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Microsoft 365, Adoption Workshop 
 
Course Duration: 1-day; Instructor-led  
Time Schedule: 9am-5pm 
Lunch: 1:00pm- 2:00pm 
Morning Tea-break: 10:30am-10:45am 
Afternoon Tea-break: 3:30pm -3:45pm 
 
 
WHAT YOU WILL LEARN 
This course is intended for Digital Champions who are leading the digital transformation with 
Microsoft 365 for the organization. 
 
This one-day instructor-led workshop is going to lead you and your organization with the knowledge 
and skills to productively utilize Microsoft 365 – so that you can use it so you can start setup your 
email, sharing documents, and more.  
 
You’ll learn how to get started with Microsoft 365 adoption journey with your team, as a Digital 
Champion. Also help to set up and use Microsoft 365 with you team members - on your computer, 
phone, and tablet. 
 
 
TARGET AUDIENCE 
This course is also intended to provide Technology-Influencing Business Decision Makers (TIBDM) in 
need of gaining an understanding of how Microsoft 365 can increase employee productivity, share 
information easily and complete tasks faster. 
 
 
PREREQUISITES 
It is assumed that attendees on this course are familiar with Microsoft Office or Office 365; and 
understands Microsoft 365 as a cloud subscription. In-depth exposure to any of the Microsoft 365 
products is not required. 
 
 
METHODOLOGY 
Hands on creation and lab exercises with simple case study.  
 
 
COURSE OUTLINE 
 
 
Module 1: Get Started, with Microsoft 365 
Identify and outline the component products in your Microsoft 365 account.  
• What is Microsoft 365 
- Sign in to your Office 
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- Download and install Office apps  
• Mobile 
- Work from anywhere 
- Get apps on your phone 
• Security and Compliance 
- Secure your accounts with Multi Factor Authentication (MFA) 
- Set up two-factor sign-in on your phone 
 
 
Module 2: Get Collaborate 
Use Outlook and Teams together.   
• Outlook 
- Open Outlook and add your account 
- Explore Outlook Online 
- Setting Outlook Options, Signatures, Automatic Replies and Rules 
- Using the Calendar  
• Teams 
- Working with chats,  
- Creating departmental teams, or project channels. 
- Create an org-wide team 
- Meetings and conferencing 
- Live events with Teams 
- Add a poll to your Teams channel or chat 
 
 
Module 3: Store and Share Files 
Overview of sharing business files.  
• Sharing, overview 
• Where to store files 
- SharePoint 
- OneDrive 
• Securely share your files  
 
 
Module 4: Productivity Apps 
• Forms 
- Create a new Survey 
- Send a Survey to get responses 
• Planner 
- Plan an event 


