Microsoft

Unlock Office 365 for the classroom

Course 2: Office 365,

teacher to teacher

Course 2: Office 365, teacher to teacher

@ Takeaways

These cards give you a quick visual reference of different features
within the app. They're like slow-motion (okay, totally still) action
shots. You can linger for as long as you like and take in any of the
details you may have missed during the presentations.

Added bonus: Use these when you're back in the classroom and
wanting to refresh your memory about what you learned today.
They'll help you remember where to find that one button that
does that one thing.

Teacher takeaway Page
#2 | Office 365 spaces 59-60
#3 | Using OneDrive 61-63
#4 | Create a file 64

(Continued on next page)

Y% Takeaways
will help you
remember where
to find that one
button that does
that one thing.
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Course 2: Office 365, teacher to teacher

@ Takeaways

Teacher takeaway Page
#5 | Get organized with folders 65

#6 | Create a file in a folder 66-67
#7 | Share folders and files 67-69
#8 | Design powerful quizzes and surveys in Forms 69-74
#9 | Get organized in Outlook 74-78
#10 | Moving and uploading files in OneDrive 78-79
#11 | Becoming a PowerPoint master 80-85
#12 | Browser vs. App: the ultimate smackdown! 86

Takeaway 2: Office 365 spaces 1/3 O

@ Office 365 spaces

Office 365 is your online dashboard for all things Microsoft.
Find your latest and most used apps, files, and documents
that have been shared with you and apps you.

i Office 365

Good afternoon P seac
Apps nstall Office
5) 3 \ 2
z a g @ G & @ B m
Outiook ~ OneDrive Word Excel PowerPoint  OneNote  SharePoint Teams Sway Forms
Explore all your apps >
Documents 7T Upload and open
Recommended >
B You recenty opened tis B Yourecently opense 5 You equently open this B You frequently open this
Q a [ a

Temp math History Museum Permission Form Class Syllabus Al About Shakespeare




Takeaway 2: Office 365 spaces

@ Test your knowledge of Office 365 features

Office 365

0 @ e
@ Good afternoon Y Y
O 000

9 | a @ @ © B B &
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms

Explor@\youmpps > J

Documents o

Recommended >
= ly opened t (=2 tly opened this (=] i ly op =4 quentl t
a Q a Q
Temp math History Museum Permission Form Class Syllabus All About Shakespeare
m365¢du626481-my.sharepo, m365edu626481 sharepoint m365¢du626481.sharepoint. m365edu626481 sharepoint

Recent Pinned  Shared with me  Discover =

O Neme

H-| News from Room 19
.| Greek mythology

Takeaway 2: Office 365 spaces

@ Test your knowledge of Office 365 features

Office 365 o & 2 ﬁ
@ Good afternoon Y Y
O 000

e | a @ @ © B B &
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms

Explor@\youmpps > J

Documents 0

Recommended >
(=4 ly opened t B Y tly opened this (=] i ly op =4 quentl t
a Q a Q
Temp math History Museum Permission Form Class Syllabus All About Shakespeare
m365¢du626481-my.sharepo, m365edu626481 sharepoint m365¢du626481.sharepoint. 1365¢du626481 sharepoint

Recent Pinned  Shared with me  Discover =

O Neme

2 by you
H-| News from Room 19 Fri M
.| Greek mythology Fri at 9:26 AM

J W Feedback

2/30®

Fill in the blanks

_ Waffle

__ Search

— Activity bell
_ Settings
___ Profile

_ Apps ribbon
__ Appicon

Documents

(Answer key on next page)

2/3 ®

Answer key

Waffle
Search
Activity bell
Settings
Profile
Apps ribbon
App icon

@ Jo = o [ [~ [ o

Documents
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Takeaway 3: Using OneDrive

@ Using OneDrive

OneDrive is your personal storage space. It saves your
Office 365 files and helps keep you organized.
Here's how you get started:

Office 365

Good afternoon £ search

Apps Install Office
& |a | E @ O B B &
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms,

Explore all your apps =

Documents T Upload and open..

