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Welcome to SharePoint Online 2013

SharePoint Online (SPO) is a collaboration tool that gives users the ability to share documents and other
information and to easily communicate with each other. SPO allows you and your team the ability to
share files, edit documents and communicate across the team online and in real time. This is especially
useful if team members are in different units and departments — or are external consultants.

The purpose of this document is to acquaint you with some basic SharePoint features that will help you
use SharePoint Online to store, share and access information, documents and materials.

With SharePoint Online users:

e Have one place for documents, a notebook, calendar and a site newsfeed
e Can follow a person, a document, a project

e Can share, edit or create new documents

e Can access your team site from any City-approved device

With SharePoint Online, files are organized, stored securely in the cloud and accessed by almost any City
owned device such as desktops, laptops and mobile devices as long as an Internet connection is
available. Of course, with this level of access, follow best use practices to protect City information.

This document focusses on SharePoint Team Sites and provides basic information on Office Online.

NEW TO SHAREPOINT ONLINE?

Your SPO Points of Contact

e For program management requests, troubleshooting, and high-level information — see Appendix A
e For coordination, training and materials requests, questions and information — see Appendix B
e For SPO support, contact your Department Site Collection Administrator — see Appendix C

ACCESS AND NAVIGATE SHAREPOINT ONLINE

There are TWO ways to access SharePoint Online Sites:

1. Login to your department’s SharePoint Online from your Browser
2. Receive an email from a Site Collection Administrator (SCA) granting permission to a Team Site

Login from Your Browser

QUICK LOGIN: http://mysite.seattle.gov - takes you right to the Landing Page.
Office 365 @ IIIty of Seattle ¥ | ? | AntonJoanne ~

| Office 365 Landing Page/Portal l

Collaborate with Office Online

L]
Ela |8 | |08 |8 | @2
PowerPoint
Newsfeed OneDrive Sites Delve Word Online Excel Online Online
OneNote Online

Oh hey, Joanne.



http://mysite.seattle.gov/
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NOTE: If you are logging in from OUTSIDE of the City network, you will be prompted to login to validate that

you have an active City account.

password:

P rjug: ‘“““L,

Photo by Flickr user pe de |‘}\r>.

© 3008 woesen

2 m—

@ seattle.gov

b your
Enter email address

Enter’network password

<« Click here

1 the ity of Seattle and is

1. The Office 365 User Access Portal/Landing Page opens - Portal to all Office 365 apps. (Please Note:
Images on the Landing Page routinely change)

@) City of Seattle

Office 365

Collaborate with Office Online
Let's get stuff

done.

OneNote Online

II
B |||

Anton, Joanne

Install Office on more devices <+—f

On a PC or Mac: Install

Desk for information

Please contact your Service

Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

2. Components of the 365 User Access Portal:
— APP LAUNCHER: Click to navigate between Applications

G Lity of Seattle

Two
ways to
navigate
between
sites and

apps

HELP BUTTON: Click to search for answers to questions

5

COLLABORATE Click to access Sites and Apps

.

—> SETTINGS: Change Themes, etc.

Change theme

Office 365 settings

Feedback

~ YOUR PROFILE PAGE

Anton, loanne

E] Collaborate with Office Online

Click here for details or if
printed, go to end of document
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Invitation to Your Team Site by Site Leader Permission

The majority of City employees will begin to use SharePoint Online (SPO) as a Team Site, similar to how they
collaborate with their team on a shared network drive. Therefore, this document will focus on how to access
and start using a Team Site.

A Site User must be invited by email to join a site by the
Site Collection Administrator, who directly oversees the site.

Types of Permissions

Permissions are rights that a Site Collection Admin grants to individuals or groups to access a Team Site.
Permissions vary by the type of actions you are allowed to perform on the site required by your job.

Below is a brief and small sampling of common Permission Levels

Site User:
e Read: Users can view pages and download documents
e Contribute: Users can edit items, like documents, PowerPoints, and Excel spreadsheets and add lists
e Edit: Users manage lists
Site Leader:
e Approve: Leader can edit and approve pages, lists, and documents

e Design: Leader can view, update, delete, approve, and customize site pages

Site Collection Administrator (SCA):

e Design: SCAs can create and edit sites, apply themes and borders
e Manage Access: SCAs can control and change site permissions — have full control of site

Email from a Site Collection Admin Granting Site Permission

When an SCA creates a site for your team, they will send you an email granting you permission to the site. Click
link next to Go to to enter the site and click Follow to receive site updates on your Newsfeed.

H T & 5 West Bonnie has invited you to '0365 Program Management Tea... ? EH - O X
MESSAGE

= 2 Reply [EQ ‘_. Move to: 7 Vo E- | B3 Mark Unread a’% # q
EaReply Al G5~ | E3 To Manager - it 1ix Categorize - 5
& - Delete | = - Maove Translate Zoom
] } Forward [~ Team Email M - EP- | |™ Follow Up~ . [3 -
Delete Respond Quick Steps I Move Tags o Editing Zoom | A
Tue 2/17/2015 1:00 PM
West, Bonnie <Bonnie.West@seattle.gov>
West, Bonnie has invited you to '0365 Program Management Team'

To Anton, Joanne

Cc B West, Bonnie

Here is the link to our team site called 0365 Program Management

Go to O365 Program Management Team

Follow this site to get updates in your newsfeed.

(& West, Bonnie West, Bonnie has shared 'EXO_ARC Training Matrix' D E ~

Page |3 6/18/2015
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The Team Site Page

After your Site Collection Admin has granted you permission to the Site, login and click SITES, select your Team
Site Home Page. NOTE: There is no one “look” for a Team Site Page. Team Sites will vary by requirements, so
the SCA will design the look and components of your Team Site based on the team’s scope of work

1] 2] 5]

Office 365 ‘ Sites

@ e o
@) City of Seattle

| el | ? Anton. Joanne ¥

Remington-C, Chris-c
Welcome to SharePgint Online, everyone!
Fridsy, October 24, 2014 Like Feply -~

\ Anton, Joanmne Hice to have you with the site!

