for Microsoft:

~ Office

Includes

Exam-Discount Offer
See back




Sample Chapter
Copyright © 2012 by John Pierce
All rights reserved.

To learn more about this book visit Microsoft Learning at:
http.//go.microsoft.com/FWLink/?Linkid=250940



Contents

Taking a Microsoft Office Specialist Exam ....... ... .. ... . ... .. o i, vii
Microsoft Office Specialist Certification ..................................... vii
Selecting a Certification Path . ... ... .. . vii
Test-TaKing TIPS . oo oottt e e e e e viii
Certification Benefits. . .. ... iX
For More Information. . ... ... X

Using This Book to Study for a Certification Exam................ ... ... ... . ... X
Office 365 Releases and This Book. .......... ... .. i, Xi
Features and Conventions of ThisBook....................................... Xi

How to Get Support and Provide Feedback ............. ... .. .. .. i i, Xii
Errata & BoOk SUPPOrt . ... Xii
Getting Help with Microsoft Office 365 ........ ... ... i i i Xii
We Want to Hear from You . ... Xiii
Stay iNn TOUCh . ..o Xiii

Exam 77-891

Microsoft Office 365 Specialist

What You Need to KNOW . . ... 1

1 Navigating Office 365 3
1.1 Navigate Office 365 Features . ......... .. . s 3
Understanding Office 365 Authentication ............................... 4

Working on the Office 365 Home Page. .......... ... ... i, 4

Configuring Office 365 to Work with the Office Desktop Applications. ... ... 9

Getting Started with Outlook Web App ................................ 11

Viewing Your Team Site .. ..ottt e 13

Updating Your Profile .. ... 16

Getting Help and Support . . ... 18

What do you think of this book? We want to hear from you!

Microsoft is interested in hearing your feedback so we can continually improve our books and learning resources for
you. To participate in a brief online survey, please visit:

microsoft.com/learning/booksurvey



iv Contents

1.2 Navigate Office 365 Applications ....... ... ..., 26
Using the Outlook Navigation Pane........... ... ... 26
Navigating on Your Team Site. .. ...t 30

Objective ReVIEW . . . .. .o 32

2 Communicating by Using Office 365 Outlook Web App 33

21 Manage E-mail. .. 33
Creating and Sending Messages. ................ ... ... .. 34
Reviewing and Replyingto Messages ........... ..o, 37
Searching and Filtering Your Message Store. . ..., 41
Working with Attachments ........... .. .. 44
Using INbox RUles ... ..o o 45

2.2 0rganize Calendars . ... ... 50
Recording Appointments. . ... 50
Working with Meeting Requests. . ... 52
Using the Scheduling Assistant. ......... ... .o i, 55
Setting Up Shared Calendars and Managing Permissions ................. 56
Publishing Calendars. ....... ... 58
Adding Calendars ... 60
Using Categories, Flags, and Reminders ..., 60
Switching Calendar Views. . . ... .. 64

23 Manage Contacts .. ... ...t 65
Adding Contacts . ...t 65
Editing Contact Information ........ ... .. i 67
Deletinga Contact. . . ... ..o 67
Forwarding Contact Information ............ ... ... . L. 67
Creating Groups and Distribution Lists ............... ... ... ........ 68
Importing Contacts. .. ... 71
Searching Contacts . ...ttt 72

24 Manage Tasks .. ..o 73
Creating Tasks. . . ... oo 73
Updating Task Information. ........ ... ... i i 76
Marking Tasks Complete ........ ... 77

2.5 Configure Outlook Web App Options. ... 78
Viewing Account OptioNns. .. ...t 78
Organizing E-mail ... ..o 80

USING GrOUPS .« .ottt et et e e e e e e e e e e e 83



Contents v

Changing Outlook Settings .. ...ttt 83
Using Your Mobile Phone with Outlook Web App ....................... 86
Blocking or Allowing Messages. .. ...t 88
Objective ReVIEW . . . ... 90
3 Collaborating by Using Lync Online 91
3.1 Configure Lync Options . .. ... oot 91
General Page . ... 92
Personal Page. . ... 93
Status Page . . ..o 94

My Picture Page. . ... 94
Phones Page. . . ... 95
Alerts Page ... 96
Ringtones And Sounds Page ........ ...t 96
Audio Device Page . ... i 97
Video Device Page. . ... 97

File Saving Page. . ... i 98

3.2 Employ Collaboration Tools and Techniques . ............................ 100
Holding Group Conversations. . ...t 100
Holding Web Conferences ............ .. ... 109
Sending Instant Messages . . ...t 112
Audio Conferencing . .......coiiii 115
Setting Up a Video Conference. ................. ... ... ... .. . ..., 115

3.3 Manage Lync Contacts. .. ... 117
Using Contact GroUPS. . . ..o ottt e 117
Specifying Contact Relationships ................. ... ... ... ... ... 119
Managing Status and Presence Settings .. .......... ... .. L. 121
Managing Activity Feeds ... 123
Viewing Conversation History . ............ . i 123

34 Use LyncToOIS . ..o 126
Using Recording Manager . . ...t 126
Using the Always On Top Option . ... 128
Taking Notes in OneNote. . ... et 128
Changing the Conversation Subject............... ... ..o i .. 129

Objective ReVIEW . . . . . 130




vi Contents

4 Managing Sites in SharePoint Online 131
4.1 Search for Site Content . ... 132
Setting a Search Scope. . ... i 132
Using Advanced Search ....... .. ... i 133
Working with Search Results . ........ ... oo i 135

4.2 Manage SiteS . . ..ttt 136
Using Tags and NOtes . . .. ...ttt e 136
Working with Your My Site Profile .......... ... ... .. . ... 139
Sharing Your Site . ... .. 141
Working with Groups and Permissions ................... ... ... ... 141
Creating a Site Template. . . ... 146
Using List Templates . . ... 147
Applying aSite Theme . ... 148
Changing the Appearanceofalist ................................... 149
CreatingaSite ... ... o 150

