
Help me get to 
know you. Please 
complete for me 
while you wait for 
us to get started. 
Thank you

Supercharged collaboration with 

Microsoft Teams, OneNote, 

Planner & OneDrive
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Tracy van der Schyff
Microsoft Coach & Catalyst
Business Applications & Office Apps & Services MVP
The Guid Stuff, South Africa
@tracyvds
https://tracyvanderschyff.com
https://www.youtube.com/c/tracyvanderschyff

2021

SUPERCHARGED collaboration with Microsoft 
Teams, OneNote, Planner & OneDrive

@collab365 | @tracyvds
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• Microsoft | Office 365 Intro

• Collaboration Tools

• Digital Citizens

• Define your Strategy

• Supercharged Teamwork

• Modern Workplace Skills
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Disclaimer
The treadmill doesn’t 

make you lose weight.

Consistently using it 

does…

Invest in your greatest asset – YOU. For every hour spent in training / workshops, spend two going through the content, 

making notes / making sense of it all. Then repeat, repeat, repeat until it becomes a natural “way of doing”. Tracy
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Microsoft | 
Office 365 

Introduction
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Tools
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Digital Citizens
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“Digital citizenship is the responsible use of 

technology and etiquette pertaining to an 

online presence. This includes behaviors and 

responses to others within a digital community 

in which one is a member. Digital citizenship 

typically refers to those who use the internet 

regularly and is part of one or more online 

communities.…” What.Is.com
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With great 

power, 

comes great 
responsibility…
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Usage
Use of technology

Adoption
Efficient use of technology

Digital Citizen
Responsible & efficient use of technology
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Autonomy in the 

digital workplace
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autonomy
/ɔːˈtɒnəmi/

noun

1. the right or condition of self-government.

2.the capacity of an agent to act in accordance with objective morality rather 

than under the influence of desires.
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Ownership of Business Systems

King & Queen of IT Business

Skill

Governance

Strategy
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You have earned a well deserved 15-minute break, take a 

walk, pat yourself on the back, be awesome. See you soon.
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Define your Strategy
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Digital 
Strategy & 
Governance 
Demo
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Teamwork
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Task Owners Members

Create Team X

Change Teams Settings X

Add Existing OneNote X

Create New Planner in Portal X

Add Existing Planner X

Add Owners and Members X

Setup Alert on SharePoint X X

Sync SharePoint Library * X X

Create Channels X

Create Subfolders * X X

Add Channel specific Calendars X

Add Tabs on Channels X
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Microsoft 
Teams 
Demo –
build, apps 
and 
teamwork
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“Most geniuses—especially those who lead others—prosper not by deconstructing intricate complexities but by exploiting unrecognized simplicities.” Andy Benoit
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You have earned a well deserved 30-minute break, take a 

walk, eat something, pat yourself on the back, be awesome. 

See you soon.
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Modern 
Workplace 

Skills
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Meetings
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Should it be a meeting?
Teams Chat Email / Channel 

Conversation
Meeting

When you need a quick 
answer but not all team 
members are available or in 
the same place.

When you don’t need a 
response, want to share an 
update, or need to reach a 
large group of people.

When you need to 
brainstorm or talk about 
subjects that are complex 
or emotionally nuanced.

• Ask quick questions
• Share feedback or check 

in
• Update small teams on 

status
• Share files and 

information

• To inform others, 
especially large groups 
of people

• Provide a status update
• When no response is 

required

• Complex topics
• Emotional topics
• Desire to build 

interpersonal 
relationships
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Schedule effective meetings

First, ensure a meeting is the best method

Check everyone's 

time zones, 

consider 

international 

holidays, and 

share the burden 

of meetings that 

occur outside of 

regular working 

hours for your 

region.

Avoid double or 

triple booking 

without asking 

first.

Include an 

agenda and any 

information that 

should be read in 

advance in the 

meeting 

invitation.

Ensure you 

include a link to 

the Microsoft 

Teams meetings 

for those that 

need to call in.

Record the 

meeting to 

provide people 

with a way to 

catch up with the 

content if they 

cannot attend.

Give participants 

time to transition 

between 

meetings by 

configuring the 

Outlook calendar 

invite to end the 

meeting five 

minutes early.

Find Time | Cortana Scheduler OneNote Teams Meeting Saved to 

OneDrive

Calendar Settings
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Intentional meeting checklist

Always have an 

agenda -

Creating a shared 

OneNote that is 

pre-populated 

with the agenda 

and encourage 

others to 

contribute to the 

agenda.

