
Microsoft
Teams

Using Teams as a communication tool at all levels of your organization

For
Libraries



Topics we'll cover:

▪ A quick hello

▪ Making the shift from Google/Trillian to Teams

▪ Using Teams as a communication tool at all levels of the organization

▪ Staff training and surviving the rollout

▪ Status of GPL staff vs. Microsoft Teams



A quick hello -

▪ Director

▪ 19 years at GPL, Director for 1 year

▪ Manage Director-y stuff + building wide 
collections, programming, outreach, 
advocacy, training, and technology

▪ AVC Technology



A quick hello -

▪ One-building library

▪ Roughly 34,000 service population

▪ 37 employees (17 full / 15 part / 5 pages)

▪ Reciprocal agreement with county system

▪ About 1.5 miles from the county line



Making the shift

• New email server

• More secure

• Additional features

• Already purchased

• "Mobile" desktops

• Google docs

• Google sheets

• Google sites

+ Trillian

• Outlook

• Office 365



Using Teams as a communication tool

▪ Quick, in-the-moment 
conversations or info sharing

▪ Pin frequently texted 
individuals at top

▪ Create group texts

▪ Searchable

Chat1

*Created an account for each service desk so 
that we can chat with whoever is on the desk – 
don't have to look up schedules



Using Teams as a communication tool

▪ Day-to-day

▪ Group focused conversations

▪ Create channels for special 
projects

▪ Start threads for instant 
feedback

▪ Searchable

Teams2



Using Teams as a communication tool

Department Teams

▪ Adult Services

▪ All Staff

▪ Kids

▪ Management Team

▪ Patron Services

▪ The Studio

Teams2
Focused Teams

▪ GPL Collectors

▪ GPL Programmers

▪ Marketing Team

Special Channels (Ex)

▪ Patron Requests

▪ 2024 Summer Reading

▪ Community Matters

▪ Maker / Demo Days

*Can hide/archive channels when 
project is over.  Information remains 
searchable.



Using Teams as a communication tool

▪ Consistently gather information

▪ Receive notifications

▪ Create quick links

▪ Transparency with information 
sharing

Lists3



Using Teams as a communication tool

GPL Lists

▪ Breaking the Rules

▪ Patron Requests

▪ Technology Help

▪ Library van checkout

▪ Library tour/visits log

Lists3

▪ Check Request

▪ Program Design

▪ Book-A-Librarian

▪ Special Collections

* You can also link Microsoft form 
responses to automatically populate a 
tracker for easy viewing/sorting

*Especially helpful if you need to track 
progress on a task by updating status

Ex. Technology Help



Using Teams as a communication tool

▪ Condensing information

▪ Transparency with information 
sharing

▪ Quick access to frequently used 
information

▪ Can bookmark to any browser

▪ Searchable

Sharepoint Sites4



Using Teams as a communication tool

Sharepoint Sites4

*Can be linked to Teams channels



Staff training 

Trainings

• Online trainings using the virtual meeting option 

• Monthly Lunch & Learns

• Scheduled one-on-ones

• Created a Microsoft Teams Tips & Tricks channel under All-Staff

• Recorded tutorials on specific topics



Surviving the rollout and lessons learned

• There will be dissent and you will 
want to yell "NEVERMIND!" and cry in 
your office

• If you make the decision to use it, you 
MUST use it...often

• There will be an "a-ha" moment 
where everyone kind of gets what's 
going on and settles into the routine

• Maybe don't roll it out if other big 
changes are in the process

• Sometimes things look different on the 
"builder" side of things

• Logins can get wonky at shared desks

• No matter how much you want it to, this 
will not solve all your communication 
problems



Thank you!

Emily Ellis | eellis@greenwoodlibrary.us

Executive Director

Greenwood Public Library
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