Free Course tor UNISON members belonging to o
Northamptonshire Branch

MICROSOFT 365
MS TEAMS
ONEDRIVE AND

OUTLOOK

Monday 8th March
9:30 - 11:30

Via Teams

This course is an overview and will
primarily cover:
e Creating shared folders in

OneDrive
e Editing, saving and sharing
documents using OneDrive and UNISON
iGaal®t Northants
MS Teams. &F” Learning

e How to set up a meeting using MS
Teams and your Outlook calendar.
e Organise your Outlook messages

by managing your views, folders

and categories.

Click to apply

Or email us at unisonnorthantslearningegmail.com



https://forms.gle/UazrrmMeiUt5DHCR8