Friday, October 24, 2004 Lke -~

| Add a reply

o 6 6"t 0 6
-

EF Sample Team ¢ ® oo - 7|
Home Calendar Documents
Natebook oo &5 e Locasion  Start Time End Time All Day Evert @new 1 upload & edit ) share
Documents Submit Weekly Report e 2/13/2015 1200 FM  2/13/2015 1:00 PM v D
Recent Han

Project Tacks 4 Previous Net b 5 SharePoint Quick Tips

Announcements @ Dreft Glossary

Calendar Newsfeed Bl SharePoint Quick Reference Guide
Site Contents | Start a conversation g4 Class roster
Recycle Bin g5 Mesting Agenda
# EDKT LS gl Anton, Joanne . .

h Colabarating on Team Sites s sasy and efficiant Crag files here 10 upioad
Abcut 3 minute ago Lke Reply =

o

Project Tasks

Anton, Joanne
| Starting policy research

Fridsy, October 24, 2014 Like Reply =

SHOW MORE POSTS

February 37 February 18

Rarvica PowerBoire Presantation
07 - 3:

v [ Tekneme Dus Daze

[0 Revise
PawerPaint
Presentation

Axtignad To

« February 20

App Launcher: Access links to Sites & Apps.
Office365: Takes you to the Landing Page

Sites: Links to sites that you follow or create. It
also provides links to suggested sites based on a
compilation of search results.

4. Settings: Change Themes, Colors, etc.

5. Help: Click to search for answers to questions.
6. About Me: Your Profile

7. Browse: Displays site

8. Page: Toolbar for additional settings

9. Share: Share site with others

10. Follow: Follow people or items.

11. Edit: Ability to edit site (by permission of the Site
Leader or SCA).

12. Focus on Content: Hides Quick Launch and Graphics.

13. Search: Ability to search for people, documents,
videos, sites etc.

14. Quick Launch: Links to navigate between the
current features on the site.

a. Notebook: OneNote to take and
organize notes

b. Documents: Link to files and folders
Recent: Recent items added to site

d. Site Content: Apps —available to Site
Leader or SCA.

e. Recycle Bin: Deleted items
15. Calendar: Can be configured by timeline or grid

16. Documents: Central location to store and
access files & folders.

17. Newsfeed: Posts of conversations and
activities. Only team members can view the
posts in a Team Site newsfeed.

18. Project Tasks: List to capture action items and
deadlines

Page |4
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DOCUMENTS

One way to get started using SharePoint Online (SPO) is to UPLOAD documents from your network drive(s) onto
Document Libraries. Documents are stored in Document Libraries. The TEAM SITE LIBRARY is the central
location for folders, files and other content created by your team.

Browse to Upload a Document from Network Drives or Desktop

1. Click Documents from the Quick Launch links on the left.

2. The Documents Library opens.

Sample Team Site

Documents

@new 2 upload & sync

All Documents ==« 2

v [ e

l/ SharePoint Quick Tips k I - About a minute ago Anton, Joanne
@5 Class roster . 4 hours ago Anton, Joanne
@5 Meeting Agenda - 4 hours ago Anton, Joanne
_'D_ SharePoint Quick Reference Guide 1t - 4 hours ago Anton, Joanne

3. Click Browse and select a file.

Home

Notebook

E‘SC.T’IE"E@

e ———
Project Tasks
Announcements
Calendar

Site Contents

If added, click the Destination Folder. This saves you a step.
Click Upload. If not, go to next step

a. If you opened the Destination Folder, the Folder Name will be visible in the Destination Folder

field. Click OK.

Choose & fils

Drestination Folder

Add a document

‘ GAEITVO365 Program Work Area\Training\Joznne's Offi[Erowse... ||

pload files using Windows Explorer instead

Overwrite existing files

[ /SharePoint Quick Tios/

Choose Folder...

A
ok

b. If you didn’t start by opening the Destination Folder, click Choose Folder to designate a

Destination Folder. Click OK at Choose Folder and OK at Add a Document.

4. The File is successfully uploaded.

Sample Team Site

@ new

All Documents

v [0 Name

Documents » SharePoint Quick Tips

2 upload

Ssync  Aedit  Fmanage @ share

| Find a file ,0|

Meodified Modified By

I & sharepoint-2013-cheat-sheet 3% I e

& minutes ago M Anton, Joanne

Page |5
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Drag and Drop to Upload from Network Drives

Dragging and dropping files is a quick and easy way to upload documents from your network drives to
SharePoint Online.

1.

Open the Folder in the Document Library where
the files will be dropped. Notice “Drag files here
to upload”

Sample Team Site # EDIT LINKS

Documents » O365 Training

@ new

2 upload @ sync # edit

All Documents  ««» | Find a file

2

v [ Name Modified Modified By

Drag files here ta upload

# manage < share

On top of the SharePoint Online Document Library, open the Folder in the network drive that contains the

files to be Uploaded and select the files.

To Select Consecutive Files, (grouped together)
click the first file, press and hold the Shift Key and
click the last file. All the files in-between will be
selected.

Sample Team Site # EDIT LINKS
Documents » O365 Training
@new 2 upload & sync
All Documents  ««« Find a file il
v D Name Modified Modified By