4.3 Manage Site Content ... ... oo 154
Selecting the Library You Need. . ...... .. ... o i i 154
Managing Library Views. .. ... 156
Working with Library Settings. ............co i i 161
Using a Document Library ....... ... 166
Using a Wiki Page Library ........ oo i 180
Creating Pages. .. ... 181
Working with Lists. .. ... 182
Working Offline with Content on Your Team Site ....................... 189
Objective ReVIEW . . . .o 191
Index 193

What do you think of this book? We want to hear from you!
Microsoft is interested in hearing your feedback so we can continually improve our books and learning resources for
you. To participate in a brief online survey, please visit:

microsoft.com/learning/booksurvey



1 Navigating
Office 365

The skills tested in this section of the Microsoft Office exam for Office 365 relate to
how you navigate features and applications. You'll learn about navigating on the home
page, in Outlook Web App, and on your team site in SharePoint Online. Specifically, the
following objectives are associated with this set of skills:

1.1 Navigate Office 365 features
1.2 Navigate Office 365 applications

In this chapter, you'll gain an understanding of how Office 365 integrates its features, the
navigational tools it provides on the home page, and the options you have for finding
help and support. You'll also be introduced to working with the navigation pane in
Outlook Web App and how to use the Quick Launch and breadcrumbs to navigate on
your SharePoint team site.

Office 365 features and navigation are described at a high level in this chapter. In the
following three chapters, you'll find detailed descriptions of how you work with specific
Office 365 applications.

1.1 Navigate Office 365 Features

You gain access to the applications and features that Office 365 provides on a portal
page that you open in your web browser. After you sign in to the portal, you work with
the type of user interface controls (mostly links) that you find on most any other website.
This section describes the features you work with in Office 365 and how you navigate

to them from the portal’s home page. You'll learn, for example, about resources and
community sites you can rely on to help you set up your Outlook contacts and e-mail
account. This section also describes the basic functionality of Outlook Web App and the
SharePoint team site. In addition, you'll see how to view and update your profile and
learn about the help and support features for Office 365.
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Understanding Office 365 Authentication

Like many applications, Office 365 requires you to sign in using an ID and password. If
you sign up for Office 365 (for yourself or for your organization), these authentication
credentials are issued to you as part of that process. If you did not sign up yourself but
are part of a small business or an organization that has deployed Office 365, you likely
received your ID and a temporary password from the person responsible for administer-
ing Office 365. When you sign in the first time using the temporary password, you are
required to reset that password.

Tip Use a strong password for your Office 365 account. A strong password includes
a mix of uppercase and lowercase letters, numbers, and special characters (such as a
dollar sign or an underscore). You can learn more about creating strong passwords at
http://www.microsoft.com/security/online-privacy/passwords-create.aspx.

See Also For information about changing your password at other times, see “Updating
Your Profile” later in this chapter.

Instead of having a Windows Live ID that you use to sign in to Hotmail or other Windows
Live services, you need a Microsoft Online Services ID to work with Office 365. In a

basic deployment of Office 365, you can recognize this ID because it includes the text
onmicrosoft as part of the domain name you generally use for your e-mail address—

for example, sam@contoso.onmicrosoft.com. (If you are using Office 365 on a custom
domain instead of the domain set up by Microsoft, your user ID might not include this
text.)

Working on the Office 365 Home Page

You can open the Office 365 portal in a couple of ways. Both approaches require you to
sign in with your Microsoft Online Services ID and password.

Using portal.microsoftonline.com

To go directly to the sign-in page that takes you to the Office 365 portal, open your
web browser and then type https://portal.microsoftonline.com in the address bar.
(Of course, you might want to add this site to your list of favorites or create a shortcut
to the site because you are likely to visit the site often.) Enter your user ID and password,
and then click Sign In. Select Remember Me if you want to access the portal without


mailto:john.pierce@mydomain.onmicrosoft.com
https://portal.microsoftonline.com
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having to enter your user ID. (You still need to enter your password.) The option Keep (
Me Signed In lets you close your browser but remain signed in to Office 365 until you
manually sign out.

Important Microsoft recommends that you select the Keep Me Signed In option only \
when you are working on a private computer. It's not advisable to select this option if

you are working with Office 365 on a public computer or on a computer you share with

others.

You sign in with your Microsoft Online Services ID and password. Microsoft provides this ID
when you sign up for Office 365, or you might receive it from an administrator.

_ (E= EoR =
Ql’ o 'w‘!" bittps:/loginmicrosoftanline.c.. O~ @ Micrsof.. G X ||I_'=\.uﬁ|mnr.“D Wicrasaft Onli.. ‘ | Ak
fiv B - [ & v Pagew Ssfetyv Taok~ @~ N (U]
L\ Mt T 1
0. Office 365 e
new customer? sign in

# Access email and calendars from mobile devices
» Create Websites to share documents, contacts, and tasks
e Work with Office documents fram virtually anywhere with a browser

m

User ID:

sam@contoso.onmicrosoft.com

Password:

seseneen

Forgat your password?

[C] Remembar me

[ keep me signed in

i

As you can see in the following screen shot, the home page of the Office 365 portal
organizes links and information in two panes and a top navigation bar. Links to
applications and websites appear on the left and at the top, and links to resources and
community sites are included in a list at the right.

Important Users who are Office 365 administrators see the Admin page when they
sign in (and the Admin link appears in the top navigation bar). The Admin page includes
additional links, such as those for managing Office 365 applications; accessing support
sites; and managing users, subscriptions, and licenses.
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The Office 365 home page for a standard user of the enterprise plan. Use the links at the
top to open Outlook or your team site. Use the search box or the links under Community
to find help and support.

