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communication
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share your desktop.
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PC & Mac

Install software and connect it to Office
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email

Use Outlook Web App or Outiook. Import
your email and contacts.

share documents

Save documents to SkyDrive and use a
team site to collaborate with your
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P~ &8¢ ] GetStarted

phone & tablet

Set up Office 365 to work on your
mobile device

Watch the video

Welcome to Office 365

Learn more about Office 365

Get started with Office 365
Set up your Mac or iPad for Office 365
Change your account settings in Office 365

Outlook
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Newsfeed SkyDrive

Page |8

Sites




Page |9

Chapter 2 AANTOLNANLE Exchange Online

dndusdaslsuduation w%ﬁ'mmssm%a@ﬁmia samylin uszdiusdwanamiealundazin ud
fandtsnvaldlilada miﬁmﬂashamﬁ’mmf'auﬁuﬂ%ﬁm{uﬁuadua:ﬁw 31l Office 365 mwnTnvlduwih
ﬁagavﬁmmﬁwLLa:ﬁuﬁaaﬂﬁwﬂfaﬁu"lﬁd'lﬂmn"i‘}(umu Outlook Web App (OWA) %wgﬂuu%mwaa
Exchange Online ﬁﬁagiuLtwuu‘§ﬂ1§ E1 uaz E3 dniuglauuinig E3 azauninldanu Microsoft Outlook

6 o 1 v £
naﬂumqﬂvl,@aﬂmﬂ
& é/ 1 a v { U v . v
Filuuniimizanghiiitlathifiaansndanisdeyalasansuszyaaauy Office 365 la

L1z Outlook Web App

ARINNLIN “Lﬁﬂg&i:uu” Office 365 ua? lu%ﬁﬁl,mﬂLi'm:l,ﬁmmuﬁmuuq@h Outlook lﬁﬂﬁmﬁ'an’ﬁg
Outlook Web App

] Office 365 Outlook Calendar People Yammer OneDrive Sites «+ [ENeERlIRclIlvERS £

Get started with Office 365

@ - [

online PC & Mac Phone & tablet

Learn what you can do with Office 365 Install software and connect it to Office Set up Office 265 to work on your
365 mobile device

N lnidwmindnddltiu (Account) dlasiasls OWA anraunihiiesidnudanen uazsadoingd

azlslnaithendaousdasly Fsmufeundasludasdalu

ea v A

; msﬁnmmw‘"’nU"Lﬂag'ﬁguﬁmuu61°ﬁ§mmqumuuumaaé’ﬂﬂﬂ'ﬁagaﬂnﬁ@Su

(% I 1l
o A a

- mmTﬂﬂﬁmTagadmﬁ'wamﬂﬂumsﬂﬁﬂmamm ARNNTaT8ILI WaAAN Change tWaaliaa

%

aUAVBIT irdalfnudaanuldaauuuuniud IgIgu1 T AU URDIUE UL LNRENGIE

Carlos Grilo
carlosg@mecth365.onmicrosoft.com

Change

- swisnidanderiudydsld Linkedin w3a Facebook ve3i31 1#a&n n13asa ¥ > Option >

Account > Connected Accounts liVatuniiaasanuyddls Linkedin wia Facebook 1839 mh



Page |10

v &K € < (3 [
- ﬁ']&l’]iﬂL‘Il’m\‘iLL‘U‘]JBBWVLE‘I%N’I%L'JUL‘]JT]’JL‘]W%VL@

\Tadlualtnean wazIaM I LARULELNE 9

AaUNLINTNNSINARANITITIN LN riauﬁumu’]ﬁ'm'smja”ﬂﬂﬁ']mﬁ'uﬁau

1 Office 365 Outiook Calendar People Yammer OneDfive Sites e Carlos Grilo =
@ new mail 1 £ search Mail and Peaple 3 Contoso's 4th Annual Hiking Trip A
e COMVERSATIONS BY DATE ~ = Ry €= REPLY ALL = FORWARD  wes
« 2 all unread tome flagged ; Eric Gruber mark as read
Faverites Tue T/&2014 4:29 PM 5
WEDMESDAY A
p Resellers

The "Resellers” site has a new mailbox: To: [l Amy Alberts; CAll Emplayees;
Nc il to Resellers@mecth3bio
Thanks Amy.
TUESDAY
¥ Eric Gruber; Kelly Krout; A B X
¥ Contosa’s 4th Annual Hiking Trip ns) Tuse 429p

Hello everyane, it's that time of year again and we ar... 1 mark as read
| Kelly Krout

s TAHD14 1120 AM

Julian Isla 1]
Meeds Review: Final Presentation Tue 11:304
Karen, Can you review the final draft of the PowerPoi.

In-Place Archive - Carlos Grilo

3 . Sounds like fun!
Jamie Reding

Customer Service improvement Tue 233

Hello Karen! | wanted to update you on our progress

Amy Alberts 1 mark as read
Contosa's Annual Meeting - Happy Hour! Tuse 11182 - Amy Alberts

Hello Everyane, Contose’s Annual Mesting is coming... - [R———"

Ty Carlson ! e

Litigation Meeting Tue 11153 Renee -

Karen, | have a meeting with the Contoso attoreys a . . .
- ’ I'll take care of removing you from the list.

Sanjay Shah ']
TASKS e B i s copistrequest Y
[ P o [ o oA
dminl: New Mail TaIn19aa lunTas 9L a lraunun
dun 2 INbox NHBIIARNILNIFARNILTU-89 ¥3090nN 8N KA TINAIAUTUANAITIUNWIEIL

Inawaad Conversation History uazdntuaiiniavi Archive azidvliaglugausas In-Place Archive (filawizing

WHIANT bTI)

i 3 Mail List 95 WRAIDLUANIRNA T8I0 A bAREI b 81%a I wRTY 1asRINITDARRILYALAIANY

Wanludna g Wi anaan aurtals udu iauﬁdﬁmmﬂaLwﬂ%mwyjﬁ'ﬂwu 1w All, Unread, To Me uaz

Flagged

1 d' . . 1 a v R :4'( s U v < v A oA

g 4: Navigation Bar fasnisaalunadnfialinasaug funadrudroge azidu Alert udndaunind
v A 6 v 1 v ::' A A Ai 1 s . ¥ o v :!i 2

waln wlawmemsalidnan susnwrnganuaasanusiumion sazdansdany Microsoft Lync 1 ﬂﬂmuaug

TUTNTDNFUNUILR

1 P . . ' a ] o 1 v A e o a a [l
g 5: Reading View RIULFAINRDLURLARSLUR Iﬂi@]ﬁx‘lLﬂ(ﬂ')'] DULVIUAIVDLALINUITLRAILUNEDE §)

treldinlddaadawanans guihds uiinsldneudinanamunsavilanuilunsihdraden

daliimangiimildnudwaifiezlshaulatie
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Suadredinaln Outlook Web App

ABnisawadie g lapadnd New Mail wIalgéngs Cri+N uazlafara duaodauudaag

& o A Lo @ ' o Al v A a A + A A o
LRAITUNINUN BATE9 liLasITIRINITD AW b baLsnnaTla wIananiaIasnany LNBLAN AL L

] Office 365 M2 Outlook Calendar People Yammer OneDrive Sites ses Carlos Grilo -
@ new mail £ search Mail and People T SEND X DISCARD @ INSERT & APPS
INBOX CONVERSATIONS BY DATE ~
To: O Dan Jump; |
« all unread tome flagged
Ce:
Favorites
WEDNESDAY A
Subject:
4 Carlos Grilo Resellers
The "Resellers” site has a new mailbox Wed 11:402 [ catiori “lz~]8 1 v B vy
Inbox 23 Mow you can send mail to Resellers@mecth365.0nm... -
Drafts [1]
THFSNAY

Y v v 1 Y a { 4 g LE.
uasunasnnliuennindrseananidu Pop Up lhadnfiaIasnaned QRREVEGTIS ol

=] Carlos Grilo - Outlook Web App - Internet Explorer - [InPrivate] = &=
@ hitps://outlook office363.com/owa/ =y pos toryBwid= 7l ﬂ|

2 SEND X DISCARD @ INSERT & APPS

To: O Dan Jump;

Ce:

Subject: |

C— R R

5]
(]
[
\gl
\ﬁl
<
I>
(3
[l}
1l
il
i
«

WRZENL@BINNIFILUY BCC IRnanniaIasnae

=] SEND X DISCARD @J INSERT
save

To: Dan Jump: show beo

Ce: show from .,

check names
Subject: Kick Off Meeting
set importance »
set permissions »
Calibri v|| 12 v| A

switch to plain text

show message options..

35msnau-denadiaalu Outlook Web App
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N1IAOUNIAEIABLNALINRINNITIDAU AN UNlayluwldasiNaasd

€ REPLY €€ REPLYALL =3 FORWARD NNLUA UAZWALTIARN FLUVILAILNAT O WATIANILRA I @a81931

(Y '
AR
] SEMD X DISCARD [ INSERT o]
To: Amy Alberts; All Employees <all@ciethS.onmicrosoft.com>;
Ca
Subject: RE: Contoso’s 3rd Annual Hiking Trip
[ cf[meB T uEEwA -
l A

From: Amy Alberts

Sent: Monday, September 23, 2013 8:47 PM
To: All Employees

‘Subject: RE: Contoso's 3rd Annual Hiking Trip

All,

1 have placed a Hiking Trip Registration form on the intranet. Please open the
registration file and add the number of people that will be attending with you next to
your name so we can plan accordingly.

Thank you!

Amy

From: Sanjay Shah
Sent: Friday, November 02, 2012 8:17:00 AM
To: Amy Alberts; All Employees v

Carhinrd: DE- Fant)

3. ABmdedwalidenataniiniangaln Outlook Web App

mMIgsuaaRInszgndliny People lasmaninsnunpdaniangufinag v

] Office 365 M2  Outlook Calendar People Yammer OneDrive Sites s.. Carlos Grilo ~ ¢
——

@new

all people groups

« MY CONTACTS BY FIRST NAME ~ Dan Jump
4 My Contacts m A CEO, Executive
Contacts @ Edit ==
Dan Jump
4 Directory contact notes organization
All Rooms David So

send email

All Users danj@mecth365.cnmicrosoft.com

All Distribution Lists Diane Prescatt

All Contacts business
14255550059
Offline Global Address List
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= SEND X DISCARD [ INSERT & APPS —C

To: [ danj@mecth365.onmicrosoft.com; |
Ce:

Subject:

l

i
<
b=
h el
I
I1f
il
i |

Calibri ~[|12 «| B I U := = =% 3=

(%
o 1

A5n1sasangUuuuisnauasiuals Outlook Web App
= v 6 6 dl v A v v ] Qq/’ Y v
nAUN#BWA Wano g anazliWauduazaTunaauNaaifaIns Sadasaiilnannaisly uddils

a o a 6 a v A a & Aaa o &
‘qﬂLua‘naﬁ\mwa‘mmmimmm‘imuauﬂu‘qﬂmu DI Y

- I#AeAniaTasnang &

I Carlos Grilo ~ £ 4

Refresh

\Ran Options

Set automatic replies
EPLY AL Display settings

Manage apps

Change theme

Options

Office 365 settings

- lUfi Settings > Mail uaziiauad i Message Format atnainasiliisifenwesuuavasnaudn

v A v v 1 v 0‘: =3 o v
LINNBINTT man’mﬂ%ﬂmmmmnmamamlmmm BCC V!ﬂﬂ'idﬂﬁ']ll'ﬁﬂ‘ﬂ’]vl,@

<«
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options calendar regiona

account O Automatically include my signature on messages | send
organize email
groups message format

site mailboxes [ Always show Bec

settings [ Atways show From

phone Compose messages in this format: | HTML || COMVERSATIONS BY DATE ~
block or allow Message font; SORT BY
Calibri 12 B I U A + date
apps Sample Text B from
"N
to
4 flagged
aa a 1 [ Gl e size
5. 25mInnatNaagIesInts ki Outlook Web App
subject

A a a Ao % a & a
LUDBLUNLINNITWIUNIN n’]iﬂu%qﬂL&laLﬂ’]%ua’ﬁ]ﬂ:U’]ﬂ%uLﬂuvLﬂ OWA type

f attachments

=3 v A A Al v v @ A v a &
F9lmasoun3asiionsanltlumsauni 1aunsnsaseInaaunIaInIn s mportance
U W3aaudATy 8nnauy Conversations vaunzinliidald iwszaztin 7 oo

+ newest on top

a Aa e o a o a 'Y = Y
i?ui?ual;&laﬂ&l%’rﬂaL@]U’Jﬂ%‘lﬂ%LQJaL@U’J aﬂﬂfy}’ﬁ’]@]adLﬁ@]aLNﬂvL@N’]ﬂwaauﬂ'Ji

oldest on top

6. 5msunulnaln Outlook Web App T conveRsaTONs
' [ 4 & o v ! o v 6 v a a <& a ;‘( von
s I sunuuuwrih ladsdvuazyin lananelwdwson g nu lasdauaauasi d

Aadn Insert > Attachment

[ iNsERT
attachment
picture L

signature

- ludslnamesiindasnis ina ctrl ensliuazidanlwanavua wazadn Open

e Choose File to Upload
®© = 4 [}y » ThisPC » Documents v & | search Documents »
Organize ~ New folder =~ [ @
Favorites Name Date modified Type
Il Desktop | OneNote Noteboaks 03-Oct-13 2205 File folder
/s Downloads “L 2013 Contoso products 16-Dec-12 21:45 Foxit Reader
< Recent places \@ Northwind presentation 07-Aug-13 10:05 Microsoft Po
@ Northwind Proposal 14-Jan-13 09:40 Microsoft W¢
4@ SkyDrive
‘& This PC
@& Network
< >
File name: | "Northwind Proposal” 2013 Contoso produ v | |All Files (**) v

- fzstInaedn o lwas fiasaisoutes Iwaan Send f1'liion Idns Ivnalasasnansnnuin

wNaau T dsn
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x

wn Jump

Subject Cortous Product
e 2011 Contoso products.pd (271 KB} = €. @ Norhwind presentationuppte (4 ME) x 7. BF Morthwind Proposaldoo (2 MB) x
Cablei -~[lwe~-| B I U = I= % A

Dear Dan,

| send the product catalog to you, please advice.
BR,
Carlos

aa

ﬁn'mmugﬂsluﬁw.lﬂ% Outlook Web App
A o @ = & o ' oA
mmuugﬂmwa:uanﬁmmmﬂﬂmmﬂmuvlmmvlﬂ LL(ﬂﬁl:Lmﬂ(ﬂ’]\‘i‘ﬂﬂ’liLLuUEﬂﬂ’]Wﬁ]zLLﬁﬂ\‘m’lWl%

4 a A 1 v v
LHOANNDBILURDBILTINUA 5[?(1Li’]ﬁ'l&J'liﬂila-"llil'lﬂlﬂ'l‘WvLﬂ@ﬂﬁJ@]ENﬂ'ﬁ

[ INSERT
attachment
—  picture -

signature
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i=] SEND X DISCARD  [)j INSERT

To: Dan Jump;
Ce:
Bec:

Subject: Windows Version 3 seriesl

Calibri [| 18 B I U =T aly A

MICROSOFT.
WINDOWSNT.

