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Unlock the potential Microsoft tools for productivity and collaboration! In this session, we will 
uncover some of Microsoft’s hidden gems and share proven expert tips to enhance your 
workflow with Excel, PowerPoint, Word, and more. Don't miss out on this opportunity to elevate 
your skills and efficiency – let's dive into the capabilities of these essential Microsoft tools 

together!  

Sync, Plan, Conquer with OUTLOOK and CALENDAR 

Join me July 30, 2024, for Increase Productivity with Outlook and Calendar 

 

1. Use the @mention feature to draw attention 
and collaborate seamlessly.  

Use @mentions to get someone's 
attention in Outlook for Windows - 
Microsoft Support 

2. Unleash the power of time management with 
Outlook’s “Find Time from Calendar” feature. 

Install FindTime - Microsoft Support 
 

3. Write boldly, write brilliantly with your AI-
powered companion … Editor. 

Microsoft Editor checks grammar and 
more in documents, mail, and the web 
- Microsoft Support 

4. Fast-Track Dispatch: Employ tags 
to catapult your messages to the top of the 
priority queue! 

Mark a message as high or low 
importance - Microsoft Support 

5. Schedule emails for later delivery and stay in 
control of your communication flow. 

Delay or schedule sending email 
messages in Outlook for Windows - 
Microsoft Support 

 

 

ONEDRIVE: Your Digital Safety Deposit Box 

Join me July 16, 2024, for M365: Putting the Pieces Together and Organizing with 
OneDrive   

 

1. Unlocking the Possibilities: Journeying Through 
Your OneDrive Files:  

Home    “For you” 

Get started at Microsoft365.com - 
Microsoft Support 

2. Unlocking the Possibilities: Journeying Through 
Your Shared OneDrive Files. 

Files   “With you” and “By you” 

Share your documents - Microsoft 
Support 

3. Harnessing Folder Colors in OneDrive. 
Video: Create files and folders in 
OneDrive - Microsoft Support 

4. Streamlining Your Workflow: Mastering 
OneDrive Sync. 

Sync OneDrive files and folders - 
Microsoft Support 

 

https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-in-outlook-for-windows-90701709-5dc1-41c7-aa48-b01d4a46e8c7#:~:text=Use%20%40%20in%20the%20body%20of%20a%20message,is%20included%20and%20added%20to%20the%20To%3A%20line.
https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-in-outlook-for-windows-90701709-5dc1-41c7-aa48-b01d4a46e8c7#:~:text=Use%20%40%20in%20the%20body%20of%20a%20message,is%20included%20and%20added%20to%20the%20To%3A%20line.
https://support.microsoft.com/en-us/office/use-mentions-to-get-someone-s-attention-in-outlook-for-windows-90701709-5dc1-41c7-aa48-b01d4a46e8c7#:~:text=Use%20%40%20in%20the%20body%20of%20a%20message,is%20included%20and%20added%20to%20the%20To%3A%20line.
https://support.microsoft.com/en-us/office/install-findtime-2501ff38-0a47-4dc5-999f-bcca329f0f63#:~:text=Installing%20FindTime%20in%20Outlook%20Desktop%201%20Open%20Outlook.,Reply%20with%20Meeting%20Poll%20in%20the%20Home%20tab.
https://support.microsoft.com/en-us/office/microsoft-editor-checks-grammar-and-more-in-documents-mail-and-the-web-91ecbe1b-d021-4e9e-a82e-abc4cd7163d7
https://support.microsoft.com/en-us/office/microsoft-editor-checks-grammar-and-more-in-documents-mail-and-the-web-91ecbe1b-d021-4e9e-a82e-abc4cd7163d7
https://support.microsoft.com/en-us/office/microsoft-editor-checks-grammar-and-more-in-documents-mail-and-the-web-91ecbe1b-d021-4e9e-a82e-abc4cd7163d7
https://support.microsoft.com/en-us/office/mark-a-message-as-high-or-low-importance-44be4160-d3d9-4f26-97bd-46359b845ae3
https://support.microsoft.com/en-us/office/mark-a-message-as-high-or-low-importance-44be4160-d3d9-4f26-97bd-46359b845ae3
https://support.microsoft.com/en-us/office/delay-or-schedule-sending-email-messages-in-outlook-for-windows-026af69f-c287-490a-a72f-6c65793744ba
https://support.microsoft.com/en-us/office/delay-or-schedule-sending-email-messages-in-outlook-for-windows-026af69f-c287-490a-a72f-6c65793744ba
https://support.microsoft.com/en-us/office/delay-or-schedule-sending-email-messages-in-outlook-for-windows-026af69f-c287-490a-a72f-6c65793744ba
https://support.microsoft.com/en-us/office/get-started-at-microsoft365-com-91b69f9c-9410-4eba-8b4f-8dab3efa43d1
https://support.microsoft.com/en-us/office/get-started-at-microsoft365-com-91b69f9c-9410-4eba-8b4f-8dab3efa43d1
https://support.microsoft.com/en-us/office/share-your-documents-b8b4498b-f365-499d-b9a7-5ec65e2ab00d
https://support.microsoft.com/en-us/office/share-your-documents-b8b4498b-f365-499d-b9a7-5ec65e2ab00d
https://support.microsoft.com/en-us/office/video-create-files-and-folders-in-onedrive-1570425e-c4b4-4d35-b5d4-b1b27700572d
https://support.microsoft.com/en-us/office/video-create-files-and-folders-in-onedrive-1570425e-c4b4-4d35-b5d4-b1b27700572d
https://support.microsoft.com/en-us/office/sync-onedrive-files-and-folders-d9262485-9bf8-4ceb-bac2-e83f68cb6a97#:~:text=%20Sync%20OneDrive%20to%20your%20computer%20%20,OneDrive%20files%20will%20start%20syncing%20to%20See%20More
https://support.microsoft.com/en-us/office/sync-onedrive-files-and-folders-d9262485-9bf8-4ceb-bac2-e83f68cb6a97#:~:text=%20Sync%20OneDrive%20to%20your%20computer%20%20,OneDrive%20files%20will%20start%20syncing%20to%20See%20More
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WORD Wizards, EXCEL Enthusiasts, and POWERPOINT Pros Unite! 

