
Microsoft 365 Office Hours Session 3



AGENDA 
Review

Teams Overview

OneDrive Overview

SharePoint Overview

Questions

Resources



Review

● Outlook Deep Dive (Mail and Calendars)
● Mobile App Demo
● Microsoft Edge Review



A Reminder



● Stay out of OneDrive and SharePoint. Please do not 
interact with your files. This will negatively impact the 
migration of your files. You may view but do not edit any 
files. Reference Sean's email.

● Anyone attending these sessions should ensure the rest of 
their team is aware of this.

● Requests for SharePoints, Teams, or Groups should come 
to help@pepperpointe.com and contact  your department 
SME.

Reminder

mailto:help@pepperpointe.com


Additional Information

● Logging into the 
desktop 
applications.

● Connecting with 
Windows
○ Passwords
○ Encryption



● Chat
● Teams

○ Posts
○ Files
○ Channel info

● Calendar
○ Scheduling a 

meeting
○ Joining a 

meeting
● Starting a Teams Call
● Files
● Apps

Teams



● Navigating
● Search
● Organizing
● Copying Files
● Sharing – Internal
● External Sharing 

Options
● Connecting to your 

computer
○ Don't get 

delete happy.

OneDrive – Cloud Storage



● Syncing
○ Don't get delete 

happy.
● Requesting
● Navigation
● Sharing
● Customization

SharePoint – The New Shared Drives



Resources
Help at your fingertips!



● Microsoft 365 Learning Center

● NuliaWorks- Coming Soon

● RapidScale Information- Coming Soon

● SharePoint Site- Coming Soon

● Links to Guides- Coming Soon

● Helpdesk KB Articles

● Microsoft 365 First Setup

● Microsoft 365: The Basics

● Outlook on Windows Quick Start

● Outlook on Mac Quick Start

● Outlook Mobile Guides

● Outlook Web Guides

Key Resources and Additional Training

● Sharepoint Quick Start (Sites will be created by IT)

● Microsoft Teams Quick Start (Specific Teams/Groups will be 
created by IT)

● OneDrive Quick Start

● Word Quick Start

● Excel Quick Start

● PowerPoint Quick Start

● Planner Quick Start

https://support.microsoft.com/en-us/training
https://help.pepperpointe.com/kb/section/20/
https://support.microsoft.com/en-us/office/welcome-to-microsoft-365-for-business-d60a9cbe-8cb5-4807-b57c-bca553e372aa
https://support.microsoft.com/en-us/office/microsoft-365-basics-video-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb?wt.mc_id=OTC_HOME
https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-e9da47c4-9b89-4b49-b945-a204aeea6726?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/add-an-outlook-com-or-microsoft-365-account-in-outlook-for-mac-37cf645f-0f81-4e88-b5e1-bfe4b20b9b00?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/add-an-outlook-com-or-microsoft-365-account-in-outlook-for-mac-37cf645f-0f81-4e88-b5e1-bfe4b20b9b00?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/get-to-know-outlook-on-the-web-3f1a229b-0d60-438f-b515-dd7a28026bc1
https://support.microsoft.com/en-us/office/sign-in-to-sharepoint-324a89ec-e77b-4475-b64a-13a0c14c45ec
https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.microsoft.com/en-us/office/upload-and-save-files-and-folders-to-onedrive-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.microsoft.com/en-us/office/create-a-document-in-word-aafc163a-3a06-45a9-b451-cb7250dcbaa1
https://support.microsoft.com/en-us/office/create-a-workbook-in-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617
https://support.microsoft.com/en-us/office/sign-in-to-microsoft-planner-fe43c972-5a95-4071-86d4-423a64a3b21e


Thank you!
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