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Microsoft365 is a cloud-based office software solution offered by Microsoft Corporation
which includes Office, Calendar, Teams, OneDrive, and SharePoint, among others.
Microsoft365 provides rich functionality and tools that offer users a more efficient,
intelligent, and secure working environment. With Microsoft 365, users can easily deal
with documents, email, scheduling, file sharing, and collaboration.

This course aims to provide comprehensive Microsoft365 training to learners, helping
learners to learn how to use the main applications in Microsoft 365, including Office,
Calendar, Teams, OneDrive, and SharePoint. The course will cover various topics,
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including basic operations of applications, advanced features, data analysis and
reporting, and collaboration and communication tools.

The Office section includes the three commonly used applications: Word, Excel, and PPT.
This course will introduce each program's basic operations and format design, paragraph
and text processing, outline and assistive functions, layout design and typesetting skills,
cell formatting and formulas, statistical analysis and data visualization, data analysis and
reporting, slide design and production skills, visual effects, and animation effects,
presentation skills, PPT templates, and theme selection.

The Calendar section will introduce how to manage calendars and contacts in Outlook,
arrange appointments, meetings, and events, and master other advanced features of
scheduling while providing best practices for time planning and productivity.

The Teams section will introduce how to set up and customize teams, collaborate in
Teams and Channels, use SharePoint Libraries in Teams, improve team communication
and collaboration, and host Teams meetings, while providing an overview of Teams and
SharePoint integration.

The OneDrive section will cover how to sign in to OneDrive, upload and save files and
folders to OneDrive, file and folder management in OneDrive, and collaboration, sharing,
and access control in OneDrive, while providing advanced features of OneDrive and
using external application integrations with OneDrive.

The SharePoint section will cover how to log in to SharePoint, create and access
SharePoint sites, add lists or document libraries, add site members, collaborate and
share, version history and recovery, and synchronization with OneDrive.

The goal of this course is to provide foundational knowledge and advanced skills for
Microsoft365 applications. These skills help increase user productivity, enable more
efficient collaboration and effective communication, and help users better manage data
and documents in their work.
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English version outline

Microsoft
Office

Word Basic operations

Formatting

Paragraph and text processing

Outline and assistive features

Layout design and typesetting techniques
Excel Basic operations

Cell formatting and formulas

Statistical analysis and data visualization

Data analysis and reporting

Data processing and chart making
PowerPoin | Basic operations
¢ Slide design and production techniques

Visual effects and animation effects

Slide presentation and sharing techniques

PPT template and theme selection
Outlook Manage calendars and contacts in Outlook

Outlook calendar operation

View contacts and organize contacts

Contact grouping in Outlook

Create tasks and set reminders

Schedule appointments, meetings, and events

Outlook calendar terminology

Share calendars

View and use Outlook calendar

View all schedules

Collaborative functionality
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Quick event recording

Calendar

Overview of Outlook
calendar

Understand the Outlook
calendar interface

Navigate your calendar

Customize calendar views

Set up schedule for the
first time

Create and edit personal
calendar

Select and adjust calendar views

Add and edit schedules

Learn how to use categories to
help organize your schedule

Schedule invitations

Invite others to participate in
schedules and meetings

Plan meetings and create
scheduling

Determine participants'
available time

Send invitations and manage
responses

Master other advanced
features of the schedule

Create repeating schedules and
exceptional dates

Add schedules and meetings
owned by others to your
calendar

Export or import schedules to
other calendar applications

Set reminders and alerts for
schedules

Best Practices for Time
Planning and Productivity

Develop time management
strategies

Elaborate on best practices for
time planning

Optimize schedule timing and
meeting workflow

Discuss other related
productivity tools and
recommendations

Teams

Set up and customize
teams

Create a team

Manage team settings

Customize the appearance of
the team

Add apps and features to the
team

Use team templates
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Collaborate in Teams and | Send messages and learn chat
Channels and meeting functions

Label and filter messages

Collaborate within the channel

Set up channels (public or

private)
Use SharePoint Libraries Add a SharePoint site to Teams
In Teams Use SharePoint document library
in Teams
Click to pop up Teams
conversation
Improve team Use Teams communications
communication and tools

collaboration -
Collaboration tools

(collaborative editing, file
sharing)

Version control and history

Integrate Planner or ToDo for
task management

Learn Teams external invitations

Host Teams meetings Create Teams meetings

Join and end Teams meetings

Use meeting control and screen
sharing

External member access

Overview of Teams and Show SharePoint content in
SharePoint integration Teams

Manage SharePoint document
libraries and files in Teams

Centralize and simplify
management

Joint Teams and SharePoint
solutions

OneDrive | Sign in to OneDrive Access OneDrive

Log in to your OneDrive account

OneDrive personal homepage

Upload and save files and
folders to OneDrive

Upload a single file

Bulk upload files and folders

Save files to OneDrive

Backup files automatically

File and folder Manage files and folders in
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management in OneDrive | OneDrive web pages

Manage files and folders on local
computers

Manage files and folders on
mobile devices

Synchronize OneDrive files and
folders

Collaborate in OneDrive Edit files in Microsoft Office

Edit files in a web browser

Video conferencing and chat
features

Edit files simultaneously

File sharing and access control

Advanced features of Version control and history
OneDrive

Automate tasks and processes

Use search to quickly find files

Integrate OneDrive with external
applications

Data analysis and reporting in
OneDrive

SharePoint | Sign in to SharePoint Access SharePoint site

Log in to your SharePoint site

SharePoint site homepage

Create and access Create a SharePoint site
SharePoint sites

Navigate to SharePoint site

Delete a SharePoint site

Access a SharePoint site

Use SharePoint sites Add list or document library

Create a list or document library

Modify list or document library

Delete a list or document library

Add site members

Add members

Delete members

Assign permissions

Share and collaborate Share files and links

Collaboration tools

Version history and recovery

Synchronize with OneDrive

Overview of integrating Teams and SharePoint
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