTs Select Import/Export

Office 365 Test - Outhook T -8 X

Open

" R Once Open & Export
N menu is open, staff
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Moving PSTs
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I\/loving PSTs Select file type .pst
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Moving PSTs Choose Location of PST
B ES ; Inbox - Jon. Frey@montgomerycountymd gov - Outlook
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Moving PSTs Select PST file
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Moving PSTs
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Moving PSTs PST are moved
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PST files will move one by one until they are all moved

Note: Depending on the size of the file it could take quite

awhile for the PST files to move.




Moving PSTs PST file move completes
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Collaboration Concepts
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Collaboration Concepts Sharing vs Attaching files

“One Source of Truth”

Lynda.com

 Sharing replaces attaching files for collaboration

 Attaching files creates multiple sources of truth

* You need to attach and send to multiple editors
« Wait for edits while those editing need to make edits and email back
* You need to then consolidate replies to restore the source of truth
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* Ifyou share

 All editors have link to the one document

« They can all edit at once in a single copy

 All can see each others edits

 You have no consolidation work as itis a single file

« Any time you look at the document you see the current source of truth




Collaboration Concepts \ersioning

Versioning replaces having many copies of the file

Using ‘point versioning’ (1.1, 1.2,...) allows for
 Staff with ‘view’ rights see Major point versions (1, 2)

« Editors work on point versions (2.1, 2.2,...)
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* When ready new major point version Published for all

You can review all past versions and restore any you wish

You can store notes for others for each version you produce




Collaboration Concepts Searching

e Current Search

 You look for files in folders (often looking in many folders)
 You search by file name (and hope they are named well)
* You need to remember the path to finally access and use the document

* Itis time consuming and frustrating

 SharePoint / OneDrive search
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* You look at the entire site when you search (wherever permitted)
 You search by keyword in the contents of file.
* It brings up a preview and link directly back to the document

* ltis quick and efficient

You can search as far as you can ‘see’




Tools and Support
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Tools & Support Web Site Resources

Scope:
There is a special Internet web site for Office 365 transition Included are
storyboards, videos, links to a number of Microsoft reference tools and schedule

of staff events.

Web site resources:
* Full web site
* Many links to Microsoft support documents / tutorials
e Various help support
* Staff events schedule
* Link to Phase | reference material
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http://montgomerycountymd.gov/office365/



http://montgomerycountymd.gov/office365/
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Home Alerts Translate A- A A+

MONTGOMERY
COUNTY

A\Ituj'/‘u/// m‘\k‘\'@’//&; ¥\

Residents i Government Departments Online Services

Montgomery County, Maryland
Office 365 - Information Site

G3 Transition Information Center
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Transition Briefing Reference Communications FAQs
Introduction Quick Start Guide - Excel 2016 G3 Program Launch FAQs from briefing sessions
G3 Services Quick Start Guide - Outlook 2016 G3 Transition Plan (3-17-2016) How are renewals handled?
G3 Applications Quick Start Guide - Powerpoint 2016 Transition Batch Schedule / Notes What about Viso & Project?
Ribbon Interface Quick Start Guide - Word 2016 Who Gets G3?
OneDrive
Moving PSTs
Support/Website
Full Transition Briefing

Link to Main Office 365 support site

0365
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MONTGOMERY
COUNTY

r Pt
Marylan d too

Residents Online Services

Montgomery County, Maryland
Office 365 - Information Site

Using Office 365

Excel, Word, PowerPoint Online, OneDrive

SharePoint Online, Skype for Business

Office 365 G3 Upgrade Under Way (Go to that Web Site)

Overview

Montgomery County continues its move to universal use of the Microsoft Office 365 cdoud based software and services suite. This is
a major change in both the software being used and the way it will be used going forward. Due to the size, scope, and the impact
to the staff, the project Phase I (Qutlook migration) took roughly six months. The rest will be rolled out in over the next 18-24
months. Staff cumrently using only Office 2003 will need to completely move to the new doud-based online applications which
include Microsoft Office 365 Outlook, Word onling, Excel online and PowerPoint online. Once those moves are completed the Office
2003 products will be removed.
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Click here for: Office 365 - A new way of doing business (the story continues)

The move to Office 365 represents a paradigm shift in the way business will be conducted going forward. Over the next months
other services will be introduced for general use by staff. You may expenence some of the new features and notice differences that
accompany the online versions of the Office 365 Producks,{Qutlook, OnelDrve, Word Online, Excel Onlineg,Skype for Business). Maow it
is the time to focus on leaming these Office 365 products and how to best use them in our work activities.

