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ELIMINATING THE “TYRANNY OF THE
URGENT"”: A PRACTICAL GUIDE TO

STRUCTURING MICROSOFT 365. % Solutions
A joint perspective AP-LOGIC"

from Prelude Solutions and AP Logic

Modern organizations are drowning in notifications, emails, chats, and duplicated files. This constant
stream of reactive communication creates what we call the “Tyranny of the Urgent” — where pop-ups

dictate priorities and important information gets buried.

The Result?
Employees lose up to 90 minutes per day searching for files.
90% of stored data often goes unused / is not accessed.

File duplication spreads across OneDrive, Teams, SharePoint, and third-party platforms.
Governance gaps increase risk.

Clarifying Microsoft 365 Roles - Understanding tool purpose eliminates confusion:

‘ Q SharePoint $

OneDrive Microsoft Teams
Personal workspace in the The corporate file system. Collaboration interface.
cloud. Ideal for drafts and Centralized storage, Channels organize communication

individual work. governance, and permissions. & files by topic/project.

When properly implemented, all files exist in
one authoritative location, accessible through multiple interfaces.

Best Practices to Eliminate Information Overload

Use Channels — Not Chat Architect from Govern Through
for Communication the Top Down SharePoint
Engage Users Archive
in the Process Strategically

877-930-4077 | info@preludesolutions.com



https://www.linkedin.com/company/prelude-solutions
mailto:info@preludesolutions.com
http://www.preludesolutions.com/

ELIMINATING THE “TYRANNY

0 Use Channels

Relying on chat for core communication creates noise
and constant urgency. Channels organize
conversations by topic, making information easier to
find and manage over time. This reduces clutter and

improves team focus.

0 Govern Through SharePoint

Files should live within corporate-controlled
environments, not individual accounts. Centralizing
content strengthens compliance, access management,
and continuity. This protects institutional knowledge

and reduces risk.

6 Engage Users in the Process

Adoption improves when teams help shape the systems
they use. Involving stakeholders increases accountability
and reduces resistance. Structured collaboration leads to

sustainable change.

OF THE URGENT” ©

@ Architect from the Top Down

Prelude
* Solutions

An effective file structure must be designed
intentionally, not built reactively. Define clear
ownership and governance before creating folders
and permissions. Simplicity and structure prevent

long-term chaos.

0 Archive Strategically

Not all legacy content needs to remain active.
Archive older material while preserving original
permission structures to maintain security. Avoid
dumping everything into a single open-access

archive that creates new problems.

]

The Outcome - Eliminating the “Tyranny of the Urgent” delivers:

Reduced productivity loss from distractions and searching for data.

Clear communication pathways.

Improved governance and security.

Lower storage and licensing waste.

A true single source of truth.

Whether your priority is governance, user adoption, compliance, or cost optimization, our teams
are ready to help you build a more structured, secure, and productive digital environment.

The goal isn’t just cleaner systems — it’'s smarter workflows that empower your people and
protect your organization.
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