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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.

Business Development Project Management Planning & Strategy

& Client Relationship

» Pursuing New Client
Relationships

 Executing an RFP Proposal

« Hosting a Design Thinking
Workshop for a Client

« Documentation and Post-
Workshop Feedback

and Delivery

Establishing Teamwork with a
Plan

Task Optimization and
Presenting to the Steering
Committee

Coordinating with Team to Fix a
Bug in Development

QA Process for Testing a High-
Priority Bug

(Headquarters)

Review of Hiring Process by HR
Leadership

Mid-Month Sales Pipeline
Report

Coordinating Disaster Response
Preparedness




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.
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Human Resources

Strengthening the Workplace
Community

Employee Engagement

New Employee Training
Talent Acquisition

Review of Hiring Process by
HR Leadership

Onboarding Challenges Made
Fasy

Competency and Compliance
Training

Sales

Building a Sales Summary
Directing the Employee Path
to Expertise

Preparing for a Monthly
Review

Forecasting Sales and
Conducting Gap Analysis
ldentifying and Closing a
Major Sales Opportunity

Marketing

Introducing a New Route in
the Network

Preparing for World Series
Pop-Up Kiosks

Monitoring Negative
Responses




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.

Information Technology

 Inventory Tracking

* Firmware Updates

« Troubleshooting & Repairs
Tickets

« Developing a Mobile
Application

* Bug Management

Finance & Accounts

Planning Budget for Holiday
Giveaways

Budget Approval

Reliability and Serviceability
Tracking Milestones for
Invoicing and Payments

2" Microsoft



2" Microsoft

Business Development & Client Relationship

Check out how Project Leads and Delivery Managers can use Microsoft Teams to keep
business operations running efficiently and address unexpected situations with confidence.

Business Development & Client Relationship Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams

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

« Participate in instant, open-channel communication Word Excel  PowerPoint  OneNote Asana  monday.com

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

H OO0 0D

« Create and co-author documents, spreadsheets,

. . . . Forms Power Bl Lucidchart Trello Shifts MURAL
presentations and more in the cloud with Office 365
» Channel tabs for everyone to stay on the same page m u
» Help securely collaborate with teammates on multiple v
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by~ Communities
Al Sign Planner

and To Do



Meet the Business Decisio
Business Development & Client Re

N Makers

ationship

Account Manager

"The key to successful leadership today

is influence not authority."

Operate as the lead point of
contact for any and all matters
pertaining to specific accounts
Build and maintain strong, long-
lasting client relationships
Oversee client account
management, including
negotiating contracts and
agreements to maximize profit

Delivery Manager

‘Customer-first is the hat | wear
everyday. Managing customer
expectations (s what gives me the Kick."”

« Own development of plan to
review and manage client
expectations

« Create an integrated project plan
from the individual project plans,
showing the high-level flow of
project milestones and
dependencies across projects

« Lead business and functional
requirements

2" Microsoft
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i@ Pursuing New Client Relationships
W Account Manager

Scenario Walkthrough

A potential offshore client has included Contoso on a recent RFP Knowing that this is a high-revenue project, Contoso puts together a
strong business development team led by a seasoned Account Manager. The Account Manager needs a central location to track
tasks, share documents, and follow-up on work with the team. Microsoft Teams comes to her rescue!

« Creates a new team and channels to share proposal documents and hold discussions with relevant team members.

« Welcomes team members with a post in the channel and sets project expectations.

« Shares an RFP brief as a Word document in the channel, where it will be housed in the Files repository for the team’s access.
 Assigns task tracking to the Project and Delivery Lead.

« Reviews the task list and @mentions relevant team members on their action items. Moves the project to the next phase of

execution.
How did Teams help the Account Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
 Single collaboration space that allows for the assembly of opportunity teams by

channel in Microsoft Teams to carry out and execute specific RFP responses. «
 Visibility into work as it is planned and tracked using MeisterTask in Microsoft

Teams. Word MeisterTask

« Powerful document creation with Word right within Teams.



Microsoft Teams

Your teams
ﬂ RFP Response - Client X Intrane...

General
Formal Response Materials
Opportunity

Oral 5tage

Meetings

i

Business Development
General

Central BED Region
Leadership Team
Morthwest BED Region
Pipeline

Southwest BD Region

Finance
General

Budget and Approvals

+ -
g3 Join or create a team

Business Development & Client Relationship - Pursuing New Client Relationships

& Search or type a command

RFP Response - Client X Intranet Redesign -

RFP Response - Client X Intranet Redesign

Members  Pending Requests

Search for members Q,

Owners (2)

MName

@ Debra Berger

MA  MOD Administrator

Members and guests (3)

MName

@ Miriam Graham
|E Lidia Holloway
% Joni Sherman

Account Manager

Sales Management Executive

Project and Delivery Lead

Manager

Location

Location

131/2103

20/1109

Member ~

Member ~

Member ~~

The team assembles for the RFP response and collaborates in a private channel, where information is exchanged and
decisions are taken in real time - keeping all relevant stakeholders in loop.

Private

2" Microsoft

1 :' HD A wu46%

Team Members (5) O\

ALL

Debra Berger
You

Joni Sherman
Manaager

Lidia Holloway
Project and Delivery Lead

MOD Administrator

Miriam Graham
Sales Management Executive




Business Development & Client Relationship - Pursuing New Client Relationships . )
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Microsoft Teams Search or type a command

Your teams ﬂ RFP Response - Client X Intranet Redesign > Opportunity - FoEi

ﬂ RFFP Response - Client X Intrane...

Conversations  Files  RFP Response Tracker —+

General

e, Debra Berger 2/28 6:41 AM
Formal Response Materials v Welcome to the Team!
Opportunity Opportunity - Hello All! Excited to be werking together as a unit to get this RFP ready. It's a fantastic opportunity for Contose Company.,

however we're under a bit of a tight timeline and we need to create a compelling response. Knowing you all- | have no doubt we can do
it!

Oral Stage
Mesetings

i Collapse WO O HD A £ W 49%
Business Development Collaps

General Joni Sherman Conversation
@ Looking forward to the challenge! | do have a concern with deadline... Will we be able to work from home if we find ourselves RFP Response - Client X Intranet Redesi...

Central BD Region working at night?

Leadership Team ' You
Lidia Holloway

Joni Sherman yes you can certainly work from home. Don't want anyone to feel like they need to take away from family time.
Pipeline =

Morthwest BD Region Feb 28, 6:41 AM

Welcome to the Team!
Southwest BD Region Miriam Graham . . .
Lidia Holloway or Debra Berger Where can | find the latest RFP materials? Opportunity - Hello All! Excited to be working
Finance together as a unit to get this RFP ready. It's a
el s Bl fantastic opportunity for Contoso Compan
General Miriam Graham - Uploading the documents shortly. Will post to this channel once they're ready. P'P y . . . P . Y.
however we're under a bit of a tight timeline

and we need to create a compelling response.
Knowing you all- | have no doubt we can do it!

Budget and Approvals «' Reply

Debra Berger 2/28 6:41 AM
RFP BRief is Available

Opportunity - The RFP Brief is available in the Files tab. Please review and let me know if there are any questions. Thanks!

Joni Sherman Feb 28, 6:41 AM
ﬁ% RFP Response Brief.docx "

Looking forward to the challenge! | do
have a concern with deadline... Will we
D 2 A be able to work_ from hpme if we find
Lidia Holloway - Can you please take the lead on task tracking for this response? ourselves worklng at mght?

Lidia Holloway .
Debra Berger sure thing. | will set up a MeisterTask Board for tracking tasks and responses. (€. LidiaHolloway Feb 28, 6:41 AM

Start a new conversation. Type @ to mention someone. P'eply

N2 O@BE G - M W ¢ @ A

+ -
2o Join or create a team

The Account Manager sets out the RFP proposal details and introduces team members to the task at hand. Team
members react to the news, while engaging in productive chatter.



Business Development & Client Relationship - Pursuing New Client Relationships

Microsoft Teams

Your teams

n Finance

General

Budget and Approvals

E Business Development

General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X Intrane...

General
Formal Response Materials
Opportunity

Oral Stage

Sales

General
Finance Review
Forecast and Analysis

2 hidden channels

Mew Operations (LA and Austin)
General

Marketing

Operations

ot

gg  Join or create a team

2" Microsoft

A Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Opportunity - rivate

Conversations  Files RFP Response Tracker (o9 -+

il Debra Berger 2/28 6:41 AM  Edited
& RFP Brief is Available

Opportunity- The RFP Brief is available in the Files tab. Please review and let me know if there are any questions. Thanks!

RFP Response Brief.docx

RFP Response - Client X Intranet Redesign > Oppaortunity

idr v HD A 4 w4 53%

Collapse all

Conversation

% Debra Berger 2/28 &:41 AM  Edited RFP Response - Client X Intranet Redesi...
Lidia Holloway - Can you please take the lead on task tracking for this response?

1 E Lidia Holloway Edited You g B
Debra Berger sure thing. | will set up a MeisterTask Board for tracking tasks and responses. " Feb 28 6:41 AM

% Debra Berger 2/28 6:41 AM RFP BRief is Available

T H A [Kg Opportunity- The RFP Brief is available in the

Files tab. Please review and let me know if
there are any questions. Thanks!

ﬁ RFP Response Brief.docx
97.07 KB

% You Feb 28, 6:41 AM 4
C I
Lidia Holloway - Can you please take

Tab conversation has begun. the lead on task tracking for this
RFP Response Tracker response?

Lidia Holloway

Collamza =
Lollapse a

.
o 1idia Lallaiiian: TaAl N0 C.47 ANA

Reply

Start a new conversation. Type @ to mention someone.

A ¢ O B B G N G @ Ay e

The conversation in the channel continues and stays relevant to the project. The Account Manager shares the RFP
brief with the business development team and they discuss setting up a task board to assign process owners.

10



Business Development & Client Relationship - Pursuing New Client Relationships

2" Microsoft

Microsoft Teams A Search or type a command

@ RFP Response Brief.docx

Requestfor Proposals CS14-0747F

3:45 iOr v HD A 1 4 48%
RESPONSE AND WORK BREAKDOWN FORM <~ RFP Response Brief.docx :

Request for Proposals CS14-0747F
ENTER RESPONDENT NAME HERE

RESPONSE AND WORK BREAKDOWN
FORM

ENTER RESPONDENT NAME HERE

Table of Contents

1. EXECUTIVE SUMMARY

Co-author and edit Word documents within Teams. The RFP brief shared by the Account Manager will be housed in

the Files repository for the team'’s access.
11
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mn Microsoft

Microsoft Teams EA Search or type a command

Vour teams ﬂ RFP Response - Client X Intranet Redesign > Opportunity - Private

Fina . - 7
' Inance Conversations  Files  RFP Response Tracker ~ 2 O @

General

Budget and Approvals

u Business Development

General iOr v HD A A & 50%

RFFP Response ﬂ

Central BD Region

_ <  RFP Response
Leadership Team Team Review Built Out Cost Estimates Build RFP Plan
MNorthwest BD Region

Pipeline
_ RFP Content Edit Provide Process Flow Configure Staffing Plan
Southwest BD Region

RFP Response - Client X Intrane... Team Review

Deal Review Remove RFP

General

Formal Response Materials RFP Content Edit

_ RFP Response
Opportunity

Oral Stage Deal Review
Send RFP To Potential Client

Sales

RFP Response

General

Finance Review

Forecast and Analysis Send RFP To Potential Client
2 hidden channels

MNew Operations (LA and Austin)

General
Marketing

Operations

+ .
Join or create a team

With every form of internal communication, there’s a risk that actionable tasks can get lost. Embed project management

applications such as MeisterTask Kanban boards to manage and collaborate on tasks, directly inside Teams.
12



Business Development & Client Relationship - Pursuing New Client Relationships

Chat

Teams

G

Meetings

N

Microsoft Teams

Your teams

Finance

General

Budget and Approvals

Business Development

General

Central BD Region
Leadership Team
Northwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X I...

General

Formal Response Materials
Opportunity

Oral Stage

Sales

General
Finance Review
Forecast and Analysis

2 hidden channels

New Operations (LA and ...

ao®
£

Join or create a team

“ Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Opportunity -

Conversations

&

Files RFP Response Tracker —+

Lidia Holloway Edited

Tab conversation has begun.
RFP Response Tracker

Collapse al

&
&

Lidia Holloway Edited
Opportunity I've put together a list of tasks on @MeisterTask that track to the schedule needed to meet the
RFP response.

Debra Berger 2/28 6:41 AM Edited
Thanks! Lidia Holloway

Edited
Opportunity - As you complete your assigned tasks, please update them on this board directly in Teams. |
will be checking the board twice daily and provide feedback, moving items to "Done" as they are completed.

Lidia Holloway | have reviewed the Configure Staffing Plan ticket and have moved it to the Done column in
RFP Response Tracker.

Joni Sherman have reviewed the Provide Process Flow ticket and added my feedback. Once my feedback has
been integrated | will move it to the done column.

Miriam Graham
Debra Berger I'd like to review this board during our weekly one-on-cne.

Debra Berger 2/28 6:41 AM Edited
Noted. | will make sure it's up to date, Miriam Graham .
Opportunity- | will be creating a channel to track the compilation of content. More to come!

&
@

Start a new conversation. Type @ to mention someocne.

e ¢ © B B @ -

Customize a team with tabs. Add tabs for files, notes, websites and apps — it makes it easy for team members to
access frequently used content or services with just one tap.

Private

©
=)

11:14

&.

i0r v HD A 4 u55%

Conversation
RFP Response - Client X Intranet Redesi...

Lidia Holloway
Feb 28, 6:41 AM

Tab conversation has begun.

Reply

Lidia Holloway Feb 28, 6:41 AM g B

Opportunity I've put together a list of

tasks on @MeisterTask that track to

the schedule needed to meet the RFP
response.

You Feb 28, 6:41 AM

Thanks! Lidia Holloway

You Feb 28,6:41 AM s B8
Opportunity - As you complete your

assigned tasks, please update them
nn thie hnard directlv in Teame | will

N @ & @ Ay e

Microsoft

13
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Executing an RFP Proposal
Account Manager

Scenario Walkthrough

The RFP proposal is at its execution phase once process owners have been identified and the task board set up. Utilizing the
collaborative capabilities of Microsoft Teams helps Contoso stay connected and communicative throughout their business
development efforts, facilitating the process, and helping the company land a new client. The Account Manager works with leadership
and the RFP team members to take the proposal through various phases till approval.

Sets up an exclusive channel in the team to move the proposal to the execution phase.

Shares the proposal PowerPoint deck as a working file for the team to work on.

Assigns resource management estimate to Project Manager and reviews the estimate shared in an Excel file.
Views leadership announcement that the proposal has been cleared for oral discussions with the client.
Receives a relevant article to Oral Presentation with News.

Shares prep materials for the oral response and shares an RFP outline Word template.

Hosts a series of meetings to flesh out and prep for the oral presentation.

Announces to the team that their client has approved the proposal.

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

Create impactful visual presentations with PowerPoint, right within Teams.
Create impactful summaries of crucial data with Excel and Word for Microsoft Teams.

Keep the team in the loop and engage them with relevant and latest industry practices
Word Excel PowerPoint ~ News

and trends with News.

14



Business Development & Client Relationship - Executing an RFP Proposal

Microsoft Teams

Your teams

aot

=u}

Finance
General

Budget and Approvals

Business Development
General

Central BD Region
Leadership Team
MNorthwest BD Region
Pipeline

Southwest BD Region

RFP Rezponse - Client X Intrane...

General
Formal Response Materials
Opportunity

Oral 5tage

Sales

General
Finance Review
Forecast and Analysis

2 hidden channels

MNew Operations (LA and Austin)
General

Marketing

Operations

Join or create a team

EA Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Opportunity -

Conversations

@

Files  RFP Response Tracker

Debra Berger 2/28 6:41 AM Edited
Response Materials
Hi Opportunity - | have set up a Formal Response Materials channel where we will track and compile response materials. | will start

3 post there

Collapse all

e
&

&« Reply

Debra Berger 2/28 8:41 AM Edited
Joni Sherman and Lidia Holloway - The Formal Response Materials channel is where you can upload the content and the
estimate for the formal response

Joni Sherman Edited

Awesome thanks Debra Berger!

Miriam Graham

Congratulations!!
Opportunity CONGRATS EVERYONME! | just got the news that we were selected by the client to move forward to the orals stage. We
received great feedback and I'm so proud of the work that we delivered on this response.

Start a new conversation. Type @ to mention someone.

b ¢ OB B O

Teams and channels are where you hold meetings, have conversations and work on files together with team members.
They are built around a topic, like “Formal Response Material,” a department name, or even just for fun.

Private

1 8

2" Microsoft

i0r s HD A4 661%

Conversation
RFP Response - Client X Intranet Redesi...

é

.;|°

Response Materials

You s 8

Feb 28, 6:41 AM

Hi Opportunity - | have set up a Formal
Response Materials channel where we will
track and compile response materials. | will
start a post there.

@ You Feb 28, 6:41 AM 4
NO ' o
Joni Sherman and Lidia Holloway - The

Formal Response Materials channel is
where you can upload the content and
the estimate for the formal response

Joni Sherman  Feb 28, 6:41 AM g @ ;

&

Awesome thanks Debra Berger!

15



Business Development & Client Relationship - Executing an RFP Proposal

Microsoft Teams

Your teams

' Finance

General

Budget and Approvals

n Business Development
General

Central ED Region
Leadership Team
MNorthwest BD Region
Pipeline

Southwest BD Region

RFP Response -
General

Formal Response Materials
Opportunity

Oral Stage

Join or create a team

Client X Intrane...

EA4 Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Formal Response Materials -

Conversations

i

Files —+

Debra Berger 2/28 6:40 &AM

RFP Response Content

Formal Response Materials | am attaching the RFP Response deck as a working document. Please add your content to this document and
post here when it is complete. Thanks!

E. RFP Response Deck.pptx

Debra Berger 2/28 6:40 AM
Joni Sherman, the RFP Response is ready for estimate content.

Joni Sherman

Added!

m Client X Intranet Redesign Estimate.xlsx

Debra Berger 2/28 6:40 AM
Thanks Joni Sherman Lidia Holloway, the RFP response is ready for the company comparison info.

Lidia Holloway
Debra Berger, the company comparison has been added to the document.

Debra Berger 2/28 6:41 &AM
Thanks Lidia Holloway Miriam Graham, I've completed a final review of the content. The response is ready for final approval.

Miriam Graham
Debra Berger Reviewed and approved. Thanks for all of your hard work!

¢ Reply

Miriam Graham
IMPORTANT!

Adding Client X Opportunity to Sales Pipeline
Joni Sherman, | would like to include this response in my mid-maonth report to leadership. Can you please update the CRM with the
projections from this oppertunity and provide an updated pipeline report to the Pipeline channel in the Business Development team?

Start a new conversation. Type @ to mention someaone.

b ¢ O @

B o

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, keeping
relevant files grouped together. @mention relevant team members to make sure you grab their attention in real-time.

Private

2" Microsoft

i0gr Y HD A 4 t 58%

e Conversation

RFP Response - Client X Intranet Redesi...
@
r’:le

RFP Response Content

You ¢ 8

Feb 28, 6:40 AM

Formal Response Materials | am attaching
the RFP Response deck as a working
document. Please add your content to this
document and post here when it is complete.
Thanks!

RFP Response Deck.pptx
967.45 KB

@

% You Feb 28,6:40 AM
NS

Joni Sherman, the RFP Response is
ready for estimate content.

16



Business Development & Client Relationship - Executing an RFP Proposal

Microsoft Teams 4 Search or type a command

RFP Response Deck.pptx

Client X RFP
Response

Edit your presentation and customize it on the go, collaborating with others in real time within Teams. The Account
Manager shares the proposal PowerPoint deck as a working file for the team to work on.

2" Microsoft

iOn v HD A1 B92%

RFP Response Deck.pptx

Client X RFP
Response

17



Business Development & Client Relationship - Executing an RFP Proposal

2" Microsoft

DSO == Search or type a command
[
Client X Intranet Redesign Estimate.xlsx “. Close =]
= A B C D E F G H I J K L M N O P Q R S T
Week1l |Week2 |Week3 |Weekd4 [|Week3 [Week6 [Week7 [Week8 |Week3 |Weekl1D |Weekl1l |Week12 |Week13 [Weekl1d [Week15 |Weekl1lb |Week17 |Week 18 |Week19 |\~
2 10-Apr 17-Apr 24-Apr 1-May g-May| 15-May| 22-May| 25-May 5-Jun 12-Jun 19-Jun 26-Jun 3-Jul 10-Jul 17-Jul 24-Jul 31-Jul 7-Aug|  14-Aug
3 | Business Analyst 40 40 40 40 40 40 40 40 40 40 40 40 40 40
4 |PM 40 40 40 40 40 40 40 40 40 40 40 40 40 40
5 UX Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
) 6 |UX Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
7 |UX Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
8 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40 5:57 iOv v HD A1 B92%
9 visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
10 |visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 ap| 6 Client X Intranet Redesign Es... :
11 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
12 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40| 9
13 Ul Developer 40 40 40 40 40 40 40 40 40 40 A B c D
14 |Ul Developer 40 40 40 40 40 40 40 40 40 40 1 Week1 |Week2 |Week3 |We
15 Ul Developer 40 40 40 40 40 40 40 40 40 40 2 10-Apr 17-Apr|  24-Apr
16 |Ul Developer a0 a0 a0 40 40 40 40 40 40 40 3 Business Analyst 40 40 40
17 Ul Developer 40 40 40 40 40 40 40 40 40 40 4 PM 20 20 20
12 Ul Developer 40 40 40 40 40 40 40 40 40 40 5 UX Designer 40 40 40
Ili Ul Developer 40 40 40 40 40 40 40 40 40 40 6 |UX Designer 20 20 20
20 Back end developer 40 410 410 40 410 410 410 410 410 410 -
21 Back end developer 40 40 40 40 40 40 40 40 40 ao| | 7 UXDesigner 40 40 40
22 [Back end developer 40 40 40 40 40 40 40 40 40 40 8 Visual Designer
23 |Back end developer 40 40 40 40 a0 a0 a0 a0 a0 a0 9  Visual Designer
24 Back end developer 40 40 40 40 40 40 40 40 40 40 10 |Visual Designer
25 Back end developer 40 40 40 40 40 40 40 40 40 40 11 Visual Designer
26 Back end developer 40 40 40 40 40 40 40 40 40 40 12 Visual Designer
27 Back end developer 40 40 40 40 40 40 40 40 40 40 13 Ul Developer
iz 14 IUI Developer
3; 15 Ul Developer
31 16 Ul Developer
32 17 Ul Developer
33 18 | Ul Developer
34 19 Ul Developer
33 20 |Back end developer
EE 21 Back end developer
:q 22 Back end developer
- 23 Back end developer
B :1,: 24 Back end developer
- 25 Back end developer |
AL Naals mmel Adavialam e
Sheetl Sheet1 [‘
XE (I -

Use Excel's analytical abilities within Teams to build reports and share them with your team. The Account Manager
assigns resource management estimate to a Project Manager and reviews the estimate shared in an Excel file.




Business Development & Client Relationship - Executing an RFP Proposal

heetings

il

Files

Microsoft Teams

Your teams

oot

=u]

Finance
General

Budget and Approvals

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BED Region

RFP Response -
General

Formal Response Materials
Opportunity

Oral Stage

Sales
General
Finance Review

Forecast and Analysis

2 hidden channels

Mew Operations (LA and Austin)
General

Marketing

Operations

Join or create a team

Client X Intrane...

& Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Oral Stage -

Conversations

&

Files —+

Miriam Graham

Oral Presentation Prep Materials

Hi Team, Starting a thread to share prep materials for the oral response te this RFP. If you find good resources, please share them
with the team!

@-| Oral Presentation Tips.pptx

Collapse all

@ Miriam Graham
u Mews

Ten Simple Rules for Making Good Oral

Presentations
This article condenses his excellent list of rules for making a good cra
presentation. Presentations should be entertaining, but do net overdo it and
ow your limits. If yo not humorous by nature, do not try and be
f you are notgood ..
0/2019 7:32 PM

Debra Berger 2/28 6:42 AM

@

2/28 6:42 AM

I'm going to use the Zoom assistant in chat to find the outline template we've used in the past.

« Reply

42 AM  Edited 2 B

Debra Berger 2/28
RFP Outline Template

Oral Stage - Here is the template we will use to prepare for the oral presentation. I'm going to schedule a few prep meetings and

Start a new conversation. Type @ to mention someone.

A ¢ @ [

B o

Share snippets of relevant news within the channel using the News app travelling with the user in the compose box of
Teams, which allows you to keep your team in the loop as well as engage them with important or interesting stories.

Private

2" Microsoft

idr O HD A4 870%

Conversation
RFP Response - Client X Intranet Redesi...

Miriam Graham
Feb 28, 6:42 AM

o

Oral Presentation Prep Materials

Hi Team, Starting a thread to share prep
materials for the oral response to this RFP. If
you find good resources, please share them
with the team!

Oral Presentation Tips.pptx
4.08 MB

R

@ Miriam Graham Feb 28, 6:42 AM
o
n News

Ten Simple Rules for Making Good
Oral Presentations

19



Business Development & Client Relationship - Executing an RFP Proposal

Microsoft Teams “ Search or type a command

@ Oral Presentation Tips.pptx

ORAL PRESENTATION TIPS

Along with a relevant news article, a Sales Exec shares a PowerPoint deck for team members to help prepare for the oral stage
of the RFP The deck stays housed within the channel’s Files tab, from where it can be accessed for any future needs as well.

<_

i0n v HD 4

Oral Presentation Tips.pptx

ORAL PRESENTATIONTIPS

Microsoft

B 92%

20



Business Development & Client Relationship - Executing an RFP Proposal

Microsoft Teams

Your teams

Finance

General

Budget and Approvals

u Business Development

General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X Intrane...

General

Formal Response Materials
Opportunity

Oral Stage

oot

20 Join or create a team

4 Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Oral Stage -

Conversations  Files

@

Debra Berger 2/28 6:42 AM

RFP Outline Template

Oral Stage - Here is the template we will use to prepare for the oral presentation. I'm going to schedule a few prep meetings and we can

discuss how to divide and conguer.

ﬁ% Intranet Redesign RFP Template.docx
¢« Reply

Debra Berger 2/28 6:42 AM
Prepare for Client X Oral Presentation (Meeting #1)

To review the outline and prepare for the oral presentation.

Debra

Prepare for Client X Oral Presentation Meeting 1
Friday, March 8, 2019 @ 3:00 AM

¢« Reply

Debra Berger 2/28 6:42 AM
Prepare for Client X Oral Presentation (Meeting #2)

To review the outline and prepare for the oral presentation.

Debra

Prepare for Client X Oral Presentation Meeting 2
Friday, March 8, 2019 @ 3:15 AM

¢« Reply

Debra Berger 2/28 6:42 AM
Prepare for Client X Oral Presentation (Meeting 3)

To review the outline and prepare for the oral presentation.

Start a new conversation. Type @ to mention someone.

A ¢ OB B G

Private

2" Microsoft

||D|I #' HD “,“, 7] 629’0
Oral Stage =
9 =

RFP Response - Client X Intranet...

CHAT FILES MORE

i | You 7 B
o Feb 28, 6:42 AM

RFP Outline Template
Oral Stage - Here is the template we will use
to prepare for the oral presentation. I'm going

to schedule a few prep meetings and we can
discuss how to divide and conquer.

E' Intranet Redesign RFP Template.do...
121.00 KB

<’ Reply

| You
; 'e Feb 28, 6:42 AM

Scheduled a meeting

u Prepare for Client X Oral Presentat. r—ly
Mar 8, 2019 @ 3:00 AM

The Account Manager moves the conversation to a new channel to keep conversations relevant to the oral stage of

the RFP presentation and uses the channel for regular sync calls to prepare team members.
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Microsoft Teams EA Search or type a command

@ Intranet Redesign RFP Template.docx

CLIENT X
S INTRANET REDESIGN RFP

i For Independent Contractors

i0r v HD £ A B92%

<~ Intranet Redesign RFP Final....

CLIENT X
INTRANET REDESIGN RFP

For Independent Contractors
OVERVIEW

CLIENT X is pleased to submit this
proposal for services to support Client X in
achieving its goals for improving customer
OVERVIEW satisfaction by <providing training and
post-sales support for its new order entry
L) B st e e T e T e e e e e and fulfillment system. We have partnered
S S with dozens of small businesses

CLIENT X is pleasedto submitthis proposal for services to suppert <Client's Company=in achieving its goals for throughout the Northeast—businesses
improving customer satisfaction by <providing training and post-sales supportforits new order entry andfulfillment committed to improving the customer

;y'stem. We have partnere-jw?th dozens of small :Lfsinessesthraughautthe r-Jujnhgast—:L|§inesses committedto experience th rough convenience, accuracy
improving the customer experience through convenience, accuracy of orders, andtimely delivery.=

of orders, and timely delivery.>

The Objective The Objective

- Need #1: improve response time for
customer questions

-Need #2: improve upon weaknesses
in upsell/cross-sell volumes

- Need #3: rapid training for staff on
new system

| The Opportunity

The Opportunity - Goal #1: Train all CSRs on new

system within 6 weeks of go-live a
Goal #2: Integrate sales training with

Cimprove response time for customer questions =
Simprove uponweaknesses in upsell/icross-sellvolumes=

- rapidtraining for staff on new systems=

The Account Manager shares the RFP template as a Word document. Enjoy powerful document creation and

editing with Word. Store team documents easily and securely within Teams.
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Microsoft Teams

Business Development & Client Relationship - Executing an RFP Proposal

Q, Search

Prepare for Cient X Oral Presentation Meeting 1 Chat Details Scheduling Assistant

> Cancel meeting =2 Copy link
Prepare for Cient X Oral Presentation Meeting 1

o Miriam Graham o Lidia Holloway
'+ _ = t i e
= < Entative Tentative

5/19/2021 12:30 PM - 5/19/2021
Suggested: 8:30 PM-2:00 PM May 19 11:30 PM-May 20 12:00 AM

Does not repeat

Add location

Paragraph

Microsoft Teams meeting

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

Learn More | Meeting_options

30m

Meeting options

+ Optiona

® Alday

Tracking

Debra Berger

Organizer

Miriam Graham
Unknown

Lidia Holloway
Unknown

Meetings can either be scheduled or triggered instantly (using Meet Now). The RFP team meets on Teams which
persists any conversations and decision taken during the meeting for easy future reference.

2" Microsoft

Prepare for Cient X Oral Presentati...
RFP Response - Client X Intranet Redesign / Ora

DETAILS

Prepare for Cient X Oral Presentation
Meeting 1

Wed May 19, 2021
12:30 pm—1:00 pm

o Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

RFP Response - Client X Intranet Redesign
Oral Stage

Participants (3)
l Debra Berger
i\ Organiser

‘ .t Lidia Holloway
Unknown
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Microsoft Teams

Your teams

Finance

General

Budget and Approvals

E Business Development

Meetings General
a Central BD Region
Files Leadership Team
Northwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X Intrane...

General
Formal Response Materials
Opportunity

Oral Stage

28" Join or create a team

The Account Manager uses channel communication to inform her team when the RFP process is complete. Intense in
moments of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes working

4 Search or type a command

ﬂ RFP Response - Client X Intranet Redesign > Oral Stage -

Conversations  Files

i Debra Berger 2/28 6:42 AM
; Client X Congratulatory Happy Hour
this without your hard work.
Miriam and | would like to show our appreciation with a congratulatory happy hour at the local pub on Friday at 5:30.

Congrats everyone!

Miriam Graham
Looking forward to celebrating with everyone!

e. Joni Sherman

Start a new conversation. Type @ to mention someone.

AN ¢ OB B O

together fun!

Oral Stage - Great news!!! We were selected by the client!! This is a great opportunity for Contoso Company and we could not have done

2" Microsoft

iOv v HD A A 13 63%

e Conversation
RFP Response - Client X Intranet Redesi...

4 You s 8
W% Feb28,6:43 AM

Client X Congratulatory Happy Hour

Oral Stage- Great news!!! We were selected
by the client!! This is a great opportunity for
Contoso Company and we could not have
done this without your hard work.

Miriam and | would like to show our
appreciation with a congratulatory happy

hour at the local pub on Friday at 5:30.

Congrats everyone!

Miriam Graham Feb 28, 6:43 AM

Looking forward to celebrating with
evervone!

Reply

B @ G @ Ay e
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2" Microsoft

Hosting a Design Thinking Workshop for a Client

Delivery Manager

Scenario Walkthrough

One of Contoso's London-based clients is struggling to innovate and maintain market share. Contoso recommends that the client
participate in a workshop led by Contoso design thinking experts. For the workshop to be successful, everything must run smoothly,
and the client needs to see value in the time and money spent with Contoso. The Delivery Manager coordinates for the workshop.

Initiates a conversation and meeting with design experts and team members in the channel to discuss details of the workshop.
Assimilates meeting outcome in a OneNote tab.

Uses Zoom.ai to track down an infographic for workshop attendees and uses Lucidspark whiteboard to sketch ideas.

Creates a task list using Asana and assigns task management to a Senior Consultant.

Reviews workshop PowerPoint deck created by the Project Lead.

Hosts a channel meeting to discuss feedback and close out ideas for workshop activities. The team is now all set for the workshop.

How did Teams help the Delivery Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
» Create session minutes that are distributed immediately using a OneNote tab. ZoomE
« Conduct remote brainstorming sessions with clients through the Lucidspark connected

application. OneNote  Assistant  Lucidspark
« (Collaborate on Asana tasks and keep work connected in Teams. @ Zoom.ai

Use of Zoom.ai to quickly track down files without derailing other tasks at hand.
Harness the power of bots and apps within Teams to achieve better business outcomes.

PowerPoint Asana
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2" Microsoft

Microsoft Teams Search or type a command

Client Y's Design Thinking Workshop > Collaborative Workshop -

Your teams

i

Client ¥'s Design Thinking Wor... NTErEETE Fila i e ian Thinki
E Ient ¥'s Uesign Thinking vvor. Conversations  Files  Design Thinking Workshop Su...  Design Thinking Notes

General _
Megan Bowen 2/28 £:33 AM

Improving Innovation and Customer Engagement

Workshop Task Management Hi Team,

2,

Collaborative Workshop

Construction Tracking We will be going through a series of design thinking activities designed to help Client ¥ improve innovation and customer engagement. .
iy 9 HD A &£ O 22%

General Thanks,

& Conversation
Client Y's Design Thinking Workshop / C...

Site A .
o You :
2 hidden channels e Feb 28, 6:53 AM

.

ﬂ Improving Innovation and Customer Engagement
' Finance

Project Management

Tuesday, March 12, 2019 @ 5:30 PM Scheduled a meeting

Collapse all

General 'O Improving Innovation and Customer En...
Budget and Approvals @ Mi”ra"_' Graham : . . ) o ﬂ Mar 12, 2019 @ 5:30 PM
= Team it sounds like we're off to a great start but before we dive to deep into this activity, some attendees have expressed
~ ] confusion as to how this will help drive sales and contribute to their bottom line. Can we take a minute to talk about how these
ﬂ Employee Portal Mobile App activities will help Client ¥ meet their business goals?

E— @ Miriam Graham Feb 28, 6:54 AM :
(]

Team it sounds like we're off to a great
start but before we dive to deep into
this activity, some attendees have
expressed confusion as to how this will
help drive sales and contribute to their
bottom line. Can we take a minute to
talk about how these activities will help

Client Y meet their business goals?

@ Patti Fernandez
App Review and Delivery @ Sure thing! | have used a graphic in the past that has helped demonstrate how this type of activity will help drive sales and
contribute to their bottom line. Let me use the Zoom.ai bot to find it and share it with you.

Daily Stand-Up

3 hidden channels Assistant @ Zoom.aiAssistant @ Zoom.ai.ai what documents can | generate?

B _ ) Assistant @ Zoom.ai
T Administration Toaml) )
@ Patti, here are the documents you are able to generate:

* design thinking info graphic

Hidden teams
Patti Fernandez
Assistant @ Zoom.aiAssistant @ Zoom.ai.ai generate design thinking info graphic document

Patti Fernandez Feb 28, 6:54 AM

Assistant @ Zoom.ai

Sure thing! | have used a graphic in the

Start a new conversation. Type @ to mention someone.

#8" Join or create a team 5o Ae @2 @ [@ [F T4 e B

N @ @ @ A e )

Dedicated channels created to facilitate instant group communication by event or topic allow team members to
collaborate in channels for meetings and discussions and share information directly to accelerate decision making.

2/
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2" Microsoft

Microsoft Teams

Improving Innovation and Customer Engagement cChat Details  Scheduling Assistant “

> Cancel meeting =2 Copy link Meeting opticns Tracking

Z mproving Innovation and Customer Engagement @ Megan Bowen

Crganizer

Patti Fernandez Miriam Graha e .
=+ a =man >< @ Te"_r__'zt::'e ranam + Optiona §) Patti Fernandez

Tentative
Unknown

5/19/2021 1:30PM 5/19/2021 : - 30m @ All day @ Ed_l:aﬂT HGraham Improving Innovation and Custome...
Az Client ¥'s Design Thinking Warkshop / Collabora... -

May 19 11:30 PM-May 20 12:00 AM

DETAILS
Does not repeat

Improving Innovation and Customer
Engagement

Wed May 19, 2021
1:30 pm—2:00 pm

Add location
¢ Share meeting invite

Paragraph -":"E ¢ * :

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Microsoft Teams meeting Shared to channel

Join on your computer or mohile app §|I|T3rllt Yts D;&‘)I%{nhThlnklng Workshop
ollaborative Workshop

Click here to join the meeting

Learn More | Meeting_options Participants (3)

Megan Bowen
Organiser
Miriam Graham
Unknown

The Delivery Manager sets up a meeting with design experts and team members in the channel to discuss the workshop.
With Microsoft Teams, meetings provide vast collaborative opportunities using screenshare, video conferencing, and more.
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2" Microsoft

Improving Innovation and Customer Engagement

10:05

Patti F

/ g\

I will share the graphic.
Sure.

- | Miriam G $

N & D

Patti Femandez '8, Miriam Graham &, ---
Patti F: | will share the graphic.

"Jg Megan B: Sure.

Teams can detect what's said in a meeting and present real-time captions. When enabled, the live captions will include
speaker attribution—so you'll see not only what's being said, but who's saying it.




Business Development & Client Relationship - Hosting a Design Thinking Workshop for a Client

Microsoft Teams

Your teams

Client Z Project

oot
[=n}

General
Delivery
Onboarding

Steering Commitiee

Morthwest Experience Desig...

Client Y's Design Thinking Wor...
General

Collaborative Workshop
Workshop Task Management

Employee Portal Mobile App
General

App Review and Delivery
Daily Stand-Up

Engingering and Development
Pull Requests

X Design

MNew Operations (LA and Austin)

Major Events Team

Pop-Up Kiosk Planning
General

Marketing

Pop-Up 1

Join or create a team

Search or type a command

E Client Y's Design Thinking Workshop > Collaborative Workshop -

Private

Conversations  Files Design Thinking Notes

Design Thinking Workshop 5u...

a Patti Fernandez 2/28 6:54 AM Edited
Sure thing! | have used a graphic in the past that has helped demonstrate how this type of activity will help drive sales and
contribute fo their bottom line. Let me use the Zoom.ai bot to find it and share it with you.

Edited
Assistant @ Zoom.ai what documents can | generate?

6:10

Assistant @ Zoom.ai
Patti, here are the documents you are able to generate: e
* design thinking info graphic

Patti Fernandez 2/28 6:54 AM Edited @

Assistant @ Zoom.al generate design thinking info graphic document

Assistant @ Zoom.ai

Are you sure you want me to generate the DESIGN THINKING
INFO GRAPHIC document?

Patti Fernandez 2/28 6:534 AM Edited
Assistant @ Zoom.ai Yes

Assistant @ Zoom.ai

Here is your DESIGN THINKING INFO GRAPHIC document

nops 200 d

Start a new conversation. Type @ to mention someone.

A0 © @ B S b O

Simple tasks such as searching for files can take hours and derail an otherwise productive workday. Organize your work
day with your very own automated assistant, like Zoom.ai, on Microsoft Teams.

i W HD A4 B70%

Conversation
Client Y's Design Thinking Workshop / C...

You Feb 28,6:54 AM A
Sure thing! | have used a graphic in the
past that has helped demonstrate how
this type of activity will help drive sales
and contribute to their bottom line. Let
me use the Zoom.ai bot to find it and
share it with you.

You Feb 28, 6:54 AM

Assistant @ Zoom.ai
what documents can | generate?

Assistant @ Zoom.ai Feb 28, 6:54 AM

Patti, here are the documents you are
able to generate:

e design thinking info graphic

You Feb 28, 6:54 AM

Microsoft
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Microsoft Teams 4 Search or type a command

.« Design Thinking.pdf

INFOGRAPHIC CIRCLE 5 STEP

PHASE 02
SOLUTION

O
CH| puasem 5 STEP O@ Fidaea

=5 SOLUTION SUBJECT SOLUTION

PHASE 05 @ @ PHASE 04
SOLUTION SOLUTION

Find files you are looking for and share them with your team in minutes! The Delivery Manager uses Zoom.ai within
Teams to track down an infographic for workshop attendees.

é

2" Microsoft

iOr v HD A4 221%

Design Thinking.pdf

INFOGRAPHIC CIRCLE 5 STEP
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mn Microsoft

Microsoft Teams

Teams Collaborative Workshop Posts Files Wiki Design Thinking ~ S C 6

Your teams

Client 's Design Thinking Wor... - Design Thinking &5 = Q £~ [»]

General

Collaborative Workshop

Waorkshop Task Management

uiin "I

ﬂ Employee Portal Mobile App iy Design Thinking -
conral C h |Cag0 Team L{)nd{)n Team I nn ovau on Client Y's Design Thinking Workshop / Collaborative Workshop

App Review and Delivery

Daily Stand-up

Header/ Title

3 hidden channels

Finance

Chicago Team London Team Innovation
General

Carousel

Construction Project Management Title Header/ Title

Expense Reimbursement :
Click Carousel
1 2 3
1 hidden channe :

Hero Image Hero Image

Sales

Footer

General

Footer

Finance Reviews

Forecast and Analysis
Monthly Reports

2 hidden channels

E Business Development

General

Knowledge Share
Opportunities ) I LUCidSpark

@ Join or create a team

Brainstorm and collaborate on a virtual whiteboard right in Microsoft Teams with Lucidspark.

The Delivery Manager uses a Lucidspark to sketch ideas with her team.
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mn Microsoft

& Search or type a command

Your teams Client Y's Design Thinking Workshop > Collaborative Workshop -

Microsoft Teams

Client ¥'s Design Thinking Wor... varsati File i inkina V ian Thinki o
E 1lent ¥'s Uesign Thinking vvor. Conversations  Files  Design Thinking Workshop Su...  Design Thinking Motes I

General
Collaborative Workshop

Waorkshop Task Management

Construction Tracking

General
Project Management
Site A

2 hidden channels
Finance

General

Budget and Approvals

Employee Fortal Mobile App
General

App Review and Delivery
Daily Stand-Up

3 hidden channels

T Administration

Hidden teams

aot
=n)

To close out the meeting, collaborative note capturing with OneNote in Microsoft Teams allows the Manager to

Join or create a team

ma OneNote Online - Saved

Home Insert Draw View Help Open in OneMNote

v [~ | Calibri Light vi20 v B I Uu &~ ﬁv

Design Thinking Notes

Wednesday, June 6, 2018 9:32 AM

Date: 06/06/2018

Attendees: Miriam Graham, Megan Bowen, Allan Deyoung, Patti Fernandez, Johanna Lorenz
Time: 2:00-4:00

Topic: Improving innovation and customer engagement.

Notes:
e Effectively explained why design thinking is important and how it can help.

s Utilized freehand by InVision to create a brainstorming exercise.
* |dentified areas that are holding back innovation.
¢ Created an action plan to help raise customer engagement.

o Successfully utilized Mural and came up with 70 different ideas to help improve innovation
and customer engagement.

s Follow up with internal team to narrow down ideas and pick which ones to move forward
with.

document all the information about the workshop in a OneNote tab pinned within the channel.

X

Design Thinking Notes

Wednesday, June 6, 2018 9:32 AM

Date: 06/06/2018

Attendees: Miriam Graham,
Megan Bowen, Allan Deyoung,
Patti Fernandez, Johanna Lorenz
Time: 2:00-4:00

Topic: Improving innovation and
customer engagement.

Notes:

e Effectively explained why
design thinking is important and
how it can help.

e Utilized freehand by InVision to

create a brainstorming exercise.

e |dentified areas that are
holding back innovation.
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Microsoft Teams Search or type a command

Your teams Client Y's Design Thinking Workshop > Workshop Task Management -

iamt Y'e Neg i 1na W - C:
g Client ¥'s Design Thinking Wor... CDH‘JEFSEIE Filas
General Megan Bowen 2/28 6:55 AM
IMPORTANT!
Task List Created
Patti Fernandez | have started building out the task list in the Design Thinking Workshop tab. Please go in and assign the rest of the
tasks. As we discussed, Johanna Lorenz once the rest of the tasks are assigned please manage the workshop tasks and ensure all of
Construction Tracking them are completed on time.

Collaborative Workshop

Woaorkshop Task Management

General Collapse all

Project Management Patti Fernandez

Site A Megan Bowen All of the tasks have been assigned. (&

2 hidden channels Megan Bowen 2/28 6:35 AM
Patti Fernandez thank you for completing that. Please start building out the workshop presentation in PowerPoint. After you
Finance have finished please post it here for feedback. Johanna Lorenz as we discussed please proceed with managing the workshop

timeline.
General
Johanna Lorenz

Budget and A 1 : . : :
Hcget and Approvals Ok will do. | will reach out if there are any escalations.

Employee Fortal Mobile App Megan Bowen 2/28 6:55 AM

General

App Review and Delivery

Daily Stand-Up : @

Patti Fernandez
3 hidden channels b IMPORTANT!
Workshop Presentation - Feedback
n T Administration Workshop Task Management and Megan Bowen Please review the attached workshop presentation and provide feedback by the end
of the week. Thank you!

Hidden teams T
[@-| Client Y Design Thinking Workshop Deck.pptx

Megan Bowen 2/28 &:36 AM
Thanks Patti Fernandez! | am going to send a private message to our key client stakeholder, Allan, and our Sales Exec,

Start a new conversation. Type @ to mention someone.

aot

ta  Jein or create a team by 2 © [ [F O

Channel conversations keep team members in sync with each other. Files shared in conversations enable structured,
data-driven discussions and decision making such as task lists and workshop presentation in this case.

712 i0r v HD A4 B74%

& Conversation
Client Y's Design Thinking Workshop / W...

You 4
Ao Feb28 6:55AM
o -

IMPORTANT!

Task List Created

Patti Fernandez | have started building out
the task list in the Design Thinking Workshop
tab. Please go in and assign the rest of the
tasks. As we discussed,

Johanna Lorenz once the rest of the tasks are
assigned please manage the workshop tasks
and ensure all of them are completed on time.

@  PattiFernandez Feb 28, 6:55 AM g @

Megan Bowen All of the tasks have
been assigned. =

@ You Feb 28, 6:55AM
Yo

Patti Fernandez thank you for
Reply

P ¢ @ A

Microsoft
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mn Microsoft

Microsoft Teams EA Search or type a command

Vour teams 3 Client Y's Design Thinking Workshop > Workshop Task Management -

n IT Administration Conversations  Files  Design Thinking Workshop ~ 2 v O @

Client ¥'s Design Thinking Wor...

«sAsana Design Thinking Workshop m365x583646.onmicrosoft.com (g

General
Collaborative Workshop

Workshop Task Management add 3 new task.. “ e v HD A 4 = 55%

Construction Tracking R — Design Th|nk|ng WOI'kShOp

Reserve Conference Room (Chicago)
General
) Reserve Conference Room (London)
Project Management
Site A Set up Workshop Channel

5 hi . - : Reserve Conference Room = Apr 25,2018 (@)
2 hidden channels Vet Design Thinking Exercises

Build out Timeline of Workshaop

Finance Reserve Conference Room (London)

|

General 1 Document Notes and Insights

Set up Workshop Channel
Budget and Approvals Build out PowerPoint for Workshop

EmplD}rEE Portal Mahile App e Create Finc”ngs Rep':'rt VEt Deslgn Thlnklng EXEFCISES

General Proposed Exercises:

Build out Timeline of Workshop

App Review and Delivery Team Introductions

Daily Stand-U i
Y P Brainstorm on InVision Document Notes and Insights

3 hidden channesls
Creative Matrix Build out PowerPoint for Workshop
Hidden teams Pricritization Exercise

Create Findings Report
Follow up items:

a
d
¢
G
r-
€
o
¢
v
¢
€

Findings Report/Read-out Proposed Exercises:

Team Introductions

+ - ) - . .
Join or create a team Brainstorm on InVision

Create assignments for team members using the connected Asana app in Microsoft Teams.

An Asana task board is set up and a Senior Consultant is tasked with task management.
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Microsoft Teams

Your teams

E Client ¥'s Design Thinking Wor...
-

General
Collaborative Workshop

Workshop Task Management

IT Administration

Construction Tracking

General
Project Management
Site A

2 hidden channels
Finance

General

Budget and Approvals

Employee Portal Mobile App
General

App Review and Delivery
Daily Stand-Up

3 hidden channels

Hidden teams

+ -
Jain or create a team

Search or type a command

Client Y's Design Thinking Workshop > Workshop Task Management -

Conversations

0

Files  Design Thinking Works... (59 I

Patti Fernandez Edited

IMPORTANT!

Workshop Presentation - Feedback

Waorkshop Task Managementand Megan Bowen Please review the attached workshop presentation and provide feedback by the end of
the week. Thank you!

ollapse all

&

Megan Bowen 2/28 6:56 AM Edited
Thanks Patti Fernandez! | am going to send a private message to our key client stakeholder, Allan, and our Sales Exec, Miriam, to

setup a call to vet our proposed workshop activities. I'll include you in that meeting. Once you have received feedback please post

the final deck here.

@ Patti Fernandez
i Megan Bowen ok sounds good!

¢ Reply

Megan Bowen 2/28 6:56 AM
Proposed Design Thinking Activities

Allan Deyoung (Guest) and Miriam Graham we will be discussing the proposed design thinking activities during this meeting.

Proposed Design Thinking Activities
Wednesday, March 13, 2019 @ 12:30 AM

Patti Fernandez Edited

Allan Deyoung, Minam Graham, and

Megan Bowen Thanks for your input on today's call. | will post the ifnal presentation to this channel once | incorporate all of the
feedback.

Megan Bowen 2/28 6:56 AM Edited

ThanksPatti Fernandez.Workshop Task Managementl've set up a Collaborative Workshop channel and | will be creating the
meetings for the warkshop there.

Patti Fernandez

Megan Bowen awesome thanks!

Start a new conversation. Type @ to mention someone.

Ar ¢ © [ B o

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while
keeping relevant discussions and meeting threads grouped together. Files can be attached or referenced in these

conversations as well.

1

@

2" Microsoft

i P HD AL B73%

MORE

Workshop Task Manag...
Client Y's Design Thinking Works...

CHAT FILES

Patti Fernandez @ 3

Z Feb 28, 6:55 AM

y

IMPORTANT!

Workshop Presentation - Feedback

Workshop Task Managementand Megan
Bowen Please review the attached workshop
presentation and provide feedback by the end
of the week. Thank you!

@ You Feb 28, 6:56 AM &
Mo

Thanks Patti Fernandez! | am going

to send a private message to our key
client stakeholder, Allan, and our Sales
Exec, Miriam, to setup a call to vet

our proposed workshop activities. I'll
include you in that meeting. Once you
have received feedback please po e
final deck here.

See less
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@ Client Y Design Thinking Workshop Deck.pptx m.

DESIGN THINKING WORKSHOP

Present ideas and training material to team members with PowerPoint. Team members can also edit this presentation
shared by the Project Lead and customize it on the go.

2" Microsoft

v 9% HD A

Client Y Design Thinking Wor...

DESIGN THINKING WORKSHOP
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Microsoft Teams

Your teams

E Client ¥'s Design Thinking Wor...
-

General
Collaborative Workshop

Workshop Task Management

Construction Tracking

General
Project Management
Site A

2 hidden channels

Finance
General

Budget and Approvals

Employee Portal Mobile App
General

App Review and Delivery
Daily Stand-Up

3 hidden channels

n T Administration

Hidden teams

o

+ .
g3 Join or create a team

= Search or type a command

Client Y's Design Thinking Workshop > Workshop Task Management -

Conversations  Files

Megan Bowen 2/28 £:56 AM
Proposed Design Thinking Activities

Allan Deyoung (Guest) and Miriam Graham we will be discussing the proposed design thinking activities during this meeting.

Proposed Design Thinking Activities
Wednesday, March 13, 2019 @ 12:30 AM

Collapse all

a Patti Fernandez
@  Allan Deyoung, Miriam Graham, and Megan Bowen Thanks for your input on today's call. | will post the ifnal presentation to
this channel once | incorporate all of the feedback.

Megan Bowen 2/28 6:56 AM Edited
Thanks Patti Fernandez . Workshop Task Management I've set up a Collaborative Workshop channel and | will be creating the
meetings for the workshop there.

Patti Fernandez
Megan Bowen awesome thanks!

Megan Bowen 2/28 6:56 AM

D44l Cormamdas

Start a new conversation. Type @ to mention someone.

AN ¢ OB B O

Microsoft Teams enables transparent communications through channel conversations. The team members
communicate in open-channel conversations and keep each other up-to-date.

2" Microsoft

Private

E

@

iOn S HD A A & 72% |

& Conversation
Client Y's Design Thinking Workshop / W...

@ You
Fe Feb28,6:56 AM

Scheduled a meeting

a Proposed Design Thinking Activities
Mar 13,2019 @ 12:30 AM

Patti Fernandez Feb 28, 6:56 AM g @

Allan Deyoung, Miriam Graham, and
Megan Bowen Thanks for your input
on today’s call. | will post the ifnal
presentation to this channel once |
incorporate all of the feedback.
You Feb 28, 6:56 AM 8=
ThanksPatti Fernandez.Workshop Task
Management!'ve set up a Collaborative

Workshop channel and | will be creating
the meetings for the workshop there.

Reply

& @ ¢ @ A
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Documentation and Post-Workshop Feedback
Delivery Manager

Scenario Walkthrough

The stage has been set for Contosos Design Thinking Workshop for their Client Y. The Delivery Manager and her team now has to
work in tandem to review workshop feedback real-time. They use the collaborative Microsoft Teams platform for documentation and
post-workshop feedback.

* Reviews final PowerPoint presentation built by the team for the workshop.

« Schedules a meeting to analyse progress and roadblocks in the workshop.

» Shares a design thinking exercise board built using MURAL in the meeting thread.

« Senior Consultant shares an audio recording of the workshop, documenting it the Files tab for future reference.
« Compiles results of a workshop feedback survey by the Project Lead in Excel.

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

» Seamlessly coordinate with team members to get several business-critical tasks
completed as per the client’s requirements.

* Brainstorm, ideate and collaborate using the MURAL app in real-time during Excel  PowerPoint  MURAL
meetings with your team.

* Analyze data and create visual summaries with Excel in Microsoft Teams.

« Create and share presentations that stand out with PowerPoint.
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Microsoft Teams EA Search or type a command

Your teams E Client Y's Design Thinking Workshop > Workshop Task Management -

E-_ Client ¥'s Design Thinking Wor...  «e Conversations  Files  Design Thinking Works... CED aF

—
-

General
Collaborative Workshop

Workshop Task Management

IT Administration

Construction Tracking

General

Project Management

Site A
2 hidden channels

Patti Fernandez Edited
IMPORTANT!

General i Final Workshop Presentation
Workshop Task Managementand Megan Bowen thank you to everyone who provided feedback on the presentation! | have incorporated
all the feedback into the final version of the presentation.

Finance

Budget and Approvals

T

Employee Portal Mobile App Caollzpse all

Megan Bowen 2/28 6:56 AM  Edited
Thanks Patti Fernandez!

(o
General k.

App Review and Delivery

Patti F d
Daily Stand-Up atti rernandez

3 hidden channels

Hidden teams

Start a new conversation. Type @ to mention someone.

" Join or create a team Ly, @ © [ [ oo

Relying on channel conversations to work with each other, team members quickly rally together to build the workshop
presentation.

Private

2" Microsoft

i O HD AAB71%

Conversation
Client Y's Design Thinking Workshop / W...

Patti Fernandez s @
Feb 28, 6:56 AM

IMPORTANT!

Final Workshop Presentation

Workshop Task Managementand Megan
Bowen thank you to everyone who provided
feedback on the presentation! | have
incorporated all the feedback into the final
version of the presentation.

@ You Feb 28,6:56 AM

"~ Thanks Patti Fernandez!

@ Patti Fernandez Feb 28, 6:56 AM
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Microsoft Teams & Search or type a command

@ ClientY Design Thinking Workshop Deck.pptx Start conversation

What is Design Thinking?

Key facts about your topic

Design Thinking I1s a human-centered approach that is used to create better experiences and business
outcomes. It is highly collaborative and iterative and relies on empathy, ideation and experimentation
to drive innovative solutions that people love.

The five phases of Design Thinking:

Discover

Describe

Ideate and Prototype
Test

Implement

en.wikipedia.org - Text under CC-BY-5A license

Edit your presentation and customize it on the go, collaborating with others in real time within Teams. The Delivery
Manager reviews the final PowerPoint presentation built by the team for the workshop.

2" Microsoft

O v HD A4 B68%

& client Y Design Thinking Wor...

What is Design Thinking?

centered approach that is used to create better experiences and business
orative and iterative and relies on empathy, ideation and experimentation

ive innovative solutions that people love.

The five phases of Design Thinking:
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mn Microsoft

Microsoft Teams Search or type a command

Vour teams Client Y's Design Thinking Workshop > Collaborative Workshop -

E Client Y's Design Thinking Wor... Conversations  Files  Design Thinking Workshop Su...  Design Thinking Motes

General o
Megan Bowen 2/28 &:55 AM

Collaborative Workshop . Design Thinking Workshop Continued
Workshop Task Management This meeting is scheduled to continue our design thinking activities fram the morning.

Construction Tracking Thanks,

ir O HD A4 B71%
General
é Conversation

Client Y's Design Thinking Workshop / C...

Project Management

Site A Design Thinking Workshop Continued

2 hidden channels Tuesday, March 12, 2019 @ 730 PM You
=0 Feb 28, 6:55 AM

Finance Scheduled a meetin
Megan Bowen 2/28 &:35 AM g

General ! [ Hi everyone, here are the results of the 2nd Design Thinking exercise where we used the Mural application. Every sticky on the

board is one idea, and as you can see we generated over 70 ideas! Next up we'll talk prioritization.

a Design Thinking Workshop Continued

Budget and Approvals Mar 12,2019 @ 7:30 PM

Employee Portal Mobile App

General E . _ @ You Feb 28, 6:55 AM
. . . SO

A il . Melin r H
App Review and Delivery - 8] Hi everyone, here are the results of the

Daily Stand-Up B 2nd Design Thinking exercise where we

3 hidden channels B — used the Mural application. Every sticky
- on the board is one idea, and as you

n T Administration . can see we generated over 70 ideas!

: Next up we'll talk prioritization.

Hidden teams
@ Miriam Graham @

Great workshop today! I'm really excited to see the number of ideas we generated and can’t wait to see some of them in action.
Thank you so much for leading Megan Bowen and Patti Fernandez! Johanna Lorenz please post your notes here once you have

120

completed compiling them.

o |
L
L
| Fa . 1l
| Bl i | e
.‘ " . N

@ Johanna Lorenz =l
= Cnllabarative Warlchan hoare ara tha Nacian Thinkina Matae farm tadav'e wenrderchnn iicinn Frachand bae InVician and Moral | hawa

Start a new conversation. Type @ to mention someone.

8" Join or create a team by 2 © [ [ o

g

Microsoft Teams seamlessly blends 3rd-party apps within its interface. The Delivery Manager shares a design thinking
exercise board built using MURAL in the meeting thread.
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2" Microsoft

Microsoft Teams & Search or type a command

o designthinking.png

Mestings

[

Files

Oy v HD A A B70%

Brainstorm, ideate, and collaborate on MURAL during meetings and discussions with your team. Save brainstorm output

as an image within the channel for the team’s reference.
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Microsoft Teams 4 Search or type a command

] Design Thinking Workshop Recording.m4a

7:32 iOr v HD A A 870%

&~ Design Thinking Workshop R... :

House important files in a protected cloud repository with Files. A Senior Consultant shares an audio recording of the

workshop, documenting it the Files tab for future reference.
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2" Microsoft

Microsoft Teams

Search or type a command

E Client Y's Design Thinking Workshop > Collaborative Workshop - Pt

Your teams

Client ¥'s Design Thinking Wor... Conversations  Files  Design Thinking Workshop Su...  Design Thinking Notes

General I

Collaborative Workshop @ ShmiEE T _ _ ) S

= Great workshop today! I'm really excited to see the number of ideas we generated and can't wait to see some of them in action.
Workshop Task Management Thank you so much for leading Megan Bowen and Patti Fernandez! Johanna Lorenz please post your notes here once you have
completed compiling them.

Construction Tracking
iOr vOPHD A4 B67%

@ Johanna Lorenz
General Collaborative Workshop here are the Design Thinking Motes form today's workshop using Freehand by InVision and Mural. |

Conversation
Client Y's Design Thinking Workshop / C...

Project Management have also attached a recording of today's workshop. Please let me know if you have any questions. Thanks!

