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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.

Operations

Creating a New Video Game
Game Modeling and Asset
Creation

Introducing New Characters in
a Video Game

Sharing the Travel Itinerary and
Work Schedule

Seamless Content Creation and
Distribution

Track Viewership Metrics and
Engagement

Operations (Contd.)

 Sourcing and Publishing a Story

* Managing Live Coverage
Breaking Schedule

 Planning a College Sports Event
at an Arena

« Crowd Management

Marketing

Sending a Film to Festival
Circuit

Monitoring Negative
Responses

Setting Up an Experience Kiosk
New Web Series

Movie Promotion at Theme
Park

Network Capacity and Demand
Planning
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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.

&

Sales

Forecasting Sales and
Conducting Gap Analysis
Building a Sales Summary
Preparing for a Monthly Review
[dentifying and Closing a Major
Sales Opportunity

FiInance

Raising Finances for an
Upcoming Film

Planning and Coordinating the
Coverage of a Sporting Event
Creating a Budget for a Game
Launch Event

Finalizing the Location and Cast
for the Film

Headquarters

Presenting a Value Proposition
to a Client

Strategizing Solutions for
Customer Retention
Partnering with a Video
Streaming Service

Planning Routine Safety Dirills
Upgrading Streaming Services
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& In this playbook...
t ! Find out how Microsoft Teams can enable personas across every major function and role in your
y

organization to effectively navigate through daily high value scenarios with ease and confidence.

Legal and Compliance Customer Service Information Technology
* Finalizing Distribution Partners « (Generating a Customer  Audio Design & Gameplay
« Seamless Client Communication Satisfaction Index Programming
and Documentation « Responding to Customer « Resolving Technical Issues
Complaints « Choosing an Ideal Location for
 Retaining Customer Loyalty with 5G

Timely Assistance * Troubleshooting and Repairs
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& In this playbook...
\m ! Find out how Microsoft Teams can enable personas across every major function and role in your
y

organization to effectively navigate through daily high value scenarios with ease and confidence.

Human Resources

* Talent Acquisition

* New Employee Training

 Review of Hiring Process by HR
Leadership

« New Health Benefits for
Employees and Onsite Workers
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Operations

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

Operations 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by~ Communities

Al Sign Planner
and To Do
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Meet the Business Decision Makers
Operations

Creative Director 3D Modeling Artist Operations Manager
"Good design s like a refrigerator—when | | "Creativity (s nothing, but a mind set free."| | "In the end, all business operations can
it works, no one notices, but when it be reduced to three words: people,
doesn't, it sure stinks." product, and profits.”

« Manage and supervise all the « Create 3D Models and Wireframes « Follow important policies, prepare
Ccreative aspects of a video game for video games plans, and take strategic decisions

« Collaborate with key members in « Consult the Art Director to revive » Help promote a company culture
various teams to communicate and clarity on tasks and work more that encourages top performance
solve problems efficiently effectively and high morale

* Review all the work submitted by « Collaborate with the creative team » Oversee budgeting, reporting,
artists and send revision notes to come up with the best solution planning, and auditing

for any given problem
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Meet the Business Decision Makers
Operations

Sportéh Editor

B>

Producer

News Coordinator

"A good editor is someone who cares a
little less about the author's needs than
the readers.”

‘I'd rather have it right than right now." “The future does not fit in the containers

of the past.”

« Monitor the news daily to stay up « Coordinate the activities of writers,  Coordinate the direction of a

to date of sporting events and
issues that need to be covered

Collaborate with reporters to
generate story ideas

Write headlines and summaries for
sports stories

directors, managers, actors, and
other personnel throughout the
production process

Raise money and setting the
budget and size of a production

Perform activities of overseeing
budgeting, scheduling, planning,
and marketing

publication with the senior
Mmanagement

Decide which articles will be
included in the publication and
decide how they will be laid out

Consider submissions for inclusion
from freelance journalists,
photographers, and illustrators




Meet the Business Decision Makers

Operations

Media Coordinator

"What makes you weird, makes you

out.”

* |dentify press opportunities
through evolving issues

« Develop content for broadcast,
print and online distribution
channels

» Create and manage the
organization’s social media profile
and presence

unique and therefore makes you stand

Amusement Park Manager

"l call myself the Amusement Park. That's
because I'm funny and scary at the same
time.”

« Take charge of the overall
operations of an amusement park,
including duties ranging from
hiring new employees to
supervising the park's security staff

« Oversee all aspects of what makes
the park run and consider what
can be done to improve
operations

2" Microsoft
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Creating a New Video Game
w:v Creative Director

Scenario Walkthrough

Contoso Games has decided to work on a new video game. The core team has brainstormed on various stages in the game
which they'll discuss with the programmers & sketch out workable ideas. Following the feedback from the programmers, the
team must flesh out with the writers and concept artists on how the game will evolve. See how the Creative Director uses
Microsoft Teams to collaborate with her associates.

Conducts channel meetings with the core team.

Reviews the Evernote document created by her core team.

Collaborates with the game programmers to shortlist ideas.

Reviews artwork created by the artists.

Conducts meetings with the screenwriters to create the game’s core narrative.

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

 Bing News helps find relevant articles regarding the new game. m
YouTube to watch videos relevant to the new game.

« Note-taking in a shared Evernote tab allows team members to have shared access to PowerPoint Fvernote Frelec,af‘d oy
the information. nvision

» Freehand by InVision offers collaborative creation with the team. u n

« PowerPoint to create a presentation containing the new game’s ideas and artwork.

Bing News YouTube



Operations — Creating a New Video Game

2" Microsoft

Microsoft Teams Search or type a command

Teams Y Leadership Team Posts Files Wiki New Game Ideas New Game Story Prem... 3D Modeling +

Your te I Christie Cline 3/19 1:07 AM
u . ] Ideas for the New Video Game

Hi team, let’s discuss how we will develop the new game. We have finalized our theme, and we need to consider the stages now. Any suggestions
are welcome.
aily Stand Ups

- " Pradeep Gupta
Service Agreements ] g " :
We already did some research, and | am sharing a few links here for us to discuss.

. < Post
Testlng and QA Contoso Games / Leadership Team
[ rew =

P

Contoso Games Y
Mass Effect Dev Reveals Most Players Refused To Be The = ou
General S 19 Mar, 1:07 AM

3D Production Ideas for the New Video Game
Concept Art Hi team, let’s discuss how we will develop the new
Finance 53 t | 2/26/2020 2:37 PM game. We have finalized our theme, and we need to
o consider the stages now. Any suggestions are

Leadership Team welcome.

Marketing and Promotions

Programming g Pradeep Gupta 19 Mar, 1:15 AM

Writing and Storyboarding

We already did some research, and | am sharing
a few links here for us to discuss.

u News

Mass Effect Dev Reveals Most Players Refused To Be The
Bad Guy

If you played through any of the Mass Effect
@ Debra Berger trilogy, there's a high probability you played
i@ | saw this video over YouTube, where the new games are set in the space. They look great too. Shepherd as a Paragon opposed to a
a Renegade--at least on the first playthrough.
YouTube .-

And the stats back it up.
The Best Space Games of 2020 - A Look At The

Upcoming Titles and Updates GameSpot | 2/26/2020 2:37 PM
ObsidianAnt | 570.4K views | 3 months ago

Type your questions here

+ = =
Join or create a team ¢ & P o«

Open channel conversations among team members helps the Creative Director to ask for suggestions from the team.
Team members employ Bing News cards and YouTube to display latest trends in market.

11
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Microsoft Teams Search or type a command

LeadershipTeam Posts Files Wiki New Game ldeas New Game Story Prem... 3D Modeling -+

ObsidianAnt | 570.4K views | 3 months ago

MSPACE GAMES
S .. ._-NDC.0M1N02020

= 4

Calendar

," Testing and QA : é ok

Calls Contoso Games / Leadership Team

Service Agreements

“ Contoso Games . New Game Brainstorming Session
— General ‘ Thursday, 19 March 2020 @ 1:30 AM
Space Games are going to be big in 2020 with a number of new titles and
3D Production updates being released. Here's a look at the best space games of the year },)/
and my top ...
YouTube | 13:55

Concept Art
. Scheduled by you
rinance

Leadership Team Meeting ended 12 min 35 sec

Marketing and Promotions A Christie Cline 3/191:26 AM _ Edited
{ This looks cool. Let’s meet at 1.00 p.m. to discuss these stages.
Programming
Writing and Storyboarding a oz TEAE G R
Thursday, March 19, 2020 @ 1:30 AM
You 19 Mar, 1:43 AM

New Game Brainstorming Session ended: 12m 35s Q % l& " That was a fantastic call. Lidia Holloway &_
Pradeep Gupta, could you please make a list of

Christie Cline 3/19 1:43 AM 1 all the ideas discussed over the call?

That was a fantastic call. Lidia Holloway & Pradeep Gupta, could you please make a list of all the ideas discussed over the call?

1

Lidia Holloway dited
Hi, | have shared the list in the I Lidia Holloway 19 Mar, 1:52 AM Ve
Hi, | have shared the list in the New Game

Pradeep Gupta Ideas tab.

While all the ideas look cool here, | am highlighting the six stages that we can develop in the context of available hardware.

Christie Cline 3/19 1:56 AM \ Pradeep Gupta 19 Mar, 1:55 AM

Wihila all #ha idAaan laal, AanAl hava | Aana

Thanks for your inputs. Let me take it up with our artists now.

Start a new conversation. Type @ to mention someone,

N W ¢ @ A

8" Join or create a team Ay ¢ © B G

The Creative Director schedules a channel meeting to ideate and brainstorm with the team members. OneNote helps

the team members to jot down lists instantly.
12



Operations — Creating a New Video Game B )
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Microsoft Teams Q, Search

A 5 minutes left in your scheduled meeting time.

550 W ®

f
s.-.-'— ‘

Pradeep G % DebraB %

Pradeep Gupta N e

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.




Operations — Creating a New Video Game

Microsoft Teams

4 Search or type a command
A
x New Game Brainstorming Session Chat Details Scheduling Assistant Meeting notes  Whiteboard

Activity

* Cancel meeting Time zone: (UTC-08:00) Baja California Meeting options Tracking

Christie Cline

Organizer

& Mew Game Brainstorming Session

o e Pradeep Gupta * {E Lidia Holloway * % Debra Berger * \%.:: Henrietta Mueller

Pradeep Gupta
Unknown

Lidia Holloway
Unknown
Mar 18, 2020 Mar 18, 2020

1:00 PM - 1:30PM  ~ 30m @ All day

Debra Berger
Unknown

Suggested: No suggestions available

Henrietta Mueller

Does not repeat )
" Unknown

Add location

Paragraph ~

Join Microsoft Teams Meeting

+1 323-433-2412  United States, Los Angeles (Toll)

Conference ID: 868 624 522#

Local numnbers | Reset PIN | Learn more about Teams | Meeting options

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

2" Microsoft

é Leadership Team

Contoso Games

DETAILS

New Game Brainstorming Session

Thursday, 19 March 2020
1:30 am - 2:00 am
& +1323-433-2412 (Toll) United S

Join Microsoft Teams Meeting +1 323-433-2412
United States, Los Angeles (Toll) Conference ID: 868
624 522# Local numbers | Reset PIN | Learn ' See more

SHARED TO CHANNEL
@ Leadership Team
Contoso Games
PARTICIPANTS (5)

@ Christie Cline
<\ :
i Organiser

Debra Berger
Unknown

14



Operations — Creating a New Video Game

2" Microsoft

Microsoft Teams

Teams Leadership Team Posts Files Wiki New Game Ideas ~ 1 more [ ew I

Your teams
Contoso Games q EVEI'I‘IOtE

General
3D Production

Calendar Concept Art 12:06 o8

g e New Game Ideas 0 @ evernote.com/shard/s512/nl/22515! @ o

Calls Leadership Team

. Marketing and Promotions

Set in outer space @ Evernote  christiec@.. ~
Action/ Adventure

les Programming

Writing and Storyboarding
First Person Shooter
Solo Campaign New Game Ideas

Partnerships
General
egal Multiplayer
Shared Resources Cross-Platform

Updates Human Factions « Set in outer space

Hidden teams Al|en5 L ACtIOﬂ/AdventU re

. rd « First person shooter
Setin the 23" Century ,
« Solo campaign

Next-gen Graphics « Multiplayer

« Cross platforms

« Human factions

« Aliens

« Set in the 23rd century

- Next generation graphics

&g Join or create a team Evernote makes it easy to remember things big

P

Enjoy collaborative and powerful document creation with Evernote in Microsoft Teams. A team member uses Evernote

to gather new game ideas.
15



Operations — Creating a New Video Game
2" Microsoft

Microsoft Teams Search or type a command

Teams v Concept Art Posts Files Wiki NewDLCChar. @ +

Your teams ‘ B Lidia Holloway
Creating Concept Art

Contoso Company Cloud Mana...
y
Hiteam, ideas for the new video game have been finalized. Let’s have a meeting and sketch out some concept art.

General

Daily Stand Ups

=3 Lidia Holloway
T (

Scheduled a meeting

Service Agreements

u Concept Art Brainstorming é Post
Testing and QA

Thursday, March 19, 2020 @ 2:30 AM Contoso Games / Concept Art

Contoso Games 34 Concept Art Brainstorming ended: 7m 45s y © ‘% Lidia Holloway
\

19 Mar, 2:11 AM

2/1Q 992

General Christie Cline 3/19 2:23 AM
) ¢ Wow, Henrietta Mueller, you made some awesome sketches! .
3D Production Creating Concept Art
Concept Art 4 Henrietta Mueller Hi team, ideas for the new video game have been
» Wait till you see the final images. finalized. Let’s have a meeting and sketch out some
CIDAncE concept art.
Lidia Holloway

I'm selecting bright colors to make the artwork pop out. . .
Marketing and Promotions Concept Art Brainstorming

Christie Cline 3/19 2:27 AM Thursday, 19 March 2020 @ 2:30 AM

Leadership Team

Programming

Please share the final artwork in a presentation once you are done. .
Writing and Steryboarding ‘

Lidia Holloway
Scheduled by Lidia Holloway

Meeting ended 7 min 45 sec

e You 19 Mar, 2:23 AM
¥ Wow, Henrietta Mueller, you made some
awesome sketches!

Reply

B @ ¢ @ Ay e

Type your questions here

28" Join or create a team Ay @ @ [ B O

Use the meeting thread for follow-up conversation about meeting outcomes. The creative team discusses new

character art over the meeting and continues the discussion in the thread.
16
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Microsoft Teams 4 Search or type a command

u Contoso Company Cloud Mana... s+ m

General

Daily Stand Ups

IT

Service Agreements

Concept Art
Testing and QA Contoso Games / Concept Art

Contoso Games

General

3D Production

Concept Art

Finance

Leadership Team
Marketing and Promotions
Programming

Writing and Steryboarding

28" Join or create a team

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

team members use the Freehand by InVision app to visualize an upcoming character in the game.
17



Operations — Creating a New Video Game

2" Microsoft

Design Transitions Animations Slide Show Review View Help ? Tell me what you want to do [J | | =l Conversation

M 40

é New_Game_Artwork.pptx

e
English (U.5.)

Store and share important files within a dedicated, cloud-enabled repository with Files. Design documents such as the

PowerPoint containing sketches for finalized characters are housed here for the team'’s easy access.
18
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2" Microsoft

Microsoft Teams 4 Search or type a command

LeadershipTeam Posts Files Wiki New Game ldeas New Game Story Prem... 3D Modeling -+

_ Debra Berger
Contoso Company Cloud Mana... .o v Premise Feedback!

General Hi team, I've written the new game's story premise.

Please read it thoroughly and share your suggestions here - New Game Stor

Daily Stand Ups

Service Agreements

Testing and QA

Contoso Game Christie Cline 11:49 AM :
ontoso Games . %E Debra Berger
W)

Post

'E Lidia Holloway 11:48 AM
Contoso Games / Leadership Team

This looks cool, but | think we should have existing aliens in the Milky Way instead of just human factions.

_ 19 Mar, 3:02 AM
General

3D Production Premise Feedback!

Concept Art Hi team, I've written the new game's story premise.

_ it Please read it thoroughly and share your suggestions
i EXC'*“‘!Q here - New Game Story Premise

Leadership Team Suggestion!

Marketing and Promotions . Lidia Holloway 11:48 AM
Programming ; - This looks cool, but | think we should have

existing aliens in the Milky Way instead of just

Writing and Storyboarding human factions.

Debra Berger 11:49 AM

: - S : : : - You 11:49 AM
| thought about it, but then realized it would make the story a bit more complicated. | wanted to keep it simple.

Christie Cline 11:49 AM

That makes sense, .2

| find the story good overall, just a few minor changes, and then we'll start the production.
Exciting
Lidia Holloway 11:51 AM SUgQCSTiOH!

t a new conversation. Type @ to mention someone.

oot

€0 Join or create a team ¢ Ay ¢ © [ B G

Tabs in Microsoft Teams allow you to display rich and interactive web content to your team. The Crisis Coordinator

posts a visual summary of the results in the pinned tab.
19
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2" Microsoft

Microsoft Teams

Teams Leadership Team Posts Files Wiki New Game Story Pre... ~ 1 more [ New I

Your teams
el Contoso Games q EVern()tE

General
3D Production

Concept Art

335 @ 1 4

New Game Story Premise
G Evernote Sy christiec@.. ¥

Finance
Leadership Team Act1-
Marketing and Promotions
Programming * The Milky Way Galaxy is bustling with human settlements across planets. The whole galaxy is filled with factions at war, space pirate]
Writing and Storyboarding and armies trying to claim resources and dominate the intergalactic network. New Game Story Premise

* Aliens invade the Milky Way Galaxy to steal Plutonium X. Many planets are destroyed, all the human factions quit fighting each other
Partnerships and team up to fight the invasion.
Ceneral * The era known as the Alien Wars begins. Sergeant Draco Whitman fights as the general of the "Syndicate", his whole army is
Legal massacred, and his spaceship gets wrecked. The survivors find him in the rubble and he is taken into intensive care. The treatment

saves his life but he stays in a coma till the rest of the war.
Act2-

Updates * All the human factions of the Milky Way Galaxy are defeated. Aliens assume themselves as the masters of the human race and force » The Milky Way Galaxy is bustling with

Shared Resources

them into indentured servitude. The Aliens are so cruel to the humans that riots start happening in the while galaxy. human settlements across planets. The
Contoso Music :

* Sergeant Draco Whitman awakens from the coma and is taken to the confederacy of the remaining faction leaders. They all plead to . ) )
~ L whole galaxy is filled with factions at war,
General Draco as he was the only human who could damage the Aliens in the war. Draco accepts to lead the confederacy. ) _ _ )
space pirates and armies trying to claim

Production * Anew era known as Human Spark begins. Draco Whitman destroys many holdings of the Aliens due to his meticulous planning and
quick thinking. Aliens try to retaliate by sending an Alien Battleship known as Ded-17. After a never-ending battle, the confederacy resources and dominate the intergalactic
destroys the Alien Battleship by blowing it up with a plasma warhead. The blast radius is so intense, all the planets are displaced fro network.

their orbits momentarily. o Aliens invade the Milky Way Galaxy to steal

Plutonium X. Many planets are destroyed,

Research and Analysis

Hidden teams

Act 3-

. : , ) all the human factions quit fighting each
* Facing humongous losses, Aliens declare red alert and conduct raids at the human settlements. They massacre the population and

kidnap their leaders. The confederacy gets infiltrated by Alien intruders and hell breaks for humans. other and team up to fight the invasion.

* The Confederacy creates an EMP that disables all the Alien's defense technology. Heavy fighting ensues and due to lack to turrets thy » The era known as the Alien Wars begins.
aliens start taking heavy casualties. The humans push the Aliens back to the mather ship and before they can call in for more Sergeant Draco Whitman fights as the
reinforcements, the Confederacy fires 5 nukes, destroying the last remaining Aliens in the Milky Way. general of the "Syndicate’, his whole army is

8§ Join or create a team massacred, and his spaceship gets

¢ Y
S L y

Evernote enables collaborative and powerful document creation within Microsoft Teams. A team member shares the

new game flow using Evernote.
20



13 Game Modeling and Asset Creation
3D Modeling Artist

Scenario Walkthrough

2" Microsoft

As the pre-production stage is completed, the production at Contoso Games has begun in full swing. The Art Director is
overseeing all the artistic processes while focusing on the 3D modeling of the game. See how the 3D modeling Artist uses
Microsoft Teams to collaborate with his creative team to create all the 3D models required for the game.

« Consults the Art Director to get more clarity on his tasks.

* Shares the New Game's 3D modeling feedback with the creative team.
 Collaborates with the creative team and supervises on behalf of the Art Director.
 Creates a presentation with the final renders requested by the core team.

