
Microsoft Loop: The Ultimate 
Collaboration Tool  
 
Microsoft Loop is a tool that helps teams work together 
and manage their tasks easily. It brings together 
features for productivity, project management, and 
real-time collaboration in one place. Teams can create, 
share, and edit documents together smoothly. Loop 
also works well with other Microsoft Office apps like 
Word, Excel, and Teams, making it easy to access all the 
important tools and information from one platform.

What are organisations using Loop for? 
Organisations leverage Microsoft Loop for various applications to enhance 

collaboration and efficiency across different Teams. Here are some key ways in 

which Loop is utilised:

Project Management
Organisations use Microsoft Loop to streamline project management by creating shared 

workspaces where team members can track tasks, deadlines, and progress. E.g. a 

software development team could use Loop to organise their sprints, document code 

changes, and manage bug tracking.

Content Creation & Editing
Teams use Loop for collaborative content creation, enabling multiple users to edit 

documents simultaneously. Marketing teams, for instance, can use Loop to draft, review, 

and finalise campaign materials together, ensuring everyone’s input is incorporated in 

real-time.

Meeting & Event Planning
Microsoft Loop helps in planning and coordinating meetings and events by providing 

shared calendars, task lists, and note-taking capabilities. An event planning company 

might use Loop to manage vendor contracts, timelines, and event logistics all in one 

place.

Research & Development
Research teams use Loop to consolidate their findings, share insights, and develop 

new ideas collaboratively. Pharmaceutical companies, for instance, might use Loop to 

document research progress, share lab results, and coordinate trials.

Client Collaboration
Organisations also use Loop to collaborate directly with clients, providing a transparent 

and interactive platform for project updates and feedback. A consulting firm, for 

example, could use Loop to share reports, gather client input, and track project 

deliverables.



Find out more
For more information on Microsoft Loop and how your 
organisation can use it.
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The benefits of using Microsoft Loop

How to use Microsoft Loop 

1. Creating a Workspace: Click on the “Create New Workspace” button, give your workspace a 

name, and invite team members to join. You can assign different roles and permissions to each 

member as needed. 

 

2. Adding & Organising Content: Within your workspace, you can create sections and pages to 

organise your content. Use components like lists, tables, and text blocks to structure your information. 

 

3. Collaborating with Team Members: Invite team members to collaborate on documents and 

projects. Use comments, mentions, and task assignments to facilitate communication and ensure 

everyone knows their responsibilities. 

 

4. Integrating Other Microsoft Tools: Utilise the integration features to bring in data and documents 

from other Microsoft Office applications. For example, you can link an Excel spreadsheet to your Loop 

workspace or embed a PowerPoint presentation. 

 

5. Managing Projects: Use the task management features to create and assign tasks, set deadlines, 

and track progress. Loop’s project management tools help you stay on top of your deliverables and 

ensure timely completion. 

 

6. Customising Your Workspace: Explore the various templates and customisation options available 

in Loop. Tailor your workspace to meet the specific needs of your team or project, making use of the 

flexible design features. 

 

7. Keeping Up-to-Date: Stay updated with real-time notifications reflecting any changes made in the 

workspace. 

Seamless integration with Word, Excel, and Teams enhances 

productivity and simplifies workflows.

Collaboration is enhanced with real-time teamwork and 

interaction.

All data and information is centralised in one easily accessible 

place.

Offers flexibility with customisable templates for any project. 

Provides real-time updates, ensuring instant visibility of team changes.


