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Office 365 for End Users

Aciklama

Office 365, kuruluslara Outlook Online, Office Online Uygulamalari, Skype Kurumsal
ve OneDrive gibi gesitli is uygulamalar sunar. Bu ¢evrimici ¢ozumler, Microsoft
Office’in arayuzu uzerinden kullanilir.

Bu bir giinlik egitim, mevcut Microsoft 2013 kullanicilarinin Office 365’in islevselligini
anlayabilmelerine yardimci olmak uzere tasarlanmistir. Katihmcilar, Office Online
Uygulamalarini, OneDrive’1r ve Skype Kurumsal’i bulut ortaminda kullanirlar.

Bu egitimde neler ogreneceksiniz?

o Bulut ve Office 365 Uygulamalarn

o Uygulamalara ve belgelere Web tarayici izerinden erisme

o Iletisim kurmak, toplant: olusturmak ve toplantilara katilmak icin Skype
Kurumsal’l kullanma

o OneDrive araciligiyla Office 365 ile is birligi icinde ¢alisma

o Office Online Uygulamalarini Kullanma: Word, Excel ve PowerPoint i¢in ¢evrimigi
yardimcilar

o Office 365 ile belgeleri Office 2013’de paylasma ve kaydetme

Egitim Icerigi

Office 365 Overview

e Introducing Cloud Computing

e Identify and Outline the Component Products in Office 365 including Outlook Web
App, Office Online Apps, OneDrive and Skype for Business

» Navigating around Office 365

» Customising the Office 365 Nav Bar
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Office 365 for End Users

» Updating your Profile in Office 365

Using the Outlook Online Application

» Overview of Outlook Online

» Working with Email and Folders

» Outlook People and IM Contacts

» Using the Calendar

» Shared Calendars

* Outlook Tasks in the Web App

» Setting Outlook Options, Signatures, Automatic Replies and Rules

Using Skype for Business

» Overview of Skype for Business

» Viewing and Setting Presence Status

e Using Instant Messages in Business

» Understanding the Interactive Contact Card in Microsoft Office Applications

* Integration with Outlook

» Using Skype for Business for Online Presentations including Content Sharing, Polls
and a Virtual Whiteboard

Working with OneDrive for Business

» What is OneDrive for Business?

» Navigating around OneDrive

e Accessing Content in OneDrive

» Using the Office Online Apps

e Sharing Documents and Collaborating

» Connecting Microsoft Office to OneDrive

 Creating Office Documents and Saving Directly to OneDrive

Using Groups and Delve

e Introduction to Groups
 Collaborating using Groups
» Getting to Content using Delve
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