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Microsoft 365 is a benefit provided to SCC Students, Faculty and Staff for
the duration of your time with SCC.

It is comprised of a local Desktop/Laptop installed application just like
Office 2019 but also includes Web Apps and one Terabyte of OneDrive
cloud storage for convenient, anywhere access to your files and MS Office!

Unlike the 2016/2019 versions, 0365 always updates and is always current!
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« More easily collaborate in shared documents whether you're working offline, online, or
simultaneously with others.

« Work seamlessly anywhere with your favorite Office apps and pick up where you left off on any
device.

« The ability to install on PCs, Macs, tablets, and phones.
« Desktop versions of Office on up to 5 PCs or Macs per user
« Office apps on up to 5 tablets and 5 phones per user

« 1TB of OneDrive cloud storage
D Southeast Community College
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Click on
The Hub
here

D i https: .southeast.edu
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calendars Catalog Class schedules Directory The Hub

Call now: 402-471-3333

Student Affairs Student Life Continuing Education

1f on the SCC main website: _ -
https:/ /www.southeast.edu/ e — E—

o : ‘ Hub Features:
= . SCC Email/0365
« Canvas under
MyCourses
« WebAdvisor

e More!

Best way (Bookmark
This):

Go directly to The Hub:
https:/ /thehub.southeast.edu/

Or use Microsoft direct o
0365 Login (Will not link to

Webadvisor or Canvas)
https://outlook.office365.com/ .

Topping/Soup Station!

Check ~-'t *he Café Semester Menu on the website: www.south
Visa, MasterCard, Discover, American Express and Contactless P

Café hours today:
e Breakfast 7:30 am — 10:00 am
unch 10:45 am — 12:30 pm
oors close at 12:30 pm

Café Menu Options:
Friday Soup Special: $1.00 before tax per bowl
rk Order: [[W... Thu 3:10 P}

il to append informati... Friday Soup and Sandwich Special: $3.00 before tax

Soup Options:
e wild Rice and Mushroom Soun (contains el

New folder

: e — Wil /
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The Hub and Microsoft 365 use the same Sign On
You may be asked for these credentials multiple times as you install and navigate through Microsoft
365, MS Apps, and OneDrive

Your SCC/0365 username = Initials + SCC ID
+ @southeast.edu

S Single Sign-On

Sign in

Example: fl111111@southeast.edu

Your password Is the same for the Hub and
for Office 365 log In

For log In assistance: Call the SCC Help Desk
at 402-437-2447
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.\ icrosoft 365 includes ALL of the MS Apps you know, plus evolving features for Cloud Access, File Sharing, Mobile
Devices/Tablets and Web integration.

Microsoft 365 is Microsoft’s featured product! Including continually updated Office Applications, Web accessible
versions and OneDrive, it is a subscription based product that has changed the way we use and integrate our
information and devices at work and at home!

WebAdvisor

WEBADVISOR FOR CONTINUING EDUCATION Once logged into the
WEBADVISOR FOR STUDENTS Hu b, you are
The Office 365 button WEBADVISOR FOR EMPLOYEES .aUtomatlca“'y l'o.gged
logs you into Office 365 EBADVISOR FOR FACULTY Into Canvas, .Offlce
and takes you to your P 365, WebAdvisor and
SCC Online Outlook more!
Email. :
\V “ou Have U Unread Messages
: 402-437-2447
§ Southeast Communlty CoIIege helpdesk@southeast.edu t},
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Note: If you are working on an SCC machine, you will usually have Office 2016 or 2019 Pre-Installed.

Office 365 will not replace the 2016/2019 Apps if they are installed, but DOES give you access to all of the Office 365 Online

Apps.

