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Introduction 
 

Welcome to our Ultimate Guide for Office 365! 

The first thing you should keep in mind when viewing this guide is that it is a living document. This 
means that it will continue to be updated as Office 365 evolves. We recommend that you save a 
shortcut to the Ultimate Guide’s location, and only download or print when necessary. If you must, be 
sure to check the “last updated” date on the title page to ensure you’ve got an up-to-date copy. 

The second thing to note is that this guide will focus on Office 365 for Business and its accompanying 
Office 2013 applications. It includes information for IT administrators, end users, and everything in 
between. When it’s relevant, you’ll see information about the online/web app versions of Office 
applications, as well as mobile apps. If you’re and Office 365 user on a home or personal plan, you’ll still 
find useful material here. 

The Ultimate Guide for Office 365 is divided into several sections, by application and a few other useful 
categories. In each section, you’ll find helpful links that direct you to external sites with information on 
relevant topics. Some of these links lead to Ninja videos, some to Microsoft resources, and some to 
other useful sites that we’ve assessed as reliable and educational. 

Just as on 365ninja.com, we are always receptive to new ideas, questions, and anything else you’d like 
to share. If you have feedback related to this document, don’t hesitate to email ninja@365ninja.com or 
reach out on social networks. 

Thanks, 

365 Ninja 

  

http://www.365ninja.com/
http://www.365ninja.com/
mailto:ninja@365ninja.com
http://www.365ninja.com/
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Getting started 
Welcome to the most powerful and valuable suite of cloud-based business productivity software! If 

you’re just getting started with Office 365, there are a lot of great resources out there to support you. 

This section will give you a few resources for getting started on Office 365 for Business and the 

accompanying Office 2013 applications. 

 

The beginning 
 Get started with Office 365: video and guides cover the basics of reading email, sharing 

documents, and more. 

 What’s the difference between Office 365 and Office 2013? 

 How to sign in and sign out of Office 365: the basic action of signing in and out, explained in a 

quick video. 

 Download and install Office 2013 desktop apps: watch this video to install Office 2013 using 

Windows 8.1. 

 Check the Office 365 system requirements 

 Do you have earlier Office versions? Set them up to work with Office 365 here. 

 Use Office 365 on your phone or tablet. 

 What’s new in Office 2013: if you’re used to a previous version of Office, this page will help. 

 The basics of Office Online: AKA Office Web Apps, this page from Microsoft provides some 

useful overview information. 

 Use Office Online to work together: this page offers some written tips for getting started with 

sharing in Office Online. 

 Office Touch Guide: using a touchscreen? Check out this guide. 

 Change your account settings in Office 365 like your password or language: written instructions 

on changing your personal and admin settings in Office 365. 

 Can you run Office 2013 without internet access? 

 What does Office 365 have that Office 2013 doesn’t? 

 

Basic tasks and features:  Here are a few things you can do in Office 365 and Office 2013 as you 

are getting started in order to customize your experience and make everything run a little more 

smoothly. 

 Personalize your online experience by changing your theme 

 Add or change a profile photo 

 Change the default home/landing page 

 Customize the theme and colors of Office 2013 apps 

 Learn about the Office Ribbon 

 Disable or remove the start screen of Office 2013 apps 

 Customize the Quick Access Toolbar 

 Change the authors of a document 

 Clear the recent document list 

http://www.365ninja.com/
http://go.microsoft.com/fwlink/p/?LinkId=272404
http://www.365ninja.com/whats-the-difference-between-office-365-and-office-2013/
http://www.365ninja.com/sign-in-sign-out-office-365/
http://www.365ninja.com/download-install-word-excel-powerpoint-lync-outlook-2013/
https://support.office.com/en-us/article/software-requirements-for-Office-365-for-business-719254c0-2671-4648-9c84-c6a3d4f3be45
https://support.office.com/en-us/article/Set-up-my-current-Office-desktop-programs-to-work-with-Office-365-for-business-3324b8b8-dceb-45e2-ac24-c642720108f7
http://www.365ninja.com/using-office-365-on-any-device-iphone-android-ipad-and-more-2/
https://support.office.com/en-us/article/Whats-new-in-Office-2013-481ae862-5ea3-44dc-819b-c7c095a84a0a
https://support.office.com/en-us/article/Start-using-Office-and-Office-Online-aeb53e3d-7257-4f5d-bfa1-4c65104a6a8e?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Use-Office-Online-to-work-together-in-Office-365-ff709b92-1c61-4c4b-8f8e-e2f65d2e0c1b
http://go.microsoft.com/fwlink/p/?LinkId=272428
http://go.microsoft.com/fwlink/p/?LinkId=272459
http://www.365ninja.com/can-you-run-office-2013-without-internet-access/
http://www.365ninja.com/what-does-office-365-have-that-office-2013-doesnt/
http://www.365ninja.com/personalize-colors-theme-office-365/
http://www.365ninja.com/add-or-change-a-profile-photo-in-office-365/
http://www.365ninja.com/change-default-homelanding-page-office-365/
http://www.365ninja.com/how-to-customize-the-theme-and-colors-office-2013/
http://www.365ninja.com/minimize-auto-hide-ribbon-office-365-2013/
http://www.365ninja.com/disable-or-remove-the-start-screen-of-office-2013-apps-2/
http://www.365ninja.com/disable-or-remove-the-start-screen-of-office-2013-apps-2/
http://www.365ninja.com/how-to-customize-the-quick-access-toolbar-in-office-2013/
http://www.365ninja.com/how-to-customize-the-quick-access-toolbar-in-office-2013/
http://www.365ninja.com/how-to-change-the-authors-of-a-document-in-office-2013/
http://www.365ninja.com/how-to-change-the-authors-of-a-document-in-office-2013/
http://www.365ninja.com/clear-and-disable-the-recent-list-in-office-2013-applications/
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 Change the default save behavior 

 Change color palettes 

 Disable automatic bullets and numbering in Office 2013 

 Connect Office 365 and Dropbox 

 Troubleshoot when your Office 2013 app won’t open 

 Ensure your Office 365 account hasn’t been compromised 

 The “something went wrong” error 

 Encrypt Office 2013 files with a password 

 

  

http://www.365ninja.com/
http://www.365ninja.com/how-to-change-the-default-save-behavior-in-office-2013/
https://support.office.com/en-in/article/Change-a-theme-and-make-it-the-default-c846f997-968e-4daa-b2d4-42bd2afef904
http://www.365ninja.com/how-to-disable-automatic-bullets-and-numbering-in-office-2013/
http://www.365ninja.com/how-to-connect-office-365-and-dropbox/
http://www.365ninja.com/what-to-do-when-your-office-2013-app-wont-open/
http://www.365ninja.com/4-steps-to-ensure-your-office-365-account-hasnt-been-compromised/
http://www.365ninja.com/something-went-wrong-error-message-during-office-365-installation/
http://www.365ninja.com/encrypt-word-powerpoint-and-excel-2013-files-with-a-password/
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OneDrive for Business / SharePoint 
OneDrive for Business is the “work version” of Microsoft’s OneDrive storage solution, built on top of 

SharePoint architecture. The difference between OneDrive and SharePoint can be a little difficult to pin 

down, mostly based on the name and the way we talk about the two components, but we worked to de-

mystify it for you with this Ninja post. 

