
1Classified as Microsoft Confidential

Microsoft 365 Adoption



2Classified as Microsoft Confidential



3Classified as Microsoft Confidential

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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❑ Enthusiastically Promote New Ways of Working 

❑ Assist nearby colleagues on Best Practice usage and answering questions

❑ Proactively Mitigate Resistance issues

❑ Collect and report Feedback from end users to the Central team (Transformation 

Office/Change Team).

• Assist nearby colleagues and explain benefits (what’s in it for me)

• Provide guidance on where to find technical support

• Gather feedback from end users and report back to Transformation Office/Change Lead.

• Record and implement resistance mitigation tactics

• Engage with the Champion community; i.e., Teams, attend recurring meetings

• Share success stories, including experience on managing resistance.

• Reinforce Adoption: Provide meaningful and timely recognition to users who adopt new ways of 

working successfully

Champions provide nearby 

employees with a resource for 

usage, guidance and Q&A. They 

are promoters of the New Ways 

of Working, and not technology 

trainers.
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◼ Stop  Start  Continue

• Avoid cancellation of training at the last minute.

• Stop sending multiple reminders for scheduled training 

as it becomes annoying and can disengage your 

audience. Send reminders to people who have yet to 

register.

• Stop using email as a channel to receive information 

from participants.

• Stop using Zoom and Padlet.

• Stop arriving late. Stop being distracted.

• Consider peoples availability when scheduling training 

(e.g. after hours).

• Send placeholders in advance to block our people 

schedules.

• Use dedicated Teams channel for training cohorts and 

use that for communication, data collection and the 

meetings.

• Use Teams webinars and Q&A capabilities to deliver 

training.

• Use Teams to complement formal learning with 

discussions and sharing.

•

Participant WebinarsWorkshops

Presenter

/ Host

Facilitator

Organiser

Registration

Content

Development

Recording
WebinarVirtual Workshop

Appointment

Groupwork

Poll

Content

Development
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Whiteboard

• Guide participants through a whiteboard with Follow.

• Templates for a variety of workshop formats.

• Colourful sticky notes help to tell categorise contributions.

• Incorporate outside content with images and documents.

• Smart inking and shapes to help visualise ideas.

• Reactions to encourage participation

Breakout Rooms

• Organisers and Presenters can create breakout rooms (50 max).

• People can be assigned to rooms manually or automatically.

• 300 people max for meetings with Breakout Rooms.

• Setup Breakout Rooms in Teams Desktop App.

Annotation

• Everyone in a meeting can annotate the Presenters shared screens.

Registration

Utilise registration settings like capacity limits to ensure your webinar runs 

smoothly even before the event. Create a custom form with questions for 

potential attendees to learn more about your audience beforehand. Gain 

an overview of your event registration via attendee status.

Branded themes

Organise a custom event for attendees by adding brand images, banners, 

and colour themes.

Presenter bios

Give your attendees more background information about your event's 

presenters by including photos and bios.

Webinar reports

Gain insights before and after your event with webinar reports. Before it 

starts, see how many people have viewed the registration site, registered, 

or cancelled their registration. After it ends, view details about how many 

attended, how much time each attendee spent in your event, and more.

Get started with Microsoft Teams webinars

https://support.microsoft.com/en-SG/office/running-workshops-with-microsoft-whiteboard-593012a8-4b01-4fa3-b63f-88ac3b3f55da
https://support.microsoft.com/en-SG/office/use-breakout-rooms-in-microsoft-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://support.microsoft.com/en-SG/office/use-annotation-while-sharing-your-screen-in-microsoft-teams-876ba527-7112-437e-b410-5aec7363c473
https://support.microsoft.com/en-SG/office/get-started-with-microsoft-teams-webinars-42f3f874-22dc-4289-b53f-bbc1a69013e3
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Activity

Planning

Experience

Design

Workshop 

Experience

Webinar 

Experience

Experience 

Delivery

• Have a clear goal and focus on 

the outcome you are trying to 

achieve.

• If you are looking to inform or 

educate, then utilise a Webinar 

style meeting.

• If you are looking to bring a 

group of people together to 

collaborate, then utilise a 

Workshop style meeting.

• Understand the capabilities of 

the platform and the 

experiences they can enable.

• Look at the participants 

perspective and focus on how 

you can make it as easy as 

possible for them to participate.

• Teams is at the core with other 

capabilities coming from 

PowerPoint, Whiteboard and 

Stream.

• When preparing for a 

Workshop, identify the roles you 

will need (Organiser, Co-

Organisers, Presenters and 

Attendees) and who will play 

them. 

• Prepare your Whiteboard for 

the session, selecting the right 

template.

• Set up Breakout Rooms 

beforehand if they are required 

for group work during the 

workshop (use Teams Desktop 

App).

• Files, recordings and notes from 

Breakout Rooms are saved and 

are accessible afterwards.

• When preparing for a Webinar, 

identify the roles you will need 

(Organiser, Co-Organisers, 

Presenters and Attendees) and 

who will play them. 

• You can provide a Green Room 

for Presenters and Organisers to 

test audio and video content 

and practising sharing content.

• Attendees join the event with 

their Camera and Microphone 

off. They can participate by chat, 

reactions and Q&A. 

• Organisers can choose if or 

when to let attendees turn on 

their cameras or unmute their 

microphones.

• Practice delivery using the tools 

before you deliver a workshop 

or a Webinar to check what is 

available or not.

• Gain feedback from participants 

using a feedback form (SG 

Forms) to gain insights and 

continuously improve.

• Share your knowledge with your 

colleagues so they can leverage 

the capability.



8Classified as Microsoft Confidential

Experience Design
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Workshop Experience 
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Webinar Experience
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Polls
The ability to quickly poll people 

in chat and in meetings.

These capabilities will be 

available through Teams.
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Microsoft (Generic)

• 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

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
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