(E=8 ECH Fx3)
QQ )| 28 httpsisportalmicrosoftoniine.com/Defar O + @ & X || 23 Home ‘ | ey
Microsgf Cassie Hicks *
QEI‘.Office 365 Home Outlook Team Site [
'
’;’ e
Start here
1. Set up your computer to work with Microsoft Office 365. Set up now P
2. Get an overview of Office 36 ch the user tour
3. Learn the basics. Read the Quick start guide
Resources
Outlook . i
How to import your contacts E
Read email and access your Outlook calendar, contacts, and tasks.
Inbox | Calendar | Options ur
Lync
Use Lync for instant messaging, audio and video calling, and online
meetings. H
seing Community
Install Lync
Ask a question in the forums
Team S\te Check out our blog
Collaborate on documents and share information and ideas using Participate in the community L]
SharePoint.
Visit SharePoint Home

Several of the resource links lead to information about setting up Outlook Web App. For
example, you can read how to import your contacts into the address book in Outlook
Web App and how to connect the Web App to the desktop version of Microsoft Outlook.
(Compatible versions are Outlook 2007 with service pack 2, Outlook 2010, and Outlook
2011 for the Mac. Note that Outlook 2007 and Outlook 2010 require updates that are
installed when the desktop setup is completed.)

See Also You'll learn the details of how to import contacts in Chapter 2, “Communicating
by Using Office 365 Outlook Web App.” You'll learn more about setting up Outlook

to work with Office 365 in “Configuring Office 365 to Work with the Office Desktop
Applications” later in this chapter.

One Office 365 application you might not be familiar with is Microsoft Lync. Lync is a
real-time communications application that provides capabilities for instant messaging,
online meetings (using Voice over IP, or VoIP), and displaying presence information that
tells you when a colleague is available or busy.

See Also You'll learn the details of working with Lync in Chapter 3, “Collaborating by
Using Lync Online.”
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Lync isn't installed by default. To install it, click Install Lync to open the Downloads page.
(You can reach the same destination by clicking Downloads in the list of resources.)
Specify whether you want to install the 32-bit or 64-bit version of Lync, and then click
Install.

Important The version you choose depends on which version of the Windows operating
system you are using. Click the Which Version link to learn more about determining
which version of Lync to use.

After the installation of Lync is complete, you should see the Lync window, where you
sign in to the program using your Microsoft Online Services ID and password. You might
need to install the Microsoft Online Services Sign-in Assistant if it is not already installed
on your computer. If that's the case, you'll see a message in the Lync window when you
try to sign in telling you that you need to install additional software. Click the message
to download the installation file you need.

|1 Micrasoft Lync (=5 B
If“e SRl oot 6 1 Microsoft Lync is a real-time communications
Wyhat's happening today? . . . .
—pam— &- appllcatlon that you can use for instant messaging,
| , Available - online meetings, conference calls, and other needs.

1| setvour Location ~

Y
& 7 w

Find a contact

[
. .

oo

Groups  Status  Relationship

4 Frequent Contacts

John Pierce - Offline 5 mins

4 All Contacts (0/0)

To add contacts, drag from another group or add f

@.

On the portal's home page, the links under Community take you to online forums and
blogs that are one of the support options for Office 365. You can also use the search box
above the Resources list to find information about a topic. You'll learn more about Office
365 help and support later in this section.

> To display the Office 365 portal

1. Open your browser, and then type https://portal.microsoftonline.com in the
address bar.

2. Enter your user ID and password, and then click Sign in.

o
.
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» To install Lync
1. Sign in to the Office 365 portal.
2. On the home page, click Install Lync.

3. On the Downloads page, specify whether you want to install the 32-bit version of
Lync or the 64-bit version.

4. Click Install.

Using Office365.com

An alternative route to the portal is to open the Office 365 product website,
office365.com, and sign in there. (The Sign In link appears in the top-right corner of the
page. This link takes you to the sign-in page shown earlier in this chapter.)

On this site, you can find information about Office 365, including current subscription
plans. The Office 365 site also provides background information (such as customer
stories and overviews of Office 365 features), links to sites where you purchase a
subscription or download the free trial, and links to support sites.

Click Sign In in the top-right corner of the Office 365 product website to sign in and
open the portal for work.

= =R 5
e@|,; https e microsoft.com/en-us/office383/anline-saftware O = & X |[ 53 online Software Hosted in .. ‘ | i T 5ol
S B v 2 M v Pagev Safety~ Took~ @~ @ (1] B

Send Feedback | United Stales (English) | Al Microsoft Sites | Sign In
._J Microsoft* a J

£0.0ffice 365

Search This Site oing [2)

Home = Whatis Office 365 ¥  Plans ¥  Get Office 365 ¥  Customer stories | Support ¥

m

B Gacon B2 U RE-HA EE W

@ Chat now >
CEY oW @ O e
o 3 5 i Date O
K =GETPOTOATAL Amaunt Playes barTabie EAGL Plaver
X a

The easiest way e

2| Fundraising for Playoffs in San Antonio

to work together A

Microsoft” Office 365 is secure anywhere access to
professional email, shared calendars, IM, video conferencing,
and document collaboration.

FREE TRIAL » |

or Buy
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» To sign in to the portal from www.Office365.com
1. Open your browser, and then type www.Office365.com in the address bar.
2. At the top right of the Office 365 site, click Sign In.

3. On the Office 365 sign-in page, enter your user ID and password, and then click
Sign In.

Configuring Office 365 to Work with the Office Desktop
Applications

On the Downloads page you use to install Lync, you'll also find options to install
Microsoft Office Professional Plus (an option that is provided only in the enterprise
version of Office 365) and for configuring Office 365 so that it works with the Office
desktop applications.

If you are not already running the Professional Plus edition of Office 2010 and want

to install it, select 32-Bit or 64-Bit under Version, and then click Install. Use the links
provided to get more information about installing and upgrading to this edition and to
determine which version you should install.

As the information on the Downloads page indicates, by configuring the Office desktop
applications to work with Office 365, you can send e-mail from Outlook 2007 or Outlook
2010 and save files to your SharePoint team site when you are working in an application
such as Microsoft Word or Microsoft Excel.

