OFFICE 365 OVERVIEW

Structure of Microsoft Office 365 online (office.com)
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[ Welcome to Microsoft 365 Copilot ]

Office 365 Portal:
1) Home page
(default start page)
a) Recommended (recently

@ f Install and more \

2

] m— worked on files)

b) "Install and more" drop-
down menu

. N c) Quick access
® T s L L e ) Yos commerteg o s ¢ d) Welcome to Copilot
& ) Susiness Prject Management Oriine Trank 6 resent events 3 Expenses Claim Form1 &5 present events ¢ (onlyif you installed it)
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- / 5) Settings
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1. Home Page

a) Recommended view shows you the files you recently worked on as large tiles, with the preview below the
file name, and by clicking on the 3 dots (...) you can access the following actions:

Recommended

[ You recently opened this

2 Open >

Open in desktop

O

[ Open b3

M= How to add calendars (# Share
[ Share > e
HOW TO ADD & SHARE CALENDARS R o
+ Addto > & Teams
= — Remove from st g
oy |

L Download

r - Addto »

B Convert to POF & ToDo I

Sharing from Recommended view:
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Open - this opens the file itself

Open > Open file location (please only use "Open in
desktop" option as last resort, as you should only work
with files in the cloud/online)

Share - you can share the file by message/email or
copy link to it, or share it in Teams

+Add to - you can add the file to a To Do list

-Remove form List - removes the file from the
Recommended view (does not delete it)

Download - downloads the file to the Downloads
folder on your computer

Convert to PDF - converts the file to PDF
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If you choose "Share" and then "Share" option
you will see the window like this ->

i) type the name(s) of the person(s) you want to
share the file with (or their email address(es))

ii) select the access level (Edit / Review / View /
Can't download)

iii) type a message (optional)

iv) here you can see who else has access

v) if you don't want to send an email or
message, you can just copy a link, by clicking on
"Copy link" button and then paste it into a chat
etc. Additionally, by clicking on "Settings" (cog
icon next to the "Copy link" button) you can see
the access levels details for individuals/group(s)
and links

vi) press "Send" if you are sending a message
vii) you will see a confirmation window like this

[

“fil Settings |

Anyone with the link can edit.

© Link copied X ]

Share "cvy,

=) (13

Add more

& 0365Tesl %

]Il

) Add a message

v

Y n

g

365Test invited you to access a file

test ov

W

() This imvite will on

viii) the person you shared the file with will

You've invited 365Test to edit

X receive a message like this, they can open the

file by clicking on its name or Open button. If

e they want to share it with someone else, they

o Vi

I
K Link settings [ -
- G

The link works for

@

People in Western Care Association
S people in Western Care Association, organization

a\
162)

&

Only people with existing access ©

€y

@) People you choose ©

More settings
B Can view

5] Set expiration date (MM/DD/YYYY)

N

() https;//teams.microsoft.com/sharehref=https:/

* Share to Microsoft Teams

Share to

[ [l TestDayCentre 1> General X ] U

mcareassoc-my.sharepoint.oom/i.. A

©

something about this

Everyone, check this out:

hitps://westerncareassoc-

sxB8B_Z89_-tXFysFkBfzRI8xw

my.sharepoint.com/:w:/g/personal/365test_westerncare_com/EbUvtMIShRRGKWb774p6
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can click on Share button and will see the same
"Share" window as described here

ix) the sensitivity label applied to the file is
shown here

If you choose Share then select
Copy Link option, then you will see
"Link copied" confirmation window

If you want to change the access
level click on the "Settings" link
next to the "cog" icon and change
access type in "More settings"

You can also set an expiration of
access date.

Share "cv" N ? X
jGener

X) you can also choose the option to send a
link from Qutlook by clicking on the 3 dots
(...) and then on "Send link in Outlook). This
will create an email in Outlook with a link
inside it.