How did Teams help the 3D Modeling Artist to execute his roles and
responsibilities?

» Collaborate more, manage tasks efficiently with Trello.

* Interactive meetings with artists using Lucidspark for drawings & sketches.

« Review artwork in a PowerPoint presentation.

 Share designs, get feedback and stay up-to-date on actions taken with Adobe Creative
Cloud.

Which app integrations on
Teams made it possible?

PowerPoint Trello

.

Adobe Creative  Lucidspark
Cloud

2



Operations — Game Modeling & Asset Creation

2" Microsoft

Microsoft Teams Search or type a command

Teams T2 3D Production Posts Files Wiki 3D Production Tasks -+

Research and Analysis
Lidia Holloway

Sodial Media 3D Models and Asset Creation

Hi Team, the game's production has officially started, and we nead to make its graphics as sweet as possible. Let's have a meeting at 11.00 a.m.
Contoso Games ) i
and discuss this.

General ~

ollapse all

3D Production

1% Lidia Holloway
Concept Art Scheduled a meeting

é Post
Contoso Games / 3D Production
» . .
‘ ks Lidia Holloway
\ 19 Mar, 10:14 AM

Lidia Holloway Edited 3D Models and Asset Creation

Writing and Storyboarding It was a great call. | am sharing here the tasks for today. Hi Team, the game’s production has officially started,
and we need to make its graphics as sweet as possible.
Contoso Human Resources Lee Gu 3/19 7:56 PM Let's have a meeting at 11.00 a.m. and discuss this.

Finance 3D Models and Assets

Leadership Team Thursday, March 19, 2020 @ 11:00 AM

Marketing and Promotions 3D Models and Assets ended: 10m 24s

Programming

General Hi Lidia Holloway, do | need to model all main locations of the game?

L 3D Models and Assets
Candidate Correspondence Lidia Holloway .
No Lee Gu, just model the backgrounds for Act 1 right now. Here's all the concept art you'll need Thursday, 19 March 2020 @ 11:00 AM

Compensation Benefits
Employee Referrals Adobe Creative Cloud ‘%

Employee Relations Concept_Art_'I_ai Scheduled by Lidia Holloway
Planning ILLUSTRATOR (1 MB)

Review Modified Published By Meeting ended 10 min 24 sec

2007

3/20/2020 4:10pm Henrietta Mueller

Staffing - ‘ .

Devels
Training and Development Open in Browser

T Support ‘ . Lidia Holloway 19 Mar, 7:52 PM V4

It was a great call. | am sharing here the tasks
for today.

General Adobe Creative Cloud
Accessibility - p P SR S
Device Management

Service Strategy
Start a new conversation. Type @ to mention someone.

85" Join or create a team A, & .:-_:_-:. [E] = @q |1( g b @ ]

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

Director schedules meeting to discuss graphics creation.
22
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Microsoft Teams © Search or type a command

Teams Ta H 3D Production Posts Files Wiki 3D Production Tasks ~ -+

Your teams
Welcome to Trello! ¢ Personal & Private @ Invite @ Butler - Show Menu

G Human Resources

General New Game Done Doing =+ Add another’

Candidate Correspondence Locations of the New Game Concept Models and Assets Main 3D Characters

Compensation Benefits @ S 4@
Sample Cutscenes Supporting Characters

Poly-count and Optimization o & trello.com
Employee Relations Basic Rigging 3D Assets ® v D

i Game Textures
Planning { Add another card (= t Add another card = @ @ Q ( W -+ 8 @

Review

Employee referrals

Texture Mapping
Staffing Welcome to Trello! &

Training and Development Adding Shaders Personal & Private @ Invite

Contoso Games roldIIIE E Y a Butler == Show Menu

General New Game Done

3D Production
Locations of the New Game Concept Models 1

©®
Finance Sample Cutsceng

Concept Art

Leadership Team Poly-count and Optimization o
Basic Rigging

Marketing and Promotions
Game Textures

Programming -+ Add another d

Writing and Storyboarding Texture Mapping

IT Support Adding Shaders

General -+ Add another card
Accessibility
Device Management

Service Strategy

+ -
Join or create a team .
=0 Open in New Window »

Speedy plan mobilization using task assignment and delegation is done best using Trello. Trello in Teams allows the

team to track tasks, see assignments, status and manage workflows without leaving Microsoft Teams.
23
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2" Microsoft

Microsoft Teams Search or type a command

il Teams Leadership Team Posts Files Wiki New Gameldeas MNew Game Story Prem... 3D Modeling +

a' Research and Analysis Christie Cline Edited

Chat Social Media ; 3D Asset Review

@ Hi team, 3D assets for the game are being modeled currently, here is some of the work in progress | would like your opinion on. I'm sharing a
uge
Teams

Calendar 3D Production

.

N presentation, let's have a meeting over this.
Contoso Games

General [@-| 3D_Assets_for review.pptx

Concept Art 3D Asset Review

Fnday, March 20, 2020 @ 4:30 PM é Post

Finance Contoso Games / Leadership Team

llapse all

I Leadership Team

. 3D Asset Review
Marketing and Promotions = e R R e Friday, 20 March 2020 @ 4:30 PM

Programming Lidia Holloway

. _ ) 5o, I've noted down all the changes you requested on the call. Anything else we may have missed?
Writing and Storyboarding

Lynne Robbins

i ) Scheduled by Christie Cline
Contoso Human Resources | think the backgrounds need more detail.

General Henrietta Mueller Edited Meeting ended 56 min 33 sec
0 The main character's head needs some re-modeling around the mouth.

Candidate Correspondence w‘. m
¢ \ (S
5 Lidia Holloway

Compensation Benefits

_ Ok, I'm adding all the feedback in the 3D modeling section.
Employee Referrals

Lidia Holloway 20 Mar, 5:29 PM
So, I've noted down all the changes you

; requested on the call. Anything else we may have
A X missed?

Employee Relations Lee Gu 12:51PM
v R "y AN X

. K, R K >, 3 o s S
Review ; 5

Staffing
Lynne Robbins 20 Mar, 5:30 PM

Devel
Tramiing and Development | think the backgrounds need more detail.

T Support

Henrietta Mueller 20 Mar, 5:31 PM V4
General The main character's head needs some re-

Accessibility . | - _ ] | : modeling around the mouth.

Device Management

Service Strategy
Start a new conversation. Type @ to mention someone.

B @ ¢ @ Ay e

25" Join or create a team o : =] @1 |1( o b .@.

Channel conversations can contain a lot of 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.
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2" Microsoft

3D _Assets for_review.ppix

[ Search or type a command

Insert Draw Design

or

Close

Transitions Animations Slide Show Review View Help ? Tell me what you want to do

| (=] Conversation
1 New Slide | ' 5

=v B~ SN

é 3D_Assets_for_review.pptx

New Game

3D Assets

ide 1of 7 English (U.5.)

Help Improve Office == Notes | [E

Create and share PowerPoint presentations over a Teams call to make conversations meaningful and to offer attendees
a visual representation of key points covered.
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Operations — Game Modeling & Asset Creation B
mn Microsoft

Microsoft Teams Q) Search

Teams LeadershipTeam Posts Files Wiki New Game |deas 3D Modeling 1 O Meet ~

Pipeline

X1050 Launch Team J. 3DModeling & = Q

General
Design
Digital Assets Web

Go to Market Plan Make it
look more

Legal and Compliance .
alien

Web and Social Trends

Contoso Games

Add more veins to the forehead

General —

3D Production

Concept Art = - Define the nose

Leadership Team

__ —» Remodel the chin

4 hidden channels

Products & Services

General

Customer Engagement

Employee Engagement Open

2 hidden channels
Open in browser

Contoso Entertainment
Copy link
General

Legal Rename
Project Funding
Sales Settings

Upcoming Events
Delete

83. Join or create a team

Create clarity as you collaborate on graphics directly in Microsoft Teams with Lucidspark. The team members visualize

changes in the 3D assets using Lucidspark.
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2" Microsoft

Microsoft Teams & Search or type a command

Teams 3D Production Posts Files Wiki 3D Production Tasks - @ Org

- s = NPy
Research and Analysis

Sodial Media ,
e Lidia Holloway
Ig Leadership Team Feedback
Hi Team, Christie Cline shared our work with the Leadership team, and only a few revisions are required, if we close this soon enough, we'll
General save more time for polishing the game later.

Contoso Games

3D Production Collapse all

Concept Art % Lee Gu 3/20 5:46 PM

I'll try to finish it as soon as possible. é o

Finance Contoso Games / 3D Production

Leadership Team Lidia Holloway , o
Great! o~ Lidia Holloway
Marketing and Promotions L 20 Mar, 5:45 PM

Lee Gu 3/20 5:48 PM

Here are all the renders with the final changes. Leadership Team Feedback

Programming

Writing and Storyboardin

- ’ ) Hi Team, Christie Cline shared our work with the

[@-| 3D_Assets_Final_Renders.pptx Leadership team, and only a few revisions are required,

Contoso Human Resources if we close this soon enough, we'll save more time for
polishing the game later.

General Lidia Holloway

T . | think our work is done for now. I'll notify Christie Cline on this.
Candidate Correspondence

. . PP &y You 20 Mar, 5:46 PM
nsatis cnefi enrietta Mueller 1: S . S q
Compensation Benefits - I'll try to finish it as soon as possible.

Employee Referrals
Employee Relations ' - ; Lidia Holloway 20 Mar, 5:46 PM
Planning Great!

Review
You 20 Mar, 5:48 PM
Here are all the renders with the final changes.

Staffing

Training and Development
3D_Assets_Final_Renders.pptx

T Support 1.9 MB

General ELL DONE. BRAVO!

Accessibility

Lidia Holloway 20 Mar, 5:48 PM
| think our work is done for now. I'll notify
Device Management

Service Strategy
Start a new conversation. Type @ to mention someone.

B @ ¢ @ Ay e

25" Join or create a team ,&_':.y & : [E] =] @4 0 b @

The 3D Modeling Artist shares final renders of the 3D assets within the channel conversation. The presentation can be

pinned as a tab to the channel for employees’ easy access whenever required.
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2" Microsoft

Introducing New Characters in a Video Game
Creative Director

Scenario Walkthrough

Contoso Games is planning to add six new characters to their popular video game ‘The Fighters'. The Creative team believes
this will help the game stay at the top of the popularity charts. The Creative Director uses Microsoft Teams to brainstorm with
her associates and plan the sequence in which the downloadable content will be released to the public.

Schedules a team meeting to discuss new characters for the game.

Shortlists characters following feedback from team members.

Brainstorms with the Art Director and Concept Artists on character concepts.
Seeks inputs from the Marketing team about the character release graph, trailer ideas, storylines and more.

How did Microsoft Teams help the Creative Director to execute her roles Which app integrations on
and responsibilities? Teams made it possible?

 Conduct group chats to communicate and coordinate with key members.

» Uses Polly to assess the popular choice. ‘ .
 Collaborate, edit and draft base character designs in real-time using Freehand by

InVision. PowerPoint Polly  Freehand by
InVision

 PowerPoint helps in drafting an effective presentation for various teams.
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Microsoft Teams

Teams

Project Funding
Upcoming Events

1 hidden channel

Calendar

Morthwind Cloud

.

General
i Documents

Review Meetings

Contoso Company West Region
General

Community

HR Announcements

Leadership Review

Mew Hire

Summer Interns

Contoso Games

General

3D Production

Concept Art

Finance

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

oo

+ -
2o Join or create a team

Operations — Introducing New Characters in a Video Game

2" Microsoft

Search or type a command

e General Posis Files Wiki Activities and Prizes MNew Character Sketches -+

Christie Cline 3/21 12:22 PM  Edited

New DLC Characters

Hi all, I'm very pleased to announce that ‘The Fighters” continues to reach new heights of popularity and success. To boost player engagement
and increase in sales, I've set up a meeting to discuss New Character Sketches. What | am looking for is some fresh ideas for new characters. So
please come preparad.

Additional Characters
Saturday, March 21, 2020 @ 12:30 PM

Post
ollapse | Contoso Games / General

Fa
L

Additional Characters ended: 41m 18s ..
Additional Characters
Henrietta Mueller Saturday, 21 March 2020 @ 12:30 PM
Wow! That was fun. | can’t wait for the unveiling of characters.
)
Lidia Holloway
We've discussed over a dozen characters. But we need to freeze which six of these will make the final cut. Scheduled by you

Christie Cline 3/21 1:06 PM Meeting ended 41 min 18 sec

Yes, Lidia Holloway. Let’s do a quick survey. G o
60

Lidia Holloway

Henrietta Mueller 21 Mar, 1:05 PM :

Wow! That was fun. | can’t wait for the unveiling
of characters.

‘% Lidia Holloway 21 Mar, 1:05 PM

We've discussed over a dozen characters. But
we need to freeze which six of these will make
the final cut.

0 You 21 Mar, 1:06 PM
0 Yes, Lidia Holloway. Let’s do a quick survey.

« Reply

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

The Creative Director posts an announcement in the channel to add more characters in the game and schedules a
meeting to discuss it further. A meeting is set up in the channel to flesh out more ideas.
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Operations — Introducing New Characters in a Video Game

Microsoft Teams

...1

Activity

* Cancel meeting

&

ot
—

x Additional Characters Chat Details Scheduling Assistant  Meeting notes  Whiteboard

4 Search or type a command

Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Tracking

Meeting options

Christie Cline

Organizer

Additional Characters

Henrietta Mueller

+ Optiona

9 -

Mar 21, 2020

|ﬁ Lidia Holloway > ‘%’

Mar 21, 2020

Lidia Holloway
Unknown
1230 PM ~ 1:00PM ~ 30m @ All day
y Henrietta Mueller
" Unknown

gested: No sug

Allan Deyoung

Does not repeat
P Unknown

Add location

B /7 Y & A A

I, <= = = = 11 @

BH 9 c

Paragraph
Hi all, I'm very pleased to announce that ‘The Fighters’ continues to reach new heights of popularity and success. To boost player

engagement and increase in sales, I've set up a meeting to discuss new DLC characters. What | am looking for is some fresh ideas
for new characters. So please come prepared.

Join Microsoft Teams Meeting

323-433-2412  United States, Los Angeles (Toll)

Conference ID: 777 385 115#

% P S,
vieeTing oplons

Local numbers | Reset PIN | Learn maore about Teams

With Microsoft Teams, you can easily schedule meetings and find the best available times for invitees through the
native scheduling calendar. The Creative Director checks for an optimal meeting time for all attendees.

2" Microsoft

< General
Contoso Games

DETAILS

Additional Characters

Saturday, 21 March 2020
12:30 pm - 1:00 pm
& +1323-433-2412 (Toll) United State

Hi all, I'm very pleased to announce that ‘The Fighters'
continues to reach new heights of popularity and
success. To boost player engagement and inc See more

SHARED TO CHANNEL

PARTICIPANTS (4)

©
9

General
Contoso Games

Christie Cline

Organiser

Allan Deyoung
Unknown
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Operations — Introducing New Characters in a Video Game Bl ..
mn Microsoft

Microsoft Teams EA Search or type a command

Teams e General Posts Files Wiki Activities and Prizes New Character Sketc... ~

General

Legal in New Character Sketches
Project Funding

Upcoming Events

1 hidden channel

Morthwind Cloud
New Character Sketches

General Contoso Games / General

Documents

Review Meetings New Character Sketcl

Contoso Company West Region
General

Community

HR Announcements

Leadership Review

Mew Hire

Summer Interns

Contoso Games

General

3D Production

Concept Art

Finance

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

+ -
28 Join or create a team

Create, ideate and draft rich solutions on a digital whiteboard with Freehand by InVision in Teams. The team members

use the Freehand by InVision app to visualize character concepts in the game.
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Microsoft Teams

Teams

General

Legal

Project Funding
Upcoming Events

1 hidden channe

Morthwind Cloud

General
Documents

Review Meetings

Contoso Company West Region
General

Community

HR Announcements

Leadership Review

Mew Hire

Summer Interns

Contoso Games
General

3D Production
Concept Art
Finance
Leadership Team

Marketing and Promotions

Search or type a command

Td Concept Art Posts Files Wiki New DLC Characters

@

Polly 3/211:34 PM Updated

Vote your favorite “The Fighters” DLC
Character!

Hi all. we're creating new DLC characters for 'The Fighters’ and we
need your help to shortlist the final six. | urge you all to cast your
vote for the most desirable character here. The choices range from
well-known characters from other fighting franchises. So cast your
vote for the best characters to win.

Owner: Christie Cline | B Open 4 completions | (= 1
questions | @ Non-Anonymous | (5} Closes 3/28/2020 1:31 PM

Start survey View all results Add comment

Allan Deyoung
I've voted for my favorite ones! Let's see who wins 1‘3‘

Henrietta Mueller
| took the survey as welll /&

Lidia Holloway
Hi all, here are the Chosen Six:

* Detective Nuke

* Dark Ranger
Thunder Rat
Mike Cold
Doctor Slash
Dragoona

2" Microsoft

é Post

Contoso Games / Concept Art

Polly
Q; 21 Mar, 1:34 PM

Vote your favorite “The Fighters”
DLC Character!

Hi all, we're creating new DLC characters for ‘The
Fighters’ and we need your help to shortlist the final six. |
urge you all to cast your vote for the most desirable
character here. The choices range from well-known
characters from other fighting franchises. So cast your
vote for the best characters to win.

Owner: Christie Cline | €3 Open | §4 4 completions | {-
1 questions | ;g Non-Anonymous | () Closes 28/03/20
01:31 PM

[ Start survey ] [ View all results ] { Add comt

@ Allan Deyoung 21 Mar, 1:41 PM
¥ |'ve voted for my favorite ones! Let's see who

wins 52

Henrietta Mueller 21 Mar, 1:43 PM

Programming & Lynne Robbins | took the survey as well! ‘&
: | really wanted Dark Ranger to win! & v T

Writing and Storyboarding

Start a new conversation. Type @ to mention someone.

o - . M@ ¢ @ A
e Join or create 3 team © W B d > 9 7

Integrated Polly application within Teams helps systematically gather employee suggestions. After the plans to add
more characters to the game are solidified, the Creative Director creates a survey to select the best characters.
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Operations — Introducing New Characters in a Video Game B )
mn Microsoft

Microsoft Teams Search or type a command

N Concept Art FPosts Files Wiki New DLC Characters ~

B __ Christie Cline
PO”y Ll Welcome!

Project Funding

Upcoming Events
1 hidden channe Vote your favorite “The Fighters” DLC
Character!

Northwind Cloud Owner: Christie Cline | Open | 4 completions | Polly
(= 1 questions | (@ MNon-Anconymous | () Closes Mar X Results
28th 1:31 PM

General

Documents
Owner: Christie Cline | 3 Closed | 4 4 completions | == 1 questions |
Review Meetings Non-Anonymous | «; Closed 03/28/2020 01:31 PM
Top 5 Choices of 10

Vote your favorite “The Fighters” DLC Character!
Contoso Company West Region Dragoona
14% (4) Which characters should we add?
General Allan Deyoung, Henrietta Mueller, Lidia Holloway + 1 more i
H Multi-vote Allowed

Community Dark Ranger Dragoona

14% (4)

DA a
HR Announcements Allan Deyoung, Henrietta Mueller, Lidia Holloway + 1 more Allan Deyoung, Henrietta Mueller, Lidia Holloway, Christie Cline

Leadership Review Mike Cold Dark Ranger

Mew Hire 14% (4)
Allan Deyoung, Henrietta Mueller, Lidia Holloway + 1 more

Summer Interns Captain Vulcan
Detective Nuke

Allan Deyoung, Henrietta Mueller, Lidia Holloway, Christie Cline

14% (4) Allan Deyoung

e Zame ) .
Contoso Games Allan Deyoung, Henrietta Mueller, Lidia Holloway + 1 more

Thunder Rat

General Doctor Slash
Allan Deyoung, Henrietta Mueller, Christie Cline

3D Production et b
- T Allan Deyoung, Henrietta Mueller, Lidia Holloway + 1 more Mike Cold

Concept Art
Allan Deyoung, Henrietta Mueller, Lidia Holloway, Christie Cline
_ Total Votes youns Y
rinance 27 Clown Justice
Leadership Team -
Allan Deyoung, Lidia Holloway

r £i D PR :
Marketing and Promotions Detective Nuke

o )
rogramming Allan Deyoung, Henrietta Mueller, Lidia Holloway, Christie Cline

Writing and Storyboarding Doctor Slash

Allan Deyoung, Henrietta Mueller, Lidia Holloway, Christie Cline

Clown Justice
oo

+ -
2o Join or create a team

Polly is a polling solution that works within Microsoft Teams where your team works best. Intuitive polls designed to

help you do your best work!
33



Operations — Introducing New Characters in a Video Game

2" Microsoft

Microsoft Teams Search or type a command

Teams Concept Art Posts Files Wiki New DLC Characters

Activity
= Christie Cline  3/21 1:49 PM
Chat
Way Forward
@

. . . Hi all, we have the final line-up now. | am scheduling a meeting to prepare rough sketch-work for the concept art that can be sent to the game
g Project Funding

Teams designers. | am looking at color palates and brushes suitable for the characters. So, prepare accordingly.
Upcoming Events

E 1 hidden channe

Calendar

Design and Art Discussion
Saturday, March 21, 2020 @ 2:00 PM

Collapse all

Morthwind Cloud
Post

Ot Design and Art Discussion ended: 14m 17s Contoso Games / Concept Art

General

Documents ) Henrietta Mueller

) Design and Art Discussion
) ) | must say Detective Nuke locks awesome!
Review Meetings Saturday, 21 March 2020 @ 2:00 PM
Christie Cline 3/21 2:06 PM
Contoso Company West Region { Henrietta Mueller, | totally agree! (& )

=

General A Lidia Holloway

. . 5 Scheduled by you
) Hi all, here is the final concept art for new DLC characters.
Community

HR Announcements E- Meeting ended 14 min 17 sec

The_Fighters_Game_Concept_Art.pptx

Leadership Review q& i.- %
L
Christie Cline 3/21 2:35 PM

Mew Hire

Lidia Holloway, they look great!
Summer Interns

Henrietta Mueller 21 Mar, 2:05 PM
Contoso Games " | must say Detective Nuke looks awesome!

