Migration to Office 365 and OneDrive
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Migration to Office 365 and OneDrive

Migration overview

Purpose

e Replace aging legacy systems
e |mprove functionality
e Migrate to the Cloud

Microsoft Suite is a multifaceted and dynamic solution making migration a several step

process. For a few weeks, InterDent will operate in two environments, which may present some

challenges. We ask for your patience as migration expands enterprise-wide.

We encourage you to also take advantage of the available resources, such as Google search
and Microsoft training videos. While there may be some initial difficulties, we believe this
change will lead to long-term improvements in how we work, communicate, and collaborate.

This is just one of many steps we will take this year to make InterDent’s technical infrastructure

best-in-class. Operations will lead the company in adoption, specifically Office.com and
OneDirive.

Thank you for your “can-do” attitude and support. Together, we will make this transition a
success and continue to enhance our work environment.

Timeline
Tuesday

e Receive emailed instructions from Stephen Hill
e Please print the instructions

Wednesday

e Avoid use of H:\ drive all day while migration is underway
e Migration is completed overnight

Thursday

e Reboot computer and start using the new system
e Followthe instructions shared via email regarding phone (MDM) setup

If you need help at any point during the migration process, please submit a ticket to the Service
Desk for assistance.
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Migration to Office 365 and OneDrive

M365 - Introduction

Outlook, Excel and Word are not significantly different in M365. The benefit we will realize is the
updated system architecture and storage in the cloud. Teams, however, is a game changer for
collaboration and communication.

Additionally, we are now able to move from VDI to VPN for remote access. Details about this
change are covered in the documentation you will receive from Stephen Hill
(HillSt@interdent.com).

Please note that there is more than one way to do many functions. This document will show you
one way to do various functions. As you explore the applications, you may find other methods and
shortcuts.
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Migration to Office 365 and OneDrive

Outlook

Leave “Try new Outlook” set to Off

At the top right of your Email, there is an option to try a newer version of Outlook. InterDent is not
moving to the new version as it consumes significantly more PC resources and negatively impacts
the user experience.

I Try the new Outlook - |
Search People | [u]w]
e )N \%

@ Address Book

All Viva
? Filter Email v Apps Insights
Find Speech Apps Add-in v
ev 1 < January 2025 >

SU MO TU WE TH FR SA
29 30 31 1T 2 3 4
5 6 7 8 9 10 M1

12 13 14 15 16 17 18

Changing Inbox from Focused/Other to All/Unread

Outlook will default to categorize your Inbox messages as Focused and Other. You can change this
to All and Unread under View in the menu bar. This setting toggles off and on.

File  Home Send/Receive FoIded View I Help
C% @}‘ \9 [C] Show as Conversations @

Show Focused

E El Tl Reverse Sort

=1 Add Column

Change View  Reset = Message Arrange

View v Settings View = Inbox Preview v By v  +— Expand/Colla
Current View Messages Arrangement
<
Focused | Other
v guidolind@InterDent.... 20 @ [From Subject R
> Inbox 364 | . Today
Drafts [46] Spam Rep... End User Digest: 1 New Message
End User Digest - Wednesday - 2025-01-22
Sent ltems
Guidolin, D... M365 - "How To" Videos and New Signature
> Deleted Items 1644 Apps Team:
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Migration to Office 365 and OneDrive

Reverting to the “Classic Ribbon”

Select the down arrow in the top right-hand corner of your Outlook screen.

Then select Classic Ribbon. This will change your view back to the standard ribbon options.

File  Home Send/Receive Folder View Help
M &° 0 Qo o
1% ° o
New  New E Report =
Email Items v % < v f‘D

New Delete Report Respond
<
All - Unread

v guidolind@InterDent.com

> Inbox
Drafts [46]
Sent ltems

> Deleted Items 1644

Archive

> Conversation History

Email Signature

& &
= [ Rules v
[ Team Email Ny

Teams Quick Steps 5] Move

We didn't find anything to show here.

Update your signature from within Outlook by selecting File.

| = Home Send/Receive Folder View Help
NG B M E O oW B o
T v & v
New Ne 34 Delete Archive Report <_> Reply Al L'_‘Q Share to =2
Email Items v ,% v v — Forward E‘D v Teams MTe
o New Delete Report Respond Teams
<
Q\Q Drag Your Favorite Folders Here All  Unread
v guidolind@InterDent.... &0 (@ |From Subject
v inbox 36 v Today
Drafts [46] Spam Rep.r. End User Digest: 1 New Message
e End User Digest - Wednesday - 2025-01-22
Sent Iltems
Guidolin, D... M365 - "How To" Videos and New Signature
> Deleted Items 1644 Apps Team:
” Archive Chilcott, ... Re: M365 - Office.com

> Conversation History

I'll let Sam and Stephen chime in on that. Howard Chilcott
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Ribbon Layout

V' Classic Ribbon
Simplified Ribbon

Show Ribbon
Eull-screen mode
Show tabs only

v/ Always show Ribbon
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Migration to Office 365 and OneDrive

Then select Options from the Account Information.

