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Getting Started with Microsoft 365

ABOUT THIS COURSE

Course Prerequisites

This manual assumes the user understands the basics of using a Windows-based computer.
Students should be comfortable using the keyboard, mouse, and Start menu. Understanding

and experience with printing and using a web browser is an asset, but not required.

Course Overview

Welcome to our “Getting Started with Microsoft 365” courseware. Microsoft 365 is
Microsoft’s cloud-based productivity tool, which incorporates online services with online

apps, desktop apps and other Microsoft tools.

This course is intended to introduce users to Microsoft 365 and get started with basic tasks.
They will become familiar with the apps and services included in a business subscription, file

storage with OneDrive, and how to manage users, domains, and security.

Course Objectives

By the end of this course, users should be comfortable with logging into and out of their
accounts, and modifying basic account settings. They will become familiar with the apps
and services available in their subscription and how to communicate with others using
OnebDrive, as well as perform administrative tasks (such as managing users and groups

within Microsoft 365), manage domains, and use the Security and Compliance Center.

How to Use This Book

This course is divided into five lessons. Each lesson focuses on several key topics, each of
which are broken down into easy-to-follow concepts. At the end of each topic, you will be

given an activity to complete. At the end of each lesson, we will summarize what has been
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Getting Started with Microsoft 365

covered and provide a few review questions for you to answer. Supplemental learning for
selected topics is provided in the form of Lesson Labs at the end of this book.

Before you begin, download the course’s Exercise Files to a convenient location. They will
be referenced throughout this course and are a key part of your learning experience.

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365

LESSON 1:
GETTING STARTED

Lesson Objectives

In this lesson you will learn how to:
e Navigate your account
e Find help and change your account settings

e Use desktop apps with Microsoft 365

© 2005-2023 Velsoft Training Materials Inc.
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TOPIC A: About Microsoft 365

Welcome to our Microsoft 365 courseware! With a robust selection of common business
tools and the flexibility to suit the needs of most organizations, Microsoft 365 is used in
many organizations.

Topic Objectives
In this session, you will learn:

e What Microsoft 365 is
e Whatis included in Microsoft 365
e What the requirements are for Microsoft 365

e Answers to frequently asked questions

© 2005-2023 Velsoft Training Materials Inc.
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What is Microsoft 365?

Microsoft 365 is a subscription-based and online (“cloud”) version of the popular Microsoft
suite of software. As Microsoft 365 is based in the cloud, you will connect to it using a
browser and go to work. As soon as you set up an account, everything is online and ready to

be used.

Microsoft 365 offers online and desktop versions of Word, Excel, PowerPoint, OneNote, and
Outlook, while still offering desktop versions of other popular Office applications. Also
included are additional tools that allow you to join forces with other users to allow for
greater collaboration amongst your team. You can work on the same document at the same
time using co-authoring features, send instant messages, as well as communicate through
voice and video chat. As all your documents are saved online to the cloud, you will be able
to access all your files from anywhere with an Internet connection. Microsoft 365 is

configured to work with most smartphones, and tablets to offer a true portable workspace.

Microsoft 365 has become increasingly popular amongst organizations both large and small.
and offers a variety of different plans to best suit organizations of any size. Microsoft 365
Family and Microsoft 365 Personal plans are intended for general consumers, while
Microsoft 365 Apps for Business, Microsoft 365 Business Basic, and Microsoft 365 Business
Standard are aimed at small- to medium-sized businesses. Larger organizations can choose
Microsoft 365 Apps for Enterprise, and Office 365 E1, E3, and ES.

© 2005-2023 Velsoft Training Materials Inc.
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What is Included in Microsoft 365?

What is included with Microsoft 365 depends entirely on the subscription that your
organization has obtained. While each of these subscriptions offers different features and
levels of services, all but Microsoft 365 Business Basic and Office 365 E1 include the
essential Office apps — Word, Excel, PowerPoint, and One Note. Along with these, you will

be able to access cloud-based services, management tools, and lots more.

Assuming your organization is using the Microsoft 365 Business Standard plan, you will also
have access to always up-to-date desktop versions of Word, Excel, PowerPoint, Outlook,
and OneNote. Most plans also include a host e-mail, web conferencing and instant

messaging, 1 TB of OneDrive cloud storage, and lots more.

What are the Requirements to Use Microsoft 365?

While Microsoft 365 is based in the cloud, to enjoy its full benefits, Windows 8 or Windows
10 are required. Internet access is needed to install or activate Microsoft 365 and manage
it. Perhaps most importantly, a compatible browser is needed. Recent or current versions of

Microsoft Edge, Firefox, Safari, or Google Chrome are all compatible with Microsoft 365.

Frequently Asked Questions

What is the Cloud?

The cloud is a commonly used term to describe an off-site file hosting service. While
working with Microsoft 365, you are uploading and synchronizing files with OneDrive —
Microsoft’s own cloud service. This service can then be accessed anywhere, using any
device, offering the ultimate portable office. In addition, OneDrive is inherently more secure
than a local copy (on your computer) of your work as Microsoft enforces strict backup

procedures to ensure that you never lose your data.
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What are the differences between Office for the Desktop, Office Online, and Microsoft
365?

Chances are that you have previously used a desktop version of an Office product as this is
the way Microsoft has worked for decades. Both Office Online and Microsoft 365 are
different (and recent) additions that add a whole new level of functionality. Office Online is

a free service that is available to anyone with a Microsoft account (https://office.live.com.)

This version of Office allows you to view and edit files in a limited fashion on devices that do
not have a desktop version of Office installed.

Microsoft 365 is a subscription-based service that delivers a more robust suite of services
and tools that combine Office Online and Office for the desktop. It includes the functionality
that the desktop version of Office delivers, while maintaining web-based access, multi-
device support, and enhanced collaboration tools that make Microsoft 365 an attractive

solution.

What Office file formats are compatible with Microsoft 365?

Microsoft 365 enjoys full compatibility with any files that were created with Office 97 or
later. However, opening Microsoft 365 files in Office 2007 and earlier might result in some
features being unsupported.

How secure is Microsoft 365?

While working with a cloud-based product such as Microsoft 365 can naturally raise security
questions, Microsoft 365 offers the same user-level security options and Trust Center as the
desktop version. Using the Right Management Service (RMS) you can enable encryption and
set permissions. Microsoft’s OneDrive servers are in very secure and specialized data
centers where physical and virtual security is strictly regulated. In fact, it can be argued that
for small- to medium-sized businesses, Microsoft 365 offers much better security than the

traditional options that such organizations can typically afford to implement on their own.

All Microsoft 365 applications protect your data with encryption that is fully compliant with
accepted industry (ISO) standards. You can also choose to implement controls to enforce
and comply with HIPPA (US Health Insurance Portability and Accountability Act) and FERPA
(US Family Educational Rights and Privacy Act) protocols and standards.
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Can Microsoft 365 be used offline?

While Microsoft 365 is primarily intended to be used in tandem with the internet, it can be
used in a limited capacity offline. Desktop versions of Office apps that you have downloaded
through Microsoft 365 can be used offline but must be connected to the internet every 30
days to maintain your subscription. You will be warned before this timeframe elapses. Any
features that rely on internet connectivity, such as OneDrive or the many collaborative tools

that are available, cannot be used offline.
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TOPIC B: Navigating Your Account

Once you are given the credentials to access your Microsoft 365 account, you can begin
using it. In this lesson, you will learn how to log into (and out of) your account, navigate

around the Microsoft 365 interface, and update your profile information.

Topic Objectives

In this session, you will learn:
e How to log into Microsoft 365
e How to navigate the Microsoft 365 landing page
e How to update your profile

e How to log out of Microsoft 365
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Log into Microsoft 365

To use Microsoft 365, you will be given a username and password to access your online
account. Once you have this information, open your browser (Edge, Firefox, Chrome, etc.)
and then open the login page at https://login.microsoftonline.com:

B® Microsoft

Sign in
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With the login page open, enter the e-mail address that was given to you, then click the
Next button:

2" Microsoft
Sign in

jgibson@acmewidgets.onmicrosofd.com

No account? Create one!
Can't access your account?

Sign-in options

=

Type in your password, then click the Sign In button to complete the process:

B8 Microsoft
< jgibson@acmewidgets.onmicrosoft.com

Enter password

Forgot my password

e
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Keep in mind that you can choose to keep yourself signed into the account by clicking the
Yes button. This can save you time as you do not have to log into your account every day,
but you should not select this option when using public computers.

a" Microsoft
jgibson@acmewidgets.onmicrosoft.com
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

o -
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Once you are logged into your account, you will be greeted with the default Office landing
page:

Q Microsoft Offce Home x 4+

C (¢ @ office.com/?auth=2&home=

@ v O
i Office O Search

Good afternoon

Install Office

+ & e @ d $ d;H P @& L

- w
Start new Outlook OneDrive Word Excel

PowerPoint OneNote SharePoint Teams Bookings Yammer
~ )
v o/t
Dynamics Power A £
= ey All apps
Recommended
John Smith edited this John Smith edited -
neer Using Microsoft 365 Word
\ ==
= L =
Activ Usin

Recent  Pinned Shared wit

Upload and open. 2]

w Feedback .

Navigate the Office Landing Page

The landing page that you see when you first log into your account is where you can find
shortcuts to many of the Online Office applications and settings:

@ Microsoft Offce Home x  +

C (Y @ office.com/?auth=2&home=1 @ % O :
i Office

L Search

Good afternoon

Install Office

+ & e @ W ® ® P & L

Start new Outlook OneDrive Word Excel PowerPoint  OneNote  SharePoint Teams Bookings Yammer
> ) >
Dynamics Po
e . All apps
65 Automate
Recommended
John Smith ecited thiz L John Smith ecited thi _
e - e Microsot 365 Werd
1ol v ’
= L =
Usi Activ 6-1

T Upload and open.

B

M Feedback
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While this page may look different depending upon the Microsoft 365 plan that your
organization is using, you will always see the navigation toolbar along the top of the page:

i Office O Search ® = n @
Clicking your name on the toolbar will display the My account pane that will provide you

with links to view your profile page, view your account information, and sign out of your

Microsoft 365 account completely:

Qi Office Ho + - a8 x
€« > C O office.com, @ % 6 :
Off Search 9 5 ? ?

J

X

Good morning nstall Office

Outlook OneDrive Word Exce

Start new

$ W P &

OneNote SharePoint T

P

> D

utomate

Recommended

John Smith edited this

Recent Pinned  Shared with me

W Feedback

You may close this pane by clicking on the same button again or by clicking the Close button

in the upper right-hand corner.
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Clicking the Help button ( 7 ) on the toolbar will open the Help task pane:

Q Microsot Office Home x 4+
€« C (3 @ officecom/?auth=2

o Office O Search ® s 2 @

. Help X
Good morning Install Office
oo @
+ ® o @ @Eo S ;W P & B
Featured help
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Yammer
stall Office
N ) S
4 o/~
Dynamics Power
365 Automate Al apps
Recommended
John Smith edited ¢ .
[——

Recent Pinned  Shared with me  Discover T Upload and open. 22

2N oo O

In this task pane, you will find (1) the Search field, (2) the Featured help pane to learn
about latest updates, (3) the No installation required pane to learn about Office Online,

and (4) the Legal/Privacy & cookies section.

Clicking the Settings button (¥ ) opens the Settings task pane:

@ Microsoft Office Home x  +
< C (¢ & officecom/?auth=2

i Office 0O Search
Settings X
Good afternoon Install Office
Themes
- .
+ ® e @ ® ®W P & @ . - ) T
o =D 5K
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Yammer o -
) . m
B S o s 75
124 o/t View al
Dynamics Power
365 Automate ARSRES
Language and time zone
View all
Recommended
Dark Mode ® )
John Smith edited this —
Password
Using Microsot 365 Word c
Vv =
e Contact preferences
| S @ S
Using Word 365 Activity 6-1
Recent Pinned  Shared with me Discove T Upload and open. B

S B ™ Fecdbock
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Controls in this task pane allow you to customize basic aspects of your Microsoft 365

account, such as Themes, Language and time zones, Dark Mode, Passwords, and Contact

preferences.

To open Office apps, you can click the tiles on your landing page:

Q Microsoft Offce Home

x4+

< C (¥ & officecom/?auth=2

i Office

L search

Good moming Install Office
+ ® e 3 & ® 9P @& - L
-
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
N =) 2
v o/t R
Dynamics Power . . .
365 Automate Admn A% oPpe
Recommended
Jane Gibson edited this o Jane Gibson shared this with you Jane Gibson shared i i Yourecs P
Usng Microsoh 365 Word
Vi B
T ] @ L] @
Using Word 365 Schedule Schedule Sales Data Eve
Recent Pinned  Shared with me  Discover T Upload and open. B
1 _ Feedback @ Need help?
N . —— = —

Or, open them from the App launcher pane:

g Microsoft Office Home X +

& Cc & office.com/?auth=2

2

Microsoft 365

E Outlook
a Word
m PowerPoint
Q SharePoint

‘-l Bookings

D Dynamics 365
n} Admin

M Tasks

@ Compliance

All apps

Office

. OneDrive
l’ Excel

u OneNote
w Teams

m Yammer

@ Power Autom...
@ MyAnalytics
@ Security
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If you cannot find an app, click All apps to expand:

Q Microsoft Office

x

i

arning

< C (¢ & officecom/?auth=2
Office
Microsoft 365
Outlook @ OneDrive

n Excel
3 oneNote
i Teams
o vammer

08 Fower Autom

Jd

Word

PowerPoint

SharePoint

Bookings

O R A

N

Dynamics 365

2

Admin
All apps

Documents
New

Schedule

Event Planner Template
B nrepoint

Acme Widnete >

open:

) Microsoft Office Home X

< c 0

Back

£ search all of your apps

Microsoft 365
HS Add-Ins
Admin
Bookings
Calendar
Compliance
Delve
Dynamics 365
Excel

Forms

Kaizala

R BVYvYE R v

MyAnalytics

Explore all your apps

Outlook

7
Power
Automate

ed

MyAnalytics

ibson egited this

& Mirosoht 365 Word

my.sharepoin.

ined

Es

& office.com/apps?auth=2

Tips and Tricks

for subscription m...

pd relevant inform...

obile chat app for

fough a rich and fa...

£en your apps, files...

tent knowiedge, a...

~based team works..

s and classmates, s..

Shared with me

OneDrive Word Excel PowerPoint
Admin All apps
Ja Jane Gibson shared this with you a
L L
Schedule Schedule
acme,
Discover
N I ==

w

% @

\4

£ Ssearch

3@ E & d® B &

O Search

Bookings

Online appointment scheduling for your s...

Dynamics 365

Break down the silos between your busine...

MyAnalytics

Create better work habits with insights int..

People

Organize your contact info for all your frie..

Power BI

Create actionable, dynamic, and engaging...

Stream

Share videos of classes, meetings, present..

To Do

Manage, prioritize, and complete the mos..
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OneNote

SharePoint

=

Sales Data
n acmewidget:

Calendar
Schedule and share meeting and event ti...

Excel

Discover and connect to data, model and ...

OneDrive
Store, access, and share your files in ane p.

Planner

Create plans, organize and assign tasks, sh..

PowerPoint
Design professional presentations.

Sway

Create and share interactive reports, prese...

Whiteboard

Ideate and collaborate on a freeform canv..

Teams

Install Office

o

Bookings

Yammer

T Upload and open. B

Fesdb ck @ Need hel .

You can scroll through the App launcher or the home page to browse the apps you want to

Q &

Add-Ins -

Compliance

Meet your organization’s legal, regulatory....

Forms

Create surveys, quizzes, and polls and easi...

OneNote
Capture and organize your notes across al.

Power Apps

Build mobile and web apps with the data ...

Security

Tasks
Create and manage tasks in Outlook.

Word
Bring out your best writing
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The Notifications icon (‘9) will provide you with a counter of how many unread
notifications you might have. Clicking on this button will display the Notifications task pane:

0 - - o

Notifications
Good afternoon

& e 3 4d ¢ dA 9 & o

The Notifications task pane will list any unread notifications. For example, you could have
notifications related to new apps. Notifications in this area typically contain links to them.
Once the Notifications task pane has been displayed, the Notification icon will be reset back

to its default state (°).
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The App launcher ( ¥ ) is most commonly used as a quick way to access the various online
tools that Microsoft 365 has to offer. When clicked, the App launcher will drop down on the
left hand-side of the browser window:

0 Microsoft Office Home x  + a X
C O @ officecom/?auth=2&home=1 ® % O :
A P N
= Office £ Search Q B ’ &b
]
Microsoft 365 100N Install Office

E Outlook @ OneDrive [i P E' " m lm * w |-. w

i wod x Outlook OneDrive Word Bxcel PowerPoint  OneNote  SharePoint Teams Bookings Yammer
@ roverpoint [P OneNote
B snarcroint i Teams B ver
A All apps

\utomate
b sookings & vommer
D oynamics 365 L/ Power Autom
Allapps =

dited this 5 John Smith edited this _, Yourecently opened th
Documents

{Rergnearng Using Microsot 365 Word

New e
-] Driv for Business W= = -
Using Word 365 Activity 6-1
) arepo acmewidgets-mysharepoin scmewidgets sharepoint.
Shared with me  Discover T Uploadandopen..

o ' ' = ™ Feedback

The app launcher will display a menu with many of the same links to your applications as
those that are found on the landing page. It also shows documents that were recently
opened. Clicking on these links will open the application.
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Update your Profile

Your profile is what people will see when they add you as a contact or directly view your
profile page. To view and modify your profile page, click your name on the navigation
toolbar to open the My account task pane. In this task pane, click the My Office profile link:

-

X

2

Q

)

My account

Jane Gibson
jgibson@acmewidgets.onmicr...

My Office profile
My accoun‘(;i j

Sign out

Your profile page will now be shown as part of the Delve application (You will learn more
about Delve in Lesson 3). On this page, you will find any recent documents that you have
been working with, other people in your organization, any notifications that you might

have, and more:

<« c O & delve.offi m/?u=82bf6406-ce75-45. d4b-e27b8372bb7a&v=work * O

£ Search

g'v/u B _—— E = =
— $ /1
@ Home 7 !/ ’
; - Q ! -4 W
WD Ve / |
| Get back to your recent documents and email attachments

Favorites

Jane Gibson nly see documents that they have access to and email attachments that you've sent to them. Learn more about why you can
People -
” John Smith v [ . You
3D Printer
L 905-874-7892
oo+
@ o 8 wors @ o
Board. & eDrive .
o iy Gnedr Using Word 365 Schedule.docx Schedule.docx Schedule.docx
W Schedules
Today John Smith's OneDrive

2 Bp 4p Sp 6p 7p 8p 9p 10p Tip

About me
Click a person to see what they're working on

1'am a web designer from LA who
specializes in creating dynamic and

Are my documents safe in Delve?
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To edit your contact information, click the Update profile link:

QI‘] Delve - Jane Gibson — work X +

& (& O @ nam.delve.office.com/?u=82bf6406-ce75-45a8-ad4b-e27b8372bb7:

L Search

@ Home

& Me

Favorites

O A

Jane Gibson

People
” John Smith = Jjgibson@acmewidgets.onmicros
oft.com
3D Printer jgibson@acmewidgets.onmicros
(S]
oft.com
Safety Team
L 905-874-7892
& Jane Gibson
0 1-555-555-5555
Boards @ My OneDrive

._—ll Schedules

# Update profile “

On this page you can edit your profile information. You can add a personal description of
yourself, a photo, or other information such as skills, education, and even your birthday:

@8 Deive - Jane Gibson - editprofile X =+ - 8 X

< C () @ namdelveoffice.com/?u=82bf6406-ce75-4528-addb-e27b8372bb O

.

®

- B
O Search — —
K ~ 5 i Change cover photo

Y Home

s L

& Me
(1 Favorites i :
o Jane Gibson > |Update your profile
People
[ R Contact nformation | © Contact information
3D Printer
About me . N .
Safety Team Personal information Contact me
& Jane Gibson Projects Jane Gibson S jgibson@acmewidgets.onmicrosoft.com
M P
Boards Skills and expertise anager L 905-874-7892
Human Resources 0 1-555-555-5555 &
W scnds Schools and education
?
Seattle Web links

Interests and hobbies
%@ \ly OneDrive

e Add birthday o Add home phone
© i

Are my documents safe in Delve?
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Log Out of Microsoft 365

Once you have finished working with your Microsoft 365 account, log out by clicking your
name on the far right-hand side of the navigation toolbar. This action will display the My
account task pane. Click the Sign out link:

X

My account X

Jane Gibson
jgibson@acmewidgets.onmicros..

My Office profile
My account

Sign out

You will then see a page confirming that you have signed out of your account:

B Microsoft

You signed out of your account

It's a good idea to close all browser windows.
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Activity 1-2: Navigating Your Account

Now that you have been assigned your own Microsoft 365 account, you would like to login
and complete basic navigation tasks.

1. To begin, turn on and log into your computer. Open your most frequently used
browser and open the https://login.microsoftonline.com web page:

B¥ Microsoft

Sign in

2. Type the e-mail address that has been provided to you into the provided text box
on this page and then click Next:

B8 Microsoft
Sign in

jgibson@acmewidgets.on microsofd.com

No account? Create one!
Can't access your account?

Sign-in options

=
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Next, type your password into the text box and then click Sign in:

3.
B" Microsoft
< jgibson@acmewidgets.onmicrosoft.com
Enter password
Forgot my password
4. You will now see the landing page for your Microsoft 365 account:
Q Microsoft Office Home x + - 0 x
c o Mca.com/Tauth=: e % O :
offi > Sear Q ? &
Good afternoon Office
+ & e @ & & W S & L
b @
. R
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5. Click your name in the top right-hand corner of the page:

@ Wicrosoh Offis Heme x 4+ g
« C 0 @ officccomrauth=2 o % @ :
H o office £ Search ® e 2
Good mcming Install Office
o
ar ol e L | | e % 1 D i 5 L ]
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
Dynarmics Power B )
365 Automate e Qe
Recommended >
fou edied s - ty spened ~ spenec 8 _ 4
L] L -
Schedule e Ac
scmenidgets sharepointc sn

Recent Pinned Shared withme  Discover T Uploadandopen... [ W Feedback
==l ack

6. Inside the My accounts task pane, click the My Office profile link:
— X

® w @@
® z 2 QO

My account X

Jane Gibson
jgibson@acmewidgets.onmicro...

My Office profile

My account

Sign out
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7.  Your profile page will now be shown in Delve. On the left-hand side of the page,
near the middle, click the Update profile button:

@B Delve - Jane Gibson - work X +

<« CcC 0 & nam.delve.office.com/?u=82bf6406-ce75-45a8-ad4b-e27b8372bk

) Search ’

|

Favorite ]
Jane Gibson

People

bson@acmewidgets.onmicr

Boards 4@ My OneDrive
Wl Important
# Update profile
.'\| Schedules v
Today

8. You can now edit the basic parts of your profile. Scroll down on this page to the
About me section. Inside the provided text area, type a brief blurb about yourself.
Then, click the Save button underneath the text area:

O Hor
. Contact information
b
a
o About me
Peopl
“ his
0 Prim
(- )
B I
B oot
W S Op'cjods
Here e projects Ive workedon 8v

+ Add project

Add a pro

® Manufacturing process improvement X
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9. Scroll back up to the Contact information section. Enter any contact information
that you would like to appear on your profile. In this example, a mobile phone
number was added by clicking the Add mobile phone button:

Contact information | e Contact information

About me L.
Personal information

Projects Jane Gibson
c . Manager
Skills and expertise 9
Human Resources —p 0 1-555-555-5555 <
Schools and education
9 Seattle
Interests and hobbies
e Add birthday o Add home phone
e Add fax

S jgibson@acmewidgets.onmicrosoft.com

10. Click the App launcher button on the far left of the navigation toolbar:

a Delve - Jane Gibson — editprofile X =+

< C {} & nam.delve.office.com

i Delve

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365

11. With the App launcher expanded, note the tools that you have access to:

Microsoft 365 Contact information | e Contact information
3 outiook @ Onevrive bout -
Personal information Contact me
O vers i ool ojects Jane Gibson o
@ roveron Q] Onenore S o epertie
B storort W Teams .
m Yammi b lir
65 [ Power A a )
Allapps
Documents e pespin o v

Why can't | edit my contact information?

fow can | change language and regional settings?

How can | add additional information?

12. On the navigation toolbar, click the Office button:

ﬂ Delve - Jane Gibson — editprofile X -+
< CcC O @ nam.delve.office.com

e Office —

Microsoft 365
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13. You will now be returned to your Microsoft 365 landing page:

(R Delve - Jane Gibson— editprofle X  ( Microsoft Offce Home M

C (d @& officecom/?auth=2&home=1 @ @

H o Office O Search oe 2 @

Good morning nstall Office

+ & e 3 & ®W B W@ 2 &

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
B @ @ -
v Cm
Dynamics Power .
365 Automat Delve All apps
Recommended

L & L
Schedule Adt
cmewidgets sharepoint acn

Recent Pinned Shared with me  Discover T Upload and open.. B

M Feedback
[ [

14. Inthe upper right-hand corner of the page, click your name. Inside the My account
task pane, click Sign out:

® sz 2 Q

My account X

Jane Gibson
jgibson@acmewidgets.onmicr...

My Office profile

My account

Sign out
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15. A page will appear that indicates you have successfully signed out of Microsoft
365:

= Microsoft

You signed out of your account

It's a good icea to close all browser windows.

16. Close your browser to complete this activity.
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TOPIC C: Finding Help and Changing Settings

Microsoft 365 includes a robust help feature to help when you have questions. Additionally,
there are a few settings that you can tweak to suit Microsoft 365 to your needs and
workflow. In this lesson, we will learn how to search for help, and change some of the

settings found in Microsoft 365.

Topic Objectives

In this session, you will learn:
e How to search for help
e How to view settings
e How to change your password

e How to change your language
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Search for Help

When you are logged into your Microsoft 365 account, you can open the Help task pane by

clicking the Help icon ( ? ), on the toolbar, in the top right-hand corner of the page:

To find help with a particular feature or problem in Micosoft 365, you can use the search
field in the Help dialog box:

Help X

pe Eear'ch help

Featured Help
Collaborate with Office

Use the Microsoft 365 app launcher
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From the results that are listed, you can complete the action directly by clicking on one of
the options below the Results subheader. Alternatively, you can acccess help articles
related to your search by following the links under the Help header:

o & 2 O

Help X

& P Compose email

Results for "Compose email”

Create and send . email in OQutlook -
Qutlook @

Create and send email. Choose New Email
to start a new message. Enter a name or
email address in the To, Cc, or Bec field. If

Mail settings - Outlook

Compose messages in the reading pane
instead of in a new window. Type in a new
window. Compose messages in a new

The text of my email messages is
larger or smaller than usual

Compose a New Email. Select Format Text
> Zoom. Set the Zoom to 100% (or your
preferred percentage) and select OK. Note:

Send email from a different address
in Outlook.com - Outlook

Send email from a different email address.
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Any help articles that you open will appear in the current Help dialog box. Help articles can
contain videos, as well as text-based tutorials:

o & 2 @

Help X

& R Compose email

Create and send email in Outlook

Create and send email

1. Choose New Email to start a new
message.

2. Enter a name or email address in the To,
Cc, or Bec field.

If you don't see Bcc, see Show, hide, and
view the Bcc box.

3. In Subject, type the subject of the email
message.

4. Place the cursor in the body of the email
message, and then start typing.

5. After typing your message, choose Send.

B0 . v
File Message Insert Options Format Text Review
X P T =
LD : CalibiBo <|11 «| A" A" [IEv =+ | A @
Paste Al s AL I === Address
BIU | 2Z2+vA. EB== 5=
- ¥ - - —— == = Book
Clipboard Basic Text G Nam
From v MeganB@ contoso.com
B> v
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View Settings

To view the settings for your Microsoft 365 account, click the Settings icon ( @ )that
appears in the top right-hand corner of the toolbar at the top of the current page:

o & 2 @

This action will display the Settings task pane. In this task pane is a series of commonly used
settings that you can work with:

o @2 &

Settings X

Themes

O O '%*
Offic | gy
ice B '\\/ ‘Lfr‘(&

E— :
Y™

View all

Language and time zone

View all

Notifications

Dark Mode @
@

Customize settings

Password

Change your password =

Contact preferences

Update contact preferences =
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Change Your Password

To change your password, open the Settings task pane and then click Password - Change
your password:

ale|l? &

Settings X

Themes

__ORON 5
Office - ‘\\// D
Y ﬂ-

i 508

View all

Language and time zone

View all

Dark Mode @
'@

Notifications

Customize settings

Password

Change your password =

Contact preferences

Update contact preferences -
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A new tab will open in your browser prompting you to change your current account
password. Type your existing password into the provided text box. Then, type your new
password into the two subsequent text boxes below. Once you are ready, click the Submit
button to change your password:

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
jgibson@acmewidgets.onmicrosoft.com

Old password

Create new password

Confirm new password

Once your password has been successfully changed, you will be returned to the Microsoft
365 landing page.
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Change Your Language

The language that is used can be adjusted by first clicking the View all link under the
Language and time zone category in the Settings task pane:

o & 2 @

Settings X

Themes

Office . \\/ W’
_ ) ”’

B
o

View all

Language and time zone

View all

R
Dark Mode @
&

Notifications

Customize settings

Password

Change your password —>

Contact preferences

Update contact preferences —
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Once this category has been expanded, you will see a drop-down menu that you can use to
select another language rather than the default, as well as change the time zone, date

format, and time format:

o & 2 @

View all

Language and time zone

Language

English (United States) 4

Current time zone

(UTC-05:00) Eastern Time (US & Canada)»

Date format

9/1/2018 v
Time format

9:05 AM v
Hide all

Notifications

Dark Mode @
a@

Upon choosing a new language, click the Save button and the new language will
immediately be applied to your Microsoft 365 account.
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Activity 1-3: Finding Help and Changing Account Settings

Now that you are comfortable logging into your account and completing basic navigation

tasks, you would like to customize some account settings.

1. To begin, turn on and log into your computer. Open your most frequently used
browser and open the https://login.microsoftonline.com web page:

X+

B¥ Microsoft

Sign in

2. Onthe landing page for your account, open the Settings task pane by clicking the
Settings icon that appears in the top right-hand corner of the toolbar at the top of
the current page:
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3.  With the Settings task pane now displayed, click the Change your password link:

-~ X
© % @
o] @
Settings X

Themes

OOy <
Office = N5
- Y

I e
= in 78

View all

Language and time zone

View all

Dark Mode @

Password

Change your password —>

Contact preferences

Update contact preferences —>
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4. A new tab will open in your browser. If you are asked to sign into your account
again, do so. Type your exisiting password into the Old password text box. Type a
new password for your account into the Create new password and Confirm new
password text boxes. Click the submit button:

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
jgibson@acmewidgets.onmicrosoft.com

Old password

m cancel

5.  You will now be returned to the landing page for your account:

@ Microsolt Office Home x  + - o x
¢ o uth=2 o n @
i Office P Search ® e 2 @
Good morning nstall Office
+ o e @ @M P i S L
Start Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
w B >
: o elve apps
Recommended
B | & . .

Schedule Safety Inspection Checklist New Hire Training Department Template

Recent  Pinned Shared with me Discove T Upload and open. B
= > W Feedback
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6. Click the Help icon on the toolbar:
a2 2 O

Install Office

7.  Type “Change time zone” into the search field, then click the Search icon (/o ):

o & 2 @

Help X

&E N % Change time zond

Featured Help
Collaborate with Office

Use the Microsoft 365 app launcher

Office for the web: No installation
required

Your favorite Office apps in a web
browser.

Use the Office apps online

What's new in Office for the web

Legal | Privacy & cookies
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8. Scroll down and select the Change your display language and time zone in
Microsoft 365 for Business link:

o & 2 @

Help

&Y AR Change time zone

)\:Lllllyb I VULIVDUK VIl uUIT wew

Learn how to set your time zone, language,
and the date and time format settings in
Outlook on the web. Note: If the

Set the time zone for a meeting or
appointment in Outlook

By specifying the specific time zone of the
event, you can make sure that the event
time will be accurate, even if you travel and

Change the time zone and language
settings in Outlook.com

You can change your language, date and
time format, and time zone in Outlook.com
settings. Go to Language and time settings

time zone in Microsoft 365 for
Business @

You can change the display language and
time zone for all of your Microsoft 365 apps
and services at the same time. Important:

Show more
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9. Scan through the instructions to change language and time zone. Once finished,
click X to close the Help pane:

o & 2 @

Help X
N

&Y AR Change time zone

Change your display language and
time zone in Microsoft 365 for
Business

You can change the display language and
time zone for all of your Microsoft 365 apps
and services at the same time.

Important: Some Microsoft 365
settings, including display language,
can't be changed by users in certain
Microsoft 365 configurations, such as
hybrid environments. If none of the
following procedures work for you,
contact your organization's IT
administrator for help.

1. Sign in to Microsoft 365 with your work
or school account.

2. On the top navigation bar, click Settings
£ to0 open the Settings pane, then click
Language and time zone.

10. Sign out of your Microsoft 365 account and close your browser to complete this
activity.
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TOPIC D: Using Desktop Office Apps

While much of Microsoft 365’s capability is locked into the cloud, you can still use many
Office apps on your desktop. In this topic, you will learn how to download and install
Microsoft 365 apps onto your computer and sign into Microsoft 365 from Office apps.

Topic Objectives
In this session, you will learn:

e How to download and install Microsoft 365 apps
e How to open the Office desktop app

e How to sign into Microsoft 365 from Office applications
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Download and Install Office Apps

To install the current version of Office, click the Install Office drop-down button, then click
the Premium Office apps option that appears near the top right-hand corner of the landing
page:

Q) Microsoft Office Home x 4+ = a X
» C O @ officecom/auth=2&home=1 ® % O
H o Office £ Search Q& 2 a

Good afternoon Install Office

Premium Office apps
3 Includes Outlook, OneDrive for Business,
!’ a " " lﬂ Q = Word, Excel, PowerPoint, and more. i)
Start new Outlook OneDrive Word Bxcel PowerPoint  OneNote  SharePoint

Other install options
> select a different language or install other
apps available with your subscription.

Dynamics Power I

365 Automate Allapps

Recommended
John Smith edited this John Smith edited this You recently opened this

7 Tuen 1159 AM 7 Mgz B ey m

The Susiness Process Re-Engineering Using Microsot 365 Word -

Mocel =
) L
Activity 1-2 Using Word 365 Activity 6-1

acmewidgets sharepoint.c.

o " ! R
Recent Pinned  Shared with me Discover T Upload and open... [ r—

A Save As dialog box will be displayed. To continue, choose the folder where you want to
save the Setup file, then click Save to finish:

@ Save As X

1 & > ThisPC > Downloads > v O Search Downloads v

Organize v New folder E -
Tools A Name Date modified Type size
= This PC ~ Earlier this year (2)
3 3D Objects 2 Dashlanelnst 2020-01-02 1:05 PM Application 887 KB
B Desktop Starting Files for Activities 2020-02-21 3:04 PM File folder

£ Documents
¥ Downloads
& Music

&) Pictures
W videos

L Acer (C)

P

File name: | HTESTa0s

Save as type: | Application

~ Hide Folders

@ Click Run

@ Say "yes" © Stay online

Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in
screen with the account you use for Office 365
joibson@acmewidgets.onmicrosoft.com.
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To help you install the apps, an instruction dialog box will appear after you save the file:

Just a few more steps...

