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Microsoft Office 365
®

™

Quick Reference

Exploring Microsoft Office 365 and its Interface
Microsoft Office 365 is a subscription-based service that provides access to software and various services via the Internet (the cloud). Although there are different plans to accommodate large
enterprises, businesses, and home users (which determine service levels and costs), the general concept of Office 365 is for users to obtain cloud-based services such as business class e-mail and web
conferences (including calendar, people/contacts, tasks, presence status, and instant messaging management), business class file management (including personal file storage, an intranet team
site for collaboration), newsfeeds, access to Office Online (apps), as well as security for viruses and spam. Other services and software are available based on the selected plan. For example, access
to desktop and mobile versions of the Office applications, and/or a public website to name a few. A main advantage of Office 365 is that documents and services can be cloud based, allowing you
to share and access them while you are away from your office computer, provided you have access to a computer or mobile device with an Internet connection.
Navigation Bar – Provides access to the various
views available in Microsoft Office 365. Note that an
Admin tab (not shown) will appear if you have such
permission. The
icon appears as required to
notify of instant message requests, new mail, as well
as a reminder of appointments, meetings, task
deadlines, and other events.

Presence indicator – Provides instant
awareness as to your current status.
Help – Provides contextual help information
specific to each view and option.
Settings – Provides access to various Office
365 settings and options, including general
display and theme settings, e-mail settings,
and Office 365 settings.

Mail view – Provides access to send and
receive e-mail, and manage e-mail folders
including built-in folders (such as Inbox, Sent Items,
Junk Email, Deleted Items, Favorites, Notes, etc.).

Your Name – Provides access to your
account to change your presence status, sign
out, or sign in (if required) to use instant
messaging, change mailboxes, and sign out
of Office 365.

People view – Provides access to
create and manage your address book
contacts, and work with contact views and
folders. The People view also contains
components for accessing other contact
groups and directories.

Calendar view – Provides access to tools to
select dates and Calendar views; create and manage
events such as appointments and meetings; and create
invitations and reminders to upcoming events.
Sites view – Provides access to the Team Site and the Public site
(if available). The Team Site (Document Library shown below) can be used by
team members within a organization to share and collaborate on documents.

This example shows an Excel workbook (stored on OneDrive)
that has been open using the Excel Online app. The
icon
displayed on the “Draft AGM Agenda” row indicates that it
has been shared, which allows other users to view or edit it.

OneDrive view – Provides
personal file storage and the ability to share
documents; often with people outside of your
organization.

Featured Objectives
PAGE 1

PAGE 3

PAGE 7 & 8

Exploring Microsoft Office 365 and its Interface
• Learn about the Microsoft Office 365 user interface
including its screen components and various views.

Working with Outgoing Mail
• Learn how to send e-mail messages and use options.

Working with the Calendar
• Learn how to navigate the Calendar, as well as create and
manage appointments and meetings.
Working with Contacts and Tasks
• Learn how to create and manage contacts and tasks.

PAGE 2

Getting Started
• Learn how to sign in and out of Office 365, manage
your presence status, edit your Office 365 profile,
change language settings, and your password.
Exploring the Outlook Web App User Interface
• Learn how to change views and manage various
display options.

PAGE 5

Working with Incoming Mail
• Learn how to read and process incoming items
including flagging, replying to, fowarding, and deleting
messages.
Managing and Organizing Mail
• Learn how to create folders; manage messages and
folders; and filter, search for, and print messages.

PAGE 9 & 10

Working with OneDrive
• Learn how to upload, create, and share documents and folders.
Working with the Team Site
Working with the Newsfeed
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Getting Started

` Signing In and Out of the Microsoft Office 365
1. Launch your Web browser.
2. Type your specific Office 365 URL, and then press ENTER.
3. Type your specific Office 365 sign-in name (which may include a
reference to your organization’s domain), and then press TAB.
4. Type your password, and then click
.
Note: The first time you sign in, you may see a message indicating that
Outlook will be shown by default upon signing in.
• To sign out of Office 365, click your account name to the right of the
Navigation Bar, and then select Sign out.
` Using the Navigation Bar to Activate Views
1. Locate the Navigation Bar. See “Navigation Bar” on page 1.
• Click the
tab to activate the Mail view.
• Click the
tab to activate the Calendar view.
• Click the
tab to activate the People view.
• Click the
tab to activate the Newsfeed view.
• Click the
tab to activate the OneDrive view.
• Click the
tab to activate the Sites view.
` Managing Your Presence Status
1. Click your account name to the right of the Navigation Bar.
• To change your presence status, select the desired status.
Note: Your status may change automatically based on calendar entries
such as meetings or conferences, as well as a lack of inactivity.
• To sign out of instant messaging, select Sign out of IM. Note that the
indicator to the left of your name will disappear.
• To sign in to instant messaging (assuming that you manually signed out,
select Sign in to IM (not shown below).

Exploring the Outlook Web App User Interface... cont’d

` Collapsing/Expanding the Folder List Pane
• To collapse the Folder List pane, click the
• To expand the pane, click the icon.

icon above the Folder List.

