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The only thing that will change is how and where you login to access your
applications
If you feel there are additional workflows that may be impacted please

revisit the survey. You may discover new information during these
trainings that could provide clarification on the survey questions.
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Stay out of OneDrive and 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.
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App Equivalents

Microsoft 365 Google Workspace
Outlook o Gmail/Calendar M B
OneDrive & My Drive iy
SharePoint Q Shared Drives / Sites B
Word Docs B
Excel Sheets B
PowerPoint S Slides B
Teams T8 Meet (W
Forms Forms E
OneNote Keep B
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Outlook — Email Web

=  Home View Help

. ¢ Es S K > ¥ Quick steps ~ & Markall as read

~  Favorites Inbox W o=

e Easily
accessible
from Chrome
or Edge
Browser.

A
wl

®

&3 Inbox Microsoft 365 Transition
You've joined the Micr...  Thu 10:02 AM
B Sentlte... Work Brilliantly Together Welcome t...

7 Drafts This week

P ¢ o

Add favo... e Microsoft Transition

You've joined the Micr...  Wed 5:21 PM
~ Folders Work Brilliantly Together Welcome t... .

& Inbox

7’ Drafts

P> Sentlte... Select an item to read

Nothing is selected
W Deleted ..

E3 Junk Em...
T Archive
@ Notes

B3 Convers..
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Outlook — Calendar aka Outlook’s Best Friend

< G A @ hitps://outlook office.com/calendar/view/month B oA G @ ow @ i (N
@ Tickst System - Hap. Nija € MySonicWall & PepperPointe [TDe.. % NextOS:Home @ Bloom Growth (@) Admin By Request [ UISP |pepperpoint.. M Intune M AzurefEntra €3 Microsoft 365 ) Entra admin center [ Microsoft How-To  [i Paycor > [ Other favorites

® Integrated — py———"—
with Outlook |. me=ma -

= Filter « [ Share (3 Print

Day ~ [F Workwesk () Week ‘ & Month ‘

& v
. . S Movember2023 4 Today  ~ v November 2023 - Thu, Nov 2
application swrans
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
29 30 31 4 -
Oct29 30 @3 ©  Novi ©|3 @ 4

and web
portal. ; s o ols e . -

Add calendar

B0 Go to my booking page

~ My calendars

3

12 13 [CEET ® 15 ® 16 ® 17 CRRT:
@ Calendar
Showas Nothing planned for the day
Enjoy!
13 20 ® 21 © 22 © 23 © 24 ©® 25
6 27 © © 23 ® 30 ® Dect ® 2
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Outlook - Email & Calendar Mobile

® One App mail, calendar, and

| /
|| Search 10228

contacts. _ | —
e Available on all mobile = box
platforms.

Lee Gu Colin Wanda
A Publishers report @ |Kalinger Howard
(@Megan Bowen - can you send me the latest publi.

Allan Deyoung Mar 23
Northwind Traders Proposal

There will be a detailed legal review of the Northw.

—_— >
Mona Cecil

Kane

Today « Tuesday February 19

ALLDAY @ Christie 000

8:30 AM 0 Web Team Share

N tOREE -

@ R&D Lab

Adele Vance
Marketing Strategy
I have a few questions a

9:00 AM Q Quick Connect: Sales Team
th
Y-

© Conference Room X1050

Flight AA 1234, JFK - CDG
From: Mon, Dec 11 2:20 PM
To: Tue, Dec 12 3:35AM

Lidia Holloway Mar 23
' Grab coffee

Let's catch up!
e Today at 1 PM (30m) RSVP 1:00am @ Speaker Series: Women in Adver...
" eeeud -
= L)
Debra Berger Mar 23 l Y
y Time Off ~ = © R&D Lab

Just talked to @Nestor Wilke and he will be al log_Post Draft FourthCoffee#987
Leave at 10:30 AM

POF
Q Christie Cline
¥ Contoso Proiect Status
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Teams - Messaging, Conferencing and Collaboration

® One App chats, a
sync with

Microsoft Teams

Join a Teams
outlook calendar, meeting with
and connections guests
to your team
files.

e Available on all
mobile platforms.

