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Take a look at your existing teams and channels (mapping them out in Excel can help) and look out for 

recurrent names and themes. Arrange to delete unused M365 accounts. 

It is likely you will see immediate opportunities to start clearing the way…

You will almost certainly find Teams that are more suited to being Channels… Do you have multiple 

Teams called HR or Sales for example? If so ‘HR’ or ‘Sales’ become Team names with channels for 

different topics within them.

If you don’t feel confident enough to delete Teams that are no longer in use you can always archive them 

until you are satisfied you don’t need the content inside them. Even if you delete a Team by accident you 

will be able to recover it within 30 days – Phew!

Talking to your people about how they want to use Teams will help keep it in check moving forward… Do 

you need to improve communication and workflows across the business? Are you managing projects? 

There are plenty of ways to make these things much easier. 

Once you know what you want to achieve, establishing some governance is essential to prevent all your 

hard housekeeping work going to pot later. Once you’ve agreed your rules, communicate them clearly and 

make sure everyone sticks to them!

Most businesses seem to have a very mixed skillset when it comes to M365 and Teams… Identify existing 

champions and support them to share the love and show what they do. Don’t worry – I can help you with 

this too!

Make sure that you understand the various admin roles available within Teams and that you, or somebody 

else has overall responsibility for keeping Teams tidy. Get your Team Owners onboard and take a look at 

Step 8… 

Think about assigning moderators to keep your channels in check and control the types of posts and 

interactions that take place. It’s brilliant to have informal conversations but these might not be appropriate 

in all areas.

Microsoft are continually updating all their products. New apps, functions and capabilities are released all 

the time. Making sure someone has their eye on the ball with updates will mean that you get to take 

advantage of as many new capabilities as possible.

Once you’ve completed a thorough ‘spring clean’ and got your house in order, the best thing you can do 

with Teams is USE IT! 
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Microsoft, Microsoft Teams is a  trademark of the Microsoft group of 
companies.

The Fantastic Thinking Company Ltd. Are not associated with or 
sponsored by Microsoft. 
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