` Turning the Conversation View Off/On
• To disable the Conversation view so that messages are listed individually,
click the Conversations By button, and enable off under Conversations.
• To enable Conversation view so that message threads are grouped
together, click the Items By button, and enable on under Conversations (the
default setting). Note that Conversation view cannot be selected when
messages are sorted by the From field.
Note: A conversation includes the entire thread of messages both
received and sent. The Conversation view may not be appropriate in
all situations, and you may find it helpful to turn the Conversation
view off while performing certain actions (e.g., printing messages).
` Sorting Message List Items
• To change how Message List items are sorted, select the desired sort
field from the Items By/Conversations By drop-down menu, and if desired
also change the order. Sorting by date with newest on top is the default.

Presence statuses

` Selecting Messages in the Message List
• Click on a message in the Message List to select it.
• To select more than one message, enable the selection check box
(shown below) to the left of the sender’s name in each message you
want to include in the multiple selection.
Selection check box

` Editing Your Office 365 Profile Details
1. Click your account name to the right of the Navigation Bar, and then
select About me.
2. Click the
button, and then edit details as required.
Note: Some details may not be editable or your company may have
policies as to what you can and cannot edit. Details such as About
me and Ask Me About will be displayed in the Newsfeed view.
3. Click the Save all and close button.
` Changing Your Office 365 Password and Language Settings
1. Click the Settings
button, and then select Office 365 settings.
• To change your password, click language on the left, type the old and new
passwords as required, and then click the Save button.
• To change your language, click language on the left, select the required
language from the drop-down list, and then click the Save button.
Exploring the Outlook Web App User Interface

• When a single message is selected, its contents appear in the Reading
Pane. If more than one message is selected, the Reading Pane changes
to list actions that would apply to the selected messages.
• After you have finished working with a multiple selection, click Cancel in
the Reading Pane to deselect all but the last message selected.
• To deselect individual messages from a multiple selection, press and
hold CTRL and click them, or disable their selection check boxes.
Note: You can also select multiple messages using the mouse in
conjunction with the keyboard.
Select the first message normally, press and hold CTRL, and then
click on other messages to add them to a non-contiguous selection;
or press and hold SHIFT, and then click on a second message to
include all the messages between the first and second in a
contiguous selection.

` Selecting Views and Folders in the Outlook Web App Mail View
• To select a folder, click the desired folder in the Folder List.
• To select the Tasks view specifically, click Tasks below the Folder List.
2
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Exploring the Outlook Web App User Interface... cont’d

You can also make a contiguous selection using only the keyboard
by pressing UP ARROW or DOWN ARROW to go to the first message, then
pressing and holding SHIFT, and then using the UP ARROW or DOWN
ARROW key to go to the last message of the contiguous selection.

` Opening and Closing Message Windows
• With a message selected, click the
button in the Reading Pane and
select open in a separate window. You can also double-click a message in
the Message List to open it in a window.
• While creating a new message, click the open in a separate window
pop-out icon in the Reading Pane.
• To close a message window, click the window Close button, or
press CTRL+F4 for each open window (there can be more than one).
` Composing Messages in New Windows by Default
1. Click the Settings
button, and then select Options.
2. Select settings, and then enable the Type in a new window option in the
reading pane section.
Note: This option applies to new messages as well as to messages
created when replying or forwarding.
3. Click the Save button.
4. Click the Return to Outlook Web App
button.
` Processing Messages in the Message List
• Right-click a selected message (but not on an icon), and select an action
to apply to all currently selected messages.
• Click an icon in a message (e.g., Delete , Flag , or Mark Complete ) to
apply to that message.
• If more than one message is selected, click an icon in the Reading Pane
to perform an action that would apply to the selected messages.

` Using the Reading Pane and Message Window Toolbars
• Other actions can be performed on a current message using the toolbars
in the Reading Pane and message windows.
Edit Mode Toolbar

Non-Edit Mode Toolbar

` Changing the Outlook Web App Theme
1. Click the Settings
button, and then
select Change theme.
2. Select the swatch for the desired
theme, and then click OK.
Note: The theme affects only the
appearance of the Outlook Web
App application as you work. It
does not affect the appearance of
messages you send or print.

Working with Outgoing Mail

` Creating and Sending Messages
1. Click
above the Folder List.
2. Type the e-mail addresses of the message recipients in the To, Cc, and
Bcc fields as required, with a semi-colon (;) between multiple addresses;
or enter addresses from your address book (which include semi-colons
automatically). See “Entering Recipients’ Addresses Using the People
List” on page 3.
Note: To add a Bcc field to a message, click the
button at the top of the message, and
select show bcc. You can also change the
default e-mail format. See “Changing the
Default E-mail Format” on page 4.
3. Enter the subject and body of the message.
4. If desired, format body text, attach files, and
select message options.
• See “Attaching Files and Embedding Pictures” on page 4.
• See “Changing Message Options” on page 4.
• See “Formatting Messages” on page 4.
• See “Creating Signatures” on page 4.
5. Click Send.
` Entering Recipients’ Addresses Using the People List
1. While composing an e-mail message, click in the To, Cc, or Bcc field, and
then click the icon.
• If required, click the icon to expand the Contact List pane if you will
need to access other contact lists or directories besides your own.
2. Select a recipient’s name in the People List (the middle pane).
3. Click the
icon associated with the person to whom you wish to send
the e-mail, to insert it in the current field.
4. Repeat steps 1–3 to add recipients to the other fields as required.