@ PEPPERPOINTE
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Tap Meetings > Join




Teams

€ C A 0wy / retxechat A G oGe S D @ R
@ Ticket System - Hap... Ninja © MySonicwall & De- X @ @ Admin ByRequest [J UISP| pepperpoint.. M Intune 4 Azure/Eora @ Microsoft 365 @ Entra admin center ] Microsoft How-To [l Paycor > | [ Other favorites
.
One location for: EX Y )
. 0 Chat - =0 S0, Sean Owsley (You) Chat Files Organization Actiity
o Collaboration o .. -

O ConVe rsation @ :oe:eanowsl!y(‘fnu)
. .‘ @ SA::,"_’wd 153PM
S/I nterOfflce Sl O i e
0 'a ?;:n:cn Muncy o
Chat i . —

Pepperpointe: licensing + timeline 106 N

o Meetings T ;

© File Sharing o

o Project bbb s
Management

Type a message
PEPPERPOINTE @ YyOBE OB B - PR
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OneDrive - Cloud Storage

.
. Aval Iab Ie O n @ Ticket System - Hap... Ninjs € MySonicWsll & PepperPointe TDe.. x NextOS:Home (@ Bloom Growth (@) Admin By Request [ UISP| pepperpoint.. M4 Intune M4 Azure/Bntrs €3 Microsoft365 ) Entrs admin center  [7) Microsoft How-To Paycor > [ Other favorites.

whatever device

For you
you'reon.

. EmErEsy = (@l Moving from Google Chrome to Microsoft Edge: @ Office Hour Sessions Presentation @ Presentation i@ Document
® Continuous Backup - I G rome
& /' You edited this () Andrea Rogers edited this /' You edited this % You recantly opened this
ik dhago 0ct26 3mago Bmago
Changes &8 Shared PEPPERPOINTI
AR RIbN
. S e ——
¥ FEis Open Open — Open Open

automatically save ek
and you will not lose R Recent, Wwvod ) (W et (@ Poweroin ) (@ ror
your files from

Meetings @ED Name Opened Ouwner

Quick access Google Workspace and Microsoft 365 Info Sheet

M Just now Sean Owsley
O O e rl Ve Microsoft 365 Transition
B Wicrosoft 365 Transition
Presentation .
. C n n ects t B Pepperpointe I Ty i Just now Sean Owsley & You edited this - 36m ago
O O @ commurication site 8
Microsoft 365 Transition Plan - PepperPointe Staff 3m ago Andrea Rogers /7 Brandon Muncy + 1 other edited this - Oct 19
Microsoft 365 Transition
documents on your = -
y B Microsoft 365 Transition -... amce :"3‘;; i““_‘:“s Presentstion &m ago Andrea Rogers 2 Andrea Rogers edited this - Oct 26
computer =
. OneDrive QS 27m ago Sean Qwsley
Microsoft 365 Transition
Document 39m ago Sean Owsley
My Files
. . _— Sean @ pepperpeintecom 2hago Sean Owsley
PEPPERPOINTI e
FARTHNERSHIFS KB Articles Needed 3h ago Andrea Rogers ¢/ Andrea Rogers edited this - Yesterday

Microsoft 365 Transition




SharePoint — The New Shared Drives

® A one stop shop N

(A s aye
. . Microsoft 365 Transition # Prvate group W Following & 3 members
for anything your °
| Home + New 3 Page details Analytics Published 10/5/2023 @ Share £ Eit 2
Conversations
team needs ° Nevs
. Teams i
S Pualmeies We didn'tfind anything 10 show heve, @ rianner
® Syncs and © oo S
Activi
Pages Y @ Leam howto add a page

Connects with

Site contents PEPPERPOINTE Documents See all
FANTRERSHIPS
+ New = All Documents (0]
both m d o
o [eams an = s
Microsoft 365 Training Timeline Microsoft 365 Training Plan Microsoft 365 Training - O Name - Modi

PepperPointe

OneDrive. .- Qg -

Issues 10 Resolve.docx About

Microsoft 365 Training - PepperP..  About

Comments on task "Desi...
plate and Presentation”

L)
a
B Microsoft 365 Training Plandocx ~ 12ms
o

§5 “Microsoft 365 Training Timelined... 3 mim

Task “Design Training Template
and Presentation” assigned to
Andrea... 2 task comment, This hehuges Sted Detiminty

task s in the Microsoft 365 Home Issues to Resolve
Transition plan.
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Excel

C ® &) httpsi//pepperpoil . i xi/r/p ley_ iinte_com/_layouts/15/Doc.aspx?sourcedoc=%7B0B73FOFD-E323-4CED- 4B2FT461%7D: ton=. A 7 @ By @ 30 1= %

& Ticket System - Hap. Ninja € MySonicWall & PepperPointe ITDe.. % NextOS: Home @ Bloom Growth (@ Admin 8y Request [ UISP | pepperpoint..  Ji Intune  Ji AzurefEntre €3 Microsoft 365 @) Entraadmincenter [ Microsoft How-To Paycor > | B Other favorites
. S p re a d S | I e e t S Excel Book P Search for tools, help, and more (Alt + Q)

