onedrive vs sharepoint for personal use

onedrive vs sharepoint for personal use: A Comprehensive Comparison. Choosing between
OneDrive and SharePoint for your personal storage and collaboration needs can be a
common point of confusion, especially when you're not operating within a large corporate
environment. Both Microsoft services offer cloud-based file storage and synchronization,
but they are designed with fundamentally different user bases and functionalities in mind.
Understanding these differences is crucial to selecting the right tool for your specific
personal projects, family photo sharing, or even small-scale collaborative endeavors. This
article will delve deep into the core features, intended purposes, and optimal use cases for
both OneDrive and SharePoint, empowering you to make an informed decision that best
suits your personal digital life. We'll explore how each platform handles file management,
sharing, collaboration, and integration, ultimately guiding you on which service might be
the better fit for your individual requirements.
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Understanding the Core Purpose

At their heart, both OneDrive and SharePoint are cloud-based solutions from Microsoft
designed for storing and managing files. However, their fundamental design philosophies
and intended audiences diverge significantly, which directly impacts their suitability for
personal use. OneDrive is primarily envisioned as a personal cloud storage locker, akin to a
digital filing cabinet for an individual. SharePoint, on the other hand, is built as a
comprehensive platform for team collaboration, content management, and building internal
websites within organizations. This distinction is the bedrock upon which all other
differences are built.

When considering onedrive vs sharepoint for personal use, it's essential to grasp this core
divergence. OneDrive offers a streamlined experience focused on individual file access,
backup, and syncing across devices. SharePoint, while capable of storing files, is oriented
towards group projects, shared document libraries, and structured information
management. Therefore, evaluating your personal needs through the lens of individual
versus group-oriented functionality is the first critical step.



OneDrive: Your Personal Cloud Storage Solution

OneDrive is Microsoft's flagship cloud storage service tailored for individual users. It comes
bundled with most Microsoft 365 subscriptions and is also available as a standalone service.
Its primary function is to provide a secure and accessible place to store, sync, and share
your personal files from any device.

Key Features of OneDrive for Personal Use

For personal use, OneDrive excels in its simplicity and directness. It offers a familiar
interface that makes uploading, downloading, and organizing files straightforward. Key
features that make it attractive for individual users include:

e Personal Cloud Storage: A dedicated space for all your documents, photos, videos,
and other personal data.

* File Synchronization: Automatically syncs files across your computers, tablets, and
smartphones, ensuring you always have the latest version accessible.

 Backup and Recovery: Offers automatic backup of important folders like Desktop,
Documents, and Pictures. It also includes a personal vault for sensitive files, adding an
extra layer of security.

e Easy Sharing: Simple options to share files and folders with specific people, create
shareable links with optional expiration dates and passwords.

* Cross-Platform Accessibility: Accessible via web browsers, desktop applications for
Windows and macOS, and mobile apps for iOS and Android.

Personal File Management with OneDrive

Managing your personal files on OneDrive is designed to be intuitive. You can create
folders, rename files, and move them around just as you would on your local computer. The
integration with File Explorer (Windows) and Finder (macQOS) allows you to manage your
OneDrive files directly from your operating system without needing to open a web browser.

This seamless integration means that accessing and saving files to your OneDrive is as
simple as accessing any other folder on your computer. For individuals who primarily need
a robust solution for backing up their digital life, storing personal projects, or sharing
documents with family and friends, OneDrive is often the most direct and efficient choice.



SharePoint: Beyond Personal File Storage

SharePoint is a much more powerful and complex platform than OneDrive. While it includes
robust file storage capabilities, its purpose extends far beyond simple cloud storage.
SharePoint is designed as a collaborative workspace for teams and organizations, enabling
them to share information, manage projects, and build intranets or team sites.

SharePoint's Role in Collaboration and Content
Management

For personal use, thinking about SharePoint requires a shift in perspective. Instead of a
personal locker, consider it a digital hub for a group or a project that requires structured
information and collaborative workflows. It allows for the creation of team sites, document
libraries with advanced metadata, calendars, task lists, and much more. The emphasis is on
shared ownership and controlled access to information within a defined group.

The core strength of SharePoint lies in its ability to facilitate teamwork. If you're working on
a shared hobby project with a group, managing family events with shared calendars and
documents, or even coordinating a community initiative, SharePoint’s features can offer a
more structured approach than simple file sharing.

Document Libraries and Advanced Features

SharePoint's document libraries offer advanced features like check-in/check-out to prevent
concurrent editing conflicts, content approval workflows, and the ability to add custom
metadata to files. This level of detail is usually overkill for individual personal use but can
be incredibly beneficial for collaborative projects where document governance and version
control are paramount.

When comparing onedrive vs sharepoint for personal use, it's important to recognize that
SharePoint's complexity comes with a steeper learning curve. However, for those who need
sophisticated project management and document control within a personal context, it offers
capabilities that OneDrive simply doesn't provide.

Key Differences for Personal Use Scenarios

The most significant differences between OneDrive and SharePoint for personal use emerge
when you consider specific scenarios. While both can store files, their underlying
architecture and feature sets cater to distinct needs. Understanding these differences will
help you pinpoint which service aligns better with your current requirements.



File Storage and Synchronization

OneDrive: Designed for individual file storage and seamless synchronization. It acts as a
personal digital hard drive in the cloud. Synchronization is generally robust and
straightforward, ensuring your files are available across all your devices and backed up.
The focus is on individual file access and ownership.

SharePoint: Offers file storage within the context of a site. Files are stored in document
libraries, which are designed for shared access. Synchronization is available but can be
more complex and is often tied to specific libraries rather than an entire personal cloud.
The emphasis is on shared access to folders and files within a team environment.

Sharing and Permissions

OneDrive: Sharing is simple and intuitive. You can share individual files or folders with
specific individuals via email invitations or by generating shareable links. Permissions can
be set to view-only or edit. This is ideal for sharing a photo album with family or a
document with a single collaborator.

SharePoint: Permissions are more granular and managed at the site or library level. You
can grant different levels of access to users or groups, including contributing, editing, and
full control. This is beneficial for situations where you need to manage who can see and
modify specific sets of documents within a shared project, ensuring data integrity and
controlled collaboration.

Collaboration Features

OneDrive: Basic collaboration features include co-authoring documents in real-time for
Office applications like Word, Excel, and PowerPoint. You can also leave comments and
track changes.

SharePoint: Offers richer collaboration tools. Beyond real-time co-authoring, SharePoint
sites can host shared calendars, task lists, discussion boards, and custom forms. Version
history is more robust, allowing for detailed tracking of document changes and the ability to
revert to previous versions easily. This makes it a far more powerful platform for team-
based projects.

Version History and Document Management

OneDrive: Provides basic version history for Office documents, allowing you to view
previous versions. Non-Office files also have a version history, though it may be less
detailed.



