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Microsoft Office 365 and SharePoint Online Cookbook, Second Edition: An all-in-one guide to Microsoft 365 workloads, including SharePoint, Microsoft Teams, Power Platform, and more


Welcome to Packt Early Access. We’re giving you an exclusive preview of this book before it goes on sale. It can take many months to write a book, but our authors have cutting-edge information to share with you today. Early Access gives you an insight into the latest developments by making chapter drafts available. The chapters may be a little rough around the edges right now, but our authors will update them over time. You can dip in and out of this book or follow along from start to finish; Early Access is designed to be flexible. We hope you enjoy getting to know more about the process of writing a Packt book.
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2 Introduction to SharePoint Online


SharePoint Online is part of the Microsoft 365 ecosystem that facilitates collaboration and productivity in organizations by empowering its users with tools to create and share content. At its core, SharePoint is a content management system that gives its users places, such as sites, lists, and libraries, where they can create and store documents and data. It also lets its users collaborate on this content by allowing it to be securely shared with others within or outside the organization. Users are also able to securely find this content through the powerful Microsoft Search capability. Additionally, SharePoint enables an organization to effectively communicate through rich pages, engaging tools, and web parts. We will go over these areas in more detail throughout the book, first introducing them in Chapter 3, Working with Modern Sites in SharePoint Online.SharePoint integrates well with a lot of other tools within and outside of the Microsoft 365 ecosystem, such as Microsoft Teams, OneDrive, and the Microsoft Office suite, to name a few. SharePoint can be accessed through a variety of desktop and mobile browsers, such as Edge, Chrome, Firefox, and Safari. It can also be accessed through native iOS and Android mobile apps.We briefly discussed in Chapter 1, Overview of Microsoft 365, that SharePoint is available both as a standalone e-installation (on-premises) and as a cloud offering through Microsoft 365. The recipes in our book are written with the cloud version in mind, called SharePoint Online. While the recipes and related commentary are written for and tested with the cloud version, the key concepts equally apply to both versions of SharePoint. All references to SharePoint in these chapters and in general throughout the book refer to SharePoint Online unless mentioned otherwise.The following recipes in this introductory chapter will show you how to carry out some of the more common tasks in SharePoint Online:




	Getting to the SharePoint start page


	Creating a modern site


	Viewing site contents


	Creating a list


	Adding an item to a list


	Creating a document library


	Uploading documents to a library


	Deleting and restoring a file


	Sharing a document


	Searching content





While this chapter covers the more commonly used scenarios, dedicated chapters later in this book will dive into many of the different areas of SharePoint in more detail. You will find references to these chapters in the See also sections of each recipe in this chapter. By the end of this chapter, you will be able to carry out basic yet common tasks in SharePoint.




Getting to the SharePoint start page


The SharePoint start page is the central location that shows you relevant content from all the SharePoint sites that you have access to in your organization. From here, you can easily get to the sites that you are following, frequently visit, or have recently visited. This page also lets you search for content across all the SharePoint sites that you may have access to.This recipe shows you how to log in to Microsoft 365 and then browse to the SharePoint Online home page from there.




Getting ready


To be able to browse to the SharePoint start page, your organization should have purchased one of the Microsoft 365 products that contain SharePoint. In addition, they should have assigned you a license to use SharePoint Online.






How to do it...


You can follow these steps to access the SharePoint Online home page:




	Browse to www.office.com and click the Sign in button, as shown in the following image:




[image: Figure 2.1: Microsoft Office sign-in page]Figure 2.1: Microsoft Office sign-in page




	Log in using your email ID and password, as described in the Signing in to Microsoft 365 topic in Chapter 1, Overview of Microsoft 365.


	You will be directed to the Office 365 home page upon a successful sign-in. Click the app launcher in the top-left corner, as shown in the following image:




[image: Figure 2.2: The app launcher icon on the Office home page]Figure 2.2: The app launcher icon on the Office home page




	Doing so will expand the app launcher to reveal the suggested and frequently used apps. Then click the SharePoint icon, as shown below:




[image: Figure 2.3: Finding SharePoint on the app launcher]Figure 2.3: Finding SharePoint on the app launcher




	Doing so will take you to the SharePoint start page, which we will look at in the How it works… section of this recipe.





That's it! You just learned how to log on to Microsoft 365 and browse to your organization’s SharePoint start page. The content that you see on this page is personalized to you based on various factors, such as, but not limited to, content you’ve modified or interacted with, news promoted by your organization, your past searches, sites or people you follow, etc.






How it works...


The SharePoint start page shows your interactions across all SharePoint sites that you have access to. In short, this page lets you get to what's most relevant to you, without you having to search for the content. All pages in SharePoint, including the start page, as shown below, are comprised of three sections:




[image: Figure 2.4: The SharePoint start page]Figure 2.4: The SharePoint start page





	The navigation bar: We discussed the navigation bar as part of Chapter 1, Overview of Microsoft 365. One additional detail about the navigation bar for the SharePoint start page is that the search box in the center of this bar allows you to centrally search all your SharePoint and OneDrive content right from within this page. You will get to know more about searching content in SharePoint later in this chapter. There’s also a dedicated chapter later in the book (Chapter 7, Search in Microsoft 365) that covers Microsoft 365 Search in greater detail.


	The app bar: The app bar is your gateway to the most relevant content in SharePoint. It allows you to navigate to the sites, news, and files deemed most relevant to you through your interactions with SharePoint and Office 365 in general. It also allows your organization to define a global navigation:







[image: Figure 2.5: The app bar on the left of the SharePoint start page]Figure 2.5: The app bar on the left of the SharePoint start page



The following are the different features you can access through the app bar:




	Home: The home icon takes you to the SharePoint start page by default. However, as a SharePoint administrator or an owner of the SharePoint home site (see Types of modern sites later in this chapter), you can modify the home icon to show cross-site navigation instead.




Such cross-site navigation in SharePoint is also called global navigation. We will read more about global navigation in the Modifying the top navigation recipe of Chapter 3, Working with Modern Sites in SharePoint Online.




You can also read more about implementing global navigation through the app bar here: https://m365book.page.link/home-icon.










	My sites: Clicking this icon shows you a list of your frequently visited and recently followed sites.


	My news: Clicking this link shows you the recommended news from across all sites.


	My files: This shows you a list of your recently visited documents.


	My lists: This shows you the lists that you have recently worked with or that you have marked as a favorite.






	The main content area: The navigation bar and the app bar remain stationary as you navigate between various SharePoint sites and pages. What changes, however, is the content that you see within the main area outside of these bars. For the SharePoint home page, this content area contains the following sections, which we will go through point by point:




[image: Figure 2.6: The main content area of the SharePoint home page]Figure 2.6: The main content area of the SharePoint home page





	Bookmarks section: This section allows you to quickly get to content that you have bookmarked or that you have recently interacted with. This section contains the following subsections:



	Following: Here, you can view a list of the sites that you are following. You can then click the site name to directly go to the home page of that site. When you create a site, SharePoint automatically adds it to the list of sites that you are following. To follow an existing site, you can click the Not following text toward the top right of any page on that site, as shown in the following image:




[image: Figure 2.7: Toggle following/not following on the top right of a web page]Figure 2.7: Toggle following/not following on the top right of a web page




	Recent: This section shows a list of sites that you recently visited. You can click on the site name to quickly get to that site. You can also click the star () image next to the site name to add it to the followed sites list.


	Saved for later: As you browse pages within various SharePoint sites, you can bookmark them by clicking the bookmark () icon or the Save for later link toward the bottom of any news item or a SharePoint page, as shown below:




[image: Figure 2.8: Using the Save for later link to add a page to the Bookmarks section]Figure 2.8: Using the Save for later link to add a page to the Bookmarks section




	These bookmarked pages then show up in this section. Clicking the page name takes you to the respective page.


	Featured links: Your organization admins can add links that are useful for everyone in this section. The links they add are then visible to everyone in the entire organization. These could be links to your organization’s website, timesheet system, payroll, or any other resource that would prove useful for everyone. Only certain admins can create or edit these links.






	Create site and Create news post:




	Clicking Create site starts the new SharePoint site creation wizard. We'll discuss this in more detail as part of the Creating a modern site recipe later in this chapter.


	Clicking Create news post takes you to the Create news post page within a site of your choice.







These options only show up if your organization has turned them on. We'll discuss this in more detail as part of the Adding a page recipe in Chapter 3, Working with Modern Sites in SharePoint Online.






	News from sites: As the title suggests, this section brings together news from all your sites in one single place. From here, you can simply click the news item to go to the details page. You can also bookmark (save for later reading) a news item so that it shows up in your list of Saved items on this page.


	Frequent sites: As the title suggests, this section shows you tiles containing information about your most visited sites. In addition to the name of the site and a link to it, each tile shows a quick glimpse of what's latest and popular on the site.













See also




	Chapter 1, Overview of Microsoft 365


	The Creating a modern site recipe in this chapter


	The Adding a page recipe in Chapter 3, Working with Modern Sites in SharePoint Online











Creating a modern site


SharePoint provides various templates or site types so that you can create sites. These templates use similar building blocks but create slightly different sites in the end that help target different collaboration and communication goals. These templates differ from each other in various ways, such as how they store information, how they present it, and even the features that they offer.This recipe shows you how to create a site using the Team site template, which is the most commonly used site template for team collaboration.




Getting ready


Your organization should do the following before you can create sites from the SharePoint start page:




	Grant you access to SharePoint as part of the Microsoft 365 suite


	Enable the creation of sites from the SharePoint start page


	Enable the creation of modern sites in your Microsoft 365 environment









How to do it...


To create a new site from the SharePoint start page, follow these steps:




	Browse to the SharePoint start page, as described in the previous recipe.


	Click on the Create site (1) option and then Team site (2), as shown in the following screenshot:




[image: Figure 2.9: Navigating the site creation screen]Figure 2.9: Navigating the site creation screen





What we're creating on this page is called a site collection. In the There's more... section later in this recipe we will see the difference between a site and a site collection. If you can't see the Create site option, your organization has likely disabled the creation of site collections for you. Please refer to Chapter 3, Working with Modern Sites in SharePoint Online, for steps on creating a (sub) site if that's the case.






	Fill in the Site name and Site description and confirm or change the pre-selected Group email address, Privacy settings, and Select a language (more about these settings later in this recipe). Then, click the Next button, as shown in the following screenshot:




[image: Figure 2.10: Filling in details for creating a team site]Figure 2.10: Filling in details for creating a team site





The group email address that you can see in the previous screenshot is used for the corresponding Microsoft 365 group that gets created along with the team site. You can read more about groups in Chapter 3, Microsoft 365 Groups (online supplement).




Furthermore, you should carefully choose the Privacy settings on this screen. Choosing Private for this setting means only selected members that you allow on the next screen will have access to view and modify content within the site. Selecting Public would mean that everyone in your organization will be able to view and modify content within this site. You can always change the site's permissions after it has been created.









	At this point, SharePoint will start creating the site in the background.


	Even as it does that, SharePoint will prompt you to optionally invite other users to your site. These users are typically people from your organization who you'd like to grant owner or member access to this site. Coworkers you add from here are added as Members by default. You can change their access level on the site by selecting the word Member against their name and then changing the role to Owner. This can be seen in the following screenshot:




[image: Figure 2.11: Adding members to a team site]Figure 2.11: Adding members to a team site





Owners and members who are added through this screen are granted two different levels of permissions in SharePoint.




Members can add, update, or delete content (documents, pages, and/or list items) on your site. They can also view all the content within your site that others may have authored.







Site owners can do everything that members can do. In addition they are able to alter site permissions, add and customize pages, and change other key elements of the site. This access is usually only granted to a select few users from the team.







There is a third permission setting that isn't shown here, and that is visitor access. Visitors to your site can view the content within your site. This content can be presented through informational lists, documents, or pages within your site.







Who you grant member and owner permissions should be carefully considered, but know that these permissions can easily be changed after the site has been created.









	Clicking Finish will then redirect you to the home page of this newly created site. You may also be prompted to apply a custom template to your site but we will talk about that in the next section.





Congratulations! You just created a new site in SharePoint Online.






How it works...


At its core, a SharePoint site is a website that lets us store information and then present it in different ways. Information can be stored as data in lists and in the form of documents and/or files in libraries within the site. SharePoint uses pages and, optionally, web parts in these pages to show this information in a variety of formats. When you create a new site in SharePoint, it automatically creates one or more of these artifacts for you within that site. Finally, every site that gets created comes with search capabilities built into it. Microsoft Search in SharePoint is a quick way to find information relevant to you, not only from within your site but also other sites and workloads that your organization may have enabled in Microsoft 365. We will learn more about Search as part of the Searching content recipe in this chapter and then go through it in more detail as part of Chapter 8, Search in Microsoft 365.




Types of modern sites


At the time of writing this book, Microsoft has made a variety of templates available for modern sites. Let's go over them now.




Team site


This type of site is primarily used for collaboration within a team or a department that is actively working on a shared project or goal. As mentioned earlier, this is by far the most common type of site template used for creating SharePoint sites. SharePoint team sites are also connected to Microsoft 365 groups, which, in turn, are connected to other Office 365 workloads such as Microsoft Teams, Planner, and Outlook. Examples of team sites include sites created for individual project teams to collaborate on, sites created to work with external partners or vendors, and sites created for departments within the organization (such as the Human Resource department or Finance department) for their team collaboration. This means your organization would typically have a lot of team sites.




While this recipe described creating a group-associated team site, you can also have your designated SharePoint admin(s) create modern team sites for you without an underlying group. They can create such team sites through the SharePoint admin center.









Communication site


This type of site is used to broadcast a message or simply tell a story to your organization. Communication sites can be used to share news, reports, strategies, and other information in a visually compelling way. The content in a typical communications site will be shared with a large audience (potentially the entire organization). Examples of communication sites include your intranet landing site, a training site, a site where members in your organization would view key business metrics, and a site that's created to gather information for an organizational merger. This means your organization would typically have very few communication sites.






Hub site


SharePoint hub sites are a way to bring together (roll up) information such as news and activity from a family of related sites. As a site owner, you can either register your site as a hub site or associate it with an existing hub. If you choose to associate your site with an existing hub, your site will inherit the look and feel of the hub site.Your site will also inherit other properties of the hub site, such as the navigation bar, additional navigation links, applications, or custom lists with specific columns.Additionally, users who have been granted access to the hub site will start seeing content, news, and activity being rolled up from your site, along with any other sites that are associated with that hub site. This makes it easier for users to discover related content from across all these sites. An example of a hub site could be an enterprise Sales portal providing shared resources for the organization-wide Sales teams and connecting multiple regional Sales team sites and communication sites.




Hub sites need special permissions to be created and cannot be created by end users through the SharePoint start page. They can only be created by special users designated as SharePoint admins by your organization. You can read more about the SharePoint admin role here: https://m365book.page.link/SP-Admin.









Home site


A home site is your organization's designated intranet landing site. Behind the scenes, a home site is just another communication site, but with the following differences:




	It aggregates content from your entire organization through news, events, videos, conversations, and other resources.


	The search experience in the home site defaults to the entire organization. This means that if you perform a search from the home site, it will bring back results from the entire organization.


	You can only designate one site from your entire organization as the organization's home site.





It is highly recommended that you create a home site as a place to aggregate content that is of utmost importance to your organization.You can read more about the home site and the best practices surrounding its setup here: https://m365book.page.link/Home-Site.








Site creation next steps


After you create a site, you are provided with a menu to carry out additional actions for it:




[image: Figure 2.12: Additional actions menu for a created site]Figure 2.12: Additional actions menu for a created site





The actions discussed here are advanced topics. It may be beneficial to revisit them after you review the more advanced SharePoint chapters in the book.





We review these options below:




	Apply a site template: When you create a site, it comes with a standard set of libraries, lists, and pages. The lists, libraries, and pages that get created as part of the standard team and communication site templates are very minimal. SharePoint offers additional templates that you can apply on top of these standard sites. These templates contain pre-populated pages, page templates, web parts, and other artifacts that may be better suited to the specific needs of the site being created. The following image shows the different templates that are currently available in SharePoint:




[image: Figure 2.13: Selecting a template for your site]Figure 2.13: Selecting a template for your site




	As you can see from the image, your organization can also create templates that you can apply when creating your sites. Like the templates provided by Microsoft, these templates can have pre-baked content that can be specific to your custom needs built into them.





As we hinted at before delving into the different types of modern sites, these templates are subject to change. It is worth checking this Microsoft article for a list of the built-in site templates currently available that might suit your purpose: https://m365book.page.link/site-templates.This Microsoft article provides a walkthrough of the steps you can use to create your own templates: https://m365book.page.link/create-site-template.Please note that these steps assume some development knowledge.




	Invite team members: You can use this action to grant access to others to your site. Please note that this option is called Share this site with others for communication sites:




[image: Figure 2.14: Invite team members option is named differently for communication sites]Figure 2.14: Invite team members option is named differently for communication sites




	We will discuss permissions and access in more detail in the Determining and revoking permissions in a site recipe of Chapter 3, Working with Modern Sites in SharePoint Online.


	Upload files: Clicking Upload a document simply takes you to the default document library for the site so you can upload the relevant document(s) to it. You will learn about document libraries and uploading documents to them through subsequent recipes in this chapter.


	Post news: Clicking Create a news post creates a draft News post page, and takes you to it. You will learn more about creating news posts in the News post and news link topic of the Adding a page recipe in Chapter 3, Working with Modern Sites in SharePoint Online.


	Add real-time chat: Clicking Add Microsoft Teams creates a new team and links this site to it. You will learn all about Teams in Chapter 8, Microsoft Teams.


	Change the look: Clicking Edit site look allows you to apply a theme to your site, as well as changing its header, footer, and navigation settings. You will learn more about these topics through multiple recipes in Chapter 3, Working with Modern Sites in SharePoint Online.











There's more...


In this section, we will briefly review the concept of site collections. We will then look at the difference between the deprecated classic user interface versus the more modern experience.




Site versus site collection


As noted earlier, what we created through this recipe is actually called a site collection. Fundamentally, as the name suggests, this is a collection of one or more sites that are under the same URL. More often than not, all sites within a site collection will share identical navigation, branding, audience type, and sometimes even similar security.When you first create a site collection, SharePoint will create a top-level site, or what is known as the root site, for you. You can then create as many subsites as you'd like to under this root site.Microsoft no longer recommends creating subsites. Everything in the modern SharePoint experience is based on top-level sites (or site collections, as they are called). In fact they have altogether eliminated the words site collections and subsites from their terminology and just use the word site instead. You can read more about this change as part of the How it works… section of the Creating a subsite recipe in Chapter 3, Working with Modern Sites in SharePoint Online






Modern versus classic experience


SharePoint supports two different user interface (UI) experiences:




	The more modern, fluid, and mobile-friendly experience


	The classic experience, which is now being phased out





The modern experience makes it easy for you to create dynamic sites and pages that automatically adjust to the resolution of the device that they are being viewed on and are, hence, mobile-friendly. The modern site experience also includes a newer, modern way of working with lists and libraries. Since the classic experience is being deprecated and no longer recommended for creating new content, we will only be discussing the modern experience in this book. For those of you with an inquisitive mind, here is a great article on the SharePoint community blog explaining the modern experience and why you should use it for creating new content: https://m365book.page.link/Why-Modern.








See also




	Chapter 3, Working with Modern Sites in SharePoint Online











Viewing site contents


The Site contents page in SharePoint provides a one-stop view of all the lists, libraries, and other apps within the site. Any subsites within that site will also appear here. Provided you have appropriate access, you can also add new lists, libraries, pages, apps, and subsites to the site from this page.




Getting ready


You should have at least Read or View access to a site in order to be able to view the contents within that site.






How to do it...


To view the contents of your site, follow these steps:




	Browse to your site in SharePoint


	Click on the settings icon (1) in the top-right corner of any page on the site and then click Site contents (2), as shown in the following screenshot:




[image: Figure 2.15: Opening the site settings to reach the site content page]Figure 2.15: Opening the site settings to reach the site content page




	You will be directed to the Site contents page, as shown in the following screenshot:







[image: Figure 2.16: Viewing site contents from site settings > Site contents]Figure 2.16: Viewing site contents from site settings > Site contents



That's it! You can now view the various assets of your site from here.






How it works...


