
DanielGlenn.com

Discover SharePoint 
& Microsoft 365 - The 

Ultimate Starter Kit

Daniel Glenn | @DanielGlenn

SPFest & TeamsFest Chicago 2021

https://danielglenn.com/


DanielGlenn.com

Introduction to Microsoft Cloud Services

Collaboration in Microsoft 365

Services: Exchange, SharePoint, OneDrive, Teams, 
Yammer, Forms, Planner, To-Do, Project, Stream, Lists, 
Whiteboard, Sway, Delve, Microsoft Viva, Search

Permissions and Provisioning Basics in Microsoft 365

Build a SharePoint Site!

Teams Dive

Keeping Up With Change in Microsoft 365

Agenda
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10:30am (ish) – Morning Break

12:30pm  – Lunch 

1:30pm – Afternoon session start

3:00pm – Afternoon Break

5:00pm (ish) – Close out

Schedule
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Introduction to Microsoft Cloud Services
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Microsoft Azure

Microsoft Cloud Platforms

Microsoft 365 Microsoft Dynamics 
365
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Microsoft Cloud Platforms

Infrastructure as a Service solutions 

Platform as a Service solutions

Software as a Service productivity solutions

Software as a Service ERP and CRM solutions

https://danielglenn.com/
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What is Azure?
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What is Dynamics 365
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Microsoft 365
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Documents

Workflows

Videos

Business Intelligence
Forms

Search

Lists

https://danielglenn.com/
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@xGokan

Intranet, Extranet, Public Facing?

Reporting or Archiving?

Planning, Tasks, File Server, Social

Large team site or project site?

Enterprise Social Network? 

@xGokan

https://danielglenn.com/
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Collaboration is 

not just files 

anymore

https://danielglenn.com/
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Where should each type of item go in Microsoft 365?

Documents
Pages
Lists

Videos Custom Forms 
(InfoPath)

Social Workflows Tasks Custom Code

SharePoint®

Microsoft 
Stream®

Power Apps®

Yammer®

Microsoft Teams®

Power Automate®

Planner®
Microsoft To Do®

Project Online®

SP Framework
OfficeDev PnP

https://danielglenn.com/
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Microsoft 365: Universal Toolkit for Teamwork 

Hub for TeamworkCo-AuthorConnect Across 

the Organization
Intranets & 

Content Management

Email & Calendar 

TeamsOffice AppsYammerSharePointOutlook

Microsoft 365 Groups
Single team membership across 

apps and services

Microsoft Graph
Suite-wide intelligence 

connecting people and content

Security and Compliance
Centralized policy management 

https://danielglenn.com/
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Content easily and safely shared

Information helps your workflow Communications are in one place

Tasks are managed across apps

Track with rules, views & conditional formatting

Organize work into simple, powerful lists

Create and assign tasks

Drive team &  personal accountabilityAccess & work on files from anywhere

Track with activity & notifications

Coordinate over chat, audio, video

Quickly schedule and attend meetings

Embrace a new way of work with Microsoft 365

https://danielglenn.com/
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Exchange Online & Outlook
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Exchange Online

An invisible hero inside Microsoft 365

The e-mail service we use daily

Also helps many other Microsoft 365 services

- Microsoft 365 Groups

- Teams

https://danielglenn.com/
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Outlook
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Outlook on 
the Web
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SharePoint
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Employee engagement and 
communications

Connect people, news, knowledge, 
and apps

Knowledge and content management

Shared content and solutions for any 
group

https://danielglenn.com/
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Intelligent intranet

Organizational news
transform internal communications to keep 

people informed and engaged

Communication sites
reach a broad audience across the 

organization with a dynamic intranet site

Home sites
create an engaging home for your 

organization, division, or function

Hub sites
organize related sites & teams to centralize 

news, search and content management

The building blocks

https://danielglenn.com/
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SharePoint news
Inform and engage your team and 

your organization

Stay in the know with important and personalized 

relevant news across devices

Create compelling communications with multimedia 

and dynamic content from Microsoft 365 and beyond

Scale the reach of your story with automatic news 

distribution and promotion to your audience

Engage your audience with likes, comments, 

and social re-sharing

Schedule, target, publish, distribute and measure 

organizational news and communications

https://danielglenn.com/
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SharePoint sites
Share with your team & across 

the organization

Share vision
to guide and align your organization with 

leadership engagement

Share knowledge
in community sites that bring together 

content, conversation & people

Share resources and services
with microsites

Share news
updates and stories to inform your 

organization with SharePoint news

https://danielglenn.com/
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SharePoint home sites
Create a personalized landing 

experience for your organization

Connect the workplace with intelligent search and 

rich navigation to sites and applications

Showcase news and information to the right people 

with audience targeting

Discover personalized, relevant content from 

Microsoft 365 and across your digital estate

Foster connections across the organization with 

social conversations

Share compelling communications with 

intelligent video

Create a beautiful, dynamic employee experience 

that is accessible and available across devices 

https://danielglenn.com/
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SharePoint hub sites
Organize your intranet

