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01 5CIQUS::H\Jﬁ Objectives
o donladnlwatanastiulu OneDrive uaslwalanostiuuu SharePoint
e 30A1s AUK au uazAAulwdauu OneDrive [dogvilus:zuu
o wsswatRautuua:uonovAnsdIuavA ans Ua:dUKUAIYRLIKUNEW
o udlulonaissouAulazAAuaUUAduUKUNGY Version History
o BuAlwdon OneDrive ua: SharePoint aulndov wazdrsoviwataasarAeyla
o daKU2aAEISIU Document Library o Column ua: View ua:td Check out fiu Check in (d

» AV Rules tRudvidioutdotonanstu Library Dn1swasutlav

02 A3ULWIKUIY Target Audience
o WUAVIURGDVLAU WS uazuAlutonanssouAuiuuu Microsoft 365
o §SANS 1@UIUNTS UaUs:a1uvIURQLAlONaISNaYovENY
» KoKUNUAdovArsTRAULAULonastdustuuLasLsSag1vUaaany
o QRd19970 File Server k3olasWnawunts Microsoft 365

03 ALAUYIVKANGQAS Highlights
o $3IWaTKuAUATKU OneDrive d1KSUVIUAUAD SharePoint §1HSURL
o ussagnvlaaasis vd dn5 JUKUAOTY La: Manage access
« 1@AA1SAAAKIW Document Library wSau Column ua: View
o liuaTwasuau Check out, Check in wa:n1sdvAi0assU

« avijanaaadu Workshop s:zuudalfiulonaisvoveie
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04 ﬂ:)‘lU%\ﬁUg):‘lU Prerequisites
o BRouwalnasuazt3ulusiisosiandav
» 183 Word, Excel K30 PowerPoint U101y
o [UeyE Microsoft 365 vavarvuiukdoanuAAWALE OneDrive wa: SharePoint (G

o DansuAlulu SharePoint site ag1vlouklvlsddrsuiln KSouatRquas:uuasv{Iaourun

05 FvAdaviasSvuuatlASaviio Setup & Tools

s19AS s1gaxdya

auasai Notebook (Windows ko macOS) 18audasutnasiiia

UeyBAts Uey8 Microsoft 365 vouirviukSoanuAnwIYORIEuU

uauwalasdu Buusidsassuanda ual OneDrive uulaasfiad was Microsoft 365 apps
Wuiila SharePoint site AFiBuulansuAly drsuasv Library uazdvan

waidla galonais Word, Excel ua: PDF doag1vdiHsuna Lab

KUIBLKQ: USUUSUTKUT 2026 guAusudy: Wasuankn OneDrive for Business wuutduuntd OneDrive uuiSuuaziol
Microsoft 365 Copilot UaaUu thunisdisovlwalaas Add shortcut to My files n1s3akuoatonaisdos Column ua: View
ua:t3 Rules k3o Power Automate unu SharePoint Alerts i Microsoft g@inistviutull 2026 kangastiunsifuuas
Sansionans SvlidrAukdngas Microsoft 365 OneDrive & Teams Builiuusauaznisussyy uaslidounisasivuazusuudy
[sdgvagturangas SharePoint Online for Power Users JiSsuldueys Microsoft 365 wavautov Wivasuvagudunuansi
Hauas:uullalh KNPauav Microsoft 365 Wasuuow LHoK13193v100$3UaEa AU FUDUSY

06 ATNWSIVAISISU 1 IU Big Picture

Ju KoUoKan

Bavtd OneDrive fiu SharePoint chvAuagvls, SansuasAAuwWauu OneDrive, ussiwatinuluuauanovAnsagv
Section 1-5 Uaaasne, uAlusouduua: Version History, Budlwduazdisovlwataasuutndov

BIvu1Y SharePoint site ua: Document Library, 9axu2atonaisads Column ua: View, Check out Au Check in ua:
Section 6-10 AsAvADaSEU, udidoudos Rules unu Alerts Luuldu ua: Workshop szuudatfiulonaisvavee
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daaistdnaisuu OneDrive ua: SharePoint . sou
(doH1ASoUSL - Section 1-6 6 59luv

o OneDrive Aiu SharePoint tAulWaRTKua

unuNYav OneDrive, SharePoint wa: Teams unsiiuwduov Microsoft 365
WavudoudaAulwduoviu ndsogilku uasikanaljovkay

wWlgviurtuuad Microsoft 365 Copilot uutdu uazkiWdargomakuiusa
Lab: d1529 OneDrive ua: SharePoint site yavaulov

Lab: danisuazAAulwauu OneDrive

agwlwalaos aulkaa d19 uazAcaanlwg soudvdrewalulduu SharePoint
yUUoY Home, My files, Shared ua: Favorites A1sAukILaznsavwa
asoowuRsaLiu aulwd uazAAun Recycle bin