General
You 21 Mar, 2:06 PM
5D Production Henrietta Mueller, | totally agree! ‘&
Concept Art
Finance Lidia Holloway 21 Mar, 2:09 PM

Leadership Team i Hi all, here is the final concept art for new DLC

: : characters.
Marketing and Promotions

Programming i Y ; m ;I'?a_;ighters_eame_Concept_Art...

Writing and Storyboarding

Start a new conversation. Type @ to mention someone.

B @ ¢ @ Ay e

oo

88" Join or create a team A & O [ [ cd = 9 (7

With Microsoft Teams, the Creative Director 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! 34
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2" Microsoft

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Q Tell me what you want to do

| (=] Conversation
v [~ 1 New Slide | i

&

=v| B~

é The_Fighters_Game_Concept_Art.pptx

New Characters

Concept Art

New Characters

Concept Art

Help Improve Office == Notes | [E

Store and share important files within a dedicated, cloud-enabled repository with Files. Design documents such as the
PowerPoint containing final designs are housed here for the team’s easy access.
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Microsoft Teams

Teams

wot

=n)

General

Legal

Project Funding
Upcoming Events

1 hidden channe

Morthwind Cloud

General
Documents

Review Meetings

Contoso Company West Region

General
Community

HR Announcements
Leadership Review
Mew Hire

Summer Interns

Contoso Games

General

3D Production

Concept Art

Finance

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

Join or create a team

2" Microsoft

Search or type a command

W Marketing and Promotions Posts Files Wiki +

Christie Cline  3/21 2:12 PM
The Fighters DLC Marketing Strategies!

Hi Contoso Games, thanks to the Art and Design team, the concept art of the 6 new characters has been completed.

Edited

All we need for now is a presentation with an overview of the new characters, trailer ideas, marketing strategies, and their proposed storylines.

I'm assigning this job to Allan Deyoung and Enrico Cattaneo, let me know if you need any help.

< Post
Contoso Games / Marketing and Promotions

4 You
,“\Y\o 21 Mar, 14:12

The Fighters DLC Marketing Strategies!

Allan Deyoung
Sure thing, | love waorking on this game!

Enrico Cattaneo
I'm on it! &

Hi Contoso Games, thanks to the Art and Design team, the
concept art of the 6 new characters has been completed.

Christie Cline 3/21 2:18 PM
Shall we connect for a quick meeting then?
All we need for now is a presentation with an overview of the

new characters, trailer ideas, marketing strategies, and their
proposed storylines.

Allan Deyoung
Yes, sure

Meeting ended: 12m 42s

I'm assigning this job to Allan Deyoung and Enrico Cattaneo,
let me know if you need any help.

@‘ Allan Deyoung 21 Mar, 14:13

Sure thing, | love working on this game!

Allan Deyoung
As discussed in the meeting, here are a few ideas for the trailer

[@-] The Fighters_Trailer_ldeas.ppix

Christie Cline 3/21 2:41 PM

Perfect Allan Deyoung and Enrico Cattaneo, thanks for working on it! I've gone through the presentation and | think it looks flawless. Enrico Cattaneo 21 Mar, 14:14

Once the characters are fully created and added to the game for testing, I’ll share this presentation with the Creative Team. You can take ' e
mon it! <
over after that! ' 2

ﬁ Enrico Cattaneo You 21 Mar, 14:18
Okay, great s> Shall we connect for a quick meeting then?

' Reply

Start a new conversation. Type @ to mention someone.

Ay ¢ @ W B > @ @7

The Creative Director delegates tasks to team members through channel communication. Meet Now feature in Teams
helps trigger a meeting instantly to discuss the marketing strategies.
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2" Microsoft

Sharing the Travel Itinerary and Work Schedule
Operations Manager

Scenario Walkthrough

The Operations Manager supervises travel and stay arrangements for the team covering the Olympics. She plans, creates and
shares a schedule to carry out the coverage of the event to ensure that all team members are on the same page. The
Operations Manager then leverages efficient file sharing features within Microsoft teams to share the travel itinerary and
important documents with members covering the Olympics.

Creates a channel message and shares the team’s schedule for the entire duration of the Olympics using Shifts.

Shares the location and details of the hotel that the team will be staying at using Places.

Finalizes the hotel and shares the travel itinerary with team members in a tab using PDF.

Reaches out to the team members using a channel conversation and shares individual travel tickets and password-protected
documents using the Files tab.

How did Microsoft Teams help the Operations Manager execute her roles Which app integrations on
and responsibilities? Teams made it possible?
 Look up for detailed information about different hotels, restaurants, and venues all within

Microsoft Teams with Places. y
« Make use of channel conversations to share updates in real-time with relevant members.
 Create, update and manage schedules for your team with Microsoft Teams using Shifts. Shifts PDF Places

Organize files into folders for easy access using the Files tab.
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Operations — Sharing the Travel Itinerary and Work Schedule

Microsoft Teams

Teams

wot

=n)

Survey and Feedback

Business Development
General

Central ED Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

Client ¥'s Design Thinking Wor...

General
Collaborative Workshop

Workshop Task Management

Partnerships

Shared Resources

Updates

Olympics 2020

General

Planning and Coordination
Travel and Stay

Customer Complaints

General

Application

Join or create a team

Search or type a command

e General Posis Files Wiki +

@

Megan Bowen 3/19 8:01 AM

Olympic Coverage Schedule

Hi General, I've created individual schedules for the opening ceremony and the entire duration of the Olympics. The events that you will be
covering, the players that you will be interviewing and the production team that you're a part of are all mentioned in the Shifts schedule
that | shared. | will be sharing the travel itinerary shortly.

Collapse all

Pradeep Gupta
Thanks Megan Bowen, will take a look at it.

Diego Siciliani

'0
'0

(1]

Enrico Cattaneo
Looking forward to covering the Olympics

Start a new conversation. Type @ to mention someone.

A ¢ O @B G B

@mention a person, channel or team to make sure your message reaches the relevant personnel. The Operations
Manager shares the team’s schedule for the entire duration of the Olympics using Shifts.

< Post
Olympics 2020 / General

@ You
19 Mar, 09:01
=20

Olympic Coverage Schedule

Microsoft

Hi General, I've created individual schedules for the opening
ceremony and the entire duration of the Olympics. The
events that you will be covering, the players that you will be
interviewing and the production team that you're a part of are
all mentioned in the Shifts schedule that | shared. | will be
sharing the travel itinerary shortly.

Pradeep Gupta 19 Mar, 09:02

Thanks Megan Bowen, will take a look at it.

A5, Diego Siciliani 19 Mar, 09:05
‘.'_ L ]
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Operations — Sharing the Travel Itinerary and Work Schedule

Microsoft Teams

= Olympics 2020

Today < > Thursday, Mar 19, 2020

@ Open shifts

Members

y Diego Sicili...

Pradeep G...

Enrico Catt...

Grady Archie

Megan Bo...

= Search or type a command

Schedule

+ Add group

Interviews

Photography

Interviews

Photography

Copy schedule

18:08

Team shifts

q March 2020

Sun Mon Tue Wed

15 16 17 18 20

Diego Siciliani
Interviews

Pradeep Gupta
Photography

Interviews

Grady Archie
Photography

%o |
ﬂ |Enrico Cattaneo
‘e

The Operations Manager stays connected, in sync with others and manage their staffing schedules using the Shifts

app on Microsoft Teams.

Microsoft

M 40
B2 X

21
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Operations — Sharing the Travel Itinerary and Work Schedule B )
mn Microsoft

Microsoft Teams 4 Search or type a command

Teams Travel and Stay Posts Files Wiki Travel ltinerary @& +

Survey and Feedback Megan Bowen 3/1
IMPORTANT!

Travel and Stay

u Business Development
Hi Travel and Stay, sharing the travel itinerary for the team here, I've also shared your tickets and individual access documents in the folders

General with your name in the Files tab. These are password protected. You will be staying at the Pearl Ryogoku Hotel

Central ED Region
Password: EmployeelD_DOB date/month/year)_UniqueldentificationMumber
Leadership Team

Morthwest BD Region
ﬂ Places & Post
Olympics 2020 / Travel and Stay

Pipeline

Southwest BD Region PEARL RYOGOKU §
TOKYO1-2-24 YOKOAMI @ ou
— 19 Mar, 09:29
=20
IMPORTANT!

Client ¥'s Design Thinking Wor... 5
=
: Travel and Stay

General £
- L)
Collaborative Workshop 1 o E i ) ) .
g Hi Travel and Stay, sharing the travel itinerary for the team
(6] here. I've also shared your tickets and individual access
documents in the folders with your name in the Files tab.
Partnerships - Sobu Main Line These are password protected. You will be staying at the
! ' Keiyo Road Pearl Ryogoku Hotel

Workshop Task Management !

General Q i .
' SRS Password: EmployeelD_DOB date/month/
year)_UniqueldentificationNumber

Legal
Shared Resources bing 3 .
? - (M Places
1 \
Updates - PEARL RYOGOKU
Olympics 2020 TOKYO1-2-24 YOKOAMI

General Directions Go to website

<
= |
=
o
5
=
c
15
b
c

Planning and Coordination

Travel and Stay 5
Sobu Main Line
Keiyo Road

Customer Complaints
General i Diego Siciliani
& Thanks Megan Bowen.
Application
Start a new conversation. Type @ to mention someone.
I G

25" Join or create a team ,&_':.y & o [J] =] D”_q = g ©

Once the Operations Manager finalizes the travel itineraries and accommodation for the team, he posts an
announcement in the channel sharing a PDF and tagging the location using Places in Microsoft Teams.



Operations — Sharing the Travel Itinerary and Work Schedule B )
mn Microsoft

Microsoft Teams Search or type a command

Teams Té Travel and Stay Posts Files Wiki Travel ltinerary ~

Survey and Feedback

Business Development 1L Travel Itlnerary.pdf

General
Central ED Region

Leadership Team Travel Itinerary + a m

Morthwest BD Region
Purpose:  Olympics 2020 - 42020 é Travel Itinerary.pdf
Destination:  Mew “York City 82172020

Pipeline
Southwest BD Region

i =)
DEPARTING FLIGHT Travel Itinerary A@EE

Trip
Start, 41912020

Destination: New York City ET;;? 6/21/2020

Client ¥'s Design Thinking Wor...

Purpose: Olympics 2020

5‘“"" Alfling Fuignt & :"'“"" armval
00
AM
400
P

(4] .
o oo

General . —

A Fabalkam 3 " 1122 O3k
M

§‘3‘: Fabrkam - 113 Toiyo DEPARTING FLIGHT
M

Collaborative Workshop 1

Attine Departurs Fight Arive

Workshop Task Management ! A

8.00

S osaka

Seatlle-
Fabrikam Osaka nz2

Osaka-

9:30
- Fabrikam Toore

400
1134 ool Tokgo

CAR RENTAL

Partnerships
Time Lacation COI'I'IPIEI‘lj' CAR RENTAL

- " . - e e
General (1] saz0 00 Prkup g5 Contosa .

AN Alrport 535 Tokyo
b Pick Up Anport Contoso

142 1145
AM

o 51972 " Dirop OfF =gtz Paear Comloso Drop Off Hotel Pearl  Contoso
Legal iy P

Shared Resources ]
[ — Room  CheckOut

U ) dates 34234 123 Tokvo 52 7114120

Road

Conflr
mé Chack-Out

Olympics 2020 pas EREL 334234 3 e

MEETINGS AND EVENTS

Date  Start  Venue Topic
10:00
AM
200 New National
AM Station

) . . MEETING S AND EVENTS 62020 9% NewNatonal Staon Country Coach Intervews  Press Hall
Planning and Coordination Ttz 90 NowNatona c ross il

5/19/20 New National Station Press Orientation

General

5119120 Stadium Tour

8121120 Orginizers Interviows Press Hall

ienue Taple
Travel and Stay N s A

New hatlanal Station Press Criemation

:_E' Tustians Stadum Tour
- . Station
Customer Complaints

New Natlanal Station Country Caach intervisws

- . New Natlana
General L) Station

Mz Natiana . o
sxation CIpINZEn: IMEriene

DeBar  pie L T——— arive

Application
RETURNING FLIGHT

+ -
2o Join or create a team

The Operations Manager shares a PDF in Teams to display travel itinerary for the team and uploads it to the Files tab

in the channel. The PDF can be pinned as a tab for quick access.
y



Operations — Sharing the Travel Itinerary and Work Schedule )
Microsoft

Microsoft Teams & Search or type a command

Teams Travel and Stay Posts Files Wiki Travel ltinerary —+

Survey and Feedback + New T Upload ~ 2 Sync @ Copy link + Download |- Add cloud storage B Open in SharePoint = All Documents

r_-‘ Business Development
g Travel and Stay

General

Central BD Region Name - Modified | Modified By

Leadership Team

) Megan Bowen March 18 Megan Bowen
Morthwest BD Region
Travel and Stay

Pipeline Grady Archie March 18 Megan Bowen Olympics 2020
Southwest BD Region
Diego Siciliani March 18 Megan Bowen

Client ¥'s Design Thinking Wor...

Enrico Cattaneo March 18 Megan Bowen Megan Bowen
General Modified by Megan Bowen on 19/03/20

Collaborative Workshop Pradeep Gupta March 18 Megan Bowen Grady Archie

Workshop Task Management Modified by Megan Bowen on 19/03/20

Travel ltinerary.pdf March 18 Megan Bowen ) S
oo ) Diego Siciliani
artnerships e Modified by Megan Bowen on 19/03/20

General .
Enrico Cattaneo

Legal Modified by Megan Bowen on 19/03/20

Shared Resources Pradeep Gupta
| pdates Modified by Megan Bowen on 19/03/20

) Travel Itinerary.pdf
Olympics 2020 wos 341 KB, Modified by Megan Bowen on 19/03/20

General
Planning and Coordination

Travel and Stay

Customer Complaints

General

Application

oo

+ -
2o Join or create a team

The Files tab in each channel is a cloud-enabled repository, where team members can store, access and share

important files without leaving the Teams platform.
42



2" Microsoft

Seamless Content Creation and Distribution

| H Sports Editor

Scenario Walkthrough

The Sports Editor is working on an article marking the 200" match of a great baseball player. He seamlessly searches through the
company’s archives of articles around the player, writes the story, gets it reviewed, and coordinates with the design team all within
Microsoft Teams. He leverages powerful editorial and collaborative tools within Teams to ensure that he churns out a great article
on time.

Responds to the Editor-in-Chief and accepts an assignment to write an article celebrating the career of a great player via 1.1 chat.

Searches through the archives for previously written articles around the Player using the search bar within Microsoft Teams.

Creates a message and shares a draft of his article using channel communications.
* Views and resolves comments left by the Editor-in-Chief in a document with shared access using Word.

Creates a private group chat and approves creatives shared by the Designer using Adobe Creative Cloud for Microsoft Teams.

Responds to the Editor-in-Chief who approves the final article and shares the way forward through a channel post.

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

Search for files and documents shared with a chat or channel with easy using the search
bar.

Create, edit and collaborate on documents with team members with Word.

Find, view, and share Adobe Creative Cloud assets within Microsoft Teams using Adobe Creative Word
Creative Cloud for Microsoft Teams. Cloud

Private group chat for seamless flow of information with multiple team members.
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Operations — Seamless Content Creation and Distribution .
Microsoft

Microsoft Teams & Search or type a command

Recent Contacts f@ Adele Vance chat Files Organization Activity —+

Activity

Chat ' ',@ Adele Vance Edited @

@ A Plznner 3/18 Hi, Jordan Miller. Next week would mark the 200th game of Galen O'Shea stellar career, and |
ii. i© Task “Potential Interviews (post and pre-g.. thought you'd be the perfect person to write an article celebrating his success.

Teams )
A 2. Adele and Henrietta 1/18

E ' Henrietta: Thanks Adele Vance Jordan Mil... 3/17 5:46 PM
2 I'd love to do that! I've always been a huge fan of his skills.
Calendar Adele Vance 317 Y 9
Awesome!
Adels Vance é Adele Vance

You'd do great. You might find it useful to check the archives of older articles that we've written ¢ Offline

about Galen OShea.

Henrietta would work with you on the creatives required for the article. Would you be able to give a

o 7
draft by tomarrow EOD? Hi, Jordan Miller. Next week would mark the

200th game of Galen O'Shea stellar career, and
3/17 5:48 PM | thought you'd be the perfect person to write an

Great. I'll get in touch with Henrietta. | should be able to send a draft tomorrow. article celebrating his success.

17 March 17:46

Adele Vance

Awesome!
I'd love to do that! I've always been a huge fan

of his skills.

You'd do great. You might find it useful to check
the archives of older articles that we've written
about Galen O'Shea.

Henrietta would work with you on the creatives
required for the article. Would you be able to give
a draft by tomorrow EOD?

Great. I'll get in touch with Henrietta. | should
be able to send a draft tomorrow.

Type a new message

@

Take conversations offline from channels for 1:1 discussions. The Sports Editor responds to Editor-in-Chief and accepts

an assignment to write an article celebrating the career of a great player via 1:1 chat.
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Operations — Seamless Content Creation and Distribution

Microsoft Teams

Messages  People  Files

The Sports Editor digs through the archives for previously written articles about the player using the search bar within

Galen O'Shea surges to the top ...

Sports Editorial / Shared Documents

Galen O'Shea makes his debut ...
Sports Editonal / Shared Documents

s Galen O'Shea a good fit in Fa...

Sports Editonal / Shared Documents

Galen O'Shea back after a mont...

Sports Editorial / Shared Documents

Galen O'Shea Leads Fabrikam in... 3/2

Sports Editorial / Shared Documents

Huge steback to Fabrikam with ...

Sports Editorial / Shared Documents

Final Team for Season 2020.docx
Sports Editorial / Shared Documents

Fabrikam signs & 530 million de... 3

Sports Editorial / Shared Documents

Top 10 players of the season.docx 3/2

Sports Editorial / Shared Documents

The Rise of Galen O'Shea.docx
Sports Editorial / Shared Documents

Microsoft Team:s.

Check out your search results on the left

2" Microsoft

PEOPLE MESSAGES

The Rise of Galen O'Shea.docx
Sports Editorial > Review and Feedback

Galen O'Shea surges to the top of the rankings.docx
Sports Editorial > Archives

Galen O'Shea back after a month long recovery.docx
Sports Editorial > Archives

Fabrikam signs a $30 million deal with Galen O'Shea.docx
Sports Editorial > Archives

Final Team for Season 2020.docx
Sports Editorial > Archives

Galen O'Shea makes his debut with Fabrikam.docx
Sports Editorial > Archives

Is Galen O'Shea a good fit in Fabrikam.docx
Sports Editorial > Archives

Galen O'Shea Leads Fabrikam i...victory for the 5th time.docx
Sports Editorial > Archives

Top 10 players of the season.docx
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Operations — Seamless Content Creation and Distribution

2" Microsoft

Microsoft Teams & Search or type a command

Teams ﬂ Review and Feedback Posts Files wiki -+ ® Org

q Your teams ﬂ.l Jordan Miller 3/18 2:11 AM
] . .
& I- | The Rise of Galen O'Shea

Hi Adele Vance, here's the first draft of my article on Galen O'Shea. Could you please review it and give me your feedback?

