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50 ways to connect your learning with your
life with Office 365

Teachers and educators all over the world are using Microsoft Office 365 for learning, teaching and helping to
make their administration more streamlined and efficient. You will be surprised at the many ways in which
Office 365 can be a great tool for education and for enhancing learning and teaching. This guide will give you

50 short ideas to try.

(Please note that some of the activities require you to have admin access to your institution Office 365

platform.)
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A - Collaborating with Office 365 for
Fducation

1. Set up a team site for your institution staff members

Office 365 core service: SharePoint sites

A team site for all of your staff is a great way to enhance communication and ensure that important

announcements and other information are easily available to everyone.

You can add apps, store documents, host discussions and carry out surveys using the SharePoint tools as well as
customising the appearance.

Spend some time looking at the SharePoint user guide in this series and explore a few of the functions available
to make your staff team site a real powerhouse communication and productivity hub.

Here is an example of a school staff site in SharePoint:

] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin~v [EUEUEReIUTTISENEC TN ]

BROWSE  PAGE ) SHARE Yy Fouow Cgswc » eom O

Teaching Staff # EDIT LINKS Search this site v 0

Teaching Staff

Home

Notebook Newsfeed Documents

Documents
Start a conversation @ new document or drag files here
Recent
v [ nName
Staff Pics - Who we all

are ais De‘?’“V" i i @5 lesson plan-Arctic 3
d The site is still very quiet... any comments or suggestions for the start of term....
Reorganisation of 10 minutesago  Like Reply = g5 staff Survey (2)
learning and teaching
survey @% Test Docl
Team Tasks ) L2vciRichards;tiill @5 Test Document
p welcome to the site
Staff Weblinks Thursday, November 21,2013  Like Reply Follow Jaye Richards-Hill = @5 365 set up guide final draft-working doc
Subsites
Staff Site - Art SHOW MORE POSTS

Site Contents

2. Set up a public website

Office 365 core service: SharePoint

Your Office 365 tenancy lets you set up a public website using SharePoint. It's easy - all you need to do is
follow the step by step stages in the guide and on the site itself as you construct it by choosing a theme and
then adding pictures, information and useful documents such as your student handbook.
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Websites are easy to maintain and update in SharePoint, and are a great way of communicating with parents
and caregivers, prospective students and anyone else who might be interested in what you are doing. You can
even add plugins that link to your social media channels like Twitter and Facebook.

It's a simple job to construct a great looking website for your education institution and SharePoint really does
do most of the hard work for you!

Have a look at this example from our guide:

First Municipal High School - Honour the Work and the Work Will Honour You

3. Customise your website

Office 365 core service: SharePoint

As you get used to working with SharePoint you will probably want to explore some of the more advanced
functions. There are many ways in which you can customise your website, including changing the theme,
colour scheme and page layout.

Just go to the settings icon (shaped like a wheel) at the top right of your screen and you will see options for site
settings and changing the look. Take some time to explore what you can do with your website. Remember, you
can always delete any changes you are not happy with.
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You can really get to know what SharePoint websites can look like by spending some time exploring all the
settings options and other tools.

A ]
o kD i / [}

4. Set up a team site for each of your classes

Office 365 core service: SharePoint

You can set up team sites for each of your classes using SharePoint.

These can be subsites from a main student subject site, and further subsites from these. A site hierarchy for the
Life Sciences students might look something like this:

LIFE
SCIENCES

B B

GRADE 11 GRADE 12

CLASS A CLASS B
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Subsites are easy to set up using SharePoint and they work the same as their parent site. Just follow our guide
and explore your Office 365 SharePoint features. You can always delete anything you are not happy with.

A class site can keep everyone up to date with work and assessment progress using have pictures, a calendar,
video, presentations etc.

SharePoint is great for organising your learning resources and keeping everything for each grade and class in
one place so that the students can access them at any time and from anywhere. This can also be a great help to
teachers by saving time and effort reproducing resources as each new academic year starts. Your sites become
a fantastic source of materials for learning and teaching.

5. Create a community hub for your students

Office 365 core service: SharePoint

SharePoint lets you create community sites for groups of your institution’s users. Community sites host a
discussion forum and provide other useful information. They are a great way of getting members to talk about
things that concern them or topics they are interested in.

Schools and other education institutions can add apps to community sites and use them for surveys and polls.
You can even include people outside your institution by adding them as external users, which is great for
involving parents and caregivers.

Reward people who contribute with achievement badges and by using the reputation settings, and encourage
student moderators to manage the discussions.

Have a look at this example, consider which tools you could include in your site and then go and explore your
SharePoint!

School Students

Community tools

Manage discy

Create categorie

Welcome to the community. We want to hear from you. Ask

a question. Share your thoughts. Get smarter and help others.
What's happening
2

this survey. The student council willuse the information collecte
Harrba Kable = Novembe

4
1

° rget heck here regul ep

° aria Deleu,

ne Top contributors

0 rephe Hel ever e. Please )

0 ke mana Defeuyn eners embe 'ij'Y Hamba Kahle
b

Wl mania NeRnwn
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6. Get your users to start blogging!

Office 365 core service: SharePoint

50 ways to use Office 365 for Education

Did you know that SharePoint has a blog platform? All Office 365 for Education users can start and maintain

their own blogs. These can be made visible to just a few invitees or your whole institution.

Blogs are great for sharing details of events, ideas and opinions, and other users can leave comments. Lively

discussions will sometimes take place!

Blogs are also a great way of encouraging literacy through extended writing and reading - especially for

traditionally reluctant groups of readers and writers.

Have a look at this example, then try having a go at starting your own blog:

1] Office 365

BROWSE  PAGE

Categories

Events

Ideas
Opinions

ADD CATEGORY

Archives
January
December
November
OLDER POSTS

Outlook Calendar People Newsfeed SkyDrive Sites ... Admin~

Home

Blog

Blogs and writing

Wednesday, January 08, 2014

Blogs are a great way to encourage extended creative writing.Just a blogpost each week is a fantastic
exercise in thinking and expression.

Try the blogging challenge - One post each week and ten comments on other blogs.

Lets get blogging NomsindoED

by maria DeBruyn at 12:43 AM

0 comments | Like Emailalink =«

Welcome to my blog!

Monday, November 04, 2013

This is where Il be sharing my thoughts on topics that matter to me. Who knows... I might even share
pictures, videos and links to other interesting stuff.

If I catch your interest, let me hear from you.

by maria DeBruyn at 2:13 PM

0 comments | Like Emailalink «==

maria DeBruynv ¥ 2

) SHARE Yy Follow [0

‘ Search this site

Blog tools
Create a post
Manage posts
Manage comments
Manage categories
Launch blogging app
Change post layout:

Basic :

No, this isn't actually my picture. I
just haven't gotten around to
updating this section. It's good to
know that someone is reading every
last word though. Thanks!

RSS FEED
2 ALERT ME

)

n

(T

7. Use SharePoint as your new Learning Platform

Office 365 core services: SharePoint, OneDrive*, Outlook and Office Online**

Over the past few years, many schools and other education institutions have been making use of Virtual

Leaning Environments (VLEs) and have used these for connecting, communicating and for Learning and

Teaching activities.