Lab: salasvagivlwaloasviuuazAAulwanaulu

Lab: ussiwatkautuuwazuonavdAns

UszlAnavs: lawizAuis:y AutuavAns ta:AuRDAN50g1AD
ansudluksoqoguidad Jukuaany waznrstanisaroulkaa
usstRAuuanavAnsawuloulsAgquas:uufIkuQ

Manage access: 01s2931lASINAVIG uazuAIEAAISULS
Lab: usswataasiRgsuntsuanwsouukuaong

° Lab: uAlusouAuuas Version History

Co-authoring Tu Word, Excel ua: PowerPoint uutjuuazioliaarniiol
Comment wa: @mention WouauKw18vIUTULOnas

Version History: g31tAsuAa:ls uasAAuagufauKkin

Lab: uAlutonaissouAuudodounduadufoukiin

a Lab: Bvalwauazdisaviwalaoas

AvAUaU OneDrive uutA%oY La:ls Files On-Demand Usskgawun
drsovlwalaas Desktop, Documents ua: Pictures Ju OneDrive

Add shortcut to My files: Un Library vovAuuiidtu OneDrive wazuutn3ov
anmusAsBuA wasdsuAlayrWasvATTaRWU oY

Lab: W Shortcut wav Library Auuazualwdontadov

a SharePoint site la: Document Library

Team site ilu Communication site cinvAuagvls
douusznouvavlsd: Kliusn Documents, Site contents LazlwyuINI
Document Library chvoalwataastu OneDrive agnvls

Lab: 8Ulkaalonanstdn Library vovAuUa:ussavAtiiiiausouviu
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daa1stoaaisuu OneDrive ua: SharePoint . sov
WoK1A1sausy - Section 7-10 (dd) 6 Boluv

Lab: 9aKkuoalanaisaas Column ua: View

3 Column unulwaloasdoukalgdu U UsslAnonans aniu: LasySuRasou
Wy Column wuu Choice, Date la: Person udonsandoyaltuuaisiv

asv View fnsav dandu uaziSevdoya uaouuinlRiuls

Lab: 90 Library 1onansyaveadoy Column ua: View

a Lab: Check out, Check in uazn1savA29$8u

Walanastsd Co-authoring ua:tlalanas Check out

Check out AauudAly uas: Check in wauuduiinAa5uU1e

AvA" Library tRdov Check out LazfKkuasuouassuRtauls
Lab: Check out uslu Check in udaasaaus:=3a100ssu

a Lab: udvidauasy Rules unu Alerts wuutau

SharePoint Alerts gngan1stdvIundd uazavatsunu

asv Rule udvidioutdodwatky WagauAly kdarA1tu Column Wasu
$9n Power Automate d1ksunisudvidiounsdugoundi Rules

Lab: dv Rule usvisuiasauljoaniuzlonaisiasu

n Workshop: stuudatAulonaisuaviie

Workshop: 9oauuu Library onaisvoviigwsou Column, View ua:zans
grotonaisonlwalaasiautdn Library uazdv Rule udvidiou
usStonarstRyiAuadovAIguanNag1VUa0nY

n1vidan: 13 Copilot asUonaisiioovAnsiandtdviu
asduuouguanisiiuuazisslonaisaiisuavAns
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07 18yuduudaldacls outcomes
o tAulWdgni OneDrive fiu SharePoint t3dwAuaE1vls
o uss$adrwlaaany avA Ans UAzIUKUODIEYALKUA=EY
« linaslw&dk1a Version History ua: Recycle bin
« fvuduiwduuadov Sync, Files On-Demand ua: Shortcut
« dadnaisnalvyaviu Library, Column, View Lla: Check out

» $nuarswWasuudav Rules udvidioutu Library

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o loAaIsUsnouUAISaUsLLasATaduaaunstd OneDrive ua: SharePoint
o yalwddegtvdksuna Lab ua: Workshop
o Checklist nsussiwdognvdaosaduuaziuanivoantuu Library lonaisvoviiy

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— - -

2./n$28 uAYID InensyovaniUuloAdibuaaounisdanisionaisuu Microsoft 365 91nUeykIAALYIULEDSY NulWd
KanwauuluAu MsussansndnuiAull uazn1skionaisliioe Wulk§SsuavioluveyBuavauloviia:duaou wSouasuly
IKanavovAIsAvALdazuy WalRur[Uovs:uulonaisvavidelanud

s1A1A10USU 6,500 uan/i1u - auls IN-HOUSE walutauasinn

6,500 UN /i @olusou vaT 7%)
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