m Microsoft

Microsoft Teams
for Information
Technology (IT)

Microsoft Teams




=¥ Microsoft

In this playbook...

Find out how Microsoft Teams can enable personas across every major function and role in your
organization to effectively navigate through daily high value scenarios with ease and confidence.

Administrative Role Support Role Development &
Compliance
* Inventory Tracking and « Remote Working and Support  Data Protection Compliance
Software Updates « Efficient Knowledge * Live Site Incident Triage and
 Preparing the Budget for the IT Management Management
Team  Troubleshooting & Repairs * Bug Management
« Modernize Business Practices  Raising a Pull Request

« Managing Cybersecurity Risks
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Administrative Role

Check out how the Information Technology team can use Microsoft Teams to keep
your business running efficiently and address unexpected situations with
confidence.

Information Technology Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
« Schedule meetings using synced calendars, or a meet now -

feature
° Part]cipate N instant/ Open_channe| communication Word Excel PowerPoint Communities Asana SharePoint

« Store documents within a cloud-enabled repository
using Files section or channel tabs O
e (Create an'd co-author dqcuments, spre-adshe'ets, OneNote  MeisterTask  We Decide ServiceBot  GitHub  Adobe Sign
presentations and more in the cloud with Office 365

» Channel tabs for everyone to stay on the same page o / e
ceene 0 A D EEE B
* Help collaborate with teammates on multiple projects from

W|th|n a Sing|e environment ZendUty ServiceDesk Azure Jira Freeharmd By Power AppS
Plus Cloud  DevOps Cloud InVision
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Meet the Business Decision Makers
nformation Techno
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IT Manager

"IT is an enabler and catalyst for the
company to reach the next level of
business growth and maturity.”

 Plan, organize, control and
evaluate IT and electronic data
operations

« Manage IT staff by recruiting,
training and coaching employees,
communicating job expectations
and appraising their performance

 Ensure security of data, network
access and backup systems

IT Lead

"Leadership (s the capacity to translate
vision into reality."

» Delegate duties and tasks within
the IT team

« Review completed tasks to
ascertain compliance with
standards

« Monitor all team members and
provide necessary advice and
guidance

IT Executive

"Information by itself is meaningless
until it's interpreted and analyzed to

capture insight & harness innovation.”

« Running regular checks on network
and data security

* Identifying and acting on
opportunities to improve and
update software and systems

» Developing and implementing IT
policy and best practice guides for
the organization
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Inventory Tracking and Software Updates
[T Manager

Scenario Walkthrough

One of the major challenges an IT team faces is inventory tracking, especially when IT assets are often moved around or
replaced. A centralized system with spreadsheets maintained in the Files repository of an organization’s Teams helps this team
distribute a fresh batch of monitors and devices while tracking their progress through open channel communication and a
shared work order rather than multiple print-outs carried around by administrators.

Posts an announcement that the new monitors and laptops have arrived and will be installed soon.

Tracks replacement of devices using an inventory Excel spreadsheet.

Handles discrepancies in the list by reaching out to employees via 1:1 chat.

Creates a group chat to connect the employee who received a new laptop to the Systems Engineer for software updates.

Shares a document that needs to be signed to confirm the receipt of the new laptop via Adobe Sign.

Uses Tasks by Planner and To Do to close out the device replacement task.

How did Microsoft Teams help the IT Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?

Create an inventory list quickly using Excel right inside Teams.

Track replacement process with a shared spreadsheet in channels. -

Channel conversations help share updates in real-time with relevant members. ,
' ' . o Excel Tasks by Planner  Adobe Sign
Create, track and assign tasks with Tasks by Planner and To Do right inside Teams. and To Do
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Microsoft Tearms

Teams Y “ General Posts Files Wiki AssetReceiptV.. (@ +
nNew Ldlll’)algl‘:-

Planning and Development ( Adele Vance 1/7 12:32 PM
' New Laptops and Monitors have Arrived!

Ml General,

Security and Safety
Upcoming Launches

1 hidden channe The shipment of laptops and monitors is here. We will be replacing your old monitors and laptops shortly after tagging them. Here's the list
of employees who have requested new devices earlier and will receive them today EOD.

Contoso Sales
Please be sure to update the last column in the Excel sheet once your devices have been installed/handed over.

General y Post

e IT Administration / General

Customer Support
Goals 3= Device | List.xl You
Goals evice Inventory List.xlsx ¢ 7 Jan, 12:32 pm

Monthly Reports i i
Lo New Laptops and Monitors have Arrived!

Performance Analysis
Lynne Robbins 1/7 1233 PM Edited Hi General,

Adele Vance, | had requested a new laptop, but my name is not on the sheet.

RFP and Proposals ? The shipment of laptops and monitors is here. We will be

‘ : replacing your old monitors and laptops shortly after tagging
them. Here's the list of employees who have requested new

Potential Leads

Sales Readiness

4 hidden channels . ” v 5 : devices earlier and will receive them today EOD.

Crisis Management . ‘ . Please be sure to update the I.ast column in the Excel sheet
once your devices have been installed/handed over.

General

Help Requests ‘
E3::| Device Inventory List.xIsx

IT Administration
General

Budget Planning Adele Vance 1/7 12:33 PM

. ’;:d. ) @ - LynneRobbins 7 Jan, 12:33 pm 7z @ :
Data Security Let me look into this and ping you on chat. o

Adele Vance, | had requested a new laptop, but my
Deployment @ - Lynne Robbins 1/7 12:34 PM name is not on the sheet.

Ideas and Requests 8 Thankcyoul
Management and Governance

Service Strategy

Support (£, New conversation
ot

eo  Join or create a team

Use channel conversations to relay updates to team members. The IT Manager posts a quick update for team
members regarding new devices that they are expecting.



Information Technology — Inventory Tracking and Software Updates

=¥ Microsoft

Device Inventory List.xlsx

File Home Insert Formulas Data Review View Open in Desktop App  Tell me what you want to do ; 2 1 | | =l Conversation

v [lv ¥ |FankinGothic.. v[10 v| B [ A , B v |[ceneral v| % Sv f&zv Ov | ¥

ML
B

Inventory List

Contoso Device Inventory List.xlsx

B

Inventory ID Description
M

INODD1 Allan D Surface Laptop $1,099.00 $10,990.00 =
INOOO2 Miriam G Surface Laptop $1,2345.00 $£16,122.00 I n Ve nto ry LISt
INDDO3 Ben W Surface Pro £200.00 5 $12,000.00 Contoso

INOOD4 Allan D iPhane 11 Pro $999.00 $6,993.00
INOOOS Megan B Surface Laptop £1.099.00 $13,188.00
Inventory ID

INODDB Alex W Dell Inspiron 11 3000 $349 .00 $3,141.00 n

INDOOT Debra B Surfaca Pro $56.00 5 £240.00 INOOO1 Allan D Surface Laj
INOODE Grady A Surface Pro $799.00 5 51198500 INO002 Miriam G Surface Lap
INDODS Pradeep G Surface Studio $2,999.00 $23982.00 INO0O3 Ben W Surface Prd
INOO10 Emily B Lenovo Ideapad Flex 5 $819.00 $4.085.00 INO0O4 Allan D iPhone 11 R
INDO11 Diggo S Surface Laptop $999.00 $11988.00 INO0OS5 Megan B Surface Laf
INOO12 Enrico C Sruface Pro $799.00 5 £11985.00 INOOO6 Alex W

INDO13 Lidia H Thinkpad P53 £1,249.00 $20,220.00 INOOO7 Debra B

INOO14 Henrietta M Surface Laptop $1,099.00 $10,990.00 INO0O8 Grady A

INDO15 Don H Surface Pro $1,249.00 $£16,182.00 INNNNO Dradaan R
Inventory List

= Inventory List +

Calculation Mode: Automatic  Workbook Statistics Help Improve Office

The IT Manager submits the inventory list in the channel, where the Excel sheet will be stored in the Files cloud-
enabled repository for future reference.
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Q‘ Lynne Robbins chat Files Organization  Activity

Add

HR App 10:28 AM g Allan Deyoung *
Isaiah: i GIF

Edited
We Decide | have tracked your request and updated the sheet, as well Cancel
Sent a card monitor before EQD today. Please add your signature to ol
Allan and Lynne Asset Receipt Verification. | will connect you with Allan for the software updates after that.
Allan: g

Lynne Robbins

Adobe Sign Lynne Robbins 1/7 12:37 PM ® Offline
senta card \‘ Will do Adele! Thank you!

Qubie 1/2 To: Lynne Robbins tjgllﬂ

Sent a card 1/7 12:37 PM  Edited

Karma @ Allan Deyoung
Sent d i

ent a car Q { o] IT Admin
Teams Manager

MNatifications are now enabled

Patti Fernandez
You: Sent an image

AgilePolly

Hella!

Siteddx7 ! i
Sent a card g e Type a message

Zoho Projects
Sent a card

allan Allan
Lidia Holloway

Thank you. That would be great. 4 5

1 2 3
Lynne Robbins q w ¢ r t y
You: B GIF

Town Hall Meeting 2/3 a S d f g h

You: = GIF

Town Hall Meeting 12/30 G

You: Created meeting notes for this meet...

Z X C Vb nm &

Town Hall 12/30
r el Type a new message
Mestar: @@ GIF ¥p W g 2123 : @ .

| Christie and Lee 241 ' ¢ © [
Lee: i@l GIF

Use a private one-on-one chat or a group chat for conversations that don’t require the entire team.



HR App 10:28 AM
|saiah: @l GIF

We Decide

Sent a card

Allan and Lynne
Allan: ¢

Adobe Sign
Sent a card

Qubie

Sent a card

Karma
Sent a card

Teams Manager
MNatifications are now enabled

Patti Fernandez
You: Sent an image

AgilePolly

Hella!

Site2dx7

Sent a card

Zoho Projects
Sent a card

Lidia Holloway
Thank you. That would be great.

Lynne Robbins
You: B GIF

Town Hall Meeting
You: = GIF

Town Hall Mesting 12/30
You: Created meeting notes for this meet...

Town Hall 12430
MNestor: @ GIF

Christie and Lee
Lee: il GIF

Group chats help you coordinate with multiple co-workers within Teams to collaborate and effectively bridge
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% Allan, ©Lynne & Chat Files +

ot

=

Adele Vance added Allan Deyoung and Lynne Robbins to the chat.

Monday 5:34 PM  Edited

Hi Allan. Lynne got her laptop late and wasn't there when you helped everyone else with the
software updates. Could you please help Lynne install the updates?

Allan Deyoung Monday 5:35 PM

Hey Adele, I'm happy to help.

Lynne, i'll reach out to you over a call shortly. Let me know once you've setup your laptop.

Thanks Allan. I'll ping you as soon as |'ve setup the laptop.

WA

Allan Deyoung Monday 5:36 PM

Type a new message

Allan and Lynne
3 participants

CHAT

2 [

communication gaps.

Yesterday 5:34 pm

Adele V. added Allan D. and Lynne R. to the
conversation.

Hi Allan. Lynne got her laptop late and wasn't
there when you helped everyone else with the
software updates. Could you please help Lynne
install the updates?

Allan D
Hey Adele, I'm happy to help.

Lynne, i'll reach out to you over a call shortly.
Let me know once you've setup your laptop.

Lynne R.
Thanks Allan. I'll ping you as soon as I've
setup the laptop.

Allan D

Microsoft
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Teams n General Posts Files Wiki Asset Receipt Verifica... v

Your teams

u T Administration

General

Send For Signature ~ Manage Agreements Sign Out

Bs Asset Receipt
Created Feb 01, 2021 4220 PM

Budget Pl i
udaget Flanning Status: Out for Signature

D curitv
Data Security 3 IR 4 |

Message: Please review and compl
Deployment Company Property Receipt Form ;
Deployment Roceint

Ideas and Requests |, Lynne Robbins, acknowledge receipt of the following company property from Contoso for business use Asset Receipt

only: Created Feb 01,
A Make: Microsoft Actions 2021 4:20 PM

Service Strat egy Lo Robbins, acknowledge recaipt of the following company proparty from Contoso for businass use

Model: Surface Laptop : Make: Microsch Status: Out for
Support o Rerﬂlnd Model Surface Laplop °
Serial Number: A11X3902223 Seral Number: 4113802223 Signature

o Sutace Laplop
O Power Supply Card

0O Surface Laptop Cancel 3 Camycae
O Power Supply Cord undentand it poparyhas b oanc 0 sk ropert ofConoso. | axecid Message: Please

fodmicien s s I g OF e iy o 0 Uil ouchpripirly ooy B Auferined prperts,
F Ao b P e el i i Lo Coridarad a1 gty i, which, s Pt
g Carry Case —

A~ O Droiact . 1

Mark 8 Project Team Download PDF L rdrtans 1t comguny ery s b ot o G e o sepron R M
| understand that this property has been loaned to me and is the sole property of Contoso. | am expected Troperty e vk T o e Cormpay TSP r 87d 1 | b charged fr s

to exercise due care in my use of this property and to utilize such property only for authorized purposes.

Negligence in the care and use will be considered cause for disciplinary action, which may result in Download Audit Report

discharge. .
Announcements 9 Actions

e | also understand that the company property must be retumned to Contoso at the time of my separation : Emgioyes Snanre Wianager Sgnature
vai f)ﬂ' Standup from employment or when it is requested by my manager or supervisor and that | will be charged for any N Hide Agreement — = @
property issued and not returned to the Company.

Management and Governance

4 hidden channels

General

Remind

Design

Digital Assets Web @ Cancel

1 Recipient (0 Completed)
Finance E\O Download

@ lynner@m365x110248.onmicros( PDF
Signature requested on Feb 1,2021 Download
B ,
Audit Report
Hide
Agreement

Go to Market Plan

Hiring Employee Signature Manager Signature

Ideas

Date Date > Activity &

AMarlot
Marketing See 4 more

Planning

Project Assets 1 Recipient (0 Comp
Research and Development
Strategy

1 hidden channe

oot

2o Join or create a team

Adobe Sign helps you keep document-signing workflows moving fast in Teams. Here the IT Manger configures an
Adobe sign tab and shares a document that needs to be signed by the employee to confirm the receipt of the new
laptop. 10
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Teams

Your teams

n T Administration

General

Budget Planning

Data Security

Deployment

Ideas and Requests
Management and Governance
Service Strategy

Support

4 hidden channels

Mark & Project Team
General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing

Planning

Project Assets
Research and Development
Strategy

1 hidden channe

+ -
Join or create a team
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Service Strategy Posts Files Wiki lssues ~  Tickets +

Green
o
) Printer Fix

- 01/22

"a Adele Vance

Red

—~ 1 N
) Update Firmware

S

' Mestor Wilke

Group by Bucket

Completed on 01/11/

= "a Adele Vance
& Yellow

Bucket
Completed @ Completed

Start date

* Medium

01/14/2021

MNotes

Checklist

() Add an item

Attachments

Add attachment

Comments

Filter ~

e am Ll

X

Microsoft

12:38

& Task Details

Issues
IT Administration / Service Strategy

Laptop Replacement

Assign

npleted by Adele Vance on 0

f@ Adele Vance
(]

Due date Jan 14, 2021

Tare ALCCESS

Priority Medium

npleted by Adele Vance on 0

Progress Completed

Bucket Completed

Notes

Add checklist item

Add attachment

Labels

Assign, track and communicate tasks and milestones without having to switch apps using Tasks by Planner and To Do
inside Teams. The Planner app helps the IT Manager track and close tasks related to the disbursement of devices.

11
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b Preparing the Budget for the IT Team

Scenario Walkthrough

A well-prepared budget is essential for the effective functioning of any IT Team. The IT Lead at Contoso works with others
within his team to put together the budget on time and ensure that all the team has everything it needs to reach the goals for
the year. He coordinates with others within his organization and leverages Microsoft Teams to ensure that the budget is
prepared on time and that everyone is on the same page.

Notifies the team to update every one of the tasks to create the budget for the IT team via channel communications.
Views the progress of tasks assigned within a channel tab using MeisterTask.

Views intra-team budget documents shared by others in the team and clarifies details.

Creates a decision card using We Decide so that the key people can quickly provide their approval in a channel tab.
Initiates a tab conversation to get the approval streamlined.

How did Microsoft Teams help the IT Lead execute his roles and Which app integrations on
responsibilities? Teams made it possible?

Collaborate on team decisions by creating decision cards to remove the need of back

and forth on decisions with We Decide. -
Leverage intuitive project and task management tools to execute complex assignments
with MeisterTask. MeisterTask ~ We Decide Excel

@mentions in chats and channels to catch each other’s attention instantly.
Collaborate on number-crunching tasks easily using Excel.

12
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Microsoft Teams

Teams Budget Planning Posts Files Wiki BudgetTasks (@) + @ Org Gt Meet

Your teams Grady Archie 1/8 11:35 AM Edited
Administrati Putting together the Budget
Hi all,

Budget Planning It's time for us to work on the annual IT budget. We need to put together a budget for our team and for the hardware expenditures,

software expenditures, and repairs for Contoso.

Bug Management Let's work on this on high priority and close it by the end of the week.

Data Security I've assigned tasks for us all in the Budget Tasks tab.

é Post

Deployment IT Administration / Budget Planning

Cc: Budget Planning
ldeas and Requests

See les You
/ =1 3 a
Management and Governance 6}@ 8 Jan, 11:35 am

Service Strategy

Putting together the Budget
Support Adele Vance 1/8 11:36 AM
- ] i} L Sure, Grady Archie. Hi all,
3 hidden channels

Irvin Sayers 1/8 11:36 AM It's time for us to work on the annual IT budget. We need
Mark 8 Project Team L= Will work on this right away. to put together a budget for our team and for the hardware
expenditures, software expenditures, and repairs for Contoso.
General Grady Archie 1/8 11:37 AM _Edited Let's work on this on high priority and close it by the end of the
Announcements week.

I've assigned tasks for us all in the Budget Tasks tab.
Daily Standup

Design g 1 Cc: Budget Planning

Digital Assets Web

Ci 4 fi Adele Vance 8 Jan, 11:36 am
Finance {

Go to Market Plan Sure, Grady Archie.

Hiring

&= 1=

“l Irvin Sayers 8 Jan, 11:36 am
1@3 Will work on this right away.

Marketing

Planning Q You 8Jan,11:37 am
i (v
Project Assets [ o | RS

Research and Development Reply

ew conversation
N g @ B e

+ -
Join or create a team

Use channel conversations to relay updates to team members and begin a process flow for task completion. The IT

Lead kick-starts budget planning in the channel and then assigns tasks.
13
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Microsoft Teams Q, Search

Teams e n Budget Planning Posts Files Wiki Budget Tasks ~

Your teams

Budget @

“~ In Progress

Budget Planning
Bug Management 12:56 &%
Data Security Hardware Expenses Purchases for the team Purchases for the team
® £y meistertask.com
Deployment

ldeas and Requests ) . .
Repairs Recycling strategy Recycling strategy Budget ~
Management and Governance

Service Strategy

Support New Software requirements Refurbishing expenses

3 hidden channels

Mark 8 Project Team Software eXpenses

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

ldeas

Marketing
Planning

Project Assets
Research and Development

Strategy

+ -
Join or create a team

Organize and manage tasks in a beautifully designed, customizable environment that perfectly adapts to their needs

with MeisterTask in Microsoft Teams. The IT Lead assigns tasks to his teammates for budget planning.
14
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Microsoft Teams

Teams Budget Planning Posts Files Wiki Budget Tasks —+ @ Org Gt Meet

Your teams

r Adele Vance 1/8 11:46 AM
Expenditures and Projections

Hi Grady Archie: This file has the list of all devices currently assigned, projected repairs based on previous years, and estimated new

purchases, Please let me know if | need to add anything else.
Budget Planning

[
Bug Management Hardware Expenses.xlsx
Data Security
Y . Post
Deployment B IT Administration / Budget Planning
Ideas and Requests Grady Archie 1/8 11:47 AM
Thanks, Adele. Could you also add a comparison with the last two years for each of the sheets? (g Adele Vance

/ =1 3 a
Management and Governance 8 Jan, 11:46 am

- . Adele Vance 1/8 11:47 AM -
Service Strategy {@ Sure, I've added that now. Expenditures and Projections
Support
Grady Archie 1/8 11:47 AM Hi Grady Archie: This file has the list of all devices currently
This looks good to go. Thanks! assigned, projected repairs based on previous years, and
estimated new purchases. Please let me know if | need to add
Mark 8 Project Team @ Irvin Sayers 178 11:43 AM anything else.
@@ PFA the budget for the software expenses for this year. Please let me know if this works.