Recommended >

B You recently opened this B You recently opened this B> You frequently open this B You frequently open this

L1

Screen key

Takeaway 3: Using OneDrive

@ Using OneDrive

Office 365 | OneDrive & ? @
0]

O Search everything + New v T Upload v o Flow v 3 Sync =

(F'\Ies

Files

) Name Modified Modified By File Size Sharing Activity
Recent
Attachments April 9 Ms. Asher Private
Shared
Discover M Documents May 30 Privat
Recycle bin = }
Microsoft Teams Chat. April 17 Priv
rosoft StockPiling Domair +
#  Notebooks April 9 Ms. Ashe
B Advanced English 11 A
- [P PAp— s
{8 World History 201 -

Temp classes

BB saved Video Examples

@) Assignment sequence. April 13 Ms. Asher 107 K8 8 Shared
PLC Team
. Geometry @]  Conference Notes 04 April 13 Ms, Asher 107KB Private
- festteam @) Documentl.docx October 9 108 K8 P
H -

@) Elements of Fictionpptx April 16 4KB P

@)  How to Read a Sonne April 16 Ms. Asher 340 KB

8]  Quarter Grade Trackin. April 13 Ms. Ashe 7.67 K8 Private

Drag files here to upload

Screen key

1/6 ®

1. Select the
OneDrive app.

(Continued on next page)

2/6 ®

2. Your OneDrive
home screen
shows files

and folders.

(Continued on next page)
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Takeaway 3: Using OneDrive

@ Using OneDrive

OneDrive

= Folder

@] Word document

B Excel workbook

@] PowerPoint presentation

@} OneNote notebook

@] Forms for Excel

7 Upload v o/ Flow

OneDrive

-+ Neo

1 Upload ' | o® Flow

Files

F||eS Folder

D Name

Attachments

Documents

ns Chat... Microsoft Teams Chat...
Link
+ +
= Notebooks =  Notebooks
Screen key
Takeaway 3: Using OneDrive
Files
D Name Modified Modified By
e (0 T Attachments April 9 Ms. Asher )
T  Documents May 30 Ms. Asher
®@ © Attachments G O April 9 Ms. Asher
T  Documents Share Ms. Asher
- ; : € link
Microsoft Teams Chat Files opy iin Ms. Asher
Delete
] Notebooks Ms. Asher
Move to
T PBL Experiment Ms. Asher
Copy to

1

Screen key

3/6 ®

3. To create files
and folders,
select + New.

4. Select Upload
to add existing
files or folders.

(Continued on next page)

4/6 ®

5. To manage
your files, highlight
the line with the
file or folder.

6. Click on
the : ellipsis.

(Continued on next page)
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Takeaway 3: Using OneDrive
@ Using OneDrive

|& Share @ Copylink [i] Delete 53 Mc

D April 9 Send Link soa K¢
Attachments

(Share )

Copy |inko ( Anyone with this link can edit. > )

Delete

Move to Gmer aname or email address )
Copyto Add a message (optioro

Rename

@ B

Copy Link Outlook

Screen key

Takeaway 3: Using OneDrive

@ Using OneDrive

Link settings %

Attachments

Who would you like this link to work for? Learn more

Anyone 4
People in Microsoft.Stock...t

M365EDU626481
People with existing access
Specific people

Allow editing

o

Set expiration date X

' Apply Cancel

e

Screen key

5/6 ®

7. Share files from
the : ellipsis.

8. Select who to
share with.

(Continued on next page)

6/6 ®

9. And decide
what kind of
editing rights
those people get.

10. Click Apply.
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Takeaway 4: Create a file

@ Create a file

= Folder

Ms. Asher o (@ Word document )

9 Search everything

Files
@] Excel workbook
Recent
@] PowerPoint presentation
Shared
) OneNote notebook
D
Iscover
Recycle bin @] Forms for Excel

[E] Link
Microsoft.StockPiling.Domair -+

[ ]

Screen key

Takeaway 4: Create a file

@ Create a file

Creating files in OneDrive keeps you organized from day one.

