Keep everyone on the
same page




Build your site in a few clicks

Creating a site is easy—just click new site and give
your site a name.

Calendar People Yammer OneDrive

] Office 365 Outlook

I evgfything
N

Start a new site

Give it a name

‘M358 Launch

Find it at https://spusecase.sharepoint.com/M358 Launch

Followed Sites Communities Cancel

Each site comes with a shared notebook, a newsfeed, and a document
library to share content in one place. The getting started tiles help you
customize it even further.

Outlook Calendar People Yammer OneDrive Sites ... Alex Darrow ~

1] Office 365 2 ?

BROWSE ~ PAGE | FILES  LIBRARY € sHARE yyFouow Cgsmc # er O

M258 Launch # EDIT LINKS Search this site - 0
M358 Launch

Home Get started with your site  remove THis

Notebook
Documents

Site Contents

o
J

‘ Share your site.

Newsfeed Documents

| |
Working on a es
deadline? C 3 What's your style?

Keep email in context. ‘

® new document or drag files here

Start a conversation
v [0 Name

It's pretty quiet here. Invite more people to the site, or start a conversation. There are no documents in this view.
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Make it your own

Customize your site by uploading your logo and adding
a title and description.

Outlook Calendar People Yammer OneDrive Si Alex Darrow~ £ 2
-

) SHARE Yy Fouow L3 swc # eom o

M358 Launch # EDIT LINKS

M358 Launch

Get started with your site  remove THis

vl

Search this site - 0

<

Share your site.

Working on a
deadline? and other apps. What's your style?

Your site. Your brand. Keep email in context.

Home # EDIT LINKS

Site Settings » Title, Description, and Logo

Title and Description
Title:

M358 Launch

Type a title and description for your site.

Description:
, Here you can even modify
Logo and Description
o . Insert Lego: .
Associate a logo with this site. Add an opticnal
description for the image. Note: If the file location has a FROM COMPUTER | FROM SHAREPOINT the tltle a nd the add ress
local relative address, for .
example, /_layouts/images/logo.gif, you must copy the (U R L) Of yO ur S | te .

graphics file to that location on each front-end Web
senver. E:)

Enter a description (used as alternative text for the picture):

‘Web site Address

Users can navigate to your site by typing the Web site URL name: i

address [URL) into their browser. You can enter the last https://spusecase.sharepoint.com/| launch
part of the address. You should keep it short and easy to

remember,

For example, https://spusecase.sharepoint.com/sitename

oK Cancel
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Change the style of your site

Personalize your site by choosing the
look and feel that you want.

Outlook  Calendar People Yammer OneDrve Sites ... [ASEEUCUEEE I

) SHARE Yy Fouow Cgswe »# eor I

M358 Launch # EDITLINKS Search this site v Lo

M358 Launch

Get started with your site  removeTHis

| |
Working on a
share your site. deadiine?

Home # EDIT LINKS

Site Settings » Change the look

Current Orange g2 Monster
H> Home # EDITLINKS
Site Settings » Change the look
@ Start over Try it out @
Bramd First om  Sacand Hem  Thind fam
a __Ea
u & FRSTMENU TEM  SECOND MENUITEM  THIAD MENU ITEM  CONMARD UK.

CHANGE  REMOVI

Welcome to the preview of your theme!

You are looking at an example of how the colors will be used in this

theme for your content. This is an example of a hyperlink. This is how a 5
visited hyperlink will look like. For text editing, you will have the

following 6 colors to play with:

Pick up a picture and Site layout > ”

Accent 1 Accent 2 Accamt 3 Accent 4 Accent5 Accent 6

drop it here to use it oslo ’ L

Mame Modified Staws

First Document Title 1072142011 Panding Raview
. Second Document Title 10/22/2011 Pending Review
[

Rockwell Light
Segoe Ul

as a backg rou nd Fonts % Example of 2 simple list =
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Test what works for you

Try out different looks and themes, and preview any
changes before making them final.