If you choose Share and then the Teams option, you can share directly

into a Teams channel

i) if you click inside the field it will show you recent locations in the
drop-down but if you don't see the channel you want to share to, then
start typing the channel name and select it when you get the right one

W Wicrosof Temns - rofie 1 - icrorof bige

B https

i

-

Your link has been shared. w

e s

teamsmicrosofi.com/shareThref=hitps://westemcareassoc-my sharepoir

IS ii) you can type an optional
message above the link if you
wish to

iii) click on "Share" button

iv) you will see a confirmation
window like this one, if you
want to check how it looks
click on "Go to Teams >" link
at the bottom
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b) “Install and more” drop-down menu options:

Install and more

Install Microsoft 365 apps

|

Install Word, Excel, PowerPoint. and mor

EB Access your favorite apps and do more on

Explore your Apps
the web. \

Install the Microsoft 365 Copilot
D mobile app

Take your productivity on the go with our
free iOS and Android app.

@

& (@

Apps

Copilot Teams

Use across Teams, Outlook, and Microsoft 365 Copilot

0 copiot

Adobe Acrobat for Microso...

Get work done

Frameable Whiteboard

From the drop-down menu under
"Install and more" you can choose
"Explore your Apps", this will open
the Apps window, this is the same
as clicking on the Apps tile on the
side menu directly.

Note: you do not need to use any
other option in this menu
("Install and more")

c) “Quick access” view shows you all your files recently accessed/created/edited/shared with you etc.

i) You can sort this view by pre-set categories such as "Recently opened", "Shared" or "Favourites" or create a new
content filter - by Type, Location, Shared by, Owned by and Tags

ii) You can upload files here and change display option from List to Grid

Quick access

7 Favorites m n

To display "More options" click on the ...
(3 dots) next to the file name. "Share" icon is also
next to it. The following file actions here are the

* Open (Open in Desktop / Open file location)

* Favourite (this adds the file to Favourites category,

@ Al (© Recently opened &8 Shared
Add a content filter
Select a filter below to add it to your Quick Access
O Type ~ 7 Location ~ S8 Shared by ~ & Owned by ~
Quick access
@ An (5 Recently opened &8 Shared vy Favorites & Cloud files @ Word @ Excel t
s same as in Recommended:
M= o3 49m ago
More options = onen . Open in desktop
ing-2024-61 @7\\&' ) *
= & Share > | | 2 open fite location Share
y *+Add to (To Do)
= TESTRILE2 4 Addwe >
% Shar S Favorit )
5 test B e 7 e o e adds a star, for sorting)
& Copy Link L Download * Download
0= o . T Detete BD
& e * Convert to PDF
[e¢|  Business Project Management Online Training Presentation &) Convert to POF

W(CA Created by: Julie Martin 10/05/2024

[ + Addto

> ¥ Tobo
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2. App Launcher

O Find Microsoft 365 apps

The apps you see in the App
D Saaech Launcher open the same apps
that you see if you clicked

3. Launch side menu

.
@
EI
-
© -
B —
2 —
-
S >
©
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s a) the Apps link on the side menu
2 & o . s
M cz:ci.lf;tass Qutlook OneDrive Waord Excel | — May Riley (samplc) and blank flle t\/pes be|0w the
@ o s § TH & @ e apps are the same that can be
n n H
FowerPoint OneNote Sharefoint Teams Engage o found on the create SEC'[IOI"I
that you can access either by
] E EJ H H n n
> ("] \ 4 a B clicking on b) "+Create more" or
P e Forns - Moreaggs 7 "Create" button on the side
- Y menu
- o Quick access
o a: -5 o= b@ B i AN (D) Recently opened
Document Workbook Presentation Survey Create more 8 a
i - TFET Ell F2

These are the shortcuts on the side menu bar:

Home

Copilot - Al interface

Pages = an interactive canvas within Microsoft 365 Copilot Chat that lets you turn Copilot responses into editable, shareable pages
Create - here you can create new files and files from templates

OneDrive - access to all your online files (including saved attachments, shared files etc.)
Apps - here you can open any App, search for one or install a new one

Outlook - access to your mail and calendar

Teams - access to your team channel(s), chats, calls, files

Word - create or access/search for any Word document

Excel - create or access/search for any Excel workbook

PowerPoint - create or access/search for any PowerPoint presentation

Settings - changes themes, language and more, search Help and submit Feedback to Microsoft

