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Why Microsoft Teams



WHO you’re collaborating 
with…

Send and 
receive emails

Chats and 
conversations

Share Files

Plan meetings 
and events

Track tasks
Serendipitous 

collision

How we work today



Microsoft Teams

Persistent 1:1 & Group Chat

Enhanced Collaboration

Enterprise Communications

Customize & Extend
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The basic shape of a Team

Team

Channel 1

Tab 1 
(Conversations) Tab 2 (Files) Tab 3 (SP Page)

Channel 2 …

Tab 1 
(Conversations) Tab 2 (Files) Tab 3 (Notes) Tab 4 (an app)

SECURITY boundary
• Team (Group) membership

COMMUNICATION boundary
• “Follow” (notifications)

COMMUNICATION boundary
• “Follow” (notifications)

Resources to support the Channel Resources to support the Channel
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Helping email addicts adjust to Teams…
Your email…

• Forces YOU to separate your 
inbound communication

• Requires YOU to configure complex 
rules to ensure relevant information 
is surfaced and noise is reduced

• Notifies you on ALL new messages
• EVERY message goes into a 

recipient’s mailbox

A team…
• AUTOMATICALY separates your 

inbound communication into 
Channels

• Let’s you TUNE IN to what you care 
about and tune out what you don’t

• Notifies you only for messages you 
EXPLICITLY care about

• @mentions allow you to poke 
recipients only when relevant
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And IT organizations benefit as well…
Email-focused approach

• Difficult to get users to store files 
where they belong

• Storage burden of duplicate 
attachments

• Data governance and security 
spread across multiple systems

• Burden of creating and managing 
distribution lists

Modern collab with Teams
• Files seamlessly routed in normal 

conversation flow
• File access from threaded 

conversation, pin important files to 
channel tabs

• O365 platform retention and security 
features have you covered

• Self-service approach can improve 
agility and admin efficiency when 
done right
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Increase Your Focus Time
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1. Filter Activity by @mentions

How this helps: Your activity feed keeps 
you up-to-date on the latest conversations 
and updates. Filtering by @mentions let’s 
you separate your personal To-Dos from the 
FYIs and focus on the key conversations.

How to do this: Click on Activity, then click the 
filter button and choose @mentions.
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2. Bookmark a message or content

How this helps: A bookmark lets you save a 
message or attachment for 
later reading or helps you find frequently 
used information.

How to do this: In a chat, click the bookmark 
icon in. To find your bookmarked chats, Type 
“/saved” in the Search bar to find all your 
saved messages.
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3. Use Bots

How this helps: Get help for commonly asked 
questions quickly

How to do this: Go to the app store and 
download/install the bot. For example, the 
AVA bot can help restore your deleted emails 
or files.
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4. Create Routine

How this helps: When distracted our brain needs 20’ to 
be back in ‘focus modus’. If you plan for focused 
moments, you increase productivity and also free up 
time for new social rituals.  Plan similarly for ‘refresh 
moments’ in your agenda such as virtual 
coffee/lunch/drinks. 

How to do this:
Make conscious blocks in your agenda to group focus 
activities (like concentrated working on a paper, 
administration or learning) and turn on your ‘do not 
disturb’ button by clicking on your profile picture.
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Collaborate Better with Others
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4. Maximize group chat

How this helps: Keep a persistent chat thread 
with a common group of people. This is akin 
to chat groups in consumer chat apps (ie
WhatsApp, FB, Viber, etc)  

How to do this: Go to chat and add relevant 
folks to the chat group. Make sure you give 
your chat group a name.
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5. Team conversations for collaboration 

How this helps: Enables an organized and 
transparent way to work together. 
Conversation threads are similar to Linkedin
of Facebook posts with threaded replies or 
conversation.

How to do this: Create a new conversation in 
a Team and make sure to reply to the same 
thread and not create a new thread when 
responding. 
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6. In-Line Chat Translation

How this helps: Jump any language barrier 
and work with people from around the world.

