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Office 365 Student Groups

Adler University is piloting Office 365 Group technology for use by student groups and
organizations requiring an email presence. This functionality gives our student
organizations enhanced capabilities beyond traditional email:

Dedicated group email address

Incoming emails mirrored to all group members

Can send emails under the group email address

Centralized files location — share files among group members

Shared calendar

Shared notebook for group notes, etc.

Shared Planner site — manage tasks, projects, etc.

Note
e All replies are copied to the group Conversations thread to ensure members
are aware of group activity
e The student organization/association president/leader is set as the group owner
by default. Group owners can add members to the group. Note that they must
contact the Adler Technology Helpdesk to ensure that new members as set as
delegates — so that they can send email as the group mail address

Accessing the Group Site

** This process assumes that you have been provided access to the appropriate Office 365
group. Access is provided by the Adler Technology Helpdesk at the request of the appropriate
campus student affairs team.

Log into Office 365 by pointing your browser to 365.adler.edu with your Adler credentials using
the username@adler.edu format.

Click on the Office 365 Apps Portal
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Select the People tool:
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You are presented with all groups you belong to. Select the appropriate group:

A Featured people

v Your contacts

v Directory

w Other contacts
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You can select the Conversations tab to view and reply to messages. Click the Reply All
command to reply.

PC Test Group
Private ¢
Conversations Files Calendar Notebook .

® New ® Replyal => Forward

Seen conversations

Collns, Paul Test Message to Group
Test Message to Group 9/29/2017 PC Test Group
Test message to group E.
0 Collins, Paul
PC Test Group ® 9292077 836 AM
The new BC Test Group group s ready 972972017

Welcome to the PC Test Group group. Use the group to.. Test Message to Group
Paul Collins
AVP, Technalogy

Adler University

17 Morth Dearbor Street | Chicago, llinois | 60602

Ofice 312.662.4448 | Main 312.662.4000 | Fax 312.662.4099
peolins@adler edu | adler edu

Follow us: On Facebook | On Twitter | On Linkedin

& Like
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Note: By default, the reply message will addressed as the sender and not as the group.
To send a new or reply message as the group:

Click on the New or Reply All tool:

"W | Conversations  Files  Calendar  MNotebook ses

@ New & Replyal) = Forward

Seen conversations

s
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Note that the group is automatically included as a recipient. Add any additional recipients as
needed:

To e PC Test Group e. Collins, Paul X

Click the message pop-out button:

To e PC Test Group e’ Collins, Paul  x =

The message will appear in a new window. Click on the more options ellipses and then select the
Show From option:

(i’ @ https//outlook.office.com/owa/ projection.aspx

B2 Send @ Attach Disca@

1a/projection.aspx

zard |faes
Save draft

L E Insert signature ]
Show From
Check names
Set importance >
Switch to plain text
Show message options...

Check for accessibility issues

Right-click the sender name in the From field and select Remove:
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Re: Test Message to Group

From: Collins, Paul

Sent: Friday, September 29, 2017 8:39:14 AM
To: PC Test Group

Subject: Test Message to Group

Test message to group
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Now, start type the name of the goup and select it from the hame options list:
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@ Re: Test Message to Group - Mozilla Firefox

(7 @ hitps://outlook.office.com/owa/prajection.aspx

™ Send @ Attach Discard

From ~ PE|

peollins@my.adleredu
peollins@my.adler.edu

To
PC Test Group
petestgroup@adleruniversity.onmicrosoft.c
Cc
Collins, Paul
© PCollins@adler.edu
Re: Test Mey
PCM-G
PCMG@p.pemg.com
General - PC Test Group
2741d0ba.adleruniversity.onmicrosoft.com@
From: Colli

Seft: Frida A Search Directory
To: PC Test —owwp

age to Group

Note: The group email address may show as groupname@adIleruniversity.onmicrosoft.com. We
have set the email address as groupname@adler.edu — this is the formal address of the group.

Next, finish composing the email message and the click on the Send tool:

Page |4 Last Modified: 11/7/2017 5:20 PM



F’% ADLER Technology Overview
6&’ UNIVERSITY Office 365 Student Groups

J LUONVET SdLIUNS FlES dIenudr INULELDUUE e

@ FRe: Test Message to Group - Mozilla Firefox

G,.'ﬂ https://outlook.office.com/owa/projection.aspx

|
1, Attach  Discard = »e= x

From ¥ pctestgroup@adleruniversity.onmicrosoft.com Bec
To + ° PC Test Group % 00 Collins, Paul %
Ce

m

Re: Test Message to Group

Shared Files

The shared files tool allows you to share files/folders with all members of the group:
s e

} PC Test Group
Conversations  Files Calendar Notebook wee

® New 2 Upload

MName Activity

D Testing to Team_1835200758.eml 1 Uploaded

Shared Calendar

The shared calendar allows for shared calendar events. Please visit the following resource for more

information:
http://www.learningsharepoint.com/2016/05/19/office-365-groups-how-shared-calendar-works-tips/
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Shared Notebook

The shared notebook provides a common OneNote file. You can add text, drawings, sections, etc.

OneNote is opened in a new browser tab. You can always click on the group name to return to the
group site:

OneNote Online  PC Test Group PC Test Group Notebook

~—~————
File Home Insert Draw View ass Notebook OpenlIn OneMote  Give Feedback To Microsoft

< PC Test Group Notebook /O

This notebook is empty.

Click here or press ENTER to create a new section.
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