
Office365 Deck @ Rosmerta Safety Systems



▪ Introduction to Microsoft Office365.

▪ Accessing Email via Outlook Desktop Application and Web 
based.

▪ Microsoft TEAMs.

▪ One Drive For Business.

▪ SharePoint Online.

▪ Document Management System

▪ SharePoint Online Co-Authoring

Today’s Training Agenda



Office 365 Suite includes :



Accessing Emails

• Outlook 2016 Desktop 
Application.

• Outlook Web Access on any 
modern web-browser (IE, 
Firefox, Safari, Chrome)

• Any mobile-phone supporting 
ActiveSync (including iPhone, 
most Android phones and 
Windows Smartphones)



MICROSOFT OUTLOOK 2016

Task list

Calendar & 

appointments

Inbox subfolders

Manage mail, calendar, contacts & tasks

Manage rules

Customize your 

Outlook view

Create appointments, 

tasks, contacts & more
Flag items & 

add reminders

Filter e-mail











Meet Microsoft Teams



Chat for today’s 

teams

Communicate in the moment and 

keep everyone in the know

Customizable for

each team

Tailor your workspace to include 

content and capabilities your team 

needs every day.

A hub for 

teamwork

Give your team quick access to 

information they need right in 

Office 365

Microsoft TEAMs- Chat-based workspace

Security teams 

trust

Get the enterprise-level security 

and compliance features you 

expect from Office 365.



Chat for today’s teams

▪ People can see content and chat

history anytime

▪ Team chats and activities are visible

to the entire team

▪ Use private chats for small group

conversations

▪ Mobile access on Android, iOS and

Windows Phone



A hub for teamwork

▪ Chat, content, people, and tools live in a 

team workspace

▪ Voice and video meetings right within 

Teams

▪ Built-in access to SharePoint, OneNote 

and Planner

▪ Work with Office and other documents 

right in the app



Customizable for each team

▪ Create different channels for work 

streams and topics

▪ Add tabs to frequently used files and 

cloud services

▪ Get updates from the apps your team 

uses every day 

▪ Customize notifications so you don’t 

miss important info

▪ Build integrations with developer 

preview APIs



Office 365: Supporting the unique workstyle of every group

Complete Collaboration Solution
Office 365 addresses the breadth of 

collaboration needs across organization

Integrated Experiences
Office 365 Groups and Graph enable 

integrated experiences that facilitate 

effective collaboration

Security and Compliance
Office 365 provides the security, 

compliance and manageability 

required in today’s workplace
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Outlook

Voice, Video
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Management
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One Drive for Business ?

Personal collaboration 
space for business
• Each user gets 1 TB of space

• Sync files across all your devices

• Easily find all your files

• Share your files with both internal and external 
users

• Collaborate in real time using Office Online

• Automatic versioning of documents

• Multi-factor authentication

• Mobile access from IPad, IPhone, Android and 
Windows Phone





.









Sharing and Collaborating…

• Documents are private until shared, except for the “Shared with 
Everyone” Folder.

• You can share any file or folder by using “Share” and selecting 
people to invite.  

• Sharing can be with both internal and external users.



* Video Courtesy Docuware







SharePoint

SHAREPOINT HOME IN OFFICE 365



SharePoint Co-Authoring
▪ In Office 365, you can coauthor documents in Word, PowerPoint,  and OneNote or a collection of 

documents with others  simultaneously.

▪ For Word and PowerPoint, enable both major and minor version tracking in the document library 

before you start coauthoring.

▪ For OneNote notebooks, you should only enable major versions.

▪ If you use the Excel Web App , you can make real-time co-authoring with others in Excel.

▪ Don’t turn Check Out ON.

▪ Versions are managed automatically

▪ Documents are saved automatically (if document is in synced location)

▪ Multiple people can edit at once.

▪ Real time conversations though chat.

▪ Real time changes visibility by each user.





REINVENTING PRODUCTIVITY 
FOR THE DIGITAL TRANSFORMATION



Drag and drop upload

Edit, Share, and Follow Documents 

with a single click

Live document previews

See who documents are 

shared with

Modern Collaboration



Create and Edit documents in the 

browser with Office Online

Office Online



Rich workbook editing and 

viewing in the browser

Excel Online



Office Online allows multiple 

people to view and edit 

documents simultaneously

Changes are highlighted within 

the document

Co-Authoring



Share documents with customers and 

partners 

External Sharing



Use Yammer document conversations 

inline to collaborate on documents—

ask questions, exchange ideas and find 

expertise

DOCUMENT 
CONVERSATIONS



VIDEO

See preview and popular videos 

throughout your organization

Organize, create, and discover videos 

with Channels



MOBILE BROWSING

Browse and create Sites, Files, and 

more…



Rich and immersive people experiences 

powered by the Microsoft Graph

Organize and discover people and 

information

Share your expertise with simple, 

ready-to-go blogs

PEOPLE EXPERIENCES



AUDITING

Rich auditing reports across the 

site and document lifecycle



COMPLIANCE

Unified compliance center for applying 

compliance policies 

across Office 365 workloads



DOCUMENT POLICIES

Create and manage site and document 

retention policies 

across the organization
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