O share

. . Data Folder (G:) » EIT » 0385 Program Work Area » Training » Joanne's Office 365 » - [ 4
To Select Non-Consecutive Files, (not grouped z 2 L]
In New folder
together) press and hold the Control Key and click = ome : Datemodified | Type e
. %] 0365 Timeline and Scope.pphbc 8/15/2014 5:43 PM Microsoft PowerP... 294 KB
each file you want to select. 5 0265 Traning Mansgement Team Char.. 6/7/Z014 613 M Micromft Word3.. 26218
EOJGS Training Plan - Initial.doc 8/25/201410:34 AM  Microsoft Word 9... 427 KB
A IujOff%eBGS Motes for FAQs and Crosswalk..  7/8/2014 3:36 PM Microsoft Word D... 16 KB
3. Drag Files to SharePoint Online and be sure to drag until the “Drop here” message appears.
Documents » O365 Training
[V
. 3 Drop here
|3 Move |
@Qd » Computer » DIT Data Folder (G » EIT » 0365Program Work Area » Training » Joanne's Office 365 »
Organize v [ Open Bumn New folder
¢ Favorites “ Name Date modified Type Size
Ml Desktop ] 0365 Timeline and Scope.pptx 8/15/2014 5:43 PM Microsoft PowerP...
& Downloads EOEESTrammg Management Team Chart...  &/7/2014 4:19 PM Microsoft Word 9..
| Recent Places E0365Trammglﬂanrlmm\du( 8/25/2014 10:34 AM  Miicrosoft Word 9.
N_L‘ Office 365 Notes for FAQs and Crosswalk..  7/8/2014 3:356 PM Microsoft Word D...
4. Files are successfully Uploaded to your SharePoint Online Document Library Folder.
@new 2 upload € sync Q) share
All Documents  «- Find a file o
v D Mame vicdified Modified By
%] ©365 Timeline and Scope % «ee & hours ago Anton, Joanne
M| ©365 Training Management Team Charter DRAFT v02 3 == 4 hours ago Anton, Joanne
M 0365 Training Plan - Initial 3 ««« 4 hours ago Anton, Joanne
fE Office 365 Notes for FAQs and Crosswalks == 4 hours ago Anton, Joanne
Page |6 6/18/2015
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Share a Document

1. Click to the left of the document icon to activate action links. Click Share.

@new 2 upload Esync Ledit  F manage

All Documents === | Find a file 0 |
v D Mame I odified Modified By
.'"E.‘ sharepoint-2013-cheat-cheet 3 === bminutes ago M Anton, loanne I

2. Click Invite People, start entering a name (SharePoint Online will find the name), give Edit or View rights, and

click Save.
Share ‘sharepoint-2013-cheat-sheet’ *
&% Shared with I West, Bonnie, B Smith, Shannon, B Remington-C, Chris-c, and 1 more
I lnvitelpeople I NBlood. Bruce x I Can edit n
Shared with ! Canedit |

Thought you'd like this reference guide,

SHOW OPTIONS

3. Toview who has permissions, click the Ellipsis next to the document name.

Sample Team Site # EDIT LINKS SharePoint Quick Reference Guide.pdf *
Documents
Tech Tips by
ol = MESSAGE
@®new 2 upload & sync dlhipIon @Ps
All Documents === Find a file ﬂ
v O neme i
SharePoint Quick Tips -l 3 SHAREPOINT
@& Class roster J o ONLINE AND 2013
& Mecting Agenda vy , DUICK REFERENCE GUITDE

|

[Z  SharePoint Quick Reference Guide s
Changed by you on 10/24/2014 9:53 AM

Shared with B West, Bonnie, M Smith, Shannon,
Remington-C, Chris-c, and 1 more

https://seattlegov.sharepoint.com/sites/per-training/Shared % 20L "

OPEN  SHARE FOLLOW

View a Document

There are two ways you can View and Edit a Document. You can View a Document in Word Online or in “full”
Word 2013 installed on your computer.

What is the difference between Word Online and “full” Word?

Page |7 6/18/2015
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e WORD ONLINE is a “lightweight” version of Word that gives you the ability to create documents and edit
documents with very basic editing features. For example, you can format, create tables, insert pictures,
header or footers, and adjust margins and spacing. Because this is an Online version of Word used within
a browser, you don’t need to have Word installed on your computer.

Some great perks to WORD ONLINE are:

= Co-Authoring: You and your team can work on a document together in real time, view each
other’s edits and make comments as you go along.

= Saves Automatically: Office Online applications save automatically. When finished, click the

Back Arrow to return to the Homepage.

e FULL WORD is the version of Microsoft Word 2013 installed on your computer.

View in Word Online:

1. Click the document name. @ Draft Glossary % wes  Afewseconds ago W Anton, Joanne

2. Document opens in Word Online.

ma Word Online | sample Team site Draft Glossary

FILE EDIT DOCUMENT - PRINT SHARE FIND COMMENTS

Office 365 Glossary

Office 365 Cloud-based services hosted by Microsoft. The City uses a set of
these services including Office Online, SharePoint Online,
OneDrive, and Exchange Online.

The Cloud A remotely-hosted repository of files, applications and services.
These are not stored on hard drives or City-hosted servers. The
physical ITinfrastructure is managed off-site by Microsoft,

3. From here you can View or Edit in “full” Word or in Word Online.
View in Word

For a deeper dive into more advanced functions such as Table of Contents,
you need to open “full” Word.

ﬂa Word Online = sample Team site

FILE EDIT DOCUMENT - FRIMT SHARE FIM

\ 4

1. Click Edit Document and then click Edit in Word. E‘ Edit in Word
Use the full functionality of Microsoft
Word. L\,
vg Edit in Word Online
"5 Make guick changes right here in

2. If a Security window opens — click Allow. your browser.

Internet Explorer Security | = |

A . . @ A website wants to open web content using this
NOTE: Depending on your configuration, program on your computer

you may or may not see this Window. e

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

Name: Microsoft Office 2013

Fublisher:  Microsoft Corporation

[F] Do not show me the warning for this program again

3. The document opens in “full” Word on your computer.

Page |8 6/18/2015
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Edit a Document and Download a Copy or PDF

1. Follow the same steps as View in Word Online or View in Word.

2. HOT TIP! If you Edit in Word Online, you don’t need to Save. Click File > Save As to see that SharePoint
Online is saving the document automatically.

Save As

Where's the Save Button?

E There's no Save button because we're automatically saving your document.
d

Download a Copy
Qﬁ This document saves to the cloud. Click here to save a copy to your computer.

Download as PDF
(e

mElm | Download a copy of this document to your computer as 3 PDF file.

