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Purpose of this guide 
This guide will help you communicate the move and adoption of Microsoft 365 (M365) in your agency. 
Microsoft 365 (M365) allows agencies to maximize both enterprise effectiveness through seamless, 
‘anytime, anywhere’ collaboration and cross-boundary teamwork and coordination. Oregon has a hybrid 
model for managing Microsoft environments that is caught between decentralized and centralized.    

Enterprise Information Services (EIS) wants agencies and their employees to be successful in adopting 
M365. The opportunities available through M365 are many and can be overwhelming to communicate 
and learn. This is where you can help as a change champion! 

As a change champion, you are excited about the possibilities that these modern office productivity 
tools bring and the new capabilities through a shared, statewide environment. You will also be able to 
co-author documents instead of emailing versions back and forth and hoping everyone is working from 
on the latest version.  Like your agency, we have been learning and will continue to learn the tools 
available and we will be sharing them with you.  

This guide provides you a starting point for communicating with end users in your agency. The guide 
contains sample emails, newsletters and talking points. We encourage you to map out communication 
avenues, audiences and frequency of communications.  

To learn more about the project, visit the project web page and sign-up here to receive Project News 
updates.  

Role of a change champion 
Create a team of change champions 
Being a change champion can be a daunting task. We recommend creating a team of champions to 
assist in outreach and developing or refining communications. We recommend that your team have 
representatives from your director’s office, communications, each branch or division of your agency and 
naturally your IS section.  

As the change champion, you are the primary point of contact between impacted stakeholders in your 
agency and the core M365 project team throughout the duration of the project. The EIS M365 team will 
hold monthly change champion meetings to provide updates and tools as well as receive feedback from 
you.  

Your role 
• Influence and lead change 
• Advocate openness and willingness to explore business process improvements enabled by M365 
• Facilitate clear, concise and direct communication 

Your tasks 
• Help plan and execute change management communications 
• Receive and process feedback resulting from key messages 
• Attend change champion meetings 
• Conduct meetings with representatives from department(s) as necessary to facilitate changes 

enabled by M365 

https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDEyMjMuMzI0NzIzMzEiLCJ1cmwiOiJodHRwczovL3B1YmxpYy5nb3ZkZWxpdmVyeS5jb20vYWNjb3VudHMvT1JEQVMvc3Vic2NyaWJlci9uZXc_dG9waWNfaWQ9T1JEQVNfOTMifQ.WrTXOWk62t8d1RAW97kD0JZupKSiDngpXkKVoYvhngE/s/703480708/br/92377616307-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDEyMjMuMzI0NzIzMzEiLCJ1cmwiOiJodHRwczovL3B1YmxpYy5nb3ZkZWxpdmVyeS5jb20vYWNjb3VudHMvT1JEQVMvc3Vic2NyaWJlci9uZXc_dG9waWNfaWQ9T1JEQVNfOTMifQ.WrTXOWk62t8d1RAW97kD0JZupKSiDngpXkKVoYvhngE/s/703480708/br/92377616307-l
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Benefits of M365 
Naturally, people ask how this new program will make their life easier. Depending on someone’s 
position, there could be more tools available that can streamline work and increase productivity. The 
easy answers include:  

• Users can work from anywhere 
• Teams and users can easily collaborate 
• Simplified virtual communications 
• File storage and sharing capabilities 
• Access to the latest programs and updates 
• Provides robust security and reliability 

 

Communication Methods  
Communicating the move and benefits will be critical for a smooth and successful adoption of M365. It 
is important to communicate often and multiple ways. Don’t be afraid to re-purpose topics on multiple 
avenues of communications.  We recommend you work with your agency’s communications team (if 
applicable), as they know the best ways and tools to reach employees.  

Things to share 
• The schedule- Sharing your agency’s schedule for rollout will help people prepare for the 

change.  
• The benefits- There are numerous benefits to M365. Sharing these benefits will help allay some 

of the concerns employees will have when it comes to change.   
• The why M365- Share the reason the State of Oregon has moved to using M365 ties closely with 

the benefits M365 offers.  
• The impacts and resources available (resources should be reinforced multiple times) 

Methods to use to communicate 
• Email- Regular emails to employees will keep them informed on the status of the migration. 

Once migration is complete, emails offering tips and tricks will help employees adopt to the new 
system. 
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• Intranet- If your agency uses an intranet site, this is a great place to share specific topics prior to 
and after the migration. Keeping topics focused on one specific functionality, feature, or 
introducing new applications can help users from feeling overwhelmed.     

• Internal newsletter- Periodic communications like an internal newsletter can bring awareness to 
the upcoming changes. You can re-purpose articles from your intranet or emails.    

• Presentations-The value of presentations is critical for successful adoption. Most people need to 
see what the change looks like before they can understand it. During a presentation, you can 
show them tools and tailor for that specific group.  

o Possible groups to present to: 
 Executive leadership team 
 Managers 
 Project/Program Managers 
 Administrative staff 

Communication resources 
Templates and sample communications 
We created sample communications to get you started communicating with your agency. Each agency is 
in a different spot in the adoption process, so you will likely need to modify the language some 
depending on your agency. Use the following table to determine which resources align best with your 
agency assigned group. Verify your assigned agency group here.  We recommend the first email about 
moving to Teams or M365 come from your agency’s sponsor.   

Agency-assigned group Recommended resources 
Group A 
Since the migration was complete in 2020, the 
focus is on user adoption, awareness of 
enterprise capabilities and email address change. 
 

Appendix A – Sample emails 
Completing Move to Microsoft 365 
Welcome to Teams + OneDrive and New Email 
M365 Manager Notice 
M365 Partner/Customer Notice 
Email Distribution Lists Update 
Email address change email/note for signature 
 
Appendix B – Sample newsletter or intranet 
articles  
Finding training on M365 applications 
We have M365, now what? 
 
Appendix C- Talking Points 
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Agency-assigned group Recommended resources 
Group B and C 
The focus is on preparing for the upcoming 
migration, user adoption, and awareness of 
enterprise capabilities. 

Appendix A – Sample emails 
Microsoft 365 is coming 
M365 Manager Notice 
M365 Partner/Customer Notice 
Microsoft 365 Reminder 
Welcome to M365 
Migration weekend out of office message 
Email address change email/note for signature 
 
Appendix B – Sample newsletter or intranet articles  
Microsoft 365 is coming 
We have M365, now what? 
Finding training on M365 applications 
 
Appendix C- Talking Points 

Group D 
As these agencies are currently using M365, 
the focus is on awareness of enterprise 
capabilities and configuration changes that 
will impact end users. 