Site A Design Thinking Workshop Recording.m4a
2 hidden channels

You s 8
e Feb28,6:55AM

Megan Bowen 2/28 &35 AM
rinance [ Fantastic thanks Johanna Lorenz!

General Patti Fernandez

IMPORTANT!
Thanks lohanna Lorenz and everyone that attended the Design Thinking Workshop! | will be posting an anonymous survey that

will be assessing the workshop activities.

Design Thinking Activities Survey
Budget and Approvals

Collaborative Workshop | have posted the
Design Thinking Workshop Survey. The

Employee Portal Mobile App

General
App Review and Delivery
Daily Stand-Up

3 hidden channels

« Reply

Patti Fernandez

Design Thinking Activities Survey

Collaborative Workshop | have posted the Design Thinking Workshop Survey. The survey will remain open for three days.

survey will remain open for three days.

a You Feb 28, 6:55 AM

“© |MPORTANT!

Collaborative Workshop the survey is
now officially closed. | have posted the
results in the Files Tab.Megan Bowen
and | will be reviewing the results and
incorporating the data into our ongoing
tracking spreadsheet. Thank you to all
that participated in the survey!

a Patti Fernandez

- IMPORTANT!
Collaborative Workshop the survey is now officially closed. | have posted the results in the Files Tab. Megan Bowen and | will
be reviewing the results and incorporating the data into our ongeing tracking spreadsheet. Thank you to all that participated in
the survey!

n T Administration

Hidden teams

m Design Thinking Workshop Survey Results (1-6).xlsx

Start a new conversation. Type @ to mention someone.

o

#8" Join or create a team by 2 O [ [F o

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, keeping relevant chats

grouped together. @mention relevant team members and channel to make sure you grab their attention.
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Meetings

i

Microsoft Teams

EA Search or type a command

CHTITENSLILNT LTI - Ll

4/26/18 11:05:23
4/26/18 11:07:43
4/26/18 11:07:59

4/26/18 11:19:58
4/26/18 11:22:44

4/26/18 11:20:09

Sheetl

4/26/18 11:05:43 anonymous
4/26/18 11:07:59 anonymous
4/26/18 11:08:40 anonymous

4/26/18 11:22:04 anonymous
4/26/18 11:23:09 anonymous

4/26/18 11:26:05 anonymous

Design Thinking Workshop Survey Results (1-6).xlsx

“. Start conversation

H

10
10
More context of why we're doing this would be helpf
7 we start the exercise.
10 I loved it!!!
Overall, the workshop was great! | really enjoyed the
7 explore new ideas and Patti and Megan were great f".

A post event feedback is collated using Excel and shared with the Delivery Manager for her review to close out and

complete the workshop coordination.

7:36

é

1
2
3
4

Microsoft

A

4/26/18 11:05:28
4/26/18 11:07:43
4/26/18 11:07:59

4/26/18 11:19:58
4/26/18 11:22:44

4/26/18 11:20:09

Sheet1

iOr v HD A 4 B 69%

Design Thinking Workshop S...

B

Start time B2 Completiontime B Email

4/26/18 11:05:43 anonyn
4/26/18 11:07:59 anonyn
4/26/18 11:08:40 anonyrn

4/26/18 11:22:04 anonyn
4/26/18 11:23:09 anonyn

4/26/18 11:26:05 anonyrn
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Project Management and Delivery

Check out how Project Analysts, Project Leads and Delivery Managers can use Microsoft
Teams to keep business operations running efficiently and address unexpected situations
with confidence.

Project Management and Delivery Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams

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

« Participate in instant, open-channel communication Word Excel  PowerPoint  OneNote Asana  monday.com

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

H OO0 0D

* Create and co-author documents, spreadsheets,

. . . . Forms Power Bl Lucidchart Trello Shifts MURAL
presentations and more in the cloud with Office 365
« Channel tabs for everyone to stay on the same page m u -
. . 4
» Help securely collaborate with teammates on multiple
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner

and To Do



Meet the Bu

Project Manage

SINess

Decision Makers

ment ano

Delivery

Project Lead

‘Communication is a skill that you
can learn. It's like riding a bicycle or
typing - if you are willing to work at

it, you can rapidly improve.”

Communicate and collaborate
with the delivery team to
coordinate DevOps related
activities

Ensure solution being developed
is consistent with client, industry
needs

Front line for resolving process
Issues

2" Microsoft

Project and Delivery Lead

"You build on failures. You use it as

a stepping stone. Close the door on

the past. You don't let it have any
of your energy.”

 Lead the collaborative and
dynamic planning process

» Ensure all services are built to an
appropriate level of quality

* Deliver analytical solution by
coordinating various stakeholders

« Build solution roadmaps for
projects

Analyst

A company can seize extra-
ordinary opportunities only if it (s
very good at the ordinary
operations.”

Work with senior stakeholders to
compile data and reports

Ensure all legal and regulatory
documents are filed and monitor
compliance with laws and
regulations

Identify and address problems and
opportunities for the company
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Fstablishing Teamwork with a Plan
Project Lead

Scenario Walkthrough

Contoso has a new project for Client Z that requires part of the team to work at the client’s premises in

Detroit, Michigan. The remaining team is spread across multiple locations, from Seattle, Washington to New Delhi, India. Planning
and managing a client engagement, while supporting services for multiple vendors from a variety of specialized consulting
organizations is no small feat. The Project Lead works with the Project and Delivery Lead and their global team to onboard
employees and coordinate efforts across different time zones for the new project.

Posts a welcome message in the channel and posts a step-by-step onboarding process for team members.

Shares a YouTube information security video and other project documents including NDAs and background verification to be filed
with the Delivery Lead.

Uploads delivery documents such as the SOW and Staffing Plan in an exclusive channel.
Shares a project plan with the team and walks them through the plan over a project kick-off call.

How did Teams help the Project Lead execute her roles and responsibilities? Which app integrations on

Teams made it possible?
Fase of project planning using Trello.
Create impactful summaries of data using Excel.

X
Powerful document creation and sharing with integrated apps like Word and PDF. . . n

Present your information and data in a dynamic visual manner with PowerPoint. Word Excel  PowerPoint

o
PDF !

Trello




Project Management and Delivery - Establishing Teamwork with a Plan B )
mn Microsoft

Microsoft Teams

Search or type a command

Client Z Project > Onboarding -

Your teams

Client Z Project

General a Patti Fernandez 2/28 6:52 AM

IMPORTANT!

Welcome to the Team!

Onboarding - Welcome to the Client Z Project! We are very excited to work with this team to deliver this project. Lidia Holloway and |
have initiated a step-by-step process designed to get you on boarded to the project quickly. 5tay tuned to this channel for more

information on next steps. Thanks!

Conversations  Files  Why is Information Security Im...

Delivery e |
Onboarding

Steering Committee

igr P HD A4 B73%
Employee Portal Mobile App

Collapse all

General
i%
App Review and Delivery

Daily Stand-Up ‘@ Johanna Lorenz @ You
-

Engineering and Developme... ! = @ Feb28,6:52AM

Pull Requests ﬁ'. Jordan Miller
UX Design 4= Hello everyone! Very excited to work together on this project!

Conversation

Lidia Holloway Client Z Project / Onboarding

Onboarding - 50 excited to work with everyone on the team! (&

IMPORTANT!

Welcome to the Team!
« Reply

Client ¥'s Design Thinking Wor...

Onboarding - Welcome to the Client Z Project!
We are very excited to work with this team

' O

Patti Fernandez 2/28 6:53 AM Edited
IMPORTANT!

General

Collaborative Workshop

Workshop Task Management

Morthwest Experience Design T...

General
Analyst-5r. Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Hidden teams

Onboarding Steps
Hi Onboarding - Before we head out to the client site, there are a few onboarding steps we need to complete, Please complete them in
the order posted below and respond to this post once complete. Thanks!

Step #1: Review the Why is Information Security Important? YouTube video.

Step #2: Update your personal information in the attached Personal Information spreadsheet.

Step #3: Review and sign the attached Background Check documents. Send the signed documents to Lidia Holloway via email.
Step #4: Review and acknowledge the attached Client Z NDA.

Step #5: Post to this thread once complete

Client Z NDA.pdf

Client Z Project Team Personal Information.xlsx ﬂ
ClientZProject » Onboarding

ClientZProject > Onboarding

A1 Client Z Background Check.pdf

Start a new conversation. Type @ to mention someone.

to deliver this project. Lidia Holloway and

| have initiated a step-by-step process
designed to get you on boarded to the project
quickly. Stay tuned to this channel for more
information on next steps. Thanks!

‘ . Lidia Holloway Feb 28, 6:52 AM ¢ 8
(]

Onboarding - So excited to work with
everyone on the team! =

25" Join or create a team b, & (=) [or]

=T

Begin new conversation threads and post announcements/updates to team members. The Project Lead begins a new

conversation thread to onboard team members working out of different time zones to deliver the project.
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Microsoft Teams

Your teams

Client Z Project

Geaneral
Delivery
Onboarding

Steering Commitiee

Employee Portal Mobile App
General

App Review and Delivery

Daily Stand-Up

Engineering and Developme... !
Pull Requests

X Design
Client ¥'s Design Thinking Wor...
General

Collaborative Workshop !
Workshop Task Management ! )

MNorthwest Experience Design T...

General
Analyst-5r. Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Hidden teams

+ -
Join or create a team

Search or type a command

Client Z Project > Onboarding -

Conversations  Files  Why is Information Security Im...

Jordan Miller
- ]
48> Hello everyone! Very excited to work together on this project!

¢« Reply

Patti Fernandez 2/2
IMPORTANT!

Onboarding Steps
the order posted below and respond to this post once complete, Thanks!

Step #1: Review the Why is Information Security Important? YouTube video.

Step #2: Update your personal information in the attached Personal Information spreadsheet.

Step #3: Review and sign the attached Background Check documents. 5end the signed documents to Lidia Holloway via email.
Step #4: Review and acknowledge the attached Client Z NDA.

Step #5: Post to this thread once complete

Client Z Project Team Personal Information.xlsx E Client Z NDA.pdf
ClientZProject > Onboarding ClientZProject » Onboarding

ﬂ Client Z Background Check.pdf
ClientZProject > Onboarding

ﬁ_l Jordan Miller
{> Patti Fernandez and Lidia Holloway, | just completed the onboarding process. ==

@ Johanna Lorenz
| have completed the onboarding process as well.

a Patti Fernandez 2/28 6:33 AM
Thanks Jordan Miller and Johanna Lorenz! | will be posting all delivery documentation to the Delivery.

« Reply

Start a new conversation. Type @ to mention someone.

b ¢ O B B o

Hi Onboarding - Before we head out to the client site, there are a few cnboarding steps we need to complete. Please complete them in

2" Microsoft

Private

1@ : iOv s HD A £ & 67%

Conversation
Client Z Project / Onboarding

You
e Feb28 6:53AM

IMPORTANT!

Onboarding Steps

Hi Onboarding- Before we head out to the
client site, there are a few onboarding steps
we need to complete. Please complete them
in the order posted below and respond to this
post once complete. Thanks!

Step #1: Review the Why is Information
Security Important? YouTube video.

Step #2: Update your personal information
in the attached Personal Information
spreadsheet.

Step #3: Review and sign the attached Back-
ground Check documents. Send the signed
documents to Lidia Holloway via email.

Step #4: Review and acknowledge the

Reply

P ¢ @ A

Channels are a great place for discussions, meetings, sharing files and even for onboarding, in this case. The Project Lead shares

clear, detailed onboarding steps for the team and eases the process.
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w Client Z Background Check.pdf

Project Management and Delivery - Establishing Teamwork with a Plan

Search or type a command

Candidate Disclosure, Authorization & Consent for the Procurement of Consumer Reports

Section |: Disclosure

(the "Company”) may request background information sbout you
from a consumer reporting agency in connaction with your employment application and for employmant purposes. The
report ordered is defined by the Fair Credit Reporting Act (FCRA) 25 2 Consumer Repart, and all inguiries are limited to
information that affects job performance =nd the workplace. It is conducted in accordance with applicable federal and
state laws including the FCRA. The screening will be conducted b outside agency: Inflection Risk Selutions, LLC d/by'a

— Address: | Phone: | Fax: | Email: As a result, may obtain a Consumer Report on you a5 an
applicant or during employment.
A consumer report is a compilation of information that might affect your employability. The report may include
information on your character, general reputation, personal characteristics, and mode of living. The scope of the
report may include information concerning your driving record, civil and criminal court records, credit, drug screening
results, worksr's compensation record, education, credentials, identity, pest addresses, socisl security number,
previous emplayment =nd personal references.

Section II: Authorization and Release

have carefully read and understand this Candidate Disclosure, Authorization & Consent for the Procurement of Consumer
Reports form and the attached summary of rights under the Fair Credit Reporting Act. By my signature below, | authorizs
the Company to share the contents of this comsumer report or investigative consumer report with its partners and clisnts
n zn effort to place me into an employment/independsnt contractor relationship with those pareners. The Company wil
only share the background report 3 necessary in order to =ssign me to a clisnt, partner compsny, or organization.
understand that if the Company hires me, my consent will =2pply, and the Company may obtain reports, throughout my
employment. | also understand that information contained in my job application or otherwise disclosed by m= before or
during my employment, if any, may b used for the purpose of obtaining consumer reports and/or investigative consumsr
reports. By my signature balow, | authorize law anforcement agencies, learning institutions (including public and private
schools 2nd universitiss), information service burszus, credit bureaus, record/datz repositories, courts (federal, stats and
iocal), motor vehicle records agencies, my past or prasent employers, the military, =nd other individuals and sources to
furnish any and =ll information on me that is requestad by the consumer reporting sgency. By my signature below, | certify
the information | provided on this form is true and correct and will be valid for any reports that may be requested by or on
behslf of the Company.

| authorize and its agents to contact my current employer if necessary to verify my current employment status
after the following date:

Applicant Name: Applicant Email:

Applicant Signature: Date:

Check this box to receive a free copy of any Consumer Report, Investigative Consumer Report or Credit Report from
elactronically. For = paper copy, cont at Fhaone: or Email:

11:16 v v 9 HD A 4 2 29%

& client Z Background Check.pdf

Candidate Disclosure, Authorization & Consent for the Procurement of Consumer Reports

section I: Disclosure

(the “Company”] may regquest background information abaut you
from a consumer reporting agency in connection with your employment application and for emplayment purposes. The
report ordered is defined by the Fair Credit Reporting Act {FCRA) as a Consumer Report, and all inguiries are limited to
information that affects job performance and the workplace. It is conducted in accordance with applicable federal and
state laws including the FCRA. The screening will be conducted by an autside agency: Inflection Risk Selutians, LLE d/bfa

- Address: | Phone: | Fax: | Email: As a resul, may obtain a Consumer Repart on you as an
applicant or during employment.
A consumer report is 3 compilation of information that might affect your employability. The repart may include
information on your character, general reputation, personal characteristics, and mode of living. The scope of the
report may include information concerning your driving record, civil and criminal court records, credit, drug screening
results, worker's compensation recard, education, credentials, identity, past addresses, social security number,
previous employment and persanal references

Section I1: Autherization and Release

| have carefully read and understand this Candidate Disclosure, Authorization & Consent for the Procurement of Consumer
Reports form and the attached summary of rights under the Falr Credit Reporting Act. By my signature belaw, | authorize
the Cempany ta share the contents of this consumer report or investigative consumer report with its partners and clients
in an effort to place me inta an employment/independent contractor relationship with those partners. The Company will
anly share the background report as necessary in order to assign me ta a client, partner company, or organization. |
understand that if the Company hires me, my consent will apply, and the Company may obtain reports, throughout my
employment. | also understand that information contained in my job application or otherwise disclosed by me befare or
during my employm. if any, may be used for the purpose of obtaining consumer repors and/or investigative consumer
reparts. By my signature below, | authorize law enforcement agencies, learning institutions (including public and private
schools and universities), information service bureaus, credit bureaus, record,/data repositaries, courts (federal, state and
Iocal), motor vehicle records agencies, my past or present employers, the military, and other individuals and sources to
furnish any and all information on me that is requestad by the consumer reporting agency. By my signature below, | certify
the information | pravided on this form is true and correct and will be valid for any reports that may be requested by or on
behalf of the Company.

1 authorize and its agents to contact my current employer if necessary to verify my current employment status
after the following date:

Applicant Name: Applicant Emall:

Applicant Signature: Date:

Check this bax to receive a free copy of any Consumer Report, Investigative Cansumer Report or Credit Report from
electranically. For a paper capy, contact at Phane: or Email

A summary of Rights Under The FCRA

Parainf én en espariol, visite wy finance.qov/leammore_o escribe ato Consumer Financial Protection
Bureau, 1700 G Street N.WW., Washingtan, DC 20552.

mn Microsoft

Onboarding includes signing non-disclosure agreements. This process is, once again, eased by the protected file sharing
capabilities of Microsoft Teams, where team members can quickly access the forms needed from the Files tab.
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Microsoft Teams

. Client Z NDA.pdf

Search or type a command

NON-DISCLOSURE AGREEMENT (NDA)

This Nondisclosure Agreement (the "Agreement") is entered into by and between

with its principal offices at . ("Disclosing Party") and

, located at ("Receiving Party”) for the purpose of
preventing the unauthonzed disclosure of Confidential Information as defined below. The parties
agree to enter into a confidential relationship concerning the disclosure of certain proprietary
and confidential information ("Confidential Information").

1. Definition of Confidential Information. For purposes of this Agreement, "Confidential
Information™ shall include all information or material that has or could have commercial value or
other utility in the business in which Disclosing Party is engaged. If Confidential Information is in
written form, the Disclosing Party shall label or stamp the materials with the word "Confidential”
or some similar waming. If Confidential Information is transmitted orally, the Disclosing Party
shall promptly provide writing indicating that such oral communication constituted Confidential
Information.

2. Exclusions from Confidential Information. Receiving Party's obligations under this
Agreement do not extend to information that is: (a) publicly known at the time of disclosure or
subsequently becomes publicly known through no fault of the Receiving Party; (b) discovered or
created by the Receiving Party before disclosure by Disclosing Party; (c) learned by the
Receiving Party through legitimate means other than from the Disclosing Party or Disclosing
Party's representatives; or (d) is disclosed by Receiving Party with Disclosing Party's prior
wintten approval.

3. Obligations of Receiving Party. Receiving Party shall hold and maintain the Confidential
Information in strictest confidence for the sole and exclusive benefit of the Disclosing Party.
Receiving Party shall carefully restrict access to Confidential Information to employees,
contractors and third parties as is reasonably required and shall require those persons to sign
nondisclosure restrictions at least as protective as those in this Agreement. Receiving Party
shall not, without the prior written approval of Disclosing Party, use for Receiving Party's benefit,
publish, copy, or otherwise disclose to others, or permit the use by others for their benefit or to
the detriment of Disclosing Party. any Confidential Information. Receiving Party shall return to
Disclosing Party any and all records, notes, and other written, printed, or tangible materials in its
possession pertaining to Confidential Information immediately if Disclosing Party requests it in
wnting.

4. Time Periods. The nondisclosure provisions of this Agreement shall survive the termination
of this Agreement and Receiving Party's duty to hold Confidential Information in confidence
shall remain in effect until the Confidential Information no longer qualifies as a trade secret or
until Disclosing Party sends Receiving Party written notice releasing Receiving Party from this
Agreement, whichever occurs first.

yright © 2018 NonDisclosureAgreement.com. All Rights Reserved. Page 10of 2

i0v 9 HD A4 Q30%

Client Z NDA.pdf

NON-DISCLOSURE AGREEMENT (NDA)

{the "Ag ") is entered into by and between
with its principal offices at . "Disclosing Party”) and
. located at ("Receiving Party") for the purpose of
preventing the unauthorized disclosure of Confidential Information as defined below. The parties
agree to enter inta a confidential relationship concerming the disclosure of certain proprietary
and confidential information ("Confidential Information”).

1. Definition of Confidential Information. For purposes of this Agreement. "Confidential
Information” shall include all information or material that has or could have commercial value or
other utility in the business in which Disciosing Party is engaged. If Confidential Information is in
wiritten form, the Disclosing Party shall label or stamp the materials with the word “Confidential®
or some similar waming. If Confidential Information is transmitted orally, the Disclosing Party
shall promptly provide writing indicating that such oral communication constituted Gonfidential
Information.

2. from C: Receiving Party's obligations under this
Agreement do not extend to information that is: (a) publicly known al the time of disclosure or
subsequently becomes publicly known through no fault of the Receiving Party: (b) discovered or
created by the Receiving Parly before disclosure by Disclosing Party: (c) learned by the
Receiving Party through legitimate means other than from the Disclosing Party or Disclosing
Party's representatives; or (d) is disclosed by Receiving Party with Disclosing Party's prior
witten approval

3. Obligations of Recelving Party. Receiving Party shall hiold and maintain the Confidential
Information in strictest confidence for the sole and exclusive benefit of the Disciosing Party
Receiving Party shall carefully restrict access to Confidential Information to employees.
contractors and third parties as is reasonably required and shall require those persons lo sign
nondisclosure restrictions al least as protective as those in this Agreement. Receiving Party
shall not, without the prior written approval of Disclosing Party, use for Receiving Party's benefit,
publish, copy, or otherwise disslose to others, of permit the use by others for their benefit of to
the detriment of Dlsl:.lnslng Party, any Confidential Information RECElvlng Party shall return to
Disclosing Party any and all records, notes, and other written, printed, or tangible materials in its
possession pertaining to Confidential Information immediately if Disclosing Party requests it in
writing

4. Time Periods. The nondisclosure provisions of this Agreement shall survive the termination
of this Agreement and Receiving Party’s duty to hold Confidential Information in confidence
shall remain in effect until the Confidential Information no longer qualifies as a trade secret or
until Disclasing Party sends Recaiving Party writien notice releasing Recaiving Party from this
Agreement, whichever ocours first,

Copyright © 2018 NonDisclosureAgreement.com. All Righs Reserved Page 1 of 2

5. Relationships. Nothing contained in this Agreement shall be deemed ta constitute either
party a partner, joint venture or employee of the other party for any purpose.

6. Severability. If a court finds any provision of this Agreement invalid or unenforceable, the
remainder of this Agreement shall be interpreted so as best to affect the intent of the parties

7. Integration. This Agreement expresses the complete understanding of the parties with
respi o the L malter and supars 5 2 (e &) senlals

ce ol

mn Microsoft

Onboarding includes signing non-disclosure agreements. This process is, once again, eased by the protected file sharing

capabilities of Microsoft Teams, where team members can quickly access the forms needed from the Files tab.
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Microsoft Teams

e Teams
Activity

Your teams

Client Z Project

General
Delivery
Onboarding

Steering Commitiee

Client ¥'s Design Thinking Wor...
General
Collaborative Workshop

Workshop Task Management

Major Events Team
General

Event Planning
Media and Marketing
Past Events Data

Warld Series

Hidden teams

8&. Jain or create a team

Delivery Posts Files Wiki Project Plan

8

Patti Fernandez 5/19, 12240 PM  Edited
IMPORTANT!

Delivery Documents Uploaded
Delivery - | have uploaded the SOW and staffing plan to Files tab. Please review AFTER you have completed on the Onboarded steps. In
the meantime, | will be working on building out a preliminary project plan which we will migrate when we get client credentials.

M= Client Z SOW.docx Staffing Plan.xlsx
&/ Reply

Patti Fernandez  3/19, 413 PM
Added a new tab at the top of this channel. Here's a link.

ﬂ Project Plan

Patti Fernandez 5/19, 4118 PM Edited

IMPORTANT!

Delivery - Please see the Project Plan tab where we've started to build out the project plan and assign tasks until we can get access
to the client's tasks. I'm going to schedule a kick-off call tomorrow for this channel to walk through the project scope and
deliverables. Thanks!

&’ Reply
May 20, 2021

Patti Fernandez 5/19, 4:27 PM
To discuss project timeline, scope, and deliverables. Thanks.

Patti

Client Z Project Kick-off
Tuesday, June 1, 2021 @ 7:30 AM

The Delivery channel houses everything the team needs to get started and on the road to the project — from delivery
documents to project plan to kick-off meeting threads!

2" Microsoft

< Delivery
Client Z Project

a You
o

19 May, 12:40 pm

IMPORTANT!

Delivery Documents Uploaded

Delivery - | have uploaded the SOW and staffing plan to
Files tab. Please review AFTER you have completed on

the Onboarded steps. In the meantime, | will be working on
building out a preliminary project plan which we will migrate
when we get client credentials.

See more

W Client Z SOW.docx
— 16.44KB

= Staffing Plan.xlsx
n 13.81 KB

a You
120

19 May, 4:13 pm

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

l

Easy access to documents and templates within relevant channels using Word app integrated into Teams allows the Project

Microsoft Teams

@ Client Z SOW.docx

= Search or type a command

=<
O
<
[e
I=
0
-
0
e
O
)

[Company Name]
[Company Address]
[Citr, ST ZIP Code]

SOW [000] for Agreement to Perform Consulting Services to Client Z.

Date services Performed By services Performed For
rmprarny MName] Client Z.

mmpany Addeesz] [Client Addres=]
ity, 3T ZIF Code] [City, 5T ZIF Code]

Placeholdersfor your confent thatf gppearin the paragraph text are shown inred and will change fo
the default fext colorwhen vou addyour confent. Information thatrepeaisin the document [such
as client name) will be updatedinallliocations whenyou addaoredititonce.

The fext providedis sample SOW fext that you can edit asgpplicable for your business.

Mate: fo delete anytip. suchas thisane, just click the fiptexfand then press the spocebar.

This Statement of Work (SOW) iz izsued pussuant to the Consultant Sermice:  Master Agreement between Client 2.
“Client™) and [Company Name] (“Contractor™), effective I date] (the “Agreement™). This SO iz
subject to the terms and conditions contained in the Agreement between the parties and is made 3 part thes

term not otherwize defined herein zhall have the meaning specified in the Agreement. In th nt of any conflict or
inconsistency between the terms of this 30T and the terms of this Agreement, the terms of this SOW shall govern

and prevail.

This SOW ## [000] (heteinafter called the “SOW™), effective as of [Click to zelect date], iz entered into by and
etwreen Contractor and Client, and is subject to the term: and condition: =pecified belo he Exhibit(s] to this

the term: of the body

Period of Performance

S

The Services  chall commence o || te], and chall continue through [Click to select date].

AV ofd @
Engagement R

Lead to share the SOW with team members working on the project.

2" Microsoft

11:19 i0v v 9 HD A 4 = 29%

&~ Client Z SOW.docx

Statement of Work
[Company Name]
[Company Address]
[City, ST ZIP Code]
SOW [000] for Agreement to Perform
Consulting Services to Client Z.

Services Services
Date Performed Performed
By: For:

[Company
Name]
[Company
Address]
[City, ST ZIP
Code]

Client Z.

[Client
Address]
[City, ST ZIP
Code]

Placeholders for your content that
appear in the paragraph text are
shown in red and will change to the
default text color when you add your
content. Information that repeats
the document (such as client nar. E‘
will be updated in all locations whe:.

58



Project Management and Delivery - Establishing Teamwork with a Plan

Microsoft

DS0 Search or type a command @
it
Staffing Plan.xlsx “. Close =]
= A B C D E F G H | J K L M M O P Q R 5 T
Week1l [Week2 |Week3 |Weekd |Week5 [Weekd |[Week7 |WeekZ |Weekd |Weekl1D |Week1l [Week12 [Week13 |Week1d |Week15 |Week 16 [Week17 [Week 18 |Weekl1 ~
2 10-Apr 17-Apr|  24-Apr 1-May g-May| 15-May| 22-May| 25-May 5-Jun 12-Jun 15-Jun 26-Jun 3-Jul 10-Jul 17-Jul 24-Jul 31-Jul F-hug|  14-A
- 3 Business Analyst 40 40 40 40 40 40 40 40 40 40 40 40 40 40
4 |PM 40 40 40 40 40 40 40 40 40 40 40 40 40 40
5 |UX Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
e 6 |UX Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 40
; LI.}C DESIgngr 40 40 40 40 40 40 40 40 40 40 40 40 40 40 11:18 iOn + 9 HD A £ [ 29%
8 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40
2 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 £ .
10 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 ) & Staffing Plan.xlsx :
11 | Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 E
12 |Visual Designer 40 40 40 40 40 40 40 40 40 40 40 40 40 4 A B i D
13 Ul Developer 40 40 40 40 40 40 40 40 40 4 1 Week 1 Week 2 Week 3 We
1 -3 Ul Developer 40 40 40 40 40 40 40 40 40 f,' 2 Q ] 10-Apr 17-Apr 24-Apr
.l f Ul Developer 40 40 40 40 40 40 40 40 40 qt 3 Business Analyst U 20 20 20
16 Ul Developer 40 40 40 40 40 40 40 40 40 ]
17|l Developer 20 20 0 0 40 40 20 0 0 i ¢ M 40 40 40
12Ul Developer 40 40 40 20 40 40 40 ) 40 4| ° UXDesigner 40 40 40
19 Ul Developer 40 40 40 40 40 40 40 40 40 ‘ 6 UX Designer 40 40 40
20 |Back end developer 40 40 40 40 40 40 40 40 40 £ 7 UX Designer 40 40 40
21 |Back end developer 40 40 40 40 40 40 40 40 40 A 8 |Visual Designer
22 Back end developer A0 A0 40 A0 40 A0 A0 40 40 ﬁl( 9  Visual Designer
23 Back end developer 40 40 40 40 40 40 40 40 40 £|[ 10 Visual Designer
24 Back end developer 40 40 40 40 40 40 40 40 40 £|{ 11 |Visual Designer
25 |Back end developer A0 a0 40 A0 40 40 a0 40 40 4 12 Visual Designer
26 |Back end developer A0 A0 40 A0 40 A0 A0 40 40 4 13 Ul Developer
27 Back end developer 40 40 40 40 40 40 40 40 40 4
e 14 Ul Developer
29 15 Ul Developer
30 16 Ul Developer
31 17 Ul Developer
) 18 Ul Developer
33 19 Ul Developer
34 | 20 Back end developer
35 21 Back end developer
36 22 Back end developer
Ej 23 Back end developer
~ - 24 Back end developer
2 ;.:. 25 Back end developer .
4 oL [ YR PR [N PR pRprpn
Sheetl Sheet1 m
XE XE g 1H O

Create impactful summaries of crucial data with Excel, Word, and OneNote for Microsoft Teams. Excel in Microsoft Teams
enables the Project Lead to execute and share a clearly defined, scalable staffing plan.
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2" Microsoft

Microsoft Teams

! Teams Delivery Posts Files Wiki Project Plan

Activity

Your teams

@ Patti Fernandez 3/19, 413 PM
ﬂ Client Z Project o Added a new tab at the top of this channel. Here's a link.

General

Delivery ﬂ Project Plan

Onboarding
10:55

Steering Commitiee

Patti Fernandez 5/19,4:13PM Edited & e Post
IMPORTANT! Client Z Project / Delivery

Client Y's Design Thinking Wor... Delivery - Please see the Project Flan tab where we've started to build out the project plan and assign tasks until we can get access

to the client's tasks. I'm going to schedule a kick-off call tomorrow for this channel to walk through the project scope and You

deliverables. Thanks! @ 19 May, 413 pm
L0 '

General

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

Workshop Task Management ¢’ Reply

May 20, 2021
Major Events Team ﬂ Project Plan
Patti Fernandez 5/19, 4:27 PM

General To discuss project timeline, scope, and deliverables. Thanks.

Event Planning You 19 May,4:18 pm 2 3

: IMPORTANT!

Delivery - Please see the Project Plan tab where we've
started to build out the project plan and assign tasks
until we can get access to the client’s tasks. I'm going
to schedule a kick-off call tomorrow for this channel
to walk through the project scope and deliverables.
Thanks!

Media and Marketing
Client Z Project Kick-off
Tuesday, June 1, 2021 @ 7:30 AM

Past Events Data

Waorld Series

Hidden teams

Lidia Holloway 5/20, 7:22 AM

IMPORTANT!

Project Time Tracker

Delivery - Here's the excel document that we'll be temporarily using to track everyone's time. If everyone can go in and make updates for
the days they've already worked that would be great! ‘&

ﬁ Client Z Project Time tracker.xlsx
ClientZProject > Delivery

8&. Join or create a team

The Project Lead uses channel communication to keep her team apprised of the progress of the project. Channel conversations

are a great way to keep your core team engaged for planning and disseminating information.
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Microsoft Teams
Teams

Your teams

ﬂ Client Z Project

General
Delivery
Onboarding

Steering Commitiee

Client ¥'s Design Thinking Wor...

General
Collaborative Workshop

Workshop Task Management

Major Events Team

General

Event Planning
Media and Marketing
Past Events Data

World Series

Hidden teams

Join or create a team

o) Board ¥ Project Plan

To Do

Get Credentials for Project Team
Members

®
Get Badge Access for Project Team
Members

®

Schedule Kick-0Off Call
@

Post Kick-Off Dack
@

+ Add another card

el Delivery Posts Files Wiki ProjectPlan ~

2 v C &

%4 Patti Fernandez's workspace ' Free & Public

Doing Done

Onboard Mew Team Members Set up the Onboarding Flow

Create Kick-Off Deck Finalize Project Task List

@

+ Add another card + Add another card

mra Invite @ Butler  + Show menu

2" Microsoft

@ Trello

ProjectPlan ¢ @ ® Public

To Do

Get Credentials for Project Team
Members

Get Badge Access for Project Team
Members

Schedule Kick-Off Call

Post Kick-Off Deck

+ 4 H

@O

++« Show menu

Doing

Onboard New Teg

Create Kick-Off D

Open in new windg
< -

Organize tasks by adding one or more Trello tabs to a channel in Teams. This allows the Project Lead to keep track of the tasks
assigned to each team member and follow-up on the progress for each task with ease through Teams.
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mn Microsoft

Microsoft Teams Search or type a command

Vour tesms Client Z Project > Delivery - rvats

Client Z Project Conversations  Files  Client Z Project Team Stories B...  Project Plan

General @ Patti Fernandez 2/25 6:51 AM
Delivery et Client Z Project Kick-Off

To discuss project timeline, scope and deliverables.

Thanks,
Steering Commitiee Patti

Onboarding

Meetings

. . i O HD A4 B81%
Employee Portal Mobile App Chient Z Project Kick-Off

I Monday, March 11, 2019 @ 7:00 PM

_ Conversation
General

ollapse all Client Z Project / Delivery

App Review and Delivery
@ Patti Fernandez 2/28 &:51 AM

Daily Stand-Up Delivery - Great meeting today! Lidia Holloway - As a follow-up, please post the kick-off deck to this channel. Thanks everyone! You

Engineering and Developme... ! 1 @& (@ Feb28 651 AM

IE Lidia Holloway
Pull Requests @ Delivery - Here's the kickoff deck so everyone has it. You can also find it in the files tab of this channel! Scheduled a meeting

X Design

[@-| Client Z Kickoff.pptx m Client Z Project Kick-Off

Client ¥'s Design Thinking Wor... Mar 11,2019 @ 7:00 PM
Patti Fernandez 2/28 8:31 AM
Thanks Lidia Holloway! Client credentials should be coming shortly. While we are waiting, can you please create an Excel

Collaborative Workshop 1 spreadsheet for the team to track time in the interim? You Feb 28, 6:51 AM a=

General

Delivery - Great meeting today! Lidia
Holloway - As a follow-up, please

¢ Reply post the kick-off deck to this channel.
General Thanks everyone!

Analyst-Sr. Analyst Lidia Holloway
IMPORTANT!

Project Time Tracker
Manager-Grp. Manager Delivery - Here's the excel document that we'll be temporarily using to track everyones time. If everyone can go in and make updates

Workshop Task Management 1 ) |E Lidia Holloway
@ Patti Fernandez - Sounds good. I'll put that together right now.

Morthwest Experience Design T...

Consultant-5r. Consultant Lidia Holloway Feb 28, 6:51 AM s B

Delivery - Here's the kickoff deck so
everyone has it. You can also find it in

Hidden teams the files tab of this channel!
a Client Z Project Time tracker.xlsx

for the days they've already worked that would be great! &

Start a new conversation. Type @ to menticn someone.

Join or create a team A, 2 O M [F o

Share your work and updates on action items from virtually anywhere using audio and video calling capabilities inside Teams.

Communicate in open-channel conversations and keep team members up-to-date.
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2" Microsoft

Microsoft Teams

Client Z Project Kick-off chat Details  Scheduling Assistant “

> Cancel meeting = Copy link Meeting options Require registration: Nong Tracking

V7 Client Z Project Kick-off @ Patti Fernandez

Crganizer

Johanna Lorenz t e Lidia Holloway .

P X EE 4 -

o ‘a Tentative Tentative +0 |Jtlcna Johanna Lorenz
Unknown

T00PM - 5/31/2021 s 30m @  Allday lg Lidia Holloway Client Z Project Kick-off

Unknawn Client Z Project / Delivery
12:30 PM-1:00 PM 12:00 PM-12:30 PM

DETAILS

Client Z Project Kick-off

Mon May 31, 2021
7:00 pm—7:30 pm

o Share meeting invite
A Paragraph A@ * ¥ H -

To discuss project timeline, scope, and deliverables. Thanks. To discuss project timeline, scope, and deliverables. Thanks. Patti
Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Patti

Shared to channel

- Client Z Project
C Delivery

Participants (3)

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting @ Patti Fernandez
Organiser

Johanna Lorenz
Unknown

-

Learn More | Mesting_options

Meet with team members virtually anywhere, anytime and find the best available times for invitees through the native meeting
scheduler experience available in Microsoft Teams calendar.
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Microsoft Teams EA Search or type a command

@ Client Z Kickoff.pptx

iOv v HD AL 226%

&~ client Z Kickoff.pptx

CLIENT ZPROJECT
KICKOFF

CLIENT Z PROJECT
KICKOFF

Edit your presentation and customize it on the go, collaborating with others in real time within Teams. Screen share your
presentations during meetings.

o/



2" Microsoft

Task Optimization and Presenting to the Steering Committee

i\ Project and Delivery Lead

Scenario Walkthrough

Contoso’s project for their Client Z has kicked-off. The Project and Delivery Lead has to work with the Project Lead to streamline
several aspects of team communication and coordination and execute a presentation for the steering committee. Find out how the
Project and Delivery Lead focuses on fixing task management and builds the presentation with the team'’s inputs.

Creates an Excel spreadsheet to temporarily track time and posts the spreadsheet to the channel for team members to update
their hours.

Receives an update in the channel that client credentials have been created for team members working on the project.
Creates a VSTS/Azure DevOps and Trello instance with a Kanban board in the channel for team to report task completion status.
Delegates daily task maintenance to a Senior Consultant once the process is streamlined.

Uses a Burndown chart in Azure DevOps to track estimates and timelines and builds a PowerPoint presentation for steering
committee meet.

Shares the presentation with the Project Lead for review and sets the stage for the meeting.

How did Teams help the Project and Delivery Lead execute her
roles and responsibilities? Which app integrations on

Teams made it possible?

OERE

Trello Excel PowerPoint Azure
Search, find work and collaborate better with your team with Azure DevOps

DevOps. 68

Trello in Teams help keep the task list visible while acting as a checklist for
operations.

Integrated Office 365 applications like Excel and PowerPoint help efficient
collaboration.




Project Management and Delivery - Task Optimization and Presenting to the Steering Committee

Microsoft Teams

Your teams

& ;; Business Development

n RFP Response - Client X Intra...

Client Z Project

General
Delivery
Onboarding

Steering Committee

Northwind Cloud
Contoso Company Cloud Ma...
Contoso Company West Regi...

T Administration
General
Service Strategy

Support

Employee Portal Mobile App
General

App Review and Delivery

Daily Stand-Up

Engineering and Development

2 hidden channels

+ - .
Join or create a team

L1

Search or type a command

Client Z Project > Delivery -

Conversations  Files
.. ————

&

Client Z Project Team Stories B...  Project Plan

Lidia Holloway 2/28 6:51 AM
IMPORTANT!
Project Time Tracker

Delivery - Here's the excel document that we'll be temporarily using to track everyones time. If everyone can go in and make updates
for the days they've already worked that would be great! ‘&

|
;Is;] Client Z Project Time tracker.xlsx

Johanna Lorenz 2/28 6:51 AM
Done!

Jordan Miller 2/28 6:51 AM

Patti Fernandez 2/28 6:52 AM
IMPORTANT!
Client Credentials are Here!

Delivery - Please check your email for client credentials and note that set-up is a two-step process.

Lidia Holloway - Once you have completed set up, please create a VSTS board for the team to track tasks and time goina forward.

Start a new conversation. Type @ to mention someone.

A ¢ © @ B

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, keeping
relevant chats grouped together. @mention relevant team members to make sure you grab their attention.

2" Microsoft

i0r v HD AL B79%

Delivery
Client Z Project

CHAT

‘ % Lidia Holloway
o Feb28 651 AM
IMPORTANT!

Project Time Tracker

Delivery- Here's the excel document that we'll
be temporarily using to track everyones time.
If everyone can go in and make updates for
the days they've already worked that would
be great! =

@ Johanna Lorenz Feb 28, 6:51 AM
D

Done!

Jordan Miller Feb 28, 6:51 AM

09
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Microsoft Teams EA Search or type a command

Client Z Project Time tracker.xlsx

A B
NAME ROLE

Patti Fernandez Delivery Lead
Lidia Holloway Project Manager
Johanna Lorenz Senior Consultant
|JDrdan Miller Senior Consultant

Milestone tracking and adjustments are executed with an Excel tab in a Microsoft Teams channel. The Project and
Delivery Lead creates an Excel spreadsheet to temporarily track time, and posts the spreadsheet to the channel.

2" Microsoft

11:45

iOr v 9 HD A & 2D 24%

< Client Z Project Time tracker....

A
NAME

Patti Fernandez
Lidia Holloway
lohanna Lorenz
Jordan Miller

ROLE

Delivery Lead

Project Manage
Senior Consulta
Senior Consulta

Sheet1
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2" Microsoft

Microsoft Teams & Search or type a command

Your teams Chent Z PI‘D_]ECT ) DE“VEI‘y ELE

n Business Development Conversations  Files  Client Z Project Team Stories B...  Project Plan |

n RFP Response - Client X Intrane...  ++» @ Patti Fernandez 2/28 &:52 AM  Edited 1 @
s IMPORTANT!

General Client Credentials are Here!

Formal Response Materials ' © Delivery- Please check your email for client credentials and note that set-up is a two-step process.

Opportunity o Lidia Holloway- Once you have completed set up, please create a Planner board for the team to track tasks and time going i0n + W HD £ 4 & 66%

Oral Stage forward. .
= Conversation

Client Z Project / Delivery
Client Z Project Thanks!

General sie = You

Delivery @ Johanna Lorenz .Je Feb28 6:52AM

1
Onboarding IMPORTANT!
& Reply _ )

Steering Committee - Client Credentials are Here!

Northwind Cloud Johanna Lorenz o Delivery- Please check your email for client

IMPORTANT! credentials and note that set-up is a two-step

Tab conversation has begun.
Contoso Company Cloud ...  -«- o d process.

4 replies from you, Johanna, and Jordan
Lidia Holloway- Once you have completed

set up, please create a Planner board for the
@ team to track tasks and time going forward.

Contoso Company West ...  ++- @ < Reply

T Administration ol Johanna Lorenz Edited
IMPORTANT!

General Lidia Holloway and Patti Fernandez- Planner and Client Z Project Team 5Stories Backlog have been updated with the latest Thanks!

Service Strategy estimates. The V5T5 Burndown chart is ready for review and compilation into the Steering Committee presentation.

suppor.t ' Bug Burndown F 129
62% G oo 14

Employee Portal Mobile App See more @ Johanna Lorenz Feb 28, 6:52 AM
L

General

App Review and Delivery

Daily Stand-Up Reply

Start a new conversation. Type @ to mention someone.

88" Join or create a team A, @ O [ [F g e ~e é @ A/ -

Team members stay in the know and share information directly to accelerate decision making. @mention in channels

and chats allows users to tag individuals, channels or entire team to ensure relevant people are looped in.
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Microsoft Teams

Teams

General

Finance
Housekeeping
Incident Management
IT Support

Products and Services
Room Service

3 hidden channels

Contoso Power Seattle

General

Mews and Announcements
Operations

Social Media Tracking

1 hidden channel

Client Z Project

General
Delivery
Onboarding

1 hidden channel

Contoso Marketing

General

Social Awareness Campaign

Social Media and Digital

2 hidden channels

Hidden teams

8& Join or create a team

H Delivery Posts Files Wiki Project Plan ~

) Board v  Project Plan ¥

To Do Doing

Get Credentials for Project Team
Members

@

Create Kick-0Off Deck

52t Badge Access for Project Team
Memibers

®

Schedule Kick-Off Call
@

Post Kick-Off Deck
@

+ Add another card

Patti Fernandez's workspace  Free

Onboard New Team Members

+ Add another card

® Public

Done

@ v G @ O Meet

Log out

@ra Invite @& Butler  ++ Show meny_-

Set up the Onboarding Flow

&

Finalize Project Task List

@

+ Add another card

Trello enables speedy plan mobilization using task assignment and delegation. Organize and track tasks with the Trello tab in

Microsoft Team:s.

2" Microsoft

2

(]

[

Project Plan
Client Z Project / Delivery

ProjectPlan © Public m’a

=+ Show menu

To Do

Get Credentials for Project Team Members

PF

Get Badge Access for Project Team Create Kick-Off Dec

Members
Schedule Kick-0ff Call

Post Kick-Off Deck

/3



Microsoft Teams

Your teams

n Business Development

n RFF Response - Client X Intrane...

General
Formal Response Materials
Opportunity

Oral 5tage
Client Z Project
General
Delivery

Onboarding

Steering Committee

Neorthwind Cloud
Contoso Company Cloud ...
Contoso Company West ...

T Administration
General
Service Strategy

Support

Employee Portal Mobile App

General
App Review and Delivery

Daily Stand-Up

od

+ -
ga Join or create a team

Project Management and Delivery - Task Optimization and Presenting to the Steering Committee

3 Search or type a command

Client Z Project > Delivery -

- O

'0
(1]

- O

Conversations  Files

p

Client Z Project Team Stories B...  Project Plan  —+

Johanna Lorenz
IMPORTANT!

Tab conversation has begun.

Collapse all

.ﬁ Lidia Holloway 2/28 €:52 AM Edited
Delivery - The WSTS tab is all set up. This is where you'll track all of your tasks and time for reporting purposes.

Johanna Lorenz- I'd like you to take on daily task maintenance.
@ Johanna Lorenz Edited
Lidia Holloway Will do!

Jardan Miller
After reviewing the tasks, | have questions around the wireframe estimates for the Login User Story. Do yeou think 13
hours is enough time to wireframe the entire experience?

ﬁ_ ' Jordan Miller

4= Johanna Lorenz - | actually think it'll take more around 15 hours. Can you update the estimates on VSTS?

@ Johanna Lorenz
Jordan Miller Updated! Thanks for the info. | will let Patti and Lidia know that the estimates have changed.

« Reply

Johanna Lorenz Edited
IMPORTANT!

Lidia Holloway and Patti Fernandez- Planner and Client Z Project Team Stories Backlog have been updated with the latest
estimates. The V5TS Burndown chart is ready for review and compilation into the Steering Committee presentation.

- 129

Bug Burndown

(e =T

Start a new conversation. Type @ to mention someone.

A 0 OB B G

Keep track of your project by adding your favorite Azure DevOps dashboard directly into Microsoft Teams. The Project
and Delivery Lead uses a VSTS burndown chart shared by a team member to build a presentation.

Private

i v HD A4 B 78%

6 Conversation
Client Z Project / Delivery

You
e Feb28 6:52 AM

IMPORTANT!

Tab conversation has begun.

‘E Lidia Holloway Feb 28, 6:52 AM s @
@

Delivery - The VSTS tab is all set up.
This is where you'll track all of your
tasks and time for reporting purposes.

Johanna Lorenz- I'd like you to take on
daily task maintenance.

@ You Feb 28, 6:52 AM
Q)

Lidia Holloway Will do!

Inrdan Millar

Reply

B @ ¢ @ Ay e

Microsoft

.
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Project Management and Delivery - Task Optimization and Presenting to the Steering Committee

Microsoft Teams 4 Search or type a command

n RFP Response - Client X Intra...

Client Z Project

General

. ProServ_Managing_ClientZ_Delivery.pdf

Delivery

Onboarding ' f

Steering Committee &= Client Z Project Team £ @ View as backlog T Stories

P Northwind Cloud 5 i TR
New iterm P A8 28 Customization: Eror Messages I8 6 Define Top-level Navigation
n Contoso Company Cloud Ma...  «- 8 s Qt.:',t ——
[0 30 Customizaticn: Add Breadcrumbs to the
Header .
® Active e ® Eesolved
@ Contoso Company West Regi... ++- © ronanaz Lorens T o)
- ~ 074
i 7 Create Mobile Hero
n IT Administration
Lidia Holloway
General
Service Strategy

Support 1 ‘
i

Employee Portal Mobile App BE 8 Customization: Customize Footer

App Review and Delivery
Daily Stand-Up

General

B8 9 Queries: Filtar/Search Box Location

Engineering and Development @) 0.
a Hollowsy
2 hidden channels ate Néw

+ )
28 Join or create a team £33

Create and track new work items/tickets by bringing Azure DevOps right into Microsoft Teams. All your favorite
Kanban board features - live refresh, card styling, tag coloring, extensions, and more - are available without leaving
your team's channel.

Client Z Project > Delivery - Private
@ Business Development Conversations  Files  Client Z Project Team Stories B... ~  Project Plan St i

Microsoft

%2 Client Z Project Team

Header

8 Johanna Lorenz

@ Lidia Holloway

Client Z Project Team Stories Backlog

M 30 Customization: Add Breadcrumbs td

Ml 29 Create Address Fields

idr v HD A £ E25%

‘\‘l ew

RS
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Project Management and Delivery - Task Optimization and Presenting to the Steering Committee

Microsoft Teams Search or type a command

Client Z Project > Delivery -

n Business Development Conversations  Files  Client Z Project Team Stories B...  Project Plan

ﬂ RFP Response - Client X Intra... «-- Johanna Lorenz
IMPORTANT!

Lidia Holloway and Patti Fernandez - Planner and Client Z Project Team Stories Backlog have been updated with the latest estimates.

Your teams

Client Z Project The V5TS Burndown chart is ready for review and compilation into the Steering Committee presentation.
General Buag Bumdown ] 2(3;
Delivery 62% iriael o e
Onboarding ' 9 L
Steering Commitize
Northwind Cloud |HH” ”m”
Contoso Company Cloud Ma...

Contoso Company West Regi...

ollapse all

T Administration

BeB00

@ Patti Fernandez
General Thanks Johanna Lorenz!

Service Strategy ( E Lidia Holloway 2/28 652 AM
Johanna Lorenz, Thanks so much! I'm working on building out the Steering Committee presentation now. I'll post here when |
finish.

Support 4

é

2" Microsoft

O v HD A £ B76%

Delivery El .
= :

Client Z Project

MORE

CHAT

Employee Portal Mobile App < Reply

General

App Review and Delivery ' s, Lidia Holloway 2/28 6:32 AM
IMPORTANT!
Daily Stand-Up Steering Committee Meeting
Engineering and Development ) Delivery - Here's the finished powerpoint for the Steering Committee meeting. Patti Fernandez, can you review it and let me know if you

\ ?
2 hidden channels have any feedback!

Steering Committee Deck.pptx

Start a new conversation. Type @ to mention someone.

o
(=[]

Py

The Project and Delivery Lead shares the presentation built for the steering committee ahead of her meeting and
shares it with the Project Lead for her review.

" Join or create a team £33 Ay 2 & [ B Ot s B

‘ You g i
© Feb 28, 6:52 AM

IMPORTANT!

Lidia Holloway and Patti Fernandez- Planner
and Client Z Project Team Stories Backlog
have been updated with the latest estimates.
The VSTS Burndown chart is ready for review
and compilation into the Steering Committee
presentation.

Bug Bumndown

62%

129
4 14

m

Patti Fernandez Feb 28, 6:52 AM

g @

Thanks Johanna Lorenz!

Lidia Holloway Feb 28, 6:52 AM

Johanna Lorenz
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Project Management and Delivery - Task Optimization and Presenting to the Steering Committee 0 )
mn Microsoft

Microsoft Teams & Search or type a command

@ Steering Committee Deck.pptx

iOr v HD £ 4 W 66%

Steering Committee Deck.pptx

Femaining Work

Store and share important files within a protected, cloud-enabled repository with Files. The PowerPoint deck containing
the presentation for the steering committee is housed here for the team'’s easy access.
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Microsoft Teams

Your teams

n Business Development

n RFF Response - Client X Intrane...

zeneral

Formal Response Materials

Mestings Opportunity

i

Files

Oral 5tage

C Client Z Project

!

General

Delivery

Onboarding

Steering Committee

MNorthwind Cloud

Contoso Company Cloud ...

Contoso Company West ...

T Administration

2eD00

General
Service Strategy

Support

Employee Portal Mobile App

General

App Review and Delivery

Daily Stand-Up

od

+ -
ga Join or create a team

The deck is reviewed and the next steps to be followed are discussed and agreed upon. Close out discussions in
channels to help the team understand when a critical task is complete.

- O

' @

- O

3 Search or type a command

Client Z Project > Delivery -

Conversations  Files  Client Z Project Team Stories B...  Project Plan |
|
& Reply
I_, Lidia Holloway 2/28 &:52 AM Edited
' IMPORTANT!

Steering Committee Meeting

E Steering Committee Deck.pptx
"l ClientZ Project > Delivery

Collapse all

@ Patti Fernandez Edited
Thanks so much Lidia Holloway. The deck locks good. I'm going to create a new channel for Steering commitiee

communications and add this deck to the Files tab. Do you mind attending the meeting as my scribe?

‘E Lidia Holloway 2/28 6:52 AM Edited
Patti Fernandez Mo problem!

Start a new conversation. Type @ to mention someone.

A 0 OB B G

Delivery- Here's the finished powerpoint for the Steering Committee meeting.
Patti Fernandez, can you review it and let me know if you have any feedback?

idr YO HD A A B75%

Deliver = .
< y =

Client Z Project

CHAT FILES MOR

‘ ®  You s &
ho Feb28,6:52 AM

IMPORTANT!

Steering Committee Meeting

Delivery- Here's the finished powerpoint for
the Steering Committee meeting.

Patti Fernandez, can you review it and let me
know if you have any feedback?

@  PattiFernandez Feb 28, 6:52 AM g @
Thanks so much Lidia Holloway. The

deck looks good. I'm going to create a
new channel for Steering committee
communications and add this deck to
the Files tab. Do you mind attending
the meeting as my scribe?

You Feb 28, 6:52 AM

Patti Fernandez No problem!

Microsoft

/8



2" Microsoft

Coordinating with Team to Fix a Bug in Development
Analyst

Scenario Walkthrough

Contoso always has a large staff segment allocated to help with various Northwind projects. As a back-end developer, the
Analyst knows she needs to work fast and manage herself effectively. She works on multiple tasks for short periods of time
and needs a way to organize all her tasks for every project. She relies heavily on the capabilities of Microsoft Teams to do

this.

 Participates in daily scrum call set up by Project and Delivery Lead to analyse development hurdles.

« Views daily meeting notes recorded as a channel OneNote tab and the Trello task board used to assign and track project
tasks.

* Reaches out for help from the Development Lead to fix a bug.
« Joins meetings and discussions with Development Lead and UX lead to fix the bug.

« C(Closes out the issue when UX Lead shares an alternate design in a PowerPoint deck and details bug history in a Word
document and shares it with the team for their reference.

How did Teams help the Analyst execute her roles and responsibilities? ~ Which app integrations on
Teams made it possible?

* Hold daily standups and meetings with Teams.

« Create simple task management with Trello.
« Powerful document creation with integrated Office 365 applications like Word,

OneNote and PowerPoint. Word OneNote  PowerPoint Trello

/9



Project Management and Delivery - Coordinating with Team to Fix a Bug in Development Bl ..
mn Microsoft

Microsoft Teams Search or type a command

Vour teams H Contoso Company Cloud Managed Services > Daily Stand Ups - Pt

@ Contoso Company West ... - @ Conversations  Files  Daily Standup Notes  Progress Board —+

Lidia Hell
n Contoso Company Cloud Mana...  see '% ['J;Iynst::jm Call

General This time is set aside for the daily scrum call, where | will be running through the development backleg in the Progress Board tab. This
contains what everyone is working on and any potential blockers that are occurring.

Daily Stand Ups

T Daily Scrum Call
Occurs every work day (Mon-Fri) @2:30 AM iOv W HD £ £ i 81%

Service Agreements

Testing and QA e Conversation

Lidia Holloway Edited Contoso Company Cloud Managed Servi...

IMPORTANT! 3

Thanks Henrietta Mueller and Christie Cline for joining today! All notes that were taken during the call can be seen within the ‘% Lidia Holloway

© Feb 28, 6:49 AM

MNorthwind Cloud

=neral Daily Standup Motes as well.

ocuments : . : . : i . i
: Christie Cline as discussed in the call. a high priority bug was discovered related to Northwind customers not being able to access Scheduled a meeting

Review Meetings their accounts. | assigned this task to you in the Progress Beard tab, and added this action item to the Daily Standup Motes as
u Daily Scrum Call ©

Finance 2:30 AM - 4:00 AM

Human Resource T 2 | Christie Cline 2/28 6:49 AM .
Sounds good, I'm on it! Lidia Holloway Lidia Holloway Feb 28, 6:49 AM g @

Sales & Reply IMPORTANT!

Thanks Henrietta Mueller and Christie
e e n e Cline for joining today! All notes that

Cimn Review Christie Cline 2/28 8:49 AM  Edited >

inance Review : IMPORTANT! were taken during the call can be seen

3 hidden channels Need Help on High-Priority Bug within the Daily Standup Notes as well.
Henrietta Mueller + Lidia Holloway, I'm experiencing some trouble with the high-priority bug | was assigned this morning during the

General

Major Events Team scrum call. | know Northwind's business will face some trouble if customers cannot access their accounts. In effort to prevent this, | could Christie Cline as discussed in the call

Tal=l . . . .
General use your help and advice a high priority bug was discovered re-

lated to Northwind customers not being
Henrietta Mueller Edited 1 @ able to access their accounts. | as-

Hi Christie Cline, I'd be glad to help you. Definitely agree that we want to address this as quickly as possible to prevent trouble on Signed this task to you in the Progress
World Series : Meorthwind's end. I'll schedule a call for us to chat about what you're currently facing. Board tab, and added this action item

Event Planning

Media and Marketing

= b = o =Ehe e le e D= = = = = e =[]

1 hidden channel

Reply

ar Y &7 A A H . — .
New Operations (LA and Austin] Start 2 new conversation. Type @ to mention someone.

28" Join or create a team A, 2 @ [ [F i - N @ e @ A/

Use the meeting thread for follow-up conversation about meeting outcomes. The Project and Delivery Lead uses the

thread to share her meeting notes/MOMs with team members.
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mn Microsoft

Az so

Teams 9 Daily Stand Ups Posts Files Wiki Progress Board + -+

Your teams

ﬂ Contoso Company Cloud Mana...

) Board ¥  Progress Board Christie Cline's workspace ' Free A Workspace visible cc,  Invite

General

Butler
Daily Stand Ups -

I To Do Doing QA Testing Resolved

Service Agreements ) o S ) ) _
7. Inconsistent color usage on the 8. Left hand navigation animation is 5. Carousel is not rotating properly on 1. Northwind oy Progress Board

Testing and QA support page floating on the screen home page access their aca Contoso Company Cloud Managed Services / Daily Stand Ups
b

Contoso Company West Region 4. Links broken in the navigation bar 2. Slow response on information + Add another card (= 3. Fix logo spac
request form 00p Board ~  Progress Board ¢

 Add another card + Add anothe
Community b. Support request form is not Christie Cline's workspace | Free & Team visible

General

respending normally, complaints from
users

HR Announcements cc Invite @ Butler ‘- Show menu
o o

Leadership Review

MNew Hire + Add another card (= Doing

Social Media Tracking i 8. Left hand navigation animation is floating

on the screen
Summer Interns

2. Slow response on information request

Finance form
General 6. Support request form is not responding

normally, complaints from users
Construction Project Management

Expense Reimbursement + Add another card

1 hidden channel

Hidden teams

Join or create a team

Efficient task management made easy with integrated Trello tab in channels. The Analyst views her task list in the Trello

tab.
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2" Microsoft

a

: Vour teams H Contoso Company Cloud Managed Services > Daily Stand Ups - Private

(= | @ Contoso Company West Regi... -« Conversations  Files  Daily Standup Notes ~  Progress Board 8 . O F
Chat

@ n Contoso Company Cloud Mana...
H
Teams General

@
i T v [ | cCalibrilight ~v20 v B I U &v Av & A

“ Service Agreements

o festing and QA ? Stand-U n Notes - 6/18 W4
Morthwind Cloud “ee ay, June 11, 2018 5:41 PM
" Stand-Up Notes - 6/18

Fi .
inance 1 YESTERDAY'S TASKS Monday, June 11, 2018 5:41 PM

[/IL. Submit button on check out page has been addressed from the previous day, reported to be working correctly.

Human Resource [ B. Provisioning of new load balancer for web traffic completed successfully YESTERDAY'S TASKS

Submit button on check out page has
been addressed from the previous

ma OneNote Online - Saved

Daily Stand Ups File Home Insert Draw View Help Open in OneMote

Sales TODAY'S TASKS

1. CRITICAL ISSUE : It's been noticed in the early morning that a bug has appeared within our client Northwind's .
General system, where customers are unable to access their accounts and are currently facing frustration. - day, reported to be working correctly.
. Provisioning of new load balancer for
. CRITICAL BUSINESS IMPACT: It is important that we address this situation immediately in hopes to prevent trouble web traffic completed successfully
3 hidden channels occurring on Northwind's customer front.

