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Why Microsoft Teams
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Share Files

Plan meetings
and events

Track tasks

How we work toda

3

. Alex Wilber Ben Walters Send and
Marketing Assistant VF Sales receive emails

Lidia Holloway @ Henrietta Mueller C]
Product Manager ¥ Marketing Assistant
Chats and
conversations

Irvin Sayers Miriam Graham

ORI

WHO you're collaborating
with...

Serendipitous
collision



Microsoft Teams

The hub for teamwork in Microsoft 365

Recent Contacts
Ray Tanaka 1:40 PM
Louisa will send the initial list of attendees
Beth Davies 1:43 PM
Thanks, that would be nice.
Kayo Miwa 417

I reviewed with the client on Tuesday, she h..

Kayo, MJ, and Will (Guest) 12:00 PM

Kayo: It would be great to sync with you bo.

MJ Price 1:20 PM
| haven't checked available times yet

Chris Naidoo 5/23
You: Thanks! Have a nice weekend

Daichi Fukuda 6/4

No, | think there are other alternatives we ¢

Babak Shammas

10:08 AM
Kian Lambert (Guest) 6/2
Have you ran this by Beth? Make sure she .

, Team Design Template 6/3
Reta: Let's set up a brainstorm session for ..

Marie Beaudouin 2:00 PM
Sound good?
Charlotte and Babak 1:58 PM

Babal: | asked the client to send the f...

Krystal McKinney 1:55 PM
s

David Power 1:50 PM
Cool, look forward to the update

Keiko Tanaka 12:02 PM

You: That's cool!

Built with the enterprise-grade security
and compliance our customers rely on

Q Search or press Ctrl+/ for commands

"p; Kayo @ MJ © Will (Guest) cChat Files

10:50 AM
Yes, im just working on the deck now, it should be complete today. | will share
and @mention the relevant people for feedback.

Will Little (Guest)  10:57 AM
Daniela, | can help you with the deck today. I've completed the intial costings for spring.

| can help you with the rollout plan for EMEA as i've been working closely this week with the local marketing
team to get the timings from the external AD agency and media buying team.

11:12 AM

d be a great help, |

w i'm just run

Will Little (Guest)  11:00 AN

8:14 AM 82% mm )

That's great. | will collate all the materials
media costs. | presume the plan is still to < 2 Kayo, MJ, Will (Guest) (4 &

Conversation Files

[~ Tcan help you with the rollout
Y plan for EMEA as i've been
working closely this week with
the local marketing team to get
the timings from the external
AD agency and media buying
team.

The goal is still for each local marketing

Q‘ MJ Price 11
ot This is great progress, if you both can se
a good place for feedback. | have a free

115

That would be a great hel| €3

will call you to discuss at 12
Kayo Miwa 12:00 PM
It would be great to sync with you both E

I've made a start with APAC and
LATAM, now i'm just running
through the plan for US.

l@ Will L. (Guest)

That's great. | will collate all the
materials from the media
agency for buying locations,
footfall verses media costs. |
presume the plan is still to look
for live locations to bring the
campaign to life?

Type a new message

A @ © @ B E -

Send a message



Mowve around Teams

Lise these buttons to switch
between Activity Feed, Chat,
your Teams, Calendar &t Files,

"

View and organize teams
Click to see your teams. In
the teams list, drag a team
name to reorder it.

Find personal apps
Click to find and manage
your personal apps.

Add apps

Launch Apps to browse or
search apps you can add to
Teams.

Every team has channels Start a new chat Add tabs Use the command box Manage profile settings

Cligk one to see the files and Launch a one-on-one Highlight apps, services, Seanch fior spedific items or Change app settings,
corversations about that or small group and files at the top of a people, take guick actions, change your pic, or
topic, department, or project. conversation. channel. and launch apps. download the mobile app.

