
 
 
 
 
 

Office 365 Course Syllabus 

 
COURSE DESCRIPTION 

Educators will be introduced to Office 365, a subscription that includes access to all Microsoft Office 
applications. Course participants will learn to use and apply the following applications in instruction: 
Outlook, OneDrive, Skype, Word, Excel, and PowerPoint. Teachers will learn how Office 365 is essential to 
the 21st century classroom by developing comprehensive skills with Microsoft applications to create an 
organized and productive academic atmosphere. How-to videos, articles, and educational resources will 
encourage teachers to invest their time and creativity to produce educational content that will engage and 
inspire the next generation of digital natives. 
 
 
COURSE OBJECTIVES 
 

I can... ISTE Teacher Standards 

Use Microsoft Office 365 to promote, support, and 
model creative thinking and innovation  

Standards: 1a 

Enhance students’ knowledge by providing 
equitable access to technological programs that 
are meant to support reflection and collaboration 
and broaden content learning 

Standards: 1c, 2a, 2b, 4b 

Use digital resources to encourage students to 
actively shape, regulate, and assess their own 
learning 

Standards: 2b 

Support the individualized learning goals of my 
students by facilitating their use of technological 
tools and applications that address unique needs 
and individualize curriculum 

Standards: 1c, 2a, 2b, 2c, 3d 

Use digital resources to create learning 
experiences that are relevant and promote student 
learning, creativity, and self-management and 
-assessment 

Standards: 2a, 2b 

Model fluency in technology/digital tools while 
communicating with parents, students, and peers, 
and support learners in doing so, using a variety of 
digital media and formats 

Standards: 3b, 3c 

Use Microsoft Office 365 to present information 
and ideas to students, parents and colleagues in an 

Standards: 3b, 3c, 5b 
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efficient and effective way to build community and 
support student success 

Model and promote digital citizenship and effective 
social interactions, and develop cultural 
understanding and global awareness among 
educators and learners of diverse cultures using 
digital communication and collaboration tools 

Standards: 4c, 4d 

 
 
COURSE CONTENT 
 
Pre-Assessment 
Answer a short series of questions to discover what you do and don’t know about Office 365 and to think 
about your goals for this course. At the end of the course, you will take a short, summative 
post-assessment quiz, which offers you the opportunity to measure your growth. 
 
Section 1: Introduction 
What is Office 365 and why should you use it? Learn about the ways Office 365 can enhance productivity 
in and out of the classroom, complement your teaching style and encourage peer collaboration. 
 
Section 2: Getting Started with Office 365 & Outlook 
Not sure where to start? Learn about the basics of Office 365 and Outlook with step-by-step video tutorials 
that are sure to point you in the right direction.  
 
Section 3: OneDrive for Business and Office Online 
OneDrive for Business and Office Online are a powerful duo that make teaching a breeze. Collaboration, 
accessibility and online storage are the tools you will need to upgrade your classroom instruction from drab 
to fab! 
 
Section 4: Skype 
From installing the program to setting up conference calls, these videos have got you covered. Learn about 
the most efficient communication platform and how to use it to your advantage within the educational 
sphere. 
 
Section 5: Microsoft Word 
Microsoft Word is a blank canvas waiting for an artist (that’s you!) to create a masterpiece. The flexibility of 
Microsoft Word allows you to create any type of document necessary for your classroom. Whether you are 
completely new to Word or you need some advanced tips, these tutorials will cater to your academic goals. 
 
Section 6: Microsoft Excel 
Mastering Microsoft Excel is imperative if you need to organize and analyze information quickly and 
efficiently. Peruse the tutorials to pick up tips on creating sheets, formulas and formatting options. 
 
Section 7: Microsoft PowerPoint 
Microsoft PowerPoint is a staple that every teacher utilizes in their classroom instruction. Set yourself apart 
by learning how to create PowerPoints that are captivating, effortless and encourage a focus on content 
mastery. 
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Section 8: Classroom Application 
Now it’s time to take all that you have learned and to utilize these applications in your classroom! Dive into 
a sea of resources, including templates, class sites, collaboration tools and engaging ways to meet the 
needs of diverse learners. 
 
Post-Assessment 
Answer a series of questions designed to give you a summative analysis of how much you learned about 
teaching with Office 365. It will also help you check to see if you met your goals for this course. In addition, 
please make sure that you have submitted your Assessments of Knowledge (AOKs). 
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