SharePoint: Features more sophisticated versioning capabilities. You can enable major
and minor versioning, set limits on the number of versions kept, and easily compare
different versions of a document. This advanced document management is crucial for
projects where meticulous tracking of changes is necessary.

Integration with Other Microsoft Services

OneDrive: Integrates tightly with the Microsoft 365 ecosystem, especially with Office
applications. It's the default save location for many apps.

SharePoint: Also integrates deeply with Microsoft 365, but its scope is broader. It serves
as the backend for many team-based applications within Microsoft Teams, and it connects
with other services like Power Automate for workflow automation. For personal use, this
integration might be less immediately apparent unless you're leveraging other Microsoft
365 business tools.

Cost and Accessibility for Personal Users

OneDrive: A certain amount of OneDrive storage is typically included with a free Microsoft
account (e.g., 5GB). Larger storage amounts are available through Microsoft 365 personal
subscriptions, which also include Office applications. This makes it very accessible for
individuals.

SharePoint: SharePoint is not typically available as a standalone service for individual
personal use in the same way OneDrive is. It's usually bundled as part of Microsoft 365
Business or Enterprise plans. While some Microsoft 365 Family subscriptions might offer
limited SharePoint-like team site capabilities, it's primarily a business-oriented service.
Therefore, accessing SharePoint for purely personal, individual needs can be cost-
prohibitive or not directly supported.

When to Choose OneDrive for Personal Use

OneDrive is the clear winner for most personal use cases. If your primary goal is to store
your personal documents, photos, and videos securely in the cloud, back them up, and
access them from any device, OneDrive is your go-to solution. Its simplicity, ease of use,
and straightforward sharing options make it ideal for everyday personal file management.

Consider OneDrive for:

e Backing up your important personal files (documents, photos, videos).

e Syncing your work or school files across multiple devices.



e Sharing files with family members or a few close friends.

e Storing and accessing your personal projects that don't require complex team
collaboration.

e Having a personal "digital filing cabinet" in the cloud.

Its integration with the broader Microsoft 365 suite means you can easily save documents
directly from Word, Excel, or PowerPoint to your OneDrive, making it a seamless part of
your personal productivity workflow.

When SharePoint Might Be Considered for
Personal Use

While SharePoint is predominantly a business tool, there are niche personal scenarios
where its capabilities might be beneficial, provided you have access through a Microsoft
365 plan that includes it. If you are part of a larger family project, a community group, or a
sophisticated personal collaborative endeavor that requires more than just basic file
sharing, SharePoint's structured approach could be valuable.

Think about using SharePoint for personal use if you need:

¢ A shared central repository for documents for a family reunion planning committee.

e To manage a detailed project with multiple people where strict version control and
document approval are needed.

e To create a simple internal website for a club or hobby group with shared resources.

e To organize family events with shared calendars, task lists, and document
repositories.

However, it's crucial to reiterate that for most individuals seeking personal cloud storage,
OneDrive is the more appropriate, cost-effective, and user-friendly option. SharePoint's
power and complexity are best leveraged when the collaborative and organizational
demands justify its implementation.

Making the Right Choice for Your Personal Needs

Ultimately, the decision between onedrive vs sharepoint for personal use boils down to your



specific requirements. For the vast majority of individuals, OneDrive provides an excellent,
intuitive, and cost-effective solution for personal cloud storage, backup, and basic sharing.
Its design prioritizes individual user experience and accessibility, making it the default
choice for managing your personal digital assets.

SharePoint, while a powerful platform, is best suited for scenarios that mimic organizational
teamwork, even within a personal context. If you find yourself needing structured project
management, advanced document control, or shared team sites for personal endeavors,
and you have access to it, SharePoint can offer those capabilities. However, weigh the
added complexity and potential cost against your actual needs.

By understanding the core purpose and distinct features of each service, you can
confidently select the Microsoft cloud solution that best supports your personal digital life,
ensuring your files are safe, accessible, and manageable.

FAQ

Q: Can | use SharePoint for free for personal use like |
can with OneDrive?

A: No, SharePoint is not typically offered as a free standalone service for individual personal
use in the same way OneDrive is. While a limited amount of OneDrive storage is free,
SharePoint is generally included in Microsoft 365 Business or Enterprise plans, making it a
paid service for organizations. Some Microsoft 365 Family plans might offer aspects of team
site functionality, but it's not the primary focus.

Q: Is OneDrive good enough for sharing photos and
videos with family?

A: Yes, OneDrive is excellent for sharing photos and videos with family. You can easily
create shared albums, generate links with specific permissions (view-only or edit), and even
set expiration dates for those links, ensuring your family can enjoy your memories without
compromising your account security.

Q: If I'm already paying for Microsoft 365, which one
should | use for my personal files?

A: If you have a Microsoft 365 Personal or Family subscription, you typically get a significant
amount of OneDrive storage (e.qg., 1TB per user). For your personal files, documents,
photos, and general backup needs, OneDrive is the designated and most user-friendly
service. The subscription might also include access to SharePoint for collaboration, but it's
not the primary tool for individual file storage.



Q: What is the main advantage of SharePoint over
OneDrive for a collaborative personal project?

A: The main advantage of SharePoint over OneDrive for a collaborative personal project lies
in its robust document management and team site features. This includes advanced version
control, content approval workflows, metadata tagging, shared calendars, task lists, and
more structured permissions management, which are typically beyond the scope of
OneDrive's personal file-sharing capabilities.

Q: Can | sync my SharePoint files to my computer like |
can with OneDrive?

A: Yes, SharePoint libraries can be synced to your computer using the OneDrive sync client.
However, the synchronization experience might be more focused on specific document
libraries within a SharePoint site rather than an entire personal cloud storage like OneDrive.
The setup and management can also be slightly more involved.

Q: Is it possible to store very large files on OneDrive or
SharePoint for personal use?

A: Both services have limits on individual file sizes, but these limits are generally quite high
and should accommodate most personal needs, including large video files. OneDrive
typically has a limit around 250GB per file, and SharePoint also has a similar or higher limit,
depending on the specific configuration.

Q: If I'm a student and need to collaborate on group
projects, which is better?

A: If your educational institution provides you with a Microsoft 365 account, you likely have
access to both OneDrive (for your personal academic files) and SharePoint (often used by
your institution to create team sites for student projects or course-specific resources). For
group projects, your institution likely uses SharePoint sites or Microsoft Teams (which uses
SharePoint behind the scenes) to facilitate collaboration on shared documents and
resources.

Q: How does personal vault in OneDrive differ from
regular SharePoint storage?