Many institutions have found that the take-up and use of these sometimes expensive VLEs is very slow and

patchy as they are sometimes over-complex and difficult to use. Office 365 with SharePoint is free to schools

and can be the ideal managed learning platform.

B® Microsoft
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The tools that come with the Office 365 for Education A2 Plan enable educators and learners to connect,
collaborate and create in real time. Resources and contacts are easy to search for and find, and communication
with people outside of your institution’s platform is made easy with email and Lync video conferencing all
included. OneDrive gives all users a massive individual 25GB storage facility, perfect for individual learning
resources, and users can share everything or just individual resources, sites and calendars with other users.

e  Flip your classroom by hosting video and audio in your SharePoint sites for learners
* Create alesson plan repository for your colleagues

* Have a bank of past exam papers and grade assessment exemplars for learners

» Safe and secure communication, particularly between students and staff

All your SharePoint sites work together to make up your Learning Platform and with email, instant messaging
and video conferencing, there is no need to use any external tools or services.

* Formerly known as SkyDrive.
**Formerly known as Office Web Apps.

8. Bring in your parents and caregivers

Office 365 core services: SharePoint

Did you know that you can give access to your institution Office 365 platform to the parents and caregivers of
your students? You can set up a community hub for them as well using SharePoint.

It's easy to do - simply add them as new users, send them their passwords and login names, and get your
students to show them the basics of using Office365.

All you need to do is set up a community site as described in number 4 of this guide but make it exclusively for
the parents and caregivers. This lets them communicate with your institution and each other to share news and
updates.

Your community site will become your parent and caregivers support group, answering questions for them and
hopefully hosting some lively and interesting discussions.
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B - Connecting with Office 365 for
Fducation

9. Send an email message

Office 365 core service: Outlook.com*

Sending an email from Outlook.com is very easy. Just click on +new mail, and as you type in the name of the
recipient, Outlook will offer you suggestions. Once you have entered the names of your recipients, type out the
body of your message and add attachments such as documents or images if you need to. Click on send and
your email will be delivered to the recipients.

1] Office365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin v maria DeBruyn ¥ % 2
@new mail =1 SEND X DISCARD [ INSERT  [sse im|
INBOX CONVERSATIONS BY DATE ~
To: | jaye@nomsindo.co.za; || CobusVan der Graff; || Thandi Bongani; | Nkosin@nomsindo.co.za; +
«“ all unread tome flagged
C
4 Favorites
LAST WEEK .
Inbox 15 Subject: Class resources
Sent items ¥ Multi Media Projector; N =7 x> P M2~ B 1 u = = W A v
» Science class (my lab) (2)  Wed 08/01 goz- = ¥ o4av
Drafts [1] Your request was accepted.
X ) Hiall
4 maria DeBruyn Conference Room; maria DeBruy ]
'y : i 08/0
* Management Team Meeting (2)  Wed 08/01 I'd like to do an audit of your classroom resources next week. can you suggest a time?
Inbox 15 Your request was received and is pending approval. _...
Drafts [1] LAST MONTH regards
Sent ltems )
Deleted tems 3 Conference Room; maria DeBruy ] Maria
eleted ftems » SLT meeting @) 03/12/2013
Junk Email Your request was received and is pending approval. _..
Notes .
ot Jenny Classman m]
School Council elections 03/12/2013
This years elections will be held in the conference ro.
Cobus Van der Graff ]
parent meeting 03/12/2013
No preview s available.
Jaye Richards-Hill e
meeting of SLT 03/12/2013
Test mail for meetings
Jaye Richards-Hill m]
SLT meeting 03/12/2013
All members should attend
Jaye Richards-Hill
(no subject) 03/12/2013
No preview is available.
TASKS . )
lave Richards-Hill

Take some time to explore Outlook.com and discover other useful email functions.

*Formerly known as Outlook Web App.

10. Make conference and meeting rooms available for booking

Office 365 core service: Exchange

Use Exchange to set up a list of rooms that can be booked for meetings, seminars and workshops or for

teaching classes in your institution.

These lists become visible when users set up meetings or schedule classes using the +new Item function in
their Calendars.
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] Office 365

You can add rooms to your list using the Resources tab in the Exchange Admin Centre. These will be presented
as options to be booked when using Calendars.

Outlook Calendar People Newsfeed SkyDrive Sites ... Admin v [EUEHERELTE ORI ]

Exchange admin center

recipients mailooxes groups resources contacts shared migration

permissions

compliance management

DISPLAY NAME
organization

+- FTPE -

A | MAILBOXTYPE

EMAIL ADDRESS

Conference Room Room conference@nomsindo.co.za - .
S Seminar Room
protection Meeting Room A Room MeetingA@nomsindo.co.za
Seminar Room 1 Room seminarl@nomsindo.co.za Room mailbox
mail flow Booking delegates:
o Multi Media Projector Equipment MMProjector@nomsindo.co.za
o XBox Kinnect Equipment Kinnect@nomsindo.co.za
maobile
Office 1 Room Officel@nomsindo.co.za

public folders

unified messaging

11. Make shared resources available for booking

Office 365 core service: Exchange

As well as meeting and conference rooms, you can make useful teaching and learning resources available to be
booked for classes and meetings.

Use the same function in the Exchange Admin Centre to add these shared resources. This function takes the
hard work out of coordinating the use of your institution’s audio-visual resources, and is perfect for sharing the
use of IT and science equipment and any electronic games consoles you might have.

1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin v maria DeBruyn v g5 9

Exchange admin center

recipients mailboxes groups resources contacts shared migration
permissions
o

compliance management +- pE

DISPLAY NAME A | MAILBOXTYPE EMAIL ADDRESS
organization

Conference Room Room conference@nomsindo.co.za . _ _

o Van der Graff Generator

protection Meeting Room A Room MeetingA@nomsindo.co.za

Seminar Room 1 Room seminar]@nomsindo.co.za Equipment mailbox
mail flow Booking delegates:

Ao Multi Media Projector Equipment MMProjector@nomsindo.co.za

XBox Kinnect Equipment Kinnect@nomsindo.co.za
mobile

Office 1 Room Officel@nomsindo.co.za

Nintendo DS Class set Equipment Nintendo@nomsindo.co.za

Van der Graff Generator Equipment Vandergraff@nomsindo.co.za
unified messaging Surface Windows tablets cl...  Equipment surface@nomsindo.co.za

0 selected of 9 total

BE Microsoft  ©2014 Microsoft Corporation  Legal | Privacy Community | Feedback

Set up your own lists and use Newsfeed and Outlook email to let your colleagues know that they can now book
these resources using their Calendars.
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12. Use Calendar to schedule meetings

Office 365 core service: Outlook Calendar

The Calendar in Office 365 is packed full of useful features. Scheduling meetings is made easy and can be done
with just a few clicks. You can add an agenda and other documents to the invite and invitees are then notified

by email.

When you use the Scheduling Assistant, any clashes with invitee’s shared calendars are made visible to you

while you are setting up your meeting, enabling you to pick the best time for maximum attendance.

