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Learning Objectives

At the end of this session, participants will be able to: 

• Define the functionality of Microsoft 365 features – specifically Teams, 
Forms, Lists, and Power Automate 

• List the technology leveraged by Children’s Hospital Los Angeles (CHLA) 
to successfully streamline their Emergency Management (EM) program 
workflows

• Identify areas within their organization’s EM program where they can 
implement the technology and apply similar strategies to enhance 
their workflows
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Audience Poll

What is your current level of familiarity with Microsoft 
365? 

• Not familiar at all

• A little familiar

• Somewhat familiar

• Very familiar
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Overview of M365
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What is M365?
Microsoft 365 (M365) is a cloud-based productivity suite developed by Microsoft. It 
combines a range of tools and services designed to help individuals and organizations 
work more efficiently and securely.
       

Key Components of M365:
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Basic Office Apps:
• Word, Excel, PowerPoint, Outlook, OneNote, PowerBI

Collaboration Tools:
• Microsoft Teams: Chat, video meetings, and file 

collaboration
• Outlook and Exchange Online for business-class email 

and scheduling
• SharePoint: Intranet and document management

AI & Automation:
• Built-in AI features like Copilot in Word, Excel, and 

Teams. Power Automate for workflow automation

Security & Compliance:
• Data loss prevention, encryption, identity protection, 

and compliance tools
• Microsoft Defender for Office 365
• Centralized admin portal for managing users, devices, 

and policies
• Integration with Microsoft Entra ID (formerly Azure 

AD) for identity and access management*Summaries are courtesy of CoPilot (with edits).*



Microsoft Teams

A collaboration platform that combines 
chat, video meetings, file sharing, and 
app integration in one workspace.

• Key Advantages
Central hub for everything!
Can access multiple ways 

(desktop, web, and mobile)
Ability to tag people
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Image Source: Microsoft

https://www.microsoft.com/en-us/microsoft-teams/enterprise


Microsoft Forms

A simple tool for creating surveys, 
quizzes, and polls to collect real-time 
responses and feedback.

• Key Advantages
Easy way to collect info quickly
Responses feed into a centralized 

space (multiple people can review)
Can access with QR code and 

answer on a mobile device 
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Image Source: Microsoft

https://www.microsoft.com/en-us/microsoft-365/online-surveys-polls-quizzes


Microsoft Lists

A smart information-tracking app for 
managing tasks, assets, issues, and more 
using customizable lists.

• Key Advantages
Better version of Excel spreadsheets
Allows for greater visibility of items
Can build rules and integrate with 

other Microsoft features
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https://www.microsoft.com/en-us/microsoft-365/microsoft-lists


SharePoint

A web-based platform for creating 
intranet sites, managing 
documents, and collaborating 
across teams.
• Key Advantages
Can easily manage access for 

viewing files and pages 
within your organization
Allows for use of “living” 

hyperlinks for easier version 
control with documents etc.
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Power Automate

A workflow automation tool that 
connects apps and services to 
streamline repetitive tasks and 
processes.
• Key Advantages
Pair with a Microsoft List and 

your Active Directory to create 
automated reminder emails
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https://learn.microsoft.com/en-us/power-automate/trigger-sharepoint-list


CoPilot
An AI assistant embedded in Microsoft 365 
app that helps generate content, 
summarize information, and automate 
tasks using natural language.
• Key Advantages
Revise emails for improved wording 

and clarity
Can assist with creation of Power 

Automate flows
Summarize meeting notes
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Image Source: Microsoft1. Enable meeting transcription/recording
2. Download transcript and upload to CoPilot chat with a prompt
3. Refine, revise, or add more detail
4. Export to Word Document or PDF

https://support.microsoft.com/en-us/office/tips-and-tricks-for-microsoft-whiteboard-eba14325-51f2-41d1-8cec-ff8cb56d31b1


BONUS: Whiteboard

A digital canvas for teams to 
brainstorm, draw, and collaborate 
visually in real time.