Establish rules of 

engagement -

At the start of the 

meeting, the 

organizer should 

articulate the 

agenda and the 

basic rules that 

will be used, 

especially for 

hybrid meetings.

Take turns 

speaking:

• Be deliberate 

about 

selecting next 

speaker.

• People in the 

meeting room 

should wait for 

people calling 

in to share 

first.

• Its ok to pause 

the meeting 

and actively 

address the 

overlap 

situation.

Use parallel chat 

effectively in 

meetings -

Parallel chat in 

meetings can be 

useful to share 

links to more 

information and 

use @mentions to 

get the attention 

of specific people.

Don’t forget to 

follow-up -

Leave time for 

summarizing 

action-items at 

the end of your 

meeting. Consider 

adding a 

OneNote 

notebook to 

Teams or adding 

a Wiki tab in 

Teams to capture 

follow up items 

and meeting 

notes for 

reoccurring 

meetings.
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How to think about asynchronous methods

Traditional meeting type: Meeting goal: Asynchronous solution:

Recurring  status update 

meetings 

Update a specific audience on 

project status and give an 

opportunity to ask questions 

and share feedback

Use a SharePoint team site or 

Microsoft Team to provide a 

secure landing place where 

project status and news can 

be shared in one place

General announcements Share important news that 

does not need to be given in 

real-time

Publish SharePoint news to a 

specific Microsoft Teams 

channel or send an email 

message to a channel in 

Teams. Use Announcements 

in Microsoft Teams across 

channels / Teams.

Check in Touch base with a teammate 

or partner to get up to speed

Chat in Teams and  Teams 

channels or catch up on 

meeting notes and recordings
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Reduce meeting fatigue

Reduce the number of 

meetings: Limit the meetings 

you have and use 

asynchronous meeting 

methods that allow you to 

collaborate with other without 

needing to be in the same 

location at the same time when 

possible.

Limit distractions in meetings: 

Turn off your camera when 

appropriate and remind 

yourself and others in meetings 

to reduce background 

distractions.

Take visual breaks in meetings: 

Give yourself visual breaks in 

meetings by turning your gaze 

off screen from time to time 

like you would in a traditional 

in-person meeting.

Build in gaps between 

meetings: Schedule meetings 

with a 5- or 10-minute 

transition time "to get to the 

next meeting" like you would in 

an office setting.

Schedule daily breaks: Build in 

gaps in your schedule and take 

breaks throughout the day.

Change the meeting view: Use 

Together mode in Teams 

meetings to reduce the 

cognitive load of viewing faces 

in different orientations on the 

screen.

Designate focus time: 

Proactively schedule blocks of 

focus time that won't be 

interrupted by meetings.

Take meetings on the go: 

Consider taking one meeting a 

day from your mobile device to 

get a break from your desk and 

computer screen.

Implement "no meeting" times: 

At an organizational level, 

consider blocking off an 

afternoon a week or event an 

entire day where no meetings 

can be scheduled.

😥

😀

😶
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Create inclusive meeting environments / Empathy / Limit distractions
Making it easy for people of all disciplines and 

abilities to participate in meetings regardless 

of working hours or location.

Reducing barriers to participating in the 

meeting and accessing related content.

Providing options to allow people to 

participate in real-time, or later, especially for 

teams working across time zones and 

locations.

Consider using SharePoint document libraries 

to store shared content in an accessible place 

for all team or project members. In addition to 

keeping shared content in a known and secure 

place, consider using the content accessibility 

checker for email messages, documents, and 

spreadsheets.

Teams can detect what’s said in a meeting and 

can provide live captions. This feature is 

helpful for many people, not just those who 

may be hard of hearing.

Consider people in your meeting who may be 

experiencing background noise, have a poor

internet connection, or are still in the process 

of learning the preferred language in the 

workplace.

When your mic is turned on in a Teams 

meeting or call, background noise around 

you—shuffling papers, slamming doors, 

barking dogs, and so on—can distract others. 

Teams offers three levels of noise suppression 

to help keep meeting participants focused.

Un-clutter your Teams feed and workspace by 

adjusting notification settings to fit your 

workflow.

Hide and mute chats in Teams to further 

reduce distractions during meetings.

Encourage everyone to take turns sharing their 

ideas by using the raise your hand feature.

When you are in a meeting, your status in 

Teams will appear as “busy” but can also be 

changed to “do not disturb” which will 

temporarily turn off notifications.

If you want to change what appears behind 

you in your video, you can either blur your 

background or replace it entirely with any 

image you want. Learn more about how using 

a background blur can keep the focus on you.