In this area, click the Set Up button to start the process. Click Run in the security dialog
box, and you'll then see Office 365 download the setup file it needs to configure the
desktop applications. Sign in to Office 365 when you are prompted. At this point, the
setup program checks your current configuration and then opens a page, shown in
the following screen shot, that describes the steps the program will take and which
applications it can configure.


http://www.Office365.com
http://www.Office365.com
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Configuring Outlook 2007 or Outlook 2010 to work with Office 365 requires manual steps.
Other configuration requirements are performed automatically.

.4 Microsaft Office 365 desktop setup (=5 (EcH ==
LU Moottt . . . .
Do Office 365 Configure desktop applications and install
updates

Microsoft Office 365 desktop setup installs updates and configures your desktop
applications. When the installation is complete, you may be asked to restart your
computer,

Select applications to configure:

Configure Microsoft Outlook
Microsoft Qutlook (manual steps requirec) (rmanual steps required)

Microsoft SharePoint Important:

Microsoft Outlaok will require manual

Microsoft Lync configuration after setup is complete,

) Learn how to manually configure
MNumber of important updates: 3 Outlaok

Showr mare details ¥

Be sure to take note of the information that tells you that configuring Outlook requires
some manual steps. (The steps for connecting your account to Outlook 2010 are summa-
rized later in this section.) If you want to review the steps involved before you proceed,
click the link provided. Also note that the setup program might need to install updates
to your computer. Use the Show More Details link to see a list of the updates.

If you don't want to configure a particular application, clear the check box. Click
Continue after you specify the options you want to use, and then click | Accept if you
agree with the licensing terms. The setup program then downloads the updates and
configures the applications.

After the updates are installed, you are prompted to restart your computer to complete
several of the configuration steps. When your computer restarts, the Office 365 desktop
setup program should run again and complete the configuration steps it performs
automatically. These steps include adding a shortcut for Office 365 to the Start menu
and setting up SharePoint to work with the desktop applications.

To finish configuring Outlook, review the steps and other information described in the
Help topic that is displayed when you click the link Learn How To Manually Configure
Outlook. For Outlook 2010, you take the following steps:

1. Open Outlook 2010.
2. Click the File tab. On the Info page, click Add Account.
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3. In the Add New Account Wizard, on the Auto Account Setup page, type your
name and your Office 365 e-mail address, and then enter and confirm your
password in the text boxes provided.

4. Click Next.

With the information you provided in step 3, Outlook should automatically find the
other settings it needs and complete the setup of your account.

5. Restart Outlook to have the new settings take effect.

» To set up and configure Office desktop applications to work with Office 365
1. On the Office 365 portal home page, click Downloads in the Resources list.

2. On the Downloads page, under Set up and configure your Office desktop apps,
click Set Up.

3. Sign in to Office 365 when prompted.

4. In the Office 365 desktop setup program, select the Office applications you want to
configure, and then click Continue.

5. Restart your computer when you are prompted.

6. Follow the steps required to set up your Office 365 account in Outlook 2007 or
Outlook 2010. See the steps provided earlier in this section for Outlook 2010. You
can also click Connect Outlook on your desktop in the Resources list on the Office
365 home page to find more information.

Getting Started with Outlook Web App

Outlook Web App (sometimes abbreviated OWA) is the online version of the desktop
e-mail, scheduling, and contact-management application. Outlook Web App includes
four views—Miail, Calendar, Contacts, and Tasks. This configuration is essentially the
same as what's available in the desktop version.

See Also If you want to read a comparison of the features available in Outlook Web App
and the desktop version of Outlook, go to http://help.outlook.com/en-US/beta/
Cc511379.aspx.

At the top of the portal’'s home page, click Outlook to open your inbox. Under the
Outlook heading in the portal’s main pane, click Inbox, Calendar, or Options to start
working in a particular view of Outlook Web App. The Inbox and Calendar links take

you to the views in Outlook that you use for e-mail and for scheduling, respectively. The
Options link takes you to a page on which you can change or set options to manage
your e-mail accounts and calendar. For example, from the Options page you can connect


http://help.outlook.com/en-US/beta/Cc511379.aspx
http://help.outlook.com/en-US/beta/Cc511379.aspx
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different e-mail accounts, organize aspects of e-mail such as rules and automatic replies,
join and manage e-mail groups, and control many aspects of how you want Outlook to
behave.

See Also You'll learn the details of working with these options in Chapter 2.

As mentioned earlier, several of the links in the Resources list on the home page direct
you to procedures and information that help you set up Outlook Web App—importing
contacts and connecting to your desktop version of Outlook.

The Account view of the Outlook Options page also includes a list of shortcuts. Click
these links to display pages on which you start and complete the operations described.

Open the Outlook Web App Options page to view account information and configure settings.
Use the shortcuts to help set up and manage your e-mail account.

[E=8 Mo
a" )[4k hitpsityanzprd510.outiook.com/ecp/default aspiesy © ~ @ G X H 5 My Account - Outlook We... | ‘ )k
Bi- B -1 @ - Buger Shey- Toob- @ 0 (1 @
6L‘ﬁlonk'WebApp sign cut | Samantha Smith
Mail > Options My Mail @ -
Account i% %
Organize E-Mail My Account  Connected Accaunts
Groups
Settings Account Information - Samantha Smith Shorteuts to other things you can do
Phone £
General % See e-mail from all your accounts in
Block or Allow Display name:  Samantha Smith one place
User ID: samsmith@flyingspress.onmicrosoft.com
Mailbox Usage Q Tell people you're on vacation
B Learn how to get Direct Push e-mal
44.67 KB of mailbox space used. At 24.75 GB you [ uurmuhilg hone
won't be able to send mail 4 P
Contact Numb:
ontact Tumbers ‘% Connect Outlaok to this account
Work phone:
Mobile phone: | &b Forward your e-mail

Settings for POP, IMAP, and SMTP access..
i
]r% Change your password
=] Edit

&=| Import your contacts from an
S L existing e-mail account
Like it? Don't like it?