You can see this on the screenshot of Scheduling Assistant in action. Notice the calendars of invitees are
displayed side by side and any overlapping appointments are shown when you enter the date and time for

your meeting:

0 Office365 Outlook Calendar People Newsfeed SkyDrive Sites = Admin ¥ maria Debruyn ~ £ 2
V' OK X DISCARD fese 03 February 2014 day week @
Untitled meeting «mon03 tue04 wed05 thu06 fi07 sat08 sun09 »
maria DeBruyn Jaye Richards-Hill Cobus Van der Graff Sibusiso Morena

When:
Mon 03/02/2014 ~ | | 09:00 M

Duration:

1 hour -

Attendees:

4 REQUIRED 0 CONFLICTS

2 maria DeBruyn
& Free

. 12
L Jaye Richards-Hill &

L;i Cobus Van der Graff

| § Free

‘J Sibusiso Morena x
Free
15
16
17
18
19
add room

Attendees are prompted to accept or decline the invitation, and also to give a reason for declining.

You can book a room for your meeting and any resources you might need. These will be reserved and shown as
unavailable to anyone else who tries to book them during your meeting time slot.

Everything you need to be able to schedule, set up and run your meeting is all in one place with Office 365

Calendar.
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13. Book resources for classes and meetings

Office 365 core service: Calendar

When you set up your equipment list using the Exchange Admin Centre, each piece of shared equipment is
given an email address. You can use this email when you want to reserve shared resources.

To reserve your equipment using your Outlook calendar, click on +new Event and enter the first part of the
email for the equipment then click on the search icon. This will bring up the full email address for the selected
resources you need to book, which you can enter in the attendee’s line. Complete the date and time slots and
click send, and your equipment is booked for you, preventing anyone else from booking it.

You can use Scheduling Assistant to see any other bookings for the selected resources.

It should look something like this:

1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites =« Admin ¥ maria DeBruyn ¥ % 2
GEISEND X DISCARD b SCHEDULING ASSISTANT  sss o X
Event: Science class (my lab)

Location: add room
Attendees: Nintendo DS Class set; Multi Media Projector; +
Start: Duration:

[ Fri 17/01/2014 -] [1400 <] [1hour -]

Show as: Reminder:

[Busy <] [15minutes -]

Calendar:

Calendar -

Repeat:

[ Never -]

[[] Mark as private [¥] Request responses

b JlEds zuEEvA -

Equipment booking for science class.

The details will appear in your Calendar as a reminder that you have booked these shared resources and will

need to arrange collection and return. You will also receive a message confirming your booking.

14. Set up distribution lists in Exchange

Office 365 core service: Exchange, Outlook

Distribution lists are easy to set up and save you time when sending out email to multiple recipients or sharing

sites, documents and other resources.

Go to Exchange, click on groups and then add users to the new distribution group you create. Give it a name

and then click create. That's all you have to do.

13 B8 Microsoft
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Try setting up a distribution group for your institution leadership team. Then when you need to send an email
to all of the team in Outlook, simply start to type in the name of the newly created group in the recipient line in
your email and the group name will appear. Your email will then be sent to all the members of the group,

saving you from needing to select them all individually.

This function can be useful for sending email to multiple recipients who might otherwise miss somebody who

should have had the email.

1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin v [USHEREUNEISEEFORNDY

Exchange admin center

recipients mailooxes |groups resources contacts shared migration
permissions
> = =

compliance management +- /7T rPE -

DISPLAY NAME 4 GROUPTYPE EMAIL ADDRESS
organization

management Team Distribution group managers@nomsindo.co.za e
_____ management Team
protection Parents/caregivers Distribution group parents@nomsindo.co.za

schoolstudents Distribution group Students@nomsindo.co.za Distribution Group
mail flow managers@nomsindo.co.za

o Senior Leadership Team Distribution group SLT@NomsindoED.onmicrosoft.com

mobile Description

For the school managers

Owners

unified messaging Jaye Richards-Hill
Membership
Membership approval:
Open
Message approval:
Disabled

1 selected of 4 total
B Microsoft  ©2014 Microsoft Corporation Legal | Privacy httpsi// ffice365.com/ecp/ in 03658 18&mik B&R

* Distribution groups can be set up from all provisioned users of your institution’s Office 365 platform.
This could include external users like parents/caregivers.

e Usedistribution groups for large numbers of similar users, for example Staff and Students.

*  Smaller groups could include students in different grades and staff by department or faculty.

* You can also use these lists to share sites and documents with multiple users more quickly.

15. Set up email distribution lists in Outlook

Office 365 core service: Outlook, People

You can use Outlook to set up email distribution lists in a similar way to those you set up in Exchange, however,

with Outlook the lists are only for email.

You can add any email addresses to your Outlook lists - they don't have to be members of your institution
Office 365 platform.

14 B8 Microsoft
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Go to the People tab on the main Office 365 toolbar. Click on +New and select Create group from the
options which appear. Add the names of the group members and click save. Your group has now been created
and is ready to use when sending email in Outlook.

(Note that you can only do this using your existing contacts, so you need to add the people to your contacts

before starting to create the group.)

1) Office365 Outlook Calendar People Newsfeed SkyDrive Sites == Admin ¥ maria DeBruyn ~  $% 2
@ new search People pel
all people groups
« MY CONTACTS BY FIRST NAME ~ parents
4 My Contacts n ‘
Contacts |
EGt eee

‘ ‘ | ® 6

v parents

4 Directory [

members notes

All Rooms

Al Us, 5 §
e Baloyix@nomsindo.co.za

All Groups Baloyix@nomsindo.coza

All Contacts Chris G
ris Green

Offline Global Address Lis chris@nomsindo.co.za

Fiona-Jane Forster
Connect to social networks FionaForster@nomsindo.co.za

Jenny Classman
Classman@NomsindoED.onmicrosoft.com

John Schooling

Schooling@NomsindoED.onmicrosoft.com

Khumalot@nomsindo.co.za
Khumalot@nomsindo.co.za

Mahlangua@nomsindo.co.za
Mahlangua@nomsindo.co.za

Nkosin@nomsindo.co.za
Nkosin@nomsindo.co.za

Sitholea@nomsindo.co.za
Sitholea@nomsindo.co.za

16. Add new contacts using a bulk upload

Office 365 core service: People, Outlook

Office 365 allows you to do bulk uploads of your contacts into Outlook. This is ideal for importing large lists

like parents and caregivers.

Provided your list is in the correct format as a .csv file, the process is quick and easy. Just click on the People tab
from the main toolbar, go to the settings icon and open the drop-down menu. Click on the option to import

contacts and follow the step-by-step instructions.

It's a good idea to put an identifier in front of the names before you upload them, for example, PCG in front of
all the parent/caregiver names. This makes it easier to identify them when you create your group by using this
identifier as a search term.
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Once you have uploaded your bulk list, you can create a distribution list as described previously.