Even for meetings that are intended to be in-

person meetings, including a dial-in number 

can be helpful if a key participant cannot 

attend in person or for participants who have 

an unreliable internet connection.

Consider using a SharePoint team site in 

conjunction with a Teams channel. Then, you 

can easily and securely share content, 

updates, and news.

Consider adding a OneNote notebook to 

Teams or adding a Wiki tab in Teams to 

capture follow up items, meeting notes, or 

brainstorming sessions that can be shared with 

others.

Any Teams meeting or call can be recorded to 

capture audio, video, and screen sharing 

activity. The recording happens in the cloud, 

and it is saved so you can share it securely 

across your organization.

In
tro

To
ols

Ci
tiz

en
s

St
ra

te
gy

Te
am

s
Sk

ills
Cl
os

in
g

Ho
m
e



Track edits to content and understand file activity over time

Turn on Track changes 

so that changes made 

over time are easy to 

spot. The changes are 

like suggestions that 

you can review, and 

then remove them or 

make them permanent. 

If needed, you can also 

compare two different 

Word documents to 

see the differences.

PowerPoint doesn’t 

have a Track Changes 

feature like Word, but 

you can receive 

comments and 

feedback from 

reviewers by first 

saving your 

presentation to your 

computer, and then 

posting a second copy 

to a shared location 

such as OneDrive or 

SharePoint. Learn more 

about collaboration in 

PowerPoint.

When co-authoring in 

Excel, consider using 

Sheets views create 

customized views in an 

Excel worksheet so that 

your work isn't 

disrupted by others.

New “Show Changes” 

Feature.

SharePoint keeps track 

of changes and 

updates of files in your 

library. You can see the 

changes that were 

made and when. To 

help you keep track of 

changes, you can set 

up an alert for a list, 

library, folder, file, or 

list item. You can also 

enable and configure 

versioning for a 

SharePoint list or 

libraries to track and 

manage sensitive 

content over time.

If you share a 

document from your 

OneDrive with others 

to view and edit, you 

can get notified when a 

team member updates 

the file and you can 

track change details in 

the version history 

pane or details pane.
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Microsoft Planner is a Kanban solution that 

simplifies task management for teams and is 

integrated across Microsoft 365 apps.

With Microsoft To Do you can easily create 

and sync your task lists across multiple 

devices, so you have your to do list available 

whether you are on your desktop, phone, or 

tablet.
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Operating Manuals

Conference and training notes

Buying preferences and specs for house

Clients / projects, meetings
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Communication
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Demo
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Wellbeing
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Outlook add-in provides actionable insights to help you 

stay on top of your tasks and get more done.

Types of inline suggestions

The following are a few of the suggestions you 

might see in Outlook:

•Delay delivery

•Suggested outstanding tasks

•Get more time to focus

•Plan your time away

•Protect your focus time

•Shorten a meeting

•Track email open rate

•Track email
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https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#delay-delivery
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#suggested-outstanding-tasks
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#get-more-time-to-focus
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#plan-your-time-away
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#protect-your-focus-time
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#shorten-a-meeting
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#track-email-open-rate
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications#track-email
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You have earned a well deserved 15-minute break, take a 

walk, pat yourself on the back, be awesome. See you soon.



@collab365 | @tracyvds

Closing
QnA
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Resources 
Recap



@collab365 | @tracyvds

Recap of 

Important 

Microsoft 

Teams 

Features
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Checklist for Teams:

1. Owner: Create Team (Naming Conventions)

2. Owner: Add existing OneNote in Teams

3. Owner: Add Planner in Portal > add to existing group, give same name

4. Owner: Add the above Planner in Teams

5. Owner: Change settings for members (channels / tabs)

6. Owner: Add other Owners / Members (always 2 Owners per team)

7. Owner / Members: When added to Team, also check members first to understand audience

8. Owner / Members: Navigate to SharePoint, add alert for deleted items (all documents)

9. Owner / Members: While in SharePoint Sync library? (all documents)

10.Owner: Add Channels (with input from the team)

11.Owner: Add Tabs (with input from team)

12.Owner: Add Channel specific Calendars? (with input from team)

13.Owner: Add Channel specific OneNote Sections? (with input from team)
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SharePoint Site 

Collection(s) & 

Home Site 

behind Team
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• There is a SharePoint Site Collection 

behind your Team

• Each Channel is a folder in the 

Documents Library

• Private Channels create a new 

SharePoint Site Collection

• Channel delete or rename does not apply 

to SharePoint
RECAP
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Permissions
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• Owners and members can edit and 

delete anything

• Owners can change members’ 

permissions

• DON’T MESS WITH THE PERMISSIONS 

ON SHAREPOINT!

