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Productivity



Who is this guy?  
Matthew Long

A.D. of IT Training and Communications



Overview of Microsoft 365 
Collaboration Tools
Agenda
• What is Teams?
• What is Onedrive?
• Why use one over the

other?
• Use Cases for each



But First, Definitions....
M365 Teams Application includes the 
following….
• Teams Chat
• Teams Meetings
• Team w Channels
• Calendar
• Onedrive Link
• Other Applications



Let’s Talk 
Teams !



But First………..

Are we using a Microsoft Team in your area of FS 
for file organization and collaboration? 



Micorsoft Teams as 
a Collaborative Hub

Unified Collaboration Platform
Teams integrates Chat, Meetings, Calls, and File 
Collaboration in one location

Team Configuration Settings
Teams supports private and public settings for users with 
ECU or Outside ECU – Channels !

Real-Time and Asynchronous 
Collaboration
Users can coauthor, comment, and communicate in real 
time.

No save button ! 



Teams Me  Space vs We Space 



Teams Me  Space vs We Space 



Teams Me  Space vs We Space 



Teams
• Search

• Channels

• Channel Posts

• Meet

• Too Many Options !



Teams Search



Teams Channels

Teams Consist of Channels
• Public or Private

• Each channel houses folders and files

• Dept Files

• Projects



Teams Channel Posts



Chat
• Search

• Sections

• Call / Meet

• File Attachment

• Schedule

• Record Clip

• Emojis / Gifs 

• Phone Replacement? 



Calendar
• Search

• Meeting / Event

• Channel Meetings

• Webinar

• Town Hall



4 Cool Teams Features Most 
Don’t Know About

• Email a Teams Channel

• Scheduled when you send a Chat

• Channel Meetings

• In the Search type in “ / “ You will see a list of
Slash Prompts (Advanced)



Let’s Talk OneDrive !



OneDrive as a Personal 
Workspace

Secure Personal Storage
OneDrive offers a secure personal workspace with private file 
storage and controlled sharing options. 5 Gigs ! 

Real-Time Collaboration
Users can coauthor documents by sharing permissions to a folder 
or a file.

Collaborate on Folders and 
Files
Personal Files and drafts that can then be shared broader as 
needed (5T) of storage



OneDrive



OneDrive



Choosing the 
Right Tool for the 
Right Task

Teams for Active Collaboration
Chat / Meetings / Document Collaboration w/ many team 
members

OneDrive for Personal Files
OneDrive stores personal documents, early drafts, and 
temporary files before sharing or project integration.

Win the Lotto? 
No problem, your files are saved for your team in Teams



3 Cool OneDrive Features Most 
Don’t Know About

• Version History on all files

• All Files in the Cloud, store nothing locally

• Scan Documents using Phone Scanner directly
into Onedrive



Teams and OneDrive – Lets Compare 

TEAMS 

• Departmental “Team”  site

• Standard Operating Procedure 
Documents – SOP’s 

• Internal Documents

• Permission based (Channels)

• Files stay w the Team, not the 
person

• Large Projects

• Collaboration – Chat , Meetings, Audio 
/ Video calls

• File Collaboration

ONEDRIVE
• Personal Files

• Draft Files

• File Collaboration

• Smaller Projects



Questions ?

Matthew Long – longm@ecu.edu
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