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01 5CIQUS::H\Jﬁ Objectives
o WTousAstu Microsoft 365 uazidanidindoviatRiku1:AUYIU
o QuanUUao0AYYoLUrY3asen1sEugudIauLUUKaI8TUaDU
o Gadvua:tdviu Microsoft 365 apps NuuulAavLE:UUEU
» 90n1s3wa Ufnu s1edoRdada ua:viuRdavrittu Outlook [dagvidus:uu
e AU ussS uazAAulwWadou OneDrive agvlasase
o FoansuazUs:yuoouladdos Microsoft Teams

o nV1USOUAUUU SharePoint Team Site uazAkuadnsldgadov

02 A3ULWIKUIY Target Audience
o wunviusowWiARovAnsLUatS Microsoft 365 udduazaovnststRAUAN
o AS 019158 uazynanstuanuAnuIntdUeys Microsoft 365

oKUNADAdavAISIaS:UUIDAATSIA:A1SUSEUYDVAL

e

o fulofndavuuztirnisiduviu Microsoft 365 tRRt3luavANS

03 ALAUYIVKANGQAS Highlights
» USuusviklil 2026 Microsoft 365 apps Lazusn1ssudauu
» Outlook Wustuu 3wa Ufau Lazvuidovrintufidso
o 1anaadviwWauuuluu ussavdAonn OneDrive ua: SharePoint
» fiuavuauszyutuidas Microsoft Teams U0 ¥oUNY UasUs:EU

» l@Wunfuadulu Workshop dv Team, [ausis uazuwuviu
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04 ﬂ:)‘lU%WUg"lU Prerequisites

o BRouwolnas szuulaudnis Windows K30 macOS ua:dutnastiala

«» 18 Word K30 Excel tunuwugiula

o DU8yE Microsoft 365 vovArvIuKZaan UAAWIATS Outlook, OneDrive, Teams ua: SharePoint [d

» ansaadulusunsuuutadovn k3adadv Microsoft 365 apps [Braujuausu

05 FvAdaviasSvuuatlASaviio Setup & Tools

s1us
auasai
UeyBAts

wadwalasu

s19azldua

Notebook Windows k32 macOS Woudasutnasiiio wsaundavua:lulasiwu
Usy3 Microsoft 365 vavArviukdaanuAnuuavgiduu

Microsoft 365 apps, Outlook, Microsoft Teams uia: OneDrive uuladsiiod
woU Outlook, Teams ua: OneDrive uu iOS KSo Android (61i)

yalwad Word, Excel ua: PowerPoint GaagvdHsuna Lab

KUIBLKQ: USUUSUTRUT 2026 iguAusuduiavay Office 365: W33alaauu Microsoft 365 ua: Microsoft 365 Apps for
enterprise (Salau Office 365 ProPlus) Wasu Outlook Web App Wu Outlook on the web ua: Outlook sulkudksu
Windows da Lync Online, NewsFeed ua: Office on Demand AEaNTRUSATSLED LU MFA, ANSUESAVALUUAIKUQENS,
Loop components, Planner uazn1suufinfuaaanduaisus:su §issuldueyd Microsoft 365 yovArRvUKEoanuAnU
vavaulav WiwasuwadwduAuuwulaansngquas:uutdalr Copilot dovianstdviuuen Foualuazkinvauav Microsoft
365 Wasuuow 1oK13193v100$3UaE0 AU IUDUSY

06 ATNWSIUAISISYU 2 U Big Picture

u

Day 1
Section 1-6

Day 2
Section 7-12

KodaKan

AWsoU Microsoft 365 uasaoulasafguovleyE, Badv Microsoft 365 apps, saa1sdLwatu Outlook, UffAu
wasnstaus=yy, srwBoddadauazviundovri ua:ifufauussiwados OneDrive

wauazgovniu Microsoft Teams, Uszyuoaulau, SharePoint Team Site, nduazAisussogulasany, e
1oAa1S$SIUAUAU Loop ua: Planner ua: Workshop duviunriviuyoviu
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3wa ujiu uazlwavavdolov

(oK1n1sausy - Section 1-6

Sou

6 5oluv

o AWSsaU Microsoft 365 uazndiulaaansyavUys

910 Office 365 § Microsoft 365 wa:n1stgntuiusiu microsoft365.com
usaiskan: Outlook, OneDrive, Teams, SharePoint, Planner ua: Forms
guguddauuukateduaau (MFA) dos Microsoft Authenticator
Workshop: d1529usn1siovAnsuovgiseutdalnts

Lab: Gadvua:ls Microsoft 365 apps

Microsoft 365 Apps for enterprise c1vonn Office wuuBovraaevls
GadvonAKU Install apps wa:s1usuguasaifdadvld

woUuutAzov vutdu wazuuiofio wdau AutoSave av OneDrive

Lab: dadv avdatdnts uazdalwaddeosuoniadovautdu

Lab: 9an1sawatu Outlook

Outlook sutkudHsu Windows, Outlook on the web a: Outlook wuupalaan
Focused Inbox, Iwalaas, Category, Flag ua: Rules 3a3wwadaluld
ANSAUKIBWA a1eLdu A1saoundudalud uazaisuuulwaiduaved