When you run Outlook Web App the first time (by clicking the Inbox link, for example, or
by clicking Outlook at the top of the home page), you see a dialog box that prompts you
to specify the language and time zone you want to use. After you choose settings and
click OK in this dialog box, Outlook Web App opens.

» To get started with Outlook Web App
1. Sign in to the Office 365 portal.
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2. On the home page, click Outlook at the top of the page.

3. Specify a language and time zone, and then click OK.

Viewing Your Team Site

The Office 365 team site is built on the Microsoft SharePoint platform. Organizations,

13

teams, and groups use SharePoint sites as tools for collaborative needs such as managing

shared content, tracking tasks, posting announcements, and managing business

workflows.

Important In the enterprise version of Office 365, users who are not set up as Office 365

administrators do not have access to the team site until an administrator adds them as a

user of the site.

On the Office 365 portal home page, clicking Team Site in the top navigation bar opens
the team site in the window in which the portal is displayed. You can click the Back but-

ton in your browser to return to the portal home page. Click Visit SharePoint Home in
the Team Site section of the main pane to open the team site in a new window.

Use links on the home page to open the SharePoint Online team site. This screen shot shows
the basic framework you will build from.

Shared Documents

Team Discussion

& Recycle Bin

2y a1l Site Content

Add a new image, change this welcome text or add new lists

Lists to this page by clicking the edit button above. You can click

on Shared Documents to add files or on the calendar to
Calendar create new team events. Use the links in the getting started
T section to share your site and customize its look.
Discussions

Shared Documents

[] Type  Mame  Modified Modified By

There are no items to show in this view of the "Shared Documents™
document library. To add a new item, diick "New" or "Upload™.

4 Add document

[E=3 EeR 5
¢ (5] hitps:/fspress sharepaint.com/SitzPages/Hon O = @ © X || (8] Team Site - Home {0 2 fed
Cassie Hicks +
5, T2
S_rl Team Site » Home & v
Ilike It Tags &
Notes
Home Search this site... o Q
Libraries
Site Pages Welcome to your site!

Getting Started
& share this site
B Change site theme

i

F
L
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use as repositories for information. If you have sufficient permissions for the team site,
you can, for example, create a document library for each project your team manages
or define a library in which you store specific types of documents—proposals, budgets,
presentations, reports, and so on. You can also create other types of libraries, including
picture libraries for storing image files and wiki page libraries, which are designed for
sharing information within a group.

o \ Two of the main elements of a SharePoint site are libraries and lists, both of which you

You start in this dialog box when you add libraries, lists, and pages to your team site.
Filter the view by selecting categories at the left.

[E=8 Mo
Q@hﬂ it/ yingspress sharspaintom/teamsitStePa £ = & X | (5] Fyingspress Team Site -H.. % || o

i v B v 0 v Page~ Safey~ Took~ @~ @ (1] M)

Create

Installed Items > ., Type
Announcements
Filter By: =

Type: List

All Types Categories: Communication
L ius
Mz w 2 list of news items, statuses and other

List short bits of infarmation.

~

Page Announcements Calendar

All Categories

Blank & Custom — More Options
Collaboration az

Communication

v

Content Contacts Custom List
Data
Tracking

B '

Custom List in Discussion Board
Datasheet View

Lists are designed for specific uses—tracking tasks, for example, or listing
announcements or contacts. Your team site can also include subsites. (Again, only

users with sufficient permissions can create subsites.) A business might use the main
team site as its intranet home page, and then each department could develop its own
subsite, which it uses to store and display content relevant to its work and role within the
business at large.

With the Office 365 enterprise or small business edition, you can implement the three-
state workflow. (The enterprise version of Office 365 includes other types of workflows as
well.) This workflow lets you track an item through three phases, or states. For example,
you could track a request for proposal (RFP) through states named Submitted, Pending,
and Approved.
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See Also For more information about site permissions, working with SharePoint features
such as lists and libraries, and using Office Web Apps with SharePoint, see Chapter 4,
“Managing Sites in SharePoint Online.”

The Small Business Edition Team Site and Website

In the small business edition of Office 365, the team site is configured differently
from how it appears in the enterprise edition. The Office 365 home page for the
small business edition, for example, contains a link to a default document library
(Shared Documents). It also contains icons that run the Office Web Apps for Word,
Excel, PowerPoint, and OneNote. The documents you create by using these icons
are stored in the default Documents library.

The team site's home page is also configured differently. It contains links you can
use to edit the home page, add new pages, and share the site with others. It also
provides a list for posting announcements.

The basic team site for the small business version of Office 365.
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In addition, the portal home page for the small business edition includes a link to
a public website that is built using SharePoint features. This site contains five stan-
dard pages—Home, About Us, Contact Us, Site Map, and Member Log In. To edit
this page, you must be an Office 365 administrator.

If you are an administrator, click Admin on the portal’s home page, and then
click Edit Website. You'll see a SharePoint document library that stores the five
default pages. You can change the look and feel of the website, add pages and
images, and modify other properties of the site by using the tools on the ribbon
that appears when you edit a page. You can apply much of what you learn about
SharePoint sites in Chapter 4 to design your public site.

Updating Your Profile

An Office 365 profile includes information such as your name, country or region, and
e-mail address. The fields in the Information area—First Name, Address, and Phone
Number, for example—only display data. You cannot edit this information yourself on
this page. An Office 365 administrator enters some of this information when your ac-
count is set up and can update this information when necessary.