Continue on QA testing on tasks from yesterday T DAY'S TASKS
Delivery ETA to client: Coming Friday 6/22 . 5 ;
1. CRITICALISSUE : It's been noticed in
2 new tasks in VSTS board — assigned to Henrietta and Christie each the early morning that a bug has
appeared within our client
@ Progress Board New New S i
item Inconsistent color usage o Northwind's system, where customerg
the Henrietta Mueller Links are unable to access their accounts

broken in the navigation bar d lv faci f .
Christie Cline and are currently facing frustration.

Finance Review

CRITICAL BUSINESS IMPACT: It is
important that we address this
situation immediately in hopes to
prevent trouble occurring on
Northwind's customer front.

@

+ -
28 Join or create a team

Continue on QA testing on tasks from

Enjoy powerful document creation with OneNote in Microsoft Teams. Quickly disseminate meeting outcome and notes

among team members with OneNote tabs in channels.
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Microsoft

Microsoft Teams Search or type a command

Your tears E Contoso Company Cloud Managed Services > Daily Stand Ups - Private

@ Contoso Company West Regi... Conversations  Files  Daily Standup Notes  Progress Board

Christie Cline 2/28 6:40 &M

IMPORTANT!

Ganeral Need Help on High-Priority Bug

Henrietta Mueller + Lidia Holloway, I'm experiencing some trouble with the high-priority bug | was assigned this morning during the scrum
call. | know Northwind's business will face some trouble if customers cannot access their accounts. In effort to prevent this, | could use your
T help and advice!

u Contoso Company Cloud Mana...

Daily Stand Ups

i0n HDv4C A &£ B 72%
Service Agreements

Testing and QA ' Henrietta Mucller : @ 6 Daily Stand Ups

. . .- . - . ) : Cont C Cloud M
Hi Christie Cline, I'd be glad to help you. Definitely agree that we want to address this as guickly as possible to prevent trouble on ontoso Lompany Loud Manag

Morthwind Cloud Northwind's end. I'll schedule a call for us to chat about what you're currently facing.
CHAT FILES
Christie Cline 2/22 6:40 AM

Finance ol Great, thank you! Looking forward to chatting Henrietta Mueller You
Sis Feb28 6:49 AM

« Reply
Human Resource
IMPORTANT!
Henrietta Mueller

Debugging Working Session

General Christie Cline, this meeting is to work on debugging the issue for Northwind's customers and their inability to access their accounts. We

Sales

Need Help on High-Priority Bug

want to address this in a timely manner, and will utilize this time to figure out what is causing the issue and how to best approach the Hen“_eJ[ta .Mue”er +Lidia HO”_Oway’ I'm
situation. experiencing some trouble with the

3 hidden channels D ebuccing Working Sece high-priority bug | was assigned this morning
ugging ng »ession - - "
Monday, March 11, 2010 @ 8:30 PM durlpg the scrum call. | know Nor’rhwmd s
business will face some trouble if customers
cannot access their accounts. In effort to

Christie Cline 2/28 6:49 AM prevent this, | could use your help and advice!
Thanks for helping me discover the problem, Henrietta Mueller! As you mentioned, the bug is a result of a web framewaork issue

Finance Review

Collapse all

caused by a recent UX design update to the sign-in box. See less

£y  Henrietta Mueller @ .
Wi- IMPORTANT! @ Henrietta Mueller Feb 28, 6:49 AM

Correct, Christie Cline. That being said, the update is not compatible with the browser being used by the employees of some of
Merthwind's clients on their mobile devices.

Hi Christie Cline, I'd be glad to help
you. Definitely agree that we want to
| know you had mentioned you were taking notes and some screenshots to document our findings, do you mind uploading them address this as quickly as possible to
prevent trouble on Northwind's end.
I'll schedule a call for us to chat

what you're currently facing.

Start a new conversation. Type @ to mention someone.

oot
C

Join or create a team A, ¢ @ [ [F O

The Analyst brings the team’s attention to a high priority bug by beginning a new conversation thread for the issue.

Team members engage on the post and reply with thoughts and discussion points.
84




Project Management and Delivery - Coordinating with Team to Fix a Bug in Development

Microsoft Teams

Your teams

@ Contoso Company West Regi...

u Contoso Company Cloud Mana...
General

Daily Stand Ups
T

Service Agreements

Testing and QA

Morthwind Cloud
Finance o 1 O
Human Resource

Sales

2880

General

Finance Review

3 hidden channels

oot
C

Search or type a command

Join or create a team 53

2" Microsoft

Private

H Contoso Company Cloud Managed Services > Daily Stand Ups -

Conversations  Files  Daily Standup Notes  Progress Board

.&:* Henrietta Mueller
‘ﬁ’ Debugging Working Session
Christie Cline, this meeting is to work on debugging the issue for Northwind's customers and their inability to access their accounts. We
want to address this in a timely manner, and will utilize this time to figure out what is causing the issue and how to best approach the

situation.

Debugging Working Session 3:41 iy HDY4AC 4 £ B 72%

Monday, March 11, 2019 @ 9:30 PM

Collapse all

& Conversation
Contoso Company Cloud Managed Servi...

Henrietta Mueller

WL Feb2s 649 AM

Scheduled a meeting

0 Christie Cline 2/23 5:40 AM <
t® Thanks for helping me discover the problem, Henrietta Mueller! As you mentioned, the bug is a result of a web framework issue
caused by a recent UX design update to the sign-in box.

Gl Henrietta Mueller @
%> IMPORTANT!
Correct, Christie Cline. That being said, the update is not compatible with the browser being used by the employees of some of

MNorthwind's clients on their mobile devices.

n Debugging Working Session
Mar 11,2019 @ 9:30 PM

| know you had mentioned you were taking notes and some screenshots to document our findings, do you mind uploading them
and adding them to the ticket in the Progress Board tab?

You Feb 28, 6:49 AM V72

Thanks for helping me discover
theproblem, Henrietta Mueller! As you
mentioned, the bug is a result of a web
framework issue caused by a recent UX
design update to the sign-in box.

Christie Cline 2/28 6:49 AM o
o IMPORTANT!
Sure thing, I'm also going to looping in Nestor Wilke, the UX Lead, from this recent design update - Nestor, do you have any

alternative solutions? It appears the recent UX update to the login is not compatible with the web framework.

I've attached my notes as well as a screenshot of the issue. In addition, | uploaded the screenshot as an attachment to the
corresponding ticket in the Progress Beard tab. During the repro, after | typed in my login information and the password, | clicked
on the "Login” call to action and nothing happened. not even an error.

) HenriettaMueller Feb286:49AM & @
IMPORTANT!
Correct, Christie Cline That being said,
the update is not compatible with the
browser being used by the employees

[ | [N - O N

[

Complete History of Debugging.docx

P R o N ) B

Reply

M@ g @ A e 9

Start a new conversation. Type @ to mention someone.

Ay G OB E G -

A debugging working session is scheduled to be hosted over a Teams meeting call to help the Analyst address an
issue with Northwind's customers.
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Microsoft Teams

Debugging Working Session Chat Details  Scheduling Assistant
> Cancel meeting & Copy link Meeting options

Debugging Working 5ession

Lidia Hollo: . /) Henrietta Mueller w0 @ Mestor Wilke

Tentative ??‘, Tentative Tentative

2 Al Paragraph '“5 = = = g 19 = = B o

This meeting is to work on debugging issue for Morthwind's customers and their inability to access their accounts, We want to

address this in a timely manner, and will utilize this time to figure out what is causing the issue and how to best approach the
situation.

Microsoft Teams meeting

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

Learn More | Meeting_options

Tracking

Christie Cline

Crganizer

Lidia Holloway
Unknown

Henrietta Mueller
Unknown

Mestor Wilke
Unknown

A debugging working session is scheduled to be hosted over a Teams meeting call to help the Analyst address an

issue with Northwind's customers.

2" Microsoft

Debugging Working Session

Contoso Company Cloud Managed Services / D..

DETAILS

Debugging Working Session

Wed May 26, 2021
5:00 pm—5:30 pm

o5 Share meeting invite

This meeting is to work on debugging issue for Northwind's
customers and their inability to access their accounts. We want
to address this in a timely manner, and will utilize thi: See more

Shared to channel

Contoso Company Cloud Managed Services
cc Daily Stand Ups

Participants (4)

= Christie Cline
“) Organiser

/.h. Henrietta Mueller
F':;- Unknown
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Microsoft Teams

= Search or type a command

E Contoso Company Cloud Managed Services > Daily Stand Ups -

Your teams

@ Contoso Company West Regi...

Conversations  Files Progress Board T

jﬁ-‘p

Daily Standup Motes

Nestor Wilke

Debugging Wireframe Alternatives
Henrietta Mueller + Christie Cline, setting this meeting to discuss alternative wireframe solutions for the bug that has occurred with the

u Contoso Company Cloud Mana...

General

Daily Stand Ups recent UX update on the log in page for Northwind, which is preventing their customers from logging into their accounts.

T I've also attached a PowerPoint, which includes the alternative design wireframes as potential solutions that we can discuss and decide on.

Service Agreements -

Cee less

Testing and QA Debugging Wireframe Alternatives

Monday, March 11, 2019 @ 9:30 PM

Morthwind Cloud

Collapse all

' 0 @

Human Resource ﬂr

Nestor Wilke
IMPORTANT!

Finance

Wireframe Alternatives.pptx

2880

Sales L%  Henrietta Mueller @
Ceneral W~ IMPORTANT!
h Appreciate you walking through the design alternatives for us, Nestor Wilke! As we had agreed upon, option 2 is the best solution

Finance Review to mowve with - it provides a clear layout for the Northwind customers and will work with the web framework, preventing the bug

from eccurring again.

3 hidden channels

Myself and Christie Cline will go ahead and implement the new solution.

See less

Start a new conversation. Type @ to mention someone.

Join or create a team 53 Ay

6 0@ B & - -

Keep conversations, meetings and relevant documents all in one place with Microsoft Teams. Once the session is complete, a new
wireframe alternative, discussed in the meeting is executed and shared with the Analyst by a team member in the meeting thread.

2" Microsoft

O HDAG 4 &£ B 71%

é Conversation
Contoso Company Cloud Managed Servi...

P
3

Scheduled a meeting

Nestor Wilke
Feb 28, 6:50 AM

ﬂ Debugging Wireframe Alternatives
Mar 11,2019 @ 9:30 PM

@ Nestor Wilke Feb 28, 6:50 AM
IMPORTANT!

Wireframe Alternatives.pptx
356.73 KB

@

Feb 28, 6:50 AM g @

/.'.} Henrietta Mueller

IMPORTANT!
Appreciate you walking through the

design alternatives for us, Nestor Wilke!
As we had agreed upon, option 2 is the
best solution to move with - it provides

Reply

M@ g @ A e Y
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Microsoft Teams 4 Search or type a command
@ Wireframe Alternatives.pptx “.

Wireframe Alternatives

Nestor Wilke

Edit your presentation, customize and review it on the go, collaborating with others in real time within Teams. The
PowerPoint app right inside Teams brings the full Office experience inside Teams.

2" Microsoft

i0r v HD & 4 W 89%

Wireframe Alternatives.pptx

Wireframe Alternatives




Project Management and Delivery - Coordinating with Team to Fix a Bug in Development . )
mn Microsoft

Microsoft Teams Search or type a command

@ Complete History of Debugging.docx

Complete History of Debugging

Issue: High-priority bugs were discovered early this morning, which are related to Northwind

customers being unable to access their accounts. It's important to address this issue quickly.
This task has been addressed to Christie Cline

Repro Steps: Christie was unable to resolve the issues herself and has reached out to Henrietta

Mueller to help troubleshoot.

Root Cause Analysis: Looked at the bug together and have discovered that itis a web
framework issue caused by a recent UX design update to the sign-in box. Which is ultimately

preventing customers from signing into their accounts.

This update is not compatible with the browser being used by some of the clients on their

mobile devices. We've captured and attached screenshots of the issue to this ticket.

Resolution: Connected with the UX Lead, Nestor Wilke, to gather other wireframes that could
work in replacement. Corrected the UX design update to be compatible on the web browser,
which prevent further framework issues. We will be following up with a Q/A session with

Pradeep Gupta due to this being a high priority bug.

Next step: QA Testing - Assigned to Pradeep Gupta for review.

A debugging history Word document is created within the channel for team members to access the solution for any

future reference.

6:16 iOv v HD 4 £ M 89%

< - Complete History of Debuggi...

Complete History of Debugging

Issue: High-priority bugs were discovered
early this morning, which are related to
Northwind customers being unable to
access their accounts. It's important to
address this issue quickly.

This task has been addressed to Christie
Cline

Repro Steps: Christie was unable to resolve
the issues herself and has reached out to
Henrietta Mueller to help troubleshoot.

Root Cause Analysis: Looked at the bug
together and have discovered that it is a
web framework issue caused by a recent
UX design update to the sign-in box. Which
is ultimately preventing customers from
signing into their accounts.

This update is not compatible with the ﬁ
browser being used by some of the cli.
on their mobile devices. We've captured

89



2" Microsoft
QA Process for Testing a High-Priority Bug
Analyst

Scenario Walkthrough

A high-priority bug for one of their biggest clients means Contoso has the best people on the job. The Analyst has a lot to
do even after fixing the bug: from working with the QA team to test the fix to participating in client calls to walk them
through the fix. Microsoft Teams allows the Analyst to communicate with ease with all the stakeholders, while keeping project
files within easy reach for reference.

« Views a conversation thread where Development Lead @mentions her and takes action.

 Liaises with QA Lead to complete QA for a bug fixed recently using channel conversation and meetings.

« Uses a OneNote tab that sets the benchmark for high-priority bug resolution.

« Uses 1.1 chat to communicate bug status to Project and Delivery Lead.

* Joins a client review call and views a Power Bl bug tracker report.

« The issue is signed off by the pleased client.

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

E -

OneNote Power Bl

« Host video calls for in-depth communications.
« Share data and metrics with Power Bl.
« (Create meaningful team interactions via channel postings.

« Access notes, documents and reports right within Microsoft Teams with OneNote.
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2" Microsoft

Microsoft Teams & Search or type a command

Vour teams H Contoso Company Cloud Managed Services > Daily Stand Ups - Privae

@ Contoso Company West Regi... - Conversations  Files  Daily Standup Notes  Progress Board

u Contoso Company Cloud Mana...

General
Daily Stand Ups

T
v HDvAG 4 4 B 71%
Service Agreements
Testing and QA Conversation

Contoso Company Cloud Managed Servi...

Morthwind Cloud
£ Henrietta Mueller Feb 28, 6:50 AM g @

.
.

IMPORTANT!

B Mestor Wilke Appreciate you walking through the
Great, happy to help! design alternatives for us, Nestor Wilke!

‘ 0 Christie Cline 2/28 6:50 AM As we had agreed upon, option 2 is the

Finance
L.

Human Resource

Henrietta Mueller, the bug appears to be corrected! Glad to see this was resolved. best solution to move with - it provides
a clear layout for the Northwind
_ £y  Henrietta Mueller . :
General ®F, IMPORTANT! customers and will work with the web
Finance Review Christie Cline, with this being a high-priority bug lets make sure to complete a Q/A session with Pradeep Gupta to get this framework, preventing the bug from
finalized. occurring again.

Sales

3 hidden channels
Christie Cline /28 6:50 AM 1 o - _
IMPORTANT! Myself and Christie Cline will go ahead
Roger that, I've moved the ticket in the Progress Board tab over to the Q/A Testing column for the next step. In addition, I've added and implement the new solution.

my updated notes to the ticket as well, which includes the steps we went through to discover and address the debugging by
replacing the wireframe.

Nestor Wilke Feb 28, 6:50 AM
I'll go ahead and set up a meeting for us to chat with Pradeep in the Testing and QA channel. (&

Great, happy to help! =

ﬁ% Complete History of Debugging.docx - You Feb 28,6:50 AM VZR

L] :
e Henrietta Mueller the bug appears

Get app
+n ha Aaarrantadl Rlad +A can thiec wae

Reply

Start a new conversation. Type @ to mention someone.

Join or create a team Ay & .:::. E] 5 @q @ @ é @ A/

aet
C

Begin conversations with team members and pull them into the discussion with @mention tags. The Analyst marks her

message important, turning the channel’s focus on her post.
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mn Microsoft

Microsoft Teams Search or type a command

Vour teams E Contoso Company Cloud Managed Services > Testing and QA - Private

Contoso Company West Regi... Conversations  Files  Testing QA Handbook

Christie Cline 2/28 &:50 AM

QA Review of High-Priority Bug

General Pradeep Gupta, it was discovered that a bug has cccurred impacting Northwind customers from accessing their accounts. Henrietta Mueller
and | have discovered it was due to a recent web framework issue caused by a UX update to the sign-in box.

Contoso Company Cloud Mana...

Daily Stand Ups

T We have documented and addressed this issue in the V5TS. | also added the screensheot of what | noticed. When | filled out the login

_ _ ) . : . ) . . 0w HD 4G 4 & B 70%
Service Agreements information and clicked on the "Login” button, nothing happensd. Since this was marked as a high-priority bug, we want to have a QA

T g ARl B session with you to discuss our process and confirm the issue resolution. The VSTS ticket will give you full history: 6 Conversation

Contoso Company Cloud Managed Servi...

Morthwind Cloud QA Review of High-Priority Bug A You
Monday, March 11, 2019 @ 9:00 PM S Feb28,6:50 AM

Finance

Scheduled a meeting

Christie Cline 2/28 6:50 AM
Human Resource IMPORTANT! o QA Review of High-Priority Bug
Mar 11,2019 @ 9:00 PM

Sales E login issue screenshot.jpeg

General

B _ Pradeep Gupta .} You Feb 28, 6:50 AM
Finance Review @ Thanks for looping me in, Christie Cline. Happy to help, talk soon! i

) IMPORTANT!

3 hidden channels
Christie Cline 2/28 6:30 AM

IMPORTANT!

Pradeep Gupta, as reviewed during our chat, we confirmed that we have addressed the problem to client-approved measures. We

also determined the resolution was acceptable for high-prionty bug by comparing it to the Definition of Done tab.

~ login issue screenshot.jpeg
2.85 MB

Pradeep Gupta
Great - thanks Christie Cline! Everything looks good to me based on what we went over. | agree that the bug is resolved. (& Pradeep Gupta Feb 28, 6:50 AM g @

Christie Cline 2/28 6:51 AM Thanks for looping me in, Christie Cline.
Perfect, I'll close out the ticket in the Progress Board tab of the Daily Stand Ups channel to reflect its completion! I'll also message Happy to he|p talk soon!

Lidia via 1:1 chat to let her know that the bug has been taken care of.

Pradeep Gupta
Christie Cline, scunds good.

24 Renhs

Start a new conversation. Type @ to mention someone.

88" Join or create a team by 2 © W B G

The Analyst kicks off discussion over an online meeting and the team keeps conversations and relevant documents all

in the meeting thread for easy reference.
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e T
QA Review of High-Priority Bug Chat Details Scheduling Assistant

X Cancel meeting =2 Copy link Meeting options Tracking

Va QA Review of High-Priority Bug @ Christie Cline

Organizer

Henrietta Mueller

£ Henrie / r = Yt
enrietta Muelle o e Pradeep Gupta . + Optiona
Unknown

Ei- Tentative Tentative

[
e
5/19/2021 2:00PM - 5/19/2021 . 30m @  Alday e Pradeep Gupta
Unknaown

ted: 8:30 PM-9:00 PM 9:30 PM-10:00 PM 10:00 PM-10:30 PM

Paragraph A&

Microsoft Teams meeting

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

Learn More | Meeting_options

Microsoft Teams enables protected meetings and screen share within channels. A QA review meeting is scheduled in
an exclusive testing channel to review the bug fix.

2" Microsoft

QA Review of High-Priority Bug

Contoso Company Cloud Managed Services / T..

DETAILS

QA Review of High-Priority Bug

Wed May 19, 2021
2:00 pm—2:30 pm

=<5 Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Contoso Company Cloud Managed Services
cc Testing and QA

Participants (3)

Christie Cline
Organiser

Henrietta Mueller
Unknown

Pradeep Gupta
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2" Microsoft

a

: Your tesrs H Contoso Company Cloud Managed Services > Testing and QA - Privae

= | @ Contoso Company West Regi... - Conversations  Files  Testing QA Handbook ~ 5 . 0 O

Chat

@ n Contoso Company Cloud Mana... e
e ma OneNote Online - Saved

Teams General

)
o T v [Jv calibritight v20 v B I U &Zv Av & A

i Service Agreements

Daily Stand Ups File Home Insert Draw View Help Open in OneNote

Files e What is Definition of Done for Northwind?

Morthwind Cloud - Saturday, September 22, 2018  4:01 PM

What is Definition of Dong

Definitions of done corresponds to different parts of the development process i.e. technical tasks, .
user stories, and bugs. fOr NOrthWI nd?

Finance

Human Resource

Saturday, September 22, 2018 4:01 PM
Code builds without warnings (technical task)

: e 5 5 ¢
Code unit tested (technical task} Definitions of done corresponds to different
Documentation updated (user story)

Build pushed te demo server (user story) parts of the development process i.e. technical
tasks, user stories, and bugs.

[ ]

[ ]
Sales

[ ]

[ ]

General
- . This is the exit criteria to determine whether an engineering item is complete:
Finance Review

3 hidden channels Tested all web b
a5ied all wei rowsers . . S 3
Code reviewed Code builds without warnings (technical

Stress Tested task)
Acceptance criteria met Code unit tested (technical task)

Functional test passed ;
test passe Documentation updated (user story)
Mon-functional requirements met

Test cases Build pushed to demo server (user
Cther areas impacted by the fix? story)
. Acceptance by Q/A or development lead

Lol A e o

This is the exit criteria to determine whether

|mp0rtant Instruction an engineering item is complete:

Engineers and QA owners for each task in the development process must ensure the definition is
thoroughly followed and met before delivering a solution to the client. - Tested all web browsers

Code reviewed

Stress Tested

Acceptance criteria met
Functional test passed
Non-functional requirements met

+ -
Join or create a team

The Analyst uses the OneNote application within Teams to capture meeting notes and action items, without having to

leave the Teams application.
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mn Microsoft

Microsoft Teams & Search or type a command

Recent  Contacts .IE Lidia &

I y -
2 participants

Recent

Conversation  Files
. —

. Clanner 6724
@ Task “Three email blasts to List A at 2-wee... ~F .
= Christie Cline added Lidia Holloway to the conversation.

Lidia Holloway 2/28

You: Sounds good, talk to you then! 3/38 6:56 AM

High-Priority Bug Resolved
6:35 ir v HD A4 & 66%
Hey Lidia Helloway, | wanted to let you know that the high-priority bug that was assigned to me this
morning during the scrum call is resclved. It has been properly addressed and reviewed by the QA é Lidia Holloway m %
A Allan Deyoung Lead, Pradeep, with final confirmation of completion. I've reflected this in the ticket within the
= Progress Board tab of the Daily Stand Ups channel.

CHAT
- Assistant @ Zoom.ai

Lidia Holloway @

" Diego Siciliani Glad to hear it, Christie Cline! Thank you for updating me on the status of this bug. The client has High-Priority Bug Resolved
already reached out about the issue and was closely monitoring the situation.
. Emily Braun Hey
Would you mind joining a call with the client, Emily Braun, and | in a few minutes to discuss the bug Lidia Hollowa

. Lidia Holloway
and how you were able to resolve it?
* Henrietta Mueller / , | wanted to let you know that
the high-priority bug that was
 Irvin Sayers i’fg ?:i‘”; . assigned to me this morning

ould be happy to: during the scrum call is

resolved. It has been properly

Lidia Helloway addressed and reviewed by the
Great, I'll add you to the meeting I've set up in the Review Meetings channel of the Northwind Cloud QA Lead Pradeep with final
- Joni Sherman team ' '

_ Isaiah Langer

confirmation of completion.
I've reflected this in the ticket
within the Progress Board

Sounds goed, talk to you then! tab of the DaiI Stand Ups
Lidia Heolloway channel.

‘ﬁ | Lidia H.

Type a new message

‘ lordan Miller 2/28 6:56 AM

IR Mestor Wilke
Type a new message

a Patti Fernandez he & @ @ [ [ e @ é @ A/ b

Quickly reach out to, and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The
Analyst uses 1:1 chat to apprise the Project and Delivery Lead of the bug status.
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Search or type a command

B Northwind Cloud > Review Meetings -

Microsoft Teams

Your teams

@ Contoso Company West ... - 0 Conversations  Files Bug Tracker
February 28, 2019
n Contoso Company Cloud Mana...
s Lidia Holloway Edited
General 'E Northwind Debugging Review
Daily Stand Ups 0 TestingandQA + Emily Braun, scheduling time to go over the bug discovered this morning impacting Northwind customers’

T ability to access their accounts. This was due to a web framework issue that had not been updated correctly.

Henrietta Mueller and Christie Cline have already reviewed the bug and uncovered the issue, thus resclving it and confirming
with our QA Lead, Pradesp Gupta. We want to discuss the issue and resolution with Emily as well to make sure she is fully aware

Service Agreements

Testing and QA
of the situation.

See less

=
L

Morthwind Cloud

General

Morthwind Debugging Review
Wednesday, March 13, 2019 @ 12:00 AM

Documents

ocllapse all

8

Review Meetings

Emily Braun Edited

Thanks for taking the time to review the resolution to the high-priority bug today, | appreciate the work and effort that
was put in by all of you! Christie Cline, Henrietta Mueller and Pradeep Gupta, this was handled quickly and effectively
and I'm thankful for that. (&

Finance

Human Resource

Christie Cline 2/28 6:39 AM Edited
Thanks Emily Braun! Let me know if you have any other questions regarding the process that was put into place today

to make sure the bug was resolved.

Sales

zeneral

Emily Braun
Actually, I'd like to know about the other bugs the team is working on as well. Do you have an overall tracker for this?

Finance Review

3 hidden channels

Lidia Holloway 1
Major Events Team Emily Braun, yes we do! I've gone ahead and installed the Bug Tracker as a tab in this channel, which displays the metrics
of open and closed bugs.

General

Event Planning

Media and Marketing [

World Series

1 hidAdam lhsmeald

Start a new conversation. Type @ to mention someone.

Join or create a team A, @& © [ [F oo

Channel messages can either be brief when conveying information or detailed and clear when charting out a plan of
action for team members to be a part of. Rich formatting features inside Teams allow crisp and clear communication.

Private

@

2" Microsoft

iy HDAG 4 &% B 70%

Conversation
Northwind Cloud / Review Meetings

‘ :,. Lidia Holloway
o Feb28 6:39AM

Scheduled a meeting

Northwind Debugging Review
Mar 13,2019 @ 12:00 AM

Emily Braun Feb 28, 6:39 AM g @

Thanks for taking the time to review
the resolution to the high-priority bug
today, | appreciate the work and effort
that was put in by all of you! Christie
Cline, Henrietta Mueller and Pradeep
Gupta, this was handled quickly and
effectively and I'm thankful for that. =

You Feb 28, 6:39 AM Ve

Thanks Emily Braun! Let me know if
you have any other questions regarding

Reply

P ¢ @ A

9
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2" Microsoft

Microsoft Teams E4 Search or type a command

Your teams E Northwind Cloud > Review Meetings - Prvae

@ Contoso Company West Regi...  «:» Conversations  Files  Bug Tracker ~  —+ 5 . O 0O

u Contoso Company Cloud Mana...

General
Daily Stand Ups
T

Service Agreements B U g Tr a C |<e r

Testing and QA

Corthing Clous ity Of Bug Bug Tracker

L jmglm D
Oty <

General : o Bug Tracker
Documents

Review Meetings

Bug Tracke

Finance

Human Resource riority = PHO”ty Of BUg

Sales o <100 <1000 <2000 <4000 HIgn Friornty £
General
Finance Review

3 hidden channels

Mean Time to Resolve

+ -
28 Join or create a team
Bug Tracker

Build dynamic data visualizations, measure metrics and track analytics through Power Bl within Teams. The Analyst uses

Power Bl to break down a bug tracker report.
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business outcomes.

2" Microsoft

Planning & Strategy (Headquarters)

These scenarios will illustrate how Teams can help leadership team and executives, involved
in planning and strategizing business objectives, communicate effectively to ensure positive

Planning & Strategy Superpowers in Teams

Capabilities and features used...

 Participate in instant, open-channel communication

« Store documents within a cloud-enabled repository
with Files

* Real-time, contextual file sharing and co-authoring
« Channel Tabs for everyone to stay on the same page

» Help securely collaborate with teammates using familiar
applications within a single environment

Apps that enable an immersive experience in Teams

HEEBEB -~

Word Excel PowerPoint ~ OneNote Asana monday.com
Forms Power Bl Lucidchart Trello Shifts MURAL
iz Y
Smartsheet Presentations Teamwork — Adobe Tasks by ~ Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
Planning & Strategy (Headquarters)

Vice President of Sales

"l believe in positioning values, not the
price, to win deals for Contoso.”

» Develop plans and strategies for
business development and
achieving the company’s sales
goals

« Manage the sales teams,
operations and resources to deliver
profitable growth

« Manage and oversee budgets
» Define optimal sales force structure
* Hire and mentor sales staff

Director

‘If I've said it once, I've said it a

hundred times: Always be prepared!”

« Set and achieve organization’s

goals and objectives

« Account for the company's

activities to relevant parties, e.qg.
shareholders

Monitor compliance with all leases,
contracts and use agreements

Oversee senior management
efforts and coordinate with
department heads

2" Microsoft
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Review of Hiring Process by HR Leadership

Director

Scenario Walkthrough

Contoso is an equal opportunity employer committed to creating a diverse workspace. The HR Leadership achieves
this by routinely examining their hiring process. The leadership team spearheads the task by collaborating with HR
associates.

« Posts message in HR hiring channel requesting an analysis on hiring trends, diversity efforts and attrition data.
* Responds to queries and replies from HR Associates on her post.

* HR associates present their data using a Power Bl dashboard.

« Consumes the insights from the dashboard using Power Bl through slices, filters, etc. right inside Teams.

« Appreciates teams’ efforts and presentation at short notice.

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

* Reach entire team by creating conversation threads in channels.

* Keep track of responses with alerts in the activity feed thanks to @mentions and reply 4
notifications.

 Utilize Power Bl to compile and review data in a highly visual format. Power Bl
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Planning & Strategy (Headquarters) - Review of Hiring Process by HR Leadership

Microsoft Teams Search or type 2 command

ﬂ Human Resource > Employment Trend -

Activity Your teams

a -

Conversations  Files  Wiki

9 Leta Clements 4:42 P

Annual Internal Review
Hi Team,
As part of our internal review, there are a host of parameters we examine to be sure we work towards our business goals and objectives. One
of the essential parameters for the audit is to examine our hiring trends to ensure we stay true to our core hiring principle — egual opportunity
employer. Human Resource, please compile an analysis of our hiring trends over the past year, together with an analysis on attrition. I'd like to
have this report by the end of the week. Let me know who the process owner will be for the same.

Employee Engagement
Employee Referrals
[1r°] Employment Trend

Meetings .
: Planning

a Training

Safety and Secunty
Genera Isaiah Langer

Announcemants Enrico Cattaneo, think this is your terrain. Can you put together the analysis please?

Enrico Cattaneo
Sure. I'll have it done! Just one question Leta Clements. Do | do a cumulative analysis or shall | keep the two parameters separate?

Emergency Preparedness
Training

Leta Clements 4:43 FiM

As far as they are well-defined, I'm good with one report too.

Volunteers

Enrico Cattaneo
Noted!

Enrico Cattaneo

'@
Diversity and Attrition Data

Hi Leta Clements, here is the report Recruiting Dashboard you asked for. | hope you find it covers all the parameters that you were looking to
analyse. Please reach out to me for any edits.

. - .

- " - [

Start 2 new conversation. Type @ to mention someone

28" Join or create a team A 2 2 [od

@mention in channels and chats allow users to tag individuals, channels or entire team to ensure relevant people are
looped in. The Director posts a message in the channel and @mentions the team to get everyone’s attention.

2" Microsoft

O v HD A4 m63%

Conversation
Human Resource / Employment Trend

Leta Clements
e 442PM

Annual Internal Review

Hi Team,

As part of our internal review, there are a host
of parameters we examine to be sure we work
towards our business goals and objectives.
One of the essential parameters for the audit
is to examine our hiring trends to ensure we
stay true to our core hiring principle — equal
opportunity employer. Human Resource,
please compile an analysis of our hiring
trends over the past year, together with an
analysis on attrition. I'd like to have this
report by the end of the week. Let me know
who the process owner will be for the same.




Planning & Strategy (Headquarters) - Review of Hiring Process by HR Leadership B )
mn Microsoft

Microsoft Teams 4 Search or type a command

Your teams ﬂ Human Resource > Employment Trend -

HR ' Conversations  Files Wiki -+
T .
Enrico Cattaneo
Employee Engagement ﬁ Noted!

Employee Referrals

« Reply

Employment Trend

Planning 4 : Enrico Cattaneo 1 @ . iy v HD £ £ H 63%
ﬂ‘ Diversity and Attrition Data

Hi Leta Clements, here is the report Recruiting Dashboard you asked for. | hope you find it covers all the parameters that you were looking to 1 Conversation
analyse. Please reach out to me for any edits. Human Resource / Employment Trend

i Enrico Cattaneo
s 451 PV
Emergency Preparedness

Training L‘ ..ii iiill I I l = I I - Diversity and Attrition Data
Volunteers — Hi Leta Clements, here is the report
i e - Recruiting Dashboard you asked for. |
. I I hope you find it covers all the parame-
ters that you were looking to analyse.
Please reach out to me for any edits.

Training

Safety and Secunty
Mew Hire

General

Announcements

9 Leta Clements 4:51 P
Looks great. I'll let you know if | need anything else.

aalliith gan.ne.
‘ e

«' Reply

Last read

Leta Clements £:52 P . o

IMPORTANT!

Human Resource, I'm reviewing these reports and couldnt be happier with what I'm seeing! Thank you for the quick turnaround time on this,

Enrico Cattaneo. | do have a few points that | think we should integrate into our existing diversity efforts: 9 Leta Clements 4:51 PM
o

1. Deploy a committee to examine instances of unconscious bias or prejudice Looks great I'll let you know if | need
2. Host one annual event that is diversity-related and promotes it ’

Reply

Start 2 new conversation. Type @ to mention someone

' Join or create a team : 2 [ [ g e = N é @ AI R

Channel conversations are also a great place to share snippets of your visual data for team members to understand the
discussion points without opening a tab or a file. An HR associate presents diversity and attrition data in the channel for
everyone’s consumption. 103



Planning & Strategy (Headquarters) - Review of Hiring Process by HR Leadership

Microsoft Teams

Pop-Up 1
Pop-Up 2

1 hidden channe

Employee Portal Mobile ...

General

App Review and Delivery

Daily Stand-Up

Engineering and Deve..,

Pull Requests
X Design
IT Administration

General

Deployment

Management and Governance

Service Strategy

Support

Human Resource

General

Employee Engagement
Employee Referrals
Planning

Review

Training

" Join or create a team

Search or type a command

B3 Human Resource > Review -

Conversations Files Wiki Recruiting Dashboard ~ +

If your site isn't loading correctly, click here

' @

0 M
' © New Hires

#

e

5

Microsoft Power Bl

2" Microsoft

O w8 4 38% O 1319

Recruiting Dashboard
Human Resource / Review

New Hires

Wil wemogE-
— q« m -I
= :

Microsoft Power Bl

Facilitate data-driven decisions informed by visualizations and actionable insights using Power Bl for Microsoft Teams.

The Director is able to see trends over time, catch outliers and identify the next steps with her team.
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Planning & Strategy (Headquarters) - Review of Hiring Process by HR Leadership - .
mn Microsoft

050 £a Search or type a command
Your teams Human Resource > Employment Trend - Puble
= m Human Resource Conversations  Files Wiki
| Leta Llements 451 FIM
Genera | ? Looks great. I'll let you know if | need anything else.
Employee Engagement
P1oy 949 « Reply
Employee Referrals
T3 Employment Trend Last read
Planning Leta Clements 4:32 Pl 1 o 6:44 i0v v HD A & B63%
Training IMPORTANT!
Human Resource, I'm reviewing these reports and couldn't be happier with what I'm seeing! Thank you for the quick turnaround time on this, s é Conversation .
ﬂ Safaty and Security Enrico Cattaneo. | do have a few points that | think we should integrate into our existing diversity efforts: Human Resource / Employment Trend °
o ’ 1. Deploy a committee to examine instances of unconscious bias or prejudice 4
General 2. Host one annual event that is diversity-related and promotes it ew
3. Include diversity as an essentizl parameter in the feedback form for employees Leta Clements o
Announcements
e 452PM
. v Prena - See less
Emergency Preparedness IMPORTANT!
Training Collapse a o
_ Human Resource, I'm reviewing these reports
Volunteers %I Isaiah Langer 4:54 PM @ d ldn't be h . ith what I’ o
L Happy to report point number two is already in progress, Leta Clements. We have scheduled promotions and celebrations for a aivil and couldn't be happier with what I'm seeing:

Thank you for the quick turnaround time on
) this, Enrico Cattaneo. | do have a few points
Leta Clements £:35FPM . . .
9 This is so good that we are all on the same page! th_at ll thm!( we _ShOUId Integrate into our
existing diversity efforts:

awareness day for the LGET community coming up next month. And now this gives us all the more reason to upgrade our budget. Y&

1. Deploy a committee to examine instances
of unconscious bias or prejudice

2. Host one annual event that is
diversity-related and promotes it

3. Include diversity as an essential
parameter in the feedback form for

employees
< Reply !
ne
. . Reply
Start 2 new conversation. Type @ to mention someone
5" Join or create a team 73 Ay @ © @ B Gt e B ) @) @ @ Ay, e \[.]J

The Director is easily able to appreciate her team members for sharing this data at short notice. She creates a

conversation thread in the Review channel to lay down action items for everyone.
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M Mid-Month Sales Pipeline Report

Vice President of Sales

Scenario Walkthrough

A potential offshore client has included Contoso on a recent RFP Knowing that this is a high-revenue project, Contoso’s
business development team puts together a strong RFP response. The VP of Sales keeps a close tab on the proposal
development and decides to use the response as part of her mid-month leadership report.

 Initiates a channel conversation and @mentions Sales Manager to assign a task.
* Shares the data in an Excel sheet to the leadership team in an exclusive channel.
« Shares RFP progress with leadership.

« Compliment the team for their efforts.

How did Teams help the VP of Sales execute her roles and responsibilities? Which app integrations on
Teams made it possible?

« Harness the power of applications within Teams to achieve better business outcomes.

 Share and store valuable team information using Office 365 apps like Excel, right within n - n
Teams.

Build dynamic visual presentations with PowerPoint - .
. . . . Praise Excel PowerPoint
« Show gratitude for peers who went over and above their work using Praise.
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Planning & Strategy (Headquarters) - Mid-Month Sales Pipeline Report

2" Microsoft

Microsoft Teams Search or type a command

Vour teams ﬂ RFP Response - Client X Intranet Redesign > Formal Response Materials - Privae

Conversations  Files +

FlEL Debra Berger
Announcements >  RFP Response Content
Emergency Preparedness L 1] Formal Response Materials | am attaching the RFP Response deck as a working document. Please add your content to this document and

. post here when it is complete. Thanks!
Training

Vol t 1 -y A
oluntesrs 24 [@-| RFP Response Deck.pptx iOn HD 4G A« W 66%

Business Development Conversation

RFP Response - Client X Intranet Redesi...

General
Debra Berger

Central BD Region Joni Sherman, the RFP Response is ready for estimate content. ;% You g 8
5O

Leadership Team Feb 28, 6:40 AM

Joni Sherman

Northwest BD Regi ©  Added!
orthwes egion RFP Response Content

Pipeline
m Client X Intranet Redesign Estimate.xlsx ) .
Southwest BD Region Formal Response Materials | am attaching

Debra Berger the RFP Response deck as a working

Thanks Joni Sherman Lidia Holloway, the RFP response is ready for the company cemparison info. document. Please add your content to this
General document and post here when it is complete.

i% Lidia Holloway Thanks!

Debra Berger, the company comparisen has been added to the document.

RFP Response - Client X Intrane..,  sss @.

Formal Response Materials
Opportunity % Debra Berger
Oral Stage | Thanks Lidia Holloway Miriam Graham, I've completed a final review of the content. The response is ready for final approval. $ RFP Response Deck.pptx

967.45 KB
Client Y's Desian Thinki @ Miriam Graham 2/28 6:41 AM
ient ¥'s Design Thinkin... -+ @ o Debra Berger Reviewed and approved. Thanks for all of your hard work!

& Reply @ You Feb 28, 6:40 AM VZ:
N

Joni Sherman, the RFP Response is
ready for estimate content.

Miriam Graham 2/28 6:41 AM
IMPORTANT!
i Adding Client X Opportunity to Sales Pipeline
:{:;;Fl:p Joni Sherman, | would like to include this response in my mid-month report to leadership. Can you please update the CRM with the
projections from this opportunity and provide an updated pipeline report to the Pipeline channel in the Business Development team?

Start a new conversation. Type @ to mention someone.

ot

Join or create a team by @ @ [ [ O

Communicate in open-channel conversations and keep team members up-to-date. The Vice President initiates a

channel conversation and @mentions Sales Manager to assign a task.
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Microsoft Teams

Your teams

.

Marketing
Pop-Up 1

2 hidden channels

Safety and Security
General

Announcements
Emergency Preparedness
Training

Volunteers

Business Development
General

Central BD Region
Leadership Team
MNorthwest BD Region
Pipeline

Southwest BD Region

Client Y's Design Thinkin...

RFP Response - Client X Intrane...

General

Formal Response Matenals
Opportunity

Oral 5tage

Join or create a team

Search or type 2 command

ﬂ Business Development > Leadership Team -

Conversations  Files

&

February 28, 2074

Miriam Graham 2728 6:40 AM Edited

Mid-Month Sales Pipeline Report

Leadership Team Hello All! Attached is the first mid-month report from Power Bl which reflects the data and RFP response opportunity. This
will be discussed in detail during our mid-month meeting, but | wanted to give everyone a chance to take a look at the data beforehand.

[ RFP Mid-Month Report.xlsx
| Business Development > Leadership Team

Qllapse a

Patti Fernandez Edited
Great job Miriam Graham! Your team is doing really good work!

Miriam Graham Z2/23 6:40 AM Edited 2
Thanks so much for the great feedback during the meeting! As a follow up, | wanted to let you know that we were chosen to progress
to the orals stage for this RFP. | can't wait to share the news with the Cpportunity channel!

@ Megan Bowen
A Kudos to you and your team.

'1@

Patti Fernandez 5:14 PM

B Praize

’ l Miriam Graham
Leadership

Miriam Graham

@ Miriam Graham 35:14 P
i@ Thank you Patti Fernandez!

& Reply

Start a new conversation. Type @ to mention someone

Ae ¢ @ @ B a b

Teams and channels can be created to serve any purpose. They can be created to keep communication and
conversation among an exclusive group of team members. The VP uses a leadership channel to submit her sales report.

iy HDY4GC 4 £ ® 68%

Conversation
Business Development / Leadership Tea...

You J B
&2 Feb28 6:40 AM

Mid-Month Sales Pipeline Report

Leadership Team Hello All! Attached is

the first mid-month report from Power B
which reflects the data and RFP response
opportunity. This will be discussed in detail
during our mid-month meeting, but | wanted
to give everyone a chance to take a look at
the data beforehand.

@  PattiFernandez Feb 28, 6:40 AM g @
Great job Miriam Graham! Your team is
doing really good work!

@ Megan Bowen Feb 28, 6:40 AM

Reply

B @ ¢ @ Ay e

Microsoft
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Microsoft Teams E4 Search or type a command
= H -
RFP Mid-Month Report.xlsx “. Start conversation

A = E F G H
RFP Mid-month Report

Mobile App Development Client ABC 5/11/2018 5299,574

eCommerce Client JKL 6/29/2018 5$250,000

Sitecore 8 Upgrade Client MINO 5/18/2018 $650,000
Mestings 7 |Intranet Redesign Client X 6/22/2012 52,000,000
Customer Connect UX Client DEF 4/3/2018 $92,755 4:04 "0 HD 4G M £ W 67%
F | 9 |DigitalWorkplace Client ABC 4/30/2018 $318,000
s [0S &~ RFP Mid-Month Report.xlsx

A
RFP Mid-month Report

Mobile App Development Client ABC
eCommerce Client JKL
Sitecore 8 Upgrade Client MNO
Intranet Redesign Client X
Customer Connect UX Client DEF
DigitalWorkplace Client ABC

0~ oo kW=

1
2
2
4
(7]

CF N oS R S T L T L R S T (S T L R (S S
=]

= | O

Sheetl Sheet1

The VP of Sales submits her mid-month report in the channel using Excel. This spreadsheet is stored in the cloud-

enabled repository with Files.
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Microsoft Teams 1 Search or type a command

Vour teams ﬂ RFP Response - Client X Intranet Redesign > Oral Stage -
ﬂ Pop-Up Kiosk Planning Conversations Files -+

neral
Gene | Debra Berger
Marketing ; Cllent X Congratulatory Happy Hour

ral Stage- Great news!!! We were selected by the client!! This is a great opportunity for Contoso Company and we could not have done this
..lthC’JL your hard work.

Pop-Up 1
2 hidden channels

Miriam and | would like to show our appreciation with a congratulatory happy hour at the local pub on Friday at 5:30.
Safety and Security : WO 3 HD A £ & 63%

Congrats everyone! .
General X Conversation
RN s RFP Response - Client X Intranet Redesi...
Announcements

Emergency Preparedness ' ©

I Miriam Graham 2/28 6:43 AM % Debra Berger ¢ 8
Training - : _ o SRR ‘
>

Looking forward to celebrating with everyone! Feb 28, 6:43 AM
Volunteers ' 9

Client X Congratulatory Happy Hour

Business Development
Oral Stage- Great news!!! We were selected
by the client!! This is a great opportunity for
- Contoso Company and we could not have
Leacerstilp oy R - = done this without your hard work.

orthwest BD Regicn )
Pipeline 4 | i Miriam and | would like to show our

' appreciation with a congratulatory happy

hour at the local pub on Friday at 5:30.

General

Central BD Regio

Southwest BD Region

Client Y's Design Thinkin... -+ & e Joni Sherman. 2

Congrats everyone!
RFP Response - Client X Intrane...
General

Formal Response Materials

You Feb 28, 6:43 AM

Opportunity
Looking forward to celebrating with

evervone!

Oral Stage

Reply

Start a new conversation, Type @ to mention someone.

O @ B & N ¢ @ A

' Join or create a team A, @

Intense in moments of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes working

together fun! The VP uses channel communication to congratulate the team that lands the proposal with the client.
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™ Coordinating Disaster Response Preparedness
%' Director

Scenario Walkthrough

Supported by the organizing and collaborative assistance of Microsoft Teams, Contoso runs a multi-faceted simulation to
test emergency preparedness of the organization, achieving impressive results.

« Creates a collaborative OneNote tab which lays out a comprehensive plan of what her team needs to do in the event of
an earthquake.

* Invites team members and security personnel to edit the plan.
* Freezes the edits and holds a channel meeting to alert department heads.
« Creates a conversation alerting everyone to the upcoming simulation and blocks calendar date for simulation.

« Creates an Emergency Preparedness channel and adds managers to capture their POCs and have their employees sign
up for the simulation using a Forms tab.

« Assembles volunteers for the event with Forms and runs simulation successfully.

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

» Gather meeting notes in OneNote.

« Everyone on your team is aware of upcoming events with group calendar integration.

» Keep track of volunteer sign ups and many other forms with Forms.

« Broadcast important updates to the entire organization with Company Company OneNote Forms
. Communicator
Communicator.
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2" Microsoft

Microsoft Teams Search or type a command

PR our teams Safety and Security > Training -

= | ﬂ Human Resource Conversations  Files Wiki  Emergency Simulation ... (&9 +

General
9 Leta Clements 12:45 P 1 o

H-H Employee Engagement IMPORTANT!

Joni Sherman Could you please review the content posted in the Emergency Simulation Plan tab? Feel free to insert any comments or edit

Employee Referrals ) =
parts before our next meeting. Thanks!

E Employment Trends

Meetings

i Collapse all
Planning : e 4 W HD A 4 @ 73%

Review % Joni Sherman .
Training © Leta Clements Sure thing, just reviewed it. Only feedback comment: We should get more community members involved in the Conversation
simulation. Once that change is made- this plan is ready to go! Safety and Security / Training

safety and Security ? Leta Clements 12:47 PM You
Joni Sherman Great! I've incorporated your feedback, thanks. Mow that this is ready to go, I'm going to create a meeting in © 1245PM

General - .

General channel so we can all discuss the plan and next steps.
\ P P IMPORTANT!
Announcements

Miriam Graham i Sh Id | . h
Emergency Preparedness I i Joni Sherman Cpu you please re.wewft e
content posted in the Emergency Simulation

Plan tab? Feel free to insert any comments or edit
parts before our next meeting. Thanks!

Trainin
g ¢« Reply

Volunteers

Last read

Leta Clements 1:34 PM
IMPORTANT!

Earthquake Simulation Timeline + Roles Joni Sherman  12:46 PM
Hello Training I've put together an overview timeline as well as assigned roles to everyone that had signed up for the simulation in the
Emergency Preparedness channel! Please take a lock at the matenals and feel free to ask me any questions in regards to the set up for this Leta Clements Sure thing, just reviewed

event. This material can also be accessed in the files tab of this channel! it. 0n|y feedback comment: We should
get more community members involved
EarthquakeSimulation_Roles.pdf EarthquakeSimulation_Timeline.pdf in the simulation. Once that Change is
made- this plan is ready to go!

Collapse all

9 Leta Clements 1:34 P 1 1
rvin Sayers | will need you and Miriam Graham as resources for arranging the volunteers and more - | will message you both about

A the details! | Q You 12:47PM

[*]
Ed

Reply

Start a new conversation. Type @ to mention someone.

Jain or create a team Ar & .:::. [E] = C:[q El @ @ @ /}/

ot

The Director uses a dedicated team to prepare and collaborate on a plan of action before major events. Adding

members and guests to the team helps her collaborate efficiently with her team from any location.
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Microsoft Teams

a

Activity Your teams

a ﬂ Human Resource

Meetings

i

H
Get app

s

Store

aet
C

General

Employee Engagement
Employee Referrals
Employment Trends
Planning

Review

Training

Safety and Security
General

Announcements
Emergency Preparedness
Training

Volunteers

Jain or create a team

Search or type a command

Safety and Security > Training -

Conversations Files Wiki Emergency Simulation Plan ~  +

m% OneNote Online - Saved

File Home Insert Draw View Help Open in OneNote

>

v [7]~ | Calibri Light v2o v B I U &£v Av & A -

Plan of Acti

Friday, June

The primary dangers to workers result from: being struck by structural compaonents or furnishings,
inadequately secured stored materials, burns resulting from building fires resulting from gas leaks or
electrical shorts, or exposure to chemicals released from stored or process chemicals, Many of the
hazards to workers both during and following an earthquake are predictable and may be reduced
through hazard identification, planning, and mitigation.

There are many things you can do to prepare your workplace before an earthquake occurs:

* Pick "safe places". A safe place could be under a sturdy table or desk or against an interior wall
away from windows, bookcases or tall furniture that could fall on you. The shorter the distance to
move to safety, the less likely that you will be injured. Injury statistics show that people moving as
little as ten feet during an earthquake's shaking are most likely to be injured.

Practice drop, cover, and hold-on in each safe place. Drop under a sturdy desk or table and haold
on to one leg of the table or desk. Protect your eyes by keeping your head down. Practice these
actions so that they become an automatic response.

Practice these safe earthquake procedures (i.e., drop, cover, and hold-on) at least twice a year.
Frequent practice will help reinforce safe behavior. When an earthquake or other disaster occurs,
many people hesitate, trying to remember what they are supposed to do. Responding quickly and
automatically may help protect you from injury.

Make a plan for workers to follow in the event of an earthquake and be sure that it includes the
following precautions:

Aftershocks are smaller earthquakes that follow the main shock and can cause further damage to
weakened buildings. After-shocks can occur in the first hours, days, weeks, or even months after the
quake. Be aware that some earthguakes are actually foreshocks, and a larger earthquake might occur.

* Wait in your safe place until the shaking stops, then check to see if you are hurt. You will be better
able to help others if you take care of yourself first, and then check the people around you. Move
carefully and watch out for things that have fallen or broken, creating hazards. Be ready for
aftershocks.

s _Be on the lookout for fires. Fire is the most common earthguake-related hazard, due to broken gas

2" Microsoft

Plan of Action

Friday, June 21, 2019 12:44 PM

Preparedness

The primary dangers to workers result from:
being struck by structural components or
furnishings, inadequately secured stored
materials, burns resulting from building fires
resulting from gas leaks or electrical shorts,
or exposure to chemicals released from
stored or process chemicals. Many of the
hazards to workers both during and
following an earthquake are predictable and
may be reduced through hazard
identification, planning, and mitigation.

There are many things you can do to
prepare your workplace before an
earthquake occurs:

e Pick "safe places". A safe place could
be under a sturdy table or desk or
against an interior wall away from
windows, bookcases or tall furniture
that could fall on you. The shorter the

Once the Director adds the OneNote tab to the channel, team members will be able to view and add notes. As it

becomes a breeze to share ideas, channel conversations in the context of OneNote tab enables collaboration.
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Microsoft Teams

Activity Your teams

a ﬂ Human Resource

General
H-H Employee Engagement
Employee Referrals
E Employment Trends
Meenng= Planning

Review

Training

Safety and Security
General

Announcements
Emergency Preparedness
Training

Volunteers

H
Get app

Jain or create a team

Search or type a command

Safety and Security > Training -

Conversations  Files Wiki Emergency Simulation Plan

% Joni Sherman
%  Leta Clements Sure thing, just reviewed it. Only feedback comment: We should get more community members involved in the
simulation. Once that change is made- this plan is ready to go!

9 Leta Clements 12:47 P
Joni Sherman Great! I've incorporated your feedback, thanks. Now that this is ready to go, I'm going to create a meeting in

General channel so we can all discuss the plan and next steps.

@ Miriam Graham
= See you all on Saturday!

&« Reply

Leta Clements 1:34 FM

IMPORTANT!

Earthquake Simulation Timeline + Roles

Hello Training I've put together an overview timeline as well as assigned roles to everyone that had signed up for the simulation in the
Emergency Preparedness channel! Flease take a look at the matenals and feel free to ask me any guestions in regards to the set up for this
event. This material can also be accessed in the files tab of this channel!

EarthquakeSimulation_Roles.pdf EarthquakeSimulation_Timeline.pdf

Collapse all

9 Leta Clements 1:34 P 1
rvin Sayers | will need you and Miriam Graham as resources for arranging the volunteers and more - | will message you both about
the details!

@ Miriam Graham

&l Irvin Sayers
l i I'm glad to chip in! Will touch base with Miriam Graham and start coordinating volunteers meanwhile.

&« Reply

Start a new conversation. Type @ to mention someone.

b ¢ © @ B G

The Director uses channel communication to keep her team apprised of the progress of the simulation. Channel
conversations are a great way to keep your core team engaged for planning and disseminating information.

iOr v HD A4 B72%

Emergency Preparedness @
Safety and Security =€

CHAT FILES MORE

@ = ;
© 12:56 PM

IMPORTANT!

Earthquake Simulation Date + Time

Emergency Preparedness, we have finished
finalizing all the details that were needed
for this simulation to take place. Thank
you everyone for the hard work to getting it
prepped for the big day! As a final reminder,
the simulation will take place on:

Saturday, june 21nd at 9am

Please let me know if you have any

questions before then- see you all then.

w.
LET’S DO THIS.

Microsoft
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Microsoft Teams © Search or type a command

Your teams Safety and Security > Volunteers -

Human Resource Conversations  Files Wiki  Fill | Volunteer List
Chat

General
d{ Irvin Sayers
H-H Employee Engagement l : IMPORTANT!
g Employee Referrals Volunteers Needed!
volunteers, Miriam Graham + fellow community managers, we need as many volunteers as we can get for the : O v HD A /| i 72%
upcoming simulation. I'd appreciate if you can gather who you can and to please record their information in the

Planning Fill | Volunteer List tab of this channel. Conversation
5 .. Safety and Security / Volunteers
' Training

Files

3 Employment Trend

Meetings

Collapse al Irvin Sayers
‘o7 110PM

Safety and Security Joni Sherman
: IMPORTANT!

Irvin Sayers | was able to gather 40 kids and adults to participate in the earthquake simulation. I've
recorded the parent information, along with their children that are involved in the Fill | Volunteer List tab. Volunteers Needed!
Announcements I've also gotten commitment from emergency transport vendors to have three ambulances for the

General

simulation too! volunteers, Miriam Graham + fellow commu-
- nity managers, we need as many volunteers
Training Leta Clements 6/21 1:12 PM  Edited as we can get for the upcoming simulation.

Violunteers Great job, Joni Sherman! All the help we can get is fantastic. I'd appreciate if you can gather who you can
and to please record their information in the
Jordan Miller, hope you're able to provide yummy snacks for the volunteers!C Fill | Volunteer List tab of this channel.

Jordan Miller @

Leta Clements, |'ve gone ahead and ordered the food and beverages to be delivered behind the hospital
for the people volunteering for this drill. I've got it set so that it arrives at 8:30 am on Saturday, june 22nd
(as it was reflected on the timeline that the simulation will start on that day at 9 am). Is that enough % Joni Sherman 1:15 PM

time? Irvin Sayers | was able to gather 40
@ kids and adults to participate in the

earthquake simulation. I've recorded

the parent information, along with their
children that are involved in the Fill | Vol-

Emergency Preparedness

Leta Clements G/21 1:21 PM

Jordan Miller, yes! Thank you for taking care of the arrangements for that. It sounds like we have
everything ready to go- | will send out a final reminder for everyone in the Emergency Preparedness
channel for the time and date of the simulation.

Start a new conversation. Type @ to mention somecne. Reply

Join or create a team £23 A, 2 © 5 ¢ e R~ @ o @ /E\/ coe \QJ

Use a Forms tab in the channel to record information and keep the information easily accessible for other team members.

Volunteer sign-up is made so much more convenient and in-the-moment pinning a form right inside Teams.
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Microsoft Teams

General

Employee Engagement
Employee Referrals
Employment Trends
Planning

Review

Training

Safety and Security
General

Announcements
Emergency Preparedness
Training

Volunteers

+ .
28 Join or create a team

Conversations  Files Wiki  Fill | Volunteer List ~

Forms

Questions

Fill Volunteer List

3

Responses

1. What is the Volunteer's age?

More Details

2. What is the name of the Volunteer?

More Details

= Search or type a command

Safety and Security > Volunteers -

00:57

Average time to complete

Responses

Latest Responses
"Rebecca Larsan”
"lessie Burke”

"Tanisha Francis"

Latest Responses
"5340
“30"
“3g0

Active
Status

Open in Excel

Here's more of what you can do with Forms: work with team members to create and edit a form, add an existing form to
collect fresh responses, or share the responses you have collected from a form.

i0r P HD AL B72%

Fill | Volunteer List
Safety and Security / Volunteers

D &) 1B v

Microsoft

Questions Responses @

Fill Volunteer List

3

Responses

Active

Status

1. What is the Volunteer's age?

More Details

3

Responses

Latest Responses
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Microsoft Teams

Search or type a command

Contac ¢\ Company Communicator

Files My Messages About

Company Communicat...
Sent a card

By using Company Communicator, you agree to the Terms of

o Company Communicator

A Annette Mercer

-
“.4
{
)

,2‘:3 Arthur Appel (Guest)
# A Dylan Swearingen

Enrique Bernhardt

€2 Create Message
FI*8 Forms

) view Al & Admin Panel

O View Drafts & Scheduled

‘i | isaiah Langer

gl Jordan Miller

MOD Administrator .
your questions here

or‘.r"iriamGraham f O o) [

Get messages out to an employee or a set of employees in one or more team channels or individually.

2" Microsoft

IO © o B8 .4 28% O 17:39

é Company Communicator

~ J Company Communicator

Corporate Communication on Microsoft Teams

Reach people right where they collaborate.

Get the message out to employees using Microsoft
Teams. Send message to a set of employees, stores,
roles or locations in one or more channels or individually.
Using this app, you can

* Collaborate and communicate with large employee groups * Target
message via 1:1 chats for select employees * Post in Channels to
encourage discussion and feedback * Deliver messages to desktop,
web clients or mobile clients of Microsoft Teams — wherever users are
* Track and report employee engagement on what you post * Track and
report employee’s “read receipt if requested

Take your pick to get started:

f ! Create Message ’ O View Drafts & Scheduled ’ \

Please select your action:

Configure Groups Set Moderators

Please go ahead and upload the excel file with Group
details in following format:

1. Group Name: String eg:
All Employees
2. Members : Comma separated user emails eg:

useri@org.com, user2@org.com

Type a new message

BB ¢ @ A
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o Create New

' Create Communication

q m \ Choose =» Craft = Set = Preview < Send

i © o B .4 28% O 17:42

Company Communicator
Create New

X

Choose Audience
' Create Communication
Choose group(s) of people 1 item(s) selected XSG  Choose > Craft > Set > Preview > Send

This message will be sent from the Company Communicator app handle. Fields marked

. with (*) are mandatory while composing

Choose channel(s) in Teams
All Employees

Choose Audience

Choose group(s) of people All Employees
Compose Message

Choose channel(s) in Teams D teRs Sareral

Title

. 3 Contoso Airlines Seat
Emergency Preparedness: Earthquake Evacuation Drill Safety Res; e ealanE
Contoso Airlines Seatac >
Customer Service
Contoso Airlines Seatac >
Employee Recognition
D Contoso Airlines Seatac > Flight
Operations

Sub-Title -
Please confirm you are safe

Image Contoso Airlines Seatac > News

and Announcements

Contoso Airlines Seatac > Social
Media Tracking

Contoso Airlines Seatac >
Reservation Agencies

Author alias™

Preview” : ; v : SR ¢t Compose Message

f *
MR Emergency Preparedness: Earthquake Evacuation Drill Safety

-Titl
St Please confirm you are safe

I *
mege eg: https:// URL to image of exact size 530px X 95px

Author alias* _
eg: author@yourorg.com

i ke
Freview eg: The 2018 Employee Giving Campaign is officially underway!