3 hidden channels

General

[
Announcements Software Expenses.xlsx B Hardware Expenses.xlIsx

25.37 KB
Daily Standup

Grady Archie 1/8 11:48 AM Edited

Thanks! Irvin Sayers, Adele Vance, | need to clarify a few of these expenses. .
kol A AT . - - Y 8Jan,11:47 a .

Digital Assets Web Shall we discuss this over a quick call? SRS &

Design

Finance ) Thanks, Adele. Could you also add a comparison with

&1 i , '8 11:48 AN

- ) } ; Irvin Sayers 1/8 1 A the last two years for each of the sheets?
Go to Market Plan 2 Sure.

Hiring 4  Budget Planning ended: 5m 35s Adele Vance 8 Jan, 11:47 am

35 I Sure, I've added that now.
Grady Archie 1/8 11:55 AM Edited

Marketing Thanks all for your quick responses.
I'll compile all this and add team expenses before sharing it with the Finance Team for approval. You 8Jan,11:47 am
This looks good to go. Thanks!

Planning
Project Assets ¢ Reply

Research and Development

Strategy

+ -
Join or create a team

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your colleagues

can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365 services.
15



Microsoft Teams

Teams

Go to Market Plan

Hiring

deas

Marketing

Planning

Project Assets

Research and Development
Strategy

1 hidden channe

Contoso

General

Budget Review
Business Administration
Business Strategy
Forthcoming Projects
Marketing

Media

Monthly Reports
Mewsletters
Operations

2 hidden channels
Finance
General

Budget Review

Planning

Hidden teams

+ -
g8 Join or create a team

Information Technology — Preparing the Budget for the IT Team

i Budget Review Posts Files Wiki Adobe Sign We decide ~ +

£y

Decisions (2) B Archive (1)

Title

IT Team: Budget Approval

Description

Approve the budget for the fiscal year with fixed expenditure, variable expenses, and
projections

Implication in case of approval

Quick implementation of new infrastructural facilities

Implication in case of rejection

Delay in return of employees for working from premises

#budget #infrastructure

Attachment Due Date

Choose File |IT Department Budgetxlsx 02/02/2021

=¥ Microsoft

We Decide

v

We Decide

Less meetings and more decisions! WeDecide provides organizations a
simple and structured way to create and collaborate on team decisions
in Microsoft Teams by introducing decision cards. Decision cards

help moving decisions out of conference calls and remove the need to

email back and forth on team decisions.

Increase team engagement and never again miss a decision
deadline. You can use WeDecide for example to decide on budget
plans, dinner plans or new hires. Your decision data does not leave
your company: all the relevant data gets saved inside your companies
SharePoint, so you don't have to worry about sensitive data.

Easily create decision cards:

One team member creates a decision card by entering title, a
description and implications for both approval and rejection. To
provide additional information users can add document attachments
like PDF, Word or Excel to guide the decision voters in making their
vote. After creation, a bot informs users about the new decision and
reminds them of deadlines, so decision making get accelerated.

Decide within your team:
After installation, WeDecide gets added to a team as it's own tab.

We Decide provides a simple and structured way to create and collaborate on team decisions with decision cards. The

IT Lead creates a decision card and attaches the IT department budget for review and approval.
16
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Dep dget.xls: Q. Search
File Home Insert Formulas Data Review View Help Open in Desktop App & Editing v @ Copy Link | | [J Comments | | [(Z] Conversation | | *+ | | Close
'é)v ﬂ v < ‘Arial V|1CI V‘ B Bﬂv Sv Av . Ev @Q v ‘General V‘ %3 _,'38 ﬁv ﬂjﬁv %v Z v f_}?\/ /QV é}
S
142 v fa
g A B I D E F G H J K L 1 |
2 Unit Cost Quantity Total Subtotal
3 Client Machines:
4 |MS Office 2000 375 120 45000
= 5 |MS Project 2000 250 15 3750
& |Visio Ver b 400 8 3200 12:58 O ER. 4
7 |Fiscal GUI license 59 32 1888
8 53838 .
< ITDepartment Budget xisx =
10 |Windows NT Server 1000 1 1000
11 |MS Exchange Server 1000 1 1000 A
12 |S0QL Server 1000 1 1000 1
13 3000 2
14 Lhient Acce ATl 3 Clie lac 2S
15 |NT Server Connection 49 125 6125 4 MS Office 2000
16 |SQAL Server 89 80 5520 5 MS Project 2000
17 |Exchange Server 50 125 6250 6 Visio Ver5
18 |UNIX License 100 32 3200 7 | Fiscal GUI license
19 |Unibasic License 125 32 4000 8
20 |IQ Query License 125 32 4000 'Sl Server Software
21 29095 10 Windows NT Server
22 Total Licensing: 85933 11 MS Exchange Server
e 12 SQL Server
24 13
25 14 Llle ACCesSS Censes
26 L - 8 > 15 NT Server Connection
27 |Desktop Hardware: 16 SQL Server
28 |Replacement Deskiop Computer 999 15 14985 17 Exchange Server
29 |Monitor 17" 125 5 625 18 UNIX License
30 |Hard Drive 6 GB 145 5 725 19 [Unibasic [icense
31 Keyboard 25 10 250 -
32 [Mouse 25 10 250 —
33 |Power Strip 40 25 1000 22
34 |Pentium Notebook Computer 1200 1 1200 23
35 |LCD Projector 2200 1 2200 24

J
1]

21235

L
C

N

w

(SRR 4]
1

Misc Hardware: %
28 ve 00 00
K :L.: SE’PS rPShfI 'ng . : ﬁm ; 2gm 27 Desktop Hardware:
39 [T - TOWET quipmen — o 28 Replacement Desktop Computer
40 |Fireproof Media Storage 2500 1 2500 29 Monitor 17"
41 5600 -
30 Hard Drive 6 GB
41'3 IE:?:LI_EWQ — — - I:.I 31 'Kevboard
e ) ) : < rksheet  IT Budget Summary  Recycling [x
=  Licensing worksheet Hardware Budget worksheet Server Upgrade worksheet IT Budget Summary  Recycling + X & 1 o
Calculation Mode: Automatic  Workbook Statistics - Help Improve Office

The IT Lead uses Excel in Teams to create a budget breakdown and uploads it to the Files tab in the channel for peer
review. The spreadsheet can be pinned as a tab for quick access, while any edits to the file can be carried out with ease.
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Microsoft Teams

Teams i Budget Review Posts Files Wiki Adobe Sign We decide ~

Go to Market Plan

Hiring .
) & Create Decision B Archive (2)

{= 1=}
Marketing
Planning

Project Assets IT Team: Budget Approval New Asset Allocation

Research and Development i
We Decide
Strategy Status: Approved Status: |n Progress

1 hidden channe Needed by: 02/02/2021 Needed by: 01/02/2021

Attachment: Doc.aspx?source...
Contoso

General

Allot new assets to remote working employeeas

Budget Review Approve the budget for the fiscal year with fixed expenditure @

. A A i i - variable expenses, and projections Implication in case of approval
Business Administration variable expenses, and projections P _ PP .
n communicating remotely We Decide

Business Strategy Implication in case of approval Less meetings and more decisions! WeDecide provides organizations a

simple and structured way to create and collaborate on team decisions
in Microsoft Teams by introducing decision cards. Decision cards

help moving decisions out of conference calls and remove the need to
email back and forth on team decisions.

Forthcoming Projects Quick implementation of new infrastructural facilities Implication in case of rejection
Marketing Productivity loss due to old «
Implication in case of rejection

Delay in return of employees for working from premises o GradyA@M3

Media

Monthly Reports

Increase team engagement and never again miss a decision
deadline. You can use WeDecide for example to decide on budget
plans, dinner plans or new hires. Your decision data does not leave
) ~ your company: all the relevant data gets saved inside your companies
2 hidden channels e = : ‘ SharePoint, so you don't have to worry about sensitive data.

Mewsletters

Operations

Finance
Easily create decision cards:

General One team member creates a decision card by entering title, a
description and implications for both approval and rejection. To

Budget Review provide additional information users can add document attachments
like PDF, Word or Excel to guide the decision voters in making their

Planning I vote. After creation, a bot informs users about the new decision and
reminds them of deadlines, so decision making get accelerated.

(C) Copyright Aonic

Hidden teams

Decide within your team:
28" Join or create a team @ i Aftgr |nsta|llat|on,.WeDeC|de’ge(sladdeq toa tealm' as |t'sl0\lnn‘taib.

We Decide makes approval flows quick and convenient. The Finance Manager and Director approve the IT Budget after a

careful review right within Teams.
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Microsoft Teams

Teams Budget Review Posts Files Wiki Adobe Sign We decide —+

Go to Market Plan

m Grady Archie 1/8 1:31 PM
Hiring Thanks!

- r@_. Diego Siciliani  1/11 4:07 PM

{= 1=}
Marketing
Planning

Project Assets & Reply

R c Devels
Research and Development Tk Post

Strategy T Finance / Budget Review

1 hidden channe
Grady Archie 9:59 AM You
2 Feb, 9:59 am

Contoso Added a new tab at the top of this channel. Here's a link.

Added a new tab at the top of this channel. Here's a link.

General We decide

Budget Review
) o ) We decide
Business Administration

Business Strategy Grady Archie 10:00 AM
| have attached the final budget document for the fiscal year with fixed expenditure, variable expenditure, and projections for You 2Feb, 10:00 am
reference. | have attached the final budget document for the

Marketing fiscal year with fixed expenditure, variable expenditure,
Media IT Department Budget.xlsx and projections for reference.

Finance > Budget Review

Forthcoming Projects

Monthly Reports
Nestor Wilke 10:00 AM Q: IT Department Budget.xlsx

Mewsletters 38.38 KB

Grady Archie, You've done an excellent job reusing and refurbishing older devices to cut down unnecessary expenses. This is a
Operations great initiative, something other teams should be encouraged to emulate. Kudos to you for this!
2 hidden channels -
- e Enrico Cattaneo ! A NestorWilke 2 Feb, 10:00 am

This looks excellent, Grady. | have approved the budget and it can be processed further. ) ) )
Finance Grady Archie, You've done an excellent job reusing and
Grady Archie 10:01 AM refurbishing older devices to cut down unnecessary
General Thanks all for your help and encouragement. I'm confident that we will achieve our targets for the year. The entire team is looking expenses. This is a great initiative, something other
Budget Review forward to an exciting year ahead. teams should be encouraged to emulate. Kudos to you
for this!

Planning <+ Reply

Hidden teams

+ -
28 Join or create a team

Collaborate with your team and discuss apps with tab conversations using @mention to tag required personnel and

keep conversations around the topic in a single thread.
19



=¥ Microsoft

* Modernize Business Practices
M/ T Executive

Scenario Walkthrough

The Contoso IT team coordinates with others from the Human Resource and Operations teams to quickly build apps that
simplify business practices. The IT Executive quickly leverages Power Apps to create code-free applications for easy use within a
very short time.

Gets notified in the channel with a task to build an app to simplity HR processes.

Schedules a call and brainstorms ideas for app features, blueprint, and more via Freehand by InVision.

Turns on live captions with attribution during the meeting for real-time captions during meeting calls.

Takes notes for the app requirements and shares them within a channel via OneNote.

Creates the code-free app and shares it with the team using Power Apps.
* Receives appreciation for the quick turnaround via Praise.

How did Microsoft Teams help the IT Executive execute his roles and Which app integrations on
responsibilities? Teams made it possible?

Quickly build and share low-code apps with Microsoft Power Apps.

 Draw, plan, and collaborate on an infinite whiteboard—in real-time with Freehand by
InVision.
 Leverage power meeting features like live captions with attribution in Teams. Praise FF?EC?SHBY OneNote  power Apps
ISI

Use OneNote notebooks to collaborate on digital content with your team.

Show gratitude for peers who went above and beyond at work with Praise.
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Microsoft Teams
Teams Ideas and Requests Posts Files Wiki HRApp App Requirements 1more~ ® Org Ot Meet -~

Your teams Isaiah Langer 1/7 4:54 PM
Feature/App request for HR
The HR team has been struggling to keep up with all the interviews with the current system we have. Can you help us handle this better
with an app or software? What we're doing now is too time-consuming. Cc: Ideas and Requests

Announcements

Daily Standup
Adele Vance 1/7 4:54 PM  Edited

Hi Isaiah Langer. Sure, we can help you with this. Irvin Sayers can help build an app that will simplify these processes and make é Post
hiring more efficient. IT Administration / Ideas and Requests

Design

Digital Assets Web

Finance i
. Isaiah Langer 1/7 4:55 PM Edited F\é‘ I Lsf'a:;anger
Go to Market Plan | Thanks, Adele. That sounds great! & an, 4:54 pm

. Feature/App request for HR

Hiring Irvin Sayers 1/7 4:55 PM  Edited

deas & Thisis an exciting idea. 28 The HR team has been struggling to keep up with all the

I'd love to work on this Isaiah Langer. interviews with the current system we have. Can you help us
handle this better with an app or software? What we're doing

now is too time-consuming. Cc: Ideas and Requests

Marketing

Planning Adele Vance 1/7 4:56 PM
L Irvin Sayers. please schedule a call with the Isaiah to discuss the requirements and let's work on this as soon as possible.

Project Assets

Research and Development i P omee whe gl [EhE (@ Adele Vance 7 Jan, 4:54 pm 7z @

Strategy ol s Hi Isaiah Langer. Sure, we can help you with this. Irvin
. 2 — Sayers can help build an app that will simplify these

1 hidden channe . iy
processes and make hiring more efficient.
T Administration
Isaiah Langer 7 Jan, 4:55 pm a

G |
enera Thanks, Adele. That sounds great!

Budget Planning
Bug Management - You 7 Jan,4:55pm
Data Security S S g
Data >ecurity This is an exciting idea. =

Deployment . I'd love to work on this Isaiah Langer.

Feedback and Analysis < Reply

Adele Vance 7 Jan, 4:56 pm @
ldeas and Requests

Incident Management Irvin Sayers, please schedule a call with the Isaiah

Management and Governance

@ New conversation Reply @ @ \QJ

+ -
28 Join or create a team

Collaborate with your team through channel communications using @mention to tag required personnel and keep

conversations around the topic in a single thread.
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HR App Chat Files Details

X Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delh Vieetin Trackmg

HR App 1} Irvin Sayers

\ ~
Organise

Isaiah Langer Adele Vance = ;
c L2t (e H 22 Jptiona ) Isaiah Langer

UnKknow

09:30 3 Feb 20: 30m @  Allday /e Adele Vance & HR App

Vs 3 participants

Unknow

CHAT DETAILS

HR App

Wed Feb 03, 2021
9:30 am—10:00 am

M Paragraph T, < »= = = /99 & = H 9 C

0@ Share meeting invite

Hi Isaiah, | am scheduling this call to brainstorm ideas for the app’s flow, requirements, features, and blueprint. I've created an % +1 872-240-1148 (Toll) United States

Hi Isaiah, | am scheduling this call to brainstorm ideas for the
app's flow, requirements, features, and blueprint. I've created an
InVision meeting tab to discuss the blueprint and ide See more

InVision meeting tab to discuss the blueprint and ideas for the application.

Participants (3)
)

Irvin Sayers
Organiser

Adele Vance
Unknown

Isaiah Langer
Unknown

An app information dissemination meeting is scheduled with essential participants in the loop. Scheduling a meeting

in the channel serves as an open invite for other interested team members to participate and offer inputs.
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ta3 Device settings
~ Meeting options
Meeting notes

Meeting details

Gallery

Full screen

. Call me
Put me on hold

7z Apply background effects

Turn on live captions

®

Start recording Start recording

()
(2}

. Turn on live captions
i Dial pad

[ Turmn off incoming video

@ B

Raise hand

%4

Turn off incoming video
Dial pad

Change layout

Isaiah Langer Adele Vance &

Meeting attendees can leverage a wide range of features like live captions, meeting breakouts, together mode and
more to make meetings better and more engaging in Teams.
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€@ 41:40 8 B M 5] ee Q, Y ~ Leave v

Turn camera on (Ctrl+Shift +0)

1021 M Y, o%

Isaiah L

Let's add a screen for interview feedback.
Isaiah Langer Adele Vance A& +++ Yes, we can do that.

=R
@llsaiah L: Let's have a screen for interview feedback.

@Iwin S: Yes, we can do that. AdeleV %

<

Live captions enable you to keep track of conversations with accurate attribution to ensure that you know who is
speaking and when. The IT Executive enables live captions during the meeting.
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Microsaft Teams

HR App Chat Files Meeting Notes Whiteboard

Irvin Sayers joined the meeting.

HR App 10:11 AM Irvin Sayers renamed the meeting to HR App.
Isaiah: @ GIF
Isaiah Langer and Adele Vance joined the meeting.
Q SQeLll'uElae'ar:l
- Meeting ended &m 595  10:10 AM
|dea Generation and Finalization 2/9
You: All right, team, thanks for the product...

Meeting
Recorded by: Irvin Sayers é HR App

Mark & Project Sync 2/9 3 participants

Megan: Will do, thanks!

Budget Review: Mark 8 Project CHAT DETAILS
Christie: sl GIF

monday.com Q .I Isaiah Langer 10:10 AM Edited @ Today @ 10:30 am
Sent a card That was exciting! Thanks for the call Irvin Sayers.

: _ !
We Decide i‘ Recorded by : Irvin Sayers
Sent a card 10:11 AM

That was a great call, Isaiah Langer! This is a simple application, and | have a clear idea of your
requirements. We should have it ready within the next few days. Please feel free to add any D
additional app requirements in the App Requirements tab.

Workday

Sent a card

Karma /
Sent a card 5min 13sec

Isaiah Langer 10:171 AM
ServiceDesk Plus Cloud

Sent a card

"B Teams Manager 1/ ra 1 | isaian

Welcome to the Teams Manager! You can ...

That was exciting! Thanks for the call Irvin

Confluence Cloud 12/19 Sayers.
Sent a card .

AgilePolly 217 That was a great call, Isaiah Langer! This is a
Trial ended simple application, and | have a clear idea of

\ your requirements. We should have it ready
within the next few days. Please feel free to
add any additional app requirements in the App
Project Timeline & Resources 12/4 i Requirements tab.

Pradeep: Sample new opportunity cretated

Pradeep Gupta
2 You: B GIF

L~ »
atSpoke 1142
Welcame! atSpoke is your company help. /DE 3 New me
Welcome! atSpoke is your company help... Type a new message c Type a message

Isaiah Langer 1141 A VvV 2 @ [ [

Hey Irvin

Meeting chats make it easy to send relevant information during a call and discuss files, apps and more with ease. The

IT Executive assures others that he has understood all the requirements for the HR App.
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T =
2 HRApp Chat Files HRApp  2more v + al' ¢ ﬂ f#

Chat

® HR App

;i. Isaiah: That was exciting! Thanks for the c... =

Teams

Calendar Qubie
Sent a card

We Decide

Sent a card

HR App

Workday IT Administration / Ideas and Requests

Sent a card

Karma 740 .
Sent a card
r— e e
My Prof

™ ServiceDesk Plus Cloud

Sent a card

Teams Manager
Welcome to the Teams Manager! You ca..

Confluence Cloud
Sent a card

AgilePoll
e g y

Trial ended

Pradeep Gupta
You: @@ GIF

Project Timeline & Resources
5] B
Pradeep: Sample new opportunity cretatec

a .. atspoke

Welcome! atSpoke is your company help...

