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Module Overview
This module introduces Microsoft 365 (M365) applications and services available to students in Malaysian public universities and polytechnics.
Students will learn to create, collaborate, and share using core Microsoft apps to enhance productivity and teamwork.

Learning Outcomes
By the end of this module, students will be able to:
1. Create and manage academic documents using Microsoft 365 tools.
2. Collaborate with peers in real time using Microsoft Teams and OneDrive.
3. Apply advanced Microsoft features to improve digital efficiency.

Student Learning Time (SLT)
	Activities
	Guided (GD)
	Independent (IL)
	Total

	Hands-on Document Creation
	3 hrs
	3 hrs
	6 hrs

	Team Collaboration in Microsoft Teams
	2 hrs
	2 hrs
	4 hrs

	Cloud Storage Management (OneDrive)
	1 hr
	1 hr
	2 hrs

	Advanced Features: Forms, Planner, Outlook, OneNote
	1 hr
	1 hr
	2 hrs

	Total
	7 hrs
	7 hrs
	14 hrs



Topic 1: Hands-on Document Creation (Word, Excel, PowerPoint)
· Creating academic reports, presentations, and data analysis sheets.
· Using templates, headers/footers, tables, and styles for formatting.
· Integrating charts, images, and formulas.
Activity: Create a collaborative group report using Word and share with classmates.
Instructor Guidance: Demonstrate auto-save, real-time collaboration, and version control.

Topic 2: Team Collaboration in Microsoft Teams
· Creating a class Team and managing channels.
· Uploading assignments and communicating effectively.
· Using chat, video, and file-sharing features.
Activity: Simulate a class meeting via Teams and share group work.
Instructor Guidance: Encourage etiquette in virtual collaboration.

Topic 3: Cloud Storage Management using OneDrive
· Uploading and syncing files.
· File-sharing permissions (view/edit).
· Backup and security awareness.
Activity: Students create and share a shared folder with assigned roles.
Instructor Guidance: Demonstrate OneDrive desktop and web integration.

Topic 4: Advanced Microsoft 365 Features
· Microsoft Forms: Create online quizzes or feedback surveys.
· Microsoft Planner: Manage group tasks visually.
· Outlook: Organize academic emails and use calendar integration.
· OneNote: Take structured lecture notes and sync across devices.
Activity: Create a class planner for project management.
Instructor Guidance: Demonstrate how these apps streamline group work.

Assessment Overview
	Assessment Type
	Description
	Weight (%)

	Online M365 Quiz
	Short quiz on app features
	20%

	Group Project
	Collaborative document using Word & Excel
	50%

	Presentation
	Peer-reviewed session via Teams
	30%



Reflection
Students reflect on how Microsoft 365 tools improve productivity, collaboration, and employability.
Lecturers should encourage integration into coursework and real-world applications.

