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Your Presenter

* Education:
— BSIT — Information Technology
— MAEd — Adult Education
e Employment:
— Retired US Navy Chief Petty Officer
— Microsoft Tech Support
— Muscular Dystrophy Assn.
— Tucson VA Hospital
e \Volunteer

— Web Director, Computer Booters of Sun Lakes AZ e
— APCUG Speakers Bureau
— New Adventures in Learning

Rob?rumanq

http://geezertekaz.com,

Rob Truman rob@geezertekaz.com
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Microsoft Account

Your Microsoft account lets you
manage everything all in one

&t Microsoft
place.

Sign in

 Keep tabs on your Email, phone, or Skype
subscriptions and order AN g,
history, organize your family's S ——
digital life, update your
privacy and security settings,
and track the health and
safety of your devices.
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Microsoft Account

* Access to Microsoft online services:
* Outlook

* Office Create account
2 S kype Microsoft account opens a world of benefits.
3 OI’]EDFIVG Isomeone@examme.com
> XbOX LIVE Create password
= Bi ng Send me promotional emails from Microsoft
Y Sto re Use a phone number instead
. Get a new email address
* Windows

Choosing Next means that you g t the Microsoft Services
% MSN Agreementandm cy and cookies sta t ement.

* Everything stays with you in the cloud and
across devices, including i0S and Android.
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What Is It?

* Microsoft 365 is a subscription service that
ensures you always have the most up-to-
date modern productivity tools from
Microsoft.

l . q Microsoft®
e Office 2019 is sold as a one-time purchase, l -

which means you pay a single, up-front cost Oﬁl Ce
to get Office apps for one computer.

e Office Online is a free version of Office that
you can use in a web browser. All you need
is to sign up for a Microsoft Account with a
new or existing email address.

(o]




* Microsoft 365
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Pro’s

e All plans include up to 1TB cloud storage (about 300,000 images or 1,000,000
documents)

* Each user can install it on five PCs or Macs, five tablets and five mobile devices

e Users can share their subscription with up to six family members (depending on
their subscription plan)

* Easy user management with features that help you add, remove, and
administer Office 365 accounts

* Regular security updates, improvements, and access to the latest features
* Ongoing tech support and security fixes
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Pro’s (con’t)

* No need to pay upfront: choose between monthly
or annual payment and save by paying for a full

B
* Free monthly credits to make calls to landlines -
using Skype

Colits Microsoft 365

 New changes can be overwhelming

* You may pay for unnecessary features

10 |8
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Offlce 2019

4

S

Pay once, use forever
In the long run, it will be cheaper to own

the license rather than subscribe .
: D q Microsoft®
Con’s 28

One device per license

1 Office |

Only runs on Windows 10 and macOS

No Upgrades. You only get this version
without upgrade options

Support is limited to 5 years
Limited security updates

11 B







What Comes With Microsoft 3657

* Includes:
* Premium Products.

* Word @ ‘

* Excel 4 ‘ ; .,

* PowerPoint s : _@
* Access (PC Only) ) ; .

* Publisher (PC Only) @ """ GMOﬁ:ICG Sonll 3

* OneNote N i (5

e Outlook @ \
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What Comes With Microsoft 3657

* Includes:
* Services r
e Skype ‘
* OneDrive OneDrive
* Cloud based products.
* To Do
* Forms
* Power Automate

* Sway
e Automatic updates.
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I\/Ilcrosoft 365 Famlly

* $99.99 per year

* One convenient subscription for up to 6 people.
* Includes 7 Premium Office Apps
* 1 TB OneDrive Cloud Storage

6 TB Total

* 60 min Skype calling per month.

* Per User

* No Restrictions on Installs (5-5-5)
* MacOS, Windows, Android, iOS

Microsoft 365 Family

(former ly Office 365 Home)

$99.99 "

Or buy at $9.99 per month

Try free for 1 month >

Cne convenient subscription for up to & people. Includes
premium productivity apps, up to & TB of cloud storage
(1 TB per person), and advanced security for all your

Premium apps included

Illl@lﬂ

PowerPoint OneNote

Qutlook Access (PC Publisher
only) (PC only)

Services included
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Microsoft 365 - Personal MErosett o pee s
$69.99

Or buy at $6.99 per month

* $69.99 per year

* One convenient subscription for 1 person.
* Includes 7 Premium Office Apps

e 1 TB OneDrive Cloud Storage w
* 60 min Skype calling per month. B i ks

* Install on up to 5 devices $ o

PowerPoint OneMote

* MacOS, Windows, Android, iOS
= 3 =

Qutlock Access (PC Publisher
only) (PC only)

Services included

OneDrive Skype
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Office — Home & Student 2019 e

» $149.99 $149.99
* One-time Purchase.