Word Online Ms. Asher > Documents Document - Saved
File Home Insert Page Layout References Review View Q Tell me what you want to do Edit in Word
< A A A =it &= 3= L
T . . A =. v = = B«
D Calibri (Body) 1 A Fo b= —v &= 3= Y AaBbCc AaBbCc

Paste ” . B I Uab x, X £v A~ v 5=~ Normal No Spacing
Format Painter i

Undo Clipboard Font

Word Online | Ms. Asher > Documents PBL Brainstorm - Saved

File Home Insert Page Layout References Review View  ©Q Tell me what you want to do Edit in Word
LA /\* A s B e R ot
Calibri (Bod T A F = 3= el ac
O SR o) A= i = AaBbCc | AaBbCc
Paste B I Ugg x x £~ A = = = =v 3=+ Normal No Spacing
¥ Format Painter . i3 -
Undo Clipboard Font Paragraph ]

Screen key

172 ®

1. Select + New.

2. Choose the file
type you'd like to
create, e.g. Word
document.

3. The file
will launch in
your browser.

(Continued on next page)

2/2®

4. Click on
Document.

5. Enter a new
name for your file.
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Takeaway 5: Get organized with folders

@ Create a folder

Creating files in OneDrive keeps you organized from day one.

LA T/

Folder

NS Lchar

X

@] Word document

(o PBL Experiment |

)

@] Excel workbook

ﬁJ PowerPoint presentation
fi; OneNote notebook

@] Forms for Excel

[@] Link

- st b e

Screen key

Takeaway 5: Get organized with folders

@ Create a folder

Files
[1  Name
Attachments
Documents
Microsoft Teams Chat Files

Notebooks

©

PBL Experiment )

Screen key

e Create '

172 ®

1. Select + New,
then Folder
from the
dropdown menu.

2. Enter a name.

3. Click Create.

(Continued on next page)

2/2®

4. Your folder is in
the stream!
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Takeaway 6: Create a file in a folder 1/3 ©

@ Create a file in a folder

Creating files in OneDrive keeps you organized from day one.

Files + New v 7T Upload v 1. Find and select
your new folder
in the Files list to

Attachments i
open It.
@] Word document P

B Name = Folder

Documents
i) Excel workbook
T Microsoft Teams Chat Files 2. Word, EXCG',
@’ PowerPoint presentation PPT, or even a
T Notebooks ‘ link... create it in a
(o S PBL Experiment ) @} OneNote notebook OneDrive folder

b to stay organized.
B | Forms for Excel y org

Link (Continued on next page)
Screen key
Takeaway 6: Create a file in a folder 23 0

@ Create a file in a folder

Creating files in OneDrive keeps you organized from day one.

3. Select + New,

i, Folder then the file
type you want
(ﬂ Word document ) ype y
to create.

@] Excel workbook

(Continued on next page)
@] PowerPoint presentation
@i} OneNote notebook

@] Forms for Excel

Link

=l

Screen key

| R e e
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Takeaway 6: Create a file in a folder

@ Create a file in a folder

Word Online Ms. Asher > Documents Document - Saved
File Home Insert Page Layout References Review View Q Tell me what you want to do Edit in Word
= i KA A W
D Calibri (Body) ~[11 - A R AaBbCc AaBbCc

Paste B I Uab x, X £v A~ Normal No Spacing

¥ Format Painter

Undo Clipboard Font

Word Online | Ms. Asher > Documents PBL Brainstorm - Saved

File Home Insert Page Layout References Review View Q Tell me what you want to do Edit in Word

A

0 Calibri (Body) v v AN R IEviEy sy B E

AaBbCc = AaBbCc

Paste B I Us4ab x X £+ A~ B ===1=- =~ Normal No Spacing
* Format Painter .

Undo Clipboard Font Paragraph [

Screen key

Takeaway 7: Share folders and files

@ Share folders and files

Sharing is easy with your handy friend, the ellipsis.