 

OneDrive tasks and features:  

 Free webinar: 10 Ways to Work More Efficiently in OneDrive for Business 

 Save to OneDrive for Business 

 Sync and find OneDrive for Business files 

 Stop or pause syncing 

 Use OneDrive as your default auto-recover location 

 Technical overview of OneDrive for Business in SharePoint Server 2013 

 Create sharing links for OneDrive and SharePoint documents 

 Require others to sign in to view shared documents 

 

 

SharePoint tasks and features:  If you’re using SharePoint with your Office 365 

tenant, there’s a lot you can do, both on the end user side and the administrator side. 

These links will help you get started. 

 Introduction to document libraries 

 Update profile and privacy settings  

 Follow content 

 Move multiple/bulk files 

 Start using a list 

 Create and set up a list (note that you’ll need permission to add an app to the site in order to 

create a list) 

 Create and manage a blog 

 Organize and configure a library 

 Post to a newsfeed within your organization 

 Post to a team site feed 

  

http://www.365ninja.com/
http://www.365ninja.com/whats-difference-onedrive-sharepoint/
http://www.365ninja.com/recap-10-ways-to-work-more-efficiently-with-onedrive-for-business/
http://www.365ninja.com/3-easy-ways-save-onedrive-business/
http://www.365ninja.com/3-easy-ways-save-onedrive-business/
http://www.365ninja.com/sync-find-onedrive-business-files/
http://www.365ninja.com/how-to-stop-or-pause-onedrive-for-business-syncing/
http://www.365ninja.com/use-onedrive-as-your-default-auto-recover-location-for-office-2013-files/
http://technet.microsoft.com/en-us/library/dn167720(v=office.15).aspx
http://www.365ninja.com/how-to-create-a-sharing-link-for-an-office-365-document/
http://www.365ninja.com/require-others-to-sign-in-to-view-shared-office-365-sites-documents/
https://support.office.com/en-ie/article/Watch-online-2689F967-3C61-4535-A38A-A20C313D55E6
https://support.office.com/en-ie/article/Watch-online-0abb9af5-368b-40a3-83f0-79296f3e84ad
https://support.office.com/en-ie/article/Watch-online-ca21d636-4c1a-4ef7-b502-0ecbf84ee988
http://www.365ninja.com/how-to-move-multiplebulk-files-in-sharepoint-online/
https://support.office.com/en-ie/article/Watch-online-A27E4749-227A-4591-B5A5-201E59BA3880
https://support.office.com/en-ie/article/Watch-online-1DDC1F5A-A908-478B-BB6D-608F34B71F94
https://support.office.com/en-ie/article/Watch-online-0621ff00-a866-4468-9c33-edc97b42e2e7
https://support.office.com/en-ie/article/Watch-online-20012a45-ab01-4b4d-a92c-af22c5dc30c9
https://support.office.com/en-ie/article/Watch-online-CC15E096-10F4-459C-A0E3-D44411EEA050
https://support.office.com/en-us/article/Watch-online-205f603a-ff2f-4b32-a761-e11edeff786e
http://www.365ninja.com/category/onedrive/
http://www.365ninja.com/category/sharepoint/


 

          365 Ninja’s Ultimate Guide to Office 365 
  7 
 

Outlook 
Many of us think of Outlook as simply email, but it also includes a calendar, task manager, contacts 

manager, and more. It’s been around since the early 90s, and now it’s part of Office 365 as both Outlook 

Online (also known as Outlook Web App) and Outlook 2013. 

 Overview of supported email programs and features 

 Set up your email account in Outlook 2013 

 Webinar on the Outlook Web App 

 

Tasks and features:  Outlook includes the actual mailbox, as well as your contacts 

and calendar. We’ve got links on these three areas of Outlook, plus some tips on 

search and mail management, and a few links specific to Outlook Online (AKA the 

Outlook Web App). 