Lab: AV Rules ua: Category tRndovoakulgyovauLoy

u Lab: Ujiuuaznisuauszyu

a$1iaK1Y UaKUE8T Lasn1sudvidou

UaUs:yudos Scheduling Assistant 90vRov wa:lWUavs Teams meeting
ussunnuuaslaugiuvovLiiousouvu

Lab: UaUs=guiuwsouvaviovuazaviussyuoaulad

a Lab: shgBagidiadauazviundavnii

People: wiugdacio Jandu ua=asiv Contact list
wWagudwanaaa1awuviulu Microsoft To Do
My Day ua: My Tasks d&1HSUVLNUVIUSIETU
Lab: as1vsrgnisviudssalandonndiuanasu

a Lab: tAvuazussiwadoss OneDrive

BuAlwddow Files On-Demand uazdisovlwataasanfsy
wssavAlLuuAIKuagSU andqrdauAly uassukuaany

Version history a1sdlwda1n Recycle bin uazAisgadnnisuss
Lab: usslwataasviuthnuudodwawassundouriin
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nvautduiuuu Teams wa: SharePoint
LoK1n1sausL - Section 7-12

Sou

6 5oluv

Lab: usauazgavnivlu Microsoft Teams

usadoudd usandu ua: Team Au Channel wuu Standard, Private ua: Shared
lwad aaundu @mention wa:n1sAvAIAISUDVLEOU

ufiu Files uaslwaniiuaguu SharePoint

Lab: a@$1v Team yavULWUAWSOUEDVNIVATURITDVIU

a Lab: Ustyuooulatidos Teams

AvAIRovsa (Lobby) wazunuingsafuguaua

wsSKUN99 WssSKUN1v PowerPoint Live ua: Breakout rooms
guiinaisUszguuanoaany (awuluulgyuovovAns)

Lab: daUssgudhaovwsauuntauauasuuinnisus:yi

a Lab: SharePoint Team Site

Team Site AU Microsoft 365 group ua: Team {u Teams
Document library, Folder, Column ua: View

KU1 News wa:zkin3uyoviiu

Lab: 9alausiStonaisuoviiudos Column ua: View

n Lab: &nsuasaisussagivlaaany

3n8 Owner, Member ua: Visitor vovlsd
wsslwatkynnaniguonuadondss:3u
UherAuaoudu (Sensitivity labels) LjoavAnsidals
Lab: asoodnsuovlausi3iazusunisussikikuizay

n Lab: uAlonaissouAu Loop ua: Planner

uA Word, Excel wa: PowerPoint wSaufiukangau wsou Comment ua: @mention

Loop components Tuusa Teams ua:3diwa Outlook
Planner Tu Teams: uWuviu Bucket uazn1s@iaaiuviu
Lab: 21vunulpsvansidntu Planner wasufionanssouau

Workshop: dviufiiiviuvavii

Workshop: dv Team w$augoun1v [ausi3lonans uasiwuviu
Frolwauuuntdsouauufuduavd uazasvuuuaauaiudos Microsoft Forms
Awsau Copilot Tu Microsoft 365 d1KSuRRTANSISUU

Checklist dJaanava1siviusouAuyaviy
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07 8gudULAddas(s outcomes

» WuayBodrvwlaaans MFA wa:zasdady Microsoft 365 apps

Outlook wWus:wyu Rules, Category, Ujnu ua: To Do

o usslwagn3ds dvr ans 1osFU uazASAAU

Ustguooulalldadav Teams Us:sy Untaua wazuufin
loaasivagndeo SharePoint [ausiSuazans

aawvIusIuAu Loop components wa: Planner

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o 10Aa1sUSENOUNNSOUSUASUNY 2 3U La: Lab Guide Rasduaau
« yalwd Word, Excel ua: PowerPoint diag1vadksuila
e Checklist nMsusswduazdoanavarsidviusouAuyoviy

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— -

2.4n$2d uARD dnensvovaniuulonsidoadou Microsoft 365 mnaaiuAIsaivIuUs=SIIUYaVEIIAVIU HISEUavo
AuUryBuavautaviuna Lab dvuddandavoakuie dadszsu wssiwe [UsudvdviWuRrviugoviu wsauasuiudindoviio

udaz@atsunzAuviunuula gisgudvinludsudsivuveviuldnui

s1A1A19USU 5,900 uan/riau - aulos IN-HOUSE walutauasinn

5,900 UN /i (@vlusou VAT 7%)

Q, 02-570-8449 (J 088-807-9770

Wutiiau
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