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Classroom Options
We have two fully equipped IT training rooms at Hilary House in St Helier, Jersey and one at Turing 
House in St Peter Port, Guernsey, these rooms have a maximum occupancy of 8 delegates. We are also 
able to deliver sessions remotely via Microsoft Teams or Cisco Web-ex to an unlimited number of 
delegates.

Equipment
If you would prefer to use your own premises, we can deliver 8 laptops and a projector to an office in 
eitherJersey or Guernsey, there is no additional cost for the hire of ourequipment.

Remote Option
In order to join a remote session, delegates do not need their own licence for Office365, Teams or 
Web-ex. The only requirements are solid internet access, aChromium Browser such as Google Chrome 
or the new Microsoft Edge browser, a quiet place to learn from or a headset with microphone.
No downloads or additional software is required. If you would like to test compatibility ahead of the 
session, we can arrange a 15-minute test with one of our trainers.

Tailor Made
Each short session is very hands-on and practical. We canincorporate your files into the class to 
maximise the relevance of each point covered. Although our sessions are pacey, there is still plenty of 
opportunity to ask questions.

Mix and Match
If you would preferto create your own unique lesson, you can mix & matchtopics from across 
thiscatalogue. When you send us your requirements, we can then calculate how long the lesson will 
be and we can give you a quote.

Our Services



Fees Include
Prices include tuition time, creation of training materials, unless otherwise agreed, set up time, 
reasonable use of training equipment by the Customer for the period of the Course, post-course 
follow-up and administration. 

Microsoft 365 Consultancy
Ad-hoc consultancy on all aspects of Microsoft 365 is available at an hourly rate of £115 per hour

Terms and Conditions
Please review the Terms and Conditions at the end of this document. 

To Book and Arrange Dates
Please contact Steve Barry (steve@alxtraining.com) to find out availability, make a booking or discuss 
your learning needs in more detail.

Training Fees

Length (hrs) Cost per 8 delegates  (£) Cost per additional online delegate (£)

1 hr 200 25

2 hrs 310 38

3 hrs 435 54

Full Day 750 98

mailto:steve@alxtraining.com
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Overview of Microsoft 365
Audience
For senior managers and key stakeholders who need to have the awareness of what Microsoft 365 is in 
order to make decisions on which tools are the main priority to focus on and roll-out. 

Outcomes
At the end of the session you will have a high-level understanding of what the main suite of tools do 
and how they can be applied to your organisation. You will understand key advantages of using O365 
over existing applications and platforms. 

Course Content
Overview of Teams, channels & tabs
SharePoint & OneDrive
Stream for storing videos
Planner for Team Tasks
Forms
Power BI
Power Automate
Office 365 Portal
Delve

Duration
2 hours with lots of opportunity for questions



Audience
For senior managers and key stakeholders who need to make decisions on how company data should be 
organised, who should have access to the data and what information protection / governance measures 
need to be applied. 

Outcomes
At the end of the session you will have a proposed structure for your current key files and folders based 
around how your organisation needs to collaborate and process information. All the outcomes will be 
documented so that it can guide the migration stage. 

Course Content
Defining the Teams required
Assigning access to each Team
Membership Permissions
Agreeing naming conventions
Life cycle of a Team
Identify other applications to embed into Teams
Guidelines on which application to use for in which circumstance

Duration
3 hours

Cost
£435 ςmaximum of 4 delegates 

Stakeholder Teams Workshop
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Audience
For people who need to use MS Teams to share ideas, information and collaborate on live documents 
with different groups of people. 

Outcomes 
Understand how Teams, channels and folders are related so that documents & posts are easy to 
navigate and find. You will be able to use Microsoft Teams to create, edit and share documents in the 
most efficient way across a team. Learn how to modify Teams so that it becomes your internal 
workplace for all day to day tasks. 

