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Agenda

MS Office 365 For Your Computer
Subscriptions
Basic Apps (WORD, EXCEL, POWERPOINT, OUTLOOK, ETC.)
Cloud Storage — One Drive

MS Office 365 on the Web - FREE
MS 365 Mobile on your Devices - FREE

One Drive —Access to files on your Mobile Devices
Capture — Scan, Record, Dictate, Explain with Co-Pilot
Co-Pilot — Access Al on your Mobile Devices

Create — Access to Main Apps (WORD, EXCEL, PP & PDF)
Apps —Additional MS Apps to Download



MS Oftice 365

For the Computer



Installing Microsoft 365 - Computer

» Go to Microsoft.com
» Click Microsoft 365

v B° Microsoft — Cloud, Computers, X +

<« - C 2% microsoft.com/en-us/

Take the power of Al or
Create images, get help with writi

B= Microsoft



microsoft.com

Yearly Subscription

[ Paid yearly Paid monthly
Save $19.89 with a yearly plan Save $13.89 with a yearly plan
Microsoft 365 Family Microsoft 365 Personal
$99.99/year $69.99/year
= -
FESPVeRFEW vl R
e For one to six people e For one person

e Sign in to five devices at once

& Use on PCs, Macs, phones, and tablets

e Upto 6 TB of secure cloud storage

s Apps with premium features and offline access
e Identity, data, and device security

e Ad-free secure email

Or buy at $9.99/month >

Try free for 1 month >

* Sign in to five devices at once

& Use on PCs, Macs, phones, and tablets

e 1 TB of cloud storage

s Apps with premium features and offline access
o Identity,’ data, and device security

e Ad-free secure email

Buy Now

Or buy at $6.99/month >




Monthly Subscription

Save $19.89 with a yearly plan Save $13.89 with a yearly plan
Microsoft 365 Family Microsoft 365 Personal
$9.99/month $6.99/month
FHASPIeE £ S dl FHASPIeE £ S dl
* For one to six people * For one person

* Sign in to five devices at once Sign in to five devices at once

* Use on PCs, Macs, phones, and tablets Use on PCs, Macs, phones, and tablets

* Upto 6 TB of secure cloud storage 1 TB of cloud storage

* Apps with premium features and offline access Apps with premium features and offline access

e Identity,! data, and device security Identity,! data, and device security

Ad-free secure email

e Ad-free secure email

Or buy at $99.99/year > Or buy at $69.99/year >

Try free for 1 month >




Basic Apps included

8" Microsoft 365

H E &

Word Excel PowerPoint

Get apps to safeguard your digital life, kickstart your inspiration, polish
| your ideas, and stay in sync all in one plan

Get Microsoft 365 Personal

$69.99 / year

See all plans and pricing

Microsoft 365 . [' . i ﬂ

also includes Defender  OQOutlook  OneDrive Clipchamp OneNote




Home - Cloud Storage — Manage cloud storage

» Select Settings — Home — Manage cloud storage

Microsoft storage
This includes files, photos, attachments, and more acros®your Microsoft 28GB/5GB
account

mm  Microsoft 365 Family

Premium productivity apps, OneDrive cloud storage, and more

Try Microsoft 365 for free

Share with up to 5 others. Each person gets the latest
premium Microsoft 365 apps, 1 TB of cloud storage, and
more.

b

account

&
‘ G ﬂ TZDI.ZISZBMGB

Get more storage

Microsoft storage
Try for free Learn more O This includes files, photos, attachments, and maore across your Microsoft

56% used

28GB/5GB ~

' OneDrive

' Cutlook (Attachments)

28GE 3
o3




MS WORD
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MS EXCEL

File Home Insert Draw  Page Layout Formulas Data Review View Help |.Q Comments |

. . . = — __ ab . —
L|—|:| 4 |Aptos Marrow v”'l'l v| A A ==¢ e & 2 ¥ EH 'CEE."K
@~ N ' == =E $ 57 = B o~
B I U~ S A T ) -
& £= 3z | ¥ 7 fi] Format ~ Fo
Clipboard ] Fant ] Alignment Mumber Styles Cells Editing Add-ins hd
Al v fe ~
A | B | c | D | E | F | G | H | | J | K | L | M | N | o | P | Q | o

_._._._._._.
Gl o e il ol sl Bl

— | —
--llc-

_.
[ ]
o

£ > Sheetl + P4 O




All MS Office Apps — Default to One Drive

» Word, Excel, PowerPoint, Outlook, etc.

@ Save As
H .
() Home [ OneDrive - Personal
Recent
D New | Enter file name here

| Word Document (*.docx) v

=~ Open

. OneDrive - Personal

gmweiss5@gmail.com

Get Add-ins

More options...

@ Save As
H .
2T @ Recent [~ OneDrive - Personal
D New ‘\Enterf e name here |

\ Excel Workbook (*xlsx) e |

[~ Open

gmweiss5@gmail.com

‘ . OneDrive - Personal
Get Add-ins

More options... l




Saving Files to Computer By Default

» To save files to your computer by default, in any MS Office
application, click File = Options — Save.

» Check both as shown below:

» Specify a default location.

General . -
Enera E Customize how documents are saved.

Display
Proofing Save documents
Save B AutoSave files stored in the Cloud by default in Word O]
Language Save files in this format: | Word Document (*.docx) *:
Accessibility B3 Save AutoRecover information every | 10 | minutes

eep the last AutoRecovered version if | close without savin

ﬂl{phlﬁkﬂ d ion if | cl ith ing

Advanced

AutoRecover file location: |_ ChUsershgweis\AppData\Roaming\Microsoft\Ward?, :| | Browse...
Custamize Ribban — —

Quick Access Toolbar B show additional places for saving, even if sign-in may be required.