RECAP
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Version History
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• Same name document replaces

• Can restore previous versions

• Keep between 500 and 50,000 versions

• Trust people > trust the technology – use 

versions to manage some of the risk

RECAP
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Library Sync
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Correct Level !!
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• Sync to your explorer

• Remember to sync at library level not 

folder level

• Your changes syncs back to SharePoint / 

Microsoft Teams

• Always create channels / subfolders in 

Microsoft Teams

• Stop sync before removing from your PC!
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Alerts & 

Notifications
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• Setup alerts to monitor deleted items?

• Monitor when someone edits a 

document that you created (uploaded)?

• Can setup alert on Library / Folder and 

Document level

• Trust people > trust the technology – use 

alerts to manage some of the risk

RECAP
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Recycle Bin
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• 93 Days to restore items

• Setup alert on deleted items

• Trust people > trust the technology – use 

restore to manage some of the risk

RECAP
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Microsoft | Office 365 Introduction

Microsoft 365 for Business | Microsoft 365

Compare Office 365 Enterprise | Microsoft

Compare Microsoft 365 Enterprise plans

MyAnalytics dashboard - Workplace Intelligence | Microsoft Docs

Activity Reports in the Microsoft 365 admin center - Microsoft 365 admin | Microsoft Docs

Microsoft Productivity Score - Microsoft 365 admin | Microsoft Docs

Microsoft Teams usage report - Microsoft Teams | Microsoft Docs

Inline suggestions in Outlook - Workplace Intelligence | Microsoft Docs

Productivity insights in Outlook - Workplace Intelligence | Microsoft Docs

Microsoft 365 Adoption | Get Started

Enabling Modern Collaboration – Microsoft Adoption

#Microsoft365 Day 354: To learn new things, we first have to un-learn the old bad Tools. –

Tracy van der Schyff

#Microsoft365 Day 73: How we deliver IT Support should change – Tracy van der Schyff

#Microsoft365 Day 86 – The Evolution of Finding Stuff – Tracy van der Schyff

#Microsoft365 Day 129: ROI on Training, transform your business! – Tracy van der Schyff

(PDF) CTRL ALT DELETE Lost productivity due to IT problems and inadequate computer skills

Quantifying the value of collaboration with Microsoft Teams

Operating System Hacks

Strategy 11 Keyboard Shortcuts - All Things How

Strategy 11 (developing) keyboard shortcuts

A minimalist approach to computing with #Office365 and #Strategy – Tracy van der Schyff

#Microsoft365 Day 152: PC Literacy basics everyone should know – Tracy van der Schyff

The State of Data Discovery & Cataloging.pdf (alteryx.com)

MGI_The_social_economy_Full_report.ashx (mckinsey.com)

The High Cost of Not Finding Information

Reality Check: Still Spending More Time Gathering Instead Of Analyzing (forbes.com)

OneDrive | Microsoft Teams | SharePoint

Enabling Modern Collaboration – Microsoft Adoption

Collaborative work management on the Microsoft Virtual Hub – Microsoft Adoption

OneDrive release notes - Office Support (microsoft.com)

Microsoft OneDrive Blog - Microsoft Tech Community

What's new in Microsoft Teams - Office Support

Microsoft Teams Blog - Microsoft Tech Community

Microsoft SharePoint Blog - Microsoft Tech Community

Microsoft 365 Apps for Enterprise

What's new in Outlook for Microsoft 365 - Office Support

Inbox Zero with Microsoft 365 Quick Steps in Outlook – Tracy van der Schyff

What's new in Word for Microsoft 365 - Office Support

What's new in Excel for Microsoft 365 - Office Support

What's new in PowerPoint for Microsoft 365 - Office Support

What's new in OneNote for Strategy 10 - Office Support (microsoft.com)

5 steps to get you collaborating more effectively in Office 365 Word, Excel, and PowerPoint

Microsoft 365 learning pathways – Microsoft Adoption

Tracy van der Schyff – Facilitating The Evolution of Human Capabilities

Modern Workplace Training

Hybrid workplace guides

Workplace Transformation Site

Employee Learning | Microsoft Viva Learning

What's new in Microsoft 365 - Office Support

Microsoft 365 Roadmap | Microsoft 365

Microsoft 365 Training

Microsoft 365 Adoption | Get Started

Office 365 Time-saving Apps

Microsoft Bookings | Microsoft Docs

Introduction to Microsoft Forms - Office Support

What is Microsoft Forms - Microsoft Tech Community

Microsoft Lists | Microsoft 365

Microsoft Lists - Microsoft Tech Community Resource Center

Create a new form or quiz - Office Support (microsoft.com)

