Microsoft Toolkit
for Business Change Managers

TECH BIZ TOOLKIT

2026 Edition

The essential Microsoft 365 toolkit every Business Change Professional
should master in 2026.

Teams: Your
change hub; chat,

meetings, files,
communities.

Why it matters: Your change hub; chat,
meetings, files, communities.

Use it for: Stakeholder check-ins,
show-and-tells, decision logs.

New(ish): Centralised multi-tenant activity view
reduces context-switching

2 Planner:

Lightweight

. — plans with Al.

Why it matters: Smarter, scalable planning with
built-in Al.

Use it for: RAID, workbacks, readiness tracking.
New: Task Chat, Custom Templates, Copilot’s
Project Manager Agent.

Heads-up: Older integrations (iCal, Viva Goals
link, Loop components) retired

Copilot: Drafts
commes, builds

plans, turns
meetings into
actions.

Why it matters: Drafts commes, builds plans,
turns meetings into actions.

Use it for: Executive summaries, role-based
messages, impact lists.

New(ish): Agentic capabilities (e.g., Cowork) +
GPT-5.4 Thinking / 5.3 Instant in M365 Copilot.
[microsoft.com]

SharePoint:
Single source of

truth.

Why it matters: Single source of truth for
change artefacts.

Use it for: Microsites, FAQs, training hubs,
version-controlled docs.

New(ish): Al-assisted experiences, Content
Security Policy enforcement, stronger DLP with
Copilot.

Why it matters: Adoption, sentiment, benefit
at a glance.

Use it for: Dashboards on usage, readiness,
training impact; exec packs.

Tip: Pair with Copilot to explain trends in plain
English.

¢

Why it matters: Fast feedback loops at every
stage.

Use it for: Readiness checks, “train-the-trainer”
feedback, pulse surveys.

Tip: Use branching and Copilot summaries for
quick insights.

OneNote:

Flexible digital
notebook for all
change needs.

Power Automate:
Automate
repetitive tasks
and workflows.

Why it matters: Structured notes that become
actions.

Use it for: Meeting notes, decisions,
requirements; tag by workstream.

Tip: Let Copilot generate actions and
summaries from pages.

Why it matters: Orchestrate the repetitive bits of
change.

Use it for: Approvals, comms sequences,
checklist nudges, data flows.

Tip: Start with templates; add DLP where flows
touch sensitive data

Viva Engage:
Connect

employees and
foster community.

Azure DevOps:
Manage the entire
change lifecycle.

Why it matters: Community energy + social
proof.

Use it for: Showcasing wins, AMA threads,
peer-to-peer tips.

Note: Some legacy export/feature
retirements landed in 2026—check current
| option

Why it matters: For technical change and modern
delivery.

Use it for: Boards, repos, pipelines, test plans;
cross-team visibility.

Tip: Link change epics to comms and training
tasks for traceability.

Governance & Adoption Notes

e Security: Stronger Conditional Access, SharePoint CSP, and expanded DLP (esp. for Copilot content).
¢ Licensing: M365 pricing/packaging changes land in 2026, check tenant messages before renewals.
¢ Planner: Flag Task Chat changes and where old comments now live; update templates.
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