Appendix A – Sample emails 
Microsoft 365 for the Enterprise is coming 
Welcome to M365 Enterprise 
Email address change email/note for signature 
 
Reference the Group A templates for the UPN/email 
address change 
 

 

On-going resources 
After your agency completes the move to the Oregon M365 Enterprise environment, executive branch 
agency staff will have access to an EIS-managed self-service hub for updated training, how-to guides, 
and information about upcoming changes.  The M365 Hub is a one-stop shop for resources, training, and 
general information about using the Microsoft 365 applications.
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Virtual trainings are provided by Microsoft and are posted on the home page of the M365 Hub site. If 
your agency would like training on a specific application or focus, submit a request to 
info.m365@oregon.gov. 

Cross-agency collaboration 
Depending on an agency’s technical environment, staff may be able to collaborate with staff from other 
agencies just as they would with staff from their own agency.  

These agencies are in the Oregon Enterprise Tenant. There are several agencies in their own 
environment and collaboration with them is still possible but will look a little different as they are an 
Enterprise Assigned Tenant. To see which agencies are in the Oregon Enterprise Tenant or Enterprise 
Assigned Tenant, please click here (Hub site available post migration). The below table shows the 
differences: 

Capability Oregon Enterprise Tenant Enterprise Assigned Tenant 

Federated Identity One MFA Registration Additional MFA Registrations 

Modern Address 
Book 

Full proxy/alias capabilities for 
@state.or.us 

Requires CenDir for redirection of 
@state.or.us to mailbox 

Calendaring Advanced sharing options Advanced sharing options 

mailto:info.m365@oregon.gov
https://stateoforegon.sharepoint.com/SitePages/Cross-Agency-Collaboration.aspx
https://stateoforegon.sharepoint.com/SitePages/Cross-Agency-Collaboration.aspx
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Instant Messaging Look up contacts by name Must use Email address for lookup 
until added to contact list 

Video Conferencing Full meeting configuration options Lobby configurations for “guests” 

Collaboration Full collaboration experience Limited Teams functionality as 
“guests” 

Have to change/flip tenants 

  



11 | P a g e  
 

Appendix A- Sample emails 
Welcome to Teams + OneDrive and New Email 
Sample Message  

{Instructions: This is a Group A agency template. Please review all content to determine if it aligns 
with your agency’s M365 implementation plan. Delete and add as needed.}   
 
Subject: We’ve Completed Our Move to Microsoft 365! 

Greetings! 
 
We completed our move to Microsoft 365 (M365) {over the weekend}. In addition to {new 
versions of} Outlook, Word, PowerPoint and OneNote, Teams and OneDrive are now available to 
you. Teams is the ultimate app for a new way of working — a workspace for real-time 
collaboration and communication, meetings, calls, file and app sharing and co-authoring, and 
even the occasional emoji! All in one place, all accessible to everyone on your team.  
 
OneDrive is storage Teams uses that lets you seamlessly collaborate and access files from 
anywhere. With options to view files on both desktop and mobile, OneDrive helps you stay 
connected to your collaboration files no matter where you are. 
 
We have also completed the move to @{agency}.oregon.gov for our email addresses. Your email 
will now either be firstname.lastname@{agency}.oregon.gov or 
firstname.middleinitial.lastname@{agency}.oregon.gov, if you had a middle initial in your email. 
Email will still route to you if sent to the old email address. As a reminder, contacts may need to 
be updated and Outlook Cache may need to be cleared. Make sure to go to the Outlook 
Address Book to get the most current contacts. 
 
After the email address change, links to OneDrive files you have shared with others will no 
longer work (e.g. files shared in Teams chat). Here is the step by step process for finding your 
shared documents.  

• How to See Who You Have Shared a File with in OneDrive 
 
Also with the completion of this move, we can now access Microsoft Office applications online 
at Office.com. 
 
Here is some additional information on Teams, OneDrive, and trainings. 
 
Click here for the Teams Quick Start guide. 
 
How do I get Microsoft Teams?  You can download Teams from {Software Center. Just click the 
Windows button in the bottom-left hand corner of your screen, type in and select “Software 
Center,” search for and click “Teams.” and click “Install.” or insert agency-specific application 
download location and instructions} 
 

mailto:firstname.lastname@%7bagency%7d.oregon.gov
mailto:firstname.middleinitial.lastname@%7bagency%7d.oregon.gov
https://oregon.gov/das/OSCIO/Documents/How%20To%20See%20Who%20You%20Shared%20a%20File%20With%20in%20OneDrive.pdf
https://www.office.com/
https://www.oregon.gov/das/OSCIO/Documents/TeamsQuickStart.pdf
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What is my username and password for Teams? Use your @agency.oregon.gov email account 
and password to log into Teams, similar to Skype for Business. Your username will be your full 
email address. 
 
How do I create a team in Teams? {One team has been created for each team/unit/program. If 
more teams are needed, contact your service desk to request a team.}  
 

How do I create a Teams meeting? Your outlook calendar has the option to create 
a Teams meeting in the top ribbon (similar to Skype).  
How many people can I invite to a MS Teams meeting? A Teams meeting can 
have up to 300 people attending the meeting online or by calling in. 

 
What is the phone number for audio conferences?  The audio conference number is listed in 
the meeting invite by default when the meeting is created. Note that appointments sent from 
shared mailboxes will not include the audio conference option. 
 
How do I find my audio conference pin? The audio conference pin is listed in the Teams 
meeting along with the audio conference number. 
 
{If starting with Team’s meeting and chat only:} 
Teams training – Meeting and Chat focused 
 
{If using full Teams capabilities:} 
To access Teams 100, Teams 200 and Live Events training, go to Workday and search “MS 
Teams.” And select “Learning” on the left. 

Click here for an introduction to OneDrive. 

For additional resources, please visit the M365 Hub. 

If you have any questions please reach out to: 

Technical Assistance: Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 

  

https://tinyurl.com/y9j96c3u
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://stateoforegon.sharepoint.com/
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Email Distribution Lists Update  
Sample Message   
{Instructions: This is a Group A agency template. Please review all content to determine if it aligns 
with your agency’s M365 implementation plan. Delete and add as needed.}    
  
Subject: Email Distribution Lists Update  
Greetings!  
  
With the recent email address change, our email distribution lists have also gone through 
a change. The email distribution lists have been moved to the cloud.  
  
So, what does this mean? This means owners of distribution lists are now able to administer 
them directly.  
  