Install from the Hub using the following steps:

File Edit View History Bookmarks Tools Help

Employees

\ s Hocreneecomms - Salect Office 365 from top of menu
L+ Most Visited %K Password Reset & ID number retrieval @ Dept phone #'s B

File Edit View History Bookmarks Tools Help

Outlook

Pl R Mail - Matthew C Hoscl

Click on the
Outlook
Waffle icon

= [ D = a

< 5

& Focused =3 Other Filter (No s

L} Most Visited 550 Passworllies gy riber retrieval & L

Here 7 No subject) 11 f‘_;t @
: ive ’\:\' J
Apps
Filte
E:_< Outlook @& OneDrive
° 402-437-2447
' Southeast Communlty College helpdesk@southeast.edu .. o . 11:57
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Step 3

Step 4

Step 5

@ The Hub @ LincCampus Map @ MifrdMap o SCCNSOonline @ SAfety

3

SharePoint

% I &

Teams Notebook iy

@ The Hub @ LincCampus Map @ MifrdMap o SCCNSOonline @

SharePoint

Includes Outloock, OneDrive for Business,
‘Word, Excel, PowerPoint, and more.

Other install options
Select a different language or install other
apps available with your subscription.

» www.southeast.edu/helpdesRk
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Opening Setup.Def.en-us_0365ProPlusRetail_040a2081-c753-47e1-94d0-... X

You have chosen to open:
(8] ...753-47e1-94d0-962cc10d4adb_TX_PR_Platform_def b_64_.exe

which is: Binary File (5.5 MB)
from: hitps://c2rsetup.officeapps.live.com

Would you like to save this file?

Just a few more steps...

@ Click Run @ Say "yes" © Stay online

If asked, click Save File, then run the file. Click Yes to start installing. After installation, start Office and sign in
with the account you use for Office 365:
mh488239@southeast.edu.

Need help installing?
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f,_.,;;’f"i It is possible to use both on the same machine, ie, Office 365 Online apps and MS 2019 installed version, this is
especially likely on an assigned or local SCC Computer.

Please note: SCC PC's will have Office 2016/2019 installed. By policy, we do not install Office 365 over this.

Product Information Product Information

] Office : IJ Office

1bscription Produc
Microsoft Office 365 ProPlus

Microsoft Office Professional Plus 20

Belongs to: mh.._ . _@southeast.edu

19
g Eﬂ mm Ej @ @ ; - : -ns roduct con ains.
ange Pro Actlvated One SCC Offlce 365 Manage Account Change License
[X] | orice Undates Time purchase Subscription Cifice Updates

Update S IRy e S A o EJVE Updates are automatically downloaded and installed.
version account -
example example
B3 Microsoft
3
Upon startup,
Excel MS Apps will
show Office 365
or Office e
2016/2019
briefly

402-437-2447
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No, but most of them are.

@ Outlook (Default Screen for 0365)

m Word @ Access
m PowerPoint
# Excel @I Publisher

A OneDrive.... Plus More!
402-437-2447

CD Southeast Community College helpdesk@southeast.edu
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« Make sure your computer meets the system requirements for the newest version of Office.

* In most cases when you run the Microsoft Office Setup program on a computer with an earlier version of Office
installed, the earlier version is removed. However, there are instances when an uninstall is necessary, such as if
you run into errors or problems during installation.

For a detailed treatment of various upgrade solutions, please see this Support.Office.Com article:
Upgrade Non-Subscription copy of Office

402-437-2447

D Southeast Community College Helbdoak e S o b
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Microsoft 365 is designed to work with the latest browsers and versions of Office. If you use older browsers and
versions of Office that are not in mainstream support:

Microsoft won’t deliberately prevent you from connecting to the service, but the quality of your Microsoft 365

experience may diminish over time.
Microsoft won’t provide code fixes to resolve non-security related problems.
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No. Office applications are tailored to work best on each platform and device. The
Office applications available for Mac users and the version numbers may be
different from those available for PC users.
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Productivity and ease of use increase with screen size, speed, and memory.
Installed Apps (Desktop, etc.) are more capable than browser-accessed 0365 versions.

Gain familiarity across platforms, then pick the best choice for your situation!

