
CHEATSHEET – NEW TECHNOLOGIES

Resources online: https://commonlaw.uottawa.ca/en/resources 

Need IT help? Please open a ticket.
1. Proceed by clicking here unless you already opened one. 
2. Then book an appointment with the following this link.

Suspicious emails

Click the Report Message in Outlook.

Sharepoint - Onedrive
You can access your Team storage either from the Sharepoints website, 
through Teams or the Windows/Mac file explorer environment. 

It automatically saves, syncs, and shares your documents. Other team members can also work in the same 
document simultaneously… and no need for VPN!

How to sync a Team share easily:

1. In Teams, under the Files tab of your Team,  
click the                       button

2. Done

This will add a new item to the File Explorer in which you’ll find the added Shared folder, just like the P:\ drive.
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MS Forms
https://portal.microsoft.com 

Create simple forms quickly. Easy to share in a team and everyone can edit it or consult the results. A well 
integrated tool in our Office 365 suite.

MS Bookings

Bookings is another Microsoft tool that could be used as a tool to manage your appointments with anyone. 
Finding an available timeslot now solely lies in the hand of the person (internal/external) who wants to meet you.

To create a new Bookings page, head to its website: 

https://outlook.office.com/bookings/homepage

Click on New and add a new “business”, see it as the booking system for a shop, where you shall be the sole user.

Once created, you can add a “new service” and set up the opening hours

The availability is fully customizable and uses your own calendar to offer open slots, and once booked, add them 
to your own calendar.

It also automatically creates a Teams meeting room for your upcoming appointment.

Traduction
Deepl
https://www.deepl.com/translator

Deepl gives you the best machine translation available. You have to proofread to ensure quality, but it’s nothing 
like the word-for-word translations of a few years ago. It even speeds up the work of a bilingual person who has 
to prepare a bilingual email..

Service Linguistique
https://www.uottawa.ca/services-linguistiques/

Anyone can use this free University service directly for the Faculty’s operational documents. A web page explains 
the eligible documents with a tool to submit your requests. If they have any questions or the document is not 
eligible, they will contact you fairly quickly.

Traductrice externe
For documents that are not eligible for the Language Service we have external translators available. Please 
contact Eric Proulx.
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