How to do this: In a message, click on the 
ellipses, then click “Translate.”
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Stay Organizedhttps://www.linkedin.com/in/amandamariebarnes/
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7. Order Your Teams 

How this helps: Our projects and priorities 
change. Moving your team order gives you 
the flexibility to put your priorities at the top 
and move them when you need to.

How to do this: Click and drag the team you’d 
like to move. Once the screen turns grey, 
move the team up or down depending on the 
order you’d like.
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8. Favorite a Team or Channel

How this helps: Some teams are more 
important than others. Favorite a team or 
channel to prioritize your work. This helps 
divide relevant and irrelevant teams 
into “Favorite” and “More”, and shows 
channels that are most important to you.

How to do this: Go to the team or channel, 
then click on the ellipses and select Favorite.
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9. Rich Text Editing

How this helps: Never accidentally press 
“Send” again while creating a message 
masterpiece. Add a title, mark the message as 
important, and add other rich text options, 
such as bullet points, highlighting etc.

How to do this: When you are going to “type 
a new message” in the chat box, click on 
the symbol below the bar on the left 
hand side.



©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc. 

10. Use Teams Templates

How this helps: Take advantage of Teams 
templates to make it easy for people to create 
teams.

How to do this: You can do this out of the 
box, programmatically using Microsoft Graph 
API or use advanced solutions like AvePoint’s 
MyHub.

https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-team-f41a759b-3101-4af6-93bd-6aba0e5d7635?ui=en-us&rs=en-us&ad=us
https://docs.microsoft.com/en-us/MicrosoftTeams/get-started-with-teams-templates
https://www.avepoint.com/blog/microsoft-teams/microsoft-teams-myhub-app/
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But Wait There’s More …
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Create Collaboration Culture
Lead by ExampleEstablish Guidelines

• No group email collaboration

• You‘re not allowed to engage in project or work 
related chat in the water cooler channel

• You have to respond if people @ you
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Show you care

How this helps: When you work remotely, you 
might experience effects of isolation and 
loneliness. The best way to overcome that is 
to double down on communication.

How to do this: Use the crisis communication 
app or the company communicator, the 
Icebreaker or Celebration template (all free)

https://aka.ms/CrisisCommunicationSolution
https://github.com/OfficeDev/microsoft-teams-company-communicator-app/wiki/Deployment-guide
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Focus on the good things
How this helps: Working remotely-especially in these 
turbulent times, can create anxiety. Actively wiring your brain 
to be grateful for good things-helps you to keep a positive 
mindset.

How to do this: Make conscious time every morning or every 
evening to reflect what you want to take out of your day-and 
make sure you share this with people around you. Little 
things, big impact. The Praise button or Gifs are perfect ways 
of sharing a little spark of happiness around you.
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Plan for refresh moments 

How this helps: Working 100% from home can 
be intense-both from a physical perspective 
(eat well, moving) as from a mental 
perspective (to be fresh for every meeting)

How to do this: Make use of the technology 
for team health initiatives such as a virtual 
gym or yoga class-or meditation/mindfulness 
sessions
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Being Intentional with Social Interaction
IcebreakerHappy Hour Team Mascot
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What We Covered 

Why Microsoft Teams

Increase Your Focus Time

Collaborate Better with Others

Stay Organized

But Wait There’s More …



avepoint.com/resources



avepoint.com/solutions/wfh-ready
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Resources

Share your learnings in the Remote Work Community
Find key resources for working from home with Teams in this Pointdrive
Live, online training: aka.ms/TeamsLiveTraining
Self-guided articles and videos: support.office.com
Quick Start Guide: aka.ms/TeamsQuickStartGuide

Resources from Microsoft

http://aka.ms/RemoteWorkCommunity
https://ptdrv.linkedin.com/hml0wcg
https://aka.ms/teamslivetraining
https://support.office.com/
https://aka.ms/teamsquickstartguide
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Q+A



Let’s 
Connect

Tine Dubois
linkedin.com/in/tine-dubois

Dux Raymond Sy
linkedin.com/in/meetdux



Gracias

Merci



www.AvePoint.com

Sales@AvePoint.com | +1 800.661.6588 
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