Mail 
 Change the view (layout) of your inbox, calendar, or other folder 

 Change the layout of the preview pane 

 Change your message preview settings 

 Change what your unread messages look like 

 Show your calendar and tasks in the inbox 

 Prevent the first message from being automatically selected 

 Create a folder 

 Fonts and spell check in email messages 

 Add hyperlinks to email messages 

 Insert and format tables 

 Send and open attachments 

 Send or delete mail stuck in your mailbox 

 Recall and replace sent messages 

 Restore deleted emails 

 Send automatic replies when you’re out 

 Enable the Bcc and From fields 

 Group conversations together in your inbox 

 Use email categories for organization 

 Use rules 

 Track email with read receipts 

 Password protect your mailbox 

 Turn off your email notification sounds 

 Disable incoming desktop notifications 

 Attach an email to another email or meeting invite 

 Create a signature 

 Open replies in a new window 

 Set replies to always open in a new window 

 Customize your spam filter with the safe senders list 

 Forward/redirect your mail to a different account 

http://www.365ninja.com/
https://support.office.com/en-us/article/Supported-email-programs-and-features-36932ab9-68aa-458d-b83d-ee8848220497
http://www.365ninja.com/set-email-outlook-2013/
https://www.youtube.com/watch?v=uIB_V8aDwUQ
https://support.office.com/en-ie/article/Create-change-or-customize-a-view-f693f3d9-0037-4fa0-9376-3a57b6337b71
http://www.365ninja.com/change-the-layout-of-the-outlook-2013-and-owa-preview-pane/
http://www.365ninja.com/change-your-inbox-message-preview-settings-in-outlook/
http://www.365ninja.com/change-what-your-unread-messages-look-like-in-outlook-2013/
http://www.365ninja.com/how-to-show-your-calendar-and-tasks-in-the-outlook-2013-inbox/
http://www.365ninja.com/prevent-the-first-outlook-message-from-being-automatically-selected/
http://www.365ninja.com/create-new-folder-outlook/
https://support.office.com/en-us/article/Watch-online-74613f32-3961-47d1-95bf-028c5dedba67
http://www.365ninja.com/add-hyperlinks-outlook-email-messages/
http://www.365ninja.com/how-to-insert-and-format-a-table-in-outlook/
https://support.office.com/en-us/article/Watch-online-45113b35-506b-4250-8243-aa59eafd29c5
https://support.office.com/en-us/article/Watch-online-ae301364-3929-42e1-85ce-bdbe2cf54a86
http://www.365ninja.com/how-to-recall-messages-in-outlook/
http://www.365ninja.com/how-to-recall-messages-in-outlook/
http://www.365ninja.com/how-to-restore-deleted-emails-in-outlook/
http://www.365ninja.com/how-to-restore-deleted-emails-in-outlook/
http://www.365ninja.com/set-up-automatic-out-of-office-replies-in-outlook/
http://www.365ninja.com/enable-the-bcc-and-from-fields-in-outlook/
http://www.365ninja.com/how-to-group-conversations-in-your-outlook-mailbox/
http://www.365ninja.com/organize-email-messages-categories-outlook/
https://support.office.com/en-us/article/Watch-online-97b267e1-d1c0-4ed3-91ac-c1c91a364a94
http://www.365ninja.com/delivery-and-read-receipt-confirmations-in-outlook/
http://www.365ninja.com/delivery-and-read-receipt-confirmations-in-outlook/
https://support.office.com/en-us/article/Watch-online-0d0824c9-f5fd-48c8-99fb-bf14de2bf1de
http://www.365ninja.com/turn-email-notification-sounds-outlook/
http://www.365ninja.com/disable-incoming-email-desktop-notifications-in-outlook-2013/
http://www.365ninja.com/how-to-attach-an-email-to-another-email-in-outlook/
http://www.365ninja.com/how-to-attach-an-email-to-another-email-in-outlook/
http://www.365ninja.com/create-email-signatures-outlook-2013-outlook-web-app/
http://www.365ninja.com/open-outlook-emails-new-window/
http://www.365ninja.com/set-outlook-email-replies-to-always-pop-out/
http://www.365ninja.com/customize-your-spam-filter/
http://www.365ninja.com/how-to-forwardredirect-your-outlook-mail-to-another-email-account/
http://www.365ninja.com/category/outlook/
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 Create a new profile 

Contacts 
 Add and use contacts 

 Import and export vCards (virtual business cards) 

 Create contact groups/distribution lists 

Calendar 
 Calendar basics 

 Create meetings 

 Add holidays to your calendar 

 Share your calendar with others 

 Check coworkers’ schedules 

General search and management 
 Tips for Outlook search webinar 

 Use Instant Search to find messages 

 Use Instant Search to find contacts 

 Use Instant Search to find calendar items 

 Create or delete a search folder 

 Archiving items webinar 

Online/Web App-specific 
 Built-in Outlook filters: all, unread, to me, flagged 

 Add an image to your signature in Outlook Web App 

 Sweep 

 

  

http://www.365ninja.com/
http://www.365ninja.com/how-to-create-a-new-outlook-2013-profile/
https://support.office.com/en-us/article/Watch-online-519ced23-6c38-4425-b0df-1796072e2319
https://support.office.com/en-us/article/Watch-online-7d9f719b-edc1-46c6-9c9d-83dd221cb4cd
http://www.365ninja.com/how-to-create-a-contact-group-distribution-list-in-outlook/
http://www.365ninja.com/how-to-create-a-contact-group-distribution-list-in-outlook/
https://support.office.com/en-us/article/Watch-online-c55b6ae4-bf4e-4334-ba27-bbe91023c392
http://www.365ninja.com/create-meetings-outlook/
https://support.office.com/en-us/article/Watch-online-53e1b304-f3e6-46f6-8593-7966a2ba0361
http://www.365ninja.com/3-ways-to-share-your-outlook-calendar-with-others/
http://www.365ninja.com/3-ways-to-share-your-outlook-calendar-with-others/
http://www.365ninja.com/check-coworkers-schedules-before-creating-outlook-meetings/
http://aka.ms/search123
https://support.office.com/en-us/article/Watch-online-cd02279a-3ab0-4865-9c3b-67683a0d2bac
https://support.office.com/en-us/article/Watch-online-833cc0bb-60a4-413c-b71e-3ffc2f22b2bb
https://support.office.com/en-us/article/Watch-online-a7b804ad-321e-4136-8b9b-3a2c36024574
https://support.office.com/en-us/article/Watch-online-2159fdec-97b5-4f78-af15-67a63cb47fa7
https://www.youtube.com/watch?v=EL2Th0DoP4U
http://www.365ninja.com/built-outlook-online-filters-unread-flagged-2/
http://www.365ninja.com/add-image-email-signature-outlook-web-app/
http://www.365ninja.com/how-to-use-sweep-to-clean-up-your-office-365-inbox/
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Skype for Business / Lync 
Microsoft’s instant messaging client is Skype for Business, which replaced Lync in 2015. Skype for 

Business is used for basic instant messaging as well as group chat, voice calls, and video conferencing. 

We’re keeping our Lync archive below, but it will be removed in 2016. 

Lync tasks and features:  

 Set up Lync 

 Install Lync 

 Open Lync 

 Sign in to and out of Lync 

 Set your conversation history 

 Set up your audio and set up your video 

 Add a contact in Lync 

 Send an instant message 

 Check someone’s availability 

 Change your presence status in Lync 

 Add your mobile number 

 Change your password 

 Make and receive a Lync audio call 

 Make or receive a video call 

 Find a previous Lync conversation 

 Disable Lync conversation history 

 Set up a Lync Meeting 

 Join a Lync Meeting 

 Share your desktop or a program in Lync 

 

Skype for Business tasks and features: Get familiar with the new Skype for 

business—make calls, schedule meetings, share files, and more. 

