Microsoft 365 Online Lab Sheet : Collaborative project using Word & Excel (Version 2)
Module Title: Microsoft 365 for Polytechnic Students
Total Duration: 12 Hours (Online Learning)
Submission: Upload completed files and screenshots to the course platform (e.g., Google Classroom, Teams, or LMS).
Lab 1: Hands-on Document Creation (Word, Excel, PowerPoint)
Duration: 6 Hours (3 Guided + 3 Independent)
Learning Objectives:
- Create and format academic documents using Microsoft Word.
- Integrate data visualization elements from Microsoft Excel.
- Develop a short self-introduction presentation using Microsoft PowerPoint.
- Collaborate and present using Microsoft Teams for peer review.
Tools Used:
Microsoft Word (Online)
Microsoft Excel (Online)
Microsoft PowerPoint (Online)
Microsoft Teams
Step-by-Step Instructions:
Log in to Microsoft 365 Portal using your student email.
Open Word Online and create a new document titled 'YourName_Group_Report.docx'.
Insert Title Page (use a Cover Page template), Table of Contents (via References tab), Header (your name), and Footer (page numbers).
Create a 2-page report on 'Digital Collaboration in Polytechnic Education'. Include a table and chart created in Excel.
Open Excel Online, create a dataset related to your report, insert a chart, and copy it into Word.
Open PowerPoint Online and create a presentation titled 'Me as a Polytechnic Student' with 3–5 slides: 1) Introduction (Name, Course, Institution), 2) My Learning Journey, 3) Skills and Goals, 4) Future Aspirations, 5) Reflection on Using Microsoft 365 Tools.
Add at least one image or icon, apply a theme and transitions, and prepare a 2-minute presentation using Microsoft Teams.
Share your PowerPoint presentation with your group via Teams. Schedule a short peer-review session for all members to present and provide feedback.
Submit your final Word, Excel, and PowerPoint files, along with a screenshot of the Teams peer-review session.
Submission Items:
	Item
	File Type
	Description

	Word Report
	.docx
	2-page report on 'Digital Collaboration in Polytechnic Education'

	Excel Chart
	Embedded
	Chart created in Excel and copied into Word

	PowerPoint Presentation
	.pptx
	'Me as a Polytechnic Student' (3–5 slides, 2-minute presentation)

	Teams Screenshot
	.png / .jpg
	Proof of peer-reviewed presentation session


Lab 2: Team Collaboration in Microsoft Teams
Duration: 2 Hours (1 Guided + 1 Independent)
Learning Objectives:
- Create a Team and manage channels.
- Conduct and record collaboration sessions.
Create Team 'GroupName_M365Project'.
Add members and lecturer.
Create channels: General, Discussion, Assignment.
Post message in Discussion.
Schedule class meeting and share your Power Point Presentation file.
Upload file in Assignment channel.
Submission: Screenshot of Team and meeting.
Lab 3: Cloud Storage Management using OneDrive
Duration: 2 Hours (1 Guided + 1 Independent)
Open OneDrive and create folder 'YourName_M365Files'.
Upload Lab 1 files.
Set sharing permissions (View for lecturer, Edit for peers).
Share folder link via Teams.
Submission: Screenshot of OneDrive folder and sharing settings.
Lab 4: Advanced Microsoft 365 Features
Duration: 2 Hours (1 Guided + 1 Independent)
Microsoft Forms: Create short feedback form.
Microsoft Planner: Add tasks for project.
Outlook: Send meeting calendar invite.
OneNote: Add notes for project progress.
Submission: Screenshots of Forms, Planner, Outlook, and OneNote.
Final Submission Checklist
Lab 1: Word, Excel, PowerPoint + Teams screenshot
Lab 2: Teams screenshot
Lab 3: OneDrive screenshot
Lab 4: Forms, Planner, Outlook, OneNote screenshots
File Name: YourName_M365_LabSubmission.zip
Upload via: Microsoft Teams -> Assignment Tab -> M365 Online Lab
Assessment Rubric
	Criteria
	Excellent (5)
	Good (3)
	Fair (1)

	Task Completion
	All labs completed accurately
	Most tasks complete
	Few tasks completed

	Collaboration
	Active collaboration
	Partial
	Limited evidence

	File Management
	Organized structure
	Minor issues
	Disorganized

	Creativity
	Clear, polished visuals
	Basic layout
	Poor structure