Associate related sites
Create a hub with any site

Associate any site to a hub

Change associations at any time

Provide a hub for users
Hub navigation is shared to associated sites

Hub rolls up news, activities and events

Search from hub across all associated sites

Create consistency across sites
Associated sites inherit the theme of the hub

Hub drives consistency across associated sites 

with site designs

Govern site creation
Attach a workflow to site join

Create a site from hub

https://danielglenn.com/
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Demo
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OneDrive
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View, co-author and share files from any 
device

Access individual and shared files

- OneDrive, Microsoft Teams, SharePoint

and SharePoint Server on-premises

Full fidelity web experience

- 320+ file previewers and growing

Files On-Demand 

- Desktop and offline (PC & Mac)

Work from anywhere

- Mobile apps (iOS and Android)

Backup your photos 

- Automatic on iOS and Android

Protect files on your Windows PC 

- Known Folder Move

https://danielglenn.com/
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Work together with anyone in real-
time

Share inside and outside your organization 

- Consistent share dialog across apps and services

Securely share externally without a Microsoft 

account

- Using one-time pass code 

Co-author documents in Office web apps, 

desktop clients, and mobile apps

- In real-time with multiple people

Stay up-to-date with @mentions, activity, 

and notifications

- Across email, mobile, and desktop

https://danielglenn.com/
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Organize and find files that matter 
most

Intelligent file discovery

- Personalized recommendations and insights into what 

files are popular around you. Images are automatically 

tagged & indexed

Get back to your recent and pinned files

- Web, mobile, and directly within Office

Shared with and Shared by

- Work with all shared files + “Popular around me”

Organized libraries

- Custom metadata

Automate document reviews

- Publishing approvals with Power Automate

https://danielglenn.com/
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Microsoft 365

Teams

Intelligent content servicesIntelligent file experiences

https://danielglenn.com/
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Microsoft 365

Teams

Intelligent content services

Intelligent file experiences

https://danielglenn.com/


DanielGlenn.com

Microsoft 365

Teams

Intelligent content servicesIntelligent file experiences
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OneDrive scenarios

https://danielglenn.com/
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What else can OneDrive do?

Files restore to restore 

files to any point in 

the last 30 days

Recycle bin holds files 

for 93 days

https://danielglenn.com/
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What else can OneDrive do?

Modern attachments 

allow sharing of files 

links through Outlook 

vs attaching

Set default option in 

Outlook settings

https://danielglenn.com/
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Demo
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Microsoft Teams

https://danielglenn.com/


Chat for today’s 

teams

Communicate in the moment and 

keep everyone in the know

Customizable for

each team

Tailor your workspace to include 

content and capabilities your team 

needs every day.

A hub for 

teamwork

Give your team quick access to 

information they need right in 

Microsoft 365

Chat-based workspace in Microsoft 365

Security teams 

trust

Get the enterprise-level security 

and compliance features you 

expect from Microsoft 365.



Chat for today’s teams

People can see content and chat history anytime

Team chats and activities are visible to the entire team

Use private chats for small group conversations

Mobile access on Android, iOS and Windows Phone 



A hub for teamwork

Chat, content, people, and tools live in a team workspace

Voice and video meetings right within Teams

Built-in access to SharePoint, OneNote and Planner

Work with Office and other documents right in the app



Customizable for each team

Create different channels for work streams and topics

Add tabs to frequently used files and cloud services

Get updates from the apps your team uses every day 

Customize notifications so you don’t miss important info

Build integrations with developer preview APIs



Full-functioned chat 

client that can be used 

from a variety of 

browsers. 

Doesn’t yet support 

conferencing. 

Desktop

Provides support for 

audio, video, and content 

sharing for team 

meetings, group calling, 

and private one-on-one 

or private multi-party 

calls. 

Mobile

Geared at users participating 

in chat-based conversations 

while on the go , and 

currently allows users to have 

peer-to-peer audio call.

Clients for Microsoft Teams

Web
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Demo
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Introduction to Yammer
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What Is Yammer

Enterprise social network

Allows users to collaborate with the whole company

Integrates with other Microsoft 365 services

- SharePoint Online

- Teams

- Outlook

https://danielglenn.com/
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Yammer was built in 2008 for internal use by a 
company called Geni

- Split as an independent product afterwards

Acquired by Microsoft in 2012

A Bit of History

https://danielglenn.com/
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Yammer’s Role in the Microsoft Stack

It took some time for Yammer to find its place & role 

Before Yammer, social was done in SharePoint

Now we also have teams

Fastest adopted Microsoft product

https://danielglenn.com/
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In 2019/2020 Microsoft has massively invested in 
Yammer

