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Microsoft Office 365 OneDrive & Teams
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Topic A: Introducing Office365 Overview

Introducing Cloud computing & Office 365

2

Login & Navigating around Office365

2

Topic B: Overview OneDrive for Business (Web & Mobile)

»  Create Folder & Create online document
= Overview Microsoft Word/Excel/PowerPoint Online
= Open and Edit Document
= Upload/Download/Delete/Restore File
# Share a document & setting permission
= Version History
= OneDrive Mobile Overview
=« Overview OneDrive for Business desktop application overview
o Sign-In Office365 Account to Microsoft Office Application
o Save-Open File from Online (OneDrive) by Word/Excel/PowerPoint Application

Topic D Overview Microsoft Teams (Desktop App, Mobile)

»  Overview Microsoft Teams

» Chat/Conference

Chat & Video Conference
Share Document in the meeting
Transfer call

Record meeting

Add People

o Voice mail setting
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= Schedule Online Meeting
Microsoft Teams Live Event

2

Team group

2

o Create/Join Team Group
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Manage Team

File corroboration in Team group
Delete/Restore File from Team group
Post Information in Team Group
Team group online meeting

Create Channel

Manage Channel

Delete Team Group

=  Microsoft Teams Mobile Overview
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