File  Home Insert Draw  Pagelayout  Formulas Data  Review View  Automate  Help 13 Comments | | - Catchup | | ¢ Editing v

and dataentry. o e s 2E e B B9 SRy 0 B

N
Paste B I UDHvOvA. Merge & Centerv | $ v % 9 %3 . | Conditional FormatAs Cell | Insert Delete Format G

Sort& Find & Add-ins | Analyze
v <5 Format painter Formatting~ Tablev Styles S Filter v Select v v Data

Undo Copbosrd Font Alignment Namser Syies ceie ssiting Asaon: v

e Living TR
document/
Collaborative
® Google Sheets
equivalent :

PEPPERPOINTE = :
4 . i d < L
' y " " < = Sheetl +
FPARTNERSHIFPFS

Waiting for excel.officeapps.live.com... & Loa ding Add-ins v Give Feedback to Microsoft — 100% +




or

C @ () https://pepperpoi y. int.com/personal, ley_pepperpointe_com/_layouts/15/doc.aspx?sourcedoc={971de157-b552-483-aadf-131206860" Ay @ % w 3 m 1= B_

& Ticket System - Hap... Nina € MySonicWall & PepperPointe TDe.. % NextOS:Home @ Bloom Growth (@) Admin ByRequest [ UISP | pepperpoint.. #4 Intune M4 Azure/Entre €3 Microsoft 365 @) Entra admin center [ Microsoft How-To Paycor > | B Other favorites

. DOCUI I Ient @ Documenti @ - £ Search (Alt + Q) be
File Home Insert Llayout References Review View Help [ Comments | | e Catchup || £ Editing v

creationforall o v o aie i an s
your needs.

e Collaborative.

® Google Docs
equivalent

v M~ | nomal No Spacing Heading1 || Qditing~ | @ Dictate v

/& Editor j* Designer~ | -+
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PowerPoint

X @ 1 https://pepperpoi y point.com/p _pepperpointe_cam/_layouts/15/doc.aspx?sourcedoc={afedBb55-3bb6-48fc-aeab-ac142541 2ca3ikaction=edit AT @ mow 30D = B B
. @ Ticket System - Hap... Ninja € MySonicWall & PepperPointe ITDe.. % NextOS:Home @ Bloom Growth (@) Admin By Request [ UISP| pepperpoint.. M\ Intune  J4 AzurefEntrs € Microsoft 365 @) Entraadmin center 7] Microsoft How-To Paycor > | [ Other favorites.
® Presentations — > s o &
File Home Insert Draw Design Transitions Animations Slide Show Review View Help [J Comments | |\ Catchup | | & Present | v ¢ Editing v | NEgEE
. . s N (E==-]
Wlth flalr Dv v ¥ X | ENewsidev @ Ev @ Vi o] A A B T U 2Oy Av o | IEv = = = By & Zv [y By | Ov| &~ By || E Designer .
® R R .
= Designer &
1 -
F u I Iy - Click to add st
C mizabl i
ustomizable. z
e Collaborative i
Ive. ;
e Google Slides : Click to add titl
. - . .
eqUIVaIent - Click to add subtitle
- eLiex o ADD TiTLE
- Click to add title
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Version History

® Track Version history .
changes i
by date, Delete All Versions
time’ an d Mg, +  Modified Modified By Size Comments

29.0 10/8/2023 4:12 PM Sean Owsley 75.2 MB
aUthor. 28.0  10/8/2023 3:54 PM Andrea Rogers 75.1 MB

® Reve rt to 27.0 10/6/2023 2:12 PM Sean Owsley 75.2 MB
preVious 26.0  10/6/2023 2:11 PM Sean Owsley 75.2 MB
version if 250 10/6/2023 2:01 PM Sean Owsley 752 MB
needed. 240 10/6/2023 1:50 PM Sean Owsley 74.7 MB

23.0 10/6/2023 1:40 PM Sean Owsley 744 MB
22.0 10/6/2023 1:23 PM Sean Owsley 74.3 MB
21.0  10/6/2023 1:11 PM Sean Owsley 743 MB
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Forms

e A quick and = e
easy way to
send surveys
and gather
metrics to be
integrated into
other files.

® Google Form
equivalent

Untitled form
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OneNote

i OneNote icrosoft 365 Transition Notebook )
L]
. Note ta kl ng File Home  Incert  Draw  View  Help Q@ Tell me what you want to do G | o Editing v
Dv v [ciign [0 <] BT U £y Av 9 A o v Ev = = =v fsvevr Bley B 8 DR N
. S nc I\ Microsoft 365 Transition Notebook -
y o | cenet Unfitled Page Friday, October s, 2023 4:28 M

' Meeting Notes

® Teams (s
integration o

e Multi-device
friendly

® Google Keep
equivalent
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Additional Tools

Planner
Bookings

Power Automate
Power Bl

These are additional tools available in Microsoft that were not available
in Google Workspace/G Suite. These are more advanced features and
we can provide additional training for those interested.