A

l

3. HOT TIP! You can Download a Copy or as PDF from here.

Syncing Content to Your Work Computer or Laptop

Sync to your Work PC or Laptop:

SYNC ONLY DOCUMENT LIBRARIES are Synced FROM your SharePoint Online Team
TO CITY DRIVES Site. You can’t Sync an individual folder or file from SharePoint Online.
B“;Zu ments
@new 1 upload
Syncing Libraries from SharePoint Online Eh:“‘b;“ gglg .Etm;m
1. Click Syncin your In your Document Library.
X

Sync this library to your device for easy

aCCess.,
2. Click Sync Now. =] Syncq%w

Get the OneDrive for Business app that's right for me

Z& Microsoft OneDrive for Business o o

Sync the library ‘Documents’ from testteam?
https://seattl /e /Shared%20D: it

You'll find your documents under Favarites in Windows Explorer,

We'll save the library here:
C\Usersiantonj

3. Click Sync Now one more time. |

I Sync Now I Cancel

Page |9 6/18/2015
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4. Files begin to Sync. They are being Synced to & Mirosoft OneDrive for Business b
your C:\ Drive and a SharePoint shortcut is Your files are syncing as we speak. Go take a look

. d watch th in.

added to your Favorites. and watch them come in

You can actually watch them Sync.

C\Users\antonj\ShareFoint\testteam - Documents

I Show my files... I

5. SharePoint is added to your Windows Explorer
and the green check mark confirms the files
synced successfully. a'} Sample Team Site - Documents

4 @ testtearn - Documents

4 E> SharePoint

Windows Explorer Icon in Taskbar: ) Photo Library

#. Pictoral Essay

#. Reference Materials

If you have problems or questions regarding Sync, call 4-HELP.

6. To Save in AN ADDITIONAL SITE in Favorites, go through the Sync steps and open the Folder —in this
case, it's testteam — Documents

7. Scroll up to Favorites and right-click Add Current Location to Favorites

4 .7 Favorit
avorites Collapse
Bl Desktop
Sort by name
4. Downloads
‘| Recent Place Restore favorite links
& Cnelrive - ( Open in new window
E> SharePoint
SPO Trainin

8. The Document Library is Added to Favorites

The advantage of Syncing is you can access documents from
SharePoint in FAVORITES without logging into SharePoint Online.

Remember, you MUST be connected to the Internet to Sync.

AND, if you’re working Offline, like in an Airport without Internet access,
your document(s) will Sync as soon as you login to the system upon your return.

Page |10 6/18/2015
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Versioning

Versioning tracks and manages information in a document as it is changed and edited. This is especially useful if
multiple people are working on the same document. Versioning allows you to view, recover earlier versions and
identify the dates and see who changed the text in the document.

. - Docupnents|» Settings
1. To view a document’s version history select the Document. 0

Modified

2. Click the Ellipsis next to the Modified column. Emmmmmagﬂ Click the next Ellipsis| EPT SHARE  FOLLOW J

3. Click Version History in the More Actions list. View Properties [
Edit Properties
H 1 1 View in Browser
4. View Version History.
x Edit in Browser
Version History
Check Out
Delete All Versions | Delete Minor Versions Publish 2 Major £
Version
Mo.d Modified Moadified By Size Comments VEIsiGn‘[ﬁ)ilery
03 : 768 KB
9/11/2014 10:40 AM M Anton, Joanne o e
_L—
02 9/11/2014 10:38 AM B Anton, Joanne 7717 KB i
Download a Copy
01 9/11/2014 9:55 AM B Anton, Joanne 7743 KB
Follow

Shared with

5. Version Types: =

a. Major Versions: Numbered versions where a new version number is assigned each time the
document is opened. Major Versions end in .0, as in 1.0.

b. Minor Versions: Draft Versions that end with a number, asin 1.1. Views are restricted - users
must have permissions granted by the Site Leader to read Minor Versions. A document can be
changed to a Major Version when it is ready to be reviewed by a wider audience.

More Actions: Properties, Downloading, Deleting

A list of additional commands and actions relating to your document.
View Properties

e Click both Ellipses. The More Actions gives you these options: e=——p | et properties

— _ e Coy View in Browser
@®new Fupload & sync

All Documents ~ += Find a file Edit in Browser

v [0 Name

Draft Glossary 3 E

Check Out

Compliance Details

0 racEioF2 B- H Workflows

Changed by M Remington-C, Chris-c on 9/11/2014 3:43 PM
Download a Copy

Shared with lots of people

https://seattlegov.sharepoint.com/sites/MOS/_layouts/WopiFram| '@ Follow

Shared With

More actions Delate

e Notice all the things you can do from the More Actions Ellipsis. Common actions:

EDIT  SHARE FOLLOW

a. Download something from SharePoint Online to your computer
b. Share something with someone
c. View or Edit Properties

d. Delete a document
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Search

Search conversations
Search is the ability to find things. The Search field is near the top right of the screen. Everything
Click the Down Arrow to view all Search categories. The examples below are partial pecple
results for searching ARTS in each category: ;
Conversations
| This site

1. Search Everything: o 2]

Everything | People Conversations Videos

Preference for results in English~

Monday's Meeting and Event Memos

Sandra Jackson-Dumant, Deputy Director, Seattle Arts Museum, ARTS Commissioner
Sandra is the Deputy Director for the Seattle Art Museum ...
seattlegov.sharepoint.com/.../Monday’s Meeting and Event Memos....

Sunday Event-Meeting Memos and Materials

Asian Pacific Islander Heritage Month Celebration and Hum Bow Eating Contest
Langston Hughes African American Film Festival Closing Event Sunday Event/Meeting
Memos and ..

seattlegov.sharepoint.com/../Sunday Event-Meeting Memos and Materi...

2. Search People: e o

Everything |People] Conversations Videos

Preference for results in English

IQ_ARTS

1 ART
CSR_ARTS

/(Q\‘ ART

3. Search Conversations:
Iar‘ts I ,O‘

In this case, ho match Everything Pecple I Conversationsl Videos
. . Preference for results in English =
found in Conversations. i

Nothing here matches your search

Suggestions.

