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Overview

This one-day course is designed to provide end users with a comprehensive introduction to SharePoint
Online, Microsoft's powerful collaboration platform. Participants will gain a solid understanding of
SharePoint components, site roles, and essential functionalities for effective document management
and team collaboration. Through hands-on exercises and practical examples, attendees will learn how
to work with lists and libraries, add columns, create views, and navigate the key features of SharePoint
Online.

You will discover and understand:

e \What SharePoint is and how it fits into Microsoft Teams and Microsoft 365.

e Key benefits of SharePoint.

What is a SharePoint Site and what is the difference between a Team Site and a Communication
Site.

SharePoint Document Libraries and Microsoft Lists.

SharePoint Document features including versioning, metadata and co-authoring.

SharePoint Pages, News, Events and Spaces.

Extended SharePoint functionality via apps.

SharePoint permissions and sharing with people inside and outside the organisation.

Microsoft Search to discover information within SharePoint and across Microsoft 365.

This course is designed for users who are new to, or have basic skills with, SharePoint and want to
understand SharePoint and be able touse SharePoint.

Prerequisites

e A basic understanding of Windows 7 or higher.

e Experience using Internet Explorer 11 or equivalent browser.

e Fundamental experience with Office 365 is recormmended, including login and navigation
around the service.

e A basic knowledge of Office applications (Word, Excel, Outlook).

Learners attending via Virtual Classroom or Attend From Anywhere events will need to use
remotely hosted computers and/or InPrivate/Incognito/Google Guest/Microsoft Edge Guest
browsing mode to access our SharePoint environment.
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What You Will Learn

e Understand SharePoint and how SharePoint can help you, your team and your organisation in a
collaborative working environment.

e Understand SharePoint and relationships to other Office 365/Microsoft 365 products including
Microsoft Teams.

e Understand Sites and differences between Communication and Team sites.

e Understand Site components including:

Pages

Navigation

Lists

Libraries

Spaces

Work with documents inside SharePoint including metadata and co-authoring.

SharePoint sharing inside and outside the organisation.

Search and discovery of content within SharePoint and Office 365.

SharePoint site settings and next steps.
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Please note that due to the dynamic nature of Office 365/Microsoft 365 some content may change
without notice.

Module 1: Introduction to SharePoint Online

e Overview of SharePoint Online
e Key Features and Benefits
e Understanding and Exploring SharePoint Navigation and Components: sites, libraries, lists, and

pages and spaces

e Understanding site roles and permissions
e Guided Activities and Hands-On Exercises

Module 2: Working with Lists Apps

Understanding SharePoint Lists

Adding, Editing, Deleting and Restoring List Items
Sorting, Filtering and Grouping Data

Guided Activities and Hands-On Exercises

Module 3: Working with Library Apps

Understanding SharePoint Library apps

Adding, Editing, Deleting and Restoring Documents
Sorting, Filtering and Grouping Documents

Link to Document

Adding and Modifying Columns

Guided Activities and Hands-On Exercises

Module 4 - Create and Manage Views

Introduction to Views

Creating Personal and Public Views
Customizing View Settings

Guided Activities and Hands-On Exercises

Module 5: Manage Content

Implementing Alerts and Notifications

Live Co-Authoring

Check-In/Check-Out Functionality

Understanding and Implementing Document Versioning
Basic Search Functionality

Guided Activities and Hands-On Exercises

Module 6: Microsoft Teams Integration with SharePoint and OneDrive

Overview of Microsoft Teams

Integrating Teams with SharePoint
Integrating Teams with OneDrive
Collaborative Features and Best Practices
Guided Activities and Hands-On Exercises
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