Our incredibly generous culture of employee giving is unique to

Reach your employees where they collaborate! The Company Communicator app arms your Microsoft Teams

environment with corporate communication and group broadcast capabilities.
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Contacts €\ Company Communicator

Files My Messages About
Company Communicat... 3:54 PM
Process completed. Successful: ...

Suggested
l EMERGENCY BROADCAST
’9 Adele Vance : g ——

EM ERGENCY PREPAREDNESS: é Company Communicator
EARTHQUAKE EVACUATION DRILL
€ 2 Aliison Pope SAFETY RESPONS

ﬁ
f Alex Wilber

I EMERGENCY BROADCAST

EMERGENCY PREPAREDNESS:
EARTHQUAKE EVACUATION DRILL
SAFETY RESPONSE

PLEASE CONFIRM YOU ARE SAFE

AN Arc

™

8 A Annette Mercer

o
@ A Arthur Appel (Guest) g 4«
‘i "\‘- Disco nnnP! cn“En!

o
Lynne Robbins
Director
This is a safety prompt to ensure that all employees have

f V.l -~ .
® A Dylan Swearingen
Y .
‘ Lynne Robbins safely complete the evacuation drill. Please respond to

27

this message without fail. Your manager will receive the
notification and confirm your safety.

e .
® A Enrique Bernhardt

Thisis a safet‘,' pTOm.Dt to ensure that all E‘:".WP]C‘}'E‘E‘S have S&fEI:,‘ Note: This announcement is sent successfully.

complete the evacuation drill. Please respond to this message
(; ™ Forms without fail. Your manager will receive the notification and confirm

your saiety.

More Details Acknowledge Contact Sender

We have send this announcement successfully. Please create
Note: This announcement is sent successfully new announcement to send again.

3 | isaiah Langer

More Details Acknowledge Contact Sender Please wait while we send this announcement
g"“ Jordan Miller to all recipients.
Process completed. Successful: 21. Failure:
0. Duplicate: 0
MOD Administrator _ A
Type your questions here
J J Type a new message

@r-s.mamGraham B GIF T / B N G @ Ay e

The creators can define user groups, compose a rich message, send or schedule messages, deliver to one or more

employees.
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Microsoft Teams 4 Search or type a command

n Company Communicator

Conversation Files My Messages About

Company Communicator
EMERGEMCY PREPAREDMESS: -
o

EARTHQUAKE EVACUATION = 21  All Employees ) W 04/24/2019 Sent CONVERSATION MY MESSAGES
DRILL SAFETY RESPOMSE

EMERGENCY

PREPAREDMESS: ”

EARTHOUAKE S o A !
EVACUATION Al @ NS
DRILL SAFETY EmployeesS 0 st
RESPOMNSE

Track read acknowledgement and view engagement analytics for each message sent seamlessly in a single app.

120



Planning & Strategy (Headquarters) - Coordinating Disaster Response Preparedness BE 1
mn Microsoft

u Company Communicator O T w4 26

View Analytics
Company Communicator
Acknowledgement

CONVERSATION MY MESSAGES

Miriam Graham

Lee Gu EMERGENCY

PREPAREDMESS: o~ i

EARTHOUAKE = v
EVACLATION Al @ &  o42en200

Nestor Wilke - \ e | aeethe EmployeesS 0 Se
RESPONSE

Allan Deyoung

Patti Fernandez

Track read acknowledgement and view engagement analytics for each message sent seamlessly in a single app.
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Microsoft Teams “ Search or type a command

Safety and Security > Emergency Preparedness -

3 Conversations  Files Wiki —+
[] < 1ephes notn Joraar anua 20
General !
Miriam Graham

See you all on Saturday!

Employee Engagement

Employee Referrals ‘
/ Reply
Employment Trends

Flanning Leta Clements 1:42 PM : 0 v HD A4 B72%
Review v IMPORTANT!
Great Team Work & Emergency Preparedness I_El
- . —¢

Trainin e : °
9 Emergency Preparedness Thank you everyone for the hard work today and participation in the earthquake simulation. We have completed Safety and Security
the simulation and everything has gone to plan- everyone handled the crisis perfectly! While it is never hoped to have something like this

Safety and Security happen, it is always great to know that we are prepared in an situation such as this. CHAT FILES MORE

General

4 & s %
Announcements - e
: Y o 1:42PM

Emergency Preparedness
IMPORTANT!

Training
Vokinteers Great Team Work
Emergency Preparedness Thank you
everyone for the hard work today and
participation in the earthquake simulation.
We have completed the simulation and
everything has gone to plan- everyone
handled the crisis perfectly! While it is never
hoped to have something like this happen, it
6’ o ! , is always great to know that we are prepared

Glad to hear it went well. Great job, everyone!! y : : :

’ ! in an situation such as this.

i] Irvin Sayers

See less
Start a new conversation. Type @ to mention someone.

" Join or create a team Ay @ © [ [F G4 e @ Joni Sherman 1:43 PM

Sum up results of collaborative efforts by letting team members know they've done well! The Director signs off on

the emergency preparedness exercise by sending out a channel communication about the outcome of the drill.
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2" Microsoft

Check out how different HR personas in your organization ranging from HR Manager to the
Talent Acquisition Team can boost daily productivity using Microsoft Teams.

HR Superpowers in Teams

Capabilities and Features used...

« Channel conversations that keeps everyone in loop

« 171 and group chats — conversations the way you want
* Real-time, contextual file sharing and co-authoring

« Channel Tabs for everyone to stay updated

* Real-time monitoring of external data/content

Apps that enable an immersive experience in Teams

HEEBEB -~

Word Excel PowerPoint ~ OneNote Asana monday.com
Forms Power Bl Lucidchart Trello Shifts MURAL
iz Y
Smartsheet Presentations Teamwork — Adobe Tasks by ~ Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
Human Resources

-~
-
IR ¢

HR Manager HR Business Partner Hiring & Training Manager

| believe the work environment "Employee engagement is not easy "Hiring and induction programs for
should be a safe and conducive when they're spread across multiple new-emp[oyees are core functions of
space to do one’s best." locations. Teams helps me reach out my job. We want to attract the best
and stay connected with employees." talent at Contoso.
« Develop and implement HR . . .
initiatives aligned with overall * Maintain human resource records Creatg induction programs for
business strategy for employees new .h|res and conduct employee
L . training programs
* Bridge management and » Engage in hiring and recruitment .
. activities « (Counsel managers on candidate
employee relations by celection
addressing demands, grievances « Undertake employee engagement o ,
or other issues Activities « Maintain job requirements and

job descriptions for all positions

124



2" Microsoft

Meet the Business Decision Makers
Human Resources

Director

"‘Diversity means including people
with different perspectives, different
experiences, different opinions and

perhaps different working styles.”

Set and achieve organization’s goals
and objectives

Account for the company's activities
to relevant parties, e.g. shareholders

Oversee senior management efforts

and coordinate with department
heads

w
Analyst
‘'l am convinced that nothing we do
(S more important than hiring and
developing people. At the end of the

day you bet on people, not on
Strategies.”

» Guide organizational efforts on
diversity and inclusion

 Direct training initiatives on cultural
competency, gender differences,
disability and sexual harassment

» Assess equal opportunity issues and
progress through periodic reports

UX Designer

"When UX doesn't consider all users,
shouldn't it be known as 'Same User
Experience' or SUX."

« (Conduct concept and
usability testing and gather
feedback

 Define the right interaction

model for applications and evaluate
Its success

» Develop wireframes and

prototypes around customer needs
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ngthening the Workplace Community

anager

Scenario Walkthrough

When employee morale is at risk due to baseless rumors of the Contoso closing its business, the HR Manager relies on Microsoft
Teams to effortlessly connect and communicate with employees to ease their concerns and foster a strong workplace community.

« Engages team member to gather organizational negative perceptions in a OneNote channel tab.

« Sets up a channel meeting to show team members the articles and news online that have fueled the rumors.

« Uses Freehand by InVision app to brainstorm a solution with her team to lower employee attrition and to improve moral.
» Schedules a live townhall to make positive announcements about the organization and to assuage doubts.

* Encourages employees to send their questions and concerns to her through a new feedback channel using Formes.

How did Teams help the HR Manager execute her roles and responsibilities? Which app integrations on

Teams made it possible?
* Enable multi-channel communication through 1.1 chat, channel conversations and
video/audio conferences with team members.

» Hold protected calls and conferences and share screens with enterprise security.

« Collaborate, ideate and draft solutions with team members in real-time by using an array

of applications hosted in the Teams store, e.g. Freehand by InVision. OneNote  Freehand Forms
* Engage your organization with live events and Q&A sessions in Teams. by InVision

* Engage employees and gather immediate response for surveys and feedback with Forms.
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Microsoft Teams

-
Activity Your teams

: Business Development

ﬂ RFP Response - Client X Intra...

n IT Administration

Meeting= ﬂ Employee Portal Mobile ...

i

Employee Engagement
Employee Referrals
Planning

Review

Training

+ -
Join or create a team

Search or type a command

Human Resource > Employee Engagement -

Conversations  Files  Wiki

Megative Perception & ... (ED Meeting Notes (2D 2more (@ -~ +

Joni Sherman 1:171 PM 1 o
IMPORTANT!

Recent Spate of Negative Perception

Hi Team,

We've recently noticed a lot of rumors and news coming out about the Contoso closing its business. As a team, | would like to discuss
how we should address this. We are already seeing employees losing focus at the work because of these baseless whispers, I've setup 3
OneMote tab on this thread for more information on this issue. Enrico Cattaneo it would be great if you can update this OneNote with a
sentiment analysis after an informal discussion with senior employees.

Enrico Cattaneo Edited
Sure Joni Sherman. I'll update the thread once done.

Joni Sherman updated the Negative Perception & Sentiment Analysis here, after talking to a few employees.

Joni Sherman 1:271 PM 1
Thanks for the quick turnaround time on this. I'm working on an idea to reach out to our employees for an honest discussion. |
will share it here with everyone once it takes shape.

«* Reply

Joni Sherman 1:28 PM  Edited
IMPORTANT!
Setting up a channel meeting to discuss the rumors and low morale amidst employees.

Action items against false rumors
Wednesday, June 19, 2019 @ 1:30 PM

Joni Sherman 1:29 PM

Hi All,

Think it's time we jump in and take action. It's disheartening to watch some of our oldest employees falling prey to these
rumars. Let's begin with a call to understand the situation. | also have an idea to host a series of town halls, which I'd like to
discuss with all of you.

Start a2 new conversation. Type @ to menticn someone.

e ¢ © @ B o

Get started with conversations to gain your team'’s perspective on trends you see within the organization. Microsoft
Teams provides both a communication platform as well as a community to engage and talk to employees.

2" Microsoft

iOr v HD A4 B81%

Employee Engagement =
- ploy gag 9(_

Human Resource

CHAT FILES MORE

%’ You
o 111PM

IMPORTANT!

Recent Spate of Negative Perception

Hi Team,

We've recently noticed a lot of rumors and
news coming out about the Contoso closing
its business. As a team, | would like to
discuss how we should address this. We are
already seeing employees losing focus at the
work because of these baseless whispers.
I've setup a OneNote tab on this thread

for more information on this issue. Enrico
Cattaneo it would be great if you can update
this OneNote with a sentiment analysis
after an informal discussion with senior
employees.

See less
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mn Microsoft

Microsoft Teams 4 Search or type a command

Your teams Human Resource > Employee Engagement -

n Business Development Conversations  Files Wiki  Negative Perception & Sentim... ~  Meeting Notes (D 2more (2 ~

ﬂ RFP Response - Client X Intra...

ma OneNote Online - Saved

n IT Administration ] ] ]
File Home Insert Draw View Help Open in OneMote

ﬂ Employee Portal Mobile ...  ++ | v [F]v Ccalibrilight ~20 v B I U £v Av ¥

i Discussion Notes
Discussion Notes

Employee Engagement Thursday, May 09, 2019 100 |

Employee Referrals

Planning

Review

Training

+ -
28 Join or create a team

A team member uses OneNote to host and share the negative perceptions from different parts of the organization.

The findings are easily presented to the HR Manager for her review and next steps are discussed.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Your teams Human Resource > Employee Engagement -

n Business Development Conversations Files Wiki  Negative Perception & Sentim...  Meeting Notes (29 2more @ ~ +

Collapse all

ﬂ RFP Response - Client X Intra...

n IT Administration
Joni Sherman updated the Megative Perception & Sentiment Analysis here, after talking to a few employees.
ﬂ Employee Portal Mobile ...  +++ 1 . iOr 4P HD A £ B 80%

@ Joni Sherman 1:271 PM

m H R 2® Thanks for the guick turnaround time on this. I'm working on an idea to reach out to our employees for an honest discussion. | Conversation
uman Resource . : i i

will share it here with everyone once it takes shape.

f Enrico Cattaneo Edited
ﬁ y  Sure Joni Sherman. I'll update the thread once done.

Human Resource / Employee Engageme...

Ga
General & Reply

Employee Engagement You
Employee Referrals Joni Sherman 1:28 PM Edited e 1:28PM

Planning IMPORTANT: IMPORTANT!

Setting up a channel meeting to discuss the rumors and low morale amidst employees.

Review Scheduled a meeting
Action items against false rumors

Training Wednesday, June 19, 2019 @ 1:30 PM

u Action items against false rumors
Today @ 1:30 PM

Collapse all

Joni Sherman 1:29 PM
Hi All,

Think it's time we jump in and take action. It's disheartening to watch some of our oldest employees falling prey to these
rumors. Let’s begin with a call to understand the situation. | also have an idea to host a series of town halls, which I'd like to

discuss with all of you. @ You 1:29PM
=2
,.0

Action items against false rumors ended: 2m 54s & j‘j £ Hi All

Joni Sherman  1:43 B 1 B Think it's time we jump in and take ac-
Good work on the call, team! Sharing the timelines we identified for the Town Hall Visual Timeline. I'll be scheduling the town tion. It's disheartening to watch some
hall invite in the Planning channel shortly. of our oldest employees fa|||ng prey to
these rumors. Let's begin with a call to
understand the situation. | also have
an idea to host a series of town halls,
¢ Reply which I'd like to discuss with all of you.

Enrico Cattaneo
The town hall is an excellent idea, can’t wait to see the response for it!

Start a new conversation. Type @ to mention someone.

" Join or create a team e @ © [ [F o

Enjoy protected meetings and screen share using Microsoft Teams. Communicate in open-channel conversations to

capture meeting notes, plan action items and strategize with team members to address the issue.
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mn Microsoft

Microsoft Teams A Search or type a command

Your teams Human Resource > Employee Engagement -

u Business Development Conversations  Files Wiki  Town Hall Visual Timeline ~ Smore (ED +

ﬂ RFP Response - Client X Intra...

n IT Administration

Meeting= ﬂ Employee Portal Mobile ...  +++ | : WO W HD A4 B87%

il

Files urce @ >s://projects.invisionapp.com @ :

-
in Town Hall Visual Timeline

Employee Engagement TOW n H a | | \/i S u a | Ti m e | i n e Town Hall Visual Timeline ,,, > e

Employee Referrals
Planning
Review

Training

Town Hall Visual Timeline

New Business Prospects

New Business Prospects

+ -
28 Join or create a team

Collaborate, ideate and draft solutions on an infinite white boarding space with the Freehand by InVision app in

Teams. The HR Manager uses the app to visualize a town hall schedule with her team.
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New live event

: ‘ You are setting up a live event
To invite attendees, copy the link once you schedule the live event, and publish it or send it in a

calendar invite. Learn more 13:20

& Town Hall Meeting
2 participants

Title * Invite people to your event group
CHAT DETAILS

Town Hall Meeting Invite presenters

@ Allow external presenters (1) M Town Hall Meeting

Location

Organizer Wed May 26, 2021
13:30—14:00

Joni Sherman
Start Producer Microsoft Teams Meeting

Q, Get teams link

Event group ]
|
Time Zone i}/ Irvin Sayers
&'  Producer

(UTC+05:30) India Standard Time Don't forward this invitation. Go to Microsoft Teams to invite
additional people. Hi there! We are going through a time of
immense progression as an organization and would | See more

May 26, 2021

Detailz

B 7 U S ¥V & A Paragraph v AB Event group (2)

Hi there! B Joni Sherman
We are going through a time of immense progression as an organization and 3 Producer | Organiser

would love to discuss our plans for the future with you all. So join us for this

Irvin Sayers
Producer | Accepted

Meeting options

Forward

Microsoft Teams live events are an extension of Teams meetings that enable you to schedule and produce events that

stream to large online audiences. The HR Manager uses the live events feature to schedule an event.
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New live event

People and groups

Only the specified people and groups can watch the live event.

Org-wide X Meeting options
Everyone in your org can watch the live event. (Sign-in required)

Town Hall Meeting

26 May 2021, 13:30 - 14:00

o .
- Joni Sherman

Some of these options have not been enabled by your IT admin . .
m 25 T (= r ¥ your mir Meetlng Optlons
How will you produce your live event?

@® Teams

You plan to use Teams to share content frem presenters’ webcams and screens.
@ Recording available to attendees (1)

@ Attendee engagement report
@ Qsa

Microsoft Teams is a great way to schedule meetings and live events, especially if the participants don't all work in the
same geographic area. It seamlessly integrates scheduling, invitations, updates and access to virtual meetings.
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Town Hall Meeting

13:20

Invite attendees ! .
¢ & Town Hall Meeting
To invite attendees, copy the link and share it or send it in a calendar invite. 2 participants

= Get attendee link () Learn more CHAT DETAILS

Copy this link to send to

attendees. Learn more
26 May 2021 Organizer
13:30 - 14:00 (30 minutes) _ Wed May 26, 2021

Joni Sherman i
Microsoft Teams Meeting & ) 13:30—14:00

Town Hall Meeting

Producer, Organize
Microsoft Teams Meeting

m Chat Ewvent group Q) Get teams link
g o
X L

Producer
2 Cancel meeting Don't forward this invitation. Go to Microsoft Teams to invite
additional people. Hi there! We are going through a time of

immense progression as an organization and would | See more

Live event resources Refresh
Event group (2)

Joni Sherman
Producer | Organiser

Irvin Sayers
Producer | Accepted

Meeting options

Teams link copied to clipboard!

With Teams live events, you can broadcast video and meeting content to large online audiences. The host copies the link

and sends it to attendees.
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2" Microsoft

Town Hall Meeting

PRE-LIVE 02:20 2 attendees

Irvin Sayers's desktop Live event

@ntoso @ntoso “ 48
\ Town Hall Meeting @) @

TOWN HALL ,.: TOWN HALL

(@:ontoso

Mute all

)

Irvin Sayers ) Joni Sherman LIVE / 0:28

Event organizers can choose to share their screen, present documents, share videos, images and more for an engaging
live event.
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Town Hall Meeting

LIVE 04:45 1 attendee

Irvin Sayers's desktop Live event

1 » [

Irvin Sayers u Joni Sherman

& @

Live event Q&A

Irvin Sayers's desktop is live

Mew (2) Published (0)

Dismiss D '

T O \'-ﬁ'u"’ F\J H A L L Thanks ::: t;:;sdpar:iﬁcaﬁon on the m

When would the new policy be mlle‘

Private reply

Dismiss I:l.

Pradeep Gupta 1:13 PM

This was a wonderful session. Could
please send the presentation that w
shown during the call over email?

Private reply

Mute all

MNeed help? —
an announcement

Producers of the live event can make Q&A sessions more productive by only publishing questions that are relevant to the
event. Published audience questions can be viewed by all participants.

2" Microsoft

M 48

Town Hall Meeting 0)) @

< 4 |
y “ TN ((:omoso

TOWN HALL

LIVE / 0:28
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2" Microsoft

Town Hall Meeting

08:18 1 attendee -5 _ ﬂl '-!J

Irvin Sayers's desktop Live event Irvin Sayers's desktop is live Live event Q&A

New(0) Published (2) Dismissed 7
&
Ll

N @ntgso p - Open Most n I )

Anonymous 1:14 PM

Thanks for the darification on the
When would the new policy be roll

TOWN HALL TOWN HALL | T

Irvin Sayers (Moderator) 1:16 PM

v a stions
VIy questions Most recent

The new policy will come into effect )
week. We will send everyone the de Anonymous O

over emails tomorrow. J Thanks for the clarification on the rumors. When would the new

policy be rolled out?
Reply

Moderator

The new policy will come into effect next week. We will send
everyone the details over emails tomorrow.

Pradeep Gupta 1:14 PM
|!| |:|:| This was a wonderful session. Coul

please send the presentation that Pradeep Gupta

shown during the call over email? Y :
g This was a wonderful session. Could you please send the

presentation that was shown during the call over email?
Irvin Sayers (Moderator) 1:16 PM
Moderator

Sure, will send that to you. )
Sure, will send that to you.

Reply

Presenters Content
Mute all

4 “"f \  Goso
- . ... TOWN HALI

_ _ : Make an announcement Ask a questior
Irvin Sayers e Joni Sherman Irvin Sayers 4 el

Event producers can respond to audience questions, make announcements and engage their meeting attendees without
disturbing the presenter.
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Town Hall Meeting

09:16 1 attendee

Irvin Sayers's desktop Live event Irvin Sayers's desktop is live

@ntoso

TOWN HALL TOWN HALL

-

Presenters Content

— U
‘.'& i » €
'S 2 /] g %j‘ ! TR HALL

Irvin Sayers Lo Joni Sherman Irvin Sayers

Mute all

Need help?

Live event Q&A

New (0) Published (3) Dismissed /7
&
Ll

\
-Open Most r ”

Irvin Sayers (Moderator) 1:16 PM

The new policy will come into eff
week. We will send everyone the d
over emails tomorrow.

Foa { My questions
Featured My questions Most recent

Reply

Anonymous \/_7

. Thanks for the clarification on the rumors. When would the new
Pradeep Gupta 1:14 PM policy be rolled out?
This was a wonderful session. Coul
please send the presentation that
shown during the call over email?

Moderator

The new policy will come into effect next week. We will send
everyone the details over emails tomorrow.

Irvin Sayers (Moderator) 1:16 PM

_ Pradeep Gupta
Sure, will send that to you. pup

This was a wonderful session. Could you please send the

presentation that was shown during the call over email?
Reply

Moderator

[—— (You) 1:17 PM Sure, will send that to you.
Thank you everyone for attending. | ﬂ
great to share out progress and visi Moderator 6]
the next few_years with all Df_y(]u. A Thank you everyone for attending. It was great to share out progress
thanks to Irvin Sayers for taking all and vision for the next few years with all of you. A special thanks to

questiuns at the end of the session Irvin Sayers for taking all questions at the end of the session and

P 2 responding with transparent answers. We also talked about the
T AL (T R e Employee Feedback form whcih can be accessed in the Employee

also 1alkefj about the Emplo;fee Engagement channel. Don't forget to shaj
form whah can be accessed in the

Employee Engagement channel. Do
forget to share your feedback. ) Gotoso

d }'T
Reply .ﬂ‘ l” TOWN HALI

Voke 2n announcement

Live events in Teams empower multiple roles (organizer, producer, presenter, and attendee) to successfully broadcast a

message in an event. The HR Manager requests the attendees to provide feedback.

Microsoft
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mn Microsoft

Microsoft Teams & Search or type a command

Your teams Human Resource > Employee Engagement -

n Business Development Conversations  Files Wiki  Edit | Employee Feedback ~ 3 more (2 ~ T+

ﬂ RFP Response - Client X Intra... e+« Forms

n IT Administration
Questions Responses

ﬂ Employee Portal Mobile ... «++ 1 . iOr 4 HD £ £ B 86%

Human Resource Edit | Employee Feedback E

Human Resource / Employee Engagement

General

Employee Engagement Edlt Emp|oyee F@@d baCk o £ e

Employee Referrals

Planning Questions Responses

Training 1. How would you rate the leaderships handling the rumors and recent news about the issue?

Edit Employee
2. Do you have any open suggestions on how we can make work and life balance better? Feed baCk

Enter your answer

. How would you rate the
leaderships handling the
rumors and recent news about
the issue?

3. What questions or concerns do you have for Leadership?

Enter your answer

got E . : . . . -
¢ Join or create a team 4. Are there any other areas of concern that you would like discuss with us?

Integrated Forms application within Microsoft Teams helps the HR team systematically gather employee feedback and

suggestions after the town hall. The tab can also be used to analyze and report responses — all inside Teams.
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mployee Engagement
R Business Partner

Scenario Walkthrough

Contoso constantly looks for ways to keep their employee engagement healthy, given the often-stressful conditions their
employees navigate. An HR associate identifies that the best way to do this is to have a highly communicative forum for
employees to voice their thoughts. She wishes to measure if this kind of engagement ultimately leads to happier employees.

« Sets up an Employee Engagement channel to get ideas and suggestions from employees to make loyalty stores more fun

« Channel communication helps Contoso executives respond to employee suggestions directly and offer inputs on
strengthening these suggestions, making them actionable

» |deas that gain a lot of traction and discussion are documented in the pinned OneNote tab in the channel.
« Creates a poll using Polly for suggestions that appear consistently.
« Takes steps to immediately initiate a holiday cheer suggestion from employees using Freehand by InVision tab.

How did Teams help the HR Business Partner execute his roles Which app integrations on
and responsibilities? Teams made it possible?

7 Jin

. G OneNote  Freehand Polly
» Gather employee feedback quickly and easily with Polly. by InVision

* Enable organization-wide channel communication to get the best ideas
forward.

« OneNote as a community notebook for the team with shared access.

« Collaboratively expand upon ideas with Freehand by InVision.
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Microsoft Teams

Your teams

Human Resource

EA Search or type a command

Human Resource > Employee Engagement -

Conversations  Files Wiki  Negative Perception & ... (2D

Meeting Notes (2D

5 more (2

o

+

General
Employee Engagement
Employee Referrals

3 hidden channels

Meetings

' Finance
[

General

Budget and Approvals

D Morthwind Website Update
E Morthwest Experience Desig...

@ Contoso Company West Regi...

I Human Resources

wot

ga  Join or create a team

&

i

Irvin Sayers 2:10 PM  Edited

IMPORTANT!

Employee Feedback and Suggestions

The Edit | Employee Feedback above will allow everyone to safely and securely share their suggestions or concerns in a manner that
allows management to be able to view/respond. | urge everyone to take this with the utmost sericusness as executives will also be able
to view these suggestions as well as comment on any they find particularly interesting.

Diego Siciliani and | will be collecting suggestions that show up frequently and those we think have a lot of promise. We'll be starting
the polls shortly in a new post to this channel. We hope that this will facilitate an open discussion around these suggestions and how we
can take action on them. Looking forward hearing more about your ideas!

Enrico Cattaneo
What a great idea Irvin Sayers!

Christie Cline

This is awesome, |'ve just added my suggestions! I'm really looking forward to this Irvin Sayers!

Irvin Sayers 2:16 PM
Thanks, you twol Ideas that gain a lot of traction will be listed out in the OneMote tab Ideas Crowd Sourced here,

& Reply

290 DB

Irvin Sayers 2:19 PM
Polly "How many of you resonate with: Clearer communication from management?” "Upvote” "Downvote”

&« Reply

Paolly

Irvin Sayers created a poll!

Start a new conversation. Type @ to mention scmeone.,

b ¢ O @ B S

Channels can be created to serve any purpose. They can be created to increase communication and productivity among team
members and in this case, the HR Business Partner aims to increase employee engagement through channel conversations.

2" Microsoft

iOv O HD & .4 B 85%

Employee Engagement =
é ploy gag E(_

Human Resource

CHAT

@] vou

i-@' 2:10 PM

IMPORTANT!

Employee Feedback and Suggestions

The Edit | Employee Feedback above will
allow everyone to safely and securely share
their suggestions or concerns in a manner
that allows management to be able to view/
respond. | urge everyone to take this with the
utmost seriousness as executives will also
be able to view these suggestions as well

as comment on any they find particularly
interesting.

Diego Siciliani and | will be collecting
suggestions that show up frequently
and those we think have a lot of prom-
ise. We'll be starting the polls shortly

in a new post to this channel. We

that this will facilitate an open di

sion around these suggestions an w
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Microsoft

Microsoft Teams 4 Search or type a command

Your teams Human Resource > Employee Engagement -

Human Resource Conversations Files Wiki Ideas Crowd Sourced ~ 6&more (I ~

General

Employee Engagement mai OneNote Online - Saved

Employee Referrals

oL ) File Home Insert Draw View Help Cpen in OneNote
3 hidden channels

B —
F rinance
>
General Ideas Crowd Sourced from Employee
Wednesday, lune 15, 2019 2:14 PM

L3 Northwind Websive Update - ldeas Crowd Sourced from

Holiday Decorations
Employee

« Balloons Wednesday, June 19, 2019 2:14 PM
+ Welcoming holiday banner

Calibri Light w20 v B T U PR ﬁv

é

Budget and Approvals

E MNorthwest Experience Desig...

@ Contoso Company West Regi...

D Human Resources + Inflatable holldayomaments HOIlday DECOI’atIOHS

+ Small decorations

Balloons

Welcoming holiday banner
Inflatable holiday ornaments
Small decorations

+ -
g3 Join or create a team

Ideas that gain a lot of traction and discussion are documented in the pinned OneNote tab in the channel for the HR

Business Partner’s quick reference. Employees can also reference the list of the ideas shared so far to avoid duplication.
144



Human Resource - Employee Engagement

Microsoft Teams

Your teams

Human Resource
General
Employee Engagement
Employee Referrals

3 hidden channels

Finance
General

Budget and Approvals

Northwind Website Update

MNorthwest Experience Desig...

Contoso Company West Regi...

Human Resources

oo

+ -
20 Join or create a team

= Search or type a command

Human Resource > Employee Engagement -

Conversations Files Wiki  Megative Perception & ... (2D Meating Notes (ED

W Polly

Irvin Sayers created a poll!

How many of you resonate with: Clearer
communication from management?

O Upvote

O Downvote

Submit Vote Add Comment

? Polly Updated

Upvote 75% (3)

25% (1)

Total Votes 4

Christie Cline Great question! This is really important to me!

View in Tab

Start 2 new conversation. Type @ to mention someone.

b @ OB B

0 v HD A4 B 85%

Conversation

Human Resource / Employee Engageme... ¢

@ Polly
© 2:19 PM
Irvin Sayers created a poll!

Votes are visible to everyone.

How many of you resonate with: Clearer
communication from management?

O Upvote

O Downvote

‘ Submit Vote ‘ Add Comment

Polly 2:19 PM Va

(]
Upvote 75% (3)

Reply

B W ¢ @ A

Microsoft

A Microsoft Teams polling solution allows upvote/downvote on ideas put forward by employees. Intuitive polls designed to

help you do your best work are powered by Polly — one such app available on the public app store right inside Teams.
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Microsoft Teams 4 Search or type a command

Human Resource > Employee Engagement -

Human Resource Conversations Files Wiki Holiday Collaboration v more (@ -~ -+

General

Employee Engagement .
B Sl mn Holiday Collaboration

Employee Referrals

3 hidden channels

Finance

Budget and Approvals
D Northwind Website Update
E Northwest Experience Desig...

@ Contoso Company West Regi...

-s,;l Human Resources

+ 4
28 Join or create a team

Collaborate, ideate and draft solutions on an infinite white boarding space with Freehand by InVision in Teams. Employees
design think via rich, visual, collaborative brainstorming now possible without the need of physical whiteboards or papers.

2" Microsoft

i Y HD A &£ B 85%

@ >s://projects.invisionapp.com @ :

- > @

Holiday Collaboration
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New Employee Training
Hiring and Training Manager

Scenario Walkthrough

Training new employees can be a time-consuming task when there are so many aspects to the work that employees typically only
learn when they are on the job. The HR Training Manager envisions and works toward keeping all the new employee training
material available in the Teams platform for easy access and reference while on the job.

« Sends a welcome to the new hires who are notified by chat via Hibob.

Introduces two new recruits to the training material located in an exclusive channel for new employees.
Encourages them to download the Teams app on their phone to access training material from anywhere.

Takes them through the essentials shared in the channel and suggests a conversation tab where employees can ask questions
and start discussions.

Helps them complete an eight-hour training program over Teams to get them ramped up.

How did Teams help the Hiring and Training Manager execute his roles Which app integrations on
and responsibilities? Teams made it possible?

Stay up-to-date on company events, manage attendance and get to know co-
workers with Hibob.

Keep documentation accessible for team members in a secure Files tab.

M E B

, , _ , Word Excel Hibob Dynamic
Host a wealth of information using Office 365 tools such as Word and Excel. Signal

View content that's broadcasted company-wide with Dynamic Signal.
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13

Activity

a |
Chat

Teams

Calendar

Microsoft Teams & Search or type a command

Recent Contacts @ Hibob chat About

& By using Hibob, you agree to the Terms of use and Privacy statement.

Hibob

Sent a card Yesterday

lcebreaker

Sent a card @ Hibab

Invitation to bob

You've been invited to join bob by Diego Sicillani

Welcome to our wonderful company!
We lowve what we do and always aspire to be the best at it. Your
contribution to the company is highly valuable.

We can accomplish anything with our team of great people such as
yourselfl

Start onboarding!

Type your questions here

Ar @ [ [

Use Hibob and personalize onboarding to fuel a sense of belonging from day one. The new employee
gets an invitation for onboarding through Hibob.

Yesterday 17:49

Invitation to bob

You've been invited to join bob by Diego
Sicillani

Welcome to our wonderful company!

We love what we do and always aspire to be
the best at it. Your contribution to the company
is highly valuable.

We can accomplish anything with our team of
great people such as yourself!

Start onboarding!

Microsoft
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2" Microsoft

Microsoft Teams A Search or type a command

Your teams Human Resource > Training -

Human Resource Conversations  Files Wiki Meeting Notes (2D -+
General

1 Diego Siciliani 4:19 FM

Employee Engagement 16 & IMPORTANT!

. New Employee Training Material

Welcome onboard, Enrico Cattanec and Emily Braun.As you acclimatize to your new environment, | am sure you will have a bundle of

Employee Referrals

Trainin - ) . L o
g questions about your new workplace. To make sure, you have everything you need during this time, we have a few resources in this
2 hidden channels channel that can help you. Please go through them at your convenience — you can even download the Teams app on your phone and

access this material anywhere you are comfortable.

Finance 6 Conversation
ﬁ% Training Doc.docx m Training Schedule.xlsx

iOr s HD A4 B 84%

Human Resource / Training
General

Budget and Approvals G . T
llapse (@1 Diego Siciliani
“. g 419PM

Morthwind Website Update : Emily Braun

Thank you Diego Siciliani. Can you help me with downloading Teams en my phone? IMPORTANT!

General
Business Analyst Team Diego S'c.llla?l 4:21. PM Edited . _ New Employee Training Material
Sure Emily Braun, just follow the below mentioned link and follow the steps.

Development Team

Welcome onboard, Enrico Cattaneo and
Emily Braun.As you acclimatize to your new
environment, | am sure you will have a bundle
of questions about your new workplace. To
General make sure, you have everything you need
Analyst-Sr. Analyst e during this time, we have a few resources
! Microsoft Teams has a mobile app that is available for 105, Android, and Windows Phone, . .
in this channel that can help you. Please go

through them at your convenience — you can
even download the Teams app on your phone
. and access this material anywhere you are
: Emily Braun
s Will do! comfortable.

T

UX and Design Team https://support.office.com/en-us/article/download-the-maobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23

Northwest Experience Design T... Let me know if you run into any issues.

Consultant-Sr. Consultant

Manager-Grp. Manager support.office.com

& Reply
m Training Schedule.xIsx
Diego Siciliani 4:27 PM  Edited

| am Crhadolina 2 ovme nm call latar facd o taoweall van monee thiranah tha frainina Aneomantc

Start a new conversation. Type @ to mention someone. Reply

" Join or create a team Ay @ @ [ B G ©

M W ¢ @ A

Dedicated teams and channels enable instant group collaboration. The Hiring and Training Manager uses a dedicated

training channel to induct new employees and furnish them with training documents and schedules.
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mn Microsoft

Microsoft Teams
Training Docs Walkthrough cChat Details  Scheduling Assistant

> Cancel meeting =2 Copy link Meeting options Tracking

a Training Docs Walkthrough .& Diego Siciliani

Crganizer

Enrico Cattaneo z Emily Braun .

Tentative Tentative - OFZTIOI“S| f Enrico Cattaneo

Unknown

5/19/2021 Z30PM 5/19/2021 3:00PM  ~ 3 8  Emily Braun .
T S0 PM ' 0 PM 3m @ Ll Unknown Training Docs Walkthrough

Human Resource / Training

30 PM-9:00 PM 9:00 PM-2:30 PM %30 PM-10:00 PM

o . DETAILS
Does not repeat

Training Docs Walkthrough

Wed May 19, 2021
Add location 2:30 pm—3:00 pm

g Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

HR Human Resource
Training

Participants (3)

Microsoft Teams meeting

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

Learn More | Mesting_options

Faf;"' Diego Siciliani

b ¥ Organiser

9 Emily Braun
2 Unknown

#E>)  Enrico Cattaneo

Meetings are not meant for discussions alone in Teams! Train team members virtually anywhere, anytime and schedule meets with

ease through the native scheduling calendar. Meeting threads in channels allow conversations before and after the meeting.
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Microso

Microsoft Teams 4 Search or type a command

€ Training Docs Walkthrough ~ 02:09

Calling
Johanna Lorenz

Johanna Lorenz ;%

During a meeting, participants can use rich meeting capabilities such as video, screen sharing, file sharing, meeting notes and
chat to make the meeting engaging and productive. Needless to say, meetings are fully supported on mobile clients too!
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Microsoft Teams EA Search or type a command

Training Schedule.xlsx

~ Training Courses

Courses
Business Understanding
Clients service
Leading Practices
Service as sales
Key Accounts Management
' Ways of Revenue Generation
Building Teamweork and Creativity
Business Ethics
Roles and Responsibilities
Client Wellbeing
Marketing
Effective Communication Skills
Policy and Regulations
Leadership Program
Awareness Workshop
Frontline Duties
Alliances and Partnerships
Revenue Management
Experts Training on Personality Development
Managing Oneself and the Team

Duration

Classroom, 5 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 2 hours
Classroom, 4 hours
Classroom, 4 hours
Classroom, 1 hour
Classroom, 3 hours
Classroom, 3 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 3 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 2 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 4 hours
Classroom, 3 hours
Classroom, 4 hours

e

2" Microsoft

in HD 4G M & & 52%

Training Schedule.xlsx

A

O 0O ~N o0 g BN =

Training Cou

Courses

Business Understanding

Clients service

Leading Practices

Service as sales

Key Accounts Management
Ways of Revenue Generation
Building Teamwork and Creativity
Business Ethics

Roles and Responsibilities
Client Wellbeing

Marketing

Effective Communication Skills
Policy and Regulations

Il maddavalii;a Nua ~voa aa

Sheet1

Screen sharing lets you present your screen during a meeting. You can choose to present your entire desktop, a

specific application or a file. Here, the Training Manager presents an Excel spreadsheet to the new hires.
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2" Microsoft

Microsoft Teams A Search or type a command

@ Training Doc.docx

TRAINING DOCUMENT 8527 — RESTRICTED

5:53 i0r v HD A 4 B 82%

&~ Training Doc.docx

Employee Training Manual TRAINING DOCUMENT 8527 —

3RD EDITION, 2013 RESTRICTED

Employee Training Manual

3RD EDITION, 2019

Screen sharing lets you present your screen during a meeting. You can choose to present your entire desktop, a

specific application or a file. Here, the Training Manager presents a Word document to the new hires.
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Microsoft Teams Search or type a command

Your teams Human Resource > Training -

ﬂ Human Resource Conversations Files Wiki Meeting Notes

General % Emily Braun

_ Thank you Diego Siciliani. Can you help me with downlcading Teams on my phone?
Employee Engagement

Diego Siciliani 6/19 4:21 PM Edited

Employee Referrals e i ) )
Sure Emily Braun, just follow the below mentioned link and follow the steps.

Employment Trends
Review https://support.office.com/en-us/article/download-the-mobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23dcb5
Training . : :

Let me know if you run into any issues.
1 hidden channel

Finance Download the mobile app for Teams

General ! I] Office

Budget and Approvals support.office.com

Microsoft Teams has a mobile app that i= available for i05, Android, and Windows Phone.

MNorthwind Website Update s Emily Braun
2 Will do!

General
) _ &' Reply
Business Analyst Team
Development Team _ o
Diego Siciliani 6/19 4:27 PM  Edited
UX and Design Team : | am Scheduling a sync up call later today to walk you guys through the training documents.

Training Docs Walkthrough

Morthwest Ex (= Desi T..
orthwest Experience Design Wednesday, June 19, 2019 @ 4:30 PM

General

Analyst-5r. Analyst Training Docs Walkthrough ended: Tm 45s

Consultant-5r. Consultant
Emily Braun

Manager-Grp. Manager Thank you for walking us through the training materials Diego Siciliani!

Diego Siciliani  6/19 4:31 PM
My pleasure. Please feel free to reach out over Teams, incase you have any guestions.

' Reply

Start a new conversation. Type @ to mention someone.

88" Join or create a team Ay ¢ @ W B i @

Meetings are not meant for discussions alone in Teams! Train team members virtually anywhere, anytime and schedule meets with
ease through the native scheduling calendar. Meeting threads in channels allow conversations before and after the meeting.

O 28 N\ 9 .4 38Y%

Conversation
Human Resource / Training

Diego Siciliani
Jun 19, 16:27

SchAeduIed a meeting

Training Docs Walkthrough
Jun 19,2019 @ 16:30

Training Docs Walkthrough ended y
1min 45sec E:@ zﬁ

Emily Braun Jun 19, 16:31

Thank you for walking us through the training materials Diego
Siciliani!

Diego Siciliani Jun 19, 16:31 .
“.® My pleasure. Please feel free to reach out over Teams, incase
you have any questions.

Microsoft
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Microsoft Teams

Accelerate your Windows
Virtual Desktop deployment
—join our virtual event

Join us on March 19 to learn about
the newest updates that help you
accelerate your deployment. Hear
live presentations and get best
practices from the team building
the solution. The post Accelerate
your Windows Virtual Desktop
deployment—join our virtual event
appeared first on Microsoft 365

Earn 15 Points

Working remotely during
challenging times

A Shanghai-based Microsoft
employee shares lessons of working
remotely during the COVID-19
outbreak. The post Working
remotely during challenging times
appeared first on Microsoft 365

FAQs About

V. .H_!'

=

Earn 15 Points

Empowering care teams
with new tools in Microsoft
365

Microsoft 365 announces new
capabilities to improve
communication and collaboration
in healthcare, allowing clinicians to
focus on better patient safety,
quality of care, and reduced costs.
The post Empowering care teams
with new tools in Microsoft 365
appeared first on Microsoft 365

Earn 15 Points

New Cortana experience
coming to Windows 10
helps you achieve more
with less effort

Announcing an updated Cortana

4 Search or type a command

Dynamic Signal Public News Feed  Settings

Earn 15 Points

Our commitment to
customers during COVID-19

With COVID-19 continuing to
impact people and countries
around the world, workers
everywhere are transitioning to
remote work. And they're using
Microsoft Teams to chat, meet, call
learn, and collaborate all in one
place. The post Our commitment to
customers during COVID-19

Earn 15 Points

Improve collaboration
across apps and customize
experiences—here’s what'’s
new to Microsoft 365 in
February

This month, we're introducing
capabilities to help teams

collaborate on content more easily

intarart with annc in mara wauc

Earn 15 Points

Empowering the NFL with
Microsoft Surface and
Microsoft Teams

Microsoft is expanding our deep
technology partnership with the
National Football League to help
them digitally transform and
empower the people who make the
game of football great—the
coaches, players, officials, and fans.
The post Empowering the NFL with
Microsoft Surface and Microsoft

Earn 15 Points

Updated ThinkPad laptop
portfolio provides a smarter
workforce experience

The latest additions to Lenovo's
ThinkPad portfolio are designed to

Dynamic Signal provides a news feed of content that lives inside of Microsoft Teams. The broadcaster can even track who
is reading what content to measure the communication reach.

Dynamic Signal

©

Dynamic Signal
Dynamic Signal is your Employee Communication and Engagement
Platform. Install the Dynamic Signal bot to broadcast content from
your community to your organization.
Created by
Dynamic Signal

Privacy Statement

Service Agreement

Microsoft
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= Talent Acquisition
»r Hiring and Training Manager

Scenario Walkthrough

Contoso intends to hire interns who will transition into full-time employees but first needs to ensure that they are hiring the
right people. The Hiring Manager uses Teams to expedite and automate the lengthy hiring and HR process.

* Receives a large volume of employee referrals.

« Creates an exclusive team and channels to shortlist resumes and candidates for different job functions.

« Opens channel Tasks by Planner and To Do tab and assigns potential candidates to the open roles.

« Uses screen share in a channel meeting with HR associates to present candidate resumes housed within the Files tab.
« Shortlists candidates for the interview and uploads a document with interview questions for candidates.

Posts a kudos statement through Disco in the employee recognition channel.

How did Teams help the Hiring and Training Manager execute his roles Which app integrations on
and responsibilities? Teams made it possible?

» Integrated Office applications like Tasks by Planner and To Do and Word to execute - .
tasks within Teams.

OneNote Word

=] [

Disco Tasks by
Planner 157
and To Do

« Hold secure calls and conferences and share screens with enterprise security.
« OneNote as a community notebook with shared access for greater collaboration.

 Build stronger cultures, celebrate employee achievements with Disco.
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2" Microsoft

Microsoft Teams 4 Search or type a command

Vour teams Human Resource > Employee Referrals -

Human Resource Conversations  Files Wiki Meeting Notes (29 Candidate Open Roles (&9 nterview Questions (Y +

P

General ,%- Diego Siciliani 5:25 PM
: IMPORTANT!

Employee Engagement . .
e 959 Review Intern Applicants
Employee Referrals saiah Langer and Irvin Sayers here are the resumes of the potential candidates with for the summer internship. We will go over their

Review resumes and discuss if they are the right fit. Their resumes are attached for your reference.

2 hidden channels . A o
@ Allison Pope.docx ﬁ% Annette Mercer.docx : v+ HD £ 42 WT7%

Finance e Employee Referrals I_E‘
=¢

General @ Christie Cline.docx ﬁ% Chrystal Tran.docx Human Resource

Budget and Approvals
@ Enrico Cattaneo.docx @ Jonathan Storm.docx CHAT

Morthwind Website Update

- eR -(“&“- You
General m Tammie Rice.docx r -

e 525PM

Business Analyst Team
IMPORTANT!

Development Team
Irvin Sayers Review Intern Applicants

UX and Design Team Great, will go through them.

Isaiah Langer and Irvin Sayers here are the

| resumes of the potential candidates with
General for the summer internship. We will go over
Analyst-Sr. Analyst ' their resumes and discuss if they are the
Consultant-Sr. Consultant right fit. Their resumes are attached for your
reference.

MNarthwest Experience Design T...  ++» Isaiah Langer

Manager-Grp. Manager

See less

Eﬂ Allison Pope.docx
l‘.'ﬂ Annette Mercer.docx

Start a new conversation. Type @ to mention someone. m Chrystal Tran.docx

85" Join or create a team A, & =) [ar]

l‘.‘ﬂ Tammie Rice.docx

The Hiring Manager uses an exclusive channel to shortlist resumes and candidates for different job functions. The

@mention feature allows him to tag relevant personnel to help him with the task at hand.
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@ Allison Pope.docx

Enjoy powerful document creation and editing with Word. Store team documents easily and securely.

Human Resource - Talent Acquisition

© Search or type a command

OBJECTIVE

To get real life experience in the
corporate environment while
working alongside chents.

SKILLS
|
I'm a go-getter with a diigent
work ethic. [ strive to meet chent
demands while providing a
worthwhile solution.

EXPERIENCE

INTERN + XYZ COMPANY + 6/01/17 - 6/01/18

Worked as a marketing intern to create various marketing pitches,
branding guidelines, and case studies. I worked with vanous Fortune 500
companies and coordinated with team members to meet client demand.

EDUCATION

BACHELOR'S DEGREE -+ 6/04/18 » BARRY UNIVERSITY
Eamed a 3.75 GPA at Barry University while studying Marketing and
Public Relations, with a minor in Sociology.

VOLUNTEER EXPERIENCE OR LEADERSHIP

BoardBamry —worked with the in-house University marketing team to
help manage the university’s social media accounts and oversee digital

daWarcness.

2" Microsoft

O o= 4 51% O 11:.05

é Allison Pope.docx

OBJECTIVE

To get real life
experience in the
corporate
environment while
working alongside
clients.
SKILLS
I'm a go-getter with
a diligent work
ethic. | strive to
meet client
demands while
providing a
worthwhile
solution.

ALLISON POPE
COMPUTER SCIENCE | APOPE.COM

EXPERIENCE

INTERN * XYZ COMPANY - 6/01/17 -
6/01/18

Worked as a marketing intern to create
various marketing pitches, branding
guidelines, and case studies. | worked
with various Fortune 500 companies
and coordinated with team members to
meet client demand.

EDUCATION

BACHELOR'S DEGREE + 6/04/18 -
BARRY UNIVERSITY

Earned a 3.75 GPA at Barry University
while studying Marketing and Public
Relations, with a minor in Sociology.

VOLUNTEER EXPERIENCE OR
LEADERSHIP

BoardBarry — worked with the in-house
University marketing team to help
manage the university’s social mer”
accounts and oversee digital m
awareness.
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Human Resource - Talent Acquisition HE
mn Microsoft

Microsoft Teams & Search or type a command

Vour teams Human Resource > Employee Referrals -

Human Resource Conversations  Files Wiki Meeting Notes (29 Candidate Open Roles (&9 nterview Questions (Y +

General

Employee Engagement s N Diego Siciliani 531 PM Edited
IMPORTANT!

Narrowing Down Candidates
Review This meeting is to finalize potential candidates for the summer internship

Employee Referrals

2 hidden channels H Review Intern Applicants : O v HD A A B76%
Wednesday, June 19, 2019 @ 6:00 PM
Finance ‘es Conversation

Collapse all

: Human Resource / Employee Referrals
General . T
4 $ Diego Siciliani 5:42 PM
ool saiah Langer and Irvin Sayers haring the list of candidates who have been shortlisted for interviews in our meeting today: Py
* Christie Cline 5@-
Northwind Website Update * Allison Pope
* Jonathan Storm IMPORTANT!
General * Annette Merce

* Enrico Cattaneo

Budget and Approvals

You
“. e 531PM

_ ) Scheduled a meeting
Business Analyst Team
Development Team | have assigned them to their respective roles under the pinned Planner tab Candidate Open Roles. u Review Intern Applicants

UX and Design Team Today @ 6:00 PM

Morthwest Experience Design T... Edited

General = E&; You 5:42PM

Analyst-5r, Analyst . : Isaiah Langer and Irvin Sayers haring
' the list of candidates who have

been shortlisted for interviews in our
meeting today:

Consultant-Sr. Consultant

Manager-Grp. Manager

'@ | Isaiah Langer . _ . . . . . _ ] @ ® Christie Cline
Thanks Diego Siciliani. | am sharing the list of interview questions here in the OneNote tab Interview Questions, pinned here. e Allison Pope

® Jonathan Storm

«' Reply
® Annette Merce

Start a new conversation. Type @ to mention someone.

" Join or create a team Ay & © WM F i ©

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while keeping

relevant discussions and files grouped together. The recruitment team discusses candidates shortlisted directly in the channel.
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Microsoft Teams

Review Intern Applicants Chat Details Scheduling Assistant

> Cancel meeting = Copy link Meeting aptions Tracking

74 Review Intern Applicants .& Diego Siciliani

Crganizer

Isaiah Langer & invin Sayers .
'@ l Tentative * l ¥ Tentative . % l Isaizh Langer
: Unknown

5/19/2021 230PM - 5/19/2021 300PM ~ 30m @  Allday i*' Irvin Sayers . .
Unknown Review Intern Applicants
Human Resource / Irainmg

Suggested: 8:30 PM-9:00 PM May 19 11:30 PM-May 20 12:00 AM

o . DETAILS
Does not repeat

Review Intern Applicants

Wed May 19, 2021
Add location 2:30 pm—3:00 pm
5 Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Microsoft Teams meeting .
HR

Human Resource
Training

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

Participants (3)

Learn More | Meeting_options

Diego Siciliani
Organiser

Irvin Sayers
Unknown

Isaiah Langer

When the Manager looks to create a meeting invite for discussing the profiles of the shortlisted candidate, he can use

the native scheduling calendar to check for optimal meeting time for all attendees.
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Microsoft

Microsoft Teams

Teams Employee Referrals Posts Files Wiki Candidate Open Role -

Your teams :
Group by Bucket ~ Filter ~ S harts Schedule

Marketing Intern: UX Designer Interviewing

Candidate Referrals _ _ _
Add task  Add task T  Add task

Employee Engagement

Employee Performance

Employee Referrals () 1. Geneva Burke {_) 1.lJonathan Storm Eeme Eemeeov s eues Tasks by Planner and To Do

Planning

I Ry 1. Geneva Burk
() 2.Enrico Cattaneo () 2. Chrystal Tran Geneva Burke

Training
1. Jonathan Storm

.’_:. 3. Annette Mercer -::::2- 3. Christie Cline
Hidden teams
en team — ) 2. Chrystal Tran

2. Enrico Cattaneo

3. Annette Mercer

3. Christie Cline

Software Developer

12

Add a task

8&. Join or create a team

The Tasks by Planner and To Do tab helps him break down his tasks efficiently and assign stakeholders for each task,
without having to leave the Teams app. In this case, he tracks the interview process and pipeline effectively using Tasks
by Planner and To Do - lightweight! 164
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Microsoft Teams Search or type a command

Your teams Human Resource > Employee Referrals - Public
n IT Administration e Conversations  Files Wiki Interview Questions~  1more~ T g . O
ik General |
L] W . 3 : . . ,.'//’;’
ws Deployment ma OneNote Online - Saved (7 @ simplified Ribbd |

Teams

i

Meetings

Management and Governance

L . File Home Insert Draw View Open in OneNote
Service Strategy

Support v [ B I U - =V 2= e é/v 4 v a\h;: e LDJ ~ ¥ Meeting Details

K

Network Operations Cen...

Interview Questions

Monday, May 13, 2019 11:11 AM

General

Emergency

Ops Reviews

oct =18 T W ol
Warm Hand-offe uestions about yourself:

1.Tell me about yourself.
ﬁ Contoso Airlines SOCs 2.Why did you chose to do X course?
3.Which part of the course did you enjoy the most?

Ge_"eral 4.What are your strengths?

Chicago SOC 5.What would you consider your weakness?
Dubai SOC 6.What's your greatest achievement to date?
Seattle SOC !

Washington DC SOC

1 hidden channel uestions about the job/suitability for the role:

1.Why are you interested in working here?

.trﬂ.; Contoso Airlines Seatac L A ) _
- 2.Which aspect of the job interests you the most?

General

Customer Service

& Join or create a team go3

a
=

Collaborate, ideate and draft solutions with team members in real-time by using an array of applications hosted in the
Teams store. The OneNote app allows quick and easy reference to interview question bank right in the channel.

W

Interview Questions
Wednesday, June 19, 2019 5:38 PM
Questions about yourself:

1.Tell me about yourself.

2.Why did you chose to do X
course?

3.Which part of the course did yo
enjoy the most?

4 What are your strengths?

5.What would you consider your
weakness?

6.What'’s your greatest
achievement to date?

Questions about the job/suitabilit

Microsoft
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mn Microsoft

Microsoft Teams “ Search or type a command

Human Resource > Employee Referrals -

ﬂ Human Resource Convers Fi Wiki  Meeting Notes 22D Candidate Open Roles (2D Interview Questions (59 -+

Ge r ST =
General Christie Cline

Employee Engagement Allison Pope

Jonathan Storm
Annette Merce
Review Enrico Cattaneo

Employee Referrals

2 hidden channels | have assigned them to their respective roles under the pinned Planner tab Candidate Open Roles. : i O HD AAB76%

Finance e Conversation
Human Resource / Employee Referrals

General

Budget and Approvals

Northwind Website Update

General
Business Analyst Team

Development Team

UX and Design Team

Isaiah Langer

- = . . . . . . N . Isaiah Langer 25 Sep 2019, 14:12 @
) Thanks Diego Siciliani. | am sharing the list of interview questions here in the OneNote tab Interview Questions, pinned here.
Northwest Experience Design T... Thanks Diego Siciliani | am sharing a list of interview

Eliners @5, Diego Siciliani 11 questions here in the OneNote tab Interview questions.

kudos Isaiah Langer and Irvin Sayers for a quick turnaround
Analyst-Sr. Analyst
You 11:36
Consultant-Sr. Consultant . :
Disco kudos Isaiah Langer Johnathan Storm for a

M ager-Gr e ; ) I ) b i i
Vianager-Grp. Manager Diego gave kudos to Isaiah and Irvin. quick turnaround.

1 reaction
/R Disco 11:37
wl

Pin Disco
Diego gave Kudos to Isaiah and Irvin

1 reaction

‘ ‘ ‘ Pin Disco

Start a new conversation. Type @ to mention someone.

oot

Join or create a team ¢ Ay ¢ @ W B S ©

Recognize and appreciate employees and coworkers with Disco. Deliver in a chat, or for wider recognition, send it in a channel

conversation. The new joinee gets confidence boost as he receives accolades from the HR Manager.
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Review of Hiring Process by HR Leadership

Director

Scenario Walkthrough

Contoso is an equal opportunity employer committed to creating a diverse workspace. The HR Leadership achieves
this by routinely examining their hiring process. The leadership team spearheads the task by collaborating with HR
associates.

« Posts message in HR hiring channel requesting an analysis on hiring trends, diversity efforts and attrition data.
* Responds to queries and replies from HR Associates on her post.

* HR associates present their data using a Power Bl dashboard.

« Consumes the insights from the dashboard using Power Bl through slices, filters, etc. right inside Teams.

« Appreciates teams’ efforts and presentation at short notice.

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

* Reach entire team by creating conversation threads in channels.

« Keep track of responses with alerts in the activity feed thanks to @mentions and reply A
notifications.
« Utilize Power Bl to compile and review data in a highly visual format. Power Bl
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2" Microsoft

Microsoft Teams 4 Search or type a command

Your teams Human Resource > Employment Trend -

Human Resource : Conversations  Files wiki

General

Leta Clements 4:42 Pl
Employee Engagement 9 Annual Internal Review
Employee Referrals Hi Team,
As part of our internal review, there are a host of parameters we examine to be sure we work towards our business goals and objectives. One
of the essential parameters for the audit is to examine our hiring trends to ensure we stay true to our core hiring principle — equal opportunity
Planning employer. Human Resource, please compile an analysis of our hiring trends over the past year, together with an analysis on attrition. I'd like to
i Training have this report by the end of the week. Let me know who the process owner will be for the same.

Files See les Conversation
Safety and Security . e Human Resource / Employment Trend

Employment Trend
Meetings

O v HD A4 m63%

Genera Isaiah Langer ‘ Leta Cl t
. L Enrico Cattaneo, think this is your terrain. Can you put together the analysis please? eéta Liements
Announcements 4 4 .

e 442PM

Emergency Preparedness { Enrico Cattaneo

Traini Sure, I'll have it done! Just one question Leta Clements. Do | do a cumulative analysis or shall | keep the two parameters separate? Annual Internal Review
raining

Leta Clements 4:45 P .
As far as they are well-defined, I'm good with one report too. Hi Team, ) )
As part of our internal review, there are a host
of parameters we examine to be sure we work
towards our business goals and objectives.
One of the essential parameters for the audit
is to examine our hiring trends to ensure we
Enrico Cattaneo 1 @ stay true to our core hiring principle — equal
Diversity and Attrition Data opportunity employer. Human Resource,
Hi Leta Clements, here is the report Recruiting Dashboard you asked for. | hope you find it covers all the parameters that you were looking to please compile an analysis of our hiring
analyse. Please reach out to me for any edits. .

trends over the past year, together with an
analysis on attrition. I'd like to have this
o, . report by the end of the week. Let me know

iiiiil who the process owner will be for the same.
““ I 1ll. I I =

Volunteers

Enrico Cattaneo
Noted!

Start a new conversation. Type @ to mention someone

28" Join or create a team A, 2 & [

@mention in channels and chats allow users to tag individuals, channels or entire team to ensure relevant people are

looped in. The Director posts a message in the channel and @mentions the team to get everyone’s attention.
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Microsoft Teams

Employee Engagement
Employee Referrals
Employment Trends

hannels

Search or type a command

n Human Resource > Employment Trends -

ersations Files Wiki -+
—————

Enrico Cattaneo
ﬁ‘ IMPORTANT!
Diversity and Attrition Data

Hi Lynne Robbins, here is the report Recruitin

to analyse. Please reach out to me for any edits
.
et
I

Lynne Robbins ©/21 12:05 PM
Looks great. I'll let you know if | need anything else.

