Word, Excel & PowerPoint

Quick Reference Card — Blue Ant Media

Google Docs - Microsoft Word
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Migration Team Meeting Notes

Date: August 1, 2026 | Author: Zoeb Khan

Agenda

¢ Seeding status review
¢ Cutover window confirmation

¢ Training completion rates

Notes

Seeding is at 87% completion. Remaining large mailboxes (>10GB) will be completed by July 25. The

cutover window has been confirmed for August 4-8, 2026.

Microsoft Word — the ribbon toolbar replaces Google Docs menus

GOOGLE DOCSs MICROSOFT WORD

Web-only editing
Suggesting mode
Comments
Document outline
Voice typing

Explore panel

File Conversion Notes

Desktop app + web + mobile

Track Changes (Review tab)

Comments (same concept, Review tab)
Navigation Pane (View - Navigation Pane)
Dictate (Home tab - Dictate)

Editor (spelling/grammar/style)

+ Google Docs are automatically converted to .doex format during migration
« Most formatting is preserved. Check complex documents for minor layout shifts.

« Embedded Google Drawings may need to be re-inserted as images



Google Sheets - Microsoft Excel

Excel Seeding Progress Tracker.lsx

File ~ Home  Inset  Pagelayout  Formulas  Data  Review  View

A1 fx Department
Department Users Seeded % Complete Status Target Date Notes
T ContentProduction 142 142 100% Done Jul 10
2 Sales & Marketing 98 85 87% Jul 15 Large mailboxes
3 Engineering 76 76 100% Done Julg
4 Finance 45 38 84% Jul 18 Shared mailboxes penc
5 OHR 52 52 100% Done Jul 12

Executive 12 10 83% Jul 20 Calendar sync issue

Microsoft Excel — key tabs for former Google Sheets users

GOOGLE SHEETS MICROSOFT EXCEL

Web-only editing Desktop app + web + mobile
IMPORTRANGE() Power Query or linked workbooks
GOOGLEFINANCE() STOCKHISTORY() or data types
Apps Script macros VBA macros or Power Automate
Explore (Al insights) Analyze Data (Home tab)
Protected ranges Protect Sheet / Protect Workbook

File Conversion Notes
» Google Sheets convert to .xlsx format. Most formulas translate directly.
« IMPORTRANGE() does not have a direct equivalent — use Power Query or manual links.
» Google-specific functions (GOOGLEFINANCE, GOOGLETRANSLATE) need Excel alternatives.
+ Apps Script macros are not converted — these need manual recreation in VBA or Power Automate.

IMPORTANT FOR POWER USERS

If you rely on Apps Script or IMPORTRANGE, contact the migration team at
m365support@blueantmedia.com for guidance on Excel equivalents.
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Google Slides » Microsoft PowerPoint

GOOGLE SLIDES MICROSOFT POWERPOINT

Web-only editing Desktop app + web + mobile

Slide themes Slide themes + Designer (Al layout suggestions)
Speaker notes Speaker notes (same concept)

Present mode Slide Show (F5 for start, Shift+F5 from current)
Publish to web Share link or export to PDF/video

Linked slides Section Zoom / Summary Zoom

File Conversion Notes

» Google Slides convert to .pptx format. Layouts are mostly preserved.
» Custom fonts may fallback to similar alternatives. Check your final presentations.

« Linked Google Sheets charts in Slides will become static images — re-link to Excel if needed.

Co-Authoring (All Apps)

M365 Migration Plan — Blue Ant Media

This document outlines the migration strategy from Google Workspace to Microsoft 365 for Blue Ant

Media.

Micol Salmaso
i Sivwe: window has been moved to the first week of August 2026 to align with the content

production schedule and avoid conflicts with fall programming launches.

| Zoeb Khan

Pre-cutover validation will run from July 28-31 to ensure all seeded data is intact.

Real-time co-authoring in Word — similar to Google Docs collaboration

Real-time co-authoring works in Word, Excel, and PowerPoint — just like Google Docs/Sheets/Slides.

1. Save your file to OneDrive or SharePoint
2. Share with colleagues (Share button in top-right)
3. Multiple people can edit simultaneously — you'll see their cursors and changes in real time

4. AutoSave (top-left toggle) must be ON for real-time co-authoring

Blue Ant Media | Quick Reference | Page 3



TIP
For co-authoring to work, AutoSave must be enabled and the file must be stored in OneDrive or SharePoint
(not on your local C: drive). If you see "Upload" instead of "AutoSave," save the file to OneDrive first.

Need help? Contact m365support@blueantmedia.com or visit the M365 Help channel in Microsoft Teams.
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