EI Setup... v

Yes

@ Click Run

Click the Setup file at the bottom of the

screen.

® Say "yes"

Need help installing?

Click Yes to start installing.

© Stay online

After installation, start Office and sign in
with the account you use for Office 365:
Jjgibson@acmewidgets.onmicrosoft.com.

Once the download has been completed, locate and open the OfficeSetup file:

L AN ¥ = | Downloads

Home Share View

* u & Cut

W.] Copy path -
Pin to Quick Copy Paste Move Copy Delete Rename New
access [#] Paste shortcut to to v folder
Clipboard Organize
< v 4 ¥ > ThisPC > Downloads >
~

v = This PC Name

> ) 3D Objects v Today (1)

> [ Desktop N OfficeSetup

> = Documents
> ¥ Downloads
> D Music

> &= Pictures

> B Videos

> & Acer (C)

> w¥ Network

4 items

e 9 X =f

v Earlier this year (3) I}

ﬂ TortoiseSVN-1.13.1.28686-x64-svn-1.13.0
% Dashlanelnst
Starting Files for Activities
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- .
“7) New item ~
V]
ﬂ Easy access v

Properties

Date modified

2020-05-21 9:34 AM

2020-02-19 10:19 AM
2020-01-02 1:05 PM
2020-02-21 3:04 PM

- [m] X
~ @
i4 Open - HH Selectall
Edit |~ Select none
@History 7 Invert selection
Open Select
v Search Downloads r
Type Size
Application 5,283 KB
Windows Installer ... 19,860 KB
Application 887KB
File folder

E=
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A security pop-up will appear on your computer that asks if you would like the current app

to make changes. Click Yes:

) Microsoft Office

Verified publisher: Mi ft Corp
File origin: Hard drive on this computer

Show more details

| Y | B

I~

The setup wizard will download all the files that are needed to install Office on your

computer:

] Office

We're getting things ready
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Once all the files have been downloaded, the wizard will begin to install Office:

] Office

EEEE
S aE

Installing Office

We'll be done in just a moment.

With the installation completed, the Office apps will now be available to use on your

computer.
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Opening the Office Desktop App

Type Office into the search bar on your computer. Click the Office icon to open it:

All Apps Documents Web More =

Best match

Ll Office

App [}‘

Search the web

£ Microsoft 365 - software >
L office >
L officepools >
Apps
M Word >
il Excel >
2% Outlook >
@ PowerPoint >
Folders

Custom Office Templates >

Documents - This PC (10+)

L Office
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The Office app home page will open:

office - 8 x
P Search [ T
Good afternoon Install Office
+ ® e @ H $ @®;do D & - %y
-
Start new Outlook OneDrive Word Excel PowerPoint  OneNote SharePoint Teams Bookings Yammer
> v ® -
Dynamics Power .
o omer Admin All apps
Recommended >
7 lTnle‘Gmm edited this & ‘Tl:e ‘G‘?bson'ha'»r: this with you ry :::uﬂ(ilbsm'mve(: this with you = :;;‘\:v;k"e'v‘\y opened this =

Using Microsoft 365 Word

Sales Data

acmewidgets-my.sharepoin.

Using Word 365 Schedule

acmewidgets-my.sharepoin.

Schedule

acmewidgets.sharepoint.c acmewidgets-my.sharepoin

Recent Pinned Shared withme  Discover T Upload and open.

& Schedule

To open any Office desktop app, select the related app tile. To explore more apps, click All
apps to expand:

£ Search & ?
Good afternoon Install Office
S o e | | & || » wi s L
-
Start new Outlook OneDrive Word Excel PowerPoint  OneNote SharePoint Teams Bookings Yammer
Dynamics Power . ’
365 Automate Sy All apps J
Recommended >
y) I.lne'('._ihsmemlrj this s {::egibson shared this with you A :m:af:ubson shared this with you B ;ch:;:ewt\y opened this =
o
Using Micosof 365 Word Bt Wl ey it S
[ | | |
Using Word 365 Schedule Schedule Sales Data Eve
acmewidgets-my.sharepoin. acmewidgets.sharepoint.c. acmewidgets-my.sharepoin acmewidgets-my.sharepoin. acn
Recent Pinned  Shared with me  Discover 7 Upload and open... =
) Schedule - R sharad
- 42 PM
B O Typeheretosearch o € 0H -~ 3@ & 122

A€ e ®m D) ING

2020-06-04 ']‘
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You can view and select multiple apps that your subscription plan includes:

Microsoft 365  All apps  Tips and Tricks

g Ba R Qe

Access
Create, customize, and share database a..

Compliance
Meet your organization's legal, regulato

Forms

Create surveys, quizzes, and polls and ea...

OneNote
Capture and organize your notes across

Power Apps

Build mobile and web apps with the dat..

Publisher

Create everything from labels to newslet..

Sway

Create and share interactive reports, pre...

Whiteboard

Ideate and collaborate on a freeform ca...

0

OB G ° I

B K e

Search

Admin
Your admin web portal for subscription ..

Delve
Get personal insights and relevant infor.

Kaizala

A simple and secure mobile chat app for...

Outlook

Business-class email through  rich and f..

Power Automate
Create workflows between your apps, fil..

Security

Tasks

Create and manage tasks in Outlook.

Word
Bring out your best writing.

© 2005-2023 Velsoft Training Materials Inc.

X & W

@

(]
Y

Bookings

Online appointment scheduling for your...

Dynamics 365
Break down the silos between your busi

MyAnalytics

Create better work habits with insights i..

People

Organize your contact info for all your ..

Power Bl

Create actionable, dynamic, and engagi...

SharePoint
Share and manage content, knowledge,

Teams

The customizable, chat-based team wor...

Yammer

Connect with coworkers and classmates,...

C VvV eé™m dha nm

Add-Ins >

Calendar
Schedule and share meeting and event t.

Excel
Discover and connect to data, model an.

OneDrive
Store, access, and share your files in one...

Planner
Create plans, organize and assign tasks, ..

PowerPoint
Design professional presentations.

Stream
Share videos of classes, meetings, prese...

To Do

Manage, prioritize, and complete the m...
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Signing into Microsoft 365 from Office Apps

If you already have a copy of Microsoft Office installed onto your computer or if you are
installing Office for the first time, you may be required to sign into it. To do this, open any of
your desktop Office apps. In this example, we have opened Microsoft Word. To sign in, click
the Sign in button that appears in the top right-hand corner:

Good morning
v~ New

- ¢

Blank document Welcome to Word Single spaced (blank) Blue grey resume Snapshot calendar Insert your first table of co. Modern chronological resu.

Recent  Pinned Shared with Me

You haven't opened any documents recently. Click Open to browse for a document.

More documents —>

Account

Feedback

This action will display the Sign in dialog box if it is not shown already. Type the email
address that is associated with your Microsoft account, then click Next:

X
B® Microsoft

Sign in

jgibson@acmewidgets.onmicrosoft.com X

No account? Create one!

=

©2020 Microsoft  Privacy statement

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365 55

Type in your password, then click Sign in:

B Microsoft

jgibson@acmewidgets.onmicrosoft.com

Enter password

9

Forgot my password

Sign in with another account

Terms of use  Privacy & cookies

The current copy of Office that has been installed onto your computer will now be signed in
using your Microsoft 365 account:

Good morning Sign out
v New Jane Gibson
1 idgets.onmicro...
Home A 1 0
Blank document Welcome to Word Single spaced (blank) Blue grey resume v, Modern chronological resu.
More templates —>
L Search

Recent  Pinned Shared with Me

D Name Date modified

b Activity 1-2 at N
m;] d o Tue at 1204 PM

Acme Widgets » personal » jsmith_acmewidgets onmicrosoft com » Dy

m—‘_j Using Word 365 i 12 May

Acme Widgets » personal » jsmith acmewidgets onmicrosoft_com » Documents

m—:} Activity 1-7 - 1 Apr

Acme Widgets » personal » jsmith_acmewidgets_onmicrosoft_com » Docume

Account m‘% Acivity 17 (1) - 31 March

Acme Widgets » personal » jsmith_acmewidgets_onmicrosoft_com » Documents

Feedback — o
A 1-
@ ctivity 1-7

OneDrive - Acme Widgets

Options

) March 23-29

30 March
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Activity 1-4: Download and Install Office

Although you have full access to Office Apps online, you would like to install Microsoft
Office on your computer so that you can easily work on files while travelling.

1. To begin, turn on and log into your computer. Open your most frequently used
browser and open the https://login.microsoftonline.com web page:

B Microsoft

Sign in

2.  Onthe landing page for your Microsoft 365 account, click Install Office, then click
the Premium Office apps option that appears near the top right-hand corner of the

landing page:
= X
® w @
LN -
03 /
Install Office
Premium Office apps
* N Includes Outlook, OneDrive for Business
Word, Excel, PowerPoint, and more. @
SharePoint

Other install options
—>  Select 2 different language or install other
apps available with your subscription.
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3. ASave As dialog box will appear. To continue, choose the folder where you want to
save the Setup file, then click Save to finish:

@ Swve s x

1 & > ThisPC > Downloads > v O search Downloads »
Organize = New folder E- ©
Toois A Name Date modifed Tyoe sz
»Thapc < Earter tis year )

330 Ovjects 2 Dashlanelnst
. Desicop Stating Files for Actiiies

Application 87k8

File folder

£ Documents
¥ Downloads
& Music

= pictures
W viceos

L Acer(©)

File rame: | SRR v

Save as type: |Application T

A Hige Folders swe [ | cancet

@ Click Run

Cick the Setup file &1 the bottom of the Click Yes to start installing
screen.

igibson@acmewidgets.onmicrosoft.com.

Close Need help installing?

4. Once the download has been completed, locate and open the OfficeSetup file:

L AR ¢ = | Downloads - a X
Home Share View ~ @
* 1 % Cut B x _I 3 New item ~ \/] i4 Open - HH Selectall
‘ I Copy path L £ Easy access ~ L [7 Edit - Select none
Pinto Quick Copy Paste Move Copy Delete Rename New Properties ) -
access [#] Paste shortcut tor to~ - folder - @History = Invert selection
Clipboard Organize New Open Select

<« v 4 & > ThisPC > Downloads > v & | Search Downloads »
© o ThipC A Name Date modified Type Size

> i 3D Objects v Today (1)

> [ Desktop 1) OfficeSetup 2020-05-21 9:34 AM Application 5,283 KB

>[5 Documents  Earlier this year (3) Iy

> ¥ Downloads 72 TortoiseSVN-1.13.1.28686-x64-svn-1.13.0  2020-02-19 10:12 AM Windows Installer ... 19,860 KB

> b Music 2 Dashlanelnst 2020-01-02 1:05 PM Application 887KB

> & Pictures Starting Files for Activities 2020-02-21 3:04 PM File folder

> B Videos

> & Acer (C)
> w¥ Network

v
4items =15
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5. A security pop-up will appear on your computer that asks if you would like the
current app to make changes. Click Yes:

g Microsoft Office

Verified publisher: Microsoft Corp
File origin: Hard drive on this computer

Show more details

I | 2
5

6. The setup wizard will download all the files that are needed to install Office on
your computer:

] Office

We're getting things ready
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7. Once all the files have been downloaded, the wizard will begin to install Office:

1] Office

FEFPEE
S alkE

Installing Office

We'll be done in just a moment.

8. Once the installation is completed, open Microsoft Word. A pop-up should appear
that asks you to sign into your Microsoft 365 account. If the pop-up does not
display, click Sign in (top right-hand corner of the window):

Signin & & 2 — X

w FIRST NAME LASY NAME

Insert your first
Table of
contents

.
=

Insert your first table of co... Modern chronological resu...
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9. Inside the Sign in pop-up, type the email address that is associated with your
Microsoft 365 account into the provided text box. Click Next:

X
B® Microsoft
Sign in
jgibson@acmewidgets.onmicrosoft.com X
No account? Create one!
©2020 Microsoft  Privacy statement
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10. Enter your password into the provided field and click the Sign in button to
continue:

BE Microsoft
jgibson@acmewidgets.onmicrosoft.com
Enter password

9

Forgot my password

Sign in with another account

Terms of use  Privacy & cookies

11. You will now be signed into Microsoft Office on your computer using your

Microsoft 365 account:
- - - -

Sign out

Jane Gibson
jgibson@acmewidgets.onmicro...
View account

Office user info

Sign in with a different account

Snapal UL Caicniuai ISTIL yUUT 11130 W@uic Ul ... Modern chronological resu...

12. Close Microsoft Word and then sign out of Microsoft 365 in your browser. Close
your browser window to complete this activity.
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Summary

In this lesson, you learned about what Microsoft 365 is and how it is used in organizations
around the world. You should now be comfortable logging into your Microsoft 365 account,
completing basic navigation tasks, search for help, and changing basic settings. Additionally,
you should now be comfortable downloading and installing Office software onto your
computer, and signing in your Microsoft 365 account from Office apps.

Review Questions
1. What is Microsoft 365?
2. What is the cloud?

3. What navigational element will you always see along the top of a page while logged
into your Microsoft 365 account?

4. What are the requirements that make your password more secure?

5. What happens when you click the Install Office button on your Microsoft 365 landing
page?
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LESSON 2:
YOUR SUBSCRIPTION PACKAGE

Lesson Objectives

In this lesson you will learn about:
e Office apps that come with your subscription

e Services included with your subscription
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TOPIC A: Included Apps

One of the fundamental features of Microsoft 365 is the inclusion of Office apps. In this
topic, we will focus on the apps that come with a Microsoft 365 Business Standard

subscription.

Topic Objectives
In this session, you will learn about:

e Word
e Excel

e PowerPoint

e Outlook
e Access

e Publisher
e OneNote
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Word

Microsoft Word is Microsoft’s powerful word processing program where you can create
professional documents of nearly any type. You can also add tables, images, and much
more. Word’s interface is intuitive and easy to use, and it is customizable, so the tools you

need will be easily accessible.

Microsoft Word is offered both as online and desktop versions. Although the online version
has limited functionalities, it provides most of the frequently used tools needed to compose

a simple document.

With Word Online opened, let’s look at the different parts of the interface:

B «&| B Document 1.docx X l+ v = o X
« = 0O @ @ | https;//acmewidgets-my.sharepoint.com/:w:/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7BC679D292-B07C pag = 1 e
1 Document 1 - Saved v
File  Home Insert  layout  References  Review  View  Help OpeninDesktopApp Q' Tell me what youwanttodo | ¢ Editing v & share | (- Comments
v Ov & |calibi@ody) v[11 v[ A A~ B I U 2Zv Av A -+ =V i=v E E =v | A osylesv O rfndv | @ Dictate | /£ Editor

©

Page 10f1 0 words English (U.S.) 0 = 100% + Give Feedback to Microsoft
1: Title Bar

The name of the current file is displayed here. You may also see more information about
the file (for example, here you can see it has been saved). You can click the file name to
change it.

2: Ribbon Interface

Displays tab commands organized into groups.
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3: Working Area
The content in the currently open file will be shown here.
4: Status Bar

This bar is used to display information about the document, such as page count, word
count, and more.

Excel

Microsoft Excel is Microsoft’s spreadsheet program which offers many tools for managing
numerical data, as well as the ability to add charts, shapes, and much more.

Microsoft Excel has both online and desktop versions. If you need only simple formulas, the
online version will satisfy your requirements. Otherwise, you can choose to work on the
desktop app.

Let’s look at the Excel Online interface:

B3l Book Sxlsx x  + = a X
C Y @ acmewidgets-my.sharepoint.com/x/r SCFA-42CE-B17E-8F920C8DFIBE%7DE ite.. % @@ i
HH Excel John Smith > Documents Book5 - Saved 1 John Smith
File Home Insert  Formulas Data  Review View  Help Tell me what you wanttodo  Open in Desktop App 1A Share {3 Comments
. WA N == T Cenen B B D BEE e v O 4
B I UDGM® doa. === e $% 9 % 5 Con F Cell  Insert Delete Format @ ciepr.  Sort& Find& | ldeas e
=T === For tlesv v v v Filter v Select v
. ; @
A B D G H K A N o P Q T u X
[
10
1
12
13
14
15
16
=
18
19
20
21
23
24
25
: (5]
lati Help Improve Office

1: Title Bar

The name of the currently open file is displayed here.
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2: Ribbon Interface

Displays tab commands organized into groups.

3: Formula Bar

The Formula Bar allows you to enter data into a cell.
4: Working Area

The data in the current file will be shown here.

5: Status Bar

This bar displays running calculations and other information about the workbook.

PowerPoint

Microsoft PowerPoint is Microsoft’s presentation software program, which is used to
create professional presentations. You can create anything from a basic slide show to a self-

running narrated presentation using pictures, embedded videos, and sound.

Microsoft PowerPoint is also available as both desktop and online versions. Both have
similar tools and functionalities, but the desktop app has more animations and graphics

available.
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Let’s take a look at the PowerPoint Online interface:

@ Presentation.pptx x 4+ = X

C % @ acmewidgets-mysharepoint.com/:p/i/personal/jsmith_acmewidgets onmicrosoft_com/._layouts/15/Doc.aspx?sourcedoc=97B8FB1CBI9-083C-4935-9903-C77678935AC3%Daile=Presentation pptxiaction=ed... % @ i

PowerPoint | John Smith > Documents Presentation - saved @D simplified Ribbon John Smith
File Home Insert Draw Design Transitions Animations Slide Show Review View Help Open in Desktop App Q Tell me what you want to do |2 Share | | [JComments | | & Present
=L £3 s E—— =.| o %0 @ 8 -
1
Click to add subtitle
Slide 10f 1 English (U, @ Help Improve Office ==Notes [[E]| 88 & 8% &

1: Title Bar

The name of the current file is displayed here. You may also see more information about
the file (for example, here you can see it has been saved). You can click the file name to
change it.

2: Ribbon Interface

Displays tab commands organized into groups.

3: The Slides Pane

Each slide in the presentation will be displayed in this pane as a thumbnail.
4: Working Area

The content in the currently selected slide will be shown here.

5: Status Bar

This bar is used to display information about the presentation.
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Outlook

Microsoft Outlook is a powerful and easy-to-use information management application. It
allows you to manage your email, calendar, contacts, tasks, and more, all from one central
location. It helps users connect and follow up to get work done, set up conversations, and

communicate.

Outlook is offered as both a web interface, and a desktop app. While the web interface
version is compact, user-friendly, and accessible everywhere, the desktop app provides
more functionality and customizability.

With the Outlook web interface open, let’s take a closer look:

&R Mail - John Smith - Outlook x 4+ = o X
<« C O @& outlookoffice.com/mail/inbox/id/AAQKADIKNJMZZTASLTQzZmItNGYOMy04NZA1LTU1MDhKZjIxZmNmYgAQAGDx3iqI%2FkF Gp7JlikwwzrU%3D ® % @
10
i outlook O Search 1 B B & 2?2 < 0 Q
= REEEY [ Delete T Archive © Junk « Sweep B3I Moveto O Categorize ® Snooze . e
\  Folders )  Focused = Other @ Filter Task assigned to John Smith on 3/26/2017 is overdue.
£ Inbox 261 Other: New conversations ? Unsubscribe
MyAnalytics; Office365 Message Center;
Z  Drafts P
o no-reply@sharepointonline.com
B Sentltems SharePoint Search Alert
Daily Alert Summary Remove This Alert
@  Deleted items 1
Yesterday
©  Junk Email
/D Team Documents
B Archive Task assigned to John S...
Task assigned to John Smith
O Notes
o no-reply@sharepointonline.com
Candidates SharePoint Search Alert 0

Daily Alert Summary Remove This Alert
Conversation Hist.
ww  Office365 Message Center
=) ®5 Weekly digest: Office 36. update this task ht not t
Here is a summary of your messages fro
New
This week
RSS Subscriptions
ww  Office365 Message Center
- enter Major C.

New folder Messa

ACME WIDGETS Updated F

V'  Groups

com

o SharePoint Search Alert
Daily Al mary Rerr

1: Navigation Commands

Includes the App launcher, the Search box, and links to view notifications, change settings,

get help, and the My account task pane.

2: Editing Pane

Allows you to delete, archive, move emails, and much more.
3: Folders/Navigation Pane

Access different folders in the current workspace. There are also shortcut icons at the
bottom which switch between Mail, Calendar, People, and To Do (Task) workspaces.
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4: Item List
Shows a list of items in the current folder.
5: Reading Pane

Shows the contents of the selected item.

Access

Microsoft Access is Microsoft’s database application which is designed to enter, edit, and
analyze data. Access can also generate reports based on the data in the database. As of the
latest updates, Access is only offered as a desktop app.

Let’s look at the Access interface:

Database? : Database- C\Users\ \Documents\Database1.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help £ Tell me what you want to do

views Cipboard 3 Sort & riker Records find
All Access ... @ «
o o

Num Lock

Similar to the other Office apps mentioned above, Access also has four primary elements:
1: Title Bar

Displays the name of the current databases and the name of the application.

2: Ribbon Interface

Access to different views and editing tools.
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3: Navigation Pane
Displays tables, queries, and forms.
4: Working Area

Use this area to change data, design forms and reports, construct queries, and more.

Publisher

Microsoft Publisher is the Microsoft publishing application that allows you to create
professional digital content. With Publisher, you can design event posters, newsletters,
postcards, and brochures with easy-to-use and multiple functionalities.

Microsoft Publisher is only offered as a desktop app.

Let’s look at the parts of the Publisher interface:

Publication? - Publisher

File  Home Insert PageDesign Mailings Review View Help @

A EEED

Styles | Draw Pictures Table Shapes

Text Box [& Align -

Clipboard Font Paragraph Sty Objects Arrange Editing ~
Pages i ettt o 2ol i et e el ol e et et et ol il 8ttt el i ol 8t et e 5 e il St 5t et e el bl el v
“ i

PE|
5
1 E
EEl
3 I
E (4]
=
=
=
4: »
page:iof1 K m = -—1 + s 03

There are four primary features of Publisher’s working interface:

1: Title Area

The name of the current databases and the name of the application.
2: Ribbon Interface

Access to different design and editing tools.
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3: Pages Pane
Thumbnails the list of all the pages within the publication.
4: Working Area

Use this area to create your digital content.

OneNote

OneNote is Microsoft’s note taking program that can be used to gather many types of

content into one location and share your notes.

OneNote is offered as both an online and desktop app and both versions are very similar. If
you have access to the internet, working with the online version will keep your document
constantly saved. However, if you have limited internet access, the OneNote desktop

version can be your lifesaver.

Let’s explore the OneNote Online interface:

@ OneNote Training x 4+ = [=]
< c 0 a h: t.com/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc={567730b8-375¢-4e2f-951d-106bc7084c27)&action=edit&wd=target%28Lesson%202.0ne%7... ¥ (@
OneNote | John Smith » OneNote Training OneNote Training 0 John Smith
File Home Insert Draw View Help Open in app Q  Tell me what you want to 52 [« |& Share
v [v |[calibritight  v[20 v B I U &v Av & A - =v = =v L sylesv By Tagsv | v B v
= OneNote Training pel X
Topic A
Lesson 2 Topic A
Sunday, September 23,2018 12:53 PM
Lesson 3 Topic B
Lesson Labs Topic C Using Videos
Untitled Page Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
Untitled Page the video that best fits your document.
You can add the following types of videos to a OneNote notebook: o

« Online videos
0 « Recorded videos

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page, header,
and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes
and styles also help keep your document coordinated. When you click Design and choose a new Theme,
the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles,
your headings change to match the new theme. Save time in Word with new buttons that show up
where you need them

Formatting Pictures

To change the way a picture fits in your document, click it and a button for layout options appears next
to it. When you work on a table, click where you want to add a row or a column, and then click the plus
sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
on the text you want. If you need to stop reading before you reach the end, Word remembers where
you left off - even on another device. Video provides a powerful way to help you prove your point.

When you click Online Video, you can paste in the embed code for the video you want to add. You can
also type a keyword to search online for the video that best fits your document. To make your document
look professionally produced, Word provides header, footer, cover page, and text box designs that
U e complement each other. For example, you can add a matching cover page, header, and sidebar.

There are four primary elements:
1: Title Area

Includes the App launcher, the OneNote’s logo, note’s name, notifications, and the My
account task pane.

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365

2: Ribbon Interface

Access to commands and editing tools.

3: Notebook Menu
Displays any open notebooks.
4. Workspace

Displays the contents of your notes.
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Activity 2-1: Exploring Microsoft Apps
In this activity, you will explore and navigate basic Microsoft Apps.

1. To begin, turn on and log into your computer. Open your most frequently used
browser and open the https://login.microsoftonline.com web page:

B Microsoft

Signin

On the landing page for your Microsoft 365 account, click the Word tile:

2.
O wicroses Ottice Home x + 7 x
< c o i o % @ :
offi Search a : @
Good morning Install Offic
I o - L | W 1 < @i 5 )
Start new Outlook OneDrive Word |, Exc PowerPoint  OneNote SharePoint Teams Bookings  Yammer
o
N
> v o | =
Dynamics Powe i
365 Automate D Ll
Recommended
L} L &
Activity hedule Safety Inspection Checklist New | 1aining De
" doetssnarepoint mevidgets snarepoin poi n
d with me Discov: T Upload and open.
Recent me _Di Upload and W Feedback
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3. Click New blank document to open a new Word document:

o Word x 4+ T x
« C O & officcons th=2 o % @
_ 2 2 O u =
New a0 !
New blank document General notes Project status report (Time. izontal calendar (Mon. MLA style paper
]

Recommended

A
0

iptvoid{0) Recent Pinned Shared withme  Discover

4. A new Word document will be opened in a new tab.
components of Word Online:
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5.

Open the app launcher and click Excel to open:

o word X @ Occumentdoo x 4+ 4 x
C O @& amewidgets-my.sharepoint.com/personal/jgibson acmewidgets onmicrosoft com/ layouts/15/d * @
Office Document - Saved G
rces  Review  View  Help OpeninDesktop App Q@ Tell mewhatyouwanttodd ¢ Editing v 1#¢ Share | [J Comments
Microsoft 365 Je
on AN A AsBbCc | AsBbCc A o B2
kXA £ A vermd | Nesesing v Repice | DcUe | Ector
@R Outlook @& Oncrive 3 = b . .
Ol wod Excel
&
@ roueront G Ovenore
B snocboint B Teams
O sookings I Yammer
B oemessns D) pomer Ao
Allapps =
Documents
New v
o—— o + GheFeodbackt
6. Click New blank workbook to open a new Excel workbook:
o Ecel x o+ a X
€« CcC O & office.com/launch/excel?auth=2 ® % [
New N book Py Hide templates

fl e = =
tour

New blank workbook

b

Welcome to Excel Cvergreen calendar Simple service invoice Project tracker Weekly task schedul

More templates >

Recommended
5 Youcd
o
Schedule
semendgets sharepoint
Recent Pinned Shared withme  Discover T Upload and open.
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7. A new Excel workbook will be opened in a new tab. Explore the different
components of Excel Online:

o el X @ Hookx x  +

« C O @& acmewidgets-mysharepoint.com/x//oersonaligib

& Share [ Comments

- D EBRE nbv O 4

5 Autosu
oM Clear

Data  Review View  Help

Help Improve Office

8. Open the app launcher and click PowerPoint to open:

o el X o Bockaxs x4 -2 X
<« C O & ag 9 m/x/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/1 ource 2%708file=BookxsxBiacti.. % @ i
Office 365 > Book - Saved Jane Gibson
Review  View  Help Tell me what youwanttodo  Open in Desktop App. 4 Share [ Comments

Apps cn v AR

[ outiook

@ wod

B sharcpoint
% sookings
D Dynamics 365

Allapps =

4@ OneDrive
[ x N
@7 orenote
@ Teams
Y2 Yammer

£ Power Autom.
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9. Click New blank presentation to open a new PowerPoint presentation:

& Sookuis X @ Powerront x4+

C O @ officecom/laun

Recommended
= Yourccently opencd th .
By B maye

@]

Recent Pinned Shared withme  Discover T Uploadandopen.. B ™ Feedback

10. A new PowerPoint presentation will be opened in a new tab. Explore different
components of PowerPoint Online:

cmewidgets onmicrosoft com/ layouts/15/Docaspx?sourcedoc=7BCOSDT1EE-BIIC-4200-B356-C6B
Presentation - Saved

Design  Transitions  Animations  SlideShow  Review  View  Help Open in Desktop App Q Tell me what you want to do

v G- {5 NewSlide [ 4 3 = By

Click to add title

Click to add subtitle
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11. Open the app launcher and click Outlook to open:

@& Poweroint X @ Presentationsptx x4+ I X

C O @& acmewidgets-my.sharepoint.com \microsoft cony_lay adile= %
Office 365 = Presentation - Saved implified Ribbon ibson
| Tansitions  Animations  SlideShow  Review  View  Help OpeninDesktopApp Q' Tell me what you want to do @ share || O | T present
Apps 5@ B A B Bv| O & | 8-
2 outiook & Orebrive
@ word B3 ool
@ roweroint [ OneNote
B shareroint @5 teams
& bookings Yz vammer
B oy 65 5 fowr i Click to add title
Allapps > = =
Click to add subtitle
o sacee q el = Notes EE

12. Explore different components of Outlook Online:

@ Powerdoint X @ Mail-Jane Gibson - Outiook X = o X

€ C O @& outookofficecom/mail/inbox ®

&2 S =

V' Favorites © Inbox ¥ Filter
B ToRead e MyAnalytics
Welcome to MyAnalytics
8 John Smith 33 MyAnalylics Discover your habit
Add favorite This month

[ Yo Widgets on Yammer
Updates from All Compa
Acme Widgets Updates from yor

v Inbox 2
Last month
John 30 ()

Microsoft Teams
You have been added to Vied 5/2
Microsoft Teams John added you to the

v Folders

To Read

7 Dufts !
SharePoint Online
Reminder: "Activity 1-2°

(-]
John Smith shared this with you 7
(-]

B Sentltems

@ Deletedltems 4
SharePoint Online

Junk Email Reminder: “Using Word
John Smith shared this with you 7
B Achive
April
O Notes
. I P
=2 B & @ Microsoft Teams outo the
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13. Open the app launcher and click OneNote to open:

@ Powerdoint x R M x 4+ a X
« C O & outleokoflice.com/m o % @
Office ® B & 2?2 < 0 "%
fead
Microsoft 365
¥ Filter

@R Outlook @ oncorive
Ol wod Excel
@ o

i Teoms )

& sookings o vammer
ith
B oynamics 365 572 power Autom f ]

it Teams

+ been added to

@ oere } Teams John added you to the

Allapps = int Online
: "Activity 1-2" Tue select an item to read
ith shared this with you 7 deys &

Documents
nt Online
ir: “Using Word Tue 19

New Ith shared this with you 7 days a.

ttgs: (o

14. Click New notebook to open a new OneNote notebook:

@ OneNcte x o+ T X
€« CcC O @ office.com/launch/onenote?auth=2
£ e
+ New notebook New notebooks to: @ OneD
)

Recent Pinned My notebooks  Shared with me  Discover B

More in OneDrive —>

W Feedback
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15. Enter “Activity 2-1” as a name for the new notebook. Then, click Create
Recent Pinned My notebooks  Shared with me  Discover
X
Team Ideas Team Site Notebook New notebook
Jane Gibson's OneDrive f... & SharePoint - Acme Widge
I Activity 2-1 ]
Create
16.

A new OneNote notebook will be opened in a new tab. Explore different
components of OneNote Online:

Activity 2-1

1% Share

is empty.

ress ENTER to create a new section.
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17. Type Office into the search bar on your computer. Click the Office icon to open it:

All  Apps Documents Web More ¥
Best match
L} Office

App h

Search the web

£ Microsoft 365 - software >
L office >
L officepools >
Apps
o Word >
ol Excel >
B Outlook >
@ PowerPoint >
Folders

Custom Office Templates >

Documents - This PC (10+)

L Office

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365

18. The Office desktop app will open on your computer:

Cffice

P Search

Good morning

+ ® e @ ®E $ @ D @

Start new Qutlook OneDrive Word Excel PowerPoint  OneNote SharePoint

Teams
> W E @
Dynamics Power . . i
= et Ad Calenda Access Allapps
Recommended
o Jane Gibson shares this with o Jame Gibson sharcd this withyou .
. May 2 May 22 =

B o]

Schedule

acmewidgets-mysharepoin.

Sched

Recent Pinned  Shared withme  Discover

& Using Word 365

19. Click the Access tile on the landing page to open:

P Search

Good morning

+ ® e @ @® $ @ D @

Start new Qutlook OneDrive Word

Install Office

S

Bookings Vommer

o]

Safety Inspection Checklist

T Upload and open.

Install Office

s o

Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
> w ¥ E @ -
Dynamics Power -
Admin Calendar cces: All apps
e Pt s lenda Access PP
J
Recommended
ity i - B B
ﬁ [w]
&

Schedule Schedule

Recent Pinned  Shared withme  Discover

o) Using Word 365
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20. Click Blank database to open a new Access database:

Access Good morning

ol

Blank database b Asset tracking

£ search
Recent  Pinned
B Name
‘“_‘ Databasel
hl Lesson 5 - Complete
Desktop
Fyi| Lessons
il eyt
@ New Microsoft Access Database
Desito

P

i) teons
® o

) lessons

21. Leave everything at the default and click Create:

Access Good morning

12 March

12 Marct

12 March

12 March

12 March

12 Mareh

Task management

More templates —>

Blank database

£ search
Recent  Pinned
D Nome
g Databasen
h} Lesson 5 - Comple
Desitop
fyl) Lessons

@ New Microsoft Acc
Desitop

Blank database

anagement

More templates —>

6‘] Lesson 5
Dounload:

) lessons
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22. Explore different components of Access desktop app:

£ Tell me whal

Fle Home Create ExemalData DatabaseTools Help Fields Table

N A 12 & Tomeatme f i g
View S

Validation

Feld Validtion

All Access ... @ « . ;
seorch w - dicktondd -

Tables

B bk

23. Close the Access window and return to the Office desktop landing page. Click All
apps to expand the list:

Good morning Install Office

+ & e @ @ ® @ ;3 L& o

Start new Outlook Onebrive Word Excel PowerPoint  OneNate SharePoint leams Baokin

: -
Dramics - Power agmin  Cendwr  Access  Allapps
Recommended >

& Jane Gosom e i it s - a s vithyo o Jane Gison shred this withyou 1y openea ~

A Yesterday at 521 p.an - - May 22 bd
B A thumbnail image of an Excel I8 A thumbnal image of a Word B A thumbeail image of 2 Word

- L ] L -
b Schedule Usi

Recent Pinned  Shared withme  Discover T Upload and open.. =

e Using Word 365
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24,

Microsoft 365

All apps

Access
Create, customize, and share database a.

Compliance
Meet your organizston legal, reguiae.

Forms

Create surveys, quizzes, and pols and 2

OneNote

Capture and organize your notes across

Tips and Tricks

¥l

Search

Admin
Your admin web portal for subscription

Delve
Get personal insights and relevant infor.

Kaizala

& simpe and secure mobile chat app for

Outlook
Business-class emai through a rich and {.