+ Make sure all words are spelled correctly
= Try different search terms

+ Try more general search terms

= Try fewer search terms

= Try these tips for searching

4. Search Videos: ]
Everything People Cnnversaﬂonslvideosl

Preference for results in English~

In this case, no match
fOUnd in VideOS. Nothing here matches your search

Suggestions

= Make sure all words are spelled correctly
* Try different search terms

= Try more general search terms

= Try fewer search terms

= Try these tips for searching
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NEWSFEED

Newsfeed is a one-stop shop where you or others can start conversations, post documents, videos, and or links.

There are two types of Newsfeed:

e Team Site Newsfeed: Content posted by team members relat

ed to work teams or projects, or updates

when someone edits a document, updates on activities or posts about relevant articles or links.

e “Citywide” Newsfeed: “Share with Everyone” conversations visible to ALL employees in the City of Seattle.
You can see conversations started by people even if you're not following them. This should be used with
caution so information confidential to departments or projects are not broadcast across the City.

Post to a Team Site Newsfeed

1. To Post to your Team Site Newsfeed, click in the
Start a Conversation field.

Newsfeed

G Lity of Seattle

BROWSE  PAGE

H) Sample Team Site # EDITLNKS.
Sample Team Site

Homa) Calendar
Notebook
O O &y e Location Start Tine ena Tene
Documents There are 1o items to show in this view of the “Calendar* list. To add a new item, dlick “New".
Recent

. previous
Project Tasks

Start a conversation

A

2. Enter the text and click Post.

A 4

Newsfeed
Calendar

Site Contents Start a conversation

Recycle Bin

|_ = ‘\l Anton, Joanne
# EOTUNGS IR Cotebrsingon T Stes s sy st efcies

ddmsago ke Reply —

Newsfeed

This is a sample post to the Newsfeed.l

(o Fost

3. Your message posts to the Team Site Newsfeed. Only team members with access to this site can read

your post.

Anton, Joanne
This is a sample post to a Team Newsfeed
Afew seconds age  Like Reply -

Post to the “Citywide” Newsfeed — Share with Everyone

1. Click the Menu Button Newsfeed on the blue Header Bar and select Newsfeed.

WO

Gy Cityof Seattle

Let's make a

Collaborate with Office Online
difference .
= Qals|s]e]a[e]a)
[

2. Enter your text, share with everyone and Click Post.

I Share with everyone ~ I

This is another post to the Newsfeed

Rost.

3. Message posts in Newsfeed. Following Everyone Mentions

R Anton, Joanne > Portal Test
|| This is another sample post to the Newsfeed
Afewsecondsago Like Reply -
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IMPORTANT! Change Your Newsfeed Settings

Why change your Newsfeed Settings? TO PREVENT UNWANTED EMAILS FROM FLOODING YOUR INBOX.

Select activities that you want to be notified about in an email and which of your activities you want to share.
You can also control whether people will be able see who you follow and who is following you.

1. Click the Down Arrow next to your Name on the top right in
the blue header and select About Me.

I'm following

Newsfeed

2. Click Edit Your Profile.

OneDrive Sites

8

people

% edit your profile

0

documents

Anton, Joanne
Joanne.Anton@sesatilegov

My Settings

Email Joanne.Anton@seatile.gov

3. Click the Ellipsis next to Details and select Newsfeed Settings.

Edit Details

Basic Information  Contact Information Detailsm

Newsfeed Settings {b I

Language and Region

4. By default, all the settings will be selected. UNCHECK the setting in Email Notifications, People | Follow
and Activities | want to Share in my Newsfeed that you do not want activated and check ONLY the email
notifications you want to receive. The fewer Activities you share — the fewer emails you'll get in reply.

5. Click Save All
and Close.

6. This Notice will appear - click OK.

Edit Details

Basic Information Contact Information Newsfeed Settings

Who can see this?

Followed #Tags ‘

|'a

Stay up-to-date on topics that interest you by following #tags. Posts with these

#tags will show up in your newsfeed.

Email Notifications  [#]Someone has started following me
Suggestions for people and keywords I might be interested in
Someone has mentioned me
Someone replied to a conversation that I started
[¥]someane replied to a conversation that I replied to
Someane replied to my community discussion post

Pick what email notifications you want to get.

People I follow
you when they view your profile.
Activities I want to

share in my
newsfeed

Share all of them (D
Follewing a person
Follewing & document or site
Follewing a tag
[l Tagging zn item
Birthday celebration
[ 1ob title change
Workplace anniversary
Updating your "Ask Me About”
Posting on a note board
Liking or rafing something
New blog post
Participation in communities

TIP:

Pick the activitles you want to tell people bout.

Allow athers to see the people you're following znd the people following

Be selective

Everyone |7

Everyone

Everyone

Save all and close

Cancel and go back

Profile Changes

Your changes have been saved, but they may take some time to take effect. Don't worry if you don’t

see them right away.
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FOLLOWING

You can Follow documents and people. Following People allows you to track posted conversations in
Newsfeed. Following a Document allows you to track updates and bookmark the document so you can find
quick and easily — if you Follow a Document, you don’t have to search for it.

1. To see the list of people you're following click the number below I’'M FOLLOWING.

I'm following
2. The site displays people you are following and suggests others to follow. oeople
To Follow more people, click Follow Multiple People.
People I'm following
I@ follow multiple peoplel Suggested People
I'm following (6) My followers (3) [ Kaku, Clinton
P 7+ Follow
] 31‘ Kaye, Robert
Above and Beyond [ ::;‘zv:tﬂ Ginger
ﬂr;uwluv; e
Duggal, Aditi E‘ Yuen, William
Bl s Follow
% Lilly-Harris, Jacqueline I g&sj]s;jyaﬂ
Hellol I'm herelll
. MORE
Packman, Paige
Remington-C, Chris-c
|: Testing out this feature to see if there's a conversation to have?
% West, Bonnie
Aaiial T
3. Enter names of people you want to follow — Follow People x

|aSt name firSt - and CliCk FO"OW. .—> Follow peaple i get updates about them in your newsfeed.

