Migration to Office.com and OneDrive
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Migration to Office.com and OneDrive

Migration overview

Purpose

e Upgrade aging legacy systems
e |mprove functionality
e Move to 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 OneDrive.

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
Wednesday

e Avoid using your H:\ drive as migration is in progress
e Migration of email inbox and H:\drive completes overnight

Thursday

e Reboot computer and start using Office.com

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.com and OneDrive

Office.com — Introduction

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.

Opening Office.com (Outlook, Word, Excel)

Practice/Business Managers will be using a web-based app for Outlook, Word and Excel—
Office.com. You can access ALL of them from the Employee Portal, InterDent Webmail icon.

The desktop icons will NO LONGER be used to access email. Use the icon shown below:

EMPLOYEE PORTAL

Business Applications

Dashboard DentalXchange

GD Plan-CA

Perio Protect

Administrative Applications

Training Calendar  Dental Regulatory
Compliance

IR Action

[l

Denticon
Grievance

Safety Checklist Test Tracker

& @ A

Gentle Dental InterDent WebMail UKG
University

Sign in with your personal (not office) credentials. For example, SmithJ@interdent.com.

Outlook'Web App
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Migration to Office.com and OneDrive

Click the link on the next screen for Outlook.Office.com. This will be updated after everyone is
migrated.

Use the following link to open this mailbox with the best performance:

https://outlook.office.com/mail

More details...

Select the 9-dot square (app launcher) in the upper left corner of the Outlook screen to access the
other Microsoft applications. You may see more applications than you have access to. Feel free to
explore whatever apps your license allows.

Q_ Search

M Q SearCh
[

O Find Microsoft 365 apps

—  Home View Help

D

- §23 View settings £ Messages ~ &= Expand 0 6 P m u
Microsoft 365 | Outlook OneDrive Word Excel
o v~ Favorites Inbox
N o ©
& Inbox From m m 9 w L "4
- PowerPoint OneNote SharePoint Teams Viva
B> Sent Items > [] Ho, Tom
o0
b Yﬁ] Deleted Items 1654 a
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Migration to Office.com and OneDrive

Outlook.Office.com (Email)

Email Signature

Update your signature from within Outlook by selecting Settings 23] at the top right of the screen.

Then select Account (2) and Signatures (3).

° Email account Signatures X
earch settings Automatic replies
(5] Email signature
[2rom Jo 0 o 08 dpaen 348041y sl Y0 50 b wich gt 435y
83 General your new emails and rep
Mobile devices
S Mail Create and edit signatures
Storage
® Calendar + New signature
&% People Default Rename Delete

First & Last Name
Job Title

Gentle Dental Location
@ (HHH) HHE-HHUH | ext HUHEH
© Email@InterDentcom
O Address - City, State Zip
@ Gentlelcom | Jointhe Team

Gentle?? Dental

B I U Q2vAVE IS E +E »n

M g A

Human Resources 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

Focused/Other Inbox

Outlook inbox defaults to a “Focused” inbox. This feature curates the messages presented so you
see what Microsoft believes are the most relevant messages. You can turn this off/on under
Settings E] at the top right of the screen. Select Mail (1) and then Layout (2) to access the
Focused Inbox (3) settings.

Lo 0

Q Search settings Compose and reply

Smart suggestions @ can't find some of your Mail settings? Automatic replies and Signatures have mov

& Account tab. Click here to view the new "Account" tab.
Attachments
€3 General
- ° Rules Focused Inbox
= Conditional formatting Do you want Outlook to sort your email to help you focus on what matters most?
& Calendar .
Sweep O Sort messages into Focused and Other
82 People
== & Junk email @ Don'tsort my messages
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Migration to Office.com 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 attach afile, select Insert (1) and then Attach file (2).

i1 Outlook Q_ Search

| (=] = Home View Help Message Insert Format text Draw Options
- 2 Attach file & Link v [ Signature ¥+ (X Record (g Pictures © Emoji B Table v Apps o

&3 Inbox 13

To
B Sent Items

Cc

Under Attach file you can:

e Browse this computer to navigate to a network file or a file on your workstation.

e OneDrive to share a link or attach a personalfile.

o Upload and share to upload a file from your workstation or the network to the cloud and
share a link.

e Linkto share a hyperlink to a site on the internet.

