Improving productivity and
engagement with Office 365
INTRODUCTION

WHAT’S IN THIS GUIDE?

Office 365 is one of the most widely used business applications in the
workplace, bringing a wealth of applications that allow staff to work
collaboratively, increase engagement and ultimately, be more productive.

•

Common challenges Office 365
helps to solve

•

Office 365 tools - which tool to
use when:

Increasing staff productivity and engagement is vital in the workplace
and luckily Office 365 provides all the tools required to give staff what
they need to be more effective and engaged. However, the pace of
development and innovations from Microsoft can make it difficult to keep
up with the various applications, and the cross-over in functionality can
cause confusion when searching for the right tool for a particular task.
This short guide will explain each of the key productivity tools within
Office 365, what they do, when they should be used and common
scenarios to outline the best technology for the job.

Engaged employees are 38%
more productive on average
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Improving collaboration and
communication can increase
productivity by 20-25%
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• Teams
• SharePoint
• Planner
• Shifts
• OneDrive for Business
• Flow
•

Common scenarios and
examples

Using Office 365 saves each
person about 30 minutes per
day
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Common challenges Office 365 solves
Every organisation will have their own unique IT requirements. However,
there are some core requirements that we commonly hear across many
organisations - all of which can be solved by adopting modern Office 365 and
the tools within it.

COMMON OFFICE 365 REQUIREMENTS
•

We are looking to engage our staff and foster a strong company culture
to increase staff happiness.

•

We would like our staff to be able to securely access company documents
wherever they are.

•

Our teams work closely together but struggle to work on the same
documents and collaborate - we currently we have emails going back and
forth with files, which nobody can work on at the same time.

•

Our teams are based across different offices, and we want to bring them
together and build a sense of community.

•

We want to improve how we manage our projects and give our staff the
right tools to be able to work more efficiently and work easily together.

•

We need to improve our internal communications because staff don’t
feel like they know what we are up to, what events we are holding and we
want them to be included.

•

Our staff don’t know where to go to find company documents or policies
and waste too much time searching for these.

•

We want our staff to be more involved in our company and sharing
updates and news across the teams to drive staff engagement.

•

We would like to improve our company policy process and move away
from manual reminders and forgotten files.

WHICH APP SHOULD I USE?
Office 365 allows you to have the best technology for
particular jobs, but which app do you use for what? This
guide will explain what each app does and when to use it including common scenarios.
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MAKING THE MOST OF
WHAT YOU HAVE
Do you already have Office 365?
Make sure that you gain the most
value from your licences! Office
365 has many new applications
that you may not be aware of,
which this guide will explain.
Using them could help:
Remove third-party costs for
other tools you are using and
paying for (such as Asana,
Slack, Wrike, etc).
Provide new functionality
that you didn’t realise is
already included within your
licence cost.

HAVE YOU CONSIDERED
MICROSOFT 365?
Microsoft 365 includes Office
365 but also comes with
Enterprise Mobility + Security
for robust security tools and
Windows 10 so your company
is on the latest and most secure
operating system.

Contact us to find out more
about Microsoft 365.
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How Office 365 can help
GIVING YOU ALL THE TOOLS YOU NEED
Office 365 gives your organisation all the applications to allow your staff to
work more effectively and to also increase staff engagement.
Collaborate - Employees need to be able to work together easily
and Office 365 gives the apps and features to allow them to do
this, such as working on the same document, adding comments to
files, or jumping on a call together.
Communicate - Allow staff to communicate easily whether this is
company-wide, team-wide or with individuals. Office 365 provides
different communication methods such as emails, messages, chat,
audio calls, video conferencing or even within documents so that
staff can choose the most appropriate method.
Broadcast - Share company news, events, announcements and
updates to make staff feel part of the company and help foster
a strong, inclusive internal culture where everyone is part of the
same vision and journey.
Share - Enable staff to actively participate and share information
with colleagues, teams or even across the whole company. This
could be sharing knowledge, working closely on a project or even
building a community forum or classifieds section.