5. Click OK when finished.
` Working with Message Drafts
• To have the Outlook Web App auto-save a message draft for you, start a
new message and enter at least some text or a recipient, or ensure that
the message at least has had a signature added. Then select any folder
or other message without sending or discarding the message, and the
message will automatically be saved in the Drafts folder. A status notice
and date will appear at the top of the message in the Reading Pane.

• To save a message draft yourself, start a new message, and then, at any
time, click the
button, and then select save. The message will be
saved in the Drafts folder even if no text or other information has been
entered in it. If the message has no subject, “(no subject)” will appear for
the message in the Message List.
• To reopen and continue working on a draft message, click on the Drafts
folder in the Folder List, select the message you want to edit in the
Message List, and then click Continue Editing.
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Working with Outgoing Mail... cont’d

` Attaching Files and Embedding Pictures
1. Click Insert in the Reading Pane or message window.
2. Select attachment to attach a file to the message.

– OR –
Select picture to embed a picture in the message, which can be viewed
and resized as desired.
3. Locate and select the file or picture to be attached/embedded, and then
click Open.

Working with Outgoing Mail... cont’d

For contiguous paragraphs, drag to include at least a portion of the first
and last paragraph in a selection.
3. Click the desired button(s) in the formatting toolbar.
Note: The Font, Font Size, and Customize buttons are built-in and cannot be
removed. The other buttons can be added or removed from the
toolbar as required. To change which buttons appear on the toolbar,
click the Customize button and enable or disable the appropriate
check boxes.
Default formatting toolbar
Font

Bold

Bullets

Numbering

Customize

File attached
Font size

Picture embedded
Drag any of the
corner resize
handles to resize
the image.

Italics

Highlight

Underline

Font Color

Strikethrough
Align Left, Center, Align Right
Decrease Indent, Increase Indent

Note: Specific procedures and settings may depend on your browser.

Verify that the file is not currently open.
` Changing Message Options
1. Click the
button in the Reading Pane or message window.
2. Select the appropriate message option(s).
• Point to set importance, and then select high, normal, or low.
• Click show message options, and change the Sensitivity and/or the
Request setting, and then click ok.
3. Repeat the preceding steps to apply other options as required.

Remove Formatting/Eraser
Insert Horizontal Rule
Undo, Redo
Insert Hyperlink, Remove Hyperlink
Superscript, Subscript
Left-to-Right, Right-to-Left

` Creating Signatures
1. Click the Settings
button, select Options, and then select settings.
2. Type and format the signature text as desired in the email signature area.
An example is shown below.

3. If desired, enable the Automatically include my signature on messages I send

` Changing the Default E-mail Format
1. Click the Settings
button, select Options, and then select settings.
2. Select HTML or Plain text as desired from the Compose messages in this
format drop-down list.
3. Click the Save button.
4. Click the Return to Outlook Web App
button.
Note: To change the e-mail format for the current message only, click the
button, then select switch to plain text or switch to HTML.
` Formatting Messages
1. Verify that the e-mail format is set to HTML.
2. If formatting characters, select the body text to be formatted.

– OR –
If formatting a paragraph, position the insertion point in the paragraph.

4

check box.
4. Click the Save button.
5. Click the Return to Outlook Web App

button.

` Inserting Signatures Automatically
1. Click the Settings
button, select Options, and then select settings.
2. Enable the Automatically include my signature on messages I send check box in
the email signature area.
3. Click the Save button.
4. Click the Return to Outlook Web App
button.
` Inserting Signatures Manually
1. Verify that you have created a signature to use. See “Creating
Signatures” on page 4.
2. Position the insertion point where the signature is to be inserted.
3. Click Insert, and then select signature.
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Working with Incoming Mail... cont’d

Working with Incoming Mail

` Message Icons in the Message List
The following are some of the icons you may see associated with messages
in the Message List:
Replied message

Event notification

Forwarded message

Accepted: meeting request

File attached

Tentative: meeting request

Unflagged message

Declined: meeting request

Flagged message

Event cancelled (organizer)

Delete message
Note: An unread message is indicated by a vertical blue bar down the left

side of the message rather than by an icon.

` Reading Message List Items
• Click the button in the Message List to expand a conversation. Then, if
required, select a message in the desired thread to display its contents
in the Reading Pane, or double-click it to open it in its own message
window.
• Click the button in the Message List to collapse a conversation.

– OR –
If the Conversation view is turned off:
• Click a message in the Message List to display it in the Reading Pane.
• Double-click a message in the Message List item to open it in its own
message window.

` Flagging Message List Items
• Click the Flag icon of the message(s) in the Message List that you want
to flag for follow-up, to apply the default follow-up deadline of today.