Smith, Shannon x jacobson ‘

ADMJohn Jacobson
Jacobson, Ju%
T Architect

Jacobsan, Joy

Jacobscn, Ray

Shawing 4 results o

4. They're added to the list.

People I'm following

@& follow multiple people
T'm following (8) My followers (3)

A7~

IH Above and Beyond
[H Duggal, Aditi
u} W Jacobson, John
Lilly-Harris, Jacqueline
Hello! T'm herelt!
H Packman, Paige
Remington-C, Chris-c
Testing out this feature to see if there's a conversation to have?

Smith, Shannon

West, Bonnie

Page |15 6/18/2015



(C’) City of Seattle SharePoint Online Basics for City Employees DolT Office 365 Project

5. To Follow a Document, click the Ellipsis next
to the document name and click Follow at Gt oy OCM Project Profile docx Ry
. . Documents » OCM Planning ¢

the Bottom of the View Window.

@new Fupload & sync #manage O
All Documents  +++ Find a file P

6. Click OneDrive. ¢ D e

@ Backup Copy - OCM Essentials Plan and Timeline v03a  wss |

Copy of 0365 Data r

a trix .
85 OCM Project Profile B mot10r R
I

Office 365 Sites

Office 365 Data Risk Tracking Matrix_BB 5

Changed by m Remington-C, Chris-< on 9/12/2014 2:40 PM
) Office 365 is Coming to DalT this Week \

Shared with lots of people

\% r DT SHARE | FoLLgw

Newsfeed OneDrive

7. Click Followed.

Documents
Recent

Shared with me

Followed {b |

Recycle bin

Docs I'm following

8. The Document appears in Docs I’'m Following.
L OCM Project Profile
m https://seattlegov.sharepoint.com/sites/cos/ent...
Stop following

ADDITIONAL FEATURES - CALENDAR ooy
Q‘Iy Mayor

This section covers the basic functions of your site Calendar. Use the Team Site Calendar
to schedule team events and activities.

Home
Notebook

Documents

View a Calendar

Recent
1. Click Calendar on the Quick Launch column to access the Calendar. Discover SharePoint

BETA

Site Contents

2. A full view of the current month Calendar will display.

@ Mayor Murray's Office Search this site - 0 ‘
N
9 Calendar

] 3
AT @ @' September, 2014

Jan Feb Mar

Apr May Jun SUNDAY MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SATURDAY

Jul Aug Sep 31 1 2 3 4 5 | 6

Oct Nov Dec 12:00 pm - 12:30

Test
Today is Wecdnesday,
September 10, 2014
7 8 9 10 11 12 13
Calendars in View
Home 14 15 16 17 18 19 20
Notebook
Documents
Tasks 21 22 23 24 25 26 27
Calendar
Recent
+add

Discover SharePoint 28 29 30 1 ) 3 2

BETA
Site Contents
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Add a Calendar Item

19 20
1. Click on or hover over the date and click the *Add link.

2. Fillin the Calendar — New Item window. Click Save. 26 % b

Calendar - New Item x
EDIT
E a oy K Cut [uﬁ ABC
D E Copy \/ L\>
Swe el Paste A speling
B -
Commit Cipooard  Actions | Speling
Title Seattle Animal Shelter Appreciation b
Location Bertha Knight Landes
Start Trme * o/19/204 B [3pm 7] [oo]7]
End Time * 9/19/2014 & [apm [2] [0o]7]
Description
Event honoring Shelter staff and volunteers 1
Category ®
@ Specify your own value:
Special Recognition Event
All Day Event [T make this an all-day activity that doesn't start or end at a specific
hour.
Recurrence [C] Make this a repeating event.
Save Cancel

.
Edit Calendar Item e | ven | cisouconmes
1l Version History | . Aert Me
o |57 Shared With & Workfiows
1. Click the Calendar Item to open and click Edit Item |l fxoeeeren
Manage Actions
from the View Tab.
H
ome Title ‘Seattle Animal Shelter Appreciation
Notebook
Location Bertha Knight Landes
Documents
Start Time: 9/19/2014 3:00 PM
Tasks
. End Time 9/19/2014 4:00 PM
2. Make the needed changes and click Save. Calendar - _
Site Contents Description Honoring Shelter staff and Volunteers
Category ‘Special Recognition Event
# EDIT LINKS
All Day Event
Start Time * - >
me o/19/2014 EL] Recuence
- Content Type: Event
End Time Created at 9/10/2014 3:59 PM by Bl Anton, Joanne m
Last modified at 9/10/2014 400 PM by Bl Anton, Joanne
Description
A AlB £ U | b e
Honoring Shelter staff and Volunteers 20
25
35
40
45
50
Category ® 55
@ specify your own value:
Special Recognition Event
All Day Event Make this an all-day activity that doesn't start or end at a specific
hour.
Recurrence Make this a repeating event.

Created 2t 9/10/2014 3:59 PM byl Anton, Joanne
Last modified at 9/10/2014 4:00 PM by Bl Anton, Joanne
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Delete a Calendar Item

BROWSE VIEW CUSTOM COMMANDS
F‘ @l Version History | 2 Alert Me
. . E= &% Shared With & Workdlows
1. Click the Calendar to open and click Delete Item. £ o]
Manage Actions
Home
Title Seattle Animal Shelter Appreciation
Notebook
. . Location Bertha Knight Landes
2. Click OK on Message Window. Documents
Start Time 9/19/2014 3:00 PM
Tasks
Calendar End Time 9/19/2014 4:30 PM
Site Contents Description Henoring Shelter staff and Volunteers
Message from webpage Ié Category Special Recognition Event
# EDIT LINKS
All Day Event
- Y
@ Are you sure you want to send the item(s) to the site Recycle Bin? Recurrence
h Content Type: Event
Created at 9/10/2014 3:59 PM by Bl Anton, Joanne
Last modified at 9/10/2014 4:43 PM by B Anton, Jeanne
[r—

Sync to Outlook Calendar svrs | cugons

Portal Test calendar
1. Click the Calendar Tab near the top left.
2. Click Connect to Outlook CE%@
Dg w;.-.-m 8 Export

Connect to Qutlook

Synchronize items and make them
available offline using Microsoft
Outlook.