 Quick Start guides 

 Install Skype for Business 

 Start a call 

 Make and receive calls 

 Schedule a video/audio call 

 Add contacts 

 Send IMs 

 Record meetings 

 Share your screen or program 

 Control access to your presence info 

 Set Call Forwarding options  

http://www.365ninja.com/
https://support.office.com/en-us/article/Set-up-Lync-c66945ac-fff8-4218-81de-fd48f54daa7b
https://support.office.com/en-us/article/Install-Lync-8a0d4da8-9d58-44f9-9759-5c8f340cb3fb
https://support.office.com/en-us/article/Open-Lync-5d407e43-c5c4-4786-951f-7ab92659ca62
https://support.office.com/en-us/article/Sign-in-to-and-out-of-Lync-61867078-d794-428a-9b92-25767476163e
https://support.office.com/en-us/article/Sign-in-to-and-out-of-Lync-61867078-d794-428a-9b92-25767476163e
https://support.office.com/en-us/article/Set-your-conversation-history-6b45eb8e-979d-4f41-bd62-0906021d1653
https://support.office.com/en-us/article/Set-up-your-audio-06903cb9-2753-446c-938d-faf612b898a1
https://support.office.com/en-us/article/Set-up-your-video-2f4f31a6-3860-419b-bc18-c76ab40bfec1
http://www.365ninja.com/how-to-add-contacts-using-lync-2013/
http://www.365ninja.com/send-ims-lync/
https://support.office.com/en-us/article/Check-someones-availability-a73d8b1f-8728-4557-98d4-bd072e8769a0
https://support.office.com/en-us/article/Change-your-presence-status-in-Lync-ef8998cc-7801-4b62-81ba-9a2c1630f9e5
https://support.office.com/en-us/article/Add-your-mobile-number-e4d2a91d-098d-4880-8e16-1797f2d61571
https://support.office.com/en-us/article/Change-your-password-7a38ba49-c05b-43e4-b698-10775ca94035
https://support.office.com/en-us/article/Make-and-receive-a-Lync-audio-call-39342f16-4d16-44de-a806-0b2b566f3886
https://support.office.com/en-us/article/Make-or-receive-a-video-call-c734d578-f839-44ef-a88e-353040079483
https://support.office.com/en-us/article/Find-a-previous-Lync-conversation-d1d54123-0301-482e-b047-c82e9e2724a3
http://www.365ninja.com/how-to-disable-lync-conversation-history/
https://support.office.com/en-us/article/Set-up-a-Lync-Meeting-258f9d20-f06c-49a4-a77f-7f5ac635bb5d
https://support.office.com/en-us/article/Join-a-Lync-Meeting-538716dc-f4f2-48c2-af96-587c62387b87
https://support.office.com/en-us/article/Share-your-desktop-or-a-program-in-Lync-33aaa965-eb32-42a9-8a9b-cdfffa364842
https://support.office.com/en-us/article/Quick-Start-Guides-about-Skype-for-Business-bbb1dd15-3858-4081-9c28-8379020af66d
https://support.office.com/en-US/article/Install-Skype-for-Business-8a0d4da8-9d58-44f9-9759-5c8f340cb3fb
https://support.office.com/en-US/article/Start-a-Skype-for-Business-conference-call-8dc8ac52-91ac-4db9-8672-11551fdaf997
https://support.office.com/en-US/article/Make-and-receive-calls-using-Skype-for-Business-228e03aa-7361-4997-8dfa-1dd9bdc717f6
http://www.365ninja.com/how-to-schedule-a-skype-for-business-videoaudio-call/
https://support.office.com/en-US/article/Add-a-contact-in-Skype-for-Business-89338023-2adf-4f5c-90b6-f8b6f72fadd1
https://support.office.com/en-US/article/Send-an-IM-in-Skype-for-Business-48c07e01-c833-4c63-8505-0fda906ef33b
http://www.365ninja.com/how-to-record-meetings-in-skype-for-business/
http://www.365ninja.com/share-your-screen-desktop-or-program-in-skype-for-business/
https://support.office.com/en-us/article/Control-access-to-your-presence-information-fea86e34-60cf-4dd0-bfb2-169a42afd92c
https://support.office.com/en-us/article/Set-Call-Forwarding-options-1ec2e7fb-471c-4c35-bc90-a35991b3f532
http://www.365ninja.com/category/lync/
http://www.365ninja.com/category/skype/
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Word 
With dozens of releases on multiple platforms dating back to the 80s, Microsoft Word has extensive 

reach and history. Used across cultures and demographics, the word processing app is both simple and 

powerful. In Office 365, it lives purely on the cloud as Word Online, as well as in a familiar (cloud-

connected) desktop version as Word 2013. 

 Word 2013 Quick Start Guide 

 

Tasks and features:  Go from starting a basic document to adding advanced 

features like styles and taking actions like mail merge. 

 Create a document 

 Landscape vs. portrait orientation 

 Custom margins 

 View the ruler 

 Basic Table of Contents overview 

 Add page numbers 

 Alphabetize a list 

 Add, reply to, and complete comments 

 Track changes  

 Work with word counts 

 Create labels 

 Footnotes 

 Mirror margins 

 Use find and replace 

 Create a resume 

 Turn off paragraph marks and formatting symbols 

 Intermediate Table of Contents 

 Using Styles 

 Watermarks 

 Basic mail merge + advanced mail merge + next level mail merge 

 Advanced Table of Contents 

 Collapsible headings 

 Delete an unwanted blank page 

 Create a dynamic form 

 Use Word 2013 to open up a Google Doc 

 Convert a Word doc to a PDF 

 Edit PDFs with Word 

 Migrate Gmail contacts to Outlook 

 

