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AGENDA

Review

Excel Overview
Word Overview
PowerPoint Overview
Forms Overview

OneNote Overview

Questions

Resources




e JTeams Overview
e OneDrive Overview
o SharePoint Overview

PEPPERPOINTE

PARTNERSHIFPS



-a
N
e
l’"‘
. v n >
».o'll lll' % “ “-
Y b '} -
.. X e W\'I.‘,‘
RN
v ue : ~\blﬂ)
..... ) ,. ..- l. /.
T aw LR ] e R
i _..i..uo-
Pt s ety
"Sesme ...--lll
ll".'l‘l..... .._.-
th..luuoououoitt . ’
s S . ».
- Py gy Faw
i St e e tts

Peagy ttes 0o il nnney

-a R Bl i N
I aad Sertietitressile

. TP, —neassreseg

i T s

g ennnanne

Ssesnnnan

ERSHIPS

N

AR

A Reminder

I}

PEPPERPOINTE




Reminder

o 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.

o Anyone attendingthese sessions should ensure the rest of
their team is aware of this.

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

o Exercise caution in regards to renaming folders or documents.
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Additional Information

e If you had a pre-existing Microsoft license you will need to
start using your new account, come January 8th,

o All users will have access the web applications.

e If you need or want the desktop applications, it will require
a different license.
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Google Chrome to Microsoit Edge

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

® If you experience ) (O]
issues email # C B _/
DN il /
. = 3

help@pepperpoint € @
e.com Import your browsing data Stay in sync while on the go Discover more features

Regularly bring your favorites, passwords, history, Download the Microsoft Edge app to continue browsing on your Learn about the easy-to-use built-in tools 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.

Microsoft Privacy Statement

Browse faster with Microsoft Edge

Start browsing &
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https://www.microsoft.com/en-us/edge/welcome?ep=0&es=21&form=MA13E5&slide=get-started

Additional Information

® Logging into the
desktop
applications.
® Connecting with
Windows
o Passwords
o Encryption
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to login.

Allow my organization to manage my device
® Selecting this option means your administrator can install apps, control settings, and

reset your device remotely. Your organization may require you to enable this option to
access data and apps on this device.

No, sign in to this app only

OK

_ Doon‘tastmeagan

Are you ready to start encryption? SRS 1
memm:maﬂodmmmdmemmﬂm .

Windows from starting after you encrypt your device. ﬂmfshamyw'nneedmreﬁaa[
Windows. and all data on your device will be fost




Excel

[ (%) hitps://pepperpointed-my.sharepoint.com/:c/r/personal/sowsley_pepperpointe_com/ layouts/15/Dec.aspx?sourcedoc=3%TBOBT3FIFD-E323-4C8D-9A68-98224B2F 746 1% D& file=Book.dsx&action=... A {7 @ "t‘!! w 3 = %R
® Interface @ TicketSystem-Hap..  Nija © MySonicWall & Pepperfointe[TDe.. § NextOS:Home @ Bloom Growth (@) AdminByRequest [d UISP|pepperpoint.. J4 Intune J4 Amreffntra €3 Microsoft365 @) Entraadmin center [ Microsoft How-To [ Paycor > | BJ Otherfavorites
* Ribbon, workbook, worksheets [FrTRE_p_ e eE T T :
Create’ open, edit file  Home Insert Draw  Pagelayout Formuias  Data  Review  View  Automate  Help [ Comments | | v Catchup | | & Editing
Save and autosave o | [y ko R B B 55 @BEE S by O @
Data entry basics e T e B 1 U D@ S 0rA Beencomers § <% 9 @ f | Condiond fomatsc G men defomat | €T sona joan | aggin Ardne
e Keyboard shortcuts o . s po -
Cell formatting MAAIBXJC’&DEFGH.,Klmuopqnsruvwxvzmmm
Basic calculations n 0
*  Formulas and Functions .
® Adding and renaming worksheets .
® Data .
* Sortingand filtering data 5
® Worksheet and workbook protection b
Saving in different formats 12
Collaborative aspects 15
* Comments v
¢ Auto size columns and what to do if 1
they see a series of #'s in a column 2
=
.
26
-
b
o
PEPPERPOINTE »

< » = Sheetl +

PARTMNERSHIFPS

Waiting for excel officeapps live.com... &) Loading Add-ins  ~ Give Feedback to Micrasoft — 100% +



