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MS365 Suite
Applications

1. File Management Applications

1. Outlook
2. SharePoint
3. Teams

4.  OneDrive

2.  Creative Applications

1.  Word

2. PowerPoint
3. Excel

4.  OneNote




How it all works together: Overview

OneDrive Teams

SharePoint
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Where original files * Where the files are * Cloud storage for
are created. shared. Teams & OneDrive
Automatically Syncs « Automatically Syncs

to SharePoint. to SharePoint.

Files are private until
shared.



Visual
Overview:

e SharePoint and OneDrive
are cloud-based file
storage.

« Teams is a collaborative
app where you can work
together on files stored in
the cloud.

SharePoint

OneDrive




How it all works together: Focused

OneDrive Teams

SharePoint

&

N

Where original files * Where the files are « Cloud storage for
are created. shared. Teams & OneDrive
Automatically Syncs « Automatically Syncs

to SharePoint. to SharePoint.

Files are private until
shared.



Where is it?

I OneDrive @™

Using it?




I OneDrive

Where is it?

@ Erin - Committee for Public C +

@ New - X% 18] m )]

= W T sort v = View -

“— = v @ > Erin - Committee for Public Counsel Services

> @ Erin - Committee for Public Counsel Services

> @ OneDrive

@l Desktop

i Downloads
a Documents
P9 Pictures
o Music

u Videos

" Course Catalog

LR T T R R

7 Maps
@ OneDrive - Committee for Public Counsel Se

Bm FY23

» @ Creative Cloud Files
~ W ThisPC
» | Camtasia 2023
» [ Camtasia-2021802022
> 7 0s(C)
>  mg efuller {AVCPCS-SAL-FS02\Training) (H:)

> m Network

16 items 1 item selected

== Q, Search

Mame
" AppData

- Apps

" Attachments

= CAFL Training Unit

= CPCS Committee Meeting March 16 2022
" Desktop

" Documents

 Example Folder

© Home Drive

© Microsoft Teams Chat Files

"~ PowerPoint

" Recordings

-~ REQUISITIONS

" Shared with Me Landing Folder

~ Time Reporting Video

' Zoom Backgrounds

Status

(&1

(&1

0

o

Date modified

471172023 10:55 AM

6/23/2023 1:28 PM

5/12/2023 2:18 PM

T/6/2023 12:44 PM

T/6/2023 12:44 PM

7/6/2023 2:37 PM

471172023 10:55 AM

7/6/2023 2:38 PM

7/3/2023 10:49 AM

6/13/2023 411 PM

6/5/2023 10:01 PM

5/31/2023 11:46 PM

T/6/2023 12:44 PM

471172023 10:55 AM

5/24/2023 6:04 PM

6,/28,/2023 3:42 PM

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

Size

= (m}
& Syncing -
Search Erin - Committee fo... 0



I OneDrive ©

Home .
0] Pinned
@ Recent ) o _ o
D New Pin folders you want to easily find later. Click the pin icon that appears when you hover over a folder.
Committee for Public Counsel Services Today
[ Open
. OneDrive - Committee for Publ... D Folde_r 1 ) . 7/6/2023 2:42 PM
efuller@publiccounsel.net OneDrive - Committee for Public Counsel Ser...
Info
External Site
e 5 R T 7/6/2023 1:28 PM
Save Sites - Committee for Public C... . Training Dept. - Admin Team » Admin Team ...
. ? efuller@publiccounsel.net
HOW dO | USG OﬂeDrlve. Save As X Wordpress RS TR0
Other locations D OneDrive - Committee for Public Counsel Ser... = )
Save as Adobe M .
PDE &l This PC
Last Week
Print _@ Add a Place
D Maps ) ) 6/26/2023 2:40 PM
OneDrive - Committee for Public Counsel Ser...
Sh
.
Export Older
More.. D Theresa Coney 6/20/2023 10:39 AM

OneDrive - Committee for Public Counsel Ser...
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Where is it?

I Teams

How to use it?




= Feed =
@ () Unread only
0 bk
.
Calendar
—
[eams %
Files
You're all caught up ’ —
B You don't have any unread activity
Tasks by PL... here. Use the toggle to switch

between read and unread activity.

