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Meet the expert: Leeanne McManus is a nationally renowned trainer, facilitator, and productivity expert who has conducted thousands of
sessions over the past decade. While widely recognized for helping end-users, departments, and organizations learn how to maximize
their software products, most notably Office 365 and Adobe, Leeanne also facilitates sessions to enhance productivity and performance
through soft skills development. Her professional background includes Human Resources, Operations, and Talent and Development.

Prerequisites: This course assumes that students are familiar with the basic use of Windows and common use of the mouse and
keyboard. No prior experience with Office 365 is assumed.

Runtime: 03:25:14

Course description: One of the most utilized areas of Office 365 is Exchange Online. We all receive email, manage appointments and
contacts, and track our tasks. While we can use the Desktop client program Outlook to do this, as most of us do, the same Outlook
features are available online as well. See just how easy it is to manage your email, set appointments, search and find content, and add
tasks — all from the browser. Discover how to manage the Exchange settings online and even compare the differences in features between
the Online and the Desktop Client versions of Outlook.
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