Lynne Robbins ©/21 12:09 P}
IMPORTANT!

e, I'm reviewing these reports and couldn’t be happier with what I'm seeing! Thank you for

a2 caommittes P o ancec of conccinus bia ol o
committee to examine instances of unconscio bias or prejudice

event that is diversity-related an

the quick turnaround time on

few points that | think we should integrate into our g diversity efforts

iy 9 HD A4 B75%

Conversation
Human Resource / Review

/ ' Enrico Cattaneo
. s01PM

IMPORTANT!

.
.
.

Diversity and Attrition Data

Hi Lee Gu, here is the report Recruiting Dash-
board you asked for. | hope you find it covers
all the parameters that you were looking to

analyse. Please reach out to me for any edits.

&_, You 501 PM :
@ Looks great. I'll let you know if | need
anything else.

Reply

P W ¢ @ A

Microsoft

A Power Bl dashboard offers a visually rich view of current and projected data. The HR Associate uses Power Bl to present a

rich, engaging and in-depth analysis on hiring trends, diversity efforts and attrition data to paint a narrative.
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mn Microsoft

Microsoft Teams 1 Search or type a command

Pop-Up 1 ﬂ Human Resource > Review -

Pop-Up 2

1 hidden channe Conversations Files Wiki  Recruiting Dashboard ~ -+

o If your site isn't loading correctly, click here
Employee Portal Mobile ... y g Y

General ' ©
App Review and Delivery © w O 4 3% O 1319
DEI":.I' Stand-Up 0 Recruiting Dashboard

Human Resource / Review
Engineering and Deve... ! © N ew H res

Pull Requests
q

UX Design . .

IT Administration '
General
Deployment
. New Hires
Management and Governance

Service Strategy

Support L.iiiiiill Ill li
—— » = =

Human Resource ree .

- i ——— -
General Zeai— ‘ I I

Employee Engagement (2]

Employee Referrals
Planning
Review

Training

" Join or create a team £e3

Microsoft Power Bl

Microsoft Power Bl

Facilitate data-driven decisions informed by visualizations and actionable insights using Power Bl for Microsoft Teams.

The Director is able to see trends over time, catch outliers and identify the next steps with her team.
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mn Microsoft

Microsoft Teams 4 Search or type a command

Your teams ﬂ Human Resource > Employment Trend -

Conversations  Files Wiki —+
I
9 Leta Llements 2:51 P
Looks great. I'll let you know if | need anything else.

Employee Engagement
. - < Reply

Employee Referrals

Last read

Employment Trend

g 9 Leta Clements 4:32 PM i : W0 Y9 HD A 4 B75%

Training IMPORTANT!

Human Resource, I'm reviewing these reports and couldn't be happier with what I'm seeing! Thank you for the quick turnaround time on this, Conversation

Enrico Cattaneo. | do have a few points that | think we should integrate into our existing diversity efforts:
1. Deploy a committee to examine instances of unconscious bias or prejudice

General 2. Host one annual event that is diversity-related and promotes it

3. Include diversity as an essential parameter in the feedback form for employees ‘ 1 You

Y -y -
& 907PM

Safety and Security Human Resource / Review

Annauncements

Emergency Preparedness
IMPORTANT!
Training

Volunteers Isaiah Langer 4:54 P @ Human Resource, I'm reviewing these reports

Happy to report point number two is already in progress, Leta Clements. We have scheduled promotions and celebrations for a civil and couldn’t be happier with what I'm Seeing!
awareness day for the LGET community coming up next month. And now this gives us all the more reason to upgrade our budget. ¥R Thank you for the quick turnaround time on

Leta Clements 455 51 this, Enrico Cattaneo. | do have a few points
This is so good that we are all on the same page! that | think we should integrate into our

- existing diversity efforts:

1.Deploy a committee to examine instances
of unconscious bias or prejudice

2. Host one annual event that is
diversity-related and promotes it

3.Include diversity as an essential parameter
in the feedback form for employees

2

‘ ‘%\’I Isaiah Langer 5:08 PM @

Hannv tn rannrt nnint niimher twn ic

Start 3 new conversation. Type @ to mention someone

aat

28" Join or create a team Ar 2 () [ [

The Director is easily able to appreciate her team members for sharing this data at short notice. She uses the

conversation thread around the Power Bl tab in the Review channel to lay down action items for everyone.
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Onboarding Challenges Made Easy
Analyst

Scenario Walkthrough

Contoso looks to develop a new, inclusive digital workplace culture that millennials have come to expect. Contoso leverages Microsoft
Teams to help facilitate this cultural shift. An Analyst, a recently hired new collegiate employee, gets acquainted with his new
corporate environment, including Contoso's company policies, systems, and culture. He comes across his fair share of issues, both
technical and interpersonal.

« Receives a notification on his Activity Feed when tagged in a training post.

 Participates in a meeting where he is walked through the training material.

* Responds to a post where the HR Business Partner introduces him to the team.

« Posts questions in an exclusive channel for new hires.

« Views a post in an employee socialization channel and decides to join them for happy hour.

How did Teams help the Analyst execute his roles and responsibilities? Which app integrations on

o | | N Teams made it possible?
« Create repositories of information to reference for new employees and reduce training

costs for the company.

« Create open platforms for discussion, community engagement, and protected
communication through designated channels.

« Screen share through protected video calls.

Excel
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2" Microsoft

Microsoft Teams EA Search or type a command

Vour teams Human Resource > Training -

' Finance Conversations  Files Wiki  Meeting Notes (2D +
— | s Emily Braun
Genera : . . .
@ Thank you Diego Siciliani. Can you help me with downloading Teams on my phone?

Budget and Approvals
F_%' Diego Siciliani Edited
ol Sure Emily Braun, just follow the below menticned link and follow the steps.

@ Contoso Company West Region
Meetings General https://support.office.com/en-us/article/download-the-mobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23dch
O v HD A4 E27%

7 Community . . :
‘ g Let me know if you run into any issues. Conversation

Human Resource / Training

HR Announcements

Leadership Review 5 load th - ot )
ownload the mobile app for Teams Di e e

i i . Diego Siciliani

Mew Hire Microsoft Teams has a mobile app that is available for i05%, Android, and Windows Phone. g
Jun 19, 4:27 PM
Summer Interns

support.office.com Scheduled a meeting

Human Resource

General

s Emily Braun a Training Docs Walkthrough

Will do! Yesterday @ 4:30 PM

Employee Engagement & Reply
o e )

Employee Referrals

o : Training Docs Walkthrough en... r;@ :
Training 5.  Diego Siciliani Edited o ﬂ,

Tmin 45sec
2 hidden channels | am Scheduling a sync up call later today to walk you guys through the training documents.

Training Docs Walkthrough b Emily Braun Jun 19, 4:31 PM
Wednesday, June 19, 2019 @ 4:30 PM
Thank you for walking us through the

training materials Diego Siciliani!
Training Docs Walkthrough ended: 1m 45s

_T_r':'ily:m”"f - . S — —— iy N Diego Siciliani Jun 19, 4:31 PM
an Ou Tor walking us tnrow 2 training materiails ego >iciliani: .
Y ? J 7 7 My pleasure. Please feel free to reach

Diego Siciliani out over Teams, incase you have any
My pleasure. Please feel free to reach cut over Teams, incase you have any questions. questions.

¢« Reply

Start a new conversation. Type @ to mention someone.

" Join or create a team A, £ @ [ [ ocd

The integrated Forms tab in the channel records information from end-users without sharing URLs or sending emails

and also keeps the survey results easily accessible to review by the decision makers.
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mn Microsoft

Training Docs Walkthrough

Wednesday, June 19, 2019 Organizer : iOr S HD A B27%
4:30 PM - 5:00 PM (30 minutes) M  Dicgo Siciliani

Human Resource / Training % Organizer i Meeting details

Join Chat with participants Attendees Train |ng DOCS Wa|kthr0ugh
» Enrico Cattaneo
& Unknown Bl Wed Jun 19,2019

You did not respond to this meeting

4:30 PM - 5:00 PM
: Emily Braun |
s Unknown Human Resource / Training

Human Resource & +1 872-704-2343 (Toll)

Unknown
Join

Join Microsoft Teams Meeting Join Microsoft Teams Meeting +1 872-704-2343
United States, Chicago (Toll) Conference ID: 150
032 19# Local numbers | Reset PIN See more

HR

+1 872-704-2343 United States, Chicago (Toll)

Conference ID: 150 032 19#

Shared to channel

Human Resource
Training

Participants (3) Chat with participants

This is a Microseft Teams online meeting. Everyone can join online.

Diego Siciliani
Organiser

Host regulations and reference material in OneNote for the teams’ easy access and consumption within channels. The

Operations Agent has quick access to the OneNote virtually anywhere, anytime across devices and platforms!
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2" Microsoft

Microsoft Teams
Training Docs Walkthrough chat  Details “

- Add to calendar &2 Copy link Tracking

May 19, 2021 2:30 PM - 3:00 PM ra; Diego Siciliani

Organizer

n Human Resource  » Training ﬁ Enrico Cattaneo
Unknown

b Emily Braun ..
z y Training Docs Walkthrough

Unknaown )
Human Resource / Training

DETAILS

Training Docs Walkthrough

Microsoft Teams meeting Wed May 19, 2021
2:30 pm—3:00 pm

Join on your computer or mobile app <5 Share meeting invite

Click here to join the meeting

Learn More | Meeting options

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Human Resource
HR Training
Participants (3)

_@: Diego Siciliani

Organiser

3 Emily Braun
7 Unknown

M)  Enrico Cattaneo

Host regulations and reference material in OneNote for the teams’ easy access and consumption within channels. The

Operations Agent has quick access to the OneNote virtually anywhere, anytime across devices and platforms!
175



Human Resource - Onboarding Challenges Made Easy B )
mn Microsoft

Microsoft Teams E4 Search or type a command

Training Schedule.xlsx

- Training Courses

Meetings

d

Courses

Business Understanding

Clients service

Leading Practices

Service as sales

Key Accounts Management
Ways of Revenue Generation
Building Teamwaork and Creativity
Business Ethics

Roles and Responsibilities

Client Wellbeing

Marketing

Effective Communication Skills
Policy and Regulations
Leadership Program

Awareness Workshop

Frontline Duties

Alliances and Partnerships
Revenue Management

Experts Training on Personality Development
Managing Oneself and the Team

Duration

Classroom, 5 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 2 hours
Classroom, 4 hours
Classroom, 4 hours
Classroom, 1 hour
Classroom, 3 hours
Classroom, 3 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 3 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 2 hours
Classroom, 3 hours
Classroom, 5 hours
Classroom, 4 hours
Classroom, 3 hours
Classroom, 4 hours

3:24

e

O 0 N O 0 A W N =

SIS O T IR U T R Y
~N oo b W N = O

)

a0 v HD A4 E26%

Training Schedule.xlsx

A

Training Cou

Courses

Business Understanding
Clients service

Leading Practices

Service as sales

Key Accounts Management

Ways of Revenue Generation
Building Teamwork and Creativity

Business Ethics

Roles and Responsibilities
Client Wellbeing
Marketing

Effective Communication Skills

Policy and Regulations

Il madavalii; Rua ~vama

Sheet1

The Operations Agent uses channel conversations to relay updates to team members and kick-start a process flow for

task completion.
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mn Microsoft

Microsoft Teams EA Search or type a command

Your teams Contoso Company West Region > Summer Interns - prvate
n Finance Conversations  Files Wiki

General
‘:‘I Irvin Sayers @
Budget and Approvals l . IMPORTANT!

Give a Warm Welcome to Our New Intern, Enrico!
@ Contoso Company West Region Contoso Company West Region, meet our new intern Enrico Cattaneo! Enrico, tell us a bit about yourself and give us a fun fact!

Collapse all

General

i0Ov v HD A A W34%

Community f Enrico Cattaneo 2/28 &:45 AM
ﬁ y Hello all! I'm excited to join you all here. | studied at ABC University and graduated with a Bachelor's degree. This will be my first Conversation

industry experience but I'm more than ready to take on any challenge. And a fun fact, let's see... Well, | actually have climbed Contoso Company West Region / Summ...

Leadership Review part of Mt. Everest (but not the whole way)!

New Hire x Emily Braun ‘:‘l You &
Summer Interns Welcome Enricol 12 :if ,o' Feb 28, 6:48 AM

HE. Announcements

IMPORTANT!
Human Resource

General Give a Warm Welcome to Our New Intern, Enrico!

Employee Engagement Contoso Company West Region, meet our

Employee Referrals ! : - new intern Enrico Cattaneo! Enrico, tell us a
3 hidden channels bit about yourself and give us a fun fact!

ﬁ Enrico Cattaneo Feb 28, 6:48 AM
i

Hello all' I'm excited to join you all
P here. | studied at ABC University and
8 Glad to have you on board Enrico! == graduated with a Bachelor's deqree-
This will be my first industry experience
but I'm more than ready to take on any
challenge. And a fun fact, let's see...
Well, | actually have climbed part of Mt.
Everest (but not the whole way)!

Start a new conversation. Type @ to mention someone.

" Join or create a team Ay 2 @ [ F G

The custom-built app Flight Information Bot helps the Operations Agent search for alternative flight schedules, seat

availability between locations and take actions such as rebooking a passenger to another flight without leaving Team:s.
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Microso

4 Search or type a command

Your teams Contoso Company West Region > New Hire -

Microsoft Teams

' rinance Conversations  Files  Fill - Employee Profile Creation  Beginners Guide

General

Budget and Approvals

@ Contoso Company West Region
General
Community
HE Announcements
Leadership Review
Mew Hire

Summer Interns

Human Resource

General
Employee Engagement
Employee Referrals

3 hidden channels

og

+ .
g3 Join or create a team

Trom NOMe on Fgays. >0 Co0l We Can do TNat &
@ Christie Cline
¥® Emily Braun - | know right. We couldn't do that at the last few companies I've worked at.

: Emily Braun
z Christie Cling, It generally depends on your project. Make sure you check in with you project lead on expectations and
preferences,

«* Reply

Enrico Cattaneo 2/28 6:47 AM

Where can | find office events?

Hi Mew Hire, Today is my first day at Contoso Company and I'm really excited to see this channel! Does anyone know where | can find
information on office events? Thanks so much!

Christie Cline
Enrico Cattaneo - lts nice to meet you! I'm a new hire too, | just joined last month. You can find local office events over in the
Community channel. There is a digest of events in an West Region Upcoming Events tab in that channel. (2

Enrico Cattaneo 2/28 6:47 AM

THANKS

Start a new conversation. Type @ to mention socmeone.

b ¢ O B B o

Add tabs for files, notes, websites and apps, making it easy for team members to access frequently used content or
services with just one tap. Start a conversation about a tab to discuss its contents with team members.

i0r v HD A 4 @ 45%

Conversation
Contoso Company West Region / New H...

. You s B8
WAfs Feb28 6:47 AM

Where can I find office events?

Hi New Hire, Today is my first day at Contoso
Company and I'm really excited to see this
channel! Does anyone know where | can find
information on office events? Thanks so
much!

Christie Cline Feb 28, 6:47 AM g @

Enrico Cattaneo - Its nice to meet you!
I'm a new hire too, | just joined last
month. You can find local office events

over in the Community channel. There
is a digest of events in an West Region
Upcoming Events tab in that channel.
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Microsoft Teams

Your teams

' Finance

General

Budget and Approvals

@ Contoso Company West Region
General
Community
HR Announcements
Leadership Review
MNew Hire

Summer Interns

Human Resource

General
Employee Engagement
Employee Referrals

3 hidden channels

+ -
28" Join or create a team

Ed Search or type a command

(1]

Contoso Company West Region > Community -
Conversations  Files  West Region Upcoming Events
Johanna Lorenz
> Quarterly West Region Happy Hour!
Let's get together at the local pub and sccialize colleagues from the West Region.
Please RSVP by EOD May 4th for accurate headcount.
Looking forward to it!

Johanna

Quarterly West Region Happy Hour!
Wednesday, March 13, 2019 @ 2:30 AM

Collapse all

gyl Jordan Miller
), )

Christie Cline

Start a new conversation. Type @ to mention someone.

AN ¢ OB B G

e P HD A4 E31%

& Conversation
Contoso Company West Region / Comm...

Johanna Lorenz
s Feb28, 6:46 AM
Scheduled a meeting

n Quarterly West Region Happy Hour!
Mar 13,2019 @ 2:30 AM

@, Jordan Miller Feb 28, 6:47 AM
o
CJ

é )

OH YEAH!

0 Christie Cline Feb 28, 6:47 AM

Reply

Microsoft

Build dynamic data visualizations, measure metrics and track analytics through Power Bl within Teams. The Operations

Agent uses Power Bl to check the passenger score for involutory bumping enabling faster business decision making!
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2" Microsoft

Quarterly West Region Happy Hour!

Wednesday, March 13, 2019 Organizer 3:39 i0n v HD A4 A%
2:30 AM - 4:00 AM (1 hours 30 minutes)
Contoso C West Reaion / C . g Johanna Lorenz

ontoso Company Wast Region / Community Organizer é Meeting details

Quarterly West Region Happy
Hour!

Wed Mar 13,2019
2:30 AM - 4:00 AM

Join Chat with participants Attendess

Contoso Company West Region
Unknown

CR

Interested in this mesting?

Add to calendar \ lordan Miller
%  Unknown

Contoso Company West Region / Community

Quarterly West Region Happy Hour!

Let's get together at the local pub and socialize colleagues from the West Region.

R, +1 872-704-2343 (Toll)

‘ Add to calendar

Quarterly West Region Happy Hour! Let's
get together at the local pub and socialize
colleagues from the West Region. Pl©  See more

Please RSVP by EOD May 4th for accurate headcount.

Locking forward to it!

lohanna

This is a Microsoft Teams online meeting. Everyone can join online.
Shared to channel

Contoso Company West Region

Community
Participants (2) Chat with participants

Johanna Lorenz

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while keeping
relevant discussions and files grouped together. Files can be attached or referenced in these conversations as well.
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b Competency and Compliance Training
7 UX Designer

Scenario Walkthrough

Contoso uses Microsoft Teams to make competency training a positive and fun experience for their employees, while also
ensuring the training stays relevant for each job title. A User Experience (UX) Designer has recently been promoted to a
Consultant level at Contoso, which will require extra training for him. A chain of events within Contoso are set off to ensure
that he will be at the expected level of knowledge and capability for his new position.

Initiates a 1:1 conversation with the Talent Community Lead about what is expected of him in his new role.

Talent Community Lead guides him to the team and channel that house the training material that the UX Designer
requires.

Reviews training material and videos shared using the YouTube messaging extension within the channel.
Participates in a group chat regarding staffing confirmation.

Receives project training in a channel and connects with the UX Design Lead.

Clarifies questions around the training material over 1:1 chat.

How did Teams help the UX Designer execute his roles and responsibilities? Which app integrations on

Teams made it possible?
Hold conversations and meetings over the protected platform of Teams.

Use OneNote for sharing and collaborating over training material.
Share a YouTube video with other members of the channel by simply pasting its URL.

YouTube OneNote
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Microsoft Teams Search or type a command

Recent Contacts r$. !:JiEgl_:) &

— o] 2 participants

Pinnec
Conversation  Files

-3 [Iillego Siciliani . .

* You: Awesome, thank you for tracking thi... ot ) o . .

— Diego Siciliani added Grady Archie to the conversation.

Diego and Patti

Diega: Thanks for doing this Patti Fernan... 2/28 6:56 AM

Hi Diego! Hope you're doing well, are you free to answer a few questions?

@ Planner 6/24
[© Task "Collect response from team for cell.. - Diego Siciliani

Hey Grady, I'm doing well. | hope the same for you! I'm free for the next 15 minutes, what did you
need?

f@ Adele Vance

=8 Accistant @ Zoom.al

2/28 5:56 AM

I've just gotten a promotion to Consultant and | want to get aligned with what exactly is expected of

me in terms of knowledge, competency and capabilities for my new role. Can you suggest training
for me to better understand what | need to know?

e Christie Cline

Diego Siciliani

This is great news, congrats! Well deserved. | can definitely point you to some training. This reminds
me, | remember something being sent out about HR completing a "T-shirt sized” training plans

\"é-‘l Henrietta Mueller based on talent community and job level. Let me send a chat to Irvin Sayers to get this.

@ Diego Siciliani

fl rvin Sayers 2/28 6:56 AM
Appreciate it Diego! I'll keep an eye out for your message.

Diegao Siciliani
'lﬁ idia Holloway I've just received the training plan from Irvin and uploaded it as 3 SmartSheet tab here: Training Plan:

Con - 5r. Con.
} Lynne Robbins

Ma  MOD Administrator

@ Megan Bowen

2/28 6:56 AM
Awesome, thank you for tracking this down Diego! I'll begin the training in a bit.

Type a new message

= Jﬂ' 7 : GlF E
’.'f Nestor Wilke v ¢ @ M E E

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions, just like the
conversation here between UX Designer and the Talent Community Lead.

2" Microsoft

OmEmE N\ ®d436%0

Diego Siciliani O«

Hi Diego! Hope you're doing well, are you free to
answer a few questions?

Diego S

Hey Grady, I'm doing well. | hope the same for
you! I'm free for the next 15 minutes, what did you
need?

I've just gotten a promotion to Consultant and |
want to get aligned with what exactly is expected of
me in terms of knowledge, competency and capabil-
ities for my new role. Can you suggest training for
me to better understand what | need to know?

Diego S

This is great news, congrats! Well deserved. | can
definitely point you to some training. This reminds
me, | remember something being sent out about
HR completing a "T-shirt sized" training plans
based on talent community and job level. Let me
send a chat to Irvin Sayers to get this.

Appreciate it Diego! I'll keep an eye out for your
message.

Diego S
I've just received the training plan from Irvin and
uploaded it as a SmartSheet tab here: Training

Type a new message

B W ¢ @ Ay e
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mn Microsoft

Microsoft Teams sarch or type a command

E Northwest Experience Design Talent Commu... > Consultant-Sr. Consulta... -

Files xperience Design Responsive Design: Creating D...

General

Diego Siciliani 2/28 6:43 AM Edited
Welcome Design Team

> You will find all relevant training material to prepare you for your new s here. Pl ach out to me for anything

Budget and Approvals

OEE N\ ®d435%0
6:43 AM ] é Conversation

yoks hke :,,,-,,J re kﬂ’:":f.‘f’.g out 3 -:_:CC'd .CCYQ‘CM"- cs’ the USL"H‘-Q. Just wanted to check up on how ev -:-.")(h ng 5 Northwest Experience Design Talent Community / Consultant-Sr. Co

Diego Siciliani
Grady Archie 2/28 6:43 AM 1 N e Feb2s.0643

It's going well! The recorded training video pinned as 3 tab to the channel has lots of great information. We even created 3 Welcome Design Team

OneNote tab called Exper

~
(

comments in the Q&A column of Smartsheet Grady Archie You will find all relevant training material to prepare you

for your new role here. Please reach out to me for anything else.

Diego Siciliani 2/28 6:44 A
usiness Analyst Team . I've Just address the questions that | was abl \swer, pl 3 ok, Al ince you all sug sted shoul S “ ‘_. Diego Siciliani Feb 28, 06:43
A i it. You can find it in the

the Hey everyone, looks like you're knocking out a good portion

of the training! Just wanted to check up on how everything is
UX and Design Team Grady Archie 12:21 PM going?

Jevelopment Team

You Feb 28,06:43

It's going well! The recorded training video pinned as a tab to
the channel has lots of great information. We even created
Consultant-Sr. Consultant ! a OneNote tab called Experience Design Notes to take notes
and collaborate on! The other designers and | have left a few
Manager-Grp. N ge comments in the Q&A column of Smartsheet, could you help
] us with those?

Analyst-Sr. Analyst

Diego Siciliani Feb 28, 06:44

I've just addressed the questions that | was able to answer,
please have a look. Also, since you all suggested | should post
the "Microsoft Design: Empathy” video to the channel | went
ahead and posted it. You can find it in the Conversations tab.

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GlFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
183



Human Resource - Competency and Compliance Training

2" Microsoft

Microsoft Teams Search or type a command

oy PR E Northwest Experience Design Talent Community > Consultant-Sr. Consultant - Private

orthwind Website Upda : - . : : : :
(= | n Northwind Website Update Conversations  Files  Experience Design  Responsive Design: Creating D...

General OneMote tab called Experience Design Notes to take notes and collaborate on! The other designers and | have left a few comments

Business Analyst Team in the Q&A column of Smartsheet, could you help us with those?

Development Team $_ Diego Siciliani
[

UX and Design Team I've just addressed the questions that | was able to answer, please have a look. Also, since you all suggested | should post the
B "Microsoft Design: Empathy” video to the channel | went ahead and posted it. You can find it in the Conversations tab.

Morthwest Experience Design T...  +es < Reply : 'Ov + W HD £ 4 B 90%

General Conversation

] i . 1 Diego Siciliani Northwest Experience Design Talent Co...
Analyst-5r. Analyst | IMPORTANT!

Consultant-Sr. Consultant ) Required: Watch the Following Video ) o
Manager-Grp. Manager I've gotten numerous requests to post this video from the required training as many of you all felt it was extremely helpful. Whoever has - . Diego Siciliani
' not gone through this, please take 30 minutes of your time to do so. . @ Feb28 644AM

Finance . . : : IMPORTANT!
FY1 - You can also access it in the @MicrosoftDesign:Empathy YouTube tab so you don't have to leave Teams to watch it!

General https://www.youtube.com/watch?v=ESTTX2u7Xi4 Required: Watch the Following Video
Budget and Approvals )
Microsoft Design: Empathy (with audio description) - YouTube |'Y€’ gotten numerou's requgs'ts to post this
Having empathy is critical to the design process. Understanding how that differs from sympathy is even more powerful. Explore how video from the reqerd tram'ng as many of
this develops into particip.. you all felt it was extremely helpful. Whoever
has not gone through this, please take 30
minutes of your time to do so.

www.youtube.com

G o FYI - You can also access it in the

rady Archie 2/28 6:44 AM . .

This was extremely helpful! @MicrosoftDesign:Empathy YouTube tab
so you don't have to leave Teams to watch
it! https://www.youtube.com/watch?v=
ESTTX2u7Xi4

Diego Siciliani 1
Good to hear Grady! By the way, I've just heard some news about your staffing, Patti Fernandez should be reaching out to you and |
shortly.

@ Patti Fernandez
F | just sent you both the group chat message.

& Reply

Start a new conversation. Type @ to mention someone.

+ y . . —
23 Join or create a team 2 (o] [ O

Teams and channels are where you hold meetings, have conversations and work on files together with team members.

The Talent Community Lead marks as important his message and recommends watching a training video.
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12

Activity Your teams

a D Morthwind Website Update

General
Business Analyst Team
Development Team

UX and Design Team

Morthwest Experience Design T...

General
Analyst-5r. Analyst
Consultant-Sr. Consultant

Manager-Grp. Manager

Finance
General

Budget and Approvals

+ -
28 Join or create a team

Add a OneNote tab to your channel in Microsoft Teams and use it as a shared space for notes among team members.

Human Resource - Competency and Compliance Training

Search or type a command

E Northwest Experience Design Talent Community > Consultant-Sr. Consultant -

Conversations

Files Experience Design ~ Responsive Design: Creating D... T

ma OneNote Online - Saved

File

Home Insert Draw View Help

Open in OneMNote

v [F]~ | Calibri Light v20 v B I U &v Av ¥ A -

Experience Design

Wednesday, lune 13, 2018 3:55PM

Visual Process Design

CMYK

Also known as four-color process, this abbreviation stands for cyan, magenta, yellow and key, which refers to black. This is a color
maodel that refers to the four inks used in some color printing.

Typography

Kerning

The process of adjusting the spacing between specific characters in a font helps you to create proportional and balanced
typography.

Visual Methods and Terms

Trim
This is where your printed piece will be cut down to its correct size_ It represents the final dimensions of your project.
Bleed

This refers to the area outside the trim that still prints in case the cuts are not exact. It gives the printer a small amount of space to
account for the movement of the paper and design inconsistencies.

Pica

A typesetting unit of measurement egualing one-sixteenth of an inch. InDesign and other design software use picas as a way to
measure size and space.

Comp
A rough version of your design that is often created as a pencil sketch, but it can be digital as well.
RGB

This abbreviation stands for red, green and blue. It's a color mode for all images shown through an electronic display, such as a
computer or television.

The UX Designer views the design training material shared in OneNote tab.

(.

Experience Design

Wednesday, June 13, 2018 3:55 PM

Visual Process Design
e CMYK
Also known as four-color process, this
abbreviation stands for cyan, magenta,
yellow and key, which refers to black. This is

a color model that refers to the four inks
used in some color printing.

Typography
e Kerning

The process of adjusting the spacing
between specific characters in a font helps
you to create proportional and balanced

typography.

Visual Methods and Terms
e Trim

This is where your printed piece will be cut
down to its correct size. It represents the

Microsoft
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2" Microsoft

Microsoft Teams Search or type a command

Recent  Contacts a@ Diego, @Patti &

Activity ; 3 participants

a Conversation Files
Chat r@;‘ Diego Siciliani 2/28
K You: Awesome, thank you for tracking thi... @ Datti Fermandez

- _ . . Hi Grady (and Diege), this is your staffing confirmation. You've officially been staffed on a mobile
20 Diego and Patti 2/28

Diega: Thanks for doing this Patti Fernan...

website project for a global commercial real estate company, Northwind! I'll be your main POC and
lead on the project.

Pla e er s
5o R : | S8 ese A : iOv 4 HD A A 0 90%

L R
Task "Streamlining Agenda . - -
908 Awesome! | actually have a relative who's a real estate broker at Northwind. I'm very excited, when

does the project start? :

Diego and Patti 4

Patti Femandez
The project begins in 10 days! Any questions or concerns?
wef  Assistant @ Zoom.al

2/28 6:56 AM
O Christie Cline Actually | do have one concern. | have limited knowledge on mobile UX and have only been on one v Patti F.
mobile focused project prior to this. Do you have any suggested training plans to work on to get up Hi Grady (and Diego)' this is

,_Q;. Diego Siciliani to speed on mobile UX between now and the start of the project? your staffing confirmation.
& | would love any input or direction! You've Off_ICIa”y b.een St"j‘]ffEd
W, Henrietta Mueller on a mobile website project
o for a global commercial real
Fatll remandez .
rvin Sayers Mo prablem, | know you'll do just fine. | do have a couple training courses | can look through. Let me estate company, Northwind!
take a look at them and see which is the better fit for this particular project! I'll be your main POC and lead
% ! Lee Gu on the project.
) 1 Diege Siciliani @
{& Lidia Holloway 3 Let me take a look as well, | think I'll be able to find a few trainings that can help. Grady Archie can

you please set up a meeting between the 3 of us to discuss tomorrow? Awesome! | aCtua"y have a rel-
_ ative who's a real estate broker
‘{} Lynne Robbins

e at Northwind. I'm very excited,
2/28 6:56 AM _
Sure thing, I'll send some time through shortly! when does the project start?

Ma  MOD Administrator

@ Megan Bowen Patti Ferandez @ @. Patti F.

Great meeting everyone! The project begins in 10 days!

e Miriam Graham Any questions or concerns?
Type a new message Type a new message

@ Mestor Wilke
O @B @ -
a N ¢ @ A

Use a private one-on-one chat or a group chat for conversations that don't require the entire team. The UX Designer

engages in a group chat with the Talent Community Lead and another colleague.
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Microsoft Teams

Your teams

D Morthwind Website Update
General
Business Analyst Team
Development Team

X and Design Team

MNorthwest Experience Design T...
General

Analyst-Sr. Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Finance
General

Budget and Approvals

ag

+ .
g3 Join or create a team

Search or type a command

D Northwind Website Update > UX and Design Team -

Conversations  Files  Responsive Design: Creating D...

o

"

Patti Fernandez
Tab conversation has begun.

Patti Fernandez Edited
Hey Grady Archie, just checking in on status of your training and to introduce you to Nestor Wilke,the UX Design Lead for
the project.

Grady Archie 2/28 6:43 AM Edited
Hi Patti Fernandez Doing well, this is really helping out a lot! The training session videos pinned to the channel are
awesome way to consume the training at my pace. I'm getting much more comfortable with this.

Hi Mestor Wilke, great to meet you. Really looking forward to working with you on this project!

Nestor Wilke

Hey Grady Archie, nice to meet you as well. This project should be very interesting and will be a good experience. Feel free
to reach cut if you need anything! | would like to prioritize one of your training items though. | would recommend pinning
this post: Nestor Wilke: All UX Designers - Make Sure to Watch This Training Video

Grady Archie 12:30 PM

« Reply

Nestor Wilke Edited 1 o
IMPORTANT!

All UX Designers-Make Sure to Watch This Training Video

Hi UX and Design Team, be sure to make time to watch this video, on Microsoft Responsive Design: Creating Digital Systems. | feel

it'll greatly benefit you all as it pertains to the project. httpsy//www.youtube.com/watch?v=cph13JC8W_Y

‘1 Grady Archie 2/28 5:43 AM 1
| really enjoyed this training video. Thank you for sharing Nestor Wilke. | have a couple questions regarding the project,
and will send you a 1:1 chat message.

Start a new conversation. Type @ to mention someone.

© @ B o

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, keeping
relevant chats grouped together. @mention relevant team members to make sure you grab their attention in real-time.

Private

iOr v HD A | U78%

Conversation
Northwind Website Update / UX and Des...

Patti Fernandez
i@ Feb28 6:43AM

Tab conversation has begun.

@  PattiFernandez Feb 28, 6:43 AM g @
Hey Grady Archie, just checking in on
status of your training and to introduce
you to Nestor Wilke,the UX Design Lead

for the project.

You Feb 28, 6:43 AM

Hi Patti Fernandez Doing well, this is
really helping out a lot! The training
session videos pinned to the channel
are awesome way to consume the
training at my pace. I'm getting much
more comfortable with this.

Hi Nestor Wilke, great to meet you.

Reply

P ¢ @ A

Microsoft
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Microsoft Teams “ Search or type a command

E Northwind Website Update > UX and Design Team -

D Northwind Website Update Conversations  Files  Responsive Design: Creating D... —+
General (Gl | Nestor Wilke ’ dited
IMPORTANT!
All UX Designers-Make Sure to Watch This Training Video

Hi

Business Analyst Team
Development Team
UX and Design Team
a YouTube 4:08 O8N\ 9 434%0
Microsoft Design: Creating Digital Systems UX and Design Team =

Northwind Website Update

Northwest Experience Design T...
General Microsoft | 3.3K views | 2 years ago

Analyst-Sr. Analyst CHAT

s t-Sr. a = ;
Consultant-Sr. Consultant £ M Nestor Wilke
= - ‘ Feb 28, 06:43
Manager-Grp. Manager
IMPORTANT!

All UX Designers-Make Sure to Watch This Training Video

Finance
Hi

n YouTube

Microsoft Design: Creating Digital Systems

General

Budget and Approvals l hn

- - .
because that allows others Microsoft | 3.3K views | 2 years ago
to think of new ways

unbiased? Starting with the idea that
creativity evolves into inclusive ...
YouTube | 01:25

dD cam , be sure to make time to watch this video, on Microsoft Responsive Design: Creating Digital Systems. | feel it'll
greatly benefit you all as it pertains to the project.

Grady Archie 2/28 6:43 AM 1 How can we create digital designs that are responsive, and
| really enjoyed this training video. Thank you for sharing Nestor Wilke. unbiased? Starting with the idea that “one size fits one, see how

and will send you a 1:1 chat message. creativity evolves into inclusive ...

¢« Reply YouTube | 01:25

UX and Design Team

, be sure to make time to watch this video, on Microsoft Responsive
Start a new conversation. Type @ to mention someone. Design: Creating Digital Systems. | feel it'll greatly benefit you all as it
pertains to the project.

Join or create a team /:\/ & @ [@ = CIq4 see Shalass

Share a YouTube video with other members by simply pasting the URL in the channel. The lead shares a training

YouTube video for the team to watch.
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...1

Activity

Get app

&

Microsoft Teams

Search or type a command

Nestor &

2 participants

ent Contacts

Conversation  Files

@@ Diego Sidiliani - .

-. You: Awesome, thank you for tracking thi... —  Grady Archie added Nestor Wilke to the conversation.
Diego and Patti
Diego: Thanks for doing this Patti Fernan... 2/28 6:56 AM

Hi Nestor, | have a quick question on the project.

@ Planner o Mestor Wilke
i - ) NESTON ¥y =
Task "Collect response from team for cell.. #

Hey Grady, sure what did you need?

i3 Mestor Wilke

Mestor: Aren't we all, I'm glad the trainin... o _
2/28 B:56 AM

I'm just curious on how we'll be working. Specifically around our werkflow and processes while in the
design phase.

fe Adele Vance

rel Accistant @ Zoom.ai

e Christie Cline

€@ Dicgo Siciliani

Mestor Wilke

Great question. It'll start by user research and client workshops to really understand both our users
and what our clients want in this mobile website. After that you and | will create wireframes, have a
couple iterations and move on to redlines after those are approved by the client. These redlines will
then go to the offshore team who will be applying the visual treatment and really bringing these to
life. These will be full page comps that we'll share with the client to eventually get sign off. Once
that's done, our engagement on the project will end! Our rell off is planned & weeks after the project
start date.

é‘-“ Henrietta Mueller

El' rvin Sayers

Did this help?

2/28 B:56 AM
Yes definitely! That was all crystal clear. The Smartsheet training plan and the videos were organized
and super helpful to get me on-boarded quickly. | appreciate you taking the time to share this with

, me. I'm ready for this project to get going!
{ﬁ‘e Lidia Holloway

} Lynne Robbins

MA  MOD Administrator

e Megan Bowen

A ¢ OB B M
a\ﬂiriamGraham Yy ¢ © W B B

MNestor Wilke
Aren’t we all, I'm glad the training plan worked! Patti has used this for all the other designers that
have been on-boarded and it's worked everytime |22 Happy to answer any questions, anytime!

Type a new message

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions.

OEaN\V®d33%0

Nestor Wilke (] %

CHAT

Hi Nestor, | have a quick question on the project.
Nestor W.

Hey Grady, sure what did you need?

I'm just curious on how we'll be working. Specifically
around our workflow and processes while in the
design phase.

Nestor W.

Great question. It'll start by user research and
client workshops to really understand both

our users and what our clients want in this

mobile website. After that you and | will create
wireframes, have a couple iterations and move on
to redlines after those are approved by the client.
These redlines will then go to the offshore team
who will be applying the visual treatment and
really bringing these to life. These will be full page
comps that we'll share with the client to eventually
get sign off. Once that's done, our engagement on
the project will end! Our roll off is planned 6 weeks
after the project start date.

Did this help?

Yes definitely! That was all crystal clear. The
Smartsheet training plan and the videos were

Type a new message

B @ ¢ @ Ay e O

Microsoft
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Sales

These scenarios will illustrate how Teams can help different Sales roles in quickly turning data
into actionable insights, automating manual and repetitive processes and driving better
decisions through collaboration.

Sales Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
* QOrganize quick, open-channel communication n - n - B Y,

o
« Store documents within a cloud-enabled repository

with Files Word Excel PowerPoint ~ OneNote Asana monday.com

H OO0 0D

» Real-time, contextual file sharing and co-authoring

» Help securely collaborate with teammates using familiar

applications all in a single place Forms Power Bl Lucidchart  Trello Shifts MURAL
P Y
Smartsheet Presentations Teamwork Adobe Tasks by ~ Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
Sales

Sales Manager Account Manager

'l play an exciting game of numbers "My goal is to provide customers
~every day. | work with marketing to personalized services to make sure
improve our numbers and create sales they keep coming back to us.”

!

reports for the finance team to assess.’
 Build and maintain strong, long-

» Develop strategic sales plans that lasting customer relationships
covers sales, revenue and expense e Oversee custormer account
controls management, including

* Track sales goals with team negotiating contracts and

» Determine annual unit and gross- agreements to maximize profit
profit plans by analysing trends « Offer special packages to
and results companies or organizations

hosting large events
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Meet the Business Decision Makers
Sales

Sales Manager Sales Analyst
"Setting up goals (s the first step in "ldentifying potential markets (s just
turning the invisible into visible." the first step. | need to be able to

consolidate market research and
forecasts into a feasible sales plan.”

« Manage organizational sales by * Identify potential market and
developing a business plan that customer base
covers sales, revenue and expense » Drive sales efforts towards
controls potential markets

* Meet planned sales goals  Prepare forecasts and analysis for

« Set up individual sales targets with different markets

the sales team
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Building a Sales Summary
= Sales Manager

Scenario Walkthrough

The Sales team constantly interfaces with Marketing and Finance to coordinate their efforts, forecasts and analysis. To that end, the
Sales Manager here builds a sales summary for Finance to incorporate in their P&L summary. Find out how Teams offers her the
platform to coordinate and share business critical information with enterprise security.

« Creates an exclusive team for Sales, Marketing and Finance managers to sync their efforts.

* Receives meeting invite from Finance Manager to discuss need for a sales summary.

* Uses OneNote to capture meeting notes.

« Uses the meeting thread to request Sales Executive to help build sales summary.

« Sales Executive completes the summary and uploads the Excel spreadsheet to the Files tab in the channel for review.
« Sales Manager tracks the conversation and ensures that her team delivers the spreadsheet.

How did Teams help the Sales Manager execute her roles and responsibilities? Which app integrations on

Teams made it possible?
» Use a dedicated team to prepare and collaborate on a plan of action for business-critical

tasks.
« Create impactful summaries of crucial data with Excel and OneNote for Microsoft Teams.
» Share documents, slide decks and materials through the Files tab repository.

OneNote Excel
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Oy v HD A4 B67%

Add members to Sales ;

i Team Members (5) O\
Start typing a name, distribution list, or mail enabled security group to add to your
team.

ALL OWNERS

Start typing a name or group

Christie Cline
Analyst

Debra Berger
Account Manaager

Don Howes
Finance Manaaer

Enrico Cattaneo
Analyst

Joni Sherman
You

Use a dedicated team to prepare and collaborate on a plan of action. The Sales Manager creates an exclusive team for
managers from various business units to sync their efforts.




Sales - Building a Sales Summary | ] .
mn Microsoft

e
Sales Summary Sync Chat Details Scheduling Assistant

X Cancel meeting =2 Copy link Meeting options aoc Tracking

2 5ales Summary Sync e Joni Sherman
=am Organizer
[e) - Christie Cline Patti Fernandez . o .
= O Fentative @ Tentative ' + Optional f‘ Christie Cline
Ca ¥ Unknown

o 5/24/2021 11:00 AM - 5/24/2021 11:30AM ~ 30m @ All day @  Patti Fernandez
¥  Unknown . é Sales Summary Sync &) .

Sales / Finance Review

Suggested: 8:30 PM-9:00 PM 9:00 PM-2:30 PM  9:30 PM-10:00 PM

[T

DETAILS

Does not repeat

Sales Summary Sync

Mon May 24, 2021
11:00 am—11:30 am

Add location

=5 Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Paragraph

Shared to channel

. Sales
Finance Review

Participants (3)

Microsoft Teams meeting

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

Learn More | Meeting_options

b Joni Sherman
. Organiser
Christie Cline
‘-‘), Unknown
()  PattiFernandez

She receives a meeting invite for a sync call. With Microsoft Teams, you can easily schedule meetings and find the best
available times for invitees through the native scheduling calendar.
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Microsoft Teams Search or type a command

Your teams ﬂ Sales ) Finance REViEW

: Business Development Conversations  Files Wiki Meeting Notes (2D Sales Summary MOM (2D Quarterly Sales (29 ==

ﬂ RFP Response - Client X Intra...  +++ DH Don Howes Edited
IMPORTANT!

Sales Summary Sync
n IT Administration .

Hi All,
The finance team is in the process of creating the quarterly PEL statement. We are looking for inputs from sales and marketing teams. The
ﬂ Employee Portal Mobile ... «++ | intent of this meeting is to outline what we need from the respective teams. Look forward to talking more then.

O v HD 4 /| B67%
Sales Summary Sync
Thursday, June 20, 2019 @ 4:30 PM Conversation

Sales / Finance Review

ollapse all

£ Sales Summary Sync ended: 1m 12s 3 DH Don Howes
General Jun 20, 4:19 PM

. . % Joni Sherman  4:27 PM
Clients Service 2® Don Howes sharing the meeting note here Sales Summary MOM IMPORTANT!

Finance Review Scheduled a meeting

Don Howes

F t and Analysi !
orecast and Analysis o Thanks Joni Sherman. As discussed, please let me know the POC for the sales report?

a Sales Summary Sync

e Joni Sherman  4:28 PM Yesterday @ 4:30 PM
o Ive brought Lidia up to speed on your requirements, she will be your POC for this.

Monthly Reports

«' Reply

Christie Cline Sales Summary Sync ended - BH
IMPORTANT! 1min 12sec o

Sales Summary for Finance

Hi Don Howes, please find attached the sales summary for the past quarter.
You Jun 20, 4:27 PM

CC: Joni Sh . .
oni Sherman Don Howes sharing the meeting note

here Sales Summary MOM

m Quarterly Sales.xlIsx

Don Howes Don Howes Jun 20, 4:28 PM

Thanl wrun Chrictia Clina Thic lanlkc araatl

Start a new conversation. Type @ to mention someone.

" Join or create a team A, @ @ [ [ G

Use the meeting thread in channels or chats for follow-up conversations about meeting outcomes, action items and

brainstorming. The Sales Manager uses the thread to share her meeting notes/MOMs with her team members.
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2" Microsoft

Microsoft Teams 4 Search or type a command
a

2 Your teams Sales ) Finance REViEW

a n Business Development Conversations  Files Wiki  Mesting Notes (2D Sales Summary MOM ~  Quarterly Sales (29 +

@ RFP Response - Client X Intra...  ++- :
g ma OneNote Online - Saved

IT Administration ] ] ]
File Home Insert Draw View Help Open in OneMNote

=
Meetings Employee Portal Mobile ... 1 N El e Calibri Ligh1 w 20 hd B I g 'ﬁ e i M « 1&9

-‘-‘ Human Resource

= Sales Summary 03/05

Sales Thursday, June 20, 2019 4:26 PM

General
1) Sales Velume by channel SaleS Summary 03/05

Clients Service
This is a bit of a more “strategic” KPI that can also be used effectively on longer time scales. Thursday, June 20, 2019 4:26 PM
Essentially, this report shows you what physical areas and methods of customer acquisition are
Forecast and Analysis ! pulling in the most revenue.

Finance Review

1) Sales Volume by channel
Monthly Reports The total sales volume can make it easy to see where you should be prioritizing your sales

efforts so that you can adjust accordingly. This is a bit of a more “strategic” KPI tha
2) Revenue closed by rep can also be used effectively on longer

While a week may be slightly too short to get a meaningful revenue metric (depending on the time scales. Essentially, this report

length of your sales cycle), this is still a useful report to run. For shorter sales cycles, you'll shows you what thSiCEﬂ areas and

certainly be able to see trends by rep over 2-3 weeks. 5 s
methods of customer acquisition are

Reports export in .CSV format. . .
? ? pulling in the most revenue.

You can access the Sales Summary Report by navigating to Reports > Sales > Sales Summary
The total sales volume can make it easy

to see where you should be prioritizing
HERE ARE THE DEFINITIONS OF WHAT WILL POPULATE IN YOUR SALES SUMMARY REPOR your sales efforts so that you can adjust
Date Date the order was placed. (MM/DD/YYYY) accordingly.

Website The website the order took place on. 2) Revenue closed by rep

Type Type of order. (Website/ClubOrder/AdminPanel) Whil K be slightlv too short
ile a week may be slightly too shor

to get a meaningful revenue metric
(depending on the length of your sales
cycle), this is still a useful report to run.
For shorter sales cycles, you’ll certainly
be able to see trends by rep over 2-3

Count The number of orders.

Sub Total The sub total of the order before tax, shipping etc.

Deposit  If there is a bottle deposit on product(s) *(Canadian customers only)
Shipping Total amount of shipping.

+ . .
Join or create a team Handling Total amount of handling.

Collaborative and powerful document creation with OneNote in Microsoft Teams enables quick dissemination of notes

and status updates among team members. OneNote tabs pinned in channels means you don't go looking for notes.
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2" Microsoft

Microsoft Teams A Search or type a command

Quarterly Sales.xlsx

PROFIT & LOSS SUMMARY

DATE
Date

a E g Mo« Total All Periods MONTHS ~
Fles 5 1/31/2009 134,563 28,816 2009 &

2/28/2009 121,948 22,570 -
3/31/2009 122,388 26,079 150000 B c
4/30/2009 118,258 24,597 145000

5/31/2009 134,869 23,228 140000 , PROFIT & LOSS SUMMAR

6/30/2009 197,412 22.313 135000
7/31/2009 122,359 21.398 130000 | 130486 E)

125000
8/31/2009 123.112 20,484

120000 e Production -
2/30/2009 133.634 19,569 7 Date Shipping Total

115000 2504 114099 - I

10/31/2009 138,388 18,654 22579 %3’%%@5
110000 4330 56 11023€0000 1/31/2009 134,563 28,816
11/30/2009 131,057 17.739 105000 R Y 1306935
el astid

12/31/2009 128,084 16,824 100000 ¥ 100085 10000

1/31/2010 137,388 52,985 75000

o 20000 4/30/2009 118,258 24,597
2/28/2010 144,020 57 —&—Production Total Shipping Total

3/31/2010 142,745 4598 5/31/2009 134,869 23,228

Mestings - . o
Production Shipping =43 Ot~ HD 4 8 67%

Quarterly Sales

2/28/2009 121,948 22,570
3/31/2009 122,388 26,079

4/30/2010 130,484 38,543 6/30/2009 127,412 22,313
5/31/2010 147,181 32,765 7/31/2009 122,359 21,398

6/30/2010 136,155 28,765 8/31/2009 123,112 20,484
7/31/2010 134,383 22178
8/31/2010 107,129 19,432
9/30/2010 108,39 16,987

9/30/2009 133,634 19,569
15 10/31/2009 138,388 18,654
16 11/30/2009 131,057

Lo [ ericonons [EUVORNV T | pal Siinary

The Sales Executive uses Excel to build and present her data to the team. Create impactful summaries of crucial data

with Excel, Word and OneNote for Microsoft Teams — deeply integrated in your workspace.
199



Sales - Building a Sales Summary

2" Microsoft

Microsoft Teams Search or type a command

Your teams ﬂ Sales ) Finance REViEW

u Business Development Conversation Files Wiki Mesting Notes (2D Sales Summary MOM  Quarterly Sales

. P —— mmmeim mem mpmms mmaap s e e e e em m o e s e s m i ——

. intent of this meeting is to outline what we need from the respective teams. Look forward to talking more then.
RFP Response - Client X Intra...

Sales Summary Sync

Thursday, J 20, 2019 @ 4:30 PM
IT Administration S ol

Employee Portal Mobile ... <« | =] Sales Summary Sync ended: Tm 12s e s HD A /| @ 67%

Joni Sherman £:27 PM

Don Howes sharing the meeting note here Sales Summary MOM Finance Review

Sales

Human Resource

Sales ves Don Howes

Thanks Joni Sherman. As discussed, please let me know the POC for the sales report? CHAT FILES
General

i 4:28 PN s .
Clients Servics : J,Dm sherman 425 P , , . Christie Cline
- I've brought Lidia up to speed on your requirements, she will be your POC for this. =
Finance Review ‘*‘. Jun 20, 4:33 PM

&' Reply
Forecast and Analysis ! IMPORTANT!

Monthly Reports Christie Cline Sales Summary for Finance
IMPORTANT!

Sales Summary for Finance Hi Don Howes, please find attached the sales
Hi Don Howes, please find attached the sales summary for the past quarter. summary for the past quarter.

CC: Joni Sherman

CC: Joni Sherman

m Quarterly Sales.xlIsx

m Quarterly Sales.xlsx
ollapse all 89.97 KB
Don Howes

B Thank you Christie Cline. This looks great!

e Joni Sherman  4:38 PM
it Don Howes, hope this works. Please feel free to reach out if you have any more questions. Don Howes Jun 20, 4:38 PM

< Reply Thank you Christie Cline. This looks
great!

Start a new conversation. Type @ to mention someone.

" Join or create a team A @& O [ [ o

You Jun 20, 4:38 PM

Open channel conversations among team members help the Sales Manager track messages and ensure her team

delivers the sales summary accurately and on-time. The in-progress sales summary can be previewed in channel.
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es Manager

Scenario Walkthrough

Creates a new team and channel for Sales and Clients Service to share information.
Invites Client Service team for a kick-off call for knowledge transfer.

Walks them through a PowerPoint deck that details actions items using screenshare.
Creates a post in the channel highlighting meeting outcomes and guidelines.
Responds to the Account Manager’s questions in the conversation thread.

Sets the plan in motion.

How did Teams help the Sales Manager execute her roles and
responsibilities?

Collaborate and work with team members through distinct, thread-based channel
conversations.

Screenshare documents and slide decks over calls and save them as reference material
in the Files tab.

Integrated Office 365 applications like PowerPoint help build data summaries and visual
presentations.

2" Microsoft

irecting the Employee Path to Expertise

Contoso wants to ensure they provide clients with a wealth of information to make an informed decision about choosing their
services. A Sales Manager at Contoso wants to work on equipping the client service team with the right communication to pass on
to clients, and she uses Microsoft Teams to coordinate these efforts.

Which app integrations on
Teams made it possible?

PowerPoint
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Sales - Directing the Employee Path to Expertise

2" Microsoft

Oy v HD A4 B67%

Add members to Sales ;

) _ o _ _ Team Members (5) Q.
Start typing a name, distribution list, or mail enabled security group to add to your
team.

ALL OWNERS

Start typing a name or group

Christie Cline
Analyst

Debra Berger
Account Manaager

Don Howes
Finance Manaaer

Enrico Cattaneo
Analyst

Joni Sherman
You

When a new member is added to a team, they can immediately access all conversations, information and files that
have been shared in the team. This makes it easy for a new member to ramp up to the project.




Sales - Directing the Employee Path to Expertise
== Microsoft

Microsoft Teams Search or type a command

Vour teams ﬂ Sales > Clients Service -

: Business Development Conversations  Files Wiki  Meeting Notes (29 Clients Service Team Tr... G2 -+

. Joni Sherman  4:49 PM
ﬂ RFP Response - Client X Intra...  +- %: Jom Sherman

Clients Service KT

n IT Administration Welcome to Clients Service and Sales team. We'll use this space to discuss strategies when it comes to disseminating information on our
services and offerings to clients. To get started, we would like to begin with a channel meeting on 07/06. Please join in and let's make sure
Meetings ﬂ Employee Portal Mobile ...+« | we are on the same page when it comes to the information we share with our clients.

i

i0Or + 9 HD A m67%

Collapse all

ﬂ Human Resource e Christic Cline é Conversation

General This is a great initiative Joni Sherman! Looking forward to the meeting to hear more. Sales / Clients Service

Employes Engagement % Joni Sherman 4:55 PM  Edited ad You
a® Clients Service KT sdm Jun 20,4:49 PM

Employee Referrals
IMPORTANT!

Planning 35| Clients Service Team Training.pptx

Review Clients Service KT

Training ﬂ Clients Service KT

Thursday, June 20, 2019 @ 5:00 PM Welcome to Clients Service and Sales team.
We'll use this space to discuss strategies
Clients Service KT ended: 2m 135 : when it comes to disseminating information
General ) . . .

5:00 PM Edited on our services and offerings to clients. To
Clients Service Hi All, sharing a few key points we discussed today: get started, we would like to begin with a
Finance Review R LG B e e [ e channel meeting on 07/06. Please join in
Guidelines for Customer Service Reps and let's make sure we are on the same page
Forecast and Analysis : Updated airline safety protacols ) ) ) pag

when it comes to the information we share

with our clients.

Sales

Monthly Reports

Christie Cline
Are these guidelines available in the corporate portal?

Joni Sherman 5:07 PM - " . @
These guidelines have recently cleared legal approval, but they are still under review. We will be posting the updated guidelines ST M asa Bl

soon in this channel as soon as we receive a final thumbs up from leadership! Thisis a great initiative Joni Sherman!
Meeting ended: 7s & Looking forward to the meeting to hear

Start a new conversation. Type @ to mention someone.

Join or create a team A @& © [ [ oo

The Sales Manager posts a message in the channel to provide the client service team context about the meeting and

the objective behind the collaboration.
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Sales - Directing the Employee Path to Expertise

Microsoft Teams

> Cancel meeting & Copy link
Z Clients Service KT

Christie Cline w @ Patti Fernandez .,
=4 Tentative : Tentative

(©  5/24/2021

Paragraph

Microsoft Teams meeting

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

Learn More | Meeting_options

12:00 PM -~

30m

Q. Search

Clients Service KT Chat Details Schedu ing Assistant

Meeting options

+ Optional

All day

Tracking

Joni Sherman

Organizer

Christie Cline
4 Unknown

Patti Fernandez
Unknown

A client service knowledge transfer 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.

2" Microsoft

Clients Service KT
Sales / Client Service KT

DETAILS

Clients Service KT

Mon May 24, 2021
11:30 am—12:00 pm

o5 Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

: Sales
Client Service KT

Participants (3)

Joni Sherman
Organiser

@ Christie Cline
=)
a

Unknown

Patti Fernandez
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Sales - Directing the Employee Path to Expertise
2" Microsoft

Microsoft Teams “ Search or type a command
a ’ > 3 e
B Clients Service Team Training.pptx

Chat

‘ 'f' NW DISTRIBUTION CENTER

'|D|I v' HD A m 660/0

s AFETY TRAl N|NG | P

—

NW DISTRIBUTION CENTER
SAFETY TRAINING

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

visual representation of key points covered.
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Sales - Directing the Employee Path to Expertise

Microsoft Teams

Your teams

n Business Development

ﬂ RFP Response - Client X Intra...

n IT Administration

ﬂ Employee Portal Mobile ...

ﬂ Human Resource

General

Employee Engagement
Employee Referrals
Planning

Review

Training

Sales

General
Clients Service

Finance Review

Forecast and Analysis

Monthly Reports

Join or create a team

Conversations  Files Wikl

Search or type a command

Sales > Clients Service -

Meeting Notes (D Clients Service Team Tr... G2 -+

Welcome to Clients Service and Sales team. We'll use this space to discuss strategies when it comes to disseminating information on our
services and offerings to clients. To get started, we would like to begin with a channel meeting on 07/06. Please join in and let’s make sure
we are on the same page when it comes to the information we share with our clients.

Collapse all

0 Christie Cline
F0  This is a great initiative Joni Sherman! Looking forward to the meeting to hear more.

e Joni Sherman 4:35 PM  Edited
2& Clients Service KT

E- Clients Service Team Training.pptx

H Clients Service KT
Thursday, June 20, 2019 @ 5:00 PM

Clients Service KT ended: 2m 13s

5:00 PM Edited

Hi All, sharing a few key points we discussed today:
* Recently updated Contoso policies
* Guidelines for Customer Service Reps
* Updated airline safety protocols

Christie Cline
Are these guidelines available in the corporate portal?

Joni Sherman 5:07 PM
These guidelines have recently cleared legal approval, but they are still under review. We will be posting the updated guidelines
soon in this channel as soon as we receive a final thumbs up from leadership!

4 Meeting ended: 7s

04  Meeting ended: 265 &

< Reply

Start a new conversation. Type @ to mention someone.

A ¢ OB D o

The conversation thread allows the Account Manager to come back to clear her questions and receive a prompt
response from the Sales Manager.

i0s v HD A £ B66%

e Conversation
Sales / Clients Service

You Jun 20, 5:00 PM

Hi All, sharing a few key points we
discussed today:

® Recently updated Contoso policies

® Guidelines for Customer Service
Reps

e Updated airline safety protocols

e Christie Cline Jun 20, 5:00 PM
~® Are these guidelines available in the

corporate portal?

@. You Jun 20,5:01 PM
%9 These guidelines have recently cleared
legal approval, but they are still under

Reply

& W ¢ @ A

Microsoft
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2" Microsoft

Preparing for a Monthly Review
Account Manager

Scenario Walkthrough

Contoso drives sales efforts by constantly analysing results of previous endeavours and tracking sales outcome.
Monthly reviews are a part of this process. See how an Account Manager syncs up with the Sales Manager for her
monthly review.

Views a reminder post in the channel regarding monthly review.

Submits his Excel report in the channel where the information will be stored in the Files tab.
Join Teams meeting for monthly review with Sales Manager.

Posts an update on action items in a 1:1 chat conversation.

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

Create crisp data summaries with integrated Office 365 tools like Excel.

Use the meeting thread to continue conversations pertaining to action items, thereby -
keeping conversations in context.

Excel
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Sales - Preparing for a Monthly Review
== Microsoft

Microsoft Teams Search or type a command

Sales > Monthly Reports -

e N snn
; N2
Planner CneNote .

ebsite AOd tab

Daily Stand-Up
Engineenng and Development
Pull Reauecte

ull Requests Last read

" : Ov v HD A | & 66%
Joni Sherman 6/20 5:15 PM .
- " | Moneh Monthly Reports
Monthly Review Time! r

Account Managers, please update your reports with your month end s

slovee En meetings with all of you. Please check your calendars. Thank you! CHAT

nploy jagement

Qager

Employee Referrals pie 2
. Joni Sherman
Employment Trend % Debra Berger 6/20 5:31 PM :

| .
Joni Sherman, here's my report for the month of june. Talk to you more during our scheduled one on one! . Jun 20, 5:15 PM
Mning
S IMPORTANT!
Training E3:| Monthly Sales Report.xlsx

Monthly Review Time!