The Site contents page lets you view a list of all the lists and libraries within your site. The view shows various information for each list and/or library, including its name, type, number of items in that list or library, and when anything was last modified in it.If the site has subsites, you can also view a list of such sites through this page. The view shows the following details for each subsite: its name, description, number of user views, when the site was created, and when anything was last modified in it.In addition to this, you can also perform multiple actions from this page as shown in the image below:




[image: Figure 2.17: Exploring the options on the site contents page]Figure 2.17: Exploring the options on the site contents page



Let's go over these actions here:




	New: you can use this menu to create or add a Lists, Page, Document library, App, and Subsite. We will discuss these items through various recipes in this chapter and as well as in Chapter 3, Working with Modern Sites in SharePoint Online.


	Site usage: You can view these reports to understand how users interact with your site and what content is popular among the users of your site. Assuming you have the required access, this is also where you can generate and view reports about the content permissions within your site. You can read more about site usage reports here: https://m365book.page.link/Usage-Data.


	Site workflows: SharePoint workflows are now deprecated. We will also briefly discuss them as part of the SharePoint workflows topic in the Appendix. However, if you are still using SharePoint workflows and have appropriate access in SharePoint, you can click this link to view the site workflows.




The modern way to implement process automation and workflows is to use Power Automate in Microsoft 365. We will discuss Power Automate in great detail in Chapter 9, Power Automate (Microsoft Flow).






	Site settings: You can view and change the site’s settings through this link. We'll discuss site settings in detail in the Viewing and changing site settings recipe in Chapter 3, Working with Modern Sites in SharePoint Online.


	Recycle bin: The SharePoint recycle bin is just like the recycle bin on your computer; it lets you view the items that have been deleted from your site. We will return to the recycle bin in the How it works… section of the Deleting and restoring a file recipe, later in this chapter. Please refer to the See also section for other recipes in this chapter where we have covered artifact deletion and the recycle bin in greater detail.









See also




	The Deleting a list topic in the Creating a list recipe, later in this chapter


	The Deleting an item topic in the Adding an item to a list recipe, later in this chapter


	The Deleting and restoring a file recipe, later in this chapter


	The Viewing and changing site settings recipe in Chapter 3, Working with Modern Sites in SharePoint Online


	SharePoint workflows in the Appendix











Creating a list


A SharePoint list is a table-like container that stores information similar to an Excel spreadsheet or a database table. A key difference between Excel files or database tables and lists is that the information in lists is automatically shared with and available to other users that have access to those lists. This recipe shows you how to create a new list from scratch. For illustrative purposes, we will use this list to store details of the products from our company's product line. This list will contain the following columns to store the product information:




	Title


	Code Name


	Product Line


	Date Released


	Notes







Getting ready


You will need either Edit, Design, or Full Control permission on the site where you'd like to create the list.






How to do it...


You can follow these steps to create a new SharePoint list:




	Browse to any page within the site where you'd like to create the list.


	Click the New menu, click List, and then click Blank list:




[image: Figure 2.18: The Blank list option from New menu > List]Figure 2.18: The Blank list option from New menu > List





Instead of creating a new list from scratch, you can also choose to start from an existing list, create a list based on an Excel file, or use a pre-defined template to create the list. Doing so creates a list with pre-defined columns and settings. We will further explore these options in Chapter 4, Working with Lists and Libraries in SharePoint Online.






	Provide a descriptive name for the list so that others can identify the nature of the information that it stores. We are going to use Products as the name for our list.


	Enter a description for the list and leave the Show in site navigation box checked. This will result in the list being shown in the site’s quick launch navigation area toward the left. Then click the Create button:




[image:  Figure 2.19: Adding description and visibility options for the Products list]


Figure 2.19: Adding description and visibility options for the Products list




	This will create the new list and take us to it in the browser.


	You will notice that the list already has a Title column created for us. We can now add the remaining columns to our list.


	To add the Code Name column, click the Add column option and select Single line of text. Then, enter Code Name as the column name, optionally provide an appropriate description for the column, and click the Save button.


	To add the Product Line column, click on the Add column (1) option and enter Product Line in Name (2). Then select Choice (3) as the column type and enter Computers & Tablets, Gaming, and Home Theater on three separate lines in the Choices (4) field. Then, click the Save (5) button, as shown in the following screenshot:




[image: Figure 2.20: Filling in the fields for Create a column]Figure 2.20: Filling in the fields for Create a column




	To add the Date Released column, click the Add column option and select Date as the column type. Then, enter Date Released as the column name and click the Save button.


	To add the Notes column, click on the Add column option and select Multiple lines of text as the column type. Then, enter Notes as the column name, optionally enter a description, and click the Save button.




When a new list is created in SharePoint, it creates a few additional columns that are not shown to the users by default. The Modified and Modified By columns are two such columns that get created with the list. We are going to add them back to the view of the list so that we can track who added the items to the list and when.






	Click on Add column (1) and then Show/hide columns (2). As shown in the following screenshot, then select the Modified and Modified By columns (3):




[image: Figure 2.21: Selecting columns to appear in our list]Figure 2.21: Selecting columns to appear in our list




	This is what your list would look like in the end if you followed the preceding steps:







[image: Figure 2.22: Displaying a custom list]Figure 2.22: Displaying a custom list



Congratulations! You just learned how to create a custom list and added new columns to it.






How it works...


SharePoint uses lists as the primary way to store information that users create. Almost all information in SharePoint is stored in some type of a list. A list in SharePoint helps you to store data in a way that enables you and your co-workers to organize and share information flexibly. Just like a spreadsheet or a database table, it lets you add and manage columns so that you can store and display various types of information such as text, number, date, and currency. For each column, you can also specify properties, such as making the column required or optional, setting a default or calculated value for the column, etc. The properties you can specify for each column type vary based on the type of column. The Adding a column recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online, discusses list columns in greater detail.In addition to the ability to define columns, SharePoint lists also let you create multiple views, which allow you to organize and show the underlying list data in various forms. List views enable you to filter, sort, group, and format the data in a list so you can easily present and highlight information that's most important to your audience.Content in lists exists in the form of list items. Items in a list can include file attachments, people, and links. Furthermore, SharePoint provides pre-created forms that you can use to add or update the information in lists. You can also create your own customized forms to add or edit information in lists. You can use tools such as Microsoft Power Apps to create mobile-friendly forms and apps around this data. Additionally, you can configure email alerts for when list items are added, updated, or deleted. We will look at alerts as part of the Adding alerts recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online.




Deleting a list


You can delete a list by browsing to the List settings page. Please refer to the How it works... section of the Viewing and changing list settings recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online, for more information about browsing to the List settings page and deleting a list.








See also




	The Deleting an item topic in the Adding an item to a list recipe, later in this chapter


	The Deleting and restoring a file recipe, later in this chapter


	Chapter 4, Working with Lists and Libraries in SharePoint Online











Adding an item to a list


You can add items to lists in various ways. This recipe will show the most used method to add items to the representative list we created as part of the previous recipe. The other methods to add list items will be covered in greater detail in Chapter 4, Working with Lists and Libraries in SharePoint Online. Even though this recipe uses the Products list as an example, the steps provided here can be used to add items to any list.




Getting ready


You will need Contribute permissions or higher for the list you would like to add the new item to.






How to do it...


To add a new item to a list, follow these steps:




	Browse to the list where you'd like to add the new item.




You can browse to the lists and libraries on your site using the Quick Launch (left navigation) and the Global (top) navigation. The introduction in Chapter 3, Working with Modern Sites in SharePoint Online, shows how to access these navigation menus.




You can also access the lists and libraries through the Site contents page. The Viewing site contents recipe earlier in this chapter shows you how to navigate to this page.









	Click the New (1) button above the section that shows the title of the list.


	Enter information for the required fields (highlighted by a red *) and, optionally, the non-required fields (2).


	You can also optionally add file attachments for this item by clicking the Add attachments hyperlink toward the bottom of the form. File attachments include a variety of file types – images and documents, to name a few.


	Click the Save (3) button, as shown below, to add the item to the list:







[image: Figure 2.23: Filling in the fields to add an item to a list]Figure 2.23: Filling in the fields to add an item to a list



Congratulations! You just added a new item to a SharePoint list.






How it works...


You can imagine a list item as a single row in an Excel spreadsheet, except that this row can hold a variety of rich information. Each list comes with a set of forms to add, edit, and view these items. Each list item can optionally also contain one or more attachments. Furthermore, the forms to add, edit, and view list items can be customized to meet specific user needs. Every time an item is added or edited in a list, SharePoint also stores additional information (or metadata) for that item. This metadata includes information such as who created or edited the item and when was it created or edited. Further, you can use Power Automate to set up automated actions when certain things happen in the list. For example, you can set up an automated approval and notification workflow that kicks in when a new item is added to a list or when an existing item is updated. We will discuss Power Automate in depth in Chapter 9, Power Automate (Microsoft Flow).






There's more...


Provided you have appropriate access, you can also delete one or more list items from a list and documents from a library.




Deleting an item


To delete a list item, simply browse to your list, select the file you would like to delete (1), and then click the Delete (2) option from the list's menu bar, as shown in the following screenshot:




[image: Figure 2.24: One method of deleting an item]Figure 2.24: One method of deleting an item



Alternatively, you can also right-click the list item or click the three dots to the right of the title field (1) to open the context menu and then click Delete (2) to delete the item. This is shown in the following screenshot:




[image: Figure 2.25: Another method of deleting an item]Figure 2.25: Another method of deleting an item



The steps provided here for deleting list items are also true for deleting files from SharePoint libraries. Deleting an item from a list or library sends it to the recycle bin, where it stays for a couple of days until it gets moved to the second-stage recycle bin or gets permanently deleted. You can restore deleted items if they are still in the recycle bin and have not been permanently deleted. Please refer to the Deleting and restoring a file recipe, later in this chapter, to read more about the site recycle bin.








See also




	The Deleting a list topic in the Creating a list recipe, earlier in this chapter


	The Deleting and restoring a file recipe, later in this chapter


	Chapter 4, Working with Lists and Libraries in SharePoint Online


	The Adding alerts recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online











Creating a document library


A library is a secure place in SharePoint where you can upload, create, edit, and manage files for online sharing and collaboration with your team. Just like lists, each library comes with key built-in columns that automatically store default information about each file, such as who created the file and when, and who last modified it and when. You can always add your own columns to the library, just as you would for a list. Each SharePoint site ships with one or more libraries to enable you to store files within the site. Libraries can be of different types. A document library is the most used type of library and, as the name suggests, is used to store, manage, and share documents. The site pages library is used to store and manage pages and news items. The Inbuilt list and library templates topic of the Creating a list using a built-in list template recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online, provides a list of all the inbuilt templates.For this recipe, we will create a document library from scratch. We will use this library to store marketing documents. This library will also enable you to classify each document using the Document Type and Document Classification columns.




Getting ready


You will need either Edit, Design, or Full Control permission on the site where you'd like to create the library.






How to do it...


You can follow these steps to create a new document library:




	Browse to any page within the site where you'd like to create the library.


	Click the New menu and then click the Document library option.


	Provide a name and description for the library so that others can identify the nature of the documents that it stores. We are going to use Marketing Collateral as the library name and This library contains collateral for use of the Marketing team as its description.


	We will leave the Show in site navigation box checked. This will result in the library being shown on the left-hand side navigation menu for the site.


	We will then click the Create button to create the new document library. This will create the new library and redirect us to it in the browser.


	You will notice that the library comes with the following columns already created for us: Name, Modified, and Modified By. We can now add the remaining columns to our library.


	To add the Document Type column, click on the Add column option and select Choice as the column type. Then, enter Document Type as the column name. Enter Campaign, Case Study, Product Overview, and Product Pitching in four separate lines in the Choices field (1).


	Then, click More options, set Require that this column contains information to Yes (2), and click the Save (3) button, as shown in the following screenshot:




[image: Figure 2.26: Filling in the options for creating a column]Figure 2.26: Filling in the options for creating a column




	Similarly, to add the Document Classification column, click the Add column option again and select Choice as the column type. Then, enter Document Classification as the column name. Enter Confidential, Restricted, Internal use, and Public in four separate lines in the Choices field.


	Then, click More options, set Require that this column contains information to Yes, and click the Save button


	We will also change the position of the two newly created columns so that they show up next to the Name column (before the Modified and Modified By columns). To do so, simply click on the Document Type column name and drag it to the left, before the Modified column. Do the same for the Document Classification column, as shown in the following screenshot:







[image: Figure 2.27: Rearranging the columns of a list]Figure 2.27: Rearranging the columns of a list



That's it – congratulations! You just created and configured your first SharePoint document library.






How it works...


We discussed lists in the two previous recipes. A document library is a special type of list that is centered around documents. Just like a list, it lets you add, edit, view, and delete documents, and metadata related to those documents. One of the more popular and widely used features that document libraries enable is the ability for multiple users to concurrently view and edit documents that it stores. Users can not only concurrently edit documents but can also view each other's edits in real time. SharePoint also lets you create complex approval workflows surrounding these documents. Like regular lists, you can set email alerts so you are notified when relevant documents in a library are added, updated, or deleted.Just like lists, SharePoint comes with a number of pre-built libraries. Some notable examples of such libraries are the picture library, form library, and site pages library.






See also




	Chapter 4, Working with Lists and Libraries in SharePoint Online


	Chapter 5, Document Management in SharePoint Online











Uploading documents to a library


SharePoint lets you create new documents directly within a library through the New menu. It also lets you upload documents that have been authored offline.In this recipe, we are going to learn how to upload an existing document to a document library and then associate metadata to it. Even though this recipe uses the Marketing Collateral library, which we previously created as an example, the steps here work for any SharePoint library.




Getting ready


You will need Contribute permissions or higher to the library where you would like to upload the document.






How to do it...


Here’s how to upload a document to your document library:




	Browse to the library where you'd like to upload the document.


	Click Upload and then choose the Files option to open the file selection dialog, as shown in the following screenshot:




[image: Figure 2.28: Choosing an item to upload to a document library]Figure 2.28: Choosing an item to upload to a document library




	Browse to the file that you'd like to upload and click the Open button.




You can upload multiple files or entire folders to a library using this method if you so desire.




SharePoint also supports drag-and-drop capabilities, which work with a wide variety of browsers. Simply drag and drop the files or folders anywhere in the browser window when viewing the library. This will result in SharePoint uploading the folders, subfolders, and any files within them to the library, resulting in the same outcome as that of steps 2-3 here.









	This will initiate the file upload process. SharePoint will show the newly uploaded file in the library, as shown in the following screenshot:




[image: Figure 2.29: Uploaded file in a document library]Figure 2.29: Uploaded file in a document library




	You will notice that SharePoint shows information about the file as well as a preview.




Clicking the preview in the right-hand side pane activates the file and lets you view the entire contents of the file right from within that pane.






	You will need to enter information in the required fields for this document before it becomes visible to anyone else in your site or your organization (depending on how the site’s security has been configured). You will also want to give your file a friendly title at this point. Click the Edit all link in the details pane toward the right. Make sure the document is selected if you can't see the details pane.


	Enter or select the required information for the document and click the Save button, as shown in the following screenshot:







[image: Figure 2.30: Required information and Save button on the details pane]Figure 2.30: Required information and Save button on the details pane





After you've uploaded the document, SharePoint will maintain a history of all edits that have been made to that document. You can view the previous versions of the document, when and who modified it, and even roll back the document to a previous version. This is particularly useful when a document is being updated by multiple users and you need to "undo" a small set of changes because they were inaccurate or incorrect.





That's it! You have now uploaded your first document to a SharePoint document library. We will learn how to view and modify these documents in the Viewing and editing documents in the browser recipe in Chapter 5, Document Management in SharePoint Online.






How it works...


Documents are stored in libraries one document at a time. SharePoint also lets you upload or delete multiple documents at a time. If your documents have associated metadata, SharePoint lets you edit the metadata of multiple documents at once. The metadata that you associate with the documents will also show up in the information panel in regular desktop Office apps such as Microsoft Word, Excel, or PowerPoint, as shown in the following screenshot:




[image: Figure 2.31: Associated metadata of a document]Figure 2.31: Associated metadata of a document



In addition to custom metadata, SharePoint will also store and show you additional information about who created or last modified the document and when. SharePoint also lets you create follow-up actions when documents are added, modified, or deleted. You can do this by using Microsoft Power Automate. For example, if a user uploads an expense report, you can send it through an automated approval process in your organization. Please refer to Chapter 9, Power Automate (Microsoft Flow), for more details.Finally, SharePoint enforces some restrictions on file sizes and paths. You can view those restrictions here: https://m365book.page.link/File-Size-Path-Restrictions.




Uploading a folder


You can upload an entire folder along with any subfolders and their contents to a SharePoint document library. To do so, simply browse to your library, click Upload, and choose the Folder option. You will then be prompted to select a folder from your computer. Selecting the folder will create a copy of that folder in the document library and copy all the contents of that local folder to the newly created folder in SharePoint online. Note, as mentioned earlier in this recipe, that you can also simply drag and drop folders into your document library view. Doing so will recreate the folders and their contents within the document library.








See also




	Chapter 5, Document Management in SharePoint Online


	The Adding alerts recipe in Chapter 4, Working with Lists and Libraries in SharePoint Online











Deleting and restoring a file


In this recipe, you will learn how to delete a SharePoint document and then restore it from your site’s recycle bin.




Getting ready


You will need to be able to access a document library in a SharePoint site for which you have at least Contribute or Member/Edit permissions. You will not be able to delete a file without these permissions. To complete these steps, the document library must also have at least one document you can delete.If the document library is empty, you can create a new document quickly by using the New button and selecting Word, Excel, PowerPoint, etc. as the document type.If you have difficulty locating a document library on a site, navigate to Settings > Site Contents and look for a document library there.






How to do it...




	Select the ellipsis (…) next to a file, then Delete.




[image: Figure 2.32: Deleting a file from an item’s context menu]Figure 2.32: Deleting a file from an item’s context menu




	Confirm the deletion on the pop-up dialog by selecting Delete.




[image: Figure 2.33: Delete? popup when removing an item]Figure 2.33: Delete? popup when removing an item




	Watch for the status notification in the upper-right corner letting you know the file was successfully deleted.




[image: Figure 2.34: Notification for deleted item]Figure 2.34: Notification for deleted item




	Select Recycle Bin from the left-hand navigation menu (team site templates only) OR Settings > Site Contents > Recycle Bin.


	Select the file you wish to restore by clicking the circle that appears to its left when hovering your mouse over the file. Then choose Restore:







[image: Figure 2.35: Restoring an item from the recycle bin]Figure 2.35: Restoring an item from the recycle bin







How it works...


Steps 1-3 move a file from its original location to the site’s recycle bin shared by all site members. At this point, a countdown of 93 days begins, after which the file will automatically be permanently deleted.If, during those 93 days, you choose (or a fellow site member chooses) to restore a deleted file, you can follow steps 4-5 to move the file back to its original library.Just like the recycle bin on your computer, you can either restore deleted items or permanently delete them from here. However, there are several key differences between the recycle bin on your computer and the site recycle bin as follows:




	Types of deleted items: The site recycle bin not only contains deleted files and folders but also deleted items of other types, such as list items, calendar items, contacts from the contact lists, entire lists or libraries, and even subsites. In that sense, it is a catch-all for anything that gets deleted from your site.


	Permission-dependent: You can only view content that you have access to depending on your permissions within a site. So, unless you had permission to specific content before it was deleted from the site in the first place, you will not see it in the site recycle bin. An exception to this rule is for the site admins – since site admins have access to all content on the site, they also can view and restore any and all content that was deleted from the site.


	Second-stage recycle bin: In addition to the primary recycle bin that you can see within a site, site admins also have access to a second-stage recycle bin (or the site collection recycle bin). This is where items go once they've been deleted from your recycle bin. Just as in the primary recycle bin, admins can restore or permanently delete items from the second-stage recycle bin.




Deleted subsites are stored in the second-stage recycle bin and can only be restored from there by the site owner.




You can learn more about restoring items from the site collection recycle bin here: https://m365book.page.link/2nd-stage-bin.







We also read about site collections as part of the Creating a modern site recipe earlier in this chapter. Deleted site collections will need to be restored by a designated SharePoint admin from your organization.









	Retention period: The total retention period for items in the recycle bin is 93 days. You can restore content or have your site admins restore content within the site for 93 days. After that, the content is permanently deleted.