Files
O Name Modified
@ Attachments April 9
@ Documents May 30
®  Microsoft Teams Chat Files April 17
®  Notebooks April 9
(] @ PBL Experiment 0 . October 9
- C link
@] Assignment sequence brainstor... opy-In
Download
@] Conference Notes 04.14.18.docx
Delete
[&]  EC Example Class.url
Move to
@]  Elements of Fiction.pptx Copyto
@]  How to Read a Sonnet.pptx Rename
Details

N
@] ~OneDrive Testdocx

Screen key

330

4. The file
will open.

5. Click on
Document at the
top of the page.

6. Enter your
new title.

174 O

1. Select the :
ellipsis next to
your folder or file.

2. Click Share.

3. When you
share a folder, the
person you shared
it with can see
everything in

that folder.

(Continued on next page)
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Takeaway 7: Share folders and files

2/4 ®
@ Share folders and files
Send Link X
PBL Experiment (4 items)

4. To change

( Anyone with this link can edit. > ) pel’mISSIonS Se|eCt
Anyone with this

kntera name or email address ||nk can edlt

Add a message (optional)

=
@

Copy Link Outlook

(Continued on next page)

L

Screen key

Takeaway 7: Share folders and files

3/4 ©
@ Share folders and files
el X 5. Choose the

level of access
you'd like to allow.

Who would you like this link to work for? Learn more

Anyone e
People in Microsoft.Stock...t
e M365EDU626481 6. Uncheck Allow
People with existing access editing if you
——— want to make it.
Other settings
e Allow editing 7. If deSired, set
(ﬁ Set expiration date X ) o an eXpiration
for the person's
0 s access to the file.
D 8. Click Apply.

(Continued on next page)
Screen key



Takeaway 7: Share folders and files 4/4 O

@ Share folders and files

Send Link soo S Send Link X
PBL Experiment (4 items) PBL Experiment (4 items) 9. Enter na me
Anyone with this link can edit. > Anyone with this link can edit. >
10. Click Send.
o ‘Grady Archie ’ lgv Grady Archie X
ffad Grady Archi ]dd another .
@ oo 11. Voila! The
Miriam Graham Add a message (optional) person Wl” rece've
Student notification via
@ email of'the newly
@ B shared file.
Copy Link Outlook OC) m

Copy Link Outlook

L

Screen key

Takeaway 8: Design powerful quizzes and surveys 1/10 ©®

@ Design powerful quizzes and
surveys in Forms

There are two handy places where you can find Forms.

1. Find Forms

Apps O seoch a. in the waffle or
@ owok  d@ Onedrive b. in apps ribbon.

Install Office
@ word B el
5 S o =
G rowerroine [ Onetioe @ & © s &2 B s 3
Forms

Word Excel PowerPoint  OneNote  SharePoint Teams Sway
@) shareroint @3 reams

& o (b

(Continued on next page)

2

Screen key
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Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

Questions

O (Untitled form )

o

1]

Screen key

Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

@ Choice

Text

& Rating

ﬁ o E

1]

Screen key

[
5]

Ranking

Likert

Net Promoter Score ®

2/10 ®

2. Click into the
title box to add
your own title.

3. Select

+ Add question
to start making
the content of
your form.

(Continued on next page)

3/10 ®

4. Choose the
type of question
you'd like to offer.

(Continued on next page)
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Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

Questions Responses

All About PBL

D @

1. What are some important questions for us as teachers to ask ourselves when it comes to setting goals for a
student project?

Enter your answer

0( @D Long answer ) (@ Required )o

o + Add question

Screen key

Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

EEETo

Branching
e

Feedback

Help

Arden Asher
ArdenA@M365EDU626481.0nMicrosc

Sign out

O

Screen key

4/10 ©®

5. Enter your
question in the
text box.

6. Select Long
answer to allow
for extended
responses.

7. Select Required
if respondents
must answer

the question.

