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Course Overview
The training course provides a comprehensive 

guide to SharePoint Online, including navigation, 

document libraries, and Microsoft 365 Groups. 

It covers file sharing, metadata management, and 

site customisation, with practical insights into 

Outlook Groups, communication sites, and team 

site planning.

The course also delves into managing workflows, 

permissions, and site analytics to optimise 

SharePoint usage. 

Program Format
This is a 4-hour program that can be delivered 

face-to-face or virtually.

Course Objectives
• Provide a comprehensive guide to SharePoint 

Online, including navigation, document 

libraries, and Microsoft 365 Groups.

• Cover file sharing, metadata management, 

and site customisation.

• Offer practical insights into Outlook Groups, 

communication sites, and team site planning.

• Guide on managing workflows, permissions, 

and site analytics to optimise SharePoint 

usage.

• Highlight the use of filters and co-authoring.
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