Power Automate
Create workiiows between your apps. il

IO IR ° -

[_10’0 Poweer Apps
S

Build mobie and web 2pps with the dat

Publisher @ Security
Create everything from labels o
nevwsletters and marketing mateials.

Tasks

share interactive reports, pre Create and manage tasks in Outlook

Whiteboard
Ideate and collaborate on 2 freeform ca.

Word

Bring out your best witing

= Y

25.

Publisher Good morning
~ New
i
<
Blank 85 x 11" L Blank 11x 35" More Blank Page Sizes
£ search

Recent  Pinned

Open

You haven't opened any publications recently Click Open (0 browse for a publication.

feedvack

Options
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Click the Publisher tile on the landing page to open:

Bookings
Oriine apsaintment scheduiing for your

Dynamics 365
Bresk down the sios between your bus

v

MyAnalytics

Create better work habits with insights i

©

People

Organize your contact nfo for all your

)

Power Bl
Create acticnable. dynamic. and engag.

SharePoint
Share 2na manage content, knowledge,

e

based team wor,

Yammer
Connect with coworkers and classmates,

Publisher

the
icook
book

Modern cookiook

Thank you cards

< vV eéem PhE nm

Click the first Blank document to open a new Pusblisher

Mikestone birthday poster

Add-Ins >

Calendar
Schedule and share meeting and event ¢

Excel
Discover and connect to data, model an.

OneDrive

Store, access, and share your files in one,

Planner

Create plans, organize and assign tasks,

PowerPoint
Design professional presentatiors.

Stream
Share videos of classes, meetings, prese.

To Do

Manage, prioritize, and complete the m.

page:

i @ ® ® 2 - 6

Lt

Thinking of you cards

More templates

More publications —>
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26. Explore different components of Publisher desktop app:

N s B 5 % - 1 + s

27. Close all the opened apps and the Office desktop app. Return to the Microsoft
homepage on the browser for the next activity.
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TOPIC B: Included Services

Along with the basic and familiar Office apps, you will also have access to a variety of
services with your subscription plan. These services range from communication tools and
file storage to information sharing. In this topic, you will learn about the different services,

their interfaces, and their purposes.

Topic Objectives

In this session, you will learn about:
e Microsoft Teams
e OneDrive
e SharePoint

e Exchange
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Microsoft Teams

Microsoft Teams is a collaborative, cloud-based workspace where Microsoft 365 users can
connect by sending messaging, sharing files, and more. A team can be created for a
department, a project, or for anything you like! Each team has access to channels, which are
places where people can share messages, files, and more. Teams can be public (open to
everyone) or private (accessible to invited users only). You can be part of as many teams as
you like, and you can join or leave teams as needed.

Microsoft Teams is offered as a desktop app, a web interface, and a mobile app.

Let’s look at the Microsoft Teams interface:

@ General (Project Team) | Microse. X =+ - 8 X

C ( @ teamsmicrosoft.com/_#/conversations/General?threadid=19:4c9e012f9ec9427d8d6dca2abc13 1ede@thread.tacv28ictx=channel w @

Teams Y ﬂ General Posts Files W
-—w

SharePoint News connector is no

General May 27, 2020

Events 3 John Smith changed team description.

ame from News and Events to Events.

& = 0 =

1: App Launcher

Access Microsoft 365 apps from here.
2: New Chat

Click this icon to start a new chat.

3: Search Box

Type “/” to search for a command or “@” to search for a contact.
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4: Microsoft 365 Profile

Access your Microsoft 365 profile.

5: Sidebar

Each icon opens a different feature of Teams.

6: Main window

Displays related content of the feature selected from the side bar.

7: Bottom Part of the Sidebar

Includes icons for the Store, Feedback, and a download button for the desktop app.
8: Contextual Task Pane

Displays folders related to your current activity. This task pane’s display varies based on the
selected feature.
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OneDrive

OneDrive for Business is the Microsoft cloud-based service that helps you manage your
documents and share them with your teammates. OneDrive is accessible through an
internet browser or a desktop app, which makes collaboration possible anywhere.

Let’s look at the various components that make up the OneDrive interface:

x  + - o X

c o

@ acmeuwidgets-my.sharepoint.com/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx % @

iii  OneDrive

John Smith + New v 7T Upload v &3 Sync £ Automate 2 1= sot v =

B3 Myfiles

O Recent Files o

A Shared

® Discover J  Name Modified Moified By File size Sharing

& Recyde bin MOS!

3_Microsoft PowerPoint 365 Online

Shared libraries .
PowerPoint Sample Files

a Excel Online 2
. Outlook Online 1 Smi m
Microsoft_Excel_365_Part 1_SK February 25, 2019 ohn Smith
[~ ] OneNote Course Material
n Documents
a Word Sample Files
Create shared library
Notebooks
Business Documents
OneDri

Get the OneDrive apps

Return to classic OneDrive

Personal ltems

Attachments

91

1: Title Bar

Includes the App launcher, the Search box, commands for notifications, settings, help, and
your Microsoft 365 profile.

2: Document Pane
Links to help you create, upload, sync, and automate your documents.
3: Navigation Pane

Includes folders and files in your OneDrive as well as shared libraries. You can access the
OneDrive administration center, download the OneDrive desktop app, or switch back to
your old OneDrive interface by using the links at the bottom.

4: Files Area

Displays folders and files for the selected item from the Navigation pane.
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SharePoint

SharePoint is Microsoft’s collaboration platform where your organization’s members can
communicate, exchange information, and collaborate seamlessly. It also provides

functionalities such as web content management, intranet, file repository, and more.

The interface of SharePoint is made up of three main elements:

@ Sharepoint x  + - o X
€ > C O & acmewidgetssharepointcom/_layouts/15/sharepointaspx * @ i
i SharePoint O Search in SharePoint 1 Q & ?2 6
—+ Createsite —+ Create news post
Followir Frequent sites
AW vT 1G B
Activity 3-2 *

ABC Widgets Inc Team Site Jane Gibson Team Blog

Group

You viewed Safety Inspection You modified Demonstration on
* Check 0
0 ctivity

dified Activity 1-7

Annual Report is popular
& port is pop

Project Team
Group

l _; Event Planner Template is
popula

| john Smith modified Event

1: Title Bar

Includes the App launcher, the Search box, links for notifications, settings, help, and your
Microsoft 365 profile.

2: Navigation Pane
Displays sites you are currently following, recently opened sites, and your saved list.
3: Sites Area

Displays detailed activity of frequently opened sites.
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Exchange

Microsoft Exchange is Microsoft’s email management server. It enables your organization’s
host to store, manage, and distribute emails effectively. Because Exchange stores and backs
up data on a cloud-based server, the risk is minimal of losing information due to hardware

malfunction of the host computers.
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Activity 2-2: Exploring Microsoft Services
In this activity, you will explore and navigate basic Microsoft Services.

1. From the currently open landing page, click the Teams tile:

@ Wicrosofs Offce Hom x 4
C O & officecomauth=2&home=1 % @
o = ) 0
i Office P Search Q¢ 7Y
Good morning Install Office
r o - L | b o P @ = p
-
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
b
N )
g o/t o] >
Lynami Power
365 Automat Delve Alspp
Recommended
_ tly opened cdned e
. e
Ll o L L] &
Book 2 tivity 3-1 h e Sal
acmenidgets-mysh ? repo an

Recent Pinned  Shared with me Discover T Upload and open. i3]
— - & ™ Feedback

2. The Microsoft Teams window will be opened in a new tab. Explore different
components of Teams Online:

@ Wicrosoft Ofice Home x @ ()Gen team) M X+

€ C O & teamsmicrosoftcom/ #/conversations/General?threadld=19:4c9201219¢c9427dBd6dc42abe131 w @
Microsoft Teams = =l m
Teams v ﬂ General posts Wiki  Fill | Sample Form  + »Org e
ourteams .
B o .
General
Events

WEok®BBE
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3. Open the App launcher and click OneDrive to open:

O Wicrosoft Offce Home X @ () Geners

« C O @ teamsmicrosoftcom/ #/conv

Search or type a command

Apps v General Posts files Wiki Fill| Sample Form
@R Outiook @ Onedrive —
V] =

O word Excel B
@ roveroine ] OneNote John Smith chang
B soeront K Teams
W vammer

John Smith re
John Smith has

John Smith has removed Jane Gibson from the team.

John Smith has 2add Jane Gibson ta the team.

John Smith ha Jane Gibson 2 tesm cwner

John Smith changed channel nam Events 10 News and Events

John Smith changed channel name from News and Events to Events.

SharcPoint News 5/27 201 PM

e @D RP®BBE

Jonn Smitn has remaved the SharePoint News configuratien th oy John Smith.

John Smith dicted channel Events,

) John Smith has croate chon News and Events
o
&3 John Smith change
Start a new conversation. Type @ to mention someone.
@ G OBPE B ¢

95

4. OneDrive will be opened in a new tab. Navigate different components of OneDrive

Online:

@ (1) General Project Team) | Micr: X @ fiis - CneDrwe x4+

15/onedrive.aspx

C O @& acmewidgets-mysharepointcom/personalfjaibson acmewidgets onmicrosoft com/ layol

——

Jane Gibson New ~ T Upload v I3 Sync #8 Automate
BT My files
D Recent Files
& Shared
©® Discover O Name Modified Modied By File sice Sharing
T Recycle bin “Notebooks 7 minutes ago ites Frivate
Shared libraries . i N . o
Exercise files 4days aqo ane Gibso items v
B Project Team
Others 4days aqo anc Gibson e Privat

B widgetsinc

B veisott Team site
B o0 Gibson Pictures

Dacuments

[ - R Desktop tem
esie shated oy @) “Presentationpptx 45 minutes ago ane Gibson 270k8 rvate
B Bookxsx 48 minutes ago ane Gibson 774K8 Private
& Document docx About o hour ac ane Gbson sk prvat
y 3t 2:34 oM ane Gibson 4K8 < Shares

8 Activity 3-1.docx

Get the OneDrive apps

Return to dlassic OneDrive
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5. Open the App launcher and click SharePoint to open:

& (1) General Project Team) | Micr: X d Fies - CneDrive x  + 7 x

C O & amevidgets-mysharepoint.com/personalgibsor

T Upload v 3 Sync #§ Automate

Microsoft 365

3R Outlook & oncdiive

Il word x = . » )
@ roverroint I Oneote -
B s :

‘.‘ Booki ot it
B oyamics365 GA) Power autom.., | B Documents
| Pictures
I oete
e sktop
Allapps =
& 0KB
Documents B .
L 3k
B Aciity 3+1.doc sty mZUPM Jane Gson . -

6. SharePoint window will be opened. Explore different components of SharePoint:

&0 |Mice X @ sShareboint x 4+

« C 0 @ acmewidgetssharepointcomy/ layouts/15/sharepointaspx * @ :

H SharePoint O search o & 2 MN
| Cresteste | Create news pos

Frequent sites

i *
Prmcc( Team ABC Widgets Inc Team Site Janc wason
Recen
Project Team ke il th
*
Y
Team Blog
od for late Team Blog
Hire Traini n

7. Close all the opened tabs and sign out of Microsoft 365 in your browser. Close your
browser window to complete this activity.
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Summary

After this lesson, you should be familiar with the applications and services offered by the
Microsoft 365 Business Standard subscription plan. You should also understand the
purpose of each app or service, and how to navigate within the interfaces of these apps and

services.

Review Questions

1. What is Microsoft Word?

2. What are the workspaces found on the Folder/Navigation pane in Outlook?

3. What do Access and Publisher have in common?

4. What are the differences between public and private settings in Microsoft Teams?

5. What is SharePoint?
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LESSON 3:
FILE STORAGE AND COLLABORATION

Lesson Objectives

In this lesson you will learn how to:
e Store files and collaborate with OneDrive for Business

e Manage an organization’s activity with Delve
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TOPIC A: Getting Started with OneDrive for

Business

You are likely already familiar with OneDrive, Microsoft’s cloud-based storage solution.
However, did you know that business accounts have access to a slightly different OneDrive

version?

Topic Objectives

In this session, you will learn:

e About Microsoft OneDrive for Business
e How to open OneDrive for Business

e How to add, create, organize, and delete OneDrive files
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What is OneDrive for Business?

OneDrive for Business is similar to your personal OneDrive, in that it is a cloud-based space
where you can store and manage documents. However, it is separate from your personal
OneDrive. As well, OneDrive for Business is managed by your organization and it provides
additional collaboration tools not available in personal OneDrive accounts.

To open OneDrive for Business, log into your Microsoft 365 account. Then, click the
OneDrive tile on your landing page or from the app launcher pane:

Q) Microsoft Office Home x 4+ o X

C O @ officecom/Zauth=2&home=1 ® % 6 :
i — office O Search Q & 2 &
Microsoft 365 100N Install Office

3R outlook @ one » : % Py | b P ol 5 Y i |-n ]

il wor x Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Yammer
@@ rowerpoint I OneNote
B shacroint i Teams -
All apps
\utomate
& sookings @ vommer
D Dynamics 365 /%) Power Autom
All apps =
dited this John Smith edited this . You recently opened this
Documents
| Using Mirosoh 365 Word
New V=
L e L
Using Word 365 Activity 6-1
Shared with me  Discover T Uploadand open.. @
https:/acmewidgets-my.sharepoint.com/_layouts/15/MySite.aspx?MySiteRedirect=AllDocuments W Feedback
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Add Files to OneDrive

There are two ways to upload a file to OneDrive. The easiest method is to drag and drop the
file from File Explorer or your desktop to the OneDrive window:

C ()} & acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_la

Drag the items to any location.

T Upload 3 Sync  £% Automate
My files
0 Recent
Shared N
[+ copy ]
© Discover D Neme
& Recycle bin Acme Widgets
Shared libraries Attachments
Microsoft Excel 365 Part 3 Course Elements
MS Word 365 Part 3 tmp-dk
Notebooks
STy i Activity 1-1.docx
) Activity 2-1.docx
[ Activity 2-1-menu (1).docx
i Activity 2-1-menu.docx

) Activity 5-1.docx

Activity 5-2:xlsx

This will start the upload process immediately.

You can also click the Upload button in the OneDrive window and choose whether you want
to upload a file or folder:

0 Microsoft Office Home X @ Documents - OneDrive X +

Cc 0 @ acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx

OneDrive

Jane Gibson + New v 7 Upload v &3 Sync #% Automate Vv

B3 My files Files @

0 Recent . ~

NS, Files Folder

£ Shared

O Discover D Name Modified Modified By File size

& Recycle bin Acme Widgets January 27 Jane Gibson 7 items

Shared libraries Attachments April 14, 2017 Jane Gibson 1item
Microsoft Excel 365 Part 3 Course Elements January 7 Jane Gibson item
MS Word 365 Part 3 tmp-dk January 10 Jane Gibson 1item

ﬂ Notebooks April 16, 2017 Jane Gibson 3items

g £ ivity 1- January 15 Jane Gibs 39.4K8
Create shared library @] Activity 1-T.docx anuary ane Gibson
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This action will launch the Open dialog box. Locate and select the file(s) or folder(s) to
upload and click Open:

@ Open X
« v 4 Wl > ThisPC > Desktop v O | Search Desktop p
Organize v New folder
Tools A Name Status Date modified Type Size
= This PC N Dashlane © 2020-05-08 6:43 AM Shortcut 2KB
¥ 3D Objects if Microsoft Teams © 2020-05-07 7:15 AM Shortcut 3KB
B Desktop @ Schedule o 2020-04-02 3:10 PM Microsoft Word D... 13KB
[£] Documents
¥ Downloads
D Music
[&] Pictures
“ Videos
& Acer (C)
@ Network
v
File name: |Schedule V‘ All Files N

Then, the item(s) will be uploaded and visible in the OneDrive window:

) Microsoft Office Home X @ Documents - OneDrive X+ = a X
C O @& acmewidgets-mysharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx w 6
O Search Q & 2 l'\
Jane Gibson + New T Upload v 3 Sync #% Automate 1= Sort =v ®
B3 My files =
O Recent .
R Files
A& Shared
Discover O Name Modified File size Sharing
— ~ - Document?.docx January 20 ane Gibson 0.3 KB Private
& Recydebin @ Y
e B2 Document8.docx January 20 1088 Private
Shared libraries
@ Documentd.docx January 23 ane Gibson 10 Private
[ ] B Lesson 1.docx March 12 ane Gibson 45248 Private
@) Presentation 1.pptx January 24, 2019 ane Gibson 27.0K8 Private
Create shared library
@) Presentation.pptx April 16, 2017 ane Gibson 288KB Private
B Q1 Budgetxlsx May 21,2017 Jane Gibson £ Shared
Report.docx January 20 ane Gibson 123K8 Private
“Schedule.docx Ate g0 ane Gibson 3 Private
&) Section 5xisx April 16,201 ane Gibsor 5 i private

Get the OneDrive apps

Return to classic OneDrive
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Create Files

You can also create new files using Office Online via OneDrive. To start, click New and
choose the type of file you would like to create:

B 4 J @ Files - OneDrive X l+ v

s O A ) | https://acmewidgets-my.sharep

John Smith + New v 7T Upload v
B3 My files "~ Folder

O  Recent B: Word document

£ Shared B: Excel workbook

& Discover B’ PowerPoint presentation
& Recycle bin @} OneNote notebook
Shared libraries B: Forms for Excel

ABC Widgets Inc & Link

Notice that you can also create folders from here. When prompted, enter the file name and
click Create:

@ files - OneDrive x  + - o X
c o e 4 harepoint.com/ I/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx % @
_ — _
I EE= + New T Upload 3 Sync Automate Sort
B3 My files
Files
Modifie
cycle bin Documents
Shared libraries
OneNote notebook s
»
Create shar ibrary Microsoft Excel 365 Part 3 Course Elements’ January T Tane Gibeon
ooks
Attach
o
B
[ pp 2
to cl veDr o ment.
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Your file will be created and opened using the appropriate app in a new tab. You can now
work with it as normal:

@ Files - OneDrive X i Team ldeas
C (0 @& acmewidgets-my.sharepoint.com,

0/r/personal/jgibson,

OneNote Jane Gibson » Team Ideas

93a3-c25¢48117bae%7D&action=editnew
File Home

Insert Draw

Q Jane Gibson
View  Help Openinapp  Q Tell me what you want to do
v [v Glbitight  v[20 v B I U 2v Av ¥ A -+ =v =v
= Team Ideas 5

0

U]

G 1A Share
v b sylesv | By Tegsv v B

l Untitled Section Untitled Page

+Ppage

Once you have finished creating the file, you can return to your OneDrive for Business
account by clicking your name in the top left corner (next to the app name):

@ Files - OneDrive X @ Team Ideas
c o

@ acmewidgets-my.sharepoint.com/:0:/r/per

OneNote Jane (&h«m » Team ldeas

File

9 action=editnen * @
Team Ideas

Jane Gibson
Home Insert Draw  View  Help Openinapp @ Tell me what you want to do
v Flv Glibilight v[20 v[ B I U &Zv Av ¥ A = Zv i=v

v | B sylesv | Bk Tagsv V| B
Team Ideas el
l Untitled Section Untitled Page

Ll

& 1A Share
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Organize Files

You can organize files on your OneDrive account just as you do within Windows. To start,
move your mouse to the left of the target file name(s) and click the circle that appears:

@ Files - OneDrive x + - o X
« C O @ acmewidgets-my.sharepointcom/personal/jgibson_acmewidgets onmicrosoft_com/_layouts/15/onedrive.aspx w @
Jane Gibson + New v T Upload v & Sync £% Automate IF sty = [0)
B3 My files -
O Recent Files
A Shared
® Discover O nName Modified Mogified By File size Sharing
& Recydle bin Documents Jane Gibson Titem Private
Shared libraries orcures - e eon - I
Desktop May 25 Jane G 1 item Private
Acme Wwdget; January 27 Jane Gibson 7 items Private
n MS Word 365 Part 3 tmp-dk January 10 Jane Gibson 1item Private
Create shared library Microsoft Excel 365 Part 3 Course Elements January 7 Jane Gibson tem Private
Notebooks April 16, 2017 Jane Gibson 3items Private
Attachments April 14,2017 Jane G 1item Private
L @ “Team Ideas 2 4 minutes ago Jane Gibson Private
@  Schedule.docx May 21 Jane Gibson 123K8 o Shared
You will then see organization commands at the top of the file list:
@ Files - OneDrive x  + — a X
<« C 0 & acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx * @

OneDrive

Jane Gibson @ Open v 12 Share @ Copylink [} Delete =F Rename £ Automate v B3 Moveto [0} Copyto 1= Sort v X 1selected = v @
B3 My files =
C .
O Recent Files
& shared
® Discover 9 Name Modified Modified By File size Sharing
& Recyde bin Documents May 25 lane Gibson 1item Private
Shared libraries May 25
Pictures May 25 Jane Gibson 3 item: Private
a Desktop May 25 Jane Gibson tem Private
n Acme Widgets January 27 Jane Gibson 7 items Private
. MS Word 365 Part 3 tmp-dk January 10 Jane G 1item Private
Create shared library Microsoft Excel 365 Part 3 Course Elements ~ January 7 Jane Gibson em Private
Notebooks Apiil 16, 2017 Jane Gibson 3 tem Private
Attachments April 14, Jane Gibson em Priy
) “Team Ideas & i 4minesago Jane Gibson Private
@  Scheduledoc May 21 & Shared
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Use these commands to open, share, copy a link to, delete, move, copy, and/or rename the
file. You will also find some of these commands on the right-click menu:

Lastly, you can also drag and drop files into folders to organize them:

@ Files - OneDrive x + - o X
<« CcC o @& acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx w @ i
S E = 9 ¢ -
Jane Gibson + New v T Upload v &3 Sync £% Automate IF sotv = ®

B3 My files
O Recent Files
& Shared
® Discover ) Name Modified Moified By File size Sharing
@ Recyde bin Documents May 25 ane Gibson 1 item Private
Shared libraries iy -

Pictures May ane Gibson 3 item Private
B #8c Widgets Inc

Desktop May 25 ane Gibson te private
Velsoft Team Site

Acme Widgets ems 2
B s2ne Gibson
n Team Blog MS Word 365 Part 3 tmp-dk lanuary 10 ane Gibson item Private

Create shared library Microsoft Excel 365 Part 3 Course Elements
Notebooks Apiil 16, 201 ane Gibsor 3 item Private
Attachments April 14, 201 ane Gibson tem Private
'@ Move 1file
@ Ieam Ideas e 4 minutes ago Jane Gibson Private
B  Scheduledoo May 21

Get the OneDrive apps B9 Book2xlsx March a4 e Gibser Ak
Return to classic OneDrive B Lesson 1.docx Mar ane Gibson 452K8 Private

(Remember, you can create folders from the New menu, which is available when no items

are selected.)
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Delete Files

107

To delete a file or folder from your OneDrive for Business account, select it and click Delete

on the top bar, or right-click and click Delete:

@ Files - OneDrive

<« C 0 & a

jint.com/| eeonta

j X

dgets_onmicrosoft_com/_layouts/15/onedrive.aspx

o

Jane Gibson

B3 Myfiles

(]

Recent
£ shared
© Discover
& Recyde bin

Shared libraries

Create shared library

Get the OneDrive apps

Return to classic OneDrive

Open v 12 Share @ Copylink [[i] Delete | =5 Rename #§ Automate -

Files
&
© =
&
&
o

Name
Documents
Pictures
Desktop
Acme Widgets
MS Word 365 Part 3 tmp-t
Microsoft Excel 365 Part 3
Notebooks
Attachments
“Team Ideas
Schedule.docx
Book 2.xIsx

Lesson 1.docx

Modified
May 25
May 25
tav 75
Open
-
Preview
Share
Copy link
Manage access -
Delete
2017
Move to
=300
Copy to
Rename
Automate T
Details 2

When prompted, click Delete to confirm:

Modified By

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson
Jane Gibson
Jane Gibson
Jane Gibson
Jane Gibson
Jane Gibson
Jane Gibson

_onmicrosoft_com/_layouts/15/onedrive.aspx

B Moveto [ Copyto

File size

1item

1 item

1item

3 item:

1item

§ Automate

Are you sure you want to send this item to

@ Files - OneDrive o
« c o a I com/personal/jgibson_ac
OneDrive O Search
Jane Gibson @E Oper Share @ Copylink [i] Delete =B Rename
B3 My files
Recent Files
Jiscover e
& Recyde bin ment .
Shared libraries -~
= Delete?
= Acme Widgets the site Recycle Bin?
a SV art 3 tmp-dk
Create shared libr Micr r irse Elementspumsmen
ook
Attachment
© @ Teamldeas 4 minutes 3go
[ edule.docx
et the OneDrive apy L
1 to classic OneDrive o do

81 Moveto [ Copyto

Sharing

Private
Private
private
private
Private
Private
Private
private
Private
£ Shared
Private

Private

¢ B 2?2 6

Sort 1 selected

The selected file(s) will be moved from your OneDrive for Business account to the Microsoft
365 Recycle Bin.
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Activity 3-1: Getting Started with OneDrive for Business

In this activity, you will upload a file to your OneDrive account, create a folder, and move

the file into that folder.

1. To begin, turn on and log into your computer. Open your most frequently used
browser and open the https://login.microsoftonline.com web page:

<« c u‘ m m e :
Sign in
=
2.  Click the OneDrive tile on your landing page:
«>cCc0 % @
Offi AP o
Good afternoon
+ & o @ E $ @ P @ [ o
> m @ -
- L ] )
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The OneDrive for Business page will open in a new tab and show your account’s

contents:

Q Microsot Offce Home

X ) @ acmewidgets-

w T 3 Sync £ Automate

Jane Gibson + N Upload Sy
£ Myfiles
oo Files
o Shared
® o Y o
@ Racyclebs Documents
Shared librarie
Pictures
Create shared library

@

©

[
Get the 8
Return N

@

Let’s upload a new file to your OneDrive account. Click Upload - Files:

0 Microsoft Office Home X @ Files - OneDrive X +

& cC 0O 8@ acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft,

:i:  OneDrive L Search

@& + New v 7 Upload v {3 Sync #3% Automate
B3 My files Files
N . Folder
O Recent Files
& Shared
© Discover [ Name
& Recycle bin Documents
Shared libraries .
Pictures

u ABC Widgets Inc
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5. The Open dialog box will appear

. Navigate to your Exercise Files, locate the Activity
3-1file, and select it. Click Open:

@ Open

« v 4 > ThisPC > Documents

> Exercise Files

Organize v New folder

~ ~
@ OneDrive - Velsoft Name

Status
= This PC B Activity3-1 ©
¥ 3D Objects

B Desktop

Date modified
2020-02-19 1:30 PM
| Documents

¥ Downloads

b Music

& Pictures

B videos
& Acer(C)

& Network

File name: | Activity 3-1

Type

Microsof ft Word Docum..

| [auFies

N

16 KB

6. Backin OneDrive, you will see the new file listed here:

@ Microsoft Offce Home

x @ e rive x +
<« C (@ acmewidgsts-my. personal/jgibson_acmewidgets.
_ —
+ New T Upload v J3 Sync $8 Automate
0 .
e Files
YN Mod Sharing
oth
Docum
Picture:
Deskto
8 Activity 3-1.d
‘‘‘‘‘ hared |
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7. Now, click New = Folder:

@ Micoroft Ofce Home x &

neDrive x +

<« C Y & acmewidgets-mysharepoint.com/personal/jgibson_acmewidgets onmicrosoft com/,_layouts/15/onedrive.aspx

A

Jane Gibson + New v T Upload v 3 Sync $§ Automate -/
B3 Myfiles 23 Folder

D Recent 83 Word document

£ Shared B3 Excel workbook

© Discover @) PowerPoint presentation

§ Recyclebin @] OneNote notebock

Shared libraries 8Y Forms for Excel

a @ link

: T8 Deskiop

=]

@ “Activity 3-1.doex

Create shared ibrary

Get the OneDrive apps

Return to classic OneDrive

8. Type, “Exercise Files” for the new name and click Create:

Q) Microsoft Offce Home X @ Fies-OneDrive x  +

Mogifed Modified By

S minutes ago

May25 Jane -
ay 25 jane Gibso titem
A fen seconds g0 Jane Gibson 1508

<« C Y & acmewidgets-mysharepoint.com/personal/jgibson_acmewidgets onmicrosoft com/._layouts/15/onedrive.aspx

_ —

Jane Gibson + N o 3 32 Automate

B3 My files

Files

Shared libraries
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9. Click the Activity 3-1 file name to select it. Drag and drop the file into the new

folder:

10. This activity is now complete. Leave your browser open for the next activity.
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TOPIC B: Collaborating Using OneDrive for

Business

As previously mentioned, one of the key features of OneDrive for Business is its enhanced
collaboration tools. You can also sync your OneDrive for Business account to your local

system for offline access.

Topic Objectives

In this session, you will learn:
e How to use the Discover feature
e How to share files
e About syncing
e How to configure OneDrive for Business sync
e How to sync OneDrive for Business to your computer

e How to back up and protect files
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Use the Discover Feature

The Discover feature provides easy access to other documents within your organization that
are relevant to you and that you have permission to access.

To view these documents, click the Discover link on the left side of the OneDrive window:
@ Files - OneDrive X

< C (O @& acmewidgets

22t OneDrive

Jane Gibson )
B3 My files

O Recent

L Shared

® Discover

© Recydle bin @

Shared libraries

Project Team
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You will then see the list of relevant items:

@ Discover relevant items - OneDr X

<« cC o

+

@ acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?view=16

e

Jane Gibson
B3 My files
O Recent
& shared
© Discover
Recydle bin

Shared libraries

Create shared library

Get the OneDrive apps
Return to dlassic OneDrive

What files might appear here?

Discover relevant items

o= o=
Activity 1-2 Using Word 365
& ane Gibsor

Share Files

Activity 6-1
Y hn Sn

X

o
Event Ideas Activity 1-7
Y mith modit P

mith modified

Activity 6-1

Any file in your OneDrive for Business account can be shared with others inside and even

outside of your organization. To begin, select the target file and click Share on the top bar,

or hover the file and click the Share () button, or right-click the file and click Share:

@ Documents - OneDrive x

€« cC o

o

e

€ Open -

Jane Gibson
B3 Myfiles
0D Recent
A& Shared
® Discover

3 Recycle bin

Shared libraries

Creat

&

shared library

Get the OneDrive apps

Return to classic OneDrive

Files

D

@ Copylink &

Download

[i] Delete =P Rename B3 Moveto [ Copyto #Z Automate

Acme Widgets January 27
MS Word 365 Part 3 tmp-dk January 10
Microsoft Excel 365 Part 3 Course Elements January
Notebooks April 16, 201
Attachments April 14, 201
“Schedule.docx Vesterday at 10:
Book 2.xlsx March 24
Lesson 1.docx March 12
Document.docx arch
Document16.docx February 10
Book 3xdsx February 7

Book1 (1).xlsx
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Modified By

ane G
Open

Preview

Share

Copy link
Manage access
Download
Delete

Move to

Copy to
Rename
Automate
Version history

Details

Sharing

private

Private

Private

@ acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?sortield=Modified&isAscending=false@viewid=f451315b-d2b2-4388-8f17-ede1436

1= Sort v

Q

X 1selected = ®
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The Share pop-up dialog box will open. Here, you can choose who you want to share the file
with and add a message. (Note that this will give the recipient editing privileges.) Click Send

to complete the process:

Send Link

Anyone with the link can edit >

Enter a name or email address I

Add a message (optional)

@ B

Copy Link Outlook

To change the access settings, click the box under the Send Link header:

Send Link x

Anyone with the link can edit >

|Enter a name or email address I

Add a message (optional)

@ &

Copy Link Outlook
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The Send Link box will switch to Link settings box:

Link settings ”

Who would you like this link to work for?
Learn more

Anyone with the link v

People in Acme Widgets with the
link

People with existing access

Specific people

Other settings
Allow editing

Set expiration date X
£ Set password I

© Block download ®

You can choose who will have access to the file. To enable editing, check the Allow editing

checkbox. You can also choose when the link expires, set a password, or restrict

downloading. To finish, click Apply.

You will now see that the status of the selected document has changed to “Shared:”

@ Documents - OneDrive x + - a X
<« cC O a ibson_ _onmicrosoft_com/._layouts/15/ 2sortfi 51315b-d2b2-4388-8f17-ede1436d3ble % @
= 2o 7 @
Jane Gibson + New v T Upload v 73 Sync £2 Automate Fsotv =v @

B3 My files

D Recent "

0 Files

R Shared

® Discover O Neme Modified Modified By File Sharing

g Recycle bin Acme Widgets ~ January 27 ne Gibson 7 items. Private

Shared libraries MS Word 365 Part 3 tmp-dk tem Privat

Microsoft Excel 365 Part 3 Course Elements tem Privat
a Notebooks tems Privat
ﬂ Attachments item Private
Create shared library o= “Schedule.docx Yesterday at 10:19 AM 123 KB ' Share d

B  Book 2:xisx March 24 Gibso 215K8 Privats
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Configure OneDrive for Business Sync

Syncing your OneDrive for Business account to your computer allows you to access all your
files in File Explorer rather than always having to rely on a browser. Additionally, these files
will be available to you even if you are offline. Any changes you make are automatically
synced back to the OneDrive for Business account when you come back online.

The first time you sync your OneDrive for Business account, there are several steps you
must complete. First, you must install the OneDrive for Business app. Remember, you can
do this from the left side of the OneDrive page:

@ Documents - OneDrive x 4+ - o0 X
€« C O @& acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx w @ i
Jane Gibson + New ¥ T Upload 3 Sync £ Automate I Sort =
£ Myfiles
© Recent Files
& Shared
© Discover O Name Modified By File size Sharing
© Regydle bin Acme Widgets e
Shared libraries MS Word 365 Part 3 tmp-dk January 10 ane Gibson item Private
Microsoft Excel 365 Part 3 Course Elements
a Notebooks April 16,201
ﬂ Attachments April 14, 201 ane Gibson tem Private
@ Scheduledocx Yesterday at 10:19 AM

Create shared library

2 Book 2.xlsx

@9 Lesson T.doox March 12 ane Gibson 452K8 Private

@ Documentdocx

@ Document16.docx

a Book 3.xlsx

B)  Book1 (1)xsx February 5 ane Gibson 59KB Private

To start the setup process, simply click the Sync button within your OneDrive account:

OneDrive L Search

Jane Gibson -+ New v 7T Upload v &3 Sync #% Automate Vv

B3 My files

Recent Files

Discover 0 Name Modified Modified By File size

D
& Shared
®
5}

Recycle bin Acme Widgets January 27 Jane Gibson 7 items
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Click Open Microsoft OneDrive if you are prompted to switch apps:

@ Documents - OneDrive x 4 - 0 X

« cC o 8« com/personal/jgibson_ac ; onmicrosoft_com/_layouts/15/onedrive.aspx % @

2 o 2 @

A S Untoad . > https://acmewidgets-my.sharepoint.com wants to open this B
+ New ploa @ Sync HLA 1= Sort
Jane Gibson ¥ 4 % application. r

Files o

My files

Shared
iscover D .
Recydle bin Acme Widgets

Shared libraries MS Word 365 Part 3 tmp-dk £

[ veisoft Team site Microsoft Excel 365 Part 3 Course Elem
B 4B Widgets Inc 3y
B /ore Gibson
Attachments
B ream Biog
Create shared library ~Schedule,docx
B  Book 2xlsx Getting ready to sync...
We are connecting to OneDrive on your

device. If there is no response, you may need
to get the latest version of OneDrive.