—.-

Mﬂl‘lﬂgE' mr tﬂal‘l‘l B s B Swrtor—anes Desrvsss Sors — B Nk B Sert g e Lt s
Add or remowve members, T
o " create a new channel, or :
et a link to the team.
g .. Add files
— ‘t =cime Lot people view a file or ey o MR B e
' ~ work on it together.
a
Reply
Your message is attached
Join or create a team @ to a specific conversation. Trren T e
Find the team you're )
el e T T — Type and format it here. Add a
S mme’ - Yy P . e file, emaji, GIF, or sticker to
yourown. liven it up!

—..

l ‘



The basic shape of a Team

SECURITY boundary
«  Team (Group) membership

/ COMMUNICATION boundary
«  “Follow” (notifications)

/

COMMUNICATION boundary
«  “Follow” (notifications)

™~

Channel 2 ...

Channel 1

| | |
Tab 1 . Tab 1 .
\ Coiverssions Tab 2 (Files) Tab 3 (SP Page) } \ CoiversEiens Tab 2 (Files) Tab 3 (Notes) Tab 4 (an app) }
Resources to support the Channel Resources to support the Channel ®
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc. A




Helping email addaicts agjust to Teams...

Your email... A team...
«  Forces YOU to separate your « AUTOMATICALY separates your
iInbound communication iInbound communication into
+  Requires YOU to configure complex Channels

rules to ensure relevant information Let's you TUNE IN to what you care
is surfaced and noise is reduced about and tune out what you don't
«  Notifies you on ALL new messages Notifies you only for messages you

. FVERY message goes INto a EXPLICITLY care about
recipient’s mailbox « @mentions allow you to poke
recipients only when relevant

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




And IT organizations benetit as well...

Email-focused approach Modern collab with Teams

Files seamlessly routed in normal

«  Difficult to get users to store files

where they belong conversation flow
Storage burden of duplicate « File access from threaded
attachments conversation, pin important files to
. Data governance and security channel tabs
spread across multiple systems « (0365 platform retention and security
«  Burden of creating and managing features have you covered
distribution lists « Self-service approach can improve
agility and admin efficiency when
done right

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




INncrease Your Focus [ime




1. Filter Activity by @mentions

How this helps: Your activity feed keeps

you up-to-date on the latest conversations
and updates. Filtering by @mentions let's
you separate your personal To-Dos from the
FYls and focus on the key conversations.

How to do this: Click on Activity, then click the
filter button and choose @mentions.

Microsoft Teams E Search or type a command

w¢ Mark 8 Project Team > Favorite Tips # -

%% Mark 8 Project Team
Conwersations  Files  Wiki =+

General
Engineering
Favorite Tips
Manufacturing

Marketing

Research and Development

Go to Market Plan
Legal and Compliance

‘Web and Social Trends

ersation. Type @ to mantion someone

O m B S -

.‘1@

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




2. Bookmark a message or content

Microsoft Teams [ Search of type & COMMman d

How this helps: A bookmark lets you save a
message or attachment for

later reading or helps you find frequently
used information.

wt Mark 8 Project Team > Research and Development # - ol

srsations  Files  Power Bl Planner +

gineering

Engines
Favorite Tips
Manutacturing
Marketing

Research and Development

How to do this: In a chat, click the bookmark

General

icon in. To find your bookmarked chats, Type -
" "o ; Pipaline B teGa
/saved” in the Search bar to find all your 9 B et
saved messages. - LR HAROROes :
L-g-l.-:i Compliance s T T o

Web and Social Trends e
o

Just confirmed that the prototype outdoor test went perfectly. We can expect to begin production sometime in Q2.

+ Reply

Adele Vaioe J * 1

3 Here is the Mark 8 ovenview doc. | could use some help with the performance specifications chart and the parts suppher list.

art a new conversation. Type @ to mention someone

i Join or create a team & A @ OB B S o B

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




3. Use Bots

Sear{h - lype . (Dmmand

How this helps: Get help for commonly asked @ "\_VA

questions quickly T

How to do this: Go to the app store and S
download/install the bot. For example, the

AVA bot can help restore your deleted emails i e

or files.