The My Profile page includes a setting for the display language you want to use and, for
Office 365 administrators (in the enterprise plan), contact preferences—that is, the con-
tact information you want Microsoft Online Services to use to contact you. You can enter
phone and e-mail address information and also select options for the type of informa-
tion you want to be contacted about. For example, you can choose to receive (or not
receive) educational content about how to set up and use products and services.
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As part of your profile, you can choose to receive information about Office 365.
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If you want to include a photograph of yourself in your profile, click Change Photo, click
Browse to select an image file on your computer or network (or type the file name along
with the path to the file), and then click Upload. The photo you add cannot be more than
100 kilobytes (KB) in size.

Another operation you perform on the My Profile page is changing your password.
Click the link near the top of the page. At this point, you might need to sign in again
for security reasons. You then follow the standard steps for defining a new password—
enter your old password and then enter and confirm your new password. The Change
Password page indicates how strong your password is—that is, whether your password
uses a healthy mix of uppercase and lowercase letters, numerals, and symbols.

To view your profile and make any changes to your password, photo, or contact
preferences, click My Profile in the top-right corner of the portal’'s home page. Make any
changes, and then click Save.
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» To change your password

whH

5.
6.

On the portal page, click My profile.
On the My profile page, click Change password.
Sign in to Office 365 when prompted.

Type your current password. Type your new password, and then enter your new
password again to confirm it.

Check the Password Strength indicator to be sure you are using a strong password.
Click Submit.

» To add or change a profile photo

1.
2.
3.
4.

5.

On the portal page, click My profile.
On the My profile page, click Change photo.
Click Browse.

In the Choose File to Upload dialog box, select the image file you want to use, and
then click Open.

On the My profile page, click Upload.

Getting Help and Support

When you have a question about how to work with Office 365, you can take several
routes toward the answer. First, you can use the search box on the portal home page to
locate information about a topic. The search results open in a new window and include
topics from the Office 365 Help system as well as information from community forums.
On the search results page, use the links below the search box (All Content, Help Articles,
Forums, Blogs, and Wikis) to filter the results. You can use the Sort By links to view the
results by categories such as relevance and rating.



After Office 365 displays search results, you can filter and sort them by
selecting a category such as Forums and an option such as Most Recent.

T
e e ]
(\3@\53 hitp://community.office3f5.com/ 0 = & X H 23 Micrasaft Office 365 Com... % | ‘ et

fiv B = & v Pagew Ssfety Taok~ @~ N (U]

Community  Blogs Forums  Wikis  Troubleshooting

Office 365 » Search P "how do | save a site template”

Advanced
how do | save a site template } =

All Content | Help Articles | Forums | Blogs | Wikis
Sortby: Most Relevant | Highest Rated | Most Recent | Alphabetical E

Help Article: Save a SharePoint Online site as a template - SharePoint
Online ...

Under Site Actions, click Save site as a template. 4. The
Save as Template page appears, which looks like this: 5. ..

Indexed on 2012-Jan-03

m] Forum Post: Template

I crested a couple of templates under Site Settings, Site
Actions, Save site as template. How can I maodify the

| tamnlata nf inct delate it? T have searrhed hinh and lnw I
4 m 3

The Help button on the portal’s home page opens the Office 365 Help page, which
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contains links to Help topics about specific applications and to information that gets you
started with Office 365. (Unless you are responsible for administering an implementation

of Office 365, you probably won't need to refer to the topics under Help For Admins.)
The Help page also includes a search box you can use to locate information about a

specific topic.
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The Help page displays general categories you can browse through. Use the search box
to find more detailed information.
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The following sections describe more about the Office 365 community forums and the
other options for finding help and support.

Viewing Context-Sensitive Help

The Help content you want to see often depends on the task you are performing or the
application you are working in. In Office 365, the Help content is tailored in this way. For
example, when you switch to the Calendar view in Outlook (by clicking Calendar on the
portal's home page, for example) and then click the Help button in Outlook, the topics
that appear pertain to tasks such as sending a meeting request, using flags and remind-
ers, and using the Scheduling Assistant to view your colleagues’ free and busy times.
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Tip Use the links near the top of the page to print a Help topic; send a link to the topic in

e-mail; bookmark the page; share it on sites such as Facebook, Twitter, or Windows Live;

or offer feedback.

Using Office 365 Tutorials

Under the Start Here section on the portal’'s home page, you'll find links to animated

overviews of Office 365 features and functionality and to a quick-start guide that reviews

the essentials for working in Office 365. The guide explains features and provides the
steps for basic procedures such as creating a contact in Outlook Web App and sending

an instant message in Lync. (You'll learn how to perform these and many other detailed

procedures in Chapters 2 through 4 as well.)

To find details for many tasks or to get an overview of Office 365, go to the portal’s

home page, click the Help button, and then click Getting Started under Office 365 Help.
The Getting Started page is organized by category, with specific topics listed under

headings such as Outlook and Lync.

When you are working in Outlook Web App, the Help page for each of the Outlook Web

App views (Mail, Calendar, Contacts, and Tasks) has a link to an article named "Getting

Started with Outlook Web App.” Similarly, if you open the Help page for your SharePoint
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Online, you can click the Getting Started link to see a list of topics that describe basic
tasks and introduce the SharePoint ribbon, for example.

Tip Among the Getting Started topics for your team site, you'll also find links to a series
of articles that guide you through planning and managing a site collection. If you are
responsible for implementing Office 365 or working with a group to plan your team site,
these articles will prove helpful.

If you want an introduction to Lync, click Welcome To Lync on the Help menu in the Lync
window to view an animated overview that also includes steps you can follow to make
sure your phone and webcam work with Lync.

Reviewing Information in Community Forums

Using your Microsoft Online Services ID, you can create an account to participate in the
Office 365 community, and thereby gain access to blogs and forums where you can learn
more about specific topics and pose questions when you need help and advice from
other Office 365 users and experts.

To set up a community account, click Participate In The Community, the last link under
Community on the portal's home page. You simply need to enter the display name you
want to use and click Join Now. The community site provides links to the latest postings
on the blog (see the next section), recent forum discussions, technical Wikis, and other
news of interest about who is using Office 365 and how they are using it.