Course Content
What is a Team and what is it for?
Navigate around Teams and Channels
Adding Tabs to Channels
Team membership & permissions
Channel posts and announcements
Posting in multiple channels
Best practice of posting and replies
Using hyperlinks in posts
Notifications and customizing notification settings
Organising and creating new files and folders
Sharing & co-authoring on files 
Sending emails and attachments to Channels

Duration
1.5 hours with time for questions and answers

Introduction to Teams & Channels
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Audience
For individuals who need to host and participate in online meetings using Microsoft Teams. 

Outcomes 
You will be able to use Microsoft Teams to schedule a range of internal and external meetings.
Be familiar with the etiquette of online meetings and how to use the different settings and associated 
applications to hold productive business meetings. 

Course Content
Online meeting etiquette and tips
Meeting controls & sharing screens
Create instant & scheduled meetings
Inviting external delegates
Recording the session
Audio calls & voicemail
Meeting Notes and Whiteboard options
Hosting & attending a Live Event

Duration
1 hour with time for questions and answers

Teams: Meetings & Calls
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Audience
For team members who work in a different location to the rest of their colleagues.

Outcomes
You will learn how to stay connected and up to date with your Line Manager, co-workers and reports 
using MS Office Teams.

Course Content
Finding people and organising contact groups
Using contact cards
Editing your status and presence
1-1 chat 
Group chat
Set delivery options
Reactions & getting notified
Notification settings
Use Places, Polly and other apps
Sharing files via chat and OneDrive
Search and filter messages & files
Use the command bar

Duration
1 hour with time for questions and answers

Teams: Chat & Contacts
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Audience
This course is suitable for Microsoft Team users who need to organise, co-ordinate, produce or 
present an event using Microsoft Teams Live Events

Outcomes 
The delegate will learn about Teams and learn the key elements required to schedule and run a Live 
Event. Each delegate will have the opportunity to produce an event for the other attendees.

Course Content
Introduction to Live Events
Understanding Roles 
Attendee view
Presenter view
The Producer window
Scheduling a Live Event
Starting & ending a Live Event
Moderating Q & A
Downloadable resources
Best practice

Duration
3 hours with practice running your own live event

Cost
£435 ςmaximum of 4 delegates 

Teams: Live Events
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Audience
This course is suitable for all employees who want to find documents and messages quickly within 
Office365, Outlook, SharePoint & Teams

Outcomes 
You will be able to search in the most efficient way for content within Office365 whether you are in 
PowerPoint, Teams, Outlook or on Internet. Learn about the quickest and most effective way of 
finding documents and information. 

Course Content
Use search & filters in Teams
Understand and use search modifiers 
Pin items to jump menus
Use recent and pinned items
Use search within the backstage view of an application
Search within an application
Use Delve to search for documents and people
Use SharePoint search for documents and people
Use Bing to search SharePoint for all content
Use Windows 10 to search for documents and emails
Use Outlook to search for messages and attachments
Find saved messages in Teams

Duration
1 hour with time for questions and answers

Powerful Search Techniques 
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Audience
This course is aimed at consumers of Power BI services who need to review and interact with shared 
content to better understand the data being presented.

Outcomes
You will gain a fundamental understanding of what Power BI is, how it can be used in the workplace 
and how you can interrogate reports shared with you.

Course Content
Navigating around the Power BI Report Server
Power BI concepts and terms
How to use a report
Navigating to the report pages
Slicing and dicing the data
Drilling down to the details
Exporting the data to Excel
Quick Access to existing reports
Examples of Power BI used in the workplace

Duration
1 hour with time for questions and answers

Explore Power BI
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Audience
For individuals who are looking to understand how to create a basic report to visual their data in a 
meaningful way.

Outcomes
Using Excel data you will be able to produce a basic report to visualise data for colleagues to view.