8. Select + Add
question to
move on.

(Continued on next page)

5/10 ®

9. To adjust
sharing settings
and customize
a thank you
message, click
the ellipsis.

10. Select
Settings.

(Continued on next page)
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Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

Settings

Who can fill out this form
Anyone with the link can respond

™ Only people in my organization can respond
¥ Record name

One response per person

O

Screen key

Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

Options for responses

¥ Accept responses

m (\/ Start date

12/10/2018 300PM

™) End date

\ 1271072018 [ | | 400PM Vv
>

Shuffle questions
Email notification of each response

[ @ Customize thank you message

©0

Thank you for participating!

[

Screen key

12. If desired,
set a time period
for accepting
responses.

13. Opt to shuffle
questions or
receive notification
of each response.

6/10 ®

11. Determine
who you'd like to
give privileges
to respond.

(Continued on next page)

7/10 ®

14. Customize
your thank
you message.

15. Settings save
automatically, so
just click out of the
pane and carry on
with your day.

(Continued on next page)
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Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

o D Thame - s -

Send and collect respon@ Send and collect responses

Only people in my organization can respond v Only people in my organization can respond v

https://forms.office.com/Pages/Respan https://forms.office.com/Pages/Respon
og
i Sy (=
Q& v Q= «» =

Share as a template
Share as a template

+ Get a link to duplicate
—+ Get a link to duplicate

@ (Share to collaborate
Share to collaborate

—+ Get a link to view and edit
.

Users with an Office 365 work or school account c... v

Q Cmps //forms office.com/Pages/De [E[

Screen key

Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

review &) Theme Share -
@ Send and collect responses

Only people in my organization can respond v

@ E‘TD‘ (/ b @

Share as a template

+ Get a link to duplicate

Share to collaborate

—+ Get a link to view and edit

Screen key

8/10 ®

16. Navigate to
Share to collaborate.

17. Click + Get a
link to view and
edit to generate
a link to send

to collaboration
partners.

18. Copy and
paste the link into
an Outlook or
Teams message to
your colleague.

(Continued on next page)

9/10 ®

19. Navigate
to Send and
collect responses.

20. Copy the
sharing link into an
email message to
send to recipients.

21. Or, choose
the mail icon to
automatically
launch your
email client.
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Takeaway 8: Design powerful quizzes and surveys

@ Design powerful quizzes and
surveys in Forms

Questions @ Responses @ )

All About PBL

22)

11 00:33 Active

Responses Average time to complete Status

E§ Open in Excel

—

Screen key

Takeaway 9: Get organized in Outlook

@ Get organized in Outlook

~(Folders +) PBL Survey Responses Filter v

e [PBL Survey Responses ] Next: Department Meeting ® . at 5:00 PM [™] Agenda

More o
A Groups

New

English Dept. PLC 3

Q Yearbook Club 1

O

Screen key

10/10 ®

22. To view
responses, click the
Responses tab.

23. All responses
that come in will
be collected here,
along with data on
how long it took
respondents to
complete the form.

178 ®

1. Hover over the
word, “Folders.”

2. Click the + sign.

3. Type in the
name of your
new folder.

4. Hit enter or
click out of
the box.

5. Voila! Your
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Takeaway 9: Get organized in Outlook

@ Get organized in Outlook

Automatically organize incoming messages with rules.

—H o

Settings

Conversation view ©

(®) Newest messages on top

X

(O Newest messages on bottom

O off

Reading pane

(®) Show on the right
(O show on the bottom

O Hide

Focused Inbox @
Sender image

Group messages by date
Attachment preview

Message preview text

( View all Outlook settings =2

) O

Screen key

Takeaway 9: Get organized in Outlook

@ Get organized in Outlook

Settings

kearch settings

2 General
Mail
[ Calendar

< View quick settings

Screen key

Layout
Compose and reply

Attachments

Rules

You can create rules that tell Outlook how to handle incoming
rule and the actions the rule will take. R I

G-

) ( + Add new rule

)

Sweep
Junk Ee

Customize actions
Message handling

Forwarding

Automatic replies

You haven't created any rules yet.

ail messages. You choose both the conditions that trigger

will run in the order shown in the list below, starting with the rule at the top.

2/8 ®

You can send any

incoming message
directly to a folder
by setting up a rule.

