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Intro

Wey Tan
Senior Consultant 
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Business Drivers

Support ending in July 2021

From the office space to the home office

Enhanced collaboration features
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Why Training?

Ensures high user acceptance

Supports compliance with records and 

information governance requirements
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Training Approach

Tailor the training experience for diverse 

user groups

Set up the foundational elements to 

provide enterprise training

Build a sustainable support model
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The 3 C’s

Culture

Champions

Communications
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Quick Poll

What approach did you take for Teams training?

• No formal training 

• Minimal training materials available through Microsoft

• Robust training plan and execution 

• Still in planning phase
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Quick Poll

If you have deployed training, what stumbling blocks have you encountered? If 

you haven’t, what issues do you anticipate?

• Lack of Teams expertise to plan and deliver training

• How to cater the training based on user needs or scenarios

• How to scale training for my organization

• Lack of long-term resources to support ongoing training
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Know your audience

Culture

Champions

Communications
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Various Usage Scenarios  

Minimal Use

Use with External Parties

Daily Use

Devices
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Role Based Training

IT Team

• Configuration • Issue discovery

• Collect feedback

Pilot Team

• Power users

Champions

• End users

Department / 

Project Groups
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Foundational Elements
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Tools for Training – Support Team & Portal
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Tools for Training – Reference Guides 
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Tools for Training – Reference Guides 
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Use Cases Create QRGs Pilot
Refine & 

Supplement QRGs
Champions 

Training
Enterprise Training Go Live

Training Plan

Scenarios

Devices

Roles

IG & IT Requirements

Highlight key features

Maintain compliance

Discover potential 

issues

Collect feedback

Implement feedback 

from pilot

Generate additional 

QRGs

Role Awareness

In depth training

Role/Project based 

scheduling

Hands on activities

Surveys

Communications

Ongoing support & 

Training
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Training Delivery

Hands on exercises

Make training fun!
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Training Delivery
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Scale up Training

Create / host videos 

catered to your users

Make guides available

Chat botsTrain the trainer Office Hours
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Sustainable Support Model

Culture

Champions

Communications
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Establishing team of Champions

Amanda H.

Angela F.

Joseph M.

Nikolay M.

Yegor Y.

Glenn F.

Justin M.

Manolo I.

Keli P.

Shermaine H.

Pam J.

Jim H.

Departments 

or Project 

Groups

Large Proj Team Medium Proj Team Engineering HR

Houston Team

Linda L.

Sapana R.

Yvette C.

Pradeep J.

Renu H.

Central Team

IT
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Establishing a Team of Champions 

“How do I log into Teams from 

my client laptop?”

“How do we schedule 

meetings with the team?”

“How do I make a call with 

more than one person?”
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Communication

Awareness

Culture

Champions

Communications “How does this 

impact me?”

“What should I do 

to prepare?”

“Where do I go for 

more information?”

“Who do I contact 

with questions? 
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Communication & Change Management

How To’s & Follow Ups

“Have you noticed the look of Teams has changed? Here are the latest updates, tips & tricks, and support information.”
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Communication & Change Management

How To’s & Follow Ups

“Have you noticed the look of Teams has changed? Here are the latest updates, tips & tricks, and support information.”
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Training Feedback Surveys

The walk-through exercises were helpful & relevant

Strongly Disagree Disagree Agree Strongly Agree

The course length was appropriate

Strongly Disagree Disagree Agree Strongly Agree
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Summary

Demo of Teams Training

1. Device Settings

2. High Priority, Urgent, Mentions

3. Pinning Chats

4. Search

5. Attendance Panel

6. Notes

7. Sharing Screens

8. Switching Windows

9. Focus Mode

10. Changing Backgrounds

Training Approach

Tailor the training experience for diverse user groups

Set up the foundational elements to provide enterprise training

Build a sustainable support model

Culture

Champions

Communications
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Podcast

• Microsoft Teams Training with Wey Tan

• Wednesday, Oct. 7
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Virtual Bingo Charity Event

Celebrating Access Sciences’ 35th Anniversary   |   Supporting Girls Who Code   |   Thursday, Nov. 12

https://girlswhocode.com/
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Resources & Links

Microsoft 

What’s new in Microsoft Teams & Ignite 

2020

Assorted free resources

Instructor-led training

Video Training & YouTube

Access Sciences

Past Webinars:

Practical Governance for Microsoft Teams & Executives Reveal the 3 C’s of 

Microsoft Teams

Full Bot Demo

Podcasts: Access Answers

https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-teams-d7092a6d-c896-424c-b362-a472d5f105de
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/what-s-new-in-microsoft-teams-microsoft-ignite-2020/ba-p/1665600
https://docs.microsoft.com/en-us/microsoftteams/training-microsoft-teams-landing-page
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://www.youtube.com/playlist?list=PLXPr7gfUMmKzR7_jXN5s886apYoHNC3Xk
https://www.accesssciences.com/practical-governance-microsoft-teams/
https://www.accesssciences.com/success-with-microsoft-teams/
https://www.accesssciences.com/automation-and-chatbots-for-microsoft-teams/
https://www.accesssciences.com/access-answers/