A: OneDrive's Personal Vault is a secured area within your OneDrive where you can store
sensitive files that require an extra layer of identity verification to access, such as a
fingerprint, face scan, PIN, or code sent via email or SMS. Regular SharePoint storage, while
secure, doesn't have this specific built-in feature for heightened individual file protection;
its security is managed through site and library-level permissions for shared access.
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onedrive vs sharepoint for personal use: Microsoft OneDrive Guide to Success Kevin
Pitch, EXCLUSIVE EXTRA CONTENTS INCLUDED: -PRINTABLE SHEET: Keep the shortcuts close
to your computer so you can save precious minutes. -VIDEO MASTERCLASS: Access expert-guided
tutorials on Microsoft Excel and discover valuable tips and tricks. -MOBILE APP ON THE GO: Gain
instant access to a world of resources and tips right from your smartphone. Feeling Overwhelmed by
Cloud Storage Complexity? Dreaming of Effortlessly Managing Your Files in the Cloud? Do you find
yourself tangled in the web of file management, only inches away from unlocking the full potential of
Microsoft OneDrive? If you answer Yes to any of these questions, then continue reading to discover
the key to elevating your Microsoft OneDrive capabilities. I recognize the challenges and confusion
that come with mastering cloud storage solutions that don't immediately seem user-friendly. With
over twenty years of experience in the digital workspace, I've condensed my knowledge into this
guide, aiming to turn your challenges into opportunities. This book serves as your lighthouse in the
storm of digital file management, steering you from bewilderment to proficiency, ensuring Microsoft
OneDrive becomes an indispensable tool in your productivity toolkit. Unlock the secrets of Microsoft
OneDrive, crafted not just to educate but to transform. Witness a change not only in your technical
abilities but in a renewed sense of confidence that uplifts all aspects of your professional life.
Enhance Your Cloud Storage & OneDrive Skills: -MORE THAN A MANUAL: Gain unparalleled
understanding with compassionate teaching, intuitive walkthroughs, and hands-on tutorials that
engage both your mind and heart. -A GUIDE FOR EVERY LEVEL: Whether you're exploring
OneDrive for the first time or refining your skills, this book supports your journey from the basics to
advanced techniques. -RECLAIM YOUR TIME & PEACE: Bid farewell to hours of frustration.
Embrace strategies that save time, reduce anxiety, and inject pleasure into managing your digital
files. Lift Your Potential & Insights: -TAKE CONTROL OF YOUR FILES: Move beyond the clutter of
disorganized storage. Transform complex storage setups into streamlined, impactful systems.
-DRIVE MEANINGFUL COLLABORATION: It's not just about storing; it's about synergizing.
Cultivate a storage strategy that facilitates engagement, enlightenment, and empowerment.
-UNCOVER THE FULL CAPACITY OF ONEDRIVE: Explore hidden gems and powerful
functionalities. Delight in the thrill of mastering even the most sophisticated features. -CONNECT &
THRIVE: Escape the solitude of disconnected work. Harness collaborative features, share insights,
and build stronger bonds within your team or organization. -EMBARK ON A TRANSFORMATIONAL
JOURNEY: It's more than mastering a platform; it's about personal growth. Become a beacon of
efficiency, confidence, and creativity in your workplace. Are you ready to not just learn, but to
transform? To not just manage, but to master your digital storage? Dive into your Microsoft
OneDrive adventure, where every page turns you closer to your professional rebirth. Click the Buy
Now button and start your journey to becoming a Microsoft OneDrive master!

onedrive vs sharepoint for personal use: Microsoft 365 Business for Admins For Dummies
Jennifer Reed, 2019-01-25 Learn streamlined management and maintenance capabilities for
Microsoft 365 Business If you want to make it easy for your teams to work together using the latest
productivity solutions with built-in security—while saving thousands of dollars in implementing the
solution—you've picked the right book. Inside, you'll gain an understanding of Microsoft 365
Business, a complete integrated solution for business productivity and security powered by Office
365 and Windows 10. You'll also learn how this cloud-based solution can help grow your business
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while protecting company data from potential threats using the same security management tools
large enterprises use. Microsoft 365 Business For Admins For Dummies provides business owners,
IT teams, and even end users an understanding of the capabilities of Microsoft 365 Business: an
integrated platform and security solution built with the latest features to enable today's modern
workforce and empower businesses to achieve their goals. De-mystifies the complexities of the
bundled solution to help you avoid common deployment pitfalls Includes the latest information about
the services included in Microsoft 365 Business Enhance team collaboration with intelligent tools
Manage company-owned or bring your own device (BYOD) devices from one portal Step through a
guided tour for running a successful deployment Get the guidance you need to deploy Microsoft 365
Business and start driving productivity in your organization while taking advantage of the built-in
security features in the solution to grow and protect your business today.

onedrive vs sharepoint for personal use: Microsoft 365 and SharePoint Online
Cookbook Gaurav Mahajan, Sudeep Ghatak, Nate Chamberlain, Scott Brewster, 2024-02-29 Unlock
over 100 recipes for mastering Microsoft 365. Boost productivity with Copilot, collaborate with
SharePoint and Teams, automate tasks, create apps and reports using Power Automate (with RPA),
Power Apps, Power BI, and more. Get With Your Book: PDF Copy, Al Assistant, and Next-Gen Reader
Free Key Features Enhance collaboration and productivity using SharePoint, Teams, OneDrive, Viva,
Planner, and Microsoft Forms Automate processes, build apps, bots, and dashboards with Power
Automate (with RPA), Power Apps, Copilot Studio, and Power BI Harness Copilot, the new Al virtual
assistant, for seamless support in your everyday tasks Book DescriptionMicrosoft 365 offers tools for
content management, communication, process automation, and report creation. Microsoft 365 and
SharePoint Online Cookbook maximizes workplace collaboration and productivity using SharePoint
Online, Teams, OneDrive, Delve, M365 Search, Copilot, Power Platform, Viva, Planner, and
Microsoft Forms. You will find thoroughly updated recipes for SharePoint Online, covering sites,
lists, libraries, pages, web parts, and learn SharePoint Framework (SPFx) basics for building
solutions. You will explore many Microsoft Teams recipes to prepare it to be your organization’s
central collaboration hub. You will be able to unlock Power Platform potential with recipes for Power
Apps to enable low-code/no-code app development and learn to automate tasks with Power Automate
and Power Automate Desktop. The book teaches you data visualization with Power BI, and chatbot
creation with Power Virtual Agents (Copilot Studio). Finally, you will also learn about the
cutting-edge Copilot and Gen Al functionality in Microsoft 365 and Power Platform. By the end, you
will be equipped with skills to effectively use Microsoft 365, SharePoint Online, and the Power
Platform. Whether it's enhancing career prospects or improving business operations, this book is a
perfect companion on your journey through the Microsoft Office 365 suite.What you will learn
Collahorate effectively with SharePoint, Teams, OneDrive, Delve, Search, and Viva Boost creativity
and productivity with Microsoft Copilot Develop and deploy custom applications using Power Apps
Create custom bots using Power Virtual Agents (Copilot Studio) Integrate with other apps, automate
workflows and repetitive processes with Power Automate/Desktop (RPA) Design reports and
engaging dashboards with Power BI Utilize Planner, To Do, and gather feedback with polls and
surveys in Microsoft Forms Experience seamless integration in the mobile platform Who this book is
for This cookbook caters to professionals stepping into the world of Microsoft 365 and SharePoint
Online. It is tailored for a broad spectrum of skillsets including general business professionals, IT
administrators, and enterprise architects who are newcomers to Microsoft 365, offering valuable
insights for establishing a contemporary, digital workplace effectively.