© Account Information

‘ () Info | ' guidolind@InterDent.com

Microsoft Exchange

Open & Export —_—
‘ + Add Account ‘
Sava As Account Settings
33 Change settings for this account or set up more
connections.
Save Attachments Ac(fount R
Settings v ®  Access this account on the web.
https://outlook.office365.com/owa/interdent.com/
Print
" ®  Get the Outlook app for iOS or Android.
Change
Automatic Replies (Out of Office)
Q Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies
Mailbox Settings
23 Manage the size of your mailbox by emptying Deleted Items and archiving.
Tools I
® 957 GB free of 99 GB
& Rules and Alerts
Q Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
Office Account &dlerts
Options Manage Add-ins
@} Manage and acquire Web Add-ins for Outlook.
Exit Manage Add-

Select Mail and then Signatures.

Outlook Options ? X
General . .
Change the settings for messages you create and receive.
Mail I
Calendar Compose messages
People / Change the editing settings for messages. | Editor Option:
Tasks Compose messages in this format: | HTML V‘|
Search Show text predictions while typing ®
Language
abc Always check spelling before sending ‘ Spelling and Autocorrect...

Accessibility ==

Ignore original message text in reply or forward
Advanced
Customize Ribbon E'/ Create or modify signatures for messages. ‘ Signature:

Quick Access Toolbar

o Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Font:
-ins —

Trust Center Outlook panes

Customize how items are marked as read when using the Reading Pane.

| Reading Pane.. |
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Migration to Office 365 and OneDrive

From the E-mail Signature tab you can create a new default signature or edit an existing one.

Signatures and Stationery ? X
E-mail Signature | Personal Stationery
E-mail account: g jidolind@InterDent.com v
Select signature to edit
[Default New
Reply
Delete
Rename

Edit signature
[27] Business Card E; ;=)

]
0]
1]

Aptos (Body) M2 4| B I U Automatic ~

>|@

Debbie Guidolin, CAPM
IT Technical Project Manager

@ (626)241-7695

e GuidolinD@InterDent.com

0 1101 SE Tech Center Drive, Suite 195, Vancouver, WA 98683
InterDent.com | Gentlel.com | Join the Team

Inter':]Dent

Save Get signature templates

Choose default signature

New messages: | pefault

Replies/forwards:  gepjy

HR has provided a template for signatures that you can customize for your office. Here’s a link to
the templates: Email Signature Templates (Final).docx
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Migration to Office 365 and OneDrive

Attaching Files in Email

You can attach files as in prior versions using the Paperclip icon, but file size is limited by
Microsoft. Using links (Sharing) is the preferred practice as it reduces demand for network
resources and storage in email.

To share afile, select the Include and then Attach File.

File Message Insert Options FormatText Review Help

(4 e Jo Jx s ROPIE p M 8 @ &

pste B B T U= viZv = 3= Names | Indude | Copiot Loop Tags  Dictate Al Editor
v 2 A Ii] == 5 v M v Components v v Apps
Clipboard Basic Text 5 Collaborate Voice Apps Sensitivity Editor

)| &
Attach | Link  Signature

| B

From the Attach file dropdown, select a file, Browse Web Locations to connect to OneDrive -OR-
select Browse this PC to select a file from one of the network drives.

[ﬂJ\Z] >
Atmctiitem OneDrive - interdent.com
.- ‘ idolind@interdent.com
f-, B Web Locati N guidol erdent.co
@) Browse Web Locations
B Browse This PC. rThismlllukeynulo ynurnm\vnrk] ® Sites - interdent.com
. - o= dri Sy
\s e guidolind@interdent.com

Once thefile is selected you will be given the option to Share link or Attach as copy. Sharing a link
is best practice.

File  Message Insert Options FormatText Review Help

Kr B 1@ P MBS A

L @ B I U= - ;
Paste - = fwe= = Names  Include  Copilot Tags  Dictate Al Editor |
v g 2 AVEE =) v v M v Apps
Clipboard 1S Basic Text Collaborate Voice Apps Sensitivity Editor
> | LP \
Send | | cc |
Subject How do you want to attach this file? X
D Share link
£ Recipients can see the latest changes and respond in real time.
4+ L
[ = Debbie Guidolin, CAPM
8 IT Technical Project Manager @| Attach as copy
0 ® (626)241.7695 Everyone receives a separate copy of this file.
a—, © GuidolinD@InterDent.com
-E @ 1101 SE Tech Center Drive, Suite 195, Vancouver, WA 9868:
= | @ InterDent.com | Gentlel.com | Join the Team
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Migration to Office 365 and OneDrive

Teams

The Teams app is a collaborative tool for chatting, sharing files, scheduling meetings and much
more.

