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Agenda

9:00 Introduction & Overview

9:30 Using Teams & SharePoint to Stay Connected Part 1
10:30 Coffee Break

10:45 Using Teams & SharePoint to Stay Connected Part 2
11:15 Collaborating on Documents

11:45 Searching for Content & People

12:00 Lunch

1:00 Building Communication Sites

215 Automating Solutions & Designing Forms Part 1
2:30 Coffee Break

245 Automating Solutions & Designing Forms Part 2
3:30 Q&A



INntroduction & Overview
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Teamwork is how work gets done

2X 50% 5X

Teams compared to 5 years ago Increase in “collaborative” work More likely to be high performing

gas &
Internal & External Members Geographically Distributed . Diverse Workforce
People outside the firewall need Need varied ways to connect across Different expectations, preferences,
unfettered access locations and time-zones and tool demands



Microsoft 365: Universal Toolkit for Teamwork

Outlook SharePoint Yammer Office Apps Teams
| T @' O @ IV_I
Email & Calendar Intranets & Connect Across Co-Author Hub for Teamwork

Content Management  the Organization

Office 365 Groups Microsoft Graph Security and Compliance
Single team membership Suite-wide intelligence Centralized policy management
across apps and services connecting people and content




Microsoft 365 Teamwork: Where to Start a Conversation

inner Loop | & /% |
nner Loop | & - 3 | Outer Loop
. ~ lHes o®
People you work with . - Peopl t with [
regularly on core projects Sites airoé)s_f gfq%uoigggf;at%n openy
Content
SharePoint
Outlook
Email

Ubiquitous for targeted communications



Release & Validate

N

MICROSOFT MICROSOFT ~ FIRSTRELEASE ~ STANDARD RELEASE
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Major Update hits First Release

?

ie > Message center Feature Update: MyAnalytics is now available for First Release

When a major update hits First s
Release, the feature will remain B : e L e
there for at least 30 days before 7 S || » S
it proceeds to GA.

Read abo

Major Update : First Release started today At least 30 days remaining in first release
Applies To : Customers in first release

1 Feature Update: MyAnalytics is now available for First Release
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How does this affect me?
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Announcement
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Available in
First Release




Major Updates hits GA

When a major update exits First Release and is being
exposed to all customers, Microsoft initiates a final
communication.

1) Office 365

Organization: Contoso

Major update: General Availability started

Applied to: Worldwide customers

MyAnalytics provides insight into two of the most important factors in personal productivity: how
who you spend it with. Create better work habits for your highest impact at work with data driven

Announcement General Availability

Available in
First Release

4 N
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eeees T-Mobile & ¢ 5:37 PM 9% 39% M
< o T B
@ Office 365 Message Center 5:33 PM
To You 000
] Office 365 % Microsoft

Organization: Contoso

Major update: General Availabiity started

Applied to: Worldwide customers.

MyAnalytics provides insight into two of the most important factors in personal productivity: how you spend your time and
who you spend it with. Create better work habits for your highest impact at work with data driven insights.

Intr oducingﬂnalytics
from Office

[How does this affect me?]

The MyAnalytics personal dashboard gives you a comprehensive view of your time and collaboration. And with the add-in
for Outlook, you get actionable insights like email impact right in your inbox
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[What do | need to do to prepare for this change?]
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Using Teams & SharePoint
to Stay Connected



Microsoft Teams, the hub for teamwork in Office 365

!

Chat, calls & meetings
for today’'s teams

Integrated Office 365 apps

Customizable and extensible

Enterprise security,
compliance & manageabillity
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Microsoft Teams use cases for every scenario

Customer Support Engineering Finance

» Enable continuous knowledge sharing + Enable continuous discussion across a * Prepare earnings release with cross-
between shifts distributed team functional stakeholders

* Provide visibility into customer escalations  Discuss ideas and requirements, gather + Streamline data consolidation and analysis

* Search for solutions across conversations inputs in the open  Store budgeting documentation and files

» Speed up issue resolution with various o/ * Store standard documentation and files = * Share economic trends and news II_
subject matter experts * Integrate with developer tools like Jira 3

Human Resources Marketing Sales

* Drive alignment on job descriptions and » Coordinate campaigns and event tasks * Get quick answers from PMs and Sales Ops

streamline interview processes

* Share the latest content drafts for feedback Share key customer wins

« Plan and prepare new employee onboarding

* Get automated reports from analytics tools » Get lead notifications and deal mentions
* Engage distributed employees in training * Prepare marketing launch across multiple » Share latest company, product and
* Share department resources and 2 stakeholders competitor news '
documentation B .'
Operations & Project Management
+ Streamline project communication and tools * Share files and collaborate on deliverables
» Provide status updates, get feedback, coordinate tasks * Get new project members up to speed quickly