If you have any questions please reach out to:  
  
Technical Assistance: Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 
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Completing Move to Microsoft 365 
Sample Message  

{Instructions: This is a Group A agency template. Please review all content to determine if it aligns 
with your agency’s M365 implementation plan. Delete and add as needed.}   

Subject: We are completing our move to Microsoft 365   

Greetings!  

Last year, our agency moved into Oregon’s Microsoft 365 (M365) enterprise environment as a 
part of the COVID-19 emergency efforts. While the effort was successful, there are still steps we 
need to take to fully complete the move to M365. We are now starting those steps to finish the 
technical cleanup of the environment. 

What does this mean for us? {Delete and add as needed here.} 

Skype 

We are leaving Skype and switching to Teams. Microsoft is ending support for Skype on 
July 31, 2021. 

Teams  

We are rolling out Teams with a two-phased approach. Phase one will be a release of 
limited features for Teams (features will be very similar to Skype’s). Phase two will be the 
full release of features for Teams for the full collaboration experience. To learn more 
about Teams check out: Introduction to Teams and Teams training – Meeting and Chat 
focused. Training is also available in Workday, search for “MS Teams” and select 
“Learning” on the left. 

<OR> 

We will be rolling out Teams and all its features, which include: 

• Audio/video meetings. 
• Scheduled or Ad hoc meetings. 
• Group and person-to-person chat. 
• Integration with Exchange/Outlook. 
• Presence. 
• Team group workspace: 

o Track tasks. 
o Post updates. 
o Channels to help organize work. 
o Co-author documents. 
o Store team files. 

If you’d like to get a jump on learning Teams, check out Workday and search for “MS 
Teams” to access Team 100, Teams  200 and Live Events training. Select “Learning” on 
the left. For additional resources, please visit the M365 Hub. 

Click here for the Teams Quick Start guide   

https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://tinyurl.com/y9j96c3u
https://tinyurl.com/y9j96c3u
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
https://stateoforegon.sharepoint.com/
https://www.oregon.gov/das/OSCIO/Documents/TeamsQuickStart.pdf
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Email 

• Primary email address will change to firstname.lastname@{agency}.oregon.gov or, if 
you have a middle initial in your email, 
firstname.middleinitial.lastname@{agency}.oregon.gov, but email will still route if sent 
to the old email address.  
o For this transition we will need to be considering updates to the following: 

 Business cards. 
 Letterhead. 
 Forms. 
 Websites. 
 Publications. 
 Outgoing correspondence. 
 Third party application registrations. 

• Access to Outlook Online (Aka:  Web Mail) will be available. 
• Item of note: Contacts may need to be updated and Outlook Cache may need to be 

cleared. Go to the Outlook Address Book to get the most current contacts. 

OneDrive 

OneDrive access. OneDrive is storage that allows you to seamlessly collaborate and 
access files from anywhere. With options to view files on both desktop and 
mobile, OneDrive helps you stay connected with your files no matter where you are. 
Here’s an introduction to OneDrive video to start your learning process. 

Microsoft Office  

New versions of the Microsoft Office applications (Outlook, Word, Excel, PowerPoint, 
Excel), both desktop and online versions. M365 applications can be accessed at 
Office.com. 

If you have any questions please reach out to:  

Technical assistance: Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 

  
  

mailto:firstname.lastname@%7bagency%7d.oregon.gov
mailto:firstname.middleinitial.lastname@%7bagency%7d.oregon.gov
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.office.com/
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M365 Partner/Customer notice communication  
 {Instructions: Please review all content and use as needed as a notice to your partners. Delete and 
add as needed.}    
  
Sample #1  
Our agency is in the process of moving to Microsoft 365 (M365) as part of the Governor’s 
technology modernization initiative. We are scheduled to move on Click here to enter a date.    
  
As part of the statewide M365 migration, {agency} email address will change to {first name. Last 
name@agency.oregon.gov}. Please update your records and note contacts may need to be 
updated and Outlook Cache may need to be cleared. 
  
Contact person: Click here to add Contact name, contact phone number, contact email 

  
Sample#2  
Our agency is in the process of moving to Microsoft 365 (M365) as a part of a statewide project 
to align with the Governor’s technology modernization initiative. This move is scheduled on 
Click here to enter a date.    
  
This means Microsoft Teams will be the new meeting format for the {insert meeting name}. 
You will not need an account to participate in a Teams meeting. You can join through your web 
browser by clicking on the link in the appointment.   
  
Contact person: Click here to add Contact name, contact phone number, contact email 

 
Email address change message 
Sample message  
{Instructions: Encourage employees to use this auto-reply email after migration weekend (Group B 
& C) or after the email address change (Group A & D). It can be used for as long as needed. Delete 
and add to as needed.}  
 

Greetings, 
 
My email address has changed to <insert name>@agency.oregon.gov effective Click here to 
enter a date. Your current email message has been delivered to my inbox, but please update 
your address book to ensure that future emails are successfully delivered after email forwarding 
has ended. 

Another option is to add a note to signature lines alerting recipients of the email address change.  

mailto:kara.m.wymore@odfw.oregon.gov
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M365 Manager Notice 
Sample Message  
 
Subject: Microsoft 365 Project: Manager Notice  

{Instructions: Please review all content to determine if it aligns with your agency’s M365 
implementation plan. Delete and add as needed.}    

Please see the M365 is coming email sent to users on Click here to enter a date.   

Your office will be migrating to Microsoft 365 on Click here to enter a date. Please consider the 
following:   

• Email address change. Email addresses will be changed to [first name.last 
name]@[agency].oregon.gov but email will still route if sent to the old email address. 
Please note: Contacts may need to be updated and Outlook Cache may need to be 
cleared. 

• Avatar pictures. Staff will be able to add pictures to the global address book; 
consider agency policies or guidelines.  

• Mass mailing limits. By default, the maximum number of recipients is 500 per email. A 
request can be submitted to increase up to 1,000.  Note: a distribution list counts as one 
recipient. Regardless of per email limits, the maximum number of daily recipients is 
10,000. Consider an electronic mail delivery service if you need more.  

• Message size limits. The maximum email size when communicating with users within 
the Oregon M365 Environment is 50MB.  When communicating externally, the size 
will depend on the receiver’s message limits.  

• Mail-Enabled Public Folders are not allowed and must become shared mailboxes prior 
to migration. For standard Public Folders we recommend they be transitioned to shared 
mailboxes pre-migration.   