One-time purchase

* Includes 3 Premium Office Apps + OneNote
* No Additional OneDrive Cloud Storage e
* No Skype calling per month.

Classic apps included

* Single Install >N

O MaCOS’ Windows Word Excel PowerPoint

Services included

(not included)
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Microsoft 365 — Discounts

Military Appreciation Edition
* $69.00 per year

* Family Edition — 6 Users
» 7 Office Applications
* 6 TB Cloud Storage
e Skype min.

* Purchase From Military Exchange.
* ShopMyExchange.com
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Microsoft 365 — Free

e For Students and Teachers
* School email address

* Personal Edition — 1 Users
e 7 Office Applications
* 1 TB Cloud Storage
e Skype Minutes.
* Purchase From Military Exchange.
* ShopMyExchange.com

Stock up for
academic

success with
free Office.

We're giving our students a complete version
of the latest Microsoft Office.

] Office 365
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OneDrive Cloud Storage

* Automatically save a backup copy of
your files

* Access your files from anywhere

* Easily switch between different
devices

* Share files with whomever you want —
whenever you want

l acreon)

OneDrive
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* Personal Vault — Timed 2 factor
authentication
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One Drive Sync

* Syncs files and folders between device T
and CIOUd Settings  Account  Auto Save  Network Office About
Onelrive - Personal thotmail. com)
[ ] Choose What fOIderS to Sync 24.1GB of 40.0 GB doud storage used [ Addanaccount  {
Getmore starage  Unlink this PC
 Save to OneDrive system folder Choose fler

Folders you chooze will be available on this PC, I Choose folders I

* Files On Demand

* Access all your files in OneDrive without
having to download all of them

o [ caneal |
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Subscription Only Features

* Microsoft Editor
| e Spelling-Grammar-Thesaurus
20+ languages

Accessible across Word and
Outlook.com

| Standalone browser extension for
| Microsoft Edge and Google
Chrome.

__ Microsoft 365 Personal and

g Family subscribers have access to
advanced grammar and style
refinements to write with more
clarity and conciseness.
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Subscription Only Features

 Become a better presenter in
PowerPoint

* Monotone pitch and speech
refinement - listens to your tone
of voice and give feedback in real-
time to suggest adding some
variation where needed.

* Microsoft 365 Personal and Family
subscribers have access to
advanced grammar and style
refinements to write with more
clarity and conciseness.

|_\.,u_.ry.;|..\‘| 11

There are four types of ecosystems—terrestrial, lentic,
lotic, and artificial—but how human acksaaeeas

The goal of our outreach program is tojis

scenarios of positive and negative inte
ecosystems. This experience will help t|
understand its role in keeping them he
many ways for all people to help.

Show real-time feedback




Subscription Only Features

* Kickstart your creativity

* Access to 200+ new premium
templates across Word, Excel, and
! PowerPoint.

* PowerPoint Designer helps you be
more creative while saving you _

| time. - Designer will auto-generate : Eiﬁglﬂﬁ%?ﬁ?ort

i several slide layouts to choose .

from.
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Subscription Only Features

* Money in Excel

* Easily gather, organize, and
analyze the information you need
in one place without the hassle O 1 ) 5t ] i e it i, i 2] 5 o =i
finding, copying, and refreshing el lalrTalels o lulelulal, oo «
the data. =

s
e Use new smart templates with o |
data types to do more. They will 5" torts e o o
help you prepare to move to a TR —e— : e
new city, track your nutrition, or .\, [T TR ——
help your kids learn chemistry. 4 Guion ooin Wl —— o




Microsoft Office Online

Save & edit documents, Spreadsheets and Presentations online

Work together on documents.




What Is Office Online

* Microsoft Office’s most popular
applications online versions

* Completely Free

* Word .