B saveto Computer by default
Add-ins

Default local file location: | C\UsershgweisiDocuments!, | | Browse...

Trust Center

12



MS Oftice 365

Access on the Internet



Web Version of Microsoft 365

» Go to office.com

» Login with your Microsoft Account

» Access to main MS Office Applications “Free”

v © Home | Microsoft 365 X +

< ] 25 office.com/?acctsw=18auth=1

Microsoft 365 L Search for apps, files, templates and more

Welcome to Microsoft 365

& 31.5 MB used of 1 T8 (0%)
Create New ‘
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Install and more

Designer



MS 365 Mobile

Iphone, Ipad, Adroid



Microsoft 365 Mobile Applications

» Search the App Store on the iPhone/iPad or Google Play
on an Android/Tablet for “Microsoft 365".

» Microsoft 365 Icon

O




MS 365 Options

» OneDrive
» Capture
» CoPilot

» Create

» Apps

Preview

Create content
with top apps

12116 AT

% Create




One Drive - Storage in the Cloud

1:49
v OneDrive

» Select the OneDrive option at the
bottom of the App.

» Access to all files saved to One Drive
on your mobile device

Favorites

B

Files you favorite will appear here

Tap -+ next to any file to favorite it.

Go to My files




Capture — Photos ad Videos

» Select the Capture option at the +« Capture
bOttom Of the a’PP' Q. Search

» The Scan function allows you to use
your devices’ camera to scan documents
and convert them into to PDFs to share.

» The Record feature allows you to record
a video.

-~ Identify the content in

¥ the photo

» The Dictate function allows you to record
voice memos. The voice memo also comes
with speech to text function.

» The Explain with CoPilot — will identify
the contents of a captured image.

+ Explain

& Scan ¥ with Copi...

@t Record & Dictate

(o)
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Copilot

» Microsoft Copilot is an Al-powered digital assistant that
helps users with tasks and activities on their devices. It's
designed to improve productivity by integrating with
Microsoft 365 apps and services, such as Word, Excel,
PowerPoint, Outlook, and Teams. &

20




Create — Access to MS Main Apps

» WORD

» EXCEL

» POWERPOINT
» PDF

21

cwv Create

Create your favourite content

Start creating with
w' o
Word PowerPoint

PDF Excel




Mobile WORD

» Click the Plus Start for a Blank
Document

» Use existing Templates

Start with

DONNA RDBBINS@

P

llank document ATS Bold accounting...
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Mobile Excel

» Click the Plus Start for a Blank
Worksheet

» Use existing Templates

Start with

Daily appointment cal... Daily schedule

Pick up where you left off

i Current 2024 Checking...

23



Mobile PowerPoint

» Click the Plus Sign to start a blank
presentation

» Use existing Templates

24

< PowerPoint

Start by

Start with

-.ﬂl

Blank presentation Angle lines design

TITLE LORF M S5UM

Animal magnetism Architecture pitch deck

ANITA 4
RAJPUT ”
I 1

Biography presentation




Mobile PDF

» Capture a photo and convert to
a PDF file

» Import a photo on your device and
convert to a PDF file

» Import a file on your device and
convert to a PDF file

» Merge existing PDF files into one
file

25




Additional Applications

e Apps Q

PDF Tools

» Additional applications available
. . . - Convert files to PDFs and Open
to install on your mobile device = makecdis

Motes
Create and edit lists and Open
other notes.
More from Microsoft
Copilot
Take the power of Al on Install

the go

Bing Search

Teams

Open
Meet, share, and chat. pen

Outlook
il, schedule, and Open

Install

Capture Copilot

26



MS 365 Mobile Applications

g

Copilot
Take the power of Al on the go with the Copilot
app.

Download for i0OS >
Download for Android >

Outlook

Connect your email accounts and calendars in
one convenient spot.

Download for i0S >
Download for Android >

Phone Link

Link your phone and sync your life.

Download for i0S >

Download for Android™ >

Word

Create and edit beautiful documents anywhere
and read them comfortably on any device.

Download for iOS >
Download for Android >

OneDrive

View or share photos, videos, and decuments
from your mobile device with 1 TB of cloud
storage.

Download for iOS >

Download for Android >

OneNote

Easily organize your notes, plan a trip, and keep
track of your lists.

Download for iOS >
Download for Android >

Excel
Easily add formulas, reorder columns, and resize
spreadsheet tables on your mobile device or
tablet.
Download for iOS >
Download for Android >

¢

Edge
Browse with Microsoft Edge across all your
devices,

Download for iOS >

Download for Android™ >

v

Yammer
Stay on top of conversations and the latest
company news and collaborate on the go.
Download for iOS >
Download for Android >

“

PowerPoint
Edit slides on the go and add animations,
transitions, charts, and speaker notes right from
your device.
Download for i0OS >
Download for Android »

b

Bing
Ask real questions and get complete answers
from your Al copilot for the web.
Download for i0OS >

Download for Android™ >

i
Microsoft Teams
Instantly access all your team’s content and
collaborate from a single place where messages,
files, people, and tools live together.
Download for iOS >
Download for Android >

27




More Mobile Applications

28

»

Microsoft Stream
Be productive on the go with fast
access to all your videos for online
and offline viewing.

Download for i0OS >
Download for Android »

u-*.
[

Microsoft Lens

Trim, enhance, and make pictures of
whiteboards and documents
readable, then save them to

CneNote.

Download for i0S >
Download for Android >
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