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Microsoft Office 365 for End Users

Learn via: Classroom

Duration: 1 Giin

Overview

Office 365, kuruluslara aralarinda Outlook Online, Office Online Apps, Teams ve OneDrive'in da bulundugu bir dizi kurumsal uygulama sunmaktadir. Bu
cevrimici ¢zUmlerin kullanim alani da Microsoft Office ile aralarindaki arayliz sayesinde daha da genis bir kapsama yayilmaktadir.

Bu 1 ginlik egitim, su anki Microsoft Office kullanicilarinin Office 365'de bulunan fonksiyonlari anlamalarina yardimci olacak sekilde tasarlanmistir.
Katilimailar Cevrimigi Office Uygulamalarini, OneDrive ve Teams'i bir bulut ortaminda kullanacaklardir.

Prerequisites

® Bu egitime katilanlarin Microsoft Office ve Outlook 2007-2019 konusunda bilgi sahibi olduklari varsayilmaktadir.
e Office Urlinlerinden herhangi biri konusunda derinlemesine bilgi sahibi olunmasi gerekli degildir.

Who Should Attend

Office 365'deki her bir uygulama hakkinda daha ayrintili bilgi sahibi olmak isteyen katilimcilar, ilgili uygulamaya 6zel egitime katiimalidirlar.
Office 365'i kullanmasi gerekecek ve bu uygulamanin dzeliklerini anlamasi gereken son kullanicilar.

What You Will Learn
Delegates will learn how to

® Understand 'The Cloud' and Office 365 Applications

® Use Outlook Online to work with email, calendar, people and tasks

® Understand how to work collaboratively with Office 365 through Teams and OneDrive
® Use Groups and work with content through Delve

Outline
Lesson 1: Office 365 Overview

Introducing Office 365

Identify and outline the component products in Office 365
Navigating around Office 365

Updating your Profile in Office 365

Lesson 2: Using the Outlook Online Application

Overview of Outlook Online

Working with email

Using the Calendar

Shared Calendars

People (Contacts)

Tasks in Outlook Online

Setting Outlook Options, Signatures, Rules, Automatic Replies

Lesson 3: Using Microsoft Teams

® [ntroduction to Microsoft Teams
® (Creating Teams and Channels
® Conversations
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® Tabbed Pages and Third Party Apps
® Meetings

Lesson 4: Working with OneDrive for Business

® What is OneDrive for Business
® Navigating around OneDrive
® Accessing Content in OneDrive
® Using the Office Online Apps

Lesson 5: Using Groups

® |ntroduction to Groups
® Collaborating Using Groups

Lesson 6: Delve

® Getting to Content using Delve
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