Thanks for tuning in.
~=m Microsoft Will begin shortly!

Powering Productivity:
Level Up Your Microsoft
Teams Skills for Seamless
Collaboration in Microsoft
Teams for GCC

You can ask questions using the chat function.

Microphones will be automatically muted.
Cameras will not be in use.

Please turn your audio up and your closed captions
on to ensure you can follow along with the presenter.




Microsoft Teams meetings

Need help? Use the Chat for questions or support.

MEETING CONTROLS

"

CHAT OPTIONS
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Type a new message

<+ Add anapp

£33 Device settings
A+ Call health
5} Meeting notes

() Meeting info

Q callme

%% Apply background effects

Turn on live captions
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@ Start recording

B3 Start transcription

Don't show chat bubbles

(X Turn off incoming video

(» Help




Welcome to today’s live learning session

Sheri Reed Minerva Padilla Shea
Microsoft Sr. Customer Success Microsoft Sr. Customer Success
Manager Manager

Your Microsoft Team



1 - 2p.m. — Teams productivity
o Introduction to Learning Pathways
o Overall platform: Practical use cases and value
o Hosting an engaging Teams meeting: Chat, Channels,
file sharing
o Collaboration in documents
o Meetings
© Apps

Agenda




[ Microsoft 365 learning pathways

. NCDIT Intranet Home Microsoft 365 training v

Start with six simple steps

English ~

Training events calendar Ask questions and get help v

Microsoft 365
training

" Get started with
Microsoft Teams

Ask questions and
get help

Microsoft 365 learning pathways



https://ncconnect.sharepoint.com/sites/M365LP

How Teams fits in with your Office 365 apps

A “single pane of glass” that integrates your other apps

Outlook az

Teams

calendar

integration

SharePoint E}

Team docs
File Storage
Sharing in Team
Co-authoring

0365 app

integrations

d@», OneDrive

Personal docs
File Storage
Sharing in Private Chats
Co-authoring

v

n‘r&’n Planner task management

m OneNote digital notebook
.
m Forms surveys & data capture

'-. Bookings appointment scheduling
Shifts schedule management

Power Bl data visualization



How Teams fits in with your M365 apps

Some guidance on “what to use when”

Outlook
communicate

O

Best For
Communication
Calendar

Focused On
Communication

» Traditional
* Ad-hoc
» Across the org

*  With infrequent
work colleagues

Teams
meet & collaborate

U

Best For
Collaboration
Meetings
Chat

Focused On

Meetings & Collaboration

Dynamic
Frequent

Within logical work units
such as departments,
projects or programs

SharePoint Online

my group's files/content

U

Best For
Content portal
File storage
Intranet

Focused On
Content & Files

Org-wide
Department level
Document repository
Content management

i

OneDrive
my files

O

Best For
Personal drive
File storage
Simple sharing

Focused On
Files

* Individual
* Ad-hoc sharing

e Collaboration on docs in
an ad-hoc fashion



& Microsoft

Demonstration

Microsoft Teams



Managing Notifications
on your mobile device

& Notifications

Notify me for

) General activity

110 » ¥ © © ¥418100% Chats, Mentions, Channels + 7 more
1] = o Channels
Sheri Reed (she/her/hers) > &'Programs, Resources and Offe.. + 19 more
Microsoft
— Meetings
® Inacall }7 Meeting start reminder
@  Set status message .
Block notifications
Q Notifications _ During quiet time
QIEHTTE SEC TR [ All day on Sun, Sat. 7:00 PM to 7:00 AM on
. others,
{3 Settings

- When active on desktop
Blocked

Accounts and orgs

Microsoft Y & When in meetings
sherireed@microsoft.com Allowed




Microsoft Teams Polls

Microsoft Teams

. Team 1 - Debrief Chat Details Scheduling Assistant Attendance Meeting Whiteboard QRA +*
Cancel meeting &= Copy link
) You're editing an occurrence of a series.  Edit series

Team 1 - Debrief
eting. More apps Search

Add required attendees
Optimized for meetings

Excel OneNote Forms Asana Training Help Desk
Check In Template...

ouicmﬂ

Salesforce YouTube Polly Freehand by  Jira Cloud
InVision




Microsoft Teams Polls

m Polls

How do you want to boost engagement?

Multiple Choice . Quiz
Quick stand-alone question with o Question with correct answer to

different options gauge comprehension

Rating __ Ranking
Gain insight from your : Allow respondents to rank items

respondents’ reactions




Microsoft Teams Polls

Microsoft Teams

. Trairling meeting Chat Details Scheduling Assistant  Attendance Meeting Whiteboard Q&A Polls ~ —I— “
0 Add alksb

e Q) My recent polls

@ Poll: Names not recorded | Results shared E| Only you L%E, m Poll: Names not recorded | Results shared E| Only you L%E, m Poll: Names not recorded | Results shared E| Only you L%E,
What's your favorite food? How effective is your manager at navigating conflict? What should we meet for lunch on Thursday

Pizza :' Olive Garden

Pasta () Chili's
) () Corner Deli
Wings Not so good Excellent -

(_) Panera
Beer

Steak

m Quiz: Names not recorded | Results shared E| Only you ﬁ?

