
Exploring connectivity 
and collaboration 
Chat, collaborate, call and meet—all in 
one place from anywhere in the world—via 
Microsoft Teams. Microsoft Teams blends 
connectivity and productivity with elegance 
and ease of use. Join us for a this 3-hour  
interactive seminar as we dive into what 
Teams can do for you and  
your organization.

Discover all the basics and how supported 
apps and platforms integrate with Teams to 
give you a truly seamless collaborative  
environment. Learn how to manage  
conversations, video, document sharing, 
apps and more through Microsoft’s most 
powerful collaboration platform.  
Inter-department communication and  
project mastery meet timesaving takeaways 
once you understand the full potential and 
capabilities of Teams. Learn the basics and 
beyond while maximizing productivity,  
connectivity and collaboration inside  
Microsoft Teams. 

What You’ll Learn 
• Enable and configure Teams to optimize your
organization’s experience and needs.
• Keep everyone on the same page with on- 
going discussions using Chat and @mentions.
• Collaborate from anywhere, to anywhere,
with anyone with live file-sharing and editing.
• Manage users and guests and understand
the difference.
• Explore the basics of audio and
video conferencing.
• Use the power of Tabs to customize your
Teams experience.
• Navigate your way around the Teams
environment with ease and confidence.
• Use teams and channels to focus on specific
projects, departments, or interest.
• Explore the benefits of how Teams can
help with structured, as well as non- 
structured collaboration.
• Understand the difference between Teams
and Channels.
• Stay up to date with project deadlines using
group calendars.
• Explore the power of the Admin Console.
• Explore available apps to enhance your Teams
productivity and integration with Office 365.
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