Microsoft 365 - Teams

Course code: MSOFF365TEAMS

COOPERATION. In this way, we could define the MS Teams application. Nowadays, when the demands for teamwork,
communication, data sharing, information, files are growing. We live in a time when technology has freed us from
having to spend all our time in the office at the desk, but we are increasingly working in the field or from home. It is also
often necessary to meet colleagues from another city or even another country. At such times, we need a tool that
ensures effective communication, data sharing and collaboration, all remotely, with the ability to use a variety of devices
and in a secure mode to prevent information leakage. Microsoft 365 is exactly such a platform and its main
communication tool is the MS Teams application.In our course, participants will learn to work effectively and clearly
with this powerful tool and use it for teamwork.
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11.07.2025 1 170 € Presence CZ/SK Gopas Bratislava Prezenéni

The prices are without VAT.

Course outline
- Introduction
- Application philosophy
- Environment
- Settings
- Notifications
- Help
- Communication
- Chat
- Audiocalls
- Videocalls
- Communication via Teams
- Recording of meeting
- The name of the conversation and its pinning on top - as important
- Flags, conversation saving
- Conversation tracking
- Group message
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Microsoft 365 - Teams

- Teams

- What is it?

- Channels?

- Team settings

- Team members management.
- Tabs

- Connections to information channels
- Team conversation

- Favourite teams

- Zminky - Pro¢ a jak?

- Task &planning - Planner
- Calendar

- Meetings

- Connection to MS Outlook
- Meetings planning

- Files

- Sharing

- Real-time cooperation

- SharePoint

- Teams mobile applicaton
- Where to get?

- Settings

- How to use it?

- Tips and tricks

- Functions &commands

- Keyboard shortcuts

- What's new in Teams
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