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Training Working Group

Agenda

• Training Professional Days Conference: Chris 
Cutler (INL)

• Learn MS Teams Web Clinic Case Study: David 
Yakonich and Mindali Dean (NNSS)

• Next Steps
• We would like your Feedback
• Next EFCOG Training Working Group Learning 
Opportunity

• Follow up messages
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Training Professional Days 
Conference
A Case Study for Microsoft Teams



Preparing for the Event

Running the Event

Communicating After the Event3
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Agenda



Preparing for the Event
Training Professional Days Conference
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Four Primary Needs

1. A way to invite and communicate with participants
2. A way to know who would like to attend
3. A way for people to meet virtually
4. A way to grant participants access to meetings and materials



Needed

• Way to invite and communicate with participants
• Way to know who would like to attend
• Resource had to:

−Provide interested parties' names and emails

• Solution: 

• Solution: 





Needed

• A platform to meet together
• Resource had to:

−Support large numbers of people
−Allow presentation of materials (PPT)
−Allow presentations to be recorded
−Admit members of various labs to join

• Solution:  





Needed
• A way to grant participants access to meetings and materials
• Resource had to:

−Share meeting link
−Share links to and house materials (handouts, recordings, 

ics files, etc.)
−Share links to presenter bios
−Display meeting sessions in orderly way

• Solution:  





Coordinating Presenters

• Tracked details with a spreadsheet
• Communicated via email









Communicating With Participants

• Prior announcements and details sent via email
−Dates and times
−Login information and link
−Technical assistance contact







Preparing the Producers

• Communicated via email
• Provided Guide to Microsoft Teams Meetings and a Checklist
• Given welcome title slides for each presenter





Instructions for Producers



Producer Slides



Running the Event
All Trainer’s Day Conference
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Communicating After the Event
All Trainer’s Day Conference
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Post-Event Communications

• Communicated via email
• Provided link to recordings to participants
• Invited to complete a survey about the event







Post-Event Survey

• https://www.surveymon
key.com/r/GQ9LJGD







The Nevada National Security Site is managed and operated 
by MSTS under contract number DE-NA0003624.

Learn MS Teams Web 
Clinic Case Study

David Yakonich
Mindali Dean



What are you doing in July?

Monday Tuesday Wednesday Thursday Friday

4 5 6 7
4:00 pm Meet with 
IT team to discuss 
Training Need

8

11 12 13 14 15

18 19 20 21 22

25 26 27 28
Skype for Business 
Retirement Date (moved 
from July 14)

29

33



“Learn MS Teams in Four Steps” Learning Journey

STEP ONE
Individual and Group 

Chat

STEP ONE
Individual and Group 

Chat

STEP TWO
Team Conversations

STEP TWO
Team Conversations

STEP THREE
Team Collaboration

STEP THREE
Team Collaboration

STEP FOUR
Team Meeting
STEP FOUR

Team Meeting

Replaces Skype for Business 
Individual and group IM 

Add audio and video to 
individual and group meetings, 
including sharing desktop

Replaces Skype for Business 
chat rooms for perpetual chat

Add tabs to your Team: file 
collaboration and notes/wiki

 Create individual chat 
(perpetual)

 Create group chat 
(perpetual)

 Use rich text, sticker, 
emojis, and reactions

 Set-up your pinned chats 
and recent

 Review your Activity feed

 Request and Accept a 
Teams

 Adding members to a 
Team

 General channel and add 
channels

 Start a new 
Conversations with rich 
text

 Reply vs New 
Conversation

 Add files through 
SharePoint, version and 
modified history

 Add conversations to files 
and tag team members

 Add meeting notes using 
the Wiki app

 Pin favorite channels
 Use global Search

 Schedule a meeting in 
Outlook

 Start or attending a 
meeting

 Add audio
 Add webcam
 Add chat
 Share screen
 Explore options: VDI vs 

laptop app

60 minute Web Clinics



Clear the deck for “Learn MS Teams in Four Steps”

Monday Tuesday Wednesday Thursday Friday

4 5 6 7
4:00 PM IT Meeting

8
Confirm Commitment with 
HR and LOD

Prepare Materials

11
Teams Training 
Planning

12
HRLT Walkthrough
IT Meeting

13
Step 1 pilots (x2)
Prepare Step 2 & Step 3

14
Step 2 pilots (x2)
Prepare Step 3 pilot

15
Step 1 pilot
Step 2 pilot

18
Step 1 (x2)
Prepare Step 3 pilot

19
Step 1
Step 2
Step 3 pilot (x2)

20
Step 2 (x2)
Prepare Step 4 pilots

21
Step 1
Step 2
Step 4 pilots (x2)

22
Step 3 pilot
Step 4 pilot
Prepare for final week

25
Step 1 (x4)

26
Step 1
Step 2 (x2)
Step 3

27
Step 2 (x2)
Step 3
Step 4 (x2)

28
Step 1
Step 3
Step 4 (x3)

29

35



We Practiced What We Preached.

Instead of email threads and meetings, we used MS Teams to Collaborate.

Learn MS Teams 
as a Team

Learn MS Teams 
in Four Steps



We Practiced What We Preached.

All files, posts and reviews were captured in our team:



We Practiced What We Preached.