Activity

@ Contoso Company West Region
uge
General

Community I’ﬂ% The Rise of Galen 0'Shea.docx

Calendar HR Announcements

Leadership Review Post
os
Mew Hire l'@ Adele ‘u"ar.lce L é Sports Editorial / Review and Feedback
Sure, | will review it now.
Summer Interns H You
ﬁ_ Jordan Miller 3/18 9:12 AM "";'J 18 Mar, 09:11
Client Z Proiect 9 Henrietta Mueller, I've mentioned the list of creatives that would be needed for the article at the beginning of the doc. o
1ent £ Frojec e The Rise of Galen 0'Shea

General £y Henrietta Mueller 3/18 813 AM  Edited
b I Hi Adele Vance, here's the first draft of my article on Galen
Delivery 0O'Shea. Could you please review it and give me your
: feedback?
Onboarding
Steering Committee
m The Rise of Galen O'Shea.docx

o 25.71 KB
Sports Editorial

THANK YOU

A s ( Adele Vance 18 Mar, 09:12
Archives ' . o
{® Sure, | will review it now.

Review and Feedback

H‘j You 18 Mar,09:12
Customer Complaints &

General

',@ Adele Vance " Henrietta Mueller, I've mentioned the list of creatives
Jordan Miller, |'ve reviewed the dec and left my comments. | loved the statistical comparison between Galen and other great that would be needed for the article at the beginning of
players at the same stage in their careers. the doc.

Application

Jordan Miller 3/18 9:14 AM
Hidden teams y  Thanks Adele, will work on the feedback.

¢ Repl THANK YOU

Start a new conversation. Type @ to mention someone.

Henrietta Mueller 18 Mar, 09:13

25" Join or create a team o ,&_':.y & o [J] =] D”_q 0

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

colleagues can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365.
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Operations — Seamless Content Creation and Distribution

2" Microsoft

File Home Insert Layout References Review View Help 2 Tell me what you want to do [J Comments || [=] Conversation

Activity

Dv Flv ¥ |caibritigntH..v[e0 v A A" B I U &+ A =v I=v & 3= O findv O Dictate & Ideas

- The Rise of a Baseball @ et vnce

Include Galen's name in the title TR 4G B

I_ e g e n d - é The Rise of Galen 0'Shea.docx

Calendar

i3

The Rise of a Baseball Legend
Design requirements

Design requirements

1) Cover page with these stats

1) Cover page with these stats
714 Home runs 714 Home runs

Batting Average -.342
RBI: 2213
RBI: 2213 7 World Series

7 World Series

Batting Average -.342

2) Infographics comparing his batting average with
other great players — Data

2} Infographics comparing his batting average with other great players — Data 3) Infographics comparing Grady Archie’s record at his
100th, 500th, 1000th, 1500th and 1999th match -
Source

3) Infographics comparing Grady Archie’s record at his 100th, 500", 1000, 1500t and

th Gt Irm
19957 match - Source Introduction
He made his debut at the young age of 18 and, by his 200th
match, has undoubtedly etched his name in history as one
of the greatest ever to walk a baseball field. We're not just
looking back at an incredible career of a great player but
also at someone who's revolutionized the game forever.

Introduction

He made his debut at the young age of 18 and, by his 200" match, has undoubtedly etched his name in

109 words  English (India)

Enjoy powerful document creation and editing with Word. Store and access team documents easily within the Files tab

of the channel. The Sports Editor shares the first draft of his article using Word in Teams.
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2" Microsoft

Microsoft Teams & Search or type a command

Chat Recent Contacts aé Adele, © Henrietta &© Chat Files +

Activity

H Recent é Jordan Miller added Adele Vance and Henrietta Mueller to the chat.
Chat

PR FPlanner 3118
i3 . _—
HH Task "Potential Interviews (post and pre-g...

3/18 9:32 AM
Hi Henrietta, we can discuss feedback and inputs for the creatives here.

A ;. Adele and Henrietta /18
%' Henrietta: Thanks Adele Vance Jordan Mil...

E Henrietta Mueller

Calendar ,:@ Adele Vance 317 We  Great! 16:22
AWESOmME.

Please check this sketch of Galen O'Shea that | created and let me know your feedback. Jordan @ é Adele and Henrietta
Miller Adele Vance

Adobe Creative Cloud

Galen O'Shea.ai

ILLUSTRATOR (30 MEB) Hi Henrietta, we can discuss feedback and
inputs for the creatives here.

Published By

Henrietta Mueller

Henrietta M.
Great!
Open in Browser
Please check this sketch of Galen O'Shea
that | created and let me know your
feedback. Jordan Miller Adele Vance
3/18 9:36 AM

This looks beautiful Henrietta! ) Adobe Creative Cloud

Galen O'Shea.ai
ILLUSTRATOR (30 MB)

Adele Vance

Perfect §) 4 Modified Pub

3/17/2020 9:59pm Hen

3/18 9:38 AM

Could you please add this and the other creatives to the doc? I'll rearrange them within the article.
Open in Browser
Henrietta Mueller

Thanks Adele Vance Jordan Miller, will go ahead and add it to the doc.

Type a new message

@

Use a one-on-one chat or a group chat for conversations that don't require the entire team. The Sports Editor creates

a private group chat to discuss sketches created by the Designers.
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2" Microsoft

Microsoft Teams 1 Search or type a command

Teams ﬂ Review and Feedback Posis Files wiki +

Jordan Miller 3/18 9:14 AM
W - l 1 - e 1
Your teams 4 © Thanks Adele, will work on the feedback.

@ Contoso Company West Region +«' Reply

General
Henrietta Mueller -

Community # .
: Final Creatives

Calendar HR Announcements Hi Jordan Miller, Adele Vance, I've added all the creatives to the doc.

H uy I L 18 # #hi { 1
Leadership Review Do let me know if you think they're alright.

Post
Mew Hire i Sports Editorial / Review and Feedback

Summer Interns

Jordan Miller 3/18 242 AM Henrietta Mueller
! ) Thanks Henrietta, all the creatives lock great! L& 18 Mar 00:42

Client Z Project '
Adele Vance 8 9:45 AN Final Creatives

Jordan, this article is very engaging and is geood to go.

Delivery Henrietta the creatives are stunning. Hi Jordan Miller, Adele Vance, I've added all the creatives to

Kudos to you both for a great job! (2 the doc.
Do let me know if you think they're alright.

General

Onboarding

Steering Committee % Jordan Miller 2/18 9:46 AM
Thanks Adele!
Sports Editorial I'll schedule the article for publishing and add it to the archives.

1

You 18 Mar, 09:42
General Adele Vance /18 9:47 | @ Thanks Henrietta, all the creatives look great!

Archives .
Adele Vance 18 Mar, 09:45 g @
Review and Feedback

Jordan, this article is very engaging and is good to go.
Henrietta the creatives are stunning.

Customer Complaints . =
Kudos to you both for a great job! =

General
Application o e ’ N»,  You 18 Mar,09:46 V4

¥ N ‘ Thanks Adele! =
Hidden teams | W ' I'll schedule the article for publishing and add it to the
|13 : archives.

« Reply

Type a new message

o

i 2 ey = — — o
tg  Join or create a team A @ @ [ [ D >

The creatives to go along with the article are shared in the channel and relevant personnel are roped into the
conversation using the @mention feature. The Sports Editor receives a notification when he gets mentioned in a
conversation. 49



2" Microsoft

Track Viewership Metrics and Engagement

Producer

’
,,__/g) e

Scenario Walkthrough

At Contoso, the Producer who's in charge of a daytime talk show understands the need to make data-driven decisions to plan
future productions. She schedules a meeting with the team to analyze the viewership metrics across multiple media outlets
and brainstorm for ideas. Microsoft Teams empowers the Producer to seamlessly analyze data, communicate with team
members and create an actionable plan.

Creates a channel message and @mentions the Analyst asking her to share viewership metrics and social media reactions for
the latest episode.

Receives a notification and responds to a channel message from the Analyst within a message thread.

Views social media analytics and viewership metrics shared by the Analyst within a Power Bl tab.

Schedules a channel meeting to discuss the data and brainstorm for ideas.

Views the Minutes of the Meeting shared in a Teamwork tab within a channel.

Which app integrations on

How did Microsoft Teams help the Producer to execute her roles and | |
Teams made it possible?

responsibilities?

 Turn complex data into powerful, visual graphics to make informed and data-driven
decisions using Power Bl within a channel.

Al

Teamwork Power Bl

 Search for notes, tasks, spaces or people and share details with your team using
Teamwork.

» Effective channel communication with @mention feature for quick updates.

« Complex set of hurdles overcome without communication gaps with channel meetings
and conversations.
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Operations — Track Viewership Metrics and Engagement )
Microsoft

Microsoft Teams & Search or type a command

Teams General Posts Files Wiki MoM @) Viewership Met.. @@

U Morning Show Production
. 9 a Patti Fernandez 3/18 12:42 PM  Edited

General b Episode 4: Review and Analysis

. . o Hi General, the previous episode was one of our highest rated so far.
Advertisement Schedule

Kudos to you all for your effort! (55

Program Schedule Irvin Sayers, could you please share the viewership metrics for Episode 4 and also the social media response to the episode?
Updates
We'll get on a call and discuss this later today Miriam Graham, Allan Deyoung.

Business Development
= P Post

- Morning Show Production / General
General

Central BD Region Irvin Sayers You

- i i L wi i . 18 Mar, 12:42 pm
Leadership Team Hi, Patti Fernandez. | will share the analytics for these g, p

Northwest BD Region Patti Fernandez 3/18 12:44 P Episode 4: Review and Analysis

T Allan Deyoung, If there’s a quick and short marketing campaign that you'd like to have around the most popular moments in the episode, . . . .
ipeline Hi General, the previous episode was one of our highest rated

so far.

Kudos to you all for your effort! =

Irvin Sayers, could you please share the viewership metrics

for Episode 4 and also the social media response to the

episode?

let’s discuss that over a call too.
Southwest BD Region
Allan Deyoung
Northwind Website Update Yes Patti Fernandez, that would be great! (&

General Miriam Graham

. _ { Looking forward to the call! “ = ) . o
Business Analyst Team We'll get on a call and discuss this later today Miriam

Development Team Graham, Allan Deyoung.

X and Design Team .
Irvin Sayers 18 Mar, 12:43 pm @

Morthwest Experience Design T... s+ Hi, Patti Fernandez. | will share the analytics for these.

General
Analyst-Sr. Analyst You 18 Mar, 12:44 pm

Consultant-Sr. Consultant ' Allan Deyoung, If there's a quick and short marketing
campaign that you'd like to have around the most

Manager-Grp. Manager
popular moments in the episode, let's discuss that over

: a call too.
@ Contoso Company West Region

General

Community
Start a new conversation. Type @ to mention someone.

25" Join or create a team ,&_':.y A2 [J] =] D”_q B 0

s = 1

@mention a person, channel or team to make sure your message reaches the relevant personnel. The Producer

assigns tasks in the channel and relevant personnel are roped into the conversation using the @mention feature.
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Microsoft

Microsoft Teams Search or type a command

Teams W ﬂ General Posts Files Wiki MoM @) Viewership Met.. @@

-
Morning Show Preduction

General
Advertizement Schedule

Program Schedule

! Rep y
Updates ?

220 M Q@ o%
Business Development Irvin Sayers Post
' Viewership and Social Media Metrics < Morning Show Production / General

General Hi General, I've added the viewership metrics for Episode 4 and also social media analytics and social media sentiment analytics in a dashboard

Central BD Region here. C" Irvin Sayers
Leadership Team i: v 18 Mar, 1:04 pm

Collapse all
Marthwest BD Region Viewership and Social Media Metrics
Sinaline gl Allan Deyoung
peine - Thanks Irvin Sayers, this looks great! Hi General, I've added the viewership metrics for Episode 4
Southwest BD Region and also social media analytics and social media sentiment
Patti Fernandez 3/18 1:053 PM Edited analytics in a dashboard here.
- . anil =1 |
Morthwind Website Update Thank you Irvin Sayers!
I will schedule a call with the team to discuss and break down this report. (&2

General @‘ Allan Deyoung 18 Mar, 1:05 pm

Irvin Sayers 6:33 PM e . .

Business Analyst Team - Thanks Irvin Sayers, this looks great!

Development Team
You 18 Mar, 1:05 pm V4

X and Design Team
Thank you Irvin Sayers!

Northwest Experience Design T... I will schedule a call with the team to discuss and
break down this report. =

General

Analyst-Sr. Analyst S Irvin Sayers 23 Mar, 6:33 pm

Consultant-Sr. Consultant

Manager-Grp. Manager

@ Contoso Company West Region
General

Community
Start a new conversation. Type @ to mention someone.

oo

+ y - — — .
ga Join or create 3 team T [ﬂ] =] &d [1[ 0

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The Analyst

presents viewership and social media metrics data to the Producer using a Power Bl dashboard.
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mn Microsoft

Microsoft Teams E4 Search or type a command
a

= Teams N ﬂ General Posts Files Wiki MoM Viewership Metrics ~

Activity

1
a Morning Show Preduction

Chat

General
-l @
e Advertizement Schedule
Teams

Program Schedule

E Updates

Calendar

‘. Business Development

Viewership Metrics and Social Media Sentiment & Viewership Metrics

- Morning Show Production / General
General

P | Central BD Region Social Media Sentiment Number of Tweets per hour using #Contoso last week

Files

Leadership Team Negative @HMeut

Morthwest BD Region

Pipeline

Southwest BD Region -

Morthwind Website Update

General

Business Analyst Team . . . e
Total Viewership by Episode (In Millions)

Development Team

X and Design Team

Morthwest Experience Design T..

General

Analyst-Sr. Analyst

Consultant-Sr. Consultant
Manager-Grp. Manager
@ Contoso Company West Region

General

Community

+ -
28 Join or create a team

A Power Bl dashboard offers a visually rich view of current and projected data. The Producer uses Power Bl to

understand viewership metrics and social media sentiment analysis.
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Activity
&'
Chat
-l B
uge

Teams

Calendar

Microsoft Teams

Teams

Morning Show Preduction

@

got

=n)

General
Advertizement Schedule
Program Schedule

Updates

Business Development
General

Central ED Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

Morthwind Website Update
General

Business Analyst Team
Development Team

X and Design Team

Morthwest Experience Design T..

General
Analyst-Sr. Analyst
Consultant-Sr. Consultant

Manager-Grp. Manager

Contoso Company West Region
General

Community

Join or create a team

W

Search or type a command

ﬂ General Posts Files Wiki MoM Viewership Metrics —+

s

Patti Fernandez 3/18 1:26 PM Edited
Episode 4 Review and Brainstorming
Hi Morning Show Production, scheduling a call to go through the viewership and social media metrics.

We will analyze the following and also brainstorm on how we could capitalize on ideas based on what worked best.

Parts of the episode that was spoken of the most on social media
Viewership metrics through various points in the episode

Overall sentiment analysis of the social media sentiment around Episode 4
Aspects of the episode that received the most negative reactions

What we expected would be a hit vis-a-vis what actually was a hit

Episode 4: Brainstorming and Analysis
Wednesday, March 18, 2020 @ 1:30 PM

Episode 4: Brainstorming and Analysis ended: 9m 53s

Miriam Graham

This was a very insightful call. Thanks, Patti Fernandez!

Thank you all for joining the call. This was a productive analysis and brainstorming session. Irvin Sayers, could you please share the
minutes of the meeting?

Irvin Sayers

Sure Patti Fernandez, you can find the minutes of the meeting here - MoM

Allan Deyoung
I loved the idea of creating memes based on memorable guest reactions in the show. | will work with my team to try and put out a few
from the previous episode.

Patti Fernandez 3/18 1:49 PM

That would be great! (2

¢« Reply

Start a new conversation. Type @ to mention someone.

e & g0 > @

The Producer schedules a channel meeting to discuss the reports. Use the meeting thread for follow-up conversation

about meeting outcomes.

2" Microsoft

Post
Contoso Games / Concept Art

Episode 4: Brainstorming
and Analysis
Wednesday, 18 March 2020 @ 1:30 PM

Scheduled by you

Meeting ended 9 min 53 sec

Miriam Graham 18 Mar, 1:46 PM

This was a very insightful call. Thanks,
Patti Fernandez!

Miriam Graham 18 Mar, 1:46 PM

Thank you all for joining the call. This was a
productive analysis and brainstorming session.
Irvin Sayers, could you please share the minutes
of the meeting?

Irvin Savers 18 Mar. 1:49 PM

N W ¢ @ A
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Microsoft Teams E4 Search or type a command
a

x Episode 4: Brainstorming and Analysis Chat Details Scheduling Assistant Mesting notes  Whiteboard “

Activity

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

Patti Fernandez

Organizer

& Episode 4: Brainstorming and Analysis a

L@
= il s Irvin Sayers X @ Miriam Graham g Allan Deyoung  * + Optiona
H cl‘l

Irvin Sayers
Unknown

@ Miriam Graham
Unknown

] Mar 18, 2020 1:30 PM = Mar 18, 2020 ! y : @ All day

Suggested: No suggestio

Allan Deyoung
Unknown

i ¥
&

Does not repeat

Add location

Paragraph

Join Microsoft Teams Meeting

+1 872-242-T651 United States, Chicago (Toll)

Conference ID: 556 964 75#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Easily schedule meetings and find the best available times for invitees through the native scheduling calendar. The
Producer uses this feature to set up channel meeting.

2" Microsoft

< General
Morning Show Production

DETAILS

Episode 4: Brainstorming and Analysis

Wednesday, 18 March 2020
1:30 pm - 2:00 pm
& +1872-242-7651 (Toll)

Join Microsoft Teams Meeting +1 872-242-7651 United
States, Chicago (Toll) Conference ID: 556 964 75#
Local numbers | Reset PIN | Learn more abou See more

SHARED TO CHANNEL

General
MS ) .
Morning Show Production

PARTICIPANTS (4)

@ Patti Fernandez

Organiser

@ Allan Deyoung
OO  Unknown
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Microsoft

Episode 4: Brainstorming and Analysis

& Episode 4: Brainstorming and Anal...
01:48 4 attendees

Irvin Sayers &, -

AllanD % IrvinS %

Miriam G %

Allan Deyoung 2, Miriam Graham &,

During a meeting, the participants can use rich meeting capabilities to make the meeting engaging and productive.
Needless to say, meetings are fully supported on mobile clients too!




Operations — Track Viewership Metrics and Engagement B )
mn Microsoft

Microsoft Teams

- Teams General Posts Files Wiki MoM -  Viewership Met.. (I

Activity

Your teams

ﬂ Morning Show Production

General ) _ . ) )
List Board able ashboard Milestones Viessage More...
Advertisement Schedule

Program Schedule
od D) versions
Updates
. & MoM

Morning Show Production / General

Contoso Entertainment Minutes Of l‘v’leeting
General @ MoM Contoso Media

Legal

. . List Board Table * Dashboard Files Time
Project Funding

Sales 1. Highest social media reactions made in the first segment of the show
Upcoming Events 2.Social media sentiment analysis shows that most of the reactions were positive

2. Breakdown most talked-about scenes into small clips and share it on social media - Video

Hidden teams Editor — Minutes of Meeting

4.The week in a minute was the most successful segment @
s.Viewership dropped by 7 percent by the end of the episode
6. Viewership peaked by 10 minutes into the episode 1.Highest social media reactions made in t

7. Create merchandise based on the most talked-about social media moments after each 2.Social media sentiment analysis shows th
. 3. Breakdown most talked-about scenes int(
episode
4. The week in a minute was the most succe|
s.Viewership dropped by 7 percent by the 4

6. Viewership peaked by 10 minutes into th4
Comments

@

7. Create merchandise based on the most t4

Comments

28 Join or create a team

Teamwork lets you add content from within the app or in collaborative spaces as tab Pages in Microsoft Teams.

Quickly disseminate meeting outcome, notes and action items among team members with Teamwork.
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Sourcing and Publishing a Story
News Coordinator

Scenario Walkthrough

2" Microsoft

Being one of the most sought-after news houses in the country, Contoso must push latest updates to a breaking story almost
as soon as it happens. The News Coordinator sees a multiple vehicle collision story breaking on Twitter. She scrambles the
reporting, video and desk crew for pushing latest updates to their news website using Microsoft Teams.

Assembles the team for a daily stand-up and discusses plans for the day ahead.

Configures a website to showcase a story being picked up by social media trends.

@mentions the relevant team members to get their attention on a pressing situation.

Keeps track of the assigned tasks and reviews their progress.
How did Microsoft Teams help the News Coordinator to execute her roles
and responsibilities?