1. Click on the
Settings cog.

2. Select View all
Outlook settings.

(Continued on next page)

3/8 ®

3. Select rules,
then + Add
new rule.

(Continued on next page)



Takeaway 9: Get organized in Outlook

@ Get organized in Outlook

Rules

o PBL Surveys
o Add a condition

Subject includes All about PBL X

o Add another condition

]

Screen key

Takeaway 9: Get organized in Outlook

@ Get organized in Outlook

Rules Discard

‘/ PBL Surveys

~ Add a condition
Subject includes -7 All about PBL X

Add another condition

Add an action

Move to v || £ Search for a folder

Add another action & Inbox

Add an exception © Junk Email
& Drafts
Stop processing more rules ()
B Sent Items
[i] Deleted Items
= Archive

3 Conversation History

9 PBL Survey Responses

Screen key

X

Discard

4/8 ®

4. Enter a title for
the rule.

5. Select the rule,
i.e. the criteria for
sorting it, such as
keywords in the

message header.

6. Add multiple
conditions
if desired.

(Continued on next page)

5/8 ®

7. Add an action.
Options like

Move to and
Copy to will

help with inbox
organization.
Marking a message
will help determine
importance.
Routing options
will automatically
distribute the
messages in

the rule.

(Continued on next page)
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Takeaway 9: Get organized in Outlook 6/8 O

@ Get organized in Outlook

3 Add an action 8. Set Where yOU'd
Move to v /O Search for a folder Iike the email tO
Add another action 2 Inbox be f'led
Add an exception © Junk Email
& Draft: [
Stop processing more rules (i) o (Contlnued on next page)

B Sent Items
li] Deleted Items
= Archive

3 Conversation History

e I 3 PBL Survey Responses

Screen key

Takeaway 9: Get organized in Outlook 7/8 O

@ Get organized in Outlook

Rules mm — > 9. Optional:

v [Fesumes Add an exception
for certain kinds
of messages you
don't want caught

v Add a condition

Subject includes v All about PBL X

Add another condition

in the rule.
o Add an action
Move to o 3 PBL Survey Responses a4
Add another action 10. Deselect Stop

Add an exception

processing rules.

11. Click Save.

(Continued on next page)

Screen key



Takeaway 9: Get organized in Outlook
@ Get organized in Outlook

Rules

You can create rules that tell Outlook how to handle incoming email messages. You choose both the conditions that trigger a
rule and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top

+ Add new rule

@ @D FeLsurveys
If the message includes specific words in the subject 'All about PBL', move the message to |

folder 'PBL Survey Responses'

If your rules aren't working, generate a report.

Screen key

Takeaway 10: Move & upload files in OneDrive

@ Move & upload files in OneDrive

Moving files is easy with your buddy, the More ellipsis!

1

Open
@ Open v |2 Share <@ Copylink < Downlo ) d
Preview
. Share
Files
Copy link
[ Name Download
@ Temp classes Delete
il i o
Copy to
% Documents
Rename
& Microsoft Teams Chat Files
Flow >
Notebooks Version history
& Attachments Details

N
o (0 @] ~PBLIdeas.docx ) e O * A few seconds ago

|

Screen key

8/8 ®

12. Genius!

All incoming
messages that fit
the criteria you
set will be dealt
with accordingly.

13. You're now
back in the Rule
wizard. Return
here to edit, or
delete the rule
whenever you like.

173 ®

1. Navigate to the
file you want to
move and hover
over it.

2. The ¢ ellipsis
appears. Click on
it.

3. Select Move to.

(Continued on next page)
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Takeaway 10: Move & upload files in OneDrive

@ Move & upload files in OneDrive

Move 1item X

@] PBL Ideas.docx

Places

Choose a destination

o ‘f& Your OneDrive

icrosoft.StockPiling.Domain.Contact M3 626481

i l Advanced English 11 A

Intermediate English

WER World History 201
Science Club
G Practice PBL
Saved Video Examples
AN PLC Team