Account Manager - access your Microsoft Profile, Sign Out, Sign with a different account
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4. Search Bar

Welcome to Microsoft 365 Copilot

6 Search
Apps
2 & o Y
Copilot Cha Qutlook QoeDoive Werd Excel
u; o
- |

Show more results ‘—-

ﬁi Business Project Management Onfine Training Presentation

ulie Martin modified this 10 days ago

&% present events
— You opened this 10 days ago

People

@ 6sTest

Sites

. TestDayCemre 2

vestermncareassoc.sharepoint.com/sites,

When using the search bar you can
search through Apps, Files, Sites, People,
News, Messages, Images, Videos and
PowerBl. Simply entering a word that is
contained in the entity you're looking for
will show you multiple results.

If the word you enter in search is not
found in any of the above entities, you
can click on "Show more results"
below the bar

& PoF X

Retevance (default)

Date modified (newest)

Date oreated (newest)

Date created (oldest)

fTestProjectTeam2

You will be able to narrow down the
search by file type, modified date and and
sort by relevance and date.

For search hints & tips refer to "How to use search in 365" guide on our training website

5. Settings

(https://training.westerncare.ie/).

83 Settings n

Help

Third party notice

Themes
Ll S I

View all

Language and time zone

Change your language >

Password

Change your password >

Contact preferences

Update contact preferences —>

© Feedback
QuIcK access
© am o
Settings X Help
Other &« L Ssearch help

Featured help

Copilot is now part of Microsoft 365
Personal and Family

Install Microsoft 365

No installation required

-

R 5

Dark Mode e ) ‘

Your favorite Microsoft 365 apps in a
web browser. Free with your Microsoft
account.

Use the Microsoft 365 web apps

Manage your Microsoft 365 subscription

Legal | Prvacy & cookies
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By clicking on the "Settings" button (cog icon) you can

access:

i) Settings (you can change portal colour theme and
language/time zone options and change password)

ii) Help (search Microsoft help articles)

iii) Microsoft feedback

Submit feedback to Microsoﬂ X

Classify your feedback

¥ Give a compliment

B Report a problem

& Make a suggestion

Cromom producs and servces. Mrivacy Stateme

Cancel
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https://training.westerncare.ie/wp-content/uploads/2024/06/How-to-use-search-in-365.pdf
https://training.westerncare.ie/

6. Account Manager

You can access your Account Manager by clicking on your profile bubble icon below the Settings on
the side bar. The options are:
a
Western Care Assodation — a) Slgn out
b) access "My account" by clicking on "View account" link (here you can only change your password
c) view "My Microsoft 365 profile", here you can click on "Update your profile" option and change
your picture, phone number etc.

My Account t
oome b @
X -’ Security info Password
B Socusyinto 365Test

£ 354tast@westancare.com

&
g
@ :
w i
5 e
R
8
o

<« @
‘ ﬂ
Devices Organisations
8 ot N —
o o b pom d) if another person had previously signed in to 365 on your device, you will
’ see their name/email address below, and in Options (3 dots) you will be able
= About me to choose to "Sign out and forget"
e e) the option to sign in with a different account

You can follow "How to change profile details" guide on our training website (https://training.westerncare.ie/)
to change your account details such as your picture, phone number, biography, skills, interest and hobbies, projects,
education and birthday.

Other Launch Side Toolbar sections

Copilot

If you opted to install the Copilot app (Microsoft Office 365 will keep prompting you every time you log in). You will
have 2 new icons on your side bar for it (Copilot and Pages):

(%) New chat ] ED | ™ Copilot

z

Agents

ﬁ Copilot B Get agents
g Recent chats
. . ~- A

#. Build good habits 7’ Riddle me this = Getan overview create a table with Irish, UK 14:35
Suggest a daily routine to help me Give me a nddle that makes me Summarize the latest [report from write me a letter to hr about 2/
stay organized at work laugh the International Monetary Fund
b VA See mare
— o
s 77 Highlight the main points 7 Spot the errors 7 Get project help a) Copilot and Pages are
m Create a word cloud based on the How can | avoid common mistakes Is a SWOT analysis or a priority interconnected
- latest financial news. when proofreading my work? matrix best for my project?
) b) some common prompts
'5 are displayed in the main
page (they will change)
t& c) enter your
request/requirementin the
| .
chat dialog
d d) additional prompts that
%5 View prompts you can customise are
@ C found here

e) the list of your chats is
displayed here

(&)
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https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-change-profile-details.pdf
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]

