‘:U OFFICE OF INFORMATION AND COMMUNICATIONS TECHNOLOGY

GETTING TO KNOW

unite.un.org/office365



The new way to
get things done

Your complete Office in the cloud

Office 365 is your personal Office and more. It lets you work

ﬂ Offl C e 3 6 5 from anywhere, on any device, whether you're online or

offline. It helps you do your best work, the way you want to,

wherever you are. That means more powerful tools for

creating content, better ways to work together, and easier

‘ ways to share.

And that’s just the beginning.

Check out the scenarios in this book to see some of the ways

Office 365 can help you get things done, better, together.
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Office 365 is all about making
you and your team more
productive from anywhere, on
any device.




GETTING STARTED

Emails & calendar
on the go

With Office 365 your team stays connected, even on the move, with
email and calendars you can access from anywhere. Coordinate
meetings on the go, access synchronized contacts, check task lists,

and use intelligent tools to manage email. This easy access from The perfect team tool, Office 365 lets you check calendars, retrieve contacts and set up

virtuaIIy any device means you’II never be out of touch. meetings from any device. Avoid scheduling hassles by easily sharing calendars and

viewing other’s availability.

Powerful email management provides a rich experience and the tools you need to

manage a busy inbox and a packed calendar - on all devices.

Rely on Outlook to keep your contacts synced and up to date across all your devices,

and reach them on Skype for Business with just one touch.
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GETTING STARTED

Run more effective
meetings

You need to get the right people working together to get the work done
- which is not always simple in our on-the-go world. Office 365 makes

it easy for people to meet and connect online, from wherever they are,
on multiple devices. With Skype for Business, people can join or start a Bring teams, customers and partners closer than ever with Skype for Business.
meeting in just one click, whether across the hall or across the globe. Powerful HD collaboration can be set up in just a few moments.

Video, screen sharing, and real-time note-taking help meetings matter,

You and your colleagues can share screens, present PowerPoint, collaborate on
producing actionable results and decisions for your team.

whiteboards and chat on IM, all from within a single application.

No matter what device you are on, Skype for Business allows you to easily check a
contact’s availability and quickly get in touch with video, voice, or instant

message.
Our designers share drawings with customers and have valuable conversations through
Lync*. We don't have to be in the same room to work closely with customers, which means
we take care of their needs a lot faster now.

Fred Patterson, Vice President of Product Engineering, Kennametal
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REAL-TIME “...

COLLABORATION
Office 365 makes it easiertowork —
on content with other people.

=N



REAL-TIME COLLABORATION

Work on content
together

Crunching the numbers doesn’t have to be difficult. Excel lets you gather a
lot of information from different people and departments into a single
spreadsheet, document or presentation. Best of all, you can work with more

than one person—even your whole team—on the same file at the same ) ) ) ) o
Work with colleagues in real-time, collaborating to share the task and to combine ideas.

time. Working together doesn’t just make life easier, it also helps boost See edits as they happen and add comments to discuss your changes.

productivity and can lead to new insights that can be easily shared with

anyone in your organization. Leverage the full power of Excel to enhance visibility and deliver new insights. Useful
functions such as conditional formatting give strong visual cues and emphasize areas for

attention.

Office 365 eliminates the hassle of combining everyone’s amendments

and the headaches of version control. Have confidence that you are working with

In the past, our financial manager would have had to extract data, send it to the IT the most current information.
department, and wait weeks for a custom report.

Allan Villegas, Chief Financial Officer, WASH Multifamily Laundry Systems
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