@1 !saiah Langer
@ Hey Irvin

Megan Bowen

You: Sent an image

y Christie Cline
= GIF

Zoho Projects
Your Zoho Projects bot is configure

Site24x7
Sent a card - Big hero text

Collaborate, ideate and draft solutions on an infinite white boarding space with Freehand by InVision in Teams. The

Systems Manager uses Freehand by InVision to brainstorm with the team members over the new app features.
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Microsoft Teams

Teams Ideas and Requests Posts Files Wiki HR App App Requirements ~ 1 more ~

Your teams - - -
; File Home Insert Draw View Help Open in Browser &} Tell me what you want to do

v [~ ‘Calibri_ight v|20 v‘ B I U Zv Av & - =v i=v .

Announcements ”[l‘:l

Jo)

Daily Standup

Design
Digital Assets Web <
Finance
Section for each department

P HR APP
Role
Requirements
deas Interview Notes
Marketing Candidate name Section for each department
Planning Feedback Role

Rating

Go to Market Plan

Requirements

Thursday, January 7, 2021 5:38 PM

Hiring

Requirements
Customization Interview Notes

Admin Interface Candidate name
Historical Hiring Analytics Feedback

Project Assets
Research and Development

Strategy

1 hidden channe

Rating
T Administration Customization
Admin Interface

General Historical Hiring Analytics

Budget Flanning

Bug Management
Data Security
Deployment

Feedback and Analysis
Ideas and Requests
Incident Management

Management and Governance

+ .
i85 Join or create a team

App requirements that gain a lot of traction and discussion are documented in the pinned OneNote tab in the channel

for the System Manager’s quick reference.
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Microsoft Teams

Teams Ideas and Requests Posts Files Wiki HR App App Requirements 1more~ —+ @ Org 01 Meet  ~

Your teams '::'FI Irvin Sayers 1/7 3:45 PM  Edited

1 3 | HR App is Ready!

Hi Isaiah Langer, the app is ready for your review. |'ve added a beta version in the Interview Tool tab. Please let me know your thoughts. If
you like this, we will roll it out to the entire organization.

Announcements i -
Ce: Adele Vance.

Daily Standup

Design Collapse all

é Post

Digital Assets Web Fi 1 Isaiah Langer 1/7 5:47 PM Edited IT Administration / Ideas and Requests

Cinance This is perfect and has everything that we need. I'm sure everyone else will love this! Thanks, Irvin Sayers!
c‘l You

Go to Market Plan f@ Adele Vance 1/7 5:48 PM l y 7Jan,5:45 pm
i . )’ @ =

Hiri Adele Vance: Wow, this looks great., Irvin! Good job
iring HR App is Ready!

(= =)
n Praise Hi Isaiah Langer, the app is ready for your review. I've added
a beta version in the Interview Tool tab. Please let me know
Planning Adele Vance sent praise to your thoughts. If you like this, we will roll it out to the entire
organization.

Marketing

Projact A o B
roject Assets Irvin Sayers
Research and Development Cc: Adele Vance.

Strategy
Isaiah Langer 7 Jan, 5:47 pm i @ .

1 hidden channe

This is perfect and has everything that we need. I'm
T Administration sure everyone else will love this! Thanks, Irvin Sayers!
General

Adele Vance 7 Jan, 5:48 pm @

Budget Planning Irvin Sayers

Adele Vance: Wow, this looks great, Irvin! Good job
Bug Management Irvin Sayers 1/7 5:49 PM

Mats Seririh &© Thanks Adele Vance, Isaiah Langer.
Data Security Adele Vance 7 Jan, 5:48 pm @

Deplayment ; Enrico Cattaneo 1/7 5:53 PM
' i i m i isi Il :

Feedback and Analysis | think the Finance department needs your help now Irvin Sayers. This is great!! n Praise

Ideas and Requests ¢ Reply Adele Vance sent praise to

Incident Management Irvin Sayers

Management and Governance

[ New conversation @ @

+ .
i85 Join or create a team

Show gratitude for peers who went above and beyond at work with Praise in Microsoft Teams. The System Manager is

awarded a badge by his team lead for being the problem solver.
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Microsoft Teams Q, Search

Teams i Ideas and Requests FPosts Files Wiki HRApp Interview Tool ~ 1more v~

Your teams

O

SELECT YOUR DEPARTMENT

Announcements

Daily Standup
Design Ma rketl ng Interview Tool

Digital Assets Web IT Administration / Ideas and Requests
Finance @
Go to Market Plan

QR Human resources
Hiring

Iceas

Marketing

Accounting

Interview Tool Interview Tool

Planning
Project Assets
Research and Development

Strategy - o - i
Share and review interview Design EPARTMENTS

feedback on job candidates.

1 hidden channel

IT Administration
General Management

Budget Planning

Marketing

Human resources
Bug Management

Data Security

Deplayment Accounting
Feedback and Analysis

ldeas and Requests

Incident Management

Management and Governance

Management
oot -
g9 Join or create a team

<

Help your team work smarter by creating apps that connect to the data they use most with Power Apps. Here the IT

Executive builds a custom code-free application to simplify the hiring process for the HR Team.
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Microsoft Teoms

Teams i Ideas and Requests FPosts Files Wiki HRApp Interview Tool ~ 1more v~

-

< Interview Tool
Product Marketer

Daily Standup .
Sesion Marketing Hiring Manager: Susan Smith
F Interview Tool

Digital Assets Web View JOb descri pti(}ﬂ IT Administration / Ideas and Requests

Finance Ty
POSITIONS -+ o %

Go to Market Plan POSITIONS

Hiring OPEN CLOSED ;
CANDIDATES (3) Marketing 4

deas

\-1arketing OPEN POSITIONS CLOSED POSITIONS
Planning Product Marketer Bethany Lara

Project Assets Product Marketer

Research and Development Marketing Lead Rosetta SChUltZ

Strat
rategy Marketing Lead
1 hidden channel

Sarah Browning

T Administration
General

Budget Flanning

Bug Management
Data Security
Deployment

Feedback and Analysis
ldeas and Requests
Incident Management

Management and Governance

+ -
i85 Join or create a team

The Interview Tool app built by the IT Executive using PowerApps enables the HR team to seamlessly keep track of

open positions, interview feedback and candidate profiles all in one place.
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Support Role

confidence.

Information Technology Superpowers in Teams

Capabilities and features used...

« Schedule meetings using synced calendars, or a meet now
feature

 Participate in instant, open-channel communication

« Store documents within a cloud-enabled repository
using Files section or channel tabs

» Create and co-author documents, spreadsheets,
presentations and more in the cloud with Office 365

« Channel tabs for everyone to stay on the same page

* Help collaborate with teammates on multiple projects from
within a single environment

=¥ Microsoft

Check out how the Information Technology team can use Microsoft Teams to keep
your business running efficiently and address unexpected situations with

Apps that enable an immersive experience in Teams

Word Excel PowerPoint Communities Asana SharePoint
OneNote  MeisterTask We Decide ServiceBot ~ GitHub ~ Adobe Sign

sl inll >

Zenduty  ServiceDesk  Azure Jira
Plus Cloud  DevOps Cloud

Freehand By Power Apps
InVision
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Meet the Business Decision Makers
nformation Techno

=¥ Microsoft

IT Executive

"Information by itself is meaningless until

it's interpreted and analyzed to capture
insight and harness innovation.”

» Running regular checks on network
and data security

* Identifying and acting on
opportunities to improve and
update software and systems

» Developing and implementing IT
policy and best practice guides for
the organization

%

Systems Engineer

"Engineering is the closest thing to
magic that exists in the world."

Check existing systems and
suggest improvements

Develop new systems to increase
company efficiency

Apply tech solutions to strengthen
systems

Receive and relay information to
and from stakeholders

Systems Manager

"Management of a system requires
knowledge of all the components within

« Offer leadership, coaching, and
training to manage staff
performance

* Install, documents, and tests
software and hardware upgrades

« Support multiple software and
hardware systems throughout the
organization

the system and anyone that works on it."
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.. Remote Working and Support
', | Systems Manager

Scenario Walkthrough

Remote working is a new normal at Contoso given the Covid restrictions. While the employees already have their work devices
with them, a new ticketing system is being ushered in by the Systems Manager. See how she uses Microsoft Teams to share the
related information.

* Participates in conversation alerting the IT team of the hardships in the ticketing system and discusses measures to improve
support within the organization.

 Alerts all employees of a new ticketing system where they can get quick assistance.

« Changes the permission policies to allow new apps that can be access by all employees Teams via the Admin Centre
* Encourages employees to use the new ticketing system and post their honest suggestions and feedback.

* Interacts with ServiceDesk Plus Cloud to check incoming tickets and picks up tickets to resolve them.

* Receives praise from team members for a job well done.

How did Microsoft Teams help the Systems Manager execute her roles Which app integrations on
and responsibilities? Teams made it possible?

] €3

ServiceDesk Praise
 Send recognition to a team member for her hard work right in the channel via Praise. Plus Cloud

« Chat groups can help you introduce and connect people within your organization to
collaborate on important tasks seamlessly.

 Technicians and requesters can now perform various ServiceDesk Plus Cloud actions
through the bot and compose extensions.
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24

Microsoft Teoms
| S

- Teams e Support Posts Files Wiki Workflow () lssues &) + ® Org Ot Mest -

Activity

ﬁz Vour teams (@ Adele Vance 1/8 2:05 AM Edited @
= Work from Home - Extended

@ : oject Hi all,

T:::5 When we had first announced work from home for our employees, it was meant to be only for two weeks. However, seeing the situation
right now, the leadership has decided to extend it until further notice. During these trying times, we want to make sure that our employees

o Announcements are getting our support to tackle their challenges well. Debra Berger, Irvin Sayers, Alex Wilber, let us get on a call to discuss the same.

Calendar Daily Standup Remote Assistance

Design Friday, January 8, 2021 @ 3:00 PM

L8 & Post
Digital Assets Web ollapse all IT Administration / Support

i Finance Debra Berger 1/8 2:17 AM
Go to Market Plan i Hi Adele Vance, | have been thinking the same. We need to ensure that the employees are voicing their challenges to know what is ( AdeIeVVance
. - - - - \ 8 Jan, 2:05 am
causing hindrances. | have some ideas, will discuss them over the call.

@ Hiring Scheduled a meeting
3 Alex Wilber 1/8 217 AM

Adele Vance, will be there. (& amm Remote Assistance

Meeting ended: 6m T7s il' s. g ,a u 8 Jan 2021 @ 3:00 pm

deas

Marketing

Planning
Debra Berger 1/8 2:24 AM

Thank you for the meeting. As discussed, | will set up 2 request management portal for our employees to easily raise a ticket when You 8Jan 217 am
they face issues.

Project Assets

Research and Development
Hi Adele Vance, | have been thinking the same. We
Adele Vance 1/8 224 AM  Edited need to ensure that the employees are voicing their
1 hidden channel R 4 challenges to know what is causing hindrances. | have
' some ideas, will discuss them over the call.

Strategy

T Administration

Alex Wilber 8 Jan, 2:17 am
General

Budget Planning Adele Vance, will be there. =
Deployment :
Meeting ended

Management and Governance 6min 7sec

Support

You 8Jan,2:24 am .
Thank you for the meeting. As discussed, | will set up
a request management portal for our employees to
Finance ses easily raise a ticket when they face issues.

7 hidden channels

General

Reply @ @ \[.)/

+ -
Join or create a team

Keep conversations, meetings and relevant documents all in one place with Microsoft Teams. The IT Lead provides

context to the meeting through channel post and continues to interact with her team on the same thread.
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Microsoft Teams

Remote Assistance Chat Details “

<+ Add to calendar Tracking

& /
)  January 8, 2021 3:00 PM - 3:30 PM I E LETEE

Organizer

n T Administration > Support Debra Berger

Unknown

rvin Sayers é Remote Assistance
Unknown IT Administration / Support

Hi all Eog Alex Wilber
- Unknown HAT DETAILS
When we had first announced work from home for our employees, it was meant to be only for two weeks. However, seeing
the situation right now, the leadership has decided to extend it until further notice. During these trying times, we want to
make sure that our employees are getting our support to tackle their challenges well. Debra Berger, Irvin Sayers, Alex Remote Assistance

Wilber, let us get on a call to discuss the same.

Fri Jan 08, 2021
3:00 pm—3:30 pm

0\’3 Share meeting invite

Q +1 469-965-2451 (Toll) United States

| |
Microsoft Teams meeting

Hi all, When we had first announced work from home for our
employees, it was meant to be only for two weeks. However, seeing
the situation right now, the leadership has decided tc See more

Join on your computer or mobhile app
Click here to jein the meeting

Or call in (audio only)

+1 465-965-2451,.760688568# United States, Dallas Shared to channel

Phone Conference ID; 760 688 568#

Find a local number | Reset PIN IT Administration
Support

Learn More | Meeting options

Participants (4)
fi Adele Vance
Organiser

Alex Wilber

inbnAwe n

Plan meetings or keep them impromptu, according to team members’ availability. Hold calls and conferences and view

meeting details for effective communication with enterprise grade security.
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Microsoft Teams

Teams

Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan

Marketing

Planning

Project Assets

Research and Development
Sales and Marketing

Strategy

T Administration

General

Budget Planning
Deployment

Management and Governance

8 hidden channels

Contoso

General
Announcements
Employee Engagement
T Support

Monthly Reports

6 hidden channels

+ -
28 Join or create a team

Announcements Posts Files Wiki Sales - 2nd Quarter

Debra Berger 1/8 2:27 AM  Edited
IMPORTANT!

Helpdesk for IT Issues + New Apps

Hi team,

Stay safe, everyone.

Adele Vance 1/8 2:27 AM

Reguests @ Org-wide 3¢ Meet

As you might know, the leadership has decided to extend work from home until further notice. With the COVID situation getting worse with
the new strain, your safety is of utmost impertance. During these testing times, as an organization, we want to make sure that all your
queries are looked into and your challenges are mitigated quickly. For this, communication and transparency are key.

| am setting up a helpdesk for all employees to request assistance related to IT issues in the [T Support channel. Please feel free to give us
your honest opinions and suggestions so that we can work on improving our efforts.

We have also permitted additional applications that can be accessed from the app store for higher productivity while working from home.

All departmental heads must note this and make sure that your team is complying with the changes.

Christie Cline 1/8 2:20 AM

| must say this is an excellent initiative by the IT team. Will notify my team regarding this.

Irvin Sayers 1/8 2:30 AM

AWESOWIE

Use channel conversations to relay updates to team members. The Systems Engineer posts a quick update for team
members about the new IT help desk to support remote-working colleagues.

Post

Contoso / Announcements

You

4 8 Jan, 2:27 am
O

IMPORTANT!

Helpdesk for IT Issues + New Apps

Hi team,

As you might know, the leadership has decided to extend
work from home until further notice. With the COVID situation
getting worse with the new strain, your safety is of utmost
importance. During these testing times, as an organization,
we want to make sure that all your queries are looked

into and your challenges are mitigated quickly. For this,
communication and transparency are key.

| am setting up a helpdesk for all employees to request
assistance related to IT issues in the IT Support channel.
Please feel free to give us your honest opinions and
suggestions so that we can work on improving our efforts.

We have also permitted additional applications that can be
accessed from the app store for higher productivity while
working from home.

Stay safe, everyone.

Adele Vance 8 Jan, 2:27 am .
1@ All departmental heads must note this and make sure
that your team is complying with the changes.

e Reply

Microsoft

© @9
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=¥ Microsoft

&2 Contoso Electronics Microsoft Teams admin center

Dashboard

Manage apps

Teams ) . : . .
When you are managing apps for your organization, you are controlling what apps are available to users in your

organization's app store. You can then use app permission and app setup policies to configure what apps will be available for

Devices o
specific users. Learn more

Locations

Users 5:12

Pending approval

Meeti =[% Microsoft 365 Admin
eetings

Messaging policies ~ = Q, Search

Teams apps

Manage apps

868 items Q. Search by name
Permission policies h ! Message center

You have unread messages
Setup policies

Customize store e 15Five, Inc. Allowed Service health
You have new notifications
Voice
365-QA Advantive Allowed
Billing alerts

You have no new notifications

Policy packages
365Projects 365Apps Allowed
Analytics & reports

- - 7Gee TGecse Allowed
Org-wide settings ‘ DEese - e Quick Links
Planning Abibot Supplynet Metlogistik Allowed
. A
Call quality dashboard [ Accessibility Bot Future Worx Allowed %
Billing
Achievers Achievers Allowed

adam.ai adam Allowed

Additio Additio Allowed

The IT Admin center for Teams allows Admins to manage app permissions, upload custom apps, block apps, update

permission policies and more to ensure better privacy and security in Teams.
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(Y>3 ; . .
¢'> Contoso Electronics Microsoft Teams admin center
— App permissicn policies \, Add
Dashboard

Add app permission policy
Teams

) Description
Devices

Locations
Microsoft apps

Users Choose which Teams apps published by Microseft or its partners can be installed by your users. 512

=% Microsoft 365 Admin

Meetings () Allow all apps

Messaging policies Q Search

Terrr Third-party apps
Choose which Teams apps published by a third-party that can be installed by your users.
Manage apps
(~) Allow all apps
Permission policies Message center -
99+ [y

You have unread messages

Setup policies
PP Custom apps

Customize store Choose which custom apps can be installed by your users. Service health

1

You have new notifications

. N .
Voice ) Allow all apps

Billing alerts

You have no new notifications

Policy packages
Analytics & reports

3 Org-wide settings | Quick Links
Planning

Call quality dashboard [ %

Billing

The IT Admin updates the permission policies to allow users to access custom apps, third party apps and Microsoft

apps within Teams to provide access to a wide range of tools for productive remote work.
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Microsoft Teams

D ServiceDesk Plus Cloud chat About

1/8 12:40 PM
view all requests

@

O ServiceDesk Plus Cloud 1/8 12:40 PM

All Requests

IR 4

o #10 Please increase storage space for my email account
Open | Mot Assigned | Jan 8 2021 02:41 PM é ServiceDesk Plus Cloud (X %

#9 Please create an account for me Active Directory .
Open | Not Assigned | Jan 8 2021 02:40 PM view all requests [@)

#8 Please reset password for my AD account

Open | Mot Assigned | Jan 8, 2021 02:39 PM AN Requests

o #10 Please increase storage space for

my email account
Open | Not Assigned | Jan 8, 2021 02:41 PM

#7 Please create VPN account for me and install vpn client in my machine

#9 Please create an account for me

Active Directory
Open | Not Assigned | Jan 8, 2021 02:40 PM

#9 Please create an account for me Active Directory

Alex Wilber

#8 Please reset password for my AD
account

Please create an account for me Active Directory

Status Open
Technician Mot Assigned
Priority Mot Assigned

M o —~

You can view Iin ServiceDesk Plus Cloud

Add Notes Pick up Assign To

You have picked-up request #9

Type your questions here

Ar @ [ B

Open | Not Assigned | Jan 8, 2021 02:39 PM

#7 Please create VPN account for me

and install vpn client in my machine
Open | Not Assigned | Jan 8, 2021 02:09 PM

#6 Please provide me an account in

our CRM system
Open | Not Assigned | Jan 8, 2021 02:08 PM

#5 Please delete the specified account

form AD
Open | Not Assigned | Jan 8, 2021 02:07 PM

#4 New employee joining the
organization

° Type a message

With ServiceDesk Plus Cloud, technicians can perform activities like adding notes, approving requests, picking up

requests, assigning requests to technicians, and resolving tickets through the actionable cards within the chat window.
39



Information Technology — Remote Working and Support

=¥ Microsoft

Microsoft Teams

Teams Support Posts Files Wiki Workflow Issues~ —

Hiring —
deas LW Contoso Sign out
Marketing
Planning 9 Open Requests v
Project Assets

B G Mew Incident | Edit Delete Pick Up Close Merge Link Requests Assign

Rezearch and Development

o B MNamea C ici. -
Strategy D 4 Subject Requester Name Technician ServiceDesk Plus Cloud

1 hidden channe
10 0 Please increase storage space for my Joni Sherman Unassi...