[ Other bookmarks

| import contacts Calendar People Newsfeed SkyDrive Sites <« Admin ¥ maria Degruyn ~ % 2
Import your contacts from an existing email account
Step One: Export a CSV file from your existing email account. Leam more \Fents

Step Two: Select a CSV file of contacts to import (Example: name.csv).
Choose File | No file chosen " @ o

When you finish, your contacts will appear in your Outlook Web App Contacts folder,

|Pmsindo.co.za
{findo.co.za

| [flo.co.za

\fForster

man
MsindoED.onmicrosoft.com

ing
—— Trem nomsindo.co.za
! ! Khumalot@nomsindo.co.za

L Mahlangua@nomsindo.co.za
| Mahlangua@nomsindo.co.za

17. Use a shared mailbox for a project

Office 365 core services: Admin dashboard, Outlook.com

As an admin of your Office 365 platform, you can create a shared mailbox so that a group of people can view
and respond to email from a common mailbox. This is great when you are collaborating with others on a
project. All the email concerning the project is collected together in one place, so you won't have to hunt for it
in your own email stream.

Everyone who has permission to access this shared mailbox can send replies to received email and the reply is
sent from the mailbox, whatever name you give it, not the individual.

Just go to the users and groups function from your admin dashboard. You will see an option to set up
mailboxes. Follow the simple set of instructions to set up your own project or team mailbox.

Help
new shared mailbox

Shared mailboxes let a group of users view and send email from a common mailbox and share a common calendar. You can set Send As permission below. To set Full Access permission, create the shared mailbox,
and then edit it. Learn more

*Display name:

[Tablet Academy Africa

*Email address:

«

[Tablet-academyafrica

Send As
The Send As permission allows the delegate to send email from this shared mailbox. From the recipient's perspective, the email is sent by this shared mailbox.
DISPLAY NAME Please wait...

Troy Reid

More options...
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Add the new shared mailbox to your folders list in Outlook by right clicking on your name, then selecting Add
new folder and searching for the mailbox. Once Outlook has found the new mailbox, click on it to make it
appear in your folders list in Outlook.com. You can check it for shared mail and reply to enquiries.

The mailbox facility is a great way of improving communication and helping your project or working group to
run more smoothly.

18. Share your calendar with colleagues

Office 365 core services: Outlook.com, Calendar

Did you know you could share your calendar? Office 365 makes it easy, and you can choose how much of the
information is shared - all of it or only some.

In Outlook.com you can add multiple calendars of other users who have shared their calendars with you to
view on one screen. This is extremely useful when it comes to scheduling tutorials, meetings and other events
as you can overlay many people’s calendars to see when the most suitable time would be to arrange
something. No more lengthy email threads trying to work out when everyone can make it!

Simply click on the share icon, choose who you'd like to share your calendar with and then set the level of
information sharing.

] Office365 Outlook Calendar People Newsfeed SkyDrive Sites ... Neo Nkosi v $F 2
%] SEND X DISCARD 1=
Share with:
R e [Aciiityony 7]
|3 — 2 x
.“ﬁ MariaDB@nomsindo.co.za Avaiiabiityonty

Availability only

it I
Subject: Limited details

 Full detsil
l\‘dhketn share my calendar with you vl detals

~  Editor

Calendar: Delegate

‘ Calendar -

17 B8 Microsoft



n Ofﬁce 365 50 ways to use Office 365 for Education

19. Invite a guest expert into your classroom

Office 365 core service: Lync

You can use a Lync video conference to invite a ‘guest expert’ into your classroom - or even a grandparent to
read to your class at story time.

Simply add your guest as a contact in People, and then schedule an online meeting with them using the
Schedule meeting tool under their name. Your guest will get a link to the meeting and if they don’t have Lync
on their computer they will be able to download it or use the Web App.

You will have a video and audio connection, and when projected onto your screen or whiteboard, it's almost as

if your ‘guest’ is there in the classroom with you.

Your students can ask questions and interact with their guest without the need for expensive and time-
consuming trips and visits.

v q..memlgv

Conference notes, “

Alexandra Lise

®00®®

@ Q " O HQ

00:40/01:21

Lync is a really fantastic way of bringing the world into your classroom... and your classroom into the world.

20. Run a revision session using instant messaging

Office 365 core services: Instant messaging, Outlook, People, Calendar

Instant messaging is really useful when staff and students want to interact in a safe space. Encourage all your
staff to consider running evening and weekend revision sessions before examinations and assessments.
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It's quick and easy to set up and run, and completely safe. Have a look at the guide for set up details and think

about how you could use IM in your institution.

IM is a good way for students and teachers to communicate with each other and to offer basic student support
outside of school hours, as it is safe and secure within your education institution Office 365 platform. There is
no need to use any other social network or external email for communication between institution users.

1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites

® new

Include People From
@ My Contacts and Directon
©® My Contacts

© Directory

o x|

‘ jenny

all people groups rooms

PSE=)

& https://outlook.office365.com/owa/#viewmod:

| I © Jenny Classman - Google Chrome:

M Jenny Classman;

Me 2:402
Have you done that Chemistry homework yet?

Jenny Classman 841a
I've left it  bit late, the work was s0000 hard!

Me 8412
I know - | left it really late again.Mr Morena is

not going to be happy

Me 2422
How do you do those equations? | just can't

get them to balance

Me 2:452
Hello jenny - are you still there?

Jenny Classman 8:452
Yes,sorry my computer froze....

Jenny Classman 8:453
Too many games | think

Jenny Classman

Available
Student, Senior School

®06®

contact notes organization

send email
Classman@Nomsindo€D.onmicrosoft.com

business
123-555-1212

mobile
123-555-6642

business fax
123-555-9822

M

sipiclassman@nomsindoed.onmicrosoft.com

profile
SharePoint

work

Job title; Student
Department: Senior School
Office: 123432

Directory

business address
1 Microsoft way
Redmond Wa 98052
South Africa

linked contacts
Directory

Manage.

21. Use a Quick Poll to check student engagement during Lync Meetings

Office 365 core services: Lync, Instant messaging

It can be difficult to keep students on task during Lync meetings. How do you really know if your hard work in

setting up and running the meeting are really having the desired impact on their achievement?

Using the Quick Poll feature you can check that your students are fully engaged with all your various shared

resources.
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Try running a series of questions in Quick Poll after you've worked through each shared video, PowerPoint or
other content. This will check student learning and understanding, and keep them focused during the Lync

session.
B  Staff Meeting (2 Participants) JayeRichards-Hil | £ § 2 Exit Meeting
Create a Poll *
Poll name:
quick Quiz
Question:
Choice:
W | |
{ |
m | |
|| |
l l
W | |
|| |
Cancel
®0®Q® | =

22. Use Q&A to organise questions to your guest

Office 365 core services: Lync, Instant messaging

You've set up your Lync meeting and invited your guest expert to join. The questions on their presentation are
coming in thick and fast via instant messaging, and you are struggling to help your guest answer them all.

Lync has a useful way of helping you to organise this activity so that all the questions get answered.

Using the Screen Options icon (fourth from the left at the bottom) you can start the Q&A window. This
disables IM so that all questions have to be asked using Q&A instead.
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This tool will help you make sure that all the questions your participants ask the guest expert will receive
responses. Your participants can flip between the meeting presentation or other content and the Q&A to help

JayeRichards-Hill | %% § 2 ExitMeeting
.RuthE
GUEST

them understand and ask further questions.

B  Staff Meeting (2 Participants)

Stop Presenting

MESSAGES X

Jaye Richards-Hill 6:44:36 AM
Isn't this meeting rather boring?
Ruthie 6:48:35 AM
Ves, I can read PowerPoint

ALL(3) | UNANSWERED (1)
Tknow - It is too text-based. Power point is great How could we make this more engaging? -

with images and short bullet points...no more than Answer
one or two per slide in my opinion!