– OR –
Right-click the Flag
today, tomorrow, etc.

icon, and then select a follow-up deadline such as

` Replying to Messages
1. Select the message to which you want to reply, or have it open, and then
click the Reply or the Reply All button at the top of the Reading Pane or
message window.
2. Type the reply text in the message area.
3. Click Send.
` Forwarding Messages
1. Select the message you want to forward, or have it open, and then click
the Forward button at the top of the Reading Pane or message window.
2. Address the message with the required recipient(s).
3. If desired, type text in the message area to accompany the original
message.
4. Click Send.
` Deleting and Retrieving Messages
• To delete a message, select it and then click its Delete button, or
press DELETE.
• To delete multiple messages, select them and then click the Delete
button for the group (in the Reading Pane), or press DELETE.
Note: Deleted messages are moved to the Deleted Items folder, from
which they can be permanently deleted, left as is, or retrieved if
required. To delete all the messages in the Deleted Items folder
permanently, right-click the folder, select empty, and then click Yes.
To delete individual messages in the folder, select them and click
the appropriate Delete button or press DELETE, and then click OK.
• To retrieve deleted messages, right-click them, select move, and then
select the desired destination folder.
` Ignoring and Retrieving Conversations
• To ignore an e-mail conversation, right-click it, select ignore conversation,
and then click OK. You can ignore multiple conversations by first selecting

them all, and then right-clicking any of the selected conversations.
Note: Ignoring a conversation will move all the messages in its thread to
the Deleted Items folder, as well as future messages you receive that

would belong to that conversation.
• To retrieve an ignored e-mail conversation from the Deleted Items folder,
right-click it, select stop ignoring conversation, and then click OK.
Managing and Organizing Mail

` Creating Folders
1. To create a folder within another, right-click
the folder in which you want to create a
new folder, and then select create new folder.

– OR –
To create a folder at the highest level, rightclick your mailbox folder (that has your
account name), and then select create new
folder.
2. Type a name for the new folder, and then press ENTER.

` Renaming and Deleting Folders
• To rename a folder, right-click it, select rename, edit the folder name, and
then press ENTER.
• To delete a folder, right-click it, select delete, and then click OK.
Note: System-defined folders such as Inbox, etc., cannot be renamed or
deleted; the commands will be greyed out.
` Moving a Folder in Your Mailbox
1. Select the folder to be moved (it needs
to be a folder you have created yourself,
not one of the built-in folders).
2. Right-click the folder, and then
select move.
3. Select the destination folder into which
you want the selected folder to be
moved, and then click the move button.
Note: Folders can also be moved using
drag-and-drop.
` Adding a Folder to Favorites
• Right-click the folder to be added to
Favorites, and then select add to Favorites.
(Adding folders to Favorites does not remove them from your mailbox.)
Note: Only one folder can be added to Favorites at a time and if it contains
subfolders they will not be included, nor will their messages.
Favorites cannot include nested folders or their contents.
` Rearranging Favorites Folders
• Right-click any folder in Favorites you want to move, and then select
move up in list or move down in list.
` Moving Individual Messages or Conversations
• Right-click a message or conversation in the Message List, point to move,
and then select a destination folder.
Note: If the destination you want to choose is not listed, you can select
more... from the shortcut menu, select a destination from a complete
list of folders, and then click the move button.
` Moving Multiple Messages or Conversations
1. Select the items you want to move.
2. Click the Move button in the Reading Pane.
3. Select the desired destination folder, and then click the move button.
` Filtering Message List Items
1. Turn off the Conversation view.
2. Click the desired built-in filter: all, unread, to me, flagged.
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Managing and Organizing Mail... cont’d

Managing and Organizing Mail... cont’d

• To display only messages that have not been read, click unread. An
unread message can be identified by a blue vertical bar down the left
edge of the message.
• To display only messages addressed to you, click to me. These are
messages with your e-mail address in the To field of the message, not
in Cc or Bcc.
• To display only flagged messages, click flagged. These are messages
that are currently flagged, not those in which the flag has been
cleared, completed, or was never applied.
• To display all messages/conversations, click all.

Note: A preview of the selected message will appear in a pop-up window,
and the Print dialog box appears.

` Searching for Message List Items and People
1. With the Mail view selected, choose a folder in which to search.
2. Click in the search Mail and People text box, and then type the desired
search text to display a list of options.
Search text

4. Specify print settings as required, and then click the Print button.
5. When finished, click the pop-up window Close button, or press CTRL+F4 to

close the window and return to the Outlook Web App.
3. Select the desired search item(s) that appears in the Mail Search or

People Search section (if applicable) of the drop-down menu.

The first alternative simply reiterates your search text, and will search
anywhere in your messages; while the From alternative will search
through sender fields only. Upon selecting the desired item, the Outlook
Web App will list messages in which there are occurrences of that result
(within the messages or contacts that meet whatever specified criteria).
4. When finished, click the button to the right of the search text to cancel
the search.
Note: If you switch to the People view, you can search your contacts and
directory.

Working with the Calendar

` Navigating in the Calendar and Selecting Views
1. Click the
tab on the Navigation Bar to activate the Calendar view.

` Performing Advanced Keyword Searches
You are not limited to simple name matching. You can also manually type
other query keyword:value pairs to fine-tune search results; and they can be
used in combination as well. For example:
category:blue

received:yesterday

received:4/12/13 received:thisweek

michel received:thismonth
michel subject:“budget”

michel category:blue received:thismonth size:>2K
In the example below, michel subject:“budget” was typed to search for
message(s) from Michel containing the subject “budget”.

` Printing Messages
1. If desired, disable the Conversation view to make it easier to isolate
individual messages in the Message List, as only individual messages
can be printed.
2. In the Message List, select the message you want to print, or open it in a
message window.
3. Click the
button, and then select print.
6

• Click go to today to the right of the dates/months displayed above the
Calendar to select today’s date.
• Click the day, work week, week, or month button to select the desired view.
• Click the
triangles in the Date Navigator to display the desired
month, and then click on the desired day.

