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MICROSOFT 365
WHAT IS Microsoft 365?

Microsoft 365 is more than a program, It is a Microsoft hosted environment used to facilitate document sharing
and tfeam collaboration. Unlike fraditional programs, It is hosted in the cloud, not on of our local desktops, and
we connect to it using an infernet browser. Your Microsoft 365 site has several Apps such as Outlook, Calendar,
People, and OneDrive to store and share your work in one convenient, secure location.
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THE CALENDAR APPLICATION

Selecting the Calendar at the bottom left allows you  In the fop right you can change the view to a day,
to view and modify your calendars. Right clicking a work week week or month view. You can also

calendar allows you to share it. share or print your calendar.
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THE PEOPLE APPLICATION
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THE ONEDRIVE APPLICATION

Select the OneDrive App to access your 50 GB
cloud based storage.
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THE ONENOTE APPLICATION

Select the OneNote App to create and store
documents such as handbooks or recipe books.
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Notebooks are organized by Sections and Pages.
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Any notebooks that are shared with you will appear on
the OneNote homepage under Shared With Me.
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SHAREPOINT

SharePoint is a web-based collaborative platform
that integrates with Microsoft Office, and is used as
a document management and storage system.

0365 is a fighter, cleaner, more recognizeable
version of SharePoint.
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