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Collaborative working  
using Office 365

What is Office 365?
Office 365 is a brand name Microsoft uses for a group of software and service subscriptions. This is 
available to all students and staff at York St John University. One Drive for Business is included as a 
file-hosting service as well as online versions of office products, for example Word online. Another key 
feature is Teams which allows easy collaborative working. See our other leaflet on Getting started 
with Office 365 for a general introduction to Office 365.
Access Office 365 via portal.office.com and login with your full York St John email address.

Personal file space and apps
Everybody has a large file space to store documents. These can be worked on using the online 
versions of apps e.g. Word online or opened and saved directly from the full Office 2016 installed 
versions of the apps.
Individual files can be shared and worked on collaboratively and simultaneously. Collaborators can be 
external if they create a Microsoft identity using the same email address that is shared to. See sharing 
details below in File sharing in teams
For shared working, using a file from a personal space is not ideal as documents can be lost if that 
account is no longer valid due to staff leaving. See Teams below for a better solution.

Office 365 Teams
Teams provide a wrapper to other services to allow easy sharing of files and 
services amongst members of a team. Different teams can be easily created as 
required for different projects with different sets of people involved. When files 
are created within a Team they are automatically shared with all members.

Create a Team
You can create as many teams as you like for work colleagues, study partners and 
project members. Click on Join or create a team and then Create a team.

Types of team
Classes is for teachers and students The owner is prompted to 
add students who are given member access. Students only have 
permission in certain areas of the team.
PLCs (Professional Learning Community) is for teaching staff and 
includes conversations, files and PLC Notebook. All members have 
equal access.
Staff Members is for staff leaders and members, e.g. manager and team members and includes 
conversations, files and Staff Notebook. Staff members only have write permission in certain areas.
Anyone is a general team type popular in it’s simplicity. All team members have equal access.
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Naming a Team and adding members
Enter a unique name for your team bearing in mind users may 
be members of numerous teams. Enter an optional description. 
Privacy options allow you to make public if required. Click Next.

Start typing the name of your team-members and click on add. 
Members can be added later as well.

Team Owners vs Members
Teams have two different roles, Owner and member. Anyone can be made an owner.
The creator of the team is always an owner. Owners can add members, edit the team 
description  and delete the team. All other functions are the same for both owners and 
members but it is possible for team owners to turn off the ability for members to add 
channels and tabs if desired. We recommend having more than one owner.

Deletion Reminders
All team members will receive email reminders that teams will be auto-deleted if no response is 
received. Only team managers can respond to this.

Team Channels
If the same team members are involved in multiple projects then more 
channels within a team can be created to reflect the different work strands 
involving the same people. Each channel within each team has its own 
tabs including a conversation and file space.

Team Tabs
Each channel within each team has tabs for a conversation 
chat space and a shared file space. Other tabs can be added 
to each channel drawing from Microsoft or third-party applications. Popular tabs are notebooks and 
Planners. Individual documents can be added as tabs for quick access within a channel.

Conversations
Each Channel for each Team has a conversation attached. It 
provides one permanent feed of notifications from that channel 
along with messages that users have added. All members of the 
team share the same conversation.
Type @Name to tag in the team member so they get notification.
Type @Team to alert all members.
Video conferences can be easily started using the 
icon below where others can be prompted to join.
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Team Files
Files saved to the team area are shared with the whole team by 
default. Create folders and files by clicking Files button and new. 
Click Upload to copy in existing files or simply drag into the file 
area.

Click Get link to copy and paste a link to 
the file or folder to members of your team. This prompts them to view the file/
folder you have added.

Click Open in SharePoint 
for advanced features such as sharing with non-
team members including external users.

From sharepoint, hover on the file and click 
the sharing arrow.

You can add people by entering part of the 
name.  External users will  

need a Microsoft account linked to the email address that you add them to.
You can also control the level of  
access to make it read only.

Users will be able to access the file but the link can be 
sent with a message to act as a prompt.

Adding other tabs
Other tabs can be added to each channel 
using the plus. These are in two sections. 
Office 365 tabs which are apps included in 

York St John Office 365. The lower All tabs will mean connecting 
data to external apps which should be carefully considered before 
using. Existing Word or Excel files can be added as tabs and edited 
with the online apps from within the team.
Two tabs that we recommend are NoteBook and Planner

Team Notebooks
Each channel for each team has a separate notebook created 
automatically. This makes a great place to record minutes, notes, 
FAQs and more. Pages can be added containing text, images 
and other features.
Use Open in OneNote to access 
additional functions such as adding 
multiple sections, each containing many pages. 
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Adding a Team task Planner
A planner can be added using the plus to provide a simple but 
effective way of allocating tasks to a team or channel. 

Tasks can simply be titles 
or more detailed such as 
completion level date due 
can be entered. 

Buckets of any name can be created to allocate 
the tasks to. Click Add new bucket to categorise 

tasks.

Tasks can be assigned to people and can then be viewed in 
their personal planner. Due dates and more details are 
optional.

The view of tasks can be altered to group by person, bucket or other 
criteria. There is an overview screen with graphical information or a 
schedule calendar to display date based tasks.

Person based views
Anything that a user can access through a team can also 
be accessed via the relevant Office 365 app.

Tasks in Planner allocated to an 
individual user are shown together on 

My Tasks bringing together personal 
tasks with tasks allocated from all 

different teams.
Team filespaces are shown  
within OneDrive

Recent documents in apps such 
as Word online and Word 2016 

include files from teams

Removing email address
By default an email address is created with a team but you may not want 
users to email the team and want them to use the shared mailbox on the 
system. 
So as not to lose the functionality of alerting team members in the 
conversation tab using @user. Click on 3 elipsis next to General (channel) 
and Get email address > Advanced Settings and select Only members 
of the team. Click Save.
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