onedrive vs sharepoint for personal use: Microsoft Office 365 Guide Kevin Pitch,
EXCLUSIVE BONUS ACCESSIBLE VIA QR CODE IN THE PAPERBACK EDITION Ever pondered how
mastering Microsoft 365 could boost your career, enhancing your productivity, and turning you into
an indispensable team member? It's an enticing thought, yet perhaps you've hesitated, fearing it
might be too complex or time-consuming. One major drain on productivity in both professional and
personal settings is the repetitive nature of tasks, leading to dwindling efficiency and escalating
frustration. Today, the hunt is on for individuals skilled in Microsoft 365 to optimize operations, yet



those truly adept are rare gems. Hence, this proficiency is increasingly in demand and highly valued.
Here is your opportunity to transform. Introducing a comprehensive, step-by-step exploration of the
Microsoft 365 suite, encompassing Word, Excel, PowerPoint, Teams, OneNote, OneDrive, Publisher,
Access, Outlook, and SharePoint. This guide is a powerhouse of over 500 pages, combining ten
books in one! It's expertly crafted for all, blending straightforward explanations, enriching images,
and rapid learning strategies. With this guide, you won't just become familiar with the software;
you'll evolve into the Microsoft 365 whizz every organization covets! Here's a glimpse of the value
you'll unlock: « CAREER PROGRESSION: Elevate your efficiency, standing out as a top performer
and gaining recognition from your superiors, * PRODUCTIVITY GAIN: Curtail time spent on
monotonous manual tasks by automating most processes, thereby conserving energy and boosting
productivity, « FINANCIAL ORDER: Leverage your Microsoft 365 expertise to optimize personal
expense management or investment planning, ensuring superior organization, Within this expansive
guide, you'll delve into: * ACCESSIBLE EXPLANATIONS: Transparent, relatable explanations,
augmented with instructive images and step-by-step tutorials (tailored for both Windows OS and
i0S), « PATH FROM NOVICE TO GURU: Begin from scratch and ascend to proficiency across all
Microsoft 365 apps, recognizing their practical applications in both professional and personal
scenarios, * SHORTCUTS AND COMMANDS UNVEILED: Master essential shortcuts and commands,
empowering you to use them with confidence, « COMPLEX FEATURES SIMPLIFIED: Navigate the
advanced features of Microsoft 365 - Data manipulation in Excel, email management in Outlook,
seamless collaboration in Teams, and more! Don't let success wait any longer. Click Buy Now to
immerse yourself in the Microsoft 365 world the effortless way. Embark on your journey to fully
unleash your potential and revolutionize your work landscape!

onedrive vs sharepoint for personal use: Office 365 with SharePoint Online Cookbook
Solutions Alex Pollard, 2023-06-16 Unlock the full potential of Microsoft 365 workloads with our
practical guide KEY FEATURES @ Learn how to create a new Office 365 tenant from scratch. @
Discover ways to migrate users from other platforms to Microsoft 365. @ Learn how to use scripting
languages and out-of-the-box tools to automate business processes, set up security, and manage
users in Microsoft 365. DESCRIPTION Microsoft 365 provides tools for managing organizational
tasks like content management, communication, report creation, and business automation processes.
With this book, you'll get to grips with enabling workspace collaboration using Microsoft SharePoint
Online, Teams, and the Power Platform. This comprehensive guide not only provides instructions for
implementing Microsoft 365 apps, but also incorporates valuable insights from an experienced
Microsoft consultant who has a vast experience of working with the Microsoft business suite. The
book covers recipes for implementing SharePoint Online for various content management tasks. You
will then learn how to create sites for your organization and enhance collaboration across the
business. Moving on, you will discover ways to boost your productivity using Microsoft Teams,
Power Platform, Planner, Delve, and M365 Groups. You will also learn how to use the Power
Platform to make the most of Power Apps, Power Automate, Power BI, and Power Virtual Agents.
Lastly, you will learn how to build custom Teams and SharePoint solutions. By the end of the book,
you will have the necessary skills to utilize Microsoft 365 and SharePoint Online effectively in order
to increase business productivity. WHAT YOU WILL LEARN @ Get familiar with the Power Platform
and its various apps. @ Explore SharePoint’s content management and collaboration features. @ Get
an overview of the Microsoft 365 admin center. @ Understand the security and compliance policies
for Microsoft 365. @ Learn how to manage Microsoft 365 services with PowerShell. WHO THIS
BOOK IS FOR This book is for business professionals, IT administrators, enterprise developers and
architects, and anyone who wants to plan, deploy, and manage Microsoft 365 Apps in their
enterprise environments. TABLE OF CONTENTS 1. Outline of Microsoft 365 2. Prologue to
SharePoint Online 3. Working with Present-day Destinations in SharePoint Online 4. Working with
Records in SharePoint Online 5. Working with Archive Libraries in SharePoint Online 6. OneDrive
for Business 7. Search in Microsoft 365 8. Microsoft Groups 9. Microsoft Teams 10. Power Platform
and Citizen Development 11. Stream 12. PowerApps 13. Power Automate 14. Power BI 15. Office



365 Admin Center 16. Security and Compliance Policies 17. Term Store and Content Sorts in
SharePoint Online 18. Custom Solutions Development SPFX 19. PnP, PowerShell and Scripting

onedrive vs sharepoint for personal use: Microsoft 365 Office All-in-One For Dummies
Paul McFedries, Peter Weverka, 2025-02-03 Supercharge your productivity at the office and at home
Looking to familiarize yourself with the world's most popular and effective productivity apps? Then
look no further than the latest edition of Office 365 All-in-One For Dummies, packed with 9
mini-books covering each of the super-apps included in the famous productivity suite from Microsoft.
In the books, you'll get a handle on Word, Excel, PowerPoint, Outlook, Teams, Access, and more.
This convenient and authoritative collection will walk you through how to create and edit text
documents in Word, make new spreadsheets in Excel, and set up virtual meetings in Teams. You'll
also learn how to: Use pro-level keyboard shortcuts and speed techniques to accelerate your
productivity Use Microsoft's new Al-powered Copilot to get help and even write and edit your
documents Leverage SharePoint and OneDrive to share documents and collaborate remotely with
colleagues Office 365 All-in-One For Dummies is the first and last resource you'll need to reach for
when you've got a question about Microsoft's ubiquitous productivity tools. It's perfect for newbies
looking to get started and power users looking for fresh tips on the latest features. Grab your copy
today!