Home # EDIT LINKS

D Site Settings » Change the look

@ Start over Try it out @

First ftam  Sacond Ham  Thand tam

|

FIRST MEMU ITEM  SECOND MENWU [TEM  THIRD MENU ITEM  COMMAND L Search text

CHANGE REMOWE

Welcome to the preview of your themel

Colors

You are looking at an example of how the colors will be used in this

..'

Site layout

theme for your content. This is an example of a hyperlink. This is how a
visited hyperlink will lock like. For text editing, you will have the

following 6 colors to play with:

Accant 1 Accent 2 Accent 3 Accent 4 Accent 5 Accent &

Oslo g

This is a preview of your site in the new theme.

Do you like what you see? @ No, not quite there Yesnkeep it @

1] Office 365 Outlook Calendar People Yammer OneDrive Sites Fabrice Canel~ £ 2

sk [HEE ) sHaRe Yy Folow [Jswe # o O

=

E M358 Launch
Home Notebook Documents Site Contents # EDIT LINKS Search this site - P

REMOVE THIS

ks
™

Working on a Add lists, libraries, and

Share your site. deadline? other apps. What's your style? Your site. Your brand. Keep email in context.

www.discoversharepoint.com/sites



Organize your links

Connect with other useful sites and resources directly
from the navigation bar of your site.

] Office 365 Outlook

BROWSE PAGE

M358 Launch

Home MNoteboolk: Documents Site Contents # EDIT LINKS

Home

Outlook Calendar Peo . Yammer  OneDrive Siter

H> M358 Launch

Notebook X Documents X Site Contents X
@]ink | Save Cancel.

ag and drop linkchere

1alink

Text to display

Home

Get started with your site  remove THis

Address

Try link

Cancel

P = 'Y
v

Working on a
Share your site. deadline?

ep email in context.

6 www.discoversharepoint.com/sites



Share tasks, calendars,

and email

Add a site mailbox, a tasks list, and a timeline—now you can keep
everyone on the same page by instantly sharing email, upcoming
meetings, and milestones from one place.

Home

Get started with your site  remove THIS

) |
Working on a Add lists, libraries, and
Share your site. deadline? other apps. What's your style? Your site. Your brand. Keep email in context.

Outlor . Calendar Pecple Yammer OneD

M358 Launch L_
Home Notebook Documents Tasks Calendar Site Contents # EDIT LINKS
Proj e-‘v:alj;
—
) Today
Get organized. May, 2013 June, 2013 July, 2013
Edit the Add tasks with dates to the timeline
task list.
S——

Cet started with your site  removeTHIS

www.discoversharepoint.com/sites



Discover more apps

Customize your site with a whole world of apps managed by your
IT department or publically available on the SharePoint Store.

Get started with your site

REMOVE THIS

Add lists, libraries, and
other apps.

Working on a
deadline?

Your site. Your brand.

Share your site. What's your style?

Keep email in context.

Your Apps
Epps You Can Add

Site Contents » Your Apps
‘ Find an app o |

From Your
Qrganization
Manage Licenses

Your Requests

g

Document Library Custom List Tasks
Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details

ps you can add  Mewest  Name

&

“Napa” Office 365 Awesome Charts Document Library
Development Tools from Your IT Team App Details

from Microsaft Corparation App Details

App Details

(=

Form Library
App Details

www.discoversharepoint.com/sites




Clean up your work

After customizing your site with the apps, logos, and other elements
you want, simply hide the getting started tiles in one click.

Get started with your si

| |
Working on a
deadline?

Add lists, libraries, and
other apps. What's your style?

Share your site.

Newsfeed Documents

Your site. Your brand.

Keep email in context.

OneDrive  Sites  «ue Alex Darrow ~

¥, SHARE Shared with...

Edit page
Add a page

Add an a
Sear P

Site contents

you need to.

Change the look

Site settings

Getting started

www.discoversharepoint.com/sites
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Set up a sync

Start to load your site up with resources and set up a sync
so that you can access files even when offline.

