CSUEB IT
Introduction to Microsoft 365 [M365]



Goal

What to expect after migration and an
Introduction to our new way of
communicating and collaborating using M365

Web version.




Hybrid life for now...

M365

Mall
Calendar
OneDrive

Chat w/ migrated
people
Teams

Google

SIEIECRBIIYES

Tasks

Groups

Chat w/ non-migrated
people

Photos [not belng
migrated]




M365 apps vs. Google apps

M365 Google

Outlook (e)Mall Cmail
Outlook Calendar/To-Do Calendar
Tasks
OneDrive My Drive
Teams Workspace
MS Suite; Word, Excel, Docs, Sheets, Slides, Forms... etc.
Powerpoint, Forms... etc.




Supported Browsers

Safari and Chrome: Microsoft 365 is designed to work with the current version of the Safari

and Chrome browsers.

Microsoft Edge: Microsoft 365 is designed to work with the latest version of the Microsoft
Edge browser. Microsoft 365 might continue to work with older versions of the Microsoft

Edge Legacy browser, but Microsoft can’t provide any guarantees.




What we'll be covering

Accessing M365
Outlook (e)Mail

< 7

Outlook Calendar/To-Do

OneDrive

Teams




Accessing Microsoft 365

outlook.office.com/mail/



http://outlook.office.com/mail/

Initial Sign-in Process

1. Go to: outlook.office.com/mail/
2.Enter your CSUEB email address
3.Click Next

B8 Microsoft

BE Microsoft

Sign in
Email, phone, or Skype Taking you to your
N6 aceount? Create one! organization's sign-in
Can't accsss your account? page
Back  —

Q\ Sign-in options


http://outlook.office.com/mail/

Duo Authentication

CAL STATE EAST
UHIVERSITV*BAV

Sign in with your NetID and Password

NetiD - Enter your NetlD and Password

Password

() Keep me signed in ® C“Ck Slgﬂ |ﬂ

| Signin | - This will trigger the Duo authenticatio

Manage My NetID



Choose your account and it will take you to your O

= = Home View Help

Hula trais
B gooem

— £33 View settings 5 Messages - C Sync [ Layout v (D Folder pane ~ == Density - "
]
CALSTATE

EAST BAY

n - Favorites Inbox ¢ O Select = Filter =| By Date
- 3 Inbox 30 From Suhiact Racaived
Pick an account =
B> Sentltems ~  Tod~
he Z Drafts 3 > (RR
E] belinda.madali@csueastbay.edu : a B Massmail 23 a
) £ snow - m36.. 1 4
—~+  Use another account  Felders v
(@ snoozed >

B3 salesForce 6
£ snow - m36.. 1 ¢
£ sNOW rep.. 73

£ cATEGORY... 115

& Inbox 30 '
£ EDUCAUSE 7 f
B3 HEN !
3 175 Townhall 1
£7 Jesse Norman |
77 Drafts 3

B> Sent ltems

T Deleted... 36024
3 [imap]_Outbox
£ *eCallCente... 56

£3 *Winter Hol... 41

G
£ Al Mail 194
A
3 Amazon 1231
e - L

& Archive 4

GC Goonala Calena...



Outlook

. (e)Mall i
. Calendar E

. To-Do v




Microsoft 365 —

Apps

Outlook through 2 o] @ oo
App Launcher @ oos W

@y PowerPoint @ OneNote

If you are not in your Mail app already,

here is how you would get to it. P starcPoint  ® Teams
« Top left click the Apps Launcher. i
» Choose Outlook =y ——
3« Draft - MS 365 Training Preser

CSUEB IT
Microsoft 365 Training

Quick access

AR .



Outlook - Mail

outlook.office.com/mail/



https://outlook.office.com/mail/
https://outlook.office.com/mail/
https://outlook.office.com/mail/

Outlook Mall

| o =  Home View Help ;;:wuosr:innv:ne&oo AM
- T Delete ~ 5 Archive fg Moveto v <\ Reply & Replyall > Forward ~ . Quicksteps ¥ [ Read/Unread (v E~ £ O P+ & g
o ~ Favorites Inbox W O Select = Filter =| ByDate
. &d Inbox 22 From Subject Received v
B> Sent Items ~  Today
v 7 Drafts 3 > X 3:17 PM
& 3 Massmail 2 > 3:15 PM
a £ SNOW - M365 Proj...
> Folders 222 PM
2:02 PM
233 Go to Groups
1:47 PM
1:34 PM
113 PM
> [ 12:35 PM
12:06 PM
10:06 AM

10:03 AM



GCmail

! Gmail

Q  Search mail

D ' c :

& Primary
Inbox

Starred

Snoozed

Important

Sent

Drafts

Categories
Social 223
Updates 4,416

Forums 10,933

Promc

[Imap]/Outbox
*eCallCenter... 266
*Winter Holida... #1

Amazon 193

() Promotions €D

Musto Careers — Save th...

Outlook Mail

(=]

P » ¢ ¢ o @8

@0
&

%
1}

O Active ¥

@ @

1-100 of 50,106

ook Q Search

=  Home View Help

. Iﬁf Delete © T Archive

~ Favorites Inbox #¢
&d Inbox 22 From
B> Sent Items v Today
7 Drafts 3 > Twi
3 Massmail 2 >

£ SNOW - M365 Proj..

v

Folders

¢35 Go to Groups

g Moveto v € Reply

Subject

&\ Reply all

> Forward ~

7 Quick steps

) Read / Unread

o~

-~

Focus time
B Tomorrow 8:00 AM

O Select = Filter =| By Date

Received



Menu Tabs —- Home & View

Home Tab

G

| (=] = Home View Help

P2y WY & & ~+v B 0O Fe~ @ [’ Quicksteps ¥ (A Read/Unread (X~ £ O~ B+ @ @ D

o ~ Favorites I G

View Tab

| (] —  Home View Help

E@ View settings 9 Messages ~ ©= Collapse conversation @& Zoom  (C Sync (O Layout ~ @ Folder pane ~ ZE Density v [} Immersive reader

Choose conversation and message preview settings.
- ~ Favorites XD

~— . . =



Outlook Mail - Ribbons (top menu

Two different views for the menu ribbon.

Classic Ribbon

i1 Outlook Q Search

. __ m365 Training prep
Home View Help Tormorrow 10:00 AM

D
I

/ o0
. I . (o]
= [ | = " Quick steps @J &
MNew Rules e Mark all as Discover
v ~ read groups
ﬁ Maw Delete Report Respond Move Quick steps Tags Print Find Undo A
Layout
- ~ Favorites Inbox W O Select
+ Classic ribbon
V & Inbox 8 From Subject Received
Simplified ribbon
9 Sent ltems ~  Today
7 Drafts 4 I B Caan Mahnn- Gana | im Canfirmina Saffinn Annrnach 21 Hi Gena thanke far tha nndatacl Vae thic dafinitahs halne 1ic kaan tha taam and racnnircinn alinnad Wa'll nracasd frnmard with

Simplified Ribbon

Outlook Q, search

_. m365 Training prep
Tomorrow 10:00 AM

Home View Help

D
I

-_ 4 New mail T Delete ~ 5 Archive () Report v <« Sweep [gMoveto v € Reply % Replyall > Forward ~ {* Quicksteps v (JRead/Unread ('~ E -~ £ O~ H~ &
2] v
c Layout
o ~ Favorites Inbox W O Select
Classic ribbon

oe W Inbox 7 [> Couldn't run rule on 0 items
- ~ Simplified ribbon

B> Sent Items . .
v From Subject Received -

77 Drafts 3 N

o Tardaw



View Settings (what it covers)

Q Search ! E u Tip: You can, also, click the

_ Focus time

—  Home View Help B Tomorrow 8 .
& o Tomorow B00AM gear icon next to your profile to
- {33 View settings 4 Messages ~ C Syne (D Layout ~ WD Folder pane ~ == Density -~
1) b °
get to "Settings”
m  Favorites Massmail ¥ O Select = Filter =, By Date
o £ Inbox 1 From Subject Received
B> Sent Items v Lastweek |
v 2 Neafte 2
Settings | Layout Layout

Q. Search settings Compose and reply

Smart suggestions @ Ccan't find some of your Mail settings? Automatic replies and Signatures have moved ta
& Account here to view the new "Account" tab.
Attachments
B Files
Rules Focused Inbox
§3 General
Conditional formatting Do you want Outlook to sort your email to help you focus on what matters most?
| &= Mail .
Sweep O Sort messages into Focused and Other
Calendar
Junk email @ Don't sort my messages
&2 People
Quick steps
) Copilot
Customize actions Text size and spacing
Sync email Outlook will use this font size and spacing amount when fitting content on your screen. Thig
Message handling email content.
) O Small
Forwarding
(O Medium
Groups

O] Large




*»*Important:

When you log into M365 Outlook you may receive a
message stating "your mail is being forwarded to

XXXX@gm.csueastbay.edu”

DO NOT CHANGE THIS SETTING.
This is used for the migration purposes.

