Office365 User Guide
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1. Goto https://login.microsoftonline.com in your web browser:

Be Microsoft

Sign in

Email, phone, or Skype

Mo account? Create anel

Can't access your account?

2. Enter your full email address: name@guidesontario.org. Click on Next then enter your password.

Be Microsoft

techsupport.specialist@guidesontario.org

Enter password

Password

Forgot my password

3. The welcome screen lists your apps:

Apps

r &« © E E B

Outlook OneDrive Word Excel PowerPoint OneNote

Once in an app, you can access other apps by clicking on the blue navigation button on the top left: E
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https://login.microsoftonline.com/
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1. After signing in, click on the gear icon in the top right corner then

select Mail: Settings %
2. Onthe left-hand side under Layout click on Email signature:
4 | ayout
Search all settings £

Conversations

Email signature

3. Check the following 2 settings: T.heme -
Email signature
Start page
Outlook

+"| Automatically include my signature on new messages | compose

) ) . ) Motifications
+'| Automatically include my signature on messages | forward or reply to

On

4. Save the following image to your computer by right clickingonitand ._.,..4
selecting Save as picture: Change your password.

Your app settings
* Office 365
Mail
Everything she wants to be.

5. Next, copy and paste the following signature into the text box and modify to reflect your details:

Your Name | Your Title

Girl Guides of Canada, Ontario Council

180 Duncan Mill Rd, Suite 100 | Toronto, ON M3B 1Z6

Tel: 416.926.2351, ext. 2426 | Toll Free: 877.323.4545, ext. 2426
Fax: 416.920.1440

Email: youremail@guidesontario.org

o

Everything she wants to be,

Confidentiality Warning: This message and any attachments are confidential and intended solely for the use of the addressee. If you are not the intended recipient, please notify the sender
immediately by return email and delete this message and any attachments from your system. Any unauthorized disclosure, copying, distribution or other use of this message and/or any
attachments is strictly prohibited. Thank you.

6. Replace the image with the logo you saved to your computer.
7. Click on Save.

For instructions on mac, please visit this link.
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Click on the waffle icon then Outlook to access your Mail: EE Outlook

Reading an Email
- Click on an email, it will open on the right as per the screenshot below:

ffice 365 - Dijana Danilovic

Search Mail and People 0O @ New|v [ Delete §a Archive Junk|¥ Sweep Moveto ¥ Categories ¥  eer ©
© Folders Focused Other Filter v Test
~ Favorites Next: Staff countryw  Tomorrow at 11:30 AM [*] Agenda
. ) Ontario Tech Support & 5 Replyall | v

Inbex 1 Ontaric Tech Support @ 08 P pp ply

~ Dijana Danilovic b Test ULER Dijana Danilovic %
This is a test emall. Kind Regards, Dijana Danilovic | T...
~ Inbox 1
Drafts 6 Inbox; Sent ltems
Sent ltems Thisis a test email.

Deleted ltems Kind Regards,

Archive Dijana Danilovic | Technical Support Specialist
Girl Guides of Canada, Ontario Council
Conversation History 180 Duncan Mill Rd, Suite 100 | Toronto, ON M3B 126
Tel: 416.926.2351, ext. 2428 | Toll Free: 877.323.4545, ext. 2428
L (Emzl Fax 415.920.1440
Notes 16 Email: techsupport specialisi@guidesontario org

RSS Subscriptions

Groups ‘

'F\i Everything she wants to be.

Groups give teams 3 shared
space for email, documents,
and scheduling events.

>

= Discover

+ Create

o

K
[

Replying to an Email
- Click onthe reply all button at the top right of the email:
- For more options, you can click on the drop down “v” beside Reply All:

3? Reply all | v

Dijana Danilov

Search Mail and People yol ® New|v il Delete & Archive Junk|v  Sweep Moveto ¥  Categories v ses 92U
® Folders Focused Other Filter v Test
~ Favorites Next: Staff countryn  Tomorrow at 11:30 AM [*] Agenda
. ) Ontario Tech Support & D Replyall v
i Ontario Tech Support @ - PP o
~ Dijana Danilovic b Test TEEERL Dijana Danilovie ¥ Reply
This is & test email. £ind Regards, Dijana Danilovic| T..
v Inbox Reply all
Drafts 6 This s a test email. Forward
Sent ltems Kind Regards, Change default >
Dijana Danilovic | Technical Support Specialist
Deleted [tems Girl Guides of Canada, Ontario Council Reply all by meeting
180 Duncan Mill Rd, Suite 100 | Toronto, ON M3B 126 -
Archive Reply by IM
Tel: 416.926.2351, ext. 2428 | Toll Free: 877.323.4545, ext. 2428
e S e Fax: 416.920.1440 Reply all by IM
Email: techsupport iali id itario.org
Junk Email Delete
Notes 16 Delete all messages from Ontario Tech Suppart
RSS Subscriptions “ Mark as junk
~ Mark as phishin
ERE Everything she wants to be. P 9
% Mark as unread
Flag
Groups give teams a shared
space for email, documents Assign palicy >
and scheduling events.
Print