Jaye Richards-Hill 6:58:55 AM

Ruthie 6:50:50 AM
YesIagree Ruthie 07:16
Could we add more images?
Jaye Richards-Hill 7:13:39 AM Jaye Richards-Hill
OK - lets try and make this one more engaging for yes we should =
students
Ruthie 07:17
You are the expert on the cytoskeleton,is this PowerPoint accurate?
Jaye Richards-Hill
yes - its OK (4
Last message received on 1/14/2014 at 6:59:50 AM.
Saveas.. | | Stop Q&A
A

Content Stage | Q&A (3)

00O ®O® B =

23. Share a PowerPoint presentation using Lync

Office 365 core services: Lync, Instant messaging

Try sharing a PowerPoint presentation on Lync during a meeting or revision session. All the features in the
presentation will work in Lync. You can work through slides together using audio, make comments using
instant messaging and circulate shared sets of notes afterwards.

Lync is great for running revision lessons, study support and professional development, and you could even use
it to run an online conference.

24. Keep in touch with useful contacts and resources using Newsfeed

Office 365 core service: Newsfeed, SharePoint

As your institution’s SharePoint Online environment grows there could be thousands of sites, files and other
content that may or may not be useful to every student or member of staff. Sometimes you stumble upon a
really useful resource either by searching or by accident. You can keep track of it by following that content in

your Newsfeed.

When you find such a resource, just click on Follow and every update will appear in your Newsfeed stream

without you needing to go searching for it.
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Similarly, you can set up a Links App in one of your SharePoint sites to keep a list of links to any useful websites

you come across.

25. Use Outlook.com on any mobile device

Office 365 core service: Outlook.com

When a school, college or university is using shared devices such as tablets, it isn't always possible to personally
configure the applications for a particular user.

This is where Office Online really come into its own. Outlook.com on mobile devices is excellent and will
automatically switch format based on the type of device you're using, whether it's a cell phone, tablet or
desktop PC.

It also runs on any operating system so whatever device you have, you'll have no problems accessing your

email.

26. #Social #networking on Office 365

Office 365 core services: SharePoint, Newsfeed

The humble # symbol probably never thought it would get such exposure before Twitter launched, but
now the #hashtag is king, with @mentions and ‘likes’ not far behind.

In SharePoint Online you can use this familiar social networking feature to share content and
conversations with others in your institution and follow them by searching in your Newsfeed.

Outlook Calendar People Newsfeed SkyDrive Sites ... Admin~v |[EENCITOEe R TIRINE o T4
Share with everyone ~ l You have gone full screen. Exit full screen (F11 ’
Start a conversation T | #TabletAcademyAfrica ) ‘

Following Everyone Mentions - I'm following
It's pretty quiet here. Follow more people to see activity in your newsfeed, or see what Everyone is talking 3
about.

people

documents

sites

Trending #tags

Tagging's been quiet lately. No trending tags right now.
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Just remember to tag your content and conversations using a #hashtag so that they can be easily found
when searching.

C - Create with Office 365 for Education

27. Work on a lesson plan with colleagues in other schools

Office 365 core services: Lync, IM, Office Online

Connecting with Lync is a quick and easy way to collaborate with colleagues on lesson plans. It helps you
connect with subject advisors and colleagues teaching similar grades and subject areas.

B Staff Meeting (2 Participants) Ruthie | £ § 2 Exit Meeting

il 01:08 Request Control @

O

Jaye Richards-...

[agzBEEEI» @ @] HB|22 |
L]

ozt Uteinthe Arctc Tunral Schalastc.com

Lesson Plan

Life in the Arctic Tundra

Take your students on an imaginary expedition to the Arctic with these nine activties.

Getting Started | > send Fles

Before you begin your Arctic studies, set up a wintry reading display of tundra-themed books. Add
laminated articles or photos from magazines such as National Geographic Kids and Science World, and
props such as toy animals, furry earmufts, mittens, ski goggles, maps, and a globe. Then introduce
your unit with the "Animals of the ArcticiJundra Reproducible,” below. Iniite students to record their
questions and discoveries in “Arctic Field Joumnals," decorated with their own drawings of tundra animals.
You can also create a quick and easy KWL chart by having students add sticky notes to an Arctic map,

Camouflage Coats

Many tundra animals (such as foxes, hares, wolies, and polar bears) and tundra birds (such as snowy
i and in b i o ik

®000®

ﬁw
(1)

Simply put the ideas you have for your lesson into a Word doc or PowerPoint presentation and share with
everyone in Lync. Work together to build the lesson plan... and watch the creativity flow!

28. Start to go paperless with OneNote

Office 365 core services: OneNote Online, OneDrive

OneNote Online in Office 365 for Education can be a very useful tool for organising almost any set of
resources. If you have a class where all of the students have tablet devices, netbooks or laptops, you could
consider going paperless with that class.
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Show your students how to set up a Workbook using OneNote Online, which they can access using OneDrive.
Their Workbooks could initially have a selection of main sections for all the types of work done.

You can see an example of a basic design here:

Microsoft OneNote Web App | neonkosi@nomsindo.co.za Life Sciences Class neonkosi@nomsindo.co.za 2
FILE HOME INSERT VIEW m OPEN IN ONENOTE v

Find on this Page (Ctrl+F) o~
(| ClossNotes

This section is empty.
(| Assignments to complete

Click here or press ENTER to create a new page.
(| Homework - Unmarked

(| Homework - Marked and
Completed

[ webLinks
| video Clips

(| Practical work Logbook ®

Each student than shares their OneNote Workbook with you, allowing you access to all their notes and
resources. You can set and mark homework and assignments, and return these with individual feedback.

* Students can start to add resources and other sections as they get used to working with OneNote.

*  They can take notes in class and add to these at home or from any location.

*  They will build up a complete course portfolio of resources, which will be very useful when exam time
arrives.

* No more worries about organising notes, losing printed hand-outs or missing homework - everything
is all together in one place.

* If the students have the desktop version of OneNote they can utilise the full range of OneNote
features to further enrich their Workbooks.

e There are no problems when switching between OneNote Online and the desktop version - Office 365

automatically syncs any changes so Workbooks are always up to date.

29. Try using OneNote for student ePortfolios

Office 365 core service: OneNote Online
Encourage your students to start and maintain an ePortfolio of their achievements using OneNote.

OneNote Online is great for organising resources into workbooks, sections and pages but you might want your
students to reflect on how they can use this structure to organise their evidence of progress and achievement
in a way that shows them being reflective learners who use feedback and peer assessment as well as their own
achievements. It is a useful skill for students to be able to develop and maintain an ePortfolio that will help
them acquire self-regulation skills, enable them to become autonomous learners and equip them with skills to
be able to reflect upon their learning practices and achievements.

As not all of the children in your class have the full version of OneNote at home, remember that you need to
use only the features available in OneNote Online, although many of them will be able to use the full version to
make their ePortfolios even better.

You could use the following structure for the sections:
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(a) Reading (b) Writing (c) Speaking (d) Listening (e) Pronunciation (f) Homework (g) Exams
OneNote will give them different colours so that they stand out from each other.