Join me August 13 for Mastering Communication and Collaboration with Microsoft Word 
and PowerPoint  

Join me August 27 for Getting Started with Microsoft Excel 

 
1. Effortless Style with the Power of Format 

Painter across Microsoft Apps. 
Use the Format Painter - Microsoft 
Support 

2. Enhancing Collaboration Across Microsoft Apps 
Using Comments. 

Using Modern Comments - Microsoft 
Support 

3. Polished Perfection with Clear Formatting in 
Microsoft Apps. 

Clear all text formatting - Microsoft 
Support 

4. Ensuring Universal Access to Content with the 
Accessibility tool. 

Make your content accessible to 
everyone with the Accessibility 
Checker - Microsoft Support 

5. Add Visual Flair with Icon Insertion. 
Insert icons in Microsoft 365 - 
Microsoft Support 

 

 
Transforming Data into Insight with FORMS 

Join me September 24 for Capture Data Easily with Microsoft Forms  

 
1. Crafting Surveys and Feedback with Microsoft 

Forms. 
Create a form - Microsoft Support 

2. Breaking Language Barriers by using 
Multilingual Forms. 

Send a form in multiple languages - 
Microsoft Support 

3. Personalized Closure for Your Microsoft 
Form's Conclusion. 

Adjust your form or quiz settings in 
Microsoft Forms - Microsoft Support 

4. Recreate and Revise: Duplicating Forms for 
Personalization. 

Copy a form - Microsoft Support 

5. Sharing and Collaborating with Microsoft 
Forms. 

Share a form or quiz as a template - 
Microsoft Support 

 
 
Unleash Collaboration Excellence with TEAMS 

Join me September 10 Getting Started with Microsoft Teams 

 

1. Demystifying Channels in Microsoft Teams. 
Demystifying channels in Microsoft 
Teams - Microsoft Support 

2. Silencing the Noise with Noise Suppression in 
Microsoft Teams. 

Reduce background noise in Microsoft 
Teams meetings - Microsoft Support 

3. Engaging Audiences with PowerPoint Live in 
Microsoft Teams. 

Present from PowerPoint Live in 
Microsoft Teams - Microsoft Support 

4. Looping in Communication for Seamless 
Collaboration. 

Send a Loop component in Microsoft 
Teams chats - Microsoft Support 

5. Passing the Torch by Forwarding Messages in 
Microsoft Teams Chats 

Forward a message in a Teams chat - 
Microsoft Support 

 