Joni Sherman 6/20 531 PM Edite 1
e» &Xah oooal Account Managers, please update your
reports with your month end sales numbers
by the 25th! I've also scheduled one on one
Finance Review meetings with all of you. Please check your

Forecast and Analysis calendars. Thank you!

Monthly Reports

Safety and Security

% You Jun 20,5:31 PM
3

New Operations (LA and Austin) <= Joni Sherman, here's my report for the
month of june. Talk to you more during
our scheduled one on one!

eneral
Marketing

Operations
[t Monthly Sales Report.xlsx
22.65 KB

22* | .
€0 JOIn Or create a team

An exclusive channel for members of a team who collaborate regularly helps maintain a history of past

communications to refer to instantly, while keeping the newest conversations and files accessible.
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Sales - Preparing for a Monthly Review

2" Microsoft

EA Search or type a command

Monthly Sales Report.xlsx

Microsoft Teams

g -
B C F G H

Account BTy YTD Revenue o Target R I COGS - B % of List Price B Actual B Target Margin B

Company A

4,664,500.00

245,500.00

3,928,000.00

4,320,800.00

107.9545455

-736500

-810150

Company A

2,223,000.00

117,000.00

1,872,000.00

2,055,200.00

107.9545455

-351000

-386100

Company A

2,223,000.00

117,000.00

1,872,000.00

2,059,200.00

107.9545455

-386100

Company B

2,318,000.00

122,000.00

1,952,000.00

2,147,200.00

107.9545455

-402600

Company B

2,318,000.00

122,000.00

1,952,000.00

2,147,200.00

107.9545455

-102600

Meetings CCI"WPEIH‘,:‘ B

1,472,500.00

77,500.00

1,240,000.00

1,364,000.00

107.9545455

-253750

Company C

4,664,500.00

245,500.00

3,928,000.00

4,320,800.00

107.9545455

-810150

Company C

6,103,750.00

321,250.00

5,140,000.00

5,654,000.00

107.9545455

-1060125

Company C

2,975,200.00

156,800.00

2,308,800.00

2,755,680.00

107.9545455

-317440

Sheet1

e

igr v HD A& B62%

Monthly Sales Report.xlsx

Account
Company A

TY YTD Revenue

4,664,500.00

\/ariance

Company A

2,223,000.00

Company A

2,223,000.00

Company B

2,318,000.00

Company B

2,318,000.00

Company B

1,472,500.00

00 N oW -

Company C

4,664,500.00

Company C

6,103,750.00

Company C

2,979,200.00

Sheet1

The Account Manager submits her report in the channel using Excel. This spreadsheet is stored in a cloud-enabled

repository with Files.
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Sales - Preparing for a Monthly Review
== Microsoft

Microsoft Teams & Search or type a command

S Comeer € Joni Sherman

SCEnt
Conversation  Files Organization  Activity —
. Flanner —
|© Task "Retrieve Data Sets"
5:32 PM
Joni Sherman 5:36 PM Hi Joni
E keeping fingers crossed that this is a co...

Glad to report that as discussed, I've roped in help from Marketing to create customized monthly
newsletters for leading clients

e Ascistant @ Zoom.ai : i0gr + 9 HD 4 #65%
i Jani Sherman .
= "N Christie Cline i Hey Debra, that was quick! Joni Sherman 4 %

Last seen 5:45 PM

Meetings

keeping fingers crossed that this is a cool step towards positive client interaction.
% Diego Siciliani

CHAT

Emily Braun

Grady Archie Yesterday 5:32 PM

& Henrietta Mueller Hi Joni

rvin Sayers

Glad to report that as
discussed, I've roped in

saiah Langer help from Marketing to

create customized monthly
Johanna Lorenz newsletters for leading clients

et | Jordan Miller

Hey Debra, that was quick!

keeping fingers crossed that this
is a cool step towards positive

MOD Administrator client interaction.

e Miriam Graham

i actor Wi
* Nestor Wilke Type a new message Type a new message

af Patti Fernandez Ar & ':::' [E] [ FE

P ¢ @ A

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The
Account Manager reaches out to the Sales Manager to provide a quick update over chat after the review meet.
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2" Microsoft

Forecasting Sales and Conducting Gap Analysis

5

¥ Sales Analyst

Scenario Walkthrough

There are often mismatches between forecasts and predictions and the final outcome. The Sales Analyst has to identify gaps and
bridge them to be sure they are not missing business opportunities.

» Creates a channel for the purpose within the sales team and sends a welcome message highlighting the purpose of the team.
« Sends out a meeting invite to discuss forecasts, actual outcome and competitor strategies.

« Uses monday.com to assign tasks to team members to work on gap analysis.

« Team members use a shared Excel to build out the gap analysis and use PowerPoint for ease of data consumption.

* Reviews the report in PowerPoint and requests changes.

* Reviews final draft and passes it on to the leadership team.

How did Teams help the Sales Analyst execute her roles and responsibilities? Which app integrations on
Teams made it possible?

T8

Excel PowerPoint  monday.com

« Build reports, documents and presentations online in the cloud with Excel
and PowerPoint.

« Channel meetings and conversation keep discussions in context with key players.

 Edit reports and work cohesively as a Team to build reports without leaving the
conversations and discussions in Teams.

« Organize, structure, and streamline all programs, projects, and processes with
monday.com.
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Sales - Forecasting Sales and Conducting Gap Analysis

2" Microsoft

iOv + 9 HD A 65%
Create a channel for "Sales" team "

Channel name v Team Members (5) O\

Letters, numbers, and spaces are allowed

ALL OWNERS
Description (optional)

Help others find the right channel by providing a description Christie Cline
You

Debra Berger
' Account Manager

Don Howes
Finance Manaager

Enrico Cattaneo
Analyst

Cancel .
Joni Sherman

Manaaqger

Teams and channels are where you hold meetings, have conversations and work on files together with team members.
Each channel is built around a topic, like "Monthly Reports,” a department name, or even just for fun chatter.




Sales - Forecasting Sales and Conducting Gap Analysis .
Microsoft

= Forecasting Sales and Gap Analysis Chat Files Details 5cheduling Assistant  Meeting notes  Whiteboard 1 “

2 .
ﬁ . Cancel meeting &2 Copy link Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi » Meeting options Tracklng

)74 Forecasting Sales and Gap Analysis| Christie Cline

Organizer

Debra Berger Enrico Cattaneo
o Y y oti
=L % Tentative Tentative Debra Berger

Unknown

®  26-05-2021 . 26-05-2021 - ® Alday ; Enrico Cattaneo

Unknown Edit event

Suggested: 2

Iz Does not repeat . Forecasting Sales and Gap Analysis

Add location Add participants

Christie Cline
Hide meeting info <0 Busy

Debra Berger
& ah Paragraph A&

Tentative

Hi Team,

Tentative

We have often noticed mismatches between forecasts and the outcome. Given external causes that could have been factored in,
these gaps are understandable sometimes, but they need to be identified and bridged to ensure we do not miss business

All da
opportunities. | have created a new team to capture these gaps. Scheduling this meeting to discuss more. y

D
ﬂ Enrico Cattaneo

Wed, 26 May, 2021

Wed, 26 May, 2021

Microsoft Teams meeting

Free: May 26 20:30, 21:00, 21:30, 22:00

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

Learn More | Mesting options Iy

The Sales Analyst sends a welcome message highlighting the purpose of the team and a fellow team member creates
a meeting invite along with an agenda.
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Sales - Forecasting Sales and Conducting Gap Analysis B .
mn Microsoft

Add a tab

Turn your favorite apps and files into tabs for this meeting. More apps monday.com|

Optimized for meetings

/.

monday.com

Recent v

We can't find any matches for ‘monday.com’

Open

Open in browser

Copy link

Rename

Settings

i@; Manage apps Delete

Use tabs to configure relevant apps for your meeting. The Sales Analyst configures monday.com in a meeting to
create, assign, track and discuss tasks during the meeting.
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Sales - Forecasting Sales and Conducting Gap Analysis

¢+.mondayon

Tasks
Select a group

® Gap Analysis

Select an item

‘ | Product Research

Product Research
Client Feedback
Retrieve Data Sets
Create Power Bl Dashboard

Competitor Pricing Analysis

Debra Berger & Enrico Cattaneo ¥

Leverage project management capabilities to track work items and clear blockers seamlessly in meetings. monday.com
offers a wide range of project management capabilities — discuss task status and make quick updates to status and
timeline within the meeting context for efficient project management.

Cortana

Put me on hold
Start recording
Share Whiteboard

Turn on live captions

Turn off incoming video
Dial pad

Meeting views

N
\\\

Microsoft




Sales - Forecasting Sales and Conducting Gap Analysis

Microsoft

Forecasting Sales and Gap Analysis

¢+/.monday

Competitor Pricing

in — Tasks

Debra B &

Enrico C &
B X D

Debra Berger &, Enrico Cattaneo 2,

monday.com in meetings makes it easy for meeting participants to create tasks, discuss them, track progress, and
more without leaving the meeting interface. This makes it easy for the meeting participants to maintain context during
discussions.




Sales - Forecasting Sales and Conducting Gap Analysis

Microsoft

Forecasting Sales and Gap Analysis

A\ 5 minutes left in your scheduled meeting time.

p- |

e
v 'N
.i’l; g

Debra B &

Enrico C &
B X D

Debra Berger &, Enrico Cattaneo &,

Microsoft Teams sends notifications to all participants five minutes before the meeting is scheduled to end. This helps
everyone stay cognizant of the time left in the meeting.




Sales - Forecasting Sales and Conducting Gap Analysis .
2" Microsoft

Forecasting Sales and Gap Analysis Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard  Tasks 1 “

o morlday_mm Give Feadback Log Out

Workspace sas
" Tasks Eﬁ? S Invite /1 A~ Activity + Add to board

“ Main workspace Add board description

@ Add fEa Main Table 07 Kanban + Add View ¥y Integrate €3 Automate

% Filters

/;'l\ 1 (%)
Q Search m Q search (@) Person Y/ Filter « ]

[0 Start from scratch

O Tasks Product Research Q Client Feedback Forecast Report

@ Person ® Person @ Person

E Status % St % Stats “

Customer Feedback Retrieve Data Sets

@ Person Person

Open
E status E status

Open in browser
Create Power Bl Dashboard

_ Copy link
=) Person

= Rename
= Status

. . . Settings
Competitor Pricing Analysis

@ Person Delete

Create a new monday.com board or add to an existing one from directly within Microsoft Teams and easily visualize

your team’s work in one collaborative workspace.
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Sales - Forecasting Sales and Conducting Gap Analysis

2" Microsoft

Activity
-3
Christie Cline joined the meeting.

Debra Berger and Enrico Cattaneo were invited to the meeting.

Christie Cline named the meeting to Forecasting Sales and Gap Analysis.

Christie Cline added monday.com to the chat.

11:11 3l

spsis é Forecasting Sales and Gap Analysis

3 participants
Forecasting and predictions

Actual outcome - stats
Competitor strategies

DETAILS MORE

Christie C. joined the meeting.

Attendance report

— Debra Berger and Enrico Cattaneo have joined the
Click here to download attendanc t

conversation.

B8 Christie C. added monday.com to the conversation.

Agenda:

11:29

Forecasting and predictions
Thanks for the meeting everyone.

Actual outcome - stats
As discussed over the call, | have assigned tasks for everyone here. Please have a look. Competitor strategies

Enrico Cattaneo 11:29

\‘f;; Thanks for the meeting everyone.
) As discussed over the call, | have assigned tasks
for everyone here. Please have a look.

ﬁ Enrico C
(] o

w

e Type a message

Type a new messag

Meeting chat allows conversations before and after the meeting. Documents shared are stored in protected
environment and can be accessed by everyone in the channel.
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Sales - Forecasting Sales and Conducting Gap Analysis .
2" Microsoft

Microsoft Teams

Search or type a command

ﬂ Sales > Forecast and Analysis -

Your teams

@ Contoso Company West Regi...

n Contoso Company Cloud Mana...

E Northwind Cloud

Finance Review

Forecast and Analysis

2 hidden channels

+ .
Join or create a team

Channel conversations allow users to build

Conversations

Files Wiki Meeting Notes (B Tasks (2D F

Christie Cline %46 PM
IMPORTANT!
Forecasting Sales and Gap Analysis
Hi Team.
We have often noticed mismatches between forecasts and the final cutcome. Given external causes that could not have been factored in,
these gaps are understandable sometimes but they need to be identified and bridged to ensure we do not miss business opportunities. The
purpese of this team is to capture these gaps. Let's meet soon to discuss more..watch out for a meeting invite!

Christie Cline 47 PM Edited
@ Agenda:
Forecast and predictions
Actual outcome - stats
Competitor Strategies

Gap Analysis
Thursday, June 20, 2019 @ 6:00 PM

¢ Reply

Debra Berger 2 @
IMPORTANT!

First Cut - Gap Analysis of Our key Service Areas

Hi team,

| have shared the initial draft of the Gap Analysis. Please take a look and update the sheet as you see fit.

F¥A - Christie Cline

m Gap Analysis.xlsx

ollapse all

Christie Cline ©:12 PM
Great work Debra Berger, looks good. Enrico Cattaneo can you get started on the PPT deck based on Annette's inputs?

Enrico Cattaneo Edited
Here you go Christie Cline, the PPT is done.

Start a new conversation. Type @ to mention someone.

Ay ¢ OE P G

O v HD A4 B65%

Forecast and Analysis
Sales

é

CHAT

discussion threads after a meeting, also allowing them to share data as the
team members do in this case.

~ 3 You
=~“-«}° Jun 20, 5:46 PM

IMPORTANT!

Forecasting Sales and Gap Analysis

Hi Team,

We have often noticed mismatches between
forecasts and the final outcome. Given
external causes that could not have been
factored in, these gaps are understandable
sometimes but they need to be identified and
bridged to ensure we do not miss business
opportunities. The purpose of this team is

to capture these gaps. Let's meet soon to
discuss more...watch out for a meeting invite!

See less

e You
_© Scheduled a meeting

Gap Analysis
Yesterdav @ 6:00 PM
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2" Microsoft

Microsoft Teams A Search or type a command

Your teams ﬂ Sales > Forecast and Analysis -

@ Contoso Company West Regi...  +- Conversations  Files Wiki Meeting Notes (D Tasks T

i, |
“; Agenda:
E Contoso Company Cloud Mana... s+ Forecast and predictions
Actual outcome - stats

Competitor Strategies

_ Gap Analysis
Mestind> i e | Thursday, June 20, 2019 @ 6:00 PM

il
&« Reply

o ves é Conversation
Sales / Forecast and Analysis

Debra Berger } |

IMPORTANT! i Debra Berger

First Cut - Gap Analysis of Our key Service Areas s Jun20,6:06 PM
Finance Review Hi team, IMPORTANT!

| have shared the initial draft of the Gap Analysis. Please take a look and update the sheet as you see fit.

Forecast and Analysis FYA - Christie Cline First Cut - Gap Analysis of Our key Service Areas

2 hidden channels

i s W HD £ 4 B65%

m Gap Analysis.xlsx Hi team,

| have shared the initial draft of the Gap

apse all Analysis. Please take a look and update the
Christie Cline ©:12 PM sheet as yOU Sele fit.
Great work Debra Berger, looks good. Enrico Cattaneo can you get started on the PPT deck based on Annette's inputs? FYA - Christie Cline

Enrico Cattaneo Edited

Here you go Christie Cline, the PPT is done. I' Gap Analysis.xlsx

— 31.01 KB
3:| Clients Analysis.pptx

You Jun 20,6:12 PM
Enrico Cattaneo

0 Christie Cline &:16 FM
¥© Looks great! Could you create a slide with revenue data as well please?

Done! Great work Debra Berger, looks good.

& Reply Enrico Cattaneo can you get started

At A NNT AdAanlr hamaAd Al A At ala

Reply

Start a new conversation. Type @ to mention someone.

" Join or create a team Ly & O E] =] D:q @ @ é @ /:_\/ eee

Relying on channel conversations to work with each other, team members quickly rally together and use a shared
Excel to build out a gap analysis and use PowerPoint for an easily consumable, but effective presentation.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Gap Analysis.xlsx

Number of Clients, Price/Month, Revenue % of Total Clients by Geographic Area
Places - | Clients - |% increase |~ |Revenue - Streaming Servi| ~ |\West - |South |~ |Central |~ |MNorthed~|other |~
LA 50,000,000 7.00| 5350,000,000 LA 40% 30% 35% 30% 35%
Seattle 118,000,000 12.99|$1,532,820,000 Seattle 10% 15% 15% 25% 0%
Manhattan 17,000,000 35.00| $595,000,000 Manhattan 20% 0% 15% 0% 20%
Houston 5,000,000 8.25| $41,250,000 Houston 0% 15% 0% 15% 20% 12:37 i0r 9 HD A £ & 48%
Mew Jersey 10,000,000 1.67 516,666,667 MNew Jersey 15% 5% 0%
California 20,000,000 12.50| $250,000,000 California 9 15% 10% 10% 9 6 Gap Analysis.xlsx
San Francisco 25,000,000 16.67| S$416,666,667 San Francisco “ 5% 10% 10%
Arizona 10,000,000 50.00| $500,000,000 Arizona E 5% 10% 10% E A
Total 100% 100% 100%

-

Number of Clients, Price/Month, Revenue
Places ~ | Clients
LA
Seattle
Manhattan
Houston

New Jersey

2
=
4
5
6
7
8
9

California
San Francisco
Arizona

Gap Analysis Charts Gap Analysis

Use Excel’s analytical abilities within Teams to build reports and share them with your team. The full canvas of Excel is

available as a rich, integrated experience inside Teams enabling the sales team to review, edit and publish reports.
226



2" Microsoft

[dentitying and Closing a Major Sales Opportunity
Sales Manager

Scenario Walkthrough

The Sales Manager at Fabrikam Al always keeps himself up-to-date with the latest news across industries and potentials sales
opportunities. He learns that Contoso, an existing client, is exploring opportunities to digitize their workflow and identifies this
as a potential sales opportunity. He notifies other team members of this lead, reaches out to a representative from Contoso,
and kickstarts the process to pitch Fabrikam’s value-adding chatbot services to Contoso and close the deal, all within Microsoft
Teams.

Receives a news update regarding Contoso’s effort to transform their workflow via Module Q digitally.
Schedules a meeting and discusses potential chatbot solutions that Fabrikam Al could pitch to Contoso.
Reaches out to a representative from Contoso who expresses interest in the services via 1:1 chat.

Checks the client’s calendar and the calendar of other team members to schedule a meeting at a convenient time using the
Calendar BOT.

Receives a pitch deck with details of the services that Fabrikam offers and the pricing of the services via PowerPoint.

Updates the status of the lead to ‘Closed” and notifies team members using Woobot. Which app integrations on

How did Microsoft Teams help the Sales Manager execute his roles and Teams made it possible?
responsibilities?

View, search and act on new leads, forecast with precision, and nurture important “'\

opportunities from creation to close using Woobot.
Calendar BOT  Woobot Q

Praise PowerPoint 227

Stay up-to-date across topics right within Microsoft Teams using Module Q.

Check the schedule and block the calendar of team members within your
organization and from the customers side using Calendar BOT.
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2" Microsoft

Microsoft Teams Search or type a command

Recent Contacts Q chat Profile News Settings Help FAQ About

Coronavirus News Update

Morning Update

Woobot
Before we can finish connecting your user...

Powered by Microsoft News

| Institution of Mechanic

Calendar BOT
Sent a card Contoso Explores Digital Transformation

J-2t8  Opportunities
Ashley Solis (Guest) 3/27 Sy i
You: & Pad e Related to: Digital transformation

Paeml Ly = Morning Update
Powered by Microsoft News

nd Channel Partner - 7h ago

Institution of Mechinical Engineers - 13h ago
Microsoft Adds ‘Family’ and 'Personal’ SKUs to

g y Contoso Explores Digital
Microsoft 365 Line -- Redmond Channel Partner

Transformation Opportunities

Related to: Digital Transformation
Not Useful

Redmond Channel Partner - 7h ago

; ; : : Microsoft Adds 'Family' and 'Personal’
Al Might Spot At-Risk COVID-19 Patients SKUs to Microsoft 365)' Line -~ Redmon:

ad ta

\elated to: Artificial Intelligence Related to: Microsoft
Not Useful

WebMD - 5h ago

ARY News Live - 7Th ago i Al Might Spot At-Risk COVID-19
Patients

Al firm to screen 15,000 drugs to find coronavirus
cure Related to: Artificial Intelligence

Related to: Artificial Intelligence

Not Useful

Not Useful Shar ARY News Live - 7h ago

Al firm to screen 15,000 drugs to find

Type your guestions here

Model Q finds content relevant to your current priorities by scouring external and internal content sources, such as

news, collateral, and experts. The Q bot delivers what you need in your chat feed.
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Microsoft Teams

Fabrikam Al Sales

General

Clients

Forecast and Analysis

Monthly Report

Sales Leads

rch or type a command

n General
a Don Howes 3/27

IMPORTANT!
Huge Chatbot Opportunity With Contoso Digital Transformation

Hi Fabrikam Al Sales, Contoso is exploring digital transformational opportunities.

4

them in an effective digital transformation.

Let’s discuss the possibilities that we could pitch to them.

Helen Foster
That sounds great!

Meeting ended: 17m 42s

27 3.01 DA

Don Howes 3/27 3:01 PM

the most value to Contoso?

— Could you please help us with the costing of the customized services that Gal

Galen O'Shea
Sure, | will share that as soc

Helen Foster
Great! Do kee P me posted

Galen O'Shea
Will do!

Type @ to mention someone.

| believe our strong relationship with Contoso would place us in a solid position to pitch our chatbot to help them upskill their employees and aid

Thanks all! I'm sure we can add significant value to Contoso. I've assigned tasks here to put together a pitch that | will present
Contoso. In the meantime, I'll reach out to ASHLEY SOLIS and see if Contoso is interested in an opportunity like this.

salen O'Shea, could you please share a detailed presentation with information on the specific features and services that would add

en O'Shea would suggest?

The Sales Manager kicks off discussion over an opportunity and triggers an instant meeting using Meet Now feature.
The team keeps conversations and relevant documents all in the meeting thread for easy reference.

2" Microsoft

Post
Fabrikam Al Sales / General

a You

§ 27 Mar, 2:40 pm
240

IMPORTANT!

Huge Chatbot Opportunity With Contoso Digital
Transformation

Hi Fabrikam Al Sales, Contoso is exploring digital
transformational opportunities.

| believe our strong relationship with Contoso would place
us in a solid position to pitch our chatbot to help them
upskill their employees and aid them in an effective digital
transformation.

Let's discuss the possibilities that we could pitch to them.

You 27 Mar, 2:42 pm

That sounds great!

Meeting ended

17min 42sec

You 27 Mar, 3:01 pm
Thanks all' I'm sure we can add significant value to

@ A

229



Sales — Identifying and Closing a Major Sales Opportunity

2" Microsoft

Microsoft Teams 4 Search or type a command

Recent Contacts AshleySoIis (Guest) Chat Files Organization  Activity —+

Activity

Chat 3/27 3:04 PM
Q 30 AM Hi Ashley Solis (Guest). | read about Contoso’s digital transformation initiative. 2
Coronavirus News Update

Woobot /27 Ashley Solis (Guest)

E Before we can finish connecting your user... Hi Don Howes. Yes, we're locking to digitize our entire workflow by the end of this year.

EEETTE Calendar BOT
Sent a card 3/37 3:04 PM
Ashley Solis (Guest) That's great! We offer chatbot solutions to help upskills workers and answer any queries they might é Ashley Solis (Guest)
You: ¢y have during org-wide changes. Would you be interested in these services?

Ashley Solis (Guest)

! it! ) .
Yes, Don Howes. We'd love to hear more about it! Hi Ashley Solis (Guest). | read about Contoso's

digital transformation initiative.
3727 3:05 PM
Fantastic! I'll look up your calendar and book a slot this week for a detailed pitch.
Hi Don Howes. Yes, we're looking to digitize our
entire workflow by the end of this year.
Ashley Solis (Guest) 1
That works! Looking forward to hearing from you.
That's great! We offer chatbot solutions to
help upskills workers and answer any queries
they might have during org-wide changes.
Would you be interested in these services?

3/27 3:05 PM

Yes, Don Howes. We'd love to hear more about
it!

Fantastic! I'll look up your calendar and book a
slot this week for a detailed pitch.

That works! Looking forward to hearing from you.
1

Type a new message

© @

The Sales Manager reaches out to a Contoso representative using 1:1 chat. Use this feature when you don't need the

whole team.
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2" Microsoft

Microsoft Teams A Search or type a command

Recent Contacts W ,’1 Calendar BOT chat Free/Busy Calendar About

i /27 3:45 PM B -
Q Calendar BOT Meeting
ii; Coronavirus News Update

Teams Calamdar RO
Woobot /27 ) Calendar BOT
E Before we can finish connecting your user... o

Calendar Calendar BOT /27 Schedule Meetiﬂg 12:33

Sent a card

Up to the next 3 available times in the next 14 days are shown in <
the buttons below. For advanced customization or options please

use the web view.

Ashley Solis {Guest) Calendar BOT

You: oYy

Chatboat Solution Pitch .
Schedule Meeting

description Up to the next 3 available times in the next 14 days
are shown in the buttons below. For advanced
customization or options please use the web view.

Chatboat Solution Pitch

Include Microsoft Teams meeting description

| [ ft T i
11:00 AM - 11:30 AM Include Microsoft Teams meeting

. . Time Zone: Coordinated Universal Time
1:30 AM - 12:00 PM

12:00 PM - 12:30 PM Other: Enter date/time

03/2711:00 AM - 11:30 AM H 03/2711:30 AM - 12:

v’ Chatbot Solution Pitch

. . 03/27 12:00 PM - 12:30 PM UTC Time
v Chatbot Solution Pitch

03/27 12:00 PM - 12:30 PM UTC Time

Type your questions here

A @ @ B

Compare open times on your calendar to open times on any of your Approved Contact's calendars using Calendar
bot. The Sales Manager uses the bot to schedule meeting with Contoso representative.
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Microsoft

Microsoft Teams 4 Search or type a command

Teams Y n Sales Leads Posts Files Wiki -+

® Team

® views ) recent X\ >earch

Your teams

u Fabrikam Al Sales

General

Woobot

Megan Bowen shared Opportunity record @ Chatbot Solution
Forecast and Analysis
Monthly Reports Woobot

Post
Sales Leads @ Chatbot Solution Fabrikam Al Sales / Sales Leads

Name Chat olution Account )

Amount $1 0 Stage M che Woobot

Probability 80% Close Date Apr 0 10:56

Owner megan bowen Modified 1 bowen ©

Next Step @Megan Bowen shared Opportunity record § Chatbot

Solution
More...

Woobot 10:56

e § Chatbot Solution

Don Howes 10:2

#eo Galen O'Shea Bridgett Monroe. Ashley, from Contoso, is interested in our pitch, and I've scheduled a meeting this week. Name Chatbot Solution Account  Contosc

op  Bridgett Monroe Edited Amount  $100,000.00 Stage Meeting

Probability 80% Close Date Apr032

Owner megan bowen Modified megant

Next Step

You 10:20

Fo
Galen O'Shea Bridgett Monroe. Ashley, from Contoso,
is interested in our pitch, and I've scheduled a meeting
this week.

Start a new conversation. Type @ to mention someone.

°

88" Join or create a team /}/ & O @ = @q > 9 0 f {n‘ o @ @ A/ 09

Access critical Salesforce CRM data in real-time and keep your team updated of important sales developments
with Woobot. The Sales manager uses Woobot to update the lead status and notify the team of the meeting scheduled.
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Microsoft Teams earch or type a command

n General Posts Files

u Fabrikam Al Sales

General

m Clients GO Galen O'Shea
Chatbot Services for Contoso

Hi General, I've detailed all the services that we currently offer and the custom chatbot solutions that we could create to suit Contoso.

Calendar

[@-| Chatbot Solutions.pptx

Bridgett Monroe
Thanks Galen O'Sheal I've edi yve doc to include the costing details for all the services.

WA

Don Howes 1:26 PM
This looks great Galen O'Shea Bridgett Monroe! I've scheduled a meeting for later this week to present this with Ashley.

Galen O'Shea
Looking forward to this meeting.

Bridgett Monroe

Channel conversations are a great way to track the status of a project as they can contain everything related to the project:
discussion threads, files, and meeting notes. A PowerPoint presentation is shared to elaborate on solutions for Contoso.

Post
Fabrikam Al Sales / General

Galen O'Shea
G O 1:24 pm

®
Chatbot Services for Contoso

Hi General, I've detailed all the services that we currently offer
and the custom chatbot solutions that we could create to suit
Contoso.

l‘ Chatbot Solutions.pptx
271.59 KB

Bridgett Monroe  1:25 pm

Thanks Galen O'Shea! I've edited the above doc to
include the costing details for all the services.

You 27 Mar, 15:01

This looks great Galen O'Shea Bridgett Monroe! I've
scheduled a meeting for later this week to present this
with Ashley.

Galen O'Shea 1:26 pm
Looking forward to this meeting.

B G @ Ap e

Microsoft
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2" Microsoft

Chatbot Solutions.pptx 4 Search or type a command

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Q Tell me what you want to do 1 | | =] Conversation

v [ v d New Slide | | | A A" B ] \ e v| By &o L JORIRY ~

é Chatbot Solutions.pptx

HATBOT SOLUTIONS FOR O

CONTOSO

- o - -
Slide 1of 7  English (US.) Help Improve Office == Notes

Store and share important files within a secure, cloud-enabled repository with Files. Informative documents such as the

PowerPoint discussing chatbot solutions are housed here for the team’s easy access.
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Microsoft Teams Z Search or type a command

During a meeting, the participants can use rich meeting capabilities such as video, screen sharing, file sharing, meeting
notes and chat to make the meeting engaging and productive. Needless to say, meetings are fully supported on
mobile clients too!

2" Microsoft

17:42 .

- Meeting in 'Forecast and Analysis'
05:15 4 attendees

Bridgett Monroe )z Galen O'Shea /.z

Y

Ashley Solis (Guest)
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Microsoft Teams Search or type a command

Teams Sales Leads Posts Files Wiki —+

Activity

Your teams

n Fabrikam Al Sales

General Woobot

Woobot
Megan Bowen shared Opportunity record & Chatbot Solution

B 5 & Chatbot Solution

Calendar Forecast and Analysis
Name C ition Account
Monthly Reports Amount Stage
Probability 6 Close Date
Sales Leads Owner gan bowen  Modified
Next Step

More...

Don Howes 3/27 7:2

7:24 PM Edited
\A/,

We just closed the deal with Contoso! Congratulations to you all. You've done a great job! Galen C

Galen O'Shea 2 Edited

Thank you Don Howes <

Helen Foster

Good job, team! Looking forward to strengthening our relationship with Contoso. ®

Helen Foster sent praise to

Don Howes, Galen O'Shea,
Bridgett Monroe

Start a new conversation. Type @ to mention someone.

28" Join or create a team /5/ & (-_'_-) [E] =] ﬁ_q S g W

With Woobot, you can forecast with precision, and nurture important opportunities from creation to close in any team.

The Sales Manager uses Woobot to update the team of winning and closing the sales opportunity.

Post

Fabrikam Al Sales / Sales Leads

Woobot
1057
@
@Megan Bowen shared Opportunity record § Chatbot
Solution

Woobot 10:57

° § Chatbot Solution

Name Chatbot Solution Account Contosc

Amount $100,000.00 Stage Closed \

Probability 80% Close Date Apr022

Owner megan bowen Modified megant

Next Step

More...

You 27 Mar, 19:24

We just closed the deal with Contoso! Congratulations
to you all. You've done a great job! Galen O'Shea and
Bridgett Monroe!

M @ ¢ @ Ay e

Microsoft
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Marketing

Check out how different marketing personas in your organization ranging from Marketing
Manager to Social Media expert can boost daily productivity using Microsoft Teams.

Marketing Superpowers in Teams

Capabilities and Features used... Apps that enable an immersive experience in Teams

» Protected, shared spaces for conversation and business Y,
deals ®

e Hold remote presentations over protected video Word Excel PowerPoint  OneNote Asana monday.com
conferences

* Open channel communication with Microsoft Teams - Al u E u

 Build reports, documents and presentations online Forme power Bl Lucidehart  Trello Shifts MURAL

with office applications

« Schedule meetings through synced calendars
P P Y
4
Smartsheet Presentations Teamwork — Adobe Tasks by ~ Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
Marketing

2" Microsoft

Marketing Manager Marketing Project Lead

"Marketing has found its digital ‘Data (s scattered — sometimes (n
niche. To play in this field, | need spreadsheets, sometimes in people’s
to be quick and responsive. So heads. Teams makes it easier to tap
does my team." (nto humerous sources.”

« (reate and utilize required
documents, business plans and
launch plans for the business

 Execute branding activities and
marketing communication

* Manage relationship with

media and PR agencies « Suggest approaches to marketing

, and sales in order to drive growth
« Qversee the loyalty program’s

reach and performance for the
organization

* (Generate business cases for
service extensions and
enhancements

Marketing Analyst

"Marketing without data (s like
driving with your eyes closed.”

» Gather data about consumers,
competitors and market
conditions

» Analyse data using statistical
software

» Prepare reports and present
results to clients as well as to the
Management

238



2" Microsoft

Fxtending Services in New Markets
Marketing Manager

Scenario Walkthrough

Contoso’s award-winning professional services have a constant demand in new markets. To cater to these clients, Contoso is in
the process of extending their services and setting up offices in two new, major cities. The marketing team must work together
on a plan of action to make their services in these new markets a success. Here's how a Marketing Manager leverages the
cohesive experience in Microsoft Teams to streamline her work and ensure visibility for her team.

« Creates a new team and invites team members to brainstorm and collaborate.

« Uses Excel to create marketing plans and uploads the spreadsheets to the Files tab in the channel for peer review.

» Schedules a conference call with Contoso's marketing and finance executives.

« Uses the OneNote app within Teams to capture meeting notes and feedback, without having to leave the Teams application.
* Delegates tasks to team members through clear channel communication.

« Uses a Tasks by Planner and To Do tab integrated in the channel to create, assign and track tasks necessary for the
completion of the project.

How did Teams help the Marketing Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
« Native features like conference calling with screen share helps ensure the team stay on P
the same page. v
* Note-taking in OneNote allows team members to have shared access to information. Excel OneNote  Tasks by
« Create, assign, and track tasks individually or collaboratively with your team with Tasks F;'ig”g
by Planner and To Do. Do
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mn Microsoft

Microsoft Teams [ Search or type a command

Your teams NO New Operations (LA and Austin) -

n Business Development

MNew Operations (LA and Austin)

RFP Response - Client X Intra... -+ Members Channels Settings  Apps

IT Administration Search for members Q

. Owners(1)
Employee Portal Mobile ... : iy HD 4G M £ W 65%

MName I Location

@ Joni Sherman Team Members (7) Q

Manager 2041109

Human Resource

Sales
Members and guests (5} ALL

Safety and Security Name i Location
Christie Cline

New Operations (LA and Austin) #. Debra Berger Account Manager 18/2107 Member X Analyst

General

Debra Berger
Account Manager

Marketing Patti Fernandez Project Lead 15/1102 Member

Operations
Ruby George Assistant Manager Member Enrico Cattaneo
Analyst

. Enrico Cattaneo Member
Johanna Lorenz

Senior Consultant
Christie Cline Analyst 131/2105 Member

Joni Sherman

Johanna Lorenz Senior Consultant 23/2102 Member s® You

Patti Fernandez
Project Lead

Ruby George
Assistant Manager

+ -
Join or create a team

The Marketing Manager uses a dedicated team to prepare and collaborate on a plan of action before a major event. A

team can even include external members through protected guest access possible in Teams.
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Microsoft Teams

Your teams

u Business Development

RFP Response - Client X Intra...

IT Administration

Employee Portal Mobile ...

Human Resource

Sales

Safety and Security

MNew Operations (LA and Austin)
General

Marketing

Operations

+ -
Join or create a team

Search or type a command

no  New Operations (LA and Austin) > Marketing -

Conversations  Files Wikl

3

Mesting Notes (2D Marketing Plan (I +

Joni Sherman 10:33 AM
IMPORTANT!
Marketing Plan for Our Two New Locations

Hi All, we are delighted to announce that we have offices and clients at new locations now: LA and Austin! This calls for a round of kudos to
the teams that have made this possible. We now progress into our next phase of putting together a marketing plan for our newest markets.

The intent is of course to take the meszage out to existing clients, but we also need to target new business prospects in these regions. Let’s
put our heads together to do this here. Any ideas? Share away!

Collapse all

Ruby George Edited

RG . . - . . o
@ HiJoni Sherman, we can take this discussion over a call. | have pinned a Mural board here for meore insight into the plan.

Marketing Plan Discussion
Tuesday, June 25, 2019 @ 11:00 AM

Joni Sherman 10:35 AM

Sounds good, talk to you soon!
Marketing Plan Discussion ended: 1m 14s

Hi Team, here's an initial cut of the marketing plan I've put together. Please share your inputs to fine tune it.

m Marketing Plan.xlsx

Enrico Cattaneo
Joni Sherman, |'ve updated the section on target audience. Please take a look!

Joni Sherman 10:33 AM

Thanks for the insights Enrico Cattaneo... looks great!
« Reply
Joni Sherman 11:01 AM Edited
Marketing Plan Walk Through for Finance

Marketing Plan Walk through
Tuesday, June 25, 2019 @ 1130 AM

Start a new conversation. Type @ to mention someone.

A ¢ OB B O

Microsoft Teams enables transparent communications through channel conversations. The Marketing Manager
communicates in open-channel conversations and keeps team members up-to-date.

2" Microsoft

i0r HD54GC A & B 65%

Conversation
New Operations (LA and Austin) / Marke...

You
Gs Jun 251053 AM

IMPORTANT!

Marketing Plan for Our Two New Locations

Hi All, we are delighted to announce that we
have offices and clients at new locations
now: LA and Austin! This calls for a round

of kudos to the teams that have made this
possible. We now progress into our next
phase of putting together a marketing plan
for our newest markets. The intent is of
course to take the message out to existing
clients, but we also need to target new
business prospects in these regions. Let’s put
our heads together to do this here. Any ideas?
Share away!

Ruby George
©  Scheduled a meeting

Reply

@ ¢ @ A
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Microsoft Teams A Search or type a command

Marketing Plan.xlsx

MARKETING PLAN (LA and Austin)

Meetings

WHATTO DO BUDGET START DATE END DATE 4:30 aOv HD*4G 4 /| & 64%
i 3 Executive summary
Objectives of plan S XX, H00( MK 1/6/2019 5/6/2019 é
Challenges of organization New geography
Expectations if marketing plan was successful Increase in client base
Mission To extend to new markets

Marketing Plan.xlsx

B

Target market - LA

MARKETING PLAN (LA an

Marketing Strategy
Promotions Digital and traditional marketing
Expansion 3 phase expansion strategy

WHAT TO DO

Executive summary

Current marketing efforts

Target market - Austin
Obijectives of plan
Challenges of organization
Expectations if marketing plan was successful
Mission

Demographics
Avg client services needad 2,300
Marketing Strategy
Promotions Digital and traditional marketing

0 NOoO o WN =

Expansion 3 phase expansion strategy

Current marketing efforts

O

Target market - LA

-
o

Demographics

—
—

Avg client services needed
Marketing Strategy

|
w N

Promotions
Expansion
Current marketing efforts
Target market - Austin

R I B B
N o o b

Demographics

=
(00

Avg client services needed

Marketing Stratesv
Jlnct1

!
O

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

can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365 services.
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Microsoft Teams 4 Search or type a command

Vour tesms no  New Operations (LA and Austin) > Marketing -

n Business Development
RFP Response - Client X Intra...  «++ @
IT Administration
Employee Portal Mobile ...
Human Resource
Sales
Safety and Security

New Operations (LA and Austin)
General

Marketing

Operations

+
Join or create a team

With Microsoft Teams, the Marketing Manager can schedule meetings without difficulty and find the best available times for
invitees through the native scheduling calendar. Meeting threads make follow-up conversations a breeze, and even fun!

Conversations Files Wiki Meeting Notes (&2 Marketing Plan (2 +

Joni Sherman 11:01 AM Edited
Marketing Plan Walk Through for Finance

m Marketing Plan Walk through
Tuesday, June 25, 2019 @ 11:30 AM

Collapse all

a Patti Fernandez
Great work team! Look forward to seeing how we progress!

N v/ L

let's do thisl

e Joni Sherman 11:08 AM
C Sharing the MOM from our discussion earlier Marketing Plan

L REle,'

Joni Sherman 11:19 AM
IMPORTANT!

As discussed in the meeting, here are the process owners to help set the marketing plan in motion:

Email marketing: Christie Cline

Social media management: Johanna Lorenz
Visual collateral - Johanna Lorenz

Website and blogs: Ruby George

Client accounts: Debra Berger

Start a new conversation. Type @ to mention someone.

AN ¢ OBE G

2" Microsoft

i0dv HDv4GC 4 £ m 63%

Marketin =
& g =

New Operations (LA and Austin)

CHAT FILES MORE

You 4
wye Jun2511:01 AM

Scheduled a meeting

m Marketing Plan Walk through
Jun 25,2019 @ 11:30 AM

@ Patti Fernandez Jun 25, 11:05 AM

iwn®
Great work team! Look forward to
seeing how we progress!

let's do this!

@ You Jun25,11:09 AM
A©

Sharing the MOM from our disc
earlier Marketing Plan
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Microsoft Teams
Marketing Plan Walkthrough chat Details  Scheduling Assistant “

X Cancel meeting & Copy link Meeting options Tracking

Marketing Plan Walkthrougf“ @ Joni Sherman

F Yo S
Crganizer

Enrico Cattaneo @ Patti Fernandez ., ! Debra Berger

Tentative i " Tentative i Tentative B SRR ﬁ e e
Unknown

Patti Fernandez .
Unknown Marketing Plan Walk through
New Operations (LA and Austin) / Marketing

% Debra Berger
Unknown DETAILS

Marketing Plan Walk through

Thu May 27, 2021
Add location 7:00 pm—7:30 pm

5/27/2021 7:00 PM 30m @  Allday

Does not repeat

o Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Microsoft Teams meeting

New Operations (LA and Austin)

% 2 Marketing
Join on your computer or mobile app

Click here to join the meeting

Participants (4)
Learn More | Meeting_options

Joni Sherman
Organiser

Debra Berger
Unknown

Enrico Cattaneo

Meetings in Teams include audio, video and file sharing. And because they're online, you'll always have a meeting

space and never need to find a room or projector to share ideas.
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Microsoft Teams E4 Search or type a command

no  New Operations (LA and Austin) > Marketing -

Your teams

n Business Development Conversations  Files Wiki  Meeting Notes (5D Marketing Plan ~ + E 2 D &

RFP Response - Client X Intra...

Microsoft

ma OneNote Online - Saved

IT Administration o

File Home Insert Draw View Help Open in OneNote

Employee Portal Mobile ... -+ | v [F]~ || Calibri Light vl20 ~ B I U &£~ Av 8 - =v 1S e B~ b~ | 2.

Human Resource IO 4 ] > §

New Destinations — Marketing Plan

Sales Tuesday, June 25, 2019 11:07 AM

Safety and Security o @ Date of Meeting: 06/25/2019

Mew Operations (LA and Austin) Location: Teams meeting

General

Marketing Meeting Facilitator: XXX

Operations - . - - - -
Meeting Objective: To present the finalized marketing plan to the team. To

identify process owners for the various roles within.

Discussion points:

1.Account managers and Sales team will play a crucial role in getting the message
across to clients about services in our new markets, and they will need all the
information about our services in these regions at the earliest.

2.Audience analysis is in progress and marketing plans may have to be customized
to suit the audience.

3.ldentified process owners for the plan: Email marketing: @Christie Cline , social
media management: @Johanna Lorenz , art and visual collateral - @Johanna
Lorenz , website and blogs: @Ruby George, client accounts: @Debra Berger.

+ -
28 Join or create a team

New Destinations —
Marketing Plan

Tuesday, June 25, 2019

Date of Meeting: 06/25/2019

Location: Teams meeting

Meeting Facilitator: XXX

Meeting Objective: To present the
finalized marketing plan to the
team. To identify process owners
for the various roles within.

Discussion points:

1.Account managers and Sales
team will play a crucial role in
getting the message across to

W

11:07 AM

She uses the integrated OneNote app within Microsoft Teams to capture meeting notes and feedback, without having
to leave the application. The OneNote tab serves as a team notebook to the entire group, pinned to a channel.
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Microsoft Teams

Teams Marketing Posts Files Wiki Task Board

Your teams
Joni Sherman 12:34 PM

Store Launch Coordination e IMPORTANT!

Marketing Plan

As discussed in the meeting, here are the process owners to help set the marketing plan in motion:
Birmingham Email marketing: Christie Cline

Social media management: Johanna Lorenz

General

Fort Worth ;
Visual collateral: Johanna Larenz

Marketing Website and blogs: Don Howes
Client Accounts: Debra Berger
Mew Operations (LA and Austin)

If you have any questions, please feel free to reach out to me. I've added a tab here to assign and track tasks: Task Board.
General

Marketing
Operations

. Emily Braun 12:59 PM
Hidden teams Thanks, Joni. I'll reach out to you in case | have any questions.

Joni Sherman 1:00 PM  Edited
Christie Cling, can you please add me to the mailing list?

Christie Cline 1:01 PM

ce Join or create a team

The Marketing Manager 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!

1:58

% @ Post
New Operations (LA and Austin) / Marketing

@ You
-

.= 12:54pm
©

IMPORTANT!

Marketing Plan

As discussed in the meeting, here are the process owners to
help set the marketing plan in motion:

Email marketing: Christie Cline

Social media management: Johanna Lorenz

Visual collateral: Johanna Lorenz

Website and blogs: Don Howes

Client Accounts: Debra Berger

If you have any questions, please feel free to reach out to me.

I've added a tab here to assign and track tasks: Task Board.

s Emily Braun  12:59 pm @
©

Thanks, Joni. I'll reach out to you in case | have any
questions.

e You 1:00 pm V4

Christie Cline, can you please add me to the mailing
list?

© ke

Microsoft
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Microsoft Teams

Teams (8 Marketin Posts  Files Wiki Task Board -~
g

Your teams

Group by Bucket -~ Filter ~
Store Launch Coordination

General In Progress
Birmingham ) ) )
Add task T Add task T Add task
Fort Worth
Marketing

Y e Hose hiet B Y " . - ; - ~dar M B et Arnrovs
(_J) 5end Email to Mist B () tegize social media calendar (_J) Budget Approval Tasks by Planner and To Do

@ 06/30 1 05

General Create a social media marketing plan
Marketing ﬂ Christie Cline Joni Sherman .;:::;. Analyze market trends Overdue

Operations £ o521
() Collate Visual Collateral () Create a social media marketing plan Budget Approval
Overdue

Mew Operations (LA and Austin)

Hidden teams & 05707 I?'; Don Howes

lnbamr - - H
la Johanna Lorenz i Collate Visual Collateral
(_J) Callate Visual Collateral Debra Berger

(O Send Email to List A A Overdue

% Debra Berger Analyze market trends
i g
0 ~hristie CI Don Howes

=W Christie Cline

Jt Overdue

Strategize social media calendar
Joni Sherman
05/30/2021

Send Email to List A
Christie Cline
06/24/2021

Send Email to Mist B

Add a task

Join or create a team

The Marketing Manager 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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Preparing for World Series
Marketing Project Lead

Scenario Walkthrough

Contoso offers marketing services as part of their bouquet of professional services for clients. As the marketing partners for the
MLB World Series, Contoso executes their marketing plans, relying on Microsoft Teams to communicate as well as serve as a
protected environment to stash learnings from the efforts to build a toolkit to prepare for other such major events.

« Creates a channel and mobilizes various marketing efforts, keeping them all in tune with each other.

« Uses the News messaging extension to post news articles related to the World Series.

* Analyzes stats and trends from previous event in an exclusive channel.

« Schedules a kick-off meeting and assigns tasks using Planner.

* Reviews team members' tasks and execution, while files shared are hosted securely within the channel.
» Creates a best practices/future event toolkit using OneNote once the marketing campaign is in place.

How did Teams help the Marketing Project Lead execute her roles Which app integrations on
and responsibilities? Teams made it possible?

 Integrated Office 365 applications like Excel and OneNote help team collaborate
better. E/

Efficient task management made easy with Tasks by Planner and To Do.
Excel OneNote  News Tasks by

« Find coverage of local, national, and worldwide current affairs with News and Planner
share it in a channel. and To Do
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Microsoft Teams E4 Search or type a command

Your teams

Client Z Project

E Northwest Experience Desig... -+ Members Channels Settings Apps

VI3 Major Events Team -

E Client Y's Design Thinkin... Search for members Q
-

ﬂ Employee Portal Mobile ...  «++ §) Owners (1)

Mame ocation

Mew Operations (LA and Austin)
Team Members (4 Q
@_ Patti Fernandez Project Lead ( )

i HD+4GC 4 & B 62%

General

Marketing Members and guests (3) AL

Operations Mame ocation

. Christie Cline
I EETE R @ Johanna Lorenz Senior Consultant 23/2102 Member ~~ ¥ Analyst

General

Event Planning @ Chiristie Cling Analyst 131/2105 Member JOh_anna Lorenz
Senior Consultant

Media and Marketing

Previous Events Data H

& Jordan Miller Senior Consultant 19/31 Member ~~ »  Jordan Miller

World Series .
N Senior Consultant

Pop-Up Kiosk Planning .
Patti Fernandez

General You

Marketing
Pop-Up 1
Pop-Up 2

Pop-Up Performance

Hidden teams

@

+ -
88 Join or create a team

A team brings together a group of people for work, projects, or common interests. The Marketing Lead uses a

dedicated team to prepare and collaborate on a plan of action before a major event.
251



Marketing - Preparing for World Series

Microsoft Teams

Your teams

Client Z Project

E MNorthwest Experience Desig...

[T] Client ¥'s Design Thinkin...
[ =]

ﬂ Employee Portal Mobile ...

Mew Operations (LA and Austin)
General
Marketing

Operations

Major Events Team
General

Event Planning
Media and Marketing
Previous Events Data

World Series

Pop-Up Kiosk Planning
General

Marketing

Pop-Up 1

Pop-Up 2

Pop-Up Performance

Hidden teams

+ -
88 Join or create a team

Share snippets of relevant news within the channel using the News app in the compose box of Teams, which allows the

A Search or type a command

ﬂ Major Events Team > World Series -
Conversations  Files Wiki —+

@ Patti Fernandez 11:33 AM
IMPORTAMNT!

The MLB World Series is coming!

Starting this channel to track news related to the upcoming World Series event.

Mews

World Series odds 2018: Predictions, picks and MLB
teams to back from advanced model

Despite Mother Nature's fury, the 2018 major-league season is off to a fast
start. The Astros are 5-1 favorites to win the World Series, followed closely by

e Yankees, Cubsand Dodgers, who are all getting 7-1. Everyone from avera

Joes to professional ..

Patti Fernandez 17:35 AM
Christie Cline - we need to review data from past major events. Can you pull some data together and create a channel?

MNews
Here's a sign that the 2018 Mets are World Series
bound

Print the playoff (and World Series) tickets, Mets fans. While that may seem
ridiculous in mid-April, it's impossible to ignore how good the 12-2 Mets have
been in the early going of the 2018 season. In fact, the 12-2 start represents

Flom mmd mmele £

E€ more

0 Christie Cline
¥= Patti Fernandez - Previous Events Data channel created!

< Reply

Start a new conversation. Type @ to mention someone.

A ¢ @ @M B o b ©

Marketing Lead to keep the team in the loop as well as engage them with important or interesting stories.

2" Microsoft

HD4C 4 £ m62%

World Series La
—¢

Major Events Team

CHAT

You
. e Jun2511:33 AM

IMPORTANT!

The MLB World Series is coming!

Starting this channel to track news
related to the upcoming World Series
event.

u News

World Series odds 2018: Predictions, picks
and MLB teams to back from advanced
model

Despite Mother Nature's fury, the 2018
major-league season is off to a fast start.
The Astros are 5-1 favorites to win the
World Series, followed closely by the
Yankees, Cubsand Dodgers, who are all
getting 7-1. Everyone from average Joes to
professional ...

CBSSports.com | 4/17/2018 9:58 PM
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Microsoft Teams “ Search or type a command

Your teams ﬂ Major Events Team > World Series -

Ehentd, Propcs Conversations  Files  Wiki

ﬂ Northwest Experience Desig...

™3 client Y's Design Thinkin...
-

0 Christie Cline
ol i - Previous Events Data !
n Employee Portal Mobile ... o Patti Fernandez evious Events ta channel created

v HDv4GC M & W 62%
<« Reply

New Operations (LA and Austin) “es Conversation

Patti Fernandez 11:40 AM Major Events Team / World Series

: IMPORTANT!

Marketing World Series Confirmed!

Operations World Series - It is confirmed! The two World Series markets are LA and Houston.

General

You
(e Jun2511:40 AM

IMPORTANT!

Major Events Team

1 1 1
Birer World Series Confirmed!

Event Planni . ) .
R World Series - It is confirmed! The two World

Media and M etin .
e e Series markets are LA and Houston.

Previous Events Data

World Series

Pop-Up Kiosk Planning

General

M Jordan Miller
Pop-Up 1 é» J =

Pop-Up 2 ) "@

Pop-Up Performance

Marketing

@ Patti Fernandez 11:42 AM
World Series - I'll be scheduling follow-up meetings in the Event Planning shortly!

Hidden teams
¢’ Reply :
@ﬁ Jordan Miller Jun 25, 11:41 AM

Start a new conversation. Type @ to mention someone. Reply

" Join or create a team A, 2 © W B e b ©

B @ @ @ Ay e

Got updates for you team? It just takes one post to get the message across to everyone in the channel! What's more —

GlIFs and stickers available right when you compose messages allow making business critical tasks fun as well!
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Microsoft Teams

Marketing Campaign Ownership and Staffing for the World S... chat Details  Scheduling Assistant

> Cancel meeting = Copy link Meeting options e Tracking

a Patti Fernandez

Crganizer

A Christie Cline Johanna Lorenz . . .
= 0 Tentatve - ‘a Tentative ' + Optional @ Christie Cline

2 Marketing Campaign Ownership and 5taffing for the World Series Event

Unknown
Johanna Lorenz
Unknown

1:00 PM -~ 5/24/2021 1:30PM  ~ 30m @ All day

ed: 8:30 PM-9:00 PM 9:00 PM-9:30 PM 10:00 PM-10:30 PM

Does not repeat

Add location

Paragraph A@

Microsoft Teams meeting

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

Learn More | Meeting_options

Microsoft Teams is a great way to schedule meetings, especially if the participants don't all work in the same
geographic area. It seamlessly integrates scheduling, invitations, updates and access to virtual meetings.

Marketing Campaign Ownership an...
Ma]or Events Team / Event Planmng

DETAILS

Microsoft

Marketing Campaign Ownership and
Staffing for the World Series Event

Mon May 24, 2021
1:00 pm—1:30 pm

o5 Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel
Major Events Team
Event Planning

Participants (3)

Patti Fernandez
Organiser

A Christie Cline
’3), Unknown
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Microsoft Teams

Teams

Store Launch Coordination

General
Birmingham
Marketing

1 hidden channe

Client Z Project
General
Delivery
Onboarding

Steering Committes

Client ¥'s Design Thinking Wor...

General
Collaborative Workshop

Workshop Task Management

Major Events Team

General

Event Planning
Media and Marketing
Past Events Data

World Series

Employee Portal Mobile App
General

App Review and Delivery
Daily Stand-up

- = - "

@ Join or create a team

m Event Planning Posts Files Wiki  Staffing Tasks -

Houston

Add task  Add task

Pl —
() Display Banners

@ Johanna Lorenz

() TV and Radio

@ Christie Cline

with ease through Teams.

Group by Bucket

£

Add task

IZ:::Z- Staff LA Flight Attendants

{!’U Jordan Miller

J Jordan Miller

Organize tasks by adding one or more Tasks by Planner and To Do tabs to a channel in Teams. This allows the
Marketing Lead to keep track of the tasks assigned to each stakeholder and follow-up on the progress for each task

() Staff LA Online/Digital Marketing &f:

Tasks by Planner and To Do

Staff LA Online/Digital Marketing SEO
Jordan Miller
05/30/2021

Display Banners
Johanna Lorenz

05/31/2021

Staff LA Flight Attendants

Jordan Miller

06/11/2021
TV and Radio

Christie Cline
06/25/2021

Add a task

Microsoft
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Microsoft Teams

Workshop Task Management

ﬂ Employee Portal Mobile App
General
App Review and Delivery
Daily Stand-Up
Engineering and Development
Pull Requests

X Design

Mew Operations (LA and Austin)
General

Marketing

Operations

Major Events Team

General

Event Planning
Media and Marketing
Past Events Data

Waorld Series

Pop-Up Kiosk Planning
General

Marketing

Pop-Up 1

Pop-Up 2

Pop-Up Performance
Hidden teams

a0+

ta  Join or create a team

& Search or type a command

ﬂ Major Events Team > Past Events Data -

Stats Trends (29 +

Conversations  Files  Wiki

- Patti Fernandez set this channel to be automatically shown in the channels list.

Last read

Christie Cline 5:17 PM
Tab conversation has begun.

Stats Trends

Christie Cline 5:17 FM
IMPORTANT!
Patti Fernandez Here is the data that you requested for past events. Let me know if you have any questions!

Patti Fernandez 3:18 PM
Thanks Christie Clinee! I'll create an Event Planning channel and schedule some time with the team to review the data and
get their input.

Christie Cline 5:18 PM

Start a new conversation. Type @ to mention someone.

Ao ¢ @ @ B d b ©

Customize a team with tabs. Add tabs for files, notes, websites and apps — it makes it easy for team members to
access frequently used content or services with just one tap. The Excel tab with stats is easily accessible to the team.

iy v HD A 4 B 91%

& Conversation
Major Events Team / Past Events Data

Christie Cline
S 517PM

Tab conversation has begun.

li Stats Trends

e Christie Cline 5:17 PM @

IMPORTANT!
Patti Fernandez Here is the data that
you requested for past events. Let me
know if you have any questions!

You 5:18 PM

Thanks Christie Clinee! I'll create an
Event Planning channel and schedule
some time with the team to review the
data and get their input.

(]

Microsoft
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Microsoft Teams & Search or type a command

Stats Trends.xlsx

A B C D E

Event B4 Campaign spendld Eventcity B4 Number of digital campaigifd Added Staffing Ed
MNew Years 578 New York 12

NBA Finals 833 Boston 33

Winter Clympics 1057 Houston 19

Presidential Inauguration 456 Washington DC 26

World Cup 734 LA 54

i0n HD 4G 4 4 m 60%
&~ Stats Trends.xlsx

A B (

Event Campaign spend§d Event c
New Years 578 New Yor
NBA Finals 893 Boston
Winter Olympics

Presidential Inauguration

World Cup

1
2
3
4
5
6
7
8

Sheet1

Create impactful summaries of crucial data with Excel, Word and OneNote for Microsoft Teams. Pin the files as a tab within
the channel for the team’s easy access. The Marketing Lead uses a tab to review stats of previous large-scale events.
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Microsoft Teams A Search or type a command

B3 Major Events Team > Media and Marketing -

Johanna Lorénz 6/25 12:34 PM Edited
IMPORTANT!

Media Files

ting The files for our Wor
gueshions.

MLBE PLAYOFFS

i0r v HD A 4 B90%

General

Media and Marketing

Major Events Team

Camara Thraksmyi
Service Strategy

CHAT

‘ Johanna Lorenz
s Jun 25,12:34 PM

IMPORTANT!

Delivery
Onboarding

Steering Committee Media Files

Media and Marketing The files for our
World Series social media campaign

: nning can be found in the Files tab. Please let
Media and Marketing me know if you have any questions.

Past Events Data MLB PLAYOFFS

CLAIM GLORY!

Finance

General

EUggel and ADpDrovalt

Contoso Company West Regig Patti Fernandez @
Thanks Johanna Lorenz! Can you and your team please make note of the posts/images that received better response. 50 we ¢an use

Genera

Communit - -
y Start a new conversation. Type @ to mention someone

Join or create 2 tean £o3 A 2 & [ [

A lot of the Marketing team’s efforts to push their services to customers include visual aids such as pictures and videos.

The Files repository is a protected place to house the media files the Marketing Lead collates from her team.
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Microsoft Teams EA Search or type a command

Your teams ﬂ Major Events Team > General -

i _—j I 'YL - - — I - -
Client Z Project Conversations  Files Wiki  Major Events (29 -+

= BOLALAD 8 el B R R | I3 LA R R R W A W LD L R el B i

E Northwest Experience Desig... ,es E Patti Fernandez has created channel World Series. Hide channel

.5: Christie Cline has added Johanna Lorenz to the team.
E Client Y's Design Thinkin...
— ) Patti Fernandez 12:50 PM
e . o IMPORTANT!
ﬂ Employee Portal Mobile ... 0 Major Events Wilki . iOr HD 4G 4 A & 60%
“ Christie Cline, Jordan Miller and Johanna Lorenz. The Major Events Wiki has been created in this channel. Please go in and make your edits.
Mew Operations (LA and Austin)  +s- Also, don't forget to add your templates to the Files tab. Thanks! Conversation
Major Events Team / General

cllapse all

Major Events Team
Johanna Lorenz You

General | uploaded the social media files that received the most positive responses. {.® Jun2512:50 PM
Event Planning Christie Cline IMPORTANT!
Media and Marketing e | have added the Stats Trends Template to the Files tab. Let me know if you need anything else! S Major Events Wiki
Previous Events Data »  Jordan Miller
World Series | have reviewed and added my input to the Wik. Christie Cline, Jordan Miller and

Patti Fernandez 12:35 PM Johanna Lorenz. The Major Events

Pop-Up Kiosk Planning R o R e < o e Wiki has been created in this channel.
General T | | /\ I\ < /O Please go in and make your edits. Also,
Marketing I A \ U don't forget to add your templates to
Pop-Up 1 the Files tab. Thanks!

