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harmon.ie Editions

3

Outlook Mobile Apps App For Office



Going beyond “Drag & Drop”

1. Other ways to capture e-mails and documents

2. Be informed when new documents are added or updated

3. Sending and sharing documents

4. Capture updated documents

5. Organise content intuitively

6. Access content from Office

7. Work with other lists

8. Access content from multiple locations

9. Change your harmon.ie start-up view

10. At the end of the day…
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• Drag & drop e-mails and 
attachments

• Save attachments to 
SharePoint

• Ribbon controls

• Drag and drop documents 
from Windows Explorer
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1. Other ways to capture e-mails and documents



• Add to Favourites

• Follow locations

• Filter activity

• View updated items
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2. Be informed of new updates



• Send links

• Send attachments

• Share documents from 
OneDrive and SharePoint

• Check if recipients have 
access to links
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3. Sending and Sharing documents



• Receive updated 
documents as attachments

• Upload to SharePoint as 
new version
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4. Capture updated documents



• Use SharePoint views

• Filter by tags and terms

• Filter by columns

• Automatically apply 
metadata

• Update metadata on 
multiple items at once
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5. Organise content intuitively



• Word

• Excel

• PowerPoint

• Use harmon.ie favourites

• Office Apps
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6. Access content from Office



• Task lists, Announcements, 
etc

• Views

• Edit properties

• Attach documents

• Follow for updates
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7. Work with other lists



• Sites you’re Following

• OneDrive

• Teams & Groups
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8. Access content from multiple locations



• Last used location

• All Sites

• Favourites

• Updates
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9. Change your harmon.ie start-up view



• My Checked Out 
Documents view

• Check In to make available 
to other users
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10. At the end of the day…



Online documentation and videos

• User documentation
http://harmon.ie/documentation/sharepoint/outlook/welcome

• Training videos
http://harmon.ie/SharePoint/Product/TrainingVideos

Try harmon.ie Enterprise for yourself

https://harmon.ie/enterprise-trial
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Thank You