Scheduling a Meeting

Scheduling a meeting in Teams is much the same as itis in Zoom. For Teams, simply add an item to
the calendar and use the Teams Meeting button.

File  Appointment Scheduling Assistant  Insert  Format Text ~Review Help

i e ﬁﬂ%@ﬁj@

Delete _y Teams Send to Invite Options  Tags  Dictate All
Meeting v | OneNote  Attendees v A Apps
Actions Teams Meeting] OneNote  Attendees Voice Apps
Title
Save &
Close Start time Thu 1/30/2025 (5 9:00AM v [JAlday I
End time Thu 1/30/2025 ] 930Am v| O Make Rec|

Location

Options to customize the meeting are available from the Meeting options link in the body of the
calendar item.

Send

Required
Optional
Start time Thu 1/30/2025 E
End time Thu 1/30/2025 E

Location Microsoft Teams Meeting

Join the meeting now

e

Meeting ID: 275 484 244 476
Passcode: 3wQ6aV3N

For organizers] Meeting options
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Migration to Office 365 and OneDrive

Meetings while Traveling

To attend a meeting when you are away from your computer, use the Teams app on your phone to
connect. This is a change from Zoom where a call-in number is provided. With Teams, you can
attend the meeting on your phone without dialing in.

Teams Training Videos

Microsoft Teams training videos are available on UKG at the following link or search “M365” on the
site:

https://learning.ultipro.com/academy/InterDentServiceCorporation/courses/library?sorting=priori
ty,desc&type_id=0&lang=0&category_id=404943

Cloud File Storage
OneDrive — Replaces Legacy H:\Drive

Your H:\drive will be moved over to OneDrive for you overnight before go-live. Going forward, files
will default to save in your OneDrive.

Opening and Sharing files from OneDrive
Open Outlook.

Use the Cloud icon on the left of your Outlook inbox.

|E File Home Send/Receive Folder View Help

IY]F % TS @ E @ € Reply

] v <«
New New [F’X Delete Archive Report <_) Reply
Email Iltems v p® v ¥ —> Forwar
New Delete Report Resp)
<
R Al Unread
v guidolind@InterDent.com N@Lodzy
¥ inbox Chilcott, Howard
denticon outage FW: Dean Hanson - Person|
FYl only...that's good new:
a Accounting
Appt Test Vv Yesterday
D Audit 2021 Goel, Ashu
Audit 2022 UnStatused for the entire

Hi Karen, We ran untouch

15
oo

Audit 2023
Vv Wednesday
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Migration to Office 365 and OneDrive

Navigate to My Files and click to access the files that were in your H:\Drive.

= File  Help
L

Guidolin, Debbie O  Name ~ Modified ~ Modified By + File size
QQ

Attachments November 15, 2...  Guidolin, Debbie 0 items

(A Home /
v @ My files

&2 Shared

Documentation December 05,2...  Guidolin, Debbie 1item

¥ Favorites

Meetings Tuesday at 08:5...  Guidolin, Debbie 3 items

Select the file to share and then click on either one of the Share icons.

= File  Help

+ Add new @ Open v | B Share | @ Copylink @ Copilot v+ F sort v
n -~
Guidolin, Debbie Y  Name -~ ed v Modifi
Either bul |

Q
o (A Home =
| . w é: Directories as of 2025_0115.docx January 15 Guido
o # My files i
I - &8 Shared \Ew “Email Signature Templates (1).docx 2 hours ago Payne,
i} Favorites NN . .
(] mzi Email Signature Tem... = | & |@ Y¢ Yesterdayat09.. Guido
p U Recycle bin -
‘ é‘ Email Signature Templates.docx January 15 Guido
00
20 Browse files by v
S Ppeople “;\ Error Log Revisions for 2025 (002).xIsx Tuesday at 04:4...  Guido
Meetings ‘mz‘ M365 Office Hours_2025_0103.docx January 07 Guido
@ Media o

At the next window, there will be options for sending an email or copying a link to paste into a
document or email.

Share "Email Signa...Final).docx" - @ X

& Add a name, group, or email / v

Add a message

G Copy link ‘ @}
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Migration to Office 365 and OneDrive

PRO-TIP: Click onthe | ¥ to expose the settings for sharing for the specific file being shared.

¢ Link settings ® x

Email Signature Templates (Final).docx

The link works for

People in interdent.com

Share with people in interdent.com, organization account @
required.
@ Only people with existing access © O
b
People you choose © O
More settings
7 Canedit v
Set expiration date (MM/DD/YYYY) X

SharePoint — Replaces Legacy Department/Shared Drives

In the coming months, the network drives will be migrated to SharePoint. This will move all our
digital assets to the cloud. This will make sharing and collaboration even easier.
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