• Click the
triangles at either end of the months to display the
previous, or the next year.
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Working with the Calendar... cont’d

` Creating Appointments
1. Select the date in the Calendar when the appointment is to be created.
2. Click
, or right-click the date, and then select new.
3. Enter the appointment details in the event form.
• Type a description of the appointment in the Event field.
• Type where the appointment is to occur in the Location field.
• Select a different appointment Start date, if required.
• Select the appointment Duration. If you select any option other than
All day, you will also select the start time from a drop-down menu. If you
select Custom for the duration, you will select an end date and time.
• If desired, select a Reminder time to generate a reminder of the
appointment at the specified amount of time prior to its start.
• Select a Show as option to indicate your status for the duration of the
appointment (e.g. Busy or Working elsewhere).
• If the appointment is recurring, click the Repeat drop-down button and
select a preset repeat pattern; or click Other, specify a custom pattern,
and then click Save.
• Type and format additional appointment details in the text box at the
bottom of the form.
4. Click Save.
` Creating and Sending Meeting Requests
A meeting in the Outlook Web App is treated as an appointment with invited
or requested guests. So to create a meeting you would follow the same
basic steps for creating an appointment, but include other people in the
event form as attendees.
1. Select the date in the Calendar on which the meeting is to be scheduled.
2. Click
, or right-click the date, and then select new.
3. Enter the meeting details in the event form.
• Type a description of the meeting in the Event field.
• Type where the meeting is to be held in the Location field.
• Click in the Attendees field, and then add the e-mail addresses of the
people to whom the meeting request is to be sent (in the same way
you would add recipients to e-mail messages).
Note: The default request status is required, but after e-mail addresses
are entered, you can right-click an address and select attendance
optional for anyone not required to attend.
• Select a different meeting Start date, if required.
• Select the meeting Duration. If you select any option other than All day,
you will also select a start time from the drop-down menu that
appears. And if you select Custom for the duration, you will select an
end date and time.
• Select a Reminder time to generate a reminder of the meeting at the
specified amount of time prior to its start.
• Select a Show as option to indicate your status for the duration of the
meeting (e.g., Busy or Working elsewhere).
• If the meeting is recurring, click the Repeat drop-down button and
select a preset repeat pattern; or click Other, specify a custom pattern,
and then click Save.
• Type and format additional meeting details in the text box at the
bottom of the form.
4. Click Send.
` Adding a Room for a Meeting
The Scheduling Assistant gives you an alternative way to make changes to
some meeting details. It also allows you to specify managed resources, such
as conference rooms and audio/visual equipment that have been set up by
your organization’s Exchange administrator.
1. Click Scheduling Assistant at the top of the event form and click the add room
button at the bottom of the form. Then select the desired resource from
the list.
2. Make the meeting changes as required based on any time conflicts.
3. Click OK to close the Scheduling Assistant and return to the event form.

Working with the Calendar... cont’d

` Responding to Meeting Requests
1. Select a meeting request message, or open it in a message window.
2. Click Accept, Tentative, or Decline, and then select your response from the
drop-down menu.

• Select edit the response before sending to provide a response indicating
your intention, as well as include a message to the meeting organizer.
The meeting is entered in your Calendar.
• Select send the response now to provide a response indicating your
intention. The meeting is entered in your Calendar.
• Select don’t send the response to not provide a response indicating your
intention. The meeting is not entered in your Calendar, and the request
is moved to your Deleted Items folder.
Note: You can also access
buttons to accept,
decline, and
tentatively accept a
meeting request by
clicking the meeting
request in the
Calendar.
Note: Your response will be
received in the meeting
organizer’s Inbox, indicating if the meeting request has been
accepted, declined, or is tentative. In addition, the tally of responses
can been seen by the organizer when the meeting is clicked in the
Calendar, unless you have selected don’t send the response. The first
example below indicates that two attendees have accepted the
meeting request, while another has declined. The second example
indicates that three attendees have accepted.

` Rescheduling Meetings
1. In the Calendar, click on the meeting to be rescheduled, and then click
Edit in the pop-up window (shown above).
2. Make the necessary changes to the meeting details in the event form.
3. Click Send.
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Working with the Calendar... cont’d

` Cancelling Meetings
1. In the Calendar, click the meeting to be cancelled, and then click Cancel
(shown in previous image).
2. Click Yes to confirm the cancellation.
3. If desired, type explanatory text regarding the cancellation, and then
click Send.
Note: The meeting will be removed from the Calendar.

Working with Contacts and Tasks

` Adding Contacts
1. Click the

tab on the Navigation Bar to activate the People view.

Working with Contacts and Tasks... cont’d

` Sending and Managing Instant Message Conversations
1. Select the desired contact, and then click the Send an instant message
button in the contact card.
2. Type the message text in the window that appears, and then press ENTER.
Note: The recipient will receive a notification where they can decide how
they would like to handle the request.
• To decline the request, click the ignore
button.
• To engage in an IM conversation,
click the accept button to open the
instant message window, type a
return message, and then press
ENTER.