. Powe r PO| nt Word Excel PowarPoint Onakote
* OneNote s

2 Sway OneDrive

e OneDrive

Sway Mail People Calendar
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Advantages of Office Online

TR,

* Itis FREE
e Simple Sharing

e To share Office Online documents
as there is a Share button

available in the upper right-hand
corner

Gregory Zelfond
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Advantages of Office Online

* Quick Editing
* A great option when you want to

make quick changes to the
document — files open up quicker

Word Document -

than using the installed version of q TieHome
the software
* Auto Save Location
* Office Online does not have a Save [ ] onebrive
button — all changes are
autosaVEd_ SO |f you make a @ Previous Versions

change and then close the
browser — no worries — all changes
are saved automatically.
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Advantages of Office Onl

* Supports PDF

* |n addition to Word, Excel,
PowerPoint, Office Online can also
open PDF documents right in the
browser. Please note that it does
not support Edit capability for PDF
files.

* Works from any device
e Android
* Windows

MacQOS

iOS

* Linux

i y f = .q"'T:f—- —— : .
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Disadvantages of Office Online

* Limited functionality.

* Word Online, Excel Online, and
PowerPoint Online are not fully-
installed applications on your PC.

* They are stripped-down (lite)
versions of the corresponding
desktop applications and do not
have the full functionality you
have on your PC.

PowerPoint
Online OneNote Online
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Disadvantages of Office Online

* Limited file support.

 Office Online only works with the
following file formats: .docx, .xlsx,
.pptx files and PDF.

* Requires conversion for older
MS Office files.

* If your Word, Excel, PowerPoint
files have been saved using older
versions of the software (i.e.,
Word 97 or Excel 2003), they need
to be saved (converted) to the
new file format (from .doc to
.docx).

Project Documents

v MName
@S Agenda 20160730.doc

®s Agenda 20150609 docx

File Conversion

o To edit this file in Word Online we need to convert it to
the newest file format. Don't worry, we will create a
backup of the original file.
To edit this file without converting it, open it in Microsoft
Word,

Convert Open in Word | Cancel
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Gain essential skills in Office 2019
and 365, including Microsoft
Access, Excel, PowerPoint, and

Word.

https://edu.gcfglobal.org/

GCF

Learnkree.org

Word

In this free Word tutorial, learn how to

format text, save and share decume...

Tutorial »

Access

In this free tutorial, learn how to enter,

manage, and search through large...

Tutorial »

Excel Tips

Learn these Excel tips and tricks so you

can do more with this popular spre...

Tutorial

Excel

In this free Excel tutorial, learn how to

create formulas and charts, use f...

Tutorial >

Excel Formulas

In this interactive tutorial, learn how to

create formulas to solve real-wo...

Tutorial >

PowerPoint Tips

Learn these PowerPoint tips and tricks so

you can do more with this popular...

Tutorial >

PowerPoint

In this free PowarPoint tutorial, learn how

to use themes and background st...

Tutorial >

Word Tips

In this free tutorial, learn tips and tricks to

create professional, polish...

Tuterial »
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Chandler, Arizona
Technology For The Age Challenged

ARTICLES VOCABULARY & TERMS

%— Geezer Tech https://geezertekaz.com

Updated Weekly

CATEGORIES CONTACT ABOUT GUEST SPEAKER

How to Get Microsoft Office

for Free

Microsoft Office normally starts at $70 per year, but there are quite a few ways
to get it for free. We'll show you all the ways you can get Word, [...]

RECENT POSTS

| :

o How to make Slide Zoom Animation in
Microsoft PowerPoint

o New Zoom Features to Liven Up Your
Meetings

o How to Use the Built-in Windows
Defender Antivirus on Windows 10

o How to Compress Images in Microsoft
PowerPoint

o 7 Things to Know About Switching from
Cable to Sling TV

o How to Find and Disable Resource-
Hungry Chrome Extensions

o How to Use the iPhone Camera App: The
Ultimate Guide

JOIN OUR EMAIL LIST

Name *
First Last

Email *

Captcha *
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=" Microsoft 365

Web Director -
Computer Booters of Sun Lakes Arizona

rob@geezertekaz.com

Rob Truman

~L 1 An International
‘"’ Association of Technology
AT & Computer User Groups
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