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Bentley Links for Remote Work

* Tips and Resources for Working Remotely

https://www.bentley.edu/offices/it/business-continuity

* Are you ready to work remotely? (Quick Checklist)

https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-
files/Bentley Are you Ready to Work Remotely 1.pdf
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Office 365

Navigate to My.Bentley.Edu and click on [ Office 365
(Portal.office.com)

Good evening, Faleon | Office

+ & o @ & & ®A & & & -
Start new neDrive Word Po N Poi

Outlook Or W Excel PowerPoint OneNote SharePoint Teams Sway All apps

* Online access to Outlook, OneDrive, Sharepoint, Teams and more
* Accessible from a web browser
* Apps are available on your phone
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Office 365

Outlook

Good evening, Falcon Instll Office
s
+(&)e & & & 4 & & & >
Statnew \ Outiook / OneDrive Word | PowerPoint N SharePoint  Teams Sway Allapps
Recent Pined  Shared withme  Discover 7 Upload and open.

Outlook on the Web can be configured

to appear just like Outlook on your
computer.

TIP: Turn off “Focused Inbox”

TIP: Turn off “Conversation view”

Settings X

| O Search Outlook settings

Theme

Dark mode @ ® )
™y /2 Sy
I Focused Inbox '/ (D
2 Sy
Desktop notifications (D
Display density 0]
o ——
& E—
I
Full Medium Compact

. . 0
Conversation view ‘U
O MNewest messages on top

O Newest messages on bottom

(®) Off
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Office 365

CneDrive

OneDrive

BENTLEY O Search
UNIVERSITY Office 365 M Seard

Good evening, Falcon

Start new Outlook Word Excel PowerPoint OneNote SharePoint

Recent Pinned Shared withme  Discover

Works in combination with your desktop
files.

OneDrive folder in File Explorer on your
laptop syncs with OneDrive in your
browser

TIP: You should copy all of your important
work to OneDrive — Access anywhere and
acts like a backup!!!

Teams

» 3 Quick access

e Creative Cloud Files

s Onelrive - Bentley University I

~ [ This PC
P 30 Ohbjects
[ Desktop
|E:-'] Documents
* Downloads
J‘! Pusic
=| Pictures
E Videos
i Local Disk (iC:)

== AdminShares (VMadminfilell.go
== AdminShares (VMadminfilell.go
== VOffice (\Madminfile0.gold.ad.|
== wlab335 [\\wilab.bentley.edu) (V:

|_j' Metwork

28 items
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Office 365

OneDrive

OneDrive — Sharing an open document

Email for Home Readiness Survey.docy - Word

Inset  Design  Layout  References  Malings  Review  View  Acobat  Q Tellmewhatyouwantto do

e : 4 N PFind ~
Calibii Body) ~[11 | A A [ Aa~ |4 3 9 namboent| nasbeene AaBbCe AashCct AQB asbbcer amsboenc Agsbeeni Acebccor AaBbCaDx AasbCeDe AasbCcD. Agaccor 1 o reece [E
SRS it R
13 Select~  AdobePDF  Signatures

Clipboard 5 Font 5 Paragraph & styles & Editing Adobe Acrobat ~

¥
sste . 2 R - . i i -
'€ Format Painter BT U-acxx A-¥-A- S s} TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em.. Emphasis  Intense E.. Strong Quote  Intense Q... Subtle Ref..

anedit ~
Indlude a message (optional }

Share

Automaticallyshare changes: | Alnays ~ |

Sheehan, Daniel
Editing

* Your document must be saved in the OneDrive folder in order to be
shared.

*  When in document, Click “Share”

e Enter the person or people you want to share with

* Type an optional message

* Click “Share” BENTLEY UNIVERSITY



Office 365
a

OneDrive — Sharing a saved document

OneDrive

a = | OneDrive - Bentley University @ Share "Remote Work and Collaboration 0365.p... X

Home Share Wiew Send Link

Remote Work a..on 0365.ppix
&« = ~ /1 & > OneDrive - Bentley University »

Name y .
» 3 Quick access . Pecple you specify canedit
i !

> g Creative Cloud Files

~ [ This PC

> _J 3D Objects
> [ Desktop

> Documents
> b Downloads

I Enter a name or email address

Add a message (optional)

Free up space
> b Music 7-7ip N @
> [&] Pictures CRC SHA 5
> [ Videos = Copy Link More Apps

*  Your document must be saved in the OneDrive folder in order to be
shared.