385n1snanGule Outlook Web App

NNIEIBLUALUULTWNI9NS §9N219 1 leAaa B uIeBIua WWaLIUaNTIINIIINRIBINLLA TIDRIN9

uazunylUnuwavea e g assdalud

_ lvednaSanang &

I Carlos Grilo + £ %

Refresh

\Ran Options

Set automatic replies

EPLYAL  Display settings
Manage apps

Change theme

Options

Office 365 settings

- 17 Settings > Mail uazidauasldfl Email Signature dundasnaiiaanaiduynasiliiaen
Automatically include my signature on messages | send
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©

options mail calendar regional

account / email signature

organize s

W
H
]
¥
[l
1
il

= X' X, M
groups .
Carlos Grilo
site mailboxes Vice President of Con:osd
settings

phone \

block or allow
[ Automatically include my signature on messages | send

apps

- Wuaneigulasadn Insert > Signature

i=] SEND X DISCARD  [J) INSERT oo

attachment
To: Dan Jump; picture
Ce: signature
Bec:
Subject:
Calibri “|[ie~] B T U =

Carlos Grilo
Vice President of Contoso

9. 35nsunuwadnaiiule Outlook Web App
U19IATIINGDINITH UL DL NI UDN L?j”wvl,ﬂsl,ul,uamaamﬁaﬁwﬁﬁagaiﬂﬂu LANNIFIAD AT LU LANNZEN
IaanTausudiuadne g lag Pop Out Buualwiaanunuas Drag&Drop wwafidasmadn i lswaatiu

v A a A
NUN Lazaan Send LWagd

(¢ 1®

1] Office 365

= =] % e Hiking Trip - Internet Explorer - [InPrivate] - 0

@& nttps/foutiooko. O ~ £ & | @ Carlos Grilo - Qutlook W... ><| @ https://outlock office365.com/owa/#viewmodel=IMailComposeViewModelF actory&wid =36&ispc

Calendar People Yammer SkyDrive Sites
iE1 SEND X DISCARD [ INSERT

@ new mail search mail and people pel Contoso's 3rd Annual Hiki
all unread tome flagged

To: | Dan Jump;

€ REPLY € REPL

Ca
“«“ INBOX CONVERSATIONS BY DATE ~ | =
Lanos, you ve 10ggea in 1o vammer wicoreons g Amy Alberts
B} " tly % Bec:
Favorites I It looks like you recently logged in to Yammer from. @ R o s2320 47 1 <
Yammer LRL Subject: Hiking Trip
4 Carlos Grilo Please log in to Yammer 9/26/2013 T All Empl Il hs.
Inbox 12 ciethS.onmicrosoft.com <httpyfuww.yammer.com/ci.. o mployees <all@cizths.on [ Contosc's 3rd Annual Hiking Trip (11 KB} x ] Contoso's 3rd Annual Hiking Trip (13 KB) x
G Cieths.onmicrosoft.com on Yamms e [ Contosc's 3rd Annual Hiking Trip (11K8) [ Contoso's 3rd Annual Hiking Trip (10 KB)
Karen Berg i now following you on Yammer /242013 on fiems | [ Contoso's 3rd Annual Hiking Trip (11KB) x [ Contosc's 3rd Annual Hiking Trip (10 KB) x
Sent ltems cieth5.onmicrosoft.com < hitpy,/www.yammer.com/ci...

Deleted Items 2
e ms_ v Amy Alberts; Alan Steiner; 0 X > Drag&Drop
Conversation History

B I Ui = % A v
+ Contoso's 3rd Annual Hiking Trip 9/23/2013 ~ .

Junk Email Hello everyone, Its that time of year again and we ar... 1 :“E s'a;‘ed 2 Hikin, n{” REt'E'
intranet. Please open the registra o

o ulan 1o of peogle that wil be attending w Please see the detail in attached file

Introduction to Karen Berg /232013 name so we can plan accordingly
In-Place Archive - Carlos Grilo | i Alex, | would like to introduce you to one of my 5.
Thank you!
I Kelly Krout; Molly Clark; Alan Stei !0 Amy

10. 35n1sgnedwalddslnainasnisnaasnis

A v o A < a & v a o £ ea ¥ v
L‘Wﬂl‘lﬁﬂﬁii]@]LiEIOLaJﬂ%%G'IEIEI\‘l“lI% Liwa’\mmmmmmmuﬂu Inbox "lﬂmIWamasmsmi’maavlm

a =
- ARNYIN Laztaan Move



v Amy Alberts; Alan Steiner;

1]

x >

+ Contoso's 3rd Annual Hiking Trip
Hello everyone, It's that time of yeq

Julian Isla
Introduction to Karen Berg

Hi Alex, | would like to introduce ‘,fcl

Kelly Krout; Molly Clark; 4
+ Action Required: Northwind Tradd
I'm also available to help out if youll

Amy Alberts; Cassie Hicks

» Contoso's Annual Meeting - Happytk

delete

mark as unread
flag

MOVE..,

ignore
categorize
create rule..

assign policy

»
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- RenlWaesnindasns wieaz Copy waliinulizesnle lauafni Copy this conversation to

the selected folder

move 1 conversation

Favorites

4 Carlos Grilo
4 Inbox 12
Drafts [3]
Sent [tems
Deleted Items 2
Conversation History
Junk Email

Notes
r'd >

[ co py this conversation to the selected
folder

move cancel

11. 35n15audialn Outlook Web App

Lﬁé]vl,li(ﬁa\’mﬂil,llﬂsl@l Iﬁauﬁq Lﬁmﬁmmmmnﬁawwmﬂ I@]ﬂﬂaﬂﬁ

x

o o & A d
ARILUARUL Y TINANAL

ﬁfm:gﬂﬁwvlﬂﬁ Deleted Items I@ﬂLuaﬁLﬁuiquaL@ﬂ‘?ﬂ:gﬂlﬁuvﬁﬂ‘i:mm 30 TWNAUALAANINNTZUL

@ new mail search mail and people

all unread tome flagged

« DELETED ITEMS
Favorites TWO WEEKS AGO
£
4 Carlos Grilo (no subject)
4 Inbox 12
Personal Folder Yammer

Please log in to Yammer

Drafts [3]

Sent ltems

Yammer
Deleted Items 1 Please log in te Yammer

v v

e

TEMS BY DATE ~

] X |-
9/26/2013

9/26/2013

ciethS.onmicrosoft.com<httpy//www.yammer.com/ci...

S/26/2013

riethS.onmirrosnft.com<hting/ fwow vammer.com/ei...

daamsaunanualu Deleted Items lwadnainiian Empty

(no subject)
This item must be returned

3 DELETE

MOVE TO Calendar



. Yammer
Deleted Items

create new folder
Conversation |

Junk Email

Notes

Hace Archive -C  3dd to Favorites

12. 35msAndiaalu Outlook Web App

Page |19

Hq; I ‘I/Qq; IA U v v v Y Qs v
vwasssuaaaduaniua llasldldasls saunsmanangaulddoauedld wddasnslu 30 ) lasld

AfNw71N Deleted Items 13an Recover Deleted Items

BT IR RIRRLwy]
Deleted ltems ~
create new folder
Conversation |

Junk Email

Motes
empty

1-Place Archive - € a4d to Favorites

recover deleted items...

mark all as read

assign policy L
permissions...
Junani =g

& a9 a & < 9 A a " v a
LRANLUANADINIT LLRzAaNVINLRaN Recover L&l@uuﬁ]:ﬂauvlﬂ Inbox (BhilauLAN (LL@lﬂqLi']ﬂaﬂ Purge LU

wuazvng ldannluszuunud)

recover deleted items

These items were recently permanently deleted or emptied from the Deleted Items folder. You can either recover these items to their
default locations or purge them.

el
DELETED ITEMS TEMS BY DATE
TWO WEEKS AGOD
Yammer
Please log in to Yammer 9/26/2013
cieth5.onmicrosoft.com <http://www.yammer.com/cieth5.onmicrosoft.com/?m=18434221598&nid=946942 > You already have
v Julian Isla
Marketing and Sales Planning Meeting recover 9/24/2013

‘When: Tuesday, September 25, 2012 10:00 PM-11:00 PM. (UTC) Yﬂnf&rente Room "~"~"~%
purge

13. msﬁmauﬁ'@fmﬁnzﬁ'alﬁagjaa‘vﬁlﬂ Out-of-Office

=) a o @ o P Ca = o o < a @ )
LSJaLi’]&lﬂ’s’m’%’]Lﬂu@ladﬁ”ld’]%uaﬂﬁﬂ’]u‘ﬂ ‘Hiaa’l\‘l'mvl,&l’l’mimslﬂﬂ LLuzuﬂ‘Hﬂ'JS@\‘lamaI@l@lmJﬂaiJ

s ey lﬂl ] v U L v ldl a lé g J dl .
QGII%&I@] L‘WEJ?JEJ'N%?JEJaﬁ(‘lilzvlﬂillgl,l,azﬂﬂﬂﬂﬁiﬂinE\I'WILi’]ﬁ:(ﬂ’)ﬂ@]a‘Uﬂﬂ‘U ‘IIG?(’]&J']?EW]GQ’]I@EJVL‘IJ‘Y] Option >

Set up an automatic reply message
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©

options my account connected accounts

account shortcuts to other things you c...
Photo

organize email
See email from all your accounts in one place

groups

Set up an automatic reply message

site mailboxes Connect your mobile phene or device to your account

Get readable voice mail in your Inbox
settings

Connect Outlook to this account
General

hone
’ . Forward your email
Display name: Carlos Grilo

AINBLNALLANIZAKLLEIANS
inbox rules  automatic replies  delivery reparts  retention pi

Create automatic reply (Out of Office) messages here. You can set your reply to startat a

(O Don't send automatic replies
(®) Send automatic replies

M Send replies enly during this time period:

Start time: | Mon 7/14/2014 | | 7:00 AM

End time: | Tue7/15/2014 = | [ 7:00AM

Send a reply once to each sender inside my organization with the following message:
calibri 12 | B I U & =
Dear Our Team,

Today, I'm Qut of Office. Please contact my colleague.

BR,
Carlos

AINDUNIULANIZAKKANDIANT

M Send automatic reply messages to senders outside my organization
() Send replies only to senders in my Contacts list

(®) Send replies to all external senders

Send a reply once to each sender outside my organization with the following message:

| calibri 12 | B I U ax = = = = = =% & ¥

— 3= == ==

Dear Valued Customer,

Today, I'm Out of Office. Please help to contact my phone.
BR,

Carlos

14. MailTip zhaifandwmananiacdinn

o
A

UNIATINTRIBLNA 1318131 aNTanuluaIAnINUAKLENBIANINUIT aNadwnY Biuanadaan Ut

wanual § M3 MailTip aztipudundieugmuneufiwsszaseaniy lavazudndondnluda UwN TR
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The following recipient is outside your crganization: v-kusutt. Remove Recipient

To: O v-kusutt@microsoft.com;
Ce |
Subject:
15. Hasnudwmaseludsliainas Junk Email uazu§endwwadilidasns
119A39520D Exchange Online ﬁmimna‘fmwgﬂLLUUSLuaﬁmmifmﬂumLﬂuLua Wosdunans g

LA o, A ' 9 A Y a o 9 v A & o &
Gl LLGW]’J’IBL&laﬁ]’lﬂﬁdadﬂlﬁ’]@]i’ﬁ]wuLa\‘i’J’]VL&JsL"Ii&TLL‘lJﬁJ LwalﬁﬁzuuLiﬂugua:vlul%mamauuvlﬂmIWamai

Junk Email mu13avinldlasaidn Option > Block or Allow tRan Safe senders and Recipients l#nsandiua

ANGDINT WAZARN + w84a27 Trust email from my contacts 28

options block or allow
account (_) Don't move email to my Junk Email folder
(@) Automatically filter junk email
organize emai
groups safe senders and recipients
site mailboxes Don't move email from these senders or domains to my Junk Email folder.
settings
| v-kusutt@microsof't.com| | X | 4
phone - i
block or allow
apps

‘ W Trust email from my contacts

fnTudinandasnisuden lwiaenashl Blocked senders nsandiuanIalalunuazadn + LUTNAT

L8§an Don’t trust email unless it comes from someone in my Safe Senders and Recipients list or local

senders
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blocked senders

Move email from these senders or domains to my Junk Email folder.

|| woo@richman.com | <=

W] Don't trust email unless it comes from someone in my Safe Senders and Recipients list or local
senders

Y ] A a Y
16. ﬁiqﬂnqﬂiqﬂﬁaﬂlﬂaﬂjﬂ@lulﬂﬂ

& A9 A a a = A A, oA o & a . v o ' A a '
vwaTinMnladwafiazdiua Adwiasmiida dau e1aazdndviaansnaiingunodediua lagli

U A U v § A o k) { . v U . . .
dasnadmiinfled Tsanansarinledie g 141UA Option > Groups @ ude Distribution groups | belong

to fangufiimagdan TaaaInnNUHwA Laf

options distribution groups

A distribution group is a collection of two or more people in an organization's shared address book. You can create ¢
account which will appear in the address book for others to use. Group owners can restrict membership. You can also join or
an existing group.

organize email

distribution groups | belong to distribution groups | own

groups
® st st o~ n

site mailboxes S H =T + =~

| type the name of the group you're looking for ,q | type the name of the group you're locking for
settings

| Display name - | Email address | Display name 4 | Email address
phone All Employ h365.onmi... There are no items to show in this view.

v =

Iisna319a91UA Distribution groups that | own t&an + nianfenga, Alias NdaIn1sTufawa



new distribution group

*Display name:

Marketing

*Alias:

Marketing

*Email address:

Marketing | @ | mecth365.onmicrosoft.com

Description:

For Marketing Mem bers|

a’m’mmﬁuni”ruaamju WRZRINEN 6 aNdau

*Owners:

+ -

Carlos Grilo

Members:

M Add group owners as members

+ -

Amy Alberts
Anne Weiler

Christa Geller

va ¢ a

Page |23

WaniTnseudatdandndasniadriiiungy uuuwsnéa Open wmﬂﬁmnﬂummsmﬂ’ﬁ'aﬂﬁ (WST5T

fadfia Closed aziiumindndaadwdrvasnguirinii uszuuufianufa Owner Approval nansfiaidnvasdas

'
1 =

agﬁ'ﬁnaumwau%’uam”ﬁmﬁwnéu
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Choose whether owner approval is required to join the group.

(@) Open: Anyone can join this group without being approved by the group
OWIETS,

#

() Closed: Members can be added only by the group owners. All requests to
join will be rejected automatically.