. Geometry

Browse sites

Screen key

Move 1item
@] PBL Ideas.docx

Places Your OneDrive

Choose a destination

Attachments

Documents

X

Microsoft Teams Chat Files

Notebooks

(5 J@

PBL Experiment

=

Temp classes

New

folder

o =

Takeaway 10: Move & upload files in OneDrive

@ Move & upload files in OneDrive

Uploading is simple too.

o< Bl v = | Documents
—l_ Nea ,r Upload \/ @ Share Home Share View

. <« v 4 4 > OneDrive > Documents
Files N
F‘ Name
lnes 7 Quick access
Folder 9( Education_resources
v & OneDrive

> 4 Documents
Name
Email attachments

H PBL Ideas.docx Music
Outlook

= Pictures

ﬂ ] PBL Brainstorm.docx !
= Public

Screen key

PD_Resources

OneNote Notebooks

2/3 0

4. Choose a
destination. Select
Your OneDrive to
move within your
OneDrive folders.

5. Find your
desired folder.

6. Select
Move here.

3/30

7. Select Upload.

8. Select Files
or Folder.

9. Select the file
or folder you'd like
to upload and
click open.
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Takeaway 11: Become a PowerPoint master 1/12 ©

@ Become a PowerPoint master

Create your PowerPoint in OneDrive.

Files e 1 Upload v 1. Start from the

folder where you'd

D Name = Folder . .
like the PPT to live.
f Attachments @] Word document
@ Notebooks B Excel workbook 2. Select + New.
S Microsoft Teams Chat Files e(@ PowerPoint presentation)
T Documents i} OneNote notebook 3. Click Orj
PowerPoint
0 ( S PBL Experiment ) @] Forms for Excel Presentation.
S Temp classes [Z] Link
Screen key
Takeaway 11: Become a PowerPoint master 2/12 ©®
@ Title your presentation
Give your PPT an eye-catching name.
PowerPoint Online | Ms. Asher » Documents 4 Presentation Saved .
4. Click on
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW 9 Tell me what you want to do OPEN IN POWERPOINT “ o ”
- ) Do - Presentation
= =]
pasta T CoPY New ) Duplicate Slide st at the top of
Slide .4l Hide Slide -
the screen.
PowerPoint Online | Ms. Asher » Documents 5 Our experience with PBL - Saved .
5. Typeina
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW Q Tell me what you want to do OPEN o
- new title for the
== ‘ ‘ [“] Layout [ :
5 ER Copy N; i) Duplicate Slide s presentat'on.
Slide 4! Hide Slide
Undo Clipboard Delete Slides Font Paragraph

—

Screen key



Takeaway 11: Become a PowerPoint master

@ Pick your theme

Get creative: Pick a theme for your slides.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW Q

(7 ] Fa | Ad Ba

Themes

Screen key

Takeaway 11: Become a PowerPoint master

@ Add atitle

9

10 Our adventure with PBL

1 Click to add subtitle

Screen key

3/12 ®

6. Click the
Design tab.

7. Choose a theme
from the menu
across the top of
the screen.

8. Select a specific
design from the
slides on the right.

4/12 ®

9. Click into
the text box that
says Untitled.

10. Type a
new title.

11. Type a
new subtitle.
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Takeaway 11: Become a PowerPoint master 5/12 ©®

@ Add new slides

Add new slides.

FILE@ HOME INSERT DESIGN TRANSITIONS ANIMA 12. Select the
=

Home tab.
s i 1 Layout
Dacte i) Copy \.~] Duplicate Slide
Slide J.4l Hide Slide 13. Select
Undo Clipboard Delete @ Slides New Slide.
Shortcut:
Right-click
(command-click
on Macs) the title
slide and choose
New slide.
I:
Screen key
Takeaway 11: Become a PowerPoint master 6/12 O
@ Add new slides
New Slide o
14. Choose your
slide type.

Two Content Comparison Title Only

Blank Content with Caption Picture with Caption

Add Slide Cancel

Screen key



Takeaway 11: Become a PowerPoint master 712 O

@ Give your slide titles

Give your slides titles.