WHY IMPROVE STAFF
ENGAGEMENT?
Improving staff engagement
within your workplace has
many benefits, such as:
Greater staff loyalty and
retention
Happier staff and fewer
absences
Improved productivity
Better customer service
Satisfied and loyal
customers
Overall increased
organisation profitability

Automate - Make lives easier through powerful automation
capabilities to remove time-consuming tasks from staff and
free them up for more important jobs. Office 365 tools help to
automate activities to streamline processes, reduce human error
and help increase productivity.

OFFICE 365 TOOLS
Let’s look at some of the building blocks that Office 365 provides to help you improve productivity and
collaboration within your organisation. We will discuss each tool and what to use when over the following pages.

Teams

SharePoint
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Planner

Shifts

01275 398 900

OneDrive
for Business

Flow
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Teams
WHAT IS IT?

Teams

Microsoft Teams is a hub for teamwork. It’s designed to bring everything
you need for effective teamwork and collaboration together in one place.
Teams can help you to:
•

Communicate effectively with group chat, audio and video calling,
screen-sharing, document conversations, and online meetings.

What? Platform for teamwork:
meetings, files, chat,
announcements and more

•

Collaborate seamlessly by editing Word, Excel and PowerPoint
documents and using by SharePoint functionality without leaving the
Teams app.

Key Benefits

•

Integrate apps such as Planner, Power BI, Stream, and hundreds of
third-party services by adding tabs to your teams.

Teams is available as a desktop app for Windows or MacOS, as a mobile
app for Android and iOS, and as a browser-based web application. Within
Teams, work is organised into individual teams, where each team might
represent a project, a department, or a common interest. Each user can
belong to multiple teams. Within each team, you can further organise
your content and discussion using channels and tabs.

•

Integrates with all other
Office 365 apps to easily
surface information on one
platform

•

Builds company engagement
and culture through team
news and announcements

•

Enables staff to easily work
together with simple tools
such as messaging, calls and
video

•

Staff can work on the same
documents at the same time

•

Benefits from Office 365
security to keep all files
protected and secure

HOW DOES IT WORK?
When you create a new team in Teams, an Office 365 Group is created
for your team. An Office 365 Group is a type of Azure AD security group.
When you add members to your team, you are adding members to the
underlying Office 365 Group.
Office 365 Groups are used to streamline access for a group of people
to a set of services. For example, when you create a team in Teams,
a SharePoint team site is created behind the scenes to store team
documents. You don’t need to manage access to the SharePoint site
directly, because permissions are automatically assigned to the Office
365 Group as part of the provisioning process. Similarly, if you add a
plan in Planner to your team, the Office 365 Group ensures that your
team members have commensurate rights on the plan. In other words,
Teams is able to provide a seamless single point of access to a range of
productivity and collaboration services because it’s underpinned
by Office 365 Groups.

When you add a file to a team channel in
Teams, you are actually adding the file to the
underlying SharePoint site.

Desktop and mobile announcements
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Teams
WHEN SHOULD I USE IT?
Teams is a highly-effective tool for collaboration and communication.
It can work well for project teams, functional teams, shared areas
of interest such as legislative or technical topics, and broader
organisational information sharing. Teams is great at centralising
communication – i.e. reducing the number of broadcast emails in your
inbox – and at making it easier for colleagues to stay in the loop when
they are working remotely or travelling.

You can easily integrate other
applications in tabs, such as
other Office 365 apps or even
third party apps, such as Wrike,
Asana, Trello or your CRM.

Teams works best when you want everyone to have the same level
of access. Team members have the right to contribute to content
and discussions across the team, and team owners can manage
the structure and membership of the team. If you want to vary the
permissions across the content of a team, you should typically either
look to create more granular teams or consider using a different
platform. For example, if you want to provide a broad set of users with
read-only access to a set of content, you might want to consider using a
communication site in SharePoint instead of a team in Teams.
Teams is also less suited to formal document management, where you
want to manage revisions, review cycles, retention policies, and so on.
In these scenarios you should consider using SharePoint directly.

