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Can’t Find What You 
are Looking For?



• 270 million monthly active users 
• 16% Office 365 Commercial seat 

growth (y/y) (Q2 2022)
• Used in over 500K organizations as 

the default messaging platform 
• Over 183,000 educational 

institutions are using Microsoft 
Teams

• Used in 181 countries, 44 languages
• Marquee Customers: Accenture, 

Continental AG, EY, Pfizer and SAP 
are among the companies with 
more than 100,000 active users 
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Microsoft Teams

Source: Office365ITPros, Microsoft Cloud Revenues Pile Up as Teams Hits 270 Million Users, Jan 26, 2022

Business of Apps, Microsoft Teams Revenue and Usage Statistics (2022), January 11, 2022

poll

https://office365itpros.com/2022/01/26/microsoft-cloud-revenues-teams-270-million/
https://www.businessofapps.com/data/microsoft-teams-statistics/


Microsoft Collaboration Stats
2020-2022

3Source: Microsoft, Work Trend Index 2022 – “Great Expectations: Making Hybrid Work,” March 16, 2022

https://www.microsoft.com/en-us/worklab/work-trend-index/great-expectations-making-hybrid-work-work


Storing Documents 
in



Where Can You Store 
Documents in M365?

FORMAL 
COMMUNICATIONS

CENTRALIZED 
FILES

PERSONAL CLOUD 
STORAGE

COLLABORATION

SHARED WITH 
ME FILES



Why Is It Hard to Find 
Documents in Microsoft 365?

Search for“customer RFP” in several 
Teams locations

Try again in likely 
SharePoint locations

One last try in 
OneDrive

No results

😤

No results

😤

450 results

😤



Storing Documents in    
Microsoft Teams



Upload a document to a channel Add a document to a chat 
Add a document to a meeting chat

Storing a Document (File) in Teams



Where are Teams Files Stored?

Files are shared 
in the Teams 

channel “File” 
location in 
SharePoint



How Do You Access Teams Files?
• Navigate to the Teams   

channel and click on the   
‘files’ tab  

• Open the site directly. Click on 
the ellipsis (…) and select 
“Open in SharePoint” 

• Go directly to the SharePoint URL: 
https://<tenantname>.sharepoint.com/sites/<Teamname>/Shared%20Documents/<channel-name> 



Where Should You Store 
Files in Microsoft 365?

Best Practices



Microsoft Guidelines 
for Storing Files in 

Sources: Microsoft, Should I Save files to OneDrive or SharePoint?

If you are working on file by yourself, 
save it to OneDrive.

If you’re already working as a team —
in Microsoft Teams, SharePoint, or Outlook—you 
should save your files where your team works

https://support.microsoft.com/en-us/office/should-i-save-files-to-onedrive-or-sharepoint-d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e


Strategy #1

Sources: Microsoft, Should I Save files to OneDrive or SharePoint?

For functional teams (like sales or marketing), share working documents/files where the team collaborates.

• Viewing old versions of the document requires several steps

• Hard to find the file after the collaboration is over

- Where did I store it?

- Hard to use metadata to classify content

• Documents are disconnected from related email messages (e.g., from customers)

• Governance is (still) a challenge

• Easy to access ‘working documents ‘
• Easy to update and work together on a document

Store Files in Where You Work (Teams)

https://support.microsoft.com/en-us/office/should-i-save-files-to-onedrive-or-sharepoint-d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e


Strategy #2

• Adoption is challenging (too many apps) 

• Working documents are disconnected from ongoing collaboration work 

• Documents are disconnected from related email messages (e.g., from customers) 

• Easy to know where to store documents 
• Easy to classify documents with metadata so they can be found 
• Easy to view old document versions (preserve ‘work history’) 
• Governance is straightforward 
• Easy to find documents 

Store Files in the Official Repository 
(SharePoint)



Strategy #3
Store working documents in Teams  
Store final official ‘records’ in SharePoint 

• Adoption is most challenging (flow is complicated; too many apps) 

• Documents are disconnected from related email messages (e.g., from customers) 

• Finding the ‘right’ file is most difficult 

• Easy to access and work together on ‘working documents ‘ 
• Easy to view old document versions (preserve ‘work history’) 
• Final documents can be stored as ‘records’ in SharePoint 
• Governance is straightforward 

Store Documents in Teams/SharePoint 
– Hybrid Approach



The Key to Finding 
Documents

Make the Right Thing the Easy Thing



Make it Easy to Find 
Documents in Microsoft 365

Search for “RFP” across all Microsoft 
365 location - SharePoint, Teams, and 

OneDrive

3 results

🙂 Customer RFP.pdf

RFP1.docx

My_RFP.pptx

Customers Support        4/20/2022

Customer Success           3/21/2022

Bradley Jackson     3/21/2022



harmon.ie 365
Access All Microsoft 365 Apps 
from Outlook



Demo



Search Across 
Microsoft 365 Apps

Type text to search or enter 
SharePoint link to navigate 

to location or document Search by column 
or metadata

Search scope



Search Across 
Microsoft 365 Apps

• Filter/Sort by Microsoft 365 App

• Filter/Sort by Site

• Navigate directly to location

Filter Results by 
Microsoft 365 App

Filter results 
by Site Name

Navigate using 
‘Open in location’



The 3 Keys to Finding 
Documents in Microsoft 365

DISCOVERCLASSIFYCAPTURE



Capture
Capture Important Emails and 
Documents Quickly

Dragging & dropping emails 
& documents to SharePoint 
boosts information governance



Classify
Emails and Documents 
to SharePoint/Office 365, 
using metadata



harmon.ie 365
Recent Items

My most recent items 
from across Microsoft 365 
apps



harmon.ie 365
‘Shared With Me’ Items

Items shared with me 
from across Microsoft 365 
apps



Discover & Favorite Teams

Access your most 
important Teams from 
Outlook 

harmon.ie 365



harmon.ie 365

Modern Share Experience
Granular share capabilities right 
from Outlook



Microsoft Trusted Partner



Why You Need to Upgrade to 9.3.2
• Microsoft dropped Internet Explorer (IE), including services provided to apps (9.3.2)

• Save S/MIME encrypted emails to SP unencrypted (9.3)

• Property editing enhancements (9.3)

• Accessibility (9.2)

- WCAG 2.1 Keyboard Support

- JAWS Narration Support

• Private channel support (9.1)

• External Share of folders & document sets (9.1) 

Check out “What’s New in harmon.ie”

https://harmon.ie/documentation/sharepoint/outlook/whatsnew?dl


Download a 30-day eval here 

Get 30-day free trial:

https://harmon.ie/enterprise-trial

Download NEW product:

https://harmon.ie/login



Thank you!


