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Agenda



9:00 Introduction & Overview

9:30 Using Teams & SharePoint to Stay Connected Part 1

10:30 Coffee Break

10:45 Using Teams & SharePoint to Stay Connected Part 2

11:15 Collaborating on Documents

11:45 Searching for Content & People 

12:00 Lunch

1:00 Building Communication Sites

2:15 Automating Solutions & Designing Forms Part 1

2:30 Coffee Break

2:45 Automating Solutions & Designing Forms Part 2

3:30 Q&A



Introduction & Overview





2x 5x50%



Microsoft 365: Universal Toolkit for Teamwork 

Hub for TeamworkCo-AuthorConnect Across 

the Organization

Intranets & 

Content Management

Email & Calendar 

TeamsOffice AppsYammerSharePointOutlook

Office 365 Groups
Single team membership 

across apps and services

Microsoft Graph
Suite-wide intelligence 

connecting people and content

Security and Compliance
Centralized policy management 



Office 365 Groups

Outer Loop Inner Loop 
Files
Sites

Content

SharePoint



STANDARD RELEASEMICROSOFT

INNER RING

MICROSOFT

OUTER RING

FIRST RELEASE



When a major update hits First 

Release, the feature will remain 

there for at least 30 days before 

it proceeds to GA.

Announcement

Available in 

First Release

General 

Availability



When a major update exits First Release and is being 

exposed to all customers, Microsoft initiates a final 

communication.

Announcement

Available in 

First Release

General Availability



Using Teams & SharePoint 
to Stay Connected





Customer Support

• Enable continuous knowledge sharing 

between shifts

• Provide visibility into customer escalations

• Search for solutions across conversations 

• Speed up issue resolution with various 

subject matter experts

Get guidance on these and other scenarios in the FastTrack Productivity Library

Engineering

• Enable continuous discussion across a 

distributed team

• Discuss ideas and requirements, gather 

inputs in the open 

• Store standard documentation and files

• Integrate with developer tools like Jira

Finance

• Prepare earnings release with cross-

functional stakeholders

• Streamline data consolidation and analysis

• Store budgeting documentation and files

• Share economic trends and news

Human Resources

• Drive alignment on job descriptions and 

streamline interview processes

• Plan and prepare new employee onboarding

• Engage distributed employees in training

• Share department resources and 

documentation

Marketing

• Coordinate campaigns and event tasks

• Share the latest content drafts for feedback

• Get automated reports from analytics tools

• Prepare marketing launch across multiple 

stakeholders

Sales

• Get quick answers from PMs and Sales Ops

• Share key customer wins

• Get lead notifications and deal mentions

• Share latest company, product and 

competitor news

Operations & Project Management

• Streamline project communication and tools

• Provide status updates, get feedback, coordinate tasks

• Share files and collaborate on deliverables

• Get new project members up to speed quickly 

https://fasttrack.microsoft.com/microsoft365/productivitylibrary


https://teams.microsoft.com

https://teams.microsoft.com/downloads

https://teams.microsoft.com/
https://teams.microsoft.com/downloads






Demo:
Microsoft Teams & 
SharePoint Team Sites



Collaborating on 
Documents





Demo:
SharePoint Documents



- Create Library

- Create New Documents

- Add Documents

- Multi-upload files with required metadata

Library Actions

- Create Columns 

- Create & Modify Views

- Filter Pane

- Edit Properties in Word

- Bulk Edit Column Data

- Files that need attention / required metadata

- Column Formatting  - JSON based customizations

Document Actions

- Share

- Copy / Move

- Run a Flow



Searching Content & 
People





Demo:
Search



- O365 Home (we don’t have)

- SharePoint Home

- Search in SharePoint (Zero Time Query)

- Search inside PPT

- Search in Windows 10



Building Communication 
Sites



Communication with a large audience on a broad 
subject





Topic Showcase Blank



Section Layouts

Adding, Moving Web Parts

Web Part Properties



Hero

News

Highlighted Content

Quick Links

People

Image Gallery



Shared Navigation

Content Rollup



Automating Solutions & 
Designing Forms 





Enterprise cloud-based software service

Automate processes across services and apps

Create, build, publish and share apps for mobile & web

More than 160 connectors for PowerApps and Flow





Get notifications Copy files Collect data Automate approvals



Q&A


