A TYPICAL DAY
WITH OFFICE 365
Office 365 is so much more than just an
online version of email and Office 2013.

While all the documentation
and information focuses on the
key features and benefits of
Office 365, it’s just as important
to understand how it looks
and works in a typical office
environment.
This guide for small-medium
businesses is a high level view of
how some of the key Office 365
features can be used day-today
by you and your staff. It will
give you an idea of how all the
components work together to
really transform the way
you work and improve your
productivity
and communication.

Outlook as
the Hub
Email is a business critical
tool and at the core of Office
365 is Outlook - the de-facto
standard for email throughout
the world.
However in Office 365,
Outlook is not only used
for email, it becomes the
primary interface for all
the other Office 365 tools Lync, SharePoint and Office
Professional Plus 2013. This
makes it much easier to bring
together all the areas you
need in a typical business day.
Let’s look at a few examples.

Communication
Lync is the core communication tool within Office 365 incorporating instant messaging, VOIP calls, audio and video conferencing. It is also fully integrated within Office 365 and your calendar to give you real-time information about everyone’s availability
and online status.
Let’s assume you receive an email from a colleague that you didn’t quite understand and you wanted to ask them a question.
You could send them back an email, but then you have to wait for a reply which may take too long and may not even answer
your question. You then reply and they reply ending up with a game of email ping pong. You could also call them but if they’re
not available it goes to voicemail and again you wait.
A better way is to use Lync.
In the example, Eva has sent an email to Dean with the Subject “Customer Visit”. The email is received by Dean and in this case
he can see that her status is Available (Green) showing she is at her desk when he opens the email. The status is also calendar
aware, so her status would be Red if she had a meeting scheduled or someone else had setup a meeting in her calendar.
Since her status is green, Dean decides to start a
chat from Outlook, directly from within the email
message. Notice that automatically the chat window adds the subject “Customer Visit” at the top,
letting Eva know immediately what the IM chat session is about. Now, Dean can get an exact answer
to his question right there and then. If a phone
conversation is required Dean can also call her via
Lync and share his screen if he needs to show her
something, or even add others in a conference call
if the discussion needs additional people – all without leaving Outlook.
If she is busy, he can send her an Instant Message
that she will see when she gets back asking her to
call him when she is free. In the Instant Message,
she will automatically know what it is in reference
to because the email subject line will be in the
header of the Instant Message.

Shared Document Management
When you need to share a document with a coworker, most people resort to sending it as an email
attachment. It’s quick and easy for the sender, but it
creates major problems for everyone else; especially if
the document is sent to multiple people. Incorporating
everyone’s changes and managing different versions
can quickly cause confusion and errors.
Sharepoint Online provides a shared, always accessible
location for all documents that can be managed from
within Outlook.
You can save any attachments from any Outlook
message using drag and drop to save them to specific
Sharepoint libraries – effectively like folders specially
organised to meet your business needs.

With its advanced search capabilities, you can also search for documents in any Sharepoint library and then send links to those documents instead of the actual document themselves all without leaving
Outlook.
This ensures everyone is accessing the same document, all changes
are managed and there are version controls in the event of problems.

Task and Project Management
Sharepoint Online is not just about documents. You can
also create project sites that project teams or specifically
invited individuals can use to collaborate, manage tasks
and timelines and measure progress.
If you are involved in more than one project, you’re likely
to have tasks across multiple projects. In each project you
can see your task list, but having a single view of all your
tasks is sometimes required.

With Office 365 you can sync tasks from your project sites
back into Outlook tasks providing you that single view of all
your tasks across multiple projects.
Updates to your tasks including completed information are
also synced back to the Sharepoint Project ensuring everyone
stays up to date no matter which interface they are using.

Shared Calendars
If you’ve ever tried to setup meetings for multiple people,
you’ll be familiar with the frustrations of finding a time
where everyone is available. You start with an initial
email or an appointment and a suggested time asking for
everyone’s availability. Then as everyone responds, you
constantly shuffle that appointment back and forth – it
can really waste a lot of time.
Shared Calendars that allow you to see everyone’s
availability at once has been a feature of Microsoft
Exchange (the corporate email engine behind Outlook)
for a number of years.

Office 365 provides this same functionality, without the need
for your own Exchange server. And it takes it one step further,
integrating Sharepoint Calendars from project pages allowing
you to also view multiple calendars and keep track of project
resources and team members.
Combined with the conferencing capabilities of Lync, you can
quickly find times when team members are available and
then hold the meeting online all without leaving Outlook.

Bringing it All together
Office 365 brings cloud based technologies within reach
of any sized business. The real power of Office 365
though lies in the advanced integration between all the
components – Outlook, Lync, Sharepoint Online and
Office 2013 Professional – simplifying common tasks
and saving you time.
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