Click Ask A Question In The Forums on the portal’'s home page to pose a question

of your own or to search for information about a topic you are troubleshooting or
exploring. (You can also click Forums near the top of the Community page or the blog.)
Posts to the forums are organized in categories, with each forum category subdivided
into topics. Under the topics, each discussion in a specific forum is listed. Click a column
heading (Topic, Date, or Replies) to sort the discussions.
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Forums are organized by service, and each main forum is divided into categories
such as you see here for Lync.
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Tip If you want to follow discussions on specific Office 365 forums, open the Forums
page (click Ask A Question In The Forums on the portal home page) and then use links
under Options (Manage Forum Subscriptions and Subscribe Via RSS) to set up the
subscriptions you want.

Consulting Team Blogs

Click Check Out Our Blog in the group of community links on the home page to display
the Office 365 Technical Blog. Like other support pages, the blog page provides a search
box and sorting options.

Although some posts are more pertinent to the work of software developers and
administrators than everyday users of Office 365, you can still find plenty of help-

ful information by scrolling through the list of blogs, sorting the list, or searching for
information on a topic. Click Post A Question to the right of the search box to submit a
question to readers of the Office 365 community forums.
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. \ Finding Technical Support

The Microsoft Support site provides a page dedicated to Office 365. The URL for the
site is support.microsoft.com/ph/15834. This page contains a collection of links that are

} germane to standard users of Office 365 as well as to administrators. Select a category
along the left side of the page to display links to articles about Office 365 applications,
resolutions to common problems, and troubleshooting advice.

Go to the Office 365 support page on microsoft.com to view solutions to common issues,
background information, and other resources.
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Tip You'll also find a link to support pages on office365.com. You can find information
about deploying Office 365 and system requirements, links to the Office 365 blog and the
Office 365 community site, and other information.

Using How-To Procedures and Solutions

As mentioned earlier, much of the Office 365 Help content is designed for specific
contexts. The topics you discover by searching or by browsing the Help system often
provide step-by-step procedures for performing specific tasks. For example, the follow-
ing screen shot shows the Help topic for how to request a meeting. In addition to the


http://www.support.microsoft.com

how-to procedure shown for this task, you can use the links under Related Help Topics

and Related Forum Or Blog Discussions.

Step-by-step procedures are provided for many common tasks.

Use the links on the right to find related information.

1 Navigating Office 365
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One other tool you can use to try and solve an issue is the Office 365 troubleshooting

tool. To access this tool, start by clicking one of the community links on the
portal's home page or go directly to http.//community.office365.com. Then click the

Troubleshooting heading near the top of the page.
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You work with the troubleshooting tool much like you work through one of the Office
desktop wizards. Here, first select the plan and role that fits your situation, and then fol-
low along by making selections that pertain to the issue you want to solve. For example,
in step 2, select the service you are having trouble with, which might be SharePoint
Online or Exchange Online (which you would choose if the problem is connected to
Outlook Web App). With each selection you make, the troubleshooting tool progresses
through its steps and displays a set of options that help you identify the particular prob-
lem you have. When you reach step 5, Possible Solutions, you'll see a list of topics that
might include your particular issue. If you see a description that matches or closely re-
sembles your issue, click the link to find more information. Otherwise, click Start Over to
work through the troubleshooting tool again.

Practice Tasks

Practice the skills you learned in this section by performing the following tasks on
your installation of Office 365:

e Sign in to Office 365.
e Use the links on the home page to open Outlook and your team site.

e Install Lync (if it is not already installed and you have permissions to install
applications on your computer).

e View your profile, and add a picture if you want to.
e Sign up for the Office 365 community.

e Explore the Office 365 Help system, the blogs, and forum discussions.

1.2 Navigate Office 365 Applications

Two of the applications you'll use in Office 365 are Outlook Web App and SharePoint,
which provides the foundation for your team site. In this section, you'll learn the basics
of how to find your way around these applications. We'll look at Outlook first and then
cover the SharePoint team site.

Using the Outlook Navigation Pane

The navigation pane appears along the left side of the Outlook Web App window. At
the bottom of the navigation pane are links to your inbox, the calendar, the tasks list,
and your list of contacts. To switch views, you need only to click the link for the view you
want to work with. The navigation pane then shows items for that specific feature. For
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example, when you are looking at the Mail view, you'll see a list of favorite folders along

with standards such as Inbox, Drafts, and Sent Items. At the top of the navigation pane

for tasks and contacts, you'll see a set of options that let you filter the items that Outlook

displays.

Use the navigation pane in Outlook Web App to organize and access items. Right-click
an item in the navigation pane to display a menu with commands similar to what you

see here for Calendar view.
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The following sections explain navigational features in each of the Outlook Web App

views.

See Also See Chapter 2 for details about working with e-mail, calendars, tasks, and

contacts.

Navigating in Mail View

For e-mail, the navigation pane includes a set of default folders you will be familiar with

if you use the desktop version of Outlook. Above the list of default folders is a set of
favorites. The initial group of favorites are Inbox, Unread Mail, and Sent Items.

Tip Click the arrow beside Favorites or the name of your account to collapse and expand

the list of folders shown in the navigation pane.

To manage the Favorites list, you can use the Add To Favorites and Remove From
Favorites commands. The relevant command appears on a menu that appears when

o
.
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you right-click a folder in the navigation pane. This menu also lets you work with e-mail
folders and modify the view of the navigation pane in other ways. Use the menu to
perform the following operations:

e Open a folder

e Open a folder in a new window

e Move or copy a folder

e Delete a folder

e Rename a folder

e Create a folder

e Mark items as read

e Empty the folder

You'll see a list of similar commands when you work in the Calendar, Contacts, or Tasks
views.