Yammer OneDnve Sites Alex Darow~ £ 2

L) SHARE <.y FOLLO

Search SharePoint

v G

. b Alex Darrow » SharePoint »

-

Mame Date modified Type Size

4.7 Favorites
B Desktop r M358 Launch - Documents 4/2/2013 219 PM File folder
& Downloads

P
| Recent places
> SharePoint I |
#& OneDrive @ spusecase

4| Libraries
3 @ Documents
3 Js Music

I» =] Pictures

3 i Videos

Fm s As more resources are uploaded or updated by others, you
will always have access to the most up-to-date version.

(® new document or drag files here

v D MName

NorthWind Customer Details
- H Shi Vi ™
A% Project Falcon Customer Data o e e 4
@ - 4 @ » AlexDarrow » SharePoint » M358 Launch - Documents v & Search M358 Launch - Docu... 0O
§¢) Northwind presentation .
E 2013 Cont in % Favorites Name Date modified Type Size
[ Ontoso proaucts
o= P Bl Desktop aj 2013 Contoso products PDF File 272 KB
- B i i i = Wi 0
Prcposal for Ad Campalgn .‘ Downloads MorthWind Customer Details Microsoft Word D... 20KB
"1l Recent places MNorthwind presentation f Microsoft PowerP... 4,575 KB
m SharePoint Project Falcon Customer Data 4/2/2013 3:35 PM Microsoft Excel W... 36 KB
OneDrive @ spusecase Propesal for Ad Campaign 4272013 2:22 PM Microsoft Word D... 36 KB

[E=] Pictures
Videos
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Share your site

With Office 365, you can invite anyone to your site—whether
they're colleagues, partners, or customers.

Outlook Calendar People Yammer OneDs~ Sites . Alex Darow~ £ 2

BROWSE  PAGE @ J; Fouow CZswne # mim D
~
- Home MNotebook Documents Tasks Calendar Mailbox Site Contents # EDIT LINKS Search this site - 0 |

Home

Project Summary

Share 'M?358 Launch' < x

8% Shared with | Company Administrator

Garth Fort x Sara Davisx Zrinka Makovacx Allie Bellew x Bonnie Kearney x Choose WhO yOU want

to share your site with
Include a personal message with this invitation (Opticnal). by setti ng permiSSionS.
HIDE OPTIONS

¥ send an email invitation

Select a group or permission level
[M258 Launch Members [Edit]

m Caneel

1 www.discoversharepoint.com/sites



Take notes together

In a single place

Access the shared notebook from any
browser with OneNote Online.

BROWSE PAGE

i

Tasks Calendar Mailbozx

M358 Launch » M358 Launch Notebook Microsoft OneNote Web App
HOME INSERT VIEW mOPEN IN ONENOTE
Find on this Page (Ctrl~F) P~ =
Notes ® Presentation ideas
Presentation ideas Tuesday, July 03,2012 9:19 AM . .
Nrhind i gt Organize ideas
Budget review
J( 358 beckground F,,.B év\(,"— SQ\LS S‘-la C,mu{.r SLL& and ta ke notes
Team
A together at the
(: B spiceta /Um .
TV Sl pretecel Uiy | same time.

@“&»]Co\:\"
Sl
l& L}w\u{h/\u (

(PHE 2
BifEm
L]

(,‘,,\an/ecu -ﬁm{lj

M358 Launch » M358 Launch Mo

FILE HOME IMSERT VIEW

Find on this Page (Ctrl+F) 2o

ﬁ] OPEN IN OMENOTE

Sync your notebook locally ot ® Presentation ideas
in OneNote to work offline.

Presentation ideas Tuesday, July 03, 2012  9:19 AM

Morthwind wvisit logistics

Budget review

Il M358 background Pﬁn émc’\— 5@ \LS 5 .

1
Team
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Take notes together

In a single place

Quickly include meeting information from your Outlook calendar,
and capture notes and action items together.