Report-20168

AVA - ZEOFWN
@ Here is the information of the file:
MName: Repeort-2018.docx

Path: https:/fm365x700266-my.sharepoint.com/personal/
admin_m365x700266_onmicrosoft_com/Documents/Report-2018.docx
Last Backup Time: 2018-06-20 08:38:00 AM

Type a new message

A ¢ ©@ @ B B - B

A
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4 Create Routine

Microsoft +* @\m = X

How this helps: When distracted our brain needs 20’ to s s 1 do et s, ol st efcstons o ugn s oyt
be back in "focus modus’. If you plan for focused fin Pilpers. chac fies Organzaten 1 more D oo
moments, you increase productivity and also free up T ’
time for new social rituals. Plan similarly for ‘refresh e e oo
moments’ in your agenda such as virtual —
coffee/lunch/drinks. & setings

o Zoom - (100%) + @
How to do this:
Make conscious blocks in your agenda to group focus e ’
activities (like concentrated working on a paper, Donrioad the mabile app
administration or learning) and turn on your do not L
disturb” button by clicking on your profile picture.

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




Collaborate Better with Others




4. Maximize group chat

;; APMLT 2 cChat files -+

i e

How this helps: Keep a persistent chat thread o —

with a common group of people. This is akin B —
to chat groups in consumer chat apps (ie A oS
WhatsApp, FB, Viber, etc) Y=t

today not so much

they had to close all the streets and block parking around the tidal basin in DC to keep people from

How to do this: Go to chat and add relevant ey 1 el st nd ek s
folks to the chat group. Make sure you give
your chat group a name.

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




5. Team conversations for collaboration

How this helps: Enables an organized and
transparent way to work together.
Conversation threads are similar to Linkedin
of Facebook posts with threaded replies or
conversation.

How to do this: Create a new conversation in
a Team and make sure to reply to the same
thread and not create a new thread when
responding.

Spenser Bullock
eBook Drop - AlIM Survey: Information Management and Governance

Hello everyone, the NA version of Survey: Information Management and Governance is now live!
Link to Landing Page

This eBook examines organization’s current place within the industry when it comes to Office 365 and SharePoint adoption
and usage and offer third-party solutions that will help maximize their capabilities.

Can the following that are tagged please help with distribution? Q

* Megan for organic and paid social efforts
r Valerie for connecting to sales

* Brent for CTA on anything around information governance (although our new webinar should take
precedence) and anything else you can think of

I will let other regions know as soon as it is lit up for them as well. 9
Please let me know if there is anything else you need!

FYl: Michael, Chisa, Joanne, Fabian, Emmanouela, AnnMarie, lessica, Annie, Isabelle, Hunter, Chandler

all
Michael Segner
Whats the email distro plan for NA Spenser?

Spenser Bullock
I'm thinking reserving for the end of the month? (Week of 23rd or 30th, depending on how much we need

tofwant to push the webinars)

« Reply

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




_In-Line Chat Translation

How this helps: Jump any language barrier
and work with people from around the world.

ELTT S e S

How to do this: In a message, click on the o
Veronica Johansson 7/23 8:22 AN @

el | | pSeS, then Cl |C|< " Tra r]Slate” ‘| Kimberley Morrison kan du skapa tvd mappar som jag kan ladda upp alla bilder i? det blir s3 manga filer i var lista annars (2

@ Kimberley Morrison 7/23 9:57 AM
& Good morning veronica, I've created two folders, one for the images with their descriptions and cne without

< Reply

Veronica Johansson 7/23 855 A1 e D @
- Kimberley Morrison utdver alla processbibliotek behdver vi dven ett bibliotek fér Lokala rutiner och ett £5- Rilkdnn
ﬁ Delete

@ Kimberley Morrison 7/23 9:58 AM
@ Thanks, I made a note of the Local Routines one but will alse make sure there is one for BilMog. &8 Mark as unread

& Copy link

¢« Reply
A|1t Translate

in your excel you create?

A
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Stay Organized




/. Order Your Teams

How this helps: Our projects and priorities
change. Moving your team order gives you
the flexibility to put your priorities at the top
and move them when you need to.

wv  Mark 8 Project Team

Research and Development # -

I.Q el Varse 0720 101 FM *
e 5 the Mark werdn di ild ma some heip with the poarformancs speaficat § chan and the parts supplar list

u Mk B Performance Overview.doc

- m Mark 8 Parts and Spec Listads

How to do this: Click and drag the team youd N
like to move. Once the screen turns grey, —
move the team up or down depending on the o
order youd like.