(O Owner approval: All requests are approved or rejected by the group
owWners,

¥ 6V S
17. §59nfvadtnatans

vV a ' v v g A I3 v
maanInaianglunsiu-sdwale tsauduiaslunisldiuly Outlook Tl OWA inawsavile

wmlaunu 1wl Option > Organize Email > Inbox Rules t&anngneasnis

options inbox rules automatic replies delivery reports
Choose how mail will be handled. Rules will be applied in the order sho
account off or delete it.
organize email To learn how to forward your email to another mailbox using Inbox rule
groups +- O S

site mailboxes Create a new rule for arriving messages...

Move messages from somecne to a folder...
settings Move messages with specific words in the subject to a folder...
Move message sent to a group to a folder...

phane

Delete messages with specific words in the subject..

VL;J'wm@nnﬁf@@Tm Calendar

Hapass Msriuunwbiiduszuuluiivdndudadlsnsounisoni s e MnuaNITNTALA% LNa b

v

Qo U &/ v 4 ¥ o v v 1 1
Nunnhaanwlaadn Outlook Web App 'lata3uuiiaas Calendar thasnaaulandg®h vilwnsuldiasinlasine

P! [ v = v = a & Y o A ¥ v a '
%SEIVL&I'J'NL?.I']flJit“q&I 3’3&]1’]01]E]‘]J‘H&l']lld’]%%ﬁl,ﬁi'&]@nllL"Jﬂ”l“ﬂ@lx‘lvlﬂ@] ﬂauaul,s'm'lgaﬂuu’mwad Calendar nunaw
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] Office 365 =k Outlook  Calendar People Yammer OneDrive Sites ... CarlosGrilo» ¢ 9
REMINDERS
1 JUly 2014 day work week week month
v 16 vRs  sales Operations Strategy Meeting 5 BIsHARE W PRINT
“«©

“jan  feb  mar apr OVERDUE  3:00p Friday, July 11, 2014 today
SUNDAY MONDAY 20 s Daly Touch Point Meating FRIDAY SATURDAY SATURDAY, JULY 12, 2014
B search catendar 2 OVERDUE 11004 Friday, July 11, 2014 4 5 11:003 Daily Touch Point Meeting 6
112 Daily Touch | 11a Dadly Tc i ol Erninc 11a Daily Touch | 11a Daily Touch | 30 minutes =
4 JULY 2014 » 3p Sales Operatic
6 7 ; : :, :. ﬁ ] 7 8 9 10 n 12
B oW B BT OE B 113 Daily Touch| | 11a DailyTouch!  11a Daily Touch| 113 Daily Touch| | 113 Daily Touch | 112 Daily Touch | 11a Daily Touch |
n n n 23 4 B B ‘P wﬂk" Mamu 3P Sales mllll
13 14 15 16 17 18 19
4 MY CALENDARS
3 113 Daily Touch | | 11a Daily Touch | 112 Daily Touch | 11a Daily Touch| | 11a Daily Touch | 112 Daily Touch | 11a Daity Touch |
v Calendar 4p Weekly Manu 3p Sales Operatic
OTHER CALEMDARS
20 21 22 23 24 25 26
118 Daily Touch | 118 Dadly Toweh 1 112 Daily Touch | 112 Daily Touch | 118 Daily Towch 11a Daily Toueh | 11a Daity Towch |
Ap Weekly Manu 3p Sales Operatic
27 28 29 30 31
112 Dally Touch | 112 Dadly Touch | 11a aﬂll)‘ Touch | 11a Dadly Touch | 11a Daily Touch 11a DmlyTauchI 11a Daily Touch |
Ap Weekly Manu 3p Sales Operatic
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dwnl: LIENITDLANNITHARNN slvl,m]’mﬂlu New Event Niiag
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dmi 3: ugasdszinnueslin Sansuisoialavialan e
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(® new event
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=1 SEND X DISCARD r@ SCHEDULING ASSISTANT

Event: Recruitment Mew Trainees

Location: Room 1

add room

Attendees: Dan Jump; |

Start: Duration:
[Wed 10792013 ~| [200aM  ~| |30 minutes |
Show as: Reminder:
| Busy - | | 15 minutes - |
Calendar:
Calendar -
Repeat:
| Never - |
I:‘ Mark as private @ Online meeting Request responses
[ calibri ~|[18~] B I U = = # A v

dundasndszguuunesulat auisarileiiu Lync Online linadnd

@ Online Meeting Settings
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seuuazudaadn URL é’W\%"LIL‘ﬁﬁ“ﬁ’uL%W’Wﬂ’ﬁﬂ‘izﬂguﬂlﬂdL‘ﬁ I@U‘Lmﬁ"lﬁ%'uﬁoﬁﬁ"lﬂ Tﬂ:ﬁ?&l"liﬂL“lTﬁiJ']‘i’)%Jﬂit"qu

AL LN

Join online meeti

no

Find a local number

Conference |D:

https://meet.lync.com/cieth5/carlosg/8E3RDUO4
Ctrl+Click to follow link

dnnadsgndas Twagn

=1 SEND

Mdasmsnnltianang IasuTarin leiuwnu lagadnluntianane 1den Edit
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Carlos Grilo
Tue 10/8/2013 1:17 AM

A When: Wed 10/9/2012 8:00 AM-2:30 AM
Where: Online Meeting

/ EDIT X CANCEL &3 JOIN

event atte es

> dl = v 1A = ci 1 s Qe v t:i [ 1 >
RRINNLTILA MULRSILAD 88Ay Send vl,ﬂm"qnﬂumgluuwmUﬁ]:vlmwagaﬁlmmqmwnu

ﬁ?LiWﬁaﬁﬂﬁiﬂﬂLaﬂﬁ@ﬂuﬁﬂﬁ L‘i’]LﬁUOLLﬂ'ﬂaﬂ Cancel

Carlos Grilo
Tue 10/8/2013 1:17 AM

When: Wed 10/9/2013 2:00 AM-2:30 AM
Where: Online Meeting

# EDIT X CANCEL &% JOIN

event attendees ‘\

wazldan Yes

cancel meeting

Are you sure you want to cancel this meeting?

yes
You will have an opportunity to type a
message to attendees

back
Return to the event

19. 35msaausuisanansln Outlook Web App

o a o 0 v a dve 3 a S . 2 =) ' ' v A A
mamnwwmaﬂﬂum ﬁdﬂaiﬂL‘ﬁWﬂuﬂ%ﬁLNa ‘IIGL?’]K’]N']?Q@]@‘UT]QUVLIIVLQ ﬂiﬂﬁd@]ﬂlﬂﬂﬂqﬂﬂaa%ﬂ

U

WNedad wanindidasmsiuguinmazdiiinliadn Accept udagilduslaliadn Tentative weich

13137 1%ean Decline
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[ € REPLY €6 REPLYALL =D FOR‘J\."ARDI

mark as read

When: Wed 10/9/2013 8:00 AM-8:30 AM
Where: Online Meeting

 ACCEPT 2 TENTATIVE ¢ DECLINE

Ne conflicts

Required: B Carlos Grilo; Dan Jump; M CIE Administrator;

Meet in Online

Join online meeting

Find a local number

Conference ID:

Forgot your dial-in PIN?

dunasaunaull azdniindnsdastuguanass

Carlos Grilo
Tue 10/8/2013 1:20 AM

When: Wed 10/9/2013 8:00 AM-2:30 AM
Where: Online Meeting

W ACC - o ME
ACCEPT MEETING
edit the response before sending
Mo con
send the response now
don't send the response [
Require CAc

o Edit the response before sending : ufi lunauaaunay
o Send the response now : @aLNALNWT I@Udaﬁmaﬁuﬂ'umﬁdo
o Don’t send the response : AaUNAUNUN LL@i"lajﬁhSLuam;jda

el Funanaui 13w Accept gaarzawianmuzangaindlandidszgusing
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Recruitment New Trainees @ x

Online Meeting

9a Sales Team Da
H Carlos Grilo

Wed 10,/9/2013 8:00 AM-8:30 AM

16

9z SalesTeamDa ¢

3p Review update
P P # EDIT X CANCEL @ JOIN

=
23 + Noresponse i
Meet in
L0 T ————
Join online

9z SalesTeamDa ¢

wazwanann lauly aznindlasaaunauing

Carlos Grilo
Tue 10/8/2013 1:17 AM

When: Wed 10/9/2013 8:00 AM-8:30 AM
Where: Online Meeting

# EDIT X CANCEL €% JOIN
event attendees

Accepted 1

CIE Administrator
Required

20. A5msvikanangszaailszdnln Outlook Web App

-

Dan Jump
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mqﬂ{amiﬂi:‘gm 29437 BIaMIAUTUL W ldRuAATILALY I TaaImananlwidulsedn

v o o & A & @ > o P A a
VL@I LD ﬂiz"ﬂqnﬂe] ﬁﬂ(ﬂ’W\ 'Ylﬂ"] 521255 Lﬂu@]u luﬂuﬂﬂﬁiu(ﬂﬁuﬁﬂl‘maaﬂ Repeat LLRZLABNLINTINEIN

doamarindszdntion g 15w N0 Nng uws nndurienu udu

Repeat:

| Every workday -

Mever
Every day
Every Wednesday
« Every workday
Day 9 of every month
Every second Wednesday
Every October 9
Other...

21. Emsdsiananalildyanan3angudnln Outlook Web App
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fundsanIsimaianinelanzyanatig niangunamusndiivldlasasianuiiu People lag

A o a Ay
sl,m'm"ﬁasl,w.‘nmnﬂqu
Alan Steiner

© O

LUFAIRUNNNITBARNLLTUN

G=ISEND X DISCARD [ SCHEDULING ASSISTANT
Event:
Location: add room
Attendees: Alan Steiner; -+
Start: Duration:
[ Tue 10872013 ~| [200aM  ~| [1hour -]
Show as: Reminder:
| Busy - ‘ | 15 minutes - |
Calendar:
VY v ' <, ) [t VL v a 6 A
meumﬂuﬂqm BUINULDUNW LU ADINUANNREAT
@ r o JULR
KEf CONTALT B FIST ML = Project Tea #
n | @06

Project Team

MEMErs

22. ﬂ’]ilﬂﬁﬂ%&!&l&lﬂd“ﬂﬂd Calendar View

'
v v A v

UNANIIAANTIRARNNY L517

81 &l’]iﬂI@ gLiean Lukl,ﬁquuwmﬁ

day work week week month

O URAIANIZIN

Tuesday, October 08, 2013

4 sun6 mon7 tue8 wed9 thul0 frinl sat12 » gototoday

12a

|'.-|'....

aagdnuﬂmaamigﬂﬁam?ﬂﬂ z%m%’ﬂumnﬂﬁwqumam
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O LRAIAWIZIUENY

OCtOber 6—12, 2013 day work week week month
4 5ep29-5 oct6-12 octi3-19 oct20-26 oct27-2 nov3-9 » gototoday IS1sHare W PRINT
7 MONDAY 8 TUESDAY 9 WEDNESDAY 10 THURSDAY ™ FRIDAY
12a
~
1a
» -
2a

B 5 3
o UFMNLBWITRUAHA

OCtOber 6_12: 2013 day work week week month
4 5ep29-5 octe-12 oct13-19 oct20-26 oct27-2 nov3-9 b gototeday SHARE W PRINT
6 SUNDAY 7 MONDAY B TUESDAY 9 WEDNESDAY 10 THURSDAY 11 FRIDAY 12 SATURDAY
12a
~
1a
» e

O LEAILANIZLAD

OCtObEI" 2013 day work week week month
«jan feb mar apr may jun jul aug sep oct nov decr gototoday [S]SHARE ¥ PRINT

SUNDAY  MONDAY TUESDAY WEDNESDA THURSDAY FRIDAY SATURDAY  TUESDAY, OCTOBER 08, 2013

29 30 Oct1 2 3 4 5 . .
9:00a Sales Team Daily Touch Point
G Sale 9a Sale: 93 Sale: 93 Sale: | 9a Sale: 20 minutes o
+1 +1 =1
6 7 8 9 10 m 12
9z Sale  9a Salee  8a Recr 92 Saler | 9a Sale:
+1 =1

13 14 15 16 17 18 19

9a Sale  9a Salee  9a Saler %z Saler | 9a Sale:
+1 +1 =1

20 21 22 23 24 25 26
9z Sale  9a Salee  9a Saler 9z Sale: | 9a Sale:

23. 35n1stiu@151991n Calendar Naw

uanan Calendar lumsviamangisnansnais Calendar au e ldan 15w Calendar dauaanie

asauas udu lasfil;nainanf My Calendars \ian New Calendar

MY CALEMD B
new calendar

v HCalend  gpen calendar \

OTHER caL  New calendar group

€

=h.

n38n%a Calendar N@adNM3
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MY CALENDARS

+ [ Calendar

-

uananit ingiaansaila Calendar euainiaannanls laufitsiden Open Calendar

MY CALENDARE
new calendar
+ [ Calendar open calendar
+ W Family new calenda%\
OTHER CALEND

EaTal

landaadumwnana .ICS 13w 910 Hotmail, Google Calendar lsiisla&ari .ICS 11163704 Internet

Calendar uazadin Open fanNWaLTINIIa5ITY Exchange Server 1#nsanlUfigas From Directory

open calendar

From Directory:

Internet calendar:

webcals)//cid-bb457381be38409 1 .calendar.live.con

open cancel

9z1/57ng) Calendar 131310 Hotmail

MY CALENDARS
« [ Calendar
+ W Family

+ [ Hotmail
24. daaanilszaalailizwnun Calendar

Hudnany g aundnaziaadynidsinu Aadadszrauaddaiiazass udnnanlufiuladdne udd

a ¥ v aAa § a |3 1 t&l &/ v a v
#a991ni nnaultnud jawdusennd nsanaseunannauiaziebiu laslundianunoldin
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~_ [y SCHEDULING ASSISTANT o - L v v
adn =~ - H azuamL';a'mamﬂﬂmnwmdﬂuﬁ%avm mnnﬂuﬁﬂmaﬂamﬁw

a
aan Send
oK DISCARD  e=» weel
Voo X Wednesday, October 09, 2013 day week (O
Recruitment New Trainess 4suné  mon7  tued  wedd  thuld  frill  satl2 »
When: Carlos Grila Dan Jump CIE Administrator Alan Steiner Julian Isla
Wed 10/9/2013  ~| | 800AM -
Duration:
30 minutes b 8a \_ Recruitment New Trainet Tentative Busy A
Attendees:
%a Sales Team Daily Touch | Busy