- Full redesign

- Integration with other M365 services

• Outlook / Teams / SharePoint

- Integration with compliance features

• eDiscovery

- Every Yammer group is an Microsoft 365 group

• All Yammer files hosted in SharePoint Online

The New Yammer

https://danielglenn.com/
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Demo
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Microsoft Forms
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Collect information with surveys, quizzes and polls

https://danielglenn.com/
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Simple, powerful analysis and Microsoft Excel integration

https://danielglenn.com/
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Advanced Sharing Options
Targeted and Dynamic Question 

Builder

PersonalizationEnhanced Analytics 

Dynamics 365 Customer Voice
Advantages

https://danielglenn.com/
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Demo
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Planner, To Do, and Project

https://danielglenn.com/
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Natural, organized experience

Planner: work management for all

Familiar, collaborative teaming 

Fast, visual insights

Microsoft 365 parity platform

DanielGlenn.com
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To Do: all your to-dos in one place

Plan and manage your day

Focus on what’s most important

Never miss a beat

Get more done, together

DanielGlenn.com
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Project: work the way you want, get the results you 
need

Intelligent planning

Fresh new experience

Collaboration made easy

AI-powered insights

Innovation platform

DanielGlenn.com

https://danielglenn.com/
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Planner tasks in To Do

Microsoft Teams Tasks App

https://danielglenn.com/
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http://D-G.me/4nh7
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http://D-G.me/5im5
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Demo
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Introduction to Microsoft Stream
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Microsoft Stream

Enterprise video service

Users can upload/view/share videos

- Recording of classes

- Meetings

- Presentations

- Training sessions

- Etc

https://danielglenn.com/
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Users can comment on videos

Videos are automatically transcribed to make audio 
searchable

Facial detection in timeline

Integrates with other Microsoft 365 apps

- SharePoint

- Teams

- Etc

Also available on iOS and Android

Microsoft Stream Continued

https://danielglenn.com/
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Demo
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Track what matters most with Microsoft Lists

Easily create, share, and track lists 
with anyone, on any device

Keep everyone in sync with rules 
and quick edits

Customize your lists for whatever 
your business needs

https://danielglenn.com/
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Easily create, share, and track lists 
with anyone, on any device

https://danielglenn.com/
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Create a new list and share it with colleagues 

• Start from anywhere:  

• Lists app

• Import a data table from Excel

• Lists app in Teams

• SharePoint

• Track issues, assets, activities and more

• Configure and refine with: 

• Filters and views

• Color formatting

• Ready-made templates

https://danielglenn.com/
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• Issue tracker: bring issues to a close by setting priorities and sending notifications

• Event itinerary: organize event details in one place and show as a calendar view

• Asset manager: track physical assets’ location, status, users, etc.

Jumpstart your new list using ready-made templates

Start with a ready-made template

• Issue tracker

• Employee onboarding

• Event itinerary

• Asset manager

• Recruitment tracker

• Travel requests

• Work progress tracker

• Content scheduler

https://danielglenn.com/


DanielGlenn.com

• Create new of bring in existing

• Start from a ready-made template

• Chat, @mention, and collaborate

• Share individual list items

Start and use a list from within in Microsoft Teams

https://danielglenn.com/
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Demo: 

Lists home & create new

Microsoft Teams 💖Microsoft Lists

https://danielglenn.com/
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Microsoft Lists Look Book

http://D-G.me/svuz

https://danielglenn.com/
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Do more, work smarter:

• Quick Edit provides bulk edit operations

• Conditional formatting highlights data and 
focuses attention

• Rules and notifications keep everyone 
informed

Your lists just got a whole lot smarter

https://danielglenn.com/
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• Set rules to stay up-to-date on list progress

• Turn on notifications for when an item is:

• Created

• Modified

• Deleted

• Assign notifications to specific recipients

Surface important information using rules and notifications

https://danielglenn.com/
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Demo: 

Quick Edits, Lists rules, and 
Conditional formatting

https://danielglenn.com/
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• The full power of Microsoft Lists - in your pocket

• Access all your recent and favorited lists

• Create new lists using ready-made templates

• Adjust columns, edit list items, and share as links

• Availability update

• iOS (available now: aka.ms/MSLists/app/iOS)

• Android (coming later in 2021) [roadmap ID: 70704]

Check your list anywhere with the Lists mobile app

https://danielglenn.com/
https://aka.ms/MSLists/app/iOS
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Default views help visualize your 
information:

• Calendar 

• Grid 

• Gallery

Personalize your list with a few clicks

Configurable formatting, views and forms 

promote your data with personality:  

• Conditional formatting

• Show/hide filters

• Header and footer customization

https://danielglenn.com/
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Demo: 

Mobile access

Views and forms

https://danielglenn.com/
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Microsoft Whiteboard

https://danielglenn.com/
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Collaborate in 
Remote Meetings
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Demo
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Sway

https://danielglenn.com/
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Presentations

Reports

Newsletters

Stories

https://danielglenn.com/
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Demo
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Introduction to Delve
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Office Delve

Manage your Microsof 365 Profile

Quick access to recent documents across Microsoft 365

- SharePoint

- OneDrive

- E-mail attachments

Access to organizational chart

- Auto-built based on info from user profile

https://danielglenn.com/
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Announced at SharePoint Conference 2014

First service leveraging the Office Graph by Microsoft

- Gather “signals” from across the organization

- Show you documents before you’re looking for 
them

- Uses “Machine Learning / AI”

History of Office Delve

https://danielglenn.com/
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Demo
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Microsoft Viva

https://danielglenn.com/


DanielGlenn.com

of top-performing 
companies reported that digital 
training programs boosted 
employee engagement and 
performance. 2

The driving force for any business is its people.