3if  Outlook Q_ Search
(=) =  Home View Help Message Insert Format text Draw Options
= 2 Attachfile v | @ Link v [ Signature v (O Record Cg Pictures  © Emoji B Table v

O Browse this computer -
a Select one of the options

here to send a link or attach

@ OneDrive afile
e
.- ¢ Upload and share
<5 @ Link
PV Suggested files

Notes_BiWeekly C..g_2025_0129.docx

a Notes - Clinical/IT Meeting *1/29/2025*

Test Document.docx
Opened 2 weeks ago

£
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PRO-TIP: You can limit the permissions of a document link. Right-click on the link inside the body
of the email to expose the menu.

13
To
Cc
1655
Right-clickon a
Test document link to
expose permission:

13 1000 istooc el \

tage People in interdent.com with this link can edit >

B Open in Web app

0 Attach as a copy

© Change to full URL

<« Edit hyperlink ‘ancouver, WA

+Team

@ Copy link

E* Summarize link

Select the desired access and click Apply.

Link settings ®
TO DO List.docx

Share the link with

2

Anyone ©®

People in interdent.com

Share with people in interdent.com, organization account ®
required

Recipients of this message

People with existing access ®

(8]
b

More settings

7 Canedit v

Apply Cancel
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Teams

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

Scheduling a Meeting

Scheduling a meeting with Teams can be done through the Outlook or Teams calendar. Select the
Calendar icon on the left of the screen and then select New event.

Outlook

Q_ Search

Outlook Q_ Search

Home

View Help

- = Home View Help
New mail . Delete Archive Report ~ Swee
(5] w mail | v D] S v @ Rep <« Sweep | ﬂ | Day ) Work week | [ W,
o ~ Favorites Focused Other "
- '  February 2025 Nz G Today <

Inb 109 8

. &3 Inbox Other: New messages (6) S M T W T F s
B> Sent ltems From & 26 27 28 29 30 31 1 10

6 Monday

W Deleted Items 1711

2 3 4 5 6 7 8

Options to customize the meeting are available in the New Meeting Details.

®
] Q  Search (Ctrl+Alt+E) - e.
@ stay in the know. Turn on desktop notifications. Tumon X
Q New meeting Details Scheduling Assistant Close
Activity
@ Show as: Busy ' Category: None v Time zone: (UTC-08:00) Pacific Time (US & Canada) \/ Response options Require registration: None e Options
Chat
& fﬂ Jadd title I Who can bypass the lobby? ()
Teams "
People in my org v
& o i
Co | Add required attendees + Optional Record and transcribe o
Calendar I( )
automatically —
& Gq 2/11/2025 1200PM v = 2/11/2025 1230PM v 30m © ) Al dayI
el More options
(@) @ Does not repeat
OneDrive
@ a8 Add channel
Copilot
© Add location o Online meeting c
= B I US ¥V & A Paagaphvy | = = = 209 o = B
Apps Type details for this new meeting

Teams Training Videos

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

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

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.

||Z| Filee Home Send/Receive Folder View Help

MEH s mE O o
+ 5~ . «) Reply

New  New X Delete Archive  Report

Email Itemsv €+ v —> Forwar

ﬁ New Delete Report Resp
<
QQ Drag Your Favorite Folders Her All  Unread
v guidolind@InterDent.com Ray
¥ Cinbox Chilcott, Howard
denticon outage FW: Dean Hanson - Person
FYl only...that's good new
@ Accounting
Appt Test v Yesterday
ﬂ Audit 2021 Goel, Ashu
Audit 2022 UnStatused for the entire
= Hi Karen, We ran untouch
= Audit 2023

v Wednesday

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

Guidolin, Debbie

RQ (R Home
v e

&% Shared

¥ Favorites

o W Recycle bin

a

My files
O Name - Modified ~ Modified By ~
E_ Attachments November 15, 2...  Guidolin, Debbie
: Documentation December 05, 2...  Guidolin, Debbie
; Meetings Tuesday at 08:5...  Guidolin, Debbie
B Microsoft Teams Chat Files November 26, 2...  Guidolin, Debbie

F sort v

File size

0 items

1item

3 items

10 items

Select the file to share and then click on either one of the Share icons. You can also Open the file
to edit or review.