Busy

5 REQUIRED O MEW CONFLICTS

ﬁ Carlos Grilo

e 1a
Dan Jump
No Response

CIE Administrator

Accepted

©  Alan Steiner P

Free

& Julian Isla 2p
By e

3p

&
25. n1suns Calendar
aql/ £ Q0 1 ] Bl Qs v 1 1 1 ' 3 =
AaWHLIINTULEIINTIAzATRaU AT Tad1enuie LL@Ima'sulmy 19z bR LazIAYa

an a A & W v ¢ |aa Y ' o & P = Y v A o &
maﬁﬂg'ﬂu L'Wiqzﬂu'ﬂlﬁjLWN%%VLNVLQLLm‘iﬂQV]uI% LINan @I\juuﬂ']iﬂLi']"leLﬁuvL@‘ﬂz@]a\']Nﬂ']il.lfﬂi@ﬁ@avlﬂu

v Aa { = A
1#adn Share NYULUIN SHARE

a a oA v ¢ 4 o oV o a
LLﬂ:LaaﬂHﬂﬂaﬁiaﬂQMﬂLi']@]a\‘m’lil,wji %dLi’la’lﬁJ’linﬂ’m%@liz@va@] I@]ﬂqfl

o Availability only : ugastaniziaanls Calendar
o Limited details : usaaiawz#ITa 1A uazanuiud liusasdayadug uannitannd

o Full details : usasTayaninuaiatilu Calendar 789

WAT 188N A LATUIAREINTOEIS B1uRIauA aRIBuNULI b (on your behalf) 137
A v a Aa

sansalienls 2 Ant Ae

v va Qgﬂl qu v 1 = o
Editor : ﬂﬁLiWI%ﬁﬂﬁﬂUqﬂﬂﬂ%u FIIRINTIDFIN 811 mamel,"um%u@msvl,@ﬂummaam

(@]
usazlai@nansnsu Meeting Request w3a Cancel Request FNWBLUA8ILT $3% WINLLN
\NeuAnan Accept %3a Decline miﬂiz"guwh‘ifu

o Delegate : ﬁﬂLiﬁlﬁﬁﬂ%%m.qlﬂﬂa“lfu WARINNTAEY 8% nIaun liruan s e luunaed

131 TIWE9AUTL Meeting Request w38 Cancel Request Huala289L37 e
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6 & o

o a A o o 2 A aa A o v o
WRZLINEIFNNITONNWAIT DAL INT A i'mmLaaﬂﬂg'ﬂu'ﬂLi’]@laamiwﬁﬂ@aﬂmal
=1 SEND X DISCARD =

Share with:

Dal-l ngp : Full details -
dan|@cieth5.onmicrosoft.com
Availability only
Subject: Limited details
I'd like to share my calendar with you  Full details
Editor
Calendar: Delegate
| Calendar -

\ius8Telu People UL Unlimited
nsssdwanIasastnnaniiananylugilasananluusen 1ssuinldn Global Address Book lunns
AWANITD LwiﬁﬁLsﬁﬁaams"l,ﬂﬁumqﬂﬂaﬁuuanu‘%ﬁw L13IRINNID LTI Contact View lun13ginsnnudadiaad

1y asnele Address Book Law

Dan Jump 1

CEQ. Exeoutive

®@0e®

contact notes organization

sengemail 3 4 profile

danj@mecthd65.onmicrosoft.com https/mecth3gi-mysharepoint.com/person.as...
business work
14255550059 Job title: CEQ
Departrnent: Exscutive
Office: 4251
IM )

Cutloepi - (Contacts)

sipDand@mecth3b5.onmicrosoft.oom

lob title: Chief Executree Officer
Departrment: Executive

7]

sipedanj@ mecth365.0nmicrosoft.oorm Directory

21N Contact View kaadaz bslwismmsutng
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' = ed o . ) A ) Lo @ \ an
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RNTORUNUN IANUTA

' A a A & L oA o ¢ o
N 2:  uEAITEaBaVaINoTownY 1w Blua Wwaslnyanwy tudu
' A o A A a A o a %

dwn 3:  weaddeturunIaFInNdaImadyn

dwn 4 LLaﬂaﬂawué'uw”uﬁﬁ%aéwﬁumaaqaaaﬁumﬂuu’%ﬁ%
LIRINIDNNTIERZLBEA ANNNLTGaINNIRIda Ll

26. n’mﬁu-uﬁlm’m%aé’?\ﬂ@iaua:nfcju

RN YTeTalauaRn

(® new

\Ran Create Contact

what would you like to do?

create contact

create group

cancel

ﬂiaﬂ“ﬁaﬁaﬁﬂa:lfé'mmaa@a@wia q@ﬁmaﬂ'ﬂﬁmﬁn Save

H save | X oiscarp

First name: Middle name:

Last name:

@ email ® work

Email:

Display as: @ address
@ other

@ phone

@ m

@ notes

waztidasnIaiengy 1isdudiian Create Group
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what would you like to do?

create contact

create group

cancel

Lﬁm%amjw NNTN Lm:ﬁﬂauﬁmmaamjw waspusasliadn Save

H save X miscarp

Group name:
Project A
Members: Notes:
| add members... TAsamsadu Project A

2 NEWLY ADDED MEMBERS

ot ulian Isla
| Juliani@cieth5.onmicrosoft.com
A Dan Jump %
danj@cieth5.onmicrosoft.com

ﬁ”ﬁLiﬁﬁaammn“"lmﬁaga‘lﬁﬂﬁn Edit maﬂm%aﬂ”ﬁm%aﬂ%anéju Wawn MSyuseyatnaunan Save

% Alan Steiner
: Marketing Director, Marketing
\
L) ®0® -

[y A wa
27. MIAKKIINYDD Eﬁﬂﬁli’)

v 4 ' Qq: 1 J o 4 v 1 v 4
ﬂ']iﬂ%‘lﬁ"li’]il“ﬁalqlﬂﬂﬁ‘lﬁ%aﬂ@&]u%\‘l’]EI&J’]ﬂ“lI% I@Ummmsnnmumﬁauvlmvl@ LB% ABUIANNTD

wimans u3un (udu
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BY FIRST MAME
first name
last name
company
home city
work city
recently added

display name order ¥

28. wanmany Linkedin
dundiydues Linkedin (1w Social Network aasaurnauaaniisuuninaalulszinalng) 1

sanIadandaTobaan Linkedin angs Office 365 Ief Tadfe lansulng Linkedin aziineszidua

& C e e e W, & o
vasyanauklilnarnasunis ildindedanuldiedu lasadnd
Connect to social network

\§an Connect
connect Office 365 to your networks

Connect to Linkedin to add your connections as contacts and keep them up to date.

B Linkedin Connect
Close

ﬂiaﬂ‘*ﬁagamaq LinkedIn 1We91vi13b s18%aa 01Uy IWsuas Linkedin aadi3nazBansany Office 365
v A
NUN

Linkedﬂa Don't have an account? | Join Now

Grant Microsoft Office 365 access to your LinkedIn Account
Only allow access if you trust this application with your Linkedin network information

Emai: [ ]
Password: [ |Fomotpesswond?

Access Duration: Until Revoked change

Ok, Il Allow It IR
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2 o = % a

LINATHWSIN IUUNTE NFBLTIRIINAZIANITINUNAaIFNALALIT a9

[
Aad v A

. A @ o v 4 @
Tasam sl Office 365 sﬁama’m’ﬁnﬂszqﬂﬁ‘l‘*ﬁnuSmavl,@munu Taadataah

29. n131%9 1w Flag T Outlook Web App

[

3 a I.r L@ [ S ga ¢ A & a
qaﬂLﬂ@ﬁ]zLﬂunﬂ"] LUR ﬁ]zugﬂﬁ\j a%ﬂ’]uﬂﬂ\nua ‘Nﬁduuﬂiﬂﬂ“ﬁu Lllavl,‘lmﬂ@]’mLi’lllﬂ’ﬁ@]’m\‘l”lu'ﬂ”m

BLuath WLTIAENYIN ATUFAIINAGDIVIN

XTI - a
uels  today
tomorrow
this week
next week I

i27/20  hodate

mark complete il

TN HinA Risnc

® a & = v q v % = = v A A o
LL@ﬂ’]\ﬁ’]u'ﬂiﬂLuauuLaiﬁ]LLaﬂll‘lﬁ mark Complete VL@LNU ‘Udﬁ]xLLa@\‘lLﬂuLﬂ‘iax‘mu’m LANB YWY

30. n13&519 Task

Task Maininueas luswwnunuay Task maﬁmgumasﬁwmaa Outlook

INBOX CONVERSATIONS BY DATE v
Favorites 'YESTERDAY A
~ CIE Administrator & x>
4 Carlos Grilo + Recruitment New Trainees Tue 1:33a
No preview is available:
4 Inbox 13

Personal Folder TWO WEEKS AGO

9/27/2013

9/27/2013

9/27/2013

9/26/2013

Drafts [3] Yammer

Sent Items Carlos, wondering what to do with Yammer?
ciethS.onmicrosoft.com <httpi//wwwyammer.com/ci..

) Deleted Items 1

Conversation History cieth5.onmicrosoft.com on Yamme
Top conversations for you this week

Junk Email cieth5.onmicrosoft.com <httpy//uww.yammer.com/c

Notes
Jeff Hay on Yammer

- CrimEin Reply above this line -—- Jeff Hay posted a new

Yammer
Carlos, you've logged in to Yammer

It locks like you recently logged in to Yammer from.

Yammer
Carlos, you've logged in to Yammer

It looks like you recently logged in to Yammer from.

CIE Administrator

TAsks CIE Administrator has invited you to ‘Sansiri T

adn New Task

9/26/2013

9/26/2013



new task

o«
4 My Tasks

Flagged Items and Tasks
Tasks

all active overdue completed

FLAGGED [TEMS AND TASKS

MNONE

+ Review monthly reports X

No due date

Complete self-evaluation form

No due date

Prepare for staff meeting

No due date

Update benefit election form

No due date

Sign up for IT training class

No due date

TEMS BY DUE DATE -

>

™

Page |39

nyan Task NAa3a1N t1aA&N Show More Details 3zuRAITIAZLALATNWISTND WS 1852 LUUaIA %

= [y = A ) @ & ' T a @ v a
S’Jﬁmx‘l’i]:@]a{nﬁiﬁ]l,&lavlﬁi LLa:‘L"}IL’Ja’WIG‘Iﬁ&JﬂLYI’IVL%i Lﬂu@]u Wal,iﬂ‘]_liaill‘lﬁﬂaﬂ Save

+ save Y DISCARD

Subject:

[ insERT

| Follow up Project A

Due:

| None

| show fewer details

Start date:

Date complete:

| Nore

| Nere

Status:

%% complete: Priority:

| Not started

| ] | | Naormal

D Reminder

MNone -

Repetition:

| Never

Total work:

D Mark Private

Actual work:

lo

| |Hour5 '|

|O | |Hour5

Mileage:

Billing:

Companies:

[ calibri

-|[18~] B

H
1=
|
|
2
I=
L4

‘4 o ' o 1 o o v v [l
PINIINTRBALIN maszuua:ﬁmmam’nmﬂ@m"luﬁamvm@ BETINAUA HIDLRIAILUIDUURIHY

all active overdue completed

oA v 9 & A @ v a_d I.. A Ao, = Y & i '
L’ﬁuL@]U?ﬂuﬂ’]ﬁ’l'ﬂlﬂLﬁ?ﬂLﬁﬂUiaﬂ lﬂﬂﬂﬂﬂ LNBEWHUINLRITLLR IVIU Task uu%ﬂﬂagluﬂqumad

Completed
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35974 Exchange Online S20ALUANYNRINNTD 1AL L4 Microsoft Outlook 2013

v ' ] o
v\ll’@Td = a (=

E‘%’]%%‘Uﬁdul"ﬁ’\‘l’]%ﬂ%ﬂﬁi Office 365 L1 E3 mmmg?%msﬁﬂm N “UNn 6 n17aA A Office 365

ProPlus” 1¥iN%l3USA138% 1% Wi E1 81301439900 Microsoft Outlook 2013 winfidasiluasdns nslgen

U

AMLARINUNNTLTINUUK Outlook Web App laslunitaznanidifliaasnaan

o

31. N13A9A11YT Exchange Online NU Microsoft Outlook 2013

FNIUMIAIANATININ WLDa Microsoft Outlook A&N Next
x

Welcome to QOutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

= Back I MNext > I Cancel

A
LRan “Yes”
x|

Add an Email Account

Use Outlook to connedt to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

* Yes
© No

« Back I Next > I Cancel

NJNT8, DLNA LATTRREY



Auto Account Setup
Qutlook can automatically configure many email accounts,

# E-mail Account

Your Name: |Carlos Grilo

Example: Ellen Adams

Icarlosg@me:thSGE.onmlcrosoft.com

Example: ellen@contoso.com

E-mail Address:

Password:

Retype Password: [
Type the password your Internet service provider has given you.

' Manual setup or additional server types

< Back Next > Cancel
-~ a k9 ﬂ a
o
LRILITUIDY ZUINJHMINTN
R Inoes - g mecthS ansrazaft com - Outlook T @)= 8 %
HOME | SEND/RECENE FOLDER  VIEW
1 & a T lgnare e I Mesting [T picwe 1o 5} 7o Manage 3 I B | [Seerch Pespie
= " “7‘(‘ S G o™ o v o= S -L,I" ;‘H v
o New | New b cete  Reply Reply Fonar = . inew [o] Move s Greliole Unvesds Categore Follow
Emad Bems+ Mesting  Jounk- Al BMore- 5% Reply &eDelete ¥ Create e B Resd
New  Tesmviewe Oetete nespon Quis seps wove tage Fina -
aFavorites ¢ h Current Mailbos (Cti- 2 G Reply £ Reply Al (S} Forward 5 1M
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Lync - Options ||

General My phane numbers
Personal Ciick a button belon to add or change one of your numbers. To indude the number in your
contact card, select the check box.
Contacts List
Status
" Work Phone... Include in my contact card
ly Picture
Phones [ Mobie Phone... | Include in my contact card
Alerts
Ringtones and Sounds Include in my contact card
Audio Device __Dm, Phone... Indlude in my contact card
Video Device
File Saving
Phone integration
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Video Device
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v ,_7‘/; Task Mame Due Date Assigned To

) Cl AnmdLutayantslsrny === Wednesday Greg Winstan
O WS s I AU 3 +s» Thursday Greg Winston

2. \Jawy aAn Open Menu (...) dwiunungmaziiuasiulndlad aniulundasndnng lhadn Add

to Timeline
. wx with dates to
LHEIL WS Usz i duniug
In DemoSitell » Tasks
Assigned To:
Greg Winston ind an item
3
DAYS Due Date
Due Thursday
Wednese
hitps://cied5.sharepoint.com/DemoSite01/_layouts/15/listforn .-l Thursday

OPEM | ADD TO TIMELIMNE | CREATE SUBTASK e
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NudlenzinasuinuanisemziniGuduri nuszdnngdwadeivundlad uazfieiemanogldn
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f17TUINUaZLB8A209N1TUINRITLATIN1TUN SharePoint Online aunsadnuiAuLdnlans
http://bit.ly/SPOnlineProject

18. NN lists, libraries, and other apps
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numuazlaunTienansaznaneidy “Built-in Apps” waztszunsainunatinavuldlaslddias Add an app

1. uwloanamaasmaiuwey Tl

9

Add lists, libraries,
and cther apps.

L0

#30AaN Settings

. Dan ump~ ¥

Shared with...

