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HOW TO CHANGE BETWEEN MICROSOFT
APPLICATIONS

From Outlook to Teams, SharePoint, or OneDrive

2 STEP PROCESS
Step #1

> After logging into the Outlook website, select the icon with nine dots on the
top left corner of the page

NOTE: This option to move to other applications is only available on the web page
and not if you have the Outlook application on your phone
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| = Home View Help

Reminders Dismiss all X
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| & Newmail | ,

Your browser supports setting Outlook on the Web as the default email ... [DeKalb Alphas] Bro. Za... week ago
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HOW TO CHANGE BETWEEN MICROSOFT
APPLICATIONS

Step #2

> Select the application that you would like to open

NOTE: This option will bring you to the webpage for each of these applications not
the desktop version
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Congratulations, you have successfully moved from Outlook to Teams, SharePoint,
or OneDrive!

From Teams to Sharepoint
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HOW TO CHANGE BETWEEN MICROSOFT

Step #1

APPLICATIONS

3 STEP PROCESS

> Select “Teams” tab

Teams

Your teams

NML Executive Board
40th Anniversary

Community Involvement

’ Alpha Housing Committ...

IT Commitee

General

* Hidden teams

& Join or create a team

General Posts Files Notes Polly -+ 30 Meet v ®

Welcome to the team!

Here are some things to get going...

Add more people Create more channels Open the FAQ

‘ Polly 9/7 10:06 PM

Hi There, I'm Polly!

A teammate of yours recently added me to help your team gather
feedback!

4" TeamcChannel

& All-Hands Meeting Feedback

) New conversation
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HOW TO CHANGE BETWEEN MICROSOFT
APPLICATIONS

Step #2

> Select the three horizontal lines in the top right corner of the page

Try the new Teams @ Pl Q. Search

Aty Teams = General Posts Files Notes Polly -+ ¥ Meet v
@0
Your teams
Chat
... @ "Mibeatieoad - Welcome to the team!
w
’ Teams Here are some things to get going...
40th Anniversary
Saendar Community Involvement ~ ++ o
% ® i
Calls Alpha Housing Committ... ~ «=+ - el
= IT Commitee B
e
General
Hidden teams
Add more people Create more channels Open the FAQ
Apps

e e @
I Polly 9/7 10:06 PM

Hi There, I'm Polly!

A teammate of yours recently added me to help your team gather
feedback!

4 New conversation

8& Join or create a team ?‘%3
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HOW TO CHANGE BETWEEN MICROSOFT
APPLICATIONS

Step #3

> Select “Open in SharePoint”
o This will take you to the SharePoint webpage

NOTE: SharePoint is the platform that we will use to STORE and SHARE
information such as the “How to” documents and the Chapter meeting agenda.

Channel notifications >

Pin

Q0
<7
£33  Manage channel
&

Get email address
D Get link to channel

O Connectors

Open in SharePoint |_

Congratulations, you have successfully moved from the Teams application to
SharePoint!
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