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Collaboration Tools
Everything you do - Collaborate



Suzanne Driver

Microsoft Trainer

Microsoft Certified Trainer in 
1996

Specialism in Excel and 
SharePoint

Currently Microsoft Teams



Collaboration – Tools to help you collaborate

GSuite

Microsoft 365

Workplace (Facebook)



Gsuite – Google
Personal and Business Licences





Extra features of a Business Account

• Unlimited storage

• Own domain name

• Google Meet (premium video conferencing)

• Google Chat (team chat)

• Groups (sub accounts for groups of users)

• Team Drives (managed by an administrator)

• Access and specific permissions can be given to 
multiple users

• Rapid/Priority release of new features

• Full Google Support



Google Drive



Microsoft 365
Personal and Business Licences



Teams Browser Version



Teams Video Chat



SharePoint



Workplace - Facebook
Business Licences









Live Video Chat



Collaboration Suites

Essentially you need to choose which one you are going 
to use for your company. 

There are some tools you can use between suites

Self Employed Users still need to be part of the 
collaboration groups/teams

Don’t delay – get collaborating !!!!



Collaborative Meetings
Virtual Meetings are efficient and productive?



Collaboration – Tools to help you collaborate

Bluejeans

GotoMeetings

Webex



Meeting Tools

Packages for 50 to 100 participants. 
Facility to record meetings
No time limits. 



Meeting Tools



Meeting Tools



Meeting Tools



Collaboration – Tools to help you collaborate

Webinar Geek

On24

Zoom



Webinars

GoToWebinar (by LogMeIn):

Event management. Flexible scheduling, Webinar templates. With step by step 
guidance.

Has an engagement dashboard, presenter webcams and a polls & surveys facility. 
Attendee reports, event analytics and source tracking to learn which channels drove the 
most signups.

Record your webinar to share later or pre-record webinars. Integrates with your 
marketing automation, CRM & more.



Webinars

Webinar Geek



Webinars

ON24:

Interactive, data-rich webinar and multimedia content platform. Create playlists and on 
demand webinars. Multiple presenter and broadcast options.

Track and analyse engagement at the individual and account level for a lifetime, from 
registration to attendance to content consumption. Know how engaging your content is 
and easily report on results with a single, dynamic web link. Compare engagement over 
time and see how it stacks up to your industry peers.



Collaboration – Tools to help you collaborate

Trello

HubSpot

SmartSheet



Trello



Trello



Hubspot



SmartSheets



SmartSheets

Offers features and tools for enterprises and small/medium business alike. 

Allows businesses to:

Visualize live data with dashboards & charts.
Track progress with Activity Log.
Extend data analytics with Connectors.
Manage groups and users.
Consolidate information into reports.
Apply custom branding.

Has templates Increase your effectiveness with easily customizable Smartsheet 
templates designed to help you launch projects or processes. Including:

Project Launch Plans, Team Project Task Board, Monthly Budget Tracker and 
Balanced Scorecard.



Collaboration – Tools to help you collaborate

GSuite

Microsoft 365

Workplace (Facebook)



Any advice?

Marintinique House, 
Bordon

Suzanne@365trainandconsult.onmicrosoft.com

07581 127091
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Collaboration Tools for your business 
This worksheet is to promote Group Discussion following a presentation regarding Collaboration Tool 

 Name the Collaboration Tools discussed in the presentation (3 Minute quick chat) 

 

 

 

 

 

 What Collaboration Tools do you currently use in your Business and what would you say saves 

you a lot of time? 

 

 

 

 

 

 

 In the current situation all working from home, which collaboration tools have you learned 

and adapted to using? 

 

 

 

 

 

 

 

 From the Presentation is there a Collaboration Tool which you are going to explore in more 

detail and why? 
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 Do you currently use one Google, Microsoft or Facebook Suite Software? If not will you now 

look into this in more detail, and if you do, will you review some of the other functionality of 

it? 

 

 

 

 

 

 Have you ever delivered a Webinar and is this something you could do in your business?  

 

 

 

 

 

 

 

 

 

Challenge : Look a new tool to use in your 

toolbox today – which one will it be? 
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