onedrive vs sharepoint for personal use: Windows 365 For Dummies Rosemarie Withee,
Ken Withee, 2022-07-15 Shift your PC to the cloud and liberate yourself from your desk Microsoft’s
newest cloud-based operating system allows you to access your PC from any device. Windows 365
For Dummies teaches you the ins and outs of this game-changing OS. You'll learn how to make the
most of Windows 365—get your work done, share documents and data, monitor storage space, and
do it all with increased security. Oh, and did we mention you can do it from literally anywhere?
Dummies will help you wrap your mind around cloud computing with Windows 365, so you can pick
up with your files, data, and settings right where you left off, no matter where you are. Learn what a
cloud PC is so you can access, edit, and share files from any device—even Apple devices Free
yourself from the constraints of a physical computer and make work more flexible Ease the
transition to Windows 365—get going with this new OS right away Discover powerful
productivity-enhancing features and collaboration tools This is the perfect Dummies guide for
anyone moving to Windows 365 who needs to learn just what makes a cloud PC so unique and how
to take advantage of all it offers.

onedrive vs sharepoint for personal use: Microsoft Office Step by Step (Office 2021 and
Microsoft 365) Joan Lambert, Curtis Frye, 2022-04-29 The quick way to learn popular Microsoft 365
apps! This is learning made easy. Get more done quickly with Microsoft Word, Excel, PowerPoint,
and Outlook. Jump in wherever you need answers—brisk lessons and detailed screenshots show you
exactly what to do, step by step. Discover new time-savers and usability improvements for Word,
Excel, PowerPoint, and Outlook Format and organize high-impact documents and use Word's
enhanced coauthoring tools Build powerful, reliable Excel worksheets and analyze complex data sets
Prepare highly effective presentations with PowerPoint's newest visual tools Improve your
productivity with Outlook email, scheduling, and contacts Make the most of the latest Accessibility
Checker and other new features Look up just the tasks and lessons you need Download your Step by
Step practice files at: MicrosoftPressStore.com/MSOfficeSBS365/downloads

onedrive vs sharepoint for personal use: Master Your Data with Power Query in Excel and
Power BI Miguel Escobar, Ken Puls, 2021-11-01 Power Query is the amazing new data cleansing tool
in both Excel and Power BI Desktop. Do you find yourself performing the same data cleansing steps
day after day? Power Query will make it faster to clean your data the first time. While Power Query
is powerful, the interface is subtle—there are tools hiding in plain sight that are easy to miss. Go
beyond the obvious and take Power Query to new levels with this book.

onedrive vs sharepoint for personal use: Microsoft 365 For Dummies Jennifer Reed,
2022-03-02 Amp up your collaboration skills and rock the modern workplace by harnessing the
power of Microsoft 365 with this one-stop guide to the world's leading productivity platform The




Microsoft 365 productivity solution for the workplace is a cloud-based service with many features for
effective and secure collaboration virtually or in person. Whether you start your day with meetings
in Teams, respond to Outlook emails, create documents with Office apps, or even automate your
work with artificial intelligence, Microsoft 365 has you covered. But first, you must unlock the
potential of this powerful solution to showcase your ability to keep up with the modern workplace
and make an impact in your organization. To do that, you need Microsoft 365 For Dummies! This
book walks you through the steps to get your work done anytime, anywhere, on any device, with
Microsoft Teams as the central hub. Discover how to chat online in real time; conduct online
meetings; co-author documents in the cloud; develop no-code applications; and even prioritize your
well-being. The insights and step-by-step guidance in Microsoft 365 For Dummies will help you stay
connected and engaged with your colleagues. Level up your teamwork game with the latest meeting
and collaboration best practices from Microsoft Teams Stretch your use of Office apps (Word, Excel,
PowerPoint, Outlook, and OneNote) by infusing artificial intelligence into your everyday tasks Save
time (and look really smart) by automating your work with the Power Platform apps Take a break
from work and focus on your health and well-being at home or in the office Whether you're a
Microsoft 365 newbie or a superuser looking for details on what's new, Microsoft 365 For Dummies
is the friendly and authoritative how-to book you need. Discover the benefits of cloud technology
today!

onedrive vs sharepoint for personal use: Learning Microsoft Power Bl Jeremey Arnold,
2022-09-20 Microsoft Power BI is a data analytics and visualization tool powerful enough for the
most demanding data scientists, but accessible enough for everyday use for anyone who needs to get
more from data. The market has many books designed to train and equip professional data analysts
to use Power BI, but few of them make this tool accessible to anyone who wants to get up to speed
on their own. This streamlined intro to Power BI covers all the foundational aspects and features you
need to go from zero to hero with data and visualizations. Whether you work with large, complex
datasets or work in Microsoft Excel, author Jeremey Arnold shows you how to teach yourself Power
BI and use it confidently as a regular data analysis and reporting tool. You'll learn how to: Import,
manipulate, visualize, and investigate data in Power BI Approach solutions for both self-service and
enterprise Bl Use Power Bl in your organization's business intelligence strategy Produce effective
reports and dashboards Create environments for sharing reports and managing data access with
your team Determine the right solution for using Power BI offerings based on size, security, and
computational needs

onedrive vs sharepoint for personal use: Microsoft 365 Excel: The Only App That
Matters Mike Girvin, 2021-04-01 This is a book about Microsoft 365 Excel, or Excel 365. No other
version in history has as much power, as many features or more possibilities than does Excel 365.
With a new formula calculations engine and many new built-in functions, creating formula solutions
and business models in Excel 365 is dramatically easier than at any time in the history of
spreadsheets. In addition, with the new data tools like Power Query, Power Pivot and Power BI,
performing data analysis to make data driven decisions can be easily done on data with different
structures, with different sources and on small and big data alike. With this exciting new Excel 365
version, we will learn three types for formulas: Worksheet, M Code and DAX, and we will learn three
types of Reporting/Dashboarding tools: Standard PivotTables, Data Model PivotTables and Power BI
Visualizations. This means that the New Excel 365 is the only app that matters in our age of
analytics and data driven decisions.Who is this book/class for? Everyone. The book starts at the
beginning and moves you to an advanced level by telling a logical story about how to use Excel to
solve calculation-based problems and answer crucial questions.