All files, posts and reviews were captured in our team:



Web Clinics Structure and Resource
39



Learn MS Teams Web Clinics – At A Glance

One-hour Web Clinics

Pilot Web Clinics to HRPilot Web Clinics to HR

Web Clinics to Enterprise

Step 1 – Individual and Group Chat
Step 2 – Team Setup and Conversations
Step 3 – Team Collaboration
Step 4 – Teams Meetings

4

1212
26

Pilot HR Students AttendedPilot HR Students Attended

Enterprise Students Attend

337337
608

Total Students 
from 5 Generations

945

Net Promoter Score (NPS) and the Ultimate Question: “How likely are you 
recommend this web clinic to other students?” Overall NPS 72

NPS 80 : Step 1 – Individual and Group Chat
NPS 70 : Step 2 – Team Setup and Conversations
NPS 55 : Step 3 – Team Collaboration
NPS 68 : Step 4 – Teams Meetings
(According to Bain & Co: NPS Above 20 is favorable, Above 50 is excellent, Above 80 is world class)

3 Weeks
July 11-28, 2022

20%
Feedback 
Response Rate

Average Score out of 5

4.3
“I will be able to quickly apply 
what I learned on the job.”

2 9 2Cross 
Functional 
Project Team Learning 

and OD
Information 
Technology

Public Affairs

Average Score out of 5

4.4
“It was easy for me to become 
actively involved/engaged in 
the web clinic.”

Increase of active MS 
Teams users since web 

clinics

700
MS Teams Users or

39%



“Learn MS Teams as a Team” Learning Journey

Part 1
MS Teams Basics

Part 1
MS Teams Basics

Part 2
MS Teams 

Collaboration

Part 2
MS Teams 

Collaboration

Leader 
Meets 
with 
Team

Leader 
Meets 
with 
Team

Leader calls to 
preview learning 
journey:

2 30-minute Calls

Leader Preview

Leader Assess 
and Plan

Leader and team learns the 
basics of individual and group 
chat + basic Teams Meetings.

3 90-minute Web Clinics

Leader and team learns how to set 
up a Team, start conversations, 
and basic collaboration.

2 90-minute Web Clinics

All sessions will be recorded with the best recording to be posted for on‐demand access on Microsoft 
365 inSite page. 



Learn MS Teams as a Team Web Clinics
At a Glance

Briefing/Web Clinics

Leader Briefings DeliveredLeader Briefings Delivered

Web Clinics Delivered

Leader Preview (30 minute briefing)
MS Teams Basics (Part 1 Web Clinic)
MS Teams Collaboration (Part 2 Web 
Clinic)3

22
7

Leaders AttendedLeaders Attended

Enterprise Students Attend

1717
68

Total Students 
85

Net Promoter Score (NPS) and the Ultimate Question: “How likely are you 
recommend this web clinic to other students?” 

Overall NPS 67
NPS 70 : MS Teams Basics (Part 1 Web Clinic)
NPS 60 : MS Teams Collaboration (Part 2 Web Clinic)
(According to Bain & Co: NPS Above 20 is favorable, Above 50 is excellent, Above 80 is world class)

4 Weeks
August 17-
September 8, 2022

22%
Feedback 
Response Rate

Average Score out of 5

4.4
“I will be able to quickly apply 
what I learned on the job.”

2 5 3Cross 
Functional 
Project Team Learning 

and OD
Information 
Technology

Public Affairs

Average Score out of 5

4.3
“It was easy for me to become 
actively involved/engaged in the 
web clinic.”



Selected Comments
Learn MS Teams in Four Steps
► I like the demos that get done. It makes it easier for our visual learners to be able to get a grasp of the 

content.
► There was a lot of good information given at this session, as well as, a chance to practice what we 

learned while the experts were still online to answer any questions.
► This is helpful since most of us have never used Teams.
► There were questions I didn't even think about asking that were presented by my peers and they 

provided more insight on how I can use Teams in my day to day.

Learn MS Teams as a Team
► I've been using Teams since we started the transition a couple months ago and feel that I have a pretty 

decent grasp so far. However, the training showed me some capabilities that I wasn't aware Teams had.
► Definitely think this was very helpful and gave the proper format to ask questions and real-time 

examples. 
► I didn't realize all of the things you could do on Teams for collaborative work. After attending the 

workshop, I feel more confident to try some new things and also encourage members of my own team to 
try new things as well.



MS Teams Resources in Microsoft 365
Learn MS Teams in Four Steps: Recordings and Resources



Additional Lessons Learned

► Delivering 3 pilots of each Step web clinic helped fulfill LOD commitment to support HR 
organization in transition AND helped delivery team get into “web clinic” groove and 
cadence.

► We posted all handouts ahead of time so students can download and view at the 
beginning of the web clinics.  All handouts and recordings were posted for future 
reference.

► Answering real-time questions in chat was very helpful and increased engagement with 
students.

► We were able to discover technical issues in delivery, better able to handle in the future.
► Ability to reuse and repurpose prior series of slides for “Learn MS Teams as a Team” 

web clinics. Good to bundle the Steps into thoughtful two part web clinics.
► Second series focused on leaders with new worksheets and tools for them to use for 

team discussions.



Thank You

Learn MS Teams 
Web Clinic Case 
Study

►David Yakonich
►Mindali Dean



Training Working Group

Got Feedback?

• Please complete the Meeting 
Evaluation (see link in the 
chat).

• It only contains five questions 
and should take about a 
minute!

This survey is unclassified, do not include any 
classified, UCNI, or OUO information in your 
response.
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Training Working Group

Future TWG 
Learning Events

48

Monday, 17 October 2022 at 11 am MT
Needs of New Gen of Learners: 

Mentorship Approach

Monday, 14 November 2022 at 11 am MTCreating Microlearning



Training Working Group

Look for some follow ups…

• Follow up email with slides and recording link from 
our Meeting.

• Calendar invitations:
• Needs of New Gen of Learners: Mentorship Approach on 
October 17 at 11 am MT
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