
Empowering 
Employees with 

Microsoft Teams 
and SharePoint
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Show how Teams was 

structured for 

bookkeeper collaboration

Explain how shared 

folders created 

consistency

Demonstrate why 

SharePoint landing pages 

were added

Share lessons learned

Session Purpose
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The Problem ❑ Document management 
inefficiencies

▪ Information lived in many places

❑ Printed manuals→ outdated 
guidance

▪ Bookkeeper binder (27+ copies)

▪ Principal binder (27+ copies)

❑ Multiple versions of forms → 
wrong/bad info

❑ Repetitive questions → lost time



The Solution

Microsoft Teams

• The front-end collaboration 

tool where staff chat, meet, 

and work day-to-day

Microsoft SharePoint

• The back-end platform that 

stores and organizes the files 

and information used in Teams
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❑ Online storage and access

❑ One authoritative location 
for forms

❑ Permissions aligned to 
roles

❑ Simple and sustainable 
structure



Create the 
Structure with 
Microsoft Teams
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Teams Overview
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Teams Layout
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❑ General Channel 
▪ Created by default and cannot be deleted

▪ Intended for organization wide information

▪ All members have access

▪ Cannot be made private or shared

❑ Additional Channels 
▪ Aligned by functional work or organization

▪ Channels drive security and access

▪ New Channels automatically populate a folder for document storage

Channel Strategy

8



Teams 

Channel

Teams 

Members

Teams 

Maintained By

SharePoint 

Folder

SharePoint

Webpage

General All 

Employees

Active 

Directory

Staff Resources

Event Calendar

Admin All Admin Finance Admin Memos &  

Presentations

Finance Finance Team Finance Admin Finance Files Finance Links

Risk Risk Team Risk Admin Risk Files

Schools Finance Team

Principal

Bookkeeper

Finance Admin Bank Recs

Pcard Stmts

Audit Files

Roanoke County Schools Channels
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❑ Standardized across channels (schools)

❑ Consistent structure year to year

❑ Limited folder depth

❑ Note – limited characters… watch lengthy names of folders or files

❑ Limited number of folders to control order

❑ Clear separation of current and archived materials

Folder Structure Philosophy
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Working with Files and Folders
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Roanoke County Schools Folder Model
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Finance Channel> School Channel>



❑ Files uploaded in Teams channels

❑ Automatically stored in SharePoint

❑ Access controlled by Team membership

❑ Files stored once and shared many times

❑ Built in version control

Where Files Live

13



Communicate
with Microsoft 

SharePoint
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SharePoint Overview
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❑ Document management and 
organization platform

❑ Central location for storing 
and structuring information

❑ Searchable and easy to 
maintain

❑ Integrated with Microsoft 
Teams

❑ Teams works well for 
collaboration

❑ Not ideal for reference or 
guidance

❑ Staff needed a clear, read-only 
source

❑ Reduced confusion and 
repeated questions

Why SharePoint?
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❑ Serves as the reference hub

❑ Provides consistent, stable guidance

❑ Organizes information by topic

❑ Reduces time spent searching

Role of SharePoint
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❑ Simple and visually clean

❑ Minimal clicks to key resources

❑ Plain language

❑ Built for easy internal 
maintenance

• Upcoming Due Dates

• Pages Open & Restricted

• Links for Help

Dashboard

• Policies

• Admin Regs

• Forms

• Guidance

• Training

Pages

Design Approach
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Roanoke County Schools Finance Dashboard
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❑ Policies and procedures

❑ Forms and standard 
documents

❑ Deadlines and reminders

❑ Training resources

❑ Key contacts and links

Teams and SharePoint Work Together

SharePoint Content Teams Content

❑ Draft documents

❑ Working files or spreadsheets

❑ School-specific documents

❑ Editable content



How Teams and SharePoint Work Together

22

Files stored 

once and linked 

across platforms

Teams

collaboration 

and daily 

work

SharePoint

reference 

and 

guidance



Lessons Learned
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Simple structure is better

Over organizing creates 

confusion

Naming conventions matter

Maintenance must be planned
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What I Would Do 
Differently

Start earlier

Learn back-end sooner

Train other departments



Scalability and 
Sustainability
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Supports staff turnover

Minimal annual maintenance

Adapts to new initiatives

Expandable beyond Finance



❑ Structure drives communication

❑ Consistency builds trust

❑ Finance can lead enterprise organization

Key Takeaways for Finance Leaders
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Susan Peterson

Director of Finance

Roanoke County Public Schools

speterson@rcps.us
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