Microsoft 365 for End Users

This Office 365 training teaches end users how to maximize efficiency
and effectiveness with SharePoint, Outlook, Teams, and more. Learn
how to navigate Office 365’s interface, manage its tools and
applications, communicate through Outlook and Teams, and

collaborate using SharePoint, OneDrive, and OneNote.
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STUDY PLAN

WEEK 1

WEEK 2

Microsoft 365 Apps Overview

Introduction

The Office 365 Portal
Planner

To Do

Lists

Forms

Sway

Yammer, Delve, Whiteboard, Stream, and Bookings

Teams Overview

Overview

Introducing Microsoft Teams
Conversations and Chats
Sharing Files

Voice and Video Calls

Online Meetings

Notifications and the Activity Feed

OneDrive for End Users

Overview

Introducing OneDrive
Manage Your Files

Set Sharing Permissions

Sync Files for Offline Access
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https://cbtnuggets.com/it-training/microsoft-office/office-end-users

WEEK 3

SharePoint for End Users

Overview

Introducing SharePoint
Discover Content

Use a Team Site

Edit a Team Site

Work with Documents

Create a Team Site

Outlook Mail for the Web

Overview

Introduction

Send and Receive Emails

Flags, Categories, and Folders

Searching, Sorting, and Filtering

Contacts and Contact Lists

Signatures and Templates

Automatic Replies, Rules, Sweep, and Ignore

Allow Somebody Else to Manage Your Mail

Outlook Calendar for the Web

Overview

Find Your Way Around

Use My Day and Board View
Work with Appointments
Share and Add Calendars

Schedule Meetings
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Manage Somebody Else's Calendar

Excel for the Web

Overview
Supplemental File

Get Started

Enter Data and Apply Basic Formatting

Work with Formulas
Insert Charts and Graphs
Use Lists and PivotTables

Share and Collaborate

Word for the Web

Overview

Supplemental File

Get Started

Apply Basic Formatting
Check Spelling with Editor
Use Tabs and Tables

Work with Longer Documents

Share and Collaborate

PowerPoint for the Web

Overview

Introducing PowerPoint for the Web
Build the Presentation

Work with Text

Pictures, Shapes, Video, and More!
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WEEK 4 75 min.

Collaborate with Co-Workers 9
Animate Your Slides 7
Deliver the Presentation 11
OneNote for the Web

Overview 1
Introduction 2
Structure Your Notebooks 10
Work with Text 10
Incorporate Other Content 11
Share Notebooks and Collaborate 12
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