* Go to your file in One Drive — Bentley University through File
Explorer

* Right-Click file and click “Share”

* Type an optional message BENTLEY UNIVERSITY
e  (Click “Share”



Office 365

BENTLEY
@UNIVERSITY Office 365;

Good evening, Falcon Install Office

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Sway All apps

Recent Pinned Shared withme  Discovel

T Upload and open...

* Teams available online and as a desktop app — download Teams at
e Teams allows you to connect with individuals

* Teams allows you create groups to work on project
* Teams allows you to set up meetings for remote video conferencing
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https://teams.microsoft.com/downloads

Office 365

% Teams - Notifications

Teams
Microsoft Teams 2 Search or type a command I (03] I
DS Sheehan, Daniel
Recent Cor 9 Meeting with Flex, Falcon chat Files Mesting Notes Change picture 3
- S © Available >

Settings tS & Set status message

& Genersl Mentions al i

(& Privcy Personal mentions Banner and email v 33 Settings

L Notifications.
Channel mentions Banner and amail v

% Calls
Team mentions Bannes and email v Keyboard shortcuts

Messages About >
Chat messages e - Download the desktop app
Banner v )
Download the mobile app
Banner ~
Banner v
Sign out
Banner and email ~
Trending Only show i feed v

e Teams can be set to send

notifications to email e -

Team role changes Banner v

* Click on your profile-
>Settings->Notifications-
>Missed activity emails

Missed activity emails Assoon 35 possible
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Office 365

[" Teams — Chat

ey m

t Contacts . o L
To: Start typing a name or group

e Rt-Click ->New chat->Type in email address

* Type your message and hit send

e String of messages will appear in this gray
box

e Can add hyperlinks, docs, emoji’s and more

A ! 2 OQF E B Q >
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Office 365

% Teams — Meet Now

Teams

Search or type a command

Allows you to contact a colleague using video conferencing
Click “Meet Now”

BENTLEY UNIVERSITY



Office 365

% Teams — Meet Now

Teams

Meeting with Sheehan, Daniel

o
L —

Sheehan, Daniel
wants you to join Meeting with Sheehan,
Daniel

e Click “Join” in your own meeting
* Type in email address of your colleague
* Your colleagues computer will “ring” in the bottom left corner

of their Teams screen and they can click join

B¢ Video Y, Voice only

BENTLEY UNIVERSITY



Office 365

F“ Teams — Sharing your Screen

eams

Invite people to join you

e Select the screen share icon &
e Select the screen you want to share or share your desktop
* Can do thisin Meet Now or for a Meeting

W BENTLEY UNIVERSITY
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Office 365
[

Teams

Teams — New Meeting

Allows you to schedule a video conference meeting
Click “New Meeting”

BENTLEY UNIVERSITY



Office 365
]

Teams

Teams — New Meeting

New meeting Detaill Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (U

2 |ddtitle
& Add required attendees + Optional

& Mar 11,2020 100AM  ~ Mar 11,2020 130AM ~ 30m @  Allday
%] Does not repeat v
=]

1= Add channel

®  Add location

B 7 U S|¥ A WA rrgepnv L < = = E » @ = H 9

Type details for this new meeting

e Add your meeting details
e Utilize the Scheduling Assistant if necessary DL's cannot be
used when scheduling in Teams app

* C(Click “Save” then “Send”
BENTLEY UNIVERSITY



Office 365

% Teams — New Meeting (Using DL’s)

Outlook on the Web

O ut I OO k CI ie nt Save [i] Discard [F Scheduling Assistant Busy v <) Categorize ~ [E] Response options ~

® Add atitle

2 Tell me what you

R Invite attendees Optional
s M 0Bt
day Net7 = Day  Work W
Days Week ©  3/1872020 B 1000AM ~ to 1030AM ~ @ Aldy @ )

2 Repest: Never

@  Search for a room or location Add online meeting

Join Microsoft Teams Meeting @ Skype mecting ——

{3 Remind me: 15 minutes before 5 Teams meeting

+1 413-240-4771 United States, Chicopee (Toll)

Add a description or attach documents

Conference |D: 607 889 262#

Local numbers | Reset PIN | Learn more about Teams | Meeting options i ® &

* |In your Outlook Client or Outlook on the Web, simply add a
Teams meeting and the Teams connection information will
appear in the footer of the meeting invite