= File

Help

Guidolin, Debbie

o8 QA

Home

o | @@ myfiles

&2 Shared
|&
¢ Favorites
D \0j Recycle bin
&8 Browse files by
& Ppeople
Meetings
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Open v | & sShare | @ Copylink @ Copilot ¥ «+ F sort v

0 \

Directories as of 2025_0115.docx January 15

N
“Email Signature Templates (1).docx 2 hours ago

Email Signature Templates.docx January 15

'\‘Email Signature Tem...  ** @ ¢ Yesterday at09:...

Error Log Revisions for 2025 (002).xIsx Tuesday at 04:4...

ﬁ% M365 Office Hours_2025_0103.docx January 07




Migration to Office.com and OneDrive

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 P~

@ Add a message

e > copyine |

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

< 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
&
People you choose ©® O
More settings
2 Canedit N
Set expiration date (MM/DD/YYYY) X
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Opening and Sharing files from the Network

Open Outlook and click on the 9-dot menu (app launcher) in the upper left corner of the Outlook
screen to access the other Microsoft applications.

2 p—
Tm Q — 1

O Find Microsoft 365 apps

0

Q_ Search

—  Home View Help

- £33 View settings £ Messages ¥ = Expand

Microsoft 365 Outlook OneDrive Word Excel
m ~ Favorites Inbox
R ° ®
& Inbox From @ [ﬂ Q w "4
g PowerPoint OneNote SharePoint Teams Viva
B> Sent Items > [J Ho, Tom
oo
= W Deleted Items 1654 “ &S

*NEW WORKFLOW*

Because the network files are not in the cloud, you will need to UPLOAD whatever you want to edit.
This process also applies to any documents you have stored on your workstation hard drive.

For example, in Word, scroll down to the file listings and click on Upload from the menu.

@@ An (® Recently opened 88 Shared ¥ Favorites Search my files = v T Upload = 88
Home Name Modified ¥ Owner Activity
B
,@. / =] 4/IC Case Acceptance Report 7m ago Guidolin, Debbie (3 You recently opened this
Copiot Guidolin, Debbie's Files
— f ini Oo
m;‘ Agenda. BWeekly Clinical Mtg 2025 01295 5h ago Guidolin, Debbie &2 You shared this in a Teams chat

Guidolin, Debbie's Files
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Navigate to the appropriate directory and the desired file and click Open.

@ Open X
« “ A 1 > ThisPC > IT(G) > Projects » v | | Search Projects »
Organize v New folder =y M @

Offshore Weekly A Name Date modified Type Size A
Status Reports Apps Projects 1/23/2025 9:56 AM File folder
™ This PC Bl Projects File folder
2 30 Objects Call Center Virtualization File folder
B Deskt CBTS File folder
o €DC Colos File folder
8 Documents CDC Info File folder
¥ Downloads Cedar Hills Photos File folder
& Music Clinical File folder
& Pictures Data Retention Project File folder
B Videos DC Migration File folder
i i File
&5 Windows (C) Digital Conversion Data File folder
TG DocuWare File folder
L v Emeraency Afterhours oncall File folder v
File name: v |custom Fites v

You will now have a copy of the file in your OneDrive that you can edit and use. If you need to save
the edited file back to the network, select File and Create a Copy. From there you can save a copy
back to the original directory.

Home Insert  Layout  References

<& Autosaved online to Documents

211V

® New >

& Open >

(® Share >

LD Create a Copy )I

1= Export > B The
the

@ Print rang
you

(D Rename Cool
le_ss

€8 Move File will

O Version History Ho!

@ Info

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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