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Microsoft Office 365 Beginner

            

            
                
Learn Microsoft Teams - collaborate with Microsoft 365!

            

            
                

All courses available in-class or remotely.
To attend remotely, select "Remote East" or "Remote West" as your location on book now.

Microsoft Teams is the linchpin of the 365 platform. Learning to use Teams effectively and other key applications covered in this course, will enable you to get the most out this suite of tools. This course is particularly beneficial where organisations have recently rolled out Microsoft 365. Learn how to get the most out of this suite out applications.

Team collaboration, planning, file storage, editing and sharing. There is a lot of functionality available at your fingertips. Our Microsoft 365 Beginner course introduces Teams, ToDo, OneDrive, Planner, OneNote and Office Online, providing you a strong foundational knowledge. Detailed course outline below.
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                Learn to use Microsoft 365 effectively. Collaborate, plan, store, share and edit files.
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                                Try our short skills test and find out which course is right for you.
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                        What do I need to know to attend? 

                    


                    
                        
                            This is an introductory course designed for people new to Microsoft 365. This is course is appropriate for training post Microsoft 365 implementation.

                        

                    


                

            

            
                
                    
                          Office 365 Beginner  Learning Outcomes 

                    

                    
                        
                            	Work with Outlook Boards
	Create Rules and Signatures
	Create a Team
	Create a conversation thread
	Collaborate in Teams
	Review Activities in Teams


 

	Understand ToDo
	Use Planner to Assign Tasks
	Use OneNote
	Work with Office Online Suite
	Use OneDrive
	Understand Cloud Storage


                        

                    


                

            

        

        
            
                
                    
                          Office 365 Beginner  Course Content

                    

                    
                        	Introduction
	What is Microsoft 365?
	Our Scenario


	Starting your Day Effectively
	Outlook Calendar, To Do & Teams
	A system to manage Tasks and Events
	Opening Calendar
	Opening To Do
	Creating Meetings and Tasks
	Checking your Inputs in Outlook
	Checking your Activity Feed in Teams
	Creating a Task from a Teams Post


 

	Creating New Files
	Office Home Page, Word Online, Excel Online & Teams
	Using the Office Home Page
	Word for the Web
	Reusing content from other sources
	Using Editor
	Excel for the Web
	Creating new Documents from the App Launcher
	Creating a new Document inside a Team


 

	Working with Files
	OneDrive, Office Home Page & Teams
	Where do we store our “stuff”?
	What is OneDrive?
	Managing files in OneDrive
	Sharing Files from OneDrive
	Attaching Links to Files in Emails
	Files App in Teams
	Private Chat Files
	Files in Teams Channels
	Moving Files between OneDrive and Teams and SharePoint Libraries<
	Working with Files in the Office Home Page
	Searching for your Files


 

	Collaborating with Colleagues
	Teams & Outlook
	About Microsoft Teams
	Teams Chat
	Organising Chats
	Status Indicators
	Saving Posts and Chats
	Sharing Files in Chats
	Video and Audio Chats & Meetings
	Sharing Screens


	Collaborating with Colleagues (cont'd)
	Teams & Outlook
	Working Asynchronously
	Alerts in Teams for Urgent Work
	Private v Public Teams
	Channels in Teams
	Posts in Channels
	Mentions in Posts
	Organise Teams, Channels and Chats
	Collaborating on Files
	Scheduling Meetings
	Adjusting your Activity Notifications


 

	Collaborating with Customers
	Outlook
	Customizing actions in Outlook Mail
	Creating Rules for Emails
	Reuse of Content – My templates
	Signatures
	Creating Tasks easily
	Creating new Meetings from Emails
	Sending emails to Teams
	Searching instead of Filing


 

	Working with Tasks
	Outlook, ToDo, Planner & Teams
	Using the Todo App
	Using My Day
	Using Shared Task Lists
	Assigning Tasks to others
	Working with Planner App
	Creating a New Plan
	Buckets and Cards
	Using Planner in Teams
	Assigning Tasks with Cards
	Using Cards instead of messages
	Tasks from Todo and Planner in Teams
	Tracking the Status of your Plans


 

	Capturing Knowledge for Reuse
	OneNote & Teams
	Capturing Knowledge
	OneNote Online
	Creating Notebooks
	Creating Sections
	Creating Pages
	Using OneNote for Meetings
	Assigning Tasks from Meetings Minutes in OneNote
	Templates in OneNote
	Sharing and Exporting OneNote Notebooks
	OneNote in Teams
	Quick Notes for Quick Capture
	Searching for Captured Knowledge


 

	Finishing the Day
	Outlook & Teams
	Getting Current Awareness
	Process Final Inputs and Captures
	Prioritise for Tomorrow
Shutdown
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Valued by Individuals

            
                4.66 / 5

                Over 2325 Reviews 

            

        

    


        
            
                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                I am so grateful attending this training a I am learning lots of new skills.
I have no knowledge of the Microsoft 365 that provided lots of options. 
The trainer is very passion on delivering the training, very knowledgeable and understand the student have no skills like myself. 
                            

                            
                                Siti - Microsoft 365 Beginner Brisbane, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Steven was clear in instructions and was able to read the room and whether the class was ready to move on and if individual people needed extra assistance. I would be keen to attend a further specialised course in excel. It was a good overview of microsoft. 
                            

                            
                                Joann - Microsoft 365 Beginner Brisbane, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Steven was exemplary in his training, most informative, patient and thoroughly explained 365 to our capacity of learning and understanding.
Thank you!
                            

                            
                                Nadia - Microsoft 365 Beginner Brisbane, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Steven was engaging, knowledgeable and patient. An excellent training session, delivered by an excellent trainer.
Thank you!
                            

                            
                                Lynne - Microsoft 365 Beginner Brisbane, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Make it easy and FUN
                            

                            
                                Didier - Microsoft 365 Beginner Melbourne, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Good session for beginners. 
                            

                            
                                Harry - Microsoft 365 Beginner Melbourne, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Great
                            

                            
                                Sharon - Microsoft 365 Beginner Melbourne, 27 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Good and very accommodating 
                            

                            
                                Christina - Microsoft 365 Beginner Perth, 20 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                exellent
                            

                            
                                Geethani - Microsoft 365 Beginner Perth, 20 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                excellent
                            

                            
                                Brent - Microsoft 365 Beginner Perth, 20 Mar 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                Magda was easy to follow and kept the training interesting.
                            

                            
                                Bronwyn - Microsoft 365 Beginner Parramatta, 27 Feb 2024.
                            

                        

                    

                    
                        
                            
                                    
                                    
                                    
                                    
                                    
                            

                            
                                A great course and teacher Magda is amazing!
                            

                            
                                joelle - Microsoft 365 Beginner Parramatta, 27 Feb 2024.
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                                                	Power BI Brisbane
	Power BI Sydney
	Power BI Courses
	Project Beginner
	Excel Intermediate
	SharePoint Beginner
	PowerApps Beginner



                                    

                                

                                
                                    
                                        Top Workplace Courses

                                                	Office 365 Corporate Training
	Power BI Corporate Training
	Excel Corporate Training
	Project Corporate Training
	SharePoint Corporate Training
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	Make a Payment
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