2. Select the folder under My Contacts in which you want to create a

new contact.
Note: You can select the built-in Contacts folder, or any folder you have
created in the Contacts folder (including folders you have created in
its Other contacts subfolder, if present. See “Adding Folders to My
Contacts” on page 8.)
3. Click
, select create contact, and then type the contact details in
the appropriate fields of the contact card that appears on the right side.
4. Click the category’s
icon to expand a category to display its fields.
5. Click Save.

` Viewing and Editing Contacts
1. Select the folder containing the contact you want to view or edit, and
then select the contact in the list.
2. Click Edit in the contact card (shown above), edit the contact details as
required, and then click Save.
` Sending an E-mail or Meeting Requests to Contacts
1. Select the desired contact.
2. To send an e-mail message, click the Send mail
button in the contact
card, compose the e-mail, and then click Send.

– OR –
To create an event, click the Schedule meeting
button in the contact
card, enter the meeting details, and then click Send.

8

3. Click the instant message window Close button when the conversation is

finished.

` Adding Folders to My Contacts
1. Right-click My Contacts, and then select new folder.
2. Type a name for the folder, and then press ENTER.
Note: You can continue to add folders to My Contacts. The Contacts folder
under My Contacts is built-in, and cannot be moved, but folders you
add can be renamed or deleted. They can also be moved to a folder
that the Outlook Web App will create for you named Other contacts,
for you to use as a convenient place for your own contact folders.
` Managing Contact Folders
• To move a My Contacts subfolder to Other contacts, right-click the folder to
be moved, and then select move to “other contacts”.
Note: The Other contacts folder will be created if it is not visible.
• To move an “Other contacts subfolder to My Contacts, right-click the folder
to be moved, and then select move to “my contacts”.
• To rename or delete contact folders, right-click the desired folder, and
then select the appropriate command.
` Creating Tasks
1. Click the Tasks button below the Folder List to switch to the Tasks view,
2. Select the folder under My Tasks in which you want to create a new task,
and then click
.
3. If more details than the task subject and due date are required, click the
show more details button.
4. Enter a subject, due date, and any other relevant details in the task form.
• To turn the task into a recurring task, click the Repetition drop-down
button and select a preset repeat pattern; or click Other, specify a
custom pattern, and then click save.
• Type and format additional task details in the text box at the bottom of
the form.
5. Click Save.
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Working with Contacts and Tasks... cont’d

` Editing Tasks
1. Select the task to be edited.
2. Click Edit, modify the task information as required, and then click Save.
` Deleting Tasks
1. Select the task to be deleted.
2. Click the task’s Delete
icon in the Task list.
` Marking Tasks as Complete
• Click the Mark Complete
button for the task to be marked as complete.
• If multiple tasks are selected in the Task view, click the Complete button in
the pane to the right.
• To restore a task, click the completed filter button above the Task list, and
then disable the Flag check box next to the Delete button.
Working with OneDrive

` Uploading Documents
1. Click the
tab on the Navigation Bar to activate the
OneDrive view.
2. Click the
button, click the Browse button, navigate to the folder
location where the document to be uploaded is stored, and then doubleclick the document to be uploaded.
3. If required, type comments relating to the document in the Version
Comments text box, and then click OK.
Note: Once a document has been uploaded, details are displayed such as
its name, when it was modified or uploaded, and by which user, as
well as whether it has been shared or not.

Working with OneDrive... cont’d
5. If required, type a message to be included in the invitation (e-mail).

6. Click the Share button.

Note: The people with whom the document or folder has been shared will

receive an e-mail containing a link. Click the link to open the
document using the associated Office Online app, or to navigate to
the folder where other documents may be opened.

` Changing Document and Folder Permission Levels
1. Click the
icon next to the document or folder whose permission levels
are to be changed.
2. Click the drop-down button next to the name of the person with whom
the permission level is to be changed.

` Creating Documents and Folders
1. Click the
button.
2. To create a new folder, select New folder from the list, type the name for
the folder, and then press ENTER.

– OR –
To create a new document, select the document type from the list, type
the name for the document, and then press ENTER. Then insert and format
content as required using the associated Office Online app that is
launched. Select File > Exit when finished.
Note: In the example shown below, a new folder named AGM Documents
and a new PowerPoint presentation named AGM 2013 have been
created. The symbol that appears next to the presentation
indicates that this file is newly added. Also, the icon that appears
next to the AGM Documents folder indicates it is not shared, while
the
icon that appears next to the Shared with Everyone folder
indicates it is shared.

3. Select Can edit to allow the person to edit the document(s).
– OR –

Select Can view to allow the person to only view (not edit) the document(s).

– OR –
Select Stop sharing to retract any previously shared permission.
4. Click the Save changes button, and then click the Close button.

` Deleting Documents and Folders
1. Click to the left of any individual documents and/or folders to be deleted,
to select them as shown below.

– OR –
Click to the
button to the left of Name heading to select all documents
and/or folders.

` Sharing Documents and Folders
1. Click the icon next to the document or folder to be shared.
2. Click the Invite people tab.
3. Type the names of people in your contacts list or the e-mail addresses of
people with whom you wish to share the document or folder.
4. If required, to prevent people from editing the shared document(s), click
the Can edit drop-down button, and then select Can view.