;0

]

©

0@ @8 (@ iz

ot

0y copilot

[ Newenat @

f creste & table with Irieh, UK snd USs hoiidsys

Sure! Here's & tabie with the pubiic hofidays for Ireland, the LI and the USA in 2025

Date Iretand UK (England & Wales) usa
January 1 New Vear's Day MNew Year's Day New Year's Day
January 20 Martin Lutner King Jr. Day
February3 | 9. Brigid's Day
Maren 17 S Patriek’s Day
April 18 Good Friday Good Fricay
April 21 Exster Monday Easter Monday
May 5 May Day Eary May Bark Holiday
May 26 Spring Bank Holidey  Memorial Day
June 2 June Bank Holiday
Augustd  AugustBank Holiday  Summer Bank Holiday
October 27 | October Bank Holiday
Nevemnber 11 ‘eterars Day
November 27 Tranksgiving Day B Pages
December 25 Chrstrmas Dy Crristmas Day Cristeras Dy
December 26 | St. Stephen's Day Bowing Day —
Let me know if you need more detaits or if there's anything eise | can help with —

g[ WoEdtinpages || (Copy & & \_,]

0 Copilot

4 9 h

f) an example of a request to create a table
g) the options Copilot provides to work with is to "Edit in Pages" (same as (h)), "Copy" and Like/Dislike
h) link to open the content directly in Pages
i) in Pages you also have an option of exporting to the app (content-relevant)

You can fird your page hered [[] create a table witn irish UK . you want o add ciher
click Edit in Pages

[El create a table with Irish UK

El Untitled

E] £ | % Copilat

Agess
B Get agents

Racant chats

| create a tabie with irish, UK.
write me & letter to hr about

See more

E] create a table with Irish UK

O General

create a table with Irish UK

Sure! Here's a table with the public holidays for Ireland, the UK, and the USA in 2025:

i i M 0 = |=
+
I Row height »
= Date nd = UK (Englan
8 Hide column b
January 1 r's Day New Year's Day
»* Rules |

2 lanuary 20

3 February 3
4 March 17
5 April18

Ll Export to Excel

>t ongid's Day
St. Patrick's Day

Good Friday

You can learn more about how to work with Copilot in these online videos
"Using copilot" and "Copilot video tutorials"

Create

Create
a
Copior o 2 o a8 @ o) =
@ D Form Quiz Notebook List
Werg Pame: & Forms Forms OneNote Lists
Page:
_b/ﬂarl with a template
0 Presentations E Calendars & Fyers € Business [3 Reports and Notes & Planners and Trackers ] 3

8 C

Apps > @ PowerPoint e

Basic

presentation

3D float design

,

Basic
presentation

A

Geometric annual presentation

=

Baric Preyent

Bohemian design
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"Create" page:

a) by clicking on one of the
tiles here you can create a
new blank file of the type you
choose

b) for PowerPoint / Excel /
Word here you can choose to
create a new file from a
template

c) you can also sort templates
by these categories
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https://support.microsoft.com/en-us/topic/copilot-tutorial-start-using-copilot-fe837774-3f6b-4885-850d-01f0e428898c
https://support.microsoft.com/en-us/topic/microsoft-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6

