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muUné usns OneDrive for Business TWuiiidudoya 1 TB uaAiTdiu
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Office 365 OneDrive

# Office365  OneDrive 3 ? i
O search q @ Newv 2 uUpoadv 2 sync|2 Fsonv m G
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nuary 19 Carlos Grilo 8 Onlyyou

Bl Documents
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Y Contoso_Online_Presales Report_M400xlsx nuary 19 Carlos Grilo 3296 KB 8 Only you

67 Resellers 8 week sales_reportxlsx nuary 19 Carlos Grilo 25877 KB a# Veronica Quek and 22,

@5 Store Visit Notebook nuary 19 Carlos Grilo 8 Onlyyou
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TuHULSANAIANINANTAGAATDNANSHAY Ao THapude lndTWasnadoeriy
iflown Ton luduaumusuuu snuawshuas adnassrsiudasude

Word Online  carlos Grilo Sample Document

Word Online  carlos Grilo Welcome to Word - Saved & Share Carlos Grilo
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do v OPEN IN WORD
ke, t - v A — = ‘D
- £ 7 S (LA ¢ .
0 e ol e LR R B L pagbce  masbce  asoce  masbee AABI il
Paste B I U ak x, x"%- A~ ==== 3=- Mormal Instructions  No Spacing u Headng1 .| 3B Replace
 Format Painter =

Unde Ciipboard Font Paragraph F Styres F1 Editing s

- Excel Online

Excel Online  carios Grilo Welcome to Excel1 - Editable & Share Carlos Grilo
FILE HOME INSERT DATA REVIEW VIEW Tell me what you want to do v OPEN IN EXCEL
e )
: = _ = = Ex 3 FAL
0 X.cut | |caibe =|—| B WmapText Number Format » Sy LI 3 AutcSum - p
Paste g Copy B I U D == = EMergeBiCenter $- % 1 W 9 Survey Format insert Delete @ (leare Sort  Find
= T - ~ asTable~ - - "

Undo Ciipboard Font Allgnment Number Tables cells Editing ~
F

A B (= D B F G H
3 -
4 Company B Q1Sales E@Q2Sales EIQ3Sales B
5 A. Datum Corporation $ 195449 § 746907 S 579,825
6 Adventure Works 3 123721 § 733396 § 934763
7 | Blue Yonder Airlines $ 934763 § 246554 § 902,264
8 | City Power & Light $ 299293 § 674295 S 289570
9 Coho Vineyard § 228783 § 659385 § 876,740
10 Consolidated Messenger § 579825 § 448399 § 9053906
1 Contoso Pharmaceuticals $ 371570 § 644368 $ 682545
12 Contoso, Ltd § 239219 § 287989 § 195449
13 Fabrikam, Inc. $ 639630 § 635474 S 123721
14 Eruith roffaa Ls Q7R 7AN T SRT 1R (4 2Jaa 207
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Carlos Grilo

Wealcome to PowerPoint "q. Share Carlos Grilo

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS VIEW Tell me what you want to do QPEN IN POWERPOINT
"D =) [E Layout £ Q\; e F
=) Duplicate Slid e i
Paste New “? kil Shapes Arrange ‘
Slide 4 Hide Slide - at
Undo Clipboard Delete Siides Font Paragraph Drawing i ‘
]
Carlos Grilo
F
FILE HOME INSERT VIEW PRINT Tell me what you want to do OPEM IN ONENOTE  GIVE FEEDBACK TO MICROSOFT Saved
B Notebooks Find on this Page (Ctrel 2 < % |St0 re Visits
+ Section + Page .
I Sl aets Store Visits Quarterly sales touch-point meetings with store
managers
Internal Sales Mee Contoso Flagship Store #101
1 Focus:
o Process adoption
3/22
« Sales progress
o Employee morale and turnover
/25 ;
o Communication and news
o Misc. concerns and suggestions
9/28
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FILE HOME = INSERT  DAT|
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E
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i | (* add New Question B
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6 | |
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< Sample Office Document » Pack 1 v o Search Pack 1 ) ) Office365 Cutlook Calendar People Yammer OneDrive Sites ---
1A Name . Dote modified Type meowse | e s |
Ji People Photos 11/1/2557 14:35 File folder )
| People Photos - Small 11/1/2557 14:35 File folder ©OneDrive @ Contoso
G/ 2012-2013 products 28/9/2556 22:06 Microsoft OneNot... DO cuments
[ 2013 Contoso products 16/12/255521:45  Foxit Reader PDF ...