> Discover . .
Show in immersive reader
+ Create
View message details

Openiin a separate window
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Composing a New Email

- Click on the New button just above your inbox: @ New|v

- Anew email opens up on the right:

Office 365 Outlopk

Search Mail and People p

® Folders Focused Other Filter v
~ Favorites Next: Staff countryw  Tomorrow at 11:30 AM [*] Agenda

I 2 Ontario Tech Support
~ Dijana Danilovic b Test 12:08 PM

This is a test email. Kind Regards, Dijana Danilovic | T...
~ Inbox
Drafts 6
Sent ltems

Deleted Items
Archive
Conversation History
Junk Email

Notes 16

RSS Subscriptions

>

Groups

A

Groups give teams a shared
space for email, documents,
and scheduling events.

= Discover

Dijana Danilovic

= Send ﬂjmtach Protect  Discard  so» I_D

To | Bee
Ce

Kind Regards,
Dijana Danilovic | Technical Support Specialist

Girl Guides of Canada, Ontario Council

180 Duncan Mill Rd, Suite 100 | Toronto, ON M3B 1Z6

Tel: 416.926.2351, ext. 2428 | Toll Free: 877.323 4545, ext. 2428
Fax: 416.920.1440

Email h rt fali

o

Everything she wants to be.

lidesontario.org

Confidentiality YWaming: This message and any attachments are confidential and intended solely for the use of the addressee. If you are not the intended
recipient. please nofify the sender immediately by retum e-mail and delete this message and any attachments from your system. Any unauthorized disclosure

copying, distribution or other use of this message and/or any attachments is strictly prohibited. Thank you.

+ Create MM A B I U & A IZ 2 Z€ 32 = = = @ & ¥ X oebe v
Discard @J@t.é!&‘v G
= E & o

- You can format the message with the bottom bar
- You can add attachments with the paperclip icon or images
- You can add Send or Discard the email

. ; ; ; Discard = e»»
- Similar options are available above the email:

B Send i Attach Protect
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Accessing the Calendar
There are a two different ways you can access the calendar:

- Byclicking on the New dropdown menu and selecting Calendar event as seen in the image below
labelled #1

- By clicking on the Calendar icon on the bottom left as seen in the image below labelled #2

Hi  Office365 | Outlogk

Search Mail and People p & New v

Email message

@ Folders
1 Calendar event
~ Favorites -+
Group
ez Ontario Tech
~ Dijana Danilovic =+ b Test
This is a test email
~ Inbox
Drafts 7
Sent ltems

Deleted Items
Archive
Conversation History
Junk Email

MNotes 16
RS5 Subscriptions

~ Groups -+

go4

Groups give teams a shared
space for email, documents,
and scheduling events,

= Discover

=+ Create

Once in the Calendar, your view will resemble the picture seen below:

Office 365 Outlogk - . < ® 0 & 2 Dijana Danilovic ﬁg
P Search Calendar @ New|v [ Addcalendarv  ® Interesting calendars € Share v % Print
< May 2018 > < > May 2018 ¥ Day Work week Week Month | Today
§ M I W I E 5§ Sunday Monday Tuesday Wednesday Thursday Friday Saturday Thursday, May 17, 2018 »
1 2 3 4 5 Aoy 4 o) 2 1 C
May 2 3 4 5
6 7 8 9 10 11 12 2p IT Department |
13 14 13 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 - .
6 8 ) ) 1 12

 Your calendars

3 Calendar
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Creating an Event

Click on @ New to add an event. A new window will appear where you can fill in the details of the event
including the date, time, meeting agenda, and attendees. You can also add attachments. Once you’ve
finished creating your event, click on Send: == 5.4

H save
Important Note: If you did not add any attendees, you will click on Save instead:
H save il Discard @ Attach @ Add Skype meeting Charm ¥  Categorize ¥ G
Details W Feedback People =3

Required v

Dijana Danilovic
Free

Thu 5/17/2018 8:00 AM - All day

Thu 5/17/2018 8:30 AM - Private

@ Time zone

15 minutes hd Busy b

Add an email reminder

W ©| B2 1 UM A E A

Make this event meaningful. Add an agenda

11
11
||
¥

<

Page 7




| o E L People
To manage your contacts, click on the blue navigation icon and select People:
Here you can manage your contacts, view the entire directory, and see a list of frequently contacted people
or people whose emails you've flagged for follow up.
Dijana Danilovic ‘%

3 Office365 | Outlogl N

Search People ,O ® New|v Manage ¥ Edit Favorites

<«

Choose how you see People

A Featured people
Pin the view that suits you. The next time you visit the People page, you'll start on that view. You can change it anytime.