This will remain this way until we are fully off of Google.


mailto:xxxx@m365.csueastbay.edu

Focused vs. Other

¢ @8 D

P ¢ &

@o)
53]

Outlook

= Home View

~ Favorites
& Inbox
P Sent Items
? Drafts 3
3 Massmail 23

£ sNOw - M365P... 1

~ Folders
@ Snoozed
£ salesForce 6
£ SNOW - M365 P... 1
£ SNOW reports 60
£ CATEGORY_F.. 115
B Inbox
B EDUCAUSE 5
B HEN
£3 17 Townhall
£ Jesse Norman
Z7 Drafts 3
P Sent Items
W Deleted Ite.. 36022
B3 [Imap]_Outbox
B3 *eCallCenterSt.. 55

B3 *Winter Holida... 41

B0 Al Mail 1194
3 Amazon 1231
5 Archive 4

£ BBSupport 476
£ siLLs

B9 Brighttalk

Help

[ New mail T Delete ~

1, Search

O Report \xf Sweep g Moveto - # Forward ~ } Quick steps ~ 9 Read /Unread  {J C

Focused Other

From Subject

= Archive < Reply %\ Reply all

O Select = Filter =| By Date
Received

~  Today

K Kohl's

~  La

Mo

Lc

T Target.

View >

Advanced actions >

“Focused Inbox in
your email so you ca
matters.

It places your most impo
Focused and the rest in Oth
Inbox works across all your e
accounts, personal and professio

~ Microsoft



Stop sorting by Focused/Other

Settings
Q Search settings

o
& Account

3 Files
fo3 General

Calendar

&2 People

() Copilot

Compose and reply
Smart suggestions
Attachments

Rules

Conditional formatting
Sweep

Junk email

Quick steps
Customize actions
Sync email
Message handling
Forwarding

Groups

S
-

Layout

. Can't find some of your Mail settings? Automatic replies and Signatures have moved to the new "Account” tab. Click
here to view the new "Account” tab.

Focused Inbox

Do you want Outlook to sort your email to help you focus on what matters most?

O Sort messages into Focused and Other

( © Don't sort my messages )

Text size and spacing

Qutlook will use this font size and spacing amount when fitting content on your screen. This will not affect received or sent
email content.

O small
O Medium

Q Search
= Home View Help
£53 View settings £ Messages ~ & Sync D Layout ~
~ Favorites Inbox W
& Inbox From Subject
P Sent ltems ~  Today
77 Drafts 3 so
B3 Massmail 23 EH
£ sNOW - M365P... 1 5 E
~ Folders M
(O Snoozed R
£ salesForce 6 > W

£ SNOW - M365P... 1

£ SNOW reports 60

P CATFGORY E 15

D Folder pane ~ == Density ~

View Settin
Mail

Layout
Focused Inbox

Don't sort my messa

O Select = Filter =| ByDate

Received -

250 PM
1:04 PM
12:41 PM
10:33 AM
351 AM

339 AM

8:55 AM



Layout — Reading pane

Show on the right | Show on the bottom | Fill Scree
« In Mail go to "View"

* Click "Layout"

« Click"Reading pane"

(- —  Home View Help
- £33 View settings £ Messages v G Sync Oy Oy v 9y » Copilot v
&
~ ; Inbox W © Ribbon 4 O Select { Jumpto = Filter =| By Date

o Favorites

& Inbox 1 From (@ Reading pane Show on the right Received v
Qe
-

Sent It v Toda >

b sendlisms y (7 Myday Show on the bottom

v 77 Drafts 3 3 9:59 AM
) v Fill Screen

£ Massmail 13 7:40 AM

& PJ SNOW - M365 Project T... 4
/ 5:59 AM

Lt E s



Examples of Layout — Reading panes

© @a D

<

T

~ Folders

kd Inbox
W Drafts
[‘> Sent ltems

m Deleted ltems

@

£3 Junk Email 4
(7 Notes

& Archive

B3 Conversation Histo..
23 Glen Alvarez

£ Msg from Dee

£3 Msgs from Cathey
B3 Tests

@ Search Folders

%8 Go to Groups

— _
Help
Delete ~ T Archive g Moveto v €\ Reply 4\ Replyall > Forward v~ [ Quicksteps ~ () Read/Unrea
Focused Other O = =l ByDate Test share
v Lastwest
Belinda Madali
BM
MR ©® To: @ Belinda Madali
19
https://docs.google.com/presentation/d/1xpxKkwHOAp2CMIQ1
usp=drive link&ouid=105768960674423811902&rtpof=truedsc
~
> O
B € Reply ~* Forward
BM
25
BM
25
BEM
25
~ Januc

Qutlook - CSUEB PM & Partners group-group

Fill screen (list view)

Qutlook

Home View Help

- 57 View settings £ Messages ~ = Collapse conversation @, Zoom  (J Sync (D Layout ~ W Folder pane ~ =& Density ~  [4} Immersive reader
LS ~ Folders Focused Other

s Inbox From Subject
2

77 Drafts v L
v > Sent ltems MR
- W Deleted ltems 6 -

Ea Junk Email 4 > D

(7 Motes BM

5 Archive

Test sh:
£7 Conversation Histo..
B Glen Alvarez
BM

£ Msg from Dee o

£ Msgs from Cathey

B3 Tests

£a Search Folders S Repiy o G

Outlook Q, Search
= = Home View Help
£3 View settings £ Messages ~ €= Collapse conversation @ Zoom (& Sync (D Layout ~ W Folder pane ~ ensity ~ [l Immersive reader

o ~ Folders
& Inbox

o

-
? Drafts

v B> Sent ltems

- T Deleted Items 6
B2 Junk Email 4
(7 Notes
3 Archive

B3 Conversation Histo..

B3 Glen Alvarez

B3 Msg from Dee

B3 Msgs from Cathey
P Tests

@ Search Folders

%85 Go to Groups

Q, Search

Bottom

Focused Other

From
~  Last week
MR Micro
~
> O
BM
BM

ST SBu

Subject

vour



Email threads = Mail Conversations

Group into conversations or Show each message s&

- Gotothe"View"tab
« Click "Messages"

« Click"Conversations"

| o —  Home View Help
- £33 View settings £9 Messages - O Sync (D Layout ~ @ Folder pane v = Density o
] >
o ~ Folders ) (S v/ Group into conversations O Select = Filter =| By Date
2 i >
& Inbox &5 Message preview Show each message separately Subject Received v

EZ 2 Y - - a



Mail Conversations

Grouped conversations ">" icon in list.

Weekly M365 Core Team M...

| ﬂ = Infehi Viﬂ Help in 1 min Microsoft Teams M...
B £83 View settings £ Messages ~ G Sync (D Layout ~ @D Folder pane ~ =i Density ~ v
o ~ Favorites Focused Other O Select = Filter = By Date
o s Inbox 5 I &) Other Emails (1) LinkedIn |
B> Sent ltems From Subject Received !
v 7’ Drafts 3 v Today
! ;"3 £ Massmail 3 | > Wl wir
o £ SNOW - M365P... 1 > a |
| ~ Folders
® Snoozed G
£D Advertisements 6 @
£ salesForce 8 z
! £ SNOW - M365P... 1 N
i
£ SNOW reports 244 > K
4 Inbox 5 HC |
£ EDUCAUSE 35 v

£3 1TS Townhall € CSuL




! Gmail

& Inbox

Starred

Snoozed

Important

Sent

Drafts

Categories
Social 223
Updates 4,416

Forums 10933

Prom

[Imap]/Outbox
*eCallCenter... 266
*Winter Holida... #1

Amazon 193

Labels = Folders —

() Promotions €D

Musto Careers — Save th...

Outlook Mail

%
1}

Outlook

=) —  Home
— €§3 View settings
]
o ~ Folders

&4 Inbox
S
R —

77 Drafts
v
-,
=g E3 Junk Email

(P Notes

B Archive

£3 Glen Alvarez

B3 Msg from Dee

E3 Msgs from Cathey
BD Tests

£Q search Folders

5 Go to Groups

> Sent Items

W Deleted Items

£3 Conversation Histo...

£ Messages ~

v

MR

0 Folder pane ~

Focused Other

rganizing

Your Email

o @& (m

O Select = Filter =| By Date

Received +

Sat 8:19 AM

2/27/2025

2/3/2025

2/3/2025

2/3/2025

1/28/2025

1/19/2024

3/10/2023

3/10/2023

3/10/2023




Organizing Your Email

Creating rules (In gmail = filters) to Auto-file Your Em

Microsoft instructions on how to create rules

Right-click a message in your message list that you want to cre

hover over Rules and then select Create rule.