> Add an app

Edit page

Add a page

Add an app

Site contents

Change the look

Site settings
Getting started

Office 365 settings
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Your Apps Find an app 0
Apps You Can Add
Manage Licenses Noteworthy

Your Requests
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SharePoint Stare .

U
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App Details App Details App Details
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A&n From Your Organization
a & o = 4o &
mm@i’l&lmimadl,l,aﬂwgnﬂiao LLmﬂamLaﬂwqmmdmiwa

a ] [y A A a \ [ A % o
Li]aqmgﬂn’]ujqﬂm@]adﬂ’]ilﬁﬁanau’aﬂ'ﬁia‘lu 1% 91 aHaLﬂﬂ’JﬂUﬂqsqﬂqﬂ’]uma\‘]LLaﬂ

INUUARN Trust It LivaLANwaLl

a1ulvraanatan
SharePoint Store
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8. lumaudt uartazainguunii Site Contents quiananandsuadldlasmindniuatun

741 Site Contents

DemoSite01 » Add Apps # THAB~  English Singapore) 2
m Find an app o

SharePoint Store

Price Featured Apps »
Al

Free o
Adlib PDF P

All

Communication SharePoint 2013 AvePoint Meetings for
Adiib PDF Publisher Media Center App Dell Social Hub, SharePoint Online
Content Management

Customer + Contact

Management Most Relevant  Highest Rating  Most Downloaded — Lowest Price  Name  MNewest
Education
File Converters + Viewers | " 9
& v,
Human Resources + 7_ P e g -
Recruiting My Locations Locations Mapper Laocation Finder
Public-facing websites
N Free Free Free

IT/Admin
Jobs

bélea 111!
Lifestyle

L -
Look & Feel 4% "“
News + Weather : ‘! ! =

£

wasnf lddaasueld quawnsnlddineyldlaslufiniy site Content lufl Settings > Site

Contents LalaanNwall Lﬁ'a@ﬂﬁmaﬂ

. Dan Jump~ £

Shared with...

Add a page
Add an app

Site contents

Change the look

Site settings

Getting started
l Office 365 settings

o ' , A o o . A o o o & o o ° Y
LL@ﬂ?J'WYI’]G']%@YN‘] LD L‘W&Iﬂ’]ﬁdﬂ\ﬂu Ribbon LWNﬂ’]E‘T(‘lVI,‘].]Udﬁdﬂ"ﬁuﬂ'ﬁ‘l’nd’]%‘ﬂ?Nﬂ’]'lJiiEl’]Uﬂ']W‘lJﬂHﬂl%
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vlfﬁ(ﬂ ﬂ']il:l]ﬂﬂ%“:l]ﬂ\?ﬂﬂ']\?i'lﬂlﬁ')‘ﬂaqﬂmﬂﬁﬂﬂﬂmﬁquqinﬂqqﬂﬂa ﬂquﬂﬂﬂuaﬂHm:ﬂﬂiqﬂﬂﬁia Change the

Look

Lo

1. vuilwloduasqm liadn What’s your Style? n3andn Settings > Change the look

What's your style?

2. LRENANBMIAIIg  MNEReNNRBAINAANLIULLL  hldaIndIatnamsliTauARI oYL Ak
U 9 U 9

aansawaswldludunantaly

Site Settings + Change the look

Current QOrange Sea Monster Green

3. m@1auﬁqmmmmﬂ%’uLL@iamamaSuvl,@T

- lledasmufiuniaifaouUaunas 1iadn Change uazddlnangduasqouas namngtan

a & N ST D
ﬂaNW’JL@]ai“llaﬁqmadl%zﬂmu'}@]ﬁla“ﬂa%l,ﬁuaﬂ']ﬁﬁ Change

WNILLIAG M lisursnanuadnele lWaaasmandiIsanIuLITrasiiosTuaNae
—_— q
%38 Microsoft Office 2013 n1sa1nuwalUaasdtdudaslsd Microsoft Office 2013, Internet Explorer,

Firefox 38 Chrome Laa‘?‘ﬁ'umq@

- WadaIm I RUULLLLNWTAR Wﬂﬁﬂg}nﬂiﬁag’ﬁ'@mn Colors UALRANUULLHUTAT
- adasmaasuidilass ldadngnasnagaaain Site layout udaifanidlasiaunaiugw

FUAITBIRITNIIING NRBIAIAN UAZAY
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a v a (3 v A A 1 @ v A et
- Wagadnauasuwane I‘Iﬁﬂﬂﬂﬁﬂ?ﬁ‘ﬂagﬂ@ﬁ]’m Fonts uaLRanWanaa

Site Settings

@ Start over

Drop an image here

PAGE TITLE

Welcome to the preview of your theme!

Colors
. . . following 6 colors to play with:
|
Site layout
Seattle - Example of a simple list
Fonts First Documant Titke

Second Document Title
Segoe Ul Light
Segoe Ul

Third Document Title

1o/2i/2011

Change the look

Try it out @

Search teat

You are looking at an example of how the colors will be used in this
theme for your content. This is an example of a
will look like. For text editing, you will have the

. This is how a

Modified Status

Panding

Panding

10/22/2010 Approvad

[ o a a [ & A a ' v v ¥ [
LAanal LS’]ﬁ’]NWiﬂﬂaﬂme“ﬂL‘lJE‘]U‘H:LLl]ﬂ\‘lI@UV]%Y]VLﬂg‘LuW%VILLﬁ@\WI’JE]EI’N nNaaINIILaUNNL

ludsganisudu 1¥adn Start Over niaguauninadnilaliloduasqmifansanain Change the

look waznav g lauiwavas b aaqm‘lﬁ

4. Lﬁaqmwé*auﬁa:gn'ml,amﬁaaﬂ"mLmuLﬁm‘mwauﬁaﬁqm”léﬁﬂﬁsJumeVI,aJﬁfu'jw:ﬁé'ﬂwm:

aslaflaldnuiitenizaslod 1wadn Try it out flglodaudu g azdshimunnuenfunis

1asw a9t le

5. tureuingouinlunisuaasdiadng 1hadn Yes, keep it in'lizau 1%a&n No, not quite

here LazaaIaNHIAZAY

This is a preview of your site in the new theme.
Do you like what you see?

@ No, not quite there

Yes, keep it @

CafosGilo ~ g 9P

) SHARE Yy FOLLOW 4 EDT T

Search this site

-9

Add tasks with date:

BROWSE PAGE

l # EDITLINKS

S . ,

Project Office 365
HZ Project Summary
Notebook
Documents
Tasks Get organized.
cal the
Calendar
task list.

Site Contents
# EDIT LINKS

Get started with your site  remove THis
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20. Your site, Your brand

' '
= = a

%aﬁaaﬁmnﬂuﬁdLLSnﬂQLﬁ'UwﬂmﬁmaamLﬁu asnudadulafenanazidenteiIesnazeSuiudang
#3alaTan13vadn ﬂwsLﬁuIaIﬁﬁlzﬁqslﬁ;jﬁuj’hwaﬂmayjsluvlsn@i"’gﬂﬁaaaziwimﬁa @20819LT% LIIRINITD

ﬁwIaIf*Tﬁﬁayj’maaaaﬁmmaaqmmlﬂm wiagUnwfidanumnan uﬁ'uqﬂﬂaﬁi"ﬁ"[ﬁﬁ@i‘ﬁ"lﬁ

&

1. uufinloduasqm lkadn Your site. Your Brand n3anfin Settings > Site Settings

Your site, Your brand.

2. uuni Site Settings nalé Look and Feel l#a#n Title, description, and logo

me # EDIT LINKS

() Office 365 gjpe Settings - Title, Description, and Logo

Home Title and Description -
itles
Moteboao Type a title and description for your site
Project Cffice 365
Documents -
Description:
Tasks
Calendar
Site Contents
# EDIT LINKS Loga and Description

Inzert Logo:

atea o this

on for the image.

. FROM COMBLUTER | FROM SH ol
images/logo.g AOM COMPUTER | FROM SHAREPOIN

the graphics file to th

#Project Office 365/SiteAssets/new-office-365-logo-o

) Office 365

Enter a description {used as alternative text for the picture):

‘Web Site Address
URL nanne:

httpe//mecth365.sharepoint.com/| Project Office 365

For examiple, https,fmecth365 sharepoint.com/sitename

nangma f1amliiin Title, description, and logo amatalidanslunssanisdadonin amaosd
—_— q q a

a A‘ a 1 s 1 9 6 1 v L 6 Yo al € o %
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ﬁ'a"l,ﬁnﬁﬂamaﬂﬁ'umaaqm LLa:Lma‘?ﬂﬂuﬂﬁﬁ'ﬂﬂ’ﬁﬁ'sLﬁaﬂmmﬁmaaqmaaﬂvlﬂ

5. laTasedlniluinadoya Title Taaslndazusasuuniudaznihvoslod

4. ladaTunalniluiaadaya Description dafunofiazliuaasunled udazdynguuninaawinig

ﬁum"uaaqm
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5. wWasulald

(3 o

WadasnsgtInaalalianaauiaineizesqm l¥adin From Computer afin Browse w13inwuaz

AN Open

'
A

\ladasn1stiulaliain SharePoint 1%a&n From SharePoint i3unqlaus3niiugyd tien3y uda
Aan Insert (suudhgulasinaalalivesgmuaslufialodveqmuuda)

6. AAn OK NatuinmMaasuulasasnm
tqmbizeulalifidnnguuloduesgm quuddinaoulald uaziduaauduunduiaunulalida
21. Keep email in context.
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email in context Ui Web Part Get started with your site

Keep email in context.
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Site Mailbox

DESCRIPTION
ADD IT
The Site Mailbox app helps you keep email and documents close together by -

connecting your site to an Exchange mailbox You can then view your email on
SharePoint, and view site documents in Outlook.

tamlaildls web Part 283 Get started with your site 3Fmaifinuell nassananpved

¢ A an & o o X
1ol BnATERIRINIIDTIN LA AIT

1.1 U% Quick launch 1#@&n Site Contents

D

Home
Documents

Site Contents

# EDIT LINKS

1.2 uuwi Site Contents l#¥asn Add an App

add an app

1.3 uws Your Apps l#adn site Mailbox

Site Mailbox
Popular built-in app

App Details
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2. WasuasinaesamuNig Ui Quick Launch (WANWRAN)

o A A ' & o & o a @ .
wasnngainuel nasssananpvaslod ldvladvesgmuds nsmadstldindesaanany
va9lwdun Quick Launch zifludszlomiann innzaztinliaunldnuladuasquausadifsldadng

318018 lasUnd #a991NNIIAAAIATILIN ﬂa'aaﬁmvsmwuaqvl,smi‘%gmm"lfuu Quick Launch

nolé Recent

B>

Home

Documents

Recent
Mailbox

Site Contents

# EDIT LINKS

[

WadaIn TNt laiwed naesaananavadled Uk Quick Launch 14Avinaad

2.1 un alsain lwadn Edit Links

2.2 an&sIn Mailbox vl,ﬂﬂ'q@‘hmeﬁmﬁqmﬁaamﬂﬁﬂﬁaw@ﬁmﬂﬁfmmmﬁmmiuu Quick

Launch
2.3 Q8N X N9AIU1I1289897 Recent LNBLINRAIIARNILDBNIN Quick Launch

Home x
Documents x
él\!a'll:ox x
Recent

 Waad

Site Contents

Drag and drop link here

® link

Save Cancel

2.4 @8n Save

3. AIAINADIVARNIV DS lT6

o A A ' & % & v & ' = <
AN AN LeY NRIARNILVDS bl Vlﬂmvlsmmaaqmum Juaand o lUazidun1saden
NHBIIARNILVDI bTAL AU BIA AU ITUALNIATIAL LTI
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3.1 U% Quick Launch 1#a&n Mailbox
4 ' o n&/ 2 v Aa . . &
3.2 Lﬁanaaaa@mmwaﬂmﬁgnmwwuum l‘ﬁﬂﬂﬂ Mailbox 1% Quick Launch gﬂﬂi\‘i
PMNIBUWAIN Exchange Admin Center Tiden Language L8z Time zone Ua3f

3.3 AAn Save Lﬁ'a@‘iflLﬁuﬂﬁﬁiﬁmﬂdaaﬁm%mwaﬂmﬁmmqm’tﬁm%mﬁu

Choose vour preferred display language and home time zone below.
Language:

English {United States) w
Time zone:

(UTC) Monrovia, Reykjavik w
save

Submit

Tuaann1Iasi1a19ltia wInis 30 wTsaziasaFn WakmuadnaasannuIsve9
lodieiasuysniud Toanudinaszgnatludmnaulumsdesndnisuduuazmodaidtves
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d  SkyDrive Sites ... DanJump~ $&

) SHARE | ¥y Follow C4 sync  # EDIT
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4. Buldunasseananzzasloduasam!
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DemoSite01 » [=; Site Mailbox App

@ search mail and pecple ol The "DemoSite01" site mailbox has been

all unread tome flagged &Ry €
» INBOX CONVERSATIONS BY DATE )
. . DemoSite0
v DemoSite01 X Sun 10/20/2013 5:48 PM
The "DemaoSite01" site mailbox has been created 5:48p

Mow you can send mail to SMO-DemoSitel1 @cied5.on...

To: DemaSitel1 «SMO-DemoSitel] @cied3. onmicroscfi

Now you can send mail to SMO-DemoSite(1@
will land in a mailbox just for the people in this
DemoSite01 site to see for yourself.