Then you could use the following pages in each of the sections and create an example template for your
students to use when setting up their own ePortfolios:

*  Prior knowledge/experience

e Samples of learning

e Learning goals

*  Rubrics - assessment criteria

*  Practice for exams tests and quizzes
e Teacher evaluation

*  Peerevaluation

e Self-evaluation

This powerful organisational facility makes OneNote the perfect ePortfolio solution for your students.

Microsoft OneNote Web App | Neo Nkosi Sample student ePortfolio NeoNkosi 2
GO omve  mNseRT  view | [ OPENIN ONENOTE v
Find on this Page (Ctrl+F)

( wrmne ® Prior knowledge and experience

Prior knowledge and experience Thursday, January 16,2014 655 AM
Samples of learning

Learing goals

Rubrics - what I need to know

Practice for exams and tests

Teacher evaluation

Peer evaluation

Self evaluation

( spentanc

{ ustening

{ PrRoNOUNCIATION

| HoMmEwoRK

[ EXAMS AND ASSESSMENTS

30. Staff Professional Development ePortfolios

Office 365 core services: OneNote Online, OneDrive

As well as student ePortfolios, OneNote Online is perfect for use as a teacher’s professional development
ePortfolio.

Use the sections and pages to record all development activity and reflective analysis of lessons and other
professional interactions.

Record not only courses, workshops and conferences, but also become a reflective practitioner by thinking
about how this activity has impacted you and will improve learning and teaching in your classes. Remember to
record these reflections in some way in the ePortfolio.
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31. OneNote - Your virtual binder

Office 365 core service: OneNote Online

OneNote is a great place to store your resources for all of the classes you teach. It can become your virtual
binder’, but one that is editable, changeable, dynamic and shareable - either through Office 365 or by email.
You can clip content from the web, PowerPoint presentations, email messages or documents, and use this
material in your lesson plans.

Using it in class with a projector and stylus, it becomes your whiteboard as well, and you can save anything you
write, type or draw and distribute it to your students after class.

32. Use Excel Online to collect data

Office 365 core services: Excel Online, OneDrive
Excel Online is perfect for collecting and organising data on the go using a tablet device or even a smartphone.

Try using Excel Online next time you are doing a practical session or experiment where you need to note down
data and results.

Your students can open their Excel spreadsheets in the more powerful desktop version of Excel if they need to
use the increased functionality to analyse their data and present it in graphs or diagrams.

Office 365 will sync any changes you make automatically for you, so you don‘t need to remember to do this.

Your students can then share their Excel spreadsheets with each other, and combine them into one full class

version.
1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites .. hamba@nomsindoed.onmicrosoftcom~ £ 2
BROWSE | FILES  LIBRARY Cgsmc O
SkyDrive @ NomsindoED Create a new file X Search everything v p]

Documents

==
[J= Word document

hamba@nomsindor
crosoft.com

Welcome to SkyDrive @ N¢ pur work. Documents are private until shared. Learn more here. Dismiss

==
E3iE| Excel workbook

@ new document ¢ o
My Documents ] u" PowerPoint presentation

Followed Documents Al e Ediaie
Shared with Me v [ Name [ | OneNote notebook dified By

Shared with Every 1amba@nomsindoed.onmicrosoft.com
Recent Documents n: Excel survey

We couldn't find any recently
used documents for you.

USE OFFICE ON DEMAND New folder

UPLOAD EXISTING FILE
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33. Conduct a face to face opinion poll or survey using Excel Online

Office 365 core service: Excel Online, OneDrive.

The survey tool in Excel Online is really simple to use and easy to set up.

You can use this tool when your students need to collect data for projects and assignments. Conducting face

to face interviews using their Excel survey to input the data as they collect it is a great way of gathering useful

information.

Tablet devices make this task much easier and completely mobile.

Microsoft Excel Web App com Studv Sunoort Survey rosoft.com 2
FILE HOME = INSERT  DATA Edit Survey x >
o,
0 Cut  Calibri EDIT QUESTION x
Pa_“e EgCopy B I U Student Study Support Questicn Enter your first question
here

Undo Clipboard

fe A survey to help us with a presentation to the school leadership Question Subtitle

A B team about support for study during exam time T L

1] ] =
f Enter your first question here ResponseType  [oxt =

: Required ]

> Default Answer

6 ® Add New Question

7

8 Done Delete Question

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25 -

‘4 »

W o4 > Sheetl Share Survey Save and View Close

GIVE FEEDBACK

All the data can be analysed and presented in graphs or diagrams using Excel Online or by using the more
powerful data analysis tools on the full desktop version of Excel.

Your students can also share surveys or polls with large numbers of their contacts by email to increase the

amount of data they collect, which makes their final data analysis and conclusions more accurate.

34. Work with colleagues on a lesson plan in real time

Office 365 core services: Word Online, OneDrive

Office 365 has an amazing set of tools for collaboration and creation. Office Online lets you collaborate with
other users in real time on shared documents. Office 365 even tells you who is working with you and you can
see the changes they are making as they are happening!
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This is a great way to work together when it is impossible for everyone to be in the same location. Simply share
the document you want to work on collaboratively and open it in OneDrive or one of your SharePoint sites,

and work together online.

Microsoft Word Web App | Neo Nkosi Project example Neo Nkosi 2
FILE HOME = INSERT  PAGELAYOUT  VIEW [ OPENIN WORD ~ 2% SHARE &3 2 other people are here ~ A
o o o = . . ABC
D Calibri (Body) ¥ |11 <A AR =~ AaBbCc AaBbCc AaBbCc AaBbCc AaBbCc ‘/ % Find
Paste B I U ax x, x* %~ A~ = Ig. M4 Normal No Spacing  Heading 1 Heading 2 Heading3 _ Spelling 25 Replace
Undo Clipboard Font Paragraph Styles Spelling Editing
This is an example of a shared document for collaboration. We can all work on this document at the
same time and make any changes which we all think we should be making to the document. Office
365 is great for doing this as it all ultaneous editing of work we might be doing (I
think we need to take time hereE aborative ‘
can we all start to add our thoughts?|
ABOUT74 WORDS  ENGLISH (US) SAVED GIVE FEEDBACK

Show your students and colleagues how this works. It can be really useful if you want students to work together

on projects and assignments at home.

You could even get together with other educators to build up a shared lesson plan bank in OneDrive.

35. Work with students on Word docs to improve literacy

Office 365 core services: Word Online, OneDrive
Try working with students on extended writing tasks using a shared Word document.

You can help them as they are writing by using Word Online in Office 365. Observing their writing and giving
feedback while they are working is a powerful aid to literacy and improving extended writing skills.

Version history, another tool in Word, lets you look at the revisions over time on the document to monitor

improvement. This can be good internal assessment evidence.

Working together allows real-time feedback, which is very powerful in helping students improve their work.
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36. Use OneDrive as your virtual filing cabinet

Office 365 core service: OneDrive

With its massive 25GB storage for each Office 365 user, OneDrive is perfect for storing and sharing resources
with other educators. They don’t even need to be Office 365 users to be able to share your files.

Think of all the different resources you use in learning and teaching. How much time would it save if you
worked with colleagues to create and share a common ‘bank’ which you could all use?

