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What is a Microsoft Account?

A Microsoft Account is any login/password that you use to sign into Skype, 
Outlook, or OneDrive.

If you do not have a Microsoft account:
In your browser go to https://login.live.com/ and select 
Create one!

https://login.live.com/


Microsoft – Don’t have an 
account?

Don’t have a Microsoft accoun
https://login.live.com/

https://login.live.com/


Microsoft – Create Account

Complete the form 
and select “Create 
Account” at the 
bottom of the page.



Microsoft - Verification of email notification

You will receive an
email with instruction
to verify your email.



Microsoft – Verifying Your Email

Select link to verify.



Microsoft – Email verification.

Select OK and return to the 
original invitation email.



Getting started

https://products.office.com/en/business/office-365-enterprise-
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Step 1 − To create a new site collection let us go to the 
site https://portal.office.com

https://portal.office.com/


Step 2 − Select Admin icon and you will see the following 
page −



Step 3 − Select Resources → Sites, in the left pane. In the 
right pane, click Add a site



Step 4 − Following page will open. Enter the required 
information and click OK.





Step 5 − Click the link and you will see the detailed 
information regarding that site collection.



Collaboration with EPA -
SharePoint

What is SharePoint
Collaboration and Document Management Tool

Central location for team documents and information by 
means of web portals
Centralized repository for shared documents

Cloud-based service
Available through desktop or mobile devices
Allows for simultaneous editing of a single document, saving 
previous versions and tracking updates.



SharePoint- areas
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SharePoint - Types

There are three main ways to install and use SharePoint −
•SharePoint Foundation
•SharePoint Server
•Office 365



SharePoint Foundation

•SharePoint Foundation ships as a free, downloadable install
and represents the foundational parts of SharePoint.
•It includes a number of features such as security and
administration, user and Team site collaboration, and a
number of Apps (such as document libraries and lists).
•In essence, it provides a baseline set of features that enable
you to get started with both using and developing for
SharePoint.



Key Features of SharePoint 
Foundation

•Effective document and task collaboration
•Reduced implementation and deployment resources
•Better control of your organization’s important business
data
•Embrace the web for collaboration



SharePoint Server – Key features

• Advanced Search
• Web Content Management
• Enterprise Services
• Business Connectivity Services
• Social Networking and Computing
• Records management



Key Features of Office 365

• licensing SharePoint Online through Office 365
• develop rich applications
• some great development capabilities
• Deploy applications
• capability to customize



SharePoint – Capabilities & 
Workloads

• Sites
• Communities
• Content
• Search
• Insights
• Composites
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Sharepoint terms
Navigating sharepoint online
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