L email account
T Administration

General ) Please create an account for me Active Alex Wilber

Budget Planning Directory

Deployment

0 Please reset password for my AD account Alex Wilber Unassi...

Management and Governance ServiceDesk Plus Cloud

Support . . View the request module of ServiceDesk Plus Cloud inside Microsoft
) Please create VPN account for me and Lidia Holloway Unassi... Teams. Technicians and requesters can now perform various

7 hidden channels install vpn client in my machine ServiceDesk Plus Cloud actions through the bot and compose
extensions.

Finance

Please provide me an account in our CRM olloway - Created by
General system Zoho Corporation Private Limited

Budget Review

Planni Please delete the specified account form AD Joni Sherman Ira - Privacy statement
anning

Contoso New employee joining the organization Isaiah Langer Service agraement

General . . .
Printer problem Isaiah Langer Unassi...

Employee Engagement
T Support Unable to fetch mails Allan Deyoung Unassi...
Monthly Reports

g o Unable to browse Christie Cline Unassi... Network
7 hidden channels

+ -
Join or create a team

The ServiceDesk Plus Cloud integration in Teams enables technicians to seamlessly keep track of new tickets and track the

progress of existing tickets without leaving Teams.
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Microsoft Teoms

Teams N Support Posts Files Wiki Workflow Issues~ —

Hiring
~ _
deas u'p Contoso Sign out

Marketing
Planning &« Edit Close Cancel Pick up Aszzign

Project Assets

Please increase storage space for my email account Request ID #10

Rezearch and Development
Strat riority :Not As : Joni Sherman on Jan 8, 2021 02:41 PM Status Open i

rategy ServiceDesk Plus Cloud
1 hidden channe “y Reply | r? Forward | [£] Add Note ifecycle Mot Assigned
Resolution Reminders riority Mot Assigned
T Administration

Mot Assigned
General Conversations
Budget Planning
Deployment
Management and Governance ppr =tatus Not Configured ServiceDesk Plus Cloud

Support " - e s S : rttachments View the request module of ServiceDesk Plus Cloud inside Microsoft
Teams. Technicians and requesters can now perform various

7 hidden channels se increase storage space for my email account ServiceDesk Plus Cloud actions through the bot and compose
I Mo due date set s ———

Finance

Created by

General . Zoho Corporation Private Limited
Linked Requests

Budget Review
Planning Change Caused by Request Privacy statement
{=

Change that Initiated Request Service agreement
Contoso

General Associated Project

Employee Engagement Associate Purchase Order

T Support
REQUESTER DETAILS
Monthly Reports

- Joni Sherman
7 hidden channels

o F etails W

I el

+ -
Join or create a team

Service desk teams can now integrate the incident management module of ServiceDesk Plus as a tab inside their
organization's Teams interface. This enables technicians and end users to perform a host of request management
activities. 41
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Microsoft Teams

Teams Support Posts Files Wiki Workflow Issues~ —

Hiring
~ _
deas u'p Contoso Sign out

Marketing
Planning &« Edit Pick up Assi Mark FCR

Project Assets
. H Request ID #10
Research and Development Please increase storage space for my email account
riority :Not Assi l Requested By Joni Sherman on Jan 8, 2021 02:41 PM Status &, | Closed \
Strategy ' ServiceDesk Plus Cloud

“y Reply | r? Forward | [£] Add Note ifecycle Mot Assigned

1 hidden channe

Details Tasks Resolution Reminders riority Mot Assigned
T Administration

Mot Assigned
General Conversations

Budget Planning
Deployment
Management and Governance pproval status Not Configured ServiceDesk Plus Cloud

Support " - e s S : rttachments View the request module of ServiceDesk Plus Cloud inside Microsoft
Teams. Technicians and requesters can now perform various

7 hidden channels se increase storage space for my email account ServiceDesk Plus Cloud actions through the bot and compose
I Mo due date set s ———

Finance

Created by

General . Zoho Corporation Private Limited
Linked Requests

Budget Review
Planning Change Caused by Request Privacy statement
{=

Change that Initiated Request Service agreement
Contoso

General Associated Project

Employee Engagement Associate Purchase Order

T Support
REQUESTER DETAILS
Monthly Reports

- Joni Sherman
7 hidden channels

F etails v

LS

+ -
Join or create a team

Update the status of tickets as soon as they're resolved. The Systems Manager updates the status of the ticket to

closed” within the ServiceDesk Plus Cloud tab after resolving the issue.
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Microsoft Teams

Teams

Hiring

deas

Marketing

Planning

Project Assets

Rezearch and Development
Strategy

1 hidden channe

T Administration

General

Budget Planning
Deployment

Management and Governance
Support

T hidden channels

Finance
General
Budget Review

Planning

Contoso

General

Employee Engagement
T Support

Monthly Reports

T hidden channels

+ -
Join or create a team

Support Posts Files Wiki Workflow Issues -

e

@ Org =4 Meet

Adele Vance 1/8 2:31 AM  Edited

Request Management Module — Success

Hi team,

The recent change in the ticketing system has really helped the employees resolve their issues faster and more conveniently.

Debra Berger, congratulations on making this a success. | am especially pleased you found a way to restructure the ticketing system during
such times. You did an excellent job, and we appreciate the time you spent on this.

Collapse all

f@ Adele Vance 1/8 2:32 AM
B Fraise

Adele Vance sent praise to

Debra Berger

Well done!

Debra Berger

Christie Cline 1/8 2:34 AM

This is awesome! Good job, Debra Berger. &

A

Debra Berger 1/8 2:35 AM
Thank you for your kind words. Really appreciate this, (2

Adele Vance 1:38 PM

Edited

«* Reply

Send acclaim to your employees and coworkers with Praise in Microsoft Teams. Deliver in a chat or for wider
recognition, send it in a channel conversation. The Systems Engineer receives praise from her team lead.

Microsoft

w

@

Post
IT Administration / Support

Adele Vance
8 Jan, 2:31 am

(&

Request Management Module — Success

Hi team,

The recent change in the ticketing system has really

helped the employees resolve their issues faster and more
conveniently.

Debra Berger, congratulations on making this a success. |
am especially pleased you found a way to restructure the
ticketing system during such times. You did an excellent job,
and we appreciate the time you spent on this.

f@ Adele Vance 8 Jan, 2:32 am
n Praise

Adele Vance sent praise to

Debra Berger

Problem solver
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* Efficient Knowledge Management
. IT Executive

Scenario Walkthrough

Easy access to critical information within the company is essential to the smooth functioning of any department. The IT
Executive sets up a SharePoint site for the HR team to enable them to easily manage and share knowledge within the
company. When he receives a notification from a HR team member requesting for help with navigating Contoso’s internal
SharePoint site, he quickly pulls up relevant knowledge base articles and shares it to resolve the issue. See how the IT Executive
leverages Microsoft Teams to share knowledge and empower other teams to function efficiently. .

Sets up a SharePoint site for the HR team to enable efficient knowledge management and sharing.

Configures a tab within the channel and notifies the team of the new site via channel communications.

Receives appreciation for the stellar job on the new HR site via Praise.

Receives a query from a member of the HR team regarding the SharePoint site via channel communications.

Resolves the issue by quickly pulling up a knowledge base article and sharing it via ServiceDesk Plus Cloud.

How did Microsoft Teams help the IT Executive execute his roles and Which app integrations on
responsibilities? Teams made it possible?

» Access company-wide articles, policies and other knowledge within Teams using
SharePaoint. W) - n

 Quickly pull relevant knowledge base articles using ServiceDesk Plus Cloud.

« Channel conversations help you connect with relevant teams and departments quickly. ServiceDesk  SharePoint  Praise

Plus Cloud
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. About
- SharePoint

Add content to your Teams channel from

I ) Human Rescurces (®) Any SharePoint site

Paste a link to a SharePoint page, list, o

/Benefits/5itePages/Home.aspx

Open
(] Post to the channel about this tab
Open in browser
Copy link

Rename

Delete

View pages and collaborate with lists with SharePoint in Teams. Add a SharePoint page or list. The IT Executive sets up
a SharePoint site for the HR team.
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Microsoft Teams

Teams

Budget Review
Media

Monthly Reports
Newsletters
Operations
Public Relations

5 hidden channels

Finance

General
Budget Review

Planning

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
Planning

Review

2 hidden channels

Marketing

General
Campaigns
Digital Assets
Events

New Stores

Social Media Tracking

o

+ X
28 Join or create a team

Q_ Search

!" General Posts Files Wiki Health Insurance Cove... HRSite v 2 more v 1=

News

FINANGE 1
Qs.l (Aﬂ)é—‘(;’)/

fomans A

Changes to Medical Benefits

We have distributed the updated medical packages pamphlet and w...

9% Diego Siciliani May 14, 2020

R
Counsellin .
? Open Enroliment Begins!

% SL 2.

|

Help with taxes Mentor

progra Contoso’s open enrollment period

starts this quarter. More information

AN\ coming soon!
1
\ove gon

Simplify your What benefits
life can do

=¥ Microsoft

New 401K Packets Available Now!

Please stop by the HR offices to pick up the ney
Pradeep Gupta May 14, 2020

HR Site

Human Resources / General

New Office Gym Opens Today

Gym remodel is complete. You now have acces

Pradeep Gupta May 14, 2020

Open Door Policy

Contoso encourages our employees to come

Pradeep Gupta May 14, 2020
Changes to Medical Benefits

We have distributed the updated medical packages pamphlet and...

New 401K Packets Available Now!

Pradeep Gupta May 14, 2020

New Office Gym Opens Today

Pradeep Gupta May 14, 2020

Open Door Policy

Pradeep Gupta May 14, 2020

Communicate with your organization and seamlessly share knowledge within a SharePoint site. The IT Executive
configures a SharePoint site for the HR team to enable them to share policy updates and other information with ease.
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Microsoft Teams

Teams General Posts Files Wiki Health Insurance Cove... Lists 2 more ® Org 04 Meet

General Today

Customer Support Irvin Sayers 12:01 PM

&
Goals 1 3 | The HR SharePoint site is ready!
I've created a SharePoint site with all the policies, articles, and other details shared with me. You can make changes to the site directly on

Monthly Reports T ) i ) ) -
the website itself. | hope this makes the knowledge management and information sharing process much maore efficient.

RFP and Proposals

7 hidden channels Feel free to reach out to me or the IT Team if you need help with navigating through the site.

Post
Finance llapse é

Human Resources / General

Isaiah Langer 12:02 PM

5 Thanks, Irvin Sayers. This makes the whole process much easier. I'm sure the team and employees within Contoso will significantly c‘l You
Budget Review benefit from this site, l@! 12:01 pm

Planning G g
- @~ Lynne Robbins 12:03 PM The HR SharePoint site is ready!

General

Y This looks great, Irvin Sayers!
Human Resources I've created a SharePoint site with all the policies, articles,

Nestor Wilke 12:04 PM and other details shared with me. You can make changes to
General J Let's quickly shift from traditional email updates to making changes in the site itself. Kudos for the excellent job with the HR site the site directly on the website itself. | hope this makes the
saiah. knowledge management and information sharing process

Employee Engagement
much more efficient.

Employee Performance

HR Policies and Benefits B Praise Feel free to reach out to me or the IT Team if you need help

with navigating through the site.
Planning

MNestor Wilke sent praise to

Review Isaiah Langer 12:02 pm
Isaiah Langer @I e

2 hidden channels . .
b - Thanks, Irvin Sayers. This makes the whole process

_ much easier. I'm sure the team and employees within
Marketing /_/ Contoso will significantly benefit from this site.

General
Campaigns Lynne Robbins  12:03 pm

i i I
Digital Assets This looks great, Irvin Sayers!

Events - . X
salah Lange B Nestor Wilke 12:04 pm

New Stores
+* Reply Let's quickly shift from traditional email updates

Social Media Tracking to making changes in the site itself. Kudos for the

T hidden channels
© ®9

+ -
Join or create a team

Show appreciation to your team members with Praise in Teams. With a selection of badge sets to choose from and the
option to create your own badges, Praise is designed to help recognize the effort that goes into the wide range of
work. The IT Executive receives appreciation for his stellar job. 47
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Microsoft Teams

Teams Support Posts Files Wiki Workflow () lssues &) + ® Org Ot Mest -

Daily Standup

_— A= Lynne Rebbins 1/7 4:06 PM  Edited
Llesign
- N How to create a Template?

Digital Assets Web Hi Support, I've published a new article on the open-door policy on the SharePoint site for HR, and | want to use this as the template for all
- : . o

Finance future policy updates. Is there any way to do this? Kindly help.
Go to Market Plan Collapse all

Hiring |- Irvin Sayers 1/7 407 PM Edited

- d£eo Hilynne Robbins, I'm happy to help. Here's a link with instructions on how you can promote SharePoint posts within the Post
&= b

- organization. IT Administration / Support
Marketing

- r & = Lynne Robbins
P ServiceDesk Plus Cloud .
Planning E 3 7 Jan, 4:.06 pm

Project Asset i
roject Assets How to create a SharePoint Template How to create a Template?

Research and Development - - \
Create or open a page or news post that you want to use as the basis for your template. Add or

Hi Support, I've published a new article on the open-door
Strategy f

policy on the SharePoint site for HR, and | want to use this as
the template for all future policy updates. Is there any way to
do this? Kindly help.

r
nge the web parts and content you want to be in the template, just like you would on any new

1 hidden channe page. For more information on creating pages and using web

PO Solution ID 136153000000167298
T Administration
Topic You 7 Jan,4:07 pm 4

General Approval Status

Budget Planning Created Date Hi Lynne Robbins, I'm happy to help. Here's a link with

instructions on how you can promote SharePoint posts
Bug Management Keywords SharePoint within the organization.

D Securit
Data secunity . . . m ServiceDesk Plus Cloud
View in ServiceDesk Plus Cloud

Deployment :
How to create a SharePoint Template

Feedback and Analysis
° Y Create or open a page or news post that you want to use

as the basis for your template. Add or change the web
Thanks Irvin Sayers, this is very helpful. parts and content you want to be in the template, just
Management and Governance like you would on any new page. For more information on
-G\| Irvin Sayers 1/7 4:.08 PM creating pages and using web
Pull Request i i

Ly Robhbi 1/7 4:08 PM
Incident Management e '

service Strategy Solution ID 136158000000167298
Topic General

Support Approval Status Approved

Created Date Jan 7,2021 02:20 AM
Keywords SharePoint

1 hidden channe

Contoso

+ .
i85 Join or create a team

[/ New conversation ° Reply

Manage all your ServiceDesk Plus Cloud incident and service requests right inside Teams. Technicians and requesters

can now perform various ServiceDesk Plus Cloud actions through the bot and compose extensions.
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Scenario Walkthrough

=¥ Microsoft

The pandemic has changed how we work and employees in Contoso have adapted to the new normal. The serving locations
have been following the new regulations for operating spaces. For a Systems Engineer to troubleshoot problems in employee
devices remotely, as employees work across multiple locations, is a usual task now. The remote support allows him to assist

Contoso's global workforce with ease.

* Receives alert in the channel where an employee has raised an issue about a printer issue.

* Gets @mentioned by the IT Manager and is assigned the ticket.

« Sends a 1:1 chat message to the employee to understand the situation better.
* Gets on a Teams call with the Front Desk Executive to troubleshoot the issue.
* Requests permission to access the executive's desktop over Teams.
 Troubleshoots the issue and installs updates to solve the problem.

 Closes the Service Desk ticket in the channel.

How did Microsoft Teams help the Systems Engineer execute his roles and
responsibilities?

» Use ServiceDesk Plus Cloud to log tickets and initiate conversation.

* Personal 1:1 and channel conversations to gain clarity on the issue.

» Hold meeting calls with screen share right inside Teams.

Which app integrations on
Teams made it possible?

)

ra

ServiceDesk
Plus Cloud
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Micsosoft heatns

Teams “ Support Posts Files Wiki Workflow Issues —+

‘ouIeam @ Joni Sherman 1/7 2.07 PM Edited
Mark 8 Project Team .- Unable to Print Invoice
Apparently, the printer decided not to do what it is meant for. | couldn’t print an invoice when the customer was right in front of me, and |
General had to ask him to check-in the room by assuring that the invoice would be delivered to the room. Do we have a service tech we can call?

Announcements Cc - Adele Vance

Daily Standup

Design f Adele Vance 1/7 2:08 PM Edit
: e - s ” : . . L : Post
G f Don't worry, Joni Sh 3 v juickly as . Yes! We v erv ; his e é

Digital Assets Web D IT Administration / Support
eyoung.

Finance

_ g Joni Sherman 1/7 2:09 PM Joni Sherman
o to Market Plan o B 7.Jan, 207 pm

O]
Hiring Unable to Print Invoice
Ideas
Apparently, the printer decided not to do what it is meant for. |
couldn’t print an invoice when the customer was right in front
Planning of me, and | had to ask him to check-in the room by assuring
that the invoice would be delivered to the room. Do we have a
service tech we can call?
Research and Development Cc - Adele Vance

Marketing

Project Assets

Sales and Marketing
Adele Vance 7 Jan, 2:08 pm / @ S
Strategy
" Don't worry, Joni Sherman. I'll get this solved for you
as quickly as | can. Yes! We do have a service tech

call; his name is Allan Deyoung.

IT Administra “en -
‘ dministration i Adele Vance 1/7 2:14 PM
Also, | am raisi nga ticket for your issue here. Joni Sherman, please check the status for the same. Allan Deyoung will update it once

General
the issue is resolved.

Budget Planning % Joni Sherman 7 Jan, 2:09 pm
Q)

Bug Management @l Allan Deyoung
o I'monit. &

Data Security

Deployment @‘ Joni Sherman  1/7 2:15
4@ Sure, |l do that.

Feedback and Analysis

Management and Governance

Support

4 hidden channels

o

+ X
28 Join or create a team

Not sure whom to reach out to when you need support? The IT Admin team at Contoso has Support channels (per

site or department) for team members to reach out to them and engage for quicker resolution of queries.
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=¥ Microsoft

i

Y n Support Posts Files Wiki Workflow Issues~

: Contoso
Mark 8 Project Team wes

General

9 Open Requests v

Announcements
Daily Standup = Q New Incident  ~

Design

Technician %
Digital Assets Web ServiceDesk Plus Cloud

Finance 7 j Connectivity issue in meeting room 4A Don Howes Unassi...

Go to Market Plan

Hiri Monitor Replacement Pradeep Gupta Unassi... Printer Problems

iring

deas .
Printer Fix

Marketing

Planning 4 j VPN Issue ServiceDesk Plus Cloud

Project Assets View the request module of ServiceDesk Plus Cloud inside Microsoft

Wi-Fi password for building 3 " sttar Allar : Teams. Technicians and requesters can now perform various
ServiceDesk Plus Cloud actions through the bot and compose
extensions.

Research and Development

Sales and Marketing

Strategy @

T Administration

Created by

General Zoho Corporation Private Limited

Budget Planning

Bug Management Privacy statement
Data Security Service agreement
Deployment

Feedback and Analysis

Management and Governance

Support

4 hidden channels

o

ot
o Join or create a team

View the request module of ServiceDesk Plus Cloud inside Microsoft Teams. Manage all your ServiceDesk Plus Cloud

incident and service requests. The Systems Engineer is assigned the ticket for repairs.
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m_ Microsoft

Microsoft Teams

Teams n Support Posts Files Wiki Workflow Issues~

Your teams

- Contoso Sign out
Mark & Project Team .

General
Edit Close

Announcements
Daily Standup printer Fix Request IC #2
Design - Priority : @High | Requested By Adele Vance onJan 7, 2021 08:21 AN Status Open

Digital Assets Web

ServiceDesk Plus Cloud
= Forward | [£] Add Not Not Assigned

Finance
Details Tasks X Reminders Priority B High

® Allan

Conversations
0

Marketing Reminders 0

Planning ) Approval Status Not Configured ServiceDesk Plus Cloud

View the request module of ServiceDesk Plus Cloud inside Microsoft
Teams. Technicians and requesters can now perform various

R - nd Dev e . .
Research and Development . No due dat ¢ ServiceDesk Plus Cloud actions through the bot and compose
e 0 due Gate se extensions.