2. Press DELETE, and then click OK to confirm the deletion.
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Working with the Team Site... cont’d

Working with the Team Site

` Team Site Overview
The fundamental benefits of the Team Site are the ability to store content in
a central location where team members may access it, as well as the ability
to effectively share and organize the content.
• Content – Can be in the form of documents, customized web pages (and
the files that support them), lists (calendar events, tasks, etc.), to name
a few. Each of these content items are stored in a particular location on
the site. Specifically, documents and web pages are stored in different
libraries, while calendar events, tasks, and announcements are all
stored in their own unique lists. The Site Contents page may be used to
access all site content, as well as summarize the number of content
items in a library or list, etc., and indicate when items were last modified.
• Collaboration and Organization – There are several ways to collaborate and
organize content. For example, documents stored in the Document
Library are available to all team users to access and edit, which offers a
means of collaborating. In addition, the ability for team members to add
Calendar entries into a list for meeting dates and tasks also helps to
keep team members informed. However, the ability to change the view of
these content items to determine for instance who last edited a
document, or what tasks are due today, can be extremely helpful in
keeping teams organized.
` Browsing the Team Site
1. Click the
tab on the Navigation Bar to activate the Sites view, and
then click the Team Site tile.
2. With the Browse tab active, click any of the links in the Quick Launch
pane on the left to navigate to the associated page or open a document.

Browse tab

Click to navigate to the Home page
Click to launch a team-shared OneNote notebook
Click to navigate to a library of shared documents
Click to navigate to a main page from where other
pages, forms, and apps can be managed

Note: The links referenced above are the default links. You may also

encounter other links in the above pane, as well as above the page
title that other users add.

` Searching the Team Site
1. Navigate to the page where you wish to perform the search.
Note: Performing a search from the Home page includes the entire Team
Site and subsites in the search scope.
2. Type the desired search text in the Search this site text box.
Some tips for entering search text are as follows:
• Insert a space between multiple search words.
• Insert quotes around word(s) to locate an exact match.
• Capital letters are ignored.
3. Click the Search
button.
4. If desired, click the desired link(s) in the pane on the left (shown in the
example that follows) to refine the search results.

– OR –
If desired, click a link from the search results list to display that page,
document, or item.

10

Links to refine search results

Search results

Note: Click the Navigation

button from the outset of performing a search
to locate other items such as people or conversations.

` Adding Libraries and Lists
1. Click Site Contents in the Quick Launch pane, and then select add an app.
Note: Click an App Details link to learn about the features or functionality of
the associated app. Also note that you can scroll to the bottom of
the page to navigate to another page of apps.
2. Select the desired app (a library or a list) from
the items available.
3. Click the Advanced Options link, type a name and a
description for the app, as well as select other
options as required.
4. Click the Create button.
Note: The name entered will appear in the Quick
Launch pane indented under Recent (three
shown to the right). You can however use
List Settings to place a newly added app
directly in the Quick Launch pane.
` Uploading and Creating Documents
The steps used to upload and create documents in a Document Library on
the Team Site are generally the same as the steps used with OneDrive.
See “Uploading Documents” on page 9 or see “Creating Documents and
Folders” on page 9.
` Adding List Items
1. Navigate to the desired list (e.g., a custom list, a task list, or a calendar).
2. To add a custom list item, click the
button, type the item title,
and then click the Save button.

– OR –
To add a task item, click the
button, and then enter the details
as required. If desired, click the show more link to display additional text
boxes that may be populated with task details, and then click the Save
button.

– OR –
To add a calendar
item, point to a
date for the entry,
click the Add link
that appears, enter
the details as
required, and then
click the Save
button.
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Working with the Team Site... cont’d

Working with the Team Site... cont’d

` Creating Simple Sort Views
1. Navigate to the desired library or list.
2. Click the heading above the listed data to sort it in ascending order. Click
it a second time to sort it in descending order.
3. Click the save this view link that appears.
4. Type a name for the view in the text box provided, and then select the
desired option to allow the view to be used by team members, or
only you.
Note: It is a good practice to begin the name with “By” to indicate the
heading by which the sort is defined.

3. To open a Word document (for example) using the associated desktop

application, click the Edit Document drop-down button, and then select
Edit in Word.
5. Click the Save button.

Note: The newly saved view is applied and the named view link appears

above the data headings.
` Creating Standard Views
1. Navigate to the desired library or list.
2. To create a list view, click the Create View button in the List > Manage Views
group, and then select Standard View.

– OR –
To create a calendar view, click the Create View button in the
Calendar > Manage Views group, and then select Standard View.

– OR –
To create a library view, click the Create View button in the Library > Manage
Views group, and then select Standard View.
3. Type a name for the view in the View Name text box.
4. Specify the settings as desired. For example, specify if the view should be
the default view (or not), specify if all team members should have access
to it, or just you. Select the columns of data that should be included (or
not), to name a few.
5. Click OK once all of the settings have been selected.

` Applying Views
1. Navigate to the desired library or list.
2. Click the Current View drop-down button in the List > Manage Views group,
or in the Calendar > Manage Views group, or in the Library > Manage Views
group.
3. Select the desired view.
` Managing Alerts
1. Navigate to the library or list containing the document or item for which
the alert is to be set up, and then select the desired document or item.
2. To set up an alert for the selected document, click the Alert Me button in
the Files > Share & Track group, and then select Set alert on this document.