Pop-Up 2

Pop-Up Performance D @ Johanna Lorenz  Jun 25, 12:50 PM
C

| uploaded the social media files
that received the most positive
responses.

Hidden teams

ﬂ Christie Cline Jun 25, 12:54 PM

Start a new conversation. Type @ to mention someone. Reply

88" Join or create a team Ay 2 © m B S b @

D@ ¢ Q@ A e

With the plan coordinated and executed to perfection, it's time now for the team to acknowledge each other’s efforts

in an open forum and to reflect on the learnings from the experience.
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Microsoft Teams EA Search or type a command
a

; Your teams ﬂ Major Events Team > General -

iant 7 Pro; . = . -
= | Client Z Project Conversations  Files Wiki Major Events ~

Chat

@ E Northwest Experience Desig...
g m% OneNote Online - Saved

Teams

E Client Y's Design Thinkin... ] ]
- Home Insert Draw View Help Open in OneNote

Mestngs ﬂ Employee Portal Mohile ...  +++ §) v [~ Calibri Light +v20 ~ B T Uu &~ ﬁv g A

i
Files NO  Mew Operations (LA and Austin)

Major Events Kit

o Tuesday, June 25,2019 12:57 PM
ﬂ Major Events Team uesday, June : 1257

Pop-Up Kiosk Planning Summary MaJor EventS Klt

General The purpose of this team is to plan and prepare for marketing plans and Tuesday, June 25, 2019 12:57 PM
Marketing campaigns for a major event. Microsoft Teams can provide structure and help you
stay organized. Summary

Pop-Up 2 Channel Structure The purpose of this team is to plan

Event Name" channel - Use this channel to help communicate all-up news and and prepare for marketing plans

announcements . .

: and campaigns for a major event.
Past Event Data channel - Use this channel to share and analyze data from past . .
major events Microsoft Teams can provide

Event Planning channel - Use this channel to connect with Flight Planners and structure and help you stay
Schedulers to share flight models and staffing organized.

Pop-Up 1
Pop-Up Performance

Hidden teams

Media and Marketing channel - Use this channel to share files and memaos with ch Is
the social media team annel Structure

Planning Steps "Event Name" channel - Use this

|dentify cities/markets channel to help communicate all-
Get organized in Teams with the appropriate channel structure up news and announcements

Identify the correct parties that need to be added to your team :
v - - Past Event Data channel - Use this

channel to share and analyze data
from past major events

Review data from past major events
Development of staffing tasks and vet with scheduling

Develop social media strategy

]

+ -
28 Join or create a team

Event Planning channel - Use this

Host training and reference material in OneNote for the team’s easy access and consumption within channels. The

team can always go back and refer to notes, learnings and best practices from past activities right inside Teams!
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Pop-Up Kiosks
Marketing Project Lead

Scenario Walkthrough

Contosos client, a popular chain of home furnishing stores, is looking for new ways to reach customers and expand their
customer base. The Marketing Lead identifies pop-up kiosks at malls across the country as an ideal way to reach their target
audience. In these kiosks, Contoso will offer customers a closer look at their client’s plush home furnishing line. Here's how
she can use Teams to manage the entire pop-up kiosks program remotely.

 Finalizes the first location for the kiosk and posts an announcement in the channel.

* Announces kick-off meeting to fine tune plans for the kiosk.

* Reviews social media plan and response to the announcements in various social media channels.
* Reviews social media response using Hootsuite integrated in Teams.

« Coordinates third party vendor selection and quotes and finalizes details for the kiosk.

How did Teams help the Marketing Project Lead execute her Which app integrations on Teams
roles and responsibilities? made it possible?

mE

PowerPoint OneNote Hootsuite

PDF

Places 263

* Real-time tracking of social media impact with Hootsuite.

« (lear and concise presentations with PowerPoint in Teams.

« Look up detailed info about different businesses, restaurants, venues,
and more with Places

» Note-taking and sharing with ease using OneNote.
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Microsoft Teams

a

Your teams

Client Z Project

E Northwest Experience Desig...

Activity

E Client Y's Design Thinkin...
-

Meetings

i

ﬂ Employee Portal Mobile ...
Mew Operations (LA and Austin)

ﬂ Major Events Team
General

Event Planning
Media and Marketing
Previous Events Data

Woaorld Series

Pop-Up Kiosk Planning
General

Marketing

Pop-Up 1

Pop-Up 2

Pop-Up Performance

Hidden teams

]

+ -
28 Join or create a team

A Search or type a command

Pop-Up Kiosk Planning > Pop-Up 1 -

Meeting Notes (2D

Conversations  Files Wik

@ Patti Fernandez 1:20 PM Edited
e | MPORTANT:
Preparing for Pop-Up 1

Pop-Up 1, Jordan Miller, Miriam Graham

Looking forward to the next steps in this plan of attack!

ﬂ Places

219 2nd Ave S, Seattle, WA 98104

SEAI'TLE

CENTRAL.BUSINESS DISTRICT

YESLER
TERRACE

PIOMEER
SQUARE

Gentani T hk INTERNATIOMNAL
)

Port of Field wn DISTRICT
Seattle-Terminal 46

L> bing

Information from Bing Maps

Directions

ollapse all

Jordan Miller
Great, looking forward to getting this set up!

Johanna Lorenz
I love that area, nice!

L N

Start a new conversation. Type @ to mention someone.

Ae ¢ ©@ M B @t b ©

Social Media Monitoring (29 +

Hi everyone! I've begun to prepare for the set up of the client's 1st pop-up kiosk. | have included the map of where this kiosk will be setup.

LITTLE

SAIGON

]
22013 Microsoft Corpogation|2 2018 HERE

Once the Marketing Lead finalizes the location for the pop-up kiosk, she posts an announcement in the channel
tagging the location using Places in Microsoft Team:s.

iJr HD v4GC 4 & ® 59%

é Pop-Up 1
Pop-Up Kiosk Planning

CHAT

@ You

e Jun251:20PM
IMPORTANT!

Preparing for Pop-Up 1

Pop-Up 1, Jordan Miller, Miriam Graham

Hi everyone! I've begun to prepare for the
set up of the client's 1st pop-up kiosk. | have
included the map of where this kiosk will be
setup. Looking forward to the next steps in
this plan of attack!

Places

219 2nd Ave S, Seattle, WA 98104

SEAIILE

CENTRAL BUSINESS DISTRICT
%
’ U YESLER

%Y % TERRACE

T 9

PIONEER
SQUARE

CenturyLing |NTERNATIONAL
Hield (| DISTRICT

©:2013 Microsoft Corporation 8

Microsoft
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Microsoft Teams 4 Search or type a command

Your teams POp-Up KiDSk P|annir'lg > POp-Up1

gl Client 7 Project Conversations  Files  Wiki  Meeting Notes (29 Social Media Monitoring G -+

Patti Fernandez 1:40 PM Edited
IMPORTANT!

Scheduling this call to discuss the kick off and set up of Contoso's 1st Pop-Up kiosk. We will discuss logistics of successfully setting up this
[ Client ¥'s Design Thinkin... - @ pop-up as well as next steps!
-

E MNorthwest Experience Desig...

Kickoff Meeting

ﬂ Employee Portal Mobile ...  +++ ) Tuesday, June 25, 2019 @ 2:00 PM v HD 4G 4 # & 59%

llapse all
Mew Operations (LA and Austin) _ Conversation
Kickoff Meeting ended: 1Tm 38s . Pop-Up Kiosk Planning / Pop-Up 1
Major Events Team ‘ou Johanna Lorenz You
IMPORTANT!
General As discussed in the meeting, I've put together an email template and mocks of how scheduled social media messages will appear on ide Jun251:40PM
Twitter. I've also set up the Social Media Monitoring where posts are scheduled to be sent cut in our social media platforms. IMPORTANT!

Event Planning

fadia and Marketin - Scheduled a meetin
Media and Marketing [@-| Social Media Marketing.pptx 9

Previous Events Data

u Kickoff Meeting
World Series a Patti Fernandez 1:30 PM Jun 25,2019 @ 2:00 PM

..® Thanks for getting this done Johanna Lorenz! | will review the social media response at the end of the week.

Pop-Up Kiosk Planning < Reply

General Kickoff Meeting ended
Last read .
Tmin 38sec

Marketing

Popn-Up 1 Johanna Lorenz 2:04 FM
e IMPORTANT! @ Johanna Lorenz  Jun 25, 1:44 PM
@

Pap-Up 2 . : .
op-Up 2 Discuss: Third-Party Vendor Selection IMPORTANT!

Pop-Up Performance Pop-Up 1. | just received the quotes from third-party vendors who are interested in collaborating with Contoso for services such as music, As discussed in the meeting I've

decorations, giveaways, etc. All quotes are attached for reference here. Patti Fernandez please let me know which vendor works best for '

put together an email template
and mocks of how scheduled
Third-Party Company A Quote.pdf Third-Party Company B Quote.pdf social media messages will
appear on Twitter. I've also set up

Third-Party Company C Quote.pdf the social Media Monitoring where posts
are achediiled tn he cent anit in anir eneial

you,
Hidden teams

Start a new conversation. Type @ to mention someone. Reply

P ¢ @ A

88" Join or create a team A ¢ © [ [@ di b @

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

context to the meeting through channel conversation and continues to interact with her team on the same thread.
265



Marketing - Pop-Up Kiosks )
== Microsoft

Microsoft Teams 4 Search or type a command

Social Media Marketing.pptx

Chat

. @
uge
Teams

—|  OPENING DAY [
SOC'AL M E D |A M ESSAG ES Social Media Marketing.pptx

Generic Company @GenericCompany_ - Jul 1 v ol
‘ We have a very special guest appearance at 2pm today! Don't miss out on all the
fun! #companypopup35

)
)

1|

OPENING DAY
Generic Company @GenericCompany_ - Jul 1 v SOCIAL MEDIA MESSAGES
‘ You head it right, the 35th pop-up shop is about to be implemented in Pioneer

Square for the next several weeks! #companypopup35

Q {198 : © !

neric Company (10 y
head it right, the 35th pop-up shop is abaut to be implemented in Pianeer
are for the next several weeks!

< > of3

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a
visual representation of key points covered.
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Microsoft Teams Search or type a command

Client Z Project Conversations  Files Wiki Meeting Notes (22D Social Media Monitoring v 1more @@ ~ T+

Northwest Experience Desig...  «+- .« Social Media Monitoring.pdf

Client Y's Design Thinkin...  ++« q Hootsuite 2 #ci?m ‘a.nypopup35

) GenericCompany

Employee Portal Mobile...  +++ € BairdMamieb 4:55 a0 HD 4G 4 £ & 58%

. Ooooh, | saw that there's going to be a another pop-up shop? | love those! And it's near my house
New Operations (LA and Austin) ~ ««« @ this time, can't wait to check out the fun activities they always have going #companypopup35 é Social Media Monitoring

Major Events Team

General
FrankMc72828337
Event Planning . iare today- they have some pretty cool prizes to

Media and Marketing check out and | might've bought a new item too...@ Such a cool pop-up #companypopup35

Previous Events Data
W, fridaese: W Hootsuite i #companypopup35
World Series

BairdMamieb

hat there's qoing 1o be a an

GenericCompany _  Besuibenhiliai it
Thanks to everyone who came out to the pop-up in Pioneer Square today v losing up
General shop for the day in less than an hour, but don't worry we will be ¢ tomorrow! B drop by PratCTLRI80%y
and play out promotional item gamel #companypopup35

Pop-Up Kiosk Planning

Marketing
Pop-Up 1 " } GenericCompany_
Pop-Up 2 po e
Pop-Up Performance GenericCompany _

We have a very special guest appearance at 2pm PST today! Don't miss out on all the fun...psst e
there may be some prizes involved too... #zcompanypopup35

Hidden teams

GenericCompany

GenericCompany _
You heard it right, the 35th pop-up shop is about to be set up in Pioneer Square for the next

weeks! Come check it out while you can & #companypopup35

Join or create a team

Social media management in Teams! You can monitor Hootsuite streams, collaborate on customer support issues and

publish social messages—right from Microsoft Teams.
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Microsoft Teams

a

Activity Your teams

Client £ Project

E MNorthwest Experience Desig...

E Client Y's Design Thinkin...
-
Meetings

i

Files NO  MNew Operations (LA and Austin)

“ Major Events Team

General

ﬂ Employee Portal Mobile ...

Event Planning
Media and Marketing
Previous Events Data

Waorld Series

Pop-Up Kiosk Planning
General

Marketing

Pop-Up 1

Pop-Up 2

Pop-Up Performance

Hidden teams

@

+ -
24 Join or create a team

4 Search or type a command

Pop-Up Kiosk Planning > Pop-Up 1 -

Conversations  Files Wik
I

Meeting Notes (D 3rd Party Vendor List (2D -+

I @ Thanks for getting this done Johanna Lorenz! | will review the social media response at the end of the week,

Social Media Monitoring

&« Reply

p

Last read

Johanna Lorenz
IMPORTANT!

Discuss: Third-Party Vendor Selection

Pop-Up 1. | just received the gquotes from third-party vendors who are interested in collaborating with Contoso for services such as music,
decorations, giveaways, etc. All quotes are attached for reference here. Patti Fernandez please let me know which vendor works best for
you.

Third-Party Company A Quote.pdf Third-Party Company B Quote.pdf

Third-Party Company C Quote.pdf

Johanna Lorenz
I've also gone ahead and created a tab called, 3rd Party Vendor List, which includes all the companies that've sent their quotes for
potential collaboration in the Pop-Up effort. Please go over this and finalize the list we want to use for the pop-up, Patti Fernandez

a Patti Fernandez 2:19 PM

@ |IMPORTANT!
Johanna Lorenz thank you for compiling this information. I've gone through the notes and highlighted the ones that | think are
suitable options based on our discussion. | propose to go with Company B since they have worked with us in the past for previous
events.

Miriam Graham 2:20 PM
| agree with you Patti Fernandez

&

Johanna Lorenz 2:20 PM
Moted, | will go ahead and finalize the details with the vendor.

&« Reply

Start a new conversation. Type @ to mention someone.

Ar ¢ © M B a b ©

The Marketing Lead smoothly coordinates vendor selection and quotes for the kiosk from within Teams. Team
members upload the quotes from vendors and she can access and compare them from one centralized location.

2" Microsoft

iOr v HD A £ & 45%

Conversation
Pop-Up Kiosk Planning / Pop-Up 1

Johanna Lorenz
Jun 25, 2:04 PM

IMPORTANT!

Discuss: Third-Party Vendor Selection

Pop-Up 1, | just received the quotes from
third-party vendors who are interested in
collaborating with Contoso for services such
as music, decorations, giveaways, etc. All
quotes are attached for reference here. Patti
Fernandez please let me know which vendor
works best for you.

Third-Party Company C Quote.pdf
75.23 KB

Third-Party Company B Quote.pdf
75.12 KB

Third-Party Company A Quote.pdf
75.59 KB

Reply

P @ ¢ @ A
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2" Microsoft

Microsoft Teams Search or type a command
a

v v« Third-Party Company A Quote.pdf

Activity

QUOTE

Third-Party Company A INVOICE # 12354

DATE: O7/0%/2018

123 Main Street, Seattls, Wa 38101 EXPIRATION DATE JULY 24, 2048
?51-193-4281

ContactUs@ThirdeartyCompany.com : |||:]|| HD 34G‘ 4 m57%

TO Joni Sherman

sere y <&~ Third-Party Company A Quot...

SALESPERSON PAYMENT TERMS DUE DATE

Keisha arnolds Music Rep Dus on receipt

aTry DESCRIPTION UNIT PRICE LINE TOTAL
Live Music 2000.0 2000.00
Decorations 100 1500.00 Third-Party Company A
Seating and Loungs 20.0 1000.00

Lighting 150 17800

PAYMENT TERMS DUE DATE

DESCRIPTION T paice
Live Music 2000.00
Decorations 10,00
Seating and Lounge 20,00

Lighting

SUETOTAL 4575_00
SALES TAX 474.09
TOTAL 5314505

susToTAL
SALES TaxX 7009

5149.09
Guotation preparad by: Kztsha Arnalds,

This iz a quotation on the goods named, subject to the conditions noted bel

To accept this guotation, sign here and return:

THANK YOU FOR YOUR BUSINESS!

THANK YOU FOR YOUR BUSINESS!

The Files tab in each channel is a cloud-enabled repository, where team members can store and share important files

within a protected environment., such as the vendor quotes in this case.
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Microsoft Teams

4 Search or type a command
a

¥ Your teams POp'Up K|DS|( P|ann||ﬁ|g 2 POp'Up1

a Client Z Project Conversations  Files Wiki  Meeting Notes (2D 3rd Party Vendor List ~ 1 more v~

Chat

-® B

uge
Teams

Meetings

i

Files

323
BN

MNorthwest Experience Desig...

Client Y's Design Thinkin...

Employee Portal Mobile ...

Mew Operations (LA and Austin)

Major Events Team
General

Event Planning
Media and Marketing
Previous Events Data

Waorld Series

ma OneNote Online

Home Insert Draw View Help

v [F]~ | Calibri Light v v B T

Third-Party Vendor Selection

Tuesday, lune 25,2019 2:06 PM

Third Party Vendors Available

¢ Third Party Vendor A

* Third Party Vendor B

* Third Party Vendor C

- Saved

Open in OneNote

U 2v Av S A&

Third Party Vendors Meeting Eligibility Criteria:

Third party Vendor A

Third Party Vendor B

Third-Party Vendor Seleq

Tuesday, June 25, 2019 2:06 PM
Third Party Vendors Available

Third Party Vendors Meeting Eligibility
Criteria:

Pop-Up Kiosk Planning Vendor Quotes

General Third Party Vendor A
Third party Vendor A

Marketing pdf
| (O] |

Third-Party

Pop-Up 2 C any
Pop-Up Performance pdf

| (O] |

Third-Party Third Party Vendor C
Hidden teams C

Pop-Up 1
Third Party Vendor B

Third Party Vendor B

w Vendor Quotes

| (1] |
L

Third-Party -
Company -E-

Third-Party
Company

+ -
24 Join or create a team

i

Host reference material in OneNote within the channel for the team’s easy access and consumption. The Marketing

Lead uses OneNote to maintain notes on vendor selection and pins it as a tab for reference.
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Monitoring Negative Responses
Marketing Analyst

Scenario Walkthrough

Contoso manages the digital marketing activities for their client who specializes in home furnishing. Negative feedback
from unhappy customers requires Contoso to jump into damage control mode for the client and ensure that they
provide end customers with the best possible outcome. Meanwhile, the backlash in social channels is closely
monitored and mitigated by the Marketing Analyst.

« Automates a flow for tweets with a specific hashtag to be directly posted in a channel via Power Automate.

* Reviews the posts in the channel with the Account Manager to analyze the results of the social media scan.

» Evaluates the negative statements and tracks pick-ups from news agencies.

« Views an overall Social Media Scorecard Power Bl tab set up in the channel to help plan remedial measures and

campaigns.
How did Teams help the Marketing Analyst execute her roles and Which app integrations on
responsibilities? Teams made it possible?

« Automate business workflows and track social media activity with Power Automate.

» Real-time tracking of social media impact via Microsoft Flow relays posts to a dedicated

channel set up in Teams. Power Power Bl

et : . : : L L Automate
 Facilitation of data-driven decisions informed by visualizations and scoring in Power B

for Microsoft Teams.
271



Marketing - Monitoring Negative Responses
== Microsoft

e

Power Automate Home Create Chat Approvals Business process flows About

0
L
Activity

& Edit £ Share B Save As [ Delete [[Y

=

Send acopy ¢! Submit as template () Turnoff [ Repair tips off

Flows > Notify a team when a tweet with a hashtag is posted

Details Ed Connections

Flo-.-.-. . . Status L ekt 365 BIAE084 O L Power Automate
Motify a team when a tweet with a hashtag is posted On Microsoft Teams ChristieC@M365B8246094.0nh

Description Created Twitter witter

Motify a channel in Microsoft Teams when a new tweet with the specified hashtag iz May 21, 11:32 AM
posted

Medified
Owner May 21, 11:33 AM .
Christie Cline Owners

Type ©

Automated
‘W Christie Cline Power Automate
Plan -},

) Automate time-consuming and repetitive tasks by integrating your
Per-user plan favorite apps and services with Microsoft Power Automate.

E

Original template I

Created by

Microsoft Corporation

28-day run history (i)

Privacy Statement
When your flow runs, you'll see its history here.

Service Agreement

Configure the Twitter connector using Power Automate in Teams to manage and receive alerts you want. The Marketing
Analyst uses Twitter to scan social media for negative comments related to the network downtime and discusses it with his
team in the Social Media channel. 2172
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2" Microsoft

Microsoft Teams
3
A

- Teams Social Media Tracking Posts Files Wiki

Activity

9 Your teams
Christie Cline 5/21, 12:59 PM

Ch - o — ) . . : .
= Contoso Company Cloud Mana... - ¥ @MamieBaird: Was at a @Morthwind store today and purchased their new line of bed linen, only to come home and find that the quality of

_ the product is abysmal! Taking it back in for returns tomorrow. twit fweb/status
i‘i General
D

Teams Collapse all

aily Stand Ups
— istie Cline 5/21 1: /
8 r Christie Cline 5/21, 1:00 PM

Calendar Joni, this doesn't look good. | hope you have reached out to the customer. Meanwhile we are talking to our QA team to find the

Service Agreements 17:59

Miss.

Testing and QA
J Joni Sherman  5/21, 1:00 PM @- - e Post

= . ) . Contoso Company West Region / Social
Christie, we have reached out to the customer personally and assured him a replacement. We also offered him discount for other

Contoso Company West Region
You

need to prepare for the social media impact. 21 May, 12:59

products in the store to compensate for the instance. Let me know you QA team's feedback. If this seems to be a recurring issue, we
General @

Sounds good Joni. This should mitigate the issue for now. | am still waiting to hear from the team. | will keep you posted once | purchased their new line of bed linen, only to come home and
receive an update, find that the quality of the product is abysmal! Taking it back
in for returns tomorrow. twitter/i/web/status...

HE Announcements

Leadership Review
Joni Sherman 3/21, 1:01 PM

Community e Christie Cline 5/21, 1:01 PM Edited @MamieBaird: Was at a @Northwind store today and

Mew Hire

i . ) = You 21 May, 13:00
Social Media Tracking 3 J

Joni, this doesn't look good. | hope you have reached
out to the customer. Meanwhile we are talking to our
QA team to find the miss.

Summer Interns
<’ Reply

Finance
Christie Cline 5/21, 1:03 PM ‘
General Joni Sherman 21 May, 13:00 @

QA Check Completed

Budget and Approvals Joni, QA team has been through our inventory in the West region This seems to be an isolated incident and we are unlikely to face this issue Christie, we have reacheq out to the customer
personally and assured him a replacement. We also

offered him discount for other products in the store
Expense Reimbursement llapse to compensate for the instance. Let me know you QA
team's feedback. If this seems to be a recurring issue,
we need to prepare for the social media impact.

Construction Project Management

Joni Sherman  5/21, 1:04 PM
New Operations (LA and Austin) ) Thanks for the update! That's a relief.

General You 21 May,13:01 V4

Marksting Sounds good Joni. This should mitigate the issue for
now. | am still waiting to hear from the team. | will keep
you posted once | receive an update.

Hidden teams
© tor o

85 Join or create a team

Operations

Microsoft Teams offer a seamless connector model, providing notifications and updates from third-party applications such

as Twitter. The Marketing Analyst shares the notification in the channel and seeks customer complaint redressal.
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Microsoft Teams

c¢  Social Media Tracking Posts Files Wiki

“ need to prepare for the social media impact.

Christie Cline 1:01 PM

Human Resource 2 : it 2 : o :
Sounds good Joni. This should mitigate the issue for nOow. | am still waiting to hear from the team. | will keep you posted once |

receive an update.
Employee Portal Mobile ... - @

Joni Sherman

Holiday Planning 3 13:17

Holiday Planning J Reply —_—
- E Contoso Company West Region / Social

_ . 4 You
East Side Christie Cline 1:03 PM e(\ 13:03
(]

QA Check Completed

. : : > s g : : g 2 A Check Completed
Joni, QA team has been through our inventory in the West region This seems to be an isolated incident and we are unlikely to face this issue 9 P

Contoso Company Cloud Mana...
gain. Joni, QA team has been through our inventory in the West
region This seems to be an isolated incident and we are

Testing and QA - unlikely to face this issue again.

General

DA

Joni Sherman 1:.04 P

2 = Thanks for the update! That's a relief.
Major Events Team JoniSherman  13:04
N o,

General Thanks for the update! That's a relief.
Event Planning
Media and Marketing

2 hidden channels

Contoso Company West Region

ommunity Christie Cline 1:05 PM
. ® The TAT was quick Joni. You've done a good job! /:0,;0 =) You 1305
HR Announcements

LeadershiniR Joni Sherman  1:05 PM The TAT was quick Joni. You've done a good job! 0
Leaaersnip neview et
Thanks Christie. ‘&

New Hire .
Joni Sherman  13:05

cial Media Tracki
Social Media Tracking Thanks Christie. ©

e Reply

Summer Interns

e Join or create a team

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations. The

Analyst keeps the team updated in the same thread.
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Microsoft Teams 4 Search or type a command

Vour teams Contoso Company West Region > Social Media Tracking -

1 , S \West Reqi : . - i :
@ Contoso Company West Region Conversations  Files Wiki  Social Media Scorecard ~

General

Community

HR Announcements
Leadership Review
New Hire : i0r v HD A i W 74%
Social Media Tracking Social Media Scorecard

Summer Interns

app.powerbi.com @ :
Index of Positive & MNegative Statements Twitter Reposts - Previous 7 Days
Contoso Company Cloud Mana...
545
General

Daily Stand Ups

T

Service Agreements
Testing and QA

Social Media Scorecard

Morthwind Cloud

General

Pickups from Mews Agencies - Previous 7 Days
Documents

Review Meetings

Finance — :
General ! )
Budget and Approvals - _

ﬂ Human Resource

General

Mumbser of Fokups

Employee Engagement

Cunmlasran Dala vela

oot . .
t0  Join or create a team i
Microsoft Power Bl

A Power Bl dashboard offers a visually rich view of current and projected data. The Analyst uses Power Bl to

breakdown the social media scorecard driven by visualizations and scoring in Power Bl for Microsoft Teams.
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Information Technology

These scenarios will illustrate how Teams can help the IT team communicate effectively to
ensure positive business outcomes.

Information Technology Superpowers in Teams

Capabilities and Features used... Apps that enable an immersive experience in Teams

 Participate in instant, open-channel communication n - n - H Y,

» Store documents within a cloud-enabled repository :
with Files Word Excel PowerPoint  OneNote Asana monday.com

* Real-time, contextual file sharing and co-authoring

» Channel Tabs for everyone to stay on the same page - il u E u

» Help securely collaborate with teammates using familiar Forms Power Bl Lucidchart ~ Trello Shifts MURAL

applications all in a single place

P Y
Smartsheet Presentations Teamwork Adobe Tasks by ~ Communities
Al Sign Planner
and To Do

2178
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Meet the Business Decision Makers
formation Technology

IT Manager

"Prioritize. Plan. Execute! That's the
only way systems can keep running. In
our world, if the systems keep running,

the business keeps running.”

* Develop and implement IT policy
and best practice guides for the
organization

« Carry out reqular checks on
network and data security

 |dentify and act on opportunities
to improve software and systems

» Provide direction of IT utilization
in the process

IT Engineer

"l enjoy getting to the root of the
problem quickly, even better if | don't
have to move away from my screen!”

Procure network equipment and
managing subcontractors involved
with network installation

Support organization staff in
network connectivity problem and
hardware issues

Maximize network performance
through ongoing monitoring
network efficiency and security

2" Microsoft
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Meet the Business Decision Makers
formation Technology

Developer

"A good programmer looks both ways

before crossing a one-way street.”

Program, test and debug all web
applications in collaboration with
other programmers

Collaborate with staff and teams
to develop, format and deploy
content

Assist and support in the upkeep
and maintenance of web sites

Engineering Manager

‘I have Teams to help me stay
organized through months and

months of planning and execution.”

Direct, review and approve
technology design and changes

Coordinate projects with detailed
plans to accomplish goals

Direct the integration of technical
activities

Plan and direct the build, testing
and operation of the product

2" Microsoft
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nventory Tracking
1 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 instance 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.

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

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

» Create inventory list quickly using Excel right inside Teams.

» Track replacement process with a shared spreadsheet in channels. B’

« Create, assign, monitor tasks with Tasks by Planner and To Do. Fxcel Tasks by
« Channel conversations help share updates in real-time with relevant members. arflja?c?eDro
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Microsoft Teams 4 Search or type a command

n IT Administration > General -

@ Business Development - @ Conversations  Files Wiki —+

n RFP Response - Client X ... -+« €D : Joui Shesman’ 6/18 349 PM

IMPORTANT!

n T Adiiiictration New Laptops and Monitors have Arrived!

Hi General, the shipment of laptops and monitors are here. We will be replacing them with your old ones shortly after tagging
General them. Here's the list of employees who have requested for new devices earlier and will receive them today EOD. Please be sure to

i0v + W HD 4 4 W 88%

Service Strategy update the last column in this Excel sheet once your device has been installed/handed over.

é General

IT Administration

Support =
é] Device Inventory list.xlsx

Employee Portal Mobile ...
CHAT

n Human Resource Lidia Holloway Edited :
5 You

Joni Sherman, | had put in a request for a new monitor but my name’s not on the sheet.

General . Js Jun 18, 3:49 PM

Employee Engagement | A IMPORTANT!

e s : i 4 New Laptops and Monitors have Arrived!
Employment Trend
Planning ‘ : Hi General, the shipment of laptops and

: monitors are here. We will be replacing them
with your old ones shortly after tagging

them. Here's the list of employees who have
requested for new devices earlier and will
receive them today EOD. Please be sure to up-
Clients Service Joni Sherman 6/18 3:51 PM date the last column in this Excel sheet once
Finance Review LEt e colanisatis Snd g oe e chat your device has been installed/handed over.

Training

Sales

Forecast and Analysis ! Lidia Holloway ' See less

Monthly Reports

Device Inventory list.xlsx

. Safety and Security lt 23.79KB

Get app

Start a new conversation. Type @ to mention someone. ‘E Lidia Holloway Jun 18, 3:51 PM
o

¢ © B ¢ e Joni Sherman, | had put in a req

Ay
a new monitor but my name’s no

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.
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Microsoft Teams Search or type a command

= - Ll
Device Inventory list.xlsx

A B C D

Inventory List

Meetings

iOr v HD A4 B87%
i AllanD Surface Laptop 51,099.00

Files - -
_ Miriam G Surface Laptop $1.349.00 6 Device Inventory list.xlsx

Ben'W Surface Pro $800.00 c D

Allan D iPhone 7Plus $600.00 I nve ntory LiSt

Megan B Surface Laptop $1,099.00

Lynne R Dell Inspiron 11 3000 5345.00 Name of
Inventory ID Device Descrif
a Employee a
Debra B Surface Pro $795.00

INOOO1 Allan D Surface Laptop
Grady A Surface Pro 51,500.00

Pradeep G Surface Studio $2,999.00 it il i e

Emily B Lenovo Ideapad Flex 5 $819.00 INOOO3 Ben W Surface Pro

Diego S Surface Laptop $5939.00 INO0O4 Allan D iPhone 7Plus

Lidia H Surface Pro srEdils INO0OS Megan B Surface Laptop

Adele Vv Surface Pro 5$795.00 i
INOOO6 Lynne R Dell Inspiron 11

Lidia H iPhone 7Plus S600.00
INOOO7 Debra B Surface Pro
Alex W Surface Pro 5$795.00

INO008 Grady A Surface Pro
Lee G Lenovo Ideapad Flex 5 $815.00

INOOO9 Pradeep G

Inventory List Sheet1 b Inventory List

Use Excel in Teams to compile data and maintain checklists. Excel in Microsoft Teams helps the IT team maintain a

unified inventory list, complete with employees who need them.
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Microsoft Teoms

{E Lidia Holloway Chat Files Organization Activity

5421, 6:35 PM
Lidia Holloway /24 Hi Lidia

Will do Joni! Thank you!

Asana 5/21, 648 PM  Edited

Sent a card | have tracked your request and updated the sheet. | have also created a task for the same. o)
We Decide ) .

Sent a card ay 24, 2021

c o . - . ) s . Lidia Hollowa
ederal Regulations Updates / : Lidia Holloway Monday 9:46 AM Last seen 2:75 Dmy
You: Sure, Allan Deyoung. Will do Joni! Thank you!

Addressing Factory Rumaors

You: Will do this ¢.

Friday 6:35 pm

7 | have tracked your request and updated the
sheet. | have also created a task for the same. ©

Monday 9:46 am

Will do Joni! Thank you!

Type a new meassage ° Type a message

e 1V 2 © W B @

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1.1 discussions, just like the
conversation here between an employee and the IT Manager.
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Microsoft Teoms

Service Strategy FPosts Files Wiki Asana lIssues -

- Group by Bucket ~ Filter ~
Mining Plan

Permitting and Licensing
Completed Backlog

Contoso Company Oil ) _ )
Add task T  Add task T  Add task

General

Capacity Planning -
") Give Admin Access () Monitor replacement for Lidia () Service LAN cables
Marketing ) Give Admin Access — P ° — c e Tasks by Planner and To Do

Research -

1 hidden channe ‘a Johanna Lerenz () Create Single Upload Form Printer Fix
Johanna Lorenz

. ) 05/28/2021

T Administration

General Update Firmware

F Y Drimd [

Deployment () Printer Fix 05/28/2021

Management and Governance

Give Admin Access

Planning
la Johanna Lorenz 05/31/2021

Service Strategy

Support Create Single Upload Form
Website Development

Monitor replacement for Lidia
Sales Johanna Lorenz

General
Customer Services Service LAN cables
Finance Reviews

Forecast and Analysis

Maonthly Reports

Revenue Flanning

Hidden teams
Add a task

8?, Join or create 3 team

Assign, track and communicate tasks and milestones without having to switch apps using Tasks by Planner and To Do
inside Teams. The Tasks by Planner and To Do app helps the IT Manager track and close tasks related to the
disbursement of devices. 287



2" Microsoft

-irmware Updates
T Engineer

Scenario Walkthrough

The Contoso IT team is preparing for a big firmware update for their project management software. Microsoft Teams offers
all the tools and security the team needs to communicate and collaborate efficiently.

Views an announcement marked important to do a status check on the firmware update.

Responds to the post that a release doc needs to be prepared.
Creates and prioritizes tasks to ensure that the firmware updates are released on time.

Joins a team meeting to sketch out the details of the document.
Works with team member to create a final version of the release document.

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

« Document collaboration using the Files repository.

« Powerful document creation and editing with the complete canvas and toolset of
Word. Word Trello

« Effective channel communication with @mention feature for quick updates.
« Clearly organized and prioritized tasks with Trello.
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Information Technology - Firmware Updates 0 )
mn Microsoft

Microsoft Teams EA Search or type a command

a

s Your teams |T AdmlnlStl’atIDn > SUppDr‘t

a n T Administration Conversations Files Wiki Meeting Notes (29 -+

General

Joni Sherman
H-H Service Strategy M IMPORTANT!

T Status of Firmware Updates for Systmes
Hi Team, how are we coming along with the firmware updates for the systams?

1?; ' Finance @-  Lynne Robbins 4:31PM Edited
General * Joni Sherman, we need to put together a doc for the release. Let's talk more in a meeting? I'll schedule right away. Johanna : WO~ HD A4 B 100%

I Lorenz FYI.
Files Budget and Approvals 6 Support .I_El
=¢

« Reply IT Administration

Lynne Robbins 4:39 PM  Edited . CHAT FILES MORE
IMPORTANT!

Firmware Update Stand-Up
Sync up to review the firmware update doc. % Joni Sherman

SV T
Firmware Update Stand-Up e 428PM
Tuesday, June 18, 2019 @ 5:00 PM IMPORTANT!

Status of Firmware Updates for Systmes
T Firmware Update Stand-Up started
Hi Team, how are we coming along with the

As discussed, here is the last release note. Johanna Lorenz You can use this as a template for the new version. .
firmware updates for the systems?

ﬁ% Firmware Release Notes.docx

& You 4:31PM g
O Meeting ended: 3m 565 o8] C4

Joni Sherman, we need to put together
‘@ D a doc for the release. Let's talk more

in a meeting? I'll schedule right away.
Johanna Lorenz FYI.

<« Reply
Reply

Johanna Lorenz
| IMPORTANT!

i’ = You
Start a new conversation. Type @ to menticn someone. o 433PM

IMPORTANT!
" Join or create a team Ar @ O [w [ oo
Scheduled a meeting

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

conversations around a specific topic in a single thread. The team schedules meetings and shares files within the same thread.
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mn Microsoft

Microsoft Teams Search or type a command

. “ IT Administration > Support -

= | n T Administration Conversations Files Wiki Meeting Notes  Tasks 2l

Updates & Personal @ Public CC_  Invite @ Butler -+~ Show Menu

Doing Done + Add anoth<{i§

Securing software updates
i © o 28 .4 39% O 1926

1 _ ) e Tasks .
Budget and Approvals ontrol software undats

.
IT Administration / Service Strategy @

cc

§ Hey Christie Cline! We need you to confirm your email

address. Confirm email - Remind me later
Updates Personal © Public

Invite @ Butler -+ Show Menu

To Do Doing

Installation of software updates Protocol mechanis
software updates
Implications of device ownership

Control software up(
Create Release Notes

Research On Releas
+ Add another card

+ Add another car

o

Eﬁ]

Get app

Join or create a team

Speedy plan mobilization using task assignment and delegation is done best using Trello. Trello in Teams allows
the IT Manager to track tasks, see assignments, status and manage workflows without leaving Microsoft Teams.
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a

Mesetings

I

Files

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while

Microsoft Teams

Your teams

n T Administration

General
Service Strategy

Support

. Finance

General

Budget and Approvals

+ -
Join or create a team

4 Search or type a command

IT Administration > Support -

Conversations Files Wiki Meeting Notes (29 -+

Lynne Robbins 4:39 PM  Edited
IMPORTANT!

Firmware Update Stand-Up

Sync up to review the firmware update doc.

Firmware Update Stand-Up
Tuesday, June 18, 2019 @ 5:00 PM

Collapse all
Firmware Update Stand-Up started

As discussed, here is the last release note. Johanna Lorenz You can use this as a template for the new version.

ﬁ% Firmware Release Notes.docx

Meeting ended: 3m 56s

Johanna Lorenz

« Reply

Johanna Lorenz
IMPORTANT!

Final Draft - Firmware Release Notes
Hi All, here are the release notes to be sent out. Joni Sherman, Lynne Robbins please take a look and approve.

ﬁ% Final Firmware Release Notes.docx

4 - Lynne Robbins 4:51 PM
* Looks good! Goeod to go.

<« Reply

Start a new conversation. Type @ to menticn someone.

Ao ¢ ©Q [ B o

keeping relevant discussions and files grouped together.

2" Microsoft

igr v HD A A B 99%

Conversation
IT Administration / Support

i = You
% 439PM
IMPORTANT!
Scheduled a meeting
ﬂ Firmware Update Stand-Up

Today @ 5:00 PM

Meeting started
Started by Lynne Robbins Jun 18, 4:41 PM

You 4:45PM

As discussed, here is the last
release note. Johanna Lorenz You
can use this as a template for the
new version.

Eﬂ Firmware Release Notes.docx

Reply

B @ G @ Ay e
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Microsoft Teams EA Search or type a command
@ Final Firmware Release Notes.docx “.

Gontuso Hestronics RELEASE NOTES

Release Notes 2.3.0

Release Features

Devices will be updated to firmware version 2 3.0. Firmware updates are staggered for security
reasons, so devices will be updated over the course of the next week.

Version 2.3 .0 includes:

» Updates to the on-device LED battery gauge
» Support for real-time viewing (requires app version 2 7.0 or higher)
» Various bug fixes and stability improvements

Enhancements

Enhancement #1

The battery update should help with uploading images and rapidly draining battery when camera is in
resing state,

Known Issues and Problems

[This section covers issues and problems that are known about, but have a workaround. Often, thisis
where you include information about issues with operating systems, firewall configuration, or anti-virus
programs. ]

Issue #1

[Include a description of the issue. ]
Workaround

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams.
Collaborate on team documents easily and securely store them in Files for each channel.

<~ Final Firmware Release Note...

Release Notes 2.3.0
[Project/Product Name

Release Features

Devices will be updated to firmware version
2.3.0. Firmware updates are staggered for
security reasons, so devices will be
updated over the course of the next week.

Version 2.3.0 includes:
- Updates to the on-device LED battery
gauge
- Support for real-time viewing (requires
app version 2.7.0 or higher)
- Various bug fixes and stability
improvements

Enhancements
Enhancement #1

The battery update should help with
uploading images and rapidly draining
battery when camera is in resing state.
Known Issues and Problems

[This section covers issues and problems

idr v HD £ 4 B 99%

Microsoft
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= Troubleshooting & Repairs

I'T Engineer

Scenario Walkthrough

2" Microsoft

Meetings are an everyday event for Contoso employees. For an IT Engineer, it's a great way to troubleshoot problems in employee

devices remotely, just allowing her to support Contosos global workforce with ease.

* Receives alert in channel where an employee has raised an issues pertaining to a printer access issue.

« Sends a 1.1 chat message to the employee to understand the situation better.
* Gets on a Teams call with the customer to troubleshoot the issue.

* Requests permission to access employee’s desktop over Teams.

» Troubleshoots the issue and installs updates to solve the issue.

* Closes the ServiceDesk Plus Cloud ticket in the channel.

How did Teams help the IT Engineer execute her roles and
responsibilities?

» Use a dedicated team to log tickets and initiate conversation.

» Personal 1:1 and channel conversations to gain clarity on the issue with Files tab to
store documents.

« Secure meeting calls with screen share right inside Team:s.
» Use ServiceDesk Plus Cloud to log tickets and initiate a conversation.

Which app integrations on
Teams made it possible?

ServiceDesk
Plus Cloud
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Information Technology - Troubleshooting & Repairs B )
mn Microsoft

Microsoft Teams 4 Search or type a command
Aa

R “ IT Administration > Support -

a nistrati Conversations Files Wiki Meeting Notes (29 +

Service Strategy @-] Final Firmware Release Notes.docx

Support

‘ Lynne Robbins 4:51 PM
Finance Looks goed! Good to go.

¢« Reply . v v HD A 4 W 99%

General

Budget and Approvals e Support

Megan Bowen - IT Administration
IMPORTANT!

Unable to Connect to Printer
So apparently the printer decided to act up yesterday and | haven't been able to get it back online, do we have a service tech we can
call?

Collapse all B0 8 & ... @ Megan Bowen
- 4:55 PM
g,-. Jordan Miller 4:57 5

| have a suggestion. IMPORTANT!

CHAT FILES

Unable to Connect to Printer

So apparently the printer decided to act up
yesterday and | haven't been able to get it
back online, do we have a service tech we can
call?

Jordan Miller 4:57 PM

sl OFFICE SPACE ©2016FOX I have a suggestion.

@ Johanna Lorenz
Yeah, her name is Lynne Robbins, | have assigned this task to her in the Planner tab Issues.

< Reply

Start a3 new cony tion. Type @ t ntion someone.
Start a new conversation. Type @ to mention someone @ Sohanns lorenz. 455 P
@

" Join or create a team A,y ¢ © [ B ¢

Yeah, her name is Lynne Ro

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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2" Microsoft

-!. Recent  Contacts @ Megan Bowen

a Conversation Files Organization  Activity
Megan Bowen 5:07 PM B
20 You: No that won't be NECESSArY, WE C...
5:04 PM
- A Flanner 1:25 PM Hi Megan
(@ Task “Tech Suppart for the Event

qgestec
E uggeste Megan Bowen 1
Meetings @ Hey there, do you want me to bring my laptop to the IT station to configure the printer?
== Assistant @ Zoom.ai : W0 v HD A 4 B99%

i

Files 5:07 PM 1 Megan Bowen (4 %

o Christie Cline No that won't be necessary, we can get on a call to troubleshoot this. Last seen 7:36 PM

Diego Siciliani

CHAT

Don Howes

Emily Braun
Today 5:04 PM

R m

Henrietta Mueller

Hey there, do you want me to
rvin Sayers bring my laptop to the IT station
to configure the printer?

saiah Langer ]

Johanna Lorenz
No that won't be necessary,
X Joni Sherman we can get on a call to
troubleshoot this.

Lidia Holloway | &1

@ Miriam Graham

# Nestor Wilke Type a new message ; Type d new message

b ¢ OB B B

A @ G @ A e

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.
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2" Microsoft

Microsoft Teams 4 Search or type a command

Call with Megan Bowen

Calling
Megan Bowen

Calling
Megan Bowen

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




Information Technology - Troubleshooting & Repairs

2" Microsoft

Microsoft Teams “ Search or type a command

“ IT Administration > Service Strategy -

Conversations  Files Wiki  Issues v +

General

Service Strategy

Support

Finance
General

Budget and Approvals > bject Requester Name  Technician Group Status C ServiceDesk Plus Cloud

ServiceDesk Plus Cloud

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.

Created by

Zoho Corporation Private Limited
Privacy Statement

Service Agreement

28" Join or create a team

Use ServiceDesk Plus to accomplish a host of IT service desk management tasks, such as assigning, picking up, editing,

deleting, and linking tickets—all from within Microsoft Teams.
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2" Microsoft

Developing a Mobile Application

-ngineering Manager

Scenario Walkthrough

Contoso decides to build a mobile application as a counterpart of their employee desktop portal. The Contoso IT team comes
together to collaborate over Teams and the Engineering Manager, who's spearheading the project, uses her workspace to stay
updated with development tasks.

« Posts the spec document and discusses the objective of the project.

« Sets up daily stand up and weekly meetings in exclusive channel.

« Sets up Sprints, along with other project baselines.

» Developers post bug details and use channel communication to discuss these issues with the rest of the team.

* Engineering Manager stays updated with tasks, deadlines and bugs and communicates with team members to resolve issues
over Teams.

How did Teams help the Engineering Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
» Integrated Office 365 apps like Word and OneNote help powerful document
creation.
« Dynamic impactful visual presentations with PowerPoint. OneNote  Word Jira PowerPoint
Cloud

* Integrated Jira Cloud and other project tracking applications help the manager

and team members keep track of goals.
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Microsoft Teams

Your teams

u Business Development

ﬂ RFP Response - Client X ...

n T Administration

General
Service Strategy

Support

ﬂ Employee Portal Mobile App

General

App Review and Delivery
Daily Stand-Up

Engineering and Development
Pull Requests

X Design

Human Resource

General

Employee Engagement
Employee Referrals
Employment Trend
Planning

Training

a Sales

General
Clients Service

Finance Review

25" Join or create 3 team

E7 Search or type a command

ﬂ Employee Portal Mobile App > General -

Conversations Files Wiki —+

@

Megan Bowen
IMPORTANT!

We are ready to kick-start work on the project titled "EP"
| met our client earlier this week and we're ready to kick-start work on the project codenamed "EP". Here's a quick brief of what
we'll be working towards. | have also attached the project overview doc.

* UX Design: Team, I'll be touching base with you soon. Customer requirements/specs have been established, we should get
started with the wireframes.
Engineering and Development: Team, we'll need help from your team once the mock-ups are done. Trust you'll have the
necessary hands on deck, right?

* App Review and Delivery: We'll review, dissect, assemble and ship in the final stages from here @

Let’s move the conversation to the respective channels as we progress and regroup here for common discussions, of course.
Questions? Fire away!

ﬁ% Employee Portal Overview.docx

iﬁ Lidia Holloway
All set! We'll have two developers from my team ready.

Megan Bowen

¥ Great! I'll update the schedule and agenda for the daily stand ups in the Daily Stand-Up channel.

« Reply

2" Microsoft

i0v v HD A £ B100%

é General
Employee Portal Mobile App

CHAT

Last read

Megan Bowen 6/18 7:30 PM
IMPORTANT!

It's the Big Day: App Demo to Leadership
Great job, guys! This looks to be a smooth delivery, See you at the review meeting Patti Fernandez

Start a new conversation. Type @ to mention someone.

A ¢ @ [ B a

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

Engineering Manager kick-starts a process flow and defines the channels and participants that will take the process forward.

Megan Bowen
e 6:28PM
S

IMPORTANT!

We are ready to kick-start work on the project titled
"Ep”

| met our client earlier this week and we're
ready to kick-start work on the project
codenamed “EP". Here's a quick brief of what
we'll be working towards. | have also attached
the project overview doc.

® UX Design: Team, I'll be touching base with
you soon. Customer requirements/specs
have been established, we should get
started with the wireframes.

® Engineering and Development: Team,
we'll need help from your team once t
mock-ups are done. Trust you'll hav
necessary hands on deck, right?

® App Review and Delivery: We'll review,
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Mesetings

i

Files

Microsoft Teams

@ Employee Portal Overview.docx

EA Search or type a command

Employee Portal Overview

Business Requirements:

The Contoso employee portal needs to be recreated as a mobile application to
ease employee access to the portal on the go. While designing and building the
app, a key point to bear in mind is simple user interface, ensuring the app remains
user friendly for all.

We are looking at a short delivery time here, which is why we will rely on Teams
to stay connected and instantly updated on project status. The app specifications
are discussed in this document and will be further analyzed in our meetings and
review as we progress.

Technical Requirements:

1. This application will be developed on both platforms using the following
technologies:
a. i059.x - 11.x- using Swift/ Objective-C
b. Android 4.4- 8.x - using Java / Kotlin
. This application is intended for use on a smartphone, ina portrait
orientation.
. JSON requests are used to handle the communication between the app and
server.
. This application works only in online mode.
. Push notifications are handled by Firebase.
. Firebase Analytics will be used to collect different analytics and data.
. This application is goinga-ae.aexalonad furthar after the v1.0 publication.
. This application is goinEaNbe 0f3 S8 ore and Google Play,
using the client’'s accounts.

7:24

6 Employee Portal Overview.do...

Employee Portal Overview

Business Requirements:

The Contoso employee portal needs to be
recreated as a mobile application to ease
employee access to the portal on the go.
While designing and building the app, a key
point to bear in mind is simple user
interface, ensuring the app remains user
friendly for all.

We are looking at a short delivery time here,
which is why we will rely on Teams to stay
connected and instantly updated on project
status. The app specifications are
discussed in this document and will be
further analyzed in our meetings and review
as we progress.

Technical Requirements:
1. This application will be developed on
both platforms using the following
technologies:
a.i0S 9.x - 11.x - using Swift
Objective-C
b. Android 4.4 - 8.x - using

a0+ HD A 4 B 100%

Microsoft

She collaborates with the Product team and shares her spec doc within the channel conversation. The spec is a Word

document containing the project details for team members. This provides shared context to the entire team.
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Chat

Teams

&

Meetings

el

Files

N
Get app

i

rd
(il
Wi A

Microsoft Teams

Your teams

n Business Development

ﬂ RFP Response - Client X I...
IT Administration

General
Service Strategy

Support

ﬂ Employee Portal Mobile ...

General

App Review and Delivery
Daily Stand-Up

Engineering and Development
Pull Requests

UX Design

Safety and Security
New Operations (LA and ...

Contoso Company West ...

+*

Join or create a team

ao
&™)

Search or type a command

Bl Employee Portal Mobile App > Daily Stand-Up -

Conversations  Files Wiki Meeting Notes 1 more

TFIT R AT TN R

June 18, 2019

2" Microsoft

Public

Megan Bowen 1 o

IMPORTANT!

Daily Stand Up
Setting up Daily Stand Ups to get Design, PM, Dev on the same page. The agenda and discussions will be added
to the Daily Stand Up Meeting MNotes in this channel. Feel free to add to the agenda in the tab.

ﬂ Daily Stand Up

Tuesday, June 18, 2019 @ 7-00 PM
Collapse a
' E Lidia Holloway Edited

Agenda for Daily Stand Up - 19/06

* Microinteractions
» Notification Settings
e App Visuals

See |ess

@ Megan Bowen

'@ It was great talking to everyone and glad that we could close the three issues on our agenda. Nestor
Wilke, can you post the first mock-ups in the Engineering and Development channel for them to get
started?

@ Nestor Wilke
@ Sure Megan Bowen. I'll get it done by the EQD.

¢« Reply

Start a new conversation. Type @ to mention someone.

A ¢ © @ B O

Easily schedule meetings and find the best available times for invitees through the native scheduling calendar. The Manager
uses this feature to set up a daily team sync. Remote team members join the stand-up through online meeting.

i v HD A £ B 100%

& Conversation
Employee Portal Mobile App / Daily Stan...

Megan Bowen
e 632PM

IMPORTANT!

Scheduled a meeting

E Daily Stand Up
Today @ 7:00 PM

‘ P.  Lidia Holloway 6:43 PM &
L]

Agenda for Daily Stand Up - 19/06

® Microinteractions
® Notification Settings
® App Visuals
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2" Microsoft

Microsoft Teams EA Search or type a command

Vour teams ﬂ Employee Portal Mobile App > Daily Stand-Up -

u Business Development Conversations Files Wiki Meeting Notes (&9 Daily Stand Up Meeting Notes ~  +

ﬂ RFP Response - Client X Intra...

ma OneNote Online - Saved

File Home Insert Draw WView Help Open in OneMote

v [~ Ccalibriligt ~20 ~ B I U &£~ A~ &

Service Strategy

Support

1st May Agenda Points < W

Tuesday, lune 18, 2019 6:35PM

Employee Portal Mobile App

General

1st May Agenda Points

Tuesday, June 18, 2019 6:35 PM

App Review and Delivery Design Review Agenda for the Stand Up:

Daily Stand-Up 1) Microinteractions

Engineering and Developme... ! 2) Notification Settings Design Review Agenda for the Stand Up:

Pull Requests 3) App Visuals

UX Design 1) Microinteractions

UX Design, there are three points of concern for me: 2) Notification Settings

3) App Visuals
1. The scope for miscommunication between design and engineering/dev is often wide
when it comes to microinteractions. I'll fill in a few more parameters to be defined in Joni's file

to be sure we're on the same page. . .
UX Design, there are three points of

concern for me:
2. As per the PM spec, | understand that there are some app visuals we'll be considering for

design. However, I'm not sure the if the functionalities we're looking to incorporate will be
supported across the device landscape that end-users are likely to be using. It's best we have

this sorted at the outset so as to avoid these issues at a later stage. 1. The scope for miscommunication

j between design and engineering/dev is
The third point is more of a question: are we using a platform-independent design? often wide when it comes to
microinteractions. I'll fill in a few more
parameters to be defined in Joni’s file to
be sure we’re on the same page.

Join or create a team

As per the PM spec, | understand

Collaborative and powerful document creation with OneNote in Microsoft Teams. Quickly disseminate meeting

outcome, notes and action items among team members with OneNote tabs that can be pinned to any channel.
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Microsoft Teams

- Teams

Activity

General

Deployment

Management and Governance
Planning

Service Strategy

Support

Website Development

Contoso Company West Region
General

Community

HR Announcements

Leadership Review

Mew Hire

Social Media Tracking

Summer Interns

Employee Portal Mobile App

General

Engineering and Development
5 hidden channels

T Administration

General

Service Strategy

Support

1 hidden channe
Hidden teams

22 Join or create a team

Information Technology - Developing a Mobile Application

Engineering and Development FPosts Files Wiki 1 more -

Nestor Wilke 5/20, 9:23 AM

IMPORTANT!

Mock-up Complete for Gateway

Hi Team,

The mock-up is done. Here is the design handoff for the Engineering team.

Mock-up Complete for Gateway.pptx
EmployeePortalMobileApp726 > App Review and Delivery

Megan Bowen 5/20, 10:48 AM
Thank you, Nestor Wilke for sharing the mockup. Patti Fernandez can we please get started on the sprint plan?

Patti Fernandez 5/20, 10:50 AM
Sure Megan Bowen

<« Reply

= Patti Fernandez changed channel name from App Review and Delivery to Engineering and Development.

Patti Fernandez 5/20, 11:18 AM Edited

IMPORTANT!

Sprint Setup

Employee Portal Mobile App. please review the sprints |'ve setup under the

Employee Portal App Team Epics in the App Review and Delivery channel. We'll develop and test the app according to the schedule.
Posting a summary below:

Setting up the Board:

* Set up an iteration path

* Assign requirements to that iteration

* Add tasks to the requirements for the Sprint.

* Capacity Planning
Setup capacity for that iteration - leave plans can also be entered here.
Devs, please create tasks for each requirement. Each task will have to be estimated based on the hours spent on the task
Handling Bugs
We prioritize the bugs at the beginning of the Sprint.

BAmviimm tha bhaware #a the ifaratinn moath sl alea allaas basae 4 char om s Aoe bosclkins andare #hea o rarantad haad

The conversations progress to exclusive channels where team members focus on tasks specific to the current lifecycle
of the project. Channels provide the much-needed structure to ensure areas of the project keep moving in parallel.

4:16

< Engineering and Development
Employee Portal Mobile App

FILES

Last read

P

£ You
20 May, 9:23 am

IMPORTANT!

Mock-up Complete for Gateway

Hi Team,
The mock-up is done. Here is the design handoff for the
Engineering team.

7] Mock-up Complete for Gateway.pptx
"] 3472KB

@ Megan Bowen 20 May, 10:48 am @

" Thank you, Nestor Wilke for sharing the mockup. Patti
Fernandez can we please get started on the sprint
plan?

Patti Fernandez 20 May, 10:50 am

Sure Megan Bowen

&/ Reply

Microsoft
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Microsoft Teams Search or type a command

EMPLOYEE PORTAL —
INTERFACE DESIGN

Store and share important files within a protected, cloud-enabled repository with Files. Design documents such as the
PowerPoint containing mocks of the app and spec documents are housed here for the team'’s easy access.

7:33

é

0 O HD A A H100%

Gateway_Design_Mock.pptx

EMPLOYEE PORTAL —
INTERFACE DESIGN

Microsoft
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mn Microsoft

Microsoft Teams

eams ’ i i osts  Files Wiki more -~
T Engineering and Development Posts Files Wiki 1

General
a Patti Fernandez 5/20, 11:18 AM Edited

IMPORTANT!

Sprint Setup

Employee Portal Mobile App, please review the sprints 've setup under the

Employee Portal App Team Epics in the App Review and Delivery channel. We'll develop and test the app according to the schedule.
Service Strategy Posting a summary below:

Deployment

Management and Governance

Planning

Support Setting up the Board: 11:35

Website Development * Set up an iteration path
* Assign requirements to that iteration e °
Contoso Company West Region * Add tasks to the requirements for the Sprint.
* Capacity Planning

Setup capacity for that iteration - leave plans can also be entered here,
Community Devs, please create tasks for each requirement. Each task will have to be estimated based on the hours spent on the task.
Handling Bugs
We prioritize the bugs at the beginning of the Sprint. Sprint Setup
Leadership Review Maoving the bugs to the iteration path will also allow bugs to show up in our backing under the un-parented head.

Post
Employee Portal Mobile App / Engineering

General a Patti Fernandez

20 May, 11:18 am
IMPORTANT!

HR Announcements

Employee Portal Mobile App, please review the sprints I've
setup under the

Employee Portal App Team Epics in the App Review and
Delivery channel. We'll develop and test the app according to
Summer Interns the schedule. Posting a summary below:

Mew Hire . (i e B
_ _ _ + Jira P
Social Media Tracking Employee Portal Mobile App

E : - ia — " ) o ] Setting up the Board:
Em PID}EE‘ Portal Mobile App B EPMA-4 5 MNosify user if update avaiabilty rassigned  admin LI FIr =202 ® Set up an iteration path

General B EPMA-S B Support for Emad Linking admin s B2 SATR ® Assign requirements Fo that iteration .

® Add tasks to the requirements for the Sprint.

® Capacity Planning

I ~ ® Setup capacity for that iteration - leave plans can also be

5 hidden channels - e R entered here

® Devs, please create tasks for each requirement. Each task
will have to be estimated based on the hours spent on the
task.

® Handling Bugs

Service Strategy : ® We Prioritize the bugs aT the F)eginning 9f the Sprint.

