Gulf Coast State College | Information Technology Services

Microsoft 365 Apps Upgrade

What to expect — for the [Department] Department

Hi [Department] Department,

Information Technology Services will be upgrading your Office applications to Microsoft 365
Apps. This brings the latest features, improved security, continuous updates, and better access
to your online documents. Here’'s what to expect — and what (if anything) you need to do.

The one-minute summary

» Word, Excel, and PowerPoint look and work almost the same — just with automatic
updates and better online-file integration.

* Outlook is the main change: you will now have two versions — Classic Outlook (the
Outlook you use today) and New Outlook (a redesigned, web-style version).

* You choose. Do nothing and you keep using Classic Outlook. A “New Outlook” toggle in
the top-right corner lets you try the new one — and switch back at any time.

When is this happening?

* Update date: [Date]
+ Update time: 11:00 PM (after hours)

* Follow-up: IT Services will visit your department the next morning to confirm everything is
working.

What’s changing in Word, Excel, and PowerPoint?

Very little day to day. The main differences:

* Minor interface refinements.
» Live co-authoring — you and colleagues can edit the same document at the same time.
» Continuous feature and security updates.

* OneDrive & SharePoint integration. Files now save to OneDrive or SharePoint by
default (AutoSave). This is expected and helps protect your work if your computer has
problems. You can still save locally with “Save As” when you need to.

Outlook: two versions, your choice

After the upgrade you will have both Classic Outlook and New Outlook. Look for the “New
Outlook” toggle in the top-right corner of the Outlook window — that switch moves you between
the two, and you can go back and forth at any time.

Option A — Keep using Classic Outlook (no action needed)

Classic Outlook is essentially the Outlook you use today. Your folders, rules, signatures, add-
ins, archives, and shared mailboxes keep working as they do now.

* To stay on it: just keep using Outlook and leave the “New Outlook” toggle OFF.

+ If you ever land in New Outlook by accident: flip the “New Outlook” toggle back off and
you'’ll return to Classic.

Option B — Try New Outlook (optional)
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New Outlook is a faster, simplified redesign that matches Outlook on the web. To try it, turn the

“‘New Outlook” toggle ON; to

leave, turn it off. Before you rely on it as your only email app,

please check the items below, as New Outlook handles some things differently:

working.

Email rules: some rules from your current Outlook may not carry over or may stop

Notes & other non-mail folders: these are hidden in the current New Outlook. If you use

Notes folders, please contact us before switching.

Add-ins: older desktop

that you can send on th
Offline access: more li

For a full feature comparison,

internal KB article].
What New Outlook looks

> Goups

> gcipadsecurity

>ITSLabsWReq

>Online

>Online Archive - ITSLabSW.

(COM) add-ins are not supported — only modern web add-ins.

PST archive files: support is limited compared to Classic.
Shared / departmental mailboxes & delegate access: confirm yours open correctly and

eir behalf.
mited than in Classic Outlook.
see [link to Microsoft’s “New vs. classic Outlook” comparison or

like

Classroom

Colleagues,

Please join us as we celebrate the Gulf Franklin Campus.

The Gulf Coast State College Board of Trustees
cordially invite you to the

MULTIPURPOSE CLASSROOM
BUILDING/SHELTER
GROUNDBREAKING CEREMONY

THURSDAY, MAY 28, 2026 | 11:15A.M. (EST)
Gulf Coast State College - Gulf/Franklin Campus
3800 Garrison Avenue - Port St. Joe, FL 32456

Inbox #

~ cgreenwol@gulfco...
& Inbox 42
B2 Apple
B3 Calendar 241
B3 DBOT Equipment
B3 EPC Failure ... 1734
B3 GFC Tasks
PearsonVue 194
B ro a5
B TestReplacement.
£ EC-Prohibited A... 15
B3 Ticketing Syst... 234
2 Drafts 18
B> Sent ltems

T Deleted Items 487

& Archive

3 Conver
€3 Junk Emai
@ Notes
8 Outbox
£ RSS Subscriptions

£al Search Folders

Gesc

Classroom Buildi: ing- 5.28.26 @ GeneralAll Employees (unrestrit

McCurdy, Katie D & Reply

To: @ McCurdy, Katie

€ Replyall

@ Retention: gesc 5 years permanently delete (5 years) Expires: Thu 5/15/2031 7:55 AM

Colleagues,

Please join us as we celebrate the ing of our new

the Gulf Franklin Campus.