Frequently contacted
On your calendar

Favorites

For fllow-up People you frequently contact view e fui st »
See recent communications and updates for the people you interact with the most.
v Your contacts

A Directory @ Ontario Tech Support @ Calvin Soper
All Rooms

All Users Last contacted Apr 25: Test Last contacted Apr 24: Ontario

All Distribution Lists Distribution Lists

All Contacts 4 Send a message &4 Send a message

All Groups

You can also create a new contact, contact list, or group using the dropdown: @ New v

A contact list is a list which contains 2 or more contacts. It is handy if you are Contact
frequently emailing a certain group of people as it saves you time from adding

each of them separately to an email. Contact list
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Accessing OneDrive:
Click on the waffle icon then click on OneDrive: #@a OneDrive

Uploading documents:
Here you can upload documents and share them with others. You can also share your OneNote notebooks.

To create a new folder or blank document (Word, Excel, etc.), click on the New button: -+ MNew
You can upload files or folders by clicking on the Upload button: | Upload *

If you would like to upload files or folders directly into a specific folder, click on Folder then click on the
Upload button.
Sharing folders/documents:

You can share folders, documents, and OneNote notebooks using OneDrive. To share, hover over a folder,
file, or notebook, and click on the first Share icon. You can also click to the left beside the name to select
and then click on Share located on the top row:

Click on:

|2 Share

@ Cnly the people you specify who have
] . . .
A3 this link can edit.

When sharing, only select the “Specific people” - the other options will not work as they have been
disabled. If you would like to allow only viewing rights, uncheck the Allow editing checkbox, then click
Apply.

Next, enter the email address(es) of the person/people you'd like to share the document with. You can add
a message and then click on Send or you can click on Copy link if you'd like to send a manual email with
the link.
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Using the Outlook App:

Go to the App Store and download the Outlook mail app:

Q. Outlook

Microsoft Outl...
m Email and calendar OPEN
L 8.8 8 8¢

Click on Add Account then enter your full email address (e.g.: acl23@guidesontario.org):

Add Account ©)

Enter your work or personal email.

Email Address

Enter your password then click on Sign In:

B= Microsoft

techsupport.specialist@guidesontari...

Enter password

Password

Forgot my password

Sign in with another account

Click on the Home icon to view all your folders:

() Office 365

techsupport.specialist@gui...
o ] Girls First
) HR

To delete an email, swipe to the left:

iupport 11:16 AM
322797] T
(10622797) has been (1)

add additional comments,...
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To compose an email, click on the new email icon in the top right:

New Message

nil Koodo = 11:20 AM 78% (mm )

— Inbox E/
techsupport.specialist@guidesontario.org Cc/Bcc:

Subject

Click on the search icon on the bottom middle to search for an email:

Dijana Admin Friday
Re: [Ticket #:11659885] U
Hi Jagruti, The wrong name is 2
showing up for multiple accounts. F...
Q

Click on the calendar icon on the bottom right to view appointments, meetings, and create new ones:

_ October [
Dijana Admin Friday y
Re: [Ticket #:11659885] U ,
Hi Jagruti, The wrong name is 2 S p 0 1M 12 15
showing up for multiple accounts. F... 5 16 17 18 19 @ 21

O\ Saturday, October 20

Sunday, October 21

Monday, October 22

Using the iPhone Mail App:

For instructions on setting up your Office 365 account on your iPhone mail app, click here.

Using the Android Mail App:

For instructions on setting up your Office 365 account on your Android phone, click here.
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Tabbed Browsing:

When you first sign into Office365, the tab will be titled Microsoft Office Home. Use this tab to access your
other apps. Each time you click on an app, it will open in a new tab (except for Outlook which opens in the
same tab). This way, switching between online apps, your calendar and email is as easy as switching
between tabs.

'I] Microsoft Office Home X 'Hﬂ Mail - techsupportspec K'@ Microsoft Word Cnline - K_

C | & Secure | https://www.office.com/?auth=28home=1

Office 365

Good afternoon

Apps
 a @ I - NS
Outlook Onelrive Word Excel PowerPoint OneMote
Managing Settings:
Click on the settings gear on the top right to manage your settings:

A list of commonly managed settings appear for your Mail, Calendar, People, and Office365 apps. You can
also search for settings using the search bar, for example - you can search for email signature:

Settings x

email 5'g’|a:.Jre| X

Email signature

Include a signature on messages you send.

Setting a Profile Picture:
To change your profile picture, click on the contact icon on the top right corner next to your name:

Hover over the contact icon and click on the camera icon to change your picture:

Dijana Danilovic

techsupport.specialist@gui
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If you are experiencing technical problems, need additional resources/training, or have any questions,
please contact:

Dijana Danilovic, Technical Support Specialist
Girl Guides of Canada, Ontario Council
Business Hours: 8 AM -4 PM

Email: techsupport.coord@guidesontario.org
Tel: 416.926.2351, ext. 2428

Toll free: 877.323.4545, ext. 2428

Page 13



mailto:techsupport.specialist@guidesontario.org