3. If syncing with Outlook for the first time, ) .
this window opens. il i [

Do you want to allow this website to open a program on
your computer?

From: seattlegov-my_sharepoint_com
Program: Outlook [desktop)

Address: stssyne/fsts/?
ver=1.1&type=calendar&cmd=add-

Always ask before opening this type of address

F | Allowing web content to open a program can be useful, but it can
b
\a

1

potentially ham your computer. Do not allow it unless you trust
- the source of the content. What's the risk?

4. Click Allow in the Security Window.

Internet Explorer Security @

@ A website wants to open web content using this
/ program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

Mame: Microsoft Outlook

Fublisher: Microsoft Corporation

7] Do not show me the warning for this program again

Allow Don't allow
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5. SPO Calendar opens in Outlook.

4 » Sep15-19 Seaﬁ[e,\:h\@ ;;"d?}sa"F Search Calendar (Ctrl=E) s
Calendar - Joanne.Anton@seattle.gov 3 | ¢ alendar-calendar x|
MON TUE WED T FRI MON TUE WED THU FRI
15 16 17 18 19 15 16 17 18 19
B I N I — — — — [ ‘
| | | | i | | | | :
9 I ..................... I ..................... I ..................... me:j I ..................... I ..................... I ..................... I ..................... I .................. | Strateay
00 I e Lo I I — I o | B ‘
SIS 74 S S S S S

6. To Combine both Calendars, click the Arrow on the SPO Calendar. E
alendar - Calendar

Toda
4 b Sep 15-19 Seattle, WA -~ <& 5?"F}.;58°F |Search calendar - Calendar (Ctrl+E) psl |
g Calendar - JoanneAnton@seattle.gov X % calendar - Calendar X
MOMNDAY TUESDAY WEDMESDAY | IHURSAY, FRIDAY
15 16 17 18 19
g N =]
g SPO Learning Materia IT Sirategy |
....................................................................................................................................... LiYour cubel.....cooeh
West, Bonnie |
10 Debrief Session |
............................................. _| !

7. To Separate the Combined Calendars, click the right-facing Arrow in the SPO Calendar

ﬁmlendar = Calendar X
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ADDITIONAL FEATURES - TASKS

1. To add a Task, click either Project Tasks from the Quick Launch in left column or Project Tasks on the

Homepage.

Recent

Sample Team Site

G City o Seattle

7

Sample Team Site

Home Calendar
Neteboak 00 & e Loaston ST EnaTme
Documents

There are s items to shaw in this view of the “Calendar® list. Ta 3dd 2 new item, click "New?.

21 Doy Evert

A

Collaberating n Tearm Sites s easy and efficent
Adwsago ke Faply -

4 previous
Project Tasks
Anmouncements
Newsfeed
Calendar
Site Content Starta comversation
Recycle Bin
(B ~ton, Joanne
7 e (2

Remingtan-C, Chris-c
Wiekcome to SharePoint Onlin, everyone!
Fridey, October 24,2014 Like Reply =

Anton, Joanae Nice i have you ih the el
fridey, October 24 2014 Lke -

| add s reply

O sy RouOW /e

[Search thisste =P
Documents
@rnew  tupload S edt G share
v D e
i SharePoint Quick Tips
84 Draft Glossary
B Sharepoint Quick Reference Guide
&% Class roster
5 Mesting Agenda

Drag fles here to upload

Project Tasks

Today
Femmury 17 Feonuany 18

Revise It Presentation
20720

febryany 15

2. You can add a New Task or Edit the List. We’ll add a New Task.

Office 365

Sites

@) City of Seattle

BROWSE | TASKS  LST

Home

Notebook

Documents

Recent
Project Tasks
Announcements
Calendar

site Contents

Recycle Bin

# EDIT LINKS

Sample Team Site # EDIT LINKS

Project Tasks

February 17 February 18
Revise FowerPoint Presentation
2717 - 220
@ new t%k or edit this list
L. [Findanitem )
v & Task Name DueDste  Assigned To
O Revise PowerPoint Presentation - Friday

3. Enter the Task name, start and due dates, and person assigned — enter last name to search. Click Save.

o - ) .
Office 365 Sites Cﬁ )] l:lty of Seattle
BROWSE EDIT
E oy, Cut [“ﬁ ABC
B Copy
Save  Cancel Paste At';t_?ch Spelling
e -
Commit Clipboard Actions  Spelling
Home
Task Name = Update content for SPO handout
Notebook
Documents start Date 2/12/2015 i
Recent
Due Date 2/24/2015 &=
Project Tasks
Announcements Assigned To Anton, Joanne x
Calendar
SHOW MORE
Site Contents
Recycle Bin Save Cancel
# EDIT LINKS
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4. Task appears in Task List.

® new task or edit this list
All Tasks  Calendar Completed  +e» Find an item o
L ’_7‘/} Task Mame Due Date Assigned To
| Revise PowerPoint Presentation -« Friday
O Update content for SPQ handout # -» February 24 Anton, Joanne

5. To Display Task on Project Summary, click the Ellipsis to the right of the Task.

Update content for SPO handout ¢

February 24 Anton, Joanne

EI

6. Click Add to Timeline.

| February 17

| Februzry 18

Revise PowerPoint Presentation
217 - 2720

| Update content for SPO handout &

(® new task or edit this list

All Tasks  Calendar  Completed
v [ Task Name

n
D

Revise PowerPoint Presentation

Update content for SPO handout 3¢

Find an item Anton, Joanne

In Sample Team Site » Project Tasks

Assigned To:

{ DAYS
[‘ Due February 24
|
r ,) https://seattlegov.sharepoint.com/sites/per-training/_layouts,
§

L

OPEN  JADD TO TIMELINE | CREATE SUBTASK

-

7. Task appears on Timeline.

, February 13

Update content for SPQ handout
212 - 2/24

8. Click Check Box when Task is complete.

() new task or edit this list
All Tasks  Calendar Completed o+« | Find an item 0o |
L]
v ,_7‘,3 Task Name Due Date Assigned To
] Revize PowerPoint Presentation s Friday
1ot t farspob i s .« February 24 @ Anton, Joanne
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BONUS: SETTINGS & PROFILE INFORMATION

Settings
Click the Gear at the right of the blue Header to open the Settings Menu.