Choose an existing folder or create one where you want all message

that sender/s, topics, or other criteria to be moved to, and then select O

After selecting OK, the rule will be applied to all incoming messages with

criteria.



https://support.microsoft.com/en-us/office/manage-email-messages-by-using-rules-in-outlook-c24f5dea-9465-4df4-ad17-a50704d66c59

Outlook Mall

The basic, composing an email.

Old — Gmail "Compose"

! Gmail Q_ Search mail

& Primary
Inbox
Snoozed | ¢+ ) CatheyH
IMBEESTE O % Jennie W

Sent

New — Outlook Mail "N&

App launcher

Home View Help

Mew mail T Delete

~ Favorites

s Inbox 5



Outlook Mall

Composing an email.

Outlook Q Search

I n = Home View Help Message Insert Format text Draw Options
ﬁ ~
m  Favorites @~ W
£ Inbox 22
) To ‘ Bcc
B Sent Items
— Cc
v 77 Drafts 4
‘9; £3 Massmail 3 Add a subject Draft saved at 10:31 PM
£ sNow - M365P... 1
- Type / to insert files and more
~ Folders
@ Snoozed
Belinda Fumar Madali
£ Advertisements 11 EMS Business Systoms Analyst 2
B9 salesForce 8 @ s
[ls'l' B" ©) belinamadsicsuonstboyocy
£ SNOW - M365P... 1 L ooty
3 SNOW reports 253
&4 Inbox 22
v
£ EDUCAUSE 35

Inbox & (No subject) X
d



Other features...

Signatures for Mail

Auto-reply (Out of Office/Vacation)

Department/other Mail accounts

o You need to know the name of that email account
the email address.
Delegates

o Schedule an appointment with IT.

Microsoft instructions on delegates and sharing folders.



https://support.microsoft.com/en-us/office/allow-messages-to-be-sent-on-your-behalf-when-sharing-a-folder-or-mailbox-afb79d6b-2967-43b9-a944-a6b953190af5

Signhatures

S @O

\ 3

Outlook Q, Search

= Home View  Help

{53 View settings 9 Messages ~

~ Favorites Massmail W
£ Inbox 1 From
B> Sent Items ~  Last week
F9 Neafie 2 e e

View Settings
Account
Signatures

+ New signature

Focus time
& Tomorrow 8:00 AM

C Sync (D Layout ~ W Folder pane ~ =g Density

O Select = Filter =| By Date

Subject Received ~

Settings Email account Signatures X

Q Search settings Automatic replies

| Signatures Email signature

°
I w Fhccount Categories You can add and modify signatures that can be added to your emails. You can also choose which signature to add by default to
% Files your new emails and replies.
Mobile devices
€3 General Create and edit signatures
Storage
& Mail + New signature

Calendar CSUEB IT 2025 BFM v Rename Delete

People

0o
>3

@ Copilot

Belinda Fumar Madali

Business Systoms Analyst 2
@ 29814708

EAST BAY ) miiasi

© a00cuintoet
pramsberrte

B Y M AN B I U 2. A-

i
ii
vﬁ\
i
(I
1]
(]
®

D Include a link to my bookings page in my signature

Select default signatures

CSUEB IT 2025 BFM N

For New Messages:

For Replies/Forwards: CSUEB IT 2025 BFM




Auto-Reply (Out of Office

Outlook Q, Search

. Focus time
= —  Home View Help Tomorrow 8:00 AM
- {53 View settings 9 Messages ~ C Sync (D Layout ~ W Folder pane ~ =g Density g
—
o v Favorites Massmail W O Select = Filter =| By Date
. £ Inbox 1 From Subject Received
=
> Sent Items ~ Last week I
v 2 Neafte 2 e e . e e .
Settings Email account Automatic replies

Q search settings Automatic replies

Use automatic replies to let others know you're on vacation or aren't available to respond to email. You can set your replies to

. . 1l& Account L start and end at a specific time. Otherwise, they'll continue until you turn them off.
. - .
* View Settings [or gearicon] - Categories o
B Files Mobile devi @ Turn on automatic replies
obile devices
€53 General
« Account o v Storage
. . Calendar 6/16/2025
« Automatic replies e
6/17/2025
(& Copilot

« Turn on automatic

replies



Automatic Replies (Out of Office

Settings Email account Automatic replies X

Q Search settings | Automatic replies

si Use automatic replies to let others know you're on vacation or aren't available to respond to email. You can set your replies to
ignatures

Set t h e d ateS | & Account start and end at a specific time. Otherwise, they'll continue until you turn them off.
. -

Categories

B Files () Automatic replies on

Mobile devices

Choose your options. £ Genera e

[] Send replies only during a time period

& Mail
Compose your email. Calendar 162025
5 peovte 6/17/2025

CliCk Save @Copi\ot

Send automatic replies inside your organization

g A B T U 2+ A E E & 22 9 E = =E D
Add a message here
Send replies outside your organization
[] send replies only to contacts
= = eE O E oy EOE = @

g m N B I U &2+ A~

Add a message here




Accessing Department/Non-person Mail A

% You must know the name or email address associated to the mailbox.
< It must be migrated to M365.

s You must have access to it.

= Home View Help California State University East Bay Sign out

D

l:l Ignore 7O @ <> [sXs}
. L = *X
g O w8 O s B I8 v aumm ORLOB © &
New Delete Archive  Report Reply Reply Forward Meeting  Sweep Move Rules ~ Read / Categorize Flag  Pin  Snooze Policy Print Discover _," ‘\‘_ Belinda Madali
e all ~ e ~ Unread  ~ > ~ e groups I BM .I‘I belinda.madali@csueastbay. ...
"} Mew Delete Report Respond Move Quick steps Tags Print Find Undo \ |
R Open another mailbox
o > Favorites Inbox W _
. ~ Folders From Subject Sign in with a different account
a (%) Snoozed ¥ Today

OPTION 1 (preferred method) Open another mailbox
1. Click your profile on the top right.
2. Choose Open another mailbox.

3. Open another mailbox dialog box.




Accessing Department/Non-person Mail Accou

Start typing the name or email
address.

Choose the account.

Click Open

F
The emai | accou nt Wi | I o) pe NiNn a new ta b @® O @ @y Mail - Belinda Madali - Outlo: %  [J§ Mail - itscommunications - 0 % [E Calendar - Belinda Mada

You will now be able to send and receive
from that account.

Open another mailbox

its

itscommunications
itscommunications@csueastbay.edu

s ITS Staff
itsstaff@csueastbay.edu
ITS

| .
its@csueastbay.edu

Open another mailbox

itscommunications

C [ 2% outlook.office.com/mailfitscommunications@csueastbay.edu/

og [ Email and calendar & Chat [ MS365-2025Pr.. [ CSUEBsites [ Smartsheet Premi.. @

Q. Search

Outlook

:| - —  Home View Help



Option 2 : Accessing Department/

Non-person Mail Accounts Within Your Email Vie

1. In Mail in the left navigation pane. 2. Start typing th
address.

Click the icon with the three vertical dots Choose the accou

next to your email address on the left nav

311 Outlook Q) Search

| =) = Home View Help

= By TvQ & PV B O Add shared folder or mailbox
o ~ Favorites x| < >

—— , Enter the name or email address of a user who has
e [all-employees] Commun shared folders with You.

B> Sent ltems
v 77 Drafts 3 -- facilities <facilities@

F

‘_\" £ Massmail To: @ All-Employees
e £ SNOW - M365 Project Te... itscommunications

@ Deleted Items 373

itscommunications@csueastbay.edu

00
0o

-~ FA

~ belinda.madali@csueast...

ITS Staft
itsstaff@csueastbay.edu

C@ Create new folder
@ Snoozed

£ Advertisements 5 £3 Add shared folder or mailbox

ITS
its@csueastbay.edu

B IT Social Events 2025 1 &2 Sharing and permissions
£ RSS Feeds G& Assign policy >
Phase 1 (Wi

P QalacFarea R



Accessing Department/Non-person Mail Accou

Outlook

—  Home View Help

3. Click Add. 4. Once you've addedthe  ©
. . . o ~ Favorites
mailbox, it will show
e &d Inbox
Add shared folder or mailbox below your list of Folders. B> Sent ltems
v .
Enter the name or email address of a user who has 2 Draits 4
shared folders with you. o B3 Massmail
itscommunications X e €3 SNOW - M365 Project Te...
Example: W Deleted Items 373
Cancel . . =
e Ma”bOX IS Na med > belinda.madali@csueast...
"Itscommunications"; > | [Z)itscommunications
& Inbox 174
77 Drafts 5
** Please note, you will need to remember to change the "From:" to the appropriate B> Sent Items 2

sender. See nextslide. T Deleted Items 20



Accessing Department/Non-person Mail Accou

5. If you do not have the option to change the “From”:
« Compose an email
« Goto Options
« Choose “Show From”

«  You will now be able to choose which account you'd like to send From.