To learn more, see What's a site mailbox and he

WILITm sl usuTaAn s NazB aaRNLAY le hitp:/bitly/SPOnlineSiteMailbox

Syl Workflow

=

d1m¥uiaeiuilandnnliilu SharePoint Online Aatsaa Workflow fnanuiiuiialud Workflow A
NITUIUNN993NA198 Business Process L N1aiALA"EEY N3FLANARLIY 1TaN19a 1R o619 AuFLienans
WIRUNIIU WD TATFARINANULANEAT899ULIsz3 1117 SharePoint Workflow wugnaanuuuliidqatlszudnionn

IS a a o o '
LL@zﬂﬂi‘zﬂﬂﬁﬂ’]WQquﬂﬁ‘zﬂqWV]’W@quj

Workflow

{

8" Ve

Before After
Manual Method SharePoint Workflow
Manual routing can be A ShareP aint workfow
confusing and time-consuming streamlines and simplifies

22. SharePoint Workflow Aaazls

UnATinaziuinadinsaLuuAINAILANN Audnadusaznszuaunisduesngls


http://bit.ly/SPOnlineSiteMailbox

Page | 125

Document
arrres

" Document
routed to
reviewers

Anna
reviews

__ Disapproves

I
Approwves

v

Sean

% e Di
reviews RPRIONES

v
o o

SharePoint Workflow ifludnwaizidiniaddnludmndouanunsesingn fu sanieainnisniiazgs

1 |
= ° b a ]

NunAetTaqiu Wy nseydRlenans Unffns lawinffiesauGesenans weliifinan desie uazifiou

b

v
o '

ANANBNFETIEI D LAY TelulAardunauazfasdawneadassiaws 1 Auanll wAdne 14 SharePoint

£
o v A

Document Approval Workflow nszuaunisiwmanilazidudniusfvianus 18 lasuneaunndndanazszuy

v
o

AzuRAaU P9NDNIIANNTDAILANTINTELAUNNT LA
23. nszUIUN5IALNeTIAS LT SharePoint Workflow

1R5nInadlu SharePoint Online W iluialaumaingn a1119014 Version 1991350 T ad laialuagss

v
o

lausis wazldsinaaandu InauiaBsnTWadnaun13isail
1. Approval : mugduiudunaunisaylfianansvisesiuiall

Collect Feedback : WHNZA1 %5 UMUARLNNTALANNAATLAIANLAN AT 1 11

N

3. Collect Signatures : winzdnuiuduneunadudanadusimaneauuenans, VGEVERIGHANT

4. Disposition Workflow : manzduiudunaunissanisanyaesianans

5. Three-State Workflow : snzdnusudumaunisninnialnsenng weanusinge Insutinduanu
aeL

Aaasne &51935nTnaddusuluan Leave Request
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1. NUAAR299 Leave Request

o 'li#i Add an App

l Carlos Grilo ~ %
Shared with...
Add a page
Add an app
Site contents

" . o4 -
o a8n Custom List uaznsanaa 111 Leave Request Lazaan Create

. . X
Adding Custom List
Fick a name Mame:
You can add this app multiple times to your site. Give ita Leave Requesﬂ » |
unique name.
Popular built-in app
App Details

2. WNAGAARANI N

o Imuman? Leave Request 1aan Settings

Leave Request

‘ add an app
SETTINGS | ABOUT  REMOVE
Leave Request MicroFeed
2 items
DS Modified & hours ago

Modified 3 minutes ago

e n2an Title

Columng

A column stores information about each item in the list. The following columns are currently available in this list:

Column {click to edit) Type Reguired
single line of text v

Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

uazilazutlu Description w&daAdn OK
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Mame and Type Column name:

Type a name for this column, | Descriptio

o  A3NARANILNNIAN IneAany Create Column waz@snanaaninasallil

Column Name Type Require Remark
Leave Requests Choice Y Choice
- Sickness (Personal)
- Personal Leave

- Vacation
Comments Multiple lines of | N
text
End Date Date and Time Y Date and Time Format
Date & Time
Total Number of | Number Y

Days Requested

3. @379 Approval Workflow

o \aan Workflow Settings uaziaan Add a workflow

Workflows

Show workflow associations of this type:
This List

Select a different type to see its workflows.

orkflow Name (click to change settings)

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated v

SharePoint 2010 Workflows
There are no SharePoint 2010 Workflows associated v

o Remove, Block, or Restore a Workflow

[%
o

o \aan Approval — SharePoint 2010 Asfiawtw Holiday Approval Workflow
Workflow Details

Workflow

Select a workflow template:
*Approval - SharePoint 2010
Dllect Feedback - F

Select a workflow to add to this

list. If a workflow is missing from

the list, your site administrator dba 010

may have to publish or activate it *Collect Signatures - SharePoint 2010 W
*Disposition Approval

Description:
Routes a document for approval. Approvers can approve or reject the document, reassign
the approval task, or request changes to the document.

*Denotes a SharePoint 2010 template.

Mame . .
Enter a unique name for this workflow:

Enter a name for this workflow. T =
The name identifies this Holiday Approval Workflow l_
workflow.
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A % 14 !
LaaN1aHA mmgﬂmwmumq

Start Options - -
Specify how this workflow can be [] Allow this workflow to be manually started by an authenticated user with Edit Item permissions.
started. Require Manage Lists Permissions to start the workflow.

Start this workflow to approve publishing a major version of an item.

] Creating a naw item will start this workflow.

[] Changing an item will start this workflow.

Next Cancel
= P a
o Laan Approver LadAan Save
Approvers Assign To Order
Greg Winston &“ B3 One at a time (serial)

& Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You can
also add stages to assign tasks to more people in different orders.

Workflows

Show workflow associations of this type:
This List

Select a different type to see its workflows.

orkflow Name (click to change settings) Workflows in Progress

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated with this list.

SharePoint 2010 Workflows
Haoliday Approval Workflow 0

8 Add a workflow

8 Remove, Block, or Restore a Worlkflow

4. d5uusienaiu Leave Request

o lufwdin Leave Requests 1aan New Item uaz 117 Settings > Edit Page

I Carlos Grilo = {%
Shared with...
Edit page
Add a page
Add an app

Site contents

o man Add a Web Part 1aan Media and Content > Content Editor > Add
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Categories Parts About the part
3 content Rollup A [Ellcontent Editor Content Editor
[ i i .
3 Document Sets [BlGet started with your site Allows authors to enter rich text
L3 Filters [Elimage Viewer content.
3 Forms [EMedia web Part
[C3 Media and Content [Epage viewer
[C3 Search [ElPicture Library Slideshow Web ...
[C3 Search-Driven Content L3
. . v
3 social Collaboration

Upload a Web Part ~
pload a Web Pa Add part to: Main

Add Cancel
QI ¥ dl VU v
o indayansiesnisdinly
Content Editor
1. Please submit your leave request by completing the form below and attaching any relevant documents.
2. Once Sumitted, your request will be forwarded for approval

3. Once your request has been approved or rejected, you will recieve email notification

o \@en Stop Editing ianganisufila

PAGE ’_FI

Stop Editing
Edit
o wazlfneiu Leave Request fniinnsFasaa azaslinyanatlananielii Approve

1178 Reject

BROWSE EDIT

E a .n.D X cut [UD .:3;:

ER Copy
Save  Cancel Paste AYFQIEEh Spelling
e -
‘Commit Clipboard Actions  Spelling
Home 1. Please submit your leave request by completing the form below and attaching any relevant documents.
Notebook 2. Once Sumitted, your request will be forwarded for approval
Documents 3. Once your request has been approved or rejected, you will recieve email notification
Recent
Leave Requests
Description * ‘ |
Site Contents
# EDIT LINKS
Comments
End Date 12 am[v]

Total Nurnber of Days Requested * l:l
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¥

NNLILUB) nn9a319 Approval Workflow §1fsnuiufiaslfzudns saunefquaszuu SharePoint

Online az#a4 Activate Wiaasifqalnald® Site Settings > Site Collection Administration > Site collection

features > Activate Workflows

24. 518 IN19AA519 SharePoint Workflow iluaasnuiaslavisals

o A =

UBNANNNHWAAAN N8 N385 19350 I aTndudenld TnaldiAsasiienidandn SharePoint

Designer Iaad1u10a191 a0 LW H http://bit.ly/SPDesigner2013 a1u130An=13an1s 189 ulE7
http://bit.ly/howtoSPDesigner2013

NI Survey Online
n3ain9 Survey DawduiaaindAny 1ainisnaiieainin wazliinunanes) auneuAn s tnaldirsesile

FaenIUaINUaNY N138519 Survey @aunannlé 2 35Ae MU Excel Survey waz SharePoint Online

25. N1945149 Survey Imelld Excel Survey
&m3U1iEn19 Excel Survey azag/lu OneDrive for Business wna1unsnassuungaunnlfidnuimlaeus

1RULILARUNNAZNIANAS lWTR Excel

1.  OneDrive for Business Aan New Document \aan Excel Survey

ents =
m Word document
. i :
ove@o B=| Excel workbook
ment ﬂ PowerPoint prese
d a file .
N | neMote notebo
pook for tes ﬂ Z| Excel su ey

o Y o

2. @5 enansiaeivindiemninazeguuinresnadiiaes Excel


http://bit.ly/SPDesigner2013%20สา
http://bit.ly/howtoSPDesigner2013

A

3] C o

First Name  Last Name  Which ‘What snack are

[ -] I game you bringing? g
Rabin Wakefield 8-5ep fruit leather
Codin Wikcox 15-5ep graham crackers
Roxanne Kenison 25-5ep bananas
Hugo Garcia 6-0ct Granoka bars
annik Stahl 20-0ct goldfish crackers
Bruce Keaver 26-0Oct oranges I

Every survey response is recorded
as a row in your spreadsheet.

First Name

Bruce

Last Mame
Keever

Which game?
10/26

What snack are you bringing?

oranges

A o Ao < A 2 Y o A
3. lRANUszinNIasAIARLNFRINIT ‘W'ﬂLﬁi‘@L?ﬂUﬁ"ﬂﬂ@’]ﬁJﬁﬁ‘ﬂLL‘ﬁﬂﬁwuV}

Response Type IE
Required 3
Choices 9/8

/15

9722

26. N1945149 Survey Imeld SharePoint Online
LT181NN904519 Survey {1 SharePoint Online 186

1. A@n Setting & uazi@anadn Add an app

' Caros Grilo ~ {%

1

Shared with...
Edit page
Add a page

Add an app

Site contents
Change the look
Site settings
Getting started

Office 365 settings

v

sialUdl

2. luutihees Your Apps Wimanlamaw Survey > Adan App Details
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Home # EDIT LINKS

1] Office 365 Site Contents

Your Apps survey x
Apps You Can Add
From Your Organization 1 app matches your search

Manage Licenses

Your Requests

SharePaint Store

Survey
App Details

W@an Add It

DESCRIPTION ADD IT
A list of questions which you would like to have people answer. Surveys allow you to

quickly create questions and view graphical summaries of the responses.

a o=y

3. fAuwiaves Survey I wianamaazidanlutes Advanced Options

Adding Survey

Pick a name Name:

You can add this app multiple times to your site. Give ita Survey 365[ ® |
unigue name.

Advanced Options ‘ Create ‘ ‘ Cancel |

4. AANTRIB9 Survey > Settings 1@an Add Questions

Home = Respond to this Survey  Actions - Settings ~
MNotebook - :
Add Questions

Documents - Add an additional question to this survey.
Tasks p— i

1 Survey Settings |
Calendar - Manage questions and settings for this survey.
Recent

Number of Responses: 0

Survey 365

Site Contents

5. @w5untin New Question lHANWADH wazilszinnaaaninay
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Settings » New Question o

Question and Type Question:

Type your question and select the type of | UEATSHAA Microsoft Office 365 Tafiannaunnfian
answer.

The type of answer to this question is:

(J Single line of text

O multiple lines of text

®) Choice (menu to choose from)

(O Rating Scale {a matrix of choices or a Likert scale)
O Number (1, 1.0, 100)

O currency (8. %, €

O Date and Time

) Lookup (information already on this site)

O ves/No (check box)

O Person or Group

() Page Separator (inserts a page break into your survey)
O External Data

() Managed Metadata

6. @ miudou Additional Question Setting l#iaandnantlusiesnauvisely uazABusivaesAnauds

Additional Question Settings . B .
Require a response to this question:

Specify detailed options for the type of .:::. Veg @. No
answer you selected.

Enforce unique values:
O ves @ no
Type each choice on a separate line:

Exchange Onlina

Lync Online (N
SharePoint Online
Yammer Enterprise W

Office 365 Pro Plus

Display choices using:
O Drop-Down Menu
® Radio Buttons

O checkboxes (allow multiple selections)

Allow 'Fill-in' choices:

O ves @ No
Default value:
@® choice O calculated Value
7. denetlantheuil
a. d@5eAniuiiiain Tngadn Next Question LL@::WSJW"H’@H@LWNLEN
b. fuadaFuvFesudn 19iean Finish
8. g Survey fasnelllnananuauiyAmliuny Recent wazutd Survey ifunuiifesnis Tneifmey

uLLgaunINazAdny Respond to this Survey WamaLLLLIALIONN



Home
Motebook
Documents

Tasks

Survey 365

hladesansludiyladuaun
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=i Respond to this Survey | Actions - Settings -

Survey Mame: Survey 365

Survey Description:

Time Created: T/13/2014 2:58 AM

Mumber of Responses: 0
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Hiblwaza (Visitors)
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874 (Read) Usznaudiadndinanii
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QUMY aTTU 1WA wazwaUWAATE I UWae
Sunatayar LTI
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FINTHI I
lgmsaa brdeuanias
1713 Remote Interface

1 uiiaasning Integration

13N (Members)

U a Qg 1 :
wila (Edit) Usznaudis@ndineni
g v 81laa uazauTIENIS
WA WA WRTRUTIENNT
AULIDTTY
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Lssm@"l,minﬂas
wiladayadiuyana
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13712849 (Owners)
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1. Ran Settings > Site Settings




I Carlos Grilo = £
Shared with...
Edit page
Add a page
Add an app
Site contents
Change the look
Getting started

Office 365 settings

2. 1 Site Settings ¢ Users And Permissions a@in Site Permissions

Site Settings

Users and Permissions
People and groups

| Site permissions ‘
Site app permissions

3. @8n Grant Permission

BROWSE PERMISSIONS

[ [ @

as & |
Delete unique Grant Create Edit User Remowve U
permissions Permissions | Group  Permissions Permissio

Inheritance Grant Modify

4. laTauszrnuaszeusnilagadnf Show Options Wavhiasauda liaan Share
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Share 'Project Office 365'

Invite people _ -
Greg Winston x Dan Jump x  Alan Steiner x

Shared with

Include a personal message with this invitation (Optional).

HIDE OPTIONS

W] Send an email invitation

Select a group or permission leve

Project Office 365 Members [Edit] v|

Share Cancel

o o a a a5 . . = a a v a
ﬁ’]%illi’l&lﬂ:l,af;l@]?lada‘ﬂ'ﬁlu SharePoint Online a’]u’]iﬂﬂﬂﬁ’]LWuL@]M‘lﬂ‘ﬂu

http://bit.ly/SPOnlinePermission
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& v A o2 o . . 5 o S . .
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Chapter 5 1FnuwasaznadennaanlainalwuSEnala Yammer

Taguunany 9 pagnIsuNaaIatnesIausanlaiilduniouen iu Facebook wia Twitter anldiu
mMeluasdns udin vwasimslinuluasdnsaralimunzay wu Bosnnusufiarilnaluneuen wiousnss
mimuqmanmaﬁuﬂaﬁun‘"uﬁﬂﬁl,ﬁ@Lﬂ%énhUﬁaﬂuaauvlaﬁuuumww:ﬁa Yammer @sldignannwaniuusns

Office 365 1w Enterprise Plan

&MU Yammer funﬂuu’%mﬂugﬂLLuu§aé’aﬂwaau‘laﬁﬁaaammumiﬂuam‘nﬂmmwwz 0LAUVDI
Yammer fa Jatesn19nsaess sUiaatiansluosdng wrilWadayaldadnimaii I@ﬂﬁgﬂﬂiﬂiﬁﬂd%’ﬂﬁ
wanwanolidanduid liadn uiide wazauninlnu §n1a Yammer figaamonazuatdng g anangsassy
mslgammeluassng Gsnsldouazldanuru SharePoint Online 4935msidan sl Yammer ua'léidomn

1 luuna 7 mIguassuy Office 365 AIUAULDIATY

yammeri* = RiErnd 4+ twitkery

(look, feel, function, (*following” model)
Groups and
conversation)

yin'ly Yammer fslasuanufosuasduszlomd

o
< o

Yammer wwiFanloafafiauluasdnsaulaniag 1 winousansoudsutoys asdnnw uazzaninw
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e lsldathaly Yammer
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Y= Home

sl 40 |

Q, Search for people, groups and conversations 2

o
&, Invite

! Carlos Grilo 3

3 Update | = 2 P Praise

5

Groups® 4
All Company

Sales Operations
Operations

Human Resources
Yammer 101

Quality Control

Reseliers

Q Browse Groups
== Create Group

What are you working on?

