MICROSOFT 365 & Al TRAINING

Be More Productive

with

sessions

Practical strategies and proven techniques to reduce
overwhelm, stay organized, and get more done with Outlook.

DELIVERY
Live instructor-led

OVERVIEW

©

This course helps you take control of email,

calendar, tasks, and contacts so you can manage

your time, reduce distractions, and focus on what

matters most.

@ EXPECTED OUTCOMES
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efficiently and
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using the
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RESOURCES

Learning guide
+ guided exercises

LANGUAGE
English or French
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r°79‘% WHO THIS COURSE IS FOR

Q Professionals who want to improve their Outlook
productivity and time management.

Anyone who wants to better manage email,
calendar, tasks, contacts, and information
using Outlook.

0 Teams looking to streamline communication
and stay organized.

By the end of the course, participants will be able to work more
efficiently in Outlook and apply practical techniques to save time
and stay organized.
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GUIDED PRACTICE

designed around realistic Microsoft 365
Outlook scenarios.
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Tailored to your organization

Apply what you learn through guided exercises

UNLIMITED POST-TRAINING EMAIL SUPPORT

Get expert answers and practical guidance
whenever questions arise after the course.
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IMMEDIATE IMPACT
Use Outlook with confidence
from day one.

PRACTICAL

Real-world examples and

and industry.

immediate application.