• Audio conference details will be emailed to each user after the move to M365.  
o M365 audio conferencing will be turned on for each user. With audio conferencing, 

meeting participants can join by phone.  
o Credentials (phone number and PIN) will be sent via email.  
o Audio call-in information will be added to Teams meetings automatically.  
o Note that appointments sent from shared mailboxes will not include the audio 

conference option.  
o If your agency has already been using Teams, you will be getting a new phone 

number and PIN.  
• Multi-factor Authentication (MFA) via the Microsoft Authenticator App is required on 

state-issued devices when connecting over the web or off the Virtual Private Network 
(VPN).  

• Update cadence. Be aware plug-ins and macros could be impacted when Microsoft 
applications are update.    
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• Hardware compatibility. Be aware of the minimum supported software and hardware 
requirements for M365. If devices are not compatible with the requirements, 
then purchase of new hardware may be required:   
o https://docs.microsoft.com/en-us/officeupdates/update-history-microsoft365-apps-

by-date  
o https://docs.microsoft.com/en-us/officeupdates/office-updates-msi   

• Junk mail. End users need to monitor junk mailbox for the first 30 days for items that 
might have been put there incorrectly. 
o Items in the Junk mailbox delete after 30 days and cannot be recovered . 

• Increased response time. Note that the time for issue resolution may take a little 
longer as your agency service desk learns new tools and applications.  

•  [remove if your agency does not sync with Workday] Workday sync. Employee job titles 
can be updated in Workday and will update in the address book as well. Click here for 
the Workday job aid. 

• [remove if this does not apply to your agency] For Microsoft Project and Visio License 
purchases, agencies will need to commit to cost of the licensing through the next 
renewal date (September 1 of each year).   

• Note other business process changes here  
 

Technical assistance: Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 

M365 Project Webpage  

  

https://docs.microsoft.com/en-us/officeupdates/update-history-microsoft365-apps-by-date
https://docs.microsoft.com/en-us/officeupdates/update-history-microsoft365-apps-by-date
https://docs.microsoft.com/en-us/officeupdates/office-updates-msi
https://www.oregon.gov/das/HR/Documents/HCM_CoreHR_Business%20and%20Position%20Title%20Change_JA.pdf
https://www.oregon.gov/das/HR/Documents/HCM_CoreHR_Business%20and%20Position%20Title%20Change_JA.pdf
https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
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Microsoft 365 is coming 

Sample Message  
{Instructions: This is a Group B & C agency template. Please review all content to determine if it 
aligns with your agency’s M365 implementation plan. Delete and add as needed.}   
  
Subject: We are moving to Microsoft 365   

Greetings!  

Our agency is in the process of moving to Microsoft 365 (M365). In addition to Outlook, Word, 
PowerPoint and OneNote, you now have access to OneDrive and Teams. This will enable you to 
access files, share documents, and collaborate with colleagues form wherever you are.  The first 
phase involves migrating our email to the new Oregon M365 Enterprise which is scheduled on 
Click here to enter a date.  

Why are we changing? Our agency is a part of a statewide project to align with the Governor’s 
technology modernization initiative which outlines the strategy to modernize email and 
productivity systems. 

What will I get from the change?  After we move to the Oregon M365 environment, you will 
have access to:  

• [remove if this does not apply to your agency] Single sign on, removing the need for 
duplicated log-ins.  

• Secure access to M365 from your state-issued device.  
• Ability to collaborate with other agency staff, including:  

o Co-authoring documents  
o Instant messaging  
o Video and audio conferencing (email will be sent with audio conferencing 

instructions)  
• Ease of scheduling with ‘Free/Busy’ visibility to other agency user calendars.  
• A new global address book with the ability to add your pictures (if they choose).  

 
Click below to learn more about:  

• Why Microsoft Teams? (pdf one-pager)  
• Introduction to Teams  (02:42 video)  
• Introduction to OneDrive  (01:39 video)  

 
What can I expect after the change? Additional information will be shared about the 
new capabilities, tools and access to training resources. Both end users and your IT support 
services staff will be learning new tools. Issue resolution may be slower as the IT support service 
team gets up to speed.  

Will my email change? Yes, it will be changed to [first name.last name]@[agency].oregon.gov 
but your email will still route if sent to your old email address. 

https://www.oregon.gov/das/OSCIO/Documents/M365_WhyTeams.pdf
https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
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To learn more about M365 and Teams, visit the Microsoft 365 web page for the State of 
Oregon.    

For more information, please visit Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 

 

  

https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
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Microsoft 365 Reminder 
Sample Message  
{Instructions: This is a Group B & C agency template. Please review all content to determine if it 
aligns with your agency’s M365 implementation plan. Delete and add as needed. Consider 
including the original “M365 is coming” message as an attachment or inline.}   
  
Subject: M365 Reminder! We are moving to Microsoft 365 Friday  
Greetings!  
  
A reminder our agency is moving to Microsoft 365 (M365) this Click here to enter a 
date beginning at 5pm. Please be sure you log out of your computer by that time and note that 
you will not have access to email over the weekend.  We expect to have the process complete 
by Sunday evening. Your email will be available when you log-in Monday morning.    
  
We will send a follow-up message on Monday with more information about getting started. You 
will also see an email with your audio conferencing details.   
  
Keep these instructions if you cannot login on Monday  
If you have issues logging into your email on Monday morning you will need to reset your 
outlook profile:  

1. In Outlook, select File > Account Settings > Manage Profiles.  
2. Choose Show Profiles > Add.  
3. In the Profile Name box, type a name for the profile, and then choose OK.  

   
Contact person: Click here to add Contact name, contact phone number, contact email 

  
M365 Project Webpage  
  

https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
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Migration weekend out of office message 
Sample message  
{Instructions: This is a Group B & C agency template. Encourage employees to use this auto-reply 
email during your migration weekend if they typically work on weekends. Delete and add to as 
needed.}  
 

Thank you for your message. The [insert agency name] is updating their Microsoft services to the 
365 platform. As a result, we will not have access to email through the weekend beginning at 6 
p.m. on Click here to enter a date.    
 
If you need immediate assistance, please communicate using cell phone numbers and texting 
options.  Thank you for your patience. We anticipate services to return on Click here to enter a 
date.    
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Welcome to M365 

Sample Message   
{Instructions: This is a Group B & C agency template. Please review all content to determine if it 
aligns with your agency’s M365 implementation plan. Delete and add as needed.}  
  
Subject: Welcome to Microsoft 365!  

Greetings!  

We moved to Microsoft 365 (M365) over the weekend. This email provides information and next 
steps for you to begin using M365.  

What is changed? In addition to Outlook, Word, PowerPoint and OneNote, you now have 
access to OneDrive and Teams. This will enable you to access files, share documents, and 
collaborate with colleagues from wherever you are on a state-issued device.  