 Bing News helps keep the team in the loop and engage them with relevant and latest
industry practices and trends.

Integration of Website facilitates periodic updates from Twitter to a dedicated channel.

Shifts enables team members to stay connected and manage their staffing schedules.

Wrike helps the News Coordinator to assign tasks and review them subsequently.

OneNote allows shared access to important notes and documents for team members.

Collaborates with them to get articles, videos, pictures, etc. up and running on the website.

Which app integrations on
Teams made it possible?

Website  SharePoint Power  OneNote
Automate

Bing News  Places Wrike Shn‘ts




Operations — Sourcing and Publishing a Story Mi ft
ICrOoSsO

Microsoft Teams Search or type a command

Teams T General Posts Files Wiki —+

Activity

H Your teams

@ Johanna Lorenz 3/20 11:44 AM
Client £ Project Quick Sync

g Hi team, hope you all had a good weekend. Like we had discussed last week, we will all connect at 12 noon for a quick sync to discuss important

General stories for the day and plan to put up as many stories as possible.

Delivery Let's get cracking team! @)

Calendar Onboarding Daily Stand Up
Steering Committee Friday, March 20, 2020 @ 12:00 PM

< Post
Collapse all Contoso Network / General

Clients and Services Daily Stand U ded: 39m 15 :
=] aily Stand Up ended: 39m 15s v Daily Stand Up
General

. Jordan Miller Friday, 20 March 2020 @ 12:00 PM
Legal {0 Great meeting, team. Thanks for connecting! (2 ‘@

|
Updates Johanna Lorenz 3/20 12:36 PM

i . As discussed on the call, this story is topping the charts today: Scheduled by you
Contoso Network

General Meeting ended 39 min 15 sec

Breaking News
. D.C. area may see weather pattern
Live Updates
favorable for snow Monday, but it
MNation-wide Updates
2 Wes Junker, Capital Weather Gang's winter weather expert, . .
Regional Updates - in an email that if this storm had come along in January % Jordan Miller 20 Mar, 12:31 PM V4

A . or February, ould probably provide us with a winter ¥ Great meeting, team. Thanks for connecting!
weather event” with accumulating w and/or a frozen mix. 50
Hidden teams it ning the ultimate kick in the pants for loca -

5 ad comment ...

3/19/2020 9:52 PM

You 20 Mar, 12:36 PM V!

As discussed on the call, this story is topping
the charts today:

£€ more

@9, Jordan Miller 3 nNews

8]
- Pradeep Gupta, also let’s keep an eye on any updates on Super Tuesday. These stories always work well with our audience. j . D.C. area may see weather pattern favorable for
) snow Monday, but it may be too late to matter
&

_._"“‘-

+ Reply Wes Junker, Capital Weather Gang's

Start a new conversation. Type @ to mention someone.

N W g @ A

oo

85" Join or create a team by & ) @ [ cd > g L

Stay up-to-date on current events courtesy of Bing News. Find coverage of local, national and worldwide news, then

share it in a channel. The News Coordinator updates the team about a trending story using Bing News tab.
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Daily Stand Up

Jordan Miller ',

JordanM % PradeepG %

-~

't,
!\-:; )
-

DiegoS X

IR Y

Diego Sicliani &, Pradeep Gupta &,

Plan meetings or keep them impromptu, according to team members’ availability, which reflects in the native
scheduling calendar. Hold seamless calls and conferences and share screens with enhanced security.




Operations — Sourcing and Publishing a Story

2" Microsoft

Microsoft Teams Search or type a command

Teams Breaking News Posts Files Wiki Twitter Trends High Priority Stories  Quotes from Eyewitne.. -+

Activity

H Your teams Johanna Lorenz  3/20 1:30 PM
o Accident at MLK Jr Way!
Client Z Project i ) ] _ o ) ) ) ) )
HH Hi team, just saw this trend on Twitter. Initial reports suggest that more than 30 vehicles have collided into each other at Martin Luther King Ir
General Way.

| Delivery Let’s push out multiple articles around this along with videos and pictures from the site.

e Onboarding Check out these tweets by the Seattle Police Department - Twitter Trends

Steering Committee
Post
Contoso Network / Breaking News

Clients and Services

llapse You
General ‘ 20 Mar, 13:30
@9, Jordan Miller ©

That's bad! | just checked the availability of the team and sent them a notification to take this up as a priority. Accident at MLK Jr Way!

Updates We have this covered! |2 ] ] ) ) »
Hi team, just saw this trend on Twitter. Initial reports suggest

Johanna Lorenz  3/20 2:51 PM that more than 30 vehicles have collided into each other at
Perfect. Martin Luther King Jr Way.

General I've updated the task list here - High Priority Stories.

Contoso Network

Let's push out multiple articles around this along with videos

Breaking MNews and pictures from the site.
2. Jordan Miller

Live Updates == Check out these tweets by the Seattle Police Department -
Mation-wide Updates " Twitter Trends
Regional Updates

Jordan Miller 20 Mar, 13:31 V4
Hidden teams  That's bad! | just checked the availability of the team
and sent them a notification to take this up as a
priority.
We have this covered! =

You 20 Mar, 14:51 V4

Perfect.
I've updated the task list here - High Priority Stories.

Start a new conversation. Type @ to mention someone.

oo

85" Join or create a team by & ) @ [ cd > g L

The News Coordinator alerts the team about an accident sharing Twitter trends and then 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! 61
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B& Microsoft

Microsoft Teams E4 Search or type a command

Teams T Breaking News Posts Files Wiki Twitter Trends -~ High Priority Stories 1 more O - +

Your teams

Client Z Project

General

New ¢7 Quickedit B Exportto Excel 85 Open in SharePoint +:- = All ltems

Twitter

Delivery

Onboarding

Steering Committee weets weets + Add column .
é Twitter Trends

- . N Contoso Network / Breaking News
iants 3 - 'Hi Seattle, the 725 Martin Luther King Way ...
Clients and Services g ¥

General ‘The injured have been taken to the Fabrika..

Legal
SE Sports Editorial
Updates Public group

Contoso Network + New - = Alltems v Y ® Z

General

Twitter

Breaking News

Live Updates Tweets
MNation-wide Updates
oo ‘Hi Seattle, the 725 Martin Luther King Way Jr Way i...
Regional Updates

‘The injured have been taken to the Fabrikam Medic...
Hidden teams

a

+ -
25 Join or create a team

The News Coordinator integrates a tab to bring in tweets with specific hashtags using Microsoft Flow. Create a custom

Flow to scan social media for information and auto-save the tweets to a SharePoint List.
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2" Microsoft

Microsoft Teams EA Search or type a command

Activity

Delete

8 AM - 5 PM

‘a Johanna Lorenz Open shift
Edit Shift

03/20/2020 2:00 AM : 5 9h Schedule group Unnamed
Starts 20 Mar, 8:00 am (IST)

20 Mar, 5:00 pm (IST)

MNews Coordinating

tivities (D) Assigned to

ally aCtlivilies or anmy aaaimional breaks that

Add activity ‘a Johanna Lorenz
(]

Notes

%; News Coordinating

Whether you're putting together a schedule for your team or swapping shifts with a teammate, Shifts got you covered.

The News Coordinator creates schedule for reporters using Shifts.
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|

Activity

Calendar

Microsoft Teams
Teams

Your teams

Client Z Project

General
Delivery
Onboarding

Steering Committee

Clients and Services

General

Updates

Contoso Network
General

Breaking News

Live Updates
MNation-wide Updates

Regional Updates

Hidden teams

oo

+ -
23 Join or create a team

W

Microsoft

Search or type a command

Breaking News Posts Files Wiki Twitter Trends High Priority Stories Quotes from Eyewitne...

Diego Siciliani
Incident Coverage
Grady Archie and | are on my way to the site. We will be sending live feed from here.

ﬂ Places

Martin Luther King Memorial Park S 4@

2200 Martin Luther King Jr Way S, Seattle, WA, 98144
Post
< : < Contoso Network / Breaking News

Diego Siciliani
20 Mar, 15:48

Incident Coverage

Grady Archie and | are on our way to the site. We will be
sending live feed from here.

Places

MT. BAKER . . .
bbing i, ® 2020 Microsoft Corporation ® 2020 HERE Martin Luther King Memorial Park
Local bu 2200 Martin Luther King Jr Way S, Seattle, WA, 98144
Daily 4:00 AM-11:30 PM (50 (50
[206) 684-4075
Information from Bing Maps, Yelp,

NORTH BEACON HILL

See less

Directions Go to website

NORTH BEACON HILL
MT. BAKER

Pradeep Gupta Bbing L, © 2020 Microsoft Corporation ® 2020 HER
Injured ones are being taken to the Fabrikam Hospital nearby. | am rushing there. Will keep updating. Local busiriess
Daily 4:00 AM—11:30 PM

Jordan Miller 206) 684-4075

That was quick workaround. Thank you, guys!

Start a new conversation. Type @ to mention someone.

© @B B 2 b v

Once the Reporter gets to know the accident location, he posts an update in the channel tagging the location using

Places in Microsoft Team:s.

o4
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2" Microsoft

Microsoft Teams Search or type a command

Teams T Breaking News Posts Files Wiki Twitter Trends High Priority Stories  Quotes from Eyewitne...

Activity

H Your teams Grady Archie
Clnt 7 Pro First Visuals from MLK Jr Way
cz lent £ Project e . ) i o . .
. ! Hi team, High Priority Stories here are the first visuals from the incident. We also have a byte from one of the first responders, will add that here

ugr
General as well. CC: Johanna Lorenz Jordan Miller

E Delivery |

Calendar Onboarding
Jordan Miller

Steering Committee Alright, great pictures Grady Archie. Henrietta Mueller, | have selected a few pictures from these. You can go ahead and make covers for

< Post
the copies. Contoso Network / Breaking News
Clients and Services

General Johanna Lorenz  3/20 5:51 PM Grady Archie
Brilliant images, Grady Archie! Allan Deyoung, post these pictures on our socials STAT! This could give us traction on social media. 20 Mar, 17:12

Updates Jordan Miller First Visuals from MLK Jr Way

Johanna Lorenz yes, for sure! (2 ) . o . ] )
Hi team, High Priority Stories here are the first visuals

Contoso Network Johanna Lorenz /20 5 from the incident. We also have a byte from one of the first
responders, will add that here as well. CC: Johanna Lorenz
General Jordan Miller

Breaking News

Live Updates % Jordan Miller 20 Mar, 17:45

Mation-wide Updates 'l ~ Alright, great pictures Grady Archie. Henrietta Mueller,
’ | have selected a few pictures from these. You can go

o
Regional Updates ahead and make covers for the copies.

Hidden teams You 20 Mar, 17:51

Brilliant images, Grady Archie! Allan Deyoung, post
these pictures on our socials STAT! This could give us
traction on social media.

! REP :I.

Jordan Miller 20 Mar, 17:53
Diego Siciliani (
i 1@
On-site Report Johanna Lorenz yes, for sure!

CQuotes from Eyewitnessas - here are some quotes shared by eyewitnesses and injured ones from the site,

Start a new conversation. Type @ to mention someone.

oo

85" Join or create a team by & ) @ [ cd > g L

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.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams T Breaking News Posts Files Wiki Twitter Trends High Priority Stories ~ 1 more ~

Your teams

Client Z Project

General

Delivery
Review Pictures

Onboarding : WM
- In Progress : o »

Steering Committee . —_— .

On-Site Pictures & High Priority Stories Q Y
. . - 8 Not shared

Clients and Services Completed
General

Legal

e . G Set start and end dates to see project progress.
Updates Editorial Review

In Progress

Contoso Metwork
Develop a Story

General In Progress [l Review Pictures

Breaking News Assien Reporters In Progress
Live Updates Completed
Mation-wide Updates Editorial Review

. In Progress
Regional Updates g

Develop a Stor
Hidden teams B :

In Progress

o

+ -
29 Jloin or create a team

Add any Wrike project as a tab and create task lists, add details. You can even edit images in the Wrike project without
leaving Teams.

06
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2" Microsoft

Microsoft Teams Search or type a command

Teams Breaking News Posts Files Wiki Twitter Trends High Priority Stories  Quotes from Eyewitne.. -+

Activity

a Your teams —
r@_ Diego Siciliani
Client Z Project b On-site Report

e _ | Quotes from Eyewitnesses - here are some quotes shared by eyewitnesses and injurad ones from the site.
Genera

Delivery
@

Calendar Onboarding Pradeep Gupta

Steering Committee | was able to get some responses from those in the hospital. I'll add them in the same tab. (&

Post
Diego Siciliani Contoso Network / Breaking News
Clients and Services Thank you, Pradeep Gupta. | added them in my copy. Jordan Miller, the copy is ready, have saved it on Wrike. ) o

Diego Siciliani
General . Jordan Miller - . 20 Mar, 18:47

Alright, the copy looks great. Just tweaked it a little. The copy is live on the website. Thank you, team!

On-site Report

Updates
Quotes from Eyewitnesses - here are some quotes shared by

eyewitnesses and injured ones from the site.

Contoso Network

General LBE - ', Pradeep Gupta 20 Mar, 18:52 Ve

Breaking News | was able to get some responses from those in the

Live Updates . B 4 : i hospital. I'll add them in the same tab. =

MNation-wide Updates

: Diego Siciliani 20 Mar, 18:53 V4
Regional Updates g

Thank you, Pradeep Gupta. | added them in my copy.

: — Jordan Miller, the copy is ready, have saved it on
Hidden teams ; Wrike

Pradeep Gupta [

Jordan Miller, yes, fantastic efforts by the team. (&
Jordan Miller 20 Mar, 18:59

Alright, the copy looks great. Just tweaked it a little.

L3 The copy is live on the website. Thank you, team!

‘@ Johanna Lorenz  6:35 PM

Start a new conversation. Type @ to mention someone.

oo

85" Join or create a team by & ) @ [ cd > g L

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
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B& Microsoft

Microsoft Teams A Search or type a command

Teams W Breaking News Posts Files Wiki Twitter Trends Quotes from Eyewitn... ~ 1more v

a

Activity

i fourteams Contoso Network * Quotes from Eyewitnesses # Openinapp - @ Help
Client Z Project
i > :
e General Quotes from Eyewitnesses
Delivery . L e

Calendar Onboarding

Steering Committee
“This is the 6t time this year that we’re seeing multiple vehicles

Clients and Services crashing against each other. MLK Jr way is messed up!”
General

Quotes from Eyewitnesses

Tuesday, March 31, 2020 11:50 AM

Legal “Was on my way to work when | saw a trailer lose control while

Updates entering MLK Jr way from the north. Terrifying!”

|. “This is the 6t time this year that
we’re seeing multiple vehicles
crashing against each other. MLK Jr
way is messed up!”

Contoso Metwaork
General . “Thank God, no lives were lost during this collision. Need a

H o~
Breaking News permanent fix.

Live Updates

Mation-wide Updates
“Was on my way to work when | saw

a trailer lose control while entering
MLK Jr way from the north.
Terrifying!”

Regional Updates

Hidden teams

“Thank God, no lives were lost during
this collision. Need a permanent fix.”

+ -
g8 Join or create a team

Collaborative and powerful document creation with OneNote in Microsoft Teams. Eyewitness quotes are collated in a

OneNote tab.
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Microsoft Teams
Teams

Your teams

Client Z Project

General
Delivery
Onboarding

Steering Committee

Clients and Services
General
Legal

Updates

Contoso Network
General

Breaking News

Live Updates
MNation-wide Updates

Regional Updates

Hidden teams

oo

+ -
23 Join or create a team

W

Search or type a command

Breaking News Posts Files Wiki Twitter Trends High Priority Stories ~ 1 more ~ -

" 4

Tasklist

Review Pictures

In Progress

On-Site Pictures

Completed

File a Story

Completed

Editorial Review

In Progress

Develop a Story

In Progress

Assign Reporters

Completed

File a Story

+ Add contact

Completed

Description

For the Sixth Time this Year, MLK |Jr Witnesses another 30-Vehicle
Collision. Fog or Fate, Who's to Blame?

As many as 30 cars and a trailer were involved in a collision on Monday
evening at the notorious MLK Jr way. The street already holds a bad rep
when it comes to the safety of those on the wheels. This time around,
than 80 people were involved in the collision. But the only respite to thig
is that no lives were lost. A few got injured and were immediately rushe
the nearby Fabrikam Medical Centre.

As per the eyewitnesses and first responders present on the site, a trail
seen entering the street from the north. But somehow, the driver lost cd
during the turn, resulting into this massive glitch. It went on and directly
car standing in the traffic line. Other than the poorly designed roads, th
also to blame. It had even snowed a little before the accident.

For now, both the lanes and the left general-purpose lanes are out of sg
the experts figure out how they can improve the situation there.

March 20
Johanna Lorenz changed status o 6:57 PM

Johanna Lorenz updated description, 6:57 PM

Collaborate more efficiently while working on Wrike. It allows you to add more tasks and update the status of your

projects and even upload your work without leaving Teams.

é

TASK SUBTASKS ATTACHMENTS

File a Story

Completed

Set date

: \ /1 » Add assignee

High Priority Stories

For the Sixth Time this Year, MLK Jr Witnesses another
30-Vehicle Collision. Fog or Fate, Who's to Blame?

As many as 30 cars and a trailer were involved in a collision
on Monday evening at the notorious MLK Jr way. The street
already holds a bad reputation when it comes to the safety of
those on the wheels. This time around, more than 80 people
were involved in the collision. But the only respite to this
news is that no lives were lost. A few got injured and were
immediately rushed to the nearby Fabrikam Medical Centre.
As per the eyewitnesses and first responders present on the

SHOW COMMENTS

Write a comment >

Microsoft
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2" Microsoft

Microsoft Teams Search or type a command

Teams W Live Updates Posts Files Wiki +

Activity

a Your teams @ Johanna Lorenz  3/20 7:06 PM
Client Z Project Super Tuesday Update
H-H Hi team, we should start working on covering the latest updates on Super Tuesday. | came across this just now.
General

E Delivery u News

Calendar Onboarding Super Tuesday 2 results: Joe Biden

Steering Committee wins Michigan primary, ABC News

é Live Updates

see live Super Tuesday 2 results from the Contoso Network

Clients and Services i i today. |t's a dramatic reversal of

fortune for Biden, whose campaign appeared on the brink of

collapse just two weeks ago. Sanders opened the nomination

process with strong showings in lowa, New Hampshire and

ﬂg“l Nevada, but Biden rebounded in South Carolina and built

Ly {= A g L =5 a4 -
ABC 7 Chicago | 3/10/2020 11:06 PM

Updates = ‘@ 2o
U e less 20 Mar, 19:06
]

Contoso MNetwork vas Super Tuesday Update
ollapse all
General Hi team, we should start working on covering the latest

. ) @, Jordan Miller updates on Super Tuesday. | came across this just now.
Breaking News 40 Johanna Lorenz we're on it. Thank you for letting us know. (22 N
ews

General

Live Updates Pradeep Gupta Super Tuesday 2 results: Joe Biden wins

Nation-wide Updates i ; Michigan primary, ABC News projects

Regional Updates = <= . e § Scroll down to see live Super Tuesday 2
i i results from the individual states voting
today. It's a dramatic reversal of fortune
for Biden, whose campaign appeared
on the brink of collapse just two weeks
ago. Sanders opened the nomination
process with strong showings in lowa,
New Hampshire and Nevada, but Biden
rebounded in South Carolina and built ...

Let's Do I
eT S 0 T ABC 7 Chicago | 3/10/2020 11:06 PM

Jordan Miller 20 Mar, 19:07 g @

Hidden teams

« Reply
Johanna Lorenz, we're on it. Thank you for letti

Start a new conversation. Type @ to mention someone. know. =

oo

85" Join or create a team A, & @ m [ ca &= g L

As a new story starts breaking, the News Coordinator updates the team using Bing News and the team moves on to
the new task.
70



2" Microsoft

Managing Live Coverage Breaking Schedule

Media Coordinator

Scenario Walkthrough

The Media Coordinator at Contoso understands the risk of live games extending beyond the estimated end time. When she
discovers that the start of the match has delayed by 15 minutes, she immediately schedules a call with the producer of the
post-match analysis show. She works out a plan to shorten or delete segments to ensure that none of the other shows airing
on the channel are affected. The Media Coordinator leverages communication tools within Microsoft teams to carry out

her tasks and maintain producer confidence.

 Posts a channel message and @mentions relevant personnel updating them of the match delay using channel
communications.

* Discusses changes to the post-match analysis show to ensure that it ends on time via a channel meeting.
» Coordinates with the Producer to view and edit the schedule of the post-match show using an Excel tab.

