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When you’re away from your office, it’s easy to get behind. With Office 365 you can stay connected with your email, calendars, and contacts on virtually any device.
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Add text here for agency-specific message regarding devices and email/calendaring.
Include link to O365 Information Center.

[image: Macintosh HD:Users:speaslee:Desktop:logo.png][image: ][image: ][image: ][image: ][image: Macintosh HD:Users:speaslee:Desktop:concept1.png]Quickly view important messages 	                       People View lets you read important messages first—from those you communicate with most often.* 
In Outlook Web App, select People to expand or collapse the list. To view messages from someone, select that person’s name to get a convenient overview of their most recent messages.








See other people’s calendars	        
Add a team member directly to your calendar view to see their availability whenever you want. Go to the Folder Pane at the left and check the box for the calendar you want to view. You can view calendars side-by-side or overlaid. If you want to view a calendar of someone outside your team, they can easily share their calendar within Outlook.

*People View available only in Office Web App.
Avoid common mistakes 		                       
Have you ever selected Reply All to a large group? MailTips warns you about common mistakes before you send an email. MailTips is turned on by default.

To turn it off or change which tips appear, select File > Options > Mail then under MailTips, select MailTips options.

Training: Visit the Office 365 Learning Center at aka.ms/o365learning.
                              This DOA pilot migration runs from August 11th to August 15th, 2016           
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