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What is I} Office365 ?

A CLOUD-BASED (INTERNET) SOFTWARE SOLUTION
I

— New personalized portal site: https://portal.office.com

— Updated Microsoft application software suite, 2013

— Internet is NOT needed to run MS applications like Word
- o Internet locations like
rtal yet -continue saving to
network drives.
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Initial Rollout - Office 365

« Why move all email accounts to Outlook 20137
_ CerRzed calendars; can see when people are available.

— Use Outlook’s Resource function for room bookings (rollout TBD, not
yet available).

* Everyone uses the same desktop suite version, 2013

 |ncludes LYNC for faster communication

—— are approved/available for
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QUICK LOOKS

* The following slides are only quick looks of the desktop
versiorllibf Word, Excel, PowerPoint, and Outlook (online and
desktop).

e Use File > Options to customize any of the 2013
applications.

Remember these emails:

_ for bug crashes, technical help

- I R - <! use questions
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Portal for Remote Access

https://webmail¢beyondonline.net

New Internet Portal link:
o
T

e Continue to get email remotely & set Out of Office status.
* Not at this time - Online “web apps” & software downloads.

icon > Options to update your
e which group alias’s you
IIbox usage - 49 GB is available,

=

T

belong to, forw
etc.).
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Portal “Home” Page

A

1] Office 365 LOG IN:

Sign in with your organizational account

|EDWE‘O\TE'@E‘X&H\{J‘E‘.EC\“ ‘

S—— Use your email address
[ keep me signed in Wlth your WlndOWS

machine password
Sign in

Can't access your account?
ﬁ Qrganizational accounts the|
see this icon. © 2014 Mirg

* Click Photo to sign-out & update your
Profile info—Contact HR if Badge
photo is too out of date to use

* Click Gear to set Office 365
preferences like default screen

r = M
= g
ef‘: :',\-_I‘@ https://portal office.com/Home P~-ac ” & Office 365 ; | ‘ \ o~ o 8
\ ]

File Edit View Favorites Tools Help

> E IS

) ﬁ"‘ Sign in to Office 365 (&Y lyndaPro Home lynda o APS Tech University o cPanel apstech db$4yprHi... a ASAP Tulsa2014 a APS Technelogy Custome... U WebEx Conn3ctM2 star st... (g} Paychex Tulsa2014

) Office 365 = g Outlook  Calendar  People New:f.ed OneDwe  S‘'es  Tasks |

» Office 365 = this
Home page

* Click New Email Let's get stuff
Icon & see
reminders

* Click Outlook to
open application Ng

« Click Calendar to » _
See meetlngs Or word Online excel Online Online OneNote Online YOU are Stl”

rompted ever
Do not use web- promp 4

i Install Office on more devices 60 days for a
VerSIOn Of On a PC or Mac: Install password Change

Software at th |S On a smartphone or an iPad: Set up mobile apps

1 http://g.microsoftonline.com/0BX20en/876 ]
time [

&4

done.

Qutlonl Calendar

OneDrive
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Open Desktop Apps 2013
Backstage View (File > New)

 Same layout across applications — backstage & ribbon
 New way to access templates (see TRN-10120 if you don’t see Personal)
«  Pin-it fuljn to bring favorite files & locations to top of the list

Joan Thomas
jthomas@aps-tech.com

WO rd search for online templates P

Suggested searches:  Letters Resume Fax Labels Cards Calendar Blank

FEATURED PERSOMNAL

Switch account
Recent

Document8.docx
OneDrive - APS Technology, Inc.

Title =]

DocumentL.docx
OneDrive - APS Technalogy, Inc.

Document.docx
OneDrive - APS Technalogy, Inc.

Office365-Help.docx
Desktop

Introduction to IT Services.docx

Desktop Blank document Blank_Doc_Rev_D Single spaced (blank) Blog post

ADMIN-HELP-NOTES.doc
Desktop

DOC-ENG-10035_CustWeb_DocPostG... . : : = JOIN US AT OUR
L: = products » internet Tlﬂe Tltle Tltle

ANNUAL EVENT
Heading Heading 1 HEADING

DA-14-003_APS_Reg_template.docx
Desktop

DA-14-003_APS_Reg_PPT_template.d... |
Desktop

TRN-10043a_Attendance-only-sheetd .

http://walinvent1:81 » training . . . . . . . . . . . . . .

TRN-10043a_Attendance-only-sheetd.. Ton design (blank)

Facet design (blank) Report design (blank) Resume Business flyer
L: = training

DOC-IT-X000_ADMIN-MODX-HELP....
Desktop

DOC-IT-X0OXKX_ADMIN-MODX-HELP... i 7
Lt » products » internet : |

| WANT TO VOLUNTEER
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Word
Desktop

2013
View

—— — . ) e What's New
* Use Maintain Compatibility View checkbox when saving « What's Gone
* Open unsecured PDF and convert to a Word document

N *——Quick Access toolbar (QAT) for shortcuts to your frequently used options
* Import the QAT that includes Quick Parts option (a customizable ‘clipboard’) @
. New Remove Background feature for photos not anchored in drawing canvas box
» \Ctrl A to select all text works now; request TRN-10046 for detailed Word Training
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