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e-learning

Home Office Teamwork with 
Microsoft Teams
Are you part of a virtual team? For some people, this may be the norm, but 
for others it is an entirely new challenge. However, even as a virtual team, 
you and your colleagues are working together towards a common goal. You 
are mastering tasks and making decisions remotely as a team.

In this training, you will learn how to work together effectively with 
the help of the Microsoft Teams tool. You will learn the rules for virtual 
team collaborations before getting started on your implementation: 
communicating, planning, and working with MS Teams.

Learning objectives

How can I be part of a team remotely?
The rules of virtual collaboration.

How can I maintain an overview in MS Teams?
Navigating in MS Teams.

How can I bring my colleagues together virtually?  
Using teams, channels and tabs.

How can I communicate with colleagues remotely?  
How to use chats and calls. 

How can I organize meetings and share files?  
How to use the calendar, planner and files.

How can I use all these functions when on the move?  
How to use the mobile version.

Contents

Use MS Teams as a means of communication

Assign tasks and manage projects as a team

Work on documents simultaneously and

Do all of the above while on the go

Group of participants:  

For all professionals and managers 
who want to learn more about  
effective digital methods for self- 
organisation and collaboration.

Duration: approx. 1 hour

Language: 

Unit price:  

€ 49,- zzgl. MwSt. | € 58,31 inkl. MwSt. 

Package prices from 50 licenses on request
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