@) Cohe Vineyards charity auction 18/12/2555 10417 Microsoft PowerP...

! B Fly fishing - full article gl 240 Nicrosoft. Work B Welcome to OneDrive @ Contoso, the place to store, sync, and share your wor
11 Katie Jordan's notebook 12/2/2556 2 Microsoft Onehlot... TErh eIl Erre
B Morthwind Marketing Spend and Sales A..  12/2/2556 22:20 i
3] Morthwind presentation 16/12/2555 22:38 Microsoft PowerPm
% Northwind Proposal 16/12/2555 22:22 Microsoft Word D...
[ 241 Olympic park fast facts 16/12/2555 21:47 Foxit Reader PDF ..
|1 People Photos - Small 16/12/2555 21:42 Compressed (zipp.. =
. |1 People Photos 16/12/2555 21:49 Compressed (zipp.. W

hai Excel 2013 Demo 26/2/2356 15:42 Microsoft Excel W...
elcome to Excell demo new office. 26/2/2556 15:42 Microsoft Excel W...

Drop here...

ANSUYSLNANS

nasnnfiasraenansud andlulenansfo Only Me duluvosiasranulian
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De
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Y

Technical_Guide_8.5.1.docx

Waldawytos uaiaan Share

T Name Open in Word Online ]

Bapser Open in Word '

Share

Office 365 Admin Slide i
Get a link

Shared { i

= Download
A% Bookxlsx %

E
mll MNotebooks t
E
E

Delet
@ CIE Personaxlsx e t

@ Document.docx Maove to \

(v] Technical Guide 8.5.1.docx Capy to
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2. Tuwmiheing Share W14 Alias (1wu greg_w Wudu) wasumnaidosnsuwsionans
de TosTunauziinsonda OneDrive for Business azisuduauasiudaiiodumdoi
psfunaznansidonTidon Wonumudaiidosnsudr Tieaniidoduiomindsly
fasunsMaBaydanglonans

Share 'Welcome to PowerPoint'

B Only shared with you

Invite people Iy Greg Winston x ‘ Canedit ¥
Get a link

nclude a personal message - (Optiona
Shared with R

¥ Reqguire sign-in

# Send an email invitation

Share
3.  \denaudiidosmsuauTiunuematiug nnmyesetenid

4. ddosns TiRuidamuaslunaesdomnuiifies udhdoanuiianfudoanulu
Suafiazds Waswaratiung uasludwaiufasdaed lUduanansiiuosTw

5. dlidesnnsasdimaluTwumaatiug Tiunidnnsidon Send an Email Invitation

6. Wlgnuausnduanzdirvosenansiliesmaniomauandld Inunanii Get a
link Aisiushusne

7. Wlgnuanunsansinaoulwai Idgnuwsluwlestneimy Shared with

ANSIRMsnosTuvadenasiu OneDrive for Business
Tu OneDrive for Business uanannazanuisafivuazud o g leudh onans

o
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iuq Hshe Tawedniiaaleivan (...) fedvswnvssenans ududen Version
History

Open in Excel Online

“iles

Open In Excel
’ i Share
ml BiD t:
Srusai Get a link
o Contoso_Online_Presales Report M400 xlsx
Download
ﬂ_j Resellers_8_week_sales_report.xlsx
Delete
@if  Sample Document.docx
Move to
@[‘ Store Visit Notebock
Copy to
Iﬁ_“] Survey 1.xlsx Py
Rename

