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One Stop Shop For Your Team
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aka.ms/MSLists

Content easily and safely shared

Information helps your workflow Communications are in one place

Tasks are managed across apps

Track with rules, views & conditional 
formatting

Organize work into simple, powerful lists

Create and assign tasks using 
@mentions

Drive team and personal 
accountability together

Access & work on files from anywhere

Track with activity & notifications

Coordinate over chat, audio, video

Quickly schedule and attend meetings

Collaborative work management with Microsoft 365



Organize Work with Microsoft Lists 



aka.ms/MSLists

Track what matters most with Microsoft Lists

Easily create, share, and track lists 
with anyone, on any device

Keep everyone in sync with rules 
and quick edits

Customize your lists for whatever 
your business needs



aka.ms/MSLists

Create a new list and share it with colleagues 

• Start from anywhere:  
• Lists app
• Import a data table from Excel
• Lists app in Teams
• SharePoint

• Track issues, assets, activities and more
• Configure and refine with: 

• Filters and views
• Color formatting
• Ready-made templates



aka.ms/MSLists

• Create new of bring in existing
• Start from a ready-made template
• Chat, @mention, and collaborate
• Share individual list items

Start and use a list from within in Microsoft Teams



aka.ms/MSLists

Default views help visualize your information:
• Calendar 
• Grid 
• Gallery

Personalize your list with a few clicks

Configurable formatting, views and forms 
promote your data with personality:  

• Conditional formatting
• Show/hide filters
• Header and footer customization



DEMO
Microsoft Lists



aka.ms/MSLists

Microsoft Lists – Frequently Asked Questions (FAQs)

Microsoft Lists is an evolution of SharePoint lists (using the same infrastructure)

Microsoft Lists is not a task app

My lists data are kept in individual’s personal storage in Microsoft 365 (like OneDrive to files)

Microsoft Lists is available for commercial and government clouds

Microsoft Lists has begun rollout, targeted completion October 2020; Lists mobile app later in the year

List rules are not based on Power Automate and integration continues

List comments are stored in a list’s schema



Unified Task Management in Microsoft 365



Core principles of task management in Microsoft 365

IntegrationIntelligenceCoherence



Teams

DynamicsPlanner in 
SharePointFlow

Sticky 
Notes

CortanaAlexa

Outlook

Microsoft 
Graph

IoTLOB

Azure 
DevOps

Tasks in
Office docsEdgeMicrosoft 

LauncherOneNote

Completed

In progress

Longer term

To Do Planner Project

Tasks across Microsoft apps and services



Planner in 
SharePoint

Project

Flow

TeamsOutlook

Microsoft 
Graph

Cortana

Alexa

IoT

Sticky Notes

LOB

Tasks in
Office docs

Edge Azure 
DevOps

OneNote

DynamicsMicrosoft 
Launcher

PlannerTo Do



Teams: Tasks in Teams
Manage all your tasks in one place
Automatically bring all your individual tasks from 
To Do and team tasks from Planner into Teams

The app shows all individual and team tasks; the tab
shows all team tasks

Both experiences are nearly identical to those in To Do 
in Planner—so there’s nothing new to learn

Tasks sync between To Do and Planner automatically

Choose the best view for you
Organize tasks in Board, Charts, Schedule, or List views*

Meet your deadlines
Receive notifications through your Teams Activity 
feed and Chat pane anytime you’re assigned new tasks

Assign tasks across locations
Create a master task list at the corporate level, then push 
specific tasks to targeted Firstline Worker locations

*List view is the only available view for Tasks in Teams on mobile



DEMO
Tasks in Teams



Work and Project Management Guidance



https://www.avepoint.com/blog/manage/microsoft-lists-planner-tasks/

https://www.avepoint.com/blog/manage/microsoft-lists-planner-tasks/
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Extended Retention with 
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https://www.avepoint.com/ebook/tailoring-microsoft-teams

https://www.avepoint.com/ebook/tailoring-microsoft-teams
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