Organizations with highly 
engaged employees have 

21%
greater profitability. 4

Highly engaged 
employees are 

12x
less likely to leave their 
company than those 
who are not engaged.1

94%

of employees say they 
would stay at a 
company longer if it 
invested in their learning 
and development. 3

1 Glint, 2 PwC’s Global Digital IQ survey, 3 LinkedIn Learning 2020 Workplace Learning Report, 4 Gallup

86%

https://danielglenn.com/
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Six key elements of a great employee experience 

Wellbeing

GrowthConnection

PurposeFocus

Empowerment

Source: Adapted from Glint's People Success Pillars

https://danielglenn.com/
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Employee

What is an Employee Experience Platform (EXP)​
A system of experiences that help organizations create a thriving culture with engaged 

employees and inspiring leaders

Company Resources
Employee Portals and Apps

Workplace Services (pay, benefits, IT, 
legal, compliance)

Insights
Analytics, Nudges, Surveys

Feedback, Sentiment

Knowledge
People & Experts

Documents & Content

Projects

Communities
Diversity & Inclusion

Interest groups

Team cohesion

Wellbeing
Physical, Mental, 

Emotional, Financial

Growth & Development
Learning & Coaching

Recruiting, On-boarding & Career

Talent & Performance Development

Communications
Announcements, News, Events

https://danielglenn.com/
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Microsoft Viva

Culture & communications

Productivity & wellbeing

Knowledge & expertise

Skilling & growth

Empower people and teams to be their best 

https://danielglenn.com/
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Learning

Skilling and 

growth

Topics

Knowledge and

expertise

Insights

Productivity and 

wellbeing

Connections

Culture and 

communications

Microsoft Viva
Empower people and teams to be their best 

https://danielglenn.com/
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Microsoft Viva

Organization layer             for employee experiences through Microsoft Teams

People at the center         with skills, resources in the flow of work

Powerful insights         that are actionable

Privacy and security         that you can trust

Platform and ecosystem           with customization and extensibility

What makes it unique?

https://danielglenn.com/
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Content providers

Wellbeing

Communications

Digital workflows

CRM

Microsoft Viva

Ecosystem
Coursera

edX

LinkedIn Learning

Microsoft Learn

Pluralsight

Skillsoft

Teams

Outlook

Yammer

Slack

Zoom

Glint Headspace

Dynamics 365 Salesforce

HR & Learning

Cornerstone OnDemand

Dynamics 365

Saba

SAP SuccessFactors

Workday

ServiceNow

And many more coming…

Microsoft 365

Teams

Sharepoint

Yammer

Linkedin

Microsoft Search

Glint

& more

Later this year, we intend to make APIs publicly available so our broad ecosystem of customers and partners can also integrate with Microsoft Viva

https://danielglenn.com/
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Learning

Skilling and 

growth

Topics

People and

expertise

Microsoft Viva 
Product Experiences Overview

Insights

Productivity and 

wellbeing

Connections

Culture and 

communications

https://danielglenn.com/
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Nearly 60% 
of people say they feel less connected to 
their team after shifting to remote work.

Microsoft Work Trend Index, 2020

https://danielglenn.com/
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Viva Connections

Communications and culture

Keep everyone connected

Encourage meaningful connections across the 
organization by enabling employees to easily discover 
relevant communications and communities.

Make it easy for people to contribute

Foster a culture of inclusion by empowering every 
employee to contribute ideas and share feedback.

Unite and inspire your organization

Align the entire organization around your vision, 

mission, and strategic priorities

https://danielglenn.com/
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70% of employees
reported higher stress levels and 40% are 

experiencing decreased mental health

The Other COVID-19 Crisis: Mental 
Health, Qualtrics, 2020

https://danielglenn.com/
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Viva Insights

Productivity and wellbeing

Deliver personalized and actionable insights

Empower individuals, teams, and orgs to achieve 

balance, build better work habits, and improve 

business outcomes with personalized insights 

and recommended actions.​

Quantify the impact of work on people and business

Gain data-driven, privacy-protected visibility into how 

work patterns affect wellbeing, productivity, and results. ​

Address complex business challenges

Use advanced tools and additional data sources to 

perform deeper analysis, address challenges important 

to your business, and respond quickly to change.​

https://danielglenn.com/
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People spend about an 
hour

a day – or up to seven weeks a year – searching 
for or recreating information

Spiceworks/Ziff Davis survey 
commissioned by Microsoft, 2021

https://danielglenn.com/


DanielGlenn.com

Viva Topics

Knowledge and expertise

Turn content into usable knowledge

Use AI to reason over your organization’s content and 
automatically identify, process, and organize it into easily 
accessible knowledge

