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Introduction

Navigating Project Management in the Digital Age with Microsoft Teams

Welcome to our comprehensive guide on mastering project management using
Microsoft Teams. In an era where digital transformation is not just an option but a
necessity, this eBook serves as your navigator through the dynamic and often

challenging waters of project management in the digital workspace.

The landscape of project management has evolved significantly, with teams dispersed
across various locations and the increasing complexity of projects. Microsoft Teams
emerges as a beacon of efficiency and collaboration, offering tools and features that
are indispensable for modern project management. This guide is meticulously crafted
to help IT administrators, project managers, and team members harness the full

potential of Microsoft Teams in managing projects of all scales and complexities.

Throughout this eBook, our journey will take you through the nuances of setting up and
managing projects in Microsoft Teams, utilizing its collaborative features to enhance
team productivity, and ensuring project success. Whether you are managing a small
team or steering a large-scale project, the insights and best practices shared in this

guide will empower you to lead with confidence and efficiency.

Embrace the journey of transforming your
project management approach  with
Microsoft Teams, and equip yourself with the
knowledge to lead your projects to success in
the digital age.
G



BENEFITS OF USING MICROSOFT TEAMS
FOR PROJECT MANAGEMENT

As an amalgamation of various functionalities, Microsoft Teams offers project
managers a centralized workspace where all project-related elements coalesce.
Whether it's planning and allocating tasks, sharing documents, or collaborating in

real-time, everything happens in one unified space when you manage projects in

Microsoft Teams. This centralization eliminates the need for juggling multiple apps and
ensures that vital information is always at the fingertips of the team, resulting in

significant time savings and heightened efficiency.

This section highlights the key benefits of using Microsoft Teams for project

management.

Enhanced Collaboration

Microsoft Teams empowers team members to collaborate effortlessly with virtual
meetings across different projects. The platform provides a shared workspace where
individuals can discuss ideas, share insights, and contribute to ongoing projects. This

synergy of Teams collaboration leads to better decision making, problem-solving, and

ultimately, superior project outcomes.

Agile Project Management Support

Microsoft Teams as a project management software
provides excellent support for Agile project
management practices. It allows for rapid iterations,
constant communication, and the ability to pivot
quickly when necessary. The built-in  Planner,
combined with integrations like Azure DevOps, allows
for tracking sprint progress, task assignments, and
even burndown charts, making it a highly effective

tool for Agile teams.
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Usability for Smaller Teams

While Microsoft Teams is robust enough for large organizations, it's also incredibly useful
for smaller teams. The platform allows small groups to stay connected, organized, and
on task, without the need for multiple disparate tools. Teams can also be structured to
reflect the organization, no matter how small, ensuring everyone has access to the

resources they need.

Integration with Microsoft

As part of the Microsoft 365 suite, Teams integrates seamlessly with a wide range of
Microsoft products, including Word, Excel, PowerPoint, SharePoint, and OneDrive. This
integration significantly streamlines workflow, reducing the need to switch between

different apps, which can increase productivity and save valuable time.

Customizable and Expandable

Microsoft Teams is highly customizable, enabling organizations to tailor the platform to
fit their specific needs. Beyond arranging teams and channels, the platform allows for
custom tabs, bots, and applications to be added, making the workspace truly unique. As
the project grows, so can Teams, easily expanding to accommodate more team

members and functionality.

Secure Communication and Document Management

Microsoft Teams offers enterprise-grade security and compliance features. All
communications, whether through chat, calls, or meetings, are encrypted, and files
stored in Teams benefit from the advanced security features of SharePoint and

OneDrive. This ensures that sensitive data remains secure and private.
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Cross-platform Compatibility

Microsoft Teams works seamlessly across different platforms, including Windows,
macOs, iOS, Android, and web browsers. This means team members can communicate
via video call and video conferencing, collaborate, track tasks, assign tasks and access
necessary resources, whether they're in the office or on the go, providing flexibility and

ensuring continuity.

Real-time Co-authoring and Editing

One of the standout features of Microsoft Teams is the ability for multiple team
members to co-author and edit documents in real-time. This accelerates the creation
and refining process, minimizes the risk of errors or miscommunication, and ensures

everyone is always working from the most up-to-date version of a document.