Project Assets QUCICVANICE R G eV MU ' Attachment 0

‘/.I/IV

Sales and Marketing

Strategy E ( @

— Linked Requests
IT Administration 1
Created by

Associated Problem : : e

General ssociated Froble Zoho Corporation Private Limited

Budget Plannin
9 9 Change Caused by Request Pri tat t
rivacy statemen

Bug Management

D S " Change that Initiated Request )
ata Security Service agreement

Deployment Associated Project
Feedback and Analysis
REQUESTER DETAILS
Management and Governance
Adele Vance
Support

hidden chann

Join or create a team

View ticket details within ServiceDesk Plus Cloud inside Microsoft Teams. Manage all your ServiceDesk Plus Cloud

incident and service requests. The Systems Engineer views the ticket assigned to him.
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Microsoft Teams

Chat ~

* Pinned

. ’ DailyBot

Sent a card

Qubie

Sent a card

7

Joni Sherman 1/
You: Let me see if | can get this issue resal...

Trello 1/7
Sent a card

Teams Manager 1/
Welcome to the Teams Manager! You can ...

Discussing Revenue Projections... 12/24
MNestor: | agree, these numbers show a ve...

Mestor Wilke 12/24
You: = GIF

AgilePally
Sent a card

Bot User - b06c8c85-8ela-4621...

This demo is no longer available. Newer ...

Pradeep Gupta
You: Sure, happy to help.

Freciate
Sent a card

Achievers
Sent a card

Project Timeline & Rescources 1A
Irvin: Hi all, we have received a go-ahead...

Zoho Projects 11417
Sent a card

Polly
Your survey results are in!

Dynamic Signal 10/21
| relay broadcast messages sent from yo..,

@ Joni Sherman cChat Files Organization  Activity —+

1/7 222 PM  Edited
Hi Joni. Can you please tell me about the trouble you've been facing with your printer in detail?

Joni Sherman 2:23 PM
o Hey Allan. | am not sure what is wrong. But, since yesterday, | cannot print any inveices using the

printer installed at the reception.

1/7 223 PM

Okay. I'll help you!

Joni Sherman  1/7 2:23 PM
Do you think I'll have to bring my laptop or ask someone to drop the printer at the IT station?

/7 2223 PM
Let me see if | can get this issue resolved at my end first, and then we can decide on the movement
of assets. | think we can get on a call to troubleshoot this.

hype 3 new meassage

=¥ Microsoft

é Joni Sherman
® Offline

CHAT

D @

1:1 chat conversations can always turn into a call, according to the participants' convenience. The engineer and the

employee opt for a call to troubleshoot the issue.

Thursday 2:22 pm

4 i Joni can you please tell me about the trouble
you've been facing with your printer in detail?

Hey Allan. | am not sure what is wrong. But, since
yesterday, | cannot print any invoices using the

printer installed at the reception.
Okay, I'll help you!

Do you think I'll have to bring my laptop or ask
someone to drop the printer at the IT station?

Let me see if | can get this issue resolved at

my end first, and then we can decide on the
movement of assets. | think we can get on a call
to troubleshoot this.

c Type a message
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Microsoft

Microsoft Teams Q_ Search

12:170 %

<_ Joni Sherman

00:06

N

Joni Sherman Joni Sherman %

<

Hold calls with your team members with enterprise grade security in Microsoft Teams. You can schedule a call with the
team or 1.1 like this between the employee and the Systems Engineer.
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i

Y n Support Posts Files Wiki Workflow Issues~

: Contoso
Mark 8 Project Team wes

General
Announcements

Daily Standup i i Request IL #2

Design riority : @ Hi lequested By Adele Vance on Jan 7, 2021 08:21 AM Status *% | Closed 2
Digital Assets Web Mot Assigned ServiceDesk Plus Cloud
Finance )
Details 3 f nders Priorit) @ High
Go to Market Plan

o ® Allan
iring Conversations

deas 0

Marketing eminders 0

Planning ) Approval Status Not Configured ServiceDesk Plus Cloud

Project Assets =M be DS - 2 ' Attachments 0 &~ View the request module of ServiceDesk Plus Cloud inside Microsoft
Teams. Technicians and requesters can now perform various
ServiceDesk Plus Cloud actions through the bot and compose
extensions.

Research and Development
No due date set
Sales and Marketing

Strategy Worklog Time @

Linked Requests

T Administration
Created by

General Associated Problem . . o
Zoho Corporation Private Limited

Budget Plannin
9 9 Change Caused by Request .

8 Privacy statement

ug Management

Change that Initiated Request

Data Security Service agreement

Deployment Associated Project

Feedback and Analysis
REQUESTER DETAILS

Management and Governance
Adele Vance
Support

4 hidden channels

o

ot
o Join or create a team

Update the ticket status, add comments and close the ticket after the resolution of the issue within the ServiceDesk

Plus Cloud tab.
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Development & Compliance

Check out how the Information Technology team can use Microsoft Teams to keep
your business running efficiently and address unexpected situations with
confidence.

Information Technology Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
« Schedule meetings using synced calendars, or a meet now -

feature
° Part]cipate N instant/ Open_channe| communication Word Excel PowerPoint Communities Asana SharePoint

« Store documents within a cloud-enabled repository
using Files section or channel tabs O
e (Create an'd co-author dqcuments, spre-adshe'ets, OneNote  MeisterTask  We Decide ServiceBot  GitHub  Adobe Sign
presentations and more in the cloud with Office 365

« Channel tabs for everyone to stay on the same page o / e
ceene A D EE BB
» Help collaborate with teammates on multiple projects from

W|th|n a Sing|e environment ZendUty ServiceDesk Azure Jira Freeharmd By Power AppS
Plus Cloud  DevOps Cloud InVision




N

Meet the Business Decision Makers
formation Technology

rg
o/ 9//"‘.—‘,

Tech Lead

"Any sufficiently advanced technology (s
equivalent to magic.”

« (Collaborate with delivery teams
providing guidance and subject
matter expertise on the software

 Create software deployment
strategies to successfully deploy
the software

 Update configuration management
tools for implementation and
supportability

Developer

"Everyone should learn coding because it

teaches you how to think."

* Prepare and coordinate intranet
web updates and intranet website
changes

» Develop quality assurance
procedures

« Work closely with other
developers, UX designers, business
and systems analysts

=¥ Microsoft
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Meet the Business Decision Makers
formation Technology

IT Manager

"IT is an enabler and catalyst for the

company to reach the next level of
business growth and maturity."

« Plan, organize, control and

evaluate IT and electronic data
operations

Manage IT staff by recruiting,
training and coaching employees,
communicating job expectations
and appraising their performance

Ensure security of data, network
access and backup systems

IT Lead

"Leadership (s the capacity to translate

vision nto reality."

Delegate duties and tasks within
the IT team

Review completed tasks to
ascertain compliance with
standards

Monitor all team members and
provide necessary advice and
guidance

=¥ Microsoft
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Data Protection Compliance
[T Manager

Scenario Walkthrough

Companies everywhere are turning to experts to update their data protection policy. The IT Manager has been appointed to
set up a Data Protection Compliance program so that Contoso’s data is safe and secured. Teams has a wide range of
information to help with compliance areas, including communication compliance for channels, chats, attachments, and
retention policies. Here's how Teams helps him/her connect with his peers to get the tasks done.

 Creates a template using Teams Manager and requests team members to use the same template for adding new teams.
« Schedules a channel meeting and discusses updates in the data protection policies over a PowerPoint presentation.
« Updates the policies and manages team and user permissions from the Microsoft Teams admin center.

* Receives a notification from the Project Manager about a new team request, approves it and creates a lifecycle for the new
team using Teams Manager.

* Reaches out to the Tech Lead to confirm whether a team can be archived/deleted and deletes a team that is no longer
relevant for team members.

How did Microsoft Teams help the IT Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?

» Create a template for new teams and add channels, tabs, lists, or apps like Tasks by
Planner and To Do / OneNote with a few clicks.

» Manage teams and their lifecycle with Teams Manager for data protection.

 Archive or delete inactive Teams according to specified expiration dates using Teams

Teams Manager PowerPoint
Manager.
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Microsoft Teams

H TeamsManager Chat Requests Teams Templates Settings Help About

Create a template

MName *

Project Team Template

Teams Man__

Description

Collaborate and discuss over project timelines, budget, deliverables and more!

Create a new template or use any Team as a template and add channels, tabs, lists or apps like Tasks by Planner and To
Do / OneNote with a few clicks. Permissions and settings can also be pre-configured for each template.

=¥ Microsoft

1:09

& Teams Manager

v

Teams Manager

Teams Manager helps your company keep control of Microsoft Teams
and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.

REQUEST PROCESS & APPROVAL WORKFLOW

Teams Manager offers an automated approval workflow that allows
pre-selected users to approve requests for new Teams.

METADATA

Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance
policies.

TEMPLATES

Use any Team as a template and add channels, tabs, lists or apps like
Planner / OneNote with a few clicks. Permissions and settings can
also be pre-configured for each template.

LIFECYCLE MANAGEMENT

With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.

NAMING CONVENTIONS

For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.

GOVERNANCE POLICIES

Build a complete governance automation with different policies.
GUEST ACCESS

Activate guest access for external users.

GET STARTED IN MINUTES

<
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Teams Data Security Posts Files Wiki Teams (@) -+ @ Org 24 Meet ~ (1)

...T

Activity

a Your teams (@ Adele Vance 1/7 5:47 PM  Edited
Chat

o Data Protection Compliance Policy
@ : st Hi team,

T:::5 As our new project — Mark & is about to start, and | want to take this opportunity to update our data protection policies. Data protection is
Contoso’s highest priority right now. An effective data protection program minimizes our sensitive data footprint and helps us keep
business-critical and regulated data secure, And the best way to start this new data protection plan is to think of it as a mandatory step

Calendar Data Security while creating a new team.

E Budget Planning

Depl ; | have created a template here to manage team creation and for effective team gowvernance. Let us get on a call to discuss more.
Deploymen
. Post

IT Administration / Data Security

i Management and Governance ( You
Updates in Data Security
Pull Request - a 7 Jan, 5:47 pm
Friday, January 8, 2021 @ 9:30 AM

Service Strategy B Scheduled a meeting

Ideas and Requests

Support

Patti Fernandez 1/7 5:49 PM @  Updates in Data Security

3 hidden channels ~4© Thisis a great initiative, Adele Vance. See you at the meeting. 8 Jan 2021 @ 8:00 pm

Irvin Sayers 1/7 6:19 PM
| created a rough draft of the policy, sharing it below. We can discuss this in the meeting.

Contoso

Patti Fernandez 7 Jan, 5:49 pm @ -
General

[@¢| Data Protection Compliance Policies.pptx l This is a great initiative, Adele Vance. See you at the
[E .

Announcements meeting.

East Coast Marketing

Meeting ended: 15m 58s a i'. g 'ﬁ g

Employee Engagement - Irvin Sayers 7 Jan, 6:19 pm :
Adele Vance 1/7 7:33 PM £ § | created a rough draft of the policy, sharing it below.
rvin Sayers, | think this PowerPoint presentation showcases zll the necessary protocols that we will need to follow while starting a We can discuss this in the meeting.

Monthly Reports new project. Let us forward this to all departmental heads so that they can comply with the new policies henceforth.

Employee Recognition

Mew Campaigns a: Data Protection Compliance Policies.pptx
. Irvin Sayers 1/7 7:34 PM 853.42 KB
Planning and Development Yes, Adele Vance. Will do the needful.
Security and Safety
Adele Vance 1/7 7:34 PM

Meeting ended
Lidia Holloway, we can start setting up a new team for Mark 8 project now.

Upcoming Launches
15min 58sec
1 hidden channel _

Lidia Holloway 1/7 7:35 PM

- You 7 Jan,7:33 pm
Yes, | am on it. (&3 *

Mark 8 Project Team Irvin Sayers, | think this PowerPoint presentation

General
[ New conversation Reply © @ \[.)/

+ -
i85 Join or create a team

Collaborate with your team through channel communications using @mention to tag required personnel and keep
conversations around the topic in a single thread. The team schedules meetings and shares files within the same
thread too. 61
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Microsoft Teams
Updates in Data Security Chat Details Scheduling Assistant “
> Cancel meeting Meeting options Tracking

& Updates in Data Security ,'a Adele Vance

Organizer

'G”g Irvin Sayers Patti Fernandez Debra Berger
YETS ’ a ez L £0ra perge + Cintinna =
i- T Tentative a Tentative & % Tentative & “/ptiona Irvin Sayers
" Unknown

Jan 8, 2021 9:30 AM Jan 8, 2021 10:00 AM ~ 30m @  Allday Patti Fernandez
w  LUnknown

Suggested: No suggestions available

Debra Berger

Unknown
Does not repeat

Add location

B /7 U = T OA M Paragraph ~~ T, = = : i @ a9

Hi team,

As our new project — Mark & is about to start, and | want to take this opportunity to update cur data protection pelicies. Data
protection is Contoso's highest priority right now. An effective data protection program minimizes our sensitive data footprint
and helps us keep business-critical and regulated data secure. And the best way to start this new data protection plan is to
think of it as a mandatory step while creating a new team.

have created a template here to manage team creation and for effective team governance. Let us get on a call to discuss
more.

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Or call in (audio only)

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling
Assistant feature suggests times that are optimal for all attendees.

=¥ Microsoft

& Updates in Data Security
IT Administration / Data Security

DETAILS

Updates in Data Security

Fri Jan 08, 2021
8:00 pm—8:30 pm

0@ Share meeting invite

Q +1 469-965-2451 (Toll) United States

Hi team, As our new project — Mark 8 is about to start, and | want
to take this opportunity to update our data protection policies.
Data protection is Contoso'’s highest priority right no See more

Shared to channel
IT Administration
IA Data Security
Participants (4)
fi Adele Vance
Organiser

Debra Berger

inbnAwe n
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o0 . . .
¢'> Contoso Electronics Microsoft Teams admin center

Dashboard

Manage teams

Teams

Devi
vices manage Microsoft 365 groups. Learn mare

Locations

Users 1:30

Users summary

Meeti =[% Microsoft 365 Admin
eetings

Messaging policies - - )= = Adele Vance
e S AdeleV@M365x110248.0nMicrosoft.com

Teams apps Switch user

Voice

18t
Policy packages sams

Users
Analytics & reports

tandard channels Private channels Team members

=

o
]

)

Groups

A SR Contoso Sales 12
Shared mailboxes
Planning
Mark & Project Team 15

Contacts
Call quality dashboard [£

Retail

Billing

Marketing Billing alerts

=
e
[
l;ﬂ
LA
=
[
L%

Service health

Message center

(a]

TIrL:

Contoso Leadership

Support

Human Resources

o O 1 | O 0

- - : Mailbox migration
Contoso Construction

il

Resources

o}

CL Contoso

The Microsoft Teams admin center allows you to manage team and group permissions to stay on top of security,

compliance and access for a safer Teams experience.
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=¥ Microsoft

o0 . . .
¢'> Contoso Electronics Microsoft Teams admin center

Dashboard
Users

Teams : . : . : .
You can manage audio conferencing settings, the policies assigned to them, phone numbers and other features for people in

your organization that use Teams and Skype for Business. Go to Admin center > Users to manage other user settings such as

Devices i i i o
adding or deleting users, changing passwords or assigning licenses. Learn more

Locations

Users

Meetings
Messaging policies
Teams apps

Voice

Policy packages
Analytics & reports
Org-wide settings
Planning

Call quality dashboard [£

The IT Manager

Display name

Adele Vance

Alex Wilber

Allan Deyoung

Automate Bot

Bianca Pisani

Brian Johnson (TAILSPIN)

Cameron White

Christie Cline

Conf Room Adams

Conf Room Baker

Conf Room Crystal

Conf Room Hood

Conf Room Rainier

Username

AdeleV@M365x110248.0...

AlexW@M365x110248.0n...

AllanD@M365x110248.0n...

AutomateB@M365x11024...

BiancaP@M365x110248.0...

Brian)@M365x110248.0n...

CameronW@M365x11024...

ChristieC@M385x110248....

Adams@M365x110248.0n...

Baker@M365x110248.0n...

Crystal@M365x110248.0n...

Hood@M365x110248.0n...

Rainier@M365x110248.0n...

Phone number

United States

United States

United States

United States

United States

United States

United States

Policies assigned

View policies

ew policies

ew policies

liew policies

ew policies

iew paolicias

ew policies

ew policies

liew policies

ew policies

iew policies

ew policies

View policies

1:30

=% Users

Q, Search

Licensed Unlicensed

Adele Vance
AdeleV@M365x110248.0nMicrosoft.com
Admin

Alex Wilber
AlexW@M365x110248.0nMicrosoft.com

Allan Deyoung
AllanD@M365x110248.0nMicrosoft.com
Admin

Christie Cline
ChristieC@M365x110248.0nMicrosoft.com
Admin

Debra Berger
DebraB@M365x110248.0nMicrosoft.com

Diego Siciliani
DiegoS@M365x110248.0nMicrosoft.com

Enrico Cattaneo

admin@M365x110248.onmicrosoft.com
Admin

manages user permissions, policies and access from the Microsoft Teams admin center to ensure
compliance with the security and safety measures.
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Design Transitions Animations 7 i [=] Conversation

New Slide | Jo

-

Data Protection
Compliance

Data Protection Compliance Policies...

Data Protection

Compliance

For Contoso

Data Protection
Compliance

For Contoso

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a

visual representation of key points covered.
65



Information Technology — Data Protection Compliance

=¥ Microsoft

Microsoft Teams

"' Lidia HO"GWBy Chat Files Organization Activity

: 3 Lidia Holloway 1/7 7:3
Qubie '% Hi Adele!

Sent a card
Thank you for the meeting. It was quite insightful, and | have a better idea about how we should

Patti Fernandez
= = manage our data.

You: Sent an image

.-\EjllEl'PD“‘j 1/7 7:36 PM
Hella!

You're welcome. 2

& Lidia Holloway

Sitel2dx7 ® Offline
Sent a card
1/7 7:36 PM

Lidia Holloway
Zoho Projects 1 As discussed on the call, | have created a new team for Mark 8 project. | used the template shared by CHAT FILES
Sent a card you and sent you a request to approve the same.

Thursday 7:36 pm

Lidia Holloway

Thank you. That would be great. 1/7 7:36 PM Hi Adelel

Teams Manager Aw.esc:me! | will have a look at it. | will also create a lifecycle for the team and keep the notification

Motifications are now enabled peried for four months now. - Thank you for the meeting. It was quite insightful,
and | have a better idea about how we should

Lynne Robbins manage our data.

You: B GIF Lidia Holloway 1/7 7:37 PM
i Thank you. That would be great.

Town Hall Meetinc
Vou - G g You're welcome. &
o g

Town Hall Meeting 12/30

e : N e As discussed on the call, | have created a new
You: Created meeting notes for this meet...

team for Mark 8 project. | used the template
Town Hall 12/30 shared by you and sent you a request to approve
Mestor: @@ GIF the same.

Christie and Lee
Lee: @ GIF Awesome! | will have a look at it. | will also create
a lifecycle for the team and keep the notification

B WA .
Alex Wilber period for four months now.

You: Sure, will do that, &

gbo 12/14
g ' Thank you. That would be great.
You can type another guery, or refine yo..

:eacls - Ma”_( B Frc-ECt No problem You got it! Will do! O
You: Thanks, Lidia Holloway. Il take a loo... e

Preciate
Sent a card Type a new message c Type a message @ \QJ

Bot User - 272032ad-0c2e-45928... 11/23 ! =) [
Sent a card ) -

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1.1 discussions. The Project

Manager reaches out to the IT Manager seeking approval for a new team.
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Microsoft Teams

u Teams Manager Chat Requests Teams Templates Settings About (@]

Search for Requests Q Approver View ()

» Open Requests (1)

Nar I

Juested

R n Mark 8 Project 0112/ iE‘ Lidia Holloway Project Team Template

» Approved Requests (3) &« Teams Manager
= Rejected Requests (0)

Mo ltems Available

Teams Man__

2

Teams Manager

Teams Manager helps your company keep control of Microsoft Teams
and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.

REQUEST PROCESS & APPROVAL WORKFLOW

Teams Manager offers an automated approval workflow that allows
pre-selected users to approve requests for new Teams.