 
 

OneDrive Teams 

Secure, cloud-based storage that lets you 
seamlessly collaborate and access files from 
anywhere, at any time. With options to view 
files on both desktop and mobile, OneDrive 
helps you stay connected no matter where 
you are. 

Teams is an intelligent hub space that allows 
for real time collaboration with fellow 
executive branch employees. Use the chat 
space to share and discuss ideas both 
through threaded chats. Your calendar is 
integrated to easily attend and set up video 
and audio meetings. Create a space to get 
work done in a Teams group: co-author 
documents, post updates, and track work 
tasks.   

 
I received an email with an audio-conferencing number, what do I do with it?  

Audio conferencing has been turned on for your account. This number will be added to any 
Microsoft Teams meetings you create. With audio conferencing, you and your meeting 
participants can join by phone. To join a meeting by phone, dial the conference phone number 
and enter the conference ID. If you did not receive an email notifying you of the credentials 
(phone number and PIN), contact the help desk. Note that appointments sent from shared 
mailboxes will not include the audio conference option.   

 Task Steps 

https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132?ocmsassetID=1f608184-b7e6-43ca-8753-2ff679203132&wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
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Set up your Outlook profile  In Outlook, select File > Account Settings > Manage Profiles.  
Choose Show Profiles > Add.  
In the Profile Name box, type a name for the profile, and then 
choose OK.  

Install and set up the Microsoft’s 
Multi-factor Authentication 
(MFA) app   

Open instructions for each step, unless otherwise noted:  
1. Create Apple ID (if not setup)  
2. Set-up the App for MFA  

 
Open Outlook to verify email  Open Outlook desktop application or login 

to outlook.m365.com. Send two test emails: someone in your team 
and another to someone outside your agency or state government.  

Download Outlook app to state-
issued mobile device  

{Add agency specific instructions}  
Consider recommendation to sync the Outlook contacts with iPhone 
contacts 

Update your email address  Update on all documentation and in all applications where you use 
your email address as a username or contact method. Remember to 
update Workday. 

Check out the M365 Hub - your 
go-to to learn about using M365 
apps, find out about upcoming 
changes, and helpful how-to 
articles  

https://stateoforegon.sharepoint.com   

Training – Using Teams for 
Meetings and Chat (only)  

Link to recorded training  

Learn about Teams Follow learning paths on M365 Hub  

Learn about OneDrive  Follow learning paths on M365 Hub   
Junk mail Monitor junk mailbox for the first 30 days for items that might have 

been put there incorrectly. Items in the Junk mailbox delete after 30 
days and cannot be recovered. 

 

Contact person: Click here to add Contact name, contact phone number, contact email 

  

 

  

https://www.oregon.gov/das/OSCIO/Documents/User%20Guide%20-%20Apple%20iOS%20-%20Create%20New%20Apple%20ID.pdf
https://www.oregon.gov/das/OSCIO/Documents/User%20Guide%20-%20Microsoft%20365%20-%20MFA%20Setup.pdf
https://stateoforegon.sharepoint.com/
https://tinyurl.com/y9j96c3u
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-us&rs=en-us&ad=us
https://stateoforegon.sharepoint.com/sites/Microsoft365/SitePages/CustomLearningViewer.aspx?subcategory=4ee4d22a-7d53-48bb-9a14-adf34d01cd75
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Microsoft 365 for the Enterprise is coming 
Sample Message  
{Instructions: This is a Group D template. Please review all content to determine if it aligns with 
your agency’s M365 approach. Delete and add as needed. This notice may not be needed if there 
are no changes for end users.}   
  
Subject: We are moving to Oregon Enterprise version of Microsoft 365   

Greetings!  

Our agency is in the process of moving to the Oregon Enterprise version of Microsoft 
365 (M365). This will enable you to access files, share documents, and collaborate with 
colleagues from other agencies in the Executive Branch. The move is scheduled for May 28, 
2021.  

Why are we changing? Our agency is a part of a statewide project to align with the Governor’s 
technology modernization initiative which outlines the strategy to modernize and consolidate 
email and productivity systems. 

What will change?  After we move to the Oregon M365 environment, you will notice the 
following changes:  

• New statewide branding of the M365 log in screen and M365 portal 
 
What can I expect after the change?  

• Ability to collaborate with staff in other agencies, including:  
o Co-authoring documents  
o Instant messaging  
o Video and audio conferencing 
o Ease of scheduling with ‘Free/Busy’ visibility to other agency user calendars 

• Working with other agencies will function a little differently than working with co-
workers in your agency: 

o You may have to add an additional profile into the Microsoft authenticator 
application.  

o Calendars will be visible but you cannot delegate advanced roles such as editor 
to staff in those agencies. 

o Must use email address (from the address book) for lookup until added to 
contact list. 

o Staff in other agencies will enter as guest into the lobby in a Teams meeting. 
o Limited Teams functionality as “guests”, must change drop down “Accounts and 

Orgs” . 

To learn more about M365 and Teams, visit the Microsoft 365 Hub after May 28th.    

For more information, please visit Click here to add URL of agency intranet site 

https://stateoforegon.sharepoint.com/SitePages/Start-with-Six-Simple-Steps.aspx
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Contact person: Click here to add Contact name, contact phone number, contact email 

 
Optional resources to add to the communication:  

• M365 Project web page 
• Why Microsoft Teams? (pdf one-pager)  
• Introduction to Teams  (02:42 video)  
• Introduction to OneDrive  (01:39 video)  
• To access Teams 100 and 200 training, go to Workday and search “MS Teams” and select 

“Learning” on the left. 
  

https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
https://www.oregon.gov/das/OSCIO/Documents/M365_WhyTeams.pdf
https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
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Welcome to M365 Enterprise 
Sample Message  

{Instructions: This is a Group D template. Please review all content to determine if it aligns with 
your agency’s M365 approach. Delete and add as needed.} 
 

Subject: Welcome to Microsoft 365 in the Enterprise! 

Greetings! 
We moved to Microsoft 365 (M365) in the Enterprise over the weekend. This email provides information 
on those changes.   
 
Why are we changing?  Our agency is a part of a statewide project to align with the Governor’s 
technology modernization initiative which outlines the strategy to consolidate email and productivity 
systems.  
 
What changed?  You will notice the following changes, now that we have moved to the Oregon M365 
environment:   

 
New branding: 

 
Log in: 

 
 
Header: 
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What can I expect now?  Ability to collaborate with staff in other agencies. Working with other agencies 
will function a little differently than working with co-workers in your agency:  

• You may have to add an additional profile into the Microsoft authenticator application. See the 
M365 Hub, Cross-agency collaboration 

• Calendars will be visible but you cannot delegate advanced roles such as editor to staff in those 
agencies.  