Online/Web App-specific 
 Introduction to Word Web App 

 Top tips for working in Word Online 

http://www.365ninja.com/
https://support.office.com/en-in/article/Word-2013-Quick-Start-Guide-e788c608-0a17-496b-81bf-e0ec9a9ec4f4
https://support.office.com/en-us/article/Watch-online-3a830dcb-c996-44e6-b8f4-67914068003d
https://support.office.com/en-us/article/Watch-online-dbc081db-b6a9-4c2b-8601-d1ebe26078d7
https://support.office.com/en-us/article/Watch-online-41025c86-0257-470e-ab02-a47698019fd1
http://www.365ninja.com/how-to-view-the-ruler-in-word-2013/
https://support.office.com/en-us/article/Watch-online-7d201e15-c63a-471c-8797-409ce31587c3
http://www.365ninja.com/how-to-add-page-numbers-to-word-online-and-word-2013-documents/
http://www.365ninja.com/how-to-alphabetize-a-list-in-word-2013/
http://www.365ninja.com/add-and-reply-to-comments-in-word-2013/
http://www.365ninja.com/how-to-track-changes-in-word-2013/
https://support.office.com/en-us/article/Watch-online-1715aff3-fa75-4ba3-850d-1403d578061e
https://support.office.com/en-us/article/Watch-online-80e6311f-a636-421b-8884-cef83ae05c9b
https://support.office.com/en-us/article/Watch-online-a7acb989-4766-461c-9cc2-eafd35c35217
https://support.office.com/en-us/article/Watch-online-3ca019f3-7b2a-4371-8dc2-941c60ce1448
http://www.365ninja.com/how-to-use-find-and-replace-in-word-2013/
https://support.office.com/en-us/article/Watch-online-0c4453e0-e3e1-4324-b6a2-1c974eb05f09
http://www.365ninja.com/turn-off-paragraph-marks-and-formatting-symbols-in-word/
https://support.office.com/en-us/article/Watch-online-f65f2f2b-9414-4c8e-9095-0bb048dbcb05
https://support.office.com/en-us/article/Watch-online-74ef413d-811a-4b31-8838-0031d233a90c
http://www.365ninja.com/how-to-add-or-remove-watermarks-on-word-document-pages/
https://support.office.com/en-us/article/Watch-online-45cc315e-285f-43c9-8c15-1711c0b5d4dc
https://support.office.com/en-us/article/Watch-online-a90d32d9-24c8-46cb-99c7-456e448d1267
https://support.office.com/en-us/article/Watch-online-52897a80-34cc-45fe-90a7-79fc12626b1e
https://support.office.com/en-us/article/Watch-online-e915d9c1-b997-456d-b6c5-f7d21142f023
https://support.office.com/en-us/article/Watch-online-280e7e57-3233-430e-b677-b660b01518f7
http://www.365ninja.com/how-to-delete-an-unwanted-blank-page-in-word/
http://www.365ninja.com/how-to-create-a-dynamic-form-in-word-2013/
http://www.365ninja.com/how-to-use-word-2013-to-open-up-a-google-doc/
http://www.365ninja.com/convert-a-word-2013-or-a-word-online-doc-into-a-pdf/
http://www.365ninja.com/how-to-edit-pdfs-in-word-2013/
http://www.365ninja.com/how-to-import-migrate-gmail-contacts-to-outlook/
https://support.office.com/en-ie/article/Introduction-to-Word-Web-App-a432f1f1-2ea3-454a-9336-26412a20d288
https://support.office.com/en-us/article/Watch-online-dc5e0122-d68c-4cc4-a7c8-8cab9ae566af
http://www.365ninja.com/category/word/
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 Basic tasks in Word Online 

 Collaboration and co-authoring 

 Web App training on Lynda.com (note: cost associated) 

  

http://www.365ninja.com/
http://go.microsoft.com/fwlink/p/?LinkId=272446
http://www.365ninja.com/collaboration-and-co-authoring-in-word-online-how-it-works/
http://www.lynda.com/Outlook-tutorials/Using-Office-Web-Apps/124083/135235-4.html
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Excel 
Excel and spreadsheets are practically synonymous. At its most basic, it is a data tool comprised of a grid 

of cells arranged into rows and columns, but quickly gets more complicated with features including 

calculation, graphing, pivot tables, and Visual Basic. (Note: VBA is not covered in this guide.) Excel serves 

the needs of many different users and industries. 

 Excel 2013 Quick Start Guide 

 

Tasks and features:  The possibilities are endless with Excel, but we’ll get you 

started with some of the most useful things you can with this tool. Check out the Web 

App-specific links for some advice if you’re not using Excel 2013 (though we 

recommend that you do in order to take advantage of all of Excel’s features). 

 Create a workbook 

 Freeze or lock panes 

 Insert a line break 

 Add hyperlinks 

 Make text appear on multiple lines (wrap text) in a cell 

 Create a chart 

 Create a drop-down list 

 Understand and use cell references 

 Insert headers and footers 

 Sort and filter data 

 Remove duplicate values 

 Split or merge cells 

 Print worksheets and workbooks 

 Create a survey 

 Add numbers 

 Basic math 

 Password protect workbooks and worksheets 

 Use Auto Fill and Flash Fill 

 Replicate/concatenate data across cells 

 Add or subtract time 

 Average a group of numbers 

 Simplifying your Excel data webinar 

 Use conditional formatting 

 Advanced conditional formatting 

 VLOOKUP 

 Advanced IF functions 

 Array formulas 

 Create and manage drop-down lists 

 Create a PivotTable and analyze data 

 Understanding the Excel Data Model webinar 

http://www.365ninja.com/
https://support.office.com/en-in/article/Excel-2013-Quick-Start-Guide-4337fe93-0690-47cb-89a1-8424d5fdd886
https://support.office.com/en-us/article/Watch-online-8ad1d680-7298-42f2-b47f-486b0170fab7
http://www.365ninja.com/how-to-freeze-lock-rows-and-columns-in-excel/
http://www.365ninja.com/how-to-freeze-lock-rows-and-columns-in-excel/
http://www.365ninja.com/insert-line-break-excel/
http://www.365ninja.com/add-hyperlinks-excel/
http://www.365ninja.com/how-to-wrap-text-in-excel/
https://support.office.com/en-us/article/Watch-online-42ae8640-88df-4c0e-b3ee-1098aa6d696d
http://www.365ninja.com/how-to-create-a-drop-down-list-in-excel-2013/
https://support.office.com/en-us/article/Watch-online-7e1b4340-d922-4e1f-8b3a-a6df945b2b00
https://support.office.com/en-us/article/Watch-online-6e9d7ba6-34d4-44cb-83ee-30b3aed3b4a3
https://support.office.com/en-us/article/Watch-online-2c146069-50bf-4811-b091-a92b69ad1d01
http://www.365ninja.com/how-to-remove-duplicate-values-in-an-excel-spreadsheet/
http://www.365ninja.com/how-to-split-or-merge-cells-in-excel/
https://support.office.com/en-us/article/Watch-online-5e8ae835-af96-463b-a282-a2a9547ea552
http://www.365ninja.com/how-to-create-a-survey-using-excel/
https://support.office.com/en-us/article/Watch-online-0c6b9a15-672d-4e79-a0b2-ad2fbb5e00f7
https://support.office.com/en-us/article/Watch-online-d67eaae2-fff9-4447-8bf7-0e37f84dbd87
https://support.office.com/en-us/article/Watch-online-0f9edaf1-b899-4f10-94aa-ac2e7a745f0a
https://support.office.com/en-us/article/Watch-online-6f263129-36c5-49db-8e00-3858bf69aebd
http://www.365ninja.com/how-to-replicate-data-across-cells-in-excel/
https://support.office.com/en-us/article/Watch-online-01368271-88d4-4bb1-908f-0cca6d520b97
https://support.office.com/en-us/article/Watch-online-5d0cfd35-99bb-4082-a86f-1dd505cd47ee
http://aka.ms/data123
https://support.office.com/en-us/article/Watch-online-bde541e3-29f3-4469-ab5d-4abfa49da4e1
https://support.office.com/en-us/article/Watch-online-542c19e3-3f1d-443b-b48e-3360102a0315
https://support.office.com/en-us/article/Watch-online-7dbd0dd6-0981-43c5-9b2f-706854c8a4ab
https://support.office.com/en-us/article/Watch-online-95824367-9b01-431d-958b-332d603a9ba6
https://support.office.com/en-us/article/Watch-online-bc6c889b-90c6-4876-9a58-2b3d1ba82a72
https://support.office.com/en-us/article/Watch-online-627a4adc-2f83-449d-8136-00b5501cec73
https://support.office.com/en-us/article/Watch-online-3a24a390-a703-4f8e-924c-109d8b43c95b
http://aka.ms/model123
http://www.365ninja.com/category/excel/
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 Understanding Power Pivot webinar 