BENTLEY UNIVERSITY



Office 365

% Teams — Attending/Joining New Meeting

Teams

@ outlook.office.com/mail/deeplink?version=2020030902.06&popoutv2=1&leanbootstrap=1 «
€ Reply | ~ [i] Delete & Junk Block -
Test Meeting

Flex. Falcon

«
Wed 3/11/2020 12:57 AM &on 9 >
Sheehan, Daniel =

=1 Test Meeting
(© Wed 3/18/2020 9:00 AM - 9:30 AM

Show cenflicts

[ RSVP to this event Email organizer @D

Add a message to Flex, Falcon (optional)

' Yes ? Maybe X No @ Propose new time

Test Meeting

Learn more about Teams | Meeting options

Join Microsoft Teams Meeting I

*  You will receive an email invite — Just like Outlook
* You can RSVP or propose new time — Just like Outlook

* Click “Join Microsoft Teams Meeting” at the meeting time
BENTLEY UNIVERSITY



Office 365

‘i' Teams — Attending/Joining New Meeting

e Click “Join Now”
* The experience is identical to “Meet Now”

BENTLEY UNIVERSITY



Office 365

% Teams — Making a Call

Teams

e Click “Calls”
* Type in an email address and select a call or a videoconference

BENTLEY UNIVERSITY



Office 365

% Teams — Creating a Team

Teams

R

Microsoft Teams

Search or type a command

Join or create a team

- i

Create a team

000 et cote

Got a code to join a team? Enter it above.

Join a team with a code

* C(Click “Create Team”

Copier Upgrade Project
15 members | Public

906”0

Team for the Copier Upgrade Project

BENTLEY UNIVERSITY



Office 365

% Teams — Creating a Team

Teams

Select a team type
Create your team

Staff leaders are owners of staff teams and add others as members. Each staff team allows you to

\ communicate, share important documents, and set up a Staff Notebook to track commen
oL administrative goals.
1 I N Name
Test @
Class Professional Learning Staff Other
) Description {optional)
Discussions, group projects, Commumty (PLC) School administration and lubs, study groups, after schoal

assignments development activities

Educator working group

B
Privacy

Private - Only team owners can add members N7
Cancel

Create a team using an existing team as a template

Create a team from an existing Office 365 group

Cancel

e Always select Staff
* Create the Team Name, Click “Next”

BENTLEY UNIVERSITY



Office 365

% Teams — Creating a Team

Teams

Add people to "Test"

Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.

Start typing a name or group

Flex. Falcon Member v X
FFLEX
Owner
Member
Close

e Add Members
e Be sure to have at least two Owners

BENTLEY UNIVERSITY



Office 3.65

&

Microsoft Teams

Teams

Your teams

General

ent Tesm

B covrsoen
a
a
a
a

Teams — Upload a File

Search or type a command

. IT - Pandemic Planning for working an... +-»

. Group y T 101 008 Wireless Router Lab  ++

- General Fosts Files Stwif Notebook  Meeting Notes (@)  JH Corona Virw.. (@D +

+ New ZSmc @ Copylink & Downlosd -} Addcloud storage @ Open in SharePoint
General

i Open
Status document agai,
Sy age 4 @ 5 Shechan, Daniel > OneDrive - Bentley University
Organize = Newfolder
"
i v [ This PC Mame
N 8 30 Objects 3%] Remote Wark and Collaboration 0365.pptx

[ Desktop Working Remotely Webinar Invitation.docx
= A 01I0 1 nin for Dandemic vier

A

All Documents

x
v @ | Search OneDrive - Bentley Uni.. 0
(= @ @
Status Date modified Type ~

Microsoft PowerP...
Microsoft Word D...

Microenft Fural W7

File name: | Remote Work and Collaboration 0365.pptx

 Teams you are a member of appear on the left
* Upload Files: Click “Upload”->Your One Drive will open in File
Explorer->Click “Open” and the file will appear in your Team

BENTLEY UNIVERSITY



Zoom — Meeting Basics
Shifting Gears

Zoom can also be used for online, web conference meetings

BENTLEY

UNIVERSITY

ZOOM - Online Video
Conferencing

Sign in with Bentley Network Credentials
Conect '8 Meatng I pIogress
Made with Zoom
¢ Navigate to and lo us ou
Vi n in usin r

Bentley credentials

* You must login to activate your account, so you can be listed

as an alternate host.
BENTLEY UNIVERSITY


https://bentley.zoom.us/

Zoom — Schedule a meeting

PRBENTLEY  sowmows-  mamsspmane  conacrsuss
FFFFFF My Meetings chedule
Webinars
Toric (
Recor
Setting
Accoul

