Microsoft 365 The Basics Quick Reference Guide

Microsoft offers extensive online resources for learning how to use Microsoft Office 365. A series of quick
reference guides have been created to introduce a wide range of features and resources for all skillsets.
Microsoft 365 basics video training is just a click away.
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Microsoft 365 Training is readily available online and offers a wide range of training videos of the Microsoft
Apps. Quick reference guides will discuss the following topics:

e Microsoft Access

e Microsoft Excel

e  Microsoft Outlook (Windows and iOS)
e Microsoft OneDrive & SharePoint

e  Microsoft OneNote

e Microsoft PowerPoint

e  Microsoft Teams

e Microsoft Word

Share and collaborate are important new features in Microsoft 365. Within each of the quick reference
guides, the share features are discussed and demonstrated accordingly in each corresponding APP.

Microsoft 365 Use Version History assist one to review changes in a file, compare different versions and
restore an earlier version if desired.
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https://support.microsoft.com/en-us/office/microsoft-365-basics-video-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb?wt.mc_id=OTC_HOME
https://support.microsoft.com/en-us/training
https://support.microsoft.com/en-us/office/access-video-training-a5ffb1ef-4cc4-4d79-a862-e2dda6ef38e6
https://support.microsoft.com/en-us/office/excel-video-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.microsoft.com/en-us/office/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.microsoft.com/en-us/office/sharepoint-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23
https://support.microsoft.com/en-us/office/onenote-video-training-1c983b65-42f6-42c1-ab61-235aae5d0115
https://support.microsoft.com/en-us/office/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://support.microsoft.com/en-us/office/word-for-windows-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae73
https://support.microsoft.com/en-us/office/share-files-in-microsoft-365-8f63c80b-9e19-4cd3-ba5b-dc94089459ce?wt.mc_id=otc_m365basics
https://support.microsoft.com/en-us/office/view-previous-versions-of-office-files-5c1e076f-a9c9-41b8-8ace-f77b9642e2c2#%3A%7E%3Atext%3DGo%20to%20File%20%3E%20History.%2Cit%20in%20a%20separate%20window
https://support.microsoft.com/en-us/office/view-previous-versions-of-office-files-5c1e076f-a9c9-41b8-8ace-f77b9642e2c2#%3A%7E%3Atext%3DGo%20to%20File%20%3E%20History.%2Cit%20in%20a%20separate%20window
https://support.microsoft.com/en-us/office/microsoft-365-basics-video-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb?wt.mc_id=OTC_HOME

