
Microsoft 365 Office Hours Session 4



AGENDA 
Review

Excel Overview

Word Overview

PowerPoint Overview

Forms Overview

OneNote Overview

Questions

Resources



Review

● Teams Overview
● OneDrive Overview
● SharePoint Overview



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.

● Exercise caution in regards to renaming folders or documents.

Reminder

mailto:help@pepperpointe.com


Additional Information

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

● All users will have access the web applications.
● If you need or want the desktop applications, it will require 

a different license.



Google Chrome to Microsoft Edge

● Import to Edge

● If you experience 
issues email 
help@pepperpoint
e.com

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


Additional Information

● Logging into the 
desktop 
applications.

● Connecting with 
Windows

○ Passwords
○ Encryption



• Interface
• Ribbon, workbook, worksheets

• Create, open, edit
• Save and autosave
• Data entry basics

• Keyboard shortcuts
• Cell formatting
• Basic calculations

• Formulas and Functions
• Adding and renaming worksheets
• Data

• Sorting and filtering data
• Worksheet and workbook protection
• Saving in different formats
• Collaborative aspects

• Comments
• Auto size columns and what to do if 

they see a series of #’s in a column

Excel 



• Interface and 
Ribbon.

• Create, Open, & 
Edit.

• Save vs. Auto 
Save.

• Formatting.
• Collaboration.
• Downloading.

Word



• Interface
• Create
• Save vs. Auto Save
• Design
• Working with Media.
• Audio and Narration
• Slideshow and 

presenter view
• Saving and exporting 

presentations
• Save in different 

formats.

PowerPoint



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

• Google Form 
equivalent

• Mark questions 
required, 
branching/conditional 
logic

• Collect responses in 
excel and see visual 
representation of 
your responses

Forms



● Creating a 
notebook.

● Creating pages
● Sharing
● Accessing from 

other apps.

OneNote



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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