* Reaches out to the Producer of the show scheduled after the post-match analysis to reassure her that the schedule will
remain the same via a 1.1 chat.

* Receives appreciation from the Producer for his timely reassurance via Praise.

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

« @mention to quickly catch the attention of relevant team members.
« Open channel meetings to ensure that everyone is on the same page.

« 11 chat to reach out to team members to quickly communicate and share files.

. e Excel Praise
 Pin important documents as a tab within a channel for easy access.

/1
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2" Microsoft

Microsoft Teams Search or type a command

Teams Program Scheduling rosts Files Wiki Schedule

Your teams . Emily Braun 3/17 1:34 PM
IMPORTANT!
@ Contoso Company West Region Match De|ayed
Hi Program Scheduling, as you all know, the match has been delayed by 15 minutes due to rain and will most likely end 15 minutes later

than expected. We will have to make changes to the post-match analysis show so that it ends on time, Let’s get on a call to discuss how we
Community can shorten the post-match show. Patti Fernandez, Jordan Miller

General

HR Announcements

Collapse all

Leadership Review :
SHIp Reviey @ Patti Fernandez E Post
Mew Hire Yes, let's remowve a few minor segments within the show to save time. The expert guest will remain schedules to give a 10-minute Contoso Sports Network / Program Scheduling

analysis of the match.

Summer Interns

Meeting ended: 3m 27s : s & b, 1Y70; e
Contoso Sports Metwork ar, 13:
Patti Fernandez IMPORTANT!

General Great! |'ve updated the schedule and marked segments that we'll be deleting.
Match Delayed
Advertising Schedule Jordan Miller

Ideas = Will communicate the change with the rest of the commentators and experts. Hi Program Schgduling, asyou "’?" know, .the matc.h has been
delayed by 15 minutes due to rain and will most likely end 15

Program Scheduling A Emily Braun 3/17 1:54 PM minutes later than expected. We will have to make changes
; Thanks alll I'll get in touch with Debra whao's the producer of the show that’s scheduled after the post-match segment and reassure to the post-match analysis show so that it ends on time. Let's
Marketing her that her slot will remain unaffectad. get on a call to discuss how we can shorten the post-match
show. Patti Fernandez, Jordan Miller
General Patti Fernandez Edited

Research ) Patti Fernandez 17 Mar, 13:36

Social Media Trends Yes, let's remoye a few minor segment§ W|th|n.the
show to save time. The expert guest will remain

Targets and Reports schedules to give a 10-minute analysis of the match.

Hidden teams Meeting ended

3min 27sec

Patti Fernandez 17 Mar, 13:53 o
Great! I've updated the schedule and marked segments
that we'll be deleting.

Type a new message

oo

+ -
2o Join or create a team

The Media Coordinator gets in touch with the team to update them about the delay in the match. She engages the

team with a quick meeting using the Meet Now feature in Teams.
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2" Microsoft

Microsoft Teams Search or type a command

Teams T Program Scheduling rosts Files Wiki Schedule ~

Your teams ) )
: File Home Insert Data Review View Help Q Tell me what you want to do [H Comments

v [~ v . , & v | General vl S5 ¢ > v vy Ov &

@ Contoso Company West Region
General

Community
& D
Segment Duration Start Time End Time
Leadership Review *  Best Player Highlights 2 minutes 8:00 8:02
New Hire 2 |Match Highlights 5 minutes 8:02 8:07 < Schedule.xlsx
Touchdown of the day 1 minute 3:07 8:08
Match winning performance analysis 5 minutes 3:.08 8:13

i
Contoso Sports Metwork ! _

MWP Presentation 7 minutes

General

Ideas 11 |Expert Analysis 10 minutes 8:35 8:40
MWVP interview 3 minutes 8:40 8:45

HR Announcements

Summer Interns

Segment

Best Player Highlights

Match Highlights

Touchdown of the day

Match winning performance analysis

0o N o oo b~ W N =

Program Scheduling MVP Presentation

O

Marketing

- | =
=S

Expert Analysis
General

)
N

MVP interview
Research

Social Media Trends

Targets and Reports

Hidden teams

Match 2 Match 3

o Match 1 Match 2 Match 3 Match 4

+ -
2o Join or create a team

The News Coordinator updates the post-match show schedule after she discusses it with the team. Excel 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 Search or type a command

Recent Contacts % Debra Berger Chat Files Organization Activity —+

Activity

Chat - 3717 1:38 PM
3/19 Hi Debra Berger, the match is delayed and is expected to end 15 minutes later than expected, but
run any flow that's: » triggered on a ... we've made adjustments to ensure that your program starts at 10:00 PM as expected.

- @
uge
Teams

Calendar e Pradesp Gupta 3/18

I've mentioned the most important basic ...

PR Flanner 3/18

|© Task "Mabile data and talk time CONSUMp... Debra Berger
Thanks Emily Braun! This, indeed, is reassuring. Would a delay of more than 30 minutes affect the
show?

Debra Berger

Emily got praise! Emily Braun 37T 215 PM

Mo, unless the match is delayed by 40 minutes, the commencement time of your show will be the
same. It's highly unlikely the game will be delayed for mere than 30 min.

Debra Berger @

Thanks, Emily Braun

@)

n Praise

Debra Berger sent praise to

Emily Braun

Emily Braun

Type a new message

Send acclaim to your employees and coworkers with Praise. Deliver in a chat, or for wider recognition, send it in a
channel conversation.

2" Microsoft

IR 4G
J?‘i

é Debra Berger

® Offline

Hi Debra Berger, the match is delayed and

is expected to end 15 minutes later than
expected, but we've made adjustments to
ensure that your program starts at 10:00 PM
as expected.

Thanks Emily Braun! This, indeed, is reassuring.
Would a delay of more than 30 minutes affect the
show?

No, unless the match is delayed by 40
minutes, the commencement time of your
show will be the same. It's highly unlikely the
game will be delayed for more than 30 min.

‘ Thanks, Emily Braun

n Praise

Debra Berger sent praise to

Emily Braun

B @ & @ Ay e
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Planning a College Sports Event at an Arena
Operations Manager

Scenario Walkthrough

Contoso will be hosting the annual basketball tournament for Northwind University this year. The University is looking for a full-
fledged setup which will also include live broadcast of the event through a local satellite broadcast provider. See how the
Operations Manager at the arena uses Microsoft Teams for sharing vital information and executing related activities.

» Hosts a meeting for sharing of related information and documents in a dedicated channel.

» Coordinates with the team members for arrangements related to media, parking, emergency, and more.
* Shares the tournament details with all the concerned authorities at the arena.

« Acknowledges the camera positioning details from the Media & Sponsorship Manager.

* Discusses on the food menu with the Executive Chef for confirmation and acknowledgement of the same.
 Shares an event insurance form with the Sports Manager at the University in a 1.1 chat.

 Shares a competition day checklist to be followed during the event and discusses over staff and volunteers’ requirements.

How did Microsoft Teams Help the Operations Manager to execute her roles Which app integrations on
and responsibilities? Teams made it possible?

« Evernote makes it easy to capture, organize and share notes in Teams.

« Forms helps in engaging employees and gather immediate response for surveys and

feedback. Evernote Word Lists

Adobe Sign helps in sharing of contracts without leaving the Teams interface.
Word allows document collaboration through established channels.

Forms Adobe Sign
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Microsoft Teams

Teams

Your teams

EI Client Y's Design Thinking Wor...
-

General
Collaborative Workshop

Workshop Task Management

Contoso Entertainment

General

Legal

Project Funding
Sales

Upcoming Events

Partnerships
General

Legal

Shared Resources

Updates

&

Apps

Help

oot " +
| 2o Join or create a team

Search or type a command

Upcoming Events Posts Files Wiki Camera Positioning Food & Beverages Me...  Edit | Staff and Volunt... +

&

Megan Bowen 3/169
Basketball Tournament for Northwind
Hi all,

Our calendar for the next month is abuzz with action. We are all set to host a four-day basketball tournament for Northwind University on the
4™, 5™, 6™ and the 7*" day in the upcoming month. This will be a single-elimination tournament with five teams participating. Let us geton to a
call discuss work areas and related activities.

Basketball Toumament
Monday, March 16, 2020 @ 10:00 AM

G¢  Basketball Tournament ended: 14m 17s

g] Allan Deyoung
s\ A basketball tournament of the youth would be so much fun to be a part of. ‘&

10
o]

Megan Bowen 3/16 10:19 AM
Yes Allan Deyoung, and this time we are also expected to arrange for the live broadcast of this tournament.

gl Allan Deyoung
2 Sure Megan Bowen, I'll start the discussion over broadcast arrangements with ABC Broadcasting Network.

Sy

Megan Bowen 3
All our emergency equipment, lighting, parking assistance and food service environment is in order.
Here is the Emergency Action Plan for reference.

Emergency_Evacuation_Plan.pdf

@l Isaiah Langer
I’'m ready to provide with all the necessary assistance for this event. The parking availability on the mentioned dates is available in the
attached PDF. Please connect with me for any queries, happy to help! @

Contoso_Arena_Parking.pdf

Megan Bowen 3/16

Fantastic job Isaiah Langer. Thank you!

Start a new conversation. Type @ to mention someone,

A COBBE B 9 0 -

Quickly call and chat with team members present in a channel. The Operations Manager reaches out to the team
through chat for a quick update on a tournament and schedules a meeting to discuss more.

é

Post

Contoso Entertainment / Upcoming Events

Basketball Tournament

Monday, 16 March 2020 @ 10:00 AM

&

Scheduled by you

Meeting ended 14 min 17 sec

Allan Deyoung 16 Mar, 10:18 AM

A basketball tournament of the youth would be
so much fun to be a part of. &

You 16 Mar, 10:19 AM

Yes Allan Deyoung, and this time we are also
expected to arrange for the live broadcast of this
tournament.

1

‘ M) Allan Dovanina 18 Mar 10:90 AM

N W ¢ @ A

Microsoft

76



Operations — Planning a College Sports Event at an Arena

Microsoft Teams E4 Search or type a command

a
i Basketball Tournament Chat Details Scheduling Assistant  Meeting notes  Whiteboard
ACtvity

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

& Baszketball Tournament Megan Bowen

o g Dylan Swearingen % Joni Sherman X ﬂ Allan Deyoung * %I Isaiah Langer X + Optiona

Organizer

Dylan Swearingen
Unknown

b Joni Sherman
) ) Unknown
Mar 16, 2020 10:00 AM -~ Aar 16, 202 : f 3Iom @ All day

Allan Deyoung

Suggested: No suggestions available Unknown

Does not repeat e Isaiah Langer
Unknown

Add location

Paragraph ~

Join Microsoft Teams Meeting

+1 872-242-7651 United States, Chicago (Toll)

Conference ID: 226 1571 B828#

Local nurnbers | Reset PIN | Learn more about Teams | Meeting optic

With Microsoft Teams, you can easily schedule meetings and find the best available times for invitees through the
native scheduling calendar.

2" Microsoft

é Upcoming Events

Contoso Entertainment

DETAILS

Basketball Tournament

Monday, 16 March 2020
10:00 am - 10:30 am
& +1872-242-7651 (Toll) |

Join Microsoft Teams Meeting +1 872-242-7651 United
States, Chicago (Toll) Conference ID: 226 151 828#
Local numbers | Reset PIN | Learn more abou See more

SHARED TO CHANNEL
Upcoming Events
Contoso Entertainment
PARTICIPANTS (5)
@ Megan Bowen
5 Organiser

@ Allan Deyoung
CNO  Unknown

7/
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Microsoft Teams EA Search or type a command

Contoso_Arena_Parking.pdf

§CIs

Contoso Arena Parking

i Z}&-—nﬁq L:
FTO l‘:..a--..r—.- =l [
é Contoso_Arena_Parking.pdf

. +‘ Pooe 1'-;+: e
ltu-‘“u, cogd ‘-’r..
- '!CJE‘—)" EDQO
E“;'G'“ ohc:--:
\00‘ Dc,\.,
-0‘3;- “oor

g B
. > aog® F O e R e
23
o 88|
M agga el B2

usa’ B R0 3 ohe B

DIAGRAM 9

Deeply integrated Adobe services make it easier to view PDF files in Microsoft Teams without leaving the application
Parking facilities are shared using Adobe PDF file format.
/8
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Microsoft Teams

oot

<0

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

Workshop Task Management

Contoso Entertainment
General

Legal

Project Funding

Sales

Upcoming Events

Partnerships
General

Legal

Shared Resources

Updates

Join or create a team

Search or type a command

Megan Bowen

Fantastic job Isaiah Langer. Thank you!

Allan Deyoung
The fixed cameras’ positioning can be viewed here, The PDF attached here has the placement of the camera operators for all the four
days.

Camera_Operators_Locations.pdf

@ Megan Bowen 3/16 11:06 AM
& Thank you for sharing this Allan Deyoung.

(12 AM

Megan Bowen 3/16 11:08 AN
Tournament Details
Hi all,

The four-day basketball tournament will have multiple rounds. The round-wise elimination and other tournament details are given in the
attached document.

(Wi ] Tournament_Details.docx

Dylan Swearingen
With 12 teams participating, and audiences, | will need more staff in the kitchen.

Megan Bowen 3/16 11:1
Yes Dylan Swearingen, we will also need a good number of volunteers present on the ground all four days. Also, | have noted the menu
for your reference. You can find it here. The items in this menu are approved. Please do the needful.

Dylan Swearingen
Thank you Megan Bowen.

Y

Megan Bowen 3/1612:25 PM
Cool. [Z

new conversation. Type @ to mention someone.

With Microsoft Teams, team members can have quick access to reports, documents and notes. Files can be pinned in

the channel for reference.

2" Microsoft

é Post

Contoso Entertainment / Upcoming Events

You
: 16 Mar, 11:08 AM

Tournament Details

Hi all,

The four-day basketball tournament will have multiple
rounds. The round-wise elimination and other
tournament details are given in the attached document.

Tournament_Details.docx
343 KB

Dylan Swearingen 16 Mar, 11:10 AM

With 12 teams participating, and audiences, | will
need more staff in the kitchen.

You 16 Mar, 11:14 AM

Yes Dylan Swearingen, we will also need a good
number of volunteers present on the ground all

four days. Also, | have noted the menu for your

reference. You can find it here. The items in this
menu are approved. Please do the needful.
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2" Microsoft

Tournament_Details.docx = Search or type a command

File Home Insert Layout References view Help ) Tell me what you want to do [J Comments | | =] Conversation Close

"’—;'v ﬁv < |Ca|§bri(8c-c'.}f] v.i1“- v A i & ﬁv ,"5;9 = Fe= /C'J Find v Lgl Dictate v é} Ideas

NORTHW' N D AN N UAL é Tournament_Details.docx
BASKETBALL

TOURNAMENT
NORTHWIND ANNUAL
BASKETBALL
TOURNAMENT

NORTHWIND ANNUAL BASKETBALL TOURNAMENT

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams.

Collaborate on team documents easily and store them in Files for each channel for future reference.
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2" Microsoft

Microsoft Teams

Teams Upcoming Events FPosts Files Wiki Food & Beverages M... Checklist

Your teams
E Contoso Entertainment Q EVEI'II()tE

General
Legal
e
roject Funding 12:49 A4

Menu for Northwind Basketball Tournament

Sales

Upcoming Events 0 @ evernote.com/shard/s469/nl/22515 @ O

Partnerships Pizza g Evernote & meganb@... ¥
General Machos

Legal Hamburgers

Shared Resources Burgers Menu for Northwind Basketball

Packaged Foods Tournament
Soft Drinks

Pastries

Updates

Hidden teams
Hot Dogs

French Toast
Popcorns

Pancakes and Maple Syrup Pizza
Donuts

Bagel with Cream Cheese Nachos

cg Join or create a team

The team members use the integrated Evernote app within Microsoft Teams to create food menu for the tournament,
without having to leave the application. The Evernote tab serves as a team notebook to the entire group.

Cinnamon Rolls
French Fries
Tater Tots
Caesar Salad
Fajitas

Chicken Wings
Enchiladas

Hamburgers
Burgers

Packaged Foods

e Soft Drinks

Pastries

Hot Dogs

French Toast

Popcorns

Pancakes and Maple Syrup

Donuts
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Microsoft Teams & Search or type a command

Recent Contacts @ Joni Sherman (Guest) Chat Files Organization Activity —+

Activity

Chat

3716 11:21 AM

8 3.‘ Diego Siciliani Hey Joni, we are all set for hosting you'll for this exciting event. | hope things are at steady pace at you

-l
uge
Teams

You: Please do. end.

Mestor Wilke

E = GIF % Joni Sherman (Guest)
Calendar WA Planner 7 0 Yes Megan, thanks for asking. We're going good too. 072
|© Task Agreement with Clients
3716 12:10 PA é Joni Sherman (Guest)
qaf Johanna and Patti AT , . : i , ) ) Last seen 14:13
That's great to hear. Just wanted to finish a quick formality on your end. I'm adding an event insurance

_ form for approval and signing. Kindly send it by EOD tomorrow for further processing. You can find it
Joni Sherman (Guest)

=, here - Event Insurance Form.
You: That would work! ¢

B, Now Virtual Agent /13 Hey Joni, we are all set for hosting you'll for
Hello, I'd like to help but I'm not setup y ‘% Joni Sherman (Guest) this exciting event. | hope things are at steady

A Allan and Miriam Sure, I'll submit it to the management here and get this done. Thanks. pace at you end.
A

e  Miriam: Thanks Megan. | am still a little sk

3/16 12:21 PM Yes Megan, thanks for asking. We're going good
That would work! too. @

That's great to hear. Just wanted to finish

a quick formality on your end. I'm adding

an event insurance form for approval and
signing. Kindly send it by EOD tomorrow for
further processing. You can find it here - Event
Insurance Form.

Sure, I'll submit it to the management here and
get this done. Thanks.

16 March 12:21

That would work! S P~

Type a2 new message O
_ Y
()

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The

Operations Manager shares an agreement through Abode Sign with the Sports Manager.
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Microsoft Teams earch or type a command

Event Insurance Form ar

Manage Agreements Sign Out

Secretary's or Organzer s Name & Address
Event_Insurance Form

Created Mar 16, 2020 12:17 PM

Status: Out for Signature
Tel No : Qe ' Y
Message: Please review and complé @
Alternatve Name
Contoso Entertainment Event_Insurance_Form . .
‘ . @ documentcloud.adobe.com/link/sic (1)
Name of Event ype of Event

General Date(s) of Event

Legal Locaton Actions o L" A

How long has the Event been held (a) at this location? (b) etsewhore?
Project Funding -~
" J I the Event ndoors | outdoors | under canvas? ‘.' Reminders (1)
Sales
Have all the necessary arrangements for successful fulfiment of the Event boen undortaken? YESMNO © Cancel Event_Insurance_Form
Upcoming Events W NO give detaie e
vp T g EA Created Mar 16,2020 12:177 PM
Have all rec essary hoemes, wias and pormds and authonzatons been obtamed and contractun arTange ments been made n

v iting N W .
" r:::':;n- dotans vreme Download PDF Status: Out for Signature

Do you undertake to make al such remaning arrangements within good time and confirmed in writing prior 1o the Event?

YESNO Download Audit Report
NE: Cover s subject 1o all arrangements beeng confemed in wilting within good time priof 1o the Event) COmplete EVent ]nSUranCe

Message: Please review an

ONLY FILL IN THE SECTIONS REQUIRED \ Hide Agreement

PUBLIC LIABILITY INCLUDEDNOT INCLUDED
Actions

Corlan harardous activities are excluded

You are requested (o recommend on your entry form that all participants have ther own personal labdity insurance. This policy %
‘,,”H,M,.'t_‘. organizers ’ f ’ 1 Recipient (0 Completed) '@ Reminder

Limat of Indemndy required £1,000.000 / £2.000.000 / £5.000.000 ‘ jonis@mandt2 onmicrosoft.com
y JO a atl.o 0 L.COr
Estmated number of participants Esimated number of spectatlors Cienature reaue<ted AMar 14 0 Cancel

Please grve dotashs of arry non equosinan actvities
v i g Eb Download PDF

> Activity s s Fo Download Audit Report]

MPLOYERS' LIABILITY INCLUDED/NOT INCLUDED . & Hide Agreement

Limit of Indemnity £10,000,000

\ Seq
This insurance is in respect of all employees and voluntary helpers. You are required by law 1o effect this cover if you have
employoes

1 Recipient (0 Completed)

Number ol employeeshelpers

NB i cover is Laken under this Section you must slso take Public Liability cover
¥ jonis@mandt2.onmicro

Signature requested on Ma

Send a document for e-signature and track the signing process at every step—right from the Adobe Sign tab within

Teams.
33
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Microsoft Teams
Teams

Your teams

ﬂ Contoso Entertainment

General

Project Funding
Sales

Upcoming Events

Partnerships
General

Legal

Shared Resources

Updates

Hidden teams

Join or create a team

Upcoming Events Posts Files Wiki Food & Beverages Me.. 1 mare ~

@ Megan Bowen Yesterday 3:03 PM  Edited

» Competition Day Checklist

Hi All,

In order to align our activities and not missing our on anything. | have created a checklist for the competition day, and it would be of great
help if we all follow this smooth functioning and completion of aligned activities.

