
Field Technology Services - IT Unit - VADOC - Microsoft 365 Training One Pager 

Section 1 – Highly Recommended Mandatory Trainings for 365 Interface, Mail, Calendar and Chat/ 

Virtual Meetings 

Highly Recommended/Mandatory Trainings 

365 Interface Mail Calendar Chat/Teams 

Signing in to Office 365  Outlook Tips  

Calendar Events- 
Replace Google Meet 

with Teams  

Microsoft Teams - General Topics and 
Troubleshooting  

Navigating 365 
Environment 

Navigating Outlook  
Environment Microsoft Teams: 

Restore Outlook 
Calendar Teams 

Button 

Signing into Teams  

Email From 
Anywhere - Outlook 

On The Web  

Teams Basic Navigation  

  

Participating in Teams Meeting  

Chatting and Sharing Files within Teams  

Scheduling Meeting and Live Event in Teams   

 

Section 2 – Optional / Advanced Trainings if needed for Shared Mailboxes, Mobile Devices, OneDrive 

and link to complete training catalogue.  

Optional Advanced Trainings  

Outlook and Shared Mailboxes  Mobile Devices and Management 
OneDrive (Google Drive 

Replacement) 

Outlook General Guide  

If you Do Not Use CORISMOBILE, Remove 
Google Mobile Device Management from 
your Mobile Phone – Step 1A or 1B First One Drive FAQs  

Add a Shared Mailbox to Outlook  1 A --> For iPhone/iOS Devices Only Basic Navigation using One Drive  

Access delegated mailbox in Outlook on 
the Web  1 B --> For Android Devices Only  

Uploading files and folders to 
OneDrive  

  

2A If you do not have/use CORISMOBILE -
-> Enroll in Intune MDM Else go to 2B 

Sync Documents, Pictures, Desktop, 
and Fav. folders in OneDrive  

2B If you have/use CORISMOBILE --> No 
Action is Needed 

Syncing OneDrive Files and Folders 
to Computer  

3 Accessing Office 365 From Mobile 
Device  

1 Set Up OneDrive Desktop App. 
2 One Drive Desktop Video 

  

Complete Training Catalogue (Advanced DIY)  

 

https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=9ea1d6021b2e09d09b3aa7d8624bcb54
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=9fd03ace1be2411070295538624bcb51
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=36bd73f81b8bc1507f792f85624bcbc3
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=36bd73f81b8bc1507f792f85624bcbc3
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=36bd73f81b8bc1507f792f85624bcbc3
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=a5d676821b66411070295538624bcb70
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=a5d676821b66411070295538624bcb70
https://vimeo.com/651196097/cf507c0830
https://vimeo.com/651196097/cf507c0830
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=f42dd92f1bd68d94f9bd2f88624bcba5
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=f42dd92f1bd68d94f9bd2f88624bcba5
https://vccc.vita.virginia.gov/vita?sys_kb_id=e76aeac61ba2411070295538624bcbfa&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=3d204f431be3cd1070295538624bcb0e
https://vccc.vita.virginia.gov/vita?sys_kb_id=e76aeac61ba2411070295538624bcbfa&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=3d204f431be3cd1070295538624bcb0e
https://vccc.vita.virginia.gov/vita?sys_kb_id=e76aeac61ba2411070295538624bcbfa&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=3d204f431be3cd1070295538624bcb0e
https://vccc.vita.virginia.gov/vita?sys_kb_id=e76aeac61ba2411070295538624bcbfa&id=kb_article_view&sysparm_rank=4&sysparm_tsqueryId=3d204f431be3cd1070295538624bcb0e
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=61e41a421ba249d09b3aa7d8624bcb22
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=db5c7a0e1b66411070295538624bcbc6
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=db5c7a0e1b66411070295538624bcbc6
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=db5c7a0e1b66411070295538624bcbc6
https://vimeo.com/651225414/dc4aaf65e5
https://vimeo.com/691224503/a0f7ae0425
https://vimeo.com/651277021/ad64b9e555
https://vimeo.com/651274267/b9e4282cf8
https://vccc.vita.virginia.gov/vita?sys_kb_id=001852cf1b4b89107f792f85624bcb5b&id=kb_article_view&sysparm_rank=14&sysparm_tsqueryId=dfcb01f71bef4d108cb75247624bcbc3
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=3b6a1d471b7cc110ba0ec808624bcb15
https://vccc.vita.virginia.gov/vita?sys_kb_id=8c2de12d1bfe45109b3aa7d8624bcb68&id=kb_article_view&sysparm_rank=3&sysparm_tsqueryId=212d0fcb1beb85108cb75247624bcbec
https://vccc.vita.virginia.gov/vita/sys_attachment.do?sys_id=57910e3f1b92011070295538624bcbf3
https://vimeo.com/651198858/85002463fa
https://vccc.vita.virginia.gov/vita?sys_kb_id=34a131251bf285109b3aa7d8624bcb18&id=kb_article_view&sysparm_rank=6&sysparm_tsqueryId=3e8ec3071b2f85108cb75247624bcb8a
https://vccc.vita.virginia.gov/vita?sys_kb_id=34a131251bf285109b3aa7d8624bcb18&id=kb_article_view&sysparm_rank=6&sysparm_tsqueryId=3e8ec3071b2f85108cb75247624bcb8a
https://vccc.vita.virginia.gov/vita/sys_attachment.do?sys_id=867202ff1b92011070295538624bcbe7
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=757b91a71b928d94f9bd2f88624bcbbd
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=757b91a71b928d94f9bd2f88624bcbbd
https://vimeo.com/691222414/36733872ea
https://vimeo.com/691222414/36733872ea
https://vccc.vita.virginia.gov/vita?sys_kb_id=acb471291b7685109b3aa7d8624bcb77&id=kb_article_view&sysparm_rank=9&sysparm_tsqueryId=6af0564f1b670d1070295538624bcb6c
https://vccc.vita.virginia.gov/vita?sys_kb_id=acb471291b7685109b3aa7d8624bcb77&id=kb_article_view&sysparm_rank=9&sysparm_tsqueryId=6af0564f1b670d1070295538624bcb6c
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=15f57fb41b0bc1507f792f85624bcbdb
https://vccc.vita.virginia.gov/sys_attachment.do?sys_id=15f57fb41b0bc1507f792f85624bcbdb
https://vimeo.com/692004284/3e7fbf6fd6
https://vimeo.com/692004284/3e7fbf6fd6
https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sys_id=08317a021b26411070295538624bcbaf
https://support.microsoft.com/en-us/office/sync-onedrive-files-and-folders-3b8246e0-cc3c-4ae7-b4e1-4b4b37d27f68?ui=en-us&rs=en-us&ad=us
https://vccc.vita.virginia.gov/vita?id=vita_kb_search&kb_knowledge_base=90e2a4511b8cc1108cb75247624bcbfb