• Key Advantages
Supports real time collaboration 

for virtual/hybrid teams
Multiple users can use it 

simultaneously
Has several templates available 
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https://support.microsoft.com/en-us/office/tips-and-tricks-for-microsoft-whiteboard-eba14325-51f2-41d1-8cec-ff8cb56d31b1


Integration of M365 into 
CHLA’s EM Program
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Streamlining Activations of the  
Hospital Command Center (HCC)



Virtual HCC Environment
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Key Benefits
• Dedicated location and Teams chat 

(for ongoing updates throughout 
incident)

Rationale for new meeting link: 
• Each meeting has an associated 

Teams chat (but response team is 
not always the same every time, so 
subsequent chats will notify 
everyone already on it)



Virtual HCC Environment  (cont.)

Key Benefits
• Quick Start folder makes it easy to initiate
Does require manual reset after incident (EM 

team responsibility)
• Less is more – make the folders and file names 

intuitive (plain language)
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Huddle Call Templates
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Tip – Check that you aren’t missing 
any key stakeholders (and for full 
activations, give permission to 
leave, if not applicable).

Key Benefits
• Quick Start folder makes it easy 

to initiate (but does require EM 
reset after incident)

• Less is more – make the folders 
and file names intuitive (plain 
language)



Huddle Call Templates (cont.)

CHA DISASTER PLANNING CONFERENCE 2025 20

Tip – Don’t wait until the end of 
huddle call to send first alert.

Key Benefits
• Suggested individuals/job 

titles to assign to HICS roles
• Customized list of areas to 

consider when reviewing the 
initial incident scope/impact



Huddle Call Templates (cont.)
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Tip – Keep adding sections to 
the same file (less documents 
to keep track of).



Messaging Templates
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Key Benefits
• Formatted in Word for easy cut/paste into 

Everbridge once finalized
Notification templates in the Everbridge 

system difficult to customize collaboratively 
in real time (and to send messaging for 
Incident Commander review/approval)

• Adding web page message to SMS messages 
(mimic email)
NOTE: the web page hyperlink will use up 

about 50% of your SMS character limit
• Separate master document with templates to get 

message started



Streamlining Data Collection for the 
Hospital Command Center (HCC)



Collecting Reports for HCC

New Process
• Departments complete electronically instead 

of faxing paper forms 
Static hyperlink that’s sent via Everbridge 

alert (only when needed, not all 
incidents)
Paper copies still available for downtime

• Form responses feed into a List that can be 
filtered into multiple views
Requires some back-end “programming”

• Filtered list views are displayed on SharePoint 
page (like a custom dashboard)

Key Benefits
• Dashboard updates in real-time (unlike 

PowerBI which has static refresh times)
• Data is viewable by multiple different 

stakeholders simultaneously
Does require access to the private 

Teams page (not all team members 
can view)

• Streamlines the analysis and groups 
information in useable format
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Electronic Disaster Assessment Forms
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Key Benefits
• Branching logic – targeted questions by 

area
• Separates questions into initial phase and 

follow-up (since some information takes 
longer to collect)



Electronic Disaster Assessment Forms (cont.)

• Initial Report (Example - Inpatient)
• Names of department leadership onsite
• # of RNs, LVNs, etc. currently on shift
• # of RNs etc. that can be available for HCC 

within 1 hour (estimated number)
• Current patient census

Can be discharged in 1 or 4 hours
Can be transferred in 2 hours (from 

ED, ICU, and OR to the med-surg 
floors)

• # of open patient rooms (regardless of 
current staffing)

• Dept operational status (red/yellow/green)
• Damage/infrastructure issues
• Critical department needs/concerns

• Follow-Up Report (Example - Inpatient)
• Updated # of RNs etc. that are available and 

can be deployed to HCC
• Updated patient census

Can be discharged or transferred
• # of available gurneys and wheelchairs
• # of visitors on the unit
• # of injured patients, visitors, and staff
• Additional damage/infrastructure issues
• Additional department needs/concerns
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Electronic Disaster Assessment Forms (cont.)
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Key Benefits
• Only collected for inpatient units and 

procedural areas
• Only for patients that cannot be 

discharged within 4 hours (since 
total/partial evacuation should not be 
spontaneous) 

• Provides criteria for just-in-time education



Form Responses to Lists
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*This step requires some 
technical skills* 
Key Benefits
• Automatically feeds in real 

time from Microsoft form 
responses

• Multiple filtered views can be 
created (to organize data into 
logical groupings)

