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Microsoft office 365 f.

1. Go to office365.com

C nm BE  httpsy//office365.com B O f,

=X Apps BB 3 All Bookmarks
Gmail Images 33t @

Q  Search Google or type a URL 4y @ ¢ Al Mode

| | KV . : P
M ue e e 7 | Microsoft | Microsoft 365 Products v Plansand pricing ~ Resources v Support v Search O signin (8,)
2. Click “Signin :

Lebanon

Learn how to level up your PowerPoint presentations at our free Copilot webinar on Wednesday, January 14. Register now.

MICROSOFT 365 FOR INDIVIDUALS

Imagine. Create. Accomplish.

Achieve new personal bests with apps, cloud storage, and Al features’ that are powerful, tailored to your needs,
and seamlessly easy to use—all in one plan with Microsoft 365.

See plans and pricing
For individuals For business > For enterprise > For education >
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Sign in with your organizational account

eddy.nini@balamand.edu.lb




Microsoft office 365 f.

4. Follow the instructions

BE Microsoft
eddy.nini@balamand.edu.lb
| YT
L MICFDSUﬂ Appl’OVE sign in request

ed d},,-’ nini@balamand.edu.lb @ Open your Authenticator app and approve the
request. Enter the number if prompted.

217

Do you trust balamand.edu.lb?

You're about to sign in with your balamand.edu.lb
account. Only continue if you recognize this account.

Didn't receive a sign-in request? Swipe down to
Why am | seeing this? refresh the content in your app.

| can't use my Microsoft Authenticator app right now
Cancel

More information

a. Click “Continue” b. Open Microsoft Authenticator on your mobile phone
and enter the number displayed. For example, the
number shown here is 27.

NB: To know more about Microsoft authenticator go to page 18 >
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Microsoft Office 365 Home page will open

% M365 Copilot

Q Search

| @ cChat

Agents

Explore agents

Create agent

Conversations

My Library

37 Create

f# Teach

B Apps

Microsoft office 365

Welcome to Copilot Chat

|Me55age Copilot

_|_

e

/s

Create an image of a bar chart
demonstrating growth

Visualise the data

What questions should | ask
myself when making a decision...

Sage advice

s’

Write some funny Out of Office
email responses to use while I'...

Going on holiday?

See more v
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5. Click “Apps “ icon on the home page

% M365 Copilot

O

Search

| @ cChat

Agents

Explore agents

Create agent

Conversations

My Library

37 Create

f# Teach

B Apps

Microsoft Teams

Welcome to Copilot Chat

|Me55age Copilot

_|_

/s

Create an image of a bar chart
demonstrating growth

Visualise the data

What questions should | ask
myself when making a decision...

Sage advice

s’

Write some funny Out of Office
email responses to use while I'...

Going on holiday?

See more v




Microsoft Teams

4. Click “Teams” icon on the new window

T M365 Copilot

Q search

(O Chat

Agents

Explore agents

Create agent

Conversations
My Library
&1 Create
f# Teach

i Apps

Apps

ﬂ Word ¢ Excel 6 PowerPoint

Write, share, and make real time edits,

Teams Q SharePoint

*

Use across Teams, Outlook, and Microsoft 365 Copilot

g Copilot Testportal

Explore bv catedorv

. OneDrive

All apps =

J Install apps -
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Microsoft Teams app will open in new window.
1. To schedule or join a meeting, click the Calendar icon

Sa

O Press Ctrl+Alt+G to go right to a chat or channel

© Announcement As part of a recent update, some Teams you may have previously hidden are now visible again. If you'd prefer not to see them, you can easily hide them from your Teams view.