These benefits of using Microsoft Teams underline the versatility and power of this
software as a project management tool. The platform not only caters to businesses of
different sizes but also supports various project management methodologies within
teams. Its powerful integrations, customization options, and superior security make it an

ideal choice for every project.

Create Standardized

PROJECT ROOMS .

IN Microsoft Teams

B Teams

Manager
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PROJECT MANAGEMENT FEATURES OF
MICROSOFT TEAMS

These tools are integral for IT admins who need to manage projects efficiently and

effectively:

« Centralized storage and sharing of files

+ Task management and assignment

+ Real-time teams collaboration on documents, spreadsheets, and presentations

+ Customizable channels for team communication
« Integrated video conferencing and screen sharing
« Planner integration for task and project tracking

« Support for agile methods, such as Scrum and Kanban

In addition, Teams Manager gives your project managers and memlbers an overview of

their project rooms that are currently active, with all additional information such as

metadata, project types, and the ability to mark important projects in Teams as

favorites.
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Using Microsoft Teams for project planning, execution, and control

Microsoft Teams can be used throughout the phases of the project lifecycle, from

planning to execution and control:

Planning:

+ Set up a request
process for new
project teams so
that only useful
new teams are
created.

What group type do you want to request?

Team

Request a team for better teams management

Yammer community

Make it easy to work together on projects and events

SharePoint Site

a8a8a

Communication si

Create a

ﬂ Teams Manager Teams Requests Chat Help About C

Create 2 M365 Group with people that you wish to collaborate with

- Use project templates to create

project rooms based on
standardized templates -
automatically  and  without

time-consuming manual effort.
Design project templates with
channels, folders and files,
Planners complete with
ready-made tasks, and OneNote
with pre-defined content.

« Ask for project-related metadata,
e.g. project number, department,
project
period, etc.

owner, planned time

Teams Manager Templates

Search for templates Q.

& Create a template & Import from existing team

* Active templates(14)

Active teams

Te pescrpion Verson Type Lost modified
CommunicationTern.. neu “ @0 = ooera0zs
For Unmanaged Teams.  For Unmanaged Teams, il ®o & 15/06/2023
u Marketing Template for Marketing Teams 2 ®o & 2170072023
n Y Decare for creating a new departme. v ®o & 22/05/2023
u New Planner Without Everything v @0 % 017082023
n NewProjectSPSte  for new intemal Projects “ @1 a 25/07/2023
n New Project with Exte.. _For new Projects with NON C.. v @2 ) 0210212023
B o super sache W @o L] 211208
Sandbox for Testing @ @1 & 2410272021

- Create rules for project names (for
team rooms and M365 groups) to
provide more consistency and clarity.

T W

Metadaten

&1 Project Start
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Project End
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m

Project Type
Internal
Country
Germany
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Execution:

« Make sure to protect your data when working with external project members such
as freelancers or subcontractors. Increase the security of your project spaces, for
example, by using sensitivity labels and guest access settings for external users.

+ Use Teams channels for efficient communication and coordination between team
members. Set up a request process for new channels (public, private channels or
shared channels as well) to keep an eye on who has access to which channel.

« Use built-in video conferencing and screen sharing capabilities to conduct virtual
meetings and presentations.

Control:

« Monitor progress using the Planner dashboard, which provides an overview of task
completion, due dates, and team member workload. Identify potential bottlenecks
and make adjustments as needed to keep the project on track.

« Apply automated lifecycles to completed projects to keep project teams current
and relevant. Such lifecycles can also be triggered by project-related metadata.

ﬂ Teams Manager Teams Requests Chat Help About C
Edit the lifecycle X
Name * Abteilung
Description * X Tage
Calculation type * @ Date v
Calculation date * Creation date v
Extension possible * [ @]

Notification Archive Delete

How many days before archiving should information for extending be sent? 1 Days
»




Track progress through to-do lists, calendars and kanban boards

Microsoft Teams offers several tools for tracking project progress, including:
+ To-Do Lists: use Planner to create, assign, and manage tasks.