onedrive vs sharepoint for personal use: Microsoft 365 Administration Inside Out Aaron
Guilmette, Darryl Kegg, Ed Fisher, 2023-02-16 Conquer Microsoft 365 administration, from the
inside out! Dive into Microsoft 365 administration and harness the full power of cloud scaling,
automation, and availability in Microsoft 365! This supremely well-organized reference packs
hundreds of time-saving solutions, tips, and workarounds; all you need to continually enhance



organizational agility, productivity, and security. Three Microsoft insiders help you fully leverage
Microsoft Purview, Microsoft Enterprise Mobility + Security (EMS), Azure AD, Exchange Online,
Microsoft Teams, SharePoint Online, OneDrive for Business, and more. Discover how experts tackle
today's key tasks and challenge yourself to new levels of mastery. Plan deployment, understand
downstream impacts, and avoid pitfalls Prepare your environment, establish governance, and
enforce compliance Assess and improve security posture with Microsoft 365 Secure Score Move to
identity-based security with Microsoft Enterprise Mobility + Security (EMS) Plan identity types,
authentication, identity federation, and AAD Connect deployment Replace costly premises
infrastructure with cloud-based Azure synchronization Manage complex Azure AD scenarios such as
mergers, acquisitions, and divestitures Automate Azure to improve consistency, security, and
standardization Prepare for Exchange Online cloud-only deployments, hybrid coexistence, and
migration Move mailboxes and public folders to Exchange Online Understand Microsoft Teams
concepts, architecture, and user interface Support meetings, webinars, and live events Deliver
full-featured telephony solutions with Teams Phone System Implement telephony scheduling, room
collaboration, automation, and IVR Use SharePoint Online to manage content and extend it with
analytics and dashboards For IT Professionals and Consultants Your role: You have, or will have,
responsibilities for deploying, migrating to, or managing some or all of a Microsoft 365 environment
Prerequisites: For individuals at any stage of their cloud journey

onedrive vs sharepoint for personal use: PowerPoint For Dummies, Office 2021 Edition Doug
Lowe, 2021-12-09 Make PowerPoint the most “power”ful weapon in your Office arsenal and
captivate your audience Presentations are your opportunity to stand out from the crowd, impress
your colleagues, and be the smartest person in the room. And upping your PowerPoint game is the
key to making your next talk one to remember. But where do you start? Luckily, the trusted For
Dummies series is here to help you put the umph back in your PowerPoint decks, one compelling
slide at a time. Don’t worry if you're completely new to PowerPoint, or even Microsoft Office in
general. PowerPoint For Dummies, Office 2021 Edition quickly gets you up to speed on the basics of
this world-famous presentation software, starting with understanding and using the interface. You'll
learn to create a new presentation from scratch, leverage free templates to accelerate the making of
your next slide deck, and even import data from other applications. Already know the fundamentals?
Then skip straight to the sizzle with step-by-step instructions on integrating charts and graphics into
your next presentation. Knock your audience’s socks off with attention-grabbing videos, special
effects that make it impossible to look away, and seamless slide transitions. Organized for easy and
fast reference, this practical guide walks you through the strategies and techniques you’ll need to:
Keep your presentation audiences engaged from the first slide to the very last Collaborate with team
members and colleagues, and share your presentation with others Take advantage of all the latest
features in the newest version of PowerPoint that will help you drive your deck past the finish line
Your next presentation is your chance to deliver your best ideas with power, dynamism, and
enthusiasm. Get the tools you need to engage your audience in PowerPoint For Dummies, Office
2021 Edition. You'll soon discover that creating a slide deck, whether it’s your first or your fiftieth,
can be fun, easy, and exciting.

onedrive vs sharepoint for personal use: Microsoft Office for iPad Step by Step Joan
Lambert, 2015-01-24 The quick way to learn Microsoft Word, Excel, PowerPoint, and OneNote for
iPad! This is learning made easy. Get productive fast with every Office for iPad app--plus OneNote,
too! Jump in wherever you need answers--brisk lessons and colorful screen shots show you exactly
what to do, step by step. Quickly create Word documents by tapping, typing, or dictating Organize
and design professional documents of all kinds Visually analyze information in tables, charts, and
PivotTables Deliver highly effective presentations in PowerPoint straight from your iPad Save and
send PDFs, with or without Office 365 Use OneNote to capture and share everything from text to
iPad photos Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building
practice files Download your Step by Step practice files at: http://aka.ms/iPadOfficeSBS/files

onedrive vs sharepoint for personal use: Introduction to List of Microsoft 365 Applications




Gilad James, PhD, Microsoft 365 is a subscription-based service that provides a suite of productivity
applications and services to users. It includes widely used applications such as Word, Excel,
PowerPoint, and Outlook, as well as other tools such as SharePoint, OneDrive, and Skype for
Business. Microsoft 365 was designed to integrate and complement each application and service,
offering users a comprehensive and seamless experience in their daily tasks. With the increasing
demand for remote and flexible work arrangements, Microsoft 365 has become an essential resource
for individuals and organizations alike. The applications and services within Microsoft 365 are
accessible from any device and any location, making collaboration easy and efficient. Additionally,
Microsoft 365's security features and regular updates guarantee that the applications and services
remain safe and up-to-date, giving users peace of mind as they work. This article will provide an
overview of the range of applications and services available within Microsoft 365, highlighting the
benefits and features of each.

onedrive vs sharepoint for personal use: Collect, Combine, and Transform Data Using
Power Query in Power BI and Excel Daniil Maslyuk, Gil Raviv, 2024-12-12 Transform your data
analysis experience with Power Query, the ultimate tool for importing, reshaping, and cleansing data
through a user-friendly interface. Whether you’re using Power BI, Excel, or other Microsoft
products, Power Query’s capabilities are at your fingertips. Renowned Power Query experts Daniil
Maslyuk and Gil Raviv guide you through mastering this indispensable tool, helping you eliminate
tedious manual data preparation, tackle common issues, and avoid potential pitfalls. In this updated
edition, you'll delve into comprehensive analytics challenges, seamlessly integrating your skills into
a realistic, final project. By the end, you'll possess the expertise to handle any data and convert it
into actionable insights. You will learn how to: Effortlessly prepare data by utilizing Power Query in
Power BI and Excel to transform your data quickly and efficiently Overcome common data
preparation problems with intuitive mouse clicks and straightforward formula edits Combine data
from various sources, multiple queries, and mismatched tables with ease Reshape tables to suit your
analysis needs Use the Power Query M formula language to create flexible data mashups and tailor
transformations to your requirements Address and overcome collaboration challenges by using
Power Query’s powerful features Gain crucial insights from text feeds by enhancing your data
analysis capabilities Profile data, diagnose queries, improve query performance, and more! About
This Book For everyone who wants to get more done with Power Query in less time For business and
financial professionals, developers, entrepreneurs, students, and others who need to efficiently
manage and analyze data