February 10 Jane Gibson

If you are prompted to sign in, enter your e-mail address and click Sign in:

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

jgibson@acmewidgets.onmicrosoft.com
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Then, click Next to accept the default location where OneDrive for Business files will be
stored:

@ Microsoft OneDrive X

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here
C:\Users\ \OneDrive - Acme Widgets

Change location

(If necessary, you can change this location with the Change location link.)
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Another dialog box shows you the instruction to add items into the OneDrive folder. Click

Next to continue:

[ @ wicrosoft onet

| |
Get to know your OneDrive :

To add items, drag or move them into the OneDrive folder.

Another dialog box — Share files and folders — will appear. Click Next to continue:

[ @ wicrosoft One

| |
Share files and folders :

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.
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Set your preference and click Next to continue:

@ Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device.

Online-only On this device Always available
These files don't take up When you open a file, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use so you can edit it while

them. you're offline.

A dialog box that invites you to use the OneDrive mobile app will appear. Click Later to

continue:

& Microsoft OneDrive

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
iOS and Android.

£
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The set up process is complete. Click Open my OneDrive folder to finish:

& Microsoft OneDrive

Your OneDrive is ready for you

Open my OneDrive folder
L

File Explorer will now open to your OneDrive for Business folder:

Home Share View

& cut

NI Copy path

Pinto Quick Copy Paste
access

Clipboard

1 @ > ThisPC > Acer(C) > Users >

Tools

= This PC
B 3D Objects
I Desktop
= Documents
& Downloads
b Music
& Pictures
l Videos
& Acer (C)
& Network

48 items

[#] Paste shortcut

~

v

¢ = | OneDrive - Acme Widgets

il X =]
Move Copy
to

Delete Rename  New
to o

folder

Organize New

Name -
Acme Widgets
Attachments
Microsoft Excel 365 Part 3 Course Elemen..
MS Word 365 Part 3 tmp-dk
Notebooks

) Activity 1-1

) Activity 2-1

9 Activity 2-1-menu (1)

9 Activity 2-1-menu

) Activity 5-1

Activity 5-2

@) Activity 5-3

3 New item ~

17 Easy access ~

> OneDrive - Acme Widgets

Status

cooOOODOOOODOCDO
©
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2020-01-15 11:30 AM
2020-01-17 433 PM
2020-01-18 7:44 PM
2020-01-19 9:56 PM
2017-04-16 1:27 PM
2017-04-16 2:13 PM
2017-04-16 2:51 PM

M idopen - [ selectall
Edit - Select none
Properties 0 .
- lpHistory (7 Invert selection
Open Select
Date modified Type
2020-05-22 11:38 AM File folder
2020-05-22 11:38 AM File folder
2020-05-22 11:38 AM File folder
2020-05-22 11:38 AM File folder
2020-05-22 11:38 AM File folder

Microsoft Word D...

Microsoft Word D...

Microsoft Word D...

Microsoft Word D...

Microsoft Word D.
Microsoft Excel W.

Microsoft PowerPo..

Size

40 KB
369 KB
369 KB
340 KB

11KB

8KB
34K8

v O

Search OneDrive - Acme Wid.

£
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Sync One Drive for Business to Your Computer

Once the Sync feature has been configured, your OneDrive files will automatically be synced
with the app. You can manually start a sync using the Sync command within OneDrive for

Business:

@ Documents - OneDrive X +

<« C (@ @& acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx

OneDrive O Search

Jane Gibson + New v 7 Upload v ] Sync #% Automate
B3 My files

€0 Recent Files

£ Shared
® Discover [ Name Modified Modified By File size

& Recycle bin Acme Widgets January 27 Jane Gibson 7 items

Back Up Files

With the OneDrive app on desktop, you will be able to back up files to the OneDrive PC
folder backup to avoid any unwanted incidents of data loss. All the backed-up files are also
available to access on other devices.
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On the Windows taskbar, select the cloud icon ( * ) in the notification area:

@ OneDrive is up to date
Acme Widgets

You're all set
Al files are in sync

Open folder View online More
2:32PM
~ )
q}tu m (7 Q) ENG P J

Click More > Settings:

@ OneDrive is up to date

Acme Widgets

You're all set
All files are in sync

Open your OneDrive - Acme Widgets folder
Settings [}

View online

Pause syncing

Manage storage

Get help

Send feedback

Close OneDrive

O ©

Open folder View online More
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In the Back up your folders dialog box, check all the options for Desktop, Documents, and

Pictures. Then, click Start backup:

‘ Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more.

o [ (]
. °
= (.
Desktop Documents Pictures
2KB 2kB 57 KB

Space left in OneDrive after selection: 1,024 GB Start backup N

The setup process for backup will start immediately. A Setting up folder backup... notice

will signal that the setup process is in progress:

OneDrive - Acme Widgets

Back up your folders

Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more.

Desktop Documents Pictures

Setting up folder backup...

Space left in OneDrive after selection: 1,024 GB
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After a few seconds, another dialog box will indicate that “OneDrive is starting to back up
your files.” To check out the backup progress, click View sync progress:

@ OneDrive - Acme Widgets - X

OneDrive is starting to back up your files

Your important files are now syncing and you can close this window. Once complete,
your files will be available anywhere you use OneDrive.

View sync progress »

A pop-up pane will appear immediately above the notification area (on the Windows
taskbar), showing the sync progress:

@ OneDrive is up to date
Acme Widgets

Where are my files.Ink

Uploaded to Pictures
14 minutes ago

Where are my files.Ink

Uploaded to Camera Roll
14 minutes ago

Where are my files.Ink

Uploaded to Screenshots
14 minutes ago

Where are my files.Ink

Uploaded to Desktop
14 minutes ago

Where are my files.Ink

Uploaded to Documents
14 minutes ago

| @

Open folder View online More

X

419PM
AN
S OB D) NG s B
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Protect Files

Microsoft has increased the security and privacy of users’ information with the latest
update. A number of measures such as an indicator for password strength, encryption on
mobile devices, and the two-factor verification have been introduced to safeguard users’

personal information.

From the Home page, click Settings = Change your password:

0 Microsoft Office Home x  + o X
<« C O @ officecom/Zauth=2 ® % 6 :
e P n n
it Office £ Search Q|3 ? &b
Settings X
Good afternoon Install Office
Themes
o .
+ 4 e d@ d P JdA P % )\ W
=5
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams —— 4
/ ‘m
A B 7AW
> % > B -
- . Dynamics Power ~
Bookings Yammer s e All apps
Language and time zone
View all
Recommended
Dark Mode Q
5 John Smith edited this John Smith edited 1l B
Notifications a
Using Micrsoh 365 Werd
v Customize setting
a = - - Password
Change your passugrd >
Activity 1-2 Using Word 365 Activity 6-1 J

Contact preferences
Update contact preferences —>

Recent Pinned Shared with me  Discover T Upload and open.
httpsy//account.activedirectory.windowsazure.com/ChangePassword.aspx?BrandContextiD=036! 365= W Feedback
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On the change password page, type in your old password and a new password. A small bar
under the Create new password box will indicate the strength of your new password. The

stronger the password is, the more secured your login credentials will be.

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
Jjgibson@acmewidgets.onmicrosoft.com

Old password
.......... |:|

............. |:|
strong

Confirm new password
[ '
]

If your new password is at medium strength, the bar will change to orange with a red alert
that suggests how to create a stronger password:

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
Jjgibson@acmewidgets.onmicrosoft.com

Old password

Strong password required. Combine at least
three of the following: uppercase letters,
lowercase letters, numbers, and symbols.

Confirm new password
]
I
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The bar will switch to red if your new password is too weak:

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
Jjgibson@acmewidgets.onmicrosoft.com

Old password

Create new password

In

EE—
(rr—

Strong password required. Combine at least
three of the following: uppercase letters,
lowercase letters, numbers, and symbols.

Confirm new password

submit cancel

Re-type the new password to confirm, then click submit to finish:

change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbols.

User ID
Jjgibson@acmewidgets.onmicrosoft.com

Old password

Confirm new password

You will be redirected to the homepage.
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Activity 3-2: Collaborating Using OneDrive for Business

In this exercise, you will share a file with a member in your organization. You will also
configure the sync feature.

1. Ensure you have completed Activity 3-1.
2.  Ensure that the OneDrive for Business app is installed on your PC.

3. Right click the Activity 3-1 file, then click Share:

< C O @ acmewidgets-mysharepointcom/personalfgibson acmewidgets on * @ i
jane Gibson @ Open v & Share ® Copylink L Dowmload [i] Delete =b Renam tomat £1 Moveto (Y Copyto I= son v X

Desktop

M
© @ Adivity3-idocx  Download
Create shared library D
M

elete
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4. Type in one of your team member’s names, then select the name from the Search
Directory:

Send Link

Anyone with the link can edit

john smith

/" John Smith
A jsmith@acmewidgets.onmi... @

John Smith

no-reply@sharepointonline... .
G John Smith

outlook ¢17de5a%9a842d60... v

,O Search Directory

Lopy Lnk UuTIooKk
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5. Click the menu box above to open the Link settings window:

Send Link

Anyone with the link can edit >®

John Smith X

Add another

Add a message (optional)

@ B

Copy Link Outlook
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6. Select People in [Your Organization] with the link and uncheck the Allow editing
checkbox. Then, click Apply to return to the Send Link window:

Link settings .

Who would you like this link to work for?
Learn more

Anyone with the link

People in Acme Widgets with v
the link

People with existing access
Specific people

Other settings
D Allow editing g

@ Block download @

m Cancel
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7.

8.

Click Send to finish:

Send Link

@ People in Acme Widgets with the link
can view

John Smith X

%dd another

Add a message (optional)

@ B

Copy Link Outlook

You will receive a pop-up notification:

81 Moveto [ Copyto -

@ Fis - Onedrve x  +
« C O @& amevidgets-my.sharepoint.com/personal/gibson acmewidgets onmicrosoft com/ layouts/15/onedrive.aspx
Jane Gibson @] Open 122 Share @ Copylink & Download [il Delete =b Rename #2 Automate
B1 My files X
D Recent Files °
& Shared Link sent
@ Discover D File
@ Recyde bin Exercise Files
e Others 3 days ago 44 item:
: F—
o Pictures
. Desktop
B © @ Activity3-1docx @ e Jane Gibson 150Kk8

Create shared library

Get the Onebrive apps

Return Lo dlassic OneDrive
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9. Now, let’s set up the sync feature. Click the Sync button on the top bar:

@ Files - OneDrive X =+

< > C (O @& acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft

i  OneDrive O Search
Jane Gibson + New v 7T Upload v &3 Sync #% Automate Vv
B3 My files 0

O Recent Files

L Shared

10. Click Open Microsoft OneDrive if you are prompted to switch apps:

Open Microsoft OneDrive?

https://acmewidgets-my.sharepoint.com wants to open this

Open Microsoft OneDrive

application.

Getting ready to sync...

We are connecting to OneDrive on your
device. If there is no response, you may need
to get the latest version of OneDrive.
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11. |If you are prompted to sign in, enter your e-mail address and click Sign in:

@ Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

o | [IEETIN
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12. Then, click Next to accept the default location where OneDrive for Business files

will be stored:

@ Microsoft OneDrive

Your OneDrive folder

still have them on this PC.

Your OneDrive folder is here
C:\Users\ \OneDrive - Acme Widgets

Change location

Add files to your OneDrive folder so you can access them from other devices and

13. Click Next to continue:

@ Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.
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14. Click Next to continue:

@& Microsoft OneDrive

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

N

15. Click Next to continue:

@ Microsoft OneDrive

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking

A
S

Online-only

These files don't take up

space on this device, and

they download as you use
them.

up space on your device.

A
©

On this device

When you open a file, it
downloads to your device
so you can edit it while
you're offline.

A
©

Always available

Right-click a file to make it
available offline.
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16. Click Later to continue:

@& Microsoft OneDrive

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
iOS and Android.

£

17. Click Open my OneDrive folder to finish:

@ Microsoft OneDrive

Your OneDrive is ready for you

(<

O

Open my OneDrive folder
R
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18. File Explorer will now open to your OneDrive for Business account. Confirm that all

files are present:

LN < | OneDrive - Acme Widgets

Organize
> OneDrive - Acme Widgets

~

o Creative Cloud Files \eme
B Desio
@ OneDrive - Acme Widgets - P
=l Documents
B Desktop
Exercise Files
) Documents others
Exercise Files & pictures
Others @ Activity 3-1
& Pictures
@ Onedrive
= This PC

¥ 30 Objects
B Deskiop

& Documents
¥ Downloads
D Music

6items

Status

LOCOOCO

19. Close File Explorer and your internet browser to complete this activity.
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TOPIC C: Using Delve

Delve is a cloud-based solution that allows you to view activity across your organization’s
Microsoft 365 environment. Think of it as an automatically populated feed where you can
see everything relevant that is happening around you.

Topic Objectives
In this session, you will learn:

e What items Delve provides access to
e How to search and share in Delve
e How to add search results to your favorites

e About Delve boards
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What is Delve?

Delve provides quick, easy access to documents, people, conversations, and activities linked
to your user account. Users will only see documents they already have permissions for;
items not shared with them will never be accessible.

To open Delve, log into your Microsoft 365 account. Then, click the Delve tile on your
landing page or from the app launcher pane:

) Microsoft Office Home x  + - o X
« C O & officecom/appsauth=28home=1 o % @
ie— O search ® a2 0
e B

Tips and Tricks Add-Ins >

9 search all of your apps

Calendar

Microsoft 365
+ eduling for you. Schedule and share meeting and event
B add-ins

Delve ‘ '> Dynamics 365

Get personal insights and relevant infor. Break down the silos between your bus

& sookings Forms Kaizala @ MyAnalytics

)data, model an. Create surveys, quizzes, and polls and e. A simple and secure mobile chat app fo Create better work habits with insights i.
B G

2 . OneNote Outlook ;(Q People
Delve o . your files in on. Capture and organize your notes across. Business-class email through & rich and Organize your contact info for all your f.
B> Dynamics 365

mo:‘ Power Apps D,.rj Power Automate PowerPoint

& ool nd assign tasks, Build mobile and web apps with the dat. Create workflows between your apps, il Design professional presentations

i forms Stream Sway ‘/ Tasks

ent, knowledge.... Share videos of classes, meetings, prese.. Create and share interactive reports, pr. Create and manage tasks in Outiook.
™ kaizala

@ MyAnalytics

@ OneDrive

v To Do u Whiteboard m Word
based team wor. Manage, prioritize, and complete the m. Ideate and collaborate on a freeform ca Bring out your best writing,

Ml onenota and classmates.

hitps://acmewidgets-my.sharepoint.com/_layouts/15/me.aspxZorigin=shell M Feedback

The Delve home page will then be displayed in a new tab:

0 Microsoft Office Home X QR Delve-Home x  +

C ¢ & namdelveofficecom * @

Popular

The Busioes ProcessRangieering Using Microso 365 Word
Mode

John Smith John Smith John Smith
Modified » May 12 Modified « Ma; Modified » May 5

ohn Smith
@ word @ word 02 Excel
3D Pr
Activity 1-2 Using Word 365 Activity 6-1 Event Ideas
Boards | aee n i e @ n i

W schedules
John Smith John Smith
Modified « February 26 Modified » Feb

o8 word - 8 word

Activity 1-7 Activity 6-1
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The most popular and relevant documents will immediately be displayed, but you can also
use the navigation pane on the left to view your items, favorite items, and the pages of
people you are associated with.

Search Using Delve

To find a particular item in Delve, type the search term(s) in the Search field on the left side.
Results will be displayed as you type. Select any result to open. If you want to display all the
results, click the right arrow next to the search box:

x  + o X

« C O & namdeleofficecom * @

O schedule| X =
(]
Documents
ng Schedule o smit Josmin f?t‘f‘f:”,h,,,_r
mg Schedule doc g Moo 365 Word
mg Schedule.docx . =
= & wor s Exce
Schedule.docx ; ; -
mg Using Word 365 Activity 6-1 Event Ideas
mg Schedule
Boards n i ooe n i .ee nF
.=|] Schedules
John Smith John Smith
Busine —
Shov
8 Word o8 Word - o Were
Event Planning Activity 1-7 Activity 6-1

Guidelines - 5
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The results will be shown in more detail. You can scroll down to view more documents. Click

see all to display all the results:

@B Delve - Se schedule’ x +

€ C O & namdeleoffice.com/?q=sch

& schedule Y All result types v

Documents

na Schedule

ma Schedule

mg Scherdue doc

oo

httpsy//nam.delve office.com/7q=scheduledsearchview =allv=search#

Add Results to Favorites

To add any Delve items from the search results to your favorites, click the bookmark icon
(M) in the bottom left corner of it. Then, click the left arrow next to the search box to return

to the homepage:

@B Delve - Search — "schedule” x 4+

€ C O & namdelveoffice.com/?q=sch

schedule Y All result types v

Documents see all

ua Schedule

ma Schedule

ma Scherduf: doc
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Select the Favorites menu to open:

x  +

< c o & nam.delve.office.com

Search

Popular documents

) Home N
Popular

& Me
0 Eavorite e s roces ergnens
People =

@ wo

john Smith

Activity 1-2

N .o

Boards
John Smith

@ schedues 2

@ Word

Event Planning

Guidelines - 5
Are my documents safe in Delve

John Smith

Modified + May 12

Using Microsoft 365 Word

Using Word 365

John Smith
Modified  February 26

The Business Process ReEngineering
Model

@8 word

Activity 1-7

John Smith
Modified » May
o Wore
Activity 6-1
nF oes
John Smith
Aodified « February 26

@8 Werd

Activity 6-1

The item can now be seen in the Favorites group:

@B Delve - Favorites x 4+

<« C ¢ & namdelveoffice.com/?v=favc

May 5

John Smith

o c
Event Ideas
nF oo

) Search .
Your favorites
Get back to your favorite boards and doc

Y Home

{ e Favorite boards

Favorites W Schedules W

People

fohn Smith Favorite documents

{h ?VAOH.‘-:T' anuary 22, 2017

Boards
B scedue 0 Excel

Schedule

LI oo
Are my documents safe in Delve?

iments. Only you can see what you've
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Share with Delve

147

To share an item, click the ellipsis (®®*) in the bottom right corner of any document:

@B Delve - Home x 4+

€ > C (0 @& namdelveofficecom

O Search

Popular documents
) Home
Popular
{ Me
s
People =
o w
ohn Smith
O Activity 1-2
Safety Team
R e
Boards
John Smith
B schedules Modified » April 2
@ Word
Event Planning
Guidelines - 5
Are my documents safe in Delve

Then, click Send a link:

x  +

<« C ¢ & namdelveofficecom

John Smith
Modified » May 12

Using Microsoft 365 Word

Using Word 365

John Smith
Modified « February 26

The Business Process ReEngineering:
Model

@8 word

Activity 1-7

Activity 6-1

nw
John Smith
Aodified « Feb:
08 Word
Activity 6-1

(]
e
Event Ideas
nw voe
by
- o x
* @

O Search
Popular documents
Y Home
Popular
{b Me
People -
& w
John Smith
. Activity 1-2
Safety Team
R @ e
Boards
John Smith
W Schedules Modified » Febiary 2
Activity 1-7
Are my documents safe in Delve?

John Smith

Modified » May 12

Using Microsot 365 Word

Using Word 365

nF e
John Smith
Modified « February 26

g8 verd

Activity 6-1
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An email pop-up window will appear with the link attached to a new email. Choose the
recipients and click Send:

Inbox - Onmicrosoft 2 - 8 X
Search p0 o = Format Insert Options [il] Discard B> Send
Focused  Other Al v B I U Z A
June 3, 2020 From: ewidgef I (i}
Acme Widgets on Yammer To: < >;John Smith;]| — R Cc&Bee
Updates from All Company Wed 06-03
Acme Widgets Updates from your Y Have a look at 'Event Ideas’
May 27, 2020 Hi,
Microsoft Teams Have & look at ‘Event Ideas': _ ] ] ]
. harepoint. j am2/_layouts/15/Doc.asp 7BE3F7DA7C-AACB-45D0-9EDB-991DFAC0OC314%7D&file=Event%
You have been added to a team in 2020-05-27 A o/ nent
Microsoft Teams John added you tc -
Jane Gibson
April 23, 2020
Microsoft Teams Sent from Delve - delve.office.com/?origi ink
You have been added to a team in  2020-04-23 sent from Mail for Windows 10

Microsoft Teams John added you tc

Microsoft Teams
You have been added to a team in  2020-04-23
Microsoft Teams John added you tc

February 26, 2020

Jane Gibson
> Jane Gibson shared "Activity 1-7' 2020-02-26
Jane Gibson shared a file with you

Jane Gibson
> Jane Gibson shared "Activity 1-7' 2020-02-26
Jane Gibson shared a file with you

Fehriany 12 2000
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Use Boards

Boards in Delve act like folders, giving you the ability to manage search results and frequent
documents. Your boards will also be available to others in your organization. To manage
your boards, click the Manage boards stacked icon (#) in the bottom left of any Delve

search result:

x  +

O & namdelveofficecom % @

> Search
Popular documents ®
@ Home Popular John Smith John Smith John Smith
Favorites The Business Process Re€nginesring Using Mecrosoh 365 Word
Model .
People s
o w == @ word @ Excel
n Smith B
. Activity 1-2 Using Word 365 Activity 6-1 Event Ideas
) Prin
Safety
& -~ | |
n i oo nw eoe LI LI
Boards s
John Smith John Smith
@ Schedules Mo« February 26 Maodified » February 26
The Business rogsesaegogineering
Model .
o8 wors 8 vord
Activity 1-7 Activity 6-1
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In the dialog box that appears, enter the name of the board to which you want to add the

result. Or, enter a unique name to create a new board:

Activity 1-2

Manage boards

Make it easier for you and others to find this
document by adding it to a board.

-~

| .=|| Important

Once you press Enter, the Delve result will be added to the specified board (and the board
will be created, if necessary):

Activity 1-2 X

Manage boards

Important X

i|1 Add to a board

You can now add the results to more boards, or close the pop-up window to go back to
Delve.
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You can access boards from the navigation pane, and share or remove them using the
commands at the top of the board window:

@B Delve - Boards - Important x 4+

<« C (O @& namdelveoffice.com/?b=Important % @

L Search
Important
Q) Home Boards are open to everyone. Learn more ®
& y |* Remove from favorites i Send a link
e
[ ravorites g Added o this board
People
The Business Process Recngineering
; Model
) 30erinter o
@ word
Q Safety Team .
Activity 1-2
& Jane Gibson
Boards John Smith's OneDrive 4
W Important e .

W Schedules

Are my documents safe in Delve?

To remove an item from a board, click the stacked icon again to open the pop-up dialog
box. Here, you can click the X to remove the item from a board:

Activity 1-2

Manage boards

Important )éﬂ

il Add to a board
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You can also add the item to other boards by typing the appropriate name in the Add to a
board field.
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Activity 3-3: Using Delve
In this activity, you will view your personal Delve page and manage its results.

1. Ensure you have completed Activity 3-1.
2. Open a browser and log into your Microsoft 365 site.

3. Click the Delve tile on your landing page:

o % @

Good evening Install Office

+ & o @ d $ ®;Ho D & = L

Start new Outlook OneDrive Word Excel P OneNote SharePoint Teams Bookings

> >
Dynamics Power _ |
365 Automate Delv gores
&
Recommended

Recent Pinned Shared with me Discover 0 pload and open.
o T T DRy R T Ue d B W Feedback

4. The Delve homepage will be opened in a new tab. Click Me from the navigation
pane to view your personal Delve page:

Popular documents ®
o o fs fs s
M
W
3 Fa oce e
Peopl e .@
08 viord & wers o e
. Activity 1-2 Activity 6- Event Ideas
afet
L | LI | N LI
John Smith John Smith John Smith
Boards Modifiod A Modiiod« Febn odifed s
# important
e B Proces Retrgnesring
§ sceue
88 viord @ viord & wers
Event Planning Activity 1-7 Activity 6-1

Guidelines - 5
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5.

6.

You should see Activity 3-1 on your personal results page. Click the bookmark icon

to add it to your Favorites:

Q) Microsoft Ofice Home X @B Oeve-smeGon-wok X

€« C O & nam 2u=82bf

Jane Gibson

# Update profile

Today

2p 3p 4p sp & 7p 8p 9p 10p P

About me

Are my doct

O Wicosets Oftce Home X @ Deve-ssne

€« C O & nam,

1

o~ 0

& My Onerive

Boards
# Update profile
§ important
Today
W Schedu
29 3p 4p 5p & 70 5p 9p 0pp
About me
| am a web designer from LA who
Ave my doct specializes in

interactive web pages. 1
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2708372bbTadv=work

and email attachments

Get back to your recent docume

Others will only see documents that they &

You You You
Modified « Todzy Modified  May 27 Medrtied « May 21

[ HE @2 W
Schedule Schedule
o ’ viows
w A @ R

Get back to your recent documents and email attachments

Others will only see documents that they have access to and email attachments that you've sent to them, Learn more aoos

You You [A You

@ o
Activity 3-1 Schedule Schedule

: ” ABC Wisget "
n s e nw s ne s

Click a person to see what they're working on

o and email attachments that you've sent to the

Activity 1-2

Seeall >

Activity 1-2

Seeall >
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7. You should see Activity 3-1 listed in the results. Click the stacked icon to add it to a
board:

Your favorites
Get back to your favorite boardh

@ tome ®
& " Favorite boards
[n L n W Schedules |
Peoph

ohn Smith Favorite documents

D -

ou
‘ o

Guide to Microsoft
Word

8. Let’s create a new board for this item. Type “Activities” in the Add to a board field
and press Enter:

Guide to Microsoft Word X

Manage boards

Make it easier for you and others to find this
document by adding it to a board.

o

i]? Activities
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9. The board will now be created and the item will be added. Close the pop-up dialog
box to return to Delve:

Guide to Microsoft Word

Manage boards

Activities X

.=|| Add to a board

10. The new board will now be displayed with the result we have added:

Your favorites
Get back to your favorit

Favorite boards

Guide to Microsoft
Word

(If the board is not displayed, click its link in the navigation pane.)

11. Log out of Microsoft 365 and close your browser to complete this activity.
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Summary

In this lesson, you learned how to share files and collaborate using OneDrive and Delve. You
also learned about the OneDrive for Business app and how to sync your OneDrive for

Business account with your computer.

Review Questions

1. Is the OneDrive for Business account separate from your personal OneDrive account?
2. What is the purpose of the Discover feature in OneDrive?

3. Whatis Delve?

4. How do you create a board in Delve?

5. What set of apps is used to create new files via OneDrive?
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LESSON 4:
MANAGING USERS

Lesson Objectives

In this lesson you will learn how to:
e Get started as an administrator

e Manage users, groups, and resources in Microsoft 365
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TOPIC A: Getting Started as an Administrator

In your role as a Microsoft 365 administrator, you may be required to perform many
different tasks. In this topic, we will discuss what your role may look like and explore some
of the key tools you may use.

Topic Objectives
In this session, you will learn:

e About your role as an administrator
e How to open and navigate the Admin Center

e How to use the Message Center and the Service Health Center
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What is an Administrator?

In general, the term administrator is given to the user role with the highest level of
privileges in a particular system or software application. In the case of Microsoft 365, the
top-level administrator is called the global administrator. This role has access to all
administrative features across Microsoft 365 and can grant administrative access to other

users. Typically, very few users have this role.

Microsoft 365 also has several specialized administrator types which have administrative
access to only specific areas. These roles include:

e Billing administrator (manages purchases, subscriptions, support, and service health)
e User management administrator

e Password administrator

e Compliance administrator

e Service administrator

Certain Microsoft 365 services (such as SharePoint, and Exchange) also have separate
administration roles, and in certain cases, sub-sets of those roles. This allows an
organization to assign an administrator for each of these services without providing

administrative-level access to the entire Microsoft 365 suite.
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Navigate the Admin Center

If you are an administrator, you will see an Admin tile in the app launcher pane and on your
landing page:

@ Microsoft Office Home x  + - 8 x
<« C (Y @ officecom/?auth=2 @ % O :

i t— Office £ search ® s 2 ‘.

Microsoft 365 arning Install Office

Foww @ | g o @ @ © @ S @ L [@

Wl wors ﬂ Excel Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Bookings Admin
@ roverroint [ OneNote

B snsreroint B Teams

% gookings B Admin

b
+D) Myanalytics od

All apps
ibsor Jane Gib ith Jane Gib _
lay at it 1 "
Documents
Using Microsoh 365 Word
v R =
= [ & = =
Schedule Event Planner Template An
ined  Shared withme  Discover T Upload and open B
m Feedback @ Need help?
— i/

Let’s take a closer look at the Admin Center:

’3} ] Microsoft 365admince X | + v ,“ a x

1 O @ 6 htpsy icrosoft. al/ *x * L e -

i Microsoft 365 admin center

= Acme Widgets Search for users, groups, settings ortask - Addcard ) Darkmode  # Whatsnew? | @D The new admin center
& Home e o
Essentials
R users ~
& Groups 9 v
User management Billing Training & guides Office apps
S Roles
B Resources . User management $0.00 . 20f2 . orfe
. . Updated on une 21,2020
B silling = ::: e:;:—\c remove user accounts, and reset Reactivate. Subscription has expired.
@ support v
B installed M Not yet installed
€3 settings v
ops
Sett
& setup Add user Edita user v Balance Subscription v Install Office View and share
k2 Reports v
P Health v Message center
Admin centers e
162 unread messages
QO security
o 1 M365 Information Governance: Update to retention labels
Compliance
> We're updating the list and list item sharing experience
@ Azure Active Directory “ pdating o
. 11100 GB File Size for OneDrive and SharePoint
@ Exchange
Show all Preferences ©
® SharePoint
@
& Teams
@ Al admin centers

You will see the App launcher and Microsoft 365 admin center shortcut (1) in the top left
corner of the window. Below this, you will see the navigation pane (2). Simply click a
category in this pane to see related commands, and then click a command to change your
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view. You can also collapse the navigation pane to hide it using the menu button (=) at the
top.

To the right of the navigation pane, you will see a search field (3), the Add card button
which allows you to add information cards to the Essentials display below, the Dark Mode,
and the latest update features (What’s new?). You will also find a toggle to switch to the
old Admin Center (4). The center part of the window (5) displays different cards with
information, links, and tools related to the selected category.

In the bottom right corner of the window, you will see links for help and feedback (6).

Use the Message Center

The Message center alerts you about changes to Microsoft 365. You can see a snapshot of it
by scrolling down in the Home category of the Admin Center:

] Microsoft 365 admin center - Ho X = = X

< C (¢ & adminmicrosoftcom/Adminportal/Home?source=applauncher#/homepage * O

i Microsoft 365 admin center

Essentials
| & Home
R Users v User management Billing Training & guides
£ Groups v
User management $0.00 -
B Biling
£ setup Add, edit, and remove user accounts, and reset passwords. Reactivate. Subscription has expired.
& Customize navigation
*+ Showall
apps
Add user Edit a user Balance Subscription
Message center Office 365 software
151 unread messages 2 Of 2 ccnies oo hove nses Ot
B2 Outlook on the web - In-product notification of full inbox
L | I
] General availability of automatic classification with sensitivity labels in Microsoft 365 services
&5 New Teams meetina settina - reauire meetina particinants to use the lobbv
Show all Preferences Install Office View and share =
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Or, you can first click the ellipsis (*-) Show All to expand the navigation pane:

Microsoft 365 admin center

Home

Users W

Groups v

Billing W

Setup

XS I 3 o B

Customize navigation

U

==+ Show all

Then click the Health category and click Message center to open the full tool:

] Microsoft 365 admin center - Ho X =+ _ = %

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * O

Microsoft 365 admin center

Essentials
I @ Home
R Users v User management Billing Training & guides
£ Groups v
Tr for ads
User management $0.00 ~ioinee 9 [emnetorsdmns s
£ Roles | Microsoft 365 tutorials and videos
B Resources v Add, edit, and remove user accounts, and reset passwords. Reactivate. Subscription has expired. Customized setup guidance
A Choose a setup path to fit your org
B silling v H
. Training for users
s - K
& suppo I Learn to use Office 365 and the Office apps
82 Settings ~ Add user Edit a user v Balance Subscription v
2 Setup
K2 Reports v Message center Office 365 software
D Health <= A
151 unread messages 2 Of 2 iccrics users e mstaes Ofice
Service health
(I=REE I
@ @2 Outlook on the web - In-product notification of full inbox
) W nstalled W Not yet installed
Admin centers 1] General availability of automatic classification with sensitivity labels in Microsoft 365 services
N @
QO  Security @5 New Teams meetina settina - reauire meetina participants to use the lobbv
Show all Preferences Install Office View and share =
Compliance

4 Azure Active Directory
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This will display a list of all active messages, sorted by date:

] Microsoft 365 admin center - Mc X = = a X

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/MessageCenter * 6

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home
R Users . Message center
ach message gives you a high-level overview of a planned change and how it may affect your
£ Groups o Each high-level f 2 planned ch d h f
users, and links out to more detailed information to help you prepare. Learn more about managing
S Roles changes
B Resources v
All active messages  High importance  Unread messages  Archived messages
B Biling v _—
@ Support v
33 Preferences 15titems O Search Y Filter =

&5 Settings v
Iz Message title Actby Category Last updated |
£ Reports v @ Outlook on the web - In-product notification of full inbox : Stay Informed May 28, 2020
P Health ~ . : S . )

11 General availability of automatic classification with sensitivity labels in Microsoft 365 servi..

Service health
0o @5 New Teams meeting setting - require meeting participants to use the lobby : Stay Informed
essage center

] (Updated) New Feature: Poll added to Outlook May 27,2020
Admin centers

@ Feature Update: Teams meeting call and meeting chat size to increase to 350 : Stay Informed
O  Security .

