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Power Hour from New Horizons Knoxville
More and more businesses are realizing that if you want your staff and your business to flourish, then you must invest in training. 
When employees get better acquainted with technology, they can easily use them to provide better results for your business.

More importantly, NH Learning Solutions recognizes that business leaders are looking for shorter-duration training sessions that will 
help their employees fulfill very specific tasks. That’s where the Power Hour comes in!

What is Power Hour?
Power Hour are live, instructor led, 60-minute sessions, all of which center around Microsoft Office, SharePoint, and Windows, 
that cover super specific tasks, such as perfecting a mail merge through Outlook, learning to utilize business intelligence tools in 
SharePoint, or how to build a pivot table in Excel.

Who Should Attend? 
The target audience for Power Hour is the office worker and was designed to teach employees precisely what they need to know in 
exactly the amount of time they can spare.

What Topics Are Covered?
Today, NH Learning Solutions offers over 100 Power Hour sessions that revolve around Microsoft Office, SharePoint, and Windows.

What is Included? 
Each Power Hour session includes a New Horizons Quick Reference Card (QRC).  
Your QRC serves as the perfect companion during your 60 minute session  
and a great reference after your session is over. 

What Are the Business Benefits?
• Ultimate Flexibility—Training can be scheduled around employee work schedules
• Task Based—Choose from technologies that your employees use most
• Super Charged Productivity—Fill employee down time with a 60-minute session
• Apply Knowledge Immediately—Employees will be able to apply skills immediately
• Improved Employee Retention—Give your workers the tools to succeed 

How Much Do The Sessions Cost?
Currently, Power Hour is available as private sessions only. Contact us for a quote. 

How Do I Register?
It is best to contact an Account Executive at New Horizons to discuss which  Power 
Hour sessions are best for you and your business. You  can choose up to a 
maximum of 4 Power Hour Sessions per day. You can also choose  to mix and 
match the sessions, as well as which employees will attend. 

Visit powerhour.nhknoxville.com for more information. 
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What is Office 365?Microsoft Office 365 is a productivity suite that allows a user to access many 

of the Office tools and features online from any device with an Internet 

connection. It helps facilitate collaboration, especially through the use of 

Co-authoring, OneDrive, and SharePoint Sites. 
Available Applications in Office 365Click the App Launcher in the upper-left to access these applications. It is 

up to a user’s organization as to how many of these apps are available. 

Microsoft is constantly updating these applications in Office 365. 

Office 365Getting Started with Office 365

Icon Application Description OneDrive A cloud-based storage service that allows a 
user to access and share files from any device 
with an Internet connection. 

Sites 
(SharePoint)

A tool that organizations use to create websites for collaboration. Sites can be used 
as a secure place to store and share items 
such as documents, lists, and calendars. 

Mail
Part of the online version of Outlook, it is 
where a user can view and send email.

Calendar Part of the online version of Outlook, it is 
where a user can view their calendar and 
create meetings and appointments.

People Part of the online version of Outlook, it is 
where a user can access and edit their contacts.

Tasks
Part of the online version of Outlook, it is 
where a user can view and create their tasks 
and to-do items.

Word Online Online version of Word. A user can edit 
existing files or create new ones. Many of the 
most common tools and features of the full 
desktop versions are available. Excel Online Online version of Excel. Share and edit Excel 

spreadsheets online.

PowerPoint 
Online

Online version of PowerPoint. Share and edit 
PowerPoint presentations

Skype for 
Business 
(Lync)

An Instant Messaging (IM) and meeting 
application that helps users collaborate with 
others. It offers video conferencing, desktop 
sharing, and a Whiteboard.

Icon Application DescriptionOneNote 
Online

The online version of OneNote, a note-taking 
application. It is similar to a spiral-bound 
notebook stored in the cloud and can include 
notes, drawings, links, and embedded files.

Yammer A private, secure social network for an organization. Users can create conversations, 
groups, and pages. Only people with a 
verified company email address can access it.

Video
A place to upload, share, stream, and play 
videos from a user’s organization such as 
recordings of classes, meetings, presentations, or training sessions.Delve

An application that displays information and 
connections. It helps a user find the most 
useful and relevant information to prioritize 
their work.Sway

A presentation program for combining text 
and media to create web-based presentations. It is optimized for viewing on 

mobile devices.Newsfeed The central location for updates on items a 
user is following, such as documents, sites, 
and people.

Office 365 
Store Location where a user can purchase or 

download web-based applications.
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