	Auto-purge on quota: Files in the site recycle bin still count against site storage quotas, and the recycle bin can only hold 200% of that quota before it will begin to auto-purge the oldest items. The second-stage recycle bin (when the recycle bin is empty, or deleted files are deleted from the recycle bin) does not count against site storage quotas and is only accessible to site owners.





You can read more about managing site storage limits here: https://m365book.page.link/site-storage-limits.




	Back-up data: In addition to the above, Microsoft retains back-ups of your site data for 14 days beyond the actual deletion. Such data is only available via a request to Microsoft Support by your organization’s administrators.









There's more...


As with most things in SharePoint, you can accomplish the outcome of this recipe in multiple ways. For example, instead of selecting a document’s ellipsis (…) and then Delete, you can instead simply right-click the document and choose Delete. You can also select the file (clicking the circle to the left of the file) and choose Delete from the top ribbon menu.You can also multi-select to delete several files at once and restore them through the same method.Keep in mind that the recycle bin is shared by all site members, so another member may choose to restore a file you deleted (and you can restore files others deleted). All these actions are always dependent on having appropriate edit permissions to involved content and locations.




Emptying the recycle bin


If you know you won’t need any deleted items in your recycle bin you can choose to Empty Recycle Bin, which is effectively the same as deleting a file a second time, but from your recycle bin. This moves all content in your site’s recycle bin to the site’s second-stage recycle bin only accessible to site owners.




[image: Figure 2.36: Button to empty the recycle bin]Figure 2.36: Button to empty the recycle bin



Files can still be restored from here by a site owner unless a file has been in either recycle bin for a total of 93 days after which it’s permanently deleted.




[image: Figure: 2.37: Items in the second-stage recycle bin]Figure: 2.37: Items in the second-stage recycle bin



Files restored from the second-stage recycle bin still return to the original location (not the first recycle bin).






File deletion in OneDrive


Deleting files in OneDrive is very similar to this process. In fact, the deletion and restoring process is nearly identical.For those closely monitoring their storage space in OneDrive, second-stage recycle bin files will not count toward the storage being used. However, this should not be used as a permanent storage solution to bypass a storage limit. After 93 days, files in either recycle bin (first or second-stage) are permanently deleted.






Restoring a library


Rather than restoring one file, you may wish to “undo” many changes made over a period of time. In SharePoint document libraries (and your OneDrive) you can choose Settings > Restore this library. This allows you to specify a point in time to which you’d like to revert the entirety of the library (or your OneDrive).




[image: Figure 2.38: Option to restore library under SharePoint in the site settings menu]Figure 2.38: Option to restore library under SharePoint in the site settings menu



When restoring a library, you choose a point in time to which you’d like to return. You can restore to:




	Yesterday


	One week ago


	Three weeks ago


	Custom date and time





Once you’ve made a selection for the point in time, you’ll see all individual changes (file modified, file deleted, etc.) that will be undone before you proceed with the restoration as seen at the bottom of the following screenshot.




[image: Figure 2.39: Rolling back changes to a library by restoring the library from a certain date]Figure 2.39: Rolling back changes to a library by restoring the library from a certain date



Once you click Restore, it may take some time to complete depending on the size and complexity of all involved changes.






Deleting library columns


It’s worth noting that if you should ever delete a column of metadata from a library (such as Category, Due Date, etc. that may have been used for organization), that column is not retrievable or restorable. Once deleted, it is permanently gone.




[image: Figure 2.40: Confirmation window to delete a library column]Figure 2.40: Confirmation window to delete a library column



One idea to consider is just hiding the column so the metadata is retrievable in version histories or for auditing. You can even rename these unneeded columns with a prefix like ARCHV-Category to keep them sorted together and available if needed.






Deleting previous file versions


If you delete a specific version of a file (for example version 2, when the current version is 6), that version goes through the recycle bin independently in the same process as a normal file and can be restored. You’ll see it noted with the original filename, but appended with the version number in parentheses as shown in the following screenshot:




[image: Figure 2.41: Deleted items have a version number after their name in the recycle bin]Figure 2.41: Deleted items have a version number after their name in the recycle bin



And after 93 days (or if manually deleted sooner) that version will be permanently deleted and non-restorable just as with a normal file.








See also




	The Deleting a list topic in the Creating a list recipe, earlier in this chapter


	The Deleting an item topic in the Adding an item to a list recipe, earlier in this chapter











Sharing a document


Once you've uploaded your document to SharePoint Online, you can simply use Share or Copy link to easily share it with your colleagues. This recipe shows you how to share a link to a document using the Share feature.




Getting ready


You should have at least Read access to the document you'd like to share.






How to do it...


To share a document with a member of your team, follow these steps:




	Browse to the document you'd like to share.


	Click on the Share ( [image: Icon Description automatically generated] ) icon next to the document. Alternatively, select the document and then click the Share option on the top menu bar, as shown in the following screenshot:




[image: Figure 2.42: Icon for sharing an item on the right of the item name]Figure 2.42: Icon for sharing an item on the right of the item name




	On the pop-up box that appears, click the dropdown right below the filename to select who you would like to share the link with:




[image: Figure 2.43: Opening Link settings with the drop-down button on the right of People you specify can view]Figure 2.43: Opening Link settings with the drop-down button on the right of People you specify can view




	This will open the Link settings dialog, which allows you to select one of the following options:



	Anyone with the link: This option is for anonymous link sharing and is enabled only if your organization allows this


	People in <your organization’s name> with the link: This option creates a link that allows the entire organization to view or edit your document


	People with existing access: This option simply creates a link for people who already have access to the document


	Specific people: This option allows you to specify names of people with whom you’d like to share the document









We will cover these options in more detail in the How it works… section of this recipe. For now, select the last option to generate a link for specific people.




	Select whether the person you are sharing this document with should be able to edit it and whether they should be able to download the document (or be able to view it only online). For our example, we will deselect the Allow editing option and select Block download so the generated link grants view-only access to the document through the browser:




[image: Figure 2.44: Further options for controlling the availability of a shared item]Figure 2.44: Further options for controlling the availability of a shared item





Your organization can control the options that are enabled and selected by default in the Link settings box, as shown in the preceding screenshot. Most organizations have the Allow editing option not selected by default. This means that the people who you are sharing the document with will be able to view it but will not be able to edit it.




You can additionally select the Block download option to prevent users from being able to download the documents. When this option is selected, they can only view the documents in the browser. This is useful when you do not want users to maintain a local copy of the document. Note that the Block download option is only available when you are sharing the document with a view-only link.









	Click the Apply button and then enter the names of the people you would like to share the document with.


	Enter a message to be sent with the sharing invitation email and click the Send button, as shown in the following screenshot:




[image: Figure 2.45: Option to send a message with a shared file]Figure 2.45: Option to send a message with a shared file





Depending on how your organization has been set up, in addition to sharing documents with individuals, you may be able to share them with entire groups or teams (see figure).




Also note that you can copy the link from this dialog and send it to members via a tool of your choice (such as an email or Microsoft Teams message). The copied link is only valid for the members selected on this screen.









	SharePoint then sends the recipients an email with your message and a link to the document, as shown in the following screenshot:







[image: Figure 2.46: Shared item and message are notified to the recipient via email]Figure 2.46: Shared item and message are notified to the recipient via email



Congratulations! You just learned how to share a document with other members within your organization. The recipients of your sharing invitation can now view or edit this document, depending on the permission that was granted to them.






How it works...


There are a couple of things that happen when a document is shared:




	SharePoint checks to see if the person that the document is being shared with already has the required permissions. If not, SharePoint alters the permissions for the document so that the appropriate rights (Read or Contribute) are granted to the person that the document is being shared with. You can read more about managing document permissions in the Viewing and changing document permissions recipe in Chapter 5, Document Management in SharePoint Online.




SharePoint also checks your permissions during the sharing process. If you do not have permission to edit the document and try to share it with the Allow editing box checked, SharePoint will send an approval request email to the site owners. An email with a link to the document will then only be sent to the requested users after the sharing request gets approved. The request reviewer will also be able to change the level of access that will be granted to the requested user(s). They can restrict permissions and inversely grant greater access than what you had originally requested.






	It generates a link specific to the people with which the document is being shared.


	It sends an email with the generated link, along with a message, if you specified one.







Types of links


This recipe showed you how to share a document with specific people. Three other sharing options that you will see in the Link settings dialog are as follows:




	Anyone with the link: Use this option to share the document with anonymous users that are outside your organization. People with this link can view or edit the document without having to sign into Microsoft 365. Since this option enables you to share your organization's content with anonymous external users, there's a good chance that it may have been disabled by your SharePoint site or organization administrators. When sharing a link through this option, it is recommended to set an expiration date, along with a password, for added security:







[image: Figure 2.47: Adding a password for a shared item in the Link settings]Figure 2.47: Adding a password for a shared item in the Link settings



If you do decide to password-protect your file, remember to share the password with people who will use the link. They will be prompted to enter the password before accessing the file, as shown in the following screenshot:




[image: Figure 2.48: Recipient must enter a password to access the shared item]Figure 2.48: Recipient must enter a password to access the shared item





	People in <your organization’s name> with a link: This option generates a link that anyone in your organization can use to view or edit the document. Note that unlike the previous option, users of the link will be required to sign into the site.


	People with existing access: This option enables you to simply get a link to the document without changing its permissions. This should be your first choice if you know that people who will view the link already have access to the document.











There's more...


As we just saw, the Share option sends an email message with a link to the intended recipients. You may, however, need to just copy the link so that you can then share it through different means (such as a Teams channel or even an existing email chain). The Copy link menu option, which is right next to the Share option, enables you to do just that.




Copy link


You can access the Copy link option from either the top navigation bar or the context menu for a list or library item:




[image: Figure 2.49: Two methods of copying the link of an item]Figure 2.49: Two methods of copying the link of an item



Once you select this option, you can optionally go through steps similar to the Share option described in this recipe, to adjust the permissions of the generated link.








See also




	The Creating a new document recipe in Chapter 5, Document Management in SharePoint Online


	The Determining and revoking permissions in a site recipe in Chapter 3, Working with Modern Sites in SharePoint Online


	The Sharing a file recipe in Chapter 7, OneDrive for Business (online supplement)











Searching content


Search is a core part of the SharePoint user experience. It enables users to find relevant business information and documents more quickly and easily than ever before.For this recipe, I am going to act as a marketing manager who would like to search for our visual design guide, which I remember is called "Branding Elements."




Getting ready


All you need is Read access to the site where you will be performing your search. The results that SharePoint returns are security trimmed, which means you will only see content that you have access to through direct or indirect permissions.






How to do it...


To perform a search within a site, follow these steps:




	Browse to any page on the site where you'd like to perform the search. In our example, I will browse to my Sales and Marketing site.


	Start typing your search keywords to see the relevant results. In this case, we will start typing Branding Elements. We'll notice that we immediately start seeing the results after entering the first two letters, as shown in the following screenshot:




[image: Figure 2.50: Searching for a specific item]Figure 2.50: Searching for a specific item




	At this point, we can click the appropriate result if we've found what we're looking for.


	Otherwise, we can finish entering the search keyword(s) and then click the Show more results link, toward the bottom, to be taken to the search results page to see the matching results from the current site. Note that these results are sorted in order of their predicted relevance to you.


	As shown in the image below, we have the following options on this page:




	The ability to change the scope of the search results to show results from the hub or entire organization, instead of just from within this site.


	By default, this page shows you all result types. You can however select one of the tabs on the top to further narrow down the results to Files, Sites, News, or Images.


	Depending on the selected tab, you can apply additional filters such as the modified date.


	Each result shows you a preview of where your search keyword occurred and also an image of the relevant file or site result.


	Finally, the three dots toward the top right of the result row allow you to perform certain actions on the result. These actions vary depending on the type of search result. The options that you see in the screenshot below are relevant to the file result type.







[image: Figure 2.51: The show results page, with areas numbered to match the above list respectively]Figure 2.51: The show results page, with areas numbered to match the above list respectively





The whole SharePoint search experience is highly customizable by your organization. For example, your organization can define additional filters that you can utilize. Another search customization that's widely used is to define Best Bets, which are results that would show up at the top, depending on your search keywords.






	Finally, the results you will initially see are those from within the site where you performed the original search. Clicking the Global Sales link at the top, however, brings back results from the hub that this site is part of.







You learned about hub sites in the Creating a modern site recipe earlier in this chapter





Furthermore, clicking the Organization link at the top will expand the scope to show results from all sites in the entire organization. Bear in mind that the results you see are always security-trimmed, which means that you will only see documents and content that you have access to in the first place.






How it works...


Microsoft Search is the component of Microsoft 365 that helps you find information that you already have access to but do not know where to look for. This information could be a document that you had previously created, or it could be information that was shared by your colleagues.In addition to lists and libraries, SharePoint search indexes content in pages and the profiles of the employees in your organization. It then lets you search this indexed content using advanced filter criteria. Finally, it lets you view the results through a user-friendly presentation experience.Some of the salient features of the search results page shown in the preceding screenshot are as follows:




	Search scopes: Earlier, we discussed the ability to expand the scope of the search results from the current site to the current hub, and then to the entire organization. Searching from within the Microsoft 365 home page or the SharePoint start page automatically defaults the search scope to the organization level. Similarly, performing a search from the hub site defaults the scope to the entire hub, meaning that it will show you results from all the sites within that hub.


	Search result verticals: The various tabs shown in the preceding screenshot are also commonly known as search verticals. Verticals are a way to group content of different types. The preceding screenshot shows verticals for Files (which only shows file and folder results), Sites (which only shows matching sites), and News (which only shows matching news posts). The All vertical shows combined results from all the verticals. In addition to these, you may also be able to see a People vertical, which, as the name suggests, will show you matching people results. The People vertical is only shown when you expand your search scope to the organization level. We'll discuss People search in more detail in the Finding experts and people recipe in Chapter 7, Search in Microsoft 365.


	Unified experience: Microsoft provides a unified search experience through all the Microsoft 365 workloads. This means that no matter which workload or app you search from, you will find the identical experience everywhere, regardless of whether you perform the search from SharePoint, Outlook, Teams, Word, or other workloads and apps in Microsoft 365.





Microsoft has been investing heavily in Search, resulting in numerous improvements being made to it. These improvements include things such as showing results based on their relevance to you. This relevance score could be based on the things you work on the most, the people you interact with the most, and the freshness of the content, to name a few. Recent enhancements to the platform have resulted in users being able to get the results back instantly, even as you click in the search box and start typing your keywords, and even before you click the search button to perform an actual search.






See also




	Chapter 7, Search in Microsoft 365


	Chapter 9, Office Delve (online supplement)











Feedback


We are constantly looking at improving our content, so what could be better than listening to what you as a reader have to say? Your feedback is important to us and we will do our best to incorporate it. Could you take two mins to fill out the feedback form for this book and let us know what your thoughts are about it? Here's the link: https://forms.office.com/r/SqsgJVkbJ1.Thank you in advance.









Supplement Chapter 3Microsoft 365 Groups


The core objective of Microsoft 365 is to enable collaboration between teams and team members. This common theme can be seen across all Microsoft 365 services. Every Microsoft 365 service offers a unique capability.The beauty of a Microsoft 365 group is that it takes the best elements of every individual service and creates a collaborative space for a group of people or a team to leverage that service. When you create a Microsoft 365 group, you get the following:




	A shared conversation space where team conversations are stored


	A shared calendar where team members can book their meetings


	A file storage service where the team can save and share all team documents, spreadsheets, and so on


	A notebook to capture and share meeting agendas and notes


	A new workspace to share group reports





What this means is that you do not have to create separate instances of these services for your team, nor do you have to go through the pain of granting each member access to these separate service instances. Creating a Microsoft 365 group creates these service instances automatically and once you add members to the group, they are automatically added to each of these services.Microsoft 365 Groups can be created in several ways. You can create a group directly via Outlook, as described in the Creating a Group recipe in this chapter.Microsoft 365 Groups are created indirectly when you do the following:




	Create a planner in Microsoft 365—for more info, go to https://m365book.page.link/groups-planner


	Create a group in Yammer—for more info, go to https://m365book.page.link/groups-yammer


	Create a group in Power BI—for more info, go to https://m365book.page.link/groups-powerbi


	Create a group in Microsoft Dynamics 365—for more info, go to https://m365book.page.link/groups-dynamics


	Create a team in Microsoft Teams—for more info, go to https://m365book.page.link/groups-teams


	Create a modern team site in SharePoint Online—for more info, go to https://m365book.page.link/groups-sharepoint





Technically speaking, we can, therefore, say that Microsoft 365 Groups is a cross-application membership service in Microsoft 365 that has other inbuilt workloads associated with it, such as a SharePoint team site, a Yammer group, a shared Exchange mailbox, Planner, Power BI, and OneNote.




Any Microsoft 365 subscription that has Exchange Online and SharePoint Online will support groups. To find out more about Microsoft 365 plans, go to https://m365book.page.link/m365-plans.





In this chapter, you will learn about the following:




	Creating a group


	Deleting a group


	Joining a group


	Leaving a group


	Adding members to a group


	Removing members from a group


	Having conversations


	Booking meetings


	Sharing files


	Collaborating on a notebook





Let’s start by creating a group.




Creating a group


A group in Microsoft 365 refers to an entity in Azure Active Directory that grants shared resources to a set of people (known as members). Members get access to common resources, such as a group mailbox, a group calendar, shared file storage, permissions, and so on, as soon as they are added to the group. Groups make collaboration easy.Traditionally, you had to request the IT department to create a distribution list (which lets you email several people by using a single recipient address) or a security group (to manage permissions to resources). A Microsoft 365 Group provides you with the benefits of both a distribution list and a security group. In fact, it provides you with more features than distribution lists and security groups combined. On top of that, end users can create and manage Microsoft 365 Groups themselves without needing the IT department's support.In this recipe, you will learn how to create a group.




Getting ready


The ability to create Microsoft 365 Groups depends on the model adopted by the organization, as shown here:








	Model

	Advantages










	Open (default)

	Users can create their own groups






	IT-led

	Users request the Microsoft 365 administrator (usually part of the IT department) to create one for them






	Controlled

	Group creation is restricted to specific people, teams, or services









A Microsoft 365 Group can be created directly via the Outlook client, Outlook Web Access, or the Outlook mobile app. We will demonstrate the steps that you need to follow using Outlook Web Access. There are also indirect ways of provisioning Microsoft 365 Groups, which we will learn about in the coming chapters on Chapter 8, Microsoft Teams, Supplement Chapter 6, Planner, and Supplement Chapter 4, Yammer.






How to do it...


Microsoft 365 Groups appear at the lower left-hand corner of your Outlook profile. Here, it will list all the Microsoft 365 Groups you are a member of. To create a new group, perform the following steps:




	In the Groups section on the left, click on New group as shown:




[image: Figure S3.1: Creating a group via Outlook Web Access]Figure S3.1: Creating a group via Outlook Web Access




	Provide a Group name and Description.


	Microsoft 365 creates a group email address based on the group name. You can change the email address if you like.


	Next, set the Privacy option.




[image: Figure S3.2: Group settings]Figure S3.2: Group settings





"Public" groups will let anyone in the organization join your group. Users can see the group members and contribute to group files. "Private" groups will require the group owner's approval for someone to join the group. The creator of the group becomes the group owner by default. Additional owners can be added by the group owner.






	Once you have filled in all the sections, click Create.


	Your group is now ready to be shared with members. You can add other colleagues or even other groups. You should be able to invite people from outside your organization (if your organization allows this). You can add up to 1,000 members to one group. The following screenshot shows you how to do this:







Figure S3.3: Add members to the groupNow, your group is ready. The new group should start appearing under the Groups section. At this point, members will receive a welcome email with links to common group tasks.






How it works...


When a new group is created, the group gets an email address assigned to it. You can send a single email to the group email address and all the group members will receive it.As mentioned previously, when a member is added to the group, they receive a welcome email. The welcome email looks as in the following screenshot:




[image: Figure S3.4: Welcome email]Figure S3.4: Welcome email



The email contains four links, each taking you to a specific group feature. Let's see what these four features are.




Group emails


The Microsoft 365 Group reserves a conversation area for the group where all group conversations are saved. All emails sent to the group email address will appear in the group mailbox. These conversations remain in the group, even if the participants leave the group at some stage. Having conversations in one place is useful because new group members get access to all past conversations.