Create a list from the Lists app - SharePoint (microsoft.com)

Microsoft Planner video training - Office Support

Sign in to Sway - Sway (microsoft.com)

Create and share lists - Office Support (microsoft.com)

Closing

The Definitive Guide Employee Experience Josh Bersin

Microsoft Modern Workplace & Wellbeing Resources – Tracy van der Schyff
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https://www.microsoft.com/en-za/microsoft-365/business#coreui-heading-hiatrep
https://www.microsoft.com/en-za/microsoft-365/enterprise/compare-office-365-plans
https://www.microsoft.com/en-za/microsoft-365/compare-microsoft-365-enterprise-plans
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/dashboard-2
https://docs.microsoft.com/en-us/microsoft-365/admin/activity-reports/activity-reports?view=o365-worldwide
https://docs.microsoft.com/en-us/microsoft-365/admin/productivity/productivity-score?view=o365-worldwide
https://docs.microsoft.com/en-us/microsoftteams/teams-analytics-and-reports/teams-usage-report
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/mya-notifications
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/overview/productivity-insights
https://adoption.microsoft.com/
https://adoption.microsoft.com/enabling-modern-collaboration/#:~:text=%20Microsoft%20designed%20the%20MOCA%20to%20address%20two,tools%20are%20designed%20to%20integrate%20to...%20More%20
https://tracyvanderschyff.com/2018/07/22/to-learn-new-things-we-first-have-to-un-learn-the-old-bad-habits/
https://tracyvanderschyff.com/2017/11/26/how-we-deliver-it-support-should-change/
https://tracyvanderschyff.com/2017/12/13/the-evolution-of-finding-stuff/
https://tracyvanderschyff.com/2018/03/17/roi-on-training/
https://www.researchgate.net/publication/259703359_CTRL_ALT_DELETE_Lost_productivity_due_to_IT_problems_and_inadequate_computer_skills_in_the_workplace
https://www.microsoft.com/en-us/microsoft-365/blog/2019/04/23/quantifying-value-collaboration-microsoft-teams/
https://allthings.how/windows-11-keyboard-shortcuts/
https://defkey.com/windows-11-shortcuts
https://tracyvanderschyff.com/2019/01/01/a-minimalist-approach-to-computing-with-office365-and-windows/
https://tracyvanderschyff.com/2018/04/12/pc-literacy-basics-everyone-should-know/
https://pages.alteryx.com/rs/716-WAC-917/images/The%20State%20of%20Data%20Discovery%20%26%20Cataloging.pdf
https://www.mckinsey.com/~/media/McKinsey/Industries/Technology%20Media%20and%20Telecommunications/High%20Tech/Our%20Insights/The%20social%20economy/MGI_The_social_economy_Full_report.ashx
https://computhink.com/wp-content/uploads/2015/10/IDC20on20The20High20Cost20Of20Not20Finding20Information.pdf
https://www.forbes.com/sites/forbestechcouncil/2019/12/17/reality-check-still-spending-more-time-gathering-instead-of-analyzing/?sh=639e73b528ff
https://adoption.microsoft.com/enabling-modern-collaboration/#:~:text=%20Microsoft%20designed%20the%20MOCA%20to%20address%20two,tools%20are%20designed%20to%20integrate%20to...%20More%20
https://adoption.microsoft.com/virtual-hub/modern-work/collaborative-work-management/
https://support.microsoft.com/en-us/office/onedrive-release-notes-845dcf18-f921-435e-bf28-4e24b95e5fc0