OneDrive

a) When you click on OneDrive
e IRE(EHI @ Word I3 Excel @ PowerPoint Bl POF = More -f. [ Filter by name or person
o’ ~ . .
@ y - b) by default "Home" page of OneDrive will
365Test Mame Opened & Microso: Lsis Activity h be open
@ |l A Home I uu
= WE pz| [mee e g s6m ago o & You ecited this - 1h ag c) your categories are displayed here (the
= L . -
B c L resTELE ) D tocp only difference between Home page view
Pages ST ~ TestDayCentre 2 Tueat 326FAl o whiteboard T
— , and My files is that you can only see
avorites . PowerBl . .
Y/ = V3 Tue at 2:41 P 2 You edited this - Tue folders in My files)
. W Recycle bin My Files
9= & Tue at 12:55 PM 365Test & You edited this - T .
CEIE B2 tesimycentre 1 - e d) here you can also have a quick access to
& People [y Cloat [Fox il B — f = 1 reassigned a task to the Teams' channels you are a member of
e TD Test Team - Test you - Jan 28
B nt t: o .
ﬂ s e m= "’c’;;}(:"mf:f Jan 28 365Test L3 You commented on this - Jan 28 e) you can sort files by types listed here
Outiook B Test0ayCentre 2 ﬂ_l—_ Business Project Management Online Training Present.. | .o 365Test 2  edited this - Jan 28
7] B Western Care Association d o e f) you can filter bY name or person
Faams . TestServicallserTeam 1-la._ M~ o= f;z:z:t events Jan 28 365Test E :lnu . created a task for
y N
O | B restserviceUserteam 1-M.. - . g) the view shows you files you worked on
s = Jan 28 365Te e this - Jan 28 .
T B2 epaycence . o o or that were shared with you and see the
Bl TestserviceliserTeam 2.8a... ms gemeerepet jan 27 365Test columns such as
Name/Opened/Owner/Activity

OneDrive > My files

a) go to My files
My files S Fsotv = &) Details

@ . b)youcan see both files and folders that
g1 365Test g [ [ Name ~ d Modified + ~ Modified By File size ~ Sharing - ] A you created online
@( -& a [ [l Microsoft Copilot Chat Files ] January 27 365Test Oitems Private c) by default 365 also creates these folders:
O T — O Il e January 20 365Test oitems Prvate Microsoft Copilot Chat Files (if you installed
Rk g :
P ¥7 Favorites Bl tests March 26, 2024 365Test 6 items Private Capliat) / Mesrings Jachments Wil
s T Recycle bin attc
Meetings March 5, 2024 365Test 4 items Private
Browse files by .
;..t, 8 [ Attachments February 26,2024  365Test 28 items Private d) you can sort files by these columns and
St sort each column by additional setting
g ) Meetings Apps February 26, 2024  365Test 1item Private C"Cking on the dfop'down arrow next to
& Quick access B=| cv3docx Tuesday at 6:41... 365Test 63.0K8 Private the column name
Outook @ TestoayCentre 2
@« Business Project Management Online Trai... January 28 W 322 M8 &3 Shared Oy e " "
@ O Wester Care Association \—-E e) there are additional sorting options and
mre @ TestSeniceUserTeam 1-Ja.. T v - > B v view options (List/Compact list/Tiles)
f f) by clicking on "+Add new" you can create
& l} St = and upload files and folders
LN
Folder Type v = List
&) Files upload Name = Compact List
B Folder upload v Modified 83 Tiles
@ Word document S e
File s
@) Excel workbook e e
&) PowerPaint presentation Ascending
e
@] OneNote notebook v Descending

B3 Forms survey
@) Visio drawing

@ Link
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~N o AW N -

Apps

Apps

R

;) b L i v | @ o™

Azl Copilot Teams Word Excel PowerPoint Outlook

B}

Oages

A Use across Teams, Outlook, and Microsoft 365 Co

i In Apps (a) you can:

o Adobe Acrobat for Microsoft Teams and...

b) open any App available on WCA Microsoft 365 subscription

B g 0 copiot from most commonly used
Cgi S AT c) display Apps by category
% Other Apps 8 . g
& - d) by clicking "All apps" go to the page with all the apps not
visible under "Explore by category"
Frameable Whiteboard
e) install a new app by clicking "Get more Apps" button
c
& Explore by category
Education Communication Content management Project management Developer tools Employee Experience

.

Outlook

Outlook Q, Search l

» Favourites

~ Folders

= Home View Help

B9 New email

[} Focused Other

:assigned a...

=
Tue 28/01

Expenses Claim Form1.xlsx Sheet1 J...

s Inbox
Z’ Drafts
P Sent tems

T Deleted Ited

@ » ¢« ¢ v @ D

£ Conversatig

@ Search Fold|

33% Go to Grou

s 8

Bookings

Goto
PowerPoint

Viva Engage

Go to Excel

s

Go to Word

Go to OneNote

Power Bl for
Microsoft ...