Group team site


The Microsoft 365 Group provisions a SharePoint site that every group member can access, where all the group files can be saved. SharePoint offers additional capabilities, such as news articles, content pages, and so on. The following screenshots show the landing page of the SharePoint site that is provisioned for the group:




[image: Figure S3.5: Access group site]Figure S3.5: Access group site





[image: Figure S3.6: Group/team site]Figure S3.6: Group/team site







Sharing files


The SharePoint site that is provisioned with each Microsoft 365 Group comes with a default document library called Documents. The group files can be stored in this library, or in additional libraries. Lists can be provisioned by the group members. Staff outside the group will not have access to these files.






Connecting your apps


The Microsoft 365 Group lets you connect to a host of other apps from the Microsoft 365 store, as shown:




[image: Figure S3.7: Group Settings]Figure S3.7: Group Settings





[image: Figure S3.8: Group Settings options]Figure S3.8: Group Settings options





[image: Figure S3.9: Group Settings options continued]Figure S3.9: Group Settings options continued



These apps can be used to facilitate tasks within the group. For instance, you could add the Twitter connector to receive tweets from an account or track certain hashtags.








See also




	The Creating a group using Teams recipe in Chapter 11, Microsoft Teams


	The Creating a Yammer group recipe in Chapter 12, Yammer – The Enterprise Social Network


	The Creating a group using Planner recipe in Chapter 17, Planner





To delete a group that is no longer needed, refer to the next recipe.








Deleting a group


Groups are created with a specific objective in mind. Once the objective is achieved, the group can be deleted to free up system resources. It is recommended that you move any documents that you might need in the future to another location before deleting the group.In this recipe, we will learn how to delete a group.




Getting ready


Microsoft 365 users can only delete groups created by them. You can do this via the Outlook client, Outlook Web Access, or the Outlook mobile app.






How to do it...


On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower left-hand side navigation section. Follow these steps to delete a Microsoft 365 Group:




	Select the group you want to delete and click on the Settings symbol next to the group members.


	This should bring up the Group Settings pane. Click on Edit group, as shown:




[image: Figure S3.10: Edit group]Figure S3.10: Edit group




	Click on the Delete group link at the bottom of the pane and click Yes to any confirmation message.







[image: Figure S3.11: Delete group]Figure S3.11: Delete group



After completing this step, you have now deleted a group.






How it works...


Deleting a group deletes all conversations, files, notebooks, and tasks. There is no concept of a group recycle bin, from where you can restore the group. However, the administrator has the option of restoring the deleted group within 30 days. If the administrator takes no action within 30 days, the contents of the group (files, conversations, etc.) will be deleted forever.




If you want to restore a Microsoft 365 Group that got deleted, you can do it via the Deleted groups page by navigating to the following link and following the guidance provided on screen: https://outlook.office.com/people/group/deleted.









See also




	The Leaving a group recipe in this chapter


	Restoring a deleted group: https://m365book.page.link/m365-restore





In the next recipe, we’ll see how you can join an existing group.








Joining a group


Before creating a new group, it is worth checking whether another group has already been created for the same purpose. If a group already exists and is public, you can join it straight away or ask the owner to add you if the group is private. This recipe will show you how to join a group.




Getting ready


You can join groups that are not created by you. On Outlook Web Access, if you right-click on Groups and click Discover, it lists all the groups in the organization. Some of these groups might be private, while others will be public.






How to do it...


To join a group, do the following:




	Right-click on Groups and click Discover. This will bring up the Discover pane with a search box. Start typing the group name you would like to join, as shown here:




[image: Figure S3.12: Discover groups]Figure S3.12: Discover groups





Public groups will let you join immediately. Private groups will require the group owner's approval.






	Click on Request to join or Join. If you are joining a private group, you will need to provide the reason for making the request, as shown here:







[image: Figure S3.13: Request to join a group]Figure S3.13: Request to join a group



By clicking Send, your request to join the group will be logged and the group owner will take the appropriate action.






How it works...


If you wish to join a public group, you simply click Join and become a member of the group. You can then participate in group conversations and have access to group files.In the case of a private group, the owner of the group receives an email informing them about your interest. They can then choose to grant you access or ignore your request. The email will look something like this:




[image: Figure S3.14: Approve a joining request]Figure S3.14: Approve a joining request



If the owner approves your request, you will receive a group welcome email.






See also




	The Creating a group recipe in this chapter





Next, we’ll see how you can leave a group that you are a part of.








Leaving a group


If you think you no longer need to contribute to the group, or you find that the group is not relevant to your work, you can leave it by following the instructions in this recipe.




Getting ready


You can leave a group at any time. You do not need any special permission to leave the group.






How to do it...


On Outlook Web Access, you can see all the Microsoft 365 groups that you are part of in the lower left-hand side navigation section. To leave a group, do the following:




	Select the group you want to leave and click on the Settings symbol next to the group members.


	Click on Leave group and click Yes to any confirmation message.







[image: Figure S3.15: The Leave group option]Figure S3.15: The Leave group option







How it works...


When you click the Leave group option, all your permissions to the group resources are revoked. If you want to retain access to the group but just do not want to receive notifications about the group activities, you can update your Email preferences in the Group Settings pane, as shown in the following screenshot:




[image: Figure S3.16: Group notifications]Figure S3.16: Group notifications







See also




	The Deleting a group recipe in this chapter





A group is of no use if it doesn’t have members, so let’s see how members can be added in the next recipe.








Adding members to a group


You can add members while creating a group or after the group is created. The members will gain access to all the group resources as soon as they are added. At times, you might need to invite members from outside your organization. Say you are organizing the staff Christmas party and you need to get input from a food vendor; you can invite them to the "Christmas Party" group so that they can participate in the conversations in the group. To add new members to the group, follow the instructions in this recipe.




Getting ready


If you are a group owner, you can add additional members to the group. You can also invite people from outside your organization (if your organization permits this). The external users will become part of your team and will have the same privileges as other members of the group.






How to do it...


You can add new members to the group while you are creating a new group. If the group has already been created, take the following steps:




	Select the group and click on the number of members, as shown here:




[image: Figure S3.17: Add members to a group]Figure S3.17: Add members to a group




	The new screen lets you add new members by searching for them in the company directory, as in the following screenshot:




[image: Figure S3.18: Search for users in the company directory]Figure S3.18: Search for users in the company directory




	Clicking on Add members brings up a text box that lets you type in the email address of the team member.


	When you start typing the email address, the text box displays suggestions from the company's active directory. To invite external users, type in their email addresses:




[image: Figure S3.19: Add internal or external users to the group]Figure S3.19: Add internal or external users to the group




	When you select a member from the list, they get added to the group.









How it works...


Adding members grants them access to all the group resources. Microsoft 365 manages the permissions automatically for you.




If you are adding external users, they receive an email at the email address that you provided. To log in to Microsoft 365, the user needs a Microsoft account. If the email address provided is a Microsoft account, the user can simply log in to Microsoft 365. If not, then the user is prompted to create a Microsoft account using the email.









See also




	The Creating a group recipe in this chapter


	The Removing members from a group recipe in this chapter





Having discussed how to add a user, in the next recipe we will see how you can remove users from a group.








Removing members from a group


If you think you no longer need any input from any of your group members, you can remove them from the group. To remove one or more members from a group, perform the following steps.




Getting ready


If you are a group owner, you can add or remove members from the group. This will revoke their access to the group resources.






How to do it...


On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower left-hand side navigation section. You can remove members from the group by following these steps:




	Select the group and click on the number of members:




[image: Figure S3.20: Select to see the members of the group]Figure S3.20: Select to see the members of the group




	Remove the user from the group by clicking the X icon, as shown here:







[image: Figure S3.21: Remove members from group]Figure S3.21: Remove members from group







How it works...


Removing a member (which includes external users) revokes their access from all the group resources. Microsoft 365 manages the permissions automatically.






See also




	The Adding members to a group recipe in this chapter





The group can communicate with each other via the shared mailbox. We will learn about this in the next recipe.








Having conversations


The conversation feature is powered by Exchange Online (the email service in Office 365). All your group emails arrive in the group mailbox, which can be accessed by everyone in the group. The conversation area displays all the group emails in one place and lets you respond from within the group interface.




Getting ready


You will have access to the conversation space if you are a group member. Users who are not members of the group can, however, send an email to the group's email address which will reach all members of the group.






How to do it...


On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower left-hand side navigation section. To initiate a conversation, do the following:




	Select the group and click Send email:




[image: Figure S3.22: Send an email to the group]Figure S3.22: Send an email to the group




	Type your message and press the Send icon.









How it works...


The conversation space is like a group mailbox, where everybody in the group can view all the conversations. All recent conversations appear at the top.Conversations in a public group can be read and responded to by anyone in the organization. In the case of private groups, only group members can participate in conversations.Conversations can include attachments, emojis, and rich text content. They also support @mentions to notify specific people of a message.By default, conversations appear in the group's conversation area, but you can choose to receive conversations in your personal inbox by following the group by clicking on the Follow icon in the group team site, as you can see in the following screenshot:




[image: Figure S3.23: Follow a group]Figure S3.23: Follow a group







See also




	The Booking meetings recipe in this chapter


	The Sharing files recipe in this chapter


	The Collaborating on a notebook recipe in this chapter





In the next recipe, we will see how you can book meetings with team members.








Booking meetings


Sometimes, a situation requires all group members to come together to discuss their ideas. Meetings provide you with that platform. The meetings that you set appear in your calendar as a group meeting, alongside your personal meetings. The following are the instructions for how to book a group meeting.




Getting ready


You will have access to the group calendar if you are a group member. You can book group-specific meetings or group events using the group calendar.






How to do it…


On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower left-hand side navigation section. To book a meeting, follow these steps:




	Select the group and click on the Calendar icon:




[image: Figure S3.24: Access the group calendar]Figure S3.24: Access the group calendar




	The screen will look as shown in the following screenshot:




[image: Figure S3.25: View the group calendar]Figure S3.25: View the group calendar




	To book a new meeting, click on the New event button on the top left of the screen. Specify the event information, including the following:



	A title for the event


	The event location


	Participants


	The start time


	The end time


	Recurrence


	The meeting agenda









You can see these fields in the following screenshot:




[image: Figure S3.26: Add group event]Figure S3.26: Add group event





	Once the fields have been filled in, click on the Send button to send the invite.









How it works...


The meeting created in the group's calendar appears when you select the group from the navigation pane:




[image: Figure S3.27: Shared group calendar]Figure S3.27: Shared group calendar



The meetings from all the selected groups are superimposed on top of each other but coded in different colors:




[image: Figure S3.28: Multiple group calendars]Figure S3.28: Multiple group calendars



You can change the view to take a wider or closer look at your schedule:




[image: Figure S3.29: Change calendar view]Figure S3.29: Change calendar view







See also




	The Having conversations recipe in this chapter


	The Sharing files recipe in this chapter


	The Collaborating on a notebook recipe in this chapter





A group needs to collaborate on documents from time to time, the next recipe shows how that is done.








Sharing files


Every group needs to collaborate by sharing digital assets. These can be images, documents, spreadsheets, or presentations. Uploading files to your group is always better than adding attachments to an email because email creates duplicate copies of the same file. In a group, you can share files and maintain versions of the files when they are edited. You can also restore files if they are deleted by a member.




Getting ready


Every Microsoft 365 Group has a SharePoint site associated with it. All the group files are saved in the SharePoint database in one or more document libraries. Every group member has "contribute" access to the files.






How to do it...


On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower left-hand side navigation section. To share files, do the following:




	Select the group and click on the Files icon. This displays all the files stored in SharePoint's default Documents library:




[image: Figure S3.30: Access group files]Figure S3.30: Access group files




	To add a new Office document (Word, Excel, or PowerPoint), click on New:




[image: Figure S3.31: Add a file to the group repository]Figure S3.31: Add a file to the group repository




	The new file will be created in the library.


	You can also upload an existing document by clicking on the Upload option.


	To download the file, click on it and then click on the Download option from the ribbon or the context menu:







[image: Figure S3.32: Download a file from the group repository]Figure S3.32: Download a file from the group repository





Note that you cannot delete files using the Files tab from within a Microsoft 365 Group. These files can be deleted from SharePoint.









How it works...


File management in groups is limited when accessed from within the Microsoft 365 Group. But the same files can also be accessed by going to the SharePoint site associated with the group. You can navigate to the SharePoint site by clicking on the Site menu option:




[image: Figure S3.33: Access group site]Figure S3.33: Access group site



By navigating to SharePoint, you will not only have access to the default documents library but you can also create additional libraries, not to mention the other benefits it provides, including but not limited to:




	Versioning


	Metadata


	The recycle bin





The following is a screenshot of a SharePoint landing page provisioned for the group:




[image: Figure S3.34: SharePoint landing page for the group]Figure S3.34: SharePoint landing page for the group







See also




	The Viewing and editing documents in the browser recipe in Chapter 5, Document Management in SharePoint Online


	The Having conversations recipe in this chapter


	The Booking meetings recipe in this chapter


	The Collaborating on a notebook recipe in this chapter





The next recipe demonstrates how you can collaborate on a shared notebook.








Collaborating on a notebook


Microsoft 365 provides a note-taking application to capture notes during meetings. OneNote lets you capture ideas in any form, including typed text, a link, an image, an embedded video, or even handwritten text. To collaborate on a writeup, follow the instructions in the next section.




Getting ready


Microsoft OneNote is primarily a note-taking application. Its simple user interface allows it to be used as a canvas or a notebook. It supports both handwriting and typed text. In OneNote, users can create notes that include text, tables, pictures, and drawings. You can add links to your notes with a web page, a link to Office documents, and more. Your work is automatically saved as you go along.OneNote offers a very good platform for channeling your creativity. As a member of the Microsoft 365 group, you get access to a team notebook, which lets you create and share team notes and capture team meeting minutes.






How to do it...


The notes in OneNote can be organized in pages and sections. You can think of sections as chapters in a book. Each section can contain several pages. You get a blank notebook, to begin with:




[image: Figure S3.35: Shared OneNote for the group]Figure S3.35: Shared OneNote for the group





	To create a section, click on + Section and give it a name.


	To create a page, click on + Page and give it a name.


	To draw a picture, go to the Draw tab and select Pen. Use your mouse or a stylus pen (for touch screen devices) to draw.


	Switch to the text mode by selecting Text and type your notes.


	Use formatting options, such as bullet points or to-do controls, accordingly:







[image: Figure S3.36: Working with OneNote]Figure S3.36: Working with OneNote







How it works...


OneNote lets you share your notebook with others. Anyone who has access to the notebook can see all the sections and pages. The Microsoft 365 Group creates a notebook that the entire team can access. You can use this to capture, compile, and share minutes, thoughts, and ideas with your teammates. You can switch between your notebooks by clicking on the three lines as shown in the following screenshot:




[image: Figure S3.37: Access other notebooks]Figure S3.37: Access other notebooks







See also




	The Having conversations recipe in this chapter


	The Booking meetings recipe in this chapter


	The Sharing files recipe in this chapter











Feedback


We are constantly looking at improving our content, so what could be better than listening to what you as a reader have to say? Your feedback is important to us and we will do our best to incorporate it. Could you take two mins to fill out the feedback form for this book and let us know what your thoughts are about it? Here's the link: https://forms.office.com/r/SqsgJVkbJ1.Thank you in advance.









4 Yammer – The Enterprise Social Network


Yammer is a social networking platform designed for internal business communication. Yammer provides a common area for all employees to interact, even those who might not have met each other yet. Since its acquisition by Microsoft in 2012, Yammer has been used by close to 80% of the Fortune 500 companies.Yammer brings social networking to the workplace, providing a platform where people can get help solving problems from others in the organization. Yammer thus lets you get answers from a wide range of people in multiple ways including discussions and polls.


The main uses of Yammer are to gather ideas, solve problems, share knowledge, and gather feedback. Additionally, Yammer makes the office a fun place. It allows people to create their own interest-based communities around shared topics, interests, or areas of practice.In this chapter, we will cover the following recipes:




	Joining a Yammer network


	Creating a Yammer community


	Joining a Yammer community


	Using the home feed


	Following people and topics


	Posting messages


	Tagging colleagues


	Inviting external members to your network







Joining a Yammer network


The Microsoft 365 sign-in options for Yammer let you access Yammer with your Microsoft 365 identity. This means when you visit www.yammer.com or choose Yammer from the Microsoft 365 waffle, you will be logged straight into Yammer (with your Microsoft 365 credentials). To join a Yammer network, use the following instructions.




Getting ready


Every Microsoft 365 user can access the organization's Yammer network and join communities of their choice. Users external to the company can only join if they receive an invitation. However, they can only view the external community they have been added to.






How to do it...


To join a Yammer network, follow these steps:




	Go to www.yammer.com:




[image: Figure 4.1: Yammer registration]Figure 4.1: Yammer registration




	To join using your organization’s account, click on Log In and provide your email address:




[image: Figure 4.2: Yammer sign-in]Figure 4.2: Yammer sign-in




	If your organization has a Microsoft 365 tenant, you will be taken to your organization’s sign-in page.


	Enter your Microsoft 365 credentials.





You are in!






How it works…


When you log in to Yammer, your homepage will look like the screenshot below. We will go through the different parts of the screen as numerically indicated:




[image: Figure 4.3: Yammer interface]Figure 4.3: Yammer interface





	Conversations: You create and consume content in the center of the screen. The content here is gathered from the various communities that you have joined, or the people or topics you follow. In the above example we can see that posts in Sales Opportunities and IT Support have been shown separately.


	Search: You can search for communities, posts, and people using this option at the top of the page. You can restrict your search to the current community or search across all communities by selecting the All Yammer option:




[image: Figure 4.4: Yammer Search]Figure 4.4: Yammer Search




	My communities: All the communities that you have subscribed to will appear in the left pane, with notifications beside each community name to indicate when new content has been posted.




Everyone in the organization is added to the All Company community by default. They can also join other public communities based on their interests.






	Home Feed, Inbox, and Communities: At the top-left corner, you can choose which conversations you would like to view center-screen. We can also see the notifications for each feed.


	Create a community: At the bottom-left corner you can create a new community. You will be prompted to enter the Name, Description, Members, and privacy Settings for this community.







Inbox


The inbox is for focused messages that have been posted in your team or a post you decided to follow, as shown here:




[image: Figure 4.5: Yammer inbox]Figure 4.5: Yammer inbox





	Inbox notifications: When there are unread messages for you, you will see a number (representing the unread message count) next to Inbox. Inbox messages are grouped under Unread, Private Messages, and All.


	Unread: A heading at the top of the inbox that displays any community messages you have missed.


	Community name: The conversation/message displays the community name alongside for reference. Clicking on the message opens the message in full view displaying the message thread (if responses are available).


	Private Messages: Displays direct messages sent only to you.





The notifications just show activity around your community or post (such as new members, likes, and so on):




[image: Figure 4.6: Yammer notifications]Figure 4.6: Yammer notifications





If you post a message, it is posted in the All Company community by default. So, if you want to post a message to a specific community, select the community first, then post your message.











There's more...


Before it was integrated with Microsoft 365, Yammer used to allow users to sign up using their organization-provided email address and a password of their choice (which was different from their Microsoft 365 password). This credential was termed a "Yammer identity." Now, if the user has a Microsoft 365 identity they can log in to Yammer using their Microsoft 365 credentials even if the user doesn't have their Microsoft 365 identity enforced. On the other hand, if the user doesn't have Microsoft 365 identity enforced and the email used to sign up to Yammer doesn't have a Microsoft 365 account associated, they are still allowed to log in using their Yammer identity.






See also




	The Joining a Yammer community recipe in this chapter


	The Inviting external members to your network recipe in this chapter











Creating a Yammer community


Communities in Yammer make it easy for you to share ideas with other people within or outside your organization. It is recommended that you look for an existing community before creating one to reduce overlap and confusion. If a community exists already and is "public", you can join the community. If a community doesn't exist, proceed with creating one yourself.




Getting ready


Any staff member can create a Yammer community. When you create a community, you automatically become the owner of that community.






How to do it...


To create a Yammer community, do the following:




	Go to www.office.com and select Yammer.


	From the left pane, select Create a community.




[image: Figure 4.7: Creating a Yammer community]Figure 4.7: Creating a Yammer community




	Provide a community name and add members.


	Specify the privacy settings by clicking on Edit.




[image: Figure 4.8: Yammer privacy settings]Figure 4.8: Yammer privacy settings




	Click Create.









How it works...


Yammer communities can be created either to collaborate or socialize with internal staff or external vendors or partners. In some organizations, admins can turn off the ability to create external communities.While creating a community, you can specify its privacy setting.