 Work with macros 

 

Online/Web App-specific 
 Top tips for working in Excel Online 

 Basic tasks in Excel Online 

  

http://www.365ninja.com/
http://aka.ms/data123
https://support.office.com/en-us/article/Watch-online-5e2a7684-fba3-4f19-9456-200e79e4d394
https://support.office.com/en-us/article/Watch-online-602e76c9-8a79-4a67-8783-afdc611a49c2
http://go.microsoft.com/fwlink/p/?LinkId=272447
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PowerPoint 
Microsoft PowerPoint has long been the go-to application for presentations and slideshows, with a final 

product that can be printed, displayed on a computer or video projector, and/or navigated through by a 

presenter. Slides can include text, graphics, sound, movies, and other objects, and movement is included 

via transition of elements and slides as well as custom animation. 

 PowerPoint 2013 Quick Start Guide 

 5 steps to a better PPT 

 How to create beautiful slides (even if you’re not a designer) 

 

Tasks and features:  Learn to love PowerPoint! With these tips, you can go 

beyond simple slides with text and images (though you can learn to do that, too) and 

create beautiful, dynamic presentations. 

 Create a presentation 

 Apply and change a theme 

 Duplicate, hide, or delete slides 

 Apply transitions between slides 

 Add sound effects to a transition 

 Highlight text and change fonts 

 Print slides, notes, or handouts 

 Use Presenter view 

 Backgrounds 

 Change the size of a slide 

 Crop a picture to fit a shape 

 Working with watermarks 

 Working with handout masters 

 Video in PowerPoint webinar 

 Juggling multiple PowerPoints webinar 

 Add bullets to text 

 Add headers and footers 

 Animate text 

 Animate pictures, art, and other objects 

 Using animation webinar 

 Design motion paths 

 Add sound effects to an animation 

 Create a flow chart 

 Create an org chart 

 Install a template 

 Create a template from a presentation 

 Insert a bar chart, line chart, or pie chart 

 Rehearse timings for a slide show 

http://www.365ninja.com/
https://support.office.com/en-in/article/PowerPoint-2013-Quick-Start-Guide-b66ae484-163c-4285-83ef-932b1722adda
http://blogs.office.com/2014/05/22/office-15-minute-webinar-5-steps-to-a-better-powerpoint/
http://www.365ninja.com/how-to-create-beautiful-powerpoint-slides-even-if-youre-not-a-designer/
https://support.office.com/en-us/article/Watch-online-48f86ccd-c879-4b5b-9123-469b42a88f50
https://support.office.com/en-us/article/Watch-online-135fe246-7124-4846-aacc-48afe4ffca4f
http://www.365ninja.com/duplicate-hide-or-delete-powerpoint-slides/
https://support.office.com/en-us/article/Watch-online-01d84e0e-15a6-4467-8a60-f557a25a625c
https://support.office.com/en-us/article/Watch-online-9d8cd281-2915-4ae3-b0ba-40ee46405825
https://support.office.com/en-us/article/Watch-online-b6bd6e25-8065-4bd8-9d32-83de73e5f7ec
https://support.office.com/en-us/article/Watch-online-1b9104b3-b9d8-460e-98dd-6f16023ee854
https://support.office.com/en-us/article/Watch-online-21652818-cb30-4965-8dc7-b72f17e4c86d
http://www.365ninja.com/how-to-change-the-background-of-a-powerpoint-slide/
http://www.365ninja.com/how-to-change-the-background-of-a-powerpoint-slide/
http://www.365ninja.com/change-your-powerpoint-slide-size-widescreen-vs-standard/
https://support.office.com/en-us/article/Watch-online-fd3655fa-2f0d-4301-8584-c9019ebbf20e
https://support.office.com/en-us/article/Watch-online-de8a7bf8-13e4-4393-8ce2-e4f9c1692e40
https://support.office.com/en-us/article/Watch-online-ad210b60-c955-4411-8986-3a54a865c977
http://aka.ms/powerpointvideo
http://aka.ms/ways123
https://support.office.com/en-us/article/Watch-online-58dbb1b2-ffce-4c2d-b1b8-e0142ab1a9f2
https://support.office.com/en-us/article/Watch-online-c76a96aa-6622-442e-8b0a-ed75bbae22b3
http://www.365ninja.com/how-to-animate-text-in-powerpoint/
https://support.office.com/en-us/article/Watch-online-9bd13683-9718-4fee-803a-fb8539b712fc
http://aka.ms/animation123
https://support.office.com/en-us/article/Watch-online-07f6d2e2-b2e8-4b9b-90f4-d64e6120d4a0
https://support.office.com/en-us/article/Watch-online-8d3a5889-2339-45d7-b248-a746e642e035
https://support.office.com/en-us/article/Watch-online-6977b708-7ce0-4ff2-958d-97565926c51d
https://support.office.com/en-us/article/Watch-online-77d4719f-a668-439a-9905-c8be492ccc3f
http://www.365ninja.com/how-to-install-and-use-a-powerpoint-2013-or-powerpoint-online-template/
https://support.office.com/en-us/article/Watch-online-44896157-c285-4e55-965a-38480018cdae
https://support.office.com/en-us/article/Watch-online-b889577d-1c37-4cb5-9e4e-49a0fbbf498c
https://support.office.com/en-us/article/Watch-online-084e2d67-7905-48b6-ad5f-9f50768c6417
https://support.office.com/en-us/article/Watch-online-927a3de2-d8ad-45b7-b402-2d71053fd341
https://support.office.com/en-us/article/Watch-online-e0fcdf1b-6818-4a1a-8ccd-348207a514bd
http://www.365ninja.com/category/powerpoint/
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 Use the laser pointer during a slide show 