Organize knowledge into topic pages

Enable your organization’s experts to share and refine 
knowledge through curated topic pages, automatically 
generated and updated by AI

Make knowledge easy to discover and use

Deliver relevant topic cards in the apps people use 
everyday

https://danielglenn.com/
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79% of CEOs worldwide
are concerned that a lack of essential skills in 
their workforce is a barrier to future growth1

Meanwhile, employees only have 1% of their 
workweek to focus on learning new skills2

1PwC CEO Survey, 2019

2Leading in Learning, Bersin by Deloitte

https://danielglenn.com/
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Viva Learning

Skilling and growth

Make learning a natural part of your day

Foster a culture of learning by enabling people to easily 
discover, share, and engage with learning integrated into 
Microsoft Teams.

Make all your learning content available in one place

Simplify the learning experience by bringing together world 
class content from LinkedIn Learning, 3rd parties, Microsoft 
Learn, and your own content.

Drive results that matter

Empower your leaders and employees to curate, assign and 
track learning aligned with business outcomes.

https://danielglenn.com/
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Demo
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Microsoft Search in Microsoft 365

https://danielglenn.com/
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Can you send me the link to the PowerPoint you presented yesterday?

I need to find the most current industry research data for this client proposal.

Where did I put that spreadsheet for the sales call?

Hang on, I think it’s on my hard drive…or was it OneDrive? Maybe it’s on  SharePoint 
instead?”

I can’t find our health insurance claim form.

Where did I put that document I was working on?
Where did I put that spreadsheet for the sales call?

I need directions to Building 34 for tomorrow’s meeting.

We all struggle finding information…

https://danielglenn.com/
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Why?

Inundated by too much data and content

Searching at work is frustrating

Our expectations have changed

https://danielglenn.com/
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44
76%
Stored in multiple locations:

▪ Company intranets

▪ Cloud services

▪ SharePoint

▪ OneDrive

▪ Line of business applications

▪ On-premises servers

How much is too much?

1 IDC The Digital Universe of Opportunities: Rich Data and the Increasing Value of the Internet of Things

2 Deloitte Oveview of emerging technologies

https://danielglenn.com/
https://www.emc.com/leadership/digital-universe/2014iview/executive-summary.htm
https://www2.deloitte.com/content/dam/Deloitte/us/Documents/center-for-corporate-governance/us-ccg-overview-of-emerging-technologies.pdf
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We are faced with multiple, distinct search 
experiences:

▪ Context and application-switching to find information

▪ Each entry point has a different search UX

▪ Results are partial, and inconsistent across applications

and there are just too many results to dig through 
to find the right one.

Why is searching at work frustrating?

https://danielglenn.com/
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Microsoft
Search

One capability.

Every search experience.
Microsoft Graph + Bing 
technology

https://danielglenn.com/
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Find work results as simple as a search, 
including:

Search for people and conversations within your 
company 

Search for files and groups across Microsoft 
connected services

Search for bookmarks to internal sites and tools

Search for building locations and direction within 
organization

Search for Q&As for work-related questions

Microsoft Search in Bing
Finding what you need at work just got easier with Microsoft Search

https://danielglenn.com/
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Find files, people, and news from your 
organization

Discover relevant content for you, as well 
as actions from your colleagues across 
web and mobile

Microsoft Search in SharePoint
Tap your organization’s knowledge

https://danielglenn.com/
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Get started and create a new document, 
or easily return to your work after a 
meeting

Find apps from your organization, 
content, people, and sites 

Discover relevant content for you, as well 
as actions from your colleagues

Microsoft Search in Office.com
Find and get back to your work faster

https://danielglenn.com/
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Delivers relevant results across all of  
Office, including Word, Excel, and 
PowerPoint

Find actions, services, and content that 
help you complete your task

Bring the power of Office and the web to 
you in the app, without needing to switch 
apps

Microsoft Search in Office Apps
Get your work done faster with the power of search

https://danielglenn.com/
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Stay in the know, and discover relevant 
people and important content when you 
need it most 

Gain an intuitive start page, bringing you 
closer to what is important right now

Discover relevant, recommended content, 
where people and content find you

Microsoft Search in Office Online
Extending the power of search to Office Online

https://danielglenn.com/
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Find the right item faster with top 
relevant results, quick result suggestions, 
and proactive recommendations

Increase search success with guided  
suggestions and better intent 
understanding (spelling correction, 
implied filtering, etc.)