Please feel free to ask me any questions if any.

You can find it here - Checklist

g Allan Deyoung Yesterday 3:04 PM
4 You're definitely the expert herel

< Reply

Megan Bowen Yesterday 3:34 PM
Grounds Crew, Ushers and other Volunteers
Hey Everyone,

For the upcoming basketball tournament for Northwind, we would need additional staff as it's a tournament for several straight days. All
who are available, can work additional shifts, may fill the form attached here - 5taff and Volunteers,

Once the forms are filled by the staff members, we will reach out to all those who are available and can be a part of this event. | request all
of you to fill it in the next two days. All the Reporting Authorities kindly pass the information to your team members. The HR Team will take
this ahead from there,

Dylan Swearingen Yesterday 3:36 PM
| need a lot of manpower for this event, this would make things easy. thank you! (&

Isaiah Langer Yesterday 3:38 PM
Let's get started! ==

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

é Post

Contoso Entertainment / Upcoming Events

@ You
25 Mar, 15:03
20

Competition Day Checklist
Hi All,

In order to align our activities and not missing our on
anything, | have created a checklist for the competition day,
and it would be of great help if we all follow this smooth
functioning and completion of aligned activities.

Please feel free to ask me any questions if any.

You can find it here - Checklist

Allan Deyoung 25 Mar, 15:04

You're definitely the expert here!

84



Operations — Planning a College Sports Event at an Arena

2" Microsoft

Microsoft Teams

Teams Upcoming Events Posts Files Wiki Food & Beverages Me... Checklist

Your teams

B Contoso Entertainment

General

+ Mew item E Edit in grid view - = All ltems

PHYSICAL FACILITIES AND EQUIPMENT -~ y Add column

s

Legal Clean gym thoroughly:
Project Funding

Sales - floor )

Checklist

Upcoming Events : Contoso Entertainment / Upcoming Events

. dressing rooms

Partnerships New item All ltems

c. walls

General
. PHYSICAL FACILITIES AND EQUIPME.. ~,  Status «

. public restrooms

Legal

Shared Resources Y. Clean gym thoroughly:

2. Check lighting, heat, water, and telephon...
Updates

~ . floor
3. Check clock and scoreboard

Hidden teams d ;
- . aressing rooms
4. Check public address system g

. . . walls
5. Provide radio and press tables

. public restrooms

6. Check game officials’ dressing room

7. Check space for concession stand - Checkllighting, heat, water, and t...
3. Check game ball and practice balls (have ... ~3. Check clock and scoreboard

Check nets for baskets . Check public address system

10. Have valuable bags for the teams to tak... ~3. Provide radio and press tables

king area . Check game officials’ dressing ro...
2 Check space for concession stand

8. Check game ball and practice bal...
28 Join or create a team

Create a new list from scratch, from templates, based on an existing list, or by importing data from Excel. Record data,
have conversations about list items, organize process, and track status in an environment built for teamwork and
collaboration with Lists. 85
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Microsoft Teams 4 Search or type a command

Upcoming Events Posts Files Wiki Camera Positioning Edit | Staff and Volunt... ~ 1 more

Forms

ient Y's Design Thinking Wor...

General Questions Responses

Collaborative Workshop

Pl Workshop Task Management

Staff and Volunteers

‘. Contoso Entertainment Edit | Staff and Volunteers
Contoso Entertainment / Upcoming Events
General

“ o @ = v
Legal
Project Funding

Sales 1. Are you available on all the mentioned days/dates of the event? Questions Responses

Upcoming Events

Partnerships ) Staff and VOlunteerS

General

Legal

SSIed asaUNCes 2. Have you worked on a similar sports event before?

Updates 1. Are you available on all the mentioned
days/dates of the event?

Yes

No

3.Select your department from the below:

2. Have you worked on a similar sports event
before?

Groundskeeping
Food Service Yes
Parking Assistance

oot

28 Join or create a team ; Crowd Management

Integrated Forms application within Teams helps systematically gather employee feedback and suggestions. The

Operations Manager creates a checklist of requirements using feedback from volunteers and staff
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B Crowd Management

Amusement Park Manager

Scenario Walkthrough

The Amusement Park Manager at Contoso Theme Park understands that it is important to keep the waiting time at each
attraction comfortable enough to ensure that customers have an enjoyable experience. He views a live dashboard that shows
the number of visitors at each attraction and notices overcrowding at two major attractions. He leverages applications and tools
within Microsoft Teams to quickly coordinate with members of the performance and creative teams to work out an impromptu
clown show and divert visitor flow between attractions.

 Views and analyzes real-time visitor traffic and wait times across attractions within the theme park using Power BI.

 Creates a new task and assigns a performer to perform an impromptu clown show between the two attractions using
Workstreams.ai.

« Updates the team regarding resolution of the overcrowding issue and positive visitor response to the performance via channel
conversations.

» Appreciates the performance of the clown using Praise.

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

* Visualize real-time metrics regarding visitor flow and wait times using Power BI.
* Leverage result-oriented task management in Teams with Workstreams.ai. n all

* Publicly appreciate high performing team members using Praise.

« @mention feature to quickly catch the attention of relevant team members. Workstreams.ai - Praise rower 8
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Microsoft Teams Search or type a command

Crowd Management Posts Files Wiki Number of Visitors by ... Tasks

Nestor Wilke 3/18 6:19 PM
-~ Added a new tab at the top of this channel. Here’s a link.
I Contoso Human Resources

General Lul) Number of Visitors by Attraction

E Candidat
Calendar
Employ Yeferrals o Nestor Wilke
' IMPORTANT! Post
nploy Yelations Hi Crowd Managemer g \ Contoso Theme Park / Crowd Management

something quickly.

You
Patti Fernandez o 18 Mar, 18:19

. ; Ne can set up a quick musical play between these two attractions to divert some of the visitors. . .
Staffing ’ paq piay - ) ; ) Added a new tab at the top of this channel. Here's a link.

Ravial

Training and Development (2 Nestor Wilke 3/18 6:2

That's a great idea, but i'm not sure if the theater group would be free now - Christie
Number of Visitors by Attraction

Contoso Theme Park Christie Cline
1sh0 1

General They're occupied with preparing for the 11 AM show. It would not be possible to get ready on time if they conduct an impromptu

Hident and Finsnss play. 4G5 You 18Mar, 18:20
oculyel a rinance
B IMPORTANT!

Hi Crowd Management, there is overcrowding at
attraction 9 and 10. The wait time has increased by

Patti Fernandez almost 40%, and we need to do something quickly.

Nestor Wilke 3/18 6:30 PM

Crowd Management ) ) :
Patti Fernandez can you check if we can arrange a clown show at short notice?

Merchandising

Planning and Designing o A i - . R " :
= = | just messaged Grady Archie, and he has everything in place to stage a clown show within the next 15 minutes.

Safety and Compliance Patti Fernandez 18 Mar, 18:23

We can set up a quick musical play between these two

attractions to divert some of the visitors.

Nestor Wilke 3/18 6:31 PM
Great! Thanks Patti. I'll create a new task and assign it to Grady Archie in the Tasks tab.

Grady Archie
You 18 Mar, 18:27 VA

Nestor Wilke 3/18 6:33 PN That's a great idea, but i'm not sure if the theater group

Thank you Grady A would be free now - Christie Cline

Christie Cline 18 Mar, 18:29

Start a new conversation. Type @ to mention someone.

N g @ A
A C O @B & Z ~

Have focussed conversations around a topic using a tab. The Amusement Parks Manager wants to tackle crowds

immediately and hence marks his message to the channel as important.
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Microsoft Teams EA Search or type a command

Teams e Crowd Management Posts Files Wiki Number of Visitors b... ~  Tasks

Your teams
3 ;I Contoso Human Resources

General

Candidate Correspondence

Compensation Benefits Number of Visitors by Attraction : 0¥ AR
Employee Referrals Water Rides

Employee Relations O (] app.powerbi.com/groups/me/repol

: n e ay
Planning )
< Back to report ‘ NUMBER OF VISITORS BY ATTRACTION LAST REFRESH:09/04/2020, 16:48:03
Beyiaw
rEVIeW :

Water Rides Underwater Adventure

Staffing

Training and Development

Contoso Theme Park

_ Demon Darkness
General

Budget and Finance

Crowd Management

Merchandising Underwater Adventure
Planning and Designing

Safety and Compliance
Magical Adventures Demon Darkness Roller coaster

Hidden teams

Pendulum Ride Horror Ho...

+ -
Join or create a team

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. Amusement

Park Manager can dive into this wealth of data shared using Power Bl
89
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2" Microsoft

Microsoft Teams

Crowd Management Fosts Files Wiki Tasks -

Taskboards h ¢

General

Operations ﬂ # Crowd Management & Settings la Statistics Task templates

Rebranding

Training PLANNED 4 IN PROGRESS | 2 COMPLETED | 3
2 hidden channels Tasks

+ Add task + Add task + Add task é Contoso Theme Park / Crowd Management
Business Development

General f Impromptu Clown Show : ﬁ Finalize show schedule : ® Brainstorming < Taskboards

Knowledge Share

[+ -
Opportunities 8 Clown Show Announcement ﬂ Light show direction : ﬂ Attraction-wise visitor IN PROGRESS COMPLETED

Pipeline bifurcation
# Crowd Management

-
i 6-month visitor flow analysis

X1050 Launch Team 8  Clown Show Prop

Mamagement PLANNED | 4

Ge |
Genera 8 Clown Show Prop

Design ! Mamagement 6\ Impromptu Clown Shows
Digital Assets Web

Go to Market Plan @ Clown Show Announcement
Legal and Compliance

Web and Social Trends ﬁ 6-month visitor flow analysis
Contoso Theme Park

@  Clown Show Prop Mamagement
General ]

Budget and Finance + Add task
Crowd Management

Merchandising

Planning and Designing

Safety and Compliance

85. Join ar create a team

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. The Workstreams.ai tab
helps the Amusement Park Manager break down tasks efficiently and assign stakeholders for each task, without having
to leave the Teams app. 90
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Praise *
Send praise to people X Praise

Send praise to people
‘ 4

Courage

Select a2 badge

Courage Optimism Inclusive

}

Thank you - Problem solver Kind heart : -

O O Awesome Thank you Achiever
Coach

Leadership

Problem Kind heart Team player
solver

<

Praise lets you choose between multiple badges allowing you to customize your appreciation based on the
occasion. The Amusement Park Manager chooses between multiple badges to express appreciation.
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2" Microsoft

Praise
Send praise to people X Praise

Send praise to people
Badge To

~5

[ : \
- b Bl solver B R To ( Grady Archie ) Type a name

MNote (optional) Recipients

Well done Grady! )
e Grady Archie

Courage

Well done Grady!

Add the name of the person or people you want to praise along with a customized note to show your

appreciation with Praise.
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Microsoft Teams

General
Operations
Rebranding
Training

2 hidden channels

Business Development
General

Knowledge Share
Opportunities

Pipeline

X1050 Launch Team

General

Design

Digital Assets Web
Go to Market Plan
Legal and Compliance

Web and Social Trends

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing

Safety and Compliance

Join or create a team

Crowd Management Posts Files Wiki

Nestor Wilke 2:43 PM

Overcrowding Under Control

Hi Crowd Management, the cvercrowding has reduced, and wait times and attractions 9 and 10 have come back to normal levels. The
crowds loved the impromptu magic show! This is something we could add to the daily routine at this time. Grady Archie, you've done a
great job! f&

Collapse all
wollapse a

i, i

# MNestor Wilke 2:49 PM
B Praise

Mestor Wilke sent praise to

Grady Archie

Problem solver

Well done Grady!

Grady Archie

Grady Archie 2:51 PM
Thank you Nestor Wilke! (2

Patti Fernandez 2:52 PM
This worked very well! We must include more impromptu shows like these.

Nestor Wilke 2:33 PIM

As the situation is brought under control, the Amusement Park Manager sends across a Praise for the team members

for coming up with a solution quickly.

2" Microsoft

< Post
Contoso Theme Park / Crowd Management

P

# o
25 Mar, 14:48
o

Overcrowding Under Control

Hi Crowd Management, the overcrowding has reduced, and
wait times and attractions 9 and 10 have come back to
normal levels. The crowds loved the impromptu magic show!
This is something we could add to the daily routine at this
time. Grady Archie, you've done a great job! &

.

* You 25 Mar, 14:49
]
n Praise

Nestor Wilke sent praise to

Grady Archie

Problem solver

Well done Grady!

Grady Archie

° Reply
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Marketing

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

Marketing 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively 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 Business
Marketing

Decision Makers

2" Microsoft

Marketing Associate

"My view on marketing is, it is the art of
S identifying a market and choosing
what to do with it."

* Manage daily administrative tasks
to ensure the Marketing
department runs smoothly

 Conduct market research to
identify new revenue opportunities

» Gather and analyze consumer
behavior data

Team Lead

"A good leader finds satisfaction in
helping other be productive, not being the
most productive person in the room.”

* |dentify issues and offer solutions

« Manage teams and delegate tasks,
as well as monitor progress and
stay on schedule

« Communicate with different
departments

Marketing Analyst

"Marketing without data (s like driving
with your eyes closed.”

« Gather data about consumers,
competitors and market conditions

» Analyze data using statistical
software

* Prepare reports and present results
to clients as well as to the
Mmanagement
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Meet the Business Decision Makers
Marketing

Business Development Marketing Manager
Manager
"A satisfied customer s the best business "Marketing is not the art of finding clever
strategy of all.” ways to dispose of what you make. It is the
art of creating genuine customer value.”
« Contact potential clients to » Track and analyze the
establish rapport and arrange performance of advertising
meetings campaigns
« Plan and oversee new marketing * Manage the marketing budget
initiatives and ensuring that all marketing
* Research about organizations and material is in line with the brand
individuals to find new identity
opportunities * Develop strategies to maximize

profits and increase market share
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)\ Sending a Film to Festival Circuit
Marketing Manager

Scenario Walkthrough

Contoso is planning to submit its film to various festivals for promotion. The Marketing Manager, together with his team, plans
the entire process for submission and marketing of the film. See how Microsoft Teams and its varied list of apps help the
Marketing Manager execute his plan.

 Schedules a meeting to discuss options for submitting the film to festival circuit and engages the participants in productive
discussions using meeting breakout rooms.

 Configures the monday.com app to a meeting to create, assign, track and discuss tasks during the scheduled call.
« @mentions Finance Manager to seek budget approvals for the promotion expenditure.

» Reviews the Excel sheet created by his associate listing popular film festivals where the film will be well-received.

* Brainstorms with the team and shares ideas for the Electronic Press Kit using Miro.

» Shares a Word document for interview questions for the lead cast.

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

* Leverage a collaborative whiteboard to brainstorm ideas and discuss workflows with - . -

Miro. Excel Word OneNote
« monday.com in meetings help you assign, track, and communicate tasks and

milestones during calls. , O m

monday.com Miro 97

« Office applications like Excel and Word allow quick access to shared information.
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8 Planning Film Festival Submission cChat

Cancel meeting

Planning Film Festival Submlss:on'

a Patt

Mar 29, 2021

Hide meeting info
= B I U &

Hi All,

Qur film is ready, and we plan to send it to the festival circuit. This is not only an excellent opportunity to receive critical ac

4:30 PM

but also for promotion and good press. Let's get on a call and discuss the next steps.

'% Lidia Holloway
Unknown

e Patti Fernandez

Inknown
Unknow

@ Miriam Graham
Unknown

,_—@.‘ Diego Siciliani

clai
Cl

Meeting organizers can configure applications, share a description of the meeting and invite multiple participants
within and outside their organization for productive and engaging meetings.

2" Microsoft

R @

Planning Film Festival Submission
5 participants

CHAT DETAILS

Planning Film Festival Submission

Mon Mar 29, 2021
4:00 pm—4:30 pm
Oﬁg Share meeting invite

Hi All, Our film is ready, and we plan to send it to the festival circuit.
This is not only an excellent opportunity to receive critical acclaim
but also for promotion and good press. Let's get on a See more

Participants (5)

Lee Gu
Organiser

Diego Siciliani
Unknown

Lidia Holloway
Unknown

Miriam Graham
Unknown
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Add a tab

Turn your favorite apps and files into tabs for this meeting. More apps monday

Optimized for meetings

/.

monday.com

Recent v

We can't find any matches for ‘monday’

@3 Manage apps

Use tabs to configure relevant apps for your meeting. The Marketing Manager configures monday.com in a meeting to
create, assign, track and discuss tasks during the meeting.

Open

Open in browser

Copy link

Rename

Settings

Delete

2" Microsoft
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2" Microsoft

Planning Film Festival Submission

Diego Siciliani & Lidia Holloway &

LidiaH % PattiF %

Miriam Graham & Patti Femandez & ---

Meeting attendees can access configured applications and leverage a wide range of features like live captions,
background effects, meeting recordings, and more for an engaging and productive meeting experience.
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Create breakout rooms

Room settings

How many rooms do you need?

Participants

How do you want to assign people to rooms?

Automatically
Assign 4 people to 1 room (4 per room)

Manually
Add participants individually to Breakout Rooms.

Organizers can choose to assign participants to breakout rooms manually or automatically to engage participants in
discussions during a meeting.

Put me on hold

Start recording

Turn on live captions

Share

Turn off incoming video

Dial pad

Change layout

Microsoft
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2" Microsoft

Planning Film Festival Submission

Breakout rooms

Assign participants

i A

o)

Ho

Lidia Holloway, N Graham
’ 4:48 M L N

Select a

O

& Planning Film Festival Submission @

Lidia Hollon Room 1 (0) 20:48 5 attendees

N <

Miriam Graham

Diego Siciliani

(<

Patti Femandez

O

Manage rooms Add room

[l

o i
+ 5 empty

Lidia Holloway ‘& Miriam Graham &

LidiaH % PattiF %

Miriam G %

Patti Femandez & Diego Siciliani &

Breakout rooms allow meeting organizers to divide the meeting into sub-groups to facilitate discussions and
brainstorming sessions. This allows for greater flexibility during meetings and participants can clarify questions without
disturbing the breakout rooms sessions.
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2" Microsoft

Planning Film Festival Submission

Film Festival

446 R ® |

X monday.com
https://auth.monday.com/auth/login_monday?force_existin...

Lidia Holloway & Miriam Graham &

To get started with monday.com come back on desktop or
download the app

Download the monday

Patti Femandez & Diego Siciliani &

monday.com in meetings enables the participants to discuss and create tasks, track progress, and more without
leaving the meeting interface. This makes it easy for meeting participants to maintain context during discussions.
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2" Microsoft

Microsoft Teams

Planning Film Festival Submission Chat Filz=s  Details  Schedul ng Assistant  Meeting notes  Whiteboard  Film Festival
Lee Gu joined the meeting.
Lee Gu named the meeting to Planning Film Festival Submission.
Lidia Holloway and 3 others were invited to the meeting.
Lee Gu added monday.com to the chat.

Meeting ended 23m 28s  4:50 PM

4:54 NI 4

o & Planning Film Festival Submission
R 5 participants

That was a good call team.

As discussed, do lock at the tasks assigned.

: ; ; CHAT DETAILS MORE
Diego Siciliani, please help us get all the budget approvals.

Lidia Holloway 4:32 PM

[ will start researching on festivals where we can submit our film.

That was a good call team.

Last read As discussed, do look at the tasks assigned.
Diego Siciliani, please help us get all the budget
approvals.

Diego Siciliani 4:53 PM f8

Bitrix24 %4

Lidia H.

| will start researching on festivals where we
can submit our film.

Type a new message

° Type a message

[eH [

Share important information, updates, files, tasks and more within a meeting chat for a collaborative meeting
experience.
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2" Microsoft

Microsoft Teams

Planning Film Festival Submission Chat Filez  Details Scheduling Assistant  Meeting notes  Whiteboard  Film Festival 1 “

/. morldaymm Give Feedback Log Out

Film Festival ¥ @__cal 25 Integrate &3 Automate /3 22 Activities /0

In this board, you can keep track of all your marketing initiatives & strategies. Map out your goals and metrics to measure by, set

target audiences or personas, select the source or channel, track the overall status and stay on top of your deadlines. &

[1¢]

Y
@ Main Table /6 ~ Q search (@ Person % Filter ~ [T Sort

Q)
[42]
_
w

Subitems Person & Timeline Priority

Prepare a detailed interview document for the |... (;3 21 Apr6-17

I

Lo
Plan final EPK kit Feb 15- Mar 30 High 25% conversion rate
Plan sales proposals + Feb 21 -Mar2 Clarify our main competitive a...