[image: Figure 4.9: Community privacy]Figure 4.9: Community privacy





	Internal: This option only allows members who are part of your organization to join.


	External: This option lets you invite people from outside the organization. This could include vendors, partners, etc.


	Public Access: This option lets anyone within the organization post messages, pictures, videos, and other content to the community.


	Private Access: This option only lets members of the community post messages and other content to the community.









See also




	The Joining a Yammer network recipe in this chapter


	The Inviting external members to your network recipe in this chapter











Joining a Yammer community


The idea behind Yammer is that you subscribe to subjects that you're interested in. You can do so by joining communities of your choice. Although you can see messages posted in all communities, you are only notified about messages posted in the communities that you have joined. The following steps will explain how you can join a community within your organization.




Getting ready


By default, you can join any community within your organization. However, certain communities may be private, which limits the membership to a selected set of individuals. To join these communities, you need to send a request to the administrator.






How to do it...


To join a Yammer community, do the following:




	Log in to the Yammer home page.


	Use the search bar to look for a community.




[image: Figure 4.10: Search for a Yammer community]Figure 4.10: Search for a Yammer community




	Yammer will suggest communities based on your connections and the communities you have already joined. Click Show more results to see the full list of communities matching your search criteria.









How it works...


When you join a community, you will start seeing posts from the members of that community on your Yammer home page.Yammer is closely connected to Outlook, so you will keep getting notifications when there is any activity within your community. Sometimes, your Outlook inbox can get too busy if you have joined several communities. You can, in that case, customize your preferences to reduce the email clutter. You can update your preferences by clicking on the gear icon in the left-hand pane and choosing Edit settings:




[image: Figure 4.11: Yammer personalization settings]Figure 4.11: Yammer personalization settings



By clicking on the Notifications tab you can personalize your settings, specifying what you want to get notifications for:




[image: Figure 4.12: Yammer notification settings]Figure 4.12: Yammer notification settings







See also




	The Joining a Yammer network recipe in this chapter


	The Inviting external members to your network recipe in this chapter











Using the home feed


The home feed is the section where all the posts that are relevant to you will appear. This includes posts from your colleagues, any announcements, and content that is trending. Your home feed is tailored to you depending on the communities and people you follow, as well as the posts you have shown interest in. This recipe describes how you can use the home feed.




Getting ready


All Microsoft 365 users that have joined a Yammer network can access the Yammer home feed.






How to do it...


To access the home feed, do the following:




	Go to www.office.com and click on Yammer:




[image: Figure 4.13: Accessing Yammer]Figure 4.13: Accessing Yammer




	The home feed appears on the center of the page by default, and you can also access it by clicking Home Feed on the left-hand menu. The following screenshot shows how it appears:







[image: Figure 4.14: Yammer home feed]Figure 4.14: Yammer home feed







How it works...


Yammer's home feed uses AI to curate content for you. Behind the scenes it trains a model that learns from your choices and presents relevant activity. For example, if you follow a particular user, Alice, Yammer might occasionally show you a post from Alice's colleagues or her manager. It then monitors your reaction to find out whether these posts are of any value to you. If you like these posts or comment on them, it will start showing you other posts from those users in the future. Not just that, you will also notice that the home feed changes during the day, even though you haven't taken any action. This is because Yammer's algorithm arranges the feed in order of importance and relevance at that time of the day.






See also




	The Following people and topics recipe in this chapter


	The Posting messages recipe in this chapter


	The Tagging colleagues recipe in this chapter











Following people and topics


Yammer generally displays posts from the communities you have subscribed to. However, you can follow specific people or topics instead of joining a community. As an example, you might be interested in what Kim, the marketing manager, has to say but you don’t want to join Adele’s "Marketing" community because there will be posts that the marketing team publishes that are of no interest to you. When you follow someone on Yammer, messages that they post will show up in your feed on your home page under Following.You can also follow specific topics. Topics are created in Yammer with hashtags, such as #hrupdate. In this recipe, we'll explain how you can follow people and topics.




Getting ready


You can follow anyone within your company, along with any topic that has been hash-tagged.






How to do it...


To follow a person, do the following:




	Use the search bar to find who you want to follow and click on their profile.




[image: Figure 4.15: Search for a person]Figure 4.15: Search for a person




	Click + Follow:




[image: Figure 4.16: Follow a person]Figure 4.16: Follow a person




	To follow a topic, search for the topic or click on the hashtag within a post.




[image: Figure 4.17: Search topic]Figure 4.17: Search topic




	After picking a topic, click Follow on the right side of the screen.







[image: Figure 4.18: Follow Topic]Figure 4.18: Follow Topic







How it works...


By following a person or a topic, you are requesting to be notified about any activity they have been associated with. This is a good way of subscribing to a topic or specific people within the company that you are interested in without joining multiple communities. Companies can use hashtags to create specific topics, such as #shareprice or #employeeofthemonth, to keep staff informed about what's going on.






See also




	The Using the home feed recipe in this chapter


	The Posting messages recipe in this chapter


	The Tagging colleagues recipe in this chapter











Posting messages


Yammer gives you the opportunity to share your ideas and opinions with the rest of the company. Yammer allows you to post messages, images, and announcements, and run polls. If you want, you can associate your message with a topic. You'll learn more about posting messages in this recipe.




Getting ready


Anyone in the company can post a message. They can post messages to All Company or any publicly available community.






How to do it...


To post a message, do the following:




	Go to the Yammer home page.


	Choose the community you want to post the message to.




If you post a message without selecting a community from the navigation bar, it is posted in the All Company community by default.






	Type your message in the text box provided on the home page:




[image: Figure 4.19: Post a message]Figure 4.19: Post a message




	You can also upload an image or run a poll and post it in a community:







[image: Figure 4.20: Add a poll]Figure 4.20: Add a poll





Only community administrators can post announcements in Yammer.









How it works...


The message posted appears on the home page of the community it was posted to. The section in the left-hand panel of the home page displays the total unread posts in the community. This is how subscribers of the community know that new posts are available to read:




[image: Figure 4.21: Notifications to subscribers]Figure 4.21: Notifications to subscribers



The Praise option lets you praise someone in your network who shared something helpful, or to celebrate a success.




[image: Figure 4.22: Praise someone]Figure 4.22: Praise someone



The question option lets you request answers to a problem you might be having. You can post a question to one or multiple communities.




[image: Figure 4.23: Posting a question]Figure 4.23: Posting a question



You can share an existing post to other communities by using the Share option. This lets you preserve comments that were posted under the original conversation (shown in the following screenshot):




[image: Figure 4.24: Share a post to other communities]Figure 4.24: Share a post to other communities



The members can choose to respond to messages from the Yammer portal by just replying to the Yammer notification in their mailbox.You can also post a message in Yammer by simply replying to the notification email. When you reply to the email, it is posted in the same conversation thread.






See also




	The Using the home feed recipe in this chapter


	The Following people and topics recipe in this chapter


	The Tagging colleagues recipe in this chapter











Tagging colleagues


Tagging your co-workers is a good way of drawing their attention. When you tag a colleague, they receive an email notification and a notification in Yammer.In this recipe, we will learn about tagging your colleagues to stay connected.




How to do it...


To tag someone, do the following:




	Go to the Yammer home page.


	Compose a message and mention the person you want to tag by typing @ followed by their name:




[image: Figure 4.25: @mention People]Figure 4.25: @mention People




	You can also tag an individual or an entire community in the area highlighted in the following screenshot:







[image: Figure 4.26: Tag an individual or community]Figure 4.26: Tag an individual or community







How it works...


Tagging an individual notifies that person through an email. If you tag an entire community, everyone in the community receives an email. You can invite people from outside the community you are posting the message to. This feature is useful if you need to bring an expert into an existing conversation.






See also




	The Using the home feed recipe in this chapter


	The Following people and topics recipe in this chapter


	The Posting messages recipe in this chapter











Inviting external members to your network


Yammer lets you invite external people to a conversation, allowing you to get feedback from experts outside the organization as well. This feature is handy for inviting customers, vendors, and suppliers to a conversation. As a security measure, Yammer makes everyone in the community aware that an external member has been added to the conversation. This recipe explains how you can invite people from outside your organization to your Yammer network.




Getting ready


You can invite anyone (with a valid email address) to a conversation.






How to do it...


To invite someone, do the following:




	Go to the Yammer home page.


	Compose a message and provide the email address of the person from outside your organization that you want to add:




[image: Figure 4.27: Tag an external person]Figure 4.27: Tag an external person




	Post the message.









How it works...


When an external member is invited to a conversation, they can participate and view all the messages in the thread. If the thread is too long, other members of the community might not realize that someone outside the company is following their conversation. In order to circumvent the issue, Yammer adds a globe symbol, along with a note on all future responses making it clear that the reply will be visible to people outside the network.The external member receives an email notifying them that they were mentioned in a Yammer post.If they have a Yammer account, they will receive a notification on their Yammer home page as well. They can respond to the message by simply replying to the Yammer email or replying via the Yammer portal.






See also




	The Joining a Yammer network recipe in this chapter


	The Joining a Yammer community recipe in this chapter











Feedback


We are constantly looking at improving our content, so what could be better than listening to what you as a reader have to say? Your feedback is important to us and we will do our best to incorporate it. Could you take two mins to fill out the feedback form for this book and let us know what your thoughts are about it? Here's the link: https://forms.office.com/r/SqsgJVkbJ1.Thank you in advance.









6 Planner


Planner is a visual tool that helps you organize your team tasks. It helps you stay on track, thereby making it easier to manage an ongoing project.Planner is not a comprehensive project-management solution like Microsoft Project, but it provides lightweight task-management capabilities, such as creating tasks and assigning them to team members, specifying due dates, sharing files, having conversations, and more.Planner lets you visualize your tasks by allowing you to sort your project tasks by team member, task status, or task bucket, all from the same screen. It does this by laying all your task items on a planner board, which is like a dashboard that displays all of the tasks in a given plan.Diving deeper into it, you might want to group tasks together based on an attribute, such as the task status or project phase. As we will learn in this chapter you can achieve this by creating buckets within a board, which let you add cards representing individual tasks. You can move cards from one bucket to another by dragging them or simply by updating the bucket within the card. We will explain this with screenshots throughout the chapter, where it will be easy to visualize how this works.You can manage all your plans via the Planner Hub page. The Planner Hub also provides a visual chart of the completed and ongoing tasks. Team members can have task-specific conversations within each card. They receive notifications when a new task gets assigned. Planner integrates with other Microsoft 365 apps, such as Teams and Microsoft 365 Groups. Together, they offer a rich user experience. Planner is available to customers with Microsoft 365 Enterprise E1–E5, Business Essentials, Business Premium, and Education subscription plans. So, let's get into it.We will cover the following recipes in this chapter:




	Creating a plan


	Creating tasks


	Assigning tasks


	Adding items to the checklist


	Managing a plan


	Deleting a plan





By the end of this chapter, you will be able to perform the basic functionality available on Planner, understanding how it works and how you can apply it in your organization for smoothly managing projects.




Creating a plan


Planner can be used to manage an event, research new ideas, track a project, prepare for a customer visit, or just organize your team more effectively.You begin by creating a plan. There are several ways in which you can create a plan. One obvious way is to create the plan through the Planner homepage. Plans also get created indirectly if you create a team in Microsoft Teams or a group within Microsoft 365 Groups.




Getting ready


In order to create plans, you should have permission to provision a Microsoft 365 group. Administrators can disable this feature in some organizations; however, Microsoft 365 does allow you to selectively grant Microsoft 365 group creation rights to individuals or groups.






How to do it...


To create a plan from the Planner app:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner.


	Click on New plan:




[image: Figure 6.1: Creating a new plan]Figure 6.1: Creating a new plan




	Give your plan a name and click Create plan:







[image: Figure 6.2: Plan permissions]Figure 6.2: Plan permissions



It’s as easy as that – you have successfully created a plan. Now we will look at the Public and Private options presented in the above screenshot.






How it works...


While creating a plan, you can specify whether the plan is public or private:




	Public plans will be visible to everyone in your organization.


	Private plans will only be accessible to members that you add to the plan.





Creating a plan triggers actions in several other apps. You get a Microsoft 365 group to collaborate on your plan, a notebook is created for the group in OneNote, and your group gets a mailbox in Outlook, a calendar, and a SharePoint site.If you already have a Microsoft 365 group and want to create another plan, then this can be done by associating the new plan with your group using the Add to an existing Microsoft 365 Group option.After the plan is created, you will be taken to the Board view (landing page) of the plan.The board displays all the cards grouped together in columns (known as buckets). Buckets can be project phases, task categories, or any other type that you would like to categorize the tasks by, as shown in the following screenshot:




[image: Figure 6.3: Planner Board view]Figure 6.3: Planner Board view



The Charts view shows how your plan is progressing. It provides some basic visuals to show what's done, in progress, not started, and late. It also displays the task count in a bucket. You can also create tasks in this view:




[image: Figure 6.4: Planner Chart view]Figure 6.4: Planner Chart view



The Schedule view displays team tasks and also lets you create tasks within a calendar, as shown in the following screenshot:




[image: Figure 6.5: Planner Schedule view]Figure 6.5: Planner Schedule view



If you click the ellipsis (...) icon, it reveals several options in the context menu, as shown in the following screenshot:




[image: Figure 6.6: Planner options]Figure 6.6: Planner options



The list below explains the options in the context menu, with numbers corresponding to those in Figure 6.6 respectively:




	Conversation: This takes you to the mailbox for the Microsoft 365 group that sits behind the plan.


	Members: By clicking on this you can share a plan with your colleagues. It takes you to the Microsoft 365 Groups page where you can add new members using the Add member option.


	Files: Takes you to a SharePoint document library where all the group documents are stored.


	Notebook: Allows you to access the group's OneNote document.


	Sites: Takes you to the SharePoint site sitting behind the plan.


	Pin: Lets you mark the plan as a favorite so that you can easily find it.


	Copy plan: Lets you clone the plan as a public or private plan. The copy option copies the tasks (along with the task artifacts) associated with the plan.


	Export plan to Excel: Lets you export the Planner task into Excel in case you want to share these tasks with an external member or someone outside your organization.


	Copy link to plan: Copies the link to the plan, which you can bookmark (if you want to). Note that this is not the preferred way of saving links for future reference. Instead, you should mark a plan as a favorite.


	Plan settings: Lets you change the plan name and privacy settings or delete the plan.


	Add plan to Outlook: Lets you add your Planner tasks to your Outlook calendar by adding a subscription.









See also




	Creating tasks, in this chapter


	Adding items to the checklist, in this chapter


	Managing a plan, in this chapter


	Deleting a plan, in this chapter











Creating tasks


A plan is no good if it doesn't have any actions. The individual action items in a plan are created as tasks. The tasks in a plan appear as cards. Every card represents a unique activity with an optional due date and an assignee. Tracking the individual cards on the board lets you track the progress of your plan holistically.




Getting ready


Individual tasks can be created by the members of the Microsoft 365 group associated with the plan.






How to do it...


The following are the steps to create a new task in Planner:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and choose the plan you are working on.


	Click on the + symbol on the board below the bucket name:




[image: Figure 6.7: Add a task with the + button]Figure 6.7: Add a task with the + button




	Give your task a name and provide a due date (optional) and assignee (optional):




[image: Figure 6.8: Due date and assignee are optional while adding a task]Figure 6.8: Due date and assignee are optional while adding a task




	Click Add task.


	The task appears on the board. Click to open it.


	You can now set a start date for the task as well as update the due date, as shown in the following screenshot:




[image: Figure 6.9: Option to update the task with a start date and due date]Figure 6.9: Option to update the task with a start date and due date




	Enter the task description. Planner autosaves your task properties.









How it works...


A Planner task offers several features that let you manage your task in an efficient manner. You can add a due date to the task, which lets you manage the overall plan. Planner lets you specify a task start date so that the project manager can determine which tasks are in progress and which ones are yet to be started. You can mark the task as complete by clicking on the checkbox next to the task name, as shown in the following screenshot:




[image: Figure 6.10: Checkbox to indicate that a task has been completed]Figure 6.10: Checkbox to indicate that a task has been completed



The card also lets you clone a task. This can be done either from the Board view or from within the Task view:




[image: Figure 6.11: Copy task from More options, on the right of the task name]Figure 6.11: Copy task from More options, on the right of the task name







See also




	Creating a plan, in this chapter


	Adding items to the checklist, in this chapter


	Managing a plan, in this chapter


	Deleting a plan, in this chapter











Assigning tasks


Tasks let you keep a digital reminder of work activities you need to complete by a given due date. Planner lets you create tasks from the Board view without having to assign an owner. If you simply specify a task name and press Enter, a task gets created without an assignee. You can see the tasks that don't have an assignee by grouping the tasks by Assigned to.




Getting ready


All members of the Microsoft 365 group that is associated with the plan can add task assignees.






How to do it...


You can assign a group member by doing one of the following:




	Update the task.


	Drag the card in the Assigned to view.





Both methods are explained in the following sections.




Updating the task


The following are the steps to update a task:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and choose the plan you are working on.


	Click on the task name.


	Click Assign.


	A text box appears with the list of group members below it:




[image: Figure 6.12: Updating a task by assigning members to it]Figure 6.12: Updating a task by assigning members to it




	Click on one or more group members to assign a task to them.


	Close the task by clicking the X icon.









Dragging the card


You can also update a card by dragging it across to a bucket, as follows:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and choose the plan you are working on.


	Switch the Group by option to Assigned to, as shown in the following screenshot:




[image: Figure 6.13: Updating a task by moving it to an assignees bucket]Figure 6.13: Updating a task by moving it to an assignees bucket




	Drag a task from one person’s bucket to another. The task assignee gets updated.











How it works...


Planner notifies assignees of the task when they have been added. Planner tasks can be assigned to one or more group members. You can also assign people who are not part of your group by specifying their email addresses.




Remember, you cannot assign tasks to people outside your organization.









See also




	Creating tasks, in this chapter


	Adding items to the checklist, in this chapter











Adding items to the checklist


Adding tasks on the board meets just one objective. After the tasks get created, they need to be monitored and managed. This is done by organizing the tasks in categories known as boards and tracking the progress of a task by creating checklists within them. For instance, booking a conference room task might involve finalizing the conference date, calling the owner, negotiating a price, and so on. These can be treated as subtasks and can be tracked via a checklist.




Getting ready


Checklists can be added by the members of the Microsoft 365 group associated with the plan.






How to do it...


You can add the checklist items by going through the following steps:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and choose the plan you are working on.


	Click on a task.


	Go to the section that says Checklist.


	Add a checklist item where it says Add an item.


	Type in a checklist item and simply press Enter.


	Check the Show on card option, as shown in the following screenshot:




[image: Figure 6.14: Adding items to a checklist]Figure 6.14: Adding items to a checklist




	The tasks can be labeled with a color that lets you easily identify a task—for instance, all tasks related to a conference venue, such as arranging food, organizing a projector, and so on can be labeled with a pink color:







[image: Figure 6.15: Color coding tasks to make them identifiable]Figure 6.15: Color coding tasks to make them identifiable







How it works...


While adding items to a checklist, if you check the box that says Show on card, then the incomplete checklist items roll up to the Task view. A tiny graphic appears below the rollup section that displays how many of the checklist subtasks have been completed:




[image: Figure 6.16: Completed tasks are not shown in the rollup section]Figure 6.16: Completed tasks are not shown in the rollup section



As we can see, the completed checklist items don't appear in the rollup section. If we look at the Task view, however, they appear with a strikethrough:




[image: Figure 6.17: Completed tasks appear with a strikethrough in the Task view]Figure 6.17: Completed tasks appear with a strikethrough in the Task view







See also




	Creating a plan, in this chapter


	Creating tasks, in this chapter


	Managing a plan, in this chapter


	Deleting a plan, in this chapter











Managing a plan


Planner has various features to track and manage your plan. This includes using charts and dashboards. You can view the plans and tasks by bucket, progress, due date, and labels. Planner also lets you visualize statistics related to completed and unfinished tasks.




Getting ready


Plans can be managed by the members of the Microsoft 365 group associated with the plan.






How to do it...


To manage a plan, go through the following steps:




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and choose the plan you are working on.


	Click on the Board view to see the tasks oragnized by bucket.