Team channel with chat conversations and file sharing (above)
Video calls within a Team (top right)
Integrating Dynamics 365 CRM within a Teams tab (left)
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SharePoint
WHAT IS IT?

SharePoint

SharePoint Online is a modern and flexible web-based information
management platform. It offers a robust set of capabilities that you can
use to:
•

Organise your content and manage the information lifecycle.

What? Document management
platform

•

Share content securely with colleagues and people from outside your
organisation.

Key Benefits

•

Collaborate seamlessly on documents and other content with coauthoring, version control, and support for process automation.

•

•

Discover content using robust search tools.

Advanced information
management tools

Disseminate news and information to your teams or organisation.

•

•

Build a modern intranet to
promote engagement and
develop a strong internal
culture

•

Securely store and share
company documents

•

Staff can collaborate on the
same documents with full
version history

•

Allow staff to easily create
and share news, updates and
events to the company

•

Mobile apps available

The modern SharePoint experience comes in two flavours:
communication sites and team sites. Communication sites emphasise
information dissemination functionality, with native capabilities for
publishing news, events and other content in an engaging and responsive
user experience. You typically use a communication site when you have a
relatively small number of contributors sharing information with a much
larger group of consumers, such as a classic company intranet scenario.
By contrast, modern team sites emphasise collaboration functionality,
with dedicated team mailboxes, calendars, and other resources
underpinned by Office 365 Groups. Team sites are better suited to
smaller groups of users, such as project teams or functional teams, where
each user is an active contributor to the site. Both types of SharePoint
site come with the same robust document management and information
management capabilities.

WHEN SHOULD I USE IT?
A modern SharePoint site is a sound choice when you want to
disseminate information to a larger audience or when you need to
implement formal document management controls. For example, you
should consider creating a SharePoint site when:
•

You need to provide colleagues or external users with read-only
access to files.

•

You want to implement formal document management controls, for
example to manage policy documentation or official files.

•

You want to manage files with metadata (custom columns or tags)
or custom views to support sorting, filtering, custom formatting, or
process automation.

•

You want to implement formal version management with major and
minor versions and content approval.

•

You want to track information, such as travel requests,
in a tabular format.
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Planner
WHAT IS IT?
Microsoft Planner is a flexible and easy-to-use task management
application. At a high-level it enables you to define buckets, define
tasks, and then track the status of your tasks visually by dragging them
between buckets. Essentially, Planner resembles a Kanban board. Planner
is designed to be flexible enough to use in any number of ways. For
example, you could:

Planner
What? Task management tool
Key Benefits

•

Track progress by creating a bucket for each stage of a process (for
example: Backlog, In Progress, In Review, In Test, Complete, Blocked) and
dragging your tasks from stage to stage.

•

•

Schedule activities by creating a bucket for specified time periods
(such as sprints in Scrum-based systems) and dragging tasks into
each period.

Gives staff an easy-to-use
tool to keep track of projects
and tasks

•

Improves productivity and
organisation within teams

•

Allocate work by creating a bucket for each member of your team
and dragging tasks into each team member’s bucket.

•

Mobile apps available for
anywhere access

•

Integrates tightly with
SharePoint, Teams and other
Office 365 apps

You can view each plan in various ways – as a board, a charts dashboard,
or as a schedule. Which views makes sense will depend on how you are
using Planner. For example, if you are not assigning start dates and due
dates to individual tasks, the schedule view will make little sense.

WHEN SHOULD I USE IT?
Planner is a straightforward and rapidly-evolving tool for simple task
management. Its flexibility is the key to its success, and it works most
effectively for agile, informal, or Kanban-style processes. It is not
designed to be a substitute for more sophisticated project management
tools such as Microsoft Project Online, or work management tools such
as Azure DevOps. Planner is not effective for managing waterfall-style
processes with task dependencies.