@ Office 365 Groups will become Microsoft 365 Groups : tay Infor 2
O Compliance =

@ Manage which accounts can log in to Teams via enrolled mobile devices : Stay Informed May 26,2020
4 Azure Active Directory -

‘ »

Click a message to view its contents in a new window:

1] Microsoft 365 admin center-M: X 4 - X

Not secure | admin.microsoft.ct P e?sourc enter *
g

Microsoft 365 admin center

Acme Widgets X
@ Home
M ¢ Outlook on the web - In-product
essage center f H H
8 users v 9 notification of full inbox
£ Groups o Each message gives you a high-level overview of a planned change and how it may affect your -
users, and links out to more detailed information to help you prepare. Learn more about managing MC214532, Stay Informed, Published date: May 28, 2020
changes
Sa Roles > = & o
B Resources v
All active messages  High importance  Unread messages  Archived messages Whenever someone has used 90% or more of their inbox capacity, Outlook on the web will
8 siling v —_— display a notification until the user reduces stored messages to below 90% of inbox
capacity.
@ Support ~
= Archive = Mark as unread 12 Share This message is associated with Microsoft 365 Roadmap ID 64275.
& Sett ~
—— When this will happen
& setup Message ttle * We will begin rolling out this feature to production tenants in mid-June: the rollout
will be complete by the end of June.
2 Reports ~ ) Outlook on the web - In-product notification of full inbox * We will then roll out the feature to the remainder of our tenants in early July; the
© rollout will be complete by the end of July.
Health ~

General availability of automatic classification with sensitivity labels in Microsoft 36¢

Service health How this will affect your organization

& Qo B8

New Teams meeting setting - require meeting participants to use the lobby
| Message center Users will see a notification in Outlook on the web that states that their inbox storage has

1 (Updated) New Feature: Pl added to Outlook reached at least 90% of its capacity. This message appears on the bottom of the folder
P . column. It includes a direct link to settings, where the user can address the storage issue by

LR EERED N deleting emails.
@)  Feature Update: Teams meeting call and meeting chat size to increase to 350

O Security
@ Office 365 Groups will become Microsoft 365 Groups

O  Compliance i <
@ Manage which accounts can log in to Teams via enrolled mobile devices

®  Azure Active Directory

In this view, you can use the tools at the top of the message to Copy the Link, Mark the
message as Unread, Like, or Dislike the message. You can also Share or Archive the message
with the tools at the bottom of the message. To close the message, click the (X) in the top
right corner and you will return to the Message Center.
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Use the Service Health Center

The other tool in the Health category is Service health. Here, you can view the status of

each service, as well as any advisories:

1] Microsoft 365 admin center-Ser X 4 = a X

& > C ¥ ® Notsecure | admin.mi health w O

i Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home
8 Users . Service health p———
& Groups ~ All services Incidents ~ Advisories  History ~ Reported issues
B2 Roles
View the health status of all services that are available with your current subscriptions.
B Resources v
£ Biling v - Reportanissue 3% Preferences 22items =
€ Support v
& Sett o Name Status
ettings
2 setup ©  Exchange Online 2 advisories
I~ Reports ~ @ Identity Service Healthy
D Health ~ @  Microsoft 365 suite Healthy
1 senice health
@ Microsoft Bookings Healthy
Message center
@ Microsoft Forms Healthy
Admin centers
@ Microsoft Kaizala Healthy -
O  Security
@  Microsoft Power Automate Healthy
O Compliance =]
@  Microsoft Power Automate in Microsoft 365 Healthy
4@ Azure Active Directory
licrosoft StaffHul ealthy
e @ Mi ft StaffHub Health, -

This page is helpful when assessing outages and troubleshooting user problems. The top
headers allow you to view lists of All services, Incidents, Advisories, History and Reported
Issues.

The Report an issue command allows you to file a problem for troubleshooting:

1} Microsof ft 365 admin center -Se. X 4 = a X

€ > C (@ @ Notsecure | adminmi

Report an issue

Tell us about a new outage, slowdown, or other service issue you're experiencing. If
confirmed, we'll add it to the Incidents list 50 you can track its progress and resolution.

View all recent issues reported by my organization

Is this causing a significant impact to your business? *

O ves
Ono

Where is the issue occurring? *

| Service or product name v

How would you categorize this issue? *

Select an issue

Briefly describe what is happening. including steps to reproduce the problem.

Enter a description

Submit
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The Preferences command gives you the choice to receive notifications via email:

1 Microsof ft 365 admin center-Se: X 4

&€ > C ¥ @ Notsecure | admin.mi % O

Preferences

[] Send me service health notifications in email

Save
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Activity 4-1: Getting Started as an Administrator
In this activity, you will explore the Admin Center.

1. Openabrowser and log into your Microsoft 365 site.

2.  Click the Admin tile on your landing page:

@ Wicroset: Offce Home x  + T x
< C O @ offcccompauth=2 o % @
i Office £ Search Q
Good evening Install Office
I o o | & 1 s Wi L ]
-
Start new Outlook w Excel P OneNote hareP Teams Kings  Yammer
&9 E >
Fowe Calendar apps
Automate Admin g @re AN'opps
Recommended
Jane Gibson shared s i o Jane Gibson shired s wih you Jane Gibson shared i with yeu _ Yoo recently openza ths -
L L L L
Activi s usi

Recent Pinned  Shar
2auth_upn- smith%40acmewicgets.onmi

T Upload and openj
! W Feedback | @ Necd belp?

3. The Admin Center will be displayed in a new tab. Scroll down on the page and
review its contents. Stop when you see the Message Center. Click Show all to open
the full Message Center:

O Wicroset: Oftce Home x 0 Mo

€ C O & adminmicrosoft.com;

Essentials
| & Hom
R Users v User management Billing
&£ Group v
User management $0.00 <.u
B giling
VaK:
© e 3pps
Add user Edit a user Balance Subscription
Message center Office apps
148 unread messages P} S ——
) (Updated) New Feature: Audience targeting in site, footer and hub navigation
[ W Notyetin d
@ (Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider @
G5 New Feature: SharePoint. average time spent per user report [}
Show all Preferences Install Office View and share

&
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4. Review the available alerts:

O Wicrosets Oftce Home x

Q Microsof
« cC o

& adminmicrosoft.com

her#/Mc

ource=appla

168

Acme Widgets

E3ch message gives you 3 high-Jevel o
d links out to more detal

All active messages  High import

Message center

icwi of a planned change and how it may affect your
formation to help you prepare. Leamn more

Aschived messag

3 Preferences

@ Home

R Users v
A Groups v
fa Roles

B Resources v
S siling v
@ Support v
& Settings v
2 Setwp

I Reports v
D Health ~

Service health
| Message center
Admin centers

O Securty

U Compliance

a

(Updated) New Feature: Audience targeting in site, footer and hub navigation
(Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider
New Feature: SharePoint, average time spent per user report

New Feature: Cumulative analytics for SharePoint hubs

We're improving Bookmarks in Microsoft Search

Updates Available for Microsoft 365 Apps on all Channels

149 items

tby

Dark mode

£ search

@D The new admin center

Filter =

Jun 15

Jun 15

un 12,

Jun 1

Jun 1

Jun1

5. Click Service health from the Health category in the navigation pane, which should

already be open:

soft Office Home x

Q bicros
« c o

& adminmicrosoft.com

hanges

E3ch message gives you 3 high-level o
users, and links out to more detailed

All active messages  High impo

Message center

jews of 3 planned change and ho
oimation to help you prepare. Learr

i

e Unread messages

Aschived messages

5 Preferences

(Updated) New Feature: Audience targeting in site, footer and hub navigation

(Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider

icrosoft 365 adm

= Acme Widgets
@ Home

R Users v
R Groups v
S Roles

B Resources v
S siling v
Q@ Support v
& Settings v
P setup

12 Reports v
P Health ~

Service health

Y]

| Message center

Admin centers

O Security

O Compliance

adminmicrosof

New Feature: SharePoint, average time spent per user report
New Feature: Cumulative analytics for SharePoint hubs
We're improving Bookmarks in Microsoft Search

Updates Available for Microsoft 365 Apps on all Channels
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6. Review the status of your services:

O Wicrosets Oftce Home

« C O & admin

Microsoft 365 admin center

Home
Users

A Groups
Roles
Resources
Billing

Support

Settings
2 setwp
I Reports
D Health
1 senvice health

Message center

Admin centers

O Securty

O Compliance

7. Click the Home

O Wicroset: Oftce Home

« C O & adminmicrosoftcom/A

Microsoft 365 admin center

Acme Widgets

Service health

Allservices Incidents  Advisories  History  Repo

D Darkmode @D The new admin center

15,2020 798 PM

rted issues

View: the health status of all services that are available with your current subscriptions.

+ Reportaniissue {2 Preferences

Name
Exchange Online
Microsoft Teams

Microsoft Bookings
Microsoft Forms

Microsoft Kaizala
Microsoft Power Automate

Microsoft Power Automate in Microsoft 365

O 0 0 0 0 0 © »

Microsoft StaffHub

category to return to the home page:

Stat
ident|

Healthy
fealth
feaith

@
fealthy
Healthy =
Health

7 X

Groups
Roles

B Resources

= siling

@ Support

2 sewp

k2 Reports

K]

Health
| Sewice health

Message center

‘Admin centers
O Secuty

Compliance

dminmicrosoft

Acme Widgets

Service health

Allservices Incidents  Advisories  History ~ Repor

D pDarkmode @D The new admin center

Iume15.2020 798 PM

View: the health status of all services that are available with your current subscriptions.

+ Reportanissue {2 Preferences

Name
Exchange Online
Microsoft Teams
Microsoft Bookings
Microsoft Forms.
Microsoft Kaizala

Microsoft Power Automate

e 0 0 0 0 ° »

Microsoft Power Automate in Microsoft 365

e taffHUb

st
cden]|

ey

sy

Healthy =]

ety

8. Leave your browser open for the next activity.
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TOPIC B: Managing Users

User management is a key part of many administrative roles. Proper user management

reduces downtime and improves organizational security.

Topic Objectives
In this session, you will learn how to:

e Add, edit, and delete users
e Reset a user’s password

e Add organizational contacts
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Add a User

The easiest way to add a user is to click the Add user button from the User management
card in the Admin Center home page:

1] Microsoft 365 admin center - Ho X =+ = a X

& C ( @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * 6

Microsoft 365 admin center

Essentials
| @ Home
R Users v User management Billing Training & guides
£ Groups ~
Training for admins
= iy . User management $0.00 oo " g oA e
2 setup Add, edit, and remove user accounts, and reset passwords. Reactivate. Subscription has expired Customtzed setup guidance
/.' Choose a setup path to fit your org
& Customize navigation
Show all i Training for users
i Learn to use Office 365 and the
Add user Edit a user v Balance Subscription v
Message center Office 365 software
150 unread messages 2 Of 2 iceries s v istles e

5 (Updated) New Feature: Teams/Skype Consumer chat and calling interop
B instelied M Notyet installed
@2 Outlook on the web - In-product notification of full inbox

1 General availabilitv of automatic classification with sensitivitv labels in Microsoft 365 services

Show all Preferences. Install Office View and share =

You can also click Users = Active users from the navigation pane, and from the resulting
screen click Add a user:

1] Microsoft 365 admin center - Ac X + = a X

< C Y & adminmicrosoftcom/Adminportal/Home?source=applauncher#/users % 0

Microsoft 365 admin center

Acme Widgets D Darkmode @D The new admin center

Home

Active users

Users ~

I Active users g
@ Due to a recent increase in Teams usage, when you assign a Teams license to a user it may take around 24 hours before they Il be fully set up. Untilthen, you won't be able to assign Teams policies to them, and they
Contacts might not have access to some Teams features like calling and audio conferencing. Check status

Guest users

Deleted users

Suggested actions  : xecomenoeo v
£ Groups v
B siling o AR Addauser [E Usertemplates & Add multiple users {3 Multi-factor authentication [i] Delete auser () Refresh -+ O search Y Filter =
P2 Setup
Display name Username Licenses @ Choose columns
& Customize navigation
3D Printer (G92db291288d0947442b842- @acmewidgets.or Unlicensed
Show all
Armando Tyler : atyler@acmewidgets.onmicrosoft.com Unlicensed
Boardroom A : boardrooma@acmewidgets.onmicrosoft.com Unlicensed
Edwin Bruce : ebru ewidgets.onmicrosoft.com Unlicensed
George Delgado : g.delgado@acmewidgets.onmicrosoft.com Unlicensed

Jane Gibson cmevidgets onmicrosoft.com Microsoft 365 Business Standard , Microsof
John Smith acmewidgets.onmicrosoft.com Microsoft 365 Business Standard , Power Bl (free) =
Michelle White : mwhite@acmewidgets.onmicrosoftcom Unlicensed
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The Add a user window will be shown:

] Microsoft 365 admin center - He X 4 - 8 X
& o C (Y @ adminmicrosoft * O
Add a user X
@ Basics Set up the basics
O Product licenses To get started, fill out some basic information about who you're adding as a user.
O Optional settings First name Last name
| I W | )
O Finish

Display name *

Username *

| |:-| ® | acmewidgets.onmicrosoft.com v \

Password settings
(® Auto-generate password

O Let me create the password

Require this user to change their password when they first sign in

[} send password in email upon completion

Next

Here, you can enter all the user’s details, including:
e First and last name
e Display name
e Username and domain (if you have multiple domains configured in Microsoft 365)

Fill in the information, then click Next:

1] Microsoft 365 admin center - Ho X = a X
€ > C (d @ adminmicrosoft O
Add a user X
® sasics Set up the basics
QO Product licenses To get started, fill out some basic information about who you're adding as a user.
QO Optional settings First name Last name
I | Laura I:-| ‘ Daily I:l‘
Q Finish

Display name *

| Victoria L. Daily ‘

Username *

| Idailey |:-| @l acmewidgets.onmicrosoft.com v ‘

Password settings
(® Auto-generate password

O Let me create the password

Require this user to change their password when they first sign in

[ Send password in email upon completion

- |
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Choose the Location and Assign product licenses. Then, click Next to continue:

] Microsoft 365 admin center - Ho X 4 = a X
€ > C O & ami t. % O i
Add a user X
© ssics Assign product licenses
@ Product licenses Assign the licenses you'd like this user to have.
© Optional settings Select location *
|
QO Finish

Licenses (1) * N

(®) Assign user a product license

|| Microsoft 365 Business Standard
You're out of licenses. If you turn this on, we'll try to buy an additional
license for you.

[ | Microsoft Power Automate Free
9999 of 10000 licenses available

Office 365 E3
These licenses do not need to be individually assigned

Power Bl (free)
Unlimited licenses available

(O Create user without product license (not recommended)

They may have limited or no access to Office 365 until you assign a product
license.

- =

Select the Roles and fill in the Profile info. By default, the roles assigned would be Users.

Click Next to continue:

1] Microsoft 365 admin center - Ho X+ = X
&« > C (Y @& adminmicrosoft i % O
Add a user X
© sasics Optional settings
@ Product licenses You can choose what role you'd like to assign for this user, and fill in additional profile
information.

@ Optional settings

Roles (User: no administration access) v

QO Finish

Profile info v
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Click Finish to complete the process. The user will now be created, and you will see their
password. Click Close to end the process:

1] Microsoft 365 admin center - Ho X+ = a X
& 5 C (@ adminmicosof = * O
Add a user X
© ssics @ Victoria L. Daily added to active users
@ Product licenses Victoria L. Daily will now appear in your list of active users.
@ Optional settings User details
I Display name: Victoria L. Daily
@ Finish [ m

Password: Mus30133

Licenses bought
None

Licenses assigned
Power Bl (free)

Save these user settings as a template?

User templates allow you to quickly add similar users in the future by saving a set
of shared settings such as domain, password, product licenses, and roles.
Review settings for this user template

Name your template *

| Example: FTE Senior Engineer, New York -

=N

Edit a User

After adding a new user, you can edit his/her information. From the Admin Center home
page, click Edit a user in the User management card:

1] Microsoft 365 admin center - Ho X 4 = a X

<« C (Y @ adminmic pag %* O

Microsoft 365 admin center

Essentials
| & Home
R Users v User management Billing Training & guides
£ Groups ~
Training for admins

User management $0.00 i 2 g
S SBiling W »  Microsoft 365 tutorials and videos
& Setup Add, edit, and remove user accounts, and reset passwords. Reactivate. Subscription has expired. Customized setup guidance

IE Choose a setup path to it your org

& Customize navigation

. . Training for users
Show all
n’ Learn to use Office 365 and the Office apps

Add user Edit a user v Balance Subscription v
Message center Office 365 software
150 unread messages 2 Of 2 s e nove msles O

W instalied M Not yet installed

5  (Updated) New Feature: Teams/Skype Consumer chat and calling interop
@2 Outlook on the web - In-product notification of full inbox

M General availabilitv of automatic classification with sensitivitv labels in Microsoft 365 services

Show all Preferences Install Office View and share =]
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From the pop-up window, select the user you wish to edit:

] Microsoft 365 admin center - Ho X = = a X

< C (Y @& adminmicrosoftcom/Adminportal/Home?source=applauncher#/homepage * O :

Microsoft 365 admin center

I @ Home
Essentials
A Users v
£ Groups v User management S ‘
& siling v
User management Users (10
&2 Setup
© soerineer
& Customize navigation Add, edit, and remove user accounts, and reset passwords. Q Armando Tyler
-+ Showsll @ sozrdrooma
© covinsruce
@ George Delgado
Add user Edit a user v e
Jane Gibson
G John Smith
Message center @ Michelle White
© soery Team
150 unread messages ® victoria L vaiy b
['51] (Updated) New Feature: Teams/Skype Consumer chat z
@: Outlook on the web - In-product notification of full inbox
M General availabilitv of automatic classification with sen

Show all Preferences

The detailed information of the user will be displayed. From there, you can (1) change the
profile picture, reset the password, restrict sign-in, or delete the user. You can also (2) edit
other details by clicking the Edit link next to the related category of information. You can (3)
change Mail and OneDrive settings by expanding the respective category at the bottom of

the window:

] Microsoft 365 admin center - He X = = a X

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * O

Microsoft 365 admin center

Victoria L. Daily

| @ Home Idailey@acmewidgets.onmicrosoft com
Essentials
R Users v
0 ][ @ osee s H
£ Groups v User management
Username Idailey@acmewidgets.onmicrosoft.com
B Biling v 0 Y/ g
£ setp User management Product licenses Power Bl (free)
7 @EmmrmasiEEn Add,edit and remove user accounts, and reset passwords. Group memberships (0 No groups for the user. Click edit to change

group membership

*+ Show all
Sign-in status Sign-in allowed Edit

ffice installs View and manage which devices this person has
Add user Edit a user v Office apps installed on

User (no admin access)

Message center

150 unread messages Contact information Victoria L. Daily

i (Updated) New Feature: Teams/Skype Consumer chatz |\ =] \ail Settings

@: Outlook on the web - In-product notification of full inbox 6
V' & OneDrive Settings

1 General availabilitv of automatic classification with sen

Show all Preferences
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After finishing editing, you can click the X to close, or scroll down and click Close:

] Microsoft 365 admin center - Ho X = = a X

<« C (Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * 6

Microsoft 365 ad

Idailey@acmewidgets.onmicrosoft.com

| & Home Product licenses Power Bl (free) Edit
Essentials
R Users v No groups for the user. Click edit to change Edit
group membership.
£ Groups v User management
- n Sign-in allowed Edit
Billing v
2 s User management 0 View and manage which devices this person has st
B Office apps installed on.
7 @smmErmEE Add, edit, and remove user accounts, and reset passwords
Roles User (no admin access) E
* Show all

Victoria L. Daily Edit
Add user Edit a user v

~ X Mail Settings
Message center

V' & OneDrive Settings
150 unread messages

5 (Updated) New Feature: Teams/Skype Consumer chat 2

@: Outlook on the web - In-product notification of full inbox

1 General availabilitv of automatic classification with sen M

Show all Preferences

Reset a User Password

When you are editing a user, you will also see the Reset password command to reset their

password:

1] Microsoft 365 admin center - Ho X =+ = X

<« C ( @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage w 6

Microsoft 365 adi

Victoria L. Daily

| & Home Idailey@acmewidgets.onmicrosoft.com
Essentials
R Users v
S < Reset password ‘ ‘ | ®

£ Groups v User management £y

sername Idailey@acmewidgets.onmicrosoft.com ot
B siling v v N -
2 sewn User management Productcenses Power i fee)
& Customize navigation Add, edit, and remove user accounts, and reset passwords Group I No groups for the user. Click edit to change Edit

group membership.
* Show all
n Sign-in allowed Edit
Office installs View and manage which devices this person has Edit
Add user Edit a user v Office apps installed on

Roles User (no admin access)

Message center

Victoria L. Daily Edit

150 unread messages

#  (Updated) New Feature: Teams/Skype Consumer chatz [ \Mail Settings

O Outlook on the web - In-product notification of full inbox
V' & OneDrive Settings

1 General availabilitv of automatic classification with ser

Show all Preferences.
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You can also find this link on the Admin Center home page:

] Microsoft 365 admin center - Ho X =

<« C (Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * O :

iii  Microsoft 365 admin center

Essentials

| @ Home
R Users v User management Billing Training & guides
£ Groups ~
User management $0.00 oo 2
& Biling - > als and videos
2 Setup Add, edit, and remove user accounts, and reset passwords Reactivate. Subscription has expired. Customized setup guidance
A Choose a setup path to fit your org
& Customize navigation

*+ Showall

_—
Add user Edit a user v Balance Subscription
Reset password

Delete user {’j

Message center Office 365 software

150 unread messages 2 Of 2 iiciesisers nove nssles O

&5 Updated Feature: Microsoft Stream cloud recordings regional storage control

W nstalle M Notyet installed
1] Call Quality Dashboard (CQD) V2 data to be retired
& Removina OneDrive admin center link from the OneDrive web naae for admins
Show all Preferences Install Office View and share =

If you choose this command, you will be prompted to select a user. If you want to use the
auto-generated password option, leave everything as it is, and click Reset:

1] Microsoft 365 admin center - Ho X + - =] X

<« C (@ @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage O

Victoria L. Daily X
Idailey@acmewidgets.onmicrosoft. com

Reset password

Microsoft 365 admin center

Password

@ Auto-generate password
) Let me create the password

Make this user change their password when they first sign in

If you want to manually change the password, select the second option. A textbox will
appear where you can input your new password. The password must be at least eight
characters long, including at least three of the following: one upper case letter, one
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lowercase letter, a number, and a symbol. An indicator will let you know whether the

password strength is Strong, Medium, or Weak. Once you finish, click Reset:

1] Microsoft 365 admin center - Ho X =+

& C Y @& adminmicrosoftcom/Adminportal/Home?source=applauncher#/homepage

Microsoft 365 admin center

Victoria L. Daily
Idailey@acmewidgets.onmicrosoft. com

Reset password

er management Password

(O  Auto-generate password

eate the password

Make this user change their password when they first sign in

L N

Delete a User

You can also delete a user from the editing screen:

365 admin center - Ho X 4

0 Micros

<« C O @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage

Microsoft 365 admin center

Acme Widgets P searc| S .
9 Victoria L. Daily
Home Idailey@acmewidgets.onmicrosoft.com

| &
R Users v _ .
Recommended based on number of inactive Teams ¢ ange \ Reset password A Block sign @ Delete

£ Groups v
5 il Help People get started Idailey@acmewidgets.onmicrosoft.com

illing v

. . ‘
2 sewp with Microsoft Teams : Power B (iree)
f the peo ve assigned Team: o haven N

& Customize navigation No groups for the user. Click edit to change

group membership.

- Showall
Sign-in allowed

View recommendation Office View and manage which devices this person has
Office apps installed on

User (no admin access)

Essentials o
Victoria L. Daily
User management
A Mail Settings
User management
Ada, edit. and remove user s, and reset passwords: /& Onel
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And, you can find a link to this task on the Admin Center home page:

Microsoft 365 admin center

I @ Home View recommendation
Q  Users v
£ Groups v
5 Bgiling v Essentials
£ Setup
User management Billing Training & guides
£ Customize navigation
- Showall Training for admins
User management $0.00 v et s amvi
~
:
i Training for users
; Learn to use Office 365 and the Office apps
Add user Edit a user . Balance Subscription
Reset password
Message center Delete user  fry Office apps
®
155 unread messages 2 Of 2 icences sers nove statea e =
]

@: Feature: Actionable Messages Support in Outlook for Mac

If you choose this command, you will be prompted to select a user. Choose the user, then

click Select:

0 Microsoft 365 admin

<« C (O @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * @

Microsoft 365 admin center

| & Home T Selected v
Q Users v
Users (11)
£ Groups v
e ( @ 3D Printer

5 giling N Essentials [= Acme Widgets AcmeWidgets@acme:
2 Sewp O Armando Tyler

User management ( ) )
& Customize navigation

° ECTl User management .

Add, edit. and remove user accounts, and reset passwords.

[
Add user Edit a user © vicori L oaiy LS S

Message center m

155 unread messages

@: Feature: Actionable Messages Support in Out
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You will see a pop-up window. Read this information carefully! If you are sure you want to
proceed, click Delete user:

nin center- Ho X 4 - s} X

€« c o & admin.microsoft.com/Admin|

Delete user X
Victoria L. Daily

| & Home
R Users v Yaily's licenses and e J can restore deleted user el
£ Groups v
5 Billing v Essentials
& Setup
User management
£ Customize navigation .
e acquire:

+ Showall User management

& OneDrive (optional)

Add, edit. 2nd remove user accounts, a

@ OneDrive s not provisioned for this user

Add user Edit a user

1 Email (optional

Message center

@ 1his user doesn't have an Exchange Online license.

155 unread messages

[@: Feature: Actionable Messages Support in Out —

Add Contacts

You can configure a master contact list to which all Microsoft 365 users have access. To
begin, click Users - Contacts in the navigation pane:

Q

Microsoft 365 admin center - Ho X | = - a X

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage % O

Microsoft 365 admin center

Essentials

I @ Home

R Users ~ User management Billing Training & guides

Active users

Contacts User management $0.00 ~ioenee DY e s

@ Microsoft 365 tutorials and videos

Guest users
Add, edit, and remove user accounts, and reset passwords.

Deleted users Reactivate. Subscription has expired. /, Customized setup guidance
s Choose a setup path to fit your org
£ Groups v
i Training for users
B siling v 1 Learn to use Office 365 and the Office apps
& setup Add user Edit a user v Balance Subscription
¢/ Customize navigation
- Showall Message center Office 365 software
150 unread messages 2 Of 2 iccnies e nove msses Ot

W installed M Notyet installed

i  Updated Feature: Microsoft Stream cloud recordings regional storage control
1] Call Quality Dashboard (CQD) V2 data to be retired

& Removina OneDrive admin center link from the OneDrive web naae for admins

Show all Preferences. Install Office View and share =]
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You will see the Contacts page:

] Microsoft 365 admin center-Cc X =+ = a X

launcher#/Contact * O

&« C Y @& adminmicrosoft.com/Adminportal/Home?source=;

Acme Widgets D Darkmode @D The new admin center
@ Home

Contacts
R Users ~

Active users

I Contacts R, Add acontact L Export contacts () Refresh O search

Guest users

Deleted users Contact name Emai Company Office phone Mobil
Groups v
Billing v

Setup

NS 0

Customize navigation

Show all

This page is empty

Add your first item to see it in this list

=
To add a new contact, select Add a contact:
] Microsoft 365 admin center-Cc X = = X
<« C (Y & adminmicrosoftcom/Adminportal/Home?source=applauncher#/Contact * O

Microsoft 365 ad

Acme Widgets D Darkmode (@D The new admin center
@ Home

Contacts
K Users ~

Active users

1 Contacts R Addacontact L Export contacts () Refresh O Search

Guest users {b

Deleted users Contact name Emai Company Office phone Mobil
Groups v
Billing v

Setup

NS O

Customize navigation

Show all

This page is empty
Add your first item to see it in this list
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A pop-up window will be displayed, which allows you to fill in the information. You can also
toggle the switch to make the address list visible to your members. Once you finish, click
Add:

1] Microsoft 365 admin center-Co X~ + = =] X

< C (Y & adminmicrosoftcom/Adminportal/Home?source=applauncher#/Contact O

i Microsoft 365 admin center

— New Contact
\|

Add a contact

\ Contact information

v Mail tip

Hide from my organization address list [ | off
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Activity 4-2: Managing Users

In this activity, you will add and edit a user.

1. Ensure your browser is open to your Microsoft 365 Admin Center home page

Saomincenter-Ho X 4 a

« C O @& adminmicrosoftcom/Adminportal/llome?source=applauncher#/nomepag * @

Microsoft 365 admin center

Acme Widgets O Search for users, groups, settingsorta..  + Addcard  J) Darkmode & Whatsnew? @D The new admin center
|® Home
Essentials
R Users v
&£ Groups v User management Billing Training & guides
S Roles
Training for admins

B resoues v User management $0.00 i 2 IR
S kiling v Ak, et and remove use accounts, and teset passwords. Reactivate. Subscription has expired. y2
Q@ Support v :
& Settings v Training for users

Setu
£ s Add user Edit a user Balance Subscription
2 Reports v
@ Heald N
@ Health Message center Office apps

Senvice health

Message center 148 unread messages 2 Of 2 i e e e
Admin centers 6 (Updated) New Feature: Audience targeting in site, footer and hub navigation
O Secuity ) (Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider
O compliance 6 New Feature: SharePoint, averaae time spent per user report

2. Click Add user:

Saomincenter-Ho X 4 a

« C O @& adminmicrosoftcom/Adminportal/llome?source=applauncher#/nomepag * @

Microsoft 365 admin center

Acme Widgets for users, groups, settingsorta..  + Addcard ) Darkmode & Whatsnew? @D The new admin center
|® Home
Essentials
R Users v
A Groups e User management Billing Training & guides
S Roles
Taining for admins
B resoues v User management $0.00 uruwere 2 IS
S Giling v 24, edt, andd remove user accounts, and teset passwords. te. Subscription has expired. /' Customized
9 o = choo ¢ org
@ Support v :
B Settings v Training for users
St
& sun Add user Edit a user Balance Subscription
K2 Reports v ~
@ Heald o
@ Health Message center Office apps
Senvice health
Message center 148 unread messages 2 0f 2 i e onen
Admin centers 6 (Updated) New Feature: Audience targeting in site, footer and hub navigation
O Security @ (Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider

Compliance 6 New Feature: SharePoint, averaae time spent per user report

hitps:fadminmicrosof
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3. Enter “George Delgado” for the user’s first and last name:

184

Add a user

Basics

Product licenses

Optional settings

Finish

O—O0—O0—e

Set up the basics

To get started, fll out some basic information about who you're adding as a user.

First name Last name

[ George In Delgado

Display name *

[

Username *

[ 14| @ | acmewidgets.onmicrosoft.com

Password settings
(®) Auto-generate password

O Let me create the password

Require this user to change their password when they first sign in

Send password in email upon completion

4. Click inside the Display name text box and leave the auto-populated display name
as is. Enter “g.delgado” for the user name:

Add a user

@ Basics
O Product licenses
O Optional settings

O Finish

© 2005-2023 Velsoft Training Materials Inc.
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Set up the basics
To get started, fill out some basic information about who you're adding as a user.

First name Last name

[ George |:I‘ [ Delgado

]

Display name *

‘ George Delgado

Username *

‘ g.delgado In

@ l acmewidgets.onmicrosoft.com

Password settings
@ Auto-generate password

O Let me create the password

Require this user to change their password when they first sign in

|| send password in email upon completion
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5. Leave the remaining fields at the default, then click Next to continue:

Add a user

@ Basics

O Product licenses

O Optional settings

O Finish

.
Set up the basics
To get started, fill out some basic information about who you're adding as a user

First name Last name

l Delgado

‘ George I

Display name *

l Geolge{ Delgado

Username *

‘ g.delgado Al

@ | acmewidgets.onmicrosoft.com

Password settings
(®) Auto-generate password

O Let me create the password

Require this user to change their password when they first sign in

|| Send password in email upon completion

6. Scroll to the bottom of the window and select the Create user without a product

license option. Then, click Next to continue:

Add a user

@ Basics
@ Product licenses
O Optional settings

O Finish

© 2005-2023 Velsoft Training Materials Inc.

Select location *

United States v

Licenses (0) *

O Assign user a product license

Microsoft 365 Business Standard
You're out of licenses, If you turn this on, we'll try to buy an additional
license for you.

Microsoft Power Automate Free
9998 of 10000 licenses available

Office 365 E3
These licenses do not need to be individually assigned

Power Bl (free)
Unlimited licenses available
@ Create user without product license (not recommended)

They may have limited or no access to Office 365 until you assign a product
license.

Apps (0)
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7. Keep the default settings, then click Next to continue:

Add a user

@ Basics

@ Product licenses

@ Optional settings

O Finish

Optional settings

You can choose what role you'd like to assign for this user, and fill in additional profile
information.

Roles (User: no administration access)

Profile info

8. We forgot to add George’s phone number. Scroll down to bottom and click the Edit

link under the Profile info setting:

Add a user

@ Basics

|

@ Product licenses

|

@ Optional settings

|

@ Finish

Assigned Settings

Review all the info and settings for this user before you finish adding them

Display and username

George Delgado
g.delgado@acmewidgets.onmicrosoft.com
Edit

Password
Type: Auto-generated
Edit

Product licenses
Create user without product license.
Edit

Roles (default)
User (no admin center access)

Edit

Profile info
None provided

Back Finish adding
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9. Click the Profile info drop-down menu and scroll down to the Mobile phone text

box. Type in “454-920-9000” and click Next:

Add a user

@ Basics

@ Product licenses

@ Optional settings

@ Finish

Roles (User: no administration access) v

Profile info _— A
Job profile
| 7

Department

| l

Office

{ l

Office phone Fax number

| I » 1]

Mobile phone
‘ 454-920-9000 4] ‘

Street address
| 0

City State or province

10. You will return to the Review and finish window. Click Finish adding:

Add a user

@ Basics

@ Product licenses

@ Optional settings

@ Finish

Review and finish

Assigned Settings

Review all the info and settings for this user before you finish adding them.

Display and username
George Delgado
g.delgado@acmewidgets.onmicrosoft.com

Edit

Password
Type: Auto-generated
Edit

Product licenses

Create user without product license.
Edit

Roles (default)

User (no admin center access)

Edit

Profile info

Back Finish adding
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11. Confirm the information, then click Close to return to the homepage:

Add a user X
.

© sasic @ George Delgado added to active users

@ Product licenses George Delgado will now appear in your list of active users.

@ Optional settings User details

Display name: George Delgado
@ Finish Username:g.delgado@acmewidgets.onmicrosoft.com

Password:

Licenses bought
None

Licenses assigned
None

Save these user settings as a template?

User templates allow you to quickly add similar users in the future by saving a set
of shared settings such as domain, password, product licenses, and roles.
Review settings for this user template

Name your template *

Close "

12. Leave your browser open for the next activity.
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TOPIC C: Managing Groups

Microsoft 365 groups provide an easy way to set up a particular set of tools and permissions
for a group of users. Groups can also be automatically created by other Microsoft 365 tools,

such as Planner and Yammer.

Topic Objectives

In this session, you will learn how to:
e Add, edit, and delete groups

e Create a shared mailbox and add members to it

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365 190

Add a Group

To add a group, click the Groups category in the navigation pane and click Groups:

] Microsoft
<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * O

Microsoft 365 admin center

= Acme Widgets O Search for users, groups, settings o t: + Addcard ) Dakmode £ Whatsnew? (@D The new admin center
Iﬁh Home
R Users v
Recommended based on Micro... RECOMMENDED

£ Groups ~

Groups Allow chat and calls with

Deleted groups people outside your org

Shared mailboxes
B Billing v Turn on guest access in Te: ple to invite

guests from out at, call, and meet

online in Teams.

