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Modern Work

1. Using templates for faster setup.
Adding sticky notes, text, images and drawing tools for sketching ideas.

Organising your whiteboards with folders and naming conventions.
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Exporting and sharing finished whiteboards with your team



Microsoft's Whiteboard app will
help turn your ideas into action.

It is a collaborative canvas perfect for
brainstorming, planning, and problem-solving.



Whiteboard's biggest time-savers

' Whiteboard

Ideate and collaborate on a freeform
canvas designed for pen, touch and...

Using lemplates
for Faster Setup



Templates
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Recommended

My templates

Shared with me
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Brainstorming
Problem solving

Design and research
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Strategy

Project planning

0

Retrospective

Games
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/2 Workshops

&5 Learning

,O |Search all templates

Recommended

Affinity diagram

Daily stand-up

Jobs to be done

Topic Brainstorm

Moodboard

Quick retrospective

Where in the world
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Cause and effect diagram

Cost/benefit analysis



Meeting Types and Template Matching Guide

Meeting Type

Best Whiteboard Template

Why This Template Works

Team Brainstorming
Sessions

Project Kick-off
Meetings

Sprint Planning/Stand-
ups

Problem-solving
Sessions

Strategic Planning

Customer
Research/UX Sessions

Brainstorming templates

Project Planning templates

Project Planning (Daily Stand-up)

Problem Solving templates

Strategy templates

Design and Research templates

Pre-built idea capture areas, voting mechanismes,
and action item sections

Kanban boards, timeline views, and task
assignment areas

Task tracking, progress indicators, and blocker
identification

Root cause analysis, solution evaluation, and
decision matrices

SWOT analysis, goal setting frameworks, and
roadmap planning

User journey mapping, feedback collection, and
persona development
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Bring your whiteboard to life with content

Adding Sticky Notes,
Text, Images, and Using
Drawing lTools



Tools for presenters

Templates
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Images

Videos
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Documents

=

Links

Sticky Notes

These are your bread and butter for capturing ideas.
Quick, colourfulidea capture. Supports bullet points, easy to move
and group. Great for brainstorming and voting.

Text Boxes

Perfect for headers, instructions, or longer explanations. Structured
content with formatting options. Perfect for titles, instructions, or
fixed notes.

Images

Visual elements make your whiteboard more engaging. Upload or
search online. Resize, annotate, or use as backgrounds. Adds
context and visual inspiration.

Drawing Tools

Sometimes a quick sketch says more than words. Freehand
sketching with pens, highlighters, and shape recognition. Ideal for
diagrams and creative flow.
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Use consistent naming to make boards searchable

Organise with
Folders and Naming



Why being organised matters

Good names tell you what, when, and who. With good names, finding whiteboards becomes effortless.

Whiteboards are saved in OneDrive folders

Best Practices

* Include dates for time-sensitive content

* Use consistent terminology across your organisation

* Archive old whiteboards rather than deleting them

* Regular housekeeping prevents clutter

* Export boards for meeting minutes or visual summaries.

* Always check permissions before sharing externally.
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Do we have a set
launch date yet?

Clean mission plan
posted on website

==
\CO T A (B e ——
e \
7

amad N | \|S
F@i%ﬁy\ /f \ ‘\ [\ \} \\>

What are our
international
shipping capabilities?

N

)

Chat

Sarah Davies
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include computer sound ()

Share content

Presenter mode

(] Add background

Window (12)

Microsoft Whiteboard

Collaborate on a whiteboard
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Weekly blog post
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Share Safely and Smartly

Double check email addresses

Before inviting external collaborators, confirm their email addresses
to avoid accidental access or sharing with the wrong person.

Avoid “Anyone with the link”

Use this option only when absolutely necessary. It can expose your
board to unintended viewers, especially if the link is forwarded.

Use view-only links for final versions

When sharing completed boards or exported images, set
permissions to view-only to prevent unwanted edits or changes.

Test the link before sending

Open the shared link in a private browser window to verify access
settings and ensure the board behaves as expected for recipients.








Resources Getting Started with Microsoft Whiteboard

A comprehensive walkthrough of Whiteboard’s features,
including how to create boards, use templates, collaborate
in Teams, and export content.

5Uid Mi it Whitel |
Role-based and scenario-specific guides to help you use
Whiteboard effectively in different environments.

Whiteboard Help &I e Hul

Centralised access to tutorials, FAQs, and troubleshooting.

. <o Id th Copilot in Whiteboard

Learn how to use Al-powered Copilot to summarise
brainstorming sessions

S Note-Taki ith Mi ft 365
Covers Whiteboard alongside OneNote and other tools, with
practical demos by Microsoft MVP Heather Severino


https://support.microsoft.com/en-us/office/getting-started-with-microsoft-whiteboard-48cab0ee-90b3-483a-9a48-ff17fe476c6b
https://support.microsoft.com/en-us/office/guides-to-microsoft-whiteboard-760de443-a178-4be7-bfe1-b3ffb29f7b48
https://support.microsoft.com/en-us/whiteboard
https://teams.microsoft.com/l/entity/2e3a628d-6f54-4100-9e7a-f00bc3621a85/MyLearning?context=%7b%22subEntityId%22%3a%7b%22learningObjectId%22%3a%22e928d4ab-3349-4946-a897-a4bf64049579%22%7d%7d
https://teams.microsoft.com/l/entity/2e3a628d-6f54-4100-9e7a-f00bc3621a85/MyLearning?context=%7b%22subEntityId%22%3a%7b%22learningObjectId%22%3a%22f0158548-ffa2-4811-abe0-748d6c8e5ff6%22%7d%7d
https://teams.microsoft.com/l/entity/2e3a628d-6f54-4100-9e7a-f00bc3621a85/MyLearning?context=%7b%22subEntityId%22%3a%7b%22learningObjectId%22%3a%22f0158548-ffa2-4811-abe0-748d6c8e5ff6%22%7d%7d
https://teams.microsoft.com/l/entity/2e3a628d-6f54-4100-9e7a-f00bc3621a85/MyLearning?context=%7b%22subEntityId%22%3a%7b%22learningObjectId%22%3a%22f0158548-ffa2-4811-abe0-748d6c8e5ff6%22%7d%7d

Thank you
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