The FriYAY Podcast Series
Transcript for Episode 16: Top Tips for Using Office 365 with Matt Holzmann
(Introduction Music)
 It’s Fri-Yay, Fri-Yay, Fri-Yay, FriYAY! (woo!)
(Fast guitar-picking music)
Narrator:
Welcome to the FriYAY Podcast Series from PPFL. Each week we interview interesting experts in a variety of disciplines from underwater basket-weaving to animal husbandry. This week we're joined by Matt Holzmann, Account Technology Strategist at Microsoft. Kristi Rugg conducted the interview.
---
Kristi Rugg, byline:
Before we get started can you tell us how you're associated with us over here at the National Park Service? What do you do? How do you help us out?
Matt Holzmann:
Absolutely so my role is the Account Technology Strategist on the Microsoft Team… the account team for the Department of the Interior. I am like a chief information officer or chief technology officer for your organization. I am, in many ways, that person who helps bridge the differences between the business challenges that are out there and the technologies that you own; where do those two come together to solve each other. How can we layer on a technology to solve your challenges to make things more productive, to make it easier on your staff, that sort of thing.
Kristi:
What are your top five tips and tricks for using O365?
Matt:
The top five for me are integrating things into Teams. Oftentimes Teams, they are looked at as a replacement for Google Hangouts or just the chat and meetings that those functionalities. When in fact it can be so much more. Once you start to bring in things like Planner. Once you bring in OneNotes. That's where Teams becomes far more powerful. You're not constantly context switching, and because you're not context switching you can stay in the work that you're doing and you don't get squirreled away. I think that integrating things into Teams number one tip.
My number two tip would be OneNote, OneNote, OneNote, and did I mention OneNote. I can't live without OneNote. I'm a religious person about OneNote. If you integrate your OneNote into Teams now you're your entire team has the same OneNote and in the event that somebody gets detailed someplace or they win the Powerball everybody has the notes. You don't have to worry about that person who's off on vacation and which federal green book that they put their notes in, right.
My number three tip is taking things you have in OneDrive and Sharepoint and Teams file stores that you're using regularly. If you use the sync functionality you can sync them to your Windows File Explorer or the Macintosh File Manager. They effectively show up like shared drives. Now it looks native. It looks like it's on your machine even though those are all cloud hosted files. So you can free up space on your local drive and not have them stored locally unless you need them local.
Next one would be right-clicking on the Outlook taskbar icon and I know that that one doesn't come a walk across very well in podcasts but… in your taskbar at the bottom of the screen if you right-click on the Outlook icon you can quickly launch things. So you can quickly launch an email, an appointment, a contact. I use that all the time. I'll be in the middle of a meeting I just right-click on that icon, start an email so that I can you know jot down the notes of about what we're talking about in my meeting. And I didn't have to go into Outlook and then find the new email button. Just boom two clicks of them there.
And then number five is shortcut keys. I can't say enough about shortcut keys. Sure copy cut paste, those are the common ones. But ctrl-z is my favorite. Undo. I make a lot of mistakes and that one saves my life regularly.
Kristi:
What do you wish more people knew about Microsoft Teams?
Matt:
Just that you could do so much more in it. That it really is a user interface for all of Office 365. That when you start to integrate things in there then you don't have to context switch as much. I wish they knew more about that.
And then other things that I wish that people know about were the accessibility features in the Microsoft products. But very few people know about the accessibility features that we have and I think that it's really important not only for those who need the accessibility tools or for those who want to be inclusive of those who need the accessibility tools. So using things like style headings and the style guides that are in Outlook, in Word, and PowerPoint that helps screen readers read the content that you're creating and for the people your generating content for that's really helpful for them and it includes them in the conversation. It helps them do the work that they need to do. And I think that that's one of those places that we don't see people using the tools as robustly as they should and I wish that more people knew about our accessibility features.
Kristi: 
I think that's a really good point because I think a lot of people forget that as a government agency were required by section 504 and section 508 to make things accessible right?
Matt:
Absolutely.
Kristi:
We have to do that. And when you make things accessible it actually makes it easier for all people. Right, we all benefit for having style headings so that we can scan an email quicker and figure out what part of it is important to us. We all benefit from having alt text because we don't all have it the context knowledge to understand what that image is of or where it's of. And we write those descriptions in alt text and it helps us be more understanding. Or I've seen happen more often than not for when we have low service the alt text will come through and the image sometimes doesn't come through. And so at least you understand what the photo was supposed to be.
Matt:
Great point. I mean if you're in Black Canyon of the Gunnison on a dial-up modem, which they are, you need to have something fill in the blanks for you if images aren't loading. So great point there.
Kristi:
Everything we do has to meet those requirements because we want to be an inclusive service.
Matt:
Absolutely and-and we believe the same at Microsoft. You know, our mission statement is to empower everyone on the planet to achieve more. And a good part of that is making sure that people can be a part of the conversation, can be part of what you're doing and what you're creating.
Kristi:
The last question is where can people go to learn more?
Matt:
So if you want to learn more about Microsoft and the tools you have through Office 365 then I would recommend first starting with support.microsoft.com. You'll find the training center. You'll find templates. You'll find tips, quickstarts, cheat sheets, things like that.
And then if you want to go beyond the basics then I would recommend learn.microsoft.com. With learn.microsoft.com one of the other things to note there is that they have learning pathways. So they have content that can be sorted by role. We also have pathways that will take you from beginning to end on something within the office 365 world. So let's say that today you're an end user but tomorrow you want to be an IT admin. You could certainly learn along the pathway. 
---
Narrator:
To learn more about the FriYAY Series visit the Common Learning Portal. 