PEPPERPOINTE

FPARTNERSHIFPFS



.....
. .
.....

i rTeeas

but connected to everything Microsoft.

Q

o0

o

(]

-
- -
— @)
W,u AN
o= QO &
&= — £
2.9 g
-
] =

l}



Microsoft Edge

A quick and
easy way to
browse the
internet and
access your
Microsoft apps
and account.

HAL _‘ ){A':

[ 0 6 06 606

MySonicWall &

@I’I PPERPOINTE




What Edge offers over Chrome

® Similar feel and features to Chrome
O Bookmark, history, and open tab sync.

® Quicker accessto Apps and documents

® Some web applications require that Chrome be used instead of Edge
O Dentrix Ascend only works in Chrome

O Cloud 9 functions best in Chrome but does work in Safari and Edge

O Paycor functions best in Chrome
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Google Chrome to Microsoit Edge

® Import to Edge

Get set up in three simple steps to get the best experience out of Microsoft Edge.

® After migration
(O]

request .-y D
assistance in VZQ‘ =4

Import your browsing data Stay in sync while on the go Discover more features

t . t. .
ra n S I I 0 n I n g Regularly bring your favorites, passwords, history, Download the Microsoft Edge app to continue browsing on your Learn about the easy-to-use built-in tocls that help protect you
cookies and more from other browsers. phone and stay in sync across your devices. online, improve performance, and save money when you shop.

b a C k Vi a Microsoft Privacy Statement

help@pepperp —

ointe.com

Browse faster with Microsoft Edge

¥ s . » T
PEPPERPOINTE
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mailto:help@pepperpointe.com
mailto:help@pepperpointe.com
https://www.microsoft.com/en-us/edge/welcome?ep=0&es=21&form=MA13E5&slide=get-started
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What to Expect in January 2024

® Log into Microsoft on January 8th to begin accessing your data.
O Email
O Filesin OneDrive
O Teams for Meetings

® Transfer your information from Microsoft Edge back to Google
Chrome.
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Logging in for
the first time




First Steps

Logging in -
https://portal.office.com

B® Microsoft

B2 Microsoft

Sign in

«

Enter password

Self-Service password reset

Password

MFA

Microsoft Azure

B Microsoft
testuser@contoso.com

More information required

rganization needs mor

e information to keep your

Use a different account

b g ¥ g
PEPPERPOINTE Lear more
PARTNERSHIFPFS


https://portal.office.com/

Your first time Password

e When you first login you'll use this password

Pepperp@'nt@l

Then you will be immediately promptedto change the password.

m  Yournew password must be eight or more characters and must contain at
least one capital letter, at least one number, and a special character such as
L@,2,#,9%, etc.

m From here you'll need to setup Multifactor Authentication.
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Your Microsoft 365 Account

Microsoft 365 >

Accessing applications Apps
« 3§ Outiook + @ OneDrive

Navigating 365 center el
@ rowerroint OneNote

. . . . . @ shareroint  + i Teams
Logging in to applications- web, desktop, mobile ;= ..

« I rower Auto.. EXF Admin
. u Project . . Planner

Explore all your Apps >
Documents Create
Microsoft 365 Migration Plan fo..
g SharePoint - pe... > ... >Shared Do...
Microsoft 365 Transition Plan - ...
= SharePoint - pe... > ... >Shared Do...

RapidScale Timeline as of 10_9_23
= SharePoint - pe... > .. >Shared Do...

Microsoft 365 Training Plan
IJ I,' I_} ]) I; H [}[] I -\ rl.[" =1 SharePoint - pe... > .. >Shared Do...
@E' vRT N -1[ SHIF '\. Pre-Migration Communication f...

SharePoint - pe... > .. >Shared Do...

Department Neads
= SharePoint - pe... > ... »Shared Do...
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Final Reminder

Do not touch your
OneDrive files!
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Key Resources and Additional Training

Microsoft 365 Learning Center

[ Sharepoint Quick Start (Sites will be created by IT)
NuliaWorks- Coming Soon

[ Microsoft Teams Quick Start (Specific Teams/Groups will be
RapidScale Information- Coming Soon created by IT)
SharePoint Site- Coming Soon () OneDrive Quick Start

Links to Guides- Coming Soon

Helpdesk KB Articles

Word Quick Start

Excel Quick Start
PowerPoint Quick Start

Microsoft 365 First Setup
Microsoft 365: The Basics

Outlook on Windows Quick Start Planner Quick Start

Outlook on Mac Quick Start
Outlook Mobile Guides

Outlook Web Guides

PEPPERPOINTE
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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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