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Features in Office 365 That You Probably 
Don't Know About 
 

Multiple people can edit the same document at once 
 

Everyone can edit a document at the same time in Word, Excel or PowerPoint.  You can see the changes 

as they make them and who is doing the editing.  Using real-time co-authoring, colleagues can 

contribute and edit documents simultaneously in the Word Web App, PowerPoint Web App or Excel 

Web App.  New real-time presence helps you see where your co-authors are working in the document 

so that you don’t create conflicts as you edit. 
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Skype with co-workers while working on a document 

Document chat is available when collaborating with others in real-time in Word and PowerPoint.  Simply 

click Chat button to begin chatting with everyone working in the document. 

 

 

Link to files, don’t attach them 

In the Office 365 Business Edition, here’s a great way to share a file.  Upload (or save) your file to 

OneDrive (cloud storage).  Open Outlook Web App (Office 365 Mail) and instead of attaching a file, link 

to the file on your cloud.  You can change permissions to the file such as allowing the recipient the 

ability to edit (or not).  
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Use two Microsoft cloud storage accounts on your 
Android and Apple devices 

Microsoft has an app called OneDrive app for Android and an app for Apple devices (iPhone, iPad).  It 

lets you use your corporate Microsoft cloud storage (OneDrive for Business) and your personal 

Microsoft cloud storage (OneDrive) from a single app.  Just toggle between them. 

 

 

Turn notes into calendar items 

You can use Microsoft’s note-taking tool, OneNote, inside of Microsoft Outlook.  For example, if you 

write a To-Do list in OneNote, you can easily convert it to a bunch of tasks with deadlines and reminders 

on your calendar.  You can automatically add calendar meeting details like date, location, topic, agenda 

and attendees, to your notes.  Then you can email the meetings notes to your team using the “Email 

Page” button.  
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Using the Clutter feature to de-clutter your inbox 

Clutter uses any rules you have setup for your inbox.  You then train it by marking messages as clutter.  

It will then start to automatically move less important messages into the “Clutter” folder for you to read 

or delete later.   

To turn this feature on open Office 365 mail and select the Office 365 Settings icon in the upper right 

corner of the menu bar.  Then select Options.  Under the Mail option select Clutter and click Separate 

items identified as clutter.  Be sure to click Save at the top of the screen.  Open Outlook and you will see 

the Clutter folder in the list. 
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PowerPoint - turn your mouse icon into a laser pointer  

Using PowerPoint, you can use your PC’s mouse as a laser pointer.  In Slide Show view or in Reading 

view, you can turn your mouse into a laser pointer to draw your audience’s attention to something on a 

slide. 

NOTE    For more information about views, see when and how to use views in PowerPoint 2010. 

1. Do one of the following: 

 

o To use the laser pointer in Slide Show view, on the Slide Show tab, in the Start Slide Show group, click 

either From Beginning or From Current Slide to start your slide show. 

 

o To use the laser pointer in Reading view, on the View tab, in the Presentation Views group, click Reading 

View. 

 

2. Press and hold CTRL, click the left mouse button, and point to the contents on the slide that you want to 

draw attention to. 

NOTE    If you want your audience to see the laser pointer, but not your mouse pointer, be sure to press 

and hold CTRL before you move your mouse to keep the mouse pointer hidden. 

3. To change the color of the laser pointer, do the following: 

 

a. On the Slide Show tab, in the Set Up group, click Set Up Slide Show. 

 

b. In the Set Up Show dialog box, under Show Options, select the color that you want from the Laser 

pointer color list, and then click OK. 

  

http://office.microsoft.com/redir/HP010374495
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Record your laser mouse pointer movements 

To record your laser pointer movements to enhance a Web-based or self-running slide show, do the 

following: 

NOTE    For more information about recording and timing your slide shows, see Record and add 

narration and timings to a slide show. 

1. On the Slide Show tab, in the Set Up group, point to the arrow next to Record Slide Show . 

2. Click either Start Recording from Beginning or Start Recording from Current Slide, depending upon 

where you want to start recording your slide show. 

3. In the Record Slide Show dialog box, select the Narrations and laser pointer check box, and if you also 

want to record how long each slide or animation should be shown, select the Slide and animation 

timings check box. 

4. Click Start Recording. 

TIP   To pause the narration, in the Recording shortcut menu, click Pause. And to resume your narration, 

click Resume Recording. 

5. Press and hold CTRL, click the left mouse button, and point to the contents on the slide that you want to 

draw attention to. 

6. To move to the next slide, release CTRL, and then click the left mouse button. 

7. To end your slide show recording, right click the slide, and then click End Show. 

8. The recorded slide show timings are automatically saved and the slide show appears in Slide Sorter view 

with timings beneath each slide. To view the pointer movements and timings you just recorded, on 

the Slide Show tab, in the Start Slide Show group, click either From Beginning or From Current Slide. 

9. To re-do your pointer movements or slide timings, simply repeat these steps. 

 

 

 

 

 

 

 

 

 

 

 

https://support.office.com/en-us/article/Record-and-add-narration-and-timings-to-a-slide-show-3dc85001-efab-4f8a-94bf-afdc5b7c1f0b
https://support.office.com/en-us/article/Record-and-add-narration-and-timings-to-a-slide-show-3dc85001-efab-4f8a-94bf-afdc5b7c1f0b


7 
 

Edit a PDF file 

 

Microsoft 

If someone sends you a PDF that you'd like to convert into a Word document to edit, you can. Just open 

it and respond "OK" when it asks you if you to convert the PDF. This will prevent the formatting 

problems associated with editing or copying and pasting from the PDF. 

You can also save a Word file as a PDF (click File > Export > Create PDF/XPS), or save just a portion of a 

file as a PDF (select a page range). And you can password-protect the PDF, too. 

 

 

https://support.office.com/en-us/article/Convert-PDF-files-to-Word-documents-you-can-edit-b2d1d729-6b79-499a-bcdb-233379c2f63a