ﬂ_j Welcome to Excell - Editable.xlsx

Iﬁ_“] Welcome to Excell.xlsx
@ Welcome to PowerPoint.pptx Details

asingnessuidaAuly
Version History

Delete All Versions

MNo. 4 Modified Modified By Size Comments
20 1719/2016 2:33 AM Carlos Grilo 33KB
10 1/19/2016 2:33 AM Carlos Grilo 33 KB

windasnad@unestunouninil Thednunuddon Restore niafdainsg
wihtlu Timdn View

Version History

2y 1192010 Zidd AM Lanus Lo EEENY =
10 it Carlos Grilo EER

View

Restore

Delete -

ANSViNawINAWKIW Office Online
wWostasnsud o Indlonasidionsusiusu Tiide adiuuu Office Online uga
man Share 7iyuuuaN
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Welcome to Word Saved :q. Share

\donumnafidosns W lulonanssiudu wdauviswansiUu Can Edit

Share 'Welcome to Word' %
B  Only shared with you
Invite people Dan Jump x | Can edit ¥ |
Get a link
Shared with
Include a personal message with this invitation {Optional).
£
@ Require sign-in
SHOW OPTIONS
=2
U o/ Vl val o ‘[ U a ell y
WAURZ LBILNABNATN wRanvitovadlanans
Inbox All v Carlos Grilo has shared "Welcome to Word'
Today A
§ Carlos Gnio
|| Carlos Grilo Y 430 A
Carlos Grilo has shared ‘Welcome to Word 423 AM Dan Jump; Carios Grilo ¥
Hee='s the document that Carlos: Grilo shared with yo_
i Here's the document that Carlos Grilo shared with you.

Carlos Grilo On Yammer
Carios Grilo added you to the Office 365101 Fri 4/15 Open We|c0me to Wordldocx
oylihZ onmicresoftcom Carlos Grilo has added you t.,

See maore related to Carbos Grilo in Delve.
Partner101 on Yammer

i asfresivessussunngdululonansifisndu uazanusvosnmsud luas
vinTusuusiazauagiishunis lnnnsTwenans
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A Dan Jump is also editing

OPEN IN WORD

3= M P Find

AaBbCc  AaBbCc  AsBbCc  AaBbCc AaBl

~ 3=~ Normal Instructions  No Spacing U Hesaing 1 _ 3B Replace

] Stytes 5 Ediing

Wfelcome to Word

Asdad OneDrive for Business AuiAsospaniimes

n15B9 OneDrive for Business Aulm3asnaniinasuasdlanu ehe T
i I nuanunsavinunuuoan latlssiu File Explorer woTonuidousio
Suwmosifle asine azgnduien lUge OneDrive for Business laudn lusie vin T
aasiuinesBuiiludaavuans lausessusuulfudinng Windows 10,
Windows 8.1, Windows 8 uaz Windows 7

i ldnuanunsnded W ldaosisAo finsawatwaimsu OneDrive for
Business (http://go.microsoft.com/fwlink/p/?Linkld=248256) n3aidon Sync

o |

Now uvuoau lail Feiidsssio lWil

lA9A Sync

@ Mew w i o Upload w = Sync

anntiu TXiden sync Now
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Sync this ibrary to your device for easy access.

LA Sync now

af

Get the OneDrive for Business app that's night
for me

\iamsdediasaauysalud azUsng Iwaimasde OneDrive for Business s
shudowas Tenant Tu File Explorer

