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. Overview of Office 365 Groups in Outlook

Office 365 Groups in Outlook give you a way to bundle collaboration related to an organisation,
project, interest, client or anything else.

Collaboration can be restricted to just internal team members or can be extended to external team
members outside the firewall depending on how the Office 365 environment has been set up.

Office 365 Groups provide a set of tools that allow you to collaborate with your teammates when
writing documents, creating spreadsheets, working on project plans, scheduling meetings, or sending
email.

Groups in Office 365 let you choose a set of people that you wish to collaborate with and easily set
up a collection of resources for those people to share. You don’t have to worry about manually
assigning permissions to all those resources because adding members to the group automatically
gives them the permissions they need to the tools your group provides.

When you create a group in Outlook you’ll get:

o Shared Inbox — For email conversations between your members. This inbox has an email
address and can be set to accept messages from people outside the group and even outside
your organization, much like a traditional distribution list. All new members have access to
all past conversations;
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o Shared Calendar — For scheduling deadlines, events and meetings related to the group or
logging team members availability;

o SharePoint Document Library — One central place for the group to store and share files. No
more multiple copies and file attachments;

o Shared OneNote Notebook — For gathering ideas, research, and information or storing
agendas, meeting notes, workshops notes etc.;

o Planner — For assigning and managing project tasks among your group members, follow ups
and who does what; and

o SharePoint Team Site — A central repository for information, links and content relating to
your group.

e Groups can either be Private — Anyone can see what’s inside or Public — Only approved members
can see what’s inside

e To find out more about office 365 Groups visit Microsoft Support web site

o Learn about Groups

o Unite your team with Groups in Outlook
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2. How to Access my Outlook Groups

e Groups are accessed via your Mail from the home page or via the App Launcher J

Apps
o -~ W | | R o i AR
Outlook OneDrive Word Excel PowerPoint OneNote Teams Planner

Explore all your apps

e The list of Groups that you belong to will appear in a list on the left-hand menu in your mail box.

e Note: If you are a member of many Groups they may not all appear on one page and you may have
to select More to see the rest of the Groups.

i |ET Volunteer

= + New message

v  Folders

Inbox
Useful emails

©  Junk Email
& Drafts
B Sent ltems
| Delsted ltems 40
B Archive

Conversation Histo...

New folder
v Groups

VSWP m
Office 365 Project 1
VEB 8

James test team 1

James test team
Roll-out Starro

e To Access a Group select the relevant Group name
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e The Group will open

Demo Grou
@ Public group P JOINR A & 8 members
\:j Conversations  Calendar iles o onnectors ore ine

New Reply all Forward

RSS IET E&T News - Digest 9 v

Demo Group.
Walsh, chief executive of BA owner International Air.

RSS e
RSS Tue 06/06/2017 15:21

Her plans to tighten regulation on the intemet to .

RSS
IET E&T News - Digest Sat03/06
As tech giants such as Facebook, Google and Apple...

3. Navigating my way around Groups

e All Groups have a standard layout.

e At the top left is the Group Logo and the Group Name

Demo Group
@ frtvied

Rss © IET E&T News - Digest -

O

e Under the name of the Group you will find the how many members it has and whether it’s a private
or public group. To open a name list of all the members click on the number of members displayed

IET Volunteer | outlook

= MNew message

£ Mark all as read

© Folders e Roll-out Staff Only 5t
Private group = 19 members

Inbox B~ Sendemail [ [

Useful emails
2018

I:}’I Junk Emall — RELLE M lammenla

e Under the name of the Group there are more options available, i.e.:

o If you want to send an email to all members of the Group, hit the Send email icon — no need
to CC in everybody;

o Toaccess Group files, click on the icon next to Send email;
o Toaccess the Group calendar, hit the Go to the group calendar icon — next one along;

o Clicking on the three dots will open a list of more options (see below)
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.-I:Iia' O Search

£ Mark all as read
Roll-out Staff Only 57
Private group = 19 members
B Sendemail [ [EH
Motebook
2018
Planner
@ Site
For th who are no lor
Settings
D g

4. Groups Conversations - Email

e Each Group has a share Inbox — called Conversations to record email conversations between your
members.

e This inbox has an email address and can be set to accept messages from people outside the group and
even outside your organization, much like a traditional distribution list.

e All new members will have access to all past conversations of the Group.
e By default, all the email Conversations will be displayed on the home page with the list of email
conversations down the left-hand side and the most recent conversation open in the right hand

reading pane.

e To create a new email, select New message

e Add a subject line and content.

Dhad B W @ A G v

e Note: if the Group has enabled the setting for notifications to be emailed to members then a copy of
the email will be sent to each member of the Group.

e When you are ready to send your email select Send
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Discard @l © A @ v

¢ You also have the ability to Reply and Forward emails. You will find them in the right-top corner.

ol

. Group Calendar

e Each group has a shared Calendar for scheduling deadlines, events and meetings related to the
group or logging team members availability one share calendar.

e The Calendar tab displays the group calendar plus you own calendar (called Calendar) plus any
other Group calendars you have open.

You will see all the meetings overlaid on top of each other. For example on the 7 June there is a
meeting in the Demo Group as it is shown in Grey and it is also shown in my own personal calendar
shown in Green.