» To add a folder to the Favorites list
=* In the navigation pane, right-click the folder you want to add, and then choose
Add to Favorites.
» To remove a folder from the Favorites list

=» In the Favorites list, right-click the folder you want to delete from the list, and then
choose Remove from Favorites.

» To create a new folder in the navigation pane

1. In the navigation pane, right-click your account name (or right-click a folder for
which you want to create a subfolder).

2. From the menu, choose Create New Folder.

3. In the box that appears on the navigation pane, type a name for the folder.

Navigating in Calendar View

When you view the calendar, the navigation pane shows a thumbnail view of a monthly
calendar at the top. You see the current month by default and can use the arrows at the
right and left of the month’s name to move ahead or back in time. You can also click the
name of the month to pop up a menu that lets you choose an upcoming month or year
or a month or year in the recent past.
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Under My Calendars, Outlook displays the default calendar and any other calendars
you set up. Right-click My Calendars to display a menu that lets you rename, remove, or
define a new calendar group. If you define at least one other calendar group (you can
define more), the Move Up In List and Move Down In List commands become active on
this menu. You can use these commands to change the order in which calendar groups
are displayed in the navigation pane.

Right-clicking a specific calendar displays a menu with a number of other commands,
including Open and Open In New Window and Move Up In List and Move Down In List.
On this menu, the Move Up and Move Down commands apply to specific calendars,
letting you reorder the calendars within a group. The Calendar Color command lets you
assign the background color for a calendar.

See Also You'll see how to work with other commands on this menu, including Share and
Create New Calendar, in Chapter 2.

Navigating in Contacts View

In Contacts view, the navigation pane includes a set of filtering options in addition to a
list of contact groups and folders. The filtering options are All, People, and Groups. These
options let you see a specific list of contacts so that you can more easily locate and work
with contacts you need.

By default, the contact folder list has a single group (My Contacts) that includes a folder
named Contacts. Right-click My Contacts to display a menu with commands for renam-

ing, removing, and creating groups; changing the order of contact groups in the list; and
creating a new contacts folder.
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Tip If you create a contacts group of your own, these commands are also available when
you right-click that group.

Right-click a contacts folder, and you gain access to commands like those you see for
e-mail and calendars (and for tasks).

» To filter the contacts list in the navigation pane
1. Click Contacts at the bottom of the Outlook Web App window.

2. In the navigation pane’s Show area, select the filtering option you want to apply:
All, People, or Groups.

3. Double-click a contact item to display its details.

Navigating in Tasks View

As with contacts, the navigation pane in the Tasks view includes a set of filtering options
above the list of task groups and task folders. The default configuration includes one
task group, named My Tasks, and two task folders—Flagged Items And Tasks and Tasks.
The Show options let you view all tasks (active and complete) or filter the view to see
only active tasks, overdue tasks, or completed tasks.

As you can in other Outlook Web App views, you can right-click a task group or task
folder to open a menu with commands that let you create groups and folders and
change the order in which folders appear in the navigation pane.

» To filter the task list in the navigation pane
1. Click Tasks at the bottom of the Outlook Web App window.

2. In the navigation pane’s Show area, select the filtering option you want to apply:
All, Active, Overdue, or Complete.

3. Double-click a task item to display its details.

Navigating on Your Team Site

In Chapter 4, you'll learn the details of how to extend and add features to your team site.
This section describes two basic navigational aids you'll use on the team site—the Quick
Launch, which is displayed along the left side of the team site window, and the bread-
crumb navigation, which you access by clicking the folder icon that appears next to Site
Actions at the top of the window.
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Use links in the Quick Launch at the left to open lists and libraries. Use the breadcrumbs,

shown at the top, to navigate up to the home page or another location.
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The links included on the Quick Launch let you display subsites, pages, lists, and libraries

on your site with a single click. By default, links to the team site’s pages, the Shared
Documents library, the Calendar and Task lists, and the default Team Discussion appear
on the Quick Launch. The Quick Launch also includes the links Recycle Bin and All Site

Content.

You can retrieve pages or other items you delete from the Recycle Bin for up to 30 days.

The All Site Content link takes you to a page that shows each element of your team site
(lists and libraries, for example). You can open an item by clicking its link. If you have
permission, you can click the Create link at the top of the page to initiate the steps you

follow to add an element to your site.

When you click Site Pages on the Quick Launch, SharePoint displays a page from
which you can edit the pages already on your site or add a page. In the list of current
pages, move the pointer to the left end of a row, and SharePoint displays a check box.
Select this check box to display commands on the ribbon. You use these commands to

(among other operations) upload a document, edit properties, and configure settings for

a list or library.
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Clicking the Shared Documents link under Libraries leads you to a page you can use
to upload a document to this library or create or edit a document already stored
there.

When you build your team site by adding other lists and libraries, links to these items
can be added to the Quick Launch to facilitate navigation.

Navigating Up with the Breadcrumbs

As you add elements to your default team site (such as lists, libraries, pages, and
subsites), you can use the breadcrumbs tool to retrace your steps to a page higher in
the site’s hierarchy.

The breadcrumbs icon sits just to the right of the Site Actions menu. (The ScreenTip
that you see when you point to this icon is Navigate Up.) When you click it, you'll see
a simple depiction of the relationship of the page you are viewing to the site at large.
To move up the site hierarchy—for example, to return to the team site home page—
click the entry for the page you want to view.

» To navigate using breadcrumbs
1. Click the breadcrumbs icon.

2. Click the page you want to view.

Practice Tasks

Practice the skills you learned in this section by performing the following tasks
on your installation of Office 365:

e Open your Outlook Web App inbox.

e Using the navigation pane, add folders for current projects, frequent e-
mail correspondents, or other categories you use to organize your e-mail.

e Open the team site, and then open the Shared Documents library from
the Quick Launch.

e Use the breadcrumbs to return to the team site’'s home page.

Objective Review

Before finishing this chapter, be sure you have mastered the following skills:

1.1 Navigate Office 365 features
1.2 Navigate Office 365 applications
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