A Join a team +

9 Type to search Q #

Teams for you

[-1-1-]

()}

Teams Join a team with a code

@ Enter join code.
Azzignments

OneDrive

&

Copilot

Apps

EN
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A new window will appear

L 1)
Open office app launcher
iy (] vaiendar
g ] Today £
Chat
[-1:]]
) 05
=== Monday
B i
\EEignmEnts.
0=

Calendar 2 PM

) 3PM

Copilot 4 PM

> January 2026

06

Tuesday

Q,

Search (Ctrl+Alt+E)

Microsoft Teams

07

Wednesday

08

Thursday

# Join with an ID

[} Meet now
Syncing...
Friday

+ New meetlng

[ Work week

10



Microsoft Teams

a. Join a meeting (if you are invited)
O Click “Join with an ID”
0 Type the meeting ID and the meeting Passcode
O Click “join meeting “

NB: Both meeting ID and meeting passcode will be provided by the host

L 1)
=

,  Search (Ctrl+Alt+E)

Open office app launcher

(03] vaiendar

Activity

g fZ1 Today < > January 2026 -

Chat
() 05 06 07
H==TE Monday Tuesday Wednesday

Copilot 4 PM

08

Thursday

Press here

# Join with an ID

Join a meeting with an ID
Meeting ID @ *

Type a meeting ID

Meeting passcode

Type a meeting passcode

(—
[

B Work week
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Microsoft Teams

b. Meet now —to run unscheduled meeting
O Click “Meet Now”
O Type the Meeting name
O Click “Get a link to share” and paste later the information to an email or WhatsApp message to send them for all
invitees)
O Click “Start meeting”

Press here

a@ Q. Search (Cirl+Alt+E) -2 @

Open office app launcher

—— d vaiendar # Join with an ID [ Meet now .

9 ] Today < > lJanuary 2026 Start a meeting now e

cweek
Chat

Meeting name
[]=1:]

ey 05 06 07 08

_ Meeting with Eddy Nini
=ams Maonday Tuesday Wednesday Thursday

@ 1PM ‘ Get a link to share
o Press here

) SRR

Omnelrive 1 2

Ty



Microsoft Teams

C. Schedule a New meeting
O Click “New meeting” and a new window will appear.
Q Fill all the fields requested in the new window:
o Title, email of the attendees, date and time of the meeting.

o Choose either “does not repeat” or “repeat”. Ignore add channel and location
O Click “Save” (and an email will automatically sent to all invitees with the meeting id and meeting passcode)

@b Q. Search (Ctrl+Alt+E) - IEM°

Open office app launcher .

m— H =W meetlng Details Scheduling Assistant m Close

9 Show as: Busy ~ Time zone: (UTC+02:00) Beirut ~» Response options Options E.

Chat

0y, Who c /| the y? (1)

[(u)] Z Add title ho can bypass the lobby? (7)

- People in my org and guests

@ (—?&; Add required attendees + Optional
\zzignments .

More options

) © 1/7/2026 3:00PM > 1/7/2026 3:30PM  ~  30m 'i::' All day
Calendar

% [} Does not repeat

Call

= Add channel

O
OmneDrive

@ (©)] Add location

Copilot

= B 7 U & = A aA Paragraph v = = = iE 9 &= = 2] 2 d
Type details for this new meeting
Apps

@ Add an agenda
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Microsoft Teams

E . Edit an existent meeting: Change meeting details, or copy meeting information
O Click “Calendar” icon on the home page and a new window will appear
O Click on the scheduled meeting — colored one.
o If you prefer to send the invitation manually, click “Edit”, save the meeting details, and copy them into an
email or WhatsApp message to send to all invitees.
o If you want to change the meeting details such as date, title,.. press on “Edit” and do the changes.
O Click “Edit” for both cases
0 A new window will appear ( see next page)

.. 2 @ o [ ]
al Q, Search (Ctrl+Alt+E) ENO

Join with an ID 1 Meet new .

B Work week

Open office app launcher

u vaiendar

Activity

@ = Today <{ > January 2026 ~~

Chat

209
W) 05 06 07 08 09
TEZTE Maonday Tuesday Wednesday Thursday Friday
Assignments My calendar e
— 2 PM
& Wednesday, January R0 PM — 3:30 PM
Calendar
------------------------------------ | =m -
Calls 3 PM |
oy ‘teams.microsoft.com/meet/39928362... LD
OmeDrive
@ 4 PM (3 Chat with participants
Copilot
¢ Eddy Nini
S i
Organizer
5PM
Apps
6 PM
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RUN a meeting:
O Press on “Calendar” icon on the home page and a new window will appear