Customer research - OneMote
DRAW HISTORY REVIEW VIEW

: _ o
; «In -]=-- =& #% Heading1 | b4 Tope icwn V| o |’
' % Important (Ctri=2) |-
Uaex- ¥-A- =- X |Heading2 <| |7 Ouesiongctdezy || T2 Do Find Outlook
- Tag Tags Tasks~
Basic Text Styles

Tags

Notes ~ M358background  Team @+

Prep Meeting
10:00 AM - 12:00 PM

Customer research o=

2:0040M - 4:00 PM
hursday, June 21, 2012 11:40 AN

‘with Marketing Research Agency (Rainier Room)

1:1 (Bonnies Dffice)

500PM - 5:30 PM
Customer survey - January 2012 . wﬁ‘g ghnn:samis:_ngrmm;nnm.na,
& Py
Customer research - OneNote
BEH®O -
h MESSAGE  INSERT  OPTIONs  FormaTTexT | Heading 1 FoBeituh1) ﬁ L7
. | - Important (Ctrl+2)
| GarthFort; | Bonnie kearney Heading 2 [7][?_OQuestion(cur-3) <] T?EE;D :‘a"gds DT:Sks
[ plex parrow e Jags Weetings
Subject

| Customer reszarc

Hieveryone, below are the notes from our meeting with the Marketing Research Agancv.‘

Link to meeting notes: Customer research (Web view)

Customer research

Thursday, June 21,2012
11:40 AM

Meeting Subject: Meeting with Marketing Research Agency
Meeting Date: 4/2/2013 2:00 PM
Location: Rainier Room
Link to Outlook Item: dick here
Participants
tl Garth Fort (Meeting Organizer)

Once you're done, share your
notes via email directly.

Notes

Customer survey - January 2012

Survey asked consumers why they chaose ta buy

Northwind-brand electronics over other name
brands.

Phrases that emerged most often from consumers: Sales up by A Brand loyalty J
o . L Tl .

[ Garth Fort Garth Fort has shared "Web Marketing Goals and Strategies’

Environmenta)
1

13 www.discoversharepoint.com/sites



Access your notes while

on the go

Interact with your notebook across all devices—update,
sync, and share it from virtually anywhere.

Meetings Team Meeting

d a minute ago
< M358 LAUNCH NOTEBOOK - M358 BACK( @ page

Shared Values Agenda:
Goals & To D¢ Budgeting: Michael from finance to discuss quarterly forecasts.
& Conference: Event logistics for conference next month
Chat with Luka re: Plan

Innovation 6/26 Goals & To Do Team Member Responsibilities

From that first music center orward, Nort NG P hooth

. = arta et up team boo

pushing the boundaries of what's possible Budget Synch with Finance L.

investments in research and development, Erika Meet with customers
Manager Weekly Meeting P 3

launched a variety of cutting-edge product Andy Register for kickoff event

and Contoso are on the cusp of new break PR Planning e

true surround-sound stereo systems, and il

experiences. Review Latest Copy

Meet with crew to move equipment

Responsibility 6/27 Goals & To Do
Joe and Jack were humble men. They kne: Ak-Org Mesting Questions:
without the help of the thousands of emplq Make sure everyone's aware of this morning's org announcements
bought their products. They knew they had Team Megting Ensure folks have read & signed new HR manual
people; produce the best products with thd Has everyone confirmed travel plans?
materials available, use the fairest labar pr.
Long term planning:

* Interview new employee candidates by end of menth

+  Check on budget estimates for next year

* Check in with sales team about deal pipeline

&3 Paris Trip Pianning Paria Trp Planning | Day Trips  Paris

Day Trips Paris

Walking directions to Notre Dame:
| Research
Budget

Paris
Walking directions to Notre Dame;
- ¥

Reservations
What to Pack
Travel To-Do's

itinerary

Walking Tour

Classic - 3.5 hours, 20 euros

Montmarire - 2 hours, 12 euros

Visit the Louvre--early in the moming 1o beat the crowds
Visit the Notre Dame Cathedral

GO 10 the restaurant on east side of Notre Dame (Name?)