This is link to the new OWA 2013. Office365.MontgomeryCountyMD.gov It should replace all other references or favontes to OWA

This Site

This site is designed to provide staff with useful information to help them through the Phase II and III transitions and to provide
varous training and reference documents to help them use the Office 365 capabilities most effectively.
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Staff Briefings / Events Schedule

This display provides key information regarding the training and briefing sessions available for staff This will be updated on a regular
basis..

MM AUGUST 2015 & = Subscribe = My Events
Al Add to my Calendar Email Reminder [ More Event Actions n
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

26 27 28 29 30 31 1

[ | 9a Office 2003 to
COffice 365 Transition
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Briefing
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31 1 2 3 4 5

] all Add to my Calendar Email Reminder [ Maore Event Actions n

Events calendar powered by Trumba
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Support Material

Many Office 365 transition support documents have been collected to provide staff with useful information to help them get the
maost from this site. There are two major groups of staff in the County that are transitioning. One is those who use the Office 2003
(40%) the others who are using Office 2007, 2010 or 2013 (60%). Those who are currently using Office 2003 desktop based
applications will need to move the the Office 365 online equivalents as their desktop applications will be removed. All others will

continue to use their existing desktop versions.

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

“ General Excel OneDrive Outlook PowerPoint wWord SharePoint Skype for Business New Features

General
This tab contains general information regarding the Office 365 project. It is updated regularly with overall project items

Training - General Overview - (Video)
Training - Office 2013 - Items
Training - Microsoft Videos for Government

Reference - Department On-Site IT Contacts

Reference - County Help Desk 0365 Support Plan

Reference - Office 365 general FAQs

Reference - Storing and Sharing Information - {(Microsoft)

Reference - Translating documents - {Microsoft)

Reference - Office 365 desktop vs online feature comparison (Microsoft)
Reference - File Types supported by Office online applications (Microsoft)
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Communications - TOMG - Office 365 Phases II & III presentation (2-10-15)
Communications - TOMG - Office 365 Phases II & III presentation (7-9-15)
Communications - Phase II - Terms

Communications - Phase II - FAQ's

Communications - Phase IT - The Microsoft model

Tools - MicroSoft File Viewers (5-30-15)




TOO I S & S U p pO rt http://montgomerycountymd.gov/office365 We b S |te ReSO urces

Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online

equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should
their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel | OneDrive Outlook PowerPoint Word SharePoint Skype for Business MNew Features

Excel

Excel online has a more limited set of features than the desktop versions, For most staff the transition to the online version
will provide everything they need, there will be some exceptions where, due to work requirements, all staff need to be using
desktop versions. In these cases upgrading to the G3 license level is the recommended solution.

+—
—
o
o
Q.
>
(%}
©
C
©
i)
3
—
I
oY)
c
=
()
=
o
c
e
§=
(%]
c
©
—
|_
I
LN
O
o™
[}
O
=
Y
@)

Training - Excel Online - Overview - (Storyboard)

Reference - Excel 2016 Quick Start Guide - (Microsoft){New)
Refe § i i i
Reference - Password protecting documents (G3) - (Microsoft)

0 - (Microsoft)
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Support Material

Many Office 365 transition support documents have been collected to provide staff with useful information to help them get the
most from this site. There are two major groups of staff in the County that are transitioning. One is those who use the Office 2003
(40%) the others who are using Office 2007, 2010 or 2013 (60%). Those who are currently using Office 2003 desktop based

applications will need to move the the Gffice 365 online equivalents as their desktop applications will be removed. All cthers will
continue to use their existing desktop versions.

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers,

General Excel ‘ OneDrive ‘ Outlook PowerPoint Word SharePoint Skype for Business New Features

OneDrive

OneDrive is Microsoft cloud based storage for staff working data. This will replace the 'C' and 'U' drives and contain items
that are works in progress. Final documents will be placed in their usual repositories.