@

Top - All - Following (45)

&4

Molly Clark 6
To Sales Operations

hard work. #sales
Uke - Reply - Share - More . July 4 at 10:04am

& Sales

& Alan Steiner fikes this.

M
=
Q
4
-1

§audl 1:
§udl 2:
§aud 3:
§audl 4:
§ui 5
§Iufl 6:
§uil 7:
§ufi 8:

§IUN 9:

UN ATuY

Kelly Krout
To Sales Operations and Alan Steiner

Caught up with the Alan Steiner at the Electronics Retailers

#electronicsretailersconference
Like - Reply - Share - More - July 4 a1 10:05am

G-

Our team had a great quarter - congratulations to everyone for their

conference. Very excited about our new Smartphone Marketing plans!

Getting Started

« Get Yammer for desktop
« Get the mobile app

Recent Activity 7

‘2 ulian 1sla is now following m

"4 Resellers.

g 'ulian Isla and Karen Berg ar
“* following the topic Expansso

Molly Clark is now following
topic Electronicsretailerscond]

Julian Isla and Karen Berg ar
* following the topic #M400,

j‘ Sven Mortensen and 2 other
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App Directory

4 new featured apps added to the|
Directory this week.

Try Yammer Now! X
[ Our new messaging app is
available now. Learn more

=T 8

Search for People

a Molly Clark
m Jamie Reding

Kelly Krout

a Karen Berg
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1. ﬂﬁnﬁgﬂ@mtaa

Suggested People 92
a Diane Prescon Follow -
l Christa Geller Follow | =
Add people to this network Add

Suggested Groups  seesl
T Cperations and on |-

Business Strategy
Morthwind Traders on |-
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Carlos Grilo

2. aen Edit Profile

. # Edit Profil
Carlos Grilo e

Member /

3. mam]’ayaslﬂﬁmﬂﬁqﬂLLazﬂﬁﬂ Save

= Back Home

Basics
L Basics
= Profile
=] Password First Name: t:aﬂos x @
rh Org Chart Last Name: Grilo
B Networks Email: carlosg@cieth5.onmicrosoft.com change

¥0) Account Activity

Phota:
1 Browse..,
#* My Applications < I 4

=¥ MNotifications

C. -
£ Preferences

SulFanu Yammer

1. aman1s Notification 2a9a1L09

o
= a

% s a @ . : . . 1 ' [ 0y a a v A
ﬂ']Li’]WGLi&Iﬂ’]ﬂ‘N’m a81auaIn1 Notification a8 'JWI%LLQG‘”"IOI@I LLﬂZLﬂumqulaLLUUI@]Y]ﬂ’Ji&Iﬂ’]iLL’NL@Iau
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= Back Home

AL EBasics

FE Profile

[=] Password

rh Org Chart

# Networks

€D Account Activity
# My Applications
=¥ Motifications

£ Preferences

Posts

Notifications

To change your Notification Settings, please select a network:

¢ cieth5.onmicrosoft.com
Activity Digest
Send me a digest of message activity:

Email me when...

M | receive a message in my inbox

[ There is new content in my Home Feed

M get new followers

M | install a new application

v leg in from somewhere new

M post a message via email

M Someane invites me to a group

1 Someane likes messages | posted (daily)

W] Someane modifies my org-chart (daily)

W] Someane requests to join a private group | administer
M There are new suggestions for people to fellow (weekly)

M Ti ps and important updates about Yammer features are availakle

2. 3§Twaﬁanﬂ%:§iﬁqm (Update)
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1. @&an Share an Update

L1 Share an Update

2. Iwadvanny nIalanasnesInuss wazat aunan Post
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LA Share an Update & AddaDoc/lmage Bl PostaPoll More «

L Jeff Hay Notify more people...

Share Yammer E-Book, Download Now
httpy/fwww.youtube.com/watch?v=MMEcWMIf1uY

x
Journe...al.pdf 93% (uploading)

Yammer: Transforming the Way We Work
wwwyoutube.com

The world moves fast -- and companies need a new way to work
together to succeed. By breaking down barriers and fostering open
communication, Yammer helps teams better collaborate, empowers
and engages employees, connects organizations, and makes
businesses more agile.

[ Mo Thumbnail
Add: @ File ¢ Topic A Yammer 101

Top - All - Following o 3
Carlos Grilo »
To Yammer 101 and Jeff Hay

Share Yammer E-Book, Download Now
http://www.youtube.com/watch?v=MMEcWMJf1uY

Yammer: Transforming the Way We Work
www.youtube.com

The world moves fast -- and companies need a new

b . l
A n way to work together to succeed. By breaking down

barriers and fostering open communication, Yam...

Journey to Working Social
Uploaded to Yammer 101 = Files

Like - Reply - Share - More - 10 seconds ago

m Write a reply...

3. ilimazyBelilulnad azudsf Yammer uazludiuadae
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Carlos Grilo on Yammer <notifications@yammer.com>
Sat 10/12/2013 1:30 AM

To: W Jeff Hay;
® To help protect your privacy, some content in this message has been blocked. To re-enable the blocked features, click here,

® To always show content from this sender, click here.

Unsubscribe

Reply to this email to post a response on Yammer

Carlos Grilo
in Yammer 101 group, October 12 at 1:29am

Share Yammer E-Book, Download Now
http-/Awwnw youtube. comfwatchv=MME0WMJf1uY

cc: Jeff Hay

(1 document included in post)

View the conversation or respond to Carlos Grilo by replying to this email.

4, TFRINMINBUNAL RINITDABUNAL baud nIounu TWa lare laisunn

Carlos Grilo #
Te Yammer 101 and Jeff Hay

Share Yammer E-Book, Download Mow
http:/fwwwyoutube.comfwatch?v=MMEaWMIF1uY

Follow

Yammer: Transforming the Way We Work
www.youtube.com

The world moves fast -- and companies need a new

G way to work together to succeed. By breaking down
% barriers and fostering open communication, Yam...

Journey to Working Social
= Uploaded to Yammer 101 » Files

Like - Reply - Share - More - 11 minutes ago

Jeff Hay replying to Carlos Grilo: <

- - - -l .- -
HAUALUATY HHENFITaILELNUINAELTSAIA T

Dan Jump Motify more people...

[ | <
Busine...et.pdf 33% (uploading)

@ AddFile Post
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1. U9 Inbox dude

H Carlos Grilo Inbox

# Home
B4 Inbox 1 Search Inbox Search
Groups ® lInread Messanes (11

2. ‘lu&guuum’mﬁﬁu “Create Message”

Create Message

tﬂ' v 1 J v A ' li' ¥ a 6 v =) v v & v
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Create a Message b

4l Post in a Group L Send Private Message

A Yammer 101 . \

diafmdu wodoumuismsias Poll sy

L Greg Winston Motify more people...

Add: @& File f Topic

4. ARINNIAINES UFAITAANNERIWINSTIUTo 8L

o Your message has been posted to Yammer

101. Apps

4. 35Twaduad1329 (Poll)

imananIalnaduadalaie g Mlunduiudanufaiuatiely ad
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1. @&n Post a Poll

G} Share an Update & Add a Doc/lmage | B PostaPoll| More =

What are you working on?

2. NIANFINN waz@LRan Li’Tﬁ’]&l'ﬁﬂLaaﬂIWﬁ@rNﬂé’ﬁQﬁ)LﬂW']Zﬂﬂ;&lvl@T nadnisuuTasliadn
“Update”
G Share anUpdate @ AddaDoc/lmage B PostaPoll More »
Notify specific people...
anaauusaislwidu Office 365

Exchange Online

SharePoint Online

Lync Online

Yammeri ®

Answer £

Add: @ File o Topic Post to My Colleagues ~

. Carlos Grilo =
"% To All Company
=] amgauuimslndu Office 365
Exchange Online

SharePoint Online

Lync Online

O00O0

Yammer

0 total votes « See Results

Like - Reply - Share - More . 10 seconds ago

M Write a rephy...

3. gwa"l,ﬂ"’[ﬂﬂmsﬂﬁn “See a Result”
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Top - All - Following .

i Carlos Grilo
" To All Company
= angauuinemule Office 365
Exchange Online

0%
SharePeoint Online

0%
Lync Online

0%
Yammer

I, 1 005
1 total votes - Vote - Reload

Like - Reply - Share - Mare - 50 seconds ago
m Write a reply...

5. 35Iwasimansnt (Event)

o [

& A e o = o &
Ls'\a’]&niﬂiwa@]\ﬂu ‘ﬁialfﬁ(ﬂnqi VINIRISVINN VL@]\Y]?J‘] [9NNAP)

1. \8an More > Post an Event

Gl Share an Update @ AddaDoc/lmage Bl PostaPoll More ~

P Praise Someone
What are you working on?
f Post an Event

e

2. szyfenu uf vim Ala uazmpanduadisg uazainduain Update
L1 Share an Update @& Add a Doc/lmage Bl PostaPoll More =
Naotify specific people..

Round Table

[October w|[12 v][3:30 pm  ~|[2 hours v

Meeting Room 1

Description

Add: @ File 4 Topic Post to My Colleagues ~
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Top - All - Following o I

. Carlos Grilo s
To All Company
Round Table

12 Saturday, October 12, 2013 3:30 PM  SE Asia Standard Time
Meeting Room 1
‘You haven't responded yet. RSVP

Like - Reply - Share - More - 30 seconds ago

H Write a reply...

6. 35Inadnuza (Praise)

o A = 2 Y \ & v & = & Yo o Ad s a
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1. @&n More > Praise Someone

L3 Share an Update @& Add a Doc/lmage Bl PostaPoll More ~

Notify specific people.. E Praise Someone”
[ Post an Event
X Amv .ﬂ.lh;l-rll: 2 Allie Bellew 1 Grpln Winston
2. \RenyanaNIzTaunm WiDUNIONTaANUTUTN LazatnAuARN Praise
L3 Share an Update @ Add aDoc/lmage Bl PostaPoll More -

MNotify spedfic people...

4 Amy Alberts A Allie Bellew AL Greg Winston

= - i " Type to search for res
U YyguAMiT i uaulAsIns
'l 3

Add: @ File 4 Topic Post to My Colleagues -

3. auwduniw sx1Innan Like w3aduwy tduiaslale leirwnn
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Top - All - Following

_ Carlos Grilo

It = To All Company, Greg Winston, Allie Bellew, and Amy Alberts
=

“F; ow | praised Amy Alberts, Allie Bellew, and Greg Winston.

| LB UrauAMITIaMARIUIL TASINE"

Unlike - Reply + Share - More . 30 seconds ago
o Vou like this.
2 Jeff Hay

ﬁ fludifiuiusaas

10 seconds age - Like - Reply - Share - More

—

m Write a reply..
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1. aawﬂﬁaamdmju Yammer 101 a&n Add Member

All Company g G Share an Update & Add aDoc/lmage Bl PostaPoll More v +2 Add Members
Yammer 101 . . .
Share something with this group...
Human Resources 5
Q Browse Groups : Catlos Gl
=+ Create Group K8 To Yammer 101 and Jeff Hay
Fotow | Share Yammer E-Book, Download Now
% Networks ~ http://www.youtube.com/watch?v=MMEoWMJf1uY

Yammer: Transforming the Way We Work

l ' www.youtube.com
3 The world moves fast -- and companies need a new
. way to work together to succeed. By breaking down
barriers and fostering open communication, Yam...
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Group Members 2

danj

B danj@cicthS.onmicrosoft.com
® Jeff Hay
Member

Greg Winston  admin
Member

Alan Steiner
Member

Alicia Thember
Member

Allie Bellew
Member

Amy Alberts
Member

Anna Lidman
Member

] o a <& v d
3. "]NLi’]E‘T’]&I’Wiﬂﬂﬁ]"lu’)%ﬁ&n”ﬁﬂﬂdﬁwﬁﬂ N
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1. 8enunu People

*L Add

People

Groups

Files

Apps

Account -

A li. v v til a v . v til " v a v
2. \Ranaufidasns Follow dhlasiiin@aanuuaiaziaad Following thlasnislaidasmsfaaaliin

813130 Unfollow latgunu

People Directory

Al | A

People

A

10. ?J%Lif'ﬁ"mLtazna%ﬁaaanmnnéu

B/ C D|E

O Alan Steiner

O Alicia Thomber

O Allie Bellew

O Amy Alberts

Joined On

Sep 23, 2013

Sep 23, 2013

Sep 23, 2013

Sep 23, 2013

S5/ T/ U |V

Followers

WX vy |z

+ Follow

+ Follow

+ Following
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1. Wfuou Group

*L Add People | Groups | Files Apps Account -

(3

2. 15an All Group nadNtBAaNNENNGBINT WazAFNLY Join

Groups

Create a group to work together on any project, team or topic.

To work with people outside of your company, create an external network.

‘ Suggested Groups My Groups All Groups
Al ' A|/B C/ D E|/F G H I|J/K/L'M N O P QR 5 T/ U|V W X Y Z
Groups Members
Yammer 101 24 Ve
Learn more about Yammer! Ask us a question about how you can use Yammer. Yammer basics can
be found on the Yammer Learning Resources page.
ey Hgn_ﬁan Resources . . . 24 + Joined
ﬁh This is the HR Group. Come here for the latest information on benefits, health services, careers, and
community involvement.
[ |. Morthwind Traders 9 / Joined

This is the Northwind Traders Account Team Group. Come here for the latest news, posts, and
resources relating to this customer.

This is the Contoso Sales Group. Please come here and check out the latest news, posts, files, and

more.,

m SmartAEC 3 S eoeT

v v a

3. M aamiaaﬂmﬂn@:uﬁfu lwﬂﬂﬁmjuﬁfu LLa:ﬂﬁnﬂ‘ummuw'nmn Join \Ju Leave waziiuguinaanain

9

'
[ABEY
q
Yammer 101
Public Group
Learn more about Yammer! Ask us a question about how you can use Yammer.
Yammer basics can be found on the Yammer Learning Resources page.
Conversations Files Notes

11. 35 Tag yaaalulnas
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F Carlos Grilo replying to Carlos Grilo: <

= _ B Acce
Neotify additional people..