2 Setup
Show all

Essentials
User management Billing Training & guides
User management $0.00 i D rining foraames ®
> Microsoft 365 tutorials and vi
Add, edit, and remove user accounts, and reset passwords. Reactivate. Subscription has expired. Customized setup guidance =
/‘ Choose a setup path to fit yo
=] Trainina for users e
1] Microsoft 365 admin center -G X =+ = (=) X
<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/groups * 6O

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home
Groups
K Users v
It can take up to an hour for new distribution groups and mail-enabled security groups to appear in
&£ Groups ~ your groups list. If you don't see your new group yet, go to the Exchange admin center.
| Groups Learn more about group types

Deleted groups

Shared mailboxes

R Addagroup \ Exportgroups () Refresh 9items O Search Y Filter =
& siling v &
&P setup Group name T Group emil Type Syncstatus  Teams Membership type  Group privacy  Created on
& Customize navigation Continuous Improvement I Continuousimprove etsonr Office 365 o Assigned Public 512172017, 12:
Show all .
End User Support ! support@acmewidgets.onmicrosoftcom  Distribution list = Assigned 73
Event Planning Committee : EventPlanningCommittee@acmewidgets.oni  Office 365 o 5 Assigned Public 3/14/2018, 10:
Jane Gibson acmewidgets.onmicrosoftc  Office 365 o 5] Assigned Public
Jane Gibson Office 365 = & Assigned Public 3/15/2018, 20
Project ABC : projectabc@acmewidgets.onmicrosoftcom  Office 365 o Assigned Public
Project Team : ProjectTeam@acmewidgets.onmicrosoftcon  Office 365 [ Assigned Public 4723, @
Safety Committee : safetycommittee@acmewidgets.onmicrosoft  Office 365 o Assigned Public 6/2/2fsal
Safety Questions : safetyquestions@acmewidgets.onmicrosoft.  Distribution list o Assigned .
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You will see the New Group window. Select the group type, then click Next to continue:

] Microsoft 365 admin center - Gr- X 4 - 8 X
& o C (Y @ adminmicrosoft * 6
Add a group X
@ Group type Choose a group type
O Basics Choose the group type that best meets your team's needs. Learn more about group types
QO Owners

Allows teams to collaborate by giving them a group email and a shared workspace for
O Settings conversations, files, and calendars.

I (®) Office 365 (recommended)

O Finish O Distribution

Sends emails to all members of the list.

(O Mail-enabled security

Has all the ofa list and can be used to control
access to OneDrive and SharePoint.

QO security

Controls access to OneDrive and SharePoint and can be used for Mobile Device
Management for Microsoft 365.

Type in the Name of the group and Description, then click Next to continue:

] Microsoft 365 admin center - G- X 4 = =} X
& > C {0 @& adminmicrosoft % O
Add a group X
© Group type Set up the basics
@ Basics To get started, fill out some basic info about the group you'd like to create.
O Owners Name *
I Marketing Team
QO Settings
I Description
O Finish Welcome to the Marketing Team Group!
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In the search box, type in the names or emails of people you want to assign as owners. If
you click the search box, a results pane will show all the contacts in your organization. You
can select one person or multiple people:

1] Microsoft 365 admin center - Gr X 4 = =] X
& > C { @ adminmicrosoft * 6
Add a group. X
@ Growp type Assign owners
@ Basics Group owners can add or remove members and have unique permissions like the ability to
I delete conversations from the shared inbox or change different settings about the group.
Group owners can rename the group, update the description or picture and more.
@ Owners
I @ Ifyou plan to add Microsoft Teams to this group, make sure all owners have a license that includes.
O settings Teams. Leam more
I Owners *
QO Finish
| Enter a name or email address (at least two owners recommended) i
Results
3D Printer o
G924b29188d094744ab84...
® Armando Tyler
atyler@acmewidgets.onm..
Boardroom A
boardrooma@acmeidge...
) Edwin Bruce
ebruce@acmewidgets.on...
George Delgado
gdelgado@acmewidgets...
o Jane Gibson
jgibson@acmewidgets.on... @ Has Teams
John Smith
jsmith@acmewidgets.on... Has Teams. -
Back Next
Click Next to continue:
.
1] Microsoft 365 admin center - Gr X+ = a X
& - C (¥ @& adminmicrosoft. * 6
Add a group X
@ Growp type Assign owners
@ Basics Group owners can add or remove members and have unique permissions like the ability to
delete conversations from the shared inbox or change different settings about the group.
Group owners can rename the group, update the description or picture and more.
@ Owners
I @ Ifyou plan to add Microsoft Teams to this group, make sure all owners have a license that includes.
O Settings Teams. Learn more
I Owners *
QO Finish

@ sneGibson x
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Choose an email for the group and set the privacy. Then, click Next to continue:

] Microsoft 365 admin center - Gr- X 4

& > C Y @ adminmi ft.

Add a group

Group type

Basics.

Owners

Settings

Finish

O—@—0—0—0

Edit settings

Office 365 group
Allows teams to collaborate by giving them a group email and a shared workspace for
conversations, files, and calendars.

Group email address *

I marketing @acmewidgets.onmicrosoft.com

Privacy

(O Public - Anyone can see group content

(®) Private - Only members can see group content

Add Microsoft Teams to your group
Create a team for this group

@ Some settings like Allow External Senders, or Send Copies of Group Conversations to Members®
Inboxes can only be set after the group is created. Learn more about this setting

Review the details of the group. Click Create group to finish:

] Microsoft 365 admin center - G- X 4

&« > C ¥ @& adminmicrosoft.

Add a group

Group type

Basics

Owners

Settings

Finish
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Review and finish adding group

You're almost there - make sure everything looks right before adding your new group.

Group type
Office 365
Edit

Basics

Name: Marketing Team
Description: Welcome to the Marketing Team Group!

Owners
Jane Gibson

Settings
Email: marketing@acmewidgets.onmicrosoft.com
Privacy: Private

Add Microsoft Teams: Yes

Back Create group "
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The group is now successfully created. Click Close to return to the main Groups page:

] Microsoft 365 admin center - Gr- X =+

< C (¢ @& adminmi ft.

Add a group

Group type

Basics

Owners

Settings

0—O0—0—0—0

Finish

You will see the newly created group appear in the main Groups page. If you do not see the

@ New group created

This group will appear in your list of groups within 5 minutes.

Now that the group has been created, you can change these settings:

« Send copies of group conversations and events to group members inboxes

* Let people outside the organization email this group

Would you like to know more?

Using groups to collaborate effectively

Next steps

Add another group

group, click Refresh to update the page:

1] Microsoft 365 admin center - Gr X 4+

& > C Y @ adminmi ft.

Microsoft 365 admin center

It can take up to an hour for new distribution groups and mail-enabled security groups to appear in
your groups list. If you don't see your new group yet. go to the Exchange admin center.

@ Home
Learn more about group types
R Users v
Groups ~
A P R Addagroup L Exportgroups () Refresh <= 10items O Search Y Filter =
| Groups
Deleted groups
Group name | Group email Type Syncstatus  Teamsstatus  Membershiptype  Groupprivay  Created on
Shared mailboxes
; Continuous Improvement Continuousimprovement@acmewidgetsonr  Office 365 o Assigned Public 5/27/2017, 12:
B Billing v
£ sewp End User Support support@acmewidgets.onmicrosoftcom  Distribution list = Assigned 5/31/2017,73)
2/ Customize navigation Event Planning Committee EventPlanningCommittee@acmewidgets.oni  Office 365 o 5 Assigned Public 3/14/2018, 10:
Show all Jane Gibson JaneGibson536@acmewidgets.onmicrosoftc  Office 365 o & Assigned Public 4/21/2020, 44
Jane Gibson JaneGibson@acmenidgets.onmicrosoftcom  Office 365 o & Assigned Public 3/15/2018, 20,
Marketing Team marketing@acmewidgets.onmicrosoftcom  Office 365 o 5] Assigned Private 5/29/2020,9:5
Project ABC projectabe@acmevidgets.onmicrosoftcom  Office 365 o Assigned Public 5/31/2016, 7.0
Project Team ProjectTeam@acmewidgets.onmicrosoftcon  Office 365 = 5l Assigned Public 4/23/2020, 3:41
Safety Committee safetycommittee@acmewidgets.onmicrosofi  Office 365 o Assigned Public L o
Safety Questions safetyquestions@acmewidgets.onmicrosoft,  Distribution list o Assigned 6/8/2
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Edit a Group

To edit a group, first go to the main Groups page by clicking Groups = Groups in the
navigation pane. Then, select the group you want to edit:

1] Microsoft 365 admin center -G X =+ = a X

<« C (Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/groups * 6

Microsoft 365 admin center

It can take up to an hour for new distribution groups and mail-enabled security groups to appear in
your groups list. If you don't see your new group yet. go to the Exchange admin center.

@ Home
Learn more about group types
K Users v
£ Groups ~
P R, Addagroup L Exportgroups () Refresh 10items O Search Y Filter =
| Groups
Deleted groups
Group name | Group email Type Syncstatus  Teamsstatus  Membershiptype  Groupprivacy  Created on
Shared mailboxes
Continuous Improvement : Continuouslmprovement@acmewidgets.onr  Office 365 o Assigned Public 017, 12:
B Billing v
£ setup End User Support H support@acmewidgets.onmicrosoftcom  Distribution list o Assigned 5/31/2017,7:3
7 e s Event Planning Committee : EventPlanningCommitt mewidgets.oni Office 365 o [ Assigned Public 3/14/2018, 10:
Show all Jane Gibson : JaneGibson536@acmewidgets.onmicrosoftc  Office 365 [ & Assigned Public 12020, 4:4;
Jane Gibson : JaneGibson@acmewidgets.onmic: com Office 365 = 5l Assigned Public 3/15/2018, 20;
O Marketinj Team I marketing@acmewidgets.onmicrosoftcom  Office 365 ) & Assigned Private 5/20/2020,9:5
Project ABC ! projectabc@acmewidgetsonmicrosoftcom  Office 365 o Assigned Public 5/31/2016, 7:0
Project Team Office 365 = 5] Assigned Public 4/23/2020, 3:41
Safety Committee : safetycommittee@acmewidgets.onmicrosoft  Office 365 o Assigned Public e o
Safety Questions : safetyquestio mewidgets.onmicrosoft, Distribution list =) Assigned 6/2/2
=
‘ »

You will see the Group window. Four tabs allow you to select to update the settings. In the
General tab, you can change the Basic information and Email addresses by clicking the Edit
link below the related category:

1] Microsoft 365 admin center -G X+ - 8 x

&« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/groups %* 6

Microsoft 365 admin center

It can take up to an hour for new distribution groups and mail-enabled security groups to appear in o X
your groups list. f you don't see your new group yet. go to the Exchange admin center.
@ Home .
Learn more about group types Marketlng Team
8 Users v -
Groups ~ Private group with Teams e 0 members
& P 8, Addagroup L Exportgroups ()Refresh 2 Edit name and description (@ Edit email a group
| Groups
Deleted groups
Group name | Group email
Shared mailboxes General Members Settings  Microsoft Teams
Continuous Improvement : Continuous tsone {
5 Billing v P o
End User Support : support@acmewidgets.onmicrosoftcom |
& Setup 4 PP PP o
. Basic information Email addresses
& Customize navigation Event Planning Committee ! EventPlanningCommittee@acmewidgetson
Name Primary
Show all Jane Gibson : JaneGibson536@acmewidgets.onmicrosoftc { Marketing Team marketing@acmewidgets.onmicro
y soft.com
Description
Jane Gibson : JaneGibson@acmewidgets.onmicrosoftcom | Welcome to the Marketing Team Aliases
Group!
©  Marketing Team : marketing@acmewidgetsonmicrosoftcom  { g
Project ABC : projectabc@acmewidgets.onmicrosoftcom  {
Project Team H ProjectTe mewidgets.onmicrosoftcon (  Created on
. 5/: :51 AM
Safety Committee D safetycommittes@acmewidgets onmicrosof ( 29/2020, 9:5
Safety Questions. : safetyquestion: widgets.onmicrosoft, |

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365 196

After making your changes, click Save to confirm:

Marketing Team
Office 365

Edit details
Name *
Marketing Team
Group email address *
marketing @ acmewidgets.onmicrosoftcom v
Description

Welcome to the Marketing Team Group!

Privacy *
Private - Only members can see group content v
Send copies of group conversations and events to group 1 off

members’ inboxes.

Let people outside the organization email the group 1 off

—

An update confirmation will be displayed. Click Close or the X in the top-right corner to

return to the main setting window:

Marketing Team

Office 365

Edit details

The group was updated.

e
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In the Members tab, you can edit the Owners and Members of the team by clicking the

related links:

Marketing Team
@

RS

Owners (1)

Jane Gibson
jgibson@acmewidgets.onmicrosoft.com

View all and manage owners

Members (0)

View all and manage members

Private group with Teams e 0 members

General  Members Settings  Microsoft Teams

In the Settings tab, you can change the General settings or Privacy settings. Click Save to

update the changes:

Marketing Team
W
Private group with Teams e 0 members

General Members Settings  Microsoft Teams

General Settings Privacy
(] Allow external senders to @ Private
email this group Or

ublic

Send copies of group
conversations and events to
group members
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In the Microsoft Teams tab, you can change the settings for Microsoft Teams settings by

clicking the link provided:

i

General Members

Microsoft Teams

Marketing Team

Private group with Teams e 0 members

Settings  Microsoft Teams

Manage your Teams settings in the

Microsoft Teams admii center.

From any tab, you can click X to close the settings window and return to the main Groups

page:

w

General Members  Settings

Basic information
Name
Marketing Team

Description
Welcome to the Marketing Team
Group!

Edit

Created on

5/29/2020, 9:51 AM

Marketing Team

Private group with Teams e 0 members

Microsoft Teams

Email addresses

Primary
marketing@acmewidgets.onmicro
soft.com

Aliases

Edit

& x
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Delete a Group

To delete a group, open the editing window and click Delete group:

Microsoft 365 admin center - G- X 4+

Q

<« CcC o & admin.microsoft.com/Adminportal/Home?source=applauncher#/groups w @

Microsoft 365 admin center

R Addagroup L Exportgroups () Refresh ¢ Edit name and description @E

@ Home .
. Marketing Team
Users v
Grovp rame T Grovp emed o
| £ Groups v Private group with Teams e 0 members
Continuous Improvement Continuousimproveme
5 Billing v
» End User Support support@acmewidgets.onmicrosof
Setup
& Customi ti Event Planning Committee EventPlanningCommittec@acmew  OCneral  Members  Settings  Microsoft Teams
ustomize navigation
. Showall Jane Gibson JaneGibs; widgetsonn
Basic information Email addresses
Jane Gibson -mewidgets.onmicrt

Marketing Team
Project ABC
Project Team
Safety Committee

Safety Questions

marketing@acmewidgets.onmicrol

projectabc@acmewidgets.onmicra

Proje dgets.onmict

safetycommittee @acmewidgetson

safetyquestions@acmewidgets.ont

Name
Marketing Team

Description
Welcome to the Marketing Team

Created on

Primary

acmewidgets.onmicro

Aliases

Edit

6/11/2020, 12:45 PM

Read the information provided. Note that unlike when deleting users, deleting groups is a
permanent process and CANNOT be undone! Click Delete group to confirm the operation:

Delete Marketing Team?

When you delete this group, all data associated with it will be deleted, including group email
conversations, group notebooks, documents stored in group files, and the group calendar.
Consider copying and saving any data you'd like to keep.

You can restore deleted Office 365 groups and their data for up to 30 days after you delete
them.

Delete group
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A confirmation page will be displayed. Click Close to return to the main Groups page:

o Marketing Team was deleted

Go to Deleted groups to restore Office 365 groups and their data for up to 30 days after a
deletion.

Close &

Create Shared Mailboxes

A shared mailbox allows multiple users to manage mail from a single address. For example,
you might have a support mailbox where all IT team members can view and manage

messages.

To create a shared mailbox, click Groups - Shared mailboxes in the navigation pane:

1] Microsoft 365 admin center-Gr X 4 - X

< C (¢ & adminmicrosoftcom/Adminportal/Home?source=applauncher#/groups O

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home
Groups
A Users v
It can take up to an hour for new distribution groups and mail-enabled security groups to appear in
A& Groups ~ your groups list. If you don't see your new group yet, go to the Exchange admin center.
[ Gz Learn more about group types

Deleted groups

Shared mailboxes _
@ R Addagroup L Exportgroups () Refresh 10items O Search V Filter =

B Biling v

& setup Group name | Group email Type Syncstatus  Teamsststus  Membershiptype  Groupprivacy  Created on

& Customize navigation Continuous Improvement ! Continuousmprovement@acmewidgetsonr Office 365 = Assigned Public

= Show all

End User Support D; st o 2017,
Event Planning Committee vidgets.oni Office 365 o (5] Assigned Publ 3/14/2018, 10:
Jane Gibson 1 JaneGibson536@acmewidgets onmicrosoftc Office 365 = & Assigned Public 4/27/2020, 44,
Jane Gibson : JaneGibson@acmewidgets.onmicrosoft.com  Office 365 o W Assigned Public 3/15/2018, 2:0
Marketing Team : market o [5:] Privats
Project ABC : projectabc = Public
Project Team : ProjectTeam@acmewidg Office 365 o 5 Assigned Public
Safety Committee : safetycommittee@acmewidgets.onmicrosoft  Office 365 o Assigned Public
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Now, click Add a shared mailbox:

] Microsoft 365 admin center-Sh- X = = a X

& > C Y & adminmi . * O

Microsoft 365 admin center

Acme Widgets D Darkmode (@D The new admin center
Home -
Shared mailboxes
Users v

A shared mailbox can be used by a group of people, like a support team, to receive and send email
Groups - from the same email address. Select a shared mailbox to add or remove members, set up automatic

replies, manage aliases, and more.

3% 0 B

Groups
Learn more about shared mailboxes
Deleted groups

| Shared mailboxes

5 Ssilling o —+ Add a shared mailbox () Refresh O Search =
&2 Setup

Name Email
& Customize navigation

Safety Team : safetyteam@acmewidgets.onmicrosoft.com

- Show all

@
=
You will now see a window where you can enter the name and email address of the
mailbox. Click Add when you are finished:
] Microsoft 365 admin center - S X 4 - o X
& > C (3 @ adminmicrosoft i * O
X

Add a shared mailbox

Email can be sent to and from the name and email address of the shared mailbox, rather than
an individual. After you create the shared mailbox. you can add members who can read and
reply to email.

Name *

| Customer Feedback ]

Email *

== e — 7]

Save changes "
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The mailbox will be created, and you will see suggestions for the next steps. Click Add
members to your shared mailbox:

@ Your shared mailbox was created

Within a couple of minutes you can add members who can read and reply to email sent to
the shared mailbox.

You can also manage mailbox details such as automatic replies and email forwarding.

Next steps

Add members to your shared mailbox

Manage shared mailbox details

Learn more

Learn how to use shared mailboxes in Outlook

This link will open the Shared Mailbox members window. To start, click Add members:

Customer Feedback

yourvoice@acmewidgets.onmicrosoft.com

-+ Add members

Shared Mailbox members

Search members

| Search pe,

Members (0)

No results found

(]

(8]
[
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A list of available members will appear. Check the desired users to add and click Save:

Customer Feedback
yourvoice@acmewidgets.onmicrosoft.com

Add Shared Mailbox members

Search to add members

| Search pe

Adding (2 v
Members (2)

° Jane Gibson jgibson@acmewidgets.onmi...

Q John Smith jsmith@acmewidgets.onmicr...

.

You will receive confirmation when the operation has completed. Click Close to return to
the View Shared Mailbox Members page:

Customer Feedback

yourvoice@acmewidgets.onmicrosoft.com

° Shared Mailbox members were successfully updated.

Important: It might take up to 60 minutes for the change to be
effective in Outlook and OWA.
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Here, you can continue to add or remove members. If you are finished modifying the
mailbox, click Close or the X in the top-right corner to return to the main shared mailboxes

page:

Customer Feedback
yourvoice@acmewidgets.onmicrosoft.com

Shared Mailbox members

Search members

‘ Search £

Members (2)

o Jane Gibson jgibson@acmewidgets.onmi... X
o John Smith Jsmith@acmewidgets.onmicr...

e

You will see the newly created mailbox appear in the Shared mailboxes main page. If you

do not see it, click Refresh to update:

] Microsoft 365 admin center-Sh- X =+ = a X

<« C Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/SharedMailbox * O :

iii  Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home .
Shared mailboxes
R Users v
A shared mailbox can be used by a group of people, like a support team, to receive and send email
&£ Groups ~ from the same email address. Select a shared mailbox to add or remove members, set up automatic
replies, manage aliases, and more.
Groups

Learn more about shared mailboxes
Deleted groups

1 Shared mailboxes

B SBiling v -+ Add a shared mailbox () Refresh == O Search

& Setup
Name Emai
& Customize navigation

Customer Feedback : yourvoice@acmewidgets.onmicrosoft.com
= Show all

Safety Team : safetyteam@acmewidgets.onmicrosoft.com
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Activity 4-3: Managing Groups

In this activity, you will create a group and a shared mailbox.

1.

2.

Ensure you have completed Activity 4-2. Your browser should be open to your
Microsoft 365 Admin Center home page:

Q Wicrosoft 365 admin center - He X

« C O & adminmicrosoftcom/Adminportal/Hlome?source=applauncher#/omepa * @ i

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, settingsorta.. -+ Addcard D) Darkmode  # Whatsnew? @D The new admin center
| & Home

Essentials
R Users v
A& Groups v User management Billing Training & guides
Ao Roles

Training for admins

P . Usermanagement $0.00 v 2 e
8 siling v 100, i, a0 Fmove user accouns, and et pasSwords. Baetite Subeinton e mpvt

f cmon
S s =
Q@ Suppor v :

@ settings v &

.
2 Sety
& D Add user Edit a user Balance Subscription
K2 Reports v
D Health - Message center Office apps
Message center 148 unread messages 2 Of 2 icencea users nave mscanea omee
Admin centers 6 (Updated) New Feature: Audience targeting in site, footer and hub navigation ——
. W instaed M Notyetinstalled
O Security @ (Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider =

U Compliance > New Feature: SharePoint, average time spent per user report

First, let’s add a group. Click the Groups category in the navigation pane and click
Groups:

Q Wicrosor 365 admn center-He X | 4 E—

€« C O & adminmicrosoft.com/Adminportal

%
€

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, seftingsorta.. -+ Addcad ) Darkmode & Whetsnew? @D The new admin center
| & Hor
o Essentials
R Use v
£ Groups User management Billing Training & guides
Groups -
B User management $0.00 v f
Shared mailboxes
o 5 . L Reactivate. Subscription has expired. Customized s
S Roles st
B giling v R; op:
Q@ Support v Add user Edit a user Balance Subscription
@ Ssetting v
2 sewn Message center Office apps
K2 Reports v
148 unread messages 2 OF 2 icorsed users ove mstasea e
B (Updated) New Feature: Audience targeting in site. footer and hub navigation @
- W ot d
@ (Updated) Microsoft Teams support for Egnyte as a Third party cloud storage provider =
B> New Feature: SharePoint. average time spent per user report
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3. Click Add a group:

amin ce

x +

« C O & adminmicrosoft.com/Adminportal/iic

Microsoft 365 admin center

It can take up to an hour for new dist

& your groups |
lome
Lean
R Users v
£ Groups A~
e &

Deleted grou
eleted groups Group name 1

Shared mailboxes

Continuous Improvement

b ez

B Resources v End User Support

B Billing v Event Planning Committee

@ Support v Jane Gibson

% Settings v Jane Gibson

& Setup Project ABC

B2 Reports v Project Team

© e - Safety Questions
Service health

Message center

Admin centers

4. Add agroup will open. Leave the Office 365 (recommended) radio button checked

and click Next:

ups and mil-ena s to appear in

up yet. go 1o the Dichange admin

C

Support @acmewidgets.onmicrosort

FventPlanningCommities Sacmevidgelson Ofice 365 - @ assigned

_— icrosof = ) Assigned
ar e o & Assigned
o etsonmicosoftcon Offie 365 = ) Assigned
ns@acmewidgets onmicrosck Distributon list 3 Assigned

R Addagroup L Exportgroups () Refresh gitems O Search T Filter =

Add a group

Group type

Basics

Owners

Settings

O—O0—O0—0—e

Finish

Choose a group type

Choose the group type that best meets your team’s needs. Learn more about group types

(é) Office 365 (recommended)

Allows teams to collaborate by giving them a group email and a shared workspace for
conversations, iles, and calendars.

O Distribution

Sends emails to all members of the list.

O Mail-enabled security

Has all the functionality of a distribution list and additionally can be used to control
access to OneDrive and SharePoint.

O Security

Controls access to OneDrive and SharePoint and can be used for Mobile Device
Management for Microsoft 365

[
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5. Enter “Safety Committee” as the name. In the Description, type, “Core members of
our Safety Committee”. Click Next to continue:

Add a group X
.
© Grouptype Set up the basics
@ Basics To get started, fill out some basic info about the group you'd like to create.
O Owners Name *
‘ Safety Committee
QO Settings
‘ Description
O Finish Core members of our Safety Committee

|

6. Type your name in the textbox. From the search result, click your name to select:

Add a group X
.
© Group type Assign owners
@ Basics Group owners can add or remove members and have unique permissions like the ability to
delete conversations from the shared inbox or change different settings about the group.
Group owners can rename the group, update the description or picture and more.
@ Owners
‘ @ Ifyou plan to add Microsoft Teams to this group, make sure all owners have a license that includes
O Settings Teams. Learn more
Owners *
O Finish
| Johr
Results
John Smith
jsmith@acmewidgets.on... @ Has Teams
Back Next
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7. Click Next to continue:

Add a group

Group type

Basics

Owners

Settings

O—O0O—e—0—0

Finish

Assign owners

Group owners can add or remove members and have unique permissions like the ability to
delete conversations from the shared inbox or change different settings about the group.
Group owners can rename the group, update the description or picture and more.

@ Ifyou plan to add Microsoft Teams to this group, make sure all owners have a license that includes
Teams. Learn more

Owners *

L

° John Smith X

8. Type “safetycommittee” in the Group email address. Then click Next to continue:

Add a group
o .
© Group type Edit settings
asics ice rou

(! Office 365 group

| Allows teams to collaborate by giving them a group email and a shared workspace for

conversations, files, and calendars.

° Owners

| Group email address *
@ Settings

‘ _’| safetycommittee @acmewidgets.onmicrosoft.com
O Finish Privacy

@ Public - Anyone can see group content

Q Private - Only members can see group content

Add Microsoft Teams to your group
Create a team for this group

@ Some settings like Allow External Senders, or Send Copies of Group Conversations to Members’
Inboxes can only be set after the group is created. Learn more about this setting
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9. Confirm the information, then click Create group to complete the process:

Add a group X

Review and finish adding group

Group type

Basics You're almost there - make sure everything looks right before adding your new group.

Owners Group type
Office 365
Edit
Settings

Basics

Finish Name: Safety Committee
Description: Core members of our Safety Committee
Edit

Owners
John Smith
Edit

Settings

Email: safetycommittee@acmewidgets.onmicrosoft.com
Privacy: Public

Add Microsoft Teams: Yes

Edit

)

10. Click Close to return to the homepage:

Add a group X
© Group type @ New group created
@ Basics This group will appear in your list of groups within 5 minutes.
© Owners Now that the group has been created, you can change these settings:
| * Send copies of group conversations and events to group members inboxes
T Settings o Let people outside the organization email this group
@ Finish

Would you like to know more?

Using groups to collaborate effectively

Next steps

Add another group
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11. If you do not see the new group, click Refresh to update:

amin ce

x4+ o x

« C O & adminmicrosoft.com/Adminportal/iic

Microsoft 365 admin center

an take up

ups and mail-cnal 3
up yet. go to the Dxchange admin center

your groups |
@ Home
Learn

R Users v
ot Groups “ R Addagroup ¥ Export groups () Refresh 9items O Search Vhiter =

(€ &

Deleted groups o neme | -

Shared mailboxes

Continuous Improvement Continuousimprovement @ = Assigned P

b = "
B Resources . End User Support Suppon @ scmewidgets.onmicrosoficom  Ditibution s o ®
S Biling . Event Planning Commilttee FventFlanningCommities @acmenidgetson  Office 165 S & Assigned 3
@ Support v Jane Gibson = @ Assigned P 4
@ Settings v Jane Gibson o @ assigned [
2 Sewp Project ABC projeciabe@acm " . 2 o Assigned P
k2 Reports v Project Team ProjectTeam@acmewkdgetsonmicrosofucon Offce 365 o @ assigned 3 4
D ~ Safety Committee [ Assigned » =~

Service health

Safety Questions 2 s@acmen soft, Dist
Message center =

Admin centers

12. Inthe navigation pane, click the Shared mailboxes sub-category under Groups:

@ Microson 365 samecemer- G x|

« C O & adminmicrosoft.com/Adminportal/iic

Microsoft 365 admin center

an take up to an hour fo

ups and mail-cal 3
P yet. go 1o the Dxchange admin center

@ Home
R Users v
£ Groups - £, Addagroup L Exportgroups () Refresh gitems O Search Triter =
e
Deleted groups Group name | eam Memsersnope G
Shared mailboxes
o e * Continuous Improvement = assigned P
B Resources . End User Support o 5
B Biling v Event Planning Committee L ed P
@ Support v Jane Gibson o L Pul 4
©  Settings v Jane Gibson ssonmicrosoftcom  Offce 365 = @ assigned Putic

& Selup Project ABC scmewidgetsenmicroscftcom  Office 365 EN assigned Pubs
k2 Reports v Project Team ProjectTeam@acmenidgetsonmicrosoftcon  Offe 365 s L] Assigned , 4
e - Safety Committee widgets.cnmicro 5] Assigned P o
Senvice health
Safety Questions . sscmewidastsonmicesot,  Distibuton st 3 Assigned
Message center @
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13. Click Add a shared mailbox:

@ Microsoft 365 admin center- G- X

icrosoft.com/Adminportal

Microsoft 365 admin center

i take up to an hour for

@ Home
R Users v
A Groups - A Addagroup L Exportgroups () Refresh
e
Deleted groups —
Shared mailboxes
o e N Continuous Improvement
B Resources . End User Support
S siling < Event Planning Committee
@ Support v Jane Gibson
@ Settings v Jane Gibson
& Setwp Project ABC
I Reports v Project Team
@ Health - Safety Committee
Service health

Safety Questions
Message center

nmicrosoft
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14.

In the mailbox details window, type “Safety Team” for the name. Click the Email
field and it will auto-populate. Then, click Save changes to complete the process:

Add a shared mailbox

Email can be sent to and from the name and email address of the shared mailbox, rather than
an individual. After you create the shared mailbox, you can add members who can read and
reply to email.

Name *

[ Safety Team l

Email *

I safetyteam ‘ @’ acmewidgets.onmicrosoft.com v |

U

X
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15. Read the instruction carefully. Then, click X to return to the homepage:

X
@ Your shared mailbox was created .

Within a couple of minutes you can add members who can read and reply to email sent to
the shared mailbox.

You can also manage mailbox details such as automatic replies and email forwarding.

Next steps
Add members to your shared mailbox

Manage shared mailbox details

Learn more

Learn how to use shared mailboxes in Outlook

16. Click the Home category and leave your browser open for the next activity.
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TOPIC D: Managing Resources

Microsoft 365 also allows you to set up a list of resources (such as rooms and equipment),
that can be managed and used with Outlook and Exchange. For example, you could use this
feature to book a boardroom or reserve special equipment. You can also link other sites

with your organization’s Microsoft 365 infrastructure to facilitate website management.

Topic Objectives

In this session, you will learn how to:
e Add rooms and equipment to Microsoft 365
e View and add sites

e Change site sharing settings
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Add Rooms or Equipment

To add a resource to Microsoft 365, click Resources - Rooms & equipment from the

navigation pane.

1] Microsoft 365 admin center - Ho X =+ = a X

& C ( @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * 6

Microsoft 365 admin center

= Acme Widgets 0 Search for users, groups, settings orta.. 4 Addcard ) Darkmode £ Whatsnew? @D The new admin center
|® Home
R Users v
Recommended based on Micro... RECOMMENDED
£ Groups v
S Roles Allow chat and calls with
B Resources ~ people outside your org
Rooms & equipment
@ Turn on guest access in Teams, which allows people to invite
Sites guests from outside your organization to chat, call, and meet
5 Biling v
3 Settings v
P2 Setup
K2 Reports v Essentials
P Health v
User management Billing Training & guides
Admin centers
Training for admins.
User management $0.00 i J RS ®

QO  Security

Add, edit, and remove user accounts, and reset passwords
QO Compliance

Reactivate. Subscription has expired, }‘ Customized setup guidance =

Choose a setup path to fit your org
4 Azure Active Directory

e = Trainina for users

Now, click the Add a resource mailbox button:

] Microsoft 365 admin center -Re. X = = a X

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/ResourceMailbox * 6

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home .
Rooms & equipment
K Users v
£ Groups v
-+ Add a resource mailbox () Refresh L search 7 Filter =
fa Roles @
B Resources - Name tms Type
| Rooms & equipment
3D Printer : 3dprinter@acmewidgets.onmicrosoft.com Equipment
Sites
& silling v
@ Support v
&5 Settings v
& Setup
k2 Reports v
@ Health v
Admin centers
O Security
O compliance =)

4 Azure Active Directory
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This will open a window where you can add the resource’s details:

] Microsoft 365 admin center -Re. X = _ 0 %

< C (Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/ResourceMailbox * O

iii  Microsoft 365 admin center

G New resource
Add
‘ Room v‘
.
@| acmewidgets onmicrosoftcom v
Location
Pr mber
v Microsoft Power Automate Free [ | it
9999 of 10000 licenses available
v soft 365 Business Standard 1 ot
You're out of licenses. If you turn this on, we'l try
to buy an additional license for you.
v 1 of

You can specify the resources:
e Type (room or equipment)
e Name
e E-mail address
o (Capacity
e Location
e Phone number

You can also incorporate other Microsoft 365 licenses to the resource.
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When you finish, click Add:

] Microsoft 365 admin center -Re. X = = a X

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/ResourceMailbox * O

iii  Microsoft 365 admin center

. - . Boardroom A
Rooms & equipment .

@| scmewidgets.onmicrosoftcom v

9999 of 10000 licenses available

s dard | | off
You're out of licenses. If you turn this on, we'll try
to buy an additional license for you.

Unlimited licenses available

- e

The resource will then be added. Click the X to return to the Rooms & equipment main
page:

Boardroom A
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You can now see Boardroom A is listed on the main page:

] Microsoft 365 admin center -Re. X =+ _ = %

<« C Y @ adminmicrosoft.com/Adminportal/Home?source uncher#/ResourceMailbox * 6

Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home .
Rooms & equipment
R Users v
£ Groups v
-} Add a resource mailbox () Refresh L Ssearch  Filter =
fa Roles
B Resources -~ Name Emai Type
| Rooms & equipment
3D Printer : 3dprinter@acmewidgets.onmicrosoft.com Equipment

Sites
S siling o Boardroom A I boardrooma@acmewidgets.onmicrosoft.com Room
@ Support v
&5 Settings v
& Setup
k2 Reports v
@ Health v
Admin centers

(0]

O Security
O compliance =)

4 Azure Active Directory

View Sites

To view the sites currently associated with your organization’s Microsoft 365 infrastructure,
click Resources -» Sites from the navigation pane:

] Microsoft 365 admin center - Ho X = = X

<« C (Y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/homepage * O

Microsoft 365 admin center

= Acme Widgets O Search for users, groups, settings orta.. < Addcard  J) Dark mode % Whatsnew? (@D The new admin center
|® Home
R Users v
Recommended based on Micro... RECOMMENDED.
£ Groups v
S Roles Allow chat and calls with
B Resources ~ people outside your org

Rooms & equipment

Turn on guest a hich allows people to invite

Sites guests from ou ation to chat, call, and mest

& online in Teaens
B Biling ~
&5 Settings v
&2 Setup
K2 Reports v Essentials
P Health v
User management Billing Training & guides
Admin centers
Tr for ad
User management $0.00 .o 9 [oningforodmins
O s » Microsoft 365 tutorials and videos @
ecurity
Add, edit, and remove user accounts, and reset passwords.
O Compliance

Reactivate. Subscription has expired. Customized setup guidance =]
/4 Choose a setup path to fit your org
@ Azure Active Directory

[ =] Trainina for users
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You will then see the Sites page, which provides an overview of all sites and their external

sharing policy:

11 Microsoft 365 admin center-Sh X+

<« C (Y @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/SitesList

Microsoft 365 admin center

Acme Widgets
@ Home .

