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Agenda

Maturity Model for leveraging Teams, SharePoint, Email and OneDrive

Comparing Teams Channel types and their site collections

Where do standalone communication and Team Sites fit in? 

Guests versus B2B Direct Connect

Open-Source Solutions for analyzing and optimizing your IA

Summary, Q&A and Closing



Scenario 1 - Communications

Email Only

Text Messaging

Individual Chat

Email1

SMS/Text2

Teams3

All communication is performed via email; no 
other messaging tool is used

Text Messaging is used between colleagues

1:1 private chats, incorporation of reactions into 

chat and conversations

Group chatTeams4 Three or more participants

Channel

conversations

@Mentions
Teams5

Threaded, contextual conversations that promote 

history and archived content

@Mentions to draw awareness and attention of 

others

Reactions



Scenario 2 - Documents

My Documents

File Shares

Personal

Team Sites

Document

s

1

Files2

OneDrive3

Teams4

Using local My Documents as a sole source 
repository for content

Storing documents in a centralized location

Document sharing via links or invitation

Common locations where team members 

can share and co-author
Can be connected to Teams



Scenario 3 - Meetings

Team Meetings

Webcams, Screens

Creating, Finding

Meeting Notes

Joining1

Sharing2

Recording3

OneNote4

Joining Teams meetings via desktop, web 
or app to take part in the conversation

Sharing your webcam and screen/app with 
meeting participants

Creating a Stream recording and finding 
other recorded content

Taking centralized meeting notes in 
OneNote for all team members to use



Top 10 Teams Steps
1. Start with chat

Create a small group chat to communicate in 

the moment. Rename the chat and 

‘favorite’ easy reference.

2. Connect from anywhere

Download the Microsoft Teams desktop 

and mobile apps to enable teamwork

from anywhere.

3. Go big

Create larger teams with dedicated

channels to collaborate on specific topics, 

projects, disciplines—whatever you like. 

Better to have fewer, larger teams with 

more channels than many, small teams with few 

channels.

4. Customize channels

Upload files to a channel and pin frequently 

used files to make it easy for everyone to find.

5. Add apps to channels

Integrate favorite apps and services—like

Word, PowerPoint, Excel, Power BI, Planner, 

SurveyMonkey, HootSuite and more—with team 

chats and meetings.

6. Consolidate ‘need to know’ content

Use OneNote or Wiki features to

spotlight important content, meeting 

notes, best practices, and goals without cluttering 

conversations. 

7. Spotlight resources

Pin key websites used to track news,

performance, live site monitoring or

metric tracking.

8. Elevate email conversations

Forward an email to a Teams channel to get faster 

feedback within a threaded chat—attachments 

will upload automatically, ready for collaboration 

and co-authoring. 

9. Share content from other services

Set up connectors to push rich content

into Microsoft Teams from services like

Trello, GitHub, Bing News, or Twitter;

and get notified when users engage with 

that service.

10. Help foster active channels

Stay active in channels and

@team to highlight posts for the

whole group.



Critical Rules of Engagement

Activity Feed becomes your new Inbox

Set parameters around chat, conversations and reactions

@mention to draw awareness

Acknowledgements are the Microsoft Teams read-receipt 

Teams is the launchpad for all O365 applications



SharePoint Online

• Single version of truth

• Document and Records Repository for the 
Organization
• Eliminate shadow IT (Dropbox, Box, etc.)

• Decommission on-premises File Share servers

• Communicate and Collaborate

• Corporate Intranet

• Team Sites

• Forms and Workflows



Three Places to Work



Types of Teams Channels

Standard Channel Private Channel Shared Channel

Teams
Open to all Team members Visible only to channel members

SharePoint Folder in Team Site collection 

Documents library

All team members have 

access

New site collection specific to the channel 

and secured to channel members



Shared vs. Private Channels
• Both channel styles create a channel site collection 

for documents

• Both have Teams restrictions on Apps and features

• Private channels let you invite a subset of the parent 
Team’s members

• Shared channels let you invite anyone allowed in the 
tenant
• Can also include other Teams

• Department team that is private to that department
• All company channel for two way communication with 

the organization

• Outbound connections don’t have to be setup for 
internal
• Just add members of the tenant



B2B Guests vs. Direct Connect in 
Teams

B2B Guests B2B Direct Connect

• User exists in the external 
Team’s Azure AD

• All the B2B controls apply
• Guests need to switch their 

Teams to external tenant
• Lose their home tenant’s 

Teams, notifications, feeds

• Can use different browser 
profiles for different tenants

• Needs to be enabled on both 
tenants
• More for organization-to-

organization sharing
• No tenant switching
• Shared channels appear with 

all the home Teams and 
channels

• Also appear in home activity 
feed



Folders, Document Sets, Metadata

• Teams encourages folders

• Teams also now supports rich metadata and views

• Document sets can be used to simplify assigning metadata

• Additional metadata can be set at the document level

• Folders can still be used



Teams First Information 
Architecture
• Microsoft Teams doesn’t need to be first on the roadmap

• These days it is usually already there

• Teams defines the top of the SharePoint Online information 
architecture
• Teams → Teams Sites

• Channels → Folders in Documents library or separate Team Sites

• Building the IA to support Teams

• Migrate from file shares, SharePoint Online, etc. into this IA



Teams First Information 
Architecture

Question: What does a Team and Channel represent in my 
organization?