METADATA

Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance
policies.

TEMPLATES

Use any Team as a template and add channels, tabs, lists or apps like
Planner / OneNote with a few clicks. Permissions and settings can
also be pre-configured for each template.

LIFECYCLE MANAGEMENT

With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.

NAMING CONVENTIONS

For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.

GOVERNANCE POLICIES

Build a complete governance automation with different policies.
GUEST ACCESS

Activate guest access for external users.

GET STARTED IN MINUTES

Teams Manager helps your company keep control of Microsoft Teams and stop uncontrolled growth, while still

enabling users to request new Teams.
67



Information Technology — Data Protection Compliance

Microsoft Teams

H TeamsManager Chat Requests Teams Templates Settings Help About

Approve Request Mark 8 Project

Mail Mickname

Mark8Project

Description

Collaborate and discuss project timelines, deliverables, budgets and mare!

Teams Man__
Owner

Lidia Holloway

Member

Enable Guest Access

No

Requester Comment

Improve yvour culture and streamline vour emplovee onboarding with this central team forr...
Your Comment

Add a comment

Teams Manager offers everything for awesome Teams Management and structure in Microsoft Teams. Teams Manager
offers an automated approval workflow that allows pre-selected users to approve requests for new Teams.

=¥ Microsoft

1:09

& Teams Manager

v

Teams Manager

Teams Manager helps your company keep control of Microsoft Teams
and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.

REQUEST PROCESS & APPROVAL WORKFLOW

Teams Manager offers an automated approval workflow that allows
pre-selected users to approve requests for new Teams.

METADATA

Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance
policies.

TEMPLATES

Use any Team as a template and add channels, tabs, lists or apps like
Planner / OneNote with a few clicks. Permissions and settings can
also be pre-configured for each template.

LIFECYCLE MANAGEMENT

With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.

NAMING CONVENTIONS

For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.

GOVERNANCE POLICIES

Build a complete governance automation with different policies.
GUEST ACCESS

Activate guest access for external users.

GET STARTED IN MINUTES

<
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Microsoft Teams

H TeamsManager Chat Requests Teams Templates Settings Help About

Create a Lifecycle

MName * Team Management
Description * Project Lifecycle

Necrms Man_ Calculation Date * Team created Date

Motification Archive Delzte

How many days before archiving should information for extending be sent?
&

With Lifecycle Management outdated teams will never again clutter up the teams list. Teams Manager sets up a
notification period for the new team.

=¥ Microsoft

1:09

& Teams Manager

v

Teams Manager

Teams Manager helps your company keep control of Microsoft Teams
and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.

REQUEST PROCESS & APPROVAL WORKFLOW

Teams Manager offers an automated approval workflow that allows
pre-selected users to approve requests for new Teams.

METADATA

Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance
policies.

TEMPLATES

Use any Team as a template and add channels, tabs, lists or apps like
Planner / OneNote with a few clicks. Permissions and settings can
also be pre-configured for each template.

LIFECYCLE MANAGEMENT

With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.

NAMING CONVENTIONS

For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.

GOVERNANCE POLICIES

Build a complete governance automation with different policies.
GUEST ACCESS

Activate guest access for external users.

GET STARTED IN MINUTES

<
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Microsoft Teams

u Teams Manager Chat Requests Teams Templates Settings Help About

Configuration Teams Manager Lifecycle

o Settings ~ All Lifecycles (1)
£33 Setup

88 Approval MName Description Modified By Last Modified
Teams Manager
M Notification Team Management Project Lifecycle f 0171272021
g ) ¥

o Information

& Templates

Teams Man_. o Views

o Governance

fi] Naming Conventions

2

Teams Manager

Teams Manager helps your company keep control of Microsoft Teams

D Lifecycle Management and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.
REQUEST PROCESS & APPROVAL WORKFLOW
Teams Manager offers an automated approval workflow that allows
Policies pre-selected users to approve requests for new Teams.
METADATA
Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance

. policies.
o Maintenance TEMPLATES

g1 1: . Use any Team as a template and add channels, tabs, lists or apps like

& Licensing Planner / OneNote with a few clicks. Permissions and settings can

also be pre-configured for each template.

E- Subscri pt]on LIFECYCLE MANAGEMENT
With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.
NAMING CONVENTIONS
For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.
GOVERNANCE POLICIES
Build a complete governance automation with different policies.
GUEST ACCESS
Activate guest access for external users.
GET STARTED IN MINUTES

[ Classifications

fl Unmanaged Teams

25 Administrators

Create a lifecycle with pre-determined expiration, archiving and deletion dates. With Lifecycle Management in Teams

Manager, keep your teams better organized.
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Microsoft teaits

@_ Patti Fernandez Chat Files Organization Activity —+

1/7 7:53 PM
Hi Patti
Qubie
Sent a card
1/7 8:00 PM
Patti Fernandez As you know, we are undergoing a few changes in our data protection policies. To ensure that we are

ISR updated with the latest data and not miss out on crucial client details, we must archive/delete the old

AgilePolly : I\ 4

Hello!
é Patti Fernandez O %

Site24x7 /7 Patti Fernandez 1/7 8:00 PM Last seen 11:30 am

Sent a card :
T Thank you for reaching out.

Zoho Projects /7 ) o v _ FILES MORE
Sent a card Yes, this project is closed now. We have a copy of the reports that we might need further. It is safe to

be deleted.
Lidia Holloway /7

Thank you.

1/7 8:00 PM
Teams Manager Fant;sti: | will go ahead and delete it now. R As you know, we are undergoing a few changes
Notifications are now enabled : in our data protection policies. To ensure that we
are updated with the latest data and not miss out
Patti Fernandez 1/7 201 PM on crucial client details, we must archive/delete
Sure, Adele. (& the old data. | just wanted to confirm whether
Town Hall Meeting 3/ we could archive/delete this team — Project

You: il GIF Fabrikam.
1/7 8:01 PM

Lynne Robbins
You: is@ GIF

Town Hall Meeting 12/
You: Created meeting notes for this meet... Thank you for reaching out.

»To-wn Hall - 12/30 Yes, this project is closed now. We have a copy of
Nestor: i G the reports that we might need further. It is safe

Christie and Lee to be deleted.

" Lee: @ GIF

Alex Wilber 2/16 = Fantastic! | will go ahead and delete it now. PN

You: Sure, will do that.

gbo 12/14 Sure, Adele. =

You can type another query, or refine yo...

Leads - Mark 8 Project

You: Thanks, Lidia H . 'l take a loo...

Preciate /
Sent a card Type a new message c Type a message

Bot User - 272032ad-0c2e-4928... 11/23 A, ' 2 C. [Eu]

Sent a card

Use a private one-on-one chat or a group chat for conversations that don’t require the entire team.

The IT Manager uses the 1.1 chat feature to discuss deletion of a team.
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Microsoft Teams

u Teams Manager Chat Requests Teams Templates Settings Help About

Activity

Search for Teams Q : v Default View (default)

« My active Teams (1)

Description

o Enable team engagement and communication to discuss crucial project details . a8 1:09

&« Teams Manager
Description

Contoso Contoso

Feamns Man._.. Contoso Leadership Contoso Leadership

2

Contoso Sales Improve your culture and streamline your oy nboarding with this central team for resources, questions and a bit of fun.
Teams Manager
Teams Manager helps your company keep control of Microsoft Teams
Finance Finance and stop uncontrolled growth, while still enabling users to request new
Teams. Governance features include metadata, lifecycle management,
naming conventions and many more.
Human Resources Human Resources REQUEST PROCESS & APPROVAL WORKFLOW
Teams Manager offers an automated approval workflow that allows
pre-selected users to approve requests for new Teams.
METADATA
Use metadata, for example, to ask for the department or cost center
of a new Team and then automatically execute assigned governance
policies.
TEMPLATES
Mo [tems Available Use any Team as a template and add channels, tabs, lists or apps like
Planner / OneNote with a few clicks. Permissions and settings can
also be pre-configured for each template.
LIFECYCLE MANAGEMENT
With Lifecycle Management outdated Teams will never again clutter up
the Teams list. Teams Manager archives and deletes inactive Teams
according to specified expiration dates.
NAMING CONVENTIONS
For a better overview you can create naming conventions, i.e.
predefined words as prefixes or suffixes that are added to Team
names, OneNotes or Planners.
GOVERNANCE POLICIES
Build a complete governance automation with different policies.
GUEST ACCESS
Activate guest access for external users.
GET STARTED IN MINUTES

IT Administration T Administration

« My archived Teams (0)

Structure & control your teams! Teams Manager helps your company keep control of Microsoft Teams and delete

teams that are no longer required.
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| Live Site Incident Triage and Management
- Tech Lead

Scenario Walkthrough

=¥ Microsoft

Sudden failure in the source code has resulted in a glitch preventing users form logging into the IT portal. After identifying and
analyzing the issues, the Tech Lead plans how the mitigation process will go ahead. See how the Tech Lead collaborates over
Microsoft Teams with the associated members of the project to plan a resolution of the same.

How did Microsoft Teams help the Tech Lead execute her roles and
responsibilities?

Receives notification for a ticket regarding an error on the live site with a detailed summary and detects the problem areas.

Notifies the team of the glitch and brainstorms steps to mitigate the issue at the soonest.
Assigns tasks to the team using Tasks by Planner and To Do and starts the mitigation process.

Manages the incident ticket through its different stages, i.e., triggering, opening, acknowledging, and resolving.

Get all the critical ticket updates via Service Bot without switching platforms.

Receive relevant incident updates within Teams and stay ahead of possible incidents
with end-to-end incident management platform Zenduty.

Assign and track workflow using Tasks by Planner and To Do.

Access GitHub repositories for all the source code used in the project from the very
start and aid your team members with the GitHub bot.

Zenduty

GitHub

Which app integrations on
Teams made it possible?

ServiceBot

Tasks by Planner
and To Do

/3
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Microsoft Teams

ServiceBot
Sent a card

ServiceBot Chat About

Choose an option to get started

Assigned to me Requested by me

ServiceBot Yesterday 2:01 PM
Sure! Here are tickets assigned to you

[#INC-5]
¢ Portal Login error

ServiceBot Yesterday 2:01 PM

[#INC-5]
Portal Login error

Hi Team, many of the employees from the IT department are not
able to access the IT portal after the recent update.

Status Open
Priority Urgent

Due by Tue, Feb 2, 2021 at 10:30 PM

Reply Add Private Note View Details

Type your guestions here

Ay @ @ B

Yesterday 2:01 PM
Show open tickets assigned to me

Yesterday 2:01 PM
#|NC-5

Get all the critical updates from your service desk with ServiceBot in Microsoft Teams. The Tech Lead receives a

notification for a ticket regarding an issue with the IT Portal.

6:19

Microsoft

& ServiceBot BN

Show open tickets assigned to me

Sure! Here are tickets assigned to you

& [#INC-5]

Portal Login error

[#INC-5]
Portal Login error

Hi Team, many of the employees from the IT
department are not able to access the IT portal after
the recent update.

Status Open
Priority Urgent
Due by Tue, Feb 02, 2021 at 10:30 PM

[ Reply ] [ Add Private Note

View Details

° Type a message

#INC-5 )
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Microsoft Teams
Teams

Your teams

B Mark & Project Team

General

Design

Digital Assets Web

Go to Market Plan

Hiring

Research and Development

9 hidden channels

T Administration
General

Budget Planning
Bug Management
Data Security
Deployment

Feedback and Analysis
deas and Requests
Incident Management
Management and Governance
Pull Request

Service Strategy

Support

n Finance

Hidden teams

+ .
28 Join or create a team

a

Zenduty 1/12

[Triggered]incident#1 - Incident#2 Validation Error

e o]

ifeventsl/id=1343155612241100998&redirecturi=htips%3A %2 F%21

C
.
2

ontoso-
5: Incidents:iintroductoryoffers in create

helpdesk.freshservice

Event ID:adfasdf94542s

Details

Incident URL

Service

Assigned to

Status

Ack/Res 01/12/2021, 06: C / Unresolved

More actions For more actions on this incident, type the command - @Zenduty get 1

Acknowledge Resolve

Patti Fernandez 1/12 12:02 PM Edited
This seems to be connected to the same issue that users are facing while trying to login to the IT portal. You can find the ticket

here. Ce: Lidia Holloway

Megan Bowen 1/12 12:03 PM Edited
Yes, | have received the same information. Hope we can resolve this quickly with minimal impact.

Patti Fernandez 1/12 12:24 PM

Pradeep Gupta, please investigate this.

&' Reply

Zenduty 1/12 12:27 PM

[Acknowledged]Incident#1 - Incident#2 Validation Error

[/ New conversation

Manage and resolve critical alerts and incidents with the end-to-end incident management platform that lets you
manage critical incidents with Zenduty right inside Teams. The Tech Lead notifies the team about the glitch and

brainstorms on mitigation.

Post

IT Administration / Incident Management

Zenduty
Z 12 Jan, 11:52 am

[Triggered]incident#1 - Incident#2 Validation Error

Internal Server Error. /api/eventsl/id=134315561224110099&red
irecturi=https%3A%2F%2Fcontoso-helpdesk.freshservice.com%2

Ffreshid%2Fauthorizecallback&account_id=267618947657702215:

Incidents:introductoryoffers in create Event
ID:adfasdfa4542sfsdfdg3736

Details

Incident URL  Link

Service Incident notification

Assigned to  Patti Fernandez

Status Triggered

Ack/Res 01/12/2021, 06:21 UTC / Unresolved

More actions For more actions on this incident, type the
command - @Zenduty get 1

You 12 Jan,12:02 pm i

This seems to be connected to the same issue that

users are facing while trying to login to the IT portal.

You can find the ticket here. Cc: Lidia Holloway

Microsoft
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Microsoft Teams

Teams

Your teams

oot
=n}

Mark & Project Team
General

Design

Digital Assets Web

Go to Market Plan

Hiring

Rezearch and Development

9 hidden channels

T Administration
General

Budget Planning
Bug Management
Data Security
Deployment

Feedback and Analysis
deas and Reguests

Incident Management

Management and Governance

Pull Request
Service Strategy

Support

Finance
General

Budget Review

Planning

Join or create a team

Incident Management Posts Files Wiki Mitigation Plan @) +

o

3

=¥ Microsoft

@ Org =1 Meet

Patti Fernandez 12:39 PM

Incident Management ABC-1
The tasks for all of us have been assigned in the Mitigation Plan tab. Let us start mitigating the issue for rapid resolution. Let us get this
done at the earliest! Hit me up if you come across any issues. Here to assist. @)

Pradeep Gupta 12:39 PM
Patti Fernandez, | am on it! Post

IT Administration / Incident Management
Patti Fernandez 12:40 PM

Awesome. Awaiting further updates.
You

Lidia Holloway 12:40 PM ot 12 Jan, 12:39 pm

Please do reach out to me in case of any roadblocks. Incident Management ABC-1

Pradeep Gupta 12:42 PM . . . )
The tasks for all of us have been assigned in the Mitigation

Plan tab. Let us start mitigating the issue for rapid resolution.
Let us get this done at the earliest! Hit me up if you come
across any issues. Here to assist. @

Pradeep Gupta 12 Jan, 12:39 pm

Patti Fernandez, | am on it!

You 12 Jan, 12:40 pm
Awesome. Awaiting further updates.

Lidia Holloway 12 Jan, 12:40 pm

& Reply Please do reach out to me in case of any roadblocks.

Pradeep Gupta 12:43 PM Edited Pradeep Gupta 12 Jan, 12:42 pm
IMPORTANT!

Error fixed
| have made some changes to the source codes. Can you please review Patti Fernandez, Les Gu? L

The Tech Lead delegates tasks to team members through channel communication. The @mention feature ensures that
team members don't miss out on messages that need their attention!
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=¥ Microsoft

Microsoft Teams

Teams T '™ Incident Management Posts Files Wiki Mitigation Plan ~ -+
g g

Your teams _
Group by Bucket ~ Filter ~ List Board Charts

In Progress Completed

Add task  Add task T Add task
Digital Assets Web

Go to Market Plan .. .
IT Administration

Y Poctr () I a
) Postmortem () Release Update .
— : — paa Incident Management

Hiring
Research and Development W 01/14 o 01/14 Hide completed 2
Code Review

9 hidden channels )
Patti Fernandez

a Patti Fernandez | ] G Q Costomerupdates
' 01/14/2021

T Administration
General :: RCA Report
= i o Release Update
a Completed by Patti Fernandez o..
’ Lee Gu

Bug Management > (= 01/14/2021
{& Lidia Holloway e Pradeep Gupta a rvestigatmgand-fixmg-codessue
Data Security

Budget Planning m 01/14

' #0114 RCA Report
::: Code Review I_) Resource Management Lidia Holloway
Feedback and Analysis 5

Deployment

S o Completed by Patti Fernandez o.. 01/14/2021
U 4 el 0 4

deas and Reguests

L
Incident Management a Patti Fernandez {& Lidia Holloway Resource Management

Management and Governance Lidia Holloway

(] 01/14/2021

Pull Request () Relationship Management (_) Restoration with adding codes

Service Strategy

Relationship Management

Megan Bowen
b an Bowe D Crnta
@ viegan Bowen radeep Gupta 01/14/2021

Support

Finance
General Postmortem
Budget Review Patti Fernandez

Planning 01/14/2021

Add a task

+ .
25 Join or create a team

Speedy plan mobilization using task assignment and delegation is done best using Tasks by Planner and To Do. The app

also allows the Tech Lead to track tasks, see assignments, status and manage workflows without leaving the application.
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=¥ Microsoft

Microsoft Teams

Teams W Incident Management Posts Files Wiki  Mitigation Plan  + @ Org Gt Meet

Your teams Pradeep Gupta 12:43 PM Edited
IMPORTANT!

Error fixed
| have made some changes to the source codes. Can you please review Patti Fernandez, Lee Gu?

GitHub (Legacy)

Digital Assets Web

Pull Request : "Source Code Bug Fixes”

Go to Market Plan
Post

Hiring PradeepGContosolT IT Administration / Incident Management

1/12/2021 6:10:35 AM +00:00
R c Devel
Rezearch and Development Pradeep Gupta

Repository ContosolT 12 Jan, 12:43 pm

Id# 2
Base main
T Administration Head PradeepGContosolT-patch-2

9 hidden channels
IMPORTANT!
Error fixed

General -
View Pull Request | have made some changes to the source codes. Can you

Budget Planning please review Patti Fernandez, Lee Gu?

Bug Management ollanse all GitHub (Legacy)
Data Security

Patti Fernandez 12:47 PM Pull Request : "Source Code Bug Fixes"

Deployment | have reviewed the source code, it looks good so far. Let's push this.

PradeepGContosolT
Feedback and _.'3,|"3|3.f5i5 T 1/12/2021 6:10:35 AM +00:00
f% Repository ContosolT
Id# 2

Incident Management - . o Base main
Y ' Head PradeepGContosolT-patch-2

deas and Reguests

Management and Governance | | Vs W
DA ¥ B . o View Pull Request
Pull Request ; [\

Service Strategy

Support You 12 Jan, 12:47 pm :
: | have reviewed the source code, it looks good so far.

HIGH FIVE! e

General

Budget Review LeeGu 12 Jan,1:27 pm

Planning

[/ New conversation Reply

+ .
25 Join or create a team

Manage your issues and PRs, receive notifications for your GitHub repositories right inside Teams with GitHub (Legacy).

The Developer updates the team about resolution and requests the Tech Lead to take a look at the source code.
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Incident Management Posts Files Wiki  Mitigation Plan  +

Microsoft Teams

@ COrg

W

Teams

Zenduty 12:47 PM

Your teams

=¥ Microsoft

01 Meet -

[Resolved]incident#1 - Incident#2 Validation Error

e

nternal Server Error: /apifeventsl/id=1343155612241100998&rredirecturi=hitps2a3A%2F % 2Fcontoso-

0 I CR

helpdesk.freshservice.com%2F 022

reshid%2Fauthorizecallback®&account_id=267618947657702215:
Event |D:adfasdf34542sfsdfdg373
Digital Assets Web

Go to Market Plan Details

Hiring Incident URL

Research and Development Service ncident notification

Assigned to Patti Fernandez
Status
Ack/Res

More actions

9 hidden channels

T Administration F 011272021, 0717 UTC

—~ For more actions on this incident, type the command - @Zenduty get 1
General ’
Budget Planning

Bug Management
Lee Gu 12:49 PM

Data Security Love the quick resolution, guys! The changes are live. The offer is up and running!