Search with confidence beyond email 
across your calendar, people, 
attachments, and links

Microsoft Search in Outlook
Search you can depend on in Outlook – on any platform

https://danielglenn.com/
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Get answers right from the search bar 
across local, organization, and web 
content

Collective knowledge from your 
organization

Search Windows and the web to find 
people, files, apps, and locations with the 
same experience

Microsoft Search in Windows
Your organization’s knowledge, right from your desktop

https://danielglenn.com/
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Demo
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Permissions & Provisioning Basics
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Group of Microsoft 365 resources with a shared 
membership 

Resources can include:

- A shared Outlook inbox

- A shared calendar

- A SharePoint site

- A Planner Plan

- A Power BI Workspace

- A Yammer Feed

- A Microsoft Teams Team

- and more!

Microsoft 365 Groups

https://danielglenn.com/
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Why Did We Need Microsoft 365 Groups?

SharePoint = Collaboration

Used SharePoint for

- Files

- Lists

- Discussions

- Communities

- Tasks

- Videos

- Business Intelligence

- etc

Not that long ago 
in the Microsoft 

ecosystem …

https://danielglenn.com/
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Why Did We Need Microsoft 365 Groups?

Specialized tools / services for different types of 
collaboration

- Files > SharePoint

- Tasks > Planner

- Videos > Stream

- Discussion Board > Yammer

- Instant Messaging > Teams

- Business Intelligence > Power BI

- Surveys > Microsoft Forms

Too many individual tools make it hard for users to 
have a good digital workplace experience

Today in Microsoft 
365…

https://danielglenn.com/
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Microsoft 365 Groups can be created from:

- SharePoint (New Team Site)

- Planner (New Plan)

- Yammer (New Group)

- Outlook (New Group)

- Teams (New Team)

- Stream (New Group)

Users often don’t know everything they are creating

Different resources are provisioned based on from 
where the group is created

Where Are Microsoft 365 Groups Created From?

https://danielglenn.com/
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Microsoft 365 Groups: Services Created Summary

SharePoint / Outlook / Stream

SharePoint Site
OneNote 
Notebook

Forms 
Workspace

Stream Portal
Shared 

Mailbox & 
Calendar

Power BI 
Workspace

Microsoft 
Teams 
Team

Yammer Feed
Planner 

Plan

Planner

Teams

Yammer

SharePoint Site
OneNote 
Notebook

Forms 
Workspace

Stream Portal
Power BI 

Workspace
Yammer Feed

= Can be added after

Legend

https://danielglenn.com/
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Microsoft 365 Group Membership and Settings

Group Membership and Settings are stored in Azure Active 
Directory

There are three membership roles in Microsoft 365 Groups

- Group Owners

- Group Members

- Group Guests

Settings can include

- External Sharing

- Expiration

- Naming Convention

- And more

https://danielglenn.com/
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Microsoft 365 Group Creation

Microsoft 365 Groups can be created from many 
locations

Group level settings are the same in the end

- Except Microsoft 365 Connected Yammer 
Communities

Creating from certain locations might give you more 
or less initial options

- You can always configure them in the Group 
Settings

https://danielglenn.com/
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Any Microsoft 365 users can create an Microsoft 365 
Group

You can limit group creation to a specific set of people

• Pluralsight Course: Configuring Governance 
and Compliance for Microsoft Teams and 
Microsoft 365 Groups

Who Can Create Microsoft 365 Groups?

https://danielglenn.com/
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Group Creation From Outlook – Part 1

Display Name of 
the Group

Email address of 
the mailbox. 

Autogenerated but 
can be changed

Group Description 
(Optional)

Group Privacy  -
Who can see what’s 

inside

https://danielglenn.com/
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Group Creation From Outlook – Part 2

Send copies of 
conversations to 
group members' 

inboxes

Language

https://danielglenn.com/
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Group Creation From Outlook – Part 3

Add members or guests to the 
group

https://danielglenn.com/
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Group Creation From SharePoint
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Group Creation From Planner
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You Might See Other Options In Your Environment

Pluralsight Course: Configuring Governance and Compliance for Microsoft Teams and Microsoft 
365 Groups

https://danielglenn.com/
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Demo
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Microsoft 365 Group Membership

Groups have the following roles

- Owners

- Members

- Guests

https://danielglenn.com/
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Users can be added from any service part of that 
Microsoft 365 Group

Some exceptions

- You cannot currently add guests in Stream

- Power BI simply redirects towards Outlook

Adding Users to Your Groups

https://danielglenn.com/
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This slide is 
with 

animations

You can view and add 
members from Outlook 
Web / client

Add members button

Users always added as 
members first

https://danielglenn.com/
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Promoting or Deleting members

You can quickly promote members to Owners from the 
same interface

You can also delete members from the same interface

https://danielglenn.com/
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Similar Experience Across Services
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The SharePoint Exception

SharePoint can have additional users added only to the 
site

All other services in Microsoft 365 Groups use the group 
membership

https://danielglenn.com/


DanielGlenn.com

Assigned

Members are managed manually by the 
Group Owner or Microsoft 365 Admin

Members are added / removed automatically 
based on dynamic rules

Group Owners cannot manually add or 
remove users 

Users cannot leave the group

Dynamic

Two Types of Membership Management

https://danielglenn.com/
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“Groupify”