How awesome is this!

Whe re iS it? }n There's peace and quiet here,

==q5earch ho:ﬁo@ﬁ@"i"ﬂé’@'@?




Microsoft Teams

Welcome
to Teams

Q, Search

@ Launch Event Posts Ffiles Presentationpptx OneMote P
e Tuture.

Reply

Nestor Wilke 11:47 AM

hie, and all of the product launch team, I've added tl
ensure everyone has a chance to see it

Alex Wilber 11:48 AM
Thanks for doing that

e Launch Event

&
B ) _ Lynne Robbins 11:49 AM
‘o
R

File Awesome!
Legal and Co
o Research and ypment
and Social Trends Joni Sherman  11:52 AM
'~ Scheduled a meeting
. Retail )
E Launch preparations
Occurs every Wednesday @1:00 PM
» e
" B
.i I Isalah Langer 12:05 PM
® Megan Bowen | found the document, let's work together on i
. Communications . :
Finance - Important Dates.xlsx
carket personal » isaiahl_m365x370111_onmicrosoft_com
» marketing

Reply

mote living .

-

Join of create a team
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I Saving Documents Overview




Saving
Documents

1. Saving: Teams or OneDrive?
2. How to save work to Teams?

3. How to save work to
OneDrive?

4. AutoSave




Saving: Teams or OneDrive?

Teams OneDrive
e For collaboration * Private until shared
* Living documents « Documents do not have collaborative

* Live editing with other members of that properties until shared

channel * Links are living versions of documents
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© Good morning
a
| (n Home ~ New
D New
A B <
) - Get started with
E Open ; Take a tour Formulas
4
5
Info : - > - fe

Blank workbook

Saving New a o

Save As

@ Save As

Documents to T R :

~ Recent
Print Recommended f D N ‘ @ cen Pin folders you want to easily find later. Click the pin icon th
aw appears when you hover over a folder.
Committee for Public Counsel Services
Share = Open
% a OneDrive - Committee for Publ... P .
pott efuller@publiccounsel.net orensics 7/10/2023 11:13
Info Training Dep...
el a? Publish
® Se I eCt FI |e Sa Sites - Committee for Public C... Downloads
) ' ' full bli I 7/10/2023 11:10
o : efuller@publiccounsel.net Downloads
" " BADGE SIGN-OUT S e pe
b Se | e Ct S ave AS / Stan Jones + 2 oth Other locations
™ Last Week
. ago Save as Adobe E\ This PC
e " ccount PDE E IS
hd Se | ect “Sites = Eli?nwgg 7/7/2023 5:30 PA
Options Recent Pinned B @ TR g Dep...
FY24 Wor...
* Select the Channel & Folder - T 17172023 530 A
[~ Browse g ep-
where you want to share the .
K Export D udgets a... 7/7/2022 420 PA
I | b .t d .t Melanie Rob...
COllaborative documen
Publish
. ?d.”."" geam 7/6/2023 1:22 PA
o raining Dep...
D Microsoft.. 7/6/2023 118 PA
OneDrive - C...
Account
D FY 23 7/3/2023 12:47 P
. OneDrive - C...
Options v
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(;JO

Activity
)

Chat

(11
w

Teams

Calendar

Apps

Help

General Posts Files - Wiki Home

Documents > General

h

B ® W ®

Name ™

My Gideon Announcements

CPCS Pillars and Values Slides.pptx
How to Pull Zoom Reports.pdf

Our Mission Statement for TLMS.pptx

Understanding Public Defense in Massac

ry it out!

* Save a new word
document with your
name as the title under
the general files of your
departments Teams
channel!



