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PARTICIPANTS

PREREQUISITES

TRAINER QUALIFICATIONS

The experts leading the training are

specialists in the covered subjects.

They have been approved by our

instructional teams for both their

professional knowledge and their

teaching ability, for each course they

teach. They have at least five to ten

years of experience in their field and

hold (or have held) decision-making

positions in companies.

ASSESSMENT TERMS

The trainer evaluates each

participant’s academic progress

throughout the training using

multiple choice, scenarios, hands-on

work and more.

Participants also complete a

placement test before and after the

course to measure the skills they’ve

developed.

TEACHING AIDS AND TECHNICAL

RESOURCES 

• The main teaching aids and

instructional methods used in the

training are audiovisual aids,

documentation and course material,

hands-on application exercises and

corrected exercises for practical

training courses, case studies and

coverage of real cases for training

seminars. 

• At the end of each course or

seminar, ORSYS provides participants

with a course evaluation

questionnaire that is analysed by our

instructional teams. 

• A check-in sheet for each half-day

of attendance is provided at the end

of the training, along with a course

completion certificate if the trainee

attended the entire session.
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Teaching objectives

Use Microsoft 365 and documents via the Cloud
Work with Office Online (Word, Excel, PowerPoint and Outlook
Web Apps)
Use real-time sharing and co-editing capabilities
Compare the capabilities of WebApps to the full installed
applications
Create and share an interactive web panel with Sway
Know the collaborative tools Microsoft Teams and Sharepoint.

At the end of the training, the participant will be able to:

Practical details

Theory, discussions, exercises and real cases.

Active learning based on examples, demonstrations, experience-sharing, real
cases, and an evaluation of what was learned from the training.

Hands-on work

Teaching methods

Course schedule

Setting up your Microsoft 365 account.
The OneDrive interface: Microsoft 365 components, connection.
Characteristics of working with a Web App.
Managing documents with OneDrive.
Uploading and downloading files with OneDrive.

1 Overview of Microsoft 365.

Hands-on work
Learn about and register for the AVIT® certification option. Taking all the
necessary steps to set up your Microsoft 365 account. Uploading a file.
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TERMS AND DEADLINES

Registration must be completed 24

hours before the start of the training.

ACCESSIBILITY FOR PEOPLE WITH

DISABILITIES

Do you need special accessibility

accommodations? Contact Mrs.

Fosse, Disability Manager, at psh-

accueil@orsys.fr to review your

request and its feasibility.

Creating and formating documents with Word and PowerPoint Online.
Using existing Word and PowerPoint styles.
Creating and formating a spreadsheet with Excel Online.
Working with data tables and creating graphs.
Using different copying options: basic operations and functions.
Limitations of Office Online.

Adding text, images and other content.
Searching for and importing relevant content from other sources.
Transforming and presenting information in a modern, interactive and
attractive way.
Automatically remixing according to a predefined template (remix button).
Finding images, videos, and tweets to drag directly into the existing
composition.
Inserting a code on a web page to share your presentations and make them
responsive design.

Creating a One Note book.
Searching for and capturing content on the web with One Note.
Sharing a document with other users.
Working with several people at the same time on a document.
Learning about the features of Outlook in Microsoft 365.
Using the OneDrive desktop application: features and usage.
Synchronizing your folders with OneDrive.

Creating a team site with Sharepoint.
Sharing files, data, news and resources on SharePoint.
Informing all team members and starting a conversation with Teams.
Sharing files or co-editing content with Teams.

2 Using Office Online and its Web Apps (Word, Excel, PowerPoint)

Hands-on work
Create documents with Web Apps and use different styles. Design a table and
use the data. Create a graph. Create a survey or a poll with Excel.

3 Creating and sharing an interactive web panel with Sway

Hands-on work
Design and customize a presentation with Sway.

4 Collaborating in the cloud

Hands-on work
Make use of results in the Cloud.

5 Discovering tools dedicated to teams

Hands-on work
Hands-on work

OptionsORSYS - https://www.orsys.fr/ - info@orsys.fr - +33 (0)1 49 07 73 73 Page 2 / 3



Options
Certification : 80 € HT

If registering for the AVIT® Microsoft 365 certification option, you must do so at
the same time as course registration. The exam is a 60-minute adaptive test that
is 70% operations. The result indicates your skill level. Merely taking the course is
not sufficient to achieve a maximum score. The exam must be both scheduled and
then taken online within 4 weeks following the start of your session.

Times
Courses take place from 09:00 to 12:30 and from 14:00 to 17:30.
Participants may arrive beginning at 08:45. Breaks and lunches are
complimentary.
For four- and five-day hands-on courses, sessions end at 16:00 on the last day of
the course, regardless of the teaching mode..

Dates and locations

REMOTE CLASS 
2026 : 15 June, 15 June, 28 Sep., 28 Sep., 19 Nov.,
19 Nov.

PARIS LA DÉFENSE 
2026 : 2 July, 28 Sep., 19 Nov.

LYON 
2026 : 15 June, 28 Sep.

NANTES 
2026 : 15 June, 19 Nov.
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