S0
COOL
ADELE!

A
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8. Favorite a Team or Channel

How this helps: Some teams are more _ —
important than others. Favorite a team or — X1050 Launch Team > Go to Market Plan # -
channel to prioritize your work. This helps ' s
divide relevant and irrelevant teams

into “Favorite” and "“More”, and shows
channels that are most important to you.

How to do this: Go to the team or channel,
then click on the ellipses and select Favorite.

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




9. Rich Text Editing

How this helps: Never accidentally press
"Send” again while creating a message o

masterpiece. Add a title, mark the message as :ﬂpa‘;ml‘i! = & WS EnhE o 5] T g
important, and add other rich text options, New Deadlines for blog

such as bullet points, highlighting etc.

Please see our new deadlines for our blog post!
« November 25th - content complete

How to do this: When you are going to “type hioins - icpmlbbtiionils v
a new message” in the chat box, click on

the symbol below the bar on the left
hand side.

Ar ¢ ©@ @ B & -

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




10. Use Teams Templates

Microsoft Teams

How this helps: Take advantage of Teams Rl > MyHub
templates to make it easy for people to create g e e Zmimme Vel fewsn 4
teams- . MNew request * New Microsoft Team
= | I i "
How to do this: You can do this out of the L R
box, programmeatically using Microsoft Graph -
API or use advanced solutions like AvePoint's -

MyHub.

Tearm template
) Create a team from scratch

% Create 2 team from an et g Laam

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.



https://support.microsoft.com/en-us/office/create-a-team-from-an-existing-team-f41a759b-3101-4af6-93bd-6aba0e5d7635?ui=en-us&rs=en-us&ad=us
https://docs.microsoft.com/en-us/MicrosoftTeams/get-started-with-teams-templates
https://www.avepoint.com/blog/microsoft-teams/microsoft-teams-myhub-app/

But Wait There's More ...




Create Collaboration Culture

Fstablish Guidelines Lead by Example

Dux Raymond Sy 3/17 10:31 AM
#ThisDaylnTeams Social Video series
Hello today we launched our #ThisDaylnTeams social videos in celebration of St Patricks Day!

« No group email collaboration

* Idea is to highlight value of teams in a historical/holiday setting (ie Santa and elves using Teams) - this is more
engaging and can get people’s attention.
* | think this can work for all regions

Thoughts, feedback?

« You're not allowed to engage in project or work Bl oo
related chat in the water cooler channel

#MicrosoftTeams and collaborate on how you're FINALLY going to capture..

Sarah Pentecost
Love this — the holiday humor makes it timely + relatable for everyone

« You have to respond if people @ you B e o eer, o o et e g s

in mind I think this could work very well across all regions.

Julie Liu
| agree 3 that's the trifecta!

Chisa Minoda Edited 4
LOVE this! I'd love to contribute by making Japanese plot + script; also, if we can zoom into the screen a bit
more, that would be even better (so that people can follow conversation a bit easier)

Chandler Johnson 2 1
| like it. Easy to consume and offers a tangible value. Shout out to Spenser for organizing it with Megan and I.

Spenser Bullock
Gotta hand i r's twin brother, Chauncey Johnson, for helping out o

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




Show you care

eard
1
n Crisis C Crisis C About o @

How this helps: When you work remotely, you
might experience effects of isolation and
loneliness. The best way to overcome that is
to double down on communication.

