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Task Category

Document Creation &
Individual Work

Internal Collaboration

External Collaboration

Project & Task
Management

Communication &
Workflow
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Task SharePoint Teams Planner Approvals OneDrive Outlook OneNote Explanation
Freateanewdocument ° ¢ | o * o ° ® | o storage, Teams: OK forquick adits,
Work on a draft document ® ® ® Y ® ® PY :esrzil:;v:;ﬁ;irl:.eminUOneDriVe offer better
Take notes on a document @ & @ ® ® ® ® dD;:uNr:;i:: iifd::é;c;rdr.ich note-taking, linked to
Save a document ® ® ® Y ® ® PY ;I::aarﬁeoi:"a;tmnenrive are primary storage
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—— | (e[ e[ e [ [ e o [
ﬁ.:.:n:ehz iocument with team PY PY Py ® ® ® ® 32&1;:2?;:::?:6?5;83.3& context and
?er:::storm an idea with my P ® ® Py ® Py Py Lzaprsjsr; F;T‘a;—;ig:n?srzi::js;g;@ng. OneNote:
e e e | e | e | e | e | e |gmmreetmnes e
g;—:uthor adocumentin real- ® °® ® PY ® PY ® 3:?[::::?;:::::3 ?fio":l:::;?us editing.
e | ® | @ | @ | @ | @ | @ | e | e
E?:Lla;?‘:a;::::uf;;l;n;im P °® ® PY ® PY ® SharePoint/Teams: External sharing with
company guest access.

Share a document externally o e o @ ® o ® 32::57?;?2;2?:;?;E‘;?i:l;l.a r permission
Elrjatisr;;:tao;.ln; f:ai:lea with others P °® ° PY ® PY Py ;Z:nn:ias.;%u:lzl.\lnte: Suitable with appropriate
Jpdeteapiojet ® | o | & | o o | o | e | emmimanton e
Manage tasks o ® ® Y ® ® ® 12:21 nst:er:al;rI: r:; ;rcyutso;:,f:;task management.
Track progress on a project ® ¢ 9 ® ® o ® ::;r;r::;:a\:gtﬁ;észosi:iiss.tracking. Teams: For
Assign tasks to team members [ ] ® 9 [ ] & L ® :;Z“t':::; T::;:rse; :-s.\sign tasks with deadlines
Send an email ® ® ® o o ? @ Outlook: Primary tool for emails.

Schedule a meeting @ ¢ ® Y ® P P :;]aer:i.;?.:;::::i:nsgt-zheduling, Teams integrates
documentask ® (o | o | o O | O | e Oitiook: Can be ussd mformaly
Track approvals P P PY P P ® P Approvals: Designed for tracking approval

workflows.