+ Calendar: View deadlines and milestones in the integrated calendar, which can be
synchronized with Outlook.

« Kanban boards: Visualize project progress with the Planner dashboard, which can
be customized to show tasks by status, priority, or team member.

- If projects need to include the same recurring tasks over and over again, it's a good
idea to use a Planner template with the tasks you need. This eliminates the
error-prone and time-consuming creation of task lists by project managers.

For IT admins, leveraging these features can lead to more successful project outcomes

and a more organized project environment.

Create Standardized

Monager PROJECTROOMS .

IN Microsoft Teams

B Teams

Teams Manager For Project Management in Microsoft Teams

Teams Manager's features help automate project management processes and make
your work more efficient. With standardized templates for project rooms, folders and
task lists, project managers save a lot of time. Naming rules provide a better overview,

while lifecycles archive completed projects automatically.

Let us show you how Teams Manager can make your work in project management

easier — book a free demo with us today!

10
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HOW TO KEEP MICROSOFT TEAMS
ORGANIZED

Organizing Microsoft Teams effectively is crucial to avoid confusion and enhance
productivity. This section covers best practices for structuring Teams to optimize

workflow and communication.

1. Define responsibilities in Microsoft Teams

For a more orderly Microsoft Teams structure, it should be clear from the beginning
who is responsible for certain topics in IT or administration and what resources or

capacities are needed. The most important questions include:

Who decides whether a new team is created?

Who regularly checks whether teams are still needed?

« Who archives teams that are no longer needed, e.g. from completed
projects in Teams?

Who checks the access of external users [ guests to MS Teams, e.g. freelancers,
or subcontractors of a project, at regular intervals?

« Who approves and checks the use of third-party apps?

Check out this blog post if you want to find out more about the administration of

Microsoft Teams.

2. Use channels to organize topics and workflows in MS Teams

When it comes to teams and channels, the motto is: "As many as necessary, as few

as possible.”

To organize work with Microsoft Teams, each team and channel should have a
clearly defined purpose. In project management, for example, a team can be
created for each project, with individual channels for each project phase or topic. If
it fits the company culture, an emoji in front of the channel name helps to visually

categorize the content as well.

1
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When creating a new team, it should be considered whether it is intended as a
‘private team” purely for internal purposes and perhaps only for selected
employees; or as a “public team” for all employees and collaboration with external

parties.

Likewise, it is possible to select for each channel whether only certain employees

and guests should have access to it (“private channel®). Alternatively, all members

of the team can have access (‘public channel’) or it can even be displayed as a

‘shared channel” in the Teams environment of external parties.

To ensure a better Microsoft Teams structure, channels and teams should also
comply with certain guidelines to ensure a uniform appearance. First and foremost,
this includes naming conventions, i.e. names for channels and teams according to

a consistent pattern to make the purpose clear and to facilitate recognition.

.Format messages and use announcements in Teams

To keep messages organized in Microsoft Teams, we recommend making use of

the available format and message options.

In order to find messages again months or years later, all employees should make
sure to include meaningful keywords. In a year’s time, no one will know that client
XYZ is an electricity supplier from Chicago — therefore, the company name should

always be mentioned in sales posts, for example.

The message text should be visually formatted so that the most important
information can be easily grasped. Microsoft Teams offers an advanced editor that
can be used to make the text bold, italic, underlined or crossed out, adjust the text

and background color, link specific words and much more.

For information aimed at individual staff members, it makes sense to link them via
@mention to draw their attention to the message. If a certain group of employees
is regularly addressed, it is advisable to create tags in Microsoft Teams, e.g. to link all

six employees of the sales team at once via @salesteam.

Urgent messages can be marked as “IMPORTANT” using the exclamation mark in the
advanced editor. This causes an exclamation mark to appear next to the channel

name, indicating that an important message has been posted.

12
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For messages that are permanently important but not particularly urgent, the option
‘Announcement” can be selected in the advanced editor instead of “New
Conversation”. This activates several special options to customize the message
design. Announcements can have a headline and a background color or image,

which makes them stand out.

Especially in project management, where organizing a lot of information plays a

major role, users should be able to categorize messages at first glance.