onedrive vs sharepoint for personal use: Excel for Microsoft 365 Training Tutorial Manual
Classroom in a Book TeachUcomp, 2024-01-18 Complete classroom training manual for Excel for
Microsoft 365. 345 pages and 211 individual topics. Includes practice exercises and keyboard
shortcuts. You will learn how to create spreadsheets and advanced formulas, format and manipulate
spreadsheet layout, sharing and auditing workbooks, create charts, maps, macros, and much more.
Topics Covered: Getting Acquainted with Excel 1. About Excel 2. The Excel Environment 3. The Title
Bar 4. The Ribbon 5. The “File” Tab and Backstage View 6. Scroll Bars 7. The Quick Access Toolbar
8. Touch Mode 9. The Formula Bar 10. The Workbook Window 11. The Status Bar 12. The Workbook
View Buttons 13. The Zoom Slider 14. The Mini Toolbar 15. Keyboard Shortcuts File Management 1.
Creating New Workbooks 2. Saving Workbooks 3. Closing Workbooks 4. Opening Workbooks 5.
Recovering Unsaved Workbooks 6. Opening a Workbook in a New Window 7. Arranging Open
Workbook Windows 8. Freeze Panes 9. Split Panes 10. Hiding and Unhiding Workbook Windows
11.Comparing Open Workbooks 12. Switching Open Workbooks 13. Switching to Full Screen Mode
14. Working With Excel File Formats 15. AutoSave Online Workbooks Data Entry 1. Selecting Cells
2. Entering Text into Cells 3. Entering Numbers into Cells 4. AutoComplete 5. Pick from Drop-Down
List 6. Flash Fill 7. Selecting Ranges 8. Ranged Data Entry 9. Using AutoFill Creating Formulas 1.
Ranged Formula Syntax 2. Simple Formula Syntax 3. Writing Formulas 4. Using AutoSum 5.
Inserting Functions 6. Editing a Range 7. Formula AutoCorrect 8. AutoCalculate 9. Function
Compatibility Copying & Pasting Formulas 1. Relative References and Absolute References 2.



Cutting, Copying, and Pasting Data 3. AutoFilling Cells 4. The Undo Button 5. The Redo Button
Columns & Rows 1. Selecting Columns & Rows 2. Adjusting Column Width and Row Height 3.
Hiding and Unhiding Columns and Rows 4. Inserting and Deleting Columns and Rows Formatting
Worksheets 1. Formatting Cells 2. The Format Cells Dialog Box 3. Clearing All Formatting from Cells
4. Copying All Formatting from Cells to Another Area Worksheet Tools 1. Inserting and Deleting
Worksheets 2. Selecting Multiple Worksheets 3. Navigating Worksheets 4. Renaming Worksheets 5.
Coloring Worksheet Tabs 6. Copying or Moving Worksheets Setting Worksheet Layout 1. Using Page
Break Preview 2. Using the Page Layout View 3. Opening The Page Setup Dialog Box 4. Page
Settings 5. Setting Margins 6. Creating Headers and Footers 7. Sheet Settings Printing
Spreadsheets 1. Previewing and Printing Worksheets Helping Yourself 1. Using Excel Help 2.
Microsoft Search in Excel 3. Smart Lookup Creating 3D Formulas 1. Creating 3D Formulas 2. 3D
Formula Syntax 3. Creating 3D Range References Named Ranges 1. Naming Ranges 2. Creating
Names from Headings 3. Moving to a Named Range 4. Using Named Ranges in Formulas 5. Naming
3D Ranges 6. Deleting Named Ranges Conditional Formatting and Cell Styles 1. Conditional
Formatting 2. Finding Cells with Conditional Formatting 3. Clearing Conditional Formatting 4. Using
Table and Cell Styles Paste Special 1. Using Paste Special 2. Pasting Links Sharing Workbooks 1.
About Co-authoring and Sharing Workbooks 2. Co-authoring Workbooks 3. Adding Shared Workbook
Buttons in Excel 4. Traditional Workbook Sharing 5. Highlighting Changes 6. Reviewing Changes 7.
Using Comments and Notes 8. Compare and Merge Workbooks Auditing Worksheets 1. Auditing
Worksheets 2. Tracing Precedent and Dependent Cells 3. Tracing Errors 4. Error Checking 5. Using
the Watch Window 6. Cell Validation Outlining Worksheets 1. Using Outlines 2. Applying and
Removing Outlines 3. Applying Subtotals Consolidating Worksheets 1. Consolidating Data Tables 1.
Creating a Table 2. Adding an Editing Records 3. Inserting Records and Fields 4. Deleting Records
and Fields Sorting Data 1. Sorting Data 2. Custom Sort Orders Filtering Data 1. Using AutoFilters 2.
Using the Top 10 AutoFilter 3. Using a Custom AutoFilter 4. Creating Advanced Filters 5. Applying
Multiple Criteria 6. Using Complex Criteria 7. Copying Filter Results to a New Location 8. Using
Database Functions Using What-If Analysis 1. Using Data Tables 2. Using Scenario Manager 3.
Using Goal Seek 4. Forecast Sheets Table-Related Functions 1. The Hlookup and Vlookup Functions
2. Using the IF, AND, and OR Functions 3. The IFS Function Sparklines 1. Inserting and Deleting
Sparklines 2. Modifying Sparklines Creating Charts In Excel 1. Creating Charts 2. Selecting Charts
and Chart Elements 3. Adding Chart Elements 4. Moving and Resizing Charts 5. Changing the Chart
Type 6. Changing the Data Range 7. Switching Column and Row Data 8. Choosing a Chart Layout 9.
Choosing a Chart Style 10. Changing Color Schemes 11. Printing Charts 12. Deleting Charts
Formatting Charts in Excel 1. Formatting Chart Objects 2. Inserting Objects into a Chart 3.
Formatting Axes 4. Formatting Axis Titles 5. Formatting a Chart Title 6. Formatting Data Labels 7.
Formatting a Data Table 8. Formatting Error Bars 9. Formatting Gridlines 10. Formatting a Legend
11. Formatting Drop and High-Low Lines 12. Formatting Trendlines 13. Formatting Up/Down Bars
14. Formatting the Chart and Plot Areas 15. Naming Charts 16. Applying Shape Styles 17. Applying
WordArt Styles 18. Saving Custom Chart Templates Data Models 1. Creating a Data Model from
External Relational Data 2. Creating a Data Model from Excel Tables 3. Enabling Legacy Data
Connections 4. Relating Tables in a Data Model 5. Managing a Data Model PivotTables and
PivotCharts 1. Creating Recommended PivotTables 2. Manually Creating a PivotTable 3. Creating a
PivotChart 4. Manipulating a PivotTable or PivotChart 5. Changing Calculated Value Fields 6.
Formatting PivotTables 7. Formatting PivotCharts 8. Setting PivotTable Options 9. Sorting and
Filtering Using Field Headers PowerPivot 1. Starting PowerPivot 2. Managing the Data Model 3.
Calculated Columns and Fields 4. Measures 5. Creating KPIs 6. Creating and Managing Perspectives
7. PowerPivot PivotTables and PivotCharts 3D Maps 1. Enabling 3D Maps 2. Creating a New 3D
Maps Tour 3. Editing a 3D Maps Tour 4. Managing Layers in a 3D Maps Tour 5. Filtering Layers 6.
Setting Layer Options 7. Managing Scenes 8. Custom 3D Maps 9. Custom Regions 10. World Map
Options 11. Inserting 3D Map Objects 12. Previewing a Scene 13. Playing a 3D Maps Tour 14.
Creating a Video of a 3D Maps Tour 15. 3D Maps Options Slicers and Timelines 1. Inserting and