Outlook Q search =} & Q0 @« .

_ . K 000
(] = Home View Help Message Insert Format text Draw Options Tomorrow 8:00 AM
== £~ Yo  Fe & Start mail merge | Show Bcc | Show Cc | | Show From | Show Reply to N @ Request delivery receipt Request read receipt Iy ‘ T Copilot V‘
-} ——
o v Favorites From: belinda.madali@csueastbay.edu v ® v W
o & Inbox 12 belinda.madali@csueastbay.edu
L To
Sent It ’ .

E2isentliss v belinda.madali@csueastbay.edu

7 Drafts 3
v Ce itscommunications@csuea... X

B3 Massmail 34
al £ SNOW - M365 Project Team 1 Bec Other email address...

T Deleted Items 268
=Y AAA s mikiase

** When using option 2, all sent emails will be in your staff Sent folder.



Known Behavior/Facts

We are not turning off gmail but do

It's only used for troubleshooting.
- It will be configured differently so it will n

look the same.
. Google Spam will not be migrated or

forwarded.



Outlook - Calendar & To-Do

outlook.office.com/calendar/



https://outlook.office.com/calendar/

Outlook Calendar

v View
v New Event

v Sharing Your Calendar

Microsoft Outlook Calendar instructions.



https://support.microsoft.com/en-us/office/introduction-to-the-outlook-calendar-d94c5203-77c7-48ec-90a5-2e2bc10bd6f8

Outlook Calendar

In Mall click the
Calendar icon on

the left nav

menu.

TIP:

Right click the icon and open in
new tab so you can have your Mail
and Calendar open, you can easily

switch back and forth.

Outlook

~ Folders

<

[T
(=1]

&d Inbox

77 Drafts

}} Sent ltems
Iﬁ] Deleted ltems
£2 Junk Email
[? Notes

= Archive

£7 Conversation Histo...

£ Glen Alvarez

3 Msg from Dee

£3 Msgs from Cathey
£3 Tests

3 Search Folders

[-=l)

7 Go to Groups

Q, Search

Focused Other

M365 Technical Working Meeting Fri 3:05 PM
| received the email via Outlook.

2/27/2025

https://docs.google.com/presentation/d/Txpxkkw...

New booking: Belinda Madali for Belin...  2/3/2025
New booking from Belinda Madali Belinda Madali...

New booking: Belinda Madali for Belin... ~ 2/3/2025
New booking from Belinda Madali Belinda Madali...

Welcome to Microsoft Bookings 2/3/2025
Hi Belinda Madali, Welcome to your booking pag...

Outlook - CSUEB FM & Partners group-group
You've joined the Outlook - CSUEB P... 1/28/2025
Work Brilliantly Together Welcome to the Outlook...

=~ CALENDAR ICON

; Quick steps ~




Outlook Calendar

Outlook Q, Search

Work week | [ Week Month = Filter ~ (& Share [ Print

w7 April2025 T 4 & Today < > April 20-26, 2025 v
S M T W T F S
S s o4 s s o4 s 20 21 22 23 24 25 26
Sunday Monday Tuesday ‘Wednesday Thursday e Friday Saturday
6 7 8 9 0 1 12
v
13 14 15 16 17 18 19
1PM M365 Technical Working Meeting
- |20 21 22 @ 24 25 26 Microsoft Teams Meeting
Dee Singh (7]
2T 28 29 30 1 2 3
23 2PM
4 5 b 7 8 9 10
Add calendar 3P
@ Go to my booking page
4 PM
~ My calendars
¥ Calendar > P
Show all 6 PM
7 PM
8 PM
9 PM




Outlook Calendar — Ribbons (top menu)

Two different views for the menu ribbon.

Classic Ribbon

Home View Help

O 88wW=E0 =

iii Outlook

= o

—-—
"]

New Day Work | Week |Month  Split Filter Share Print

event « v week view ~ calendar ~
5 New Arrange Filter Share
22 June 2025 ™ 4 f Today < > June 8-14, 2025 -~

S M T W T F 5§

1 2 3 4 5 6 7 8 9 [+ 10

Sunday Monday Tuesday

A p

15 16 17 18 19 20 21 Office @ Office
it QOutlook Q Search
n = Home View Help
- Day v~ (=) Workweek | (1] Week | & Month ) Split view = Filter ~ [# Share ~ (& Print
oy
g 7 June20% T ¥ B Today < > June8-14,2025 v

S M T W T F S
s 8 9 10
- 1l 88 4 8 6 U Sunday Monday 0 Tuesday
v 8 o 0 11 12 13 14 (] < apris

15 16 17 18 19 20 21 Office @ Office

l Andrea off [Comp Day for Science Olympiad]

22 23 24 25 26 27 28

&

[] Carson Sick

Wednesday
Instructions: Email Cathey and Vikeel for approval for vacation or absence
(et} Office (]

Wednesday

Instructions: Email Cathey and Vikeel for approval for vacation or absence

2 Office (]

12

Thursday

12

Thursday

Office

Office

o

o

Layout
In the office tc

~* Classic ribbon

13 14

Friday Saturd: Simplified ribbon
Jan1 >

]

Home

Flag Day United States

Layout
In the office tc

Classic ribbon

13 14 R
Friday Saturd: + Simplified ribbon

Jan 1>

Home 2 Flag Day United States I

[] [All Staff Remote] Campus Utility CDI’(__.)



Outlook Calendar

The basic, creating an invite/event.

Old — Google Calendar "Create" New — Outlook Calendar click "
ST i Outlook Q, Search
= [D calendar  ( Touy oo (D
— ] 0 — Home View Help
+ crente - M EIEETEE
Mew Cay ‘Work | Week |Month  Split
event « r week view
5 Mew Arrange
GMT-07
June 2025 < > ' Ss  “/ June2025 ™ 4 B 1
L S M T W T F S
L 6 AM v 1 2 3 4 5 & 7 E
8 o 0 1M 12 13 14 f 8 011:1 11 12 13 14 []<
15 16 17 18 19 20 21
a 22 23 24 25 26 27 28

— 2830 1 2 3 4 L B



Outlook Calendar

New Event

New event - Calendar

Event Scheduling Assistant

-~ Response options Busy ~ {3 15 minutes before

Save Calendar (belinda.madali@csueastbay.edu)

$2 Add a title

'  Invite attendees

o

® [9/23/2025 Hzmu PM

to

a30pm v | @

©  Add a room or location

Type / to insert files and more

{J Categorize ~ 3 Private {5 Scheduling poll

-

@ 3 Teams meeting

Optional
& Make recurring @ All day

@ ) in-person event

o X
© Zoom -
< G > Tue, Sep 23,2025 v e
Office. 2]
12 PM
1PM
Wave 4 - Introduction to M365
2PM
R
3PM

10PM

11PM




Big question...

How do | check the availability of people who hav

been migrated yet?

« Use the following format in the ‘Invite attendees’ :
o firstname.lastname@gm.csueastbay.edu

o firstname.lastname@csueastbay.edu



Create a new event:

« Use the following format in the ‘Invite attendees’:

o firsthname.lastname@csueastbay.edu —

o firstname.lastname@gm.csueastbay.edu

Event

test - Meeting - Calendar

Scheduling Assistant

belinda.madali@gm.csueastbay.edu

/O Search Directory

MO Y 2 b [

@ (3 Teams meeting

Optional

A v | @ @ Make recurring @ All day
@ In-person event

Save Calendar (belinda.madali@csueastbay.edu)
[Z test
28 belinda
> Belinda Madali
Q‘) 22 belinda.madali@csueastbay.edu
\‘@ BM Belinda Madali

> Response options Busy ~ {5 15 minutes before v < Categorize > 5 Private £ Scheduling poll

< @ » Thy, Jun12, 2025 ~

12 AM

1AM

2 AM

3 AM

4 AM

5AM

6 AM

7AM

8 AM

9 AM

10 AM

11 AM

° Zoom ~

Office ()

Canceled: CSUEB M365 Daily Standup Meeti

m365 Training prep



mailto:firstname.lastname@csueastbay.edu
mailto:firstname.lastname@csueastbay.edu
mailto:firstname.lastname@gm.csueastbay.edu
mailto:firstname.lastname@gm.csueastbay.edu
mailto:firstname.lastname@gm.csueastbay.edu
mailto:firstname.lastname@gm.csueastbay.edu
mailto:firstname.lastname@gm.csueastbay.edu

Checking non-migrated availability - Find a Time

test - Meeting - Calendar

Event

Scheduling Assistant

fg Cancel U & (1 Join &, Tracking

=

@

Send Calendar

test]

ZB Ministry X Carla Calix X Carla Calix X

=~ Busy ~ {i7 15 minutes before ~  {J ~

Jain Chat

Susy Hovland X Optional

Susy Hovland > Michelle Young > Michelle Young X

1130AM v | @ © Makerecuring (@ ) Al day

6/23/2025 H 11:00 AM v |to
r';:_] Find a Time -
Mon 6/23, 1:00 PM Mon 6/23, 1:30 PM

b <02 b S0l

Mon 6/23, 4:00 PM

o - o .-
b el

@ In-person event

Microsoft Teams need heip?