Hello, Patti

Lot nthare kneuw whors uni'ra wnrkinn

How to do this: Use the crisis communication
app or the company communicator, the
Icebreaker or Celebration template (all free)

Security Advisory: New Year's Eve

ar BAICIpate in excitl

Year ane e
New Year 3 ng = 3
ease Dear in mind that these are also apt situstions A 8
0
: i ' D 3

tor o/ - »t =
As you gear up 10 welcome the New Year and partiopate i exciting
events, please bear in mind that these are also apt stualions...
Sert oy : MOD Agministrao

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.



https://aka.ms/CrisisCommunicationSolution
https://github.com/OfficeDev/microsoft-teams-company-communicator-app/wiki/Deployment-guide

Focus on the good things

How this helps: Working remotely-especially in these B )
turbulent times, can create anxiety. Actively wiring your brain s
to be grateful for good things-helps you to keep a positive -

® ©

mindset.

How to do this: Make conscious time every morning or every O
evening to reflect what you want to take out of your day-and G s e i

make sure you share this with people around you. Little
things, big impact. The Praise button or Gifs are perfect ways
of sharing a little spark of happiness around you.

,_
4’ 3 o

o

Q 8

4 S

5

Problem solver Team player Thank you

Al ¢ O E B> R OO W B

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




Plan for refresh moments

How this helps: Working 100% from home can
be intense-both from a physical perspective
(eat well, moving) as from a mental
perspective (to be fresh for every meeting)

How to do this: Make use of the technology
for team health initiatives such as a virtual
gym or yoga class-or meditation/mindfulness
sessions

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.




Being Intentional with Social Interaction

Happy Hour lcebreaker Team Mascot

@ Icebreaker-CSU-NL  3/17 5:29 PM
(©

Hi there! Tine Dubois 3/21 9:24 AM 4 W6 S1
) ‘Ho | GIRAF Award winner: Kelly Van Zanten

100% homeworking? We keep on celebrating our 'Values in Action' and have now our Giraf delivered at home!

Kelly won the award for Growth Mindset and Accountability by volunteering on the CSM business continuity playbook,
and spinning up a series of live webinars to drive adoption best practices beyond our CSM covered accounts in these
COVID times. She took our GIRAF ritual 1 step further by decorating her living room in Giraf Theme. CSM's work very
hard these days, but also make time for laughter & jokes and keep the team bonding going in virtual ways:-)

Congratulations Kelly!

@ Icebreaker-CSU-NL  Yesterday 8:02 AM H'H‘\H‘u
> i
° b

It's time for a match!
You've been matched with Kaushik Srinivasan.

Hi there again, I've found a nice match for you: Kaushik Srinivasan.
Let's connect today so reach out via chat or schedule a meeting.

If you've got the inclination, set something up. See, meeting See less
people is easy!

Looking for inspiration to start the conversation? Here are some
suggestions:

What toy did you hate most as a child?

Tell me about a time you were totally out of your
element/comfort zone.

Are you more productive at night or in the morning? Do you
think it's possible to change and get used to another
schedule?

Chat with Kaushik Propose meetup .

Pause all matches . . i
O©A\ iry information of AvePoint, Inc.




What We Covered

Why Microsoft Teams

Increase Your Focus Time
Collaborate Better with Others
Stay Organized

But Wait There's More ...




Brought to you by

%3 AtBot ‘ A AvePoint

Matt Wade's Definitive Guide To:

Everyday Etiquette in
Microsoft Teams

Download the PDF

avepoint.com/resources



A A ve PO i n t_ Solutions Products Services Resources About

Microsoft Teams #WFHready Kit

When you work from home, AvePoint gets to
work

Your Groups and Teams uncluttered and uncommonly easy. Remote work is under

control, and it's business as usual.

Get started today

avepoint.com/solutions/wth-ready




Resources from Microsoft

Share your learnings in the Remote Work Community

Find key resources for working from home with Teams in this Pointdrive

Live, online training: aka.ms/TeamsliveTraining

Self-guided articles and videos: support.office.com
Quick Start Guide: aka.ms/TeamsQuickStartGuide

A
©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.



http://aka.ms/RemoteWorkCommunity
https://ptdrv.linkedin.com/hml0wcg
https://aka.ms/teamslivetraining
https://support.office.com/
https://aka.ms/teamsquickstartguide

Q+A




Tine Dubois
| et’s inkedin.com/in/tine-dubois

Connect

Dux Raymond Sy
inkedin.com/in/meetdux
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