	Drag the Collect feedback card to the Post Conference Tasks bucket:




[image: Figure 6.18: Dragging a task card from one bucket to another]Figure 6.18: Dragging a task card from one bucket to another




	Click on the Chart view to see the tasks by status. We can see that we have an unassigned task. Let's assign it to someone:




[image: Figure 6.19: Unassigned task shown in the Chart view]Figure 6.19: Unassigned task shown in the Chart view




	Click on the Unassigned section. This will filter all the tasks that do not have an assignee:




[image: Figure 6.20: Clicking on the Unassigned section shows specific tasks without an assignee]Figure 6.20: Clicking on the Unassigned section shows specific tasks without an assignee




	Assign a member to the unassigned task by clicking on the context menu:




[image: Figure 6.21: Assign option found in the context menu of an unassigned task]Figure 6.21: Assign option found in the context menu of an unassigned task




	Click on the Schedule view to see the tasks in a calendar.


	To add a task on a certain date, just roll the mouse over the date and click on the + symbol:




[image: Figure 6.22: Clicking + allows us to add a task to a date]Figure 6.22: Clicking + allows us to add a task to a date




	Specify the task name and press Enter.









There's more...


Besides the three views we have gone over so far (Board, Chart, and Schedule), you can also visualize the tasks by five categories: Bucket, Assigned to, Progress, Due date, and Labels. Let’s go over each in turn:




	Bucket: This is the default view where tasks appear under buckets. In our case, the buckets are Conference Preparations, Conference Presentations, and Post Conference Tasks.


	Assigned to: In this view, the tasks are laid out by the resource assigned to the task. You can change the assignee by simply dragging the task under another person:





Figure 6.23: Visualising tasks with the Assigned to category





	Progress: This view lists tasks by their progress metadata. Tasks are listed as Not started, In progress, and Completed. To complete a task, simply drag the task to the Completed section:







Figure 6.24: Visualising tasks with the Progress category


Due date: This view lays out the tasks according to the delivery date. There are five standard categories that a task can fall under:




	Tomorrow


	This week


	Next week


	Future


	No date





The tasks move under the appropriate heading if the due date field is modified. This view is good to use to filter tasks that don't have a due date assigned:




[image: Figure 6.25: Visualising tasks with the Due date category]Figure 6.25: Visualising tasks with the Due date category





	Labels: Labels are useful in identifying the tasks visually. You can use labels to group tasks by an attribute relevant to the plan. You can add more than one label to a task:







[image: Figure 6.26: Visualising tasks with the Labels category]Figure 6.26: Visualising tasks with the Labels category







See also




	Creating a plan, in this chapter


	Creating tasks, in this chapter


	Adding items to the checklist, in this chapter


	Deleting a plan, in this chapter











Deleting a plan


Sometimes the plan falls through and is no longer relevant to the group or the team—for example, if a conference gets canceled because the product that was meant to be launched at the event has been discontinued. In such cases, you might want to delete the plan.




Getting ready


You need to be an administrator or group owner to delete a plan.






How to do it...




	Log in to https://office.com using your Microsoft 365 account.


	Click on Planner and select the plan you are working on.


	Go to Plan settings by clicking on the ... icon:




[image: Figure 6.27: Accessing Plan settings from the context menu of a selected plan]Figure 6.27: Accessing Plan settings from the context menu of a selected plan




	On the Plan settings page, click on Delete this plan:




[image: Figure 6.28: Deleting a plan through Plan settings]Figure 6.28: Deleting a plan through Plan settings




	You will be presented with a confirmation window. Check the box and click Delete:




[image: Figure 6.29: Confirmation window for deleting a plan]Figure 6.29: Confirmation window for deleting a plan




	If you want to delete the group associated with the plan, click on the Edit group button from step 4.


	On the Group settings page, click on Delete Group:




[image: Figure 6.30: Deleting a group through Group settings]Figure 6.30: Deleting a group through Group settings




	You will be presented with the following message. Check the box and click Delete:







[image: Figure 6.31: Confirmation window for deleting a group]Figure 6.31: Confirmation window for deleting a group



The group and all plans associated with it will be deleted.






There’s more...


A deleted plan cannot be recovered, so you should consult with other members of the group before taking action. If you are deleting the group attached to the plan, then you will also lose all the conversations and group files. If your concern is that too many plans appear on your Planner Hub, then you could instead leave the plans you don't want to be involved in.This can be done via the Plan context menu, as shown in the following screenshot:




[image: Figure 6.32: Reducing the amount of plans on Planner Hub by leaving plans instead of deleting them]Figure 6.32: Reducing the amount of plans on Planner Hub by leaving plans instead of deleting them





This option is available to you if you are not an administrator. Administrators will not see the Leave plan link.





If you are deleting the plan or group permanently, it is recommended that you back up or move your files and conversations.






See also




	Creating a plan, in this chapter


	Creating tasks, in this chapter


	Managing a plan, in this chapter











Feedback


We are constantly looking at improving our content, so what could be better than listening to what you as a reader have to say? Your feedback is important to us and we will do our best to incorporate it. Could you take two mins to fill out the feedback form for this book and let us know what your thoughts are about it? Here's the link: https://forms.office.com/r/SqsgJVkbJ1.Thank you in advance.









8 Microsoft Teams


Microsoft Teams is your hub for collaboration in Microsoft 365. While it provides a chat-based workspace that lets you have instant threaded communication, video chats, and meetings with your peers, it also provides a collaboration space to work together and share information. Teams' deep integration with SharePoint and Microsoft 365 groups can change the way your team members communicate, collaborate, and interact with others. The collaboration experience is further enriched by the integration capabilities that Teams provides with other applications such as Trello or GitHub, etc.Those of you who are familiar with Skype for Business (Microsoft's instant communication application) might wonder what the difference is between Skype for Business and Teams. One of the key aspects of Teams is that, unlike Skype for Business, conversations within Teams are threaded around a specific topic. So, conversations always have a context. Besides conversations, Teams also brings together other Microsoft 365 collaboration services, such as groups, Planner, OneDrive, and SharePoint. Teams also supports connectors to numerous third-party applications, such as Trello, GitHub, Evernote, SurveyMonkey, and so on.In this chapter, you will learn about the following:




	Installing Teams


	Creating a new team


	Adding a member


	Joining a team


	Leaving a team


	Deleting a team


	Creating channels and tabs


	Initiating conversations via posts


	Scheduling a meeting


	Sharing files


	Searching within Teams


	Adding a connector





Let’s first learn about installing Teams.




Installing Teams


Teams can be accessed from both the web browser (which doesn't require any installation) and the desktop app (which requires an installation). There are some benefits to installing the Windows client as some of the features are not supported on the web (although the web client is catching up fast with its app counterpart). One key difference between the two versions is that the web version requires you to be logged in to your Office account to receive notifications. The Teams client, on the other hand, runs in the background, even while you are working on a different application. So, the user receives notifications about team activities and individual messages. Once installed, new updates are applied automatically to the Teams client. It checks for updates every time the client is launched.In this section, we will learn how to install the Teams app.




Getting ready


To access the Teams app, you need the appropriate Microsoft 365 license plan as described in Chapter 1, Overview of Microsoft 365.Microsoft also provides a Commercial Cloud Trial offer for existing Microsoft 365 users in your organization for 6 months without charge. They can try the product for 1 year without being licensed for Teams.






How to do it...


To install Teams, follow these instructions:




	Go to www.office.com.


	Sign in with your work account as described in Chapter 1, Overview of Microsoft 365.


	Click on Teams (shown in the following screenshot):




[image: Figure 8.1: Installing Teams]Figure 8.1: Installing Teams




	You will be prompted to download the desktop version by a pop-up screen, as in the following screenshot:




[image: Figure 8.2: Desktop vs Web]Figure 8.2: Desktop vs Web




	Click the Get the Windows app  button to get the client version of Teams.





This will download the client application installer for you. Running the installer will guide you through the installation process and install Teams for you. You can then sign in to the Teams desktop app by using your organization credentials.If you are using the free version of Teams, you can log in using your Live account.




If you choose to stay on the web app, you can download the app later by clicking on the Get App icon in the lower left-hand pane of your Teams web application interface.









How it works...


Although Teams has a web and client version, the user experience on the web and desktop applications is strikingly similar. The ability to join video calls and share your screen is supported on both the desktop app and the web version (only Edge and Chrome are supported at the moment). However, some features, such as “Allow Control” (to remotely control another user’s desktop) and the ability to host "live events," are only available on the desktop version.




[image: Figure 8.3: Download Teams desktop app]Figure 8.3: Download Teams desktop app



Let us look at the layout of the Teams App.




Teams Top Panel


The Top panel in the Teams interface provides the following options:




[image: Figure 8.4: Top Panel]Figure 8.4: Top Panel





	Clicking the search bar next to the magnifying glass allows you to perform a search and invoke commands (explained in the Searching within Teams recipe in this chapter).


	Clicking the profile picture provides additional settings, such as:



	Setting availability (Available, Busy, etc.)


	Change Org: The Org icon allows you to change organization: you will see other organizations in this section if you are invited to collaborate with external teams outside of your organization


	Setting a status message (for example, I am working from home today)


	Accessing Saved messages (discussed in the Initiating conversations via posts recipe in this chapter)


	Updating General Settings such as: choosing a Teams skin color; setting default audio devices for Team calls; managing notifications (discussed in the Creating channels and tabs recipe in this chapter); setting keyboard shortcuts for common Teams tasks, etc.













Teams Left Panel


The panel on the left lets you navigate through various features within Teams.




[image: Figure 8.5: Left Panel]Figure 8.5: Left Panel



Please note that some feature icons might be hidden under the ... icon. Let's look at some of these features in more detail.




Activity


Clicking on the Activity tab takes you to the activity feed. This feed rolls up notifications related to all your team channels and team conversations and one-on-one chats or calls. A notification appears in your activity feed when someone does the following:




	Mentions you


	Mentions a team you are part of


	Mentions the channel of the team you are part of


	Replies to your post


	Likes your post


	Adds you to a team


	Makes you a team owner


	Leaves you a chat message


	Calls you (and you missed the call)





If you have any unread notifications and you are not in your activity feed, a red circle with a number appears next to the Activity icon:




[image: Figure 8.6: Teams Activities]Figure 8.6: Teams Activities



Under Activity | Feed | My Activity, you will see all the messages that you posted on any of your Team channels.




[image: Figure 8.7: Filter Feed]Figure 8.7: Filter Feed



Clicking the filter icon next to the Feed heading displays a text box that lets you type free text, thereby filtering the search results:




[image: Figure 8.8: Add filter]Figure 8.8: Add filter



You can also click on the ... icon to filter the search results by a certain type:




[image: Figure 8.9: Filter type of Feed]Figure 8.9: Filter type of Feed





[image: Figure 8.10: Teams Settings]Figure 8.10: Teams Settings



Clicking the gear icon next to the filter icon takes you to Teams settings page, as described above in the Top Panel section.






Chat


The Chat tab lets you initiate a chat with an individual or a group. You can have threaded conversations with one or more people. You can also share files by uploading the files in the chat window or just by dragging them to the conversation text window. The files are automatically uploaded to OneDrive and participants receive a link to access them:




[image: Figure 8.11: Teams Chat Interface]Figure 8.11: Teams Chat Interface



You can initiate a chat by clicking on the Compose (1) icon. A text box appears (2) where you can specify the name(s) of the people you would like to chat with.






Teams


The Teams tab displays all the teams that you are part of. It also lets you join or create a team:




[image: Figure 8.12: Teams and Channels]Figure 8.12: Teams and Channels



Every team that you create has a default General channel to start with. Channels let you create focus areas, such as a specific topic, department, or project. We'll learn about channels shortly.If you are a team owner, you can add more channels:




[image: Figure 8.13: Image showing channels within a team]Figure 8.13: Image showing channels within a team



Each channel gets its own area for posts and a storage place for channel-specific files in SharePoint:




[image: Figure 8.14: Components of Team's channel]Figure 8.14: Components of Team's channel



We will learn about channels in the Creating channels and tabs recipe in this chapter.






Calendar


The Calendar option lets you schedule team meetings or audio/video calls with an individual or team. Read more about the Calendar in the Scheduling a meeting recipe






Calls


The Call option lets you make audio/video calls with an individual or team. Clicking on this tab, takes you to the Speed dial page where you can see people you frequently interact with. You can add people to your speed dial for quicker access:




[image: Figure 8.15: Teams Calling]Figure 8.15: Teams Calling



You can also create a group to logically club them based on your interactions with them as shown in the following screenshot. To add people into a group, you need to create the group first (1) and then add people (3) into the group (2):




[image: Figure 8.16: Teams Call Groups]Figure 8.16: Teams Call Groups



You can access your contact list by selecting Contacts. You can add people that are internal to your organization, as well as external contacts from this screen:




[image: Figure 8.17: Teams Contacts]Figure 8.17: Teams Contacts



You can check the history of calls that you placed or received using the History link.Teams also support voicemails. People can leave a voicemail for you if you are unable to attend the call. The good thing about voicemails is that it even generates a transcript of the message. So, you can choose to read the message instead of listening to it. This is especially handy when someone leaves you a voicemail while you are in a meeting. Instead of attending the call, you can glance through the transcript of the voicemail.Read more about Calls in the Scheduling a meeting recipe.






Files


Finally, the Files option displays all the files that you have access to or files that have been shared with you in Teams, OneDrive for Business, or SharePoint. The Location column displays where the file resides (including other cloud locations like Dropbox, Google Drive, etc.)




[image: Figure 8.18: Accessing Files]Figure 8.18: Accessing Files



You can access your OneDrive files by clicking on the OneDrive link on the left. You can move or copy your files from OneDrive to Teams using the context menu (the three dots at the end of each line).










There's more...


Microsoft Teams also comes with a free version that can be used for chats, file sharing, and video calling. The features that it offers have been listed on the Office website. You can access this at: https://m365book.page.link/teams-free.Microsoft Teams supports keyboard shortcuts and might be handy for those who prefer the keyboard. You can find Teams keyboard shortcuts for Windows and Mac listed in the following link: https://m365book.page.link/teams-shortcuts.Next, we’ll learn about one of the most important Teams recipes that explains how you can create a team.








Creating a new team


Microsoft Teams lets team members achieve more together when all their chats, meetings, files, and apps reside in a single workspace. Creating a team does a lot in the background. It provisions a SharePoint site for you, along with a Microsoft 365 group for the team. Teams lets you connect with other services within Microsoft 365, as well as with third-party apps (via connectors). We shall learn more about connectors in the recipe titled Adding a connector.In this recipe, we will learn how to create a new team.




Getting ready


You should be able to create a new team as long as your organization has assigned you a valid Teams license and has enabled Team creation.






How to do it...


Follow these steps to create a new team:




	Click on the Join or create a team option:




[image: Figure 8.19: Creating a Team]Figure 8.19: Creating a Team




	Clicking Join or create a team actually takes you to the screen where you can join one of the existing teams, join a team with a code, search for an existing team to join, or create a new team.


	If you Create a new team, you can choose to create a new team (which creates a Microsoft 365 group in the background) or connect the team to an existing Microsoft 365 group. Those of you who are already using Microsoft 365 Groups can use the latter option to connect your existing group to Teams:




Creating a Microsoft 365 group does not create a team; however, creating a team creates a group. The Microsoft 365 group created as a result of a team doesn't appear in Outlook by default. Administrators will need to run a script if this feature is required. Learn more about Office 365 Groups in Supplement Chapter 3.







[image: Figure 8.20: Options available while creating Teams]Figure 8.20: Options available while creating Teams




	You will then be asked whether you want to create a private, public, or organization-wide team.


	Give your team a name.





Now, you have created your own team.






How it works...


We just learned how to create a new team from scratch. The other option lets you convert an existing Microsoft 365 group into a team. As it turns out, Microsoft 365 Groups were released before Microsoft Teams. So, this option allows you to upgrade an existing Office 365 group (that was created before Teams was released) to Teams. We will discuss this more in the next section.Based on its privacy, a team can be of the following types:




	A private team: This is a restricted area that is only accessible to the team members.


	A public team: This team is available to join for everyone in the organization.


	An organization-wide team: This adds all of the organization's staff to a team. Only global administrators can create organization-wide teams. You will automatically be added to an organization-wide team unless your administrator has explicitly disabled your Teams account.









There's more...


The following key considerations should be kept in mind while creating teams:When you specify the team name while creating a team, Microsoft 365 doesn't validate whether a team with the same name already exists. It will instead let you create another one with the same name, as shown in the following screenshot:




[image: Figure 8.21: Teams with same names]Figure 8.21: Teams with same names



The new team with the same name then appears in the Teams interface.This poses a challenge because a SharePoint site is created for each team and you cannot have two SharePoint sites with the same URL. To assign a separate storage space, Microsoft 365 adds a random number next to the team name when provisioning the SharePoint site, which can then result in a lot of confusion. As an example, it created the following site for the second Team from the screenshot above: https://m365x263078.sharepoint.com/sites/Sales774/Shared%20Documents.It is, therefore, recommended that you check for an existing team before creating one using the search option on the team creation page, as shown here:




[image: Figure 8.22: Check for existing Team]Figure 8.22: Check for existing Team



Team owners can assign an email address to each team channel. The email address cannot be changed or modified, is assigned at random, and appears in your organization's global address list. This feature has some benefits, which we will see in the recipe on Creating channels.






See also




	The Joining a team recipe in this chapter


	The Leaving a team recipe in this chapter


	The Adding a member recipe in this chapter


	Supplement Chapter 3, Microsoft 365 Groups





Now that you have created a Team, let’s learn about adding members to it.








Adding a member


You can add new members to an existing team. They can belong to the same organization or can be added as a guest from another organization. A team can hold up to 5,000 people.Members of a team can have one of the following roles:




	Owner: The team owner manages the settings for the team. The owner can do the following:




	Add and remove members.


	Add guests.


	Change team settings.


	Restore deleted files or older versions.







A team can have multiple owners.






	Member: Members are added to a team by the owner. Members can do the following:



	Post messages.


	View, upload, and change files.


	Schedule team meetings.






	Guest: Guests are people outside your organization. They can only be invited by the team owner. They can:



	Post messages


	Share files with the team.









Follow the instructions provided in the next section to add a member to a team.




Getting ready


Members can be added to a team by the team owner. Only an owner can promote another member to the Owner role.






How to do it...


To add a new member:




	Select Teams from the left-hand side pane.


	Click on the ... link next to the team name.


	This brings up a context menu with an Add member option.


	Type the name of the person you would like to add.


	Change the role of the member to Owner (if you have owner privileges).





The team members section will look as follows:




[image: Figure 8.23: Team members]Figure 8.23: Team members







How it works...


The new member automatically gets access to all the related Microsoft 365 services, such as SharePoint, Planner, and Microsoft 365 groups. The new member receives an introductory email after being added.You and other members of your Team are notified via the General tab about new members being added to your team:What a member or a guest can or cannot do is set by the team owner through the Teams settings:




[image: Figure 8.24: Managing Team Permissions]Figure 8.24: Managing Team Permissions



You can request to Join a Team even if you were not specifically added to it by an owner. We'll see how to join a team in the next topic.






See also




	The Joining a team recipe in this chapter


	The Leaving a team recipe in this chapter











Joining a team


You can join an existing team by either using the Join option (in the case of public teams) or asking the owner to add you as a member (in the case of private teams). This recipe will show you how to join a new team.




Getting ready


You are added to an organization-wide team as soon as you are added to your organization's Microsoft 365 tenant. For public and private teams, you need to take the following steps.






How to do it...


To join a team, do the following:




	Select Teams from the left-hand side pane.




[image: Figure 8.25: Joining an existing Team]Figure 8.25: Joining an existing Team




	To join a public team, click on the Join or create a team option.


	You should see all the publicly available teams.


	Click on the Join team option to join the team.


	To join private teams, the team owner will have to either add you as a member or send you a team code. A team code can be generated by going to Team | Settings | Team code.


	Click the … next to the team name, then to Manage team | Settings | Expand Team code | Generate.







Guest users won't be able to join a private team using a code. They need to be added explicitly by the owner.









How it works...


After joining a team, you can participate in team conversations. You can also view conversations that have taken place in the past. When you are part of a team, you can access all the channels within that team. Once you have joined it, the team starts to appear in the left-hand side navigation pane along with the other teams you are part of.






See also




	The Leaving a team recipe in this chapter


	The Adding a member recipe in this chapter





Now that we know how to join a team, let’s see how you can leave a team that you are a member of.








