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365 in Action - New Skills, New
Possibilities Webinar Handout

Microsoft Word - Immersive Reader
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e Use the Immersive Reader to customize how Word documents appear as you
read and edit.

e Many options are available to customize your view, including Column Width,
Page Colour, Read Aloud, and so much more!

Microsoft PowerPoint - Designer
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e Stuck on how to design your slide? Use Designer to generate design ideas to
choose from.
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e Add your images and text to your slide, then use Designer to elevate your

presentations with professional-looking designs.

Microsoft Excel — Analyze Data
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e Ask a question about your data — i.e. What are the total ticket sales per country?

Excel Analyze will automatically create a pivot chart for Ticket Sales Per
Country.

e Analyze Data will also provide personalized suggested questions for you.

Microsoft Outlook - Create a Poll

Create a poll quickly within an Outlook email message — you can easily provide
meeting dates and timing options to your colleagues to assist with scheduling.

Outlook will automatically send the invite once everyone reaches a consensus.
Tip — You must add at least one attendee to see the poll option!
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Catch the webinar replay here. Ready for the next step? We offer Upskilling and
Microsoft 365 training, available for both public and private training.

e Stay up to date with Microsoft’'s newly released features and get the most out of
your Microsoft 365 subscription with both of our Upskilling Workshops:
Microsoft 365 Upskilling: Excel and Microsoft 365 Upskilling: Word, PowerPoint,
and Outlook.

e Learn more about using Microsoft 365 Online apps and features with the
Microsoft 365 The Essentials course.

e Learn best practices for file storage and document sharing from the Microsoft
365 Integrating with OneDrive, Teams, and SharePoint course.
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https://www.youtube.com/watch?v=x8yLcPy0J9U
https://greatcanadiantraining.ca/course/microsoft-365-upskilling:-excel
https://greatcanadiantraining.ca/course/microsoft-365-upskilling:-word,-powerpoint,-and-outlook
https://greatcanadiantraining.ca/course/microsoft-365-upskilling:-word,-powerpoint,-and-outlook
https://greatcanadiantraining.ca/course/microsoft-365-the-essentials
https://greatcanadiantraining.ca/course/microsoft-365-integrating-with-onedrive-teams-and-sharepoint
https://greatcanadiantraining.ca/course/microsoft-365-integrating-with-onedrive-teams-and-sharepoint
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