O Press on the scheduled and colored meeting
O Press on “Join “

it Q. Search (Ctrl+Alt+E) -® ey
Open office app launcher
» - m vaiendar # Join with an ID 1 Meet now -+ New meeting .
Activity H
E? Z Today < > January 2026 v B Work week
a3t
o0
&G 05 06 07 08 09
== Manday Tuesday Wednesday Thursday Friday
Assignments My calendar i
— 2 PM
=2 Wednesday, January 7 3:00 PM - 3:30 PM
Calendar
Qe ! =m -
Calls 3PM |
) G2 hitps//teams.microsoft.com/mest/39928362... 0
OneDrive
4 (=) Chat with participants
Copilot
o Eddy Nini
[~=] i
Organizer
5 PM
Apps
6 PM
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Microsoft office 365
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F . Sign out from Microsoft office 365 :

Ty M365 Copilot ED]

Q Search

| @ Chat

Agents

Explore agents

Create agent

Welcome, how can | help?

Conversations
Iy Library
&) Create
[ Teach Message Copilot
B Apps +
University of Balamand Sign out
Eddy Nini 4
] eddy.nini@balamand.edu.lb Rewrite this to sound more
© View account professional and less verbose:

My Microsoft 365 profile
Third party notice

Improve your writing

Press you r na me 8@ Sign in with a different account

Press “Sign oui” '
EN Eddy Nini

Copilot Chat @

At $50 per unit, how many units
does my company need to sell t...

Find the break-sven point

s

Create an image of a bar chart
demonstrating growth

Visualise the data

See more ~

16




/‘\)‘9‘ Microsoft Authenticator

17



What is Microsoft Authenticator ? a

= Microsoft Authenticator is a free app that helps you sign in to all your accounts without
using a password - just use a fingerprint, face recognition, or a PIN

= Microsoft Authenticator is not available for PC or Mac as
authenticator apps are typically designed for smartphones for
security reasons.

= Microsoft Authenticator no longer supports Authenticator versions
that are more than one year old. Always keep your device up to date.

18



Install Microsoft Authenticator ﬁ

1.0n your Android device, open the Google Play Store app.
a. Type "Microsoft Authenticator" in the search bar.
b. Select the official Microsoft Authenticator app and tap the Install button.
c. Open the app after installation.

2. On you I0S device, open the Apple app store app.
a. Type "Microsoft Authenticator" in the search bar.
b. Select the official Microsoft Authenticator app and tap the Install button.
c. Open the app after installation.

il docomo 4G
{ Search

Microsoft
Authenticator
@ e

4.7 %% K kK #19 4+

What's New Version History

uire authentication each time
the app is opened! Protect your codes, app
information, and settings by enabling App  more

Preview




1. Open Microsoft Authenticator on your mobile

a

2. At the same time open Microsoft office365 on your desktop to login and follow the instructions

Keep your account secure

Microsoft Authenticator

@ Start by getting the app

wtall the NICrozoft Authenticator app on y

Lwant to set up a dffecent method Siip setup

a- Open Microsoft authenticator from
your mobile and press “Next” on desktop

Keep your account secure

Microsoft Authenticator

Let's try it out

Approve the notification we're sending to your app by entering the number shown below,
Back
want to et up a different method Skip setup
[

d- Put the number shown on the desktop on

your Microsoft Authenticator (here example 43)

Keep your account secure

Microsoft Authenticator

Set up your account

If prompted. allow notifications. Then add an account, and select “Woark o school

fferent m

b- Add an account to your Microsoft
Authenticator. Press “Next” on desktop

Keep your account secure

Microsoft Authenticator

Motifieatien approved
{i
want o set up a different method Skip setup

e- Press “Next” on desktop

Keep your account secure

Microsoft Authenticator

Scan the QR code

Skip setup

c- Scan The QR code on the screen
and press “Next” on desktop

Keep your account secure

Success!

reat job! You have successiully set up your secunty info, Choose "Done” to continue $igning in

Default sign-in method:

@ Microsoft Authenticator

f- Press “Done” on desktop
20