Deployment
Patti Fernandez 12:51 PM
Fantastic work, team. Thank you for warking on this!

Feedback and Analysis

deas and Reguests

Incident Management
Management and Governance
Pull Request

Service Strategy

Support

Finance

General

Budget Review

Planning

(4 New conversation

+ .
25 Join or create a team

Get notifications with Zenduty without leaving Microsoft Teams. With the issue resolved, the Tech Lead praises the
Developer for quick turnaround.

Incidents:introductoryoffers in create

Post

IT Administration / Incident Management

Zenduty
Z 12 Jan, 12:47 pm

[Resolved]incident#1 - Incident#2 Validation Error

Internal Server Error. /api/eventsl/id=134315561224110099&red
irecturi=https%3A%2F%2Fcontoso-helpdesk.freshservice.com%2
Ffreshid%Z2Fauthorizecallback&account_id=267618947657702215:
Incidents:introductoryoffers in create Event
ID:adfasdfa4542sfsdfdg3736

Details

Incident URL  Link

Service Incident notification

Assigned to  Patti Fernandez

Status Resolved

Ack/Res 01/12/2021, 06:21 UTC / 01/12/2021, 07:17 UTC

More actions For more actions on this incident, type the
command - @Zenduty get 1

LeeGu 12 Jan, 12:49 pm s

Love the quick resolution, guys! The changes are live.
The offer is up and running!

You 12 Jan,12:51 pm

Fantastic work, team. Thank you for working on this!

—
© 9
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Bug Management
Developer

Scenario Walkthrough

A Developer working on Contoso’s IT portal incorporates a new search feature to help users better navigate the company’s
portal. The Developer raises a pull request of the new code and notifies the Testing team. He leverages applications and
powerful communication tools within Microsoft Teams to stay on top of all bugs identified and remain in constant
communication with the Testing team until all the bugs are resolved, and the code is pushed live.

Pushes the new code for testing and @mentions the channel in response to a GitHub notification using channel
communications.

Receives notification from Tester regarding a bug that redirects users to the wrong landing page via Jira Cloud.

Fixes the bug and informs the Tech Lead that the code is ready for deployment via channel communications.

Updates the status of the bug within a channel tab using Jira Cloud for Microsoft Teams.

How did Microsoft Teams help the Developer execute his roles and Which app integrations on
responsibilities? Teams made it possible?

« Manage code and receive notifications related to project activities using GitHub.

« Track, resolve, and assign bugs right within Microsoft Teams using Jira Cloud. o ﬂ

e @mentions in chats and channels to catch each other’s attention instantly.

GitHub Jira Cloud
Enterprise
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Microsoft Teams

Teams Bug Management Posts Files Wiki Jira Cloud

Your teams O GitHub Enterprise 1/8 3:40 PM

B Mark 8 Project Team New commit: "Update Search Button”

General

A PradeepGContosolT
nnouncements 1/8/2021 2:10 AM {UTC-08:00)

Daily Standup
Desiqn Repository: PradeepGContosclT/ContosalT

. Commit #  09eeefd Rast

Digital Assets Web ' T IT Administration / Bug Management

Finance View in GitHub GitHub Enterprise

Go to Market Plan 8 Jan, 3:40 pm

New commit: "Update Search Button”
Pradeep Gupta 1/8 3:41 PM Edited
Hi Bug Management, | have pushed a new code incorperating a search button for users to search for content and updates on our

portal.
Planning Repository: PradeepGContosolT/ContosolT

Project Assets Lee Gu 1/8 4:08 PM Commit #:  09eeef9

Hi Bug Management, the search button redirects to the home page. This is an error. | have raised a Jira ticket; this needs to be fixed.
o - View in GitHub
Research and Development

Strategy Jira Cloud

1 hidden channe

PradeepGContosolT

Marksting 1/8/2021 2:10 AM (UTC-08:00)

Bug Management Watch issue You 8 Jan,3:41 pm 7 B

BM-1 :
N Hi Bug Management, | have pushed a new code
Search Button Error incorporating a search button for users to search for

To Do 01/08/2021 content and updates on our portal.

T Administration
General

Budget Planning Reporter: Lee Gu
Assignee: Lee Gu 1y LeeGu 8Jan,4:08 pm
Bug Management
Hi Bug Management, the search button redirects to the

Comment View in Jira home page. This is an error. | have raised a Jira ticket;
Deployment this needs to be fixed.

Data Security

deas and Requests Jira Cloud

Patti Fernandez 1/2 4:18 FM

Management and Governance G Pradeep Gupta, please investigate this and resolve this as soon as possible. We plan to get this live soon. Bug Management **Watch issue**
BM-1
Pull Request

4 hidden channels
° © e

+ -
Join or create a team

@mention a person, channel or team to make sure your message reaches the relevant personnel. The Tester shares
the issue in the channel using Jira Cloud in Microsoft Teams and relevant personnel are roped into the conversation
using the @mention feature. 81
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Microsoft Teams

Teams N Bug Management Posts Files Wiki JiraCloud - @ Org 21 Meet

General _
a Patti Fernandez 1/8 4:18 PM

Announcements i Pradeep Gupta, please investigate this and resolve this as soon as possible. We plan to get this live scon.

Daily Standup & Reply

Design
= January 11, 2021

Digital Assets Web
. GitHub Enterprise 1/8 4:10 PM
Finance

Go to Market Plan New pull request: "Search Button Bug \- Resolved"

é Post

Hiring

as
Marketing
Planning

Project Assets

Research and Development

Strategy

1 hidden channe

T Administration
General

Budget Planning
Bug Management
Data Security
Deployment

deas and Reguests

Management and Governance

Pull Request

4 hidden channels

Finance

General

+ -
Join or create a team

PradeepGContosolT
1/8/2021 2:40 AM (UTC-08:00)

Repository: PradeepGContosolT/Contosol T

Pull request #: 1

Base: PradeepGContosolT:main

Head: PradeepGContosolT:PradeepGContosolT-patch-1
Commits: 1

Files changed: 1

View in GitHub

Pradeep Gupta 1/8 4:13 PM Edited
Patti Fernandez, the new code pushed had some errors.
It is now fixed. &

1.70)

Patti Fernandez 1/8 4:20 PM Edited

That was quick. Thank you, Pradeep!

Pradeep Gupta Monday 12:20 PM

IT Administration / Bug Management

GitHub Enterprise
8 Jan, 4:10 pm

New pull request: "Search Button Bug \- Resolved"

PradeepGContosolT
1/8/2021 2:40 AM (UTC-08:00)

Repository: PradeepGContosolT/ContosolT

Pull request #: 1

Base: PradeepGContosolT:main

Head: PradeepGContosolT:PradeepGContosolT-patch-1
Commits: 1

Files changed: 1

View in GitHub
Q You 8Jan,4:13 pm f
(v}

Patti Fernandez, the new code pushed had some
errors.
It is now fixed.

Patti Fernandez 8 Jan, 4:20 pm

That was quick. Thank you, Pradeep!

You 11 Jan,12:20 pm

Reply

Manage and collaborate on code projects hosted on a GitHub Enterprise instance. The GitHub Enterprise connector

sends notifications about activities related to your projects on your GitHub Enterprise instance.
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Microsoft Teams

Teams N Bug Management pPosts Files Wiki Jira Cloud ~

General

Announcements ‘1% Ji rG Hi. Predeep_.Gur:ta.
Daily Standup Sign out
Design Bug Management

Digital Assets Web
Finance

Go to Market Plan é Jira Cloud
Hirin IT Administration / Bug Management
9 Search Button Error

a5

T Jiro fiieese

Bug Management

Marketing Page Refrash Error 3 IN PROGRESS

Planning

Drojact A - - . . . - -
roject Assets Close button within the window is not functioning  Lee Gu IN PROGRESS

Rezearch and Development
Search Button Error

Strategy Login Error BM-1 4 | DONE
1 hidden channe
Page Refresh Error

T Administration Filter by name Error 3 BM-2 & IN PROGRESS

General Close button within the window is not functioning
Budget Planning BM-3 IN PROGRESS

Bug Management Login Error

Data Security BM-5 T | DONE
Deplayment Filter by name Error
deas and Reguests BM-4 TO DO
Management and Governance

Pull Request

4 hidden channels

Finance

General

+ -
Join or create a team

With Jira Cloud for Microsoft Teams, you can add your project backlog to your channel as a tab, so that your team

could easily track and work on the issues within the tab.
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Microsoft Teams

Teams

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

Ideas

Marketing
Planning

Project Assets
Research and Development
Strategy

1 hidden channel

IT Administration

General

Budget Planning

Bug Management

Data Security

Deployment

Ideas and Requests
Management and Governance
Pull Request

4 hidden channels

Finance

General

+ X
Join or create a team

Information Technology — Bug Management

=¥ Microsoft

Y “ Bug Management Posts Files Wiki JiraCloud -+

€

Pradeep Gupta 1/8 4:44 PM
Added a new tab at the top of this channel. Here's a link.

n Jira Cloud

Pradeep Gupta 1/8 4:45 PM
| have now resolved the search button issue, and the changes are live now Patti Fernandez and Lee Gu.

Patti Fernandez 1/8 4:45 PM Y
= A : 2 ou
ee Gu, please check the same and give us a sign-off., e ——r
/ an, 4:44 pm
©

LeeGa 1/84407M Edited Added a new tab at the top of this channel. Here's a link.

| have tested it. It works fine now Patti, Pradeep.
ﬂ Jira Cloud

You 8 Jan, 4:45pm

Post

IT Administration / Bug Management

| have now resolved the search button issue, and the

YOURE changes are live now Patti Fernandez and Lee Gu.
AWESOME

Patti Fernandez 8 Jan, 4:45 pm

/\lf — Lee Gu, please check the same and give us a sign-off.

LeeGu 8 Jan, 4:46 pm f @ 2

Pradeep Gupta Monday 12:27 PM y ) ) )
| have tested it. It works fine now Patti, Pradeep.

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations. Intense in
moments of work flurry, these channels also see a fair amount of levity with GlFs and emaojis that makes working

together fun!
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Raising a Pull Request
Developer

Scenario Walkthrough

With coders sending their iterations for testing, it is the team's job to review and report any bugs. After the Tech Lead's
feedback, the Developer collaborates with his colleagues and raises a Pull Request to create an error-free, functional code for
Contosos internal IT portal. Microsoft Teams helps him connect with his team and work to fix the issues.

Receives a notification when he is mentioned in a conversation.

Receives a bug report by the Tech Lead, informing her of conflicts in the codes.

Raises a Pull Request using Azure Repos to alert other team members to review the coding scenario.

Collaborates with team members to update and merge the codes from their ends.

Gets notified when any changes are made to codes in a repository that he has created.

How did Microsoft Teams help the Developer execute his roles and Which app integrations on
responsibilities? Teams made it possible?

 Native features like video conferencing and group chat make it efficient and

convenient for the team to work collaboratively on an issue.

» Azure DevOps shares a bug report with in-detail information about the conflict with I
the exact location of the same.

» Using Azure Repos, manage the Pull Requests and merge the codes when the Azure Azure
changes are made. DevOps Repos

85



Information Technology — Raising a Pull Request

=¥ Microsoft

Microsoft Teams

Teams Feedback and Analysis Posts Files Wiki +

B Mark 8 Project Team o @ Patti Fernandez 1/8 4:39 PM Edited
Conflicts Found!
Hi Adele Vance, while inspecting the IT portal for bugs, we had come across an error that that does not let users add the location

General

Announcements information. We should fix this at the earliest. | am sharing the details below.

Daily Standup
Azure DevOps

Design

Digital Assets Web f.l Issue 4: Location Bug
v

To Do | Unassigned Post
IT Administration / Feedback and Analy...

Finance
Go to Market Plan

Hiring ollapse Patti Fernandez
8 Jan, 4:39 pm

- Adele Vance 1/8 440 PM

Marketing : Hi Patti Fernandez, thank you for this! | will ask the team to fix the issue right away. Conflicts Found!

Planning Patti Fernandez 1/8 4:41 PM

| would be happy to take you through the conflicts over a call. Let me know.

Hi Adele Vance, while inspecting the IT portal for bugs, we
had come across an error that that does not let users add the
location information. We should fix this at the earliest. | am
sharing the details below.

Project Assets

Adele Vance 1/8 441 PM  Edited
Pradeep Gupta and Lidia Holloway. can | invite you guys as well?
Strategy )

Azure DevOps
- Lidia Holloway 1/8 4:42 PM
Sure, yes.

Research and Development

1 hidden channe :
Issue 4: Location Bug

To Do | Unassigned

T Administration Pradeep Gupta 1/8 4:42 PM
‘Yes, let us speak over a call.

General
Adele Vance 8 Jan, 4:40 pm

Budget Planning Feedback and Analysis ended: 6m 14s

Hi Patti Fernandez, thank you for this! | will ask the

Bug Management

Data Security

Deployment

Feedback and Analysis

deas and Requests
Management and Governance
Pull Request

3 hidden channels

+ -
Join or create a team

Adele Vance 1/8 451 PM

Hope you guys are clear as to what needs to be done.

Lidia Holloway 1/8 451 PM
Yes, some useful insights by Pradeep Gupta.

Pradeep Gupta 1/8 4:51 PM
Thanks! I'll work on resolving the issue now.

Pradeep Gupta 1/8 5:02 PM

Monitor, plan, and collaborate on work with Azure DevOps in Microsoft Teams. The Tech Lead informs the team about

a bug using Azure DevOps.

team to fix the issue right away.

Patti Fernandez 8 Jan, 4:41 pm .
| would be happy to take you through the conflicts ove
a call. Let me know.

Adele Vance 8 Jan, 4:41 pm f @

Pradeep Gupta and Lidia Holloway, can | invite you

Mmnre ae wall?

Reply © © &
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Microsoft

Microsoft Teams Q_ Search

Adele Vance %

Adele Vance ,z

Lidia Holloway %

<

Meetings can either be scheduled or triggered instantly (using Meet Now). The IT team meets on Teams which persists
any conversations and decisions taken during the meeting for easy future reference.
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Feedback and Analysis Posts Files Wiki —+

f@ Adele Vance 1/8 4:40 PM
E Mark & Project Team E & Hi Patti Fernandez, thank you for this! | will ask the team to fix the issue right away.

Patti Fernandez 1/8 4:41 PM
| would be happy to take you through the conflicts over a call. Let me know.

General

Announcements
Daily Standup Adele Vance 1/8 441 F"-..i Edited o
Pradeep Gupta and Lidia Holloway. can | invite you guys as well?
Design
Lidia Holloway 1/8 4:42 PM
Sure, yes. Post
IT Administration / Feedback and Analy...

Digital Assets Web

Finance
Pradeep Gupta 1/8 4:42 PM

Go to Market Pl ; Feedback and Analysis ended
=20 1o Market Flan Yes, let us speak over a call.

6min 14sec
Hiring Feedback and Analysis ended: 6m 14

ee aCK an nalysis endaed: 5m 5 .
Adele Vance 8 Jan, 4:51 pm .
Adele Vance 1/8 451 PM i Hope you guys are clear as to what needs to be done.

Hope you guys are clear as to what needs to be done.

(= =)
Marketing
Planning b Lidia Holloway 1/8 451 PM Lidia Holloway 8 Jan, 4:51 pm @
P 1ot = - R

roject Assets Yes, some useful insights by Pradeep Gupta. Yes, some useful insights by Pradeep Gupta.

Research and Development
" P Pradeep Gupta 1/8 4:51 PM

Strategy : Thanks! I'll work on resolving the issue now. You 8Jan,4:51 pm
Thanks! I'll work on resolving the issue now.

1 hidden channe Pradeep Gupta 1/8 5:02 PM

T Administration Azure DevOps You 8Jan,5:02pm

General
Issue 4: Location Bug - Identified Azure DevOps
Budget Planning @

Done | Pradeep Gupta E-] Issue 4: Location Bug - Identified
v

Bug Management Done | Pradeep Gupta

Data Security Just merged this fix. Just merged this fix.
Raising a pull request now. Miriam Graham, would need your help. Raising a pull request now. Miriam Graham, would
need your help.

Deployment

Feedback and Analysis @ Miriam Graham 1/8 5:04 PM
g | am herel 22
Ideas and Requests Miriam Graham 8 Jan, 5:04 pm

P REP y
Management and Governance | am here! =
Full Request

3 hidden channels @ New conversation

+ -
Join or create a team

Collaborate with your team through channel communications using @mention to tag required personnel and keep

conversations around the topic in a single thread.
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) Pradeep Gupta 10:06 AM
E Mark & Project Team i Azure Repos subscriptions
General

Azure Repos  10:07 AM
Announcements

Daily Standup This channel has 5 subscriptions from 1 repositories:

Design Mark 8 Project

Code pushed

For Branch: Any Pull Request

Finance . IT Administration
Mark 8 Project

Go to Market Plan Code pushed

For Branch: main, Pushed by a member of group: [Mark &

et T D rart A A ctrmfmre
Project]\Project Administrators

Digital Assets Web

POSTS

Hiring
Mark 8 Project
35
Mark 8 Project Code pushed
- For Branch: _Any_
Marketing Pull request created
For Target branch: main Mark 8 Project
Code pushed

and 2 more subscriptions For Branch: main, Pushed by a member of group: _[Mark 8
Project]\Project Administrators_

Planning
Project Assets

Research and Development View all subscriptions Add subscription Mark 8 Project
Pull request created
For Target branch: _main_

Strategy

1 hidden channe ¢« Reply and 2 more subscriptions

T Administration View all subscriptions ] [ Add subscription

Azure Repos  1/8 6:18 PM

General

. Adele Vance created a pull request
Budget Planning : = <

Bug Management 1: Updated README.md

Active | Mark 8 Project
Data Security d Azure Repos
8 Jan, 6:18 pm
]

Deployment
Target branch: main
ldeas and Requests Source branch: Updated Adele Vance created a pull request

Management and Governance 1: Updated README.md
- g(l Active | Mark 8 Project

Pull Request

4 hidden channels Target branch: main

Source branch: Updated
[ New conversation

+ -
Join or create a team

Monitor pull request activity in your Azure Repos repository with Azure Repos. It allows you to monitor activities in
your repositories, search and share pull requests with your colleagues and get previews of pull requests using URLs
right inside Teams. 89



Information Technology — Raising a Pull Request

=¥ Microsoft

e Pull Request Posts Files Wiki + @ Org ¢ Meet

_ Azure Repos  1/8 €18 PM
E Mark & Project Team P

General Adele Vance created a pull request

Announcements 31 1: Updated README.md

Daily Standup Active | Mark & Project
Design
Target branch: main
Source branch: Updated Post
IT Administration / Pull Request

Digital Assets Web
Finance
Go to Market Plan ollapse all

Azure Repos
Hiring @ Azure Repos 1/8 6:18 PM O 8 Jan, 6:18 pm

= M

) Merge attempt succeeded for pull request 1: Updated README.md Adele Vance created a pull request
Marketing in repository Mark & Project
ository N je

. 1: Updated README.md
Planning E‘l

Active | Mark 8 Project
Project Assets Pradeep Gupta 1/8 619 PM

IMPORTANT! Target branch:  main

Research and Development : - .
- P Hi team, | have fed the base branch from my end. Raising a Pull Request for everyone to go through it once. Source branch: Updated
Strategy

Patti Fernandez 1/8 £:23 PM

1 hidden channe Line 34 has some caonflicts. Flagging the issue.

@ Azure Repos 8 Jan, 6:18 pm
[

T Administration Pradeep Gupta 1/8 6:23 PM Merge attempt succeeded for pull request 1: Updated
2 Acknowledged. | will look it up. README.md in repository Mark 8 Project
General
Miriam Graham 1/8 €:30 PM
Issue is now resolved. e You 8.Jan,6:19pm
(v

IMPORTANT!
Hi team, | have fed the base branch from my end.