Ost

vauAnesy sslldionansnanam @g| o

@ Add File

H Carlos Grilo
]

t Christa Geller ]

& Eric Gruber

2. e Tag ldus lalsn Mouse over fidalan azuaadntingnstianingae Follow aunundalil wiaay

g
'.':‘ Greg Winston
|

gt NNl U

Add: @ File & Mote
Greg Winston =
- Member

J Groups: Yammer 101, SmartAEC, Human
Resources

Email: gregw@cieth5.onmicrosoft.com

H Carlos Grilo Send Message

cc: Greg Winston L E——

waumniasy salldlanasnanAns Greg Winston
50 seconds ago - Like - Reply - Share - More

Communication
12. 75 Chat nuAARD®

@
o

Aaunin Bz lnadlunininaadsn uaisawnsa Quick Chat uuy IM laviud lasdauaandie g asi

Gi ' =) v 1 [ ' ' v A a v v A
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Online Now [ - S
Search for People

People

C‘E Greg Winston

L |
(\.; Amy Alberts
b
B Jeff Hay ®
a Allie Bellew

Alan Steiner

Alicia Thomber

a Julian Isla
oy
m Jamie Reding

m Kalh: Kroait

2. 8130 IM muﬁm@j’w,ﬂﬂvlﬁl.aﬂ URZHIANNIT Chat NUAKAUIIWIBNAKA LG lauaann E
| o CaosGio L _ X|
: Hello
ﬁ 4:13pm Oct 12th

T What's up?
AA4pm Oct 12th

13. 35 Invite au1BnLNaL 8D b lTie

Note (Junszen waauladalnm N’ﬁﬂ'ﬂ@]ﬂ’%ﬁﬂ‘lﬁnﬂa 814 uazgslAaudumuTaanNaaluLHwAsINY
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1. a9 Note lag'lufiuny File 18on Note



*L Add People Groups | Files | Apps

2. 8@n Create Note

#m Recently Accessed

Documents Motes Images Videos Official Files

MName Group

Last Updated By

Account =
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Last Updated On

3. mmanInaii Note lasndsaudwdnundsuinnuldwion 9nn uszdisaningldaniilasuiasslnu

11

Posted to All Company » Notes

@ Yammer 101

Last published 30 seconds ago

NomalTed v] B | U & i= e @ P &

Stay In The Know
With Yammer, you‘re always connected to coworkers, information and conversations. Tap into your network
to find exactly what you need and discover things you didn't know to quickly make decisions, get work done
and keep moving.

Hint: Multiple users can edit this Note at the same time. Publish

Network

14. External Network

mmuInaaeiatomeuantd inalwideslosiuddmiagndnldite landduaaudsf

1. @&n Create a New Network

@ View Published Version

Current Collaborators

H Carlos Grilo #
W Currently Editing

O Highlight my changes

© 2013 Yammer
English (US) - Start Translating

Privacy « Terms « More ~



Carlos Grilo

# Home
B Inbox 2

Groups (3
All Company 5

Yammer 101
SmartAEC
MNorthwind Traders

Human Resources
Q, Browse Groups
4= Create Group
® Networks -

cieth5.onmicrosoft.com

Browse External Networks

|ICreate a Mew Network

2. \8an External Network w%auﬁmumﬂﬁflumjuﬂw%aLfl(ﬂ
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Create a New Workspace

Internal Group External Network
To collaborate with people inside To collaborate with pecple outside:
your company. of your company.

Network Image I Browse...

Network Name Yammer Partner Mame is available.

Description

Permissions

@ ﬁ Open- All network members can invite new members
O B Closed- Only netwark admins can invite new members

[[] Allow cieth5.enmicrosoft.com members te join without an invite

Yammer Partner

w o *L Add  People Groups Files Apps = Account v

L1 Share anUpdate & AddaDoc/image B PostaPoll More ~

i carlos Grilo Getting Started
‘What are you working on? Bo%
« Complete your profile

# Home pleteyour
B Inbox & Top-All. Following -

3 Carlos Grilo has created the Yammer Partner external network. Add peaple to this network Add
Groups © Like - Reply - Share - More - 10 seconds ago
All Network Network Resources

ﬁ Write a reply... Network admins can post files and
. Notes here for quick access by
everyone in their network. Upgrade

Q, Browse Groups

Create Grou
+ P your network to become a network
admin.
# Networks ~ 3 Upgrade Your Network
# Admin -

Related Networks

CiethS.onmicrosoft.com (parent)

© 2013 Yammer
English (US) + Start Translating
Privacy + Terms « More -
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iPhone/iPad

Adventure Works.

e

ﬁ Jenny Liu

w Reply & Like

# Jenny Liu

For

Android

ﬁ Jenny Liu
<) Marketing
Looks like there will be a few additions to

the Fall campaign. Can we add these items

10 the website catalog ASAP?(1 Share
attached)

dﬂ Allison Brown » Product Development

Reply - Like Al &6

ﬁ Jenny Liu
For Monday's team meeting, everyone
should bring ideas for the Sierra Windcutter
launch ad campaign. We can review them all
and narrow down concepts

Windows Phone

A ADVENTURE WORKS

Conference Pl

NEIUN
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Chapter 6 An®9 Office 365 ProPlus
Office 365 ProPlus tJunitaluuSnisvas Office 365 (3uuiuunwnTlEI w09 Office 365 E3) F4
sanInlEau Office aitusnga lasminldsunsuluga Microsoft Office ﬁﬁm”zyé’aﬁ Access, Excel, InfoPath,

Lync, OneNote, Outlook, PowerPoint, Publisher t.az Word

@ Access Excel nﬁ InfoPath u.") Lync @ OneNote
m Outlook m PowerPoint @ Publisher @] Word

Office 365 ProPlus gnaanuuulilfnuludnsmzaswla udazldiunisdtiaalndiauaiiiadnie
Sunasiie laaNn1IAaaIzIN1snalnaaNIfaasan Office 365 Portal laduanias nIaazidun1sfaadesiin
n13 Deployment Un@fsansavinlaiguni 8nny 1 1o Office 365 snunsnldann Office 365 ProPlus lafia 5

A
LA38
Office 365 ProPlus Liauny Office 17 11

Office 365 ProPlus wwwiauny Office luiiastudug lasFsfinilannn fa

6

o Office 365 ProPlus fialiastuwdnvas Office lagluundazlusunsuifasniniounn

o anudasmaiugin tiu arfawruszmanduat szduidsanu deluegiiude Office 2013

o  Office 365 ProPlus 1310555 32 uas 64 fia

o flain@aes Office 365 ProPlus %L‘flumsa@@%ﬁm%awao;d”l,%o'm Tail@lFuinuiuiuniiaas eami
dlirulidndudasdedunafifiaaaaaiia

o lfiesesfiolumstaaadusruanunnindan Office ¥y 1iu System Center Configuration Manager

Iidwluau Group Policy wlaunile

ANNLANGAII28 Office 365 ProPlus
fawihdulngazimilounu udddauandrangmarmay
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ANMAUANGAILIDIAVAND

o Office 365 ProPlus iluvinsmiasuuunodauniensd dqmunidnnialdau Office 365 ProPlus 9z
anuiuaefiaaiviud glinumusndauszqianans Office ld wa lisnansalduilieesdug uu Office
o
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o Office 365 ProPlus lnalulagnisenin Click-to-Run lun13Giaas Office F9az@aaasininuazwiavls
Nwlariun

o Office 365 i Web-based portal Njldnuauiindani Office 365 ProPlus lddsauias udtluaidns

ldidasniy g1u13ndaadaru37Undaled laggaunsndner Ay LaNland

http://bit.ly/0O365ProPlusDeployment

o Office 365 ProPlus 3=@a@47t@ et 1 WwaALNa Lou Lﬁaﬂiﬁgﬂ%\‘nuud Word 138 PowerPoint 1¥in1bis

thamlaidasms aadaariru AppLocker w3a App-V 5.0 lumaifanldsunsufiaziing

ANFBINTTANUIIUVBY Office 365 ProPlus

rARBARINY Office 2013 A9

FawdIznay AMNGaIN13Vad Office 2013

CPU 1 GHz %%agan'jm% X86 38 Xx64

RAM 1 GB & %3u 32 da waz 2 GB & mu 64 da

Hard Disk 3.0GB

Display DirectX10 uazaasfintinaannuazidun 1024x576 4wl
Operating Office 2013 32 iin

System

1. Windows Server 2008 R2 (64-bit)
2. Windows 7 (32-bit or 64-bit)

3. Windows Server 2012 (64-bit)

4. Windows 8 (32-bit or 64-bit)

Office 2013 64 iia
e Windows Server 2008 R2 (64-bit)
e Windows 7 (64-bit)
e Windows Server 2012 (64-bit)
e Windows 8 (64-bit)

Browser Internet Explorer 8,9 #3a 10

Mozilla Firefox 10.x #3alninin
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Apple Safari 5 w3alnainin

Google Chrome 17.x w3alninin

.NET version 3.5,4.0%30 4.5

Multi-touch
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134899710 Office 2013 aﬁfumgumﬂ%mumu Touch Screen watia3asliau1sayinle

N36aA3 Office 365 ProPlus @8@1Lad
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1. Sign In 121 Office 365 Ldan PC&Mac tiannmn 11830k wazfinadlasaan Install

Get started with Office 365

E

- U

online PC & Mac Phone & tablet

Learn what you can do with Office 365 Install software and connect it to Office Sat up Offi
365 mabile davice

Office  Project  Power Bl

Install the latest wersion of Office

ca 365 to waork on your

This will install the latest version of the following apps an your computer Word, Excel, PowerPoint, Onelote, Aooess, Publisher, Outlook, Lync, InfoPath.

I EEFOEBEDERDE

Excel  PowerPoint OneMote  Access  Publisher  Qutlook Lync InfoPath
Language: Wersion:
‘ [Engtish (United States] ‘ | 32-bit (Recommended) Advancad

Mote: Installing additional languages on a computer that already has this version of Office doasn't count against your install limit (51

Raview systam requirements
Learn how to troubleshoot your Office installation

2. l#itswRen Run
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Do youwant to run or save Setup.X86.th-th_0365ProPlusRetail_0318e1e2-576b-4cf(-80bf-f8d94238a645_TX_PR_.exe (357 KB) from c2rsetup.officeapps.live.com? x

- e i ][0 (7] s

3. FTULILAAAT

4. 8531300508

] Office

Welcome to Office

We think you'll love it. Let's get started

n31%97% Office on Demand
& 13U Office on Demand Aan1saasudaldsunsvaanNaliluiaios laolidas@aasldsunsuud lals

Aaasotninsudin myknurinlalaylufn OneDrive for Business tian Use Office on Demand
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] Office 365 Outlook Calendar People Yammer OneDrive Sif

BROWSE FILES LIBRARY

Search everything - 0 OneDrive @ Contoso
y Documents
y Documents

Followed Documents
Welcome to OneDrive @ Contoso, the place to store, sync, and share ya

Learn more here. Dismiss

Shared with Me
Site Folders

eaydetn @new Fupload = Upload

fecent Documente v [ Neme If you only hawl.fe a few ﬁlesl, drag and
here. For maoving a lot of files at once

We couldn't find any recently Shared with Everyone  here for instructions.
used documents for you

|
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‘ USE OFFICE ON DEMAND ‘ ) _
S| Fly fishing - full article .- Yesterday at 9:42 Al
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NIﬂiLLﬂi&llﬁLﬂﬂﬂWia&l AI8819L T Laan Excel

Your Office, On Demand

B @B @

Excel PowerPoint Word
Project Publisher Access
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wadundaldsunsy indasaasuislsunsulnaidnass
Do you want to run or save office_en-us_.exe (0.92 MEB) from officecdn.vo.msecnd.net? Run Save - Cancel

m3lg9u Office U iPad

fwniugldau iPad aouitd Office lww3aulds1uia Word, Excel, PowerPoint, OneNote uaz Lync
fuInatilnaa lariuiiann Apple Store wsdniilu Word, Excel, PowerPoint ;ﬂ"ﬁmuﬁﬂu ID waslszinabng
Iaswduanizaiwiniion udrisazansilvaald (lueuwiaaanadninddonuyas drudayaiuiduldn

http://office.microsoft.com/en-us/mobile/ )
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-  ipad U Windows Phone

U Android phone -

Introducing Office for iPad

View, create, edit, and print Office documents on your iPad® with
touch-friendly Word, Excel, and PowerPoint apps. In Word, add
comments or track changes while you work together with others.
Review and update Excel spreadsheets and add formulas or charts.
Change PowerPoint presentations and project them on a big screen.
Editing and creating documents with Office for iPad requires an
eligible Office 365 subscription (see the list). See Office for iPad in
action.

nload on the

= (UM GetWord® GetExcel ® Get PowerPoint 3)

Want to try or buy Office 3657

For home For business

1. éhahau Word for iPad 1¥asnii Sign In

iPad =

Sign in

New Blank Document

2. NI9NBLNAVBIRIANIN MU Office 365

Cancel Sign In

Sign in

What email address would you like to use to sign in to
Office? (If you already have an account that you use with
Office or other Microsoft services, enter it here).

carlosg@mecth365.onmicrosoft.com

When you sign in, your documents and settings are online

20:14

Business Letter

Brochure

Page | 166



Page | 167

< Back Sign In

Please sign in with the account provided by your work, school or
university.

Email carlosg@mecth365.onmicrosoft.com

Password eesssssess
+ Keep me signed in

Sign In

4. @anfi Open inanuaidaianansladain OneDrive w3alwalas iPad vadsldnud

OneDrive @ Contoso

carlosg@mecth365.onmicrosoft.com Documents
SharePoint Form Templates
iPad Style Library

Add a Place

5. WalWduazun v lwalaviug
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Office 365 siuil Application ¥ nansUwaIasaanInInuuazuiuEe Taodaaseldi
Apps ANasuIY unaanasa
Office Mobile | maufinfoulstanilnanaudalu iPhone waz Android (Tagriudaaian | Windows Phone
Store 1% United State ria) &2 Windows Phone 8 a2 Built-in a1 ,i::(;)rr:d
l#iae Office Mobile mmm@LLa:mel,"nvlw&mﬂmsvlﬂvlﬁnnﬁi fmsulu !
iPhone waz Android %:wi’aun"’mjﬁlﬁmu Office 365 ProPlus #84a1n
ﬁtsw Sign In ¢ Uﬁ'zy% Office 365 mmmm@,m:uﬂ”lmaﬂmi Word,
Excel uaz PowerPoint 3nnfilafile 4aidloutluiasauds 151a1u1sn
ianifadeluiaias PC nia Mac fld
OneNote \enusalsllsunsy OneNote Lﬁﬂlﬂﬁﬁﬂﬁ@vlﬁnnﬁ Windows Phone
iPhone
iPad
Android
OWA fadasunnldaan Office 365 Aidl Exchange Online squagens 137 | iPhone
sunInldnu OWA lunsss-fudiua quffinld IPad
Lync 2013 ﬁ’laaﬁmmadqmﬁmsﬁma%iamil,flumﬁﬂ Aumaunsaldanu Lync | Windows Phone
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iPad
Android
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SharePoint sunsaAsnsaadadeastin SharePoint Online 113 SharePoint | Windows Phone
Newsfeed site, tag, people waz document ‘ﬁ'ﬁ@l@nwagvlﬁ :gzgne
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