Deleting Slicers 2. Modifying Slicers 3. Inserting and Deleting Timelines 4. Modifying Timelines
Security Features 1. Unlocking Cells 2. Worksheet Protection 3. Workbook Protection 4. Password
Protecting Excel Files Making Macros 1. Recording Macros 2. Running and Deleting Recorded
Macros 3. The Personal Macro Workbook

onedrive vs sharepoint for personal use: Microsoft PowerPoint 2019 and 365 Training
Manual Classroom in a Book TeachUcomp , 2021-10-29 Complete classroom training manuals for
Microsoft PowerPoint 2019 and 365. Contains 213 pages and 102 individual topics. Includes practice
exercises and keyboard shortcuts. You will learn introductory through advanced concepts - from
creating simple yet elegant presentations to adding animation and video and customization. Topics
Covered: Getting Acquainted with PowerPoint 1. The PowerPoint Environment 2. The Title Bar 3.
The Ribbon 4. The “File” Tab and Backstage View 5. The Quick Access Toolbar 6. Touch/Mouse
Mode 7. The Scroll Bars 8. The Presentation View Buttons 9. The Zoom Slider 10. The Status Bar 11.
The Mini Toolbar 12. Keyboard Shortcuts Creating Basic Presentations 1. Opening Presentations 2.
Closing Presentations 3. Creating New Presentations 4. Saving Presentations 5. Recovering Unsaved
Presentations 6. Inserting New Slides 7. Applying Slide Layouts 8. Slide Sections 9. Working with
PowerPoint File Formats 10. AutoSave Online Presentations 11. Reuse Slides in PowerPoint Using
Presentation Views 1. Normal View 2. Outline View 3. Slide Sorter View 4. Notes Page View 5. Slide
Show View 6. Reading View Using Text 1. Adding Text to Slides 2. Basic Object Manipulation 3. Font
Formatting 4. Paragraph Formatting 5. Applying Custom Bullets and Numbering 6. Using Tabs 7.
Setting Text Options 8. Checking Spelling Using Pictures 1. Inserting Pictures Saved Locally 2.
Inserting Online Pictures 3. Basic Graphic Manipulation 4. Using Picture Tools 5. Using the Format
Picture Task Pane 6. Fill and Line Settings 7. Effects Settings 8. Size and Properties Settings 9.
Picture Settings 10. Alt Text Drawing Objects 1. Inserting Shapes 2. Formatting Shapes 3. The
Format Shape Task Pane 4. Inserting WordArt Using SmartArt 1. Inserting and Manipulating
SmartArt 2. Formatting SmartArt Inserting Charts, Tables, and Objects 1. Inserting Charts 2.
Inserting Tables 3. Inserting Objects Inserting Video and Audio 1. Inserting Videos 2. Inserting
Audio 3. Recording Audio 4. Screen Recording Collaborating In PowerPoint 1. Collaborating on a
Presentation 2. Using Classic Comments in PowerPoint 3. Using Modern Comments in PowerPoint 4.
Comparing Presentations Using Themes 1. Applying Themes 2. Customizing Theme Colors 3.
Customizing Theme Fonts 4. Changing Theme Effects 5. Customizing Theme Background Styles
Applying Animation 1. Adding Slide Transition Animation 2. Adding Object Animation 3. Animating
Multimedia Playback Slide Shows 1. Start a Slide Show 2. Slide Show Pointer Options 3. Using
Custom Shows 4. Set Up Show 5. Record a Slide Show 6. Rehearsing Timings 7. Subtitles in a Slide
Show 8. Save a Slide Show as a Video 9. Save as Show 10. Publish to Stream 11. Hide a Slide in a
Slide Show 12. Rehearse with Coach Zooms, Links, and Actions 1. Using Zooms 2. Using Links 3.
Using Actions Printing Your Presentation 1. Changing Slide Size 2. Setting the Slide Header and
Footer 3. Previewing and Printing Presentations 4. Check Accessibility 5. Create a PDF Document
Using Presentation Masters 1. Using Slide Masters and Slide Layouts 2. Using the Notes Master 3.
Using the Handout Master 4. Saving a Presentation Template Helping Yourself 1. Using PowerPoint
Help 2. The Tell Me Bar and Microsoft Search PowerPoint Options and Export Options 1. Setting
PowerPoint Options 2. Creating an Animated GIF 3. Package a Presentation for CD 4. Exporting
Handouts to Word

onedrive vs sharepoint for personal use: Learn Office 2016 for Mac Guy Hart-Davis,
2016-07-26 A practical, hands-on approach to using Office 2016 applications to create and edit
documents and get work done efficiently. You'll learn how to customize Office, design, create, and
share documents, manipulate data in a spreadsheet, and create lively presentations. You'll also
discover how to organize your email, contacts, and tasks with the new Outlook for Mac. Conveying
information quickly and concisely, the book brings you from beginner or intermediate to an
experienced and confident user. Office for Mac remains the leading productivity suite for Mac, with
Apple’s iWork and the free OpenOffice.org trailing far behind. Now, it's been updated with a cleaner
interface and more compatibility with Exchange and SharePoint. This book provides the best



combination of accessible and focused coverage of the Office 2016 applications. Rather than cover
every seldom-used feature, the book covers real-world usage, putting emphasis on practical tasks
andtroubleshooting common problems, such as sharing documents with Windows users and older
versions of Office. What You Will Learn Create professional documents for home and business using
Word Edit documents collaboratively in real time with your colleagues Record and manipulate data
using spreadsheets Use your data to create powerful and convincing charts Build persuasive
multimedia presentations in PowerPoint Deliver presentations like an expert Keep your e-mail under
control with Outlook Stay on top of your schedule and your tasks Who This Book Is For Any Mac user
who needs to work with Word, Excel, PowerPoint, or Outlook either for business or for pleasure.
Professionals, students, and home user alike will benefit from straightforward explanations,
step-by-step instructions, and effective workarounds for everyday problems.
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