 Trigger an animation effect 

 Use slide masters to customize a presentation 

 Embed a PPT presentation on a webpage 

 

Online/Web App-specific 

 Introduction to PowerPoint Online 

 Basic tasks in PowerPoint Online 

  

http://www.365ninja.com/
http://www.365ninja.com/how-to-use-the-built-in-laser-pointer-in-powerpoint-2013/
https://support.office.com/en-us/article/Watch-online-44bed217-ae09-4d12-b4ac-7c4b7268f17e
https://support.office.com/en-us/article/Watch-online-e101d552-d4a8-432e-8f1b-9487ee043299
http://www.365ninja.com/how-to-embed-a-powerpoint-presentation-on-a-webpage/
https://support.office.com/en-us/article/Introduction-to-PowerPoint-Online-31fd9e2d-8c88-460e-beca-6f7764ec5ca2?ui=en-US&rs=en-US&ad=US
http://go.microsoft.com/fwlink/p/?LinkId=272449
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OneNote 
OneNote is a free-form note-taking application that has awesome capabilities. You can take basic notes, 

but you can also take your notes to the next level with drawings, screen clippings, images, links, and 

embedded files. OneNote will help you stay organized. 

 OneNote 2013 Quick Start Guide 

 Intro webinar 

 Basic tasks in OneNote Online 

 

Basic tasks and features:  Once you master the common actions you can take 

with OneNote, you can really personalize your experience and make OneNote work 

for you. Take the first steps with these links, and then explore your possibilities. 

 Create a notebook 

 Change the default font type and size 

 Using tables 

 Save and sync notebooks to OneDrive 

 Sharing with OneNote webinar 

 Add links 

 Take screenshots 

 Pull text out of images 

 Password-protect OneNote 

 Email your OneNote notes pages 

 Use OneNote to take awesome meeting notes 

 Embed an Excel spreadsheet 

 Create to-do lists 

 Make and share shopping lists 

 Capture audio and video 

 Create an Outlook 2013 Task From OneNote 

 OneNote Clipper extension for Google Chrome 

 OneNote for students webinar 

 OneNote for holiday planning webinar 

 Onetastic for OneNote webinar 

 Use OneNote for a business training (as a student) 

 Use OneNote for a business training (as a trainer) 

  

http://www.365ninja.com/
https://support.office.com/en-in/article/OneNote-2013-Quick-Start-Guide-ab75be1a-06e2-4b0f-be5d-8652f1fac102
http://aka.ms/moreonenote
http://go.microsoft.com/fwlink/p/?LinkId=272448
https://support.office.com/en-us/article/Watch-online-8013b7e7-2071-4a11-81a3-e32b6274ba1f
http://www.365ninja.com/change-the-default-font-type-and-size-in-onenote/
https://support.office.com/en-us/article/Watch-online-ea5f7ffd-d85a-4844-a9a6-b40f01f46541
http://www.365ninja.com/save-and-sync-onenote-notebooks/
http://aka.ms/ON123
http://www.365ninja.com/3-ways-to-link-in-onenote/
http://www.365ninja.com/2-easy-ways-take-screenshots-onenote/
http://www.365ninja.com/pull-text-images-onenote-2013/
http://www.365ninja.com/how-to-password-protect-onenote-2013/
http://www.365ninja.com/email-your-onenote-notes-page-with-one-click/
http://www.365ninja.com/how-to-use-onenote-to-take-awesome-meeting-notes/
http://www.365ninja.com/embed-an-excel-spreadsheet-in-onenote/
http://www.365ninja.com/how-to-create-to-do-lists-in-onenote/
http://www.365ninja.com/how-to-use-onenote-to-make-and-share-shopping-lists/
http://www.365ninja.com/capture-audio-and-video-with-onenote-2013/
http://www.365ninja.com/create-an-outlook-2013-task-from-onenote/
http://www.365ninja.com/install-and-use-the-onenote-clipper-extension-for-google-chrome/
http://aka.ms/back123
http://aka.ms/santa123
http://aka.ms/omer123
http://www.365ninja.com/how-to-use-onenote-business-student-training/
http://www.365ninja.com/how-to-use-onenote-for-a-business-training/
http://www.365ninja.com/category/onenote
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For IT pros 
IT administrators have a wide variety of responsibilities when it comes to managing Office 365. While 

this guide doesn’t cover every single task an IT pro might deal with, we’re providing some links that 

should cover the breadth of your work. 

 
 

Start with 365 Ninja’s admin-centric posts by clicking here. 

Resources and training 
 Check the system requirements for Office 365 ProPlus and Office 2013. 

 Get started with O365 using FastTrack. 

 Ignite Guides for Office 365 provide great introductions.  

 Check out Office 365 training from Microsoft Learning. 

 Browse the Office 365 courses on Microsoft Virtual Academy. 

 Follow the Garage Series for Office 365 for a fun take on technical topics. 

 Office 365 on TechNet is a great resource for articles and information. 

 Scroll through Technet’s library of articles on Office 365. 

 The Office 365 community has many valuable resources, including this Manage Office 365 wiki. 

 Stay security-minded with the Office 365 Trust Center. 

 Get some FREE eBooks from Microsoft. 

 Training from Pluralsight on Office 365 administration. (Note: this training has a fee.) 

 Training from Lynda.com on Office 365 administration. (Note: this training has a fee.) 

 Learn about using PowerShell to manage O365 and advanced to some scripts for managing 

users. 

Staying ahead of the curve 
 Watch out for known issues. 

 Get early updates for your users. 

 Keep an eye on the Office 365 roadmap from Microsoft. 