Sites
R Users v
£ Groups v

+ Addasite () Refresh
S Roles
B Resources ~

URL

Rooms & equipment
https://acmewidgets.sharepoint.com/

1 sites
5 Billing o https://acmewidgets.sharepoint.com/portals/hub
@ Support v https://acmewidgets.sharepoint.com/search
3 Settings v https; h t
P2 Setup https://acmewidgets-my.sharepoint.com/
k2 Reports v
D Health v

Admin centers

O Ssecurity
O Compliance

@ Azure Active Directory

Change Site Sharing Settings

D Dakmode @D The new admin center

0 search

External sharing

Anonymous access allowed

Not allowed

Not allowed

New and existing external users

Anonymous access allowed

To change a site’s sharing settings, click its name in the list on the Sites page:

1} Microsoft 365 admin center - Sh- X =+

&« C (y @& adminmicrosoft.com/Adminportal/Home?source=applauncher#/SitesList

Microsoft 365 admin center

= Acme Widgets
@ Home .
Sites
R Users v
£ Groups v
~+Addasite () Refresh
Fa Roles
B Resources ~

URL

Rooms & equipment
https://acmewidgets.sharepoint.com/

1 sites
= o https://acmewidgets.sharepoint.com/portals/hub
Support v https://acmewidgets.sharepoint.com/search
£ Settings v O i harepoint.
Setup https://acmewidgets-my.sharepoint.com/
K2 Reports v
P Health v

Admin centers.

O Ssecurity
O Compliance

@ Azure Active Directory
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This will open an editing window. Click Edit in the Sharing status column:

] Microsoft 365 admin center-Sh- X = = a X

< C ) & adminmicrosoftcom/Adminportal/Home?source=applauncher#/SitesList % 0

Microsoft 365 admin center

= Acme Widgets (SRS
@ Home .
Sites
Us v . H H
R = https://acmewidgets.sharepoin...
£ Groups v
+ Addasite () Refresh
fa Roles
B Resources - URL External ¢
Rooms & equipment Sharing status External users
https://acmewidgets.sharepoint.com/ Anonym¢
I sites on 0 external users
S siling o https://acmewidgets.sharepoint.com/portals/hub Notalloy  This site can be shared with new and .
existing external users who sign in
€ Support ~ i harepoint. Not alloy E_%
3 Settings v @  httpsy//: i i i New and
&2 Setup https://acmewidgets-my.sharepoint.com/ Anonyme  Site URL
I Reports v Go to this site =
@ Health v

Admin centers

O  Security
O  Compliance

®  Azure Active Directory

The related options window will open. You have three sharing options to choose from:

External sharing

Let users share SharePoint Online and OneDrive content with people outside the
organization

O Existing guests only — only guests already in your organization’s directory
@ New and existing guests — guests must sign in or provide a verification code

O Anyone — users can share files and folders using links that don't require sign-in

Need to change a tenant level setting?

Go to site settings to allow external sharing for your organization

Save Cancel
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Select any option, and click Save to continue:

External sharing

Let users share SharePoint Online and OneDrive content with people outside the
organization

@ Existing guests only — only guests already in your organization'’s directory
O New and existing guests — guests must sign in or provide a verification code

O Anyone — users can share files and folders using links that don’t require sign-in

Need to change a tenant level setting?

Go to site settings to allow external sharing for your organization

q Cancel

When the confirmation window appears, click the X in the top-right corner to return to the

main Sites window:

External sharing

@ The external sharing settings for sites are updated.

X
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You can now see the sharing policy has been updated:

] Microsoft 365 admin center-Sh- X = = a X

< C Y & adminmicrosoftcom/Adminportal/Home?source=applauncher#/SitesList % O

Microsoft 365 ad

= Acme Widgets D Darkmode (@D The new admin center
@ Home .
Sites
R Users v
£ Groups v
~+Addasite () Refresh kearch =
fa Roles
B Resources - URL External sharing
Rooms & equipment
https://acmewidgets.sharepoint.com/ Anonymous access allowed
| P g P y
Sites
S siling o https://acmewidgets.sharepoint.com/portals/hub Not allowed
€ Support ~ harepoint. Not allowed
&2 Setup https://acmewidgets-my.sharepoint.com/ Anonymous access allowed
k2 Reports v
@ Health v
Admin centers
@
O  Security
O Compliance =

4 Azure Active Directory

Add Sites

To add a site to the Sites page, click Add a site:

3 Microsoft 365 admin center - Sh- X < - a X

€« C O @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/SitesList w @

Microsoft 365 admin center

= Acme Widgets D Dakmode @D The new admin center
@ Home .
Sites
R Users v
£ Groups v
+Addasite O Refresh P search =
S Roles
B Resources - URL Extemal sharing
Rooms & equipment
https://acmewidgets sharepoint.com/ Anonymous access allowed
1 sites
= siling o https://acmewi com/portals/hut Not allowed
@ Support v https:, h Not allowed
% Settings v h h: d Existin
2 Setup com, Anonymous access allowed
b~ Reports v
@ Health v
Admin centers @
O  Security =

O Compliance

MOS5025_Microsoft 265 -
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This will open a new window to the Create Site Collection page:

1 Microsoft 365 admin center - Sh- X @ Create Site Collection x +
C (0 @& acmewidgets-admin.sharepoint.com/_layouts/15/online/CreateSiteFull.aspx
(&) Create Site Collection

Title

Web Site Address

Template Selection

Time Zone
Administrator
Storage Quota

Server Resource Quota

https://acmewidgets.sharepoint.com

/sites/ v

2013 experience version will be used
Select a language:

English v

Select a template:

Collaboration

Team site (classic experience)
Developer Site

Project Site

Community Site

A site with a classic experience on the home page and no connection to an Office

365 Group.
(UTC-08:00) Pacific Time (US and Canada) v
&
GB
300 resources of 700 resources available

Here, you can create a new SharePoint site collection.
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Activity 4-4: Managing Resources
In this activity, you will add a resource and then review site sharing settings.

1. Ensure you have completed Activity 4-3. Your browser should be open to your
Microsoft 365 Admin Center home page:

65 somn ceme- e X 7 X

« C O & adminmicrosoftcom/Adminportal/Hlome?source=applauncher#/omepa * @ i

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, settingsorta.. -+ Addcard D) Darkmode  # Whatsnew? @D The new admin center
| & Home

2 u Essentials

A& Groups v User management Billing Training & guides

A Roles

Training
B Resources . User management $0.00 .o N e
8 Billing v Add, edit, and remove user accounts, and reset passwords.
—g J L Reactivate. Subscription has expired. f, Customized setup guidance
@ Suppor v
@ Settings v i Trai
; Le: PP

2 Sety

& D Add user Edit a user Balance Subscription

K2 Reports v

@ Health - Message center Office apps

151 unread messages 2 Of 2 iconsea s nive stasea o

Admin centers 1 M365 Information Governance: Update to retention labels I )

O < W instaiies M Not yet instatled

U Seaurity ) New Advanced eDiscovery features: non-custodial data sources and bulk-add custodians ]

U Compliance @: Outlook for Android launches Plav My Emails

2.  Click Resources - Rooms & equipment from the navigation pane:

O Microsoft 365 aamn center - Ho X | 4+ 7 x

« C O & adminmicrosoftcom/Adminportal/Home?source=applauncher#/omepa * @ i

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, settingsorta..  + Addcad ) Darkmode  # Whatsnew? @D The new admin center
| & Home

o Essentials

KR Users v

£ Groups User management Billing Training & guides

S Roles

Training
B Resources " User management $0.00 oveee ! i [

Rooms & equipment

Stes y 2
B eilling v
@ Support v i; -
. Add user Edit a user Balance Subscription
@ settings v
2 sew
Message center Office apps
. 151 unread messages 2 Of 2 iconses s nive stasea o
1 M365 Information Governance: Update to retention labels E—
W instaiied W Not yet installed
1 New Advanced eDiscovery features: non-custodial data sources and bulk-add custodians =]
Admin centers
@2 Outlook for Android launches Plav My Emails
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3. Click Add resource:

0 Microsoft 365 admin center - Ro X o

« C O & adminmicrosoft.com/Adminport

Microsoft 365 admin center

= Acme Widgets D Dark mode
@ Home .
Rooms & equipment
R Users v
A Groups v
+ Add resource O Refresh P search
5 Roles )
8 Resources - Name Email Type
1 Rooms & equipment
Sites
B Billing v
@ Support v
& Settings v
£ Setup
K2 Reports v
Add a resource mailbiox to see it in this list

Health ~ Create mailboxes for resources like conference rooms, company cars, or shared equipment, so

inyour organization can reserve them.

Service health

Message center

Admin centers

O Security

4. A pop-up window will open. Click the drop-down menu at the top of the window

and click Equipment:

New resource

Add

Type
| Room v
Room
]
Email *
@ | acmewidgets.onmicrosoft.com v
Capacity
Location

Phone number

ft Power Automate Free l off
9998 of 10000 licenses available

Standard [ | off

You're out of licenses. If you turn this on, we'll try
to buy an additional license for you.

@D The new admin center

T Filter =

@
=
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5. Enter “3D Printer” for the name. Click the Email field and it will auto-populate,
leave the Capacity and Phone number fields blank. For the location, type “South

Campus:”

a 3D Printer

Add

Type

‘ Equipment v

Name *

3D Printer

Email *

3dprinter @ | acmewidgets.onmicrosoft.com v

Capacity
Location

South Campus

Phone number

Add
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6. Click Add:

3D Printer X

Add

Type

Equipment v

Name *

3D Printer

Email *

3dprinter @ acmewidgets.onmicrosoft.com v

Capacity

Location

South Campus

Phone number
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7. Once the equipment has been added, click Close to close the pop-up:

3D Printer X

The Equipment mailbox is ready to use.

Next steps
Set scheduling options
You can limit when users can reserve this equipment and add delegates
who can approve reservations.
Edit details
Get started using equipment in Outloo

(You can share this link with users.)

Would you like to know more?

8. Now, let’s review the site sharing settings. Click the Sites sub-category from the
Resources category in the navigation pane:

Q Wicrosoft 365 aamin center- o X | o+ I x

« C 0 @ adminmicrosoftcom/Adminportal/Home?source=applauncher#/ResourceMailbox * @ i

i Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home .
Rooms & equipment
R Users v
A Groups v
+ Add resource O Refresh P search T Filter =
S Roles
B Resources ~ Nom o
1 Rooms & equipment
30 Printer i
Site
- 5

B egiling v
@ Support v
@ Settings v
& setwp
K2 Reports v
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9. Review the list of sites and their sharing policies:

rosoft 365 aomin center - Sn X 4+

« C O & adminmicrosoft.com/Adminportal/Home?source=applauncher#/SitesList % @

i Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home .

Sites
R Use v
£ Groups v

+Add asite O Refresh £ search =

Ao Roles
B Resources ~ URL

Rooms & equipment
hitps://acmewidgets.sharepoint com/

1 sites

S eiling v h it 2 Not allowee
@ Support ~ https://acmewidgets sharepoint.com/search
B Settings v https harepoint.
&2 Setuwp https://acmewidgets-my.sharepoint.com/
k2 Reports v
@ Health A

Service health

Message center (0]

=

Admin centers
T Security

10. Close your browser to complete this activity.
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Summary

In this lesson, we began exploring the tools that Microsoft 365 administrators will use most
frequently. We learned about the Admin Center and some of its key components, including
the Message Center, Service Health Center, Groups page, Rooms & Equipment page, and

Sites page. We also learned about basic user management tasks.
Review Questions

1. True or False: There is only one administrator type in Microsoft 365.
2. How do you access the Admin Center?

3. How do you access the main Groups page?

4. What is the command sequence to begin creating a shared mailbox?

5. Which user management commands are available from the Admin Center home page?
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LESSON 5:
MANAGING SECURITY

Lesson Objectives

In this lesson you will learn how to:

e Manage domains

e Monitor Microsoft 365 security and compliance
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TOPIC A: Managing Domains

Microsoft 365 also gives you the ability to add and manage multiple domains. This allows

users to manage their entire digital infrastructure from a single Microsoft 365 location.

Topic Objectives
In this session, you will learn:

e What adomainis
e How to view and add domains

¢ How to add a domain to e-mail accounts
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What is a Domain?

The term “domain” is specific to a Windows network where all assets (such as user
accounts, PCs, and printers) are registered with a central database. The domain may be
managed by one central server, or in the case of larger organizations, management may be

delegated to sub-servers, called domain controllers.

These domains are often given a network name and function as a Domain Name Server
(DNS), which also controls website and email functions. More commonly, domains are used

for user management while email and web services are outsourced to other servers.

View Current Domains

To view the domains associated with your Microsoft 365 infrastructure, open the Admin
Center. Then, click Settings - Domains:

1] Microsoft 365 admin center - Ho X =+ = X

< C (Y @& adminmicrosoftcom/AdminPortal/Home#/homepage * O

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, settings orta.. =~ Addcard  J) Dark mode % Whatsnew? @D The new admin center
|® Home
K Users v
Recommended based on Micro... ~ RECOMMENDED
£ Groups v
S Roles Allow chat and calls with
B Resources N people outside your org
Billing v
Q@ Support v
3 Settings ~
Domains
Microsoft Search
Org settings

Add-ins
! Essentials

Partner relationships.

2 Setp User management Billing Training & guides

k2 Reports v

o o y User management $0.00 i s ®
dd, edit, and rem s Reactivate. Subscription has expired, =

Admin centers o

O Security
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You will now see the domains associated with your organization’s Microsoft 365

infrastructure:

1] Microsoft 365 admin center -Dc. X =+ = =] X

<« C Y @& adminmicrosoftcom/AdminPortal/Home#/Domains * 6

Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home .
Domains
K Users v
£ Groups v
- Add domain £S5 Buy domain () Refresh £ Search Y Filter =
Fa Roles
B Resources e Domain name 1 Status @ Choose columns
B Billing v
acmewidgets.onmicrosoft.com (Default) @ Heslthy
@ Support v
£ Settings ~
1 Domains

Microsoft Search

Org settings

Add-ins

Partner relationships
P Setup
k2 Reports v
D Health v (0]

=

Admin centers

O Security

Add a Domain

To add a new domain to your Microsoft 365 organization, click Add domain at the top of
the Domains page:

1] Microsoft 365 admin center-Do X+ - X

<« C { @& adminmicrosoft.com/AdminPortal/Home#/Domains * O

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home .
Domains
K Users v
£ Groups v
~+ Add domain 5 Buy domain () Refresh O Search Y Filter =
Fs Roles @
B Resources h Domain name 1 Status 2 Choose columns
B Ssiling v .
acmewidgets.onmicrosoft.com (Default) @ Healthy
@ Support v
&3 Settings ~
1 Domains

Microsoft Search

Org settings

Add-ins

Partner relationships
& Setup
k2 Reports v
D Health v ®

=

Admin centers

O Security
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Using the provided wizard, you can now enter the details of the domain your organization

owns:

0 Micros

€« C (Y @& adminmicrosoft.com/AdminPortal/Home#/Domains/Wizard * 6

365 admin center-De X + - o X

Microsoft 365 admin center

Domains > Add domain

@
2
CON Add a domain
‘e ®  Domain name X

Learn how to add a domain
B If you already own a domain like contoso.com, you can add it to your account here.

QO Connect domain
8 | Domain name
xample: contoso.com Microsoft 365
(2] O Finish l :
Add a °
& domain
v
b
) you're using a cor jomait
an step process. Otherwise, you ca

update your DNS records yourself,
0
0
&

®

[
® = B
& Close

If you need to purchase a domain, note that you can do so from the Domains window:

] Microsoft 365 admin center -Dc. X =+ = a X

& > C Y @& adminmicrosoft.com/AdminPortal/Home#/Domains * 6

Microsoft 365 admin center

= Acme Widgets D Darkmode @D The new admin center
@ Home .
Domains
K Users v
£ Groups v
~+ Add domain 5 Buy domain () Refresh O Search Y Filter =
fa Roles {’_’j
B Resources e Domain name T Status @ Choose columns
B Billing v X §
acmewidgets.onmicrosoft.com (Default) @ Healthy
@ Support v
3 Settings ~
1 Domains

Microsoft Search

Org settings

Add-ins

Partner relationships
2 Setup
k2 Reports v
@ Health v @

=

Admin centers

O Security
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Add a Domain to Email Accounts

Once you have set up your domain, you can add its users to Microsoft 365. To start, from

the home page, click Setup:

] Microsoft 365 admin center - x 4+

€« C Y @& adminmicrosoftcom/AdminPortal/Home#/featureexplorer

Microsoft 365 admin center

Protect your org with security defaults

Turn on security defaults for preconfigured security

settings that prevent most common attacks related to...

Acme Widgets
@ Home
R users v Welcome back, John Smith!
QQ Groups v Discover, learn about, and set up services, solutions, and add-ins included with your subscription.
S Roles
B Resources v
8 Billing v
@ suport v Sign-in and
@ Settings v security
I P sewp @ Increase security for sign-in, links, and more )
View
K2 Reports v
P Health v

Admin centers

QO  Security

QO Compliance

4 Azure Active Directory
B2 Exchange

Scroll down to Data Migration, then click the View link under the Migrate your users’ data

category:

1] Microsoft 365 admin center - x 4+

& > C (Y & adminmicrosoft.com/AdminPortal/Home#/featureexplorer

Microsoft 365 admin center

Set passwords to never expire

Setting passwords to never expire is more secure and
leads to fewer work stoppages.

View

© Give admins only the access they need

D Darkmode (@D The new admin center

P search

Get your custom domain set up

Connecting a domain will allow users in your
organization to send and receive email from a custom

View

Let users reset their own passwords

Reduce your support costs by allowing users to register
for self-service password reset.

View @

Svnc users from vour orq's directory

@ Home

K Users v . .
Data migration

£ Groups v
Bring over email and data from a previous

pe Roles solution

B Resources v

B Biling v

Support v

Settings v

Apps and updates

Deploy Office and other Microsoft apps

B
|f’ Setup
k2 Reports v
?

Health v

Admin centers
O Ssecurity
O  Compliance
@ Azure Active Directory
@ Exchange
®

SharePoint
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Migrate G Suite users to Microsoft 365

Move their Gmail mailboxes, contacts, and calendar
info from G Suite to Exchange Online.

View

© Bring people together with Teams

Set up Teams for private and group chats, audio and
video calls, and file collaboration from anywhere.

View

© Get feature updates for Office every month

Give your users new and improved features every
month.

View

2 search

Migrate your users' data

Bring email and data over from another service so you
can manage it all in one place with Microsoft 365 app...

View

b

Help users install their Office apps

Make sure users in your organization have installed and
activated all the Office apps they're licensed for.

View
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In the new window, click View migrations:

] Microsoft 365 admin center -~ X =+ = a X

< C (Y & adminmicrosoftcom/ I/Home#/ ataMigration * O :

Microsoft 365 admin center

= Acme Widgets D Darkmode (@D The new admin center
@ Home .
‘d
o e . Migrate your users' data
£ Groups 7 Bringing all of your email and data together helps you control access and maintain productivity.
Imported data also gets the advantage of security and compliance capabilities available with your
fa Roles subscription, plus tighter email integration with Microsoft apps and services like Outlook and
Teams.
B Resources v
@ Support v
&5 Settings v
» User impact About data migration More information
Setup
Outlook: If you're migrating email, users might need to Your organization's email and data is important, and you IMAP migration in the Microsoft 365 admin center
k2 Reports e restart or reconnect Outlook. don't have to leave it with your old provider or service. You Migrate your Outlook.com account
@ ShareP U ht " URL & can import data from Gmail, Outlook. Hotmail, Yahoo, Migrate your G Suite mailboxes
Health v \arePoint: Users might need a new o0 access

Exchange, and SharePoint. as well as other email sources

SharePoint sites. that support IMAP or PST export.

Admin centers Learn more
Data migration best practices

O Security s P

O  Compliance

4 Azure Active Directory

=
B: Exchange
®  SharePoint -
Then, in the new window, click Other email sources:
1] Microsoft 365 admin center - M1 X = = X
<« C { @& adminmicrosoft.com/AdminPortal/Home#/EmailMigration/Source * O :

Microsoft 365 admin center

Acme Widgets @D The new admin center =
@ Home
A Users v
& Groups v Select your data service
fa Roles Select the appropriate source where you plan on migrating data from. We will then guide you through the rest of the migration experience.
B Resources v
S Biling v @ outlo
@ Ssupport w7 Important: Before you

migrate data
&8 Settings v complete a few steps to

prepare.

& Setup
k2 Reports v
P Health v

Admin centers

Use ption if your
environment has at least
O Security work. | file
and/or 2016 server. share system.
Compliance ®
©  Azure Active Directory
=
B Exchange

®

SharePoint

© 2005-2023 Velsoft Training Materials Inc.

237



Getting Started with Microsoft 365

In

the resulting window, you can enter the details of the email service to migrate:

] Microsoft 365 admin center - M1 X = = a X

<

C (¢ & adminmicrosoftcom/AdminPortal/Home#/EmailMigration/Source % O :

iii  Microsoft 365 admin center

= Acme Widgets @D The new admin center
@ Home
R Users v
& Groups v Select your data service
£ Roles Please let us know how to connect with your email service.
B Resources N IMAP server name * Port Security*
B silling v imap.domain.com @ ssL TS
Q@ Support ~
& Settings v
& setup
k2 Reports v
@ Health v

Cancel
Admin centers
O security
O Compliance (0]
@ Azure Active Directory

=

@2 Exchange
®  SharePoint

When you have completed entering the details, click Save to complete the process.
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Activity 5-1: Managing Domains

In this activity, you will review the domains linked to your organization’s Microsoft 365

infrastructure.

1. Openabrowser and log into your Microsoft 365 site.

2.  Click the Admin tile on your landing page:

@ Microselt Office Home x +

X 0O @ office.com/?auth=2&home=1

i Office P Search

Good evening

+ 4 e @ 4

Startnew  Outiook  OneDrive Word Excel
N, ) Y
g o/t
Dynamics Power X Al
o er Admir . alendar Allapps
Recommended
o Jane Gibson shared this with you Jane Gibson shared this with yo
] 2 L |

Activity 3-1 Schedule
4 acmewidgets sharepoin

Recent  Pinned

3. The Admin center homepage will be opened in a new tab. Click Settings -
Domains:

W@ P @

PowerPoint OneNote SharePoint Teams

Schedule Safety Ins,

Install Office
S
-

Bookings Yammer

T Uploadand open... @

= Acme Widgets P Search for users, groups, settingsorta..  + Addcard ) Darkmode & Whatsnew? @D The new admin center
| & Home
= Essentials
R User v
£ Group User manags t Billing
A Rol
B Resources . User management
S iling v Rea Sub !
Q@ Suppor >
& oo
O Add user Edit a user Balance Subscription

Add-ins Message center Office apps

Partr lati
2 seup 151 unread messages 2 Of 2 icences users nove mscanea omee
k2 Reports v ] M365 Information Governance: Update to retention labels — )
@ He v LI [ ]

very features: non-custodial data sources and bulk-add custodians (=)
0 talHor
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4.

5.

Review the domains associated with your organization:

O Wicroset: Oftce Home x

« C O & adminmicrosoft.com/AdminPo

Microsoft 365 admin center

= Acme Widgets @D The new admin center
@ Home .
Domains
R Users v
A Groups v
{- Add domain £ Buy domain () Refresh 2 search VFilter =
fa Roles
8 Resources h Domain name | Status ® a i
= sl v
i acmewidgets.onmicrosoft.com (Default) [
@ Support v

Settings o
1 Domains

Microsoft Search

Org settings

Add-ins

Partner relationships

2 Sewp
k2 Reports v @
@ Health v

Admin centers

Click Setup in the Navigation pane:

O Wicroset: ftce Home x

« C O & adminmicrosoftcom/Ad

Microsoft 365 admin center

Acme Widgets D Darkmode @D The new admin center
@ Home .
Domains
R Users v
£ Groups v
}- Add domain £ Buy domain () Refresh 2 search Filter =
fa Roles
8 Resources v Domain name | Status i
(ST v
J acmewidgets. onmicrosoft.com (Default) @ Healtty
@ Support v
Settings ~
1 Domains
Microsoft Search
Org settings
Add-ins
Partner relationships
& sewp
O
k2 Reports v @
@ Health v
Ittt microsof comsdminPortalfHormetfeaturcesplorer
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6.
your users’ data sub-menu:

@ Microsoft Ofice Home X Mcrosoft 365 amincenter- X |

€« C O & adminmicrosoft.com/AdminPortal/Home#/featureexplore:

Microsoft 365 admin center

241

Scroll down to the Data migration menu. Click the View link under the Migrate

Sync users from your org’s directory

@ Home
R Users v
v
£ Groups v iew
A Roles
B Resources v
= eiling v
Q@ Support v . .
Data migration
R - and data from a previous Move thei
Microsoft Search View
Org sttings
Add-ins

Partner relationships

Migrate G Suite users to Microsoft 365

£ Search

Migrate your users' data

d calendar

|2 sewp
£ B ” Apps and updates © Bring people together with Teams Help users install their Office apps ©
@ =5 v Deploy Office and other Microsoft apps =
soft.com/AdminPortal/Home#/featureexplorer View View -
7.  Click View migrations to continue:
Q Microsof me X 3 Micros dmin c x 4
« C O & adminmicrosoft.com/A ration/DataMigration % @

Microsoft 365 admin center

= Acme Widgets
@ Home
. '
. . Migrate your users' data
R Groups v
S Roles
B Resources v
S siling v
@ Support v .
5 Settings A
User impact
Domains
Microsoft Search Outlaok: If you're migrating email, users might need to
restart o 0

Org settings

. SharePoint: Users might need a new URL Lo access

bk SharePoint sites.

Partner relationships

Learn more

& Sewp -
I~ Reports v
@ Health v

Admin centers
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8. Review the migration options:

0 v

« C O & adminmicrosoftcom/Ad

Hhice Home. x 0Ow

Microsoft 365 admin center

_ Acme Widgets @D The new admin center
Home
Users v

Groups. v

Roles
Resources v
Billing v T Ur PST

Support v

Settings ~
Domains

Microsoft Search

Org settings

Add-ins

Partner relationships

Setup

L Repors v

@ Health v =

Admin centers

9. Click the Home category and leave your browser open for the next activity:

O Wicroset: Oftce Home x

« C O & adminmicrosoft.com;

Microsoft 365 admin center

Acme Widgets @D The new admin center

@ Home {’;
R Users v
£ Groups v Select y
S Roles select thy
2 Resources v
B siling v T :
@ Support v

Settings A

Domains
Microsoft Search
Org settings

Add-ins

K

Other emai @8 Fxchange 8 shareroint

urce:

Partner relationships

Setup

L2 Repors v

@ Health v =
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TOPIC B: Security and Compliance

Keeping your organization’s Microsoft 365 data secure will be a key part of your role as an

administrator. The Security & Compliance Center provides a central location to review and

manage security options, as well as set policies to ensure compliance and prevent data loss.

Topic Objectives

In this session, you will learn how to:
e Open and navigate the Security & Compliance Center
e Create and manage alerts
e Manage user permissions

e Create data loss prevention policies
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Navigate the Security & Compliance Center

From the Navigation pane, click Security under the Admin centers menu:

] Microsoft 365 admin center - Ho X = = X

< C (Y & adminmicrosoftcom/AdminPortal/Home#/homepage % @

Microsoft 365 admin center

= Acme Widgets O Search for users, groups, settings orta..  + Addcard ) Darkmode  # Whatsnew? (@D The new admin center
| & tHome
Essentials
R Users v
& Groups v User management Billing Training & guides
Fa Roles
N Training for admins
B v User management $0.00 i | SRt —
S Ssillin v Add, edit and remove user
g dd, edit, and remove user accounts, and reset passwords Reactivate. Subscription has expired. Customized setup guidance
Choose a setup path to fit your org
@ Support v
&2 Settings v i Training for users
I/ team o use Office 3 the Office apps
Setu
2 B Add user Edit a user Balance Subscription
K2 Reports v
Health v Message center Office 365 software
Admin centers .
Loading... 2 Of 2 ccrics e hove s Ot

QO Security

|
O Compliance
" @

B installed M Notyet installed

@ Azure Active Directory

=l
B2 Exchange
B  SharePoint . Install Office View and share .
The Security and Compliance Center will open in a new tab:
1] Microsoft 365 admin center - Ho X & Home - Security & Compliance X =+ - =] X

C Y @& protection.office.com/homeg

Microsoft 365

@ Home

Check out the ne es for Microsoft 365 security and compliance X

A Alerts

Check out the new homes for Microsoft 365 security and compliance. Designed with accessibility and usability in mind, Microsoft 365 security center and Microsoft 365 compliance center offer
specialized workspaces for managing security and compliance across Microsoft 365 services. Leam more
R Permissions

Classification ) Office 365

[“a Data loss prevention N2

Ne're committed

elping on yo

Ei‘: Records management

GDPR is all about protecting and en: nside the
European Union (EU). Our tools can help you
sensiti s locations (like Exchang
help you ind and export content i

£ Go to the GDPR dashboard

d more) and can also
data subject requests.

§ Information governance

@ Supervision ‘

& Threat management v

dashboard to see what's new, provide access

for other users, and more...

= Mail flow dashboard can help you manage the

EI Data privacy

ate oot

0O Search A ‘ \ @ Need help?

You can navigate through the Security & Compliance Center by clicking the categories and
sub-categories in the navigation pane (1) on the left side. The main part of the window (2)
displays the contents of the currently selected sub-category. The right side of the window
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provides a search field (3) and the recommendations (4) that might be useful to you. Below

is the Need help (5) link.

Create Alerts

Alerts will automatically notify you of security issues or changes. To create an alert, click

Alerts - Alert policies in the navigation pane:

& Home-Securty & Compliance X+

€« C ) @& protection.office.com/homepage

Office 365 Security & Compliance

Microsoft 365

A Alerts

specialized workspaces for managing security and compliance across Microsoft 365 services. Leam more
Dashboard

View alerts

Office 365

ommitted to he

Alert policies “

R Permissions

GDPR is all about protecting and enabling individuals' privacy d Search for users
European Uni s

sensitive info a

Classification ur tools can help you d

ations (like Exchange, Or

help you quickl

["ﬁ Data loss prevention

[fa Records management

EI Information governance

@ Supervision

& Threat management
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Check out the new homes for Microsoft 365 security and compliance. Designed with accessibility and usability in mind, Microsoft 365 security center and Microsof

‘ £ Go to the GDPR dashboard *'I\

Check out the new homes for Microsoft 365 security and compliance X

S compliance center offer

General Data Protection Regulation
(GDPR) requires organization like
- yours to properly govern EU
how you can classify and govern
these data properly to minimize

compliance risks.

View recommendation

ease mailbox storage

Take control of the
email in your
zation. Turn on




Getting Started with Microsoft 365 246

Now, click New alert policy:

8 Alert policies - Security & Comp X =+ - 8 X

<« C (Y @ protection.office.com/alertpolicies * 6

Office 365 Security & Compliance ¢ s 2@

Home > Alert policies

@ Home Alert policies

A\ Alerts

Use alert policies to track user and admin activities, malware threats, or data loss incidents in your organization. After choosing the activity you want to be alerted on, refine the policy by adding
conditions, deciding when to trigger the alert, and who should receive notifications. Learn more about alert policies
More advanced alerting capabilities are available through ES, Threat intelligence or Advanced compliance subscriptions. Learn more

Dashboard Looking for activity alert policies that are not showing up here? Manage them in Activity alerts
Alert p
[ Name Severity Type Category Date modified Status
R Permissions
D Suspicious email sending patterns detected ® Medium System Threat management
Classification
D Elevation of Exchange admin privilege ® Low System Permissions
[@ Data loss prevention
D Email reported by user as malware or phish Informational System Threat management
[y Records management [[] eDiscovery search started or exported ® Medium System Threat management
EI Information governance D Admin Submission Result Completed ® Low System Threat management
i i e e nage!
&> ST [[] Email sending limit exceeded ® Medium System Threat management
D Creation of forwarding/redirect rule ® low System Threat management

& Threat management

@ Need help? Give feedback [

The New Alert Policy window will open. At the top, enter the name and description of the
alert. Then, click the drop-down boxes to choose the Severity (the importance of the alert)
and the Category. Click Next to continue:

| & Alert polices - Securty X | - —
<« - 0O @ ) | https://protection.office.com/alertpolicies * = 1 e

Office 365 Security & Compliance

New alert policy i i i
Name your alert, categorize it, and choose a severity.

Name your alert

File Download Alert ‘

Create alert settings o
Description

This alert will notify me when files are downloaded.
Set your recipients

Review your settings
Severity * ©
® Medium v —

Category *

Information governance ~ —
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Choose the activity from the Activity drop-down box that will trigger this alert:

- O @

& | httpsy//protection.office.com/alertpolicies

Office 365 Security & Compliance

New alert poli
S Choose an activity, conditions and when to trigger the alert

You can only choose one activity but you can add conditions to refine what we'll detect.

@ nName youralert What do you want to alert on?

A Activity is
! Create alert settings

v
. T
Set your recipients pel
T aqq  Copied file
Review your settings N
Deleted file
How do Downloaded file
Modified file @
@ cvery
Moved file

https:/protection.office.comy/alertpolicies

Once you have selected the desired activity, click the arrow next to the Choose activities to

alert section header to close it. Next, add any conditions you wish to use. Here we have

selected the User field:

B gl & Alert policies - Security X |+ v

<« - 0O @ & | httpsy/protection.office.comyalertpolicies

Office 365 Security & Compliance

New alert polic
e Choose an activity, conditions and when to trigger the alert

You can only choose one activity but you can add conditions to refine what we'll detect.

@ nName your alert What do you want to alert on?

A ¥ Activity is

Create alert settings

v

.. User establishes a sync relationship and successfully downloads files for the first time to their computer from a
Set your recipients .
document library.

Review your settings
2 e + Add a condition v
General
IP address
b lert to be triggered?
G User tches the rule
File @
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Next, choose which user this will alert:

S oo T

< - 0O @ @ | httpsy//protection.office.com/alertpolicies

Office 365 Security & Compliance

New alert policy

Choose an activity, conditions and when to trigger the alert

Name your alert You can only choose one activity but you can add conditions to refine what we'll detect.

What do you want to alert on?