Join the meeting now
Meeting 1D: 241 828 054 042 1
Passcode: 8yR95rb6

Dial in bv bhone

i1 Scheduling poll

< B > Mon, Jun 23, 2025 ~

11 AM

12 PM

3 PM

7 PM

Office

@ Zoom ~

BM ZM CC_ CC

SH
o

+3




Checking non-migrated availability - Schedulin

test - Meeting - Calendar
You WI | | n Ot See Event Scheduling Assistant

o Options ~

availability for outside of
CSUEB invitees.

B send ~ (O 6/23/2025 . 11:00AM ¥ to 11:30AM V @ Aldy @ )

Monday, June 23, 2025 Tuesday, June 24, 2025

10AM  11TAM  12PM  1PM 2 PM 3 PM 4 PM 8 AM 9 AM 10AM  11AM  12PM  1PM 2 PM

Availability
' Required attendees o)

. Belinda Madali .
Invitees: M iR Dry run IT M2

ZB Ministry
« Non-CSUEB

M

Unknown

Carla Calix

(==
Available

« CSUEB Non-Migrated Carla Calix

cc
Available

Susy Hovland

SH
Available

« CSUEB Non-Migrated

Susy Hovland

SH
Unavailable

CHR! | Acfes.S CHRSW BayS 2 CHI WeellS CHR!D

. Michelle Young

Unavailable

Plsds

« CSUEB Migrated —

Michelle Young
Unknown

X X X X X X X

MY
® Add required attendee C

" Optional attendees

: —
() AdA antinnal attandaa

Busy Tentative § Out of office § Unknown Working elsewhere Outside of working hours




Share your calendar

In Calendar be sure you're on the Home tab at the top.

Click "Share" on the ribbon (top menu).

Choose which calendar you'd like to share.

' June 2025 ™
5 Pl T W T F 5
1 2 3 4 5 5] T
8 9 @ 11 12 13 14
15 16 17 18 19 20 21

-

a=

-4

-

-

=

) Today

8

Sunday
[] < Apr15

(1] Week Month [ Split view

€ > June 8-14, 2025 v

9

Monday

Office ond]
[l Andrea off (Comp Day for s

= Filter ~  [& Share ~ [ Print

E

Calendar

10

Tuesday

ITS&P

Test class

Test class 2

USS Desktop Sup...

11 1

o Wednesday T
Instructions: Email Cathey and Vikeel for approval for vacation or absen
(P

o] Office



Sharing and permissions

- Start typing the person who you'd like to share with.
o Choose the person from the drop down list.

¢ Choose the level of permissions in the drop down list.

« Click"Share"

Sharing and permissions Sharing and permissions
Calendar Calendar
Send a sharing invitation in email. You can choose how much access to allow and change access Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time. settings any time.
Michelle ¥ Michelle Young Can view all details ~ | [i]
michelle.young@csueastbay.edu
Michelle Young Can view when I'm busy
michelle.young@csueastbay.edu

Michelle & Julius Fumnar Inside your organization Can view titles and locations

M1C2409@ pharmerica.com

- ) o Can view all details
o Can view when I'm busy 4 People in my organization 4
Search People .
. Can edit
Andy Mayeda ‘ Can view when I'm busy s | E Andy Mayeda < | Tl
andy.mayeda®@ csueastbay.edu » andymayeda@csueastbay.edu Delegate




Outlook Calendar Known Behavior

 Canceled meetings that were part of a recurring
your Google Calendar may show up still as active (n
canceled) in your Outlook calendar.

« When you schedule a meeting in Outlook with people
of CSUEB, you may not see whether they've accepted or

declined.

« When you send a calendar invite, a .ics attachment is
included automatically, this will allow the invitee to add (via

import) it to their calendar if it doesn't add it automatically.



Outlook To Do

(=) —  Home View Help
| - Day v | (5] Work week | () Week Month
e
n Y April2025 T~ & Today < > April 21-25, 2025 ~

1.  From Mail or Calendar * o e s

click “To Do" > '

e
w
o
=
=
a8}
w
ES
w

L 4
a |20 21 22@24 25 26 3AM

4 5 6 7 8 9 10 4AM

Add calendar

5AM
H Goto my booking page
6 AM
N My calendars
v Calendar 2 AM
Show all
8 AM

9 AM



D

S a

5

| v

2. Start typing the name of your task where
It says “Add a task”.

Outlook To-Do

Outlook

o @ ==

)2

Q, Search To Do

€23 ) Tasks -~ 88 = 70
My Day
O Add atask
Important
Create new tasks in the Add
Planned

default Tasks list

Assigned to me

Tasks

New list P



Outlook To-Do - Add New Tasks

4.

Outlook Q Search To Do

= Tasks --- & =

O Test for training

B Q @

Title Due Date Importance

O Mention in training i}

After you've added the name of the task, you can set a due

date, alarm and repeats.
Click “Add”

Add



Outlook To-Do - Tasks list

Q. Search To Do

e _
= Tasks =

a

o (O Add a task

(1} Q @

v Title

a (O Test for training

- (O Mention in training

You will see your new task in your list of tasks.

Due Date

06/25/2025

Importance

w
w

Add



OneDrive & Teams

OneDrive: Store files, this is
where your Google My Drive

files will be moved to.

Teams: Projects, Department

collaboration... etc.




OneDrive

Google My Drive migrated to M365 OneDrive




What is OneDrive?

"OneDrive Is the Microsoft cloud service that connects
you to all your files." - Microsoft
Use this to store your files.
You can share these files with others but it's better
to collaborate in Teams; sharing documents with a

group of people in one organized space, posting

messages, collaborating... etc.




OneDrive App e

il
B

Aicrosoft 365 Outlook OneDrive

- Top left: Applications launcher.
< 2

® C | i C k t h e i CO n . PowerPoint OneNote SharePoint

Forms Bookings Calendar More apps

e
g

)
A

« Choose OneDrive

@ | this
o= a: as a=

Document Workbook Presentation Survey Create moreg Preser

CSUEB IT
Microsoft 365 Training

Quick access

R



Google Drive - OneDrive

L Drive Q

Search in Drive

+ New My Drive -~
Is N ~ - -
@ Home \\ Type - || People - /\[ Modified ~ )H\ Source - )
0 Activity
a Name

oo Workspaces

. B Vendor NetID and Systems request
»B My Drive

»E] Shared drives B 2025TY
»[o Computers
P I Canvalicensing and SSO
&, Shared with me o )
BB SLIC Check-in discussions
®© Recent
v Starred BB Retiree video
©® Spam B Holiday Party 2015
W Trash
B T stuff for hospitality
<& Storage
[

Meeting Reports

it
®
&
E
%

3 OneDrive

| Belinda Madali
[I A Home
B3 My files
&3 Shared

| ¥ Favorites

i \0} Recycle bin

Browse files by
2 People

Meetings

A Media

| Quick access

| o M365 Project-group

} n Microsoft 365 Training-gr...
Campus Events w/ IT Nee...

u Microsoft 365 Training-gr...

_n Staff MS Training - examp...

L Search

For you

& Draft - MS 365 Training Presentation (1)

# You edited this
Mon Fri

Open Open

i3 Excel @& PowerPoint

Recent @ word

ﬂ Draft - Email to HR, Risk and UPD

2 You edited this

ol PDF = More

Filter by PowerPoint files

Draft - MS 365 Training Presentation (1)
M365 Project-group

M365 Wave 1 - Pre Go-live email to IT JW)

Jennie Wong's Files

CSUEB M365 Migration - OCM Approach
M365 Project-group

DRAFT - Belinda MS 365 Training (1)
Microsoft 365 Training-group

DRAFT - Belinda MS 365 Training
M365 Project-group

Opened

Just now

Yesterday at 4:35 PM

Yesterday at 1:46 PM

Yesterday at 1:29 PM

Mon at 5:17 PM

M365 - OneDrive

Owner

Belinda Madali

Jennie Wong

Belinda Madali

Belinda Madali

Belinda Madali

@ CSUEB M365 Migration - OCM Approach

Jennie Wong shared this
in a Teams chat

.

b

MT?L

Mon
365 Migration
Open lanagement Support
Filter by name or person
Activity

Z You edited this - Just now

2 Jennie Wong shared this in a Teams
chat - Yesterday

& You shared this in a Teams
chat - Mon




|

OneDrive - Home.