You can view a plan as a tab
within a team in Microsoft
Teams for quick access.

Board of tasks (above) and overview charts (right)
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Shifts
WHAT IS IT?
Shifts is a scheduling and rostering app that you can use within Teams.
With Shifts, you can create schedules, define shifts, organise shifts into
groups, and assign team members to shifts. Depending on how you
configure the app, your team members can swap shifts and offer shifts to
other team members.

Shifts
What? Schedule management tool
Key Benefits

WHEN SHOULD I USE IT?
Shifts is heavily oriented towards what Microsoft calls firstline workers –
the people who are typically the first point of contact when customers
engage with your organisation. These could be front-of-house staff,
helpdesk call handlers, factory floor workers, or mobile response
teams. Shift work is common in these roles and there is typically a
well-understood need to make a specific number of people available for
specific roles over specific time periods. Shifts is designed to be easy to
use on a mobile device, as firstline workers are less likely to work for long
periods at a computer.
Shifts is less suitable for planning project-based activities, where the time
taken to complete a task can vary and tracking progress is as important
as scheduling your workforce.

•

Simple to use and allows
effective rota management

•

Ensures staff know when
they are working and easily
manage their shifts

•

Gives managers a simple and
effective tool and complete
visibility on staff rotas

•

Available on mobile devices
for quick access from
anywhere

•

Integrates with Flow
to automate Outlook
integration, email reminders
and more

Shifts used to be known as StaffHub but is
now re-branded and accessed within Microsoft
Teams via desktop and mobile.

Shifts within Teams in desktop and mobile view
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OneDrive for Business
WHAT IS IT?
OneDrive for Business is a secure, cloud-based personal file storage area.
Each user can store up to 1TB of content as part of a standard Office 365
plan. Depending on your organisational policies, you can also share files
from your OneDrive with users inside and outside your organisation.
Because OneDrive is accessible from a web browser, it’s a great way of
enabling your users to access their files securely from any computer or
device. You can sync files to your local computer using the OneDrive for
Business sync client. This runs in the background on Windows or MacOS
devices, thereby providing offline access to your files when you are on
the move or working on an intermittent internet connection.

WHEN SHOULD I USE IT?
OneDrive for Business is a great alternative to your desktop or other
local folders as a default save location for files. It’s a good storage
location for content that you own or that is largely relevant to you.
However, we recommend you discourage the storage of project-based
content or content that is relevant to multiple people on OneDrive
for Business; while it’s perfectly possible for multiple people to
view and collaborate on documents stored in OneDrive, it creates
an administrative burden if the owner of the OneDrive leaves your
organisation. Shared content is best stored in SharePoint or Teams.

OneDrive
What? Cloud storage
Key Benefits
•

Large storage capacity so
you do not have to worry
about storage space

•

Allows staff to easily
collaborate on the same
documents

•

Secure sharing to remove
the need for large email
attachments

•

Fully secure and adheres
to your Office 365 security
policies

•

Staff can access files from
any device and when offline

•

Benefits from Office 365
Search to allow documents
to be easily found (if the
user has the permissions)

KNOWN FOLDER REDIRECTION
Administrators can redirect Windows known folders, such as
Desktop, Documents, and Pictures, to OneDrive for Business.
This means that users can continue to work with familiar folders,
while at the same time ensuring that their content is synchronised
to OneDrive for Business and backed up securely in the cloud.