4. Use a consistent folder structure to organize Microsoft Teams

Projects With
STANDARDIZED
FOLDERS & FILES

B Teams
Manager

Another way to organize Microsoft Teams is to have a uniform folder structure across

all channels and teams, just as a uniform teams channel structure.

Uniform folder names ensure a higher recognition value and increase the
retrievability of files without lengthy searches. For Microsoft Teams project
management, it makes it easier for users if each project room uses the same

consistent folder structure when projects have a similar workflow,

Finally, all users should know the difference between posting a file directly in the chat
feed vs. uploading a document in the files tab and then sharing it. The latter is

definitely recommended for an orderly file storage.

In addition, Microsoft Teams document management can also be closely linked to
SharePoint. In SharePoint, you can add metadata to documents to make them easier

to find and much more. We will go into this separately in a later blog article.

.Regularly check and tidy up for better MS Teams organization

Even though Microsoft Teams is now organized and structured, the work is not done.

Requirements can change, companies evolve and new criteria may be added.

13
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Therefore, the existing rules and structures to manage Microsoft Teams should be

checked regularly and adapted if necessary.

In terms of MS Teams content, organizations should also clean up regularly and
remove or archive folders, guests, files, channels, projects and teams that are no

longer needed.

In this way, Microsoft Teams organization is an ongoing process that ensures your

employees can collaborate in Teams and work productively and efficiently.

Did you know you can create standardized project rooms with predefined folders,

files and channels? Get a quick demo to find out how!
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TASKS APPS:
PLANNER, TO DO, LISTS

Among the multitude of capabilities that Teams brings to the table, task management
stands as a critical component. Built-in functionality allows users to assign and track

team tasks from Planner directly within the Teams platform.

n Teoms PROJECT

Management

Moncger iIn MS Teams

What is Task Management?

Task management in Microsoft Teams is crucial in the modern workspace, as it allows
team leaders and members to stay organized, prioritize responsibilities, and ensure
timely completion of work. With the right task management tool, like MS Planner or
Microsoft To Do, organizations can streamline their workflow, assign tasks, set due
dates, track progress, and even automate certain aspects of the process. No matter
which management tool you choose, it serves as a centralized platform where all tasks
are visible and progress is transparent and up-to-date, thereby eliminating the risk of
overlooked assignments and missed deadlines. By leveraging Microsoft Teams for task
management, you empower your team with a comprehensive solution that not only
simplifies task coordination but also enhances overall productivity and project

outcomes.

How Do You Manage Tasks in Microsoft Teams?

Managing tasks in Microsoft Teams begins with the creation of tasks directly within

individual channels. When you assign these tasks to specific team members and
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establish due dates, you ensure accountability and clear expectations. For tasks
assigned to team members, notifications are automatically triggered. Beyond simple
tasks in Teams, for more complex task management, Microsoft Planner is a powerful

tool integrated within Microsoft Teams.

What Task Management Apps Are There?

There are several task management apps available for Microsoft Teams to help
manage projects and coordinate team efforts. First, there’s built-in options like Planner,
To Do, Lists and Tasks. Furthermore, Teams integrates with a variety of third-party task

management apps such as Monday.com, ClickUp, Asana, among others.

Complete Planners

WITH BUCKETS

& Tasks for Projects

B Teams

Manager

What is Microsoft Planner?

Microsoft Planner is a task and project management software in Microsoft 365. It serves
as a management tool that facilitates creation and organization of task lists in Teams
and as a standalone tool, enabling teams to effectively collaborate on tasks as well as

track and visualize their project workflows.

g Raster Board Diagramme  Zeitplan @ Zeitachse * In Microsoft Teams offnen  Mitglieder Filter (0) ™  Gruppieren nach Bucket
Idee Angenommen In Umsetzung Abnahme Neuen B
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How About Microsoft Planner vs Microsoft Lists?

Let’s take a look at Microsoft Planner compared to Microsoft Lists. Both are effective tools

in the Microsoft 365 suite, but each has its unique strengths and limitations.

MS Planner is a project management tool that’s designed to facilitate the
creation and assignment of tasks within Teams. It's particularly useful for

managing plans and tasks, especially for larger, complex projects that

require good organization and visual tracking.