Demo Group
Pubtc group

< > June 2017

Project - Volunteer Ti | Calendar Demo Group )

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Away 1110 Test meeting
1130 test skype meeting

8 9 10 e

12:30 Test demo meting
18:30 Revised time for Aerospac |  12:30 Test demo meeting [10:30 test

e To create an appointment double click on the day that you want the appointment on and a new
appointment will open.

ave [i] Discard [F Scheduling Assistant [l Busy < Categorise

Add a title

e Make sure you select the correct calendar to send it from.
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e If you have selected a Group Calendar and if you want all the people in the Group to be invited,
you need to either enter their names or email addresses (this is the convoluted option) or simply
click on Invite members down the bottom of the calendar window (see below)

18 Tue 19 Wed 20 Thu

® Add atitle Alday @ )
.Q. Invite required attendees
©  17/06/2019 14:30 < to  15:00
abou
@ Search for a room or location

3 Repeat: Never ~

.;:.-j

Remind me: 15 minutes before

(D) Aninvitation won't be sent to group members unless you invite them.

Invite members

e Ifitis going to be a Skype meeting, select Skype meeting so that the Skype login details get
added to the appointment

B~ Send i Discard [ Scheduling Assistant Busy ~ ] Response options ~

@ Group members will receive an invitation in their inbox.

® Add atitle

Q e Roll-out Staff Only X Optional
©  17/08/2019 14:30 ~ to 15:00 v @ Aldy@ )
i3  Repeat Never -~

& . ey }
©  Search for a room or location '8) Skype meeting
@ Remind me: 15 minutes before v *
= Add a description or attach documents I

v ® e &
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e Complete the appointment details
e When ready to send select Save

e After you have saved the appointment it will appear in the calendar and be sent to the attendees
who can accept or decline the request as per normal Outlook processes.

6. Group Files - Document Library

e Each Group has a Document Library one central place for the group to store and share files. No more
multiple copies and file attachments.

e A file stored in the Group Document Library is owned by the library and not by an individual person.
The benefit of this is if that person leaves the organisation and their account is closed any associated
files owned by that person will be deleted. Files created by the person but stored in the Group will
remain.

e All files stored in the Group Document Library can be edited by all members of the group whether
internal team members or external team members so support collaboration without the need to send
emails with attachments.

e When someone leaves the group, they will automatically lose access to the files in the Group

e A file only needs to be stored once and links sent to other people to access the file.

e When you select a file you can View, Email or Download it. If you double - click on the file it will
automatically open it

e Select New to create a new Word, Excel or PowerPoint file using the online versions of the

products
Notebook
Pages
Site contents
Documents
Recycle bin
Edit + New ’l_\ Upload ™ ,:.5 Sync x5 Export to Excel
D Name Meodified Meodified By
Communities Rollout March 1, 2018
Files to Keep June 13
Volunteer Groups . Yesterday at 9:21 AM

e To upload an existing file into the Group file, select Upload and save the file you want to upload into
the Group site.
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7. Group Notebook

e Each group has a shared OneNote Notebook for gathering ideas, research, and information or storing
agendas, meeting notes, workshops notes etc. How the notebook is used is up to the group to decide.

e Each notebook is made up of Sections and Pages.

e By default, the first page of the first section will show in the display pane on the right hand side

e Click on a Section to show the pages within that section and then select on the page to display the
content

OneNote Online  Project

[ Noteboois ¢ oheF L 5% |Add my IET volunteer signature
How To Guide
Setting up your IET Volunteer Office 365 Email Signature
FAQS - Mai o 1. Select the Mail icon
AQS _ Volunteer Trial F 2. Keep the language as English (United Kingdom) and select your time zone. Then save
=
FAQS - Skype for Busine —
s

e Add a new page to an existing section by selecting + Page and then enter your content.

e Add a new section by selecting + Section and then entering the content into a new page

OneNMNote On“ne Project - Volunteer Trial Project - Volunteer
File Home Insert Draw View Print Tell me what you want to do OpenIn Desktop  Give Feedback To Microsoft
|& Notebooks Find on this Page (Ctrl+F) P~ ¥ %dd my |ET volunteer Signature
How To Guides Add my IET volunteer signature
Setting up your IET Volunteer Office 365 Email Signature
o I FANS - Mail &ed Ar Chanas uanr Phatn e e e

8. Group Planner

e Each group has a Planner for assigning and managing project tasks among your group members,
follow ups and who does what.

e Tasks are grouped into headings called Buckets. You can decide to call these buckets anything you
want.
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e To add atask to a bucket select the + under the relevant Bucket heading

Technical

C g D

It keeps logging me out using IE

]
Skype - My meeting and | am not 3 presenter

e Enter the Task name, set a Due date (if required) and Assign the task to one or more people (if

required) then select Add task
e The new task will now appear in the bucket list

e To add more detail to the new task click on it to open it

e Change the Bucket, update the Progress from Not started to in progress or Complete, add a Start
date, change or add a Due date, add a checklist, add a Description or add Attachments, Links or

Comments

updating all the doc.

Last modified 04/24/2019 by you

L
A L
Bucket Progress Start date Due date
Administration ... In progress 4 01/31/2019 05/08/2019
Description Show on card |:|

Most docs in the Tools & Resources tab need updating with the new logo.

Checklist

Attachments
Add attachment
Comments
—_
April 24,2019 12:37 PM
This is work in progress.
- April 11, 2019 10:42 AM

Meeting with James May to update some of the guides.

e The task summary will get updated to reflect the changes made
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e You can view the tasks in different ways. By default, they are grouped by Bucket name however,

you can group by Assigned to and Progress by selecting the Group by option at the top right of the
screen

e You can also see a chart view of the Planner by selecting Charts

e This will show you a graphical representation of your Planner Board

Planner

|] Office 365 Project 77 Board Charts Schedule ---

Office 365 Project > General

Status Bucket

24

Tasks left

[ ]
Il
s}
3
o

it

I
sl
)
=

=) [

G}
e | ]

9. Group Site — Group SharePoint Site

e Each group has a SharePoint Team Site a central repository for information, links and content
relating to your group.

e Not part of this how to guide.

. IET Volunteer Trial

Keep your team updated with Tea
Tom v team site home pag
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