• Must use email address (from the address book) for lookup until added to contact list.  
• Staff in other agencies will enter as guest into the lobby in a Teams meeting.  
• Limited Teams functionality as “guests”, must change drop down “Accounts and Orgs”.  

 
To learn more about M365 and Teams, visit the Microsoft 365 Hub 
 
For more information, please visit Click here to add URL of agency intranet site 

Contact person: Click here to add Contact name, contact phone number, contact email 

  
Optional resources to add to the communication:   

• Why Microsoft Teams? (pdf one-pager)   
• Introduction to Teams  (02:42 video)   
• Introduction to OneDrive  (01:39 video)   
• To access Teams 100 and 200 training, go to Workday and search “MS Teams” and select 

“Learning” on the left.  
 
  

https://stateoforegon.sharepoint.com/SitePages/Cross-Agency-Collaboration.aspx
https://stateoforegon.sharepoint.com/SitePages/Start-with-Six-Simple-Steps.aspx
https://www.oregon.gov/das/OSCIO/Documents/M365_WhyTeams.pdf
https://www.microsoft.com/en-us/videoplayer/embed/RWeqWC?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RWfnZM?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
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Appendix B- Sample newsletter or intranet articles 
Here are some sample newsletter articles for you to use to communicate to employees in your agency.  

Microsoft 365 is coming 
Have you heard that we are getting Microsoft 365? We are in the process of rolling out this new 
application from Microsoft. M365 gives us the tools to collaborate anytime, anywhere, increasing 
productivity and teamwork. It will make it easier for us to collaborate and stay connected in our remote 
work environments.  

M365 is a cloud based application which means you can access your work from anywhere. There will be 
a number of new tools and features to learn. And because of this, Enterprise Information Services (EIS) 
created a Microsoft 365 web page full of pre-migration resources including bite size training videos.  

Why did we move to M365? 

Governor Brown, in coordination with EIS, published her vision in 2018 for providing a reliable, resilient, 
and secure IT system for the State of Oregon. The first strategy outlined is to modernize and standardize 
email and office productivity systems. By centralizing this system, this will reduce email infrastructure, 
reduce software updates/upgrades, and improve response times. Additionally, M365 will provide cost-
effective access to industry-leading tools for productivity, communication and collaboration to Executive 
Branch agencies.  

Be sure to take time to check out the resources on the Microsoft 365 web page. 

 

 

 

  

https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
https://www.oregon.gov/gov/policy/Documents/Information%20Technology_Governor%20Kate%20Brown.pdf
https://www.oregon.gov/gov/policy/Documents/Information%20Technology_Governor%20Kate%20Brown.pdf
https://www.oregon.gov/das/OSCIO/Pages/microsoft365.aspx
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We have M365, now what? 
We successfully moved to Microsoft 365 (M365). This means updated and additional tools are now 
available. In addition to new versions of Outlook, Word, PowerPoint and OneNote, we now have access 
to OneDrive and Teams. All of these are available to you when you log on. 

 
 

Teams OneDrive 

Teams is an intelligent hub space that allows 
for real time collaboration with fellow 
executive branch employees. Use the chat 
space to share and discuss ideas both through 
threaded chats. Your calendar is integrated to 
easily attend and set up video and audio 
meetings. Create a space to get work done in 
a Teams group: co-author documents, post 
updates, and track work tasks.   

Secure, cloud-based storage that lets you 
seamlessly collaborate and access files from 
anywhere, at any time. With options to view files 
on both desktop and mobile, OneDrive helps you 
stay connected no matter where you are. 

 

Quick start to Teams 

One of the favorite M365 products is Teams. Teams will become the hub for so much of what you do 
every day. Teams allows for instant messaging for those quick simple questions you have for a co-
worker. It also allows for easy to track questions and comments during a video meeting. To get started, 
watch the Teams Quick Start video found on the M365 Hub.  

  

https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132?ocmsassetID=1f608184-b7e6-43ca-8753-2ff679203132&wt.mc_id=otc_home&ui=en-US&rs=en-US&ad=US
https://stateoforegon.sharepoint.com/sites/Microsoft365/SitePages/CustomLearningViewer.aspx
https://stateoforegon.sharepoint.com/
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Finding training on M365 products 
Now that you have gotten a little familiar with the basics of Microsoft 365, are you ready to learn more? 
M365 has so many exciting features that will help you be more organized and productive.  

The Oregon Microsoft 365 Hub includes bite size trainings on how to get started. You can also find 
training by product (i.e.: Outlook, Planner, OneNote, Accessibility, OneDrive and much more). You can 
also find training in Workday for Teams 100, Teams 200 and Live Events training. Search for “MS Teams” 
and select “Learning” on the left. 

 

 

 

  

https://stateoforegon.sharepoint.com/SitePages/Start-with-Six-Simple-Steps.aspx
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
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Appendix C- Talking points and FAQ 
Talking points to use for introducing Microsoft 365 to your agency. 

General  
• The Microsoft 365 project aligns with Governor’s Action Plan for IT, User Friendly, Reliable, and 

Secure: Modernizing State Information Technology Systems and Oversight and the EIS Strategic 
Framework 2020-2023.1 

• In our new remote work environment, M365 makes it easier for us to collaborate, access 
documents and stay connected.  

• Being able to share and collaborate on documents in one locations, ensures everyone is using 
working on the latest version of the document.  

• A Forrester Total Economic Impact™ Study Commissioned By Microsoft April 2019 found for 
organizations using M365 they experienced a number of benefits such as: 

o An 18.9% reduction in meetings each week. 
o Having all solutions in one place for improved collaboration and information sharing as 

well as more efficient meetings saved users 1 to 8 hours per user a week.  
o Increased cross-functional and cross-geography collaboration.  
o The average worker was receiving 89 emails per day, which Teams reduces by 17.3%. 

The average time to read an email and reply, when necessary, is 1.5 minutes. 
• State employees will be able to access their email and files from anywhere. It is easier for mobile 

workers to access their files and emails from their state-issued mobile devices. 
• The Oregon M365 Enterprise includes the ability to collaborate with fellow Executive Branch 

agency employees, including the ability to chat in Teams, join Team Groups, see “Free/Busy” 
calendar visibility and share and co-author documents through Teams and OneDrive. When the 
project is complete, there will be 80 Executive Branch agencies in the Oregon M365 Enterprise.  