Advantages of Planner: Disadvantages of Planner:

- It's ideal for creating, assigning, and organizing « Its functionalities are more focused
tasks that need to be completed by different on task and project management,
team members. and it may not be ideal for tracking

« The user-friendly visual layout with buckets broader data or creating detailed
helps teams see the status of tasks and overall records.
project progress. « It might be less effective for very

complex projects that require
advanced project management
capabilities.

« Planner provides a dashboard view that allows
for a quick overview of all tasks and their current
status.

* You can easily integrate it with other Microsoft
365 tools.

MS Lists, on the other hand, is a Microsoft 365 app that helps users track

information and organize work. Lists are relatively simple and flexible.

Advantages of Lists: Disadvantages of Lists:

- Lists offer more flexibility than Planner « While Lists are excellent for
for creating and managing different organizing and tracking data, they
types of data. This makes it a good don't offer the same level of task
tool for tracking issues, assets, management features as Planner
routines, contacts, inventory, etc. (e.g. task assignment or progress

+ It allows you to build custom forms tracking).
for data input, making it more « Lists may require more setup and
adaptable for various uses. customization to get started, which

could have a steeper learning curve
for some users.

+ You can view and manage lists
directly within MS Teams.



' Microsoft Planner

- Microsoft Lists

Purpose Project and task Tracking information
management and organizing work
Pros « Ideal for creating, assigning, « Offers more flexibility for
and organizing tasks managing different types
« User-friendly visual layout of data
« Provides a dashboard view * Allows for building custom
of all tasks and their status forms
- Easily integrates with other » Can be viewed and
Microsoft 365 tools managed directly within
Teams
Cons « Less ideal for tracking * Less focused on task
broader data management features
« Might be less effective for « May require more setup and
very complex projects customization
requiring advanced - Potentially a steeper
management capabilities learning curve
Use case Larger, complex projects that Tracking issues, assets,
require robust organization routines, contacts, inventory,
and visual tracking etc, and for cases requiring a
more adaptable tool for
diverse data
Integration
. Yes Yes
with Teams

So if you need a robust project management tool for handling tasks in Teams, MS
Planner could be your go-to solution. However, if you require a more flexible tool for

managing and tracking diverse data, MS Lists might serve you better.



What is the Microsoft Tasks App?

Microsoft Tasks is a management app within the Office 365 suite that consolidates
tasks across Microsoft To Do, Teams, and Planner, providing a unified view of personal
and team tasks. The Tasks app aims to enhance productivity by allowing users to

manage tasks from different sources in one single place.

H@l ’ Tasks by Planner and To Do
Q = All Active ~  Filter ~
Activity
6] Myitasks HioiDO ) My Tasks
Chat i,
“QF My Day
[65 & My Tasks All Private Tasks Assigned to me Flagged Emails
Teams
3 Task title Source Priority ~ Due
=
Calendar +  Addatask
& = - _—
Calls
0O 6 more lists
File:
Shared plans Planner
@
v
eams Ma.
Tasks by .
=
=
Apps
- omomms =

As a personal task management tool, the Teams Tasks app enables you to track tasks
including those from Microsoft To Do, even those shared by others, right within Teams.
This means you can manage your personal tasks without leaving the Teams

environment.

As a project management tool, Microsoft Tasks integrates with Planner, allowing project
managers to create more complex tasks and assign them to team members who

collaborate within Teams.

To Do or Tasks in Microsoft 365 for Project Management?

Here’s how Microsoft Tasks compares to To Do, Planner and Lists:

« Versatility: unlike Planner, which is mainly for project management, or Lists, which is
for tracking a broader range of data, Tasks offers a combination of personal and
team task management functionalities.

19



« Integration: while both Planner and Lists are integrated with Teams, Tasks takes it a
step further by pulling in data from the To-Do app and Planner, giving you a
comprehensive overview of all tasks in one place.

* Ease of Use: Microsoft Tasks leverages the simplicity of Microsoft To Do for personal
tasks and the robust features of Planner for team tasks. This combination makes it
user-friendly and effective for a wide range of task management needs.