Leaving a team


If you think you no longer need to contribute to a team or you find that a team is no longer relevant to you, you can leave the team. To leave a team, follow the steps provided in the next section.




Getting ready


You do not need special permission to leave a private or public team.




You cannot leave an organization-wide team on your own. You will need to ask the administrator to remove you.









How to do it...


To leave a team:




	Select Teams from the left-hand side pane.


	Click on ... next to the name of the team you want to leave.


	Select the Leave the team option from the context menu, as shown here:







[image: Figure 8.26: Leaving a team]Figure 8.26: Leaving a team







How it works...


When you click Leave the team, all the permissions associated with that team and its channels are revoked. You also lose access to the underlying SharePoint site and all the content within it.






See also




	The Deleting a team recipe in this chapter


	The Joining a team recipe in this chapter





If there is a team that you provisioned, you can delete it by following the next recipe.








Deleting a team


In Teams, it is possible for owners to delete specific teams if they deem it necessary. It is a good practice to inform the members beforehand so that any contents (files and conversations) can be moved/archived elsewhere. Within 30 days, a deleted team can be recovered by recovering the Microsoft 365 group that gets deleted along with it. Please note that there is also an option available to Archive a team instead of deleting it. Archiving adds a temporary freeze on the content of the team. It can be unarchived at any point.




Getting ready


You need to be the owner to delete a team. You can delete a team via the Outlook client, Outlook Web Access, or the Outlook mobile app.






How to do it...




	To delete a team, do the following:


	Click on ... next to the name of the team you want to delete.


	Select the Delete the team option from the context menu, as shown:







[image: Figure 8.27: Deleting a Team]Figure 8.27: Deleting a Team







How it works...


By deleting a team, you lose all its associated components, such as the team mailbox, calendar, SharePoint site, notebook, Planner tasks, and so on.




The team owner or administrator can restore a deleted team within 30 days.









See also




	The Leaving a team recipe in this chapter


	The Joining a team recipe in this chapter





In our next recipe, we are going to learn about creating channels and tabs in a team that you are a member of.








Creating channels and tabs


Channels are dedicated spaces that keep conversations and files around a topic together. Every team comes with a default channel named General but additional channels can be added. Every team supports up to 200 channels. All team conversations happen within a specific channel. The following section explains how you can create new channels and tabs.




Getting ready


Team owner can create new channels. The owner decides if members can create channels and tabs.






How to do it...


To add a channel:




	Select Teams from the left-hand side pane.


	Click on ... next to the name of the team you want to add a channel to.


	Select the Add channel option from the context menu, as shown:




[image: Figure 8.28: Add Channel]Figure 8.28: Add Channel




	Provide a channel name and set the Privacy option:







[image: Figure 8.29: Channel Privacy Options]Figure 8.29: Channel Privacy Options



Adding a channel adds two tabs to the channel—one for conversations and the other for shared files.Besides the standard apps, a channel lets you enhance the Teams experience by connecting other Microsoft 365 or third-party applications. You can use connectors for scenarios that include the following:




	Managing team backlog items in Trello


	Posting messages in your team channel using Microsoft Flow


	Enhancing team conversations using actionable cards





To add additional tabs, do the following:




	Click on the + symbol next to the Files tab.


	Choose an app from the list or search for it, as shown here:




[image: Figure 8.30: Channel Tabs]Figure 8.30: Channel Tabs




	Provide the details required for the specific app and click Save.









How it works...


Creating a channel provides you with a dedicated conversation area and a place to store all your files. Channels are public or private. All public channels in a team share a common SharePoint document library in a team site.However, creating a private channel assigns you with a separate SharePoint site collection altogether. Owners or members of the private channel are the only ones who can access the channel.Private channels appear with a lock icon () in front of the channel name.Tabs in the channel let you connect to both Microsoft 365 as well as to connect to other third-party apps to your team. There are two types of tabs:Static tabs provide a personalized experience to everyone (such as a tab for your personal notes in the channel).Configurable tabs need you to provide additional configuration information while adding the app, such as the following:




	To add a Power BI dashboard, you need to specify the workspace name.


	To add an Excel app, you need to provide the worksheet name.





Tabs offer interactive web content to the user without them having to leave the team's interface.




Showing or hiding teams and channels


Keep your list of teams and channels tidy and relevant by hiding any teams or channels you don't want to see. Just click on … beside the team/channel name and select Show or Hide:




[image: Figure 8.31: Hide Channel]Figure 8.31: Hide Channel



Hiding a team will remove it from your list of teams, but you can always access or show it again by expanding the Hidden teams section towards the bottom of the teams list. If you know you're a member of a team but you can't see it, you can scroll down to this section, locate your team, click … next to it and then click Show to move it to the Your teams section:




[image: Figure 8.32: Show Channel]Figure 8.32: Show Channel







Managing notifications


There are, broadly, three types of notifications that you receive in Teams.




	A banner: This alert pops up on your device (on desktop, your web browser, or mobile) even when you are using another application:




[image: Figure 8.33: Banner notification]Figure 8.33: Banner notification




	In the feed: A badge notification appears on the icon:




[image: Figure 8.34: Feed notification]Figure 8.34: Feed notification




	An email: A notification arrives in your inbox:







[image: Figure 8.35: Email Notification]Figure 8.35: Email Notification



There are lots of different ways to access and manage these notifications in Teams.A good place to start is via the notification settings—click your profile picture at the top-right of the screen (or initials if you don’t have a profile picture), then go to Settings | Notifications. This is where you can turn your notifications (and their associated sounds) on and off and select how you would like them to display. There are lots of things you can turn on and off, so you can either set it up to your liking or just stick with the default:




[image: Figure 8.36: Notification settings]Figure 8.36: Notification settings



If you receive too many notifications, you can also reduce them by hiding a channel. Hidden channels will only show up in your list if a message is marked important or when someone @mentions you or the channel.








See also




	The Initiating conversations via posts recipe in this chapter


	The Sharing files recipe in this chapter





Channels are a medium of having conversations with other members of the team. We shall learn about conversations in our next recipe.








Initiating conversations via posts


Posts or conversations can be described as group chats where everyone in the team participates. Conversations are in a team channel. They can be viewed by all members of the team. Teams attempts to reduce reliance on the more formal and conventional mode of communication—email. The following section provides steps for how to initiate a conversation.Teams is great for conversations with your teammates:




	Conversations are persistent—your conversation history sticks around and you can go back to it later.


	You can share files with offline participants.


	You can add GIFs and memes.


	The conversations are searchable—search for files, content, or people.







Getting ready


We mentioned earlier that every team can have one or more channels. The Post tab in the channel displays team conversations and other channel activity. All team members can view channel conversations and participate in them.






How to do it...


To initiate a conversation:




	Select Teams from the left-hand side pane.


	Click on ... next to the name of the team that you want to post in.


	Select a channel. You will see all the channel activity in the conversation area.


	To participate in conversations, use the text box provided at the bottom, as shown in the following screenshot:







[image: Figure 8.37: Starting new conversation]Figure 8.37: Starting new conversation



Conversations support @mentions, emojis, attachments, and video calling.




	Press Enter or the symbol.


	To edit a message, click on the  ... symbol and choose the Edit option.





The option lets you save a message. You can search for saved messages later.You can upvote a conversation by clicking on the like button, as shown:




[image: Figure 8.38: Like a message]Figure 8.38: Like a message







How it works...


The options available under the text box are configurable and can be switched on or off by your administrator. This can be done through the team's admin center.Using @mentions is a way of notifying an individual or team of a message (shown in the following screenshot). When mentioned, the individual or team will receive a notification in their Microsoft Teams client. Using the Reply button will keep messages in the same conversation thread:




[image: Figure 8.39: Team Mentions]Figure 8.39: Team Mentions



A channel appears in bold if there are new, unread conversations in the channel:




[image: Figure 8.40: Active Channel]Figure 8.40: Active Channel







There's more...


Besides conversations, Teams also supports one-to-one and group chats. These chats can be initiated from the chat icon in the top pane (see (1) in the following screenshot). You can type the name of the individual(s) you would like to chat with (see (2) in the following screenshot). Your conversations are only seen by the participants of the chat. Any files that you share in these chats will be saved in OneDrive and shared with the participants:




[image: Figure 8.41: One to One Chats]Figure 8.41: One to One Chats







See also




	The Sharing files recipe in this chapter


	The Adding a connector recipe in this chapter





Now let’s look at another key feature of Teams: meetings.








Scheduling a meeting


Microsoft Teams lets you organize team meetings or have one-off audio/video calls with your colleagues.There are four meeting types that you can use with Teams based on the context:




	Scheduled meetings: When you want to schedule meeting at a future date with an individual or colleagues.


	Meet in a channel: when you need to hold an open meeting in your team, create a meeting in a channel.


	Instant meetings: when you want to convert your ongoing conversation into a desktop sharing session


	Teams live events: when you want to broadcast video and meeting content to a large online audience.





To schedule a meeting in Teams, follow the steps in the next section.




Getting ready


You do not need any special permission to schedule or join a team meeting.






How to do it...


You can set up the various meeting types in the following ways:




Scheduled meetings




	Select Meetings from the left-hand side pane.


	Click on + New meeting:




[image: Figure 8.42: Initiating New Meeting]Figure 8.42: Initiating New Meeting




	Provide the required details (such as a title, the participants, and so on), as shown in the following screenshot:




[image: Figure 8.43: Meeting details]Figure 8.43: Meeting details




	Click Schedule.





You have now scheduled a meeting.






Meet in a channel




	Select Meetings from the left-hand side pane.


	Click on + New meeting.


	Provide the required details as shown in the Scheduled meetings section above.


	Select a channel as shown in the following screenshot:




[image: Figure 8.44: Channel Meeting]Figure 8.44: Channel Meeting




	Click Schedule.





Another way to initiate conversation is using the Meet now option that we will learn in the next section.






Meet Now




	Go to your team's channel (1)


	Go to your team's channel post (2)


	Click on Reply (3) and then click on the video camera (4) icon:




[image: Figure 8.45: Reply with Meeting]Figure 8.45: Reply with Meeting




	Specify the title of the meeting, turn video on or off and click Meet now:







[image: Figure 8.46: Meet Now]Figure 8.46: Meet Now







Live Events




	Select Meetings from the left-hand side pane.


	Click on Live event:




[image: Figure 8.47: Live Event]Figure 8.47: Live Event




	Add presenters, and assign them a producer or presenter role:




[image: Figure 8.48: Adding Presenters]Figure 8.48: Adding Presenters




	Define the scope of the live event, you can run it across the company or within a selected group:




[image: Figure 8.49: Live Event Permissions]Figure 8.49: Live Event Permissions




	Click Schedule.











How it works...


All meeting types (except live meetings) provide an interactive experience to the attendees. The team's meeting interface displays a control pane when you move your mouse in the meeting interface:




[image: Figure 8.50:Panel options]Figure 8.50:Panel options



This panel contains options to do the following:




	Turn your video camera on or off.


	Mute the microphone.


	Share your screen or application.


	Raise your hand to ask a question or to request to be unmuted.


	Send a message.


	Share a file.


	Invite more participants.


	Choose your speaker and microphone.


	Bring up the meeting notes pane.


	Reveal meeting information (such as conference bridge details).


	Make the window full screen.


	Add background effects (discussed later).


	Launch the keypad.


	Share files.


	Record the meeting.


	End the meeting.





If you record a meeting, they automatically appear in Microsoft Stream (refer to the Chapter on Microsoft Stream in the Appendix) and can be shared with others who missed the meeting. A searchable transcript of the recording is also generated:




[image: Figure 8.51: Microsoft Stream]Figure 8.51: Microsoft Stream



Teams has various capabilities to enhance the calling experience in meetings.




Live captions


The live captions feature adds real-time captions to a conversation for anyone who wants to use them, which helps make meetings more inclusive and effective. The feature is useful for people with a hearing impairment or differing language proficiencies:




[image: Figure 8.52: Live Captions]Figure 8.52: Live Captions



Once it is turned on, the function will transcribe what anyone says and display it as a live caption at the lower-left side of the meeting screen.






Custom backgrounds


This feature lets you add a custom background while keeping your face in focus. It is a useful feature to use when you are in a public place or working from home. There are many custom background images provided by default.The one highlighted in the following screenshot lets you blur your background:




[image: Figure 8.53: Teams Background Settings]Figure 8.53: Teams Background Settings



You can take this even further by using a photo of your office with your company branding or simply use an image to add some humor:




[image: Figure 8.54: Custom Background Image]Figure 8.54: Custom Background Image









There's more...


Those of you who prefer using Outlook to schedule meetings can use the Teams add-in which gets installed when you install Teams:




[image: Figure 8.55: Teams Add In]Figure 8.55: Teams Add In



This option lets you leverage Outlook's familiar scheduling window. A link to the Teams meeting is inserted automatically in the invite and the meeting location is set to Microsoft Teams Meeting:




[image: Figure 8.56: Teams Meeting]Figure 8.56: Teams Meeting



Microsoft Teams also comes with a special meeting type called Live event that lets you stream a video or content to a large audience. You can schedule and run a live event using the Teams client.When you schedule a live event, you are assigned the role of producer. You can add additional event presenters or co-producers. Besides the meeting time, meeting venue, and meeting agenda, you can choose some other special options as shown below:




[image: Figure 8.57: Live Event Options]Figure 8.57: Live Event Options



The Q&A feature is very useful when you are running a webinar and don't want to get distracted by attendees talking in the background. Attendees are all muted; they can ask questions, which appear on the producer's dashboard.The questions that are asked are not visible to others until the producer chooses to publish them. The producer can publish or delete a question:




[image: Figure 8.58: Live Event]Figure 8.58: Live Event



The producer controls the streaming content that appears on the screen of live attendees. You can share your desktop, application, or a video feed with the attendees. You can even live stream a video or YouTube clip by turning on the option to share system audio:




[image: Figure 8.59: Live Event - Sharing]Figure 8.59: Live Event - Sharing



You can run a live event from Microsoft Stream as well (refer to the Chapter on Microsoft Stream in the Appendix). You can turn on captions for the event and share a video with subtitles later. The transcription can be updated manually too.




[image: Figure 8.60: Live Event from Stream]Figure 8.60: Live Event from Stream







See also




	The Initiating conversations via posts recipe in this chapter


	The Sharing files recipe in this chapter











Sharing files


Teams provides an extremely simple collaboration platform to exchange files with colleagues and teams. Files in public teams can be accessed by everyone. Private teams only provide access to team members. Teams lets you share files within each channel.The next section explains the different ways that files can be uploaded to Teams.




Getting ready


All members of a team can upload files to any channel they wish to.






How to do it...


There are multiple ways of adding files to your team channel, which we will explore in detail.




Sharing files via the Upload button


To upload files within teams:




	Select Teams from the left-hand side pane.


	Click on a channel.


	Go to the Files tab (as shown):




[image: Figure 8.61: Sharing Files]Figure 8.61: Sharing Files




	Click on Upload.





Select the file you want to upload. The file is stored in the Team’s channel and is accessible to all team members.






Sharing files via conversations


To share files with peers in a conversation:




	Select Teams from the left-hand side pane.


	Click on a channel.


	Drag and drop a file into the conversation area, as shown in the following screenshot:







[image: Figure 8.62: Dropping a File in the chat]Figure 8.62: Dropping a File in the chat



Also, note that if files are shared in the chat portion of the interface rather than in a channel post, they will be stored in and shared from the user's OneDrive for Business account.






Sharing files via SharePoint


To share files with peers from a SharePoint library, do the following:




	Select Teams from the left-hand side pane.


	Click on a channel.


	Click on ... next to the channel name and click Open in SharePoint.


	Click on Documents in the left-hand side navigation panel.


	Click on the folder with the channel name.


	Drag and drop the file into the folder:




[image: Figure 8.63: Dropping a file in the folder]Figure 8.63: Dropping a file in the folder




	Once you are in SharePoint, you can add additional libraries to manage the team's files. However, only the files in the Documents library are visible through Teams.







Note that if you create your own folder structure within a document library, it does not appear as a channel within Teams; it only flows from Teams into SharePoint.











How it works...


Files are stored in the Documents library inside a folder with the same name as the channel name.Files that are shared in the conversation area are uploaded to the Documents library automatically.The uploaded files can be copied, moved, or even shared across multiple channels (instead of creating copies of the same files) by using the Get link option and then pasting the link in another team or channel.There is a File option in the left-hand side navigation panel, as shown in the following screenshot:




[image: Figure 8.64: Team Files]Figure 8.64: Team Files



There is also a File option in each channel:




[image: Figure 8.65: Channel Files]Figure 8.65: Channel Files



The difference is that the option in the left-hand side navigation panel displays all the files that you have access to or the ones that have been shared with you by a colleague from within SharePoint, OneDrive for Business, and Teams, whereas the option under the channel area displays only the files shared within that channel.






See also




	The Initiating conversations via posts recipe in this chapter


	The Creating channels recipe in this chapter


	The Scheduling a meeting recipe in this chapter





All content within Teams is searchable via the search/command bar; we shall learn about it in the next recipe.








Searching within Teams


When you are a member of a vast number of teams, finding specific information you need can become a challenge. That is where the search functionality within Teams comes to the rescue. The search function lets you search for people, conversations/messages, and documents, as well as the contents of documents. The search box provided in Teams' interface serves as both a search and a command box.To search for messages, people, or files, follow the instructions provided in the next section.




Getting ready


The search feature within Teams is available to everyone. However, you can only search for content you have access to.






How to do it...


To search for a message, person, or file:




	Type the word or phrase you are searching for in the search box. In this example, we will search for the word everyone. The search results are grouped under three topics—Messages, People, and Files:




[image: Figure 8.66: Teams Search]Figure 8.66: Teams Search




	Clicking on a search result will reveal the contents of the result.


	You can use the filter option to narrow down your search results:




[image: Figure 8.67: Teams Filter]Figure 8.67: Teams Filter




	The search box also serves as a command box if you type / in the search box. The Microsoft Teams interface brings up a list of all the available commands and what each command does:







[image: Figure 8.68: Teams Command Bar]Figure 8.68: Teams Command Bar







How it works...


Using Teams, you can search for messages, people, and files.




Searching for messages and conversations within teams


You can search for a keyword across all the channels and teams you have access to. The keyword you entered is highlighted in the search results, along with a preview of the message. Clicking on a preview reveals the entire thread in the main area. You can filter the search results further by specifying a start and end date or specifying a specific team or channel.






Searching for people in your Microsoft 365 tenant


You can search for your colleagues from within the Teams interface:




[image: Figure 8.69: Search People]Figure 8.69: Search People



You can initiate a chat with your colleague using the Teams command box. Simply type /chat followed by the name of the person:




[image: Figure 8.70: Initiate chat with individuals or group]Figure 8.70: Initiate chat with individuals or group







Searching for files within Teams and other Microsoft 365 locations


The /files search feature searches for files across Microsoft 365, including OneDrive and SharePoint. Just typing /files reveals all your recent files. The list is filtered as you type the filename:




[image: Figure 8.71: Search Files]Figure 8.71: Search Files









See also




	The Initiating conversations via posts recipe in this chapter


	The Scheduling a meeting recipe in this chapter


	The Sharing files recipe in this chapter





The power of Teams is enhanced by its ability to integrate with other applications. This is achieved by using connections. We will learn about connections in the next recipe.








Adding a connector


One of the highly effective features of Teams is the ability to add connectors to other applications inside a channel. Connectors let Teams communicate with an external application. So, you can do things such as manage your GitHub project from within Teams or track your team's progress within Trello.




Trello is a popular web-based Kanban-style task management application.





This is different from adding a tab to a Teams channel. Adding a tab would just render the application within the Teams interface, but it would not actually talk to Teams specifically. However, adding a connector allows you to send or push information from one application to another.The next section provides steps to integrate other applications with Teams.




Getting ready


You need to be a team owner to add a connector.






How to do it...


To add an external connector:




	Select a team using the navigation bar on the left.


	Select the channel you want to add the connector to.


	Click on the  ... symbol, as shown, and select Connectors:







[image: Figure 8.72: Adding Connectors]Figure 8.72: Adding Connectors



The next screen will display all the available applications that can be connected to Teams. You can use the filters on the left to narrow down the list:




[image: Figure 8.73: Search Available Connectors]Figure 8.73: Search Available Connectors





	Click Add and follow the application-specific instructions.









How it works...