Connect a standalone SharePoint 
site to a new Microsoft 365 Group

https://danielglenn.com/
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Groupify a SharePoint Site

Create a Microsoft 365 Group using an existing 
SharePoint Site

SharePoint site must be a team site

- Classic (#STS0)

- Modern Standalone (#STS3)

Original SharePoint permissions remain in SharePoint 
only

- Need to manually/programmatically move users to 
Group permissions

https://danielglenn.com/


DanielGlenn.com

Connect to New Microsoft 365 Group

Option only available to Site 
Collection Administrators if 

tenant admin did not disable 
it

https://danielglenn.com/
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Microsoft provides several PowerShell cmdlets & 
Scripts

Need to be a SharePoint Online admin and have PnP 
PowerShell

- https://docs.microsoft.com/en-
us/sharepoint/dev/transform/modernize-connect-to-
office365-group

- https://docs.microsoft.com/en-
us/sharepoint/dev/features/groupify/groupify-overview

Bulk Groupify SharePoint Sites

Pluralsight Course: Configuring and Managing SharePoint Online

https://danielglenn.com/
https://docs.microsoft.com/en-us/sharepoint/dev/transform/modernize-connect-to-office365-group
https://docs.microsoft.com/en-us/sharepoint/dev/features/groupify/groupify-overview
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Most applications part of an Microsoft 365 Group use 
only the group membership

- Ex: You cannot add a users to Teams without 
adding them to the Microsoft 365 Group

SharePoint is an exception to that rule

- You can add users only to the SharePoint Online 
site that’s connected to a Group

Microsoft 365 Groups Application Membership

https://danielglenn.com/
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Demo
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Let’s Build an Intranet!
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Summary
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Organizing Teams

https://danielglenn.com/


Structure

Teams

• Collection of people, content, and tools surrounding different projects 

Channels

• Dedicated sections within a team to keep conversations organized

• Places where everyone on the team can have open conversations

• Can be extended with Tabs, Connectors and Bots 





Memberships and Roles

Team owners are able to invite anyone in the organization they work

Three roles in Teams:

• Owner: person who creates the team or assigned the role.

Responsible for managing team-wide settings and membership, 

including invitations

• Team member: the people that have been invited to join the team

• Guests: Microsoft 365 users who are outside of your tenant can be added 

to the team by team owners (more info @ aka.ms/guestaccesshelp)

http://aka.ms/guestaccesshelp


Guest access

• Guest access is a tenant-level setting in Teams and is turned off by 

default

• Once enabled, a team owner in Teams can add and manage guests 

in their teams via the web or desktop.

• Only Azure Active Directory or Microsoft 365 work or school 

account are supported at the moment
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Channels in Microsoft Teams

Team Owners are responsible of the different channels 
inside the team

Three* types of channels

- General (default)

- Standard (available to everyone in the team)

- Private (subset of people in the team)

* Shared channels coming!

https://danielglenn.com/


Memberships and Roles (cont.)
Team Owner Team Member Team Guests

Create team ✓ - -

Leave team ✓ ✓ ✓

Edit team 
name/description

✓ - -

Delete team ✓ - -

Add channel ✓ ✓* ✓*

Edit channel 
name/description

✓ ✓* ✓*

Delete channel ✓ ✓* ✓*

Add members ✓** - -

Add tabs ✓ ✓* -

Add connectors ✓ ✓* -

Add bots ✓ ✓* -

* Can be restricted through Teams settings by the owner
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Private Channels – Who Can Do What

Action/Role Team owner Team member Team guest
Private channel 

owner

Private channel 

member

Private channel 

guest

Create private channel

Delete private channel

Leave private channel

Edit private channel

Restore deleted private 

channel

Add members

Edit settings

Manage tabs and apps

https://danielglenn.com/
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Private Channels – Who Can See What

Item Team owner can see Team members can see

Name and description All private channels in the team
Only the private channels that they are added 

to

Conversations and tabs Only when added to the private channel Only when added to the private channel

Files and content Only when added to the private channel Only when added to the private channel

Private channel owner All private channels in the team Only when added to the private channel

Last activity time stamp All private channels in the team Only when added to the private channel

https://danielglenn.com/
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Demo
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Keeping up with change in Microsoft 365
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Develop

Announce

Deliver

Get 
Feedback 
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Microsoft 365 Roadmap
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Message Center
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Live Show 
every Monday!

Subscribe via your favorite app

http://MessageCenter.Show

https://danielglenn.com/
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Tech Community

Communities
- Engage with Microsoft and 

other experts 

Blogs
- Learn announcements and 

details on roadmap items

https://danielglenn.com/
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Two Tenants, One Goal

Standard Release
or Targeted release for selected 
users (developers)

Targeted release for 
everyone

https://danielglenn.com/
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Keys to Success

Monitor Updates
• Roadmap
• Message Center
• MSFT Blogs

Learn About Changes
• MessageCenter.Show
• User Groups
• Twitter & Blogs

Share Information
• Newsletter
• Internal User Group
• Lunch & Learn

https://danielglenn.com/
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Introduction to Power Automate
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Microsoft Power Automate is a cloud-based tool that’s part of the 
Power Platform and  allows business users to create and automate 
workflows and tasks across multiple applications and services.