& Draft - MS 365 Training Presentation (1)

Belinda Madali
A Home Z You edited this
9
B2 My files mage
&2 Shared
Open
Ty Favorites
W Recycle bin
Recent Al w | [ '] &
Browse files by
& People Name
Meetings
@ Draft - MS 365 Training Presentation (1)
(& Media M365 Project-group

Outlook Calendar and To Do 20jun2025

uick access
Q M365 Project-group

Q|

N Vi YOPY |

0 M365 Project-group

| P W P s ¥ kaVatal

; h 01

= e =R oreeeft IRA (W18

Opened

7m ago

25m ago

AV AP |

@ outlook Mail 20jun2025

2~ You edited this
Yesterday

Open

Owner

Belinda Madali

Belinda Madali

£ 44,47

01

365 Introduction

Filter by name or person
Activity
2 You edited this - 6m ago

Z You edited this - 24m ago




OneDrive - ‘My Files’ folder

OneDrive £ search
4 Add new My files FF Sort v = ~ Details
Belinda Madali O 2 Name ~ Modified ~ Modified By ~ File size ~ Sharing ~ Activity
Gh Home
Apps December 11, 2024 Belinda Madali 0 items Private
@ My files
ke . . . . "
S2 Shared Attachments July 09, 2017 Belinda Madali 0 items Private
ﬁ Favorites belinda.madali@csueastbay.edu May 01 Bit Titan Account 539 items Private
'@] Recycle bin
Microsoft Copilot Chat Files January 24 Belinda Madali 0 items Private
Browse files by
Microsoft Teams Chat Files February 27 Belinda Madali 3 items Private
o -
& People
Meetings MNotebooks April 26, 2018 Belinda Madali 2 items Private
@ Media ) . ) _ )
g2 Sta raining - example-group - Gene... pri elinda Madali item 2 Owner: Staff .
4.,—|.;|_|SffMST | G April 10 Belinda Madal 1 o] Staff
Quick access .
vE “Document.docx 32 minutes ago Belinda Madali 41.8 KB Private
Q M365 Project-group
Microsoft 365 Training-gr... \'E For Class - Test.docx April 04 Belinda Madali 10.2 KB Private
B CampaEren B AITINEE Microsoft Quick Tip links xlsx Yesterday at 06:16 | Belinda Madali 135 KB &5 Shared © You replied to a comment - Yesterday at 5:10 PM
n Staff MS Training - examp.. .
VE OUT OF SERVICE.docx June 07, 2020 Belinda Madali 11.6 KB Private

. California State University ...
' CSUEB PM & Partners-gro...
Microsoft 365 Training-gr...
Microsoft 365 Training-gr...

More places..




Where did all my files go?!

You should have a folder that is named:

<firstname.lasthame@csueasatbay.edu>

3t OneDrive

Belinda Madali
() Home
& My files
&% Shared
¢ Favorites

W Recycle bin

Browse files by

People

(o

Meetings

0

Media

Quick access

]
belinda.madali@csueastbay.edu

o
]

il

Microsoft Copilot Chat Files

Microsoft Teams Chat Files

Notebooks

Staff MS Training - example-group - Gene...

Communication Plans.docx

Modified ~

December 11, 2024

July 09, 2017

May 01

January 24

February 27

April 26, 2018

April 10

13 minutes ago

Modified By ~

Belinda Madali

Belinda Madali

Bit Titan Account

Belinda Madali

Belinda Madali

Belinda Madali

Belinda Madali

Belinda Madali

-

& Sort v

File size ~

0 items

0 items

539 items

0 items

4 items

2 items

1 item

13.2 KB

ol
o

2

= v Details

Sharing v

Private

Private

Private

Private

Private

Private

& Owner: Staff ...

&3 Shared

Acti

@




i1 OneDrive

+ Add New. |

I ~ Folder

| &) Files upload

j Co Folder upload

@3 Word document

B3 Excel workbook

@ PowerPoint presentation
@} OneNote notebook

B Forms survey

@’ Visio drawing

& | Clipchamp video

& Link

‘ ARADIELLE Nualand mvaiiem



Opening a File

You can simply double-click a file and it will open.

Or click the three dots to the right of the file, then open and

choose browser or aRp.

elete  §y Favorite Add shortcut ¥ ) Download @ Print Fg Moveto (0 Copyto &) Rename 5% Automate v

X 1 selected

IF Sort v

=+ Create or upload & Open ¥ [& Share © Copylink T

Belinda Madali 3 = = s e
elinda Madall My files > belinda.madali@csueastbay.edu Test - For Training
A Home
@ My files @ O nName ~ Modified + ~ Modified By ~ File size ~ Sharing ~ Activity
&3 Shared @ 1
MS 365 Training Presentation 26jan2026.pptx e Private
o 9 ) PP & Open > @ Open in browser
% Favorites
_J Preview @& Open inapp
T Recycle bin
[ Share
Browse files by & Copy link
o
& People & Manage access
Meetings
T Delete
@ Media
1y Favorite
Quick access Add shortcut >
o M365 Project-group J Download
[ PMO SLH CHRS W4B-gro... ) Print
. IT Training Material-group.. ED Rename
. California State University ... 8 Move to
L]
‘ ITS Fun or just sharing or .. 0 Copyto
' IT Training Material-group
P31 Automate >

. IT Training Material-group...
) Version history
. Test for training-group

D Details
More places...




Sharing a Microsoft File or Folder
[Word, Excel, Powerpoint... etc]




How to Share a File

1. Open the document you want to share.

2. Click Share on the far right.

@ @ & Mail - Belinda Madali - Outloc X = @ Home - OneDrive X @8 Test REVRAEQImM.xIsx X

C M 2% csueastbayedu-my.sharepoint.com/:x:/r/personal/belinda_madali_csueastbay_edu/_layo

oo [ Email and calendar L2 Chat [ MS 365-2025Pr.. [J CSUEBsites [J Training sites Smartsheet Premi...

2 @ TestRSVPForm @ &~ A Search for tools, help, and more (Option + Q)

File Home Insert Share Page layout Formulas Data Review View Automate Help

9 v [Ov § | calibriBold v 11 v_v<’>ov A v 0 =V S

Al v fx Id

o

Doc.aspx?sourced... Y¢ [

@ G Serving$»aEranci...
Draw  Table Design (on}
General v eV 0y Y

A
fid  Blstarttime B completion time Bl Email

2 il 11/17/2025 11:07 11/17/2025 11:08 anonymous

N B W

Received the presentat Belinda

3 6 Paused

» 3 All Bookmarks

© @

A P @ Share v
® Share
@ Copy Link
2 Copy Link To This Sheet

@ Co-edit in Teams
&3

Manage Access



How to Share a File

3. The Share dialog box will come up.

Share "Test RSVP Form.xlIsx"

& |add a name, group, or email

Add a message

& Copy link

4. Start typing hame of pers

would like to share with.

Share "Test RSVP Form.xlsx"

S Michelld

, Michelle Young
michelle.young@csueastbay.edu

Michelle Webber

michelle.webber@csueastbay.edu

Q. search directory
LA B ﬂ




How to Share a File

5. Choose the person.
6. Change the type of access by

clicking the drop down arrow.

Share "Test RSVP Form.xlsx"

S Michelle

| Michelle Young Can edit
michelle.young@csuea Make any changes

Michelle Webb¢ v & €3N View
michelle.webber@csue Can't make changes

Can't download

Can view, but not
download

7. Click Send and an emai

the person you are sharing

@ Add a message

Send an invite in an email




How to Share a Folder

1. Choose the Folder you'd like to share.
2. Click Share.

OneDrive £ Search

' + Create or upload [ share G Copylink (@ Requestfiles Ti] Delete ¥y Favorite | Download £g Moveto (0 Copyto E) Rename [ Automate v 17 Sort ¥ X 1 selected = v Details
|
: Belinda Madiali My files > belinda.madali@csueastbay.edu

() Home
‘I @ My files B Name ~ Modified . ~ Modified By ~ File size ~ Sharing ~ Activity
| & Shared 5

=7 e (-] - “Test - For Training B ¥y 13 minutes age Belinda Madali 1item Private

¢ Favorites

- M365 MNovember 25, 2...  Belinda Madali 1item Private

{ @I Recycle bin
|
{ Browse files by Vendor NetlD and Systems request April 23, 2025 Belinda Madali 4 items Private

& People 2025 TY Anril 22 2025 Ralinda Madali 1 item Private




How to Share a Folder

3. Start typing the name of the 4. Change the type of access
person you'd like to share with and clicking the drop down arro
click the name from the list. 5. Click Send and an email will be

sent to the person/s.