Get guidance on these and other scenarios in the FastTrack Productivity Library



https://fasttrack.microsoft.com/microsoft365/productivitylibrary

Clients
Web clients

https://teams.microsoft.com
Edge, Chrome (latest), Firefox (latest), Internet Explorer 11+

Offers to install desktop client and mobile apps

Desktop and mobile clients

https.//teams.microsoft.com/downloads

Windows 7+, Mac OSX 10.10+, Android 4.4+, i0S 10+,
Windows Mobile 10+

Windows Store app under development
Mobile clients available via app stores



https://teams.microsoft.com/
https://teams.microsoft.com/downloads

Microsort leams

Office 365 commercial suites

0365 Business Essentials

0365 Business Premium

O365 Enterprise E1, E3, E5

Existing O365 Enterprise E4 purchased before its retirement

Office 365 Education

0365 Education

0365 Education Plus

0365 Education E5

Existing O365 Education E3 purchased before its retirement

Government
Not available to Government customers at this time



SharePoint Sites

L: Modern Lists & Libraries
O .
) Integrated Office 365

T Modern Pages & Web Parts
A

Enterprise security,
compliance & manageabillity

Home

Office 365

SharePoint _MA Contoso Travel

I Contoso Travel Sales .

+ New

News

= Add

Contoso Sales Data

anild

Contoso Travel Sales Data
Q Michael Betser

Activity

Top travel destinations pptx Global Market Financial
Summary.xlsx
@ Michacl Betser Michael Betser
S A td

Get the night travel coverage
for all your needs

Alex Darrow Oct

Why inclusive design matters
to Contoso Travel

Kat Larrson

Popular employee vacation

Michael Betser October

[~ PO

Senior travel expected to
boom next year

T KatL *2
ﬁf‘) at Larrson

Team resources
+ Add

=

Employee Handb

Mission and guid

Payroll and benef

Open positions,

Recruiting and hi

(? FAQsand Help

Documents

- New T Upload

Name

@ PoliciesandProce

@ HRPrinciples.ppt

[} Morale Event Idi

g EducationOppo!

Pl SR Y WOr B



Demo:
Microsoft Teams &
SharePoint Team Sites



Collaborating on
Documents



SharePoint Document Libraries

ltems Needs Attention!

1

-

+ New v 7 Upload v ¢ Quick edit

Private group

Documents

Microsoft Flow

Details for the App Store

Navigation & Filtering

m e
=]

—0— —g—
-_  —
—O0— —g—

App Store Checklist.docx
&

edited by Jennifer Roth
D Name
-

Copy & Share Documents

Email attachments

18

General

@ App Store Checklist.docx

@] BrewZap Customer Onboarding...

BrewZap Product Dev Team

& Export to Excel

Modified

Wednesday at 10:36 AM

Wednesday at 7:35 AM

Wednesday at 7:18 AM

Wednesday at 7:18 AM

/% Flow v

Modified By

Corey Roth

Jennifer Roth

Jennifer Roth

Jennifer Roth

Reviewed

Tuesday

Tuesday

=)



Demo:
SharePoint Documents



Demos (30 minutes)

- Create Library

- Create New Documents

- Add Documents

- Multi-upload files with required metadata
Library Actions

- Create Columns

- Create & Modify Views

- Filter Pane

- Edit Properties in Word

- Bulk Edit Column Data

- Files that need attention / required metadata
- Column Formatting ® - JSON based customizations
Document Actions

- Share

- Copy / Move

- Run a Flow



Searching Content &
People



Searching for People & Content

Office 36 harePoint

[ ] Zero Time Query

i n BrewZap Product Dev Team
[ Frequent
. S >
Office Search g e e e v
Frequent brar\‘
n BrewZap Customer Deployments
Frequent
: BrewZap Marketing growth
[ } Windows 10 Search _
n HappenZap BrewZap Marketing
FrEquent ofile Company Logos ar
Updated
Files ° Jennifer Roth
ﬁ App Store Checkllst 4/30/2018
- n the site BrewZap Product Dev Team 1 views

mJ BreWZap Customer Onboardlng

On the site BrewZap Product Dev Tea

BrewZap Intranet *

Frequent sites

BrewZap Marketing *

BrewZap Customer Deploy... %




Demo:
Search



Demo
0365

S (15 minutes)

Home (we don't have)

- SharePoint Home
- Searc
- Searc
- Searc

N in SharePoint (Zero Time Query)
N inside PPT

N in Windows 10



Building Communication
Sites



When to use communication sites:

