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Microsoft Office 365 - Part 2

MICROSOFT APPS AT
LUMIFY WORK

Lumify Work is your best choice

for training and certification in

any of Microsoft’s leading

technologies and services.

We’ve been delivering effective

training across all Microsoft

products for over 30 years, and

are proud to be Australia's and

New Zealand ’s first and largest

Microsoft Gold Learning

Solutions Partner. Join more than

5,000 students who attend our

quality Microsoft courses every

year.

LENGTH

1 day

WHY STUDY THIS COURSE

T his is the second part  of  Microsoft  Off ice 365, Microsoft ’s cloud-based

off ice software suite that incorporates online services with Off ice Online

and other Microsoft  tools.

T his course is intended to help Microsoft  Off ice 365 users understand how

to complete advanced tasks using its various apps and services. Topics

include f ile storage and collaborat ion with OneDrive and SharePoint ; using

cloud-exclusive tools such as Delve and Planner; and managing users and

security within Microsoft  Off ice 365.

You may also be interested in our Microsoft  Off ice 365 - Part  1 course which

covers Out look, Excel, Word, PowerPoint , OneNote, Skype for Business, and

Teams.

WHAT YOU'LL LEARN

At the complet ion of  this course you should be comfortable with:

You should also be able to perform administrat ive tasks (such as managing

users and groups within Microsoft  Off ice 365), manage domains, and use

the Security & Compliance Center.

OneDrive

Delve

Planner

https://www.lumifywork.com/
https://www.facebook.com/LumifyWorkPh/
https://www.linkedin.com/company/lumify-work-ph/
https://twitter.com/DDLSTraining
https://www.youtube.com/@lumifywork
https://www.lumifywork.com/en-ph/courses/office-365-part-1/


https://www.lumifywork.com/en-ph/courses/office-365-part-2/

 
ph.training@lumifywork.com

lumifywork.com

facebook.com/LumifyWorkPh

linkedin.com/company/lumify-work-ph

twitter.com/LumifyWorkPH

youtube.com/@lumifywork

END USER APPLICATIONS 

Microsoft Office 365 - Part 2

AMANDA NICOL

IT  SUPPORT  SERVICES

MANAGER - HEALT H WORLD

LIMIT ED

My instructor was great being able

to put scenarios into real world

instances that related to my

specific situation.

I was made to feel welcome from

the moment I arrived and the

ability to
sit as a group outside the

classroom to discuss our

situations and our
goals was

extremely valuable.

I learnt a lot and felt it was

important that my goals by

attending this
course were met.

Great job Lumify Work team.

COURSE SUBJECTS

Lesson 1: File St orage and Collaborat ion wit h OneDrive f or Business

TOPIC A: Gett ing Started with OneDrive for Business

TOPIC B: Collaborat ing Using OneDrive for Business

TOPIC C: Using Delve

Lesson 2: File St orage and Collaborat ion wit h SharePoint  Online

TOPIC A: Gett ing Started with SharePoint

What is OneDrive for Business?

Open OneDrive for Business

Add Files to OneDrive

Create Files

Organise Files

Delete Files

Use the Discover Feature

Share Files

What is Syncing?

Conf igure OneDrive for Business Sync

Sync OneDrive for Business to Your Computer

What is Delve?

Search Using Delve

Add Results to Favourites

Share with Delve

Use Boards
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Lumify Work
Customised Tra ining

We can also deliver and customise

this training course for larger

groups
saving your organisation

time, money and resources.

For more information, please

contact us on 02 8286 9429.

TOPIC B: Gett ing Started with Document Libraries

TOPIC C: Working with Document Libraries

Lesson 3 : Organising wit h Of f ice 3 65

TOPIC A: Working with Tasks

What is Microsoft  SharePoint Online?

What is a SharePoint Team Site?

Navigate to a SharePoint Team Site

Components of  a SharePoint Team Site

What are Document Libraries?

View a Document Library

Upload Files

View and Edit  Files

Create Files

Delete Files

Sort  and Filter a Document Library

Use the Checkout System

Share Files with Others

View File Version History

Roll Back File Version History

Delete Versions

What is Tasks?

View Your Tasks

Add Tasks
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TOPIC B: Gett ing Started with Planner

TOPIC C: Working with Planner

Lesson 4 : Managing Users

TOPIC A: Gett ing Started as an Administrator

Mark Tasks Complete

Delete Tasks

What is Planner?

View the Planner Hub

Mark Plans as a Favourite

View Plan Details

View Your Assigned Tasks

View Task Details

Manage Your Tasks

Create a New Plan

Add Buckets to Plans

Add Tasks to Buckets

Modify Tasks

Planner Views

What is an Administrator?

Open the Admin Center

Navigate the Admin Center

Use the Message Center

Use the Service Health Center
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TOPIC B: Managing Users

TOPIC C: Managing Groups

TOPIC D: Managing Resources

Lesson 5: Managing Securit y, Compliance, and Domain Set t ings

TOPIC A: Managing Domains

Add a User

Edit  a User

Reset a User Password

Delete a User

Add Contacts

Add a Group

Edit  a Group

Delete a Group

Create a Distribut ion List

Add Members to a Distribut ion List

Create Shared Mailboxes

Add Rooms or Equipment

View Sites

Change Site Sharing Sett ings

Add Sites

What is a Domain?

View Current Domains

Add a Domain
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TOPIC B: Security and Compliance

Add a Domain to Email Accounts

Open the Security & Compliance Center

Navigate the Security & Compliance Center

Create Alerts

Manage Alerts

Manage User Permissions for the Security & Compliance Center

Manage Data Loss Prevent ion Policies
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WHO IS THE COURSE FOR?
T his course is designed for intermediate-level users of  Microsoft  Off ice 365

and IT  Professionals who have some level of  responsibility for their

organisat ion or team’s Microsoft  Off ice 365 environment.

PREREQUISITES

T his course is designed for intermediate-level users. Students should be

comfortable using Windows and Google Chrome or Microsoft  Edge.

Students are encouraged to complete the Microsoft  Off ice 365 - Part  1

course before beginning this course.

The s upply of this  cours e by Lumify Work is  governed by the booking terms  and conditions . Pleas e read the terms  and

conditions  carefully before enrolling in this  cours e, as  enrolment in the cours e is  conditional on acceptance of thes e terms  and

conditions .
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