& ©
© Good morning
a
| (n Home ~ New
D New
B
= :! Get started with
E Open ; Take a tour Formulas
:
Info : - o - fr
° N Blank workbook
Saving New a °
Save As
. @ Save As
Documents to g2
PDF .
i e @ S Pinned -
Print Recommended f D N cen Pin folders you want to easily find later. Click the pin icon th
[ ] aw appears when you hover over a folder.
Committee for Public Counsel Services
Share = Open Today
a OneDrive - Committee for Publ... P .
Eport efuller@publiccounsel.net orensics 7/10/2023 11:13
Info Training Dep...
el a? Publish
® Se I eCt FI |e Sa Sites - Committee for Public C... Downloads
_ : ve ! D 7/10/2023 11:10
e 3 efuller@publiccounsel.net Downloads
" " BADGE SIGN-OUT S e pe
b Se | e Ct S ave AS / Stan Jones + 2 oth Other locations
™ Last Week
. ago Save as Adobe E\ This PC
1 " ccount PDE | is
hd Se | ect "Browse = P2 7/7/2023 5:30 P
; Recent  Pinned —+—E£ Training Dep...
Options Print Add a Place
FY24 Wor...
* Select the Folder where you =4 Wor 7/7/2023 530 P
Share Training Dep...
. . [~ Browse
want to share the private (until E =
Export D udgets a... 7/7/2022 420 PA
h d d .t Melanie Rob...
Share ocumen
Publish
. Gl 1EEG 7/6/2023 122 PN
Close Training Dep...
D Microsoft.. 7/6/2023 118 PA
OneDrive - C...
Account
D FY 23 7/3/2023 12:47 P
. OneDrive - C...
Options v
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Filer Home Insert Page layout Formulas Data Review View Help Acrobat
A Calibri Juoof = = ab, 0] [l conditional Formatting ~ =
ia |\ I J==E % =
Paste -~ B I U~ A A = = = ¥ Number 7 Format as Table ~ Cells  Editing
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* New documents will not
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Ed Its ma d e to fl |es File ~ Home Clickto turn off AutoSave forthisfile jlas  Data Review View Help Acrobat
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5 |Attendee Details
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I Sharing Documents Overview




Sharing
Documents

1. Sharing: Teams or Outlook?
2. Live Editing

3. What s the best practice for
collaborative work?

4. Why not to share from
OneDrive.




Best Practices: Live Collaboration

Use Teams when collaborating on a living document within the organization.
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Best Practices: Distribution

Use Outlook and attachments when distributing a final version of a document OR
when collaborating with someone outside of the agency.
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Best Practices: Creating

Use OneDrive creating draft or final versions of a document. It is not best practice to share
directly from OneDrive.
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Why not share directly from OneDrive?

« The Agency prevents doing so with outside entities
« Allows collaborators access to your Drive
* Increased complexity with permissions and access issues

» Losing the “link” and other accessibility issues

28



%

Teams

Collaboration

Best Practices: Summary

Outlook

Distribution

OneDrive

Creating
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How do |

access these?

I Shared Documents




@
() Home
[ New
Shared
Documents
* Launch the application o
where the document was
created optons

« Select“Open” rather
than “New”

e Select "Shared with Me”

New

©

Blank document

Search for online templates

Suggested searches:

Holiday

Business  Canl

G_‘[ Haome
D Mew

= Open

Info
Save a Copy

Save as Adobe
PDF

Print
Share
Export

Close

R Shared with Me

Committee for Public Counsel Services

‘ OneDrive - Committee for Pub...
jdiaz@publiccounsel.net

Sites - Committee for Public C...
jdiaz@publiccounsel.net

Other locations
[ Thispc
_@ Add a Place
[_f_:,'f Browse

D MName
Today

@ Friday U
Subject: Fr

% Sample
Subject: F\

Yesterday
@ Memo N
Subject: Re
Motsupg
Subject: Re
izl DNA Exp
Subject: Re
% Job Dest
Subject: Jo
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I Review




MS365

Overview

1. MS365 apps are available
to CPCS Employees.

2. Files saved to OneDrive
and Teams will AutoSave.

3. MS365 files back up to
SharePoint.




OneDrive

* Where original files are
created.

» Automatically Syncs to
SharePoint.

» Files are private until
shared.

SharePoint

* A web-based
collaborative platform.

* Not private.

» Backs up Teams &
OneDrive.

Teams

« A web-based
collaborative platform.

* Not private.

- « Backs up Teams &
OneDrive.

Focused

Review Outlook

* For attachments when
distributing a final
version

 For collaborating with
someone outside of
the agency.
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