LEAVER PROCESS
When a user leaves your organisation, your leaver processes should
include managing any content the user has stored on OneDrive for
Business. You should move any content to a new location before you
delete their account. If the user is deleted, you have 30 days to restore
the account before any OneDrive content is permanently removed.
OneDrive content can be protected by retention policies which ensure
content is preserved for a longer period.
Simple, secure sharing options in OneDrive
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Microsoft Flow
WHAT IS IT?
Microsoft Flow is a cloud-based process automation tool, aimed at power
users, with a graphical web-based workflow designer. You can use Flow
to automate or streamline a wide-range of business processes across
many Microsoft and third-party services. Flow consists of three main
building blocks:
•

•

•

Connectors enable your flows to retrieve or update data from a
range of sources, including SharePoint, Outlook, OneDrive, Teams,
Planner, and hundreds of third-party services. If the connector you
need doesn’t exist, you can build your own.

Flow
What? Automation tool
Key Benefits
•

Simple automation tool
that reduces the need for
complex development

Triggers are what prompts your flow to start running. Triggers are
specific to connectors and enable you to run logic in response to
a wide range of scenarios, such as a document being added to a
SharePoint list, an email being received, a file being deleted from
OneDrive, and many more.

•

Increase staff productivity
and efficiency

•

Conditions and Actions determine what your flow will actually do.
Conditions are used to compare values and drive logic, and Actions
perform specific tasks such as updating lists or sending emails.

Gives power to end users
to help them configure
automations

•

Wide variety of preconfigured templates for
simple setup and easy to
edit

•

Integrates with all Office
365 applications

Flow includes a large template gallery for common process automation
requirements, with submissions from both Microsoft and community
members. This is often a good place to start when you have an
automation requirement.

WHEN SHOULD I USE IT?
The low-code development process in Flow is excellent for relatively
straightforward process automation tasks, such as approvals, task
assignments, and scheduled reminders.
As your requirements grow more complex, you might find that Flow
does not offer the flexibility you need. In these scenarios, you might
want to explore Azure Logic Apps, possibly in conjunction with Azure
queues and functions, as a more robust approach.

EXAMPLE FLOWS
•

Request manager approval for a document

•

Send notification when a document is up for
review (e.g. policies)

•

Notify a team member when something is
assigned to them or edited
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Wide range of pre-configured Flows
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Common Scenarios
Let’s look at how you can use these building blocks to meet
some common productivity needs.

SHARE AN UPDATE WITH YOUR TEAM
Technology: Teams

Posting to a channel in Teams is a great way of sharing news
with your team, whether it’s a project team, an interest area,
or the entire organisation. Users who follow the channel are
notified of new posts automatically, and you can use @mentions
to call out individuals, channels, or teams to ensure your news
reaches the right people.

Tip: You can employ a convention where users “like”
posts to indicate that they have read the message.

GATHER DOCUMENT FEEDBACK
Technology: Teams

If you ever need to gather informal feedback on a document,
Teams can help. In addition to co-authoring support for Office
file formats, Teams enables you to have conversations around
files of any type. Within Teams, you can view the document
and the conversation pane simultaneously to avoid the need for
context switching.

CREATE FILES FROM A TEMPLATE
Technology: SharePoint

In SharePoint, you can associate templates with document
libraries and content types. For example, you might create a
document library and a template for purchase orders. To create
a new purchase order, users can browse to your library and
choose Purchase Order from the ‘New’ menu. This creates a
new document, based on your purchase order template, that the
user can complete and save back to the library.
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Common Scenarios
GETTING DOCUMENT SIGN-OFF
Technologies: SharePoint, Flow

Modern SharePoint sites and Flow make it easier than
ever to get sign-off on documents. You can use an outof-the-box flow named Request Sign-Off on document
libraries to route a document to a named individual for
sign off quickly and easily. The reviewer can approve or
reject the item within Outlook.
For more stringent document approval requirements,
you can enhance this process by using major and minor
versioning with an approval requirement in the document
library. This enables you to restrict the visibility of draft
versions and ensure that documents go through an
approval process before major versions are created.