Course Content
Power BI concepts
How to connect to data sources
Upload tables from Excel spreadsheets
Create, arrange & format visualisations
Use slicers to filter visualisations
Add filters to a page or a report

Duration
1 hour with time for questions and answers

Prerequisites
Must be familiar and confident with the content in Explore Power BI

Power BI: My First Report
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Audience
For individuals who want to use SharePoint Communications Sites to create modern intranet pages for 
their company, department or project. For anyone who wants to learn more about the other Microsoft 
365 tools for sharing information and news across an organisation. 

Outcomes
You will understand when to create a Team Site and when to create a Communication Site. You will be 
able to use the various web parts and O365 to bring together effective, attractive intranet pages full of 
Company information & knowledgeand share these out.

Course Content
What is a Communication Site for?
Editing sections on SharePoint page
Add and customise Webparts
Create, publish and share news or updates via the News Web Part 
Integrate your site within a Team
Customise menus and how to navigate around the site
Edit the site design and information
Version History and Site Contents
SharePoint Mobile App

Duration
2 hours with lots of hands-on practical exercises 

SharePoint: Communication Sites
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Audience
For anyone who has Office 365 and needs to use a light-weight project management tool. Planner 
ŀƭƭƻǿǎ ȅƻǳ ǘƻ ƳƻƴƛǘƻǊ ƛƴŘƛǾƛŘǳŀƭǎΩ ŀƴŘ ǘŜŀƳǎΩ ǇǊƻƎǊŜǎǎ ƻƴ ŀ ŎƻƭƭŀōƻǊŀǘƛǾŜ ǇǊƻƧŜŎǘΦ

Outcomes
You will be able to design, track and report on a project plan as it is executed by multiple people. 

Course Content
Overview of planner
Creating a new plan
Using the boards effectively
Working with tasks
Working with other members
Using notifications
Altering the views
Integration with Teams
Working with the mobile app

Duration
1 hour with lots of hands-on practical exercises

Price
£155 including the hire of 8 laptops

Planner ςTeam Tasks 
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Audience
For individuals who are about to or have recently upgraded to office 365

Course Content
New Backstage View
How to search and open documents from Teams using Backstage View.
Using the application search to files from Teams.  
New Autosave feature and how to save copies to Teams
How to share files externally and internally. 
Version History
Renaming within the application and file location
Using Tell me what you want to do
Ribbon Display Options
New comments and @mentions
Editing PDFs in Word
New features & options in Outlook
Attaching files without browsing
Peek and Jump Menus
Using the Quick Analysis Tool in Excel
Flash Fill for Data Cleaning
LƳǇǊƻǾŜŘ ϧ ΨwŜŎƻƳƳŜƴŘŜŘΩ /ƘŀǊǘǎ
Screen capture in PowerPoint
Presenter View options
Accessibility checker
Customising the Quick Access Toolbar

Duration
2 hours 

Upgrading to Office 365
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Audience
For individuals who need to collate information, carry out research, take and edit notes

Outcomes
To be able to use OneNote to record, curate and retrieve a wide range of notes

Course Content
²Ƙŀǘ ƛǎ hƴŜbƻǘŜΚ ²ƘŀǘΩǎ ƛǘ ŦƻǊΚ
How to create and share OneNote Notebooks
How to create, edit & organise Notebooks, Pages, Sections
Use tags and search by tags
How to add pictures, videos, sounds and links
How to insert documents and create tables
How to use Templates
Different view options and customisations
Integration with Outlook and other applications
Search tools

Duration
1 hour

OneNote: The Ultimate Notebook
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Audience
For anyone who has Office365 and needs to use a modern publishing tool to communicate ideas and 
news.

Outcomes
You will learn the skills to create and share interactive reports, presentations and stories which can be 
viewed on any platform using links. 

Course Content
What is Sway?
Creating a new Sway presentation
Create a Sway from an existing document
Adding cards
Adding groups
Adding images
Adding a video
Adding audio
How to share your sway

Duration
2 hours with lots of hands-on practical exercises
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Sway ςBeautiful content
