Depending on what app you add, you might see subsequent screens that take you through a setup process. For instance, if you add a connector to GitHub, it will ask you to log in with your GitHub credentials and then it will pull your GitHub information through:




[image: Figure 8.74: GitHub Connector]Figure 8.74: GitHub Connector



So, now, we don't need to have access to GitHub to track progress. We can track progress right from within a Teams channel conversation area:




[image: Figure 8.75: Using Azure DevOps Connector within Microsoft Teams]Figure 8.75: Using Azure DevOps Connector within Microsoft Teams







There's more...


You can use connectors to create actionable cards in Teams, which lets you perform actions in the external application without having to leave the Teams interface. You can read about actionable cards here: https://m365book.page.link/adaptive-cards.






See also




	The Creating channels and tabs recipe in this chapter





Let’s now learn how you can use Microsoft Teams to help facilitate approval business processes in your organization.








Using Approvals in Teams


This recipe details the steps involved for setting up an approval in Teams and working it through the approval process to an end result.




Getting ready


Anyone with policy-granted permissions to use the Approvals app in Teams (allowed by default) can create approvals. A Teams Administrator would have to explicitly block the Approvals app via permission policy assigned to a user in order for it to not be available for that user.






How to do it…




	From a new channel conversation or reply, select the Approvals icon from beneath the text box:




[image: Figure 8.76: Approvals icon below a channel conversation or reply box]Figure 8.76: Approvals icon below a channel conversation or reply box




	In the resulting dialog, leave Request type as Basic, add a request name, approver(s), and any relevant details your approvers need to know. You can also choose whether a single approver or all approvers’ responses are required to qualify as approval:




[image: Figure 8.77: A new approval request in progress]Figure 8.77: A new approval request in progress




	Scroll down in the dialog to attach a document (optional) and customize responses (optional):




[image:   Figure 8.78: An approval request being configured with custom response options]





Figure 8.78: An approval request being configured with custom response options




	When you’re satisfied with the approval, click Send to notify approver(s) and request their response(s).


	If your team members haven’t used Approvals in your team before, you’ll get a prompt your first time to accept the privacy policy and terms and conditions for using Power Automate (which supports the Approvals app). Click Continue if you agree.





The Approvals app will post to the channel conversation with the details of the requested approval. All team members can see these details and monitor its current status:




[image: Figure 8.79: A teams post by the Approvals app with the request details]Figure 8.79: A teams post by the Approvals app with the request details







How it works…


Posting a new approval in a Teams chat or channel conversation creates an approval process in the Approvals app. Approvals is powered by Power Automate, so the process is actually an approval flow running in the background. The flow will notify the approvers in the request, share the details you’ve provided, and allow them to submit a response with comment that, ultimately, updates in the original location (whether it was requested in a chat or channel conversation).


If you’re an approver of the request, you’ll see response options on the same post shown in step 6 (since she is an approver with the ability to approve/reject):




[image: Figure 8.80: An approver’s perspective on a new request with response options visible]Figure 8.80: An approver’s perspective on a new request with response options visible



Approvers also get a Teams activity notification when an Approval is requested:




[image: Figure 8.81: Activity notification for a pending approval]Figure 8.81: Activity notification for a pending approval



Approvers can also use the Approvals app in Teams to review all requested Approvals and work through them in one place:




[image: Figure 8.82: Approvals dashboard in Teams]Figure 8.82: Approvals dashboard in Teams



Once approved, the original location (a channel conversation post in this case) is updated so all team members can see the status. Requester and approvers also have a history in the Approvals app they can refer to:




[image: Figure 8.83: A completed approval showing an Approved response]Figure 8.83: A completed approval showing an Approved response







There's more...


Approvals can also be used in one-on-one and group chats. No matter where Approvals are initiated (chats or channel conversations) you can find a history of all sent and received approvals and their current status by navigating to the Approvals app via the left-hand navigation (app bar) of Teams:




[image: Figure 8.84: The Approvals app location in Teams]Figure 8.84: The Approvals app location in Teams



The Approvals app has two tabs along the top to help you navigate from the requests you’ve been sent as an approver, as well as those you’ve sent as a requestor. If we were to look at the Sent tab for the approval we created in this recipe, you’d see the following:




[image: Figure 8.85: The approvals app dashboard showing sent approvals]Figure 8.85: The approvals app dashboard showing sent approvals



You can also pin the Approvals app to the app bar so it will stay there as you navigate to other apps within Teams. Simply right-click the Approvals app once visible on the app bar and choose Pin:




[image: Figure 8,86: The pin option for the Approvals app on Teams’ left-nav menu]Figure 8,86: The pin option for the Approvals app on Teams’ left-nav menu



From the Approvals app, Teams administrators and team owners are also able to customize the templates available in the entire organization, or in their specific teams respectively. This way users can do more than a generic approval. To customize templates, you can go to the Approvals app in Teams, select the … next to New approval request, then Manage templates:




[image: Figure 8.87: Template location next to the New approval request button]Figure 8.87: Template location next to the New approval request button



Then select the team for which you wants to add a new template, followed by New template:




[image: Figure 8.88: New template button in Template management]Figure 8.88: New template button in Template management



Choose from a large selection of templates from which you can start, or choose to create a new approval template from scratch:




[image: Figure 8.89: Available templates from the template store]Figure 8.89: Available templates from the template store



Depending on the template chosen, you can then customize the fields (like form fields) and arrange them how you like. As you work through the wizard, you’ll have an opportunity to not only change fields but also specify specific approvers for a process so users can’t simply choose their own. This standardizes processes and simplifies things for your users. In the following screenshot, you can see the screen from which you are able to specify approvers for this particular new template:




[image: Figure 8.90: Approval workflow settings for a template]Figure 8.90: Approval workflow settings for a template



You can always edit this template again later from the same place (Approvals > Manage templates > Select team):




[image: Figure 8.91: Custom templates in the Template management screen]Figure 8.91: Custom templates in the Template management screen



Finally, users will now be able to use this new template whenever they add an approval to a channel conversation in that team. They’ll just need to select Templates from the Approvals dialog, followed by the template of choice:




[image: Figure 8.92: Choosing a Business card template for an actual approval request]Figure 8.92: Choosing a Business card template for an actual approval request



By using Approvals in Teams, your team will be able to reduce its reliance on paper form processes and perhaps even simply some manually built digital form processes and their associated approvals.






See also




	Approvals app now available on Microsoft Teams: https://flow.microsoft.com/en-us/blog/approvals-app-now-available-on-microsoft-teams


	Approvals in Microsoft Teams - Power Automate: https://docs.microsoft.com/en-us/power-automate/teams/native-approvals-in-teams





Now that we know how to implement approval processes in Teams, let’s look at how our team can create, share, and execute events easily within each channel.








Create a channel calendar tab


Each Teams channel has tabs for Posts, Files, and Wiki by default. Each channel can have additional tabs, including the channel calendar tab which embeds the group calendar from Outlook and shows that channel’s meetings and events. This recipe will share the steps involved in adding a team’s shared calendar as a channel calendar tab in a particular channel.




Getting ready


You will need to be a team owner or team member with permissions to add tabs to channels in your team to be able to complete the steps in this recipe.






How to do it...




	Navigate to the specific team channel to which you’d like to add the channel calendar. In this recipe, we’ll use the General channel of the Design team.


	Select the + to the right of the existing channel tabs along the top of the channel to add a new tab.


	Search for or find and select Channel calendar:




[image: Figure 8.93: Channel calendar app for new tabs in a channel]Figure 8.93: Channel calendar app for new tabs in a channel




	Choose Add:




[image: Figure 8.94: Channel calendar app information seen when adding]Figure 8.94: Channel calendar app information seen when adding




	Enter a name for the new tab (Channel Calendar is default) and click Add when ready:




[image: Figure 8.95: Naming the tab for a channel calendar]Figure 8.95: Naming the tab for a channel calendar




	Your channel now shows the calendar for your team/group, specifically filtered to events for its hosting channel. In this case, we see the Design team’s group calendar filtered to the events for the General channel:







[image: Figure 8.96: A channel calendar embedded as a tab in a channel]Figure 8.96: A channel calendar embedded as a tab in a channel







How it works


Each team in Microsoft Teams is supported by a Microsoft 365 group. That Microsoft 365 group comes with an Outlook shared inbox and calendar. Each channel in a team can have its own meetings. When you schedule a meeting and invite a channel, the recordings, chats, etc. are all stored/accessible via that channel. The channel calendar allows you to show these events in a calendar view for ease of access and navigation. You can now easily navigate previous and upcoming events and all of their resources such as chats, recordings, attendance reports, and more without having to search the Posts tab at length.






There's more...


Once you’ve added the Teams channel calendar tab to a channel, you can use it to not only view events but to add more. When you add an event to a channel calendar, it automatically inserts that channel as an invited channel in the new event to save you time and keep you focus in the current context. To add an event via the channel calendar, click Add new event in the upper right:




[image: Figure 8.97: Add new event button in a channel calendar]Figure 8.97: Add new event button in a channel calendar



Notice the new event already has the specific channel inserted in the event so all team members will certainly get an invite:




[image: Figure 8.98: Channel meeting location/channel specification]Figure 8.98: Channel meeting location/channel specification







See also




	See all your meetings in Teams: https://support.microsoft.com/en-us/office/see-all-your-meetings-in-teams-cebd0b41-5cab-42bd-a6dc-bca46bda7b35





Next, let’s learn how we can gather pre-event information by requiring registration for a meeting or webinar.








Create a custom registration form for a Teams meeting


Custom registration forms can be added to any Teams meeting or webinar so that your attendees have a more formal process of signing up to attend your event. You’ll also be able to capture additional attendee details, opinions, etc. in advance of the meeting through using this method. In this recipe, we’ll go through the steps required to add and configure a custom registration form for a Teams meeting.




Getting ready


You’ll need to be the meeting organizer/creator to create the custom registration form. Your settings for who can complete the registration form may also be limited if your admin has restricted external access in your organization.






How to do it…




	Click Calendar in the left-hand side pane:




[image: Figure 8.99: Calendar app in Teams]Figure 8.99: Calendar app in Teams




	Find and open the meeting or webinar details for which you want to create a custom registration form:




[image: Figure 8.100: An expanded event details dialog]Figure 8.100: An expanded event details dialog




	Select Require registration, then choose the audience for this event (who can register for the meeting or webinar). In this example, we’ll choose For everyone so people outside our company can register to attend as well:




[image: Figure 8.101: Registration requirement options for an event]Figure 8.101: Registration requirement options for an event




	In the dialog that pops up, select View registration form:





From here you can upload a banner image for the registration form, add or change event details (that those registering will see), and speaker details:




[image: Figure 8.102: A custom registration form in edit mode]Figure 8.102: A custom registration form in edit mode





	Under the Register for this event column of the form, you can click Add field to add additional fields to survey attendees on their interests, opinions, job function, existing knowledge, etc. prior to the event. As you add these additional registration form fields, you can check a box for each to require it as well:




[image: Figure 8.103: Adding registration fields]Figure 8.103: Adding registration fields




	When you’re satisfied with the registration form, click Save in the upper left corner:




[image: Figure 8.104: Custom registration form fully configured before a save]Figure 8.104: Custom registration form fully configured before a save




	You’ll now see a preview of your registration form. You can choose to Edit it again, or View in browser. But if you’re satisfied with the way it appears, you can return to your Teams event details:




[image: Figure 8.105: Final custom registration form preview]Figure 8.105: Final custom registration form preview




	You can share the form with potential attendees by selecting Copy registration link either in event details as shown in the following screenshot, or from the registration form’s edit page as seen in the previous screenshot. Then include that link in any Teams chats, SharePoint event pages, mailing list blasts, social media posts, etc. to promote your event and get attendees to register:







[image: Figure 8.106: Copy registration link option in an event with a custom registration form]Figure 8.106: Copy registration link option in an event with a custom registration form







How it works…


The custom registration form is available for meetings and webinars using Microsoft Teams. It allows you to build a web-based registration form for attendees (whether exclusively within your company, or a combination of internal and external). Meeting and webinar organizers can use this to better plan for the event, as well as to collect information about the audience such as industry, years in the profession, interest levels in various agenda items, etc.






There's more...


As people are registering to attend your meeting or webinar, the meeting organizers can access the automatically generated and updated registration report at any point. This can be found in the event details and is labelled Registration as seen in the following screenshot. The registration report is an Excel worksheet with one registration per row, and your registration form fields across the columns:




[image: Figure 8.107: Registration report download location]Figure 8.107: Registration report download location



Just as with live events, your webinars and meetings with custom registration forms should be treated differently than a normal meeting. Be sure not to share the Join links with any attendees of registration-required events. Attendees should only use the Copy registration link option you share with them:




[image: Figure 8.108: Join meeting links in event details]Figure 8.108: Join meeting links in event details



You can share the Join link (or invite attendees or forward the Outlook invite) with presenters and organizers only. If you need to edit the registration form at a later time (after initial creation), open the event details from your Teams calendar (step 2) and choose Customize registration form:




[image: Figure 8.109: Customize registration form link in an event]Figure 8.109: Customize registration form link in an event



You’ll then need to choose edit as the form will first show in preview mode:




[image: Figure 8.110: Edit link location for a custom registration form]Figure 8.110: Edit link location for a custom registration form



If you change your mind about requiring registration, you can change Require registration back to None, then invite attendees or forward the usual Join link as you typically would in a normal Teams meeting:




[image: Figure 8.111: Require registration options for an event]Figure 8.111: Require registration options for an event







See also




	How to schedule a Microsoft Teams webinar: https://natechamberlain.com/2021/05/18/how-to-schedule-a-microsoft-teams-webinar/


	Schedule a Teams meeting with registration: https://support.microsoft.com/en-us/office/schedule-a-teams-meeting-with-registration-435b2b67-c1bd-411e-9be6-9ed1b4a9f04a





Now that we know more about pre-meeting setup, let’s explore a popular intra-meeting feature you can use to help facilitate Teams meetings: breakout rooms.








Using breakout rooms in Teams meetings




Getting ready


To manage breakout rooms for a Teams meeting, you must either be the meeting organizer or must have been assigned as a co-organizer by the original organizer. If you are not an organizer or co-organizer, you will not see the breakout rooms icon or management settings and will only be able to participate as an attendee.


In addition to being an organizer or co-organizer, you’ll only be able to manage breakout rooms using the Teams desktop app (you won’t find the ability in the Teams web or mobile apps).






How to do it…


Join the Teams meeting for which you’ll be managing breakout rooms as an organizer or co-organizer.




	Click the Breakout rooms icon next to the Reaction/Raise hand icon:




[image: Figure 8.112: Breakout rooms button location in a meeting]Figure 8.112: Breakout rooms button location in a meeting




	Change the number of rooms to the desired number, and then choose if you want attendees automatically distributed evenly into that number of rooms or if you’ll be manually assigning attendees as they join. For this recipe, we’ll choose 3 rooms and automatic assignment:




[image: Figure 8.113: Breakout rooms configuration screen for participant assignment]Figure 8.113: Breakout rooms configuration screen for participant assignment




	Click Create rooms.


	Once created, you may wish to configure a timer for the rooms. Click the … at the top of the Breakout rooms panel and choose Rooms settings:




[image: Figure 8.114: Rooms setting location for breakout rooms]Figure 8.114: Rooms setting location for breakout rooms




	Make any room setting changes such as specifying a time limit (to end rooms after a specific period), whether participants are automatically moved or have to move themselves, and whether participants can return to the main room before breakout rooms are officially stopped. When satisfied with your selections, choose the < to the left of Settings:




[image: Figure 8.115: Room settings for breakout rooms]Figure 8.115: Room settings for breakout rooms




	Once back on the breakout rooms’ main panel, you’ll see the ability to Start rooms (send attendees to their designated breakout rooms) or Add room in case you determine you’ll need another. Click Start rooms to begin the breakout rooms:




[image: Figure 8.116: Start rooms link for breakout rooms]Figure 8.116: Start rooms link for breakout rooms




	As organizer, you may wish to join one of the now-open rooms. Use the … next to an open room to join it:




[image: Figure 8.117: Join room link for a breakout room during a meeting]Figure 8.117: Join room link for a breakout room during a meeting




	Your breakout room will open in a new window. You’ll notice a timer if you set a time limit for the rooms as well as a Leave button which allows you (as organizer) to return to the main meeting only. Click Leave when ready to return to the main room:




[image: Figure 8.118: Breakout room timer and leave button]Figure 8.118: Breakout room timer and leave button




	You can reassign a participant to a different room manually by selecting the room they’re in, selecting their name, choosing Assign, and then their new room:




[image: Figure 8.119: Breakout room assignment/reassignment location during a meeting]Figure 8.119: Breakout room assignment/reassignment location during a meeting




	During your breakout room sessions, you may wish to make an announcement to all rooms (such as remaining time, sharing links or prompts, etc.). Announcements appear in each of the rooms’ chat panels. You can make an announcement by choosing the … then Make an announcement:




[image: Figure 8.120: Announcement capability for breakout rooms administration]Figure 8.120: Announcement capability for breakout rooms administration




	When finished with breakout rooms, you can end them (or end them early if a time limit is running) by choosing Close rooms:




[image: Figure 8.121: Close rooms button for breakout rooms during a meeting]Figure 8.121: Close rooms button for breakout rooms during a meeting




	All rooms are now ended, and participants will automatically rejoin the main meeting. When the main meeting is over as well, you can use the dropdown arrow next to Leave to End meeting for all.









How it works…


Breakout rooms allow meeting organizers to plan for larger meetings where the agenda items could benefit from attendees breaking into smaller groups for more focused discussions, but ultimately returning to the main meeting.


Some organizers may use breakout rooms professionally, such as when committees need to collaborate for a period of time before returning to the larger group. Others may choose to use breakout rooms for less formal purposes such as virtual trivia or other activities in which questions are shared in the main meeting, then trivia teams split out into their breakout rooms to submit answers before returning to the main meeting when answers will be shared and winners announced.


No matter the purpose, these breakout rooms allow for less hassle than setting up separate meeting and requiring attendees to manage multiple links. We, as organizers, can instead send a single link and manage their “presence” ourselves.


Technically, when a participant is in a breakout room it’s as though they’ve joined another meeting and placed the main meeting on hold. When they return, they leave the second room (breakout room) and reconnect to the main meeting.






There's more...


Breakout rooms also have their own settings where instead of automatic attendee assignment, you can manually assign attendees to specific rooms (such as committee members or trivia teams). Automatic may be more useful if you simply need an even distribution of attendees across the number of rooms you’ve specified. But manual can be handy when you know specific people need to collaborate, or perhaps you have a designated moderator per room. To set up manual assignment, you’d choose Manually in step 3 instead. After creating the rooms, you can then click Assign participants:




[image: Figure 8.122: Assign participants option during a meeting]Figure 8.122: Assign participants option during a meeting



Then you’ll select the attendees to group together, choose Assign, then the room to which they’ll breakout:




[image: Figure 8.123: Room assignment for multiple selected participants]Figure 8.123: Room assignment for multiple selected participants



You can also configure a timer for breakout rooms so that automatically after 15 minutes, for example, your attendees are brought back to the main room. In these scenarios they’ll see a timer in their individual breakout rooms and are given a 5-minute warning before they’re returned to the main room. You may also wish to rename breakout rooms. Instead of Room 1, Room 2, etc. you may wish to name them after committee names, strategic initiatives, etc. To do this, you’ll select the … next to the room and choose Rename room:




[image: Figure 8.124: Rename room option for a breakout room]Figure 8.124: Rename room option for a breakout room





Attendees cannot currently choose their own breakout rooms, and you cannot configure breakout rooms and manual assignments prior to joining the meeting.









See also




	Using breakout rooms in Teams: https://docs.microsoft.com/en-us/microsoftteams/using-breakout-rooms


	Create and manage breakout rooms during class meetings (Education focus): https://support.microsoft.com/en-us/topic/create-and-manage-breakout-rooms-during-class-meetings-18b340cd-1106-4fa5-a852-5676614f7e7d











Feedback


We are constantly looking at improving our content, so what could be better than listening to what you as a reader have to say? Your feedback is important to us and we will do our best to incorporate it. Could you take two mins to fill out the feedback form for this book and let us know what your thoughts are about it? Here's the link: https://forms.office.com/r/SqsgJVkbJ1.Thank you in advance.
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Standard - Accessible to everyone on the team

Standard - Accessible to everyone on the team

Private - Accessible only to a specific group of people within the team
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