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Introduction
Our lives in the modern world are dominated by
technology – and helping this domination grow
over the last three decades has been Microsoft 365,
formerly Microsoft Office. 365 is the world’s most
popular software suite and is used by an astonishing
1.5 billion people worldwide.
Practically everyone that has used a computer at
some point over the last three decades has used or at the very least come in contact with - the core
Microsoft applications, which are Word, Excel,
PowerPoint, and Outlook, for example. We’ve all
sent emails or took a call on Skype throughout the
pandemic.
This suite provides a way for millions of businesses
to communicate, create documents, and keep their
businesses functioning well. But 365 has so much
more to offer than these core elements, particularly
since Office 365 was released.
So, for those that aren’t familiar with Microsoft 365,
let’s go back to basics. We’re going to answer some of
the most common questions that users have.
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Why Microsoft 365?
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Who uses Microsoft 365 for Business, and why?
Its influence now affects us all, over a billion people use Microsoft products
worldwide. But, over the years, 365 has developed to be aimed at business or
school use - solo users at home will still see benefits, of course, but the main
influence it has is on the business world. 365 offers a great deal more than word
processing and spreadsheet editing.
Of course, its core apps are relatively the same as they were - they perform
everyday tasks like managing data, creating documents, and communicating
information - but, as we said, Office has evolved into 365, and is now a
large ecosystem of tools that live off of one another. Some features are only
beneficial when paired with another, and these partnerships allow businesses
to integrate their entire system to work in the most productive and efficient
way possible. The latest developments involving business process automation
and the ability to cater those intelligent tools to do your bidding have allowed
businesses of all sizes to reap the benefits.
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Who uses Microsoft 365 for Business, and why?
Microsoft 365 provides a platform to build a recognizable brand image and to
market that image. As we said, all apps and services are connected, both to each
other and to the wider web, facilitating teamwork, saving employees time and
enabling them to work better together through tools such as team chat, online
meetings, co-authoring and sharing files, and group emails. With subscription
you have cloud storage and mobile apps in the Office 365 suite as standard,
which allows organizations to work whenever they like from wherever they like,
with full access to content, conversations, and tasks that relate to the business,
from any device.
In the following article, we will explore the triage of tools in the Microsoft suite
in the hope that we can enlighten you to the value of getting a subscription, as
well as the things that Microsoft makes possible.
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Microsoft 365’s Arsenal of
Valuable Tools
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Modern Forms of Communication
In the previous pages we explored Microsoft 365 and why businesses would
choose to use it. Now, let’s explore the triage of tools in the Microsoft suite and
see where they can help you in your workplace.

Microsoft Excel
If you have any familiarity with the Microsoft suite of products you will have heard of Excel.
It is a spreadsheet programme developed by Microsoft for Windows, macOS, Android and
IoS. If you are using huge amounts of data and in-house analyses, Excel is the logical choice
for you.

Microsoft OneDrive
OneDrive offers your team a place to store, share, and sync your work files – all together.
With SharePoint you can remain connected to the rest of your team, whilst also allowing
you to access and edit files simultaneously with a colleague, regardless of where you are
in the world. This access is possible from anywhere, on a computer, a tablet, or phone –
plus, if you are already synched to your Mac or PC, you can do this without an internet
connection.

Microsoft SharePoint
SharePoint gives you a secure place to store, organize, share, and access information from
any device, which can all be done via a web browser. SharePoint can – like most in the
Microsoft suite - be used in conjunction with all the other Microsoft applications, allowing
your entire workflow to run smoothly.
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Microsoft Word
Microsoft Word is arguably the most classic of all the tools in the Microsoft suite – for a
lot of us we have either used it at school or later in life at work. It is a word processing
programme that allows users to type out and save documents. But there are loads of word
processing tools on the market, so what makes Microsoft Word different? Well, that is an
easy question to answer because its reputation and familiarity set it apart from its rivals.
Why would you use any of its counterparts – however capable they may be – when you
already know how to use Microsoft and can be sure you are getting the most from it?

Microsoft Power Automate
Power Automate helps you create automated workflows between your favourite apps and
services to synchronize files, get notifications, and collect data. Automation is the future
of all businesses worldwide, and, with Power Automate interconnecting to all the other
Microsoft tools, it is one of the most popular tools on the market for those that want to
automate their mundane tasks, in the process allowing their team to concentrate their time
and energy on tasks that match their skillset.

Microsoft Teams
Microsoft Teams is one of the latest - and greatest - tools released on the Microsoft suite.
For its relatively new presence on the scene, Microsoft Teams has rapidly become one of
the most famous and important applications on the entire planet. With it offering video
conferencing, file management, chat features, team creation and much more, it has become
the essential feature in the arsenal of many businesses. If utilized to its fullest, Microsoft
Teams has the power to revolutionize your organization through improved collaboration,
communication, and productivity. A mind blowing 250 million people spread over 181
countries worldwide use the app - they can’t all be wrong!

All the tools that Microsoft release are good, but, to utilize them to their full potential, you
need to adopt a collection of different ones. They all work in unison but some complement
each other better than others.
We hope that these articles have enlightened you as to what Microsoft is capable of if used
correctly.
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Our Approach
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Making technology work harder for you.
In this heavily digitized age, technology has naturally become part of the very fabric of business –
whether you are an industrial business, in manufacturing, delivering professional services, or are a
healthcare provider; IT is critical in delivering excellent customer service, keeping productive and
profitable. As an expert within your industry field, many business leaders find themselves forced
to learn a whole new world to ensure they maintain their competitive edge. Despite the benefits
technology brings, it can be quite a burden for a business take on.

Horizon are the solution.
We proudly take ownership of the responsibilities of your technology. In our outsourced capacity, we
act as an extension of your very own team – providing a personable, jargon-free approach to all of your
tech needs. Our team of technologists collectively have decades of practical experience in blending IT
to suit the front-line operational and commercial requirements in a variety of industry settings. We are
here to understand what makes your business tick – developing detailed knowledge of your workflows
and processes – which stands us apart from our competition in best tailoring technology to work
around you.

Share with us your goals and vision for the future, and we’ll harness the power of technology to help
you along on that journey.
•

Capable Technical & commercial aptitude with a whole lot
of experience with technology.

•

People First Consultative, mindful and educators to those who
require a helping hand.

•

Comprehensive All-inclusive, forward-thinking and extremely agile
with modern solutions.

•

Trusted Specialists Reliability, fairness, openness and personable to
each and every client.
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Book a Discovery call and
start your journey with us.
Get in touch >

23042 75th Street Salem, Wisconsin 53168
hello@onhorizon.com
(262) 846 - 5526 | https://onhorizon.com/