– OR –
To open a Word document (for example) using the associated online app,
click the Edit Document drop-down button, and then select Edit in Word Online.
Note: The button name “Edit Document” above will be replaced with
“Edit Workbook” or “Edit Presentation” if opening such an Office
document.

` Using Co-authoring
In general, co-authoring allows multiple users to simultaneously edit an
Office document shared in a library. This eliminates the need for users to
e-mail documents, reducing potential document version issues.
Co-authoring Word documents and PowerPoint presentations can be done
directly within Word 2013 and PowerPoint 2013, as well as with their
associated Online apps. Co-authoring Excel workbooks is done using the
Excel Online app only (not Excel 2013).
Co-authoring features are noticeable the moment that multiple users open
the same shared Office document. For example, when a second user
(or more) opens a Word document or a PowerPoint presentation, a prompt
appears above the Status bar displaying the name of the co-author. You can
also click the button
on the Status bar to display a list of all the users
who are currently editing it.
Word 2013 prompt
PowerPoint 2013 prompt

Click this button to display
a list of co-authors.

– OR –
To set up an alert for the selected task item (or other list item), click the
Alert Me button in the Tasks > Share & Track group, and then select Set alert
on this item.

– OR –
To set up an alert for the selected calendar item, click the Alert Me button
in the Events > Share & Track, and then select Set alert on this item.
3. Specify the alert settings as required, and then click OK.

` Viewing and Editing Documents
1. Navigate to the desired library.
2. Click the name of the Office document to view it.
Note: The document/workbook/presentation/etc. appears (not editable)
in the Office Online app associated with the Office document.

When co-authoring an Excel workbook (using Excel Online), a prompt
appears displaying the name of the co-author. To display a list of all coauthors and the cells that they are editing, click the drop-down button
located towards the top-right corner of the window that identifies the
number of additional co-authors.
Excel Online prompt

List of co-authors and the
cells they are editing.
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Working with the Team Site... cont’d

` Editing and Saving Aspects of Co-Authoring
• The Save
button appears as
on the Quick Access Toolbar in Word
2013 and PowerPoint 2013 allowing you to save your changes, as well
as accept the changes of other co-authors.
• Saving happens automatically while co-authoring, using the online apps;
thus you may see changes appear without notice.
• The following example shows some Word 2013 editing aspects:

Note: The green arrow disappears from the icon(s).
– OR –

• To receive a prompt to check a document in, exit the desktop application
in which a document has been edited and saved, click Yes, type
comments relating to the editing changes, and then click OK.
Note: This does not work when exiting from an Office Online app.
Working with the Newsfeed

This callout indicates
who is editing that
area of the document.
Pointing to it displays
a message indicating
that you cannot edit
that area.

This icon indicates that changes
have been saved by the co-author.
Co-author changes appear with a
green highlight.

• The following example shows some PowerPoint 2013 editing aspects:
This icon indicates a co-author is
editing the associated slide.
Click it to display the name of the
co-author.

` Newsfeed Overview
The Newsfeed view allows you to stay connected with team members using
functionality and terminology similar to common social networking systems,
eliminating the use of e-mail for such a task. The general flow for using the
Newsfeed is for team members to post conversation topics that other team
members can reply to, as well as process as they see fit.
Over time, by following particular people, documents, and sites, as well as
by participating in information exchange, an internal community of news,
ideas, and assets begins to form.
` Starting Conversations
1. Click the
tab on the Navigation Bar to activate that view.
2. Click in the Start a conversation text box, and then type the
conversation text.
3. If required, click the
button to insert a picture.
4. Click the Post button.
Note: When a team member sees your conversation post, they can
“like it,” reply to it, as well as follow you (the person who posted it).
In the example shown below, Michel replied to Mark’s conversation
post, as well as indicated that he “liked” it.
` Viewing Conversations
• Click the appropriate heading to display the desired conversation posts.
Click to list conversations of only
the people you are following.

This message on the Status bar indicates that changes
have been saved by a co-author (capital “G”).

Click to list conversations
of all team members.

` Checking Out Documents
When you check out a document, you prevent other team members from
opening the same document to edit it simultaneously. As a result, this
prevents team members from co-authoring, which may be appropriate in
certain situations.
1. Select the document(s) that is to be checked out.
2. Click the Check Out button in the Files > Open & Check Out group.
Note: Documents that are checked out appear with a green arrow on the
document icon. The example below shows a Word document
checked out.

Document
checked out

Click to list conversations where you are mentioned.
This happens when the post contains your user
name proceeded by an “@” symbol.
Click to list conversations that you “like.”

Conversation
post
Reply to a
conversation
post

` Following People, Documents, and Sites
• To follow someone, click the Follow link below their conversation post.
• To follow a document, navigate to the library where the document is
button next to the document name, and
stored, click the Open Menu
then click the Follow button.
• To follow a site, navigate to the site, and then click the Follow button
located below your name.

` Checking In Documents
When you finish making editing changes to a document that you have
checked out, it is important to check in the document so other team
members can see the edits you made, as well as to allow them to open and
edit the document as required.
• To manually check a document in, select the document(s) that is to be
checked in, click the Check In button in the Files > Open & Check Out group,
type comments relating to the editing changes in the Comments text box,
and then click OK.
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