Intro to Office 365 and Outlook Lesson Plan
Use this outline to time the slides and what you are doing.

	Time Allotted
	Activity

	Slide 2
As participants enter
 
 
	Before you start the module
· Launch PowerPoint titled, Intro to Office 365 and Outlook
· Project Slide 2.
 

	Slide 3
2 min
	Introduce Learning Objectives
· Participants will login to their Office 365 accounts configure Office 365 for their computer and setup their profile options. (Check to see if set-up may have been done for the group by their IT Dept.)
· Participants will become familiar with Home, Outlook, and Team Site of the Portal.
· Participants will get comfortable with the basic functions of Office 365 Outlook, Lync, and SharePoint (My Site).
 

	Slide 4
3 min
 
	Introduce Office 365 using the trainer's account.
 
 

	Slide 5 
&
Live Demo
30 - 45 min
	Demonstration of how to use Outlook from Office 365
· [bookmark: _GoBack]Switch from PowerPoint to your own computer demonstrate the Step-by-Step instructions below.
 

	Slide 6
5-10 min
 
 
	Turn and Talk
· In groups of two or three, have participants turn to each other and discuss their ideas for what implementation and integration of Office 365 would mean for their school or district
 
They should come up with ideas such as:
· Collaboration - how will Office 365 promote collaboration.
· Decision Making - who would need to be involved in bringing Office 365 to your school / district.  (If you have not already acquired it.)
· Planning - careful planning is essential when training.  What will you take into consideration as you train Office 365.
 

	Slide 7
 
5 min
 
	Share
· Have one or two people share what features from this training session they are most excited about using in Office 365.
 





Before you teach:
Setting up the accounts -   All participants should already have an Office 365 account set up.  The expectation will be that they have logged into their accounts and changed their passwords prior to coming to training: 
1. Check to see that each participant has completed this step, and 
1. Allow time for those who have not before beginning training.
1. IF this is a school based or district training the IT or another department of that institution would need to provide the login and passwords to be used by the participants and handle configuration.
 
 
As you teach this section, your participants should follow what you are doing and do it with you.
	What to do:
 
	Screenshots:
 

	Launch Internet Explorer and go to:
https://login.microsoftonline.com
 
 
	 
[image: Machine generated alternative text: I..httPs floginrnicrosoftonline.cornP’—  IdentifL.    W&cometo Microsoft Onu... x Li
a M.aosofr
Da.Office 365
new customer? sign ¡n
. Access email and calendars from mobile devices
. Create Websites to share documents, contacts, and tasks
. Work with Office documents from virtually anywhere with a browser User ID.
Password:
Forgot your password?
1 Remember me
I1 Keep me signed in
[ signin j]
 

	Each participant then logs on with their credentials:
first.last@mie-uspil.com and the (temporary) password they have created.  

OR

Each participant then logs on with their Office 354 credentials provided by their district or school and the (temporary) password they have created.  
 
Check again to make sure all are logged in and have changed their password.
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	This is the Office365 Portal
Notice the 3 areas at the top.  
We will spend time in:
1. Home, 
1. Outlook, and
1. Team Site screens next.
 
As you go through the next screens point out the different sections and what information is provided in each section. 
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	Let’s click on Home first.  You will see this screen next.  Participants need to make sure their language is chosen and then select their time zone.
 
Click OK.
 
 
 
 
[Trainer Note:  If the account has been setup and configured for the user by their IT Department or prior to training this screen will not show.]
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	Click on Outlook.  This is the email client.  
 
We will come back later and spend time with the tools and features of this page.
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	Finally, CTRL click 
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on Team Site to open a new window with this area loaded.  
(In this version there is no redirect back to Home so by using CTRL click and opening a new window, once done, they can close just that window.)
 
 The Team Site is set up by the Administrator of Office 365.  

This is the Team Site for MIE trainings.
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	Switch back to the first browser tab and click to return to the Home screen.  Look to the right side pane and click Downloads.  You should see this screen.
1. Install Microsoft Lync – they must know whether they have a 32- or 64-bit install.
1. Click on Which version?
 
 
[Trainer Note:  If the account has been setup and configured for the user by their IT Department or prior to training Lync may already be configured and this step and the next two can be omitted..]
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	Follow the instructions to locate your Windows operating system.
Go to Control Panels and System 
 
Check to see whether your machine is 32- or 64-bit then select the correct button on the previous screen.
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	Click Install then 
Click Run and follow the prompts for the download.
 
Next you will want to Set up your Office desktop apps. (You must have Office 2007 or later versions.)

Click Set up and follow the onscreen directions to download and configure the apps.
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	Back to the Home screen and select Run the Setup Quickstart.  You will see the screen to the right.  Follow the prompts to set up Office 365 on the web, to your phone, and computer.
 
Demo this for the group but for time constraints have them watch only and not complete these steps individually given the various phones that maybe in use. 
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	Now let’s go to My profile  located right under your login  name.  We want to add your photo here so it appears throughout Office 365.  Select photo and then Browse for your photo, open and upload.
(Your photo must be 100kb or less in file size.)
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	Your picture should now appear in your profile.  Remember you can change your profile picture and other information located here at any time.
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	Click back to Outlook, then select Options for some personalization.  You may wish to select a theme.  Notice the difference in looks from this screen shot to the next.
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	Spend some time here going over other Options available.  By clicking on See All Options, a new window appears with many options for tailoring the look and feel to your personal preferences. 
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	This is a great time to have participants set their e-mail signature.  Walk through this process with them.
 
Provide 5 minutes to look through Options.
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	Now, click on Mail or your back button.  
 
If you use Outlook, and if you have ever used the Outlook Web Application or OWA, this interface should look very familiar.  

To Do Task:
Practice with sending an email to the person next to you about one feature you have seen that you will definitely use. 
 
 
	[image: C:\Users\Sonja_2\AppData\Local\Temp\msohtmlclip1\02\clip_image017.jpg]

	Demonstrate using double click to open the message up to a new, larger window.
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	Be sure to show them how to click on To enabling them to add contacts from the address book or contact list without having to type them in by hand.
Since all participants are in the system they should be able to find their partner.
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	Calendar functions are next.  Show the group how to click on New Appointment and fill in pertinent information then Save and Close.
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	Don’t forget to show them how to Share Permissions / Calendars – this is a good time to provide examples of appropriate use such as:
·  team planning, or
·  view other’s calendars to  facilitate coordination of dates and events, and
· discuss different permission levels.
	[image: C:\Users\Sonja_2\AppData\Local\Temp\msohtmlclip1\02\clip_image021.jpg]

	Click on Contacts from the Outlook Menu and give them time to add at least 1 outside contact from their personal or school email.
 
[Make sure they know that those within the Office 365 domain already have their contact information pre-loaded.]
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	Just like you can add a single contact to your Contacts list you can add a Contact Group.  
1. Begin by giving your group a name.  
1. Click on Members and double click on each name you want as a member.  
1. Their name will then appear in the group once you click Add to Group.
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	This screen shot shows selecting group members.  Notice the names populating at the bottom of the frame.
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	This view gives you an idea of what a group then looks like when members are added.
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	Tasks are last to demonstrate. Click on the Task at the bottom of the screen then click on New and complete the form with the information about the identified task.  Then Save and Close.
 
For those who function best with a "to do" list, using Task works great.
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	Your task now appears in your Task List.
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