‘& | [/ | | = | OneDrive - Contoso

Home Share WView

# B[« § X =f B 3
i W Copy path *H

ﬂ Easy access ™
Pin to Quick: Copy Paste

= Move Copy Delete Rename Mew
iase [7] Paste sharteut ta to - it

folder
Clipboard CDrganize Mew
S v #» ¢@ » OneDrive - Contoso »
Eal
3y A Bk ancess [ Mame Date medified Type
= . &/ 2015 Finances 12/10/2015 425 PM  File fold
> f@ OneDrive - Contoso 2 )
& Documents 12/10/20154:25PM  File fold
» @ OneDrive - Personal % Monthly Reviews 12/10/2015 425 PM  File fold
B i pe & Pictures 12/10/2015 425 PM  File fold
» & This
= @ Decermnber Sales Summary 1210/20154:28 PM Microsg
> @;‘ Metwork

nMsnazvinleg AAedusu W azgnded IWmseduszning OneDrive for
Business fium3asmaniinimosanyanatanaiiaidinisidousiodumosiiis

i Iguanunsaanaseunsded 1as e lasazusingidusy lomoumundin
Au g lung edsingde OneDrive wazsnushs Tenant vadng san

[ | + IR

Cnelrive - Contoso
B Up to date

windosmsidoulnaimesTunsded las el 1w U7 Settings > Account >
Choose folders
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#& Microsoft OneDrive s

Settings Account  Auto save About

CneDrive - Personal (jrandall 123@outiook. com)

1,9 MB out of 15,0 GB used (Buy more storage)

Choose folders to sync on this device: :  Choose folders

Unlink QneDrive

Stop syncing files in this account an this PC, Unlink OneDrive

Add an account
Get to both your work and personal files.
| Addapesondlatount | Add a business account

vinuumn

Tuunil nanden1sTdau OneDrive for Business wia [9TunsdmfAuuazuas
lnaNs mMnfimsautenansid ludesswes f [dasfinanddiulwdnduanlsans Tu 30 Su
Tuuvda lUanssusdennsldam SharePoint Online WiamsvinausuAuosned
Uszdndanw
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Chapter 14 T2¥3ut Microsoft Office iduiae lduunnaunsal

uonaMsIgau Office vulpdasidnsaiasos Mac u&2 AmNuaIINSAYDY
Office 365 gawn Wil Te T Microsoft Office nasauaan (Jaatiude Office
2016) lsuugunsalwnwiiduwausnsy laun indasausulwuddninassnnin
10.1 {2 uazedouiividaiifiouns 10.1 fhduly

Jaquu Office 365 wmwnzuiu Business, Business Premium, Pro Plus,
Enterprise E3 uaz E5 winiudtouanaTwls Microsoft Office lstuuinsasid/Mac 5
1304 WUIEA 5 1e50s uazansn Inu 5 1@das ;audu 15 1ndaa las Teuayd Office
365 ity dimnuuanswuuauuwannosu fssnw (mwildosTu Office 2016
Quick Guide)

» 3 _ M Office Thu
Idon Office 2016 NIKWU:NUACU IRAruasoassAMUNGsoUrU

-9
ER Windows [ ¢ g

S = Office A
qunsal Windows figauls I;Tu;r:m gunsal 05 sa: 0SX Hanld Office Antrefunm

Office for iPhone Thasl

Office Mobilke*

Orfice for #Pad Thai

aJ

Difice 2016 for Mac
TgRuAnunEasy
ninedieiloto Office 265
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As6aAn Microsoft Office un iOS waz Android
el lnasuaunawmauds Word, Excel, PowerPoint wsa OneNote ana
App Store n&a Google Play

1. manlomauuauwaiagu Word, Excel, PowerPoint n5a OneNote figiasns
2. Tv¥ Sign in fsdwavesuisnuazsianitu

( Back 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).

zrinkam @ contoso.com

3. \donuiiu Create and Edit Documents Tunsiugunislgann
4. msia Wdlonans TWluiiufiu Open > OneDrive — (Your Business Name) s
wUsng dianzuouwaimduing wu wa Word
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< Places OneDrive - Contoso

mé—. Document i

M= 7rinka Makovac | 9/21/14

m.—— Jacksonville...paign (draft) i
—| Zrinka Makovac | 4/11/14

m?— Key Marketing Topics Asia Iﬁ
=| Zrinka Makovac | 4/11/14

Private

| Shared with Everyone

5. wsivnnel I9ums 18w OneDrive unfau & msu Word, Excel, PowerPoint T
\donuiiu Add a Service uazd18au OneNote Titidonuiu Settings © >

