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Scenarios

Team

Collaboration

Managing

Work

Effective

Communication

Roster

Management

Workshops and

Webinars

• Better Meetings

• Document Collaboration

• Managing Team Tasks

• Project Teams

• Effective Committees

• My Tasks

• Managing Team Tasks

• Project Tasks

• Meeting Actions

• Flagged Emails

• Department Hub

• Alerts & Messaging

• Announcements and News

• Recognition 

• Stakeholder Engagement

• Document Collaboration

• Managing Team Tasks

• Approvals

• Effective Communication

• Better Meetings

• Webinars

• Managing Team Tasks

• Registrations and Logistics

• Canvas (Whiteboard)

Frequency: High

Scale: High

Complexity: Medium

Innovative: High

Benefit: High

Frequency: Medium

Scale: High

Complexity: Medium

Innovative: High

Benefit: High

Frequency: Medium

Scale: High

Complexity: Medium

Innovative: Medium

Benefit: High

Frequency: Low

Scale: Medium

Complexity: Medium

Innovative: High

Benefit: High

Frequency: Low

Scale: High

Complexity: Medium

Innovative: Medium

Benefit: Medium

1 2 3 4 5
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◼ Stop  Start  Continue

• Stop relying on emails.

• Manual entering of leaves data

• Stop emailing for leave information or approvals

• Reduce the effort to save and share the latest version in 

SharePoint for HQ  which is password protected.

• Reduce the effort to set password to protect document

• Stop using Google sheet for maintaining pharmacy roster.

• Stop using different excel tracker to manage and plan leave. 

• Use M365 tools for managing rosters and leave requests

• Share and maintain the common version of the Roster.

• Maintain a common platform for all to view updated leaves 

(approval and requests)

• Work on a shared document to save time.. 

->More effective use of time and reduce the effort to 

remember password

->Work directly on the document daily if required to update

->Less calls to ask for password

• Allows other healthcare professional to have an overview of 

our pharmacist roster

• Leave management through centralized spreadsheet at a 

shared location

• Pre-plan leave, submit leave requests promptly.
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Roster Development Requests
Publishing &  

Updating

Continuous 

improvement

• Roster Managers develop their 

rosters based on existing patterns, 

policies and availability of staff.

• The spreadsheet containing the 

calculations is stored in a Teams 

Workspace, in a Roster Channel.

• Edit and read permissions are 

managed by the Roster Manager.

• Staff on the Roster are tagged in 

the Teams Workspace by the kind 

of role they fill in Rosters.

• Staff update their availability and 

lodge leave requests.

• Staff wishing to swap shifts can 

make their requests in the Roster 

Channel for their team, tagging the 

role they are wanting to swap.

• Staff notify their sudden un-

availability and on-call staff are 

notified.

• In line with policy and procedure, 

rosters are published in advance.

• Staff are able to view a copy of the 

roster but not make changes 

themselves. 

• Staff may request changes and the 

roster may then be updated by a 

Roster Manager.

• Based on changes, the Roster 

Manager makes changes to the 

roster and re-publishes it.

• Staff are notified that the Roster 

has been updated.

• Feedback on Rosters is collected 

and reviewed.

• Changes to Policy, Procedure and 

patterns are made through a 

regular improvement cycle.

• Changes to policies, procedures 

and patterns are communicated to 

Roster Managers and staff.
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Roster Development
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Requests
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Updating & Publishing
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Continuous Improvement
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Shifts
Shifts in Microsoft Teams (desktop and mobile apps) allows 

you to create, update, and manage schedules for your team.

Schedules - Create, edit, and manage a schedule. A schedule 

displays days at the top, team members appear on the left, 

and assigned shifts appear in the calendar.

Groups - Name a group like a job type or location to keep 

your groups organised.

Shifts - Choose where to add a shift. Create it from scratch, 

or copy an existing one.

Open shifts - Each schedule has an open shifts row showing 

what is available in that week.

Time Clock - Let your team clock in and out of a shift with a 

mobile device.

Requests - Review requests for time off, shift swaps, or offers.

Tags - Use shift-based @tags to quickly communicate with 

anyone currently on shift.

Share - Once you finalise a schedule, share it with your team 

so everyone is up to date.
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Microsoft (Generic) IHiS (Internal)

• Microsoft 365 Quick Starts - Microsoft Support

• Microsoft 365 Training

• Microsoft 365 – YouTube

• Microsoft Teams Blog - Microsoft Community Hub

• FastTrack Resources (microsoft.com)

• Microsoft Teams – Microsoft Adoption

• Download Office Training Center Bill of Materials from 

Official Microsoft Download Center

• Microsoft Teams – Microsoft Adoption

• Microsoft Teams Adoption Guide

• Try it with templates - Microsoft Support

• Tutorials On Using Microsoft 365 Products
(Available on HealthSG Tenant)

Please reach out to internal Transformation Office/Change Team if 

you cannot access or further learning resources’ links.

https://support.microsoft.com/en-us/office/microsoft-365-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/en-us/training
https://www.youtube.com/@Microsoft365/playlists
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/bg-p/MicrosoftTeamsBlog
https://www.microsoft.com/en-au/fasttrack/resources?rtc=1
https://adoption.microsoft.com/en-us/microsoft-teams/#engage
https://www.microsoft.com/en-us/download/confirmation.aspx?id=54088
https://www.microsoft.com/en-us/download/confirmation.aspx?id=54088
https://adoption.microsoft.com/en-us/microsoft-teams/#engage
https://adoption.microsoft.com/files/tft/
https://support.microsoft.com/en-us/office/try-it-with-templates-0865d155-bd36-407a-82be-929f2cd76f26
https://healthsg.sharepoint.com/:f:/r/sites/MicrosoftM365Tutorials/Shared%2520Documents/Tutorials%2520And%2520Quick%2520Reference%2520Guides/Tutorials%2520On%2520Using%2520Microsoft%2520365%2520Products
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