The list of resources you need for your classes throughout the year is substantial, including lesson plans,
specimen assessments, mock examinations, past papers, worksheets, homework exercises, study and revision
aids. So get together and spread the load by collaborating and sharing.

] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ... [NCENICERSNE oM
BROWSE | FILES  LIBRARY Zsmc O
SkyDrive @ NomsindoED Search everything S0

m Welcome to SkyDrive @ NomsindoED, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

R r—— @ new document or drag files here

Followed Documents Al e Eind affile L
Shared with Me v [ Name Modified Sharing Modified By
Homework Tasks .« 3 minutes ago a8 Neo Nkosi
Recent Documents Lesson Plans <« 4 minutes ago a Neo Nkosi
W : " "
We couldn'tfind any recently @l Life Sciences Class « Yesterday at 1045 PM @ Neo Nkosi
used documents for you
Past Papers «+ 3 minutes ago ] Neo Nkosi
USE OFFICE ON DEMAND
Revision and Study Materials «s+ 3 minutes ago ] Neo Nkosi
Specimen Exam papers «+ 4 minutes ago ] Neo Nkosi
Worksheets .+ 3 minutes ago a8 Neo Nkosi
@E Project example 3 ..« 18 hours ago » maria DeBruyn

37. Use Word Online to take notes during online meetings

Office 365 core service: Word Online

Use Word Online to take notes during an online Lync meeting. These notes can be shared with everyone
afterwards, and you can collaborate on the document.

This is perfect for recording tasks, workflow and agreed outcomes from the meeting.

As you get more used to working with Office 365, you can even collaborate in real time on the notes during the
meeting. The document can be on your computer as well as your Lync meeting all the time.

Simply open a Word Online document in a separate tab. You can switch between the meeting and the Word
doc to make your notes, and then share.
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38. Publish student work online

Office 365 core services: Word, SharePoint

Publishing some of the excellent work your students produce is easy with Office 365 using the SharePoint
components. This is a very effective way of raising students’ self esteem and letting them know how well they

are doing in your class.

You can showcase their work on your public website by logging in and adding a page for student work.
Upload, save and anyone will be able to see the wonderful work your students are completing.

You could create an online gallery using photographs of student artwork or a storybook collaboration
involving many pupils. You could even publish your school's student yearbook.

If you want to share, but within your institution rather than publicly, you can share individual pieces of work
with all users, or collect them together in a SharePoint site or a blog. You then choose who you'd like to share
this work with.

Office 365 makes sharing easy with just a few clicks.

39. Set up a document library

Office 365 core service: SharePoint

Have you thought about setting up document libraries in the SharePoint sites that you manage? It's another
great way of organising documents, presentations, spreadsheets and OneNote Workbooks.

Go to any of your SharePoint groups. If you are an administrator or owner, you will be able to add apps. Click
on the settings icon (the wheel-shaped one at the top right of the screen) and select add an app from the

drop-down menu. Choose Document Library from the available apps.

Name the document library and click create. Office 365 will set up your new library and add it to your site
contents menu on the left of the screen.

You can add files by dragging and dropping or by clicking on +new file. Files can be renamed as necessary.

You can work with others in real time on your documents, just like elsewhere in Office 365, and you can follow
documents and receive alerts when they are changed or altered.

Document libraries are just another fantastic way of organising your work in Office 365. Use them with classes,
teams, colleagues and projects.
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40. Create a signup sheet for parents’ evenings and meetings

Office 365 core services: Excel Online, OneDrive
Organising appointments for your parents’ meetings can be made much easier using Office Online.

Create a spreadsheet using Excel and share it with your students. They then get their parents or caregivers to
choose a time slot and reserve it by entering their names on the spreadsheet.

You can even check the version history in the case of any disputes over entries.

Microsoft Excel Web App | Neo Nkosi Parents Evening Appointments - Mr Nkosi NeoNkosi 2
Y HOME  INSERT  DATA  VEW OPENINEXCEL 25 SHARE v
fe 7.20-7.30

A B c D 3 F G H 1 J K L M N o P <

Time Slot Mr Nkosi - parents evening appointments. Write your name in your
chosen time slot.

4.10-4.20
4.20-4.30
4.30-4.40
4.40-4.50
9 |5-5.10
10 |5.10-5.20
11 |5.20-5.30
12 |5.30-5.40
13 |5.40-5.50
14 |6-6.10
15 |6.10-6.20
16 |6.20-6.30
17 16.30-6.40
18 |6.40-6.50
19 |6.50-7
20 |7-7.10
21 7.70-7.20

22 | 7.20-7.30 !

1
2
3
4 4410
5
6
7
8

< v
o« om Sheetl ®

GIVE FEEDBACK

Share the appointment signup sheet using the share function, send a link out by email, or put it into one of
your SharePoint sites where the students will be able to access it.

No more bits of paper or lost appointment slips!
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41. Use PowerPoint Online to create presentations

Office 365 core services: PowerPoint Online, OneDrive, SharePoint

PowerPoint Online lets you create great presentations from any location. Just sign in to Office 365, go to
OneDrive for one of your SharePoint sites and start working on a new PowerPoint presentation. You can flip
between PowerPoint Online and the more powerful desktop version if you have it, and any changes you make
can be synced.

Microsoft PowerPoint Web App | Neo Nkosi My best presentation Neo Nkosi 2
T3l HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  VIEW [39 OPEN IN POWERPOINT 3% SHARE ~

This iIs my test
presentation

MR NEO NKOSI

Click to add notes

SLIDE1 OF 3 GIVEFEEDBACK =nNoTEs B B ©

PowerPoint Online is very useful if you want to start working on a presentation while away from your desktop
machine.

42. Customise your SharePoint sites

Office 365 core service: SharePoint

There are lots of different themes and all of them have colour controls so that you can change both the theme
and its colour scheme. Just browse the site settings of the SharePoint site you want to redesign.

You can also change the layout of the site elements as you gain more confidence in working with SharePoint
and even add custom web parts.

Have a go at customising your SharePoint sites with your institution’s colours!
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D - Staff Professional Development with
Office 365 for Education

43. Keep a daily reflective weblog

Office 365 core service: SharePoint

Publishing a blog post every day is a good way of getting yourself to reflect critically on your day-to-day work
and the learning and teaching that takes place in your institution.

The blogging capabilities in SharePoint Online allow educators to quickly and easily write up their thoughts,
ideas and showcase their progress in a secure environment. You can even customise the look and feel of the

blogs to make them more appealing and more personal.

Take up the 365 challenge and write a short reflective blog post using your Office 365 SharePoint blog every
day this year!

44. Set up a teacher learning community

Office 365 core services: SharePoint, Lync, Instant messaging

Teacher learning communities are excellent for sharing good practice and reflecting on learning and teaching
activities.

Think about getting together with other educators and setting up a SharePoint Site to 'host’ the group.

You could use instant messaging for ad hoc or scheduled chats about anything to do with your day to day

teaching activity.

Share resources and schedule regular Lync meetings for face to face contact. Add useful resources to the site,

along with links to professional development activities you have tried.

Getting together with other educators is a fantastic professional development activity that encourages

reflective practice, self and peer evaluation and enhanced professionalism.