Add apps @

=)
Tue 28/
Hit a file...

o]
Tue 28/01
a com...

=
Tue 28/01
rtin ass...
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v C

Outlook in 365 has the same look and

functionality as the desktop app. It takes
on the same colour theme you chose in

365 portal settings and opens in a new
in the browser.

On the side bar there are shortcuts for

tab

other parts that you can open in the same

or new tab (to open in a new tab right-

click the corresponding icon and click on & Open innew tas

1. Mail

2. Calendar

3. Contacts (address book)
4. Groups (address book)
5. TODO

6. OneDrive

7. Apps
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2 O | & Apps|Micosoft 365 x [ﬂ Chat |.

Teams

IM % J E Mail - 365Test - Outlo: X | @i Teams and Channels |

<« G

7| Access Westsmcars

7]

(51 https//teams.microsoft.com/v2

L Chat

Activity

‘ - 70 .

Chae

e 365Test (You)
You: can't see it
Calendar
Calls
[}
Onelnve
i
D Teams we =
Activity
_E) <. Discover
Chat

Y

* Your teams

anz

westerncareassoc.sharepointcom/ /5.

EN]

a |

QU Saareh (Ctrl+Alt+E)

Chat  Shared f

—_—

https://western

e=GlUyaXqg

Q, Search

b

Q, Find in chat

[@ Schedule meeting
[F) Screen sharing
B8 Mark as unread
£7 Pin

151 Mute

T|:|] Delete

—+ Genera|| Posts Files ¥ Whiteboard by Frame... ] b

. ﬂ Western Care Association
. . TestDayCentre 2
- . TestDayCentre 1

General

See all channels
» . Tes
- - TCr Test Team

General
e
—

e C nels
stDayCentre 3

s

By default Teams opens in
"Chat" section of it in a new tab.
Here you can:

a) search a person's name or
group and start a chat

b) can make an audio / video call

c) add people to chat (create a
group chat)

d) take other actions
e) find shared files

f) add a tab

o ) d =

m @ Edit in grid view B Share =2 Copy link e
Documents > General
Q /_ B Name - Modified Modified By - + Add ro|urh
Bm FOLDER1 April 19 365 Test
Recordings March 6 365Test
test May 17, 2023
BN test2 March 12 365 Test
B mail 1.pdf April 2 365Test
\ @ my documentdocx April 26 365Test /

In "Teams" section of Teams you can:
a) see different channels you are the owner or member of
b) every channel has "Posts" and "Files" sections for chats and documents, you can also add app links

c) work with files and folders

d) create new folders/files/links etc. and take other actions
e) access your team calendar in "Calendar", see a record of calls (and make calls) in "Calls", access your
files in "OneDrive", search and access apps in "..." and "Apps"
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Word / Excel / PowerPoint

i) Create new
= . . . :
Sl Blank document ATS bold dlassic resu... Industry manager re... Stylish teaching cov... Meeting notes Geometric student r... Modern UI/UX desig...
i
Recommended
B You recently opened this 8) Yoo edited this e Julie Martin created a task for you
Tue at 228 PM Tue at 1255 PM Jan28

. May Riley (sample) . T
Ali e = . - %o pich o o o

e S -~ -

- N A

52
o

o present events
]

[ m (© Recently opened &8 Shared ¢ Favorites ] d e [ Search my files = Filter v 7+ Upload = ¢ H]
Name Modified ¥ Owner Actvity
C
[ B TETFLS_: B Tue at 3:28 PM 365Test (% You recently opened this
& stDayCentre 2

Word, Excel and PowerPoint only show the documents of the same type
(Word only shows documents, Excel — spreadsheets, etc.)

In the app page you can:

a) create a new document, blank or from a template

b) choose a template that’s not displayed on the page by clicking “See more templates”

c) view all files created in this App by you or shared with you and sort by columns such as “Modified” etc.
d) sort content by filters such as “Recently opened”, “Shared” etc.

e) search for a file that was created in this app, filter, upload and change view style
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