To Do Tasks

Microsoft 365 Tasks from To Do
Simplicity Integration & Planner

Personal tasks Task management Comprehensive

overview
To-do list Teams integration

management Personal & team
User-friendly tasks

The key takeaway is that Microsoft Tasks is a flexible tool within the Microsoft 365 suite,
designed to help individuals and teams manage, track, and collaborate on tasks
effectively. It's a valuable asset whether youre a project manager overseeing a

complex assignment or an individual trying to stay on top of your daily to-do list.

What's The Difference Between Microsoft Project And Microsoft Planner?

Microsoft Planner and Microsoft Project are both valuable tools within Microsoft's

portfolio of project management apps, but they cater to different project management

needs and levels of complexity.

Microsoft Planner is a user-friendly management app, ideal for small to
mid-sized projects. It makes it easy for team members to work with

tasks, collaborate on items and track progress. Planner is particularly

suited to managing straightforward projects where visibility, simple

collaboration, and task tracking are key.

20



Microsoft Project, on the other hand, is a more extensive project
management solution designed for complex project planning and

execution. It includes advanced features like Gantt charts, project

scheduling, resource management, project tracking and reporting
capabilities. In Microsoft Teams, time tracking can also be covered with MS Project. If
you're dealing with a complex project that involves multiple dependencies, detailed

scheduling, and resource allocation, Microsoft Project would be more suitable.

How Do | Enable Tasks in Microsoft Teams?
To add or enable Tasks in Microsoft Teams, follow these steps:

1. Open Microsoft Teams: open your Microsoft Teams as usual.

2. Go to “More added apps’: in the navigation bar on the left-hand side, click on the
*.” (more added apps) button.

3. Search for “Tasks by Planner and To Do™: in the search box, type “Tasks” and select
“Tasks by Planner and To Do’ from the dropdown list.

4. Click on “Add’: click on the “Add” button. This will add the Microsoft Tasks app to
your Teams navigation bar.

5. Tasks Icon in Navigation Bar: once added, you can click on the Tasks icon in your
navigation bar to view and manage your tasks.

You can also pin the Tasks app to your sidebar for easy access. Simply right-click the

Tasks icon in the Teams navigation bar and select “Pin’.

Please note that your ability to add apps may depend on your organization’s settings
and permissions. If you encounter difficulties, consult with your IT department or Teams

administrator.

Task Management with Teams Manager

Experience a revolution in task management with our Teams

app, Teams Manager. Designed with your needs in mind,
Teams Manager takes the hassle out of managing projects
and teams in Microsoft Teams. It offers automation for
creating new project teams, saving you time and ensuring

consistency across projects.

21
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But that’s not alll With our highly customizable templates, you can set up your project
spaces in a way that works best for your team, with standardized Planners prefilled with

buckets and tasks, helping to maintain organization and clarity.

Discover firsthand how Teams Manager can streamline your project management

processes and enhance your team’s collaboration and productivity. Why not book a

demo with our experts today? Let’s transform the way you manage projects, together.

Create Standardized

Monager PROJECTROOMS .

iINn Microsoft Teams

B Teams
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BONUS:




5 BEST PRACTICES FOR PROJECT
MANAGEMENT IN MICROSOFT TEAMS

This section explores its strengths and provides best practices for efficiently managing

projects within Teams.

Strengths of Microsoft Teams

* Integrated Communication: Microsoft Teams offers a central platform for chats,
video conferences and file sharing. This makes communication and collaboration
within the team much easier.

* Flexibility Through Apps and Tools: Teams can be expanded with a variety of apps
and tools. From project management tools like Planner to developer tools like
GitHub, the possibilities are almost endless.

* Integration into the Microsoft 365 Cosmos: Teams is seamlessly integrated into the
Microsoft 365 suite. This means that tools like SharePoint, OneNote and many others
are available directly in Teams.

Best practices: Project Management in Microsoft Teams

* Define Use Cases: instead of introducing Teams as another tool among many,
identify specific use cases or scenarios where Teams provides the most value.

* Less is More: don't overload Microsoft Teams with too many apps and tools. Focus
on those that are actually needed to make work more efficient.