Megan Bowen Monday 11:38 AM | ® Moving the bugs to the iteration path will also allow bugs

Looks good. Thanks for setting this up, Patti Fernandez. Let the coding begin! to show up in our backing under the un-parented head.

i +Jira
1 hidden channe it M

</ Reply

Engineering and Development

T Administration

General

Support
=
Hidden teams

22 Join or create a team

Stay focused and communicate on issues and backlog using Jira Cloud bot for Microsoft Teams. The Engineering
Manager lays down the map for the team.
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Information Technology - Developing a Mobile Application

2" Microsoft

Microsoft Teams

Teams Engineering and Development Posts Employee Portal App ... ~ 2 more ~

General
Deplov i - Hi. jonis!
eploymen .1'1 Jlra Sign out

Management and Governance

Employee Portal Mobile App ”

Planning Create i /
Service Strategy
Support ey Summary Mesign Reparter Status reater ~date ™S
Website Development v Employee Portal App Team Epics

5 Motify user if update availability Unaszsigned IN PROGRESS Employee Portal Mobile App / Engineering and Development
Contoso Company West Region

G =1 |i Hi, jonis!
General - 8 Support for Email Linking Unassigned 5/17/4 1‘ Jlro Sign out
Community Employee Portal Mobile App

HR Announcements - ) o o
7 Weekly and Monthly Updates Unassigned 12/ 124

Leadership Review
5 Notify user if update availability

Mew Hire EPMA-4 IN PROGRESS

4 Secure Login Unassigned
Social Media Tracking
8 Support for Email Linking

Summer Interns . , ) , - A
& GPS Locator Interface Unassigned IN PROGRESS M2/ 11244 EPMA-S T (T DO

Employee Portal Mobile App 7 Weekly and Monthly Updates

- 10 Push Motification Unassigned EPMA-7 DONE
General -
Engineering and Development 4 Secure Login
£ b _ 9 Bulk messaging Unassigned EPMA-6 DONE

5 hidden channels = #

6 GPS Locator Interface
T Administration B Support for email linking Unassigned EPMA-5 T | IN PROGRESS
General P
10 Push Notification
Service Strategy | EPMA-3 TO DO
Support
o 9 Bulk messaging
1 hidden channe EPMA s

8 Support for email linkin
Hidden teams PP 9
EPMA-1 TO DO

22 Join or create a team

Create, assign, watch, edit issues, log working time with Jira Cloud in Teams. The Engineering Manager assigns tasks

using Jira Cloud.
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Information Technology - Developing a Mobile Application

2" Microsoft

Microsoft Teams 1 Search or type a command

Vour teams ﬂ Employee Portal Mobile App > Engineering and Development -

n Business Development Conversations  Files  Wiki

ﬂ RFP Response - Client X Intra...  ++- &) Henrietta Mueller

w IMPORTANT!

Issue with media min-width & max-width
| have been running into some issues while dealing with media files. | noticed that these were rendering as expected in Android and 105

devices but does not render correctly in browsers. Here is the code | have been using.

Service Strategy CSS = : W0 v HD A4 B 100%

Support ! Conversation
@media screen and (min-device-width: 481px) and (max-device-width: 768px) { Employee Portal Mobile App / Engineeri...

Employee Portal Mobile App /* STYLES HERE */

General ' - Henrietta Mueller
App Review and Delivery 3 only screen and {max-device-width: 488px) { C 721 PM

Daily Stand-Up STOES HERE £/ IMPORTANT!

Engineering and Development Issue with media min-width & max-width

Pull Requests

pse all | have been running into some issues while
S dealing with media files. | noticed that these
The underlying issue is using max-device-width vs plain old max-width. were rendering as expected in Android and
Using the "device” keyword targets physical dimension of the screen, not the width of the browser window. Try removing i0OS devices but does not render correctly in
"device” and give it a shot. browsers. Here is the code | have been using.

css Text

X Design

@media only screen and (max-device-width: 48epx) {
/* STYLES HERE for DEVICES with physical max-screen width of 48epx =/

}

/ *VERSUS*/
Patti Fernandez 7:24 PM

@media only screen and (max-width: 488px) { . ) . .
/* STYLES HERE for BROWSER WINDOWS with a max-width of 48@px. The underlying issue is using

This will work on desktops when the window is narrowed. */ max-device-width vs plain old
max-width.

Start a new conversation. Type @ to mention someone. ; Reply

B @ ¢ @ A

Join or create a team Ar @ O (@ [F oo

As the Engineering team rallies to close out bugs and complete the project, channel conversations provide the

platform to air out issues and update managers about the hurdles they come across.
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Information Technology - Developing a Mobile Application

2" Microsoft

Microsoft Teams “ Search or type a command

Your teams n Employee Portal Mobile App > Engineering and Development -

EZ Business Development Conversations  Files Wiki

n RFP Response - Client X Intra...

n T Administration Patti Fernandez
The underlying issue is using max-device-width vs plain old max-width.

Using the "device" keyword targets physical dimension of the screen, not the width of the browser window. Try removing
"device" and give it a shot. : i0n v HD A4 &47%

CSS .. & Conversation
Employee Portal Mobile App / Engineeri..
n Employee Portal Mobile App 1 (@media only screen and (max-device-width: 486px) {
/* STYLES HERE for DEVICES with physical max-screen width of 486px */
General

}
App Review and Delivery
sy L / *VERSUS*/
Daily Stand-Up

Engineering and Development @media only screen and (max-width: 48epx) {
/* STYLES HERE for BROWSER WINDOWS with a max-width of 48@px.

D1y
Pull Requests This will work on desktops when the window is narrowed. */

UX Design

Henrietta Mueller

Thanks Patti Fernandez, it's working now!
Megan Bowen
Patti Fernandez A7 Jun18,7:31 PM
.

Happy to help ‘&

IMPORTANT!

It's the Big Day: App Demo to Leadership

Megan Bowen

IMPORTANT! Great job, guys! This looks to be a smooth
It's the Big Day: App Demo to Leadership delivery. See you at the review meeting Patti

Great job, guys! This looks to be a smooth delivery. See you at the review meeting Patti Fernande Fernandez

¢’ Reply

new conversation. Type @ to mention someone.

28" Join or create a team ¢ P [cIv] & @q

Throughout the project, the Engineering Manager uses channel conversations to track issues, update stakeholders,

stay updated with tasks, deadlines etc. and to communicate with team members to ensure on time delivery.
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2" Microsoft

Bug Management
Developer

Scenario Walkthrough

A Developer working on Contosos website incorporates a new search feature to help visitors better navigate through the
website. The Developer raises a pull request of the new code and notifies the testing team of the pull request. She leverages
applications and powerful communication tools within Microsoft Teams to stay on top of all bugs identified and to remain in
constant communication with the Testing team till 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 natification using channel
communications.

* Receives a 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 Team:s.

How did Microsoft Teams help the Developer execute her 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

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

GitHub Jira Cloud
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Information Technology — Bug Management

2" Microsoft

Microsoft Teams “ Search or type a command

Teams Y u Bug Management Posts Files Wiki Contoso Notebook Jira Cloud -

Your teams Q GitHub

n Website Development New commit: "Update Search Button"

General
MeganB04

Bug Management 2/12/2020 2:16 AM (UTC-08:00)
Daily Stand-Up
Repository: MeganB04/New-Feature

Commit #:  dlabfif Post
Pull Requests Website Development / Bug Management

Ul and UX Design Add a comment View in GitHub GitHub
12 Feb, 15:47

IT Administration

Data and Analysis

N New commit: "Update Search Button”
General @ Megan Bowen 2/12 3:52 PM
Management and Governance ( i Bug Management, | have pushed a new code incorporating a search button for customers to search for content and updates on MeganB04
= 2/12/2020 2:16 AM (UTC-08:00)
ervice Strategy

Lidia Holloway Repository: MeganB04/New-Feature

Support
Commit #:  dlabfif

Web Development -
Jira Cloud
Hidden teams Project Fabrikam Watch issue
Ao PF-2

Search Button Error
ch Buttc @ You 12 Feb, 15:52
To Do | High | 02/12/2020 -C .
gt Hi Bug Management, | have pushed a new code

Reporter: Lidia Holloway incorporating a search button for customers to search
Assignee: Unassigned for content and updates on our website.

Add a comment ‘ View in GitHub

Comment View in Jira ‘E Lidia Holloway 12 Feb, 17:02
@

: S ira Cloud
1agement, the search button wrongly redirects to the home g Ve rais Jira ticket it. please look into it. E iwGion

a Project Fabrikam Watch issue
PF-2

g Allan Deyoung
{{ Megan Bowen please can you look into it and aim to resolve it soon?

Start a new conversation. Type @ to mention someone.

)

ot
co Join or create a team /E\/

Configure GitHub in Microsoft Teams to receive notifications for Pull Requests, Pushes, Issues, Commit comments etc.
Jira Cloud bot enables team members to easily find issues, assign them to team members, make edits, log time against
an issue, watch/unwatch and vote/unvote on the issue. 313



Information Technology — Bug Management
== Microsoft

Microsoft Teams ¢ Search or type a command

u Bug Management Post: les Wiki Contoso Notebook JiraCloud -

Q GitHub

New pull request: "Create Search Button Update"”

MeganB04

.
Data and Analysis Repository: aganB04/New-Feature
Pull request #: 1 é Post

Pull Requests Website Development / Bug Management

Base:

Head: vieganB04:MeganB04-patch-1 GitHub
Commits: 1 12 Feb,17:15

Files changed:
; n9 New pull request: "Create Search Button Update”

Add a comment lose Vierge View in GitHub MeganB04
2/12/2020 3:45 AM (UTC-08:00)

Repository: MeganB04/New-Feature

Pull request #: 1

Base: MeganB04:master

Head: MeganB04:MeganB04-patch-1
Commits: 1

Files changed: 1

Megan Bowen 2/12 526 PM Edited

) the new code pushed had some errors. | have fixed

GitHub - Megan Bowen

The pull request has been merged

‘ Add a comment l Close ] ‘ Merge ‘ ‘ View in GitHub

Allan Deyoung

Good Work Megan Bowen

You 12Feb,17:26 V4

Allan Deyoung the new code pushed had some errors. |
have fixed it now.

GitHub 12 Feb, 17:33

The pull request has been merged.

As the Developer gets notified about a new Pull Request, she fixes the errors and alerts the Tech Lead @mentioning

him in the channel.
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Information Technology — Bug Management
== Microsoft

Microsoft Teams “ Search or type a command

Teams Y u Bug Management Posts Wiki Contoso Notebook Jira Cloud v

Your teams

m Website Development .a JirCI Welcome, Allan Deyoung! Sign out

General Project Fabrikam

Bug Management
Daily Stand-Up

Data and Analysis

é Jira Cloud

Pull Requests Website Development / Bug Management

Close button within the window is not functioning Pr [ Lidia Holloway IN PROGRESS
Ul and UX Design

Welcome, Megan Bowen! Sign out

T Administration i PF-A4 ‘ Guy Allan Deyoung 112/ 1‘1 Jirq

General Project Fabrikam

Management and Governance Lidia Holloway

Close button within the window is not functioning
rvice Strategy u PF-5 1IN PROGRESS
Support Filter by name Error Megan Bowen Allan Deyoung I IN PROGRESS

, Login Error
Web Development ¥ or4 4 (Topo
Screen Refresh Error Me Bowen Lidia Holloway IN REVIEW
a Search Button Error

Hidden teams

1 (DoNE]

Filter by name Error

PF-3 1T IN PROGRESS

n Screen Refresh Error
I 1IN REVIEW

Join or create a team

Jira Cloud for Microsoft Teams makes collaboration and communication over the backlog easy and smooth. The Tech

Lead views issues and the progress in the Jira Cloud tab.
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Information Technology — Bug Management

2" Microsoft

Microsoft Teams % Search or type a command

Bug Management M B .
egan Bowen 4:57 PN
Daily Stand-Up @ ) Added a new tab at the top of this cha

Data and Analysis
< Post
E Jira Cloud Project Fabrikam / Bug Detection

@ You
16:57
20

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

B Megan Bowen 5:04 P)
4

ve resolved the searct

g Allan Deyoung
“ Great E Jira Cloud
‘E Lidia Holloway 5:09 PM Edited

You 17:04

I've resolved the search button issue and have pushed
the changes live. Lidia Holloway Allan Deyoung

Allan Deyoung 17:06
Great!

Lidia Holloway 17:09

I've tested it and it's working now.

Close out conversations in channels once your project objectives have been achieved. The files shared during the

discussions will stay securely hosted within the Files tab in the channel.
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2" Microsoft

Finance & Accounts

These scenarios will illustrate how Teams can help different Finance roles in quickly turning
data into actionable insights, automating manual and repetitive processes and driving better
decisions through collaboration.

Finance & Accounts Superpowers in Teams

Capabilities and Features used... Apps that enable an immersive experience in Teams

* Hold remote presentations over protected video Y,
conferences °

« Participate in instant, open-channel communication Word Excel  PowerPoint  OneNote Asana  monday.com

« Store documents within a cloud-enabled repository
with Files

H OO0 0D

Forms Power Bl Lucidchart Trello Shifts MURAL

» Real-time, contextual file sharing and co-authoring

« Channel Tabs for everyone to stay updated

» Help securely collaborate with teammates on multiple m u
projects from a single environment
Smartsheet Presentations Teamwork — Adobe Tasks by ~ Communities
Al Sign Planner
and To Do
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Meet the Busi

ness Decision Makers

2" Microsoft

« Review financial reports and
budget plans

» Prepare activity reports and
financial forecasts

* Identify ways to improve
profitability

opportunities

critical reports in a secure forum.”

-inance & Accounts
Finance Manager Financial Analyst
‘Being in a decision-making capacity "Fvery failure leaves a trail of
means | must constantly communicate clues, which we only need to
with my team and access business follow to find the solution.”

build * Provide guidance for making
investment decisions

« Assess the performance of
company stocks and bonds

« Engage in failure analysis and be
a part of the investigation

* Analyze markets for business » Review budget proposals and

funding requests

Finance Associate

"An investment in knowledge pays
the best interest.”

Assist with the preparation of
operating budgets, financial
statements, and reports

Analyze financial data and assisting
with audits, reviews, and tax
preparations

Advise other departments on best
practices related to fiscal
procedures
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2" Microsoft

Planning Budget tfor Holiday Giveaways
-Inancial Associate

Scenario Walkthrough

Contoso believes in a happy work environment for its employees. The holiday season warrants a celebration, and the HR and
Finance team members work together to find room in the Contoso budget for employee giveaways during the festive
season. The HR Manager reaches out to the Financial Associate and Finance Manager for budget approval. Here's how the
three of them use Teams to convene and roll out an action plan.

Receives naotification when mentioned in a channel post regarding budget allocation for employee engagement activities.
Responds to post and looks into budget possibilities.

Receives channel meeting invite.

Takes notes in OneNote regarding action items.

Finance Manager uses Excel to create and present a budget plan.

How did Teams help the Financial Associate execute her roles and Which app integrations on
responsibilities? Teams made it possible?

@mention feature helps keep track of essential conversation that requires the
manager’s attention or response.

OneNote Excel

Integrated OneNote app helps quickly pen meeting MOMSs and objectives.
Integrated Excel tab gives quick access to present budget plan.
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Finance & Accounts - Planning Budget for Holiday Giveaways )
Microsoft

Microsoft Teams 4 Search or type a command
a

By 000 Finance > General -

= | @ Contoso Company West Regi... - Conversations Files Wiki Meeting Notes (29 Haoliday Gift Planning 2D =

F‘I Irvin Sayers Edited
Contoso Company Cloud Ma...  «-- l 4 IMPORTANT!
| Holiday Goodies to be Finalized!
Northwind Cloud ver The helidays are round the corner and it's the best time to show our employees we value their hard work all year long. To that end, we've
decided to make room in our budget for some goodies. Need to plan this out folks! Grady Archie and Christie Cline.can you help?

Finance ollapse all

General 0 Christie Cline 11:10 AM .
£© This promises to be fun! Yes, I'm glad to help. Conversation

Budget and Approvals Finance / General

i0r W HD 4 4! & 58%

’1 Grady Archie
© I'll begin by taking a look a look at the budget to see how we can work this out. Irvin Sayers
7 - i, ¥ .
o 11:09AM
IMPORTANT!

Holiday Goodies to be Finalized!

The holidays are round the corner and it’s the
best time to show our employees we value
their hard work all year long. To that end,
— we've decided to make room in our budget
PR '_ R s : for some goodies. Need to plan this out folks!
Grady Archie and Christie Cline,can you help?

) Irvin Sayers
l That would be great. Talk to you more soon!

« Reply

You 11:10 AM

Irvin Sayers elited .© This promises to be fun! Yes, I'm glad
IMPORTANT!
to help.

Holiday Goodies: Planning

General, I'm scheduling a meeting to take this forward.

Holiday Goodies: Planning
Tuesday, June 18, 2019 @ 11:30 AM

Start a new conversation. Type @ to mention someone.

Join or create a team Ar @ O [w [ oo

The HR Manager sets the holiday plan in motion in the channel, roping in relevant team members to help with budget planning.

He uses the @mention feature to call their attention to his post, which also sends out a notification in their Activity Feed.
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Finance & Accounts - Planning Budget for Holiday Giveaways

Activity

Mesetings

I

K3
Get app

Microsoft Teams

Your teams

@ Contoso Company West Regi...

u Contoso Company Cloud Ma...

E Northwind Cloud
n Finance

General

Budget and Approvals

Join or create a team

4 Search or type a command

Finance > General -

Conversations Files Wiki Meeting Notes (29 Haoliday Gift Planning 2D =

Irvin Sayers Edited
IMPORTANT!

Holiday Goodies: Planning

General, I'm scheduling a meeting to take this forward.

Holiday Goodies: Planning
Tuesday, June 18, 2019 @ 11:30 AM

ollapse all

i Holiday Goodies: Planning ended: 2m 18s

’1 Grady Archie
@ Sharing the MOM and ideas discussed here for reference: Holiday Gift Planning. As discussed will come with the budget plan
S00M.

Irvin Sayers
Looking forward to it!

il
0 Christie Cline 11:29 AM

I've added branding guidelines for the gifts in the OneMote tab as well.{&-

« Reply

Grady Archie
IMPORTANT!

Budget Plan for Holiday Gifts

I've looked at our budget and here’s a look at how much we can allocate towards the gifts. Take a look and let me know what you think.

m Budget Planning.xlsx

&3] Irvin Sayers
l This budget works for some of the best items on the list. Thank you for working on this!

« Reply

ot

— Christie Cline has added Don Howes to the team.

Start a new conversation. Type @ to mention someone.

Ae ¢ © [ B o

The HR Manager kicks off planning over an online meeting and the team keeps conversations and relevant documents all in

the meeting thread for easy reference.

o

1

2" Microsoft

i v HD 4 &£ & 58%

é Conversation
Finance / General

Irvin Sayers
7 R .
L. 11:18 AM
IMPORTANT!
Scheduled a meeting

u Holiday Goodies: Planning
Today @ 11:30 AM

Holiday Goodies: Planning en...
2min 18sec

‘] Grady Archie 11:27 AM
@

Sharing the MOM and ideas discussed
here for reference: Holiday Gift
Planning. As discussed will come with
the budget plan soon.
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Finance & Accounts - Planning Budget for Holiday Giveaways . )
mn Microsoft

AT
Holiday Goodies: Planning Chat Details Scheduling Assistant “

> Cancel meeting = Copy link Meeting options e Tracking

/#  Holiday Goodies: Planning @ Christie Cline

Crganizer

(o] Grady Archie c"l Irvin Sayers ) )
0 Q 'Entat)l'-.-': . l r 'enutatr-.-'e-r ) * C‘|Jt|:-ﬂa| 9 Grady Archie
Unknown

524/ 2 n/24/ 3 & Inins
5/24/2021 2 y . 572442021 00 PN v 3 rin Sayers i i i
/4, 30 PM : 4:00 PM 30m @ All day l ' Unknawn Holiday Goodies: Planning

Finance / General

30 PM-9:00 PM ©:00 PM-9:30 PM 10:00 PM-10:30 PM

t DETAILS
Does not repeat

Holiday Goodies: Planning

Mon May 24, 2021
Add location 3:30 pm—4:00 pm
g Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Microsoft Teams meeting .
F

Finance
General
Join on your computer or mobile app

Click here to join the meeting

Participants (3)

Learn More | Meeting_options

Christie Cline
Organiser

Grady Archie

Unknown

Irvin Sayers

Plan meetings or keep them impromptu, according to team members’ availability, which reflects in the native scheduling

calendar. Hold protected calls and conferences and share screens with enterprise grade security.
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Finance & Accounts - Planning Budget for Holiday Giveaways

2" Microsoft

Microsoft Teams 4 Search or type a command

Your teams Flﬂance > General

@ Contoso Company West Regi... - Conversations Files Wiki Meeting Notes (29 Holiday Gift Planning ~

u Contoso Company Cloud Ma...

ma OneNote Online - Saved

B Northwind Cloud _ _ _
File Home Insert Draw View Help Open in OneMote

n Finance W |f|v Calibri Light ~20 v B 1 U &~ ﬁ\’ £
General 5
Budget and Approvals HO||dav Presents

Tuesday, lune 18, 2019 11:26 AM

Holiday Presents

. . Tuesday, June 18, 2019 11:26 AM
Potential Gift I[deas

. | | _ Potential Gift Ideas
1.Fitness/Wellness articles: Smartwatch, gym bag with T-shirt,

gym subscription
2.Electronics: Wireless headphones, portable Bluetooth 1.Fitness/Wellness articles:
speakers, portable phone charger, external storage devices, Smartwatch, gym bag with

Kindle T-shirt, gym subscription

3.Sweet treat hampers: Hampers consisting gourmet food, _ )
sweets, chocolates, or dry fruits 2.Electronics: Wireless

4 Accessories: Custom stainless steel water bottles and laptop headphones, portable
bags Bluetooth speakers,
portable phone charger,
external storage devices,
1. No personalizing gifts Kindle

Branding guidelines for gjifts:

2. No branding on devices, bottles, tees, bags, etc. Branding 3.Sweet treat hampers:
stays on cases and covers ' '

28" Join or create a team Hampers COﬂSlSting

Record meeting notes or observations in OneNote app inside Teams and share them when needed with the team for

their consumption. The Financial Analyst keeps a track of the gifting ideas in a OneNote tab.
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Finance & Accounts - Planning Budget for Holiday Giveaways Bl ..
mn Microsoft

Microsoft Teams 4 Search or type a command

By 000 Finance > General -
= | @ Contoso Company West Regi... - Conversations Files Wiki Meeting Notes (29 Holiday Gift Planning

u Contoso Company Cloud Ma... -+ Irvin Sayers Fdited
e IMPORTANT!

Holiday Goodies: Planning
E Northwind Cloud e General, I'm scheduling a meeting to take this forward.

= _ Holiday Goodies: Planning
n Finance Tuesday, June 18, 2019 @ 11:30 AM : WO W HD £ & & 56%

I General ollapse all .
Conversation

Budget and Approvals ] Holiday Goodies: Planning ended: 2m 18s i’ 0 'l Finance / General

Grady Archie 1
Sharing the MOM and ideas discussed here for reference: Holiday Gift Planning. As discussed will come with the budget plan L Irvin Sayers

s 4 .
soon. o 11:18AM
IMPORTANT!

Irvin Sayers
Looking forward to it! Scheduled a meeting

El
0 Christie Cline 11:29 AM
-]

ﬂ Holiday Goodies: Planning

I've added branding guidelines for the gifts in the OneMote tab as well.ﬁ Today @ 11:30 AM

«' Reply

Grady Archie
IMPORTANT!

Budget Plan for Holiday Gifts Holiday Goodies: Planning en... (i}} ‘\

I've looked at our budget and here's a look at how much we can allocate towards the gifts. Take a lock and let me know what you think. 2min 18sec

m Budget Planning.xlsx ‘1 Grady Archie 11:27 AM
©

Sharing the MOM and ideas discussed
here for reference: Holiday Gift
Planning. As discussed will come with
¢ Reply ' the budget plan soon.

&) Irvin Sayers
.I, This budget works for some of the best items on the list. Thank you for working on this!

3
Get app
Christie Cline has added Don Howes to the team.

Start a new conversation. Type @ to mention someone.

Join or create a team Ar @ O [w [ oo

The Finance Manager along with Financial Analyst employs Excel's analytical abilities within Teams to build the budget

plan and share it with the HR Manager as requested.
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Finance & Accounts - Planning Budget for Holiday Giveaways Bl ..
mn Microsoft

Microsoft Teams 4 Search or type a command

Budget Planning.xlsx

Budget Planning

Test Mumber

DEPARTMENT
Gifts Allocati )
mPackage 1l mPackage2 mPackage3 I ocation No Workaround  Works
5 : iOv + 9 HD A 4 W 92%

16 Thermos
48% 14 1 - .
Budget Planning.xlsx :
12 -

Success Percentage

3 26%

11
8

5

E

5

4 4 4 a 4

2 3 2 3
1 1 1 Other Goggles 13%

‘| I‘ ” I I [ I. 6% 7% Test Number
Package 1 DEPARTMENT

watches ‘ I Budget Planning
Lunch Box i

Workaround? TEST 1 TEST 7 TEST 2 TEST 3 TEST 4 TEST 5 TEST 6

Package 2 M Package1l mPacke

Package 3

ERROR NUMBER

M Package 1 m Package?2 Package 3
Success Percenta... 11

14
18-25 26—35
67
36-45 46-55
2 |‘ T

7
4]

ERROR ERROR ERROR ERROR ERROR ERROR ERROR
2 4 &

5
6
5 5 5
4
: 2 2 22
I I I I 1 1 Workaround? TEST 1 TEST 7 TEST 2
No Wo... | Workar...
1 7 E! 5

ERROR NUMBER

m Package 1 m Pack

Budget Analysis ['

Budget Analysis

Break down intricate numbers into visually consumable data with Excel. What's more? Make edits, store it in the protected

Files repository and share it with your team! The Financial Analyst drills down further to highlight the plan’s financial viability.
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2" Microsoft

Budget Approval

-iInance Manager

Scenario Walkthrough

Creates a team to work together with the analysts and the talent community team.

Creates a daily sync call with them to come together for updates.

Tracks tasks necessary for the completion of the event with Workstreams.ai.

Uses Excel to create budget breakdown and uploads the spreadsheets to the Files tab in the channel for peer review.
Uses General channel to post an update for the team and Places app to share location to celebrate a job well done!

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

Look up detailed info about different businesses, restaurants, venues, and more with
Places.

© W

milestones without having to switch apps. Places Excel  Workstreams.ai

Integrating Workstreams.ai helps assign, track and communicate tasks and

Using Excel allows team members to have shared access to the budget information
for review and analysis.

It's time for Contosos annual Design Thinking Workshop led by their design thinking experts. The Finance Manager steps in to make
the necessary financial and budget assessments for the event. This is, however, not a one-man job. Teams provides a forum for the
Finance Manager to seamlessly work with analysts and the talent community team to detail plans for the event.

327



Finance & Accounts - Budget Approval B )
mn Microsoft

Microsoft Teams & Search or type a command

ey RO Finance > Budget and Approvals -

= ] ' Finance Conversations  Files Wiki Meeting Notes  Design Thinking Workshop Tas..
General

Don Howes 6/18 1:01 PM  Edited

H-H Budget and Approvals 4?,1 IMPORTANT!

Contoso Design Thinking Workshop: Cost Analysis
Construction Tracking CC: Enrico Cattaneo, Grady Archie, Diego Siciliani

E i We are hosting a Design Thinking Workshop for multiple clients, I'd like all of us to stay on the same page as we plan the event
General and go through the financial assessment for this exercise. : i0Qr HD+4C 4 A B 37%

Project Management
I'll be scheduling daily sync calls for next three days till we gain more clarity on the scale of event planning and associated costs. e BUdQEt and Approvals 'El
—¢

Site A Finance

Site B
CHAT

Grady Archie
Sales @ Noted. Za You
P Jun18101PM

General = Dlegn Siciliani : N . IMPORTANT!
. This status update will be critical for event planning.

Site Management

Finance Review

, Reoh Contoso Design Thinking Workshop: Cost Analysis
3 hidden channels < Reply g g P y

CC: Enrico Cattaneo, Grady Archie, Diego
Siciliani

We are hosting a Design Thinking Workshop
Design Thinking Workshop: Daily Sync for multiple clients. I'd like all of us to stay
EE b on the same page as we plan the event and
go through the financial assessment for this

Don Howes 6/18 1:10 PM  Edited
Design Thinking Woaorkshop: Daily Sync

Design Thinking Workshop: Daily Sync ended: 3m 1s ';-! & B a- exercise.

Good call, folks. I'll be sharing the Planner tab with the assigned tasks in a bit. Enrico Cattaneo, | will also share the budget I'll be scheduling daily sync calls for next
breakdown for the event soon. Please review it before it goes to leadership. three days till we gain more cIarity on the

Enrico Cattaneo scale of event planning and associated costs.

Will do!

See less

a Don Howes 6/18 1:31 PM  Edited

Grady Archie Jun 18, 1:03 PM
Noted.

Start a new conversation. Type @ to mention someone.
61

" Join or create a team Ay, & O [ [F

Channel conversations keep team members in sync with each other. They enable contextual, structured, data-driven

discussions and decision making such as the financial analysis for a workshop in this case.
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Microsoft Teams

- Design Thinking Workshop: Daily Sync ¢

Activity

> Cancel meeting = Copy link

Z Design Thinking Warkshap: Daily Sync
Lynne Robbins lohanna Larenz .,
Tentative Tentative

4 Diego Siciliani .,
Tentative

Grady Arch

Tentative

IEX

1:30 PM

Add location

Paragraph

Microsoft Teams meeting

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

Learn More | Meeting_options

hat Details Scheduling Assistant

Meeting options

=~

2

+ Optional I

Debra Berger ., Henrietta Mueller

[
Tentative “‘i Tentative

® Alday

Tracking

Don Howes

Crganizer

Lynne Robbins
Unknown

Johanna Lorenz
Unknown

Debra Berger
Unknown

Henrietta Mueller

F Unknown

b

. Diego Siciliani

Unknown

Grady Archie
Unknown

Meet with team members virtually anywhere, anytime. When scheduling meetings, the Finance Manager uses the
native scheduling calendar in Teams to find the best available time slots for meeting invitees.

2" Microsoft

é Design Thinking Workshop: Daily S... th

Finance / Budget and Approvals

DETAILS

Design Thinking Workshop: Daily Sync
Thu May 27, 2021
1:30 pm—2:00 pm

o Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel

Participants (7)

Finance
Budget and Approvals

m Don Howes
:a Organiser

&

A= Diego siciliani

Debra Berger
Unknown
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Microsoft Teams
Teams

Your teams

Finance

General
Budget and Approvals
Construction Project Management

Expense Reimbursement

Construction Tracking

General

Project Management

Mew Operations (LA and Austin)

General
Marketing

Operations

Hidden teams

83 Join or create a team

Budgetand Approvals Posts Files Wiki Design Thinking Work...

s from Workstreams.ai

Don Howes  8:06 AM
Scheduled a mesting

Design Thinking Workshop: Daily Sync
Thursday, May 27, 2021 @ 1:30 PM

Meeting ended: 3m 16s

Attendance report

Click here to download attendance report

Don Howes 832 AM

Good call, folks. I'll be sharing the tasks in a bit, Enrico Cattaneo I'll also share the budget breakdown for the event soon. Please

review it before it goes to the leadership.

Enrico Cattaneo 5:34 AM

Will do!

Don Howes 8:49 AM
Here's the task list, folks: Design Thinking Workshop Tasks. Enrico Cattaneo, here's the budget breakdown. Please, take a look.

ﬁ Budget Breakdown.xlsx

Finance * Budget and Approvals

Enrico Cattaneo 5:52 AM
@Deon Howes Could you please check the numbers for the 16th again? Conflicts with the figures I've got.

Don Howes 8:53 AM
Checked and updated..... thanks for catching that.

&' Reply

9:23

& ° Post
Finance / Budget and Approvals

You

by 8:06 am
4?10
Scheduled a meeting

Design Thinking Workshop: Daily Sync
Today @ 1:30 pm

Meeting ended
3min 16sec
You 8:32am

Good call, folks. I'll be sharing the tasks in a bit, Enrico
Cattaneo I'll also share the budget breakdown for

the event soon. Please review it before it goes to the
leadership.

Enrico Cattaneo  8:34 am

Will do!

You 8:49am

Here's the task list, folks: Design Thinking Workshop

Please, take a look.

© Fkery

Microsoft

Meetings can either be scheduled or triggered instantly using the Meet Now feature. The finance team meets online using Teams

and continues their conversation in the same thread for easy future reference, including sharing analyses using Excel spreadsheets.
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Microsoft Teams
Teams

Your teams

Finance

General
Budget and Approvals
Construction Project Management

Expense Reimbursement

Construction Tracking

General

Project Management

Mew Operations (LA and Austin)

General
Marketing

Operations

Hidden teams

28 Join or create a team

BudgetandApprovals Posts Files Design Thinking Wor... ~  Wiki

Taskboards

' # Budget and Approvals
PLANNED 2
+ Add task

ﬁ‘ Coordinating with Attendees

B Website and Event PR

£ Settings | Statistics
IN PROGRESS | 2
+ Add task

m‘ Speakers for Sessions

.'E Tech Support for the Event

Task templates B Archive

COMPLETED 1
+ Add task

B Streamlining Agenda

In order to give you a better service Workstreams uses cookies. By continuing to browse the site you are agreeing to our use of cookies.

Create tasks, add labels, assign teammates and manage your work in flexible Kanban boards with Worksteams.ai in

Teams.

Design Thinking Workshop Tasks

Finance / Budget and Approvals
{ Taskboards

PLANNED

n # Budget and Approvals

IN PROGRESS COMPLETED

PLANNED 2

% Coordinating with Attendees

B Website and Event PR

+ Add task

Microsoft
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mn Microsoft

Microsoft Teams & Search or type a command

A
1 |5um of expenses |Cn|umr1 Labels |~]
2 =105/05/2019 05/05/2019 Total Grand Total
Row Labels |~ | Session 1 Session 2 Session 3 Session4  Session5  Session 6 Session 7 Session8  Session9
= Day 1 (06-16-2019) 5 100,000.00 5123,124.00 $4,125,125.00 $41,231.00 5 4,389,480.00 $4,389,480.00
54,000.00 5 100,000.00 S 100,000.00 S 100,000.00
55,431.00 541,231.00 S 41,231.00 $ 41,231.00
$40,000.00 5123,124.00 5 12312400 5 123,124.00 512 iOn W HD £ 4 B 89%
$60,123.00 54,125,125.00 $ 4,125,125.00 54,125,125.00
= Day 2 (06-17-2019) $51,234.00 $521,512.00 5200,000.00 $50,000.00 S 822,746.00 S5 822,746.00 e
35,125.00 $51,234.00 $50,000.00 101,234.00 101,234.00
361,235.00 $521,512.00 521,512.00 521,512.00
$124,123.00 $200,000.00 200,000.00 200,000.00
= Day 3 (06-18-2019) $300,000.00 $ 300,000.00 300,000.00
5612,353.00 $300,000.00 $ 300,000.00 300,000.00
Grand Total 100,000.00 5123,124.00 54,125,125.00 $41,231.00 $51,234.00 $521,512.00 5200,000.00 $50,000.00 $300,000.00 $ 5512,226.00 $5,512,226.00

Budget Breakdown.xlsx

A B

Sum of expenses Column Labels [ ~]
= 05/05/2019
Row Labels |~ | Session 1 Sessic
= Day 1 (06-16-2019) $ 100,000.00 $123|
$4,000.00 S 100,000.00
$5,431.00
$40,000.00 $123
$60,123.00
= Day 2 (06-17-2019)
$5,125.00
$61,235.00
$124,123.00
= Day 3 (06-18-2019)
$612,353.00
Grand Total 100,000.00 $123

O 0 N Ol AW N =

Sum of Expenses Approved Expenses

Sum of Expenses

The Finance Manager uses Excel in Teams to create a budget break down 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

Your teams

Finance

General

Budget and Approvals

Construction Tracking

General

Project Management
Site A

Site B

Site Management

Sales

General
Finance Review

3 hidden channels

@

+ -
2" Join or create a team

4 Search or type a command

Finance > General -

Conversations  Files  Wiki  Meeting Notes  Holiday Gift Planning 1 more ~ ar

Don Howes 6/18 1:33 PM
43 IMPORTANT!
All Set for the Design Thinking Workshop!
General, Happy to announce that our planning for the workshop i1s complete. We went through three days of critical planning and
budgeting, and | want to thank everyone for your timely support. Cheers!

Collapse all
v 152 d

rg?i Diego Siciliani
Happy hour anyone?

=

Fo Where to?
r&;‘ Diego Siciliani

E Places

Radiator Whiskey
94 Pike 5t Ste 30, Seattle, WA, 98101

LEMNMNMT IRIANGLE

,;,
& | J

. ‘!*s.\-

Start a new conversation. Type @ to mention someone.

A 0 O @ B G

The Finance Manager uses channel communication to inform his team when the budget planning for the workshop is
complete. Intense in moments of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes

working together fun!

2" Microsoft

0w HD v4G 4 = 36%

Conversation
Finance / General

ﬂ You

-
" .
430 Jun 18, 1:53 PM
IMPORTANT!

All Set for the Design Thinking Workshop!

General, Happy to announce that our planning
for the workshop is complete. We went
through three days of critical planning and
budgeting, and | want to thank everyone for
your timely support. Cheers!

r@" Diego Siciliani  Jun 18, 1:55 PM
e

Happy hour anyone?
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mn Microsoft

Microsoft Teams & Search or type a command

Your teams Flﬂance ) General

Finance Conversations Files Wiki Meeting Notes  Holiday Gift Planning 1 more ~
General r__g’.‘ Dl'egn Siciliani
Budget and Approvals - E -
laces
Construction Tracking Radiator Whiskey
94 Pike St Ste 30, Seattle, WA, 98101

Qe
senere! A £ LDENNT IKIANULE - ; O O HD A4 B 60%
Project Management ! g o :

é Conversation

Site A ]
Finance / General

Site B
e 1 E"@:‘ Diego Siciliani 1:58 PM

]
Site Management . ; % - e
99@” % s ¥
powNTOWN & FIRST HILL Places
Sales SEATTLE

~ | Radiator Whiskey
laenera CENTRAL . BUSINESS DISTRICT

X 94 Pike St Ste 30, Seattle, WA,

Finance Review e
T % % %

i)

L bing " o © 2015\ Microsoft Corparation & '2018 HERE

3 hidden channels
Restaurant
Mon to Sat 4:00 PM-12:00 AM
(206) 467-4268

Information from Bing Maps, Yelp, Foursquare, OpenTable, Zomato

%

pOWNTOWN & FIRST HILL
SEATTLE

Directions Go to website

b bing ® 2019 MiEros3ft CorgBration © 2018 HERE
Restaurant

Mon to Sat 4:00 PM-12:00 AM

(206) 467-4268

Grady Archie
I'm in!

Enrico Cattaneo

Me too! When?

Henrietta Mueller
See you all there! Let's say 67 ]

Start a new conversation. Type @ to mention someone.

88" Join or create a team Ar @ © [ [F O

Location sharing becomes easy within Microsoft Teams with Places. The team members working on the budget make

an impromptu plan to take their celebrations outside the workplace and they use Places to tag their meet-up location.
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Reliability and Serviceability

-inancial Analyst

Scenario Walkthrough

Contoso runs a multi-faceted analysis to identify the root-cause behind a project delay for one of their clients. The role of
the Financial Analyst is to be part of the process and analyse the reports for negative impact on billing. Here is how
Teams can help the Financial Analyst stay on track.

* Reviews incoming reports from analysts and project leads through a Power Bl tab located in the channel.
« Takes notes regarding failure analysis using a OneNote tab.

» Red flags a potential issue that needs to be examined with the client.

« Communicates the issue to the respective personnel.

 Initiates a call and shares her screen with notes captured in OneNote with her team for issue resolution.

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

« Collaborative and powerful document creation with OneNote. - h

« Dive into a wealth of analytical data with Power Bl without leaving Teams.
« Host video calls and share your work virtually anywhere with video calling features. OneNote  Power Bl
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Microsoft Teams A Search ar type a command

- Finance > General -

Conversations  Files Wiki Meeting Motes  Root Cause Failure Report

General L -
If your site isn't loading correctly, click here

Budget and Approvals

Contoso Company West Region

General

Community

HR Announcements .

enderehi Revion Root-Cause Failure Report
Mew Hire

Summer Interns

Human Resource
General

Employee Engagement
Employee Referrals
Employment Trend

Planning

ﬂ Mew Operations (LA and Austin)

General
L d 1 &
.'.'.5F:<E.I:‘|\_'F.|

Operations

n Sales

Join or create a team

Microsoft Power BI

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The Financial
Analyst uses a Power Bl tab pinned to the channel to review incoming reports from analysts and project leads.

idn HD 4G A £ 2 28%

Root Cause Failure Report
Finance / General

Root-Cause Failure Report

Microsoft Power Bl { 20of2

Microsoft
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Meetings

i

Microsoft Teams

Your teams

@

oot

[=lu]

Finance
General

Budget and Approvals

Contoso Company West Region
General

Community

HR Announcements

Leadership Review

MNew Hire

Summer Interns

Human Resource

General

Employee Engagement
Employee Referrals
Employment Trend
Planning

1 hidden channel

Mew Operations (LA and Austin)

General
Marketing

Operations

Sales

Join or create a team

Search or type a command

Finance > General -

Conversations  Files Wiki  Meeting Notes  Holiday Gift Planning 1 more +

June 19, 2019

ot

= Henrietta Mueller has added Megan Bowen and Jordan Miller to the team.

LS

Enrico Cattaneo 6/19 11:31 AM Edited

IMPORTANT!

Project Delay Analysis: Client QA Process Could be the Issue

General, I've been going over notes and reports filed by analysts and project heads for the Morthwind project over the last faw
days. One of the points they constantly bring up is that the QA feedback came way past the project milestones set for feedback. If
this is the case, we need to take it up with the client. Let's group together to understand this better before we proceed further?

Sharing my notes here with the team: Project Delay Analysis Notes.

CCiHenrietta Mueller, Jordan Miller, Megan Bowen

Henrietta Mueller Edited
| think it's best if we meet and talk about this. Scheduling a meeting at all our earliest availability.

Project Delay: Client Report
Wednesday, June 19, 2019 @ 12:00 PM

Jordan Miller
| agree, let's talk soon.

Project Delay: Client Report ended: 1Tm 45s

Henrietta Mueller
Thanks for bringing this up, Enrico Cattaneo. I'll be in touch with the client shortly.

Enrico Cattaneo 6/19 11:41 AM Edited

Start a new conversation. Type @ to mention someone.

b ¢ OB B O

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, while

keeping relevant discussions and files grouped together.

2" Microsoft

iJv HD 4G A £ = 35%

Conversation
Finance / General

You
Jun 19,11:31 AM

IMPORTANT!

Project Delay Analysis: Client QA Process Could be
the Issue

General, I've been going over notes and
reports filed by analysts and project heads for
the Northwind project over the last few days.
One of the points they constantly bring up

is that the QA feedback came way past the
project milestones set for feedback. If this is
the case, we need to take it up with the client.
Let's group together to understand this better
before we proceed further? Sharing my notes
here with the team: Project Delay Analysis
Notes.

CC:Henrietta Mueller, Jordan Miller, Megan
Bowen

Reply

N @ ¢ @
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Microsoft Teams
Project Delay: Client Report Chat Details Scheduling Assistant “

X Cancel meeting & Copy link Meeting options Tracking
Project Delay: Client Report ﬁ Enrico Cattaneo
Organizer

&) Henrietta Mueller .,
= -

By Tentative + Optional s Henrietta Mueller

" Unknown
5/24/2021 :00 PN / 4:30 PM 30m @  Allday % Jordan Miller
Unknown

Crimmoctard: 820 DAA_G-NO DA/ NN DA_020 D
Suggested: 8:30 PM-9:00 PM 9:00 PM-2:30 PN

Does not repeat

Add location

v A M Paragraph

Microsoft Teams meeting

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

Learn More | Meeting_options

Hold protected calls and conferences and share screens with enterprise security. Using the Scheduling Assistant
feature, the Financial Analyst can choose an optimal meeting time for all attendees.

Project Delay: Client Report

Finance / General

DETAILS

Microsoft

Project Delay: Client Report

Mon May 24, 2021
4:00 pm—4:30 pm

g Share meeting invite

Microsoft Teams meeting Join on your computer or mobile app
Click here to join the meeting Learn More | Meeting o See more

Shared to channel
- Finance
General
Participants (3)
F Enrico Cattaneo
Organiser

42  Henrietta Mueller
g Unknown

Jordan Miller
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Microsoft Teams

Activity Your teams

n Finance

General

Budget and Approvals

@ Contoso Company West Regi...

+ -
Join or create a team

Search or type a command

Finance > General -

Conversations  Files Wiki  Meeting Notes  Project Delay Analysis Motes 1 more +

ma OneNote Online - Saved

File Home Insert Draw View Help Open in OneNote

v [F]v | Calibri vit v B I U &y LA~

Project Delay Analysis Report

Wednesday, lune 19, 2019 11:24 AM

Project Control

During the execution of a project, procedures for project control and record keeping become
indispensable tools to managers and other participants in the delivery process. These tools serve the
dual purpose of recording the financial transactions that occur as well as giving managers an indication
of the progress and problems associated with a project. The task of project control systems is to give a
fair indication of the existence and the extent of such problems. The limited objective of project control
deserves emphasis. Project control procedures are primarily intended to identify deviations from the
project plan rather than to suggest possible areas for cost savings. This characteristic reflects the
advanced stage at which project control becomes important. The time at which major cost savings can
be achieved is during planning and design for the project. During the actual execution, changes are likely
to delay the project and lead to inordinate cost increases. As a result, the focus of project control is on
fulfilling the original design plans or indicating deviations from these plans, rather than on searching for
significant improvements and cost savings.

Controlling after project finish is trivial and updates are usually done periodically. Controlling can be
done for project schedule and/or project cost. Just as costs incurred are compared to budgeted costs,
actual activity durations may be compared to expected durations. In this process, forecasting the time to
complete particular activities may be required. It is important to devise efficient and cost effective
methods for gathering information on actual project accomplishments. Generally, observations of work
completed are made by inspectors and project managers and then work completed is estimated. Once
estimates of work complete and time expended on particular activities are available, deviations from the
original duration estimate can be estimated. For example, Figure 1 shows the originally scheduled
project progress versus the actual progress on a project. This figure is constructed by summing up the
percentage of each activity which is complete at different points in time; this summation can be
weighted by the magnitude of effort associated with each activity. In Figure 1, the project was ahead of
the original schedule for a period including point &, but is now late at point B by an amount equal to the
horizontal distance between the planned progress and the actual progress observed to date.

& 4

Project Delay Analysis Repo

Wednesday, June 19, 2019 11:24 AM

Project Control

During the execution of a project,
procedures for project control and record
keeping become indispensable tools to
managers and other participants in the
delivery process. These tools serve the dual
purpose of recording the financial
transactions that occur as well as giving
managers an indication of the progress and
problems associated with a project. The task
of project control systems is to give a fair
indication of the existence and the extent of
such problems. The limited objective of
project control deserves emphasis. Project
control procedures are primarily intended to
identify deviations from the project plan
rather than to suggest possible areas for
cost savings. This characteristic reflects the
advanced stage at which project control
becomes important. The time at which
major cost savings can be achieved is during

Microsoft

Whether it is meeting notes or analysis reports, OneNote in Teams is a powerful documentation tool. The Financial

Analyst uses a OneNote tab to build a project delay analysis report and shares it later with his team.
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2" Microsoft

Microsoft Teams Search or type a command

bl Finance > General - e
Finance Conversations  Files Wiki  Meeting Notes  Project Delay Analysis Motes - 1 more +
General
Budget and Approvals ma OneNote Online Project Delay Analysis Notes - Saved
@ Contoso Company West Region  ««- File Home Insert Draw  View Help Open in browser
General v [+ | calibri vi11 v B I U v Av = i=vi=v e Ay My B [

Community

HE. Announcements

100% = =

FPlanned P e
Leadership Review Progress - L ¢ b
. o J _'
Mew Hire 80% - nﬁ‘* < Planned
S ‘. -“" T™ Revised Estimate of
Summer Interns o = e =V15 2 O _ )
o 6B0% | - : Future Progress % - ‘ " Revised EISlHTIaI»?_-?f
e ~ [ < 60% |- P : Future Progress
(= o g - ‘
Human Resource L T o 3 ]
— o .r - =
= s , c
- T 40% AN - 3
General o P : g
‘D ; = ‘
E 1 = /4\“‘ L 20% T ac
Employee Engagement s ' /i Acal
“ ' ! p + Progress
Emol Referral 20% — / S0 TActal : T :
Employee Referrals P ' i : 0% L==-"1 \ I i
S i Progress : "0%  20% 40% 60% 80% 100%
EmP-’O}"meﬂf Trend ' o 0% -7 | i | i Percent of Estimated Project Time
: 0% 209 40 6 0% 00% Figure 1: Planned versus Actual Progress over Time on a Project
P.‘annmg 0 1% 20% 40% 50% 80% 100% g g )

Percent of Estimated FProject Time
Figure 1: Planned versus Actual Progress over Time on a Project

1 hidden channel

Project Evaluation

In evaluating schedule progress, it is
important to bear in mind that some
activities possess float, whereas delays in
activities on the critical path will cause

m Mew Operations (LA and Austin)

General Proiect Evaluation project delays. In particular, the delay in
planned progress at time t may be soaked
Marketing In evaluating schedule progress, it is important to bear in mind that some activities possess float, up in activities' float {thereby causing no

overall delay in the project completion) or
may cause a project delay. As a result of this
ambiguity, it is preferable to update the
project schedule to devise an accurate
portrayal of the schedule adherence. After
applying a scheduling algorithm, a new
project schedule can be obtained. It is
common that actual durations of activities
differ form those estimated. Furthermore,
there may be additions or deletions to the
scope of the contract that will affect the
time at which activities can be started or
completed. Schedule updating is a
procedure for introducing the latest
progress information into the schedule.
Data have to be collected on the actual
progress of completed activities and those
under execution. A completely new

whereas delays in activities on the critical path will cause project delays. In particular, the delay in

planned progress at time t may be soaked up in activities' float (thereby causing no overall delay in the

project completion) or may cause a project delay. As a result of this ambiguity, it is preferable to update

n Sales the project schedule to devise an accurate portrayal of the schedule adherence. After applying a
scheduling algorithm, a new project schedule can be obtained. It is common that actual durations of
activities differ form those estimated. Furthermore, there may be additions or deletions to the scope of
the contract that will affect the time at which activities can be started or completed. Schedule updating
is a procedure for introducing the latest progress information into the schedule. Data have to be
collected on the actual progress of completed activities and those under execution. A completely new

. _ estimate of the amount of work remaining to be done should be made for each activity. The probable
8 Join or create a team X3 output of various resources should be assessed. If the job is found to be behind schedule, corrective

actions must be made {o refrieve positign,

Operations U

OneNote lets you capture notes and also serves as a protected repository for any information — images, graphs and
designs. Store all your project information in one notebook and access it through Teams anytime!
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Tracking Milestones for Invoicing and Payments
Finance Manager

Scenario Walkthrough

The Contoso Finance Manager resourcefully handles invoices and payments for a contractor who has undertaken two office
construction projects for Contoso at different locations, all through the ease of communication on Teams.

Presents the Statement of Work (SOW) to notify team members about completion rates as per agreed timelines.

Analyses a milestone report tab that contains photos of completion, invoices of purchases made and accumulated
workforce hours by trade and more.

Creates a Smartsheet tab for each site to monitor progress.
Holds an audio conference to verify progress as per timelines before processing payment for invoices.
Navigates to the milestone tabs and approves payment upon confirmation of milestone completion.

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

« Create, track and assign tasks and milestones with Smartsheet.

 Utilize Word to compile and review data on client SOWs.

« Create and save notes and upload photographs directly in OneNote. Word OneNote  Smartsheet
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Microsoft Teams

Finance
General

Budget and Approvals

Construction Tracking

General

Project Management
Site A

Site B

Site Management

Sales

General
Finance Review

3 hidden channels

+ -
Join or create a team

A Search or type a command

Construction Tracking > Project Management -

Conversations Files Wiki Meeting Notes  Construction Tracking 1 more ~  +

2

Don Howes ©/19 12:00 PM
IMPORTANT!

Milestone Reports

Project Management after reviewing the Statement of Work, | have created measures to define the "definition of done" for each
milestone to maximize transparency and minimize discrepancies. To track this | have created a Milestone Report tab in order for us
to understand how we are tracking against the agreed-upon 20% monthly completion rate. The subcontractors will update us on
their progress.

ﬁ% Adatum Corp Statement of Work.docx

Collapse all

ﬂ Don Howes ©/19 12:10 PM
b, | Individual Milestone Reports

| have also created individual milestone report for Site A and Site B in order for the management office to have visibility

into the project.
cc: Megan Bowen

Megan Bowen
This makes project tracking so much easier. Good call!

Start a new conversation. Type @ to mention someone.

A ¢ @ [ B di

Milestone tracking for plant construction becomes easy with the powerful tools within Teams. Add to that it's diverse
communication platform and the Finance Manager can execute project management tasks from within a single workspace.

IlDl' HD ¢4G‘lx - 340()

Project Management =
¢ Project Manag -

Construction Tracking

FILES

You
ey 7
Feo Jun19,1200PM

IMPORTANT!

Milestone Reports

Project Management after reviewing the
Statement of Work, | have created measures
to define the "definition of done” for each
milestone to maximize transparency and
minimize discrepancies. To track this | have
created a Milestone Report tab in order for us
to understand how we are tracking against
the agreed-upon 20% monthly completion
rate. The subcontractors will update us on
their progress.

See less

Adatum Corp Statement of Work.do...
47.34KB

Microsoft
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2" Microsoft

Microsoft Teams

A Search or type a command

Your teams Construction Tracking > Project Management -

Finance

Conversations  Files  Wiki  Meeting Notes  Milestone Report -~ 1 more ~ |

oot

[=lu]

Create, track, and assign tasks and milestones with Smartsheet. The Finance Manager sets up simple and hassle-free

General

Budget and Approvals

Construction Tracking

General

Project Management
Site A

Site B

Site Management

Sales

General
Finance Review

3 hidden channels

Join or create a team

=

A Grid View~ #

Primary

Site Clearing
Excavation

Stubbing out Utilities
Inspection Milestone
Foundation
Footings

Walls

Pour Foundation

Inspection Milestone

Assigned To

Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller

Jordan Miller

milestone report with Smartsheet.

% Done

Motes

12:40

i0n HD v4C A 4 2 20%

@ https://app.smartsheet.com

Milestone Report Site A

d sier
o Grading

Site Clearing
Excavation

Stubbing out Utilities
Inspection Milestone
Foundation

Footings

Walls

Pour Foundation
Inspection Milestone

JordanMiller
Jordan-Miller
JordanMiller
Jordan-Miller
Joarcan-hdiller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller
Jordan Miller

Jordan Miller
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2" Microsoft

Microsoft Teams & Search or type a command

@ Adatum Corp Statement of Work.docx

General Company

1234 55th St, Seattle WA 98776

SOW 1 for Agreement to Perform Consulting Services to Adatum Corp
0w HD 4G 4 &£ 1 20%
Date services Performed By

June 12, 2018 General Company Adatum Corp

Adatum Corp Statement of W...

1234 55th Et, Seattle WA 98776 3467 TT7th St, Seattle WA 98772

Thi= Statement of Work (SO i= izzued purzuant to the Conzultant Services MMaszter Agreement between Adatum

Corp (“Client™) and General Company (“Contractor™), effective June 13, 2018 (the “Agreement™). Thiz SOV i=
zubject to the term: and condition: contained in the Agreement betoreen the parties and iz made a part thereof. Any Statement Of Work

term not otherwize defined herein zhall have the meaning specified in the Apreement. In the event of any conflict o
inconzistency between the term= of thiz SO and the teem= of thiz Agreement, the terms of thiz SOW zhall govern General COmpany

' 1234 55th St, Seattle WA 98776
This 30W # 1 (heeeinafter called the “SOW™), effective az of June 13, 2018, iz entered into by and between

and prevail
onteactor and Client, and iz subject to the terms and conditions specified below e Exhibit(s) to this SO, if SOwW 1 f_or Agree_ment to Perform
any, shall be deemed to be a part hereof. In the event of any inconsistencies between the terms of the body of this Consultlng Services to Adatum COI‘p

20N and the terms of the Exhibit(s) hereto, the terms of the body of this SOV shall prevail.

<<
O
<
[e
f=
O
-
O
O
%)

Services Services
Kev Milestones Date Performed Performed
ey MIIES €5 By: For:
General
June | Company
12, | 123455thst, | 2407 77th St
2018 | Seattle WA Seattle WA

Completion will be meazured at the following milestones: 98772
Mileztone 1: Completion of 20 f zcoped work 98776

Milestone 2: Completion of 40% of scoped work This Statement of Work (SOW) is issued
AMilestone 3: Completion of 0% of scoped work pursuant to the Consultant Services Master
AMiestons 4: Completion of B0% of scoped wads Agreement between Adatum Corp (“Client”)
MMilestone 3 and Final Completion: Completion of 100%: of scoped wodk as outlined by this document and General Company ("Con’[raCtor"),
effective June 13, 2018 (the “Agreement”).
This SOW is subject to the terms and
conditions contained in the Agreement
between the parties and is made a part

thereof. Any term not otherwise define
AN v 1 T2
herein shall have the meaning specifie B'

Contractor chall have fulfilled itz obligations when any one of the following firct comare:

Adatum Corp

General Company will perform the grading, the site preparation and the foundation wodk at sites A and B.

IN WITINESS WHEREOF, the parties hereto have caused thiz 30W to be effective as of the day, month and

vear firct wntten abowe.

Enjoy document collaboration, creation and editing with the full canvas and toolset of Word in Microsoft Teams. The

Finance Manager is able to access shared documents hosted securely in the Files tab.
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mn Microsoft

Microsoft Teams & Search or type a command
A

; Your teams Construction Tracking > Project Management -

El ' rinance Conversations Files Wiki Meeting Notes  Construction Tracking ~ 1 more ~  +

General

H-H Budget and Approvals ma OneNote Online Construction Tracking - Saved

E Construction Tracking Home Insert Draw View Help Open in browser

N General v [Fv |calibriligt ~v[20 v B I U &£+ Awv
i Project Management

e ?»; Hangar SOW

| esday, June 19, 2019 12:1%8 PM
Site Management H a nga r SOW

Sales * Concrete is getting laid down in certain areas. Wednesday, June 19, 2019 12:19 PM
* Grading, site preparation, and foundation work are all on track to meet the end timeline.
General * All equipment is working and no repairs are needed. e Concrete is getting laid down in
Finance Review - certain areas.
1S Wi Tl EsDas  AmgaeiTe Buka . D PreleiEsen Mok
3 hidden channels = site A Grading, site preparation, and
—— foundation work are all on track to
meet the end timeline.
All equipment is working and no

repairs are needed.

ezezkoeed

TR WNEIE Jordankl@ed e
IR AR Jendasklfe

orosEs Kmine Jordarkd G e
OTARHE  BIrTE  Sendanki

oansE sansne Zordankd @ L
AV R i@ SaDue EndDute AssgredTe Summ >
onaae Ko Jordankd (30 e
[ 101 ] AT s el (o L

CMEMTE  ENANE  Medsl@i @

QG518 OW1SME JordanM@

I A I O O

]

25" Join or create a team

Add a OneNote tab to your channel in Microsoft Teams and use it as a shared space for notes among team members.

The Manager uses it to create and save notes and upload photographs while tracking project milestones.
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Microsoft Teams

Budget and Approvals

Construction Tracking

General

Project Management
Site A

Site B

Site Management

o

+ A
28 Join or create a team

Microsoft Teams allows the team to communicate in open-channel conversations and keep team members (and

4 Search or type a command

Construction Tracking > Project Management -

Conversations  Files Wiki  Meeting Notes (&2 Construction Tracking (&9 =F

Last read

Don Howes 12:12 PM Edited
IMPORTANT!

Preparing for Invoicing Day
Emily Braun I'm scheduling a call to ensure project milestones have been met for the week before | process the invoice.

m Site A, Site B Construction — Milestone Tracking
Wednesday, June 19, 2019 @ 12:30 PM

Collapse all

Emily Braun 12:15PM
Noted.

Site A, Site B Construction — Milestone Tracking ended: Tm 43s
Thanks for the updates over the video call, Emily Braun. All invoice requests have been approved.

Emily Braun 12:18 PM
see you next week!

Start a new conversation. Type @ to mention someone.

AN COB D G

guests) up-to-date. The Finance Manager is able to get real-time updates from the contractor in Teams.

2" Microsoft

0w HD 4G 4 4 £ 20%

Conversation
Construction Tracking / Project Manage...

n_ You

" .
‘Be 12:12 PM
IMPORTANT!

Scheduled a meeting

Site A, Site B Construction — Milestone ...
Today @ 12:30 PM

g Emily Braun 12:15 PM
Noted.

Site A, Site B Construction — ...
. g DH
Tmin 43sec =

You 12:18 PM

Thanks for the updates over the video
call, Emily Braun. All invoice requests
have been approved.
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mn Microsoft

Microsoft Teams

- Site A, Site B Construction - Milestone Tracking Chat Details Scheduling Assistant “

Activity

> Cancel meeting = Copy link Meeting options e Tracking

a Don Howes

2 Crganizer

' Emily Braun Megan Bowen B
z Tentative . Tent%ﬂr-.-'e . + Optional z Emily Braun
Unknown

300PM - 330PM -~ 30m @  Allday @ Megan Bowen _ _ o
Unknaown e Site A, Site B Construction - Milest...

Construction Tracking / Project Management

a Site A, Site B Construction - Milestone Tracking

Suggested: No suggestions available

Does not repeat DETAILS

Site A, Site B Construction - Milestone
Tracking

Wed May 26, 2021

15:00—15:30

<5 Share meeting invite

ragrach A P e e fu = =

Emily Braun, I'm scheduling a call to ensure project milestones have been met for the week before | process the invoice,
Emily Braun, I'm scheduling a call to ensure project milestones

have been met for the week before | process the invoice. Microsoft
Teams meeting Join on your computer or mobile apy See more

Microsoft Teams meeting Shared to channel

Join on your computer or mobile app Construction Tracking

Project Management

Click here to join the meeting

K

Learn More | Meeting_options

Participants (3)

m Don Howes

5
N/ Organiser

. Emily Braun
3 Unknown

Hold seamless calls and conferences and share screens with enterprise security. Using the Scheduling Assistant feature,

the Manager can choose an optimal meeting time for all attendees.
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