File [T Send/Receive  Folder  View  Add-ins  Help  Appointment  Q Tell me what you want to do

— | | - o o [Search People |
fos & C $ i) AR & £ Browse Groups | Search People
C : o S0 5 Address Book
New New NewSkype = NewTeams  Today © Open _mail  Share Publish Calendar
Appointment Meeting - ltems~  Meeting Meeting View  Calendar~ Groups~ Calendar Calendar Online - Permissions
New | Skype Meeting Teams Meeting  GoTo 1 Armange 5 Manage Calendars Share Find
“« October 2019

<
B ¢ Tod * T ¢ Thursd —
sumotuwe iR | T October - November 2019 Lincoln, Nebraska ~ 4 TR I56°F S 69F /55F Ll GToF 135°F EBiem
Subject NSO - Spring 2020 T Support (Matt)

29 30 1 2 3 4 Calendar - MHosch@southeast.edu X 4 [Tstatus x
H4 v

Location
s 7o sunpa MONDAY _ WEDNESDAY  THURSDAY FRIDAY SATURDAY SUNDAY MONDAY _ WEDNESDAY  THURSDAY FRIDAY SaTURDAY  [4] 3
13 14 15 16 17 18 Starttime  Thu10/31/2019 930A v
8 9

021 2 23 a5 Ot6 7 > , 12 Oct6 7 10 1 12 Endtime  Thu10/31/2019 1000, v

October =

27 28 29 30 31

5 . T Support -
November 2019 T sh | m L | Thursday, October 31st at 9:30-9:50

SU MO TU WE TH FR

1
3 4 5 6 7 8
10 11 12 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29
1.2 3 45 6

4[m] My Calendars

Calendar - M...
IT Status

[ United State...
[ Calendar- H...
[ Al Brunkow
[ Calendar

[] Birthdays

4[] Other Calen...
[ Calendar - Tr...

4[] My 3 favorites
L practice nofi...

4[] Shared Cale...
[ Al Brunkow...

Items: 13 & Reminders: 1 Al folders are up to date.  Connected to: Microsoft Exchange

» www.southeast.edu/helpdesRk
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p'b"d Pro Online 0365 App Menu

L
fahiq < -
» .ll.'-'l_-
:l' QI L -

- |
12:04PM Sat Oct b Sam ) O

. ) A !
Ty Microsoft Teams m Yammer help center - < [_T_ & outlook.office365.com @ J

10saqSDk Employees Mail - MHosch@southeast.edu )

« ¢ @ @ @ htt tlook.office.com/mailinbox/id/AAQKADESMGI4NmNILTRIYY

4} Most Visited %}?{‘Password Reset l}':éll] number retrieval 5 Dept phone #'s 5 MastCalendar s Request a Transcript | .. @ Forms/Procedures @ RecruitWebsite S Apply Mow | Southeas... @ThEH

Office 365 -

ve O Junk~ Sweep 51 Moveto v <D Categorize v

Apps
Filter v Classic Phishing

E Outlook @ OneDrive T Mon 10/7/2019 12:46 PM

age then n... apple.reportéQidFvpa@emaillive.com ¥

Word Excel

O ver il e Outlook Calendar

Mon 2:08 PM
m PowerPoint u OneNate Idents Sout...

6 SharePoint ﬁ Teams Mon 1:29 PM

NETFLIX

Student Af...
Q8 Coss Notebook [ swy Automatic payment.
w Forms Mon 1:24 PM Hi Customer‘ OneDrive
age then n...
Word
Allapps - Your Auto payment cannot process. b
Mon 1:22 PM Your subscription period will end today.
1ed Technic... PowerPoint
Documents
Click here to update your payment methode Onehote
New Mon 1:14 PM SharePaint
ating that ... .
_ please update your payment methode for continue Teams
0365PresentationPP Netflix feat
sccedu-my.sharepoint.com > ... > 0363Pre.., ETRIEIIE, Class Notebook
Mon 12:04 PM
and Practic... Sway

OFFICE 365 OVERVIEW

sccedu-my.sharepoint.com » ... = Office 3...

. Forms
The Netflix Team B Office365...

Mon 10:40 AM
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