Classroom Building

The Gulf Coast State College Board of Trust
cordially invite you to the

MULTIPURPOSE CLASSROOM
BUILDING/SHELTER
GROUNDBREAKING CEREMONY

THURSDAY, MAY 28, 2026 | 11:15A.M. (E

Gulf Coast State College - Gulf/Franklin Campus
3800 Garrison Avenue - Port St. Joe, FL 32456

Inbox layout: your current Outlook (top) vs. New Outlook (bottom). Highlighted areas show what has moved.
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£ 7 /3 Search

m Home Send / Recelve View Help Acrobat

K

Send/Receive All Folders B Send Al r_ Update Folder

[ send/Receive Groups ~ | [ Show Progress

u

s Cancel All

ﬁ:‘ Work Offline

® owen

=) — File Home View Help

View Conversations Message Collapse Z
settings ~ preview ~ conversation

Settings Messages

8 & e QO B0 MZ

oomfl Sync Ribbon Folder Reading My
~ panew pane~ dayw

ayout

== )
Density mmersive
v reader

“Send and Receive” is now “Sync” in New Outlook.

Rules and Alerts

Email Rules Manage Alerts

5 Hew Rulc... |Chonge Rule = B3 Copy.. X Delete  Run Rules Now... Options
Y= =

[] ResmsndustoBupdsteioscaton il
[ ove ol messoges sent o TS Deskton Support mEC Prombted . [ i
[7] MSLabSiRe Copy Respardus 08 update e fo main B it
7] 108 Undate Notfcation (cientonly) =

[ ke osficaton fo Autorate patch eployment ) i
7] Gesc Frestservice Ticketing System (2) [} Jid
[ pearsonmestcenter ] i

Rule description (dick an underline d value ta edit
Appiy this rue ater the message amves
no r {inthe subject

and stop processing more rules

[ Enable rules on all messages downloaded from RSS Feeds
B There are ules createdwith.a iftrent vrsion of Oullook or Oullook Web Acces thatare ot

oK Cancel

Settings Layout

Compose and reply

ch settings X
Templates

o
S Accounts Smart suggestions

B Fies Attachments
€83 General | Rules
| Mail

Conditional formatting

Calendar —

o

S5 People Junk email

Quick steps
Search folders
Customize actions
Message handling
Forwarding
Retention policies
S/MIME

Groups

Apply

Rules

You can create rules that tell Outlook how to handle
incoming email messages. Rules are applied from top to
bottom.

Your rules for:

cgreenwol@gulicoastedu v

i RespondusLDBUpdateNotification

Move all messages sent to [TS-Desktop Support to EC-
Prohibited Applications

Calendar Invites

ITSLabSWReq Copy Respondus LDB update email to main

LDB Update Notification

Failure Notification for Automate Patch Deployment

8 8 8 8

@

mmersive rezder

Show all descriptions

N v
L - v
L - “
r L - “
~ L - v
L - v

The rules interface has changed; some existing rules may no longer work.
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Rules Wizard X

! Finish rule setup

| step 1: Specity a name for this rule
| [zoz002

\

; Step 2 Setup rule options

| (JRun this fule now on messages aeady in ‘Inbo
! @ Tum onthis rule

| —_—

| Step 3; Review rule gescription [dick an underfined value to edit)

T | Apply this rule after the
trom 202

| move it ko the DEOTE

uipment folder
and stop processing more rules

Cancel < gatk Finish

Rules

~ | TestRule

~  Add a condition

| 'm the only recipient

Add another condition

~  Add an action

Mark with importance | | High
Add another action
Add an exception

Stop processing more rules (1)

D Run rule now

Creating new rules looks different in New Outlook.

~[] Inbox 74
[ Apple
E Calendar 261

l—_] DBOT Equipment
[ EPC Failure Notifi... 1739
] GFC Tasks

I O NotesFolder |

Folders with an icon like this (Notes / non-mail folders) are hidden in New Outlook — contact us if you use them.

What IT Services will do

» Install Microsoft 365 Apps, replacing your current Office version.
» Ensure your new apps are licensed and activated.

+ Visit your department the morning after the update to make sure everything is working for

you.

What you should do after the upgrade
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1. Sign in. Open Word, Excel, or PowerPoint and sign in with your GCSC account if
prompted. The splash screen should say “Microsoft 365.”

2. Can’t find your apps? The update removes pinned taskbar icons, but the apps are still
installed. Search “Outlook,” “Word,” “Excel,” or “PowerPoint” using the Windows search
box at the bottom-left of your screen, then re-pin them if you like.

3. Keep working as usual. Your existing documents open normally and save to OneDrive or
SharePoint by default.

4. Choose your Outlook. Stay on Classic Outlook (no action) or try New Outlook with the
toggle in the top-right corner.

Questions or problems?

Please reach out to IT Services at extension 3303 or submit a ticket in the ticketing system.

— Information Technology Services, Gulf Coast State College
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