Create alert settings A * Activity is

Set your recipients

Acme Widgets
emails: AcmeWidgets@acmewidgets.onmicrosoft com
l

N

Armando Tyler
4 . emails: atyler@acmewidgets.onmicrosoft.com
Review your settings
Edwin Bruce
A | emails: ebruce@acmewidgets. onmicrosoft.com
George Delgado
l emails: g delgado@acmewidgets.onmicrosoft com
‘} hoose use
| (0 selected)
+ Add a condition
|

https//protection.office.com/alertpolicies

(Or you can leave this field blank to have the alert triggered when any user performs the

selected action([s].) Click Next to continue:

B g & Alert policies - Security X

< - O @ @ | httpsy//protection.office.com/alertpolicies

Office 365 Sec & Compliance

New alert policy

Choose an activity, conditions and when to trigger the alert

files for the first time to their computer from a

Name your alert What do you want to alert on?
A * Activity is
Create alert settings
v
User ishes a sync relationship and
Set your recipients document library.
Review your settings A Useris

Any of these

‘ Armando Tyler

(1 selected)

+ Add a condition v
e
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Select the recipients and set the daily limit. Then, click Next to continue:

-al & Alert policies - Security X [+ v _ a =
&< - O @ © | https://protection.office.com/alertpolicies * x 7 e

Office 365 Secul

New alert policy

Decide if you want to notify people when this alert is triggered

Send email notifications

Name your alert Email recipients *

John Smith

Create alert settings

Daily notification limit
Set your recipients

Review your settings

Review your settings and click Finish to complete:

aJ & Alert policies - Security X \+ v = .
&« - 0O @ £ | https://protection.office.com/alertpolicies * ~ 7

Office 365 Security & Compliance

New alert policy . i
Review your settmgs

@ nName youralert Name File Download Alert
Description This alert will notify me when files are downloaded.
. Edit
Create alert settings Severity ® Medium
Category Information governance
Set your recipients
Filter Activity is Downloaded files to computer and User is Any of
Review your settings these (1 selected)
" . . . Edit
Aggregation Trigger an alert when any activity matches your conditions.
Scope Al users
Recipients Jjsmith@acmewidgets.onmicrosoft.com
Edit

Daily notification No limit
limit
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You can see the newly added alert and its active status in the homepage:

o - 8 x

8 Alert policies - Security & Comp. X

& C {d & protection.office.com/alertpolicies * @

Office 365 Security & Compliance Q. &8 7?2

Home > Alert policies

@ Home Alert policies

A Aerts Use alert policies to track user and admin activities, malware threats, or data loss in
conditions, deciding when to trigger the alert, and who should receive notifications.
More advanced alerting capabilities are available through ES, Threat intelligence or Advanced compliance subscriptions. Learn more

ents in your organization. After choosing the activity you want to be alerted on, refine the policy by adding

Learn more er s

Looking for activity alert policies that are not showing up here? Manage them in Activity

R Permissions

Classification

[ Name Severity Type Category Date modified Status
["ﬁ Data loss prevention
Files Download Alert Medium Custom Information governa... 6/11/20 2:37 PM
B Records management ‘ 9 /1/2023 (o)
D Suspicious email sending patterns detected Medium System Threat management
EI Information governance
D Elevation of Exchange admin privilege ® Low System Permissions
@ Supervision
[[] Email reported by user as malware or phish nformational ~ System Threat management
& Threat management
D eDiscovery search started or exported Medium Threat management
| Mail flow [] Admin Submission Resut Completed ® Low System management
£ Data privacy [[] Email sending limit exceeded Medium System Threat management

Fenntion nk b : a .. ot
O Search - 12 item(s) loaded. ® Need help? Give feedback  [RN4

Manage Alerts

To change an alert’s settings, click the ellipsis ( --- ) and select Edit:

8 Alert policies - Security & Comp X =+ - X

< C Y @ protectionofficecom/alertpolicies * @

Office 365 Security & Compliance Q&8 7?2 5

Home > Alert policies

@ Home Alert policies

Use alert policies to track user and admn activities, malware threats, or data loss incidents in your organization. After choosing the activity you want to be alerted on, refine the policy by adding

A\ Alerts

conditions, deciding when to trigger the alert, and who should receive notifications. Learn more ab

More advanced alerting capabilities are available through ES, Threat intelligence or Advanced compliance subscriptions. Learn more

Looking for activity alert policies that are not showing up here? Manage them in Activity

R Permissions

Classification

[ Name Severity Type Category Date modified Status

["ﬁ Data loss prevention
Files Download Alert Custom Information governa... 6/11/20 2:37 PM
By Records management O 9 @ [
M S Zedit

[[] Suspicious email sending pattemns detected Medium System management - @
) Information governance @ Delete

D Elevation of Exchange admin privilege ® Low System Permissions
@ Supervision

[[] Email reported by user as malware or phish nformational ~ System Threat management
& Threat management

D eDiscovery search started or exported Medium System Threat management
i Mail flow [] Admin Submission Resut Completed ® Low System management
& Data privacy [[] Email sending limit exceeded Medium System Threat management

PP — e a .. ot Thcant mmn st
O Search - 12 item(s) loaded. ® Need help? Give feedback  [RN4

This will open the Edit Alert pop-up window, where you can make the necessary changes.
You can toggle it On/Off to activate/deactivate the alert, change the description, and more.
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You can also go through different menus in the navigation column to the left for more

options. Click Save to close the window:

& Alert policies - Security & Comp! X 4

<« C (O @ protectionoffice.com/alertpolicies * @ i

i Office 365 Security & Compliance

Click Save or Cancel to stop Files Download Alert

editing this alert.

Settings

Editing Description

Status

@ o

Description

Notifications This alert will notify me when files are downloaded

Severity

® Medium hd

Category

Information governance ~

g
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Manage User Permissions for the Security & Compliance Center

You can set specific permissions for the Security & Compliance Center. This is useful if you
want to restrict access to it or assign a specific administrator.

To view these permissions, click the Permissions category in the navigation pane:

Office 365 Security & Compliance
Home > Alert policies

4@ Home Alert policies

Use alert policies to track user and admin activities, malware threats, or data loss incidents in your organization. After choosing the activity you want to be alerted on, refine the policy by

A Alerts

the alert, and who should notifications.

adding conditions, deciding when to trigg
More advance

e o

able through ES, Threat intellig

SR Permissions Looking for a showing up here? Manage them in Activity al
—+ New alert policy 7 Filter
ssification
[] Name Severity Type Category Date modified Status
Data loss prevention
les Download Alert Mediur formation governa... 6/11/20 2:37 PM
R , [] Files Download Ale Medium Custom Informa na.. 6/11/20 2:37 PM [ o]
[[] ‘suspicious email sending patterns detected Mediun System Threat management
information governance
[T] Elevation of Exchange admin privilege ® Low System Permissions
Supervision
[[] Email reported by user as malware or phish Informational System Threat manag
, Threat management
- [T] eDiscovery search started or exported Medium System T
Mail flow [] Admin Submission Result Completed ® Low System Threat management
Data privacy ™ Email sending limit exceeded Medium System =

@ Need Give feedback |4

12 item(s) loaded

Office 365 Security & Compliance

Home > Permissions

Reviewer

Role group name

[[] nName

Assign permissions to people in your organization so they can perform tasks in the Security & Cd

f Home

you'll need to use the Exchange admin center and SharePoint to set permissions for others. Learr

To assign permissions for archiving, auditing, and retention policies, go to the Exchange admin ce

A Aerts

To assign permissions for document deletion policies, go to the Document

Deletion Policy Centet

R Permissions

Classification
Description dit

f the analysis featur

Data loss prevention
y- M of this g

Reviewer

that are assigned to them

Records Management
Assigned roles

Records management

Information governance

Supervision

Threat management

= Mail flow

E, Data privacy
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Review

Members Edit
None



Getting Started with Microsoft 365 253

Here, you can click a user role (1) from the list on the left to view its details (2) on the right.
The icons (3) at the top of the user role list allow you to create, refresh the list, and search

for user roles.

Manage Data Loss Prevention Policies

To view your organization’s data loss prevention policies from the Security & Compliance
Center, click Data loss prevention = Policy from the navigation pane:

& Home - Security & Compliance X 4 - a X
<« cC O & protection.office.com/homepage r @
i Office 365 Security & Compliance Q & ?2 5

Microsoft 365

Check out the new homes for Microsoft 365 security and compliance

security and compliance. Designed with accessibility and usability in mind, Microsoft 365 security center and Microsoft 365 compliance center ¢

{ Home

A Alerts

Check out the new homes for Microsoft 365
specialized workspaces for managing security and compliance across Microsoft 365 services. Learn more
/R Permissions

Classification y Office 365

[@ Data loss prevention
Policy
L

Bﬂ Records management

e 2 5] Let your users

e ‘ L classity their owr
el y finc st ‘
- their cc
8 Information governance Tra
[ Go to the GDPR dashboard -
)

<@ Supervision

& Threat management

S Mail flow

httpsy/protection.office.com/datalossprevention
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The Data Loss Prevention window will open:

Home > Data loss prevention

U revention (DLP) policies to help identify and protect your organization's sensitive info. For example you can set up policies to help make sure information in email and docs isn't
(@ Home shared with the wrong people. DLP

A Aerts

R Permissions

[@ Data loss prevention

Policy
[B Records management , 0 Bl Ofefesh || sear

& Information governance Name Order Modified date Status
© Supervision o No data available
& Threat management

= Mail flow

(O Give feedback  ACES

At the top of the window, you will see a description (1) of data loss prevention and how its
policies can benefit your organization. Below this information you will see two graphs (2)
tracking policy matches and false positives. Next, you will see commands (3) to create a
policy, refresh the list, and search policies. Finally, you will see a list of policies (4).
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Activity 5-2: Managing Security and Compliance

In this activity, you will explore the Security & Compliance Center.

1.

2.

Ensure you have completed Activity 5-1. Your browser should be open to your
Microsoft Admin Center home page:

ft Office Home x 0w

€« C O & adminmicrosoftcom//

i Microsoft 365 admin center

= Acme Widgets P Search for users, groups, settingsorta.. -+ Addcard D) Darkmode  # Whatsnew? @D The new admin center
| & Home
o Essentials
] v
£ User management Billing Training & guides
S Rol
Training for s
B Resources v User management $0.00 v ! o [l
S Biling v ek, et and remove user accounts, and rese passwords. Reactivate. Subscription has expired o o
Q@ Suppor v (]
& Settings ~
K,
Domains J"v
) Add user Edit a user Balance Subscription
Microsoft Search
Org setings
Add-ins Message center Office apps
Part .
2 s 151 unread messages
k2 Repo e ] M365 Information Governance: Update to retention labels @
@ Heath . -
= 1 New Advanced eDiscovery features: non-custodial data sources and bulk-add custodians =]

@2 Outlook for Android launches Play My Emails

ficrosat: Office Home x @ M

€« C O & adminmicosoftc

Acme Widgets O Search for users, groups, settingsorta..  + Addcard ) Darkmode & Whatsnew? @D The new admin center
Essentials
User management Billing Training & guides
& Setup
Trainingforsamins
r— y User management $0.00 oveee B e s
@ Health v Add, edit, and remove user accounts, and reset passwords.

Reactivate. Subscription has expired £
Admin centers

saarty K

:
Add user Edit a user Balance Subscription
Compliance
Message center Office apps
S 151 unread messages 2 Of 2 iconces users nove mscanea omee

Teams

] M365 Information Governance: Update to retention labels
All admin centers

1 New Advanced eDiscovery features: non-custodial data sources and bulk-add custodians

Customize navigation

N2 & &2 & CQ

@2 Outlook for Android launches Plav My Emails
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3. The Security & Compliance homepage will open in a new tab. Review the

information on the home page:

5admncener-Ho X 8 Hom & +
% @ i

a v

> @ & protectionoffice.com

Office 365 Security & Compliance

Microsoft 365

ieck out the new homes for Microsoft 365 security and compliance

Check out the mes for Microsoft 365 security and complian accessibility and usability in mind, secritycenterand Microsoft 365 complince center
specialized wo s for managing security and compliance a am more
Permissions
Office 365 |
e .
% Recommends )

[@ Data loss prevention v v Were com t
[ Records management

8 information ¢

© Supervision ‘
& Threal management

= Mail flow

8 Data privacy

4. Click the Permissions category:

+

0 Microsoft 365 admin center- Ho X & Ho
C O @ potectionofficecomhomepage
R

Office 365 Security & Compliance

Microsoft 365

ieck out the new homes for Microsoft 365 security and compliance

accessibility and usability in mind, anter and Micr compliance

complian

mes for Microsoft 36

s for managing security and compliance a

45 Check out the
spedalizod wo

Office 365

@B prevention v V' Viere commitied o he

AR Permissions

[ Records management

8 nformation govs

, Threal management

=5 Mail flow

ta p
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5.

6.

Review the currently configured user roles:

Q) Microsoft 365 admin center - Ho X

« C O & protectionoffice.com/permissions % @

lome > Permissions

sks in the

Assign permissions 1o people in your orgar y
rePoint to set permissions fo

youll need to use the Exchange admin center an

D

To assign pe

A Aerts v To assign p

hiving. auditing, and retention policies, go to the Exchange admin c¢

document deletion policies, go L the Document Deletion Policy Center

Role group name

Per .

ification

Name Description [

(@ Data loss prevention

[ Records management

[ Records Managermen
Assigned roles
B womation go 0] conent o
© Supervision [[] Insider Risk Management Admins
Members i
Threal management [0 trwicer Rsk Maragement None

Compliance Data Administrator
== Mail flow o

tributors

[ mmc

B Data privacy ,

Click Data loss prevention - Policy:

Q) Microsoft 365 admin center - Ho X Permissions - Securty & Compl- X =+ 7 x

« C O & protectionoffice.com/permissions * @

Office 365 Security & Compliance

fome > Permi

Assign permissions to people in your or

W<
youll need to use the Exchange admin center and SharePoi

To assign e ns for archiving auditing, and retention policies, go o Ba group

Alerts, To assign p

ment deletion policies, go (o

Role group name

Description €

Classification

[@ Pata loss prevention

of this group can see o

O Reviewe

o them

Policy. IS

[] Records Managemer
[y Records management Assigned roles
[ Content Explorer List Viewe Review
Information
[ sider Risk Management Adrmins
Members i

Supervision [ tesider Risk Management

ata Administrator

& Threat manage: 0o«

Mail flow

siiprotection.officesomidatalossprevention
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7. Review the information in this category:

Q) Wicrosof 365 admin center - Ho X x  + P
¢ C O @ protectionoffice.com/datalo * @
Office 365 Security & Compliance Q& 2 ‘
ipidentify and protect your organization's sensitive info. For example you can set up policies to help make sure information in email and docs fsnit
A Home L0L
A Nerts \ i
e DLP policy r . k2 DLP fals r
R per
o0—0—0—0—0—0—0
(@ Data loss prevention .
Policy.
[ Records management v +Croste a policy fiefresh
& Information Name Order ~ Modified date Status

No data available

@ Supervision
& Threat management

= Mail flow

¥ @ Need help? Give fee e

8.  Finally, click Alerts - Alert policies:

0 Microsoft 365 admin center - Ho X x + o x
«>Cc 0 a * @
Office 365 Security & Compliance Q& 2 ‘
ip identify and protect your organization's sensitive info. For example you can set up policies to help make sure information in email and docs st
R Home 10L
A Alerts A
& &2 DLP policy r . k2 DLP fals r
0—0—0—0—0—0—0

Alert policies

8 Permissions

+ Create a policy O Refresh

Name Order Modified date Status

ds management

No data available

B Information govern:

@ Supervision

. - ® Needhelp?  Give v
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9. Click New alert policy:

0 Microsoft 365 admin center - Ho X

G Home

A Nerts
Dashbo

Alert policies
8 Permissions

(3 pa

[ Records management

& Threat management

C (O @ protection.office.com/al

Office 365 Security & Compliance

fome > Alert policies

Alert policies

ties. mahware the incidents in sing the activity you want to be alerted on, refine the policy by

alert, and wi

Use alert policies to track user and

scriptions. Learn more

Severity Type Category Date modified Status
®  Medium Custom nformation governa... 6/11/20 237 PM [ o)
[ #ile Download Alert ®  Medium Custom Information governa... 6/15/20 1:35 PM [ o)
[[] suspicious email sending patterns detected ®  Medium System Threat management
[[] tlevation of Exchange admin privilege ® Low System Permissions
[[] Email reported by user as malware or phish Informational System Threat management
[[] eDiscovery search started or exported ®  Medium System Threat management
" Admin Submission Result Completed ® Low System Threat manag >

13 item(s) loaded.

10. The New Alert Policy window will open. For the Name, type “Activity 5-2.” For the
Description, type, “This is a sample alert for Activity 5-2.” Select Low for the
Severity setting and Others for the Category setting. Then, click Next to continue:

New alert policy

Name your alert

Create alert settings

Set your recipients

Review your settings

Name your alert, categorize it, and choose a severity.

Assign a category and severity level to help you manage the policy and any alerts it triggers. You'll be able to filter on these
settings from both the 'Alert policies' and 'View alerts' pages.

Name *

Sample Alert ‘

Description

This is a sample alert for Activity 5-2

Severity * ©

® Low -

Category *

Cancel
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11. Select Deleted file in the Activity fieled:

Office 365 Security & Compliance

New alert policy

@ Name your alert

@ Create alert settings

@  set your recipients

®  Review your settings

hitgs/fprotection.offic com/alertpolices

12. Click Next to continue:

at we'l detect,

You can only choose one activity but you can add condi

What do you want to alert on?

A = Activityis ! This field is required.

Deleted file
Howdo b

®
@ Cvery  pownloaded file

scarded file checkout

dified file

Choose an activity, conditions and when to trigger the alert

New alert policy

Choose an activity, conditions and when to trigger the alert

You can only choose one activity but you can add conditions to refine what we'll detect.

Name your alert What do you want to alert on?

Create alert settings

Set your recipients

Review your settings

A * Activity is

T Add a condition V¥

Back

User deletes a document from a site.

How do you want the alert to be triggered?

@ CEvery time an activity matches the rule

‘ “ cance
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13. Keep the Email recipients field set to the default. Then, click Next to continue:

New alert policy

Name your alert

Create alert settings

Set your recipients

Review your settings

Decide if you want to notify people when this alert is triggered

Send email notifications
Email recipients *

Daily notification limit

[No limit v |

14. Review the settings and click Finish to complete the process:

New alert policy

. Name your alert
. Create alert settings
. Set your recipients

@ Review your settings

Review your settings

Name Sample Alert
Description This is a sample alert for Activity 5-2
Edit

Severity ® Low
Category Others
Filter Activity is Deleted file
Aggregation Trigger an alert when any activity matches your conditions.  Edit
Scope All users
Recipients jsmith@acmewidgets.onmicrosoft.com

. Edit
Daily notification No limit
limit

Do you want to turn the policy on right away?

@ Yes, tum it on right away.

~

L | N o
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15. You will now see the alert in the Alerts window:

0 Microsoft 365 admin center - Ho X Ale mo X + o x
€ C O & protectionoffice.com/alertpolicies % @ i
i Office 365 Security & Compliance o & 2 ‘

fome > Alert policies

@ Home Alert policies

A Nerts

activity you want to be alerted on, refine the palicy by

Dashboard oki g up h s
~+New alert policy V Filter

[] Name Severity Type Category Date modified Status

Alert policies

8 Permissions ’

Sample Alert ® Low Custom Others 6/15/20 10:33 PM

[A Data loss prevention

(o)
[ tiles Download Alert Medium usto Information governa... 6/11/20 237 PM a
[ o]

Medium ustom Information governa... 6/15/20 1:35 PM

[ Records management

[[] suspicious email sending pattems detected ystem Threat nt

B Information governance [[] ®levation of Exchange admin privilege ]

Permissions

[[] Email reported by user as malware or phish

@ Supervision

eDiscovery search started or exported -
14 item(s) loaded. @ Need help?

System Threat managemen
& Threat management

16. Log out of your Microsoft 365 account to complete this activity.
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Summary

This lesson introduced you to Microsoft 365 features that allow administrators to manage
security, compliance, and domain settings. You learned about the Domains category in the

Admin Center as well as the Security & Compliance Center.
Review Questions

1. Whatis a domain?

2. How do you open the Security & Compliance Center?

3. When creating an alert, how do you set the alert to be triggered when any user
performs the selected action(s)?

4. True or False: User permissions for the Security & Compliance Center are inherited
from the Admin Center and cannot be modified.

5. How do you view the domains associated with your organization’s Microsoft 365
infrastructure?
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LESSON LABS

Lesson 1
Lesson Lab 1-1
Objective To understand how to get started with Microsoft 365.

Briefing Your organization has just implemented Microsoft 365 and you
have been tasked with teaching other users how to complete

some basic tasks.

Task Log into your Microsoft 365 account.

Update and fill out your profile information to ensure that it is
up-to-date and complete.

Open the Settings task pane and update your password.

Open the Settings task pane and ensure that the language,
date, and time format settings are set appropriately.

Log out of your Microsoft 365 account.

Hints To access the Settings task pane, click the Setting icon (# ) that

appears in the top right-hand corner of the page.
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Lesson 2
Lesson Lab 2-1

Objective

Briefing

Task

Hints

To become familiar with the basic Office apps of Microsoft
365.

You have to introduce the fundamental Office apps to your
members and help them understand which app serves which

purpose.

Log into your Microsoft 365 account.

Open and navigate Microsoft Word Online, Excel Online,
PowerPoint Online, Outlook Online, and OneNote Online.

Download and install desktop Office apps.
Open and navigate Access and Publisher desktop apps.

Log out of your Microsoft 365 account.

To download the desktop Office apps, click the Install Office
drop-down button, then click the Premium Office apps option
that appears near the top right-hand corner of the landing

page.
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Lesson Lab 2-2

Objective To understand what the basic services of Microsoft 365 are.

Briefing You have to introduce the fundamental services to your
members and help them understand how each service can

support your organization’s operation.

Task Log into your Microsoft 365 account.

Open and navigate Microsoft Teams, OneDrive, and
SharePoint.

Log out of your Microsoft 365 account.
Hints To switch between apps and services easily, use the app

launcher (E) on the top-left corner of every app and service’s
landing page.
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Lesson 3

Lesson Lab 3-1

Objective To familiarize yourself with your organization’s cloud-based file
storage.
Briefing You have just been informed that you will be responsible for

moving some of the organization’s documents to OneDrive for

Business and sharing those files with relevant members.

Task Open your OneDrive for Business.
Upload documents to OneDrive.
Organize documents in different folders.

Share files/folders with your members.

Hints To upload a large number of files to OneDrive, select multiple
files and drag them into OneDrive.

Follow-up Questions After sharing files with your members, sync OneDrive for

Business to your computer.
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Lesson 4
Lesson Lab 4-1
Objective

Briefing

Task

Hints

Follow-Up Questions

To become familiar with the Admin Center.

You want to familiarize yourself with your Microsoft 365
Admin Center.

Open your Admin Center and navigate through it. Be sure to
review the home page, Message Center, and Service Health

Center.

You can access the Message Center and Service Health Center
from the home page.

Locate user management commands on the home page.
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Lesson Lab 4-2

Objective To prepare for a company expansion.

Briefing Your organization is expanding and you have been asked to set
up the Microsoft 365 infrastructure they will need.

Task Open the Lesson Lab 4-2 spreadsheet. Perform the following
tasks:

e Set up user accounts with the provided information.
Auto-generate all passwords.

e Create groups for each department.

e Create a distribution list with all users called “Building 2
Employees.”

e Create a shared mailbox for the Engineering team.

Since the team will be operating in a newly rented space, add
the following resources:

e Teleconference Room 204
e Boardroom 209

e Lunch Room (Building 2)

e 3-D Printer

e (CarShare Van

Sample Data . Lesson Lab 4-2
Eg‘ Microsoft Excel Worksheet

12.5 KB
Follow-Up Questions  Andy Wanden will not be moving to the new building. Change

his office location to Building 1. Then, remove him from the
group, distribution list, and shared mailbox you created.
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Lesson 5

Lesson Lab 5-1

Objective To become familiar with advanced options in the Admin
Center.
Briefing You need to review the domains associated with your

organization’s Microsoft 365 infrastructure, as well as its

security settings.

Task Open the Admin Center. Review the domains associated with

your organization’s Microsoft 365 infrastructure.

Then, navigate to the Security & Compliance Center. Review
the information on the home page, existing alerts, user

permission roles, and data loss prevention policies.

Hints Remember, you can open the Security & Compliance Center
from the Admin Center, Microsoft 365 landing page, or app
launcher pane.

Follow-Up Questions If there are any activities you would specifically like to monitor,
create alerts from the Admin Center.
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COURSE WRAP-UP

Post-Course Assessment

1. Which of the following apps and services is not offered as an online version?

a. OneDrive
b. Access
c. OneNote

d. Microsoft Teams

2. What set of apps is used to create new files via OneDrive?

a. Office Online
b. Delve
c. SharePoint

d. Outlook

3. What is the highest level of the password strength?

a. Confidential

b. Secure
c. Strong
d. Safe
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4. How do you open the Security & Compliance Center?

a. “Admin centers” category of the Admin Center navigation pane

b. Microsoft 365 landing page

o

App launcher pane

o

Any of the above

5. Which user management commands are available from the Admin Center home page?

a. Add users

b. Delete users

c. Edit users

d. Reset passwords

e. All of the above

6. When creating an alert, how do you set the alert to be triggered when any user
performs the selected action(s)?

a. Enter “All Users” in the Users field
b. Check the “When any user performs this action” option Answer

c. Leave the Users field blank
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7. What Microsoft 365 app is the Tasks app a shortcut to?

a. OneNote
b. Outlook
c. Publisher

d. PowerPoint

8. How do you configure a master Office 365 contacts list?

a. Add contacts to the Contacts page in the Admin Center
b. Create a group

c. Add contacts to your personal Outlook Contacts folder

9. Which icon on a Delve item allows you to add it to your favorites?

a. Stacked icon
b. Three dots
c. Bookmark

d. Theitem name

10. True or False: If you open an app from the Office desktop app, any apps available in
desktop versions will open in the desktop version of the app.
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Course Summary

Congratulations on completing the Microsoft 365 training. During this course, you learned
how to:

e Navigate your Microsoft 365 account

e Find help and change your settings

e Use desktop apps with Microsoft 365

e Navigate apps and services included in the subscription package
e Get started with OneDrive for Business

e Collaborate using OneDrive for Business

e Use the Delve app

e Get started as an Microsoft 365 administrator

e Manage users, groups, and resources

e Manage domains

e Use the Admin Center and Security & Compliance Center

You should now feel comfortable completing advanced tasks using Microsoft 365 apps and

services.
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ANSWER KEYS

Lesson 1 Review Questions

1. What is Microsoft 365?

Microsoft 365 is a subscription-based and online (“cloud”) version of the popular
Microsoft Office suite of software.

2. What s the cloud?

The cloud is a commonly used term to describe an off-site file hosting service.

3. What navigational element will you always see along the top of a page while logged
into your Microsoft 365 account?

This navigational element is the navigation toolbar.

4. What are the requirements that make your password more secure?

Your password must be between eight and 256 characters, with uppercase and

lowercase letters, numbers, as well as symbols.

5. What happens when you click the Install Office button on your Microsoft 365 landing
page?

A download will appear in your browser.
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Lesson 2 Review Questions

1. What is Microsoft Word?

Microsoft Word is Microsoft’s word processing program where you can create

professional documents.

2. What are the workspaces found on the Folder/Navigation pane in Outlook?

They are Mail, Calendar, People, and To Do (Task) workspaces.

3. What do Access and Publisher have in common?

They are both dekstop-only applications.

4. What are the differences between public and private settings in Microsoft Teams?

While public mode is open to everyone, the private setting is restricted to invited users

only.

5. What is SharePoint?

SharePoint is Microsoft’s collaboration platform where your organization’s members

can communicate, exchange information and collaborate seamlessly.
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Lesson 3 Review Questions

1.

Is the OneDrive for Business account separate from your personal OneDrive account?

Yes, the OneDrive for Business is separate from personal OneDrive accounts.

What is the purpose of the Discover feature in OneDrive?

The Discover feature provides easy access to other documents within your organization

that are relevant to you.

What is Delve?

Delve is an Office app that provides quick, easy access to documents, people,

conversations, and activities linked to your user account.

How do you create a board in Delve?

Click the Manage Boards icon. In the pop-up dialog box that appears, type the new

board name and press Enter.

What set of apps is used to create new files via OneDrive?

Office Online.
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Lesson 4 Review Questions

1. True or False: There is only one administrator type in Microsoft 365.

False. Microsoft 365 has several specialized administrator types that have

administrative access to only specific areas.

2. How do you access the Admin Center?

Click the Admin Center tile on the Microsoft 365 landing page or in the app launcher
pane.

3. How do you access the main Groups page?

From the Admin Center, click Groups - Groups.

4. What is the command sequence to begin creating a shared mailbox?

Click Groups - Shared mailboxes - Add a mailbox.

5. Which user management commands are available from the Admin Center home page?

You can add, edit, and delete users, and reset passwords.
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Lesson 5 Review Questions

1. What is a domain?

A Windows network where all components (such as user accounts, PCs, and printers)

are registered with a central database.

2. How do you open the Security & Compliance Center?

Use the Admin centers category of the Admin Center navigation pane, the Microsoft
365 landing page, or the app launcher pane.

3. When creating an alert, how do you set the alert to be triggered when any user
performs the selected action(s)?

Leave the Users field blank.

4. True or False: User permissions for the Security & Compliance Center are inherited
from the Admin Center and cannot be modified.

False. You can set specific permissions for the Security & Compliance Center.

5. How do you view the domains associated with your organization’s Microsoft 365
infrastructure?

Open the Admin Center and click Settings - Domains.

© 2005-2023 Velsoft Training Materials Inc.



Getting Started with Microsoft 365

Post-Course Assessment

1. Which of the following apps and services is not offered as an online version?

a. OneDrive

b. Access

c. OneNote

d. Microsoft Teams

Access, along with Publisher, is offered as a desktop-only Office app.

2. What set of apps is used to create new files via OneDrive?

a. Office Online
b. Delve

c. SharePoint
d. Outlook

If you wish to create new files via OneDrive, you will use Office Online.

3. What is the highest level of the password strength?

a. Confidential

b. Secure
c. Strong
d. Safe

There are three levels that indicate the password strength: strong, medium, and, weak.

Strong is the highest level.
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4. How do you open the Security & Compliance Center?

a. “Admin centers” category of the Admin Center navigation pane

b. Microsoft 365 landing page

o

App launcher pane

=

Any of the above

You can open the Security & Compliance Center from the “Admin centers” category of
the Admin Center navigation pane, the Office 365 landing page, or the app launcher
pane.

5. Which user management commands are available from the Admin Center home page?

a. Addusers

b. Delete users

c. Editusers

d. Reset passwords
e. All of the above

You can add, edit, and delete users, and reset passwords, from the Admin Center home
page.

6. When creating an alert, how do you set the alert to be triggered when any user
performs the selected action(s)?

a. Enter “All Users” in the Users field
b. Check the “When any user performs this action” option Answer
c. Leave the Users field blank

When creating an alert, leave the Users field blank if you want it to be triggered when

any user performs the selected action(s).
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7. What Microsoft 365 app is the Tasks app a shortcut to?

a. OneNote
b. Outlook

c. Publisher
d. PowerPoint

The Tasks app is a shortcut to your Outlook Tasks folder.

8. How do you configure a master Office 365 contacts list?

a. Add contacts to the Contacts page in the Admin Center
b. Create a group
c. Add contacts to your personal Outlook Contacts folder

To configure a master contacts list to which all Office 365 users will have access, click

Users = Contacts in the Admin Center navigation pane.

9. Which icon on a Delve item allows you to add it to your favorites?

a. Stacked icon
b. Three dots

c. Bookmark

d. Theitem name

To add any Delve item to your favorites, click the bookmark icon in the bottom left

corner.

10. True or False: If you open an app from the Office desktop app, any apps available in
desktop versions will open in the desktop version of the app.

True.
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Keyboard Shortcut Quick Reference Sheet

APPENDICES

Open a new workbook Ctrl+ N
=
o | Save afile Ctrl +S
g
& fil Ctrl + 0
g Open afile trl +
S
2 | Print worksheet Ctrl+ P
L
Close Microsoft Excel Alt+F4
Switch between worksheet tabs (left to Ctrl + Page Up
right)
)
® | Switch between worksheet tabs (right to Ctrl + Page Down
i =
2 | left)
o
= .
Insert cells Ctrl + Shift + +
Delete cells Ctrl + -
Select all items in current worksheet Ctrl + A
oo
S | Copy text Ctrl+C
=
w
‘5 Cut text Ctrl + X
[t
Paste text Ctrl+V
o Open Find tab of Find and Replace dialog Ctrl+F
o
5 box
[a)
f::;_ Open Replace tab of Find and Replace Ctrl + H
O | dialog box
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Open Go To dialog box

Ctrl+ G

Open Font tab of Format Cells dialog box

Ctrl + Shift + F

Check spelling F7
Get Help F1
Apply bold formatting Ctrl+B
Apply underlining Ctrl+ U
Apply italic formatting Ctrl +1
Align text to center Ctrl+E
)
8
~— | Align text to left Ctrl + L
g
g Align text to right Ctrl +R
S .
L | Justify text Ctrl +J
ko
Increase font size Ctrl + Shift + .

Decrease font size

Ctrl + Shift +,

Undo last action

Ctrl +2Z

Redo last action

Ctrl+Y
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Glossary

Admin Center

Microsoft 365 app only available to administrators. Provides central access to all permitted

administrative tools.

administrator

User role with the highest level of privileges in a particular system or software application.

alert

Automatically generated notification that is created and displayed based on user settings.

apps
Individual components that provide specific functionality in Office 365. Can also refer to
specific programs within a larger application (such as SharePoint apps).

app launcher

Icon in the top left corner of the Office 365 window that opens the app launcher pane.

app launcher pane

Menu that opens from the icon in the top left corner of the Office 365 window. Displays all
Microsoft 365 apps which the user has access to.

Delve

Microsoft 365 app which provides quick access to documents, people, conversations, and

activities linked to the user’s account.
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Delve Board

Folder-like tool that allows users to manage search results and frequent documents in

Delve.

domain

A Windows network where all assets (such as user accounts, PCs, and printers) are

registered with a central database.

domain controller

Child machine belonging to a domain server which manages network assets on the parent

server’s behalf.

global administrator

In the context of Microsoft 365, the top-level administrator.

group

A set of users in a particular system or software application who all have the same

attributes (such as system privileges).

landing page
Page initially displayed upon logging into Microsoft 365.

Message Center

Admin Center tool that alerts users about changes to Microsoft 365.

OneDrive

Microsoft’s cloud-based storage feature.
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owners

User group that typically has a high level of permissions.

permissions

Framework defining the level of control that a user or group has over a particular

component.

resource

In the context of Microsoft 365, rooms or equipment added to the system for scheduling
purposes.

Security & Compliance Center

Microsoft 365 app only available to specified users. Provides central access to security and

compliance tools.

Service Health Center

Admin Center tool that allows users to view service status and advisories.

shared mailbox

Feature that allows multiple users to manage mail from a single address.

user

Individual profile within a particular system or software application that typically has limited
privileges.
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