
Microsoft Teams Training

Training Methodology

This course uses a hands-on, interactive approach to teach participants how to effectively use

Microsoft Teams for communication and collaboration. The methodology includes:

- Instructor-led demonstrations: Real-time walkthroughs of Teams features and functions.

- Hands-on practice: Participants will create teams, channels, and collaborate using Teams' tools.

- Group discussions: Sessions to explore best practices for communication and team management.

- Case studies: Analysis of successful use cases in different business environments.

- Feedback sessions: Continuous feedback to ensure participants can utilize Teams efficiently.

Course Overview

The Microsoft Teams course is designed to help participants master the platform for streamlined

communication and collaboration. Participants will learn how to create and manage teams, schedule

and conduct meetings, integrate with other Microsoft 365 tools, and use Teams for project

management. This course is ideal for professionals who want to improve their remote or hybrid work

setup and foster better teamwork within their organization.

What You Will Learn

- Navigating Microsoft Teams: Understanding the interface and core functionalities.

- Creating and Managing Teams: Setting up teams and channels for effective communication.

- Scheduling and Managing Meetings: Using Teams for virtual meetings, webinars, and live events.

- Integrating with Microsoft 365: Connecting Teams with Outlook, SharePoint, and other apps.
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- Managing Files and Collaboration: Using Teams for file sharing and real-time collaboration.

Who Should Learn

- Office Professionals: Individuals who use Teams for daily communication and collaboration.

- Team Leaders and Managers: Those responsible for managing remote or hybrid teams.

- Project Managers: Professionals who coordinate projects and need a central platform for

communication.

- HR and Training Coordinators: Those who organize virtual meetings, training sessions, and

onboarding.

- IT Administrators: Individuals who manage Teams' setup and integration within the organization.

5 Training Modules

Module 1: Introduction to Microsoft Teams

- Overview of Teams' interface and features.

- Creating and customizing teams and channels.

- Managing team settings and permissions.

Module 2: Scheduling and Managing Meetings

- Setting up and conducting virtual meetings and webinars.

- Managing meeting roles, breakout rooms, and recordings.

- Using meeting tools like chat, reactions, and polls for engagement.
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Module 3: Collaboration and File Management

- Sharing and co-editing files within Teams.

- Using cloud storage integration for seamless file access.

- Best practices for organizing and managing shared documents.

Module 4: Integrating Teams with Microsoft 365

- Connecting Teams with Outlook, SharePoint, and OneDrive.

- Using Planner and Tasks for project management.

- Integrating third-party apps and bots for enhanced functionality.

Module 5: Advanced Team Management and Security

- Managing user roles, permissions, and guest access.

- Setting up data retention and compliance policies.

- Best practices for maintaining security and privacy in Teams.

Conclusion

By the end of the Microsoft Teams training course, participants will be equipped with the skills to use

Teams as a central hub for communication, meetings, and collaboration. They will be able to create

effective virtual workspaces, manage meetings, and integrate Teams with other Microsoft 365

applications to boost productivity. This course is ideal for those looking to streamline their

communication processes and foster a collaborative work environment.
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