Share "Test - For Training"

Share "Test - For Training"

= . Michelle Young X

Add more

Michell

, Michelle Young
michelle.young@csueastbay edu

Can edit
@ Add a message Make any changes

Michelle Webber

michelle webberi@csueastbay.edu Can view

Can't make changes

Michelle Martinez

Can't download
Can view, but not download

r@:: Copy link | & ‘

I, Search directory




Manage Access

1.

From your list of folders/files, click

the ellipses (three dots) to the right

of the folder name.

2. Choose “Manage Access”

Name ~

Test - For Training

M365

Vendor NetlD and Systems request

2025 TY

Canva licensing and 550

SLIC Check-in discussions

Retiree video

2 Holiday Party 2015

IT stuff for hospitality

Meeting Reports

Modified | ~

= Share
& Copy link
@ Request files

S, Manage access

Manage access

T Delete
7 Favorite
1 Download
=) Rename
Cg Move to
0 Copyto

&3 Folder colar
33 Automate

Details

Modified By ~

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

1da Madali

File size ~

1 item

1item

4 items

1 item

1 item

1 item

22 items

48 items

3 items

2 items

access.

3. The manage access dialog

appear and you can see who

Manage Access % X
Test - For Training
& Share S r
People+5 Groups Links-2
Q. Search displayed names
Bit Titan Account Owner
. Belinda Madali Owner
Zach Oshri Z Can edit

ezekiel37madali@gmail.com
EXTERNAL USER

. Michelle Young

& Can view

& Can view




Manage Access

4. By clicking the “Link” tabyou canget 5. You can also change acces

links to each role; “Can view” or “Can remove access rights.

edit” or add people to that role.

L=
Manage Access % x Manage Access ®
Test - For Training Test - For Training

[ Share [ Share

Pepple* 5 Groups People+5  Groups  Links+2
https;//csueastbayedu-my.sharepoint.c... Copy | 8 https://csueastbayedu-my.sharepoint.c.. Copy | 8 T

People you specify can edit People you specify can edit
@ https://csueastbayedu-my.sharepoint.c... Copy | & W @ httos://csueastbavedu-mv.sharepoint.c... Copy | &
. T Shows people who use this link

People you specify can view

w

Peopie you spewn, can view

This link works for

. Belinda Madali

Zach Qshri

ezekiel37madali@gmail.com
EXTERMAL USER




Teams

teams.microsoft.com



https://teams.microsoft.com/

What is Teams?

"Microsoft Teams is the ultimate messaging app for your
organization—a workspace for real-time collaboration and
communication, meetings, file and app sharing, and even the
occasional emoji! All in one place, all in the open, all accessible

to everyone." - Microsoft




Join a Team

[T Q Search (¥8+X+E) BM°
i Q Teams Create and join teams and channels (gg Join or create team
ctivity
Cret ~ Classes

ale
[ ])

Teams
Microsoft 365 Training-
) MT ..

-+ &§ Join or create team

2§ Create team

&p Join team



Join a Team

(1 Q. Search (X ¥ E)
Q < Join ateam als
Activity
9 Type to search Q # JI SK Ag
Chat

Teams for you

o0o

gy
Teams Join a team with a code Jake's learning community ServiceNow Knowledge-group AV-group
o Public Public Public
@ Enter join code.
Assignme
— Want to learn more about ServiceNow
Jake's learning community and any bugs/features that you are... AV-group
Calendar

&



Create a Team

You can not create a Team yourself.

You will need to submit a Service Desk ticket.

What you will need to provide is:

Name of the Team
Will this group be public or private?

Who will be the owner/manager? This person would:

o Add/delete members

o Give or remove access rights.



Example of a Team:

w Q. Press \ & G to go right to a chat or channel
Ae © AllteEe General Posts Files Staff Notebook +1
ctivity
Chat SM
[ 1 1]
w

feams — Gtaff MS Training - exampl...

@ ¥ Main Channels
Assighme... General

Calendar

% (]

Calls

— 0
e

OneDrive

Welcome to the team!

Try @mentioning the team name or staff names to start a
conversation.

Apps




Posts vs Chats [Accessed through Teamsi

Posts: Chats:
®*  Purpose: ®*  Purpose: For quick, informal coommmunica
For team announcements, updates, important with one or a few individuals.
information, or structured discussions within a *  Audience: Visible only to the participants in
channel. the chat.
* Audience: *  Structure: More flexible and less structured
Visible to all members of the channel. than posts, allowing for quick back-and-forth
¢  Structure: conversations.
Designed for threaded conversations, creating a *  Use Cases: Asking quick questions, sharing
structured record of discussions. immediate feedback, or coordinating tasks
®* Use Cases: with a specific group. m

Announcing upcoming events, sharing
important updates, or facilitating discussions on

a specific topic within a team.



Microsoft Suite

Word/Excel/Powerpoint ...
and more




The Suite - Word
Apps launcher - Word Word (New Layout)

@ Word
:::  Forms

@ Preview: Word for the web has a new home page. If you'd like, you can go back to the old experience. Learn More Goback | X

O Find Microsoft 365 apps Welcome, Belinda Madali! =

=
c E ‘ m m ORI Nl T Uploadafile B

Microsoft 365 Outlook OneDlrive Word Excel Jump backin
Word
You last opened this yesterday at 227 PM Comm e

m m Q w m Communication Plans pr I

PowerPaint OneNote SharePoint Teams Sway 0l Open n Word
m E . ' % Create with templates

letters  Invoices  Businessdocuments  Events  Meetings Q search templates

Forms Bockings Learning Calendar More apps

BISTRO MENU

TEAM THENEWSTODAY  MEMO
AGENDA

PRODUCT kit B e ;gﬁgfi = .
l TAUNCH - —— :

(EVIEW 2 s :
. o = & ® —

- &

Document Workbook Presentation Survey Create more

My documents



Google Docs vs M365 Word

C @ 25 docs.google.com/documentfu/0/?tgif=c e ¥
g8 [ Email and calendar [ MS 365-2025Pr.. [ CSUEBsites [ Pioneerinsightst.. [ BaySync [0 Smartsheet Premi.. @ [ ASlformsinfogat.. <5 Serving San Franci.. [ myCalPERS - Login [ Imported [ Travel
a Docs Q  search
Start a new document Template gallery % H
T ® T
R ussor e ———
Blank document Meeting notes Meeting notes CSUEBMemoTem..  Essay Report Report
Coral Modern Writer Paperback Sirmple Luxe
Previous 7 days Owined by anyone = Last opened by me M az O
[ 25-26-emeriti-fac-directory-final.docx 2, Sophie Bloch H
[  24-25-reg-fac-directory-final.docx 2, Sophie Bloch H T M365 Copilot @D
Earlier Q search
O Chat
[w] M365 Wave 2 - Email to HR, Risk and UPD (JW).docx ne Apr 22, 2025 :
Agents ~
[  Change Request - Change Management - 2015 11_25(1).decx ] ITS Enterprise Informatio..  Apr1,2025 H
Explore agents
i . o, with dev 57 2025 :
B VAProspective student check-in form 2 Belinda with dev Mar 27, 2025 H Crenteagent
] Temp_SD_Analyst_ Position_Description-2019-1-11.docx me Mar 26, 2025 : ConveRations 4
8 Microsoft Phase 1_Project Scope [ 2, PMO_DS_Microsoft Feb 6,2025 H Pages v
— & Create
B Apps
Googles Doc
| @ word

BM Belinda Madali

e o &

» 3 All Bookmarks

Microsoft 365 Copilot app has a new URL: m365.cloud.microsoft. Update your bookmark if needed. Learn more

Create new

Blank document ATS bold classic resu... Industry manager re... Stylish teaching cov... Corporate recomme... Meeting notes Geometric student r...

See more templates =

Recommended >

Veronica Salvador edited this
Yesterday at 10:58 AM

Dee Singh created a task for you
May 29

Veronica Salvador edited this
May 21

D!