14 www.discoversharepoint.com/sites



Share email instantly

with others

Access the site mailbox directly from your
site using the Outlook Web App.

» M358 Launch

Heme MNotebook Documents Tasks Calendar Mailbox

M358 Launch » [=3] Site Mailbox App

® new mail search mail and people Fe The "M358 Launch” site mailbox has been created
all unread tome flagged
« INBOX CONVERSATIONS BY DATE ~
M358 Launch
4 Favorites LAST MONTH Tue 4/2/2013 3:05 PM
=
Inbox 1 v M358 Launch x |*
The "M358 Launch" site mailbox has been created 4/2/2013 i
Now you can send mail to SMO-M358Launch@spuseca... To: | M358 Launch <SMO-M358Launch@spusecase.onmicresoft.com>;
4 M358 Launch
Inbox 1 .
Now you can send mail to SMO-M358Launch@spusecase.d
Deleted ttems 1 people in this site. Visit the mailbox on the M358 Launch sit
Junk Email
Sync Issues 1 To learn more, see What's a site mailbox and how can | use
B E o - M358 Launch - Inbox - M358 Launch - Outlook
HOME SEND / RECEIVE FOLDER VIEW GROUPS
&1 New Email ¢ [ searen A mail items (ctri-g) P | Allmaiibores -| €2 Reply 2 Reply All 3 Forward G5 IM
» Favorites All Unread ByDate ~  Newest & Tue 4/2/2013 3:05 PM
3 . . < Last Month M358 Launch
YO ur Sl te mal | bOX au tO mat' Ca I Iy 4 GarthF @spusecase.onmicrosoft... ;M358 Launch The "M358 Launch” site mailbox has been created
H The "M358 Launch” site mailbox ... 4/2/2013
. Inbox H MNow you can send mail to To M358 Launch
syncs with Outlook so that you oo
;n - Now you can send mail to SMO-M358Launch@spusecase.onmict
eleted ltems 1 . o =
can kee p an eye on bot h pe rsona | Conversation History Visit the mailbox on the M358 Launch site to see for yourself.
Junk Email . 5 R B
. S To learn more, see What's a site mailbox and how can | use it?
and shared email, even when o
ceds

you're not on the team site.

b Investor Relations Handbooks

4 M358 Launch

4 M358 Launch

Inbox

Deleted Items

Ad Concepts

Conversation Action Settings
Documents 4

Junk Email

Mail Calendar People Tasks -

TEMS: 1 A\ SEND/RECEIVE ERROR  THIS FOLDER WAS LAS’
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Share email instantly with others

Then, simply drag and drop messages across mailboxes
to share them instantly with your team.

= Inbox - SaraD@spusecase.onmicrosoft.com - Outlook

HOME SEND / RECEIVE FOLDER VIEW
V = N n | Search People |
=8 H o W

G Ignore x E/_\j (E/ B ] fr\ﬁ [E2 Meeting YT Move to: 7 Q} To Manager
7 Clean Up - € 2> QﬁIM' EJ Team Email v Dane [E5 Address Book

New  Mew Delete  Reply Reply Forward © —| Move Rules OneNote Assign Unread/ Categorize Follow X X
Erail ltems~ S Junk~ Al E@Morer ¢ Reply&Delete # CreateNew | .. Policy - Read T up Y Filter Email -
Mew Delete Respond Quick Steps ] Move Tags Find
<
I Favorites ‘ Search Current Mailbox (Ctrl+E) £ | Current Mailbox ~ | £ Reply (2 Reply All £33 Forward G5 IM
All Unread By Date (Conversations) *  Newest ¢ |~ Fri 3/22/2013 6:30 AM
4 SaraD@spusecase.onmicrosoft.c... A -
DBy Alex Darrow
[ Inbox 3
Alex Darrow b Northwind Customer Data
Drafts Northwind Customer Data 3/22/2013
Sent Items PFA <end> To Garth Fort