https://support.microsoft.com/en-us/office/use-the-format-painter-4bb415a9-d4e4-42b7-b579-170adc594e40#:~:text=1%20Select%20the%20text%20or%20graphic%20that%20has,4%20To%20stop%20formatting%2C%20press%20ESC.%20See%20More
https://support.microsoft.com/en-us/office/use-the-format-painter-4bb415a9-d4e4-42b7-b579-170adc594e40#:~:text=1%20Select%20the%20text%20or%20graphic%20that%20has,4%20To%20stop%20formatting%2C%20press%20ESC.%20See%20More
https://support.microsoft.com/en-au/office/using-modern-comments-8d3f868a-867e-4df2-8c68-bf96671641e2
https://support.microsoft.com/en-au/office/using-modern-comments-8d3f868a-867e-4df2-8c68-bf96671641e2
https://support.microsoft.com/en-us/office/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80#:~:text=Clear%20all%20text%20formatting%201%20Select%20the%20text,Text%20group%2C%20click%20Clear%20All%20Formatting.%20OneNote%20
https://support.microsoft.com/en-us/office/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80#:~:text=Clear%20all%20text%20formatting%201%20Select%20the%20text,Text%20group%2C%20click%20Clear%20All%20Formatting.%20OneNote%20
https://support.microsoft.com/en-us/office/make-your-content-accessible-to-everyone-with-the-accessibility-checker-38059c2d-45ef-4830-9797-618f0e96f3ab
https://support.microsoft.com/en-us/office/make-your-content-accessible-to-everyone-with-the-accessibility-checker-38059c2d-45ef-4830-9797-618f0e96f3ab
https://support.microsoft.com/en-us/office/make-your-content-accessible-to-everyone-with-the-accessibility-checker-38059c2d-45ef-4830-9797-618f0e96f3ab
https://support.microsoft.com/en-us/office/insert-icons-in-microsoft-365-e2459f17-3996-4795-996e-b9a13486fa79#:~:text=Select%20Insert%20%3E%20Icons.%20Scroll%20through%20the%20icons,by%20choosing%20each%20of%20them%20before%20clicking%20Insert.
https://support.microsoft.com/en-us/office/insert-icons-in-microsoft-365-e2459f17-3996-4795-996e-b9a13486fa79#:~:text=Select%20Insert%20%3E%20Icons.%20Scroll%20through%20the%20icons,by%20choosing%20each%20of%20them%20before%20clicking%20Insert.
https://support.microsoft.com/en-us/office/create-a-form-39a23830-452d-474c-ae1f-47a6ebefa21a
https://support.microsoft.com/en-us/office/send-a-form-in-multiple-languages-e948a2ea-31c8-432f-91bf-67790e226706
https://support.microsoft.com/en-us/office/send-a-form-in-multiple-languages-e948a2ea-31c8-432f-91bf-67790e226706
https://support.microsoft.com/en-gb/office/adjust-your-form-or-quiz-settings-in-microsoft-forms-f255a4ba-e03c-4e12-b880-f7e8b62e0665
https://support.microsoft.com/en-gb/office/adjust-your-form-or-quiz-settings-in-microsoft-forms-f255a4ba-e03c-4e12-b880-f7e8b62e0665
https://support.microsoft.com/en-us/office/copy-a-form-4b91b775-b984-4afd-b5fe-6396c71d7697#:~:text=Copy%20a%20form%201%20Go%20to%20Microsoft%20Forms,tile%2C%20and%20then%20choose%20Copy.%20...%20More%20items
https://support.microsoft.com/en-us/office/share-a-form-or-quiz-as-a-template-82ea9d8a-260a-47a0-afdb-497f3d746e3f#:~:text=In%20Microsoft%20Forms%2C%20open%20the%20quiz%20or%20form,Send%20button%20and%20proceed%20to%20the%20next%20step.
https://support.microsoft.com/en-us/office/share-a-form-or-quiz-as-a-template-82ea9d8a-260a-47a0-afdb-497f3d746e3f#:~:text=In%20Microsoft%20Forms%2C%20open%20the%20quiz%20or%20form,Send%20button%20and%20proceed%20to%20the%20next%20step.
https://support.microsoft.com/en-gb/office/demystifying-channels-in-microsoft-teams-c2356b56-2ff8-4391-a5ae-67963f9e19f6
https://support.microsoft.com/en-gb/office/demystifying-channels-in-microsoft-teams-c2356b56-2ff8-4391-a5ae-67963f9e19f6
https://support.microsoft.com/en-us/office/reduce-background-noise-in-microsoft-teams-meetings-1a9c6819-137d-4b3b-a1c8-4ab20b234c0d
https://support.microsoft.com/en-us/office/reduce-background-noise-in-microsoft-teams-meetings-1a9c6819-137d-4b3b-a1c8-4ab20b234c0d
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/present-from-powerpoint-live-in-microsoft-teams-28b20e74-7165-499c-9bd4-0ad975d448ad
https://support.microsoft.com/en-us/office/send-a-loop-component-in-microsoft-teams-chats-ca5252e7-8201-4490-a6d9-59f20df864c6
https://support.microsoft.com/en-us/office/send-a-loop-component-in-microsoft-teams-chats-ca5252e7-8201-4490-a6d9-59f20df864c6
https://support.microsoft.com/en-us/office/forward-a-message-in-a-teams-chat-b3190ce7-00da-45aa-978d-a45a7b041d21#:~:text=Forward%20a%20message%20in%20a%20Teams%20chat%201,a%20message%20above%20your%20forwarded%20content%20for%20context.
https://support.microsoft.com/en-us/office/forward-a-message-in-a-teams-chat-b3190ce7-00da-45aa-978d-a45a7b041d21#:~:text=Forward%20a%20message%20in%20a%20Teams%20chat%201,a%20message%20above%20your%20forwarded%20content%20for%20context.