FIND A FILE
Technologies: SharePoint, Microsoft Search, all Office 365
platforms

SharePoint Online has included a reasonably effective
search engine for some time, but the introduction of
Microsoft Search has taken this to the next level by
providing a genuinely unified search experience. You can
use Microsoft Search from modern SharePoint sites, the
SharePoint home page, the Outlook client, the office.com
home page, or Bing (if your organisation has configured
it and you sign in with your work or school account). The
service returns results from across the entirety of Office
365, including SharePoint sites (and therefore Teams
content), user profiles, your OneDrive for Business,
your emails, and more. Bing can show results from
your organisation alongside public search results for an
integrated experience.
When you want to find content that matches specific
parameters, rather than specific content, you can use
metadata filtering within document libraries. For example,
if you were looking at a document library that stores
purchase orders, and you had configured metadata
appropriately, you could filter to find all purchase orders
for specific customers, or specific amounts, or specific
date ranges, or any combination of these criteria.
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Common Scenarios
MANAGING & TRACKING TASKS
Technologies: Planner, To-Do, Teams, Outlook

Microsoft Planner is a simple and effective tool for assigning
tasks and tracking progress, and it can be especially effective
when combined with other Office 365 technologies. For
example:
•

If you add a plan to a team in Teams, all team members
can view and interact with the plan as a tab within
a Teams channel. Teams will also notify you when
someone assigns you a Planner task.

•

If your assigned tasks in Planner include dates, you can
view your tasks as a calendar overlay in Outlook.

•

If you use Microsoft To-Do, you can surface your
Planner tasks in a list named Assigned to Me. This
enables users to incorporate their Planner tasks into
their personal to-do lists.

Personal to do list in mobile and Planner tasks in To-Do

MANAGING REVIEW CYCLES & OWNERSHIP
Technologies: SharePoint, Flow

For formal document management requirements, such as
policy documents or Quality Management System (QMS)
implementations, SharePoint Online provides a robust set of
tools:
•

You can use metadata to identify document owners,
review dates, review intervals, standards categories, and
any other information you need to sort, filter, or drive
processes relating to your documents.

•

You can use custom views and formatting to highlight
items that are overdue for review or missing key
information.

•

You can use Flow to send reminders to document
owners when review deadlines are approaching.

•

You can use major and minor versioning to ensure most
users see only published and approved policy versions,
while enabling reviewers to view draft updates.
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ABOUT US

How we can help
We help clients gain more value from their Office 365 (and other
Microsoft) investments. We focus on staying ahead of the latest
updates and releases in order to help advise clients of new solutions
and possibilities to help them increase their adoption of Office 365 and
improve staff engagement, collaboration and productivity.
If you are looking to get more value out of your Office 365 investment,
Chorus can help in a variety of ways:
•

Requirements analysis and roadmap planning

•

Information architecture

•

Security and governance controls

•

Content migration

•

Configuration and feature roll-out

•

Bespoke development and deployment

•

Ad-hoc consultancy and advice

•

Education and technical support

TESTIMONIALS

“Chorus have been a constant
support and source of exceptional
knowledge from the beginning.
Their consultants are consistently
on hand to answer any queries or
offer ideas and functionality that
could be of benefit to our project
objectives.”
Group Marketing & Brand Manager

ABOUT US
We are Microsoft cloud experts based near Bristol. Founded in 1999,
we help organisations adopt and benefit from cutting-edge Microsoft
technologies across Azure, Microsoft 365, Dynamics 365 and SharePoint.

“Chorus have delivered a solution
above our expectations and have
always given us a very personal
experience.”

We regularly hold free workshops and post articles and
guides focusing on Office 365 on our website. You can view
these at www.chorus.co/resources or sign up to our monthly
newsletter at www.chorus.co/newsletter

Animal System Manager

HAVE A QUESTION?
If you would like to find out more abut Office 365, how we can help or have a question please get in touch by emailing hello@chorus.co or calling 01275 398 900. We would be
happy to discuss your current setup or even come in to visit you to discuss Office 365 and
show what’s possible.
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