https://techcommunity.microsoft.com/t5/microsoft-onedrive-blog/bg-p/OneDriveBlog
https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-teams-d7092a6d-c896-424c-b362-a472d5f105de
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/bg-p/MicrosoftTeamsBlog
https://techcommunity.microsoft.com/t5/microsoft-sharepoint-blog/bg-p/SPBlog
https://support.microsoft.com/en-us/office/what-s-new-in-outlook-for-microsoft-365-51c81e7a-de25-4a34-a7fe-bd79f8e48647
https://tracyvanderschyff.com/2021/05/06/inbox-zero-with-microsoft-365-quick-steps-in-outlook/
https://support.microsoft.com/en-us/office/what-s-new-in-word-for-microsoft-365-4219dfb5-23fc-4853-95aa-b13a674a6670
https://support.microsoft.com/en-us/office/what-s-new-in-excel-for-microsoft-365-5fdb9208-ff33-45b6-9e08-1f5cdb3a6c73
https://support.microsoft.com/en-us/office/what-s-new-in-powerpoint-for-microsoft-365-e8ef980c-5b12-4fff-ae3f-0819e6a21a1f
https://support.microsoft.com/en-us/office/what-s-new-in-onenote-for-windows-10-1477d5de-f4fd-4943-b18a-ff17091161ea
https://techcommunity.microsoft.com/t5/office-365-blog/5-steps-to-get-you-collaborating-more-effectively-in-office-365/ba-p/376983
https://adoption.microsoft.com/microsoft-365-learning-pathways/
https://tracyvanderschyff.com/
https://support.microsoft.com/en-us/modernworkplace?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/view-usage-data-for-your-sharepoint-site-884b5a0e-ab1d-40a1-8c60-f8e46fb014f3
https://lookbook.microsoft.com/details/b0633491-127d-48bf-ba06-a0cdb6ec749f
https://www.microsoft.com/en-za/microsoft-viva/learning
https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-365-95c8d81d-08ba-42c1-914f-bca4603e1426
https://www.microsoft.com/en-us/microsoft-365/roadmap?filters=
https://support.microsoft.com/en-us/training
https://adoption.microsoft.com/
https://docs.microsoft.com/en-us/microsoft-365/bookings/bookings-overview?view=o365-worldwide
https://support.microsoft.com/en-us/office/introduction-to-microsoft-forms-bb1dd261-260f-49aa-9af0-d3dddcea6d69
https://techcommunity.microsoft.com/t5/microsoft-forms-blog/what-is-microsoft-forms/ba-p/111019
https://www.microsoft.com/en-us/microsoft-365/microsoft-lists
https://resources.techcommunity.microsoft.com/microsoft-lists/
https://support.microsoft.com/en-us/office/create-a-new-form-or-quiz-3c39c220-e30e-401d-bb6f-c1861d5aea01
https://support.microsoft.com/en-us/office/create-a-list-from-the-lists-app-b5e0b7f8-136f-425f-a108-699586f8e8bd
https://support.microsoft.com/en-us/office/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://support.microsoft.com/en-us/office/sign-in-to-sway-b60d6dc4-d2bc-4740-ab1d-e2c4071dca03
https://support.microsoft.com/en-us/office/create-and-share-lists-4e5aeac6-8649-4813-aae5-2c2ddea2f292
https://joshbersin.com/wp-content/uploads/2021/07/EX-21_07-DefGuide-1.pdf?utm_campaign=Premium%20Content&utm_medium=email&_hsmi=140191482&_hsenc=p2ANqtz-9QF4A2NMR9tWrx4YjSe0_ovKimUtGQQe3rixwWfykkArW8yfHXYUa-i-eqRXY8JNfo33AiQrIcyJ19E4FS7BDLlhZ4og&utm_content=140191482&utm_source=hs_automation
https://tracyvanderschyff.com/2021/07/09/microsoft-modern-workplace-wellbeing-resources/
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Thought leadership: Culture / Future of work / Resilience / Wellbeing