* Rules and Etiquette: set clear rules for using Teams. This can range from naming
channels to using emojis. A clear framework helps to avoid misunderstandings and
improve collaboration.

« Active Role of Project Managers: project managers should take an active role in
managing Teams. This includes enforcing established rules and regularly updating
tasks and documents.

Complete Planners

WITH BUCKETS

& Tasks for Projects

B Teams

Manager
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Integration in project management models

Teams is particularly suitable for agile project management models such as Scrum or
Kanban because it promotes communication and collaboration. But MS Teams can also

be a valuable addition to classic project management, especially through the integration

of specialized project management tools.

Here you will find some examples of how you can integrate Microsoft Teams into various

project management models.

Agile models: Scrum and Kanban Classic project management

» Daily Stand-Ups: use the video conference » Gantt Chart: integrate a tool like
function for daily stand-up meetings. Each Wrike or Project for the Web with
team member can briefly share their tasks Teams to create a Gantt chart and
and challenges. track project progress.

 Backlog Management: with Microsoft * Resource Planning: use
Planner you can create and manage an spreadsheets or specialized apps
agile backlog directly in Teams. Each that can be integrated into Teams
“To-Do’ can be viewed as a user story or for resource planning.
el » Risk Management: create a

« Sprint Review: documents for sprint reviews dedicated risk management
can be shared in a dedicated channel and channel where all risks can be
edited together. documented and discussed.

Hybrid project models

« Combination of Tools: in hybrid models you can combine the strengths of Planner for
agile elements and Project for the Web for classic elements.

« Communication: use chats for quick coordination and Teams channels for
topic-specific discussions to get the most out of both models.

EXTERNAL GET CONTROL

USER UAnAGER over your Teams

Microsoft Teams is not a panacea, but it offers a robust, versatile platform that, when used
correctly, can significantly improve your project management. By following best
practices and taking an active role as project managers, you can ensure your team

achieves the best possible results.
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CONCLUSION

As we conclude this comprehensive journey through the realms of project
management with Microsoft Teams, it's clear that the platform is more than just a tool;
it's a catalyst for transformative project management practices. Throughout this eBook,
we have explored the depth and breadth of Microsoft Teams' capabilities, from its
robust task management features to its powerful collaboration tools, and the strategic

application of KPIs for project success.

Microsoft Teams stands out as a versatile and dynamic platform, adept at meeting the
diverse needs of modern project management. Whether it's through enhancing team
collaboration, streamlining communication, or providing a centralized hub for project

activities, Teams has proven to be an invaluable asset in the project manager's toolkit.
Key Takeaways:

1. Integrated Approach: Microsoft Teams offers an integrated environment that
simplifies project management by bringing together communication, task
management, and file sharing in one place.

2. Agility and Flexibility: The platform supports various project management
methodologies, including Agile and traditional approaches, offering flexibility to

adapt to different project needs.

3. Enhanced Collaboration: With features like real-time co-authoring, video
conferencing, and team chats, Microsoft Teams fosters a collaborative culture

that is essential for project success.

4. Customization and Security: The ability to customize Teams to fit specific project
requirements, coupled with its enterprise-grade security, makes it a reliable
choice for managing sensitive and complex projects.
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As we wrap up, it's important to remember that the true power of Microsoft Teams lies
in how it's utilized. The best practices, strategies, and insights provided in this eBook are
designed to empower you and your team to leverage Teams to its fullest potential. By
doing so, you can transform your project management approach, enhance team

productivity, and drive your projects to successful completion.

In the ever-evolving landscape of project management, Microsoft Teams is not just a
tool for today but a foundation for tomorrow's success. Embrace its capabilities, and
you'll find your projects managed more efficiently, collaboratively, and effectively than

ever before.

Connect with Our Experts

For additional guidance, support, or inquiries regarding project management in

Microsoft Teams and our range of solutions, please feel free to reach out to us.

Our team of experts is dedicated to helping you optimize your Microsoft Teams

environment and achieve your organizational goals.

= Teams CERTIFIED

U MGI’]U ger Governance Specialist

dicrosoft Teams
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