Word

C A ) https://pepperpointe0-my.sharepoint.com/personal/sowsley_pepperpointe_com/_layouts/15/doc.aspx?sourcedoc={971de157-b552-48f3-aadf-191e06860556}&action=edit ATy @ % [[] L] [} = %%
° I @ Ticket System - Hap... Minia € MySonicwall & PepperPointeITDe.. % NextOS:Home @@ Bloom Growth (Z) Admin 8y Request [ UISP| pepperpoint..  J Intune J4 Azure/Entra €3 Microsoft365 ) Entra admin center ] Microsoft How-To Paycor > [ Other faverites
nterface and
@ Documentl & - £ Search (Alt + Q) e
R M File Home Insert Layout References Review View Help [ Comments | | #\s Catchup | 4 Editing v 47 Share v
ibbon —
¢ [/ v E| v @ Calibri (Bedy) vt v A" A BT Q % Av ﬁo E ~ %Ev E E % v |Z| ~ || Normal No Spacing Heading 1 v ,OEdilingv \!u Dictate v v fEdimr j Designer » | === v

- Create, Open, &
Edit.

- Save vs. Auto
Save.

-  Formatting.

-  Collaboration.

- Downloading.
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PowerPoint

X (] [4)  https://pepperpointe0-my.sharepoint.com/personal/sowsley_pepperpointe_com/_layouts/15/doc.aspx?sourcedoc=({afed8b55-3bb6-48fc-aeab-ac1425412ca3}&action=edit A Ty @ % (] L] [ul} v= @ N
n er Ce @ Ticket System - Hap... Nina € MySonicWall & PepperPointe [TDe.. % NextOS:Home @ Bloom Growth () Admin By Request [ UISP |pepperpoint.. #4 Intune M4 Azure/Entra €3 Microsoft365 ) Entraadmin center [ Microsoft How-To Paycor > | BT Other favorites
* Interfa
PowerPoint  Presentation1 @ - 2 Search (Alt + Q)
[ ] ‘ rea t e File Home Insert Draw Design Transitions Animations Slide Show Review View Help [0 Comments | v Catchup | & Present | & Editing v ]

Oy Bv F X | 1 Newsicev @ Hv @ Jiz /A & B I U £vAve|=visv=vE = =v| By v 2 4 Bv| o] B~ v )
[ ] SaveVS.Autosave EEl-|w-e--w---swwl--waw-|wws--www1www-mww-wuwwwwmumu;wmw--suw-uam-wms---\u-e-u\- By e x

*  Design | :
Working with Media. :
 Audio and Narration
 Slideshow and :
presenter view Click to add title
* Saving and exporting
presentations -
 Save in different z AC
formats. :

: . T, - ,
Click to add subtitle w

CLICK TO ADD TITLE

o aconeme

- 4

SLIEE 10 ADD TITLE
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Forms

Untitled form - Saved

* Aquickand easy way = a... o Ey— —
to send surveys and

gather metrics to be

integrated into other
files.

* Google Form
equivalent

. Mark questions
required,
branching/conditional
logic

*  Collect responsesin
excel and see visual
representation of
your responses

Untitled form
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OneNote

OneNote Microsoft 365 Transition Notebook ~

. Creatlng a File  Home nset  Draw  View  Help Q  Tell me what you want to do Cg | ¢ Editing v
notebook. 9v Bv|cmiign o ] B I U £y A-S K - |EVIEVE E S| povev [ Busv| v 8 | D .

IIN B Microsoft 365 Transition Notebook

o Creati ng pa ges o N cenenl Untitled Page oy, October 6, 2025 428 P
. ' Meeting Notes
® Sharing (o
. ' L10 notes
® Accessing from

other apps.
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Key Resources and Additional Training

[}hl’l’hl{[}()lf\ TE
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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
created by IT)

RapidScale Information- Coming Soon

SharePoint Site- Coming Soon

[ OneDrive Quick Start

Links to Guides- Coming Soon

Word Quick Start

Helpdesk KB Articles
Microsoft 365 First Setup

Excel Quick Start

Microsoft 365: The Basics PowerPoint Quick Start

Outlook on Windows Quick Start Planner Quick Start

Outlook on Mac Quick Start

Outlook Mobile Guides

Outlook Web Guides



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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