Microsoft Power Automate

https://danielglenn.com/
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Workflows are pre-programmed mini-applications that streamline and automate 
a wide variety of business processes — from collecting signatures, feedback, or 
approvals for a plan or document, to tracking the current status of a routine 
procedure. Workflows are designed to save you time and effort, and to bring 
consistency and efficiency to tasks that you perform on a regular basis.

Workflows

https://danielglenn.com/
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Workflows are pre-programmed mini-applications that streamline and automate 
a wide variety of business processes — from collecting signatures, feedback, or 
approvals for a plan or document, to tracking the current status of a routine 
procedure. Workflows are designed to save you time and effort, and to bring 
consistency and efficiency to tasks that you perform on a regular basis.

Workflows
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Workflows are pre-programmed mini-applications that streamline and automate 
a wide variety of business processes — from collecting signatures, feedback, or 
approvals for a plan or document, to tracking the current status of a routine 
procedure. Workflows are designed to save you time and effort, and to bring 
consistency and efficiency to tasks that you perform on a regular basis.

Workflows
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Workflows are pre-programmed mini-applications that streamline and automate 
a wide variety of business processes — from collecting signatures, feedback, or 
approvals for a plan or document, to tracking the current status of a routine 
procedure. Workflows are designed to save you time and effort, and to bring 
consistency and efficiency to tasks that you perform on a regular basis.

Workflows
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Microsoft Power 
Automate

Original workflow 
creation tool in the 

Microsoft stack. 
Deprecated today, but 
still the only tool for 
purely On-Premises 

environments

Available Tools for Workflows in the Microsoft Stack

Azure Logic Apps 
3rd Party 
Products

Cloud-Based tool to 
create workflows in 
Microsoft 365 and 

hybrid 
environments. Can 

connect to over 275 
services!

Cloud-Based 
platform to create 

workflows aimed at 
developers

Business Process 
Automation 

solutions sold by 
Microsoft partners. 
Provide powerful 
solutions… For a 

price!

SharePoint 
Designer

https://danielglenn.com/
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Power Automate Terms and Concepts
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Power Automate and flows

Microsoft Power Automate was called Microsoft Flow

- Renamed to Power Automate in November 2019

In Power Automate you create flows

- Lowercase f

https://danielglenn.com/
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Trigger

Actions

Conditions
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This slide is 
with 

animations

100+ templates available

Useful as a quick start for 
your flows

You can customize them to 
fit your needs

Templates
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This slide is 
with 

animations

Services that Power 
Automate can connect to

Both internal (M365) and 
external (3rd party services)

Connectors

https://danielglenn.com/
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Those flows aren’t 
shared with 

anyone

Flows you shared with other people / other 
people shared with you

Advanced flows used 
mostly in Dynamics 365

Robotic Process 
Automation

https://danielglenn.com/
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Services used and 
accounts connected 

Flow owners
History of flow runs and 

durations

Flow name and 
Details

https://danielglenn.com/
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Recap

Trigger

- Event that starts the flow 

Actions

- Everything your flow does

Conditions

- Allows you to do different actions depending on a 
value

Connectors

- All the services Microsoft Power Automate 
connects to 

https://danielglenn.com/
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Getting Started with Templates

Great way to get started with Microsoft Power 
Automate

Templates can fully be customized

- Add / Delete actions

Hundreds of templates offered out of the box

https://danielglenn.com/
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Demo
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My SPFest & TeamsFest Chicago 2021

▪WRK101 - Discover SharePoint & Microsoft 365 - The Ultimate Starter Kit  - Monday workshop

▪WRK503 - Transform Your Intranet in Less than 4 hours!  - Tuesday workshop

▪CM103 - Practical steps for migrating shares to Microsoft 365  - 2:00pm Wednesday

▪OFF105 - Use Your On-premises Data with Power Apps, Power BI, and Power Automate (Flow)  -
4:40pm Wednesday

▪BI203 - Power BI sharing - your options for keeping everyone informed  - 1:20pm Thursday

▪INT303 - Modern is Now! Transform Your Intranet  - 1:00pm Friday DanielGlenn.com
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/DanielGlennDanielGlenn.com@DanielGlenn

D-G.ME / HELLO

/DanielGlenn

Consultant

Podcaster

Microsoft MVP

https://danielglenn.com/
http://d-g.me/hello
https://danielglenn.com/
https://youtube.com/DanielGlenn
https://youtube.com/DanielGlenn
https://danielglenn.com/
https://danielglenn.com/
https://twitter.com/DanielGlenn
https://twitter.com/DanielGlenn
http://d-g.me/hello
https://www.linkedin.com/in/danielglenn/