@ 15. Click into the
Click to add title top box to add a
: title to the slide.
+ Click to add text
o
D ad

—

Screen key

Takeaway 11: Become a PowerPoint master 8/12 ®

@ Add a photo

FILE HOMEG INSERT 16. Select
Insert tab.

— (o o )

- - - 1.3 17. Select
New Table Online E;Z‘;?: Toohoto
Slide - Pictures + from your device.
Slides Tables Images @

18. Select Online
Pictures to search
Bing for Creative
Commons images.

=

Screen key




Takeaway 11: Become a PowerPoint master

@ Insert an Excel file

*This feature is only available in the desktop version of Excel.

Q-

Q Tell me what you want to do

B A5 () T

Text Header & WordArt Date & Slide | Object Equation Symbol

Box Footer Time Number

[19)

—

Screen key

Takeaway 11: Become a PowerPoint master

@ Insert an Excel file

Insert Object

() Create new File:

@ Create from file

e Link
2 "9

Inserts the contents of the file as an object into your presentation so that
you can activate it using the application that created it.

Result

E;Ill.

Screen key

| Share -~

d- 1

Video

Display as ico

Cancel

n

9/12 ®

19. Select the

Object icon.

10/12 ®

20. Select Create
from file.

21. Click Browse.
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Takeaway 11: Become a PowerPoint master

@ Insert an Excel file

Insert an Excel file.

Name

@ Rating_1

& MC 1

@ Open_Answer_1

@=| Biome Project Directions (1)

@ (ﬂ" Endangered Animals and Biomes)
& Forms14

@ Forms13

@ Forms12

= Biome Project Directions

@ PBLForms_Data

@ Sway 36

@ Sway_35 v

Screen key

Takeaway 11: Become a PowerPoint master

@ Share your presentation from within PPT

PowerPoint Online

Our experience with PBL - Saved ‘

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS REVIEW VIEW Q  Tell me what you want to d 2 5

Share x

Send Link

@ ( Anyone with this link can edit. > )
@ (Emer aname or email address )

Add a message (optional)

)

Copy Link

Screen key

11/12 ®

22. Select the file
you're looking for.

23. Select OK.

24. Select OK again.

12/12 ®

25. Select Share.

26. Determine
editing rights
for the person
you're sharing
the file with.

27. Enter the
name of the
person you're
sharing it with.

28. Add a message
and click Send.
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Takeaway 12: Browser vs. App: the ultimate smackdown!

Browser vs. app:

The ultimate smackdown!

Opening a OneDrive file in a browser—and what it means.

Files > PBL Experiment > Planning &

) Name Modified 1

Modified By File §

Ms. Asher 109

@)  PBL Brainstorm.docx

Q o PBL Ideas.docx 0 D September 25

( Open >IOpen in Word Online )L‘

Preview
education.microsoft.com.url

_ Share

@]  TF16400501.xltx
Copy link
Download
Delete
Move to
Copy to
Rename
Flow
Version history

Details

[

Screen key

Takeaway 12: Browser vs. App: the ultimate smackdown!

Open in b bl
Ms. Asher 168

files here to upload

1. Find the file

you'd like to open.

2. Click the

¢ ellipsis and
select Open.

3. Select Open in
Word Online.

@ Opening a OneDrive file in an App

Opening a OneDrive file in an App.

Files > PBL Experiment > Planning &

B Name

Modified T

© @) PBLIdeasdocx o ’ September 25

Preview
education.microsoft.com.url

_ Share
@) TF16400501.xltx

Copy link

Download

Delete

Move to

Copy to

Rename

Flow >

Version history

Details

[

Screen key

Modified By File S

Ms. Asher 109

Open in Word Online 09

Open in Word b oo

vs me 168

files here to upload

1. Find your file
in OneDrive.

2. Select Open.

3. Select Open
in Word.

172 ®

4. The file will
open in a new
tab in your
Internet browser.

5. All edits will

be automatically
saved in your
OneDrive account.

2/2 ®

4. The file will
now open in your
desktop Word App.

5. You're working
on your desktop
but saving to your
OneDrive account.
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