Team Channel

Department Sub-departments, projects, 

products, folders

Client Project

Location Project

Projects Phases

Initiatives



Documents and Records 
Management

Records Management
• Records inventory and assessment

• Applying retention and audit paths

• Document ownership, chain of custody 
and audit

• Defined records policy and procedures

• Preserving records throughout their life 
cycle

Document Management
• Process and organizational 

improvement

• Faster, contextual search

• Data-tagging and folder management



Sensitivity Labels
• Labels can be applied to content in 

Microsoft 365
• Emails
• Conversations
• SharePoint sites and content

• Can be manually or automatically 
applied

• Can be leveraged in conditional access 
policies

• Can also enforce rights management 
and encryption

• Travels with the content regardless of 
location

• Can be applied to sharing rules

• Requires Office 365 E5 Compliance



Tools for Planning your IA

Sketchboard MindManager

https://sketchboard.io/
https://www.mindmanager.com/en/pages/mind-mapping-b6v1/?x-source=ppc&msclkid=400ca483674d1ea7c862c76c8d8b194c&utm_source=bing&utm_medium=cpc&utm_campaign=Text_MM_MM_MM_INT_EN_BR_GG_Core_Consolidated&utm_term=mindjet&utm_content=MM_BR_Mindjet


Teams First SharePoint Migration
Inventory 
and Plan

Excel 
Migration 
Mapping

Provision 
Team / 

Site

Sharegate 
Migration

QA and 
UAT

Launch 
and 

Adoption



Teams and Sites Provisioning

• Automate the creation of Teams 
and Sites

• Based on Teams and Sites 
Templates

• Project Teams

• Department Teams

• Integrate OneNote and Planner in 
Templates

• Full Lifecycle including retention and 
deletion

ProvisionPoint

https://www.envisionit.com/products/teams-provisioning
https://www.orchestry.com/
https://rencore.com/
https://www.avepoint.com/products/cloud/office-365-governance
https://bindtuning.com/automate365
https://provisionpoint.com/


Open-Source Solution
• Effective governance to avoid site sprawl

• Intuitive form for creation of new Team site

• Logic App generates O365 Group
• SharePoint Site including OneNote

• Exchange calendar and mailbox

• Microsoft Team

• Optional Project (Channel)

• A-Z SPFx web part

• May be integrated with CRM



Document Migration

• Inventory of existing repositories

• ‘Teams First’ Information Architecture

• Communicate with users to notify of upcoming change

• Templates for Teams/Teams Sites

• Deciding how Teams/Sites will be created moving forward
• Manual vs. Automated



Migration Tools

ShareGate Desktop SharePoint Online 
Migration Tool

https://sharegate.com/microsoft-migration


SharePoint Online Migration

• Aligning IA from previous on-prem site structure to Microsoft 
365 structure is extremely important

• Teams and SharePoint Online modern site structure

• ShareGate used to manage migration process

• Ideal time to evaluate all content and reorganize, update or 
prune as appropriate



File Share and SharePoint Inventory
• Inventory scripts to determine 

how many files you have to
migrate

• Output is fed into a Power BI 
Report to showcase the following:
• Number of lists and libraries

• Number of pages

• Number, sizes, and dates of 
documents

• Number of list items



Useful Links

• Open Source Approach to Teams Provisioning

• Power BI Azure AD Users and Groups Dashboard | Extranet 
User Manager

• Azure AD and Microsoft 365 Security Fundamentals

• EUM Demo

https://www.extranetusermanager.com/resources/events/webinar-2021-06-01-Open-Source-Approach-to-Teams-Provisioning
https://www.extranetusermanager.com/resources/articles/power-bi-azure-ad-users-and-groups-dashboard
https://www.extranetusermanager.com/resources/articles/power-bi-azure-ad-users-and-groups-dashboard
https://www.extranetusermanager.com/resources/events/webinar-2022-11-15-azure-ad-and-microsoft-365-security-fundamentals
https://portal.eumdemo.com/


Thank you!

Questions?

www.eum.co
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