• Simplified virtual communications. 
• Access to the latest programs and updates. 
• The project is adding an additional email address of @agency.oregon.gov and your agency will 

transition to this email address as your primary account, date yet to be determined. 
• All Skype meetings will still exist, but they will need to be recreated to add the Teams links and 

call-in information. Note: Skype is retiring in June. You need to move to Teams Only mode 
prior to that date.  

• During our migration weekend, email will not be available.  

Training 
Training will depend on what options your agency has chosen to use. 

• Microsoft and Oregon’s Enterprise Information Services are providing a number of training 
options. General training can be found in Workday and on the M365 Hub. For more in-depth 
training, we can arrange for Microsoft to provide additional training.  

• Weekly training sessions for the fundamentals of Teams (chat, collaboration and meetings) will 
be offered for all of 2021. Training session information is available on the M365 Hub.  

                                                           
1 Kate Brown, Nik Blosser, and Terrence Woods, “User-Friendly, Reliable and Secure: Modernizing State 
Information Technology Systems and Oversight” (State of Oregon, September 24, 2018). 

https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
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• The Microsoft 365 Hub includes bite size trainings on how to get started. You can also find 
training by product (i.e.: Outlook, Planner, OneNote, Accessibility, OneDrive and much more). 

• Training is also available in Workday.  To access Teams 100, Teams Meetings and Live Events 
training, go to Workday and search “MS Teams” and select “Learning” on the left. 

• Workday training: 
o DAS - EIS - MS Teams 100 
o DAS - EIS - MS Teams 100 (Recording) 
o DAS - EIS - MS Teams 100 Part 1 Visually Impaired (Recording) 
o DAS - EIS - MS Teams 100 Part 2 Visually Impaired (Recording) 
o DAS - EIS - MS Teams 100 Part 3 Visually Impaired (Recording) 
o DAS - EIS - MS Teams 200 
o DAS - EIS - MS Teams 200 (Recording) 
o DAS - EIS - MS Teams Collaboration 
o DAS - EIS - MS Teams Meetings 

Teams 
• Communicate more effectively. Get your team on the same page with group chat, online 

meetings, calling and web conferencing.  
• Work better together. Collaborate on files with built-in Office 365 apps like Word, Excel, 

PowerPoint and SharePoint.  
• Customize your workspace. Add in your favorite Microsoft apps and third-party services to keep 

the business moving forward.  
• Keep your team secure. Get end-to-end security, administrative control, and compliance—all 

powered by Office 365.  

FAQ 
• Why don’t we have the same apps as organizations in the private sector? 

o Answer: The private sector does not have to go through the rigorous security testing 
that the Government Community Cloud does which cases delays on when services are 
available. 

• Why do agencies have different features/apps enabled? 
o Answer: Each agency makes the decision for which features/apps are enabled.  

• Can I still use Skype for my meetings? 
o Answer: Microsoft is retiring Skype in June 2021. When your agency moves into the 

Oregon M365 Environment, all Skype meetings will still exist but they will need to be 
recreated to add the Teams links and call-in information. 

• Why are my initials wrong in my profile picture? 
o Answer: When you don't have a profile picture set, Teams uses your initials to visually 

identify you. These initials may also appear when you are editing documents. Due to 
settings in the Microsoft environment, it uses the first initial of your last name, followed 
by the first initial of your agency. The configuration cannot be changed at this time.   

• How do I get access to host a Live Events? 
o Answer: In order to use Live Events, employees need to work with their help/service 

desk as well as complete the following pre-requisites.  
 Read the virtual events guidance from Microsoft. 

https://stateoforegon.sharepoint.com/SitePages/Start-with-Six-Simple-Steps.aspx
https://wd5.myworkday.com/wday/authgwy/oregon/login.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17815$1552/rel-task/2997$10951.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17816$253/rel-task/2998$29489.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17816$1755/rel-task/2998$29489.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17816$1766/rel-task/2998$29489.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17816$1767/rel-task/2998$29489.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17815$1563/rel-task/2997$10951.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17816$254/rel-task/2998$29489.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17815$1553/rel-task/2997$10951.htmld
https://wd5.myworkday.com/oregon/email-universal/inst/17815$1564/rel-task/2997$10951.htmld
https://nam06.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadoption.microsoft.com%2Fvirtual-event-guidance%2F&data=04%7C01%7CChristopher.Sweetland%40microsoft.com%7Ca411330455bd442b638a08d8cf985428%7C72f988bf86f141af91ab2d7cd011db47%7C1%7C0%7C637487600495278747%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=fyjT5oHNZsQqrGkk73Hf0996ywhCD6fQ1LkuIZnPv9Y%3D&reserved=0
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 Attend one of the upcoming training sessions.  
 Prior to hosting a Live Events, we recommend running a test event with a 

limited number of attendees. The test event should include at least one person 
acting as a presenter so they can practice the producer role (putting someone 
on video, putting someone on video next to content, etc.). 

• Can I use breakout rooms in my meetings? 
o Answer:  Yes, if you in the New Meetings experience and are the organizer. You need to 

work with your help/service desk to get the New Meetings experience.  
• Why can’t I share files externally using my OneDrive? 

o Answer: At this time, this is not an option in the Oregon M365 Environment due to 
security. We understand the ability to share files externally is a business need and the 
ability will be considered in the future.  

• When should I make a Teams channel private? What are the pros/cons? 
o Answer: Use private channels if any conversations or materials that are going to be 

shared are not to be seen by everyone in the greater Team. For example, you may want 
to have a private channel for your leadership team, or you may want to create several 
private channels, one for each project group, if project groups are not supposed to have 
line of sight into other groups work. Remember though, Teams is all about 
collaboration—so only lock things down in a private channel when it’s absolutely 
necessary for privacy and security! 

• What is the difference between editing material using a desktop application as opposed to the 
online version? 

o Answer: There is reduced functionality when editing in Teams vs. Desktop application. 
Editing in Teams is great for quickly touching up or working on a document, or accessing 
a document quickly when in your workflow. If you need to use the full range of features 
to edit a document, then you’ll want to open it in the desktop application. 

• How do I record a meeting? 
o Answer: To start recording, go to the meeting controls and select More 

options  > Start recording and transcription.  
When a meeting recording starts, Teams shows a notification to all participants on the 
Teams desktop, web, and mobile apps, as well as to people who joined via phone. In 
some places, you legally need to get everyone's permission before you can record them. 
Make sure you know the rules before you start.   

• How do I access a recorded meeting? 
o Answer: If you were part of the meeting, go to the chat history (or channel 

conversation, if it was a channel meeting) in Teams and click on the meeting recording 
to play it.  