Communication with a large audience on a broac
subject




Communication Sites

SharePoint [ Jennifer Ann | g

Create a site

Choose the type of site you'd like to create

Communication Sites
are created through

S | f S . C t . N o - o
Team site Communication site
Share documents, have conversations with your team, Publish dynamic, beautiful content to people in your
keep track of events, manage tasks, and more with a site organization to keep them informed and engaged on

connected to an Office 365 group topics, events, or projects




Three Layout Options

jro™L e 1
e Y
Topic Showcase Blank

Heavy on Content — News, Events Heavy on Images A blank canvas for customizing



Working with Pages o

SeCUOn LayOUtS Section layout

Adding, Moving Web Parts 00 00
Web Part Properties

One column Two Three
columns columns

[ 10

One-third One-third Full-width

left column right colu... column
Bing maps Document Events
library (pre...




Office 365 | SharePoint Aon 2 senniter Ann | gy

2 12 Share site
Topic Demo
D ~ L Search
Home Documents Edit Layout options

Saveand close £ Discard changes [ Publish @® Tikes

X

Layers
. : 1

Office 365 | SharePoint A B2 Jenniter Ann |

Quick link:
Learn more : <" One tile Tw tiles Topic D & share site Quick links X

i about... ~d opIc Uemo
: Customize 1D Home  Documents . dit P Search
[ 3 thiS tile... EE EE Layout option
4 . Y Four tiles Five tiles (O]
- Saveandclose [ Discard changes ' Your page has been saved Pul ]
' almad N your site Title Compact Filmstrip
Welcome! Click

, : Author name
S Edit at the top.= CustonTae 7 @ Lear more [ Jrf Show image in ayout
e W LEARN MORE > this tile... this tile... @D
+ Add
Add a link @ Title of link

@ Title of link @ Title of link

Office 365 | SharePoint

° °
i \& share site
o Topic Demo
Home  Documents Edit £ search

Saveand close  {) Discard changes + Your page has been saved = = @
0g = =

| ‘ O | ‘ Create a News article
Keep your audience engaged by sharing your latest updates.

I Add News

News headlines

Layout

Il

Top story List Side-by-side

»
v

Title of News article 3

m E a e E a e |(' Preview that shows the first few lines of the article. " Jennifer Ann .

Author name A few seconds ago

Title of News article

Preview that shows the first few lines of the article.

Author name A few seconds ago




Hub Sites

Shared Navigation
Content Rollup

1011 HR News  Everss  Dopartreeds Profle  Assocused Sites

‘:QH:OSO T(a‘.’e] "R e T Crente ate W Folow 1 Shave
Home Misax MNITUNALS Work fe 1 Ede

Ramp up your dversty a won knowledgo

To better help employees

o help desk

Ranked #1 on top companies 10 work for

Your careor Q&A: § steps 1o make changes

Hoar what our new e

Popular empl

Contoso Travel HR September 2017 update

Events Quick links

[mployee Mandbook
SEP oCcT ocT ocT

28 04 10 21

Recruting and hiring peocess

3 Open pordionrn, subovt  referral
Learn about this yoar's AR hands with 3 Specia New employee meet and Deadine for subewtting

Givang opportunities Guest: Our own CEO greet YOUr expense reports

Trainng opportuntees for all discplines
= a = " - " =
51 Add 10 Ousiook Add to Outioot Add o0 Outloo Add 10 ¢ Hovas 10 it scnseviad wilh me st




Automating Solutions &
Designing Forms



Microsoft Forms

VARV

@

Easy Solution for basic data
collection

Integration with Microsoft
Flow

SharePoint Web Part

222 (Office 365 SharePoint

e Contoso Travel
Home Documents Pages Site contents Edit

-+ New *

Survey: Feedback on the New Tour

1. What is your overall impression of the new tour?

Very negative Very positive

2. Would you recommend this tour to others?
() Yes
Mo

Maybe



Microsoft PowerApps & Flow

Enterprise cloud-based software service

Automate processes across services and apps
Create, build, publish and share apps for mobile & web

More than 160 connectors for PovverApps and Flow




PowerApps

VARV

@

WYSIWYG Design Experience

Create app logic with familiar
Excel-like expressions

Mash up data from multiple
sources right at the app level

Build business apps, fast

Create apps that connect to your data and work across web and mobile. Le

Make apps like these

Start from blank Start from data




Microsoft Flow helps non-developers work

smarter by automati
serv

Get naotifications Copy files

ng workflows across

Ces

Collect data Automate approvals




Q&A