Office 365 Settings

1. Me: Your contact information and list of Assigned Licenses

o
Office 365 settings {b
Sites settings
Shared with...
Add a page
Site contents
Feedback Office 365 settings
Me
joanneanton@seattiegor
Software

the latest version of Office. NOTE: Most City employees cannot install software on

their computers. Contact 4-HELP for more information.

Theme
2. Software: Identifies computer name, operating system, installation date, and lists Start page

3. Theme: Change the look and color of your Header Bar. o——

4. Start Page: Choose where you land when logging into Office 365. e=—>

5. Password: Disregard this option. Click on it and this message displays:

you can't change your password here. ||

Your organization doesn’t allow you to change your password on this site. Please change
your password according to the method recommended by your organization, or ask your
admin if you need help.

Cancel

Profile Information

This is located to the right of the Blue Header and is where Users can configure and edit

their Profile information. To access, click the down arrow next to your name.

Install and manage software.

Password

Change your password.

Set your start page
Change where you land when you sign in to Office 265,

|0fﬁce 363 home page L?\,\'l?

Click for these choices |

MNewsfeed %_
COneDrive
Sites

Save Cancel

' Anton, Joanne d

Anton, Joanne
joanne.anton@seattle.gov

About me
1. About Me: Contains personal information like phone number, email address, Sign out
your skills, interests and activities and provides a link to edit your Profile.
My Settings
2. Sign Out: Returns User to the Sign In Page.
3. My Settings: User information from your Profile.
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Appendix A — Points of Contact

SPO Information

The table below provides a list of the points of organizational contact (POCs) that may be needed for
informational and troubleshooting purposes.

Contact Name

Title

Phone Number

E-Mail

Shannon Smith 0365 Program Manager 684-0700 Shannon.Smith@seattle.gov
Barbara Hjelmstad Information Technology Service Management 684-3644 Barbara.Hjelmstad @seattle.gov
Angel Ramirez Enterprise SharePoint Admin 733-9442 Angel.Ramirez@seattle.gov

sharepoint@seattle.gov

0365 Program@seattle.gov

Appendix B — Project Team Coordinators

Coordination

The SPO Project is coordinated through an Integrated Project Team (IPT) comprised of program office personnel,
policy control personnel, and multiple functional staffs within the Department of Information Technology. These
groups interact and coordinate the transition to SharePoint Online for the City Departments and Users.

Role/Function Name Department [Phone Number E-mail
SPO Project Manager Bonnie West DolT 733-9676 Bonnie.West@seattle.gov
Training Coordinator Joanne Anton DolT 684-7931 Joanne.Anton@seattle.gov
Organization Change Management |Chris Remington [Consultant 727-8710 Chris.Remington @seattle.gov
SharePoint Site Collection Admin  [Nate Eckstine DolT 233-9658 Nate.Eckstine@seattle.gov
Business Analyst Kristina Pham DolT 684-5790 Kristina.Pham @seattle.gov
Appendix C - SPO Support
SPO Support
. Phone .
Role/Function Name Department E-mail
Number

Ente.rprlse SharePoint Anggl Department of Information 733-9442 Angel.Ramirez@seattle.gov
Admin Ramirez Technology
Enterprise Architect John Jacobson Department of Information 684-0913 John.Jacobson@seattle.gov

Technology

DON Site Collection

Admin

Admin Ann Robinson |Department of Neighborhood 684-0359 Ann.Robinson@seattle.gov
DOT Site Collecti

Adminl € Loflection Sandra Obuck [Department of Transportation 233-7826 Sandra.Obuck@seattle.gov
DPD Si i

AdeiSnlte Collection Shayne Shark |Department of Planning 733-9264 Shayne.shark@seattle.gov
FAS §|te Collection \van Balbuena Depa.rt'ment' of Flna'nce 684-0519 Ivan.Balbuena@seattle.gov
Admin Administrative Service

HSD Site Collection John Doke Department of Human Services 615-0984 John.doke@seattle.gov
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OEM Site Collecti i
Adminl & Loflection TJ McDonald |Office of Emergency Management |233-5073 Ti.Mcdonald@seattle.gov

FH Site Collecti herri i )
(0} §| e Collection Sherri Department of Office and Housing | 684-0255 Sherri.Anderson@seattle.gov
Admin Anderson
PKS Site Collection Matt Department of Parks and Matt.Thompson @seattle.gov

. . 684-7248

Admin Thompson Recreation
SCL Site Collection Admin gfxgd Department of City Light 684-3731 Howard.Grewe@seattle.gov
SDH§ Site Collection Adam . Department of Personnel 684-3691 Adam.Battaglia@seattle.gov
Admin Battaglia
SFD S_|te Collection Frank Brown |Department of Fire 386-1458 Frank.Brown@seattle.gov
Admin

PU Site Collecti Kath
PPU fc’l e Loflection athy Department of Public Utilities 233-3857 KathyB.Anderson@seattle.gov
Admin Anderson

Appendix D - for Site Leaders

Q: How can | become a Site Leader?
A: Site Leaders are designated by the Department Site Collection Administrator

Q: How do |l request a Site?
A: Fill out the Site Request Form at:
https://seattlegov.sharepoint.com/Lists/SiteRequest/NewForm.aspx

Or go to the SPO City of Seattle Homepage at https://seattlegov.sharepoint.com/ and scroll to Quick Links
and select Site Request Form

€3 City of Seattle

FH ‘ Office 365 | Sites

@“} City of Seattle Home

Home Get Help

Search for sites and documents using the box below

‘ Search... ol |

Quick Links

= List of Site Collections I can access
= List of Subsites I can access
= OneDrive for Business.

-_Office 365 Learning Portal
+ Site Request Form|

Q: How do | decommission a Site?
A: Contact the Site Collection Administrator and ask for the site to be decommissioned.
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