
 

Audience 

Educators who are interested in using the same suite of tools that the business world has come to 

expect for effective communication and collaboration with their students and other educators. 

Description 

Office 365 provides access to familiar Office tools from virtually anywhere – including free e-mail, 

shared team sites, online document editing and storage, instant messaging, and video  

conferencing for students, faculty, and staff. In this training, educators will learn how Lync provides 

a media for meeting virtually: for parent conferences, for team or student meetings, or to just touch 

base with struggling students. They will also learn time saving ways to make Outlook and Calendar 

work for them; and strategies for staying organized, easily sharing files, and using OneDrive’s Office 

Web Apps. 

Details 

Lync is the 24/7 solution to real collaboration and communication, preparing students for the work 

place while brainstorming, sharing documents, polling for formative assessment, using audio/video 

conferencing and more. Work with your students and other classes around the world. Educators will 

be comfortable with using this conferencing tool after this professional learning experience. 

The ability to effectively communicate has never been more important than it is today. This has 

grown from just using e-mail messages to real time communication. Along with effective 

communication comes the need to stay organized. Complimenting Lync, Office 365 provides the 

perfect tools to manage these skills with Outlook, Yammer, People, and Calendar. 

As a finale for this introductory training, educators will see how OneDrive for Business is the answer 

for document storage, an effective collaboration tool for working together on projects, managing 

student portfolios, and housing content and curriculum – making this a great solution by using 

cloud versions of Word, Excel, PowerPoint, and OneNote. 

Agenda Topics 

Overview of Office 365 

Outlook 

Creating New Messages and Folders 

Creating Favorites and Rules 

Calendar Features 

Creating Meetings and New Contacts 

Office Online 

OneDrive for Business & Office  

Online Features 

Managing, Sharing and  

Receiving Files 

Power of Lync 

Options and Tools 

Posting Messages or a Status 

Adding a Contact 

Communicating with IM 

Starting a Meeting and Inviting 

Others 

Recording Meetings 

Making Appointments and  

Sharing Files 

Yammer 

Basic Features 

Creating Groups 

Editing Group Settings 

Following People 

Staying Organized With Inbox 

Microsoft in Education 

www.microsoft.com/education  

Microsoft IT Academy  

www.microsoft.com/itacademy 

Microsoft Education Network  

www.pil-network.com 

Microsoft in Education Training Provider Program 

www.piltrainer.com 

For help locating a Microsoft in Education training provider in 

your area OR to become a Microsoft in Education training 

provider, e-mail piltrainer@microsoft.com. 
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