  

http://www.365ninja.com/
http://www.365ninja.com/category/admin/
https://support.office.com/en-us/article/System-requirements-for-Office-2013-and-Office-365-ProPlus-4349bb87-531e-4ee9-8019-1d19dfab3a5a?ui=en-US&rs=en-US&ad=US
https://deploy.office.com/getting-started
http://guides.officeignite.com/Office%20365%20Guides.htm
https://www.microsoft.com/learning/en-us/office365-training.aspx
http://www.microsoftvirtualacademy.com/product-training/office-365
http://blogs.office.com/featured_topics/garage/
http://technet.microsoft.com/en-us/library/dn127064(v=office.14).aspx
http://social.technet.microsoft.com/wiki/contents/articles/13276.office-365-knowledge-base-library.aspx
http://community.office365.com/en-us/w/manage/default.aspx
https://products.office.com/en-US/business/office-365-trust-center-cloud-computing-security
http://blogs.msdn.com/b/mssmallbiz/archive/2013/06/28/almost-150-free-microsoft-ebooks-covering-windows-7-windows-8-office-2010-office-2013-office-365-office-web-apps-windows-server-2012-windows-phone-7-windows-phone-8-sql-server-2008-sql-server-2012-sharepoint-server-2010-s.aspx
http://www.pluralsight.com/courses/getting-started-office-365-administration
http://www.lynda.com/Office-365-tutorials/Administration-Cloud-Based-Office-365/191609-2.html
http://technet.microsoft.com/en-us/library/dn568034.aspx
http://blogs.technet.com/b/heyscriptingguy/archive/2014/03/26/se-powershell-to-manage-office-365-users.aspx
http://blogs.technet.com/b/heyscriptingguy/archive/2014/03/26/se-powershell-to-manage-office-365-users.aspx
https://support.office.com/client/Office-365-known-issues-6b380978-84ce-49af-be5d-f7cda0fe28f9
http://www.365ninja.com/get-early-updates-office-365-users/
http://office.microsoft.com/en-us/products/office-365-roadmap-FX104343353.aspx
http://www.365ninja.com/category/admin/
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Other apps and platforms 
 

Access 
Access is a database management system that Office 365 users may use in a few different ways. Access 

Web App allows users to build a database in Access, then use and share with others as a SharePoint app 

in a web browser. 

 Access 2013 Quick Start Guide 

 Access training courses 

 Basic tasks for an Access app 

 Basic tasks for an Access 2013 desktop database 

 

Project 
Project is a project management program that assists PMs in planning, assigning tasks, tracking progress, 

budgeting, and analysis. Project Pro for Office 365 is available as a subscription through Office 365. 

 Project 2013 Quick Start Guide 

 

Publisher 
Publisher is a desktop publishing application that emphasizes page layout and design. 2013 provides 

new ways picture and text effects. 

 Publisher 2013 Quick Start Guide 

 

Visio 
Visio is Microsoft’s diagramming and flow chart application. Visio 2013 has updated diagram templates, 

new styles and themes, and other useful tools. 

 Visio 2013 Quick Start Guide 

 

Office for Mac 
 Word 

 PowerPoint 

 Excel 

 Outlook 

 

Office for mobile 
 Overview of Office on mobile devices 

 Use Office 365 on any device 

  

http://www.365ninja.com/
http://go.microsoft.com/fwlink/p/?LinkID=272043
http://go.microsoft.com/fwlink/p/?LinkId=272419
http://go.microsoft.com/fwlink/p/?LinkId=272923
http://go.microsoft.com/fwlink/p/?LinkId=272924
http://go.microsoft.com/fwlink/p/?LinkID=272048
http://go.microsoft.com/fwlink/p/?LinkID=272049
http://go.microsoft.com/fwlink/p/?LinkID=272050
http://office.microsoft.com/en-001/mobile/
http://www.365ninja.com/using-office-365-on-any-device-iphone-android-ipad-and-more-2/
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New & fun 
Check back here for information and links to new Office 365 products and features, interesting news, 

and some fun odds & ends that will keep you busy. 

 Office Sway is a new presentation tool that looks like a sophisticated big sister of PowerPoint. 

Microsoft announced Sway in October 2014 and the preview became generally available in 

December. 

 You may have noticed Delve in your Office 365 tenant. It’s been described as “a new way to 

discover relevant information and connections from across your work life.” Basically, it’s an app 

that uses Office Graph to surface the most useful and relevant information you’ve been working 

on in a card-like interface. And what’s Office Graph? It’s the machine-learning component that 

actually powers Delve. You can learn more on the Office Blogs. 

o How to Use Delve: Finding People and Information 

o How to Use Delve: Grouping and Sharing Documents 

 

Just for fun 
 Add Clippy and friends to any website. 

 Find Clippy in Office 2013. 

 Discover past Easter eggs in Microsoft products. 

 Rob Schneider in Microsoft ads, playing Google docs? It’s true. 

 Check your humor proficiency level with Microsoft. 

 See beautiful art created in Excel. 

 Read a passionate defense of PowerPoint. 

 Outlook calendar trivia 

  

http://www.365ninja.com/
http://www.sway.com/
http://blogs.office.com/2014/10/01/announcing-office-sway-reimagine-ideas-come-life/
http://blogs.office.com/2014/12/15/sway-preview-expands-delivers-feature-improvements/
http://blogs.office.com/2014/12/15/sway-preview-expands-delivers-feature-improvements/
http://www.365ninja.com/what-is-office-delve-2/
http://blogs.office.com/2014/09/08/milestone-office-delve/
http://blogs.office.com/2014/03/11/introducing-codename-oslo-and-the-office-graph/
http://blogs.office.com/?s=office+graph
http://www.365ninja.com/how-to-use-delve-for-office-365-finding-people-and-information/
http://www.365ninja.com/how-to-use-delve-for-office-365-grouping-and-sharing-documents/
https://www.smore.com/clippy-js
http://www.365ninja.com/how-to-find-clippy-in-office-2013/
http://en.wikipedia.org/wiki/Easter_eggs_in_Microsoft_products
https://www.youtube.com/watch?v=m9KMIqO2RbI
https://www.youtube.com/watch?v=qK2T3GVJafM
http://www.microsoft.com/en-us/education/training-and-events/education-competencies/humor.aspx#fbid=izt5De12ZVS
http://www.businessinsider.com/tatsuo-horiuchi-excel-art-2014-6
http://scottberkun.com/2010/in-defense-of-powerpoint/
http://www.msoutlook.info/question/208
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Conclusion 
Office 365 is a powerful and trustworthy full-service productivity suite with a wide variety of capabilities 

for IT pros, power users, and true beginners. At Office 365 Ninja, we love the opportunities and 

challenges that Office 365 brings to businesses. We hope you’ve found our Ultimate Guide to Office 365 

useful, relevant, and comprehensive. 

For more information on 365 Ninja, please visit 365ninja.com or email ninja@365ninja.com. 
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