Training - OneDrive - Overview - (Storyboard)
Training - OneDrive Training Tutorials (Microsoft)
Training - OneDrive for Business (Microsoft)
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Reference - OneDrive - Frequently Asked Questions (FAQ's)

Reference - OneDrive - FAQ (2-6-15)

Reference - OneDrive - Help - (Microsoft)

Reference - OneDrive 2013 - Quick Start Guide - University of Towa
Reference - Setting up OneDrive for Business to OneDrive Cloud connection
Reference - OneDrive for Business limitations/ restrictions
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transiticning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online

equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should
their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel OneDrive ‘ Outlook | PowerPoint Word SharePoint Skype for Business New Features

Outlook

The Qutlook migration was conducted during the summer and fall of 2014. 11,500 mailboxes were moved and all staff was
provided access to the other Office 365 applications and tools. Although the migration is over the training materials are
contained in the Phase I site (link to Phase 1 site),

Training - Outlook Training - (Microsoft)

Video Training - QuickSteps - Creating encrytion ready messages [DTS]{NE‘W}@]

@nce - Outlook 2016 - Quick Start Guide - {Microsnﬁ]{@

Reference - Quick STeps - Automate repeutive tasks - (Microsoft)( New)éﬂ
Reference - OWA Web App - (Microsoft)
Reference - Exchange online - Service Description - (Microsoft)
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful information to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need to move the the Office 365 online
equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should

their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

‘ General Excel OneDrive Qutlook PowerPoint Word SharePoint Skype for Business New Features

PowerPoint

PowerPoint online has a more restricted set of features than the desktop version, For many staff the transition to the online
version will provide everything they need. There will be some exceptions where, due to work requirements, all staff need to
be using desktop versions. In these cases upgrading to the G3 license level is the recommended solution.
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Training - General Overview - (Video)

//
< Reference - Powerpoint 2016 - Quick Start Guide - (Microsoft)(Ne

Refere Coft oo ol

Reference - Password protecting documents (G3) (Microsoft)
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Support Material

Many Office 365 transition support documents have been collected on this site to provide staff with useful infermation to help them

get the most from their Office 365 capabilities. There are two major groups of staff in the County that are transitioning. First are
those who currently use the Office 2003 (roughly 40% of the staff) the others who are using Office 2007, 2010 or 2013 (roughly
60% of the staff). Those who are currently using Office 2003 desktop based applications will need tc move the the Office 365 online

equivalents as their desktop applications will be removed. All others will continue to use their existing desktop versions or should
their departments choose to they can be upgraded to the Office 365 G3 lisence level

The following tabbed interface allows us to focus materials in specific areas to ease the finding of answers.

General Excel OneDrive Outlook PowerPoint ‘ Word | SharePoint Skype for Business New Features

Word

wWord online has a more limited set of features than the desktop version. For many staff the transition to the online version
will provide everything they need. There will be some exceptions where due to work requirements all staff will need to be
using desktop versions. In these cases upgrading to the G3 license level is the recommended solution.

Training - Word Online - Overview - (Storyboard)
Training - Word Online - Selected Functions - (Storyboard)

gefere &
eference - Word 2016 - Quick Start Guide - (Microsoft)(New

Reference -
Reference - Tips for staff migrating from Office 2003 to Office 2010 (Microsoft)
Reference - Password protecting documents (G3) (Microsoft)
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Take me to OWA 2013
This is link to the new OWA 2013 should be bookmarked. It should replace all other references or favorites pointing to the old OWA.

Office365. MontgomeryCountyMD. gowv

Feedback
Please send feedback to the 0365 project team

To request an accommodation for employees with disabilities, please contact Change Management
at Change.Management@montgomerycountymd.gowv or 240-773-3337

Go to the Office 365 Phase I Web Site
This is link to the Office 365 Phase I web site is Dl“OVided as that location continues to have useful reference material.

Office365 Phase I Welb Site

0365
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Select Language - 2

Privacy Policy | User Rights | Accessibility | Language Translations | Social Media | County Code
Copyright 2015. Montgomery County Government All Rights Reserved.
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