•The future of work

•Navigating the complexities of hybrid work together

•Embracing a flexible workplace

•Learn how resilience can help your organization thrive

•Growing your business in a changing world

•New research reveals future work trends for South African organisations (Work 

Reworked)

•Unblocking teamwork: 4 tools and strategies to improve collaboration

•New tools can help boost wellbeing and soothe unexpected stresses of working 

from home

•Happy and productive at work: Predicting opportune moments to switch tasks and 

take breaks

•A pulse on employees’ wellbeing, six months into the pandemic

•Seven ways we’re empowering every person and every organization to thrive in a 

new world of work

•Doing what matters – prioritizing wellbeing at work

•Microsoft Workplace Insights

•Microsoft 365 Adoption Whitepaper

•Quantifying the value of collaboration with Microsoft Teams

•Strategies for Onboarding in a Hybrid World

Staying up to date

•Microsoft 365 Roadmap | Microsoft 365

•What’s new in Microsoft 365 – Office Support

•What’s new in Office 365 (latest features 

released)

•Tech Community Blogs

Adoption

•Microsoft Adoption

•Microsoft Service Adoption Specialist | edX

•Microsoft 365 Learning Pathways

•App templates for Microsoft Teams

Product Training

•Teams Basics

•Microsoft Teams Adoption Guide

•Microsoft Lists Look Book

•SharePoint Look Book

•Yammer Look Book

•Microsoft 365 Training – Microsoft Support

•Office for the web training

•Manage your life with Microsoft 365

•Save Time Tips

•Office Quick Starts

•Strategy 10 keyboard shortcuts – Microsoft 

Support

•Keyboard shortcuts in Office

•Office Templates

•Office 365 on LinkedIn

•Docs.Microsoft.Com

•Microsoft Learn

•Microsoft Learn TV

•Build Fundamental Business Skills

•Crash Course in Microsoft Teams

Modern | Hybrid Workplace Training

•Workplace Transformation Site

•Hybrid workplace guides

•Modern Workplace Training

•Make meetings work for everyone no matter where they are

•Collaborate on files

•Collaborate with Office 365

•Collaborate with Office

•M365 Collaboration infographic

•Productivity Library

•Best practices for collaborating with Microsoft 365

•Guide to collaborative work management in Microsoft 365

•Streamline end-user training Collaborative Work Management 

CWM Organizing with Tasks & Lists Guided Demo Managing & 

Sharing Files in Teams Guided Demo Tracking Tasks on Mobile 

Guided Demo

•The Art of Teamwork

•Measurement & Insights

•How Microsoft Productivity Score can help you build a more 

resilient business

•The definitive guide to Productivity Score

•Microsoft Productivity Score

•Microsoft MyAnalytics

•Outlook Insights

•Introducing insights in Teams to power wellbeing and 

productivity

•Office 365 Satisfaction Surveys

•Microsoft 365 Reports in the admin center

Microsoft Modern Workplace & Wellbeing Resources 

– Tracy van der Schyff
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https://www.microsoft.com/en-us/microsoft-365/blog/2020/07/08/future-work-good-challenging-unknown/
https://www.microsoft.com/en-us/resilience/hybrid-work-solutions
https://blogs.microsoft.com/blog/2020/10/09/embracing-a-flexible-workplace/
https://www.microsoft.com/en-us/resilience
https://info.microsoft.com/ww-landing-HBR-Whitepaper-Advancing-Business-Innovation-Gate.html?lcid=EN-US&ocid=oo_pg000000_comm_gdc_dg_dt_resiliencehome
https://news.microsoft.com/en-xm/2020/11/12/new-research-reveals-future-work-trends-for-south-african-organisations/
https://info.microsoft.com/ww-landing-unblocking-teamwork.html?LCID=en-CA
https://news.microsoft.com/features/new-tools-can-help-boost-wellbeing-soothe-unexpected-stresses-working-from-home/
https://www.microsoft.com/en-us/research/blog/happy-and-productive-at-work-predicting-opportune-moments-to-switch-tasks-and-take-breaks/
https://www.microsoft.com/en-us/microsoft-365/blog/2020/09/22/pulse-employees-wellbeing-six-months-pandemic/
https://www.microsoft.com/en-us/microsoft-365/blog/2020/09/22/seven-ways-were-empowering-every-person-and-every-organization-to-thrive-in-a-new-world-of-work/
https://news.microsoft.com/en-cee/2021/02/18/doing-what-matters-prioritizing-wellbeing-at-work/
https://workplaceinsights.microsoft.com/
https://adoption.azureedge.net/wp-content/uploads/2020/06/Accelerating-Modern-Workplace-Productivity-Adoption.pdf
https://www.microsoft.com/en-us/microsoft-365/blog/2019/04/23/quantifying-value-collaboration-microsoft-teams/
https://www.microsoft.com/en-us/worklab/
https://www.microsoft.com/en-za/microsoft-365/roadmap
https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-365-95c8d81d-08ba-42c1-914f-bca4603e1426
https://support.microsoft.com/en-us/office/what-s-new-in-office-for-the-web-fc1de049-98f3-46da-a5aa-da4a19c3e909