Tip – Leverage your IT personnel… but if all else fails, use CoPilot 
and/or search for Microsoft tutorials (see practical applications part 
of this slide deck)



HCC Dashboard
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HCC Dashboard (cont.)
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Key Benefits
• Data can be visualized by multiple HCC members 

simultaneously (to aid in rapid decision making)



Automation of 
Action Item Tracking



Action Item Tracker
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Key Benefits
• Captures same information as Excel spreadsheet (but with added automation 

capabilities)
• Allows for increased visibility to capture outcome/resolution for future reference



Action Item Tracker (cont.)
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Tip – Ensure you have columns to capture the who, when, and current task status (necessary for automation).



Automated Email Reminders 
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*This step requires some technical 
skills* 

Key Benefits
• Custom emails automatically 

trigger if certain conditions are 
met
Based on “Current Status” 

and “Anticipated Completion 
Date”
Task-specific information 

feeds directly from Action 
Item Tracker (Lists)
Eliminates the need for 

manual tracking and 
notifications

Tip – Leverage your IT personnel… but if all else fails, use CoPilot and/or search for 
Microsoft tutorials (see practical applications part of this slide deck)



Additional Tips

• Assigned person(s) are not expected to update tracker
Reply to email thread when action item is completed
EM team updates tracker (with status, completion date, and outcome)

• Our EM inbox is also copied on all reminder emails for ongoing visibility (and to 
perform necessary follow-ups)

• Tracker can be private or open access (within your organization)
Private Lists are ideal if there’s sensitive information or private health information 

(PHI)
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BONUS: PowerBI Metrics Dashboard
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Practical Tips to use M365
in Your EM Program
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HCC Activations

• Create new Teams meeting link for each incident
• Ensure that private Teams access is up to date (audit at least 1x/year)
• Upload resources into a virtual Quick Start folder
• Adapt HICS forms into Word documents
• Leverage “live” documents feature for real-time collaboration
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HCC Dashboard

• Create basic Form to capture department status reports
• Branching logic will make it easier for end-user (targeted questions to answer)
• Combine responses (if it’s the same question being asked in multiple branches) 
• Resource: Form Duplication Link (Children’s Hospital Los Angeles)

• Identify a tech-savvy SME (or use Microsoft tutorials) to build the “back-end” 
connections between your Form, List, and SharePoint Page

• PowerAutomate and CoPilot can also help to generate the List 
• Resource: Connecting Forms to Lists 
• Resources: Creating Filtered Lists and Creating Useful List Views
• Resource: Designing SharePoint Pages
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https://forms.office.com/Pages/ShareFormPage.aspx?id=HVNizmW2rkqhdQq1FBwZ2kmx1cw-y7pHj-Evne5S-kRUMjBSTTI0VkU3Sk5RVlpJSDk1T1dYTUE3MiQlQCN0PWcu&sharetoken=LehwOatFpaGXggzearDj
https://plumsail.com/blog/connect-microsoft-forms-to-sharepoint-list/
https://support.microsoft.com/en-us/office/formatting-list-views-f737fb8b-afb7-45b9-b9b5-4505d4427dd1
https://learn.microsoft.com/en-us/microsoft-365/community/creating-useful-views-in-lists-libraries
https://support.microsoft.com/en-us/office/create-and-use-modern-pages-on-a-sharepoint-site-b3d46deb-27a6-4b1e-87b8-df851e503dec


Automated Emails

• Build your tracker (List) just like you would create a spreadsheet
• Identify a tech-savvy SME (or use Microsoft tutorials) to build the “back-end” 

connections between your List and PowerAutomate
CoPilot can also help to create PowerAutomate flows
Resource: Create a Cloud Flow from a Description 
Resource: Create a Cloud Flow with CoPilot

• Define process for documenting action item completion
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https://learn.microsoft.com/en-us/power-automate/create-cloud-flow-from-description
https://learn.microsoft.com/en-us/power-automate/create-cloud-flow-using-copilot


Congratulations! 
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Image Source: CoPilot



Questions? 
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Thank You!
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Erika Cheung | echeung@chla.usc.edu
Children’s Hospital Los Angeles |  
EmergencyManagement@chla.usc.edu 
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