• How do I share a recorded meeting to those who did not participate in the original meeting 
(non-invited, non-participants)?  

o Answer: If you recorded or organized the meeting, you can share the recording with 
people who weren't invited to the meeting—by just sharing it like you would share any 
other file. Just find the file in OneDrive or SharePoint and share it directly with people or 
copy a link and share it however you like. 
If you weren't the person who recorded or organized the meeting, you can still 
share the recording with people weren't invited to the meeting. However, the 
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meeting organizer or the meeting recorder will need to approve your share 
action before other people will get access. 

• Why do I see the Skype logo when I chat with some people? 
o Answer: They could be reaching you from Skype and are not in Teams Only mode.  

• How can I tell if a sender has used my old email address or my new email address? 
o Answer: Open the email message and go to File/Properties. 
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Appendix D- Personas 
The following end user personas can help you tailor your message to specific audiences. Think about 
how the audience might use M365.  

Executive Leadership 

These are agency directors and their direct reports. Their calendars are jammed with back to back 
meetings. It is normal for these individuals to work outside of the normal work hours and from different 
locations. In many cases it is their administrative assistant who accept and schedule meetings for them 
as well as compiling (and printing) meeting materials for them. They are usually reviewing documents 
while sitting in another meeting. It is normal for them to be reading emails from their mobile state-
issued device.  

Apps they might use 

Teams Outlook  OneDrive 
SharePoint Word  
PowerPoint Excel  

 

Managers 

Similar to executive leadership, these managers’ calendars are jammed with back to back meetings. It is 
normal for these individuals to work outside of the normal workhours and from different locations. It is 
normal for them to be reading emails from their mobile state-issued device. They work with their direct 
reports to compile reports that will be submitted to executive leadership and commissions. Some 
managers have administrative staff who schedule and accept meeting requests.  

Apps they might use 

Teams Outlook  OneDrive 
SharePoint Word Lists 
PowerPoint Excel Planner 

 

Lead Workers 

Lead Workers are leading a team of individuals typically in the same discipline. They have their own 
workload and are tasked with assigning and monitoring the work of peers often providing QA/QC 
reviews. At times, they need to create reports on the progress of their team. Often they have state-
issued mobile devices in which they monitor emails and review documents between meetings. 
Sometimes pulling up documents as reference in another meeting to answer questions.  

Apps they might use 

Teams Outlook  OneDrive 
SharePoint Word Lists 
PowerPoint Excel Planner 
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Administrative staff 

These professionals are often the executives and managers ‘handlers.’ They work to keep their 
manager/executive schedule running on-time. They accept and scheduling meetings on behalf of their 
manager/executive. Sometimes, they pull together information from various sources and compile 
information for their manager/executive. They are also note takers for meetings. They typically work 
during the usual 8-5 hours in an office environment.  

Apps they might use 

Teams Outlook OneDrive 
SharePoint Word  
PowerPoint Excel  

 

Project/Program Manager 

Project and program managers organize and host meetings with both internal and external 
stakeholders. They juggle multiple projects and deadlines. They need to keep team members focused 
and moving forward to deliver a project or program. They need to monitor progress of the team. They 
give reports in a variety of formats (PPT, Word, etc.). 

Apps they might use 

Teams Outlook OneDrive 
SharePoint Excel Forms 
Word Planner  
PowerPoint Lists  

 
Communications/PIO/Public Affairs 

Communication professionals are focused on communicating to stakeholders externally and internally. 
They organize and host meetings with both internal and external stakeholders. They juggle multiple 
projects, deadlines and media inquiries. It is normal for these individuals to work outside of the normal 
workhours and from different locations. In some cases, these professionals manage public meetings 
including virtual public meetings. They are typically involved in emergencies and need to be able to 
easily access documents remotely. They depend on their state-issued mobile devices to stay abreast on 
incidents, projects, etc.  

Apps they might use 

Teams Outlook Word 
SharePoint Excel OneDrive 
PowerPoint Planner Lists 
Live Events Forms  
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Trainers 

Trainers typically delivery on a number of different topics. These trainings could be in-person or virtual.  

Apps they might use: 

Teams Outlook 
SharePoint Excel 
Word OneDrive 
PowerPoint  

 

Field/Frontline workers 

These individuals will potentially be accessing M365 from a mobile, state-issued device. A large number 
of field workers do not have a mobile, state-issued device. They receive their information from their 
direct manager and/or when they are able to log onto a state computer. In some cases, they do not 
have assigned desks that is solely theirs. They are the people the public see/interact with the most.  

Apps they might use: 

Teams Outlook 
SharePoint Excel 
Word OneDrive 
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Procurement 

Most procurement users are your standard user. They will use Outlook, Word, and Excel for their normal 
work and sometimes PowerPoint for presentations. They also use Teams for web meetings. They want 
to be able to collaborate on documents and provide version control with customers outside their agency 
(but potentially in the Oregon M365 environment), DOJ, and vendors.  

Apps they might use: 

Teams Outlook 
SharePoint Excel 
Word OneDrive 
PowerPoint  

 

  



Appendix E – Communication Plan Tracker 
Date Communication Target Audience Message Points Format Responsibility Notes/Status 

<Insert 
date> 

<Insert 
communication title> 

<Insert target 
audience>  <Insert message points> 

<Insert format 
such as email, 
Powerpoint, 
report, 
website, etc.) 

<Insert 
person 
responsible> 

<Insert 
notes/status 
such as Not 
Started, In 
Progress, 
Complete> 

      
 

      
 

      
 

      
 

      

 

 


	Table of Contents
	Purpose of this guide
	Role of a change champion
	Create a team of change champions

	Benefits of M365
	Communication Methods
	Things to share
	Methods to use to communicate

	Communication resources
	Templates and sample communications
	On-going resources

	Cross-agency collaboration
	Appendix A- Sample emails
	Welcome to Teams + OneDrive and New Email
	Email Distribution Lists Update
	Completing Move to Microsoft 365
	M365 Partner/Customer notice communication
	Email address change message
	M365 Manager Notice
	Microsoft 365 is coming
	Microsoft 365 Reminder
	Migration weekend out of office message
	Welcome to M365
	Microsoft 365 for the Enterprise is coming
	Welcome to M365 Enterprise

	Appendix B- Sample newsletter or intranet articles
	Microsoft 365 is coming
	We have M365, now what?
	Finding training on M365 products

	Appendix C- Talking points and FAQ
	General
	Training
	Teams
	FAQ

	Appendix D- Personas
	Appendix E – Communication Plan Tracker