Accounts

Account Edit

Zrinka Makovac

CONMNECTED SERVICES

(a OneDrive - Personal

+ Add a Service
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6. 1Aanuiiu OneDrive for Business ainsandiuanazsianiis

A15siarn OneDrive v iOS uaz Android
et Inanueuwaiasudo OneDrive ann App Store i Google Play

1. manlomou OneDrive
2. T Sign in shoduavesussuuazsaciiu

car

zrink ontosocorporation.onmicr...

sssssssess

\\‘ zr
Getting files ... 7-'!“'

» Show Advanced Options

Privacy Palicy

3. msldnuueuwaiadu OneDrive Wiaia aTu OneDrive azg |diRssatnasion az
lianusaudleld winsesnisudly dosdinsaneunaiasu Office NG

OneDrive - Contoso L]

Private

- Shared with Everyone
4M11/14
Shared

[ Zrinka @ Sites - Contoso

Yesterday

——

Customer Feedback for ZT10...
A/11/14 B2 KB
Shared

A

-
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wauUwaesuiinson e lnan
dwsunaundiesuiinsonTdnu Tasusnanuusazaunsaisdstio Uil

Office for Smartphone
1. Windows Phone: uai Office Windows 10 Mobile
2. Android: Office @wsulnsdwii Android
3. iPhone: Office uu iPhone

Office for Tablet
1. Windows Tablets: Office dnsuuinuiasn Windows
2. Android Tablets: Office vuuiutdasn Android
3. iPad: Office uu iPad uaz iPad Pro

anuinutos Tuas g

1. Auanunsndinsia Office uuaunsallaldiing
AndU Ng: Word, Excel, PowerPoint, OneNote, Outlook, Publisher uaz
Access nosau Office 2016 gaalal Windows 7 daneastulniinin

Mac: Word, Excel, PowerPoint uaz Outlook nas@iu Office 2016 sauiis Office
2016 for Mac g2y Mac OS X 10.10

uiulas Windows: Word, Excel, PowerPoint, OneNote, Outlook, Publisher uaz
Access nosau Office 2016 gaeld’ Windows 8 wioasnin ueuwaiasu Office
Mobile (Word, Excel, PowerPoint uaz OneNote) sndlusiasle’ Windows 10

Windows Phone: uaunaiagu Office Mobile (Word, Excel, PowerPoint,
OneNote, Outlook Mail uaz Outlook Calendar) &aal% Windows 10
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iOS: Office for iPad® uaz iPhone® gagls iOS 8.0 wiaTwiinin dwsu Office for
iPad Pro® gae1a iOS 9.0 waaTusinin

Android: Office for Android™ ansnsafinseun Insdnviiazuiividniiidsing ns
NNANMNEDIANSToes:UY; 19 Android KitKat 4.4 wianosaiuii lwinin waziden
Uszanawa Intel x86 wiasUszunanaii 19 ARM

2. Suanunsa luoad Office fiu Office Nosuaaniiod l@wiso lai
ANnoU 6t anunsnguansuaii Office Resources iosnudoyatisnduiliaes
sveiunslsuingon Iguuu Inadnwiiuazuiividafisaias 1w Office 365

YINYuUN

TuunilgTIsnulmisousidsnduusunainduiisessunsTdnuunaunsainan
sy deilariumsaumquunszuuUianisud leogldnuaunsaanil nasuaz
finsia lsann Store wasTwusnimiug Tuundaly fTdnuand IdnuuanmsTnide
Power Bl Pro dufluudnmsiiniunudayanessiaainunassine ashalusioanud
wauiunmwsu uasih lWieeidoyals ilonssindulavessialdodgnsiouas
N e
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