Microsoft Teams Training

Course duration

e 1day

Course Benefits

Learn to how to use and customize channels.
Learn to post messages in channels.

Learn to manage messages and files in a channel.
Learn to use the wiki.

Learn to use chat and meetings.

Learn to manage files.

Learn to edit Office 365 profiles and team settings.
Learn to add apps and bots to Teams.

Course Outline

1. Collaborating with Teams

1. Overview of Microsoft Teams

2. Converse and Share in Teams

3. Call and Meet in Teams

4. Collaborate with Office 365 Apps and Teams
2. Configuring Teams

1. Configure Teams

2. Configure Channels

3. Configure Tabs

Class Materials

Each student will receive a comprehensive set of materials, including course notes and all the
class examples.

Class Prerequisites

Experience in the following is required for this Teams class:
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e Competence in at least one of the primary applications in the 2010, 2013, or 2016
edition of the Microsoft Office suite (Word, PowerPoint, and/or Excel) and also
competence in using the locally installed version of Microsoft Outlook 2010, 2013, or
2016 for email and calendaring.

Experience in the following would be useful for this Teams class:

e Any familiarity with the Office environment.
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