@

Email Communications Process Guide

Fumieg fPre Gotive Ematt

Communication Plans DRAFT 30 day M365 Wave 2 - Email to A&F Email Communications Process Guide (VS)

y file =

Filter

T upload = 89

Name Modified + Owner Activity

Communication Plans&3
(W] 2h ago

M365 Project-group

Belinda Madali ®

Dee Singh created a task for you

DRAFT 30 day M365 Wave 2 - Email to A&RFS2

o M365 Project-group 2h ago Belinda Madali (2 You frequently open this
Email Communications Process Guide (VS) -
, Y n
a M36S Project-group 4h ago Veronica Salvador (2 You recently opened this

DRAFT 2 - M365 All CSUEB Staff initial mail VS edits$3
o Jun3

M365 Project-group

Veronica Salvador (% You frequently open this

DRAFT - M365 All CSUEB Staff initial mail &2
a Jun3

M365 Project-group

Belinda Madali (3 You frequently open this



Example of New Document

Google Docs

« ¢ @ 2% docs.google.com/document/d/1WFy1lI2PieBsgZnOTX0ZRnnL0akJKgtb-j4f_sZdhpl/edit?tab=t.0 Q & ® o & (5]
88 [0 Emailand calendar [ MS365-2025Pr.. [J CSUEBsites [ Pioneer Insightst.. [ BaySync Smartsheet Premi.. @ [J ASiformsinfogat.. G Serving San Franci... myCalPERS - Login [ Imported [ Travel [JPM @ 5su N5 » [0 All Bookmarks
Untitled document ¥ ENeE @ share - 6
File Edit View Insert Format Tools Extensions Help
Q Menus & & @ A § 125% - | Normaltext - | Arial - B I U A 2 | [m] = uo v = # Editing B ~ (o]
®nnn i 8 2! 2 & L £l L £l v, i 1
&
Document tabs + @
B Tab1 -
E) Templates @ Meeting notes & Email draft & More
Headings you add to the document
will appear here. ]
]
+
Gl Document1 &g ks Q. Search for tools, help, and more (Option + Q) € .
File Home Insert Layout References Review View Help I Comments = Catchup = £ Editing
m A — §— - — y
~ D ~ 5 | Aptos (Body) v 12 v A A" B I g 'ﬁ ~ & w Aé e =V iz v = — v E] v Oo aEEEE] MNormal ~ O‘ ~ \Q, ~ _2_2' v
|

~

-

L



The Suite - Excel

Apps launcher - Excel Excel (New Layout)

l' Excel

8w

i Q) search

@ Preview: Excel for the web has a new home page. If you'd like, you can go back to the old experience. Learn More Go back X

o Find Microsoft 365 apps Welcome, Belinda Madali!

-~

! ] I /i
a——amee
o0 e W) ] i -
1l
Microsoft 365 Qutlook OneDrive Word Exce'E | Jump back in
Copilot ree = =
You last opened this Fri at 3:33 PM
m m a w E la Wave-Migration-Ordered-Task-List
PowerPoint OneNote SharePoint Teams Sway ¢ &3l Open in Excel

)
A

. I @ Create with templates

H R R Li Invoi Proji Bud Calend: Q Search templates
Forms Bookings Learning Calendar Mare apps e T anARement, Ju\ SN aancars

Time Sheet

January 20XX Uiy Tm [nyoice

a: a: G G- @

Document Workbook Presentation Survey Create more

T AM



Create new Excel Spreadsheet.

8 Excel

: @

@ Preview: Excel for the web has a new home page. If you'd like, you can go back to the old experience. Learn More Go back X
I lind dali! |
Welcome, Belinda Madali!
| 4
———
= e
(® Create blank workbook " Upload a file
Jump back in
You last opened this Fri at 3:33 PM
Wave-Migration-Ordered-Task-List
Open in Excel
Create with templates
Lists Invoices Project management Budgets Calendars Q Search templates
Time Sheet January 20XX piese Ve Farrs Tvoice S

Europa project Projectamt Th, 72772023
»

o - 1

Vankrsdal, Lid. Project

¥
¥53ls !f
s
i
i

i
|
3

I
Y533



Google Sheets vs M365 Excel

Googles Sheets

Untitled spreadsheet ¥

File Edit View Insert Format Data Tools Extensions Help

Q Menus 6 e & § 100% - 5 % 0 .00 13| Defaul. - B I = A % H E-4i-prA- oo B @ Y B I =~ ~
Al - K
B c D E F G H 1 J K L M N o P ] R
1 |Type "@Date” z&_ open date picker
2
3
4
5
8
7
8
9
10
1
12
13
14
15
16
17
18
19
Bl  Book & ~ R Search for tools, help, and more (Option + Q) e .
File  Home Insert Share Page Layout Formulas Data Review View Automate Help Draw (3 Comments | | = Catch up & Editing
O~ & aAptosMNarrow (.~ 11 ~ A" 2" B 7 U g D v &~ A~ A7 =~ S Wrap [E Merge~  General v v 0y 08 B By By gvdv | Ty v W Qv B~ o
Al v £ v
A B C D B B G H I I K L M N (] P Q R S T ¢ i W X Y Z AA AB
| —
7)
3
4
3
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7
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Hybrid life for now...

M365 Google

Mail Shared Drives

Calendar Tasks
OneDrive Groups

Chat w/ migrated Chat w/ non-migrated

people

Teams Photos [not belng
migrated]




We are here for you!

If there are any issues or extensive training needed.

Open a Service Desk ticket:

. Send email to:

servicedesk@csueastbay.edu

- Go to the Service Desk website to submit a ticket. BUT you may
find your answer in one of the links listed on that page:

WWW.csueastbay.edu/servicedesk



mailto:servicedesk@csueastbay.edu
http://www.csueastbay.edu/servicedesk

Groups

*** Google groups will m be migrated yet.

They will be migrated in the future.

If you choose to create new groups, do NOT name the
group something you use currently in Google.




Groups

“Groups in Microsoft 365 give you collaborative tools
help your coworkers, friends, or family work on a comm
goal. No matter what kind of account you create a Group
with, you can send messages to the group with a

dedicated email address and schedule events on a group

calendar. Adding Group members is easy when you

create a group or add them later.” ~ Microsoft


https://support.microsoft.com/en-us/office/add-edit-and-remove-members-of-groups-in-outlook-3b650f4a-5c9b-4f94-a1bb-0cca4b1091de

Create a Group

You can NOT create a Group yourself.

You will need to submit a Service Desk ticket to have

What you will need to provide is:

Name of the Group
Will this group be public or private?

Who will be the owner/manager? This person would:

o Add/delete members

o Give or remove access rights.



Outlook Groups

| = Outlook

o=
(&
o v Favorites - & New contact /7 Edit W
| ¥
1.  From Mail or Calendar m—— N
click “People” [ | | = g  tevconucs e o
P> Sent Items Turn on to start using the new Contacts
e - o features. Learn more
77 Drafts 3 N | o
& £3 Massmail 3 | W v {7 Favorites
-~ B SNOW - M365P... 1 | = & Your contacts
| 6o
- v Enldare b &2 Your contact lists
o
@ Deleted
& > Directory

2. Click"Goto Groups” .| Go to Groups




Groups
Outlook =

(=) —  Home View Help

() Home
o (

v Groups = Good evening, Belinda! £$ What's new
X - Achieve more with Outlook Groups s —
- Test for training-group 1 /
v B Outiook - CSUEBPM .. 1 //’7‘\ | Learn more | Send feedback
J

PM & SP & Belinda-gr... 8
o Frequently used groups
*

Test for training-group w Outlook - CSUEB PM & Partners...
I o Private group ¢ 1 member Private group ¢ 1 member >

a8 S 0 & S (] &3

You will see the groups you own or are a member of,



Managing Groups You Own

X
Test for training-group
Private group + 1 Members

|

Overview Members

About this group
| @ Description

This is a test training group .
Test for training-group

| . Email R

& testfortraining-group@csueastbayedu.onmicrosoft.com Private group + 1 Members
|

) Send Email

' Members (1) >

. Belinda Madal Overview  Members

All members
Apps > '
-~ ‘ A search &o Add members
6 Teams & Mail £o Calendar -
N R \Mdmambars
Name WOIE
% Groups [ Files @l Notebook |
B sie ¢ Planner | . Belinda Madali Owner

f Edit Group

1.  Double-click the group. 3. Clickthe Members Tab
2. You will see the details of the Group. 4. Click Add members



Managing Groups You Own

Add members to
Test for tra...

Add members to your group to
start collaborating. You can choose
to add colleagues, members of
existing groups or distribution lists,
or guests.

Who is a guest?

Guests are people from outside your
arganisation. Guests will get all email
messages sent to the group in their
inbox, and can collaborate on files in
the group

Add members
Glen

o View all members

Glen Alvarez
glen.alvarez@csueastbay.edu

Glen Taylor

glen taylor@csueastbay.edu
Glenn Tafolla

glenn tafolla@csueastbay.edu

| Close |

5. Type name under Add members.

6. Choose the person and choose Add.

Add members to
Test for tra...

Add members to your group to
start collaborating. You can choose
to add colleagues, members of
existing groups or distribution lists,
or guests.

Who is a guest?

Guests are people from outside your
organisation. Guests will get all email
messages sent to the group in their
inbox, and can collaborate on files in
the group.

Add members

Enter a name or email address

@ 1 member added successfully.

‘ Close ‘

fl View all members

3. Confirmation member was
added, click Close.




Managing Groups You Own

Test for training-group

Private group * 2 Members
= Send Email

Overview Members

All members

‘ £ Search & Add members

Name Role )

. Belinda Madali Owner v X
@ Glen Alvarez Owner v X

Member

Owner

5. You will now see the list of Members and their role.
6. To change the role of the member, you can click the arrow to
choose the new role.
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