https://techcommunity.microsoft.com/t5/custom/page/page-id/Blogs
https://adoption.microsoft.com/
https://www.edx.org/course/microsoft-service-adoption-specialist-2
https://docs.microsoft.com/en-us/office365/customlearning/
https://docs.microsoft.com/en-us/microsoftteams/platform/samples/app-templates
https://teamsdemo.office.com/
https://teamworktools.azurewebsites.net/tft/
https://resources.techcommunity.microsoft.com/wp-content/uploads/2020/07/Microsoft-Lists_Look-Book.pdf
https://lookbook.microsoft.com/
https://teamworktools.azurewebsites.net/yammer/Yammer%20Lookbook.pdf
https://support.microsoft.com/en-us/training
https://support.microsoft.com/en-us/office/office-for-the-web-training-e315b031-2bd5-40a1-99ca-264ebf2c8f96
https://support.microsoft.com/en-us/office/manage-your-life-with-microsoft-365-9e3c3d2f-afcb-4cb4-8cd6-3c610da68c30
https://support.microsoft.com/en-us/tips/home?wt.mc_id=OTC_HOME
https://support.microsoft.com/en-us/office/office-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/en-us/windows/windows-10-keyboard-shortcuts-3d444b08-3a00-abd6-67da-ecfc07e86b98
https://support.microsoft.com/en-us/office/keyboard-shortcuts-in-office-e765366f-24fc-4054-870d-39b214f223fd
https://templates.office.com/
https://www.linkedin.com/learning/topics/office-365?accountId=2270706&u=2270706&success=true&authUUID=I52T%2Bv1MQlaz1R3IXRvR8w%3D%3D
https://docs.microsoft.com/en-us/
https://docs.microsoft.com/en-us/learn/
https://docs.microsoft.com/en-us/learn/tv/
https://www.microsoft.com/en-us/store/workshops-training-and-events/professionals#all
https://www.microsoft.com/en-za/microsoft-teams/art-of-teamwork-guide/keep-learning/getting-started-with-teams/1
https://lookbook.microsoft.com/details/b0633491-127d-48bf-ba06-a0cdb6ec749f
https://support.microsoft.com/en-us/office/view-usage-data-for-your-sharepoint-site-884b5a0e-ab1d-40a1-8c60-f8e46fb014f3
https://support.microsoft.com/en-us/modernworkplace?ui=en-us&rs=en-us&ad=us
https://clouddamcdnprodep.azureedge.net/gdc/gdchHPKb2/original
https://support.microsoft.com/en-us/office/collaborate-on-files-7e4d2c1e-3f66-4de9-a4ae-6d4782f175a3?wt.mc_id=otc_collab
https://support.microsoft.com/en-us/office/collaborate-from-anywhere-using-microsoft-365-ac05a41e-0b49-4420-9ebc-190ee4e744f4?wt.mc_id=otc_collab
https://support.microsoft.com/en-us/office/collaborate-with-microsoft-365-0613cf58-e8e2-48bc-a358-c4ec38d14950?wt.mc_id=otc_collab
https://download.microsoft.com/download/e/f/b/efba474a-693c-4fdf-a936-394b1fee44b6/M365_Collab_infographic.jpg
https://support.microsoft.com/en-us/office/productivity-library-d8ab82a5-5f02-4439-816b-4a5d35133e48?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/best-practices-for-collaborating-with-microsoft-365-5144136b-1ff8-476f-bcba-00de0bdaa600?wt.mc_id=otc_home
https://teamworktools.azurewebsites.net/assets/Collaborative%20Work%20Management%20Pamphlet.pdf
https://adoption.microsoft.com/streamline-end-user-training/
https://techcommunity.microsoft.com/t5/microsoft-365-blog/maximize-results-with-collaborative-work-management-in-microsoft/ba-p/2393857
https://octe.azurewebsites.net/Microsoft/viewer/304/index.html#/0/0
https://octe.azurewebsites.net/Microsoft/viewer/304/index.html#/
https://octe.azurewebsites.net/Microsoft/viewer/304/index.html#/2/0
https://www.microsoft.com/en-za/microsoft-teams/art-of-teamwork-guide
https://techcommunity.microsoft.com/t5/microsoft-365-blog/how-microsoft-productivity-score-can-help-you-build-a-more/ba-p/1696726
https://techcommunity.microsoft.com/t5/microsoft-365/the-definitive-guide-to-productivity-score/m-p/1699414
https://adoption.microsoft.com/productivity-score/
https://www.microsoft.com/en-za/microsoft-365/business/myanalytics-personal-analytics
https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/use/use-the-insights
https://techcommunity.microsoft.com/t5/workplace-analytics-myanalytics/introducing-insights-in-teams-to-power-wellbeing-and/ba-p/1675767
https://view.officeapps.live.com/op/view.aspx?src=https://fto365dev.blob.core.windows.net/media/Default/DocResources/en-us/Adoption/Sample_User_Satisfaction_Surveys.xlsx
https://docs.microsoft.com/en-us/microsoft-365/admin/activity-reports/activity-reports?view=o365-worldwide
https://tracyvanderschyff.com/2021/07/09/microsoft-modern-workplace-wellbeing-resources/


@collab365 | @tracyvds

The Definitive Guide 

Employee Experience – Josh 

Bersin 

Do the right 

thing, for the 

right reasons.
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Tracy van der Schyff
Microsoft Coach & Catalyst
Business Applications & Office Apps & Services MVP
The Guid Stuff, South Africa
@tracyvds
https://tracyvanderschyff.com
https://www.youtube.com/c/tracyvanderschyff

Thank You !

@collab365 | @tracyvds
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