What's the Best Hockey Team in the NHL?

:' Carolina Hurricanes
:' Chicago Blackhawks
::_:) Toronto Maple Leafs

(") Edmonton Oilers




Get more done intuitively, visually, and
collaboratively with Planner

Intuitive, organized experience
Build your plan, complete with team members, in no time, and
organize tasks in a familiar Kanban board

Familiar, collaborative teaming
Get the full functionality of Planner in Microsoft
Teams for more robust collaboration experience

Click into task cards for a wealth of information: assignee, due
date, labels, attachments, and more

Fast, visual insights
Quickly see the entire range of your plan'’s status, from what's
not started to what's late, in premade charts

Built on the Microsoft cloud, integrated across
Microsoft 365—and free as part of your Office license




Intuitive, organized experience
Arrange tasks into customizable buckets

+ Create custom buckets to group tasks in whatever
way is best for your work

« Drag and drop task cards into different buckets

« Easily assign a task to someone by dragging their
profile picture into a task card




Fast, visual insights
Quickly understand the status of all tasks to identify issues and offer help

Open the Charts view to see task progress as
prebuilt pie and bar charts—you don't need to
create anything

» Quickly identify late and not started tasks, both
for the entire team and just your assigned tasks

Filter on progress, label, bucket, assignment,
priority, and completed to dynamically update
charts for precise insights

Open task cards from within the Charts view to
see details and comment on status

Check that complete box




Automate tasks using Approvals

Get control over tasks and clearer
direction with Tasks in Microsoft
Teams, including:

« Approvals hub

« Approvals from chat
« Basic approval

«  Workflow approval

- Notifications




Manage all approvals in the Approvals hub

« Check status for both
structured and unstructured
approval requests

Create Share

« Enable users to attach files
directly from OneDrive and
SharePoint

 Review approvals across all
systems including Power

Automate and SharePoint Manage Act




Power Automate

 Create automated approvals
workflows without coding

- Start an approval request based on
triggers, and define each step or
action in the process, including
what to do in case of approval or
rejection

 View approvals across Power
Automate and SharePoint

+ Integrate with other business
applications using connectors




Approvals app in Teams

00000

Manage all approvals in
the Approvals hub

Speed approval requests
with templates

Connect partner apps to
integrate workflows

Customize workflows in
Power Automate

Trust security and privacy
controls built into Teams

Approvals Received Sent

2:05 PM

203 PM




Simplify scheduling with Microsoft Bookings

Organize appointments Save time and avoid confusion Manage team members

Share an invitation link and allow Access all services and calendars Team members can sync their
invitees to choose from available times  from one app calendars with Bookings



The three primary components of Bookings

Contoso Recruiting

December

Long Hair Treatment
Joshua M
914 John St, Seattle,...

Color Tr...

—_— Romeo...

Bang Trim 3611 18th..  Color Treatment
Diane Lara

Long Hair Treatment
Alfonco Owen

Booking page Web app Business-facing mobile app

Web-based scheduling page Business-facing appointment Access appointments and
for customers and clients management (or, use Teams) bookings info on the go



Meet virtually with Microsoft Teams

Make appointments virtual with online

. : : o
meetings in Microsoft Teams. + [P

> Monday, March 9,2020 v  Contoso Healthcare - Telemetry

Each appointment booked as an online - 1 pen | o TV PTTeT peyw—
meeting creates a unique meeting link that is
sent to attendees.

1AM | Busy 3 Tentative s Weekly MDT Sync s Tentative
N \

From the Bookings app in Teams, create : [ s
calendars, assign staff, and schedule and = '
manage appointments without leaving Teams. - .

Microsoft Teams Meeting
[€) Robin Kline

Annual Check Up
eting

| Prescription Refill




What is Microsoft Whiteboard

The collaborative digital |

canvas in Microsoft 365
for effective meetings

and engaging learning.
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Access Microsoft Whiteboard

« Web or desktop application T e o

« Tablet, Surface Hub, or Teams

00:22:06 = & E M ..

Rooms

« Teams meetings, chat, or
channels

« OneDrive for Business




Microsoft Viva Insights

Improve productivity and wellbeing with data-driven, privacy-
protected insights and recommendations.

1 Get personal insights
in the flow of work

Help teams balance
productivity and wellbeing

with a meditation

Designed to help keep your
data safe and private




& Microsoft

Thank you for your time
& attention during this
session
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