45. Collaborate on creating resources using Lync online meetings

Office365 core service: Lync, Instant messaging

Lync is a good way of getting together with colleagues to create shared resources. Using the presentation tools
built into Lync as well as instant messaging, you can collaborate in real time to create documents, PowerPoint

presentations and all sorts of other resources.
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These educators are working though a PowerPoint presentation together:

JayeRichards-Hill | %% § 2 ExitMeeting
.R‘Jthe
GUEST

B  Staff Meeting (2 Participants)

Stop Presenting

MESSAGES x

Jaye Richards-Hill 6:44:36 AM

Isn't this meeting rather boring?

Ruthie 6:48:35 AM
Ves, I can read PowerPoint

Jaye Richards-Hill 58:55 AM 7
aye e ”" N . U The Cytoskeleton
Tknow - It is too text-based. Power point is great

with images and short bullet points...no more than
one or two per slide in my opinion! Cells contain elaborate arrays of protein fibres called the cyctoskelton that serve such

functions as:

Ruthie 6:59:50 AM
Yeslagree * establishing cell shape
« providing mechanical strength
Jaye Richards-Hill 7:13:39 AM N
* locomotion
OK - lets try and make this one more engaging for

* chromosome separation in mitosis and meiosis
« intracellular transport of organelles
* Allow cells to form tough layers or ‘tissues’

students

The cytoskeleton is made up of three kinds of protein filaments ranging in size from
relatively large to small:

* Microtubules
* Intermediate filaments and
* Actin fil (also called mici

Last message received on 1/14/2014 at 6:59:50 AM.

A

4 SUDE1 OF 6 > oo THUMBNAILS = NOTES

00 ®O® B =

46. Use Lync to host a staff development webinar

Office 365 core service: Lync, Outlook

With Lync colleagues from different locations can join in from the comfort of their own homes or places of
work, and participate in meaningful staff development sessions without needing to travel large distances to
meetings.

You can organise and host a staff development seminar using Lync, and it's easy to set up using Outlook. A link
is generated and sent to the invitees, who will then simply click on the link a short time before the scheduled
start and follow the instructions.
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You can make shared notes in real time using the whiteboard so that everybody can see them and agree on the

action points and follow-up activity.

B  Staff Meeting (2 Participants) JayeRichards-Hil | £ § 2 Exit Meeting

Stop Presenting

MESSAGES x

Jaye Richards-Hill 6:44:36 AM
Isn't this meeting rather boring?

Ruthie 6:48:35 AM

Ves, 1 can read PowerPoint

This is a shared whiteboard. Lets use it to brainstorm ideas for the Arctic Tundra lesson plan 4
4
» -

Habitat, Climate, Flora and Fauna \ ©
|

@ =
©

°®@°@ g =

Last message received on 1/14/2014 at 6:48:35 AM.

47. Use OneDrive as a professional portfolio

Office 365 core services: OneDrive, Office Online

Records of qualifications and teacher professional development activities are often unrecorded or filed away
somewhere. Poor record keeping can lead to teachers not being acknowledged for their professional
development activity and achievements, and these records really should be immediately accessible. Despite
this, teachers and educators can been neglectful of this duty because it is very time-consuming.

Office 365 can help solve this problem. Encourage each member of staff in your institution to set up and
maintain a continuing professional development portfolio using OneDrive. In this way Office 365 can help save
time on administrative tasks and free up more time for quality learning and teaching interactions.

Here are some ideas for carrying out and recording staff professional development activity over the course of

the school year:

* Each teacher compiles a portfolio of evidence of achievement and details of all professional
development activity, such as certificates. This is stored on OneDrive for easier access.

*  Proof, in the form of photos and video, of a workshop attended can also be shared in an individual
album to enhance this portfolio. This can be done using mobile devices and uploaded to OneDrive to
ensure instant capturing of participation at the time.

* Ifvideo evidence is available it can be edited using Windows Movie Maker and stored as media in the
same OneDrive folder. With 25GB of individual space, there will be plenty of room for this sort of

evidence of achievement.
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] Office 365

* To keep track of professional development through the year, the Task application in SharePoint and
shared calendar entries in Outlook.com can be used to record time spent on certain activities following
an annual professional development review between Senior Leadership and each member of staff.

The OneDrive professional portfolio can be shared with anyone as necessary. And because it's in the cloud, it
can be accessed at anytime anywhere.

48. Check out the Tip of the Day

As you become more used to working in Office 365, you will feel more confident in using some of the more
advanced functions. A useful source of information is the Tip of the Day blog, which you can find at
http://www.office365tipoftheday.com/

The writers of this blog give you a new tip each day for using Office 365 in new and better ways.

You can put a link to the blog on your home page or SharePoint Team Site, and encourage your team to
explore the different uses for Office 365 in your institution.

49. Use the community

Office 365 core service: Office Admin Centre

Did you know that there is a vibrant community out there all using Office 365 in better and better ways by
collaborating and sharing with each other?

You could join in with this online activity by following some of the helpful links you'll find at the bottom right
on your Office 365 Admin Centre screen.

] Office 365

community  blog  forums  wikis  troubleshooting

Welcome to the
Office 365 Community

help center pel

Sign in =
English v

latest posts

Set permissions on an Access Web App
12/19/2013 4:24:00 PM by Matt Evans_MSFT

The easiest way to share an Access app is share the site that the app is on.
But sometimes you want to share an app with a different set of people than
the site where you created the app. For example, maybe you want to share
the app with lots of people, but not let those people see the rest of the site.
When you want to set permissions on an Access app, you actually need to
edit the permissions for the Office 365 site where you created the app. All
the steps take place in SharePoint, and since most Office 365 and Access
users aren't that familiar with SharePoint, we figured we'd better show the
steps from an Access point of view. A new video on Office.com shows the
steps for managing site permissions, starting from an Access app on a site: If
you already created...

*  You can read and ask questions on the Office 365 users’ blogs and wikis.
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Add apps to your Office 365 Public Website

12/17/2013 3:00:00 AM by cwatson

Want a contact form? Integration with Facebook? Web analytics? Free apps
exist for these and many other tasks, and it takes just a few minutes to add
them...

Office 365 Support Webcast - Identity and Single
Sign-On Authentication in Office 365

12/10/2013 6:40:00 PM by JoshT_MSFT

Updated 12/1: Thank you for attending this Office 365 Support Webcast. If
you missed it, don't worry! You can view the webcast recording soon and..

Curious about search limits for SharePoint Online?

sign up for Office 365

Learn more about Office 365

top topics
Office 365 Service Upgrade Center for
Enterprise

Office 365 Service Upgrade Center for
Small Business

Fix Outlook connection problems after
upgrade

Changing and resetting passwords
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*  You can also ask questions about Office 365 functionality on the forum.
e Joinin the debate and let everyone know how you are using Office 365 in your institution and for

learning and teaching.

Click on the links and you will be taken directly to the blog and the forums, where you can see how other users
are using Office 365 to transform their education institution learning, teaching and administration.

50. ...and that’s your job!

We've given you 49 suggestions for using Office 365 for Education in your institution or classroom.

Now it's over to you. Number 50 is your task, so think up another way to use Office 365 and take us over the

finish line!
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