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e All UF machines in AEC has Microsoft Office installed.
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It is recommended
that you use the
software installed
on the machine
and not the online
apps while on a UF
Machine.

* UF also allows you to use these
products via the web browser,
Log into
On the top right click the dot board
you will be able to access these products.



https://www.mail.ufl.edu/

OneDrive

OneDrive is Microsoft’s
cloud service that connects
you to all your files. It lets
you store and protect your
files, share them with
others, and get to them
from anywhere on all your
devices.

It is AEC’s policy that you
store your data in OneDrive.

OneDrive can be found in many different places on your machine:

The taskbar by the clock.
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Inside your file
explorer or Finder for a
Mac .

Online through
Office 365.

IT fun facts:

1. All UF machines will
have OneDrive installed
2. You can install
OneDrive on your
personal device

3. If your computer
stops working and you
choose not to use
OneDrive all your data
could potentially be lost.



Teams

Microsoft Teams is the
ultimate messaging app for
your organization—a
workspace for real-time
collaboration and
communication, meetings,
file and app sharing, and
even the occasional emoji!
All in one place, all in the
open, all accessible to
everyone.
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AEC uses these 2 Teams
to communicate and
collaborate.

IT fun facts:

1. All UF machines
have Teams
installed.

2. You can map

channels to your
OneDrive.

3. You can create

groups without
creating a new team
or channel.

4. You can record and

transcribe any
meeting or call you
make.



Teams Cont.

* AEC Forms is a one stop shop for submitting
AEC Forms.

* The IT Support channel has great info for
review.

* You can also book an IT specialist if you need
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You can choose how to open apps in Teams and change default save location. As well letting you choose were to save the files
off Teams

Friday, May 12, 2023

Cowdrey, Cordell 5/128:25 AM Edited
Here is some great info for Team usage that UF is using. https://training.itu

uftraining/items/microsoft-teams.htm
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Teams Cont.

Did you know you can add a Teams
folder to your OneDrive? To do so
go to the folder you want to add and
click the 3 dots then “Add shortcut
to OneDrive”.

IT Support =  Posts  Files Notes —+ 1 Meet
Upload W Edit in grid view Share Copy link Sync All Documents v
4 Download
IT Support B

B Add shortcut to OneDrive

[ Name v Modified Modifiez By ~
8> Open in SharePoint

I Adobe September 13, 2022 Cowdrey, Co + Add Cloud Storage

* You will now see the folder
in OneDrive signified with a
lock. B T Support

IT Fun Fact: Once added you can
upload files to this folder and
update the files within and it will
automatically sync with Teams.




IT Fun Fact:

A web browser application
will not use the internal
hardware resources a
machine has.

Teams Cont.

Settings :

Downloads

i2i General Location

Ij :C_mu"ts C\Users\ccowdrey\Downloads change It IS h Ig h Iy recommen d < d
rivacy

e AlWays ask where to save downloaded file

2 Noticatons that you have the files in
£ Devices File open preference Teams open in the

(&) App permissions Always open Word, PowerPoint, and Excel files in:

3¢ Accessibility == Desktop app d es ktO p d p p *
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This way your files open in the respected app and autosave should be
on.
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Teams Cont.
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You can use Teams to do meetings
with people outside the UF
| © seues _ organization. You can do this via
3 : Q“ While in a Meeting, Teams meeting or even Outlook.
Teams allows you to

B Adda meeting app

% fisi] Together mode

[E Active speaker
et

= .
BT change how you view
Focus
2 et the meeting
.
@ Record and transcribe % Pete Turner ol
Turn on live captions/subtitles File Meeting  Scheduling Assistant  Insert  Format Text  Review Help Q Tellme
@, ~
% Language and speech > 2 as Ty S
X | W% | L [O| M| () G
/ { | Actions | Schedule Teams | Aftendees | Options | Tags | Dictate Switch Immersive >
= aMeeting | Meeting ~ - ~ = Background Reader
Undo Zoom Voice Dark kode | Immersive
{ | ! You haven't sent this meeting invitation yet.
E Title
— Required

Optional

Start time Mon 5/15/2023 || 730am * [JAlday [ & Timezones

End time Mon 5/15/2023 || &00AM w| 3 Make Recurring

Location | Microsoft Teams Meetin [2. Room Finder

|T Fun Fact: Microsoft Teams meeting

Join on your computer, mobile app or room device

You can record and transcribe the

Meeting ID: 297 184 264 624

meetings. This will save to the bscoe: il

Download Teams | Join on the web

cloud so you can access and share o il n (oo

Or repost the meeting in a Channel. Phone Conference ID: 175 121 770#

Find a local number | Reset PIN

Learn More | Meeting options




Click the link for a more in-depth
guide to getting started with Teams.



https://uflorida.sharepoint.com/sites/ifas-it/SitePages/Microsoft-Teams.aspx
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