Caneel

e Click “Schedule a Meeting” and enter the details

* C(Click “Save”
BENTLEY UNIVERSITY



Zoom — Schedule a meeting

Meeting ID

Mar 18, 2020 09:00 AM Eastern Time (US and Canada)

408-B45-429

Require m

Join URL: htzps:fbentley.zoom, us /408845428

| Q) oo Calender

Click “Copy the invitation”

Copy Meeting Invitation

Meeting Invitation

Daniel Sheehan is inviting you to a scheduled Zoom meeting. =

Topic: Test
Time: Mar 18, 2020 09:00 AM Esastern Time (US and Canads)

Join Zoom Meeting
https:/bentley.zoom.us/j/408845429

Meeting ID: 408 845 429

One tap mobile
+16468769923,408845429# US (New York)
+16699006833,408845429# US (San Jose)

Dial by your location
+1 646 876 9923 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 408 845 429
Find your local number: https:/bentley.zoom.us/u/ajMCKfépa M

Cancel

Paste the meeting invitation into an Outlook email to your

participants

BENTLEY UNIVERSITY



Zoom — Start a meeting

Py LY

Profile
‘Webinars
Recardings
Settings

Account Profile

* C(Click

SOLUTIONS +  PLANS&PRICING  CONTACT SALES

Upcoming Meetings

Previous Meetings  Personal Meeting Room  Meeting Templates

Start Time

Today
10:00 PM

“Start”

Topic =

My Meeting

to begin your meeting

SCHEDULE AMEETING  JOINAMEETING  HOSTAMEETING + SIGN OUT

Meting ID

504-829-097

WM Get Training

‘E

BENTLEY UNIVERSITY



Zoom — Start a meeting

Daniel Sheehan

1
8 . v . 2= 8 ull ~ ® e L
Mite  Strtvideo e e Chat  Recond _ Breakout Rooms

* Once meeting begins, hover over lower portion to see tools —
share, mute, record...
e Click the “Share” icon to share your screen -

Share

@ BENTLEY UNIVERSITY



Zoom — Share your meeting

e Click the “Share” icon to share your screen-

Share

e Select the screen you want and click “Share”

* Once shared, your tool bar will minimize g
@ BENTLEY UNIVERSITY



Zoom — Attend a meeting

Appointment s Format Text Review Q Tell me what you want}

LT X mcaiendar ) (-"m [ ] [

Save & Delete (3 Fonyard - APPOINtment Scheduling Skype Teams Me

Close Assistant | Meeting Meeting N
Adtions Show Skype Meeting | Teams Meeting Meeti

Subject [Team Meeting

Location |

Starttime | Wed 316/2020 M| [1z00pm - | 0 a0 day event

Endtime | Wed 3/18/2020 | [1z30pM -

Daniel Sheehan is inviting you to a scheduled Zoom meeting.

Topie: My Meeting
Time: Mar 18, 2020 12:00 PM Eastern Time (US and Canada

Join Zoom Meeting
https://bentley.zoom.us/j/504829097

One tap mobile
+16468769923,,504829097# US (New York)
+13126266799,,504829097# US (Chicago)

Dial by your location
+1 646 876 9923 US (New York)
+1 312 626 6799 US (Chicago)
+1 669 900 6833 US (5an Jose)
+1253 215 8782 US
+1301 715 8592 US
+1 346 248 7799 US (Houston)

Meeting ID: 504 829 097

Find your local number: https:

bentley.zoom.us/u/ajMCKf6

To attend a meeting, open your Outlook and copy the link for
the meeting that was shared with you

Click the link or paste the meeting link into a browser

BENTLEY UNIVERSITY



Zoom — Attend a meeting

* Select your options to join and you will enter the meeting

@ BENTLEY UNIVERSITY



Thank you for your participation
Working Remote Tips

Speak to your colleagues and agree on how you want to work
together

Leverage Outlook on the Web, OneDrive and Teams

Move your most critical files needed through the end of the
semester to your OneDrive Folder

Download Teams on your desktop and on your phone

Keep Teams on to remain connected — enable notifications
Use Teams Chat to connect with your colleagues

Use Zoom as your video conferencing tool or as an alternative to
Teams

For more information visit

BENTLEY UNIVERSITY
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Questions?

-OR-

Contact the Help Desk at
helpdesk@Bentley.edu
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