Raising a Pull Request for everyone to go through it

Deployment
Adele Vance 1/8 5:36 FM once.

ldeas and Requests k3 Alright!

Budget Planning

Bug Management
Pradeep Gupta 1/8 6:30 PM

Data Security I am changing and merging the codes to see if that works.

Management and Governance FEN e Patti Fernandez 8 Jan, 6:23 pm
ure nepos a i A . . . .
P Line 34 has some conflicts. Flagging the issue.

Pull Request

4 hidden channels

[ New conversation © @ \[.)J

+ -
Join or create a team

Chat with the app to ask questions and find info with Azure Repos in Microsoft Teams. Insert content from the app

directly into messages. The team collaborates over the pull request after the Developer raises the PR.
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Microsoft Teams

Teams e Pull Request Posts Files Wiki +

B Mark 8 Project Team @ Azure Repos 1/12 9:50 AM

General

Merge attempt succeeded for pull request 1: Updated README.md

Announcements - o forl © Dieare
in repository Mark 8 Project

Daily Standup

Design
. ) 1:14
Digital Assets Web Pradeep Gupta updated the source branch of pull request

Finance

é Post

IT Administration / Pull Request

1: Updated README.md
Go to Market Plan 31 Active | Mark 8 Project

_ Azure Repos 12 Jan, 9:59 am
Hiring 2
Created by: Adele Vance Pradeep Gupta updated the source branch of pull request

2
- Target branch: main

Marketing g(l 1: Updated README.md

Active | Mark 8 Project

Planning

2 AR

Pradeep Gupta 1/12 10:42 AM Edited

Project Assets : Thanks all. We have successfully made the changes, and they are now reflected on the IT Portal. Created by: Adele Vance
Target branch: main
Research and Development Adele Vance 1712 10:42 AM

Strategy Well done! Thank you for working on this. (2

You 12 Jan,10:42 am
Thanks all. We have successfully made the changes,
and they are now reflected on the IT Portal.

1 hidden channe Pradeep Gupta 1/12 10:43 AM Edited

T Administration

General
Budget Planning Adele Vance 12 Jan, 10:42 am

Bug Management y : Well done! Thank you for working on this. <
Data Security
Deployment
Feedback and Analysis VAT RAdEIy IR S

deas and Requests \

Management and Governance .
Pull Request

3 hidden channels

+ -
Join or create a team

Channel conversations are a great way to track the process as they can contain everything related to the project:
discussion threads, files, and meeting notes. The Developer closes out the conversation once the conflicts are resolved
and the PR is merged successfully. 91
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Managing Cybersecurity Risks

Scenario Walkthrough

Ensuring the security of protection of the network and assets within Contoso is among the IT team's most critical
responsibilities. A Systems Analyst notices a spike in the number of cyberattacks after a significant workforce percentage began
working remotely and brings it to the IT Lead's notice. The IT Lead then leverages Microsoft Teams to coordinate with others
within the team and create a sound plan of action to keep cyber risks at bay by evaluating their existing safety measures,
identifying gaps, and building a secure framework.

Receives an update about an increase in cybersecurity threats from the analyst via 1.1 chat.

Schedules a meeting on increasing cybersecurity, shares relevant documents and configures a tab to track tasks via Asana.

Captures collaborative notes and adds visual comments during a channel meeting using OneNote.

Leverages meeting extensibility features to create and assign tasks during the meeting via Asana

Summarizes the team's findings and feedback in a Word document.
« Communicates the new policy rollout and shares quick security tips with all employees via Communities.

How did Microsoft Teams help the IT Lead execute his roles and Which app integrations on
responsibilities? Teams made it possible?

 Drive engagement in your organization through Yammer communities. Asana Word  OneNote DF  Communities
92

* Integrated Microsoft applications Word and PDF allow quick access to notes,
documents, and reports right within Microsoft Teams.

 Asana helps create, assign and track new tasks right within a Teams meeting.
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"1— -
i” Alex Wilber chat Files Organization Activity —+

E\_'; Alex Wilber 12:43 PM
P Alex Wilber 12:46 PM & Hi Grady!
i Sure, Grady. | will.
Cyberattacks on our network have risen significantly over the past few weeks. | have noticed that this
is after over 70% of the workforce started working from heme. None of the attacks have been
successful so far. But if we didn't take remedial action soon, we could face a severe crisis.

Qubie

Sent a card

. 0 Teams Manager 1/6
. Welcome to the Teams Manager! You c...
_ el - _ _ _ _ Alex Wilber
AgilePally 12416 Hey, Alex. Thanks for bringing this to my notice. | will take this forward with the rest of the team. Last seen 2:37 pm
sent 3 card How many attacks did we have in the few four weeks?

Woohot 12/10 FILES
{2 Ok, we're almost done settings thi... - Alex Wilber 12:44 PM

We've faced on average 3.5 attacks every week, but we've been experiencing 4-7 episodes over the

Debra Berger /
P - past four weeks. As many as 22 attacks over the past four weeks vs. 14 attacks in the preceding four

weeks,

Hi Grady!

Debra and Megan 12/0 Cyberattacks on our network have risen
Debra: I'll review and approve the same a... significantly over the past few weeks. | have

12:45 PM noticed that this is after over 70% of the
workforce started working from home. None of
the attacks have been successful so far. But if we
didn't take remedial action soon, we could face a
severe crisis.

Flow

) ) Thanks for the overview, Alex. | expected a moderate increase in the number of attacks, but this is
| can run any flow that's: » triggered on a ...

definitely on the higher side. Do keep me updated if you notice any other red flags.

Trello
Sent a card

Alex Wilber 12:46 PM
Project Timeline & Resources 12/4 i Sure, Grady. | will. (&
Pradeep: Sample new opportunity cretated

Hey, Alex. Thanks for bringing this to my notice.
| will take this forward with the rest of the team.
. How many attacks did we have in the few four
Miriam Graham

weeks?

Project Timeline & Resources
) We've faced on average 3.5 attacks every week,

but we've been experiencing 4-7 episodes over
the past four weeks. As many as 22 attacks
over the past four weeks vs. 14 attacks in the
preceding four weeks.

Thanks for the overview, Alex. | expected a

Type a message

Type & new message

L B @ @ @ Ay e
O B B

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The

Systems Analyst alerts the IT Lead over the increased number of cyberattacks.
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Addressing Cybersecurity Risk Chst Files Details Scheduling Assistant ~ Meeting notes  Whiteboard ~ Cybersecurity Risks

X Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi v Meeting options Tracking

Addressing Cybersecurity Risk Grady Archie

Organiser

Debra Berger Allan Deyoung o . - ~
%‘ - £ X ptional e Alex Wilber

Tentative Tentative
Unknown

) All day Debra Berger

Unknown

& Addressing Cybersecurity Risk
4 participants

Allan Deyoung
Unknown CHAT DETAILS

Addressing Cybersecurity Risk
Thu Feb 04, 2021

10:00 am—10:30 am

0@ Share meeting invite

.
Hi all, Q, +1872-240-1148 (Toll) United States

We've seen a steep increase in the number of cyberattacks on our company networks and assets. The attacks have become Join
more frequent after most of our workforce started working remotely. Not only are the number of intrusions increasing, but their

capabilities are expanding, too. | am scheduling this call to discuss this in detail.

Sharing a report for your reference. Hi All, We've seen a steep increase in the number of cyberattacks
on our company networks and assets. The attacks have become
more frequent after most of our workforce started w« See more

Participants (4)

Grady Archie
Organiser

Alex Wilber

Unknown

Allan Deyoung
Unknown

Debra Berger

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling

Assistant feature suggests times that are optimal for all attendees.
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Add a tab

Turn your favorite apps and files into tabs for this meeting. More apps

Cptimised for meetings

& Addressing Cybersecurity Risk
4 participants

Recent v CHAT DETAILS

We can't find any matches for "Asana’

a Files

(N] Cybersecurity Risks

E Asana

£33 Manage apps

Turn your favorite apps and files into tabs for a meeting for productive discussions. The IT Lead configures an Asana

tab for the meeting on Cybersecurity Risks.
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Q. Search

Addressing Cybersecurity Risk Chat Files Details Schedul ng Assistant  Meeting notes  Whiteboard  Cybersecurity Risks  Asana +

e dsana

Mew task

asK name

Tasks created during the meeting will appear here

If you choose to share the task during creation, it will be visible to 10:06
other attendees in this tab

Assignee
<& Asana
Grady Archie
Asana project New task

Task name

Assignee
Grady Archie
Asana project

To see an existing project here, visit

Due date

Task description
D Share task with meeting attendees

D Share task with meeting attendees

Created tasks (0)

@ Send feedback €§3 Settings

Use Asana as a meeting tab to create, assign and manage tasks before a meeting so that everyone is on the same
page on what needs to be done.
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Addressing Cybersecurity Risk

10:16 M

<« Addressing Cybersecurity Risk
00:23 4 attendees

Alex Wilber %

Allan D AlexW X

a1

N
N

IR

DebraB %
Debra Berger % Allan Deyoung

<

Hold calls with your team members with enterprise grade security in Microsoft Teams. You can schedule a group call
with multiple members for collaborative and productive discussions.
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Addressing Cybersecurity Risk

Alex Wilber &

Task name
Identify Risks
Assignee
DebraB@M365x110248.0nl
Asana project
Cybersecurity Risks
Due date
02/15/21
Task description

Identify all the risks related to
cybersecurity

% Share task with meeting attendees

Create

» Created tasks (0)

10:22 .

&~ Asana

New task
Task name

Identify Cybersecurity Risks
Assignee

Grady Archie

Asana project

. Cybersecurity Risks
Due date

02/15/21

Task description

Identify all the risks related to Cybersecurity

Microsoft

Share task with meeting attendees

Created tasks (0)

(?) Send feedback §83 Settings
Debra Berger & Allan Deyoung

Asana in meetings allows you to create and assign tasks without leaving the meeting interface for everyone to be one
the same page. The IT Lead discusses the plan of action and accordingly assigns tasks during the meeting.
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Addressing Cybersecurity Risk Chat Files etails  Scheduling Assistant  Meeting notes  Whiteboard

Shared a file

wow Summary on increasing cyberse...

Debra Berger 10:10 @

Oh, this looks worrisome, Grady Archie. | have come across reports of similar attacks on our partners
as well,

& Addressing Cybersecurity Risk
Allan Deyoung  10:17 4 participants
This is indeed a huge cause of concern and we will need to step up our security measures. Looking
forward to discussing this during the call. CHAT DETAILS

Meeting started  10:13
Today @ 10:00 am

Asana 10:21

Summary on increasing cybersecurity

P threats (1).pdf
Identify Risks 5or5eazs><(s P

Assigned to

DebraB@M365x110248.0nMicrosoft.com ‘
% Debra B
N

Due date

_ Oh, this looks worrisome, Grady Archie. |
15 Feb 2021

have come across reports of similar attacks

dentify all the risks related to cybersecurity | On our partners as well.

Project Cybersecurity Risks
Allan D

This is indeed a huge cause of concern
and we will need to step up our security
measures. Looking forward to discussing
this during the call.

LG
View in Asana Comment

Meeting ended 21m 34s  10:34

C?  Meeting started
10:39 ’
Good call, team. Let's work on the tasks assigned during the meeting. | will add a few more tasks &@ Asana
shortly. Do feel free to add more details to the Cybersecurity Risks tab if you think we've missed

Identify Risk
something. entily Risks

Type a message

Type a new message

R @ B ¢ @ A

@Eﬂ’e‘!:@‘-@bfo

Share files, discuss updates and get notified of tasks created during the meeting within a meeting chat. The meeting

attendees can view the PDF document shared and messages posted within the meeting chat.
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Summary on increasing cybersecurity threats.pdf

Summary on increasing cybersecurity
threats

Risk matrix
* within risk app=tite

* At limit of risk sppeatite
*  Bezyond risk appstits

Probability

Service disruption. Intermal and externzl services are disabled due to such threats as

disrupted denizl-of-service attacks.

Data leakage. Accidental or intentional unauthorized disclosure of critical information

Integrated Microsoft applications Word and PDF allow quick access to notes, documents, and reports right within
Microsoft Teams. The IT Lead shares a summary of increasing cyber threats using PDF.

=¥ Microsoft

3:44 R ¥ i

€& Summary on increasing cybers... V4

Summary on increasing cybersecurity
threats

Risk matrix
B+ within risk appetite

«  Atlimit of risk appetite
W+ Beyond risk appetite

Probability

«  Service disruption. Internal and external services are disabled due to such threats as

disrupted denial-of-service attacks.

+ Dataleakage. Accidental or intentional unauthorized disclosure of critical information
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Addressing Cybersecurity Risk Chat Files Details  Scheduling Assistant ~ Meeting notes  Whiteboard ~ Cybersecurity Risks ~ Asana  +

File Home Insert Draw View Help Open in Browser v

v E]v Calibri Light i“ : I Q &~ Av g A@ _ /}/ Styles v |? Tags v

Cybersecurity Risks

3 major sectors . .
Critical manufacturing Cybersecurity Risks

Communications 1

1
Software and Malware attacks

Human error

Hackers 3 major sectors
c Phishing Critical manufacturing

Virus » Bug in Computer Code Communications

Implement tighter cybersecurity controls Software and M3

Challenges?? < Human error

Cyber Supply Chain Accountability c Hackers
Lack of Manpower Phishing
Virus
Implement tighter cybersecurity controls
Challenges?? «

Cyber Supply Chain Accountability
Lack of Manpower

OneNote is great place to brainstorm and share notes before, during, and after a Teams meeting.

The IT Lead uses OneNote to discuss the potential cybersecurity risks.
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Addressing Cybersecurity Risk Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard rberse Asana T

e dsana

MNew task Created tasks

Vendor remote access

Grady Archie Virtual Desktop implementation

Asana project DebraB@M365x110248.0nMicrosoft.com 10 Feb

Created tasks (6)
Vendor risk management

Vendor remote access

Grady Archie 10 Feb

Analyze attacks of the last two weeks
Virtual Desktop implementation
AlexW@M305x110248.0nMicrosoft.com 10 Feb

DebraB@M365x110248.0nMicrosoft.com 10 Feb

Software integrity testing Vendor risk management
x110248.0nMicrosoft.com 10 Feb Grady Archie 16 Feb

dentify Risks

Analyze attacks of the last two weeks

DebraB@M365x110248.0nMicrosoft.com 15 Feb AlexW@M365x110248.0nMicrosoft.com 10 Feb

Software integrity testing

AdeleV@M365x110248.0nMicrosoft.com 10 Feb

Identify Risks

DebraB@M365x110248.0nMicrosoft.com 15 Feb

(?) Send feedback 83 Settings

View tasks created during the meeting and assign more tasks within an Asana meeting tab. The IT Lead views tasks
assigned during the meeting to get a visual overview of the way forward.
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Microsoft Teams
Teams Data Security Posts Files Wiki Teams (@) Schedule Board ) 1more &) ~ -

Your teams m Grady Archie 1:38 PM
| have put together tasks for better clarity in the Schedule Board tab. Let's work on this and target creating a concrete

implementation plan before the board meeting.

Allan Deyoung 1:39 PM
Budget Planning 1@ Thanks. Grady. This is really helpful.
Bug Management {@ Adele Vance 2:04 PM
Data Security E This looks achievable. Let's do this!
Post
Deployment <+ Reply IT Administration / Data Security

ldeas and Requests You

Management and Governance Grady Archie 2:06 PM Edited 2:06 pm
Recommendations to Manage Cybersecurity Risk
Hi Data Security,

Support Excellent work, team, on analyzing and addressing all security gaps. Hi Data Security,

3 hidden channels I've compiled the recommendations in the attached doc. I'm going to present it to the leadership team later today. Thanks to all for your Excellent work, team, on analyzing and addressing all security
efforts. gaps.

I've compiled the recommendations in the attached doc. I'm
going to present it to the leadership team later today. Thanks
to all for your efforts.

Service Strategy Recommendations to Manage Cybersecurity Risk

Mark 8 Project Team

[=| How to prevent a possible Cyberattack.docx
General

Announcements nee all

Crills
wolla

Daily Standup ; a Adele Vance 2:07 PM [l=| How to prevent a possible Cyberattack.docx

Design Awesome, Grady Archie. These measures are a positive step towards effectively managing threats.

Mieeal A W
Digital Assets Web @) IrvinSayers 2:11 PM

Finance d ¢ Good luck! (@ Adele Vance 2:07 pm

Awesome, Grady Archie. These measures are a
positive step towards effectively managing threats.

@

Go to Market Plan @-l Allan Deyoung 2:12 PM
Hiring Lyt Sounds good, Grady Archie. See you at the meeting. Thanks, everyone!

as m Grady Archie 2:13 PM C\‘ WinSayss ZTTpN
Markeating 1@7 Good luck!

Planning

Project Assets ¢ Reply | ﬁl Allan Deyoung  2:12 pm

Research and Development Reply

Strategy

y -
() New conversation M@ g @ A

+ -
Join or create a team

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while

keeping relevant discussions and files grouped together.
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How to prevent a possible Cyb...

File Home Insert Layout

References Review iew Help Open in Desktop App Q Tell me what you want to do & Editing v

v Blv < |Calibrilight (H... v

|

i28 v A A U ﬁv Av A@ e : Ev = v ,%;‘v v

|

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams.

How to prevent a possible cyber
security attack

| Al 1%
N &) y \: !

.

Wl

. '
Mot

The following recommendations identify opportunities to enhance the
security and reliability of the remote working systems and overall
cybersecurity at Contoso.

e I|dentify risk and risk appetite
o FEvaluate risks with reaard to likelihood and impact

Collaborate on team documents easily store them in Files for each channel.

=¥ Microsoft

nNe 0

How to prevent a possible Cyberatta...

How to prevent a possible cyber security attack

The following recommendations identify opportunities to
enhance the security and reliability of the remote working
systems and overall cybersecurity at Contoso.

- Identify risk and risk appetite

- Evaluate risks with regard to likelihood and impact

- Prioritize areas for mitigation

- Create an overview of initiatives undertaken to
mitigate top risks

- Improve monitoring processes and ensure real-time
monitoring

Each suggestion has been elaborated on throughout this
document

1. Identify risks and risk appetite. Draw on both ’
and external resources to create a list of critical
potential new risks and, known risks. An assessn. y
also made in this phase of existing controls &
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Microsoft Teoms

Communities Yammer About

™y - v a
A~ Search Yammer All Company ™~ II

Add files or links that are important

Home Feed A” com Pany to this community.

B Inbox o

Conversations About Files Events

& Communities
Q Start a discussion Yammer

Favorites

o _J Discussion n Question Q Praise == Dol
Improve your Yammer experience

by creating a list of your favorite Message in the All Company community

communities.

B % Q& Q0 L

A C anver An
All Conversations < Inbox Mark as unread £ Stop Following in Inbox

Grady Archie - . Posted in All Company

22m ago
‘\ Grady Archie Seen by 2

1h ago

My communities
Hi all, we will be implementing new security policies that will be rolled out over the next

2% All Company
two weeks. The new guidelines are due to a sharp rise in the number of cyberattacks on

. . I ) , Hi all, we will be implementing new security policies that
2 Operations our company. We will be sending out an email with full details about the policy and will be rolled out over the next two weeks. The new

employees/devices that will be impacted. In the meantime, please make sure you follow guidelines are due to a sharp rise in the number ...
iz el the below security measures. Please feel free to reach out to me if you need further see more
clarification.
* Use only strong passwords, change default passwords... < v I

a
=)

Create a Community

> Discover Communities see more

Diego Siciliani 1h ago
Y Like D Comment &Y Share ™ Be the first to like this Thanks for the update, Grady!

4 B8~

?a;j Diego Siciliani 13m ago
i1
Thanks for the update, Grady! ‘\ Write a comment

e B W T

Q Write a comment

Communities enable people to share knowledge, ask questions, get answers, and build relationships across teams and

organizational silos. The IT Lead updates the organization about the new security policies that the teams must follow.
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