Deleted Items 5 4 Older Message NorthWind Customer Details.dock (13 K8}
Conversation Histol - = B
Y I Bonnie Kearney;, Azigiassouneh; Deni... 1]
Junk Email Review Proposal for Tailspi®loys 2/19/2013
Outbox Which is the latest version @8l the Tailspin Toys PFA
RSS Feeds i
 Tony Krijnen; Janet Sghorr; Molly Dem...
I Search Folders Company Soccer Team 2/19/2013
It looks like we've decided a date/time, Let's
4 M358 Launcl
1 Molly Dempsey R
Inbox Lunch? 2/19/2013
Deleted Itams% Y gyom 12:00 PM to 1:00 PM
Ad Concepts I Aziz Hassouneh; Bonnie Kearney; Deni...

Documents 4 Come One, Come All! 2/19/2013
Could you all please remember not to reply all!
Junk Email

16 www.discoversharepoint.com/sites
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Upload attachments to your site

Similarly, drop attachments into the Documents folder in your

site mailbox to automatically upload them to your site.

b Inbox 2
Drafts
Sent ltems
Deleted ltems 5

Junk Email
Qutbox
RSS Feeds

[ Search Falders

4 M358 Launch
Inbox 1
Deleted ltems
Ad Concepts

Documepys 4
Junk Em

4 SaraD@spusecase.onmicrosoft.c...

Conversation History

LQnline Archive —SaraD@spuseca.

All - Unread
4 Yesterday
M358 Launch

The "M358 Launch” site mailbox has been ereated
Now yau can send mail to

By Date (Conversations) = Newest 4

Tue 3:06 PM

4 Two Weeks Ago

Alex Darrow
Northwind Customer Data
PFA <end>

3/22/2013

r— —
=1 PN q " p L S p— -
L . Up ~ e B M- E7 Team Email v Done =1 3 T e oo
New New Delete  Reply Reply Forward —| Move Rules OneNote Unread/ Categorize Follow
ol ttema = | & Junk - 4 EiMore~  |C&Reply @Delete ¥ Create New [z Move Rul e g ¥ Filter Email -

Mew Delete Respond Quick Steps & Move Tags Find

<

I Favorites \ Search All Mail Items (Ctrl+E) L | Al Mailboxes -\ QREPU @. Reply All Q)meard Q‘j M

Fri 3/22/2013 6:30 AM
Alex Darrow
MNorthwind Customer Data

To Garth Fort

Message HorthWind Customer Details.doc (13 KB]

PFA

I Marketing Campaigns

<
A

EIN

[

Documents

Mame

MorthWind Customer Details #

Pm@ Falcon Customer Data #

2013 Contoso products 3

Proposal for Ad Campaign #

www.discoversharepoint.com/sites



Keep an eye on what's going on

Use the shared calendar to help manage upcoming events,
meetings, and travel plans across your team.

] Office 365

BROWSE EVENTS  CALENDAR

E:, M358 Launch

Home Notebook Documents Ad Concepts Mailbox Tasks C@ld&l’ Site Contents # EDIT LINKS

Sync your site calendar with Outlook in just one click. Now any calendar
updates will sync automatically in both places.

] Office 365
BROWSE CALENDAR
= = e (] Cresteview  Current View: ~ @ Workflow Settings
FA = E oo = 3
& % Modify View +  Calendar -
Day Week Meonth Expand Collapse Calendars E-maila Alert RSS Edit Form Web List
All Al Overlay m Create Column Link. Me - Feed List Parts Settings
Scope Expand Manage Views Share & Track Customize List Settings
Home HNotebock Documents Ad Concepts Mailbox Tasks Calendar Site Contents # EDIT LINKS
4 2013 » ~ =
Calendar
Jan Feb Mar
Apr May Jun ) [+ April, 2013
Jul Aug Sep
Oct Nov Dec SUNDAY MONDAY TUESDAY WEDNESDAY
Today is Wednesday, April 03, 31 i z 3
2013
El Calendars in View
Calendar T 8 9 10
14 15 16 17
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Learn more

Office 365 for Business Learning Center
http://aka.ms/0365learning
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