« Mar19-26

Research on the promotions kit items
Document complete information of the crew Apr 21
Plan poster designs

Create a list of important festivals I Mar24-26

g
g

Finalize the promotional budget Apr13-24 Open

Recruit crew members

=

Open in browser
Digital promotion strategy

Copy link

T_.

Budget approval

+ Add Rename

Feb 15- Apr 24 )
Settings

Delete

Subitems Person A Timeline Priority

Meeting participants can access, track and review tasks assigned during the meeting within the monday.com tab.

Participants can continue to interact with the monday.com board after the meeting to stay updated with the progress.
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Microsoft Teams

Teams

Your teams

©

Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee referrals
Employee Relations
Planning

Review

Staffing

Training and Development

Contoso Film

General

Distribution

Film Festival
Pre-Production

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

+ -
g9 Join or create a team

g

Search or type a command

Film Festival Posts Files Wiki Tasks Design Itinerary o +

&

Lidia Holloway
List Of Festivals

Hi Lee Gu, here is the list of all the festivals where we should be submitting our film.

ﬁ Film Festival List.xlsx

Lee Gu Thursday 5:55 PM
This looks good! Let us first submit to at least three festivals from here.

Diego Siciliani
| am assuming our lead cast and crew will be going too. Let me know about the costs of their travel and accommodation.

Lee Gu Thursday 6:55 PM
Yes, we will need a budgetary provision for the same. You can show it in the marketing expenses since we will be utilizing the
opportunity to promote the film.

Lidia Holloway
Lee Gu, | have created a report for the total expenditure for submitting to the top three festivals. | am attaching it for your reference
here.

ﬁ Total Expenditure.xlsx

Lea Gu Thursday 7:03 PM
Thank you, Lidia Holloway. Diego Siciliani, please have a look and approve it. This should help us create some positive buzz before
the commercial release.

Diego Siciliani
Lee Gu, | have gone through the expenditure estimate. It looks fine, and we can accommeaodate it in our budget. All the best for the

submissions!

Miriam Graham
If we get selected and crack a good deal with some sales agents there, then we will be able to distribute faster. |2

Lee Gu Thursday 7:10 PM  Edited
| have put up a few ideas for the Electronic Press Kit and a poster design here. Please let me know your suggestions about it.

Start a new conversation. Type @ to mention someone.

@ @ o= @ b @

The Marketing Manager submits his report in the channel, where the Excel sheet will be stored in the Files tab and a
cloud-enabled repository for future reference.

é Film Festival

Contoso Film

‘ P, Lidia Holloway
N 19 Mar, 5:54 PM
List Of Festivals

Hi Lee Gu, here is the list of all the festivals where we
should be submitting our film.

Film Festival List.xlsx
16 KB

You 19 Mar, 5:55 PM

This looks good! Let us first submit to at least
three festivals from here.

Diego Siciliani 19 Mar, 5:56 PM
| am assuming our lead cast and crew will be

going too. Let me know about the costs of their
travel and accommodation.

You 19 Mar, 6:55 PM

Yes, we will need a budgetary provision for the
same. You can show it in the marketing expenses
since we will be utilizing the opportunity to
promote the film.

M W ¢ @ A

Microsoft
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Film Festival List.xlsx E4 Search or type a command

A File Home Insert Data Review View Help ¢ Tell me what you want to do

Activity

v v & | calibri B Hv &1v Av e v o ab v || General

AC26 >

List of Film Festivals

Telluride Film Festival
Palm Springs Film Festival
Sundance Film Festival
Los Angeles Film Festival

Santa Barbara International Film Festival

Hawaii International Film Festival
SXSW Film Festival

Dances With Films

Florida Film Festival

New York Film Festival

=T Y = B+ - BN B =

W =

S ™ T S S I % R S B
e

Ln

[\]
=]

-]

TN L I % LN )
= 5]

=]

Sheetl

1 Comments

ﬁv %v ﬁgﬁv

(=] Conversation

v "Tr‘ W )
z =

Use Excel’s analytical abilities within Teams to build reports and share them with your team. The full canvas of Excel

along with all controls are available to be leveraged right within Teams.

#

Film Festival List.xlsx

Microsoft

List of Film Festivals

Telluride Film Festival

Palm Springs Film Festival

Sundance Film Festival

Los Angeles Film Festival

Santa Barbara International Film Festival

Hawaii International Film Festival

SXSW Film Festival

Dances With Films

Florida Film Festival

New York Film Festival

Sheet1
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Microsoft

Microsoft Teams

Teams Film Festival Posts Files Wiki Design ~

Advertisement Schedule

Program Schedule m i ro Design g
Updates

Contoso Human Resources

General 6:29

Employee referrals

& Design

VA PRI QES! Poster DESiEI’l Contoso Film / Film Festival

Planning L
SURMAME  SURMNAMY  INAME SURNAUE

2 T You are a viewer on this board.
L = {= L =]
Contoso Telecommunication:

Here are some things that must be added in the EPK:

o Trailer f

Poster

Stills for press

0N e [UCTEN vt 0 pa.co I_Og||ﬂe

r,‘ﬂtllt . ——— Synopsis - short version
A T i) '

OIKER FLWS ’ Bios contacts . 1

Social media, website, etc. hjoster
Stills for press

Logline

Application

6 hidden channels 1 Poster Design

¥ .
SURMAME  SURWAME  SURWAME W M U HW
Here are some things tha
Contoso Theme Park g
General

Merchandising

LR

T T T Also consider adding the following: , o o Synopsis - short version
: RERFILUS - Bios contacts
H E I L E Social media, website, etc.
Behind the scenes stills

mTHE'F [HII I THE WL Y HE.\HITH . . | ! Also consider adding the

Gereral M o B e e T __ s cus Behind the scenes interviews - especially any name stars or { THE TITLE
s A S -'.. Synopsis - long version Behind the scenes stills

et 4 e i o o THE DECT L1l : ; :
Distribution DT TR0 W i o o Behind the scenes intervie

Safety and Compliance

4 hidden channels

Contoso Film

I
iw
T
F
[
/
A
=
i
[1]

[ ]

Film Festival _‘ . ey Synopsis - long version

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

Join or create 3 team

Enable distributed teams to work effectively together from brainstorming with digital sticky notes to planning and

managing complex workflows. The Marketing Manager uses the Miro app to collaborate over a poster design.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams W Film Festival Posts Files Wiki Tasks (@) Design @@ ltinerary @ + @ Org

Your teams

D Human Resources

General

i
' v
. : o e i ws

F P‘EP hy
Candidate Correspondence

Compensation Benefits
PR \ Lee Gu Thursday 7:31 PM

Employee referrals Final Plan

Employee Relations Patti Fernandez, here is the itinerary for the festivals. Also, these are some basic Q&A seszions that we have prepared with the cast. Please

take a look.

Film Festival
Contoso Film

Planning

Review 1 You
o ‘fﬂ% Questions for cast.docx "\ 19 Mar, 7:31 PM

Staffing

Training and Development Final Plan

Patti Fernandez, here is the_itinerary for the festivals.
Patti Fernandez Also, these are some basic Q&A sessions that we have
This looks great! | will be around; in case you all face any roadblocks. prepared with the cast. Please take a look.

Contoso Film

Ge I .
seners Lee Gu Thursday 7:36 PM Questions for cast.docx

Distribution ' Thanks, Patti Fernandez. So now that the plan and EPK are locked in, we are good to ge, right? 21KB

Film Festival Patti Fernandez

o i Y. - Patti Fernandez 19 Mar, 7:34 PM
re-Productior . . . :
This looks great! | will be around; in case you all

Leadership Team face any roadblocks.
Marketing and Promotions
Programming ' y , You 19 Mar, 7:36 PM
Writing and Storyboarding Thanks, Patti Fernandez. So now that the plan
- and EPK are locked in, we are good to go, right?

Patti Fernandez 19 Mar, 7:38 PM

Start a new conversation. Type @ to mention someone.

28" Join or create a team a :: [E] =] @1 o b, @

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
109



Marketing — Sending a Film to Festival Circuit

2" Microsoft

Microsoft Teams 4 Search or type a command

Teams T Film Festival Posts Files Wiki Tasks @) Design @ [Itinerary ~ +

Your teams

D Human Resources
- > . .
General Festival Itinerary

Candidate Correspondence Thursdav March 19 2070 a pRd

. ) 3| R - .
Contoso Film * ltinera rd Cpen in app ~ elp L.' Immersive Reader erms of Use

Calendar Compensation Benefits
Employee referrals .
L 9 a.m. - Opening Ceremony

Calls Employee Relations

" Planning 10 a.m. - Dramatic Competition

[ 11 a.m. - Documentary Competition Festival Itinerary
Staffing

Training and Development 12' p'm' - Premleres Thursday, March 19, 2020 1:59 PM
2 p.m. - Spotlight 9 a.m. - Opening Ceremony

Contoso Film
General 3 p.m. - Shorts 10 a.m. - Dramatic Competition
Distribution 4 p.m. - Special Events 11 a.m. - Documentary

Film Festival ey
e Production 5 p.m. - Films and Performances Competition
re-Productior

Leadership Team 6 pm - Awards 12. p.m. - Premieres
Marketing and Promotions 2 pm = Sp0t|lght

Programming

Writing and Steryboarding 3 pm - Shorts
4 p.m. - Special Events
5 p.m. - Films and Performances

6 p.m. - Awards

+ .
88 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 Marketing Manager uses it to create an itinerary and upload it in a tab in the channel.
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Questions for cast.docx

Home Insert Layout References

v ﬁv \{5; ‘Helvetica

v‘13.5 v| A A

Search or type a command

Review View Help 2

Tell me what you want to do

B I U 2Z2v Av A -

Character questions

What sort of person is going to love this character?

How is this character like you? Different?

Is it easier to play this character or to be yourself on stage?

What do you love about this character?

What do you hate about this character?

What's the biggest challenge about taking on this role?

Besides yourself, what celebrity would you like to see tackle this character?
Without giving anything away, what's your favorite line of dialogue?
Besides yourself, which actor in this production is going to blow people away?
If you could play any other character in this show, who would it be?

What makes a good scene partner?

General questions
What do you
If someone was going to make your life into a movie, who would play you?
When did you first perform?

Besides this one, what's your favorite stage show?

Who do you look up to (as an actor/director/etc.)?

want to be when you grow up?

Production questions

6 words  English (U.5.)

What sort of person is going to love this show?
What's challenging about bringing this script to life?
Why did you want to be involved in this production?
Who should not come see this show?

[J Comments

L Find v

Microsoft

=] conversation || *- Close

é} Ideas

@J Dictate v

15:09

é Questions for cast.docx

Character questions

- What sort of person is going to love this character?
- How is this character like you? Different?

- Is it easier to play this character or to be yourself on
stage?

- What do you love about this character?

- What do you hate about this character?

- What's the biggest challenge about taking on this
role?

- Besides yourself, what celebrity would you like to see
tackle this character?

- Without giving anything away, what'’s your favorite
line of dialogue?

- Besides yourself, which actor in this production is
going to blow people away?

- If you could play any other character in this show,
who would it be?

- What makes a good scene partner?

General questions
- What do you want to be when you grow up?
- If someone was going to make your life into a movie,
who would play you?
- When did you first perform?
- Besides this one, what'’s your favorite stage show?
- Who do you look up to (as an actor/director/etc.)?

Production questions
- What sort of person is going to love this show?
- What's challenging about bringing this script to life?
- Why did you want to be involved in this production?
- Who should not come see this show?

Co-author and edit Word documents within Teams. The questions drafted for cast interview are shared with team

members in the channel.
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Monitoring Negative Responses
Marketing Analyst

Scenario Walkthrough

Contoso subscribers have been experiencing poor network signal at Greenwood, Seattle. It is required that the maintenance
crew resolves the network problem for uninterrupted services. Meanwhile, the backlash in social channels is closely monitored
and mitigated by the Marketing Analyst.

Integrates Twitter and SharePoint to monitor tweets with relevant hashtags using Power Automate within Microsoft Teams.

Reviews the posts in the channel with the Marketing Manager to analyze the results of the social media scan.

Coordinates with the Maintenance and Repairs Manager about the status of the issue.

Views an overall Social Media Scorecard Power Bl tab set up in the channel to help plan remedial measures and campaigns.

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

 Quick teamwork and action made possible through channel communication.
 Real-time tracking of social media impact via integration of Power Automate set up in
a tab within Teams. @ y il
 SharePoint lists enable easy update and tracking of important lists. _
Website  SharePoint  Power Power B

* Facilitation of data-driven decisions informed by visualizations and scoring in Power Bl Automate
for Microsoft Teams.
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2" Microsoft

Microsoft Teams ‘G Search or type a command

Social Media Tracking Posts Files Wiki Tweets (@) Social MediaS.. (@) -+

: Emily Braun Thursday 12:04 PM
Added a new tab at the top of this channel. Here's a link.

Application

Tweets
19 DA

Emily Braun Thursday 12:42
Our subscribers are tweeting about the network issue they have been facing.

caitead

Forecast and Analysis

' . : i < Post
Legal and Compliance Pradeep Gupta & Lynne Robbins — Please make sure that the issue is resolved as soon as possible. Contoso Telecommunications / Social Media Tracking

Market
arketing Pradeep Gupta

Quarterly Sales Sure. We'll get on it! @ You
19 Mar, 12:04

Social Media Tracking : Thureday 12-46 DM
Emnlly Brawn * Thursday 12:46 PV Added a new tab at the top of this channel. Here's a link.

Survey and Feedback What's the status on this?

Pradeep Gupta
, - t @ Tweets
It's due to poor network signal in the neighborhood. We are working on resolving it.

Lee Gu
How long would it probably take? A You 19Mar, 12:42 V4

Pradeep Gupta Our subscribers are tweeting about the network issue
Shouldn’t take long! they have been facing.

Pradeep Gupta & Lynne Robbins — Please make sure
Edited that the issue is resolved as soon as possible.
The issue is resolved. J72 The customer will be now be able to browse and download content at high speed and enjoy uninterrupted
voice/video call services. Pradeep Gupta 19 Mar, 12:43

Emily Braun Thursday 12:4 ted Sure. We'll get on it!

You 19 Mar, 12:46

What's the status on this?

Pradeep Gupta 19 Mar, 12:46

=

Start a new conversation. Type @ to mention socmeone,

28" Join or create a team

Configure a SharePoint List to a channel either as a website tab or as a SharePoint app to provide access to important
lists. Here the Marketing Manager configures a SharePoint list that's connected to Power Automate to keep track of
tweets within a channel. 113
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2" Microsoft

Microsoft Teams

Power Automate Home Create Chat Approvals Business process flows About

¢ Edit £ Share B SaveAs [i] Delete [[4 Sendacopy < Submitastemplate () Turn off [ Repair tips off

Flows > Save tweets that include a specific hashtag to a SharePoint list

Details Connections

Flow _ B o Status SharePoint
Save tweets that include a specific hashtag to a SharePoint list On Permission

s
Description Created

Use this template to track all the tweets about your business and archive the Mar 25, 04:11 PM
important ones to a SharePoint list.

Twitter

Modified
Owner Mar 25, 04:11 PM
Emily Braun Owners i @
Type
Automated

z Emily Braun Power Automate

Plan

Automate time-consuming and repetitive tasks by integrating your
Per-user plan

favorite apps and services with Microsoft Power Automate.
Original template

Privacy statement
28-day run history (1) i
Service agreement

When your flow runs, you'll see its history here,

Add Power Automate to a channel to manage flows. The Marketing Analyst uses Power Automate to configure a flow
that automatically saves tweets that contain a specific hashtag.
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mn Microsoft

Microsoft Teams ‘G Search or type a command

Teams g n Social Media Tracking Posts Files Wiki Tweets v Social MediaS.. (@ +

Your teams

_ O Searct + New ¢ Quick edit
n Contoso Telecommunications :

&8 Export to Excel B> Open in SharePoint All ltems

Application

Forecast and Analysis

Legal and Compliance é Tweets

gt SHIRRSICE i - ) L Contoso Telecommunications / Social Media Tracking
Frank_McCollough ontosolelco | ha

Marketing
= SharePoint

Quarterly Sales

Social Media Tracking o
. Contoso Telecommunications

Survey and Feedback Public group

Coy_Mcguire

/O + New - = Allltems Vv v @ /‘
Tweets

User Name

Frank_McCollough

Coy_Mcguire

when this
#Contoso

" Join or create a team

The Marketing Analyst integrates a tab to bring in tweets with specific hashtags using Microsoft Flow. Create a custom
Flow to scan social media for information related to comments about products and auto-save the tweets to

a SharePoint List. 115
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2" Microsoft

Microsoft Teams

Teams Social Media Tracking Posts Files Wiki Tweets 1more ~ - @ Team (X Meet

Your teams ; Emily Braun 3:58 PM Edited
Poor Network Signal Incident Review

@ Contoso Telecommunications - . . ) .
. ° Pradeep and | have just reviewed the poor network signal issue at Greenwood, Seattle.

Tz We have taken a look at the social media scan, Social Media Scorecard, and overall collaboration executed to deescalate the situation and

are extremely pleased with how this turned out.

S There was minimal impact to our brand and more importantly, to our customers.

Application 4:41

. Awesome job, everyone!
Forecast and Analysis J y
é T Post
Contoso Telecommunications / Social Media

Legal and Compliance

Marketing

You
Quarterly Sales Lee Gu 401 PM 30 3:58 pm

Social Media Trackin Contoso Telecommunications, you'll are rockstars, kudos to you all! f& . . .
o . g Poor Network Signal Incident Review

Survey and Feedback i o o B . . : i -
Emily. Pradeep, and Lynne, your promptness with addressing this issue is appreciated. Ternfic job! Pradeep and | have just reviewed the poor network signal

AP issue at Greenwood, Seattle.
Hidden teams Pradeep Gupta 4:03 PM . . . .
~Ears We have taken a look at the social media scan, Social Media
Scorecard, and overall collaboration executed to deescalate
the situation and are extremely pleased with how this turned
: out.
N " \ : 4 ' There was minimal impact to our brand and more importantly,
oy ! 1 ) / to our customers.

II ﬁu

s .
|
”.u;mw* Awesome job, everyone!

& ) LeeGu 4:01 pm @
v -y
©)

Contoso Telecommunications, you'll are rockstars,
kudos to you all! +*

“
"I_r |i-;\
—

| I

Lynne Robbins 4:03 PM Emily, Pradeep, gnd Ly.nne, your. promptne.s.s Yvith
addressing this issue is appreciated. Terrific job!

Pradeep Gupta 4:03 pm

© i

&’ Reply

1%, Join or create a team

The Marketing Analyst uses channel communication to inform her team when the equipment is resolved. Intense in moments

of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes working together fun!
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mn Microsoft

Microsoft Teams Search or type a command

Teams g n Social Media Tracking Posts Files Wiki Tweets Social Media Scorecard v

Your teams

n Contoso Telecommunications

Application
Forecast and Analysis SOCiaI MEdia Scorecard

i : Social Media Scorecard
Legal and Compliance

Ind ¢ Positive & N ive Stat t Contoso Telecommunications / Social Media Tracking
naex of Fositive & Negative >tatements

Marketing

Quarterly Sales

Social Media Tracking

Survey and Feedback

Social Media Scorecard

Index of Positive & Negative Statements

Microsoft Power Bl

+
I o & +
Join or create a team )
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.
17



=. Microsoft
% Setting Up an Experience Kiosk
Marketing Manager

Scenario Walkthrough

Contoso Telecommunications is one of the first ISP that has obtained 5G connectivity in Seattle. To spread the word and let
more people experience the benefits of this technology, the company has decided to install a kiosk at the Northwind Mall. See
how the Marketing Manager uses Microsoft Teams to plan and achieve their goals.

Schedules team meetings to brainstorm marketing ideas.

Shares relevant news articles via Bing News.

Uses OneNote to collect ideas for an effective marketing strategy.

Requests the Marketing team to create a PowerPoint presentation about an experience kiosk

Uses Adobe Sign to sign contract agreements with the mall.

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

Conduct channel meetings to communicate and coordinate with the marketing team.

Bing News to find relevant news to the specific topic.
Collaborate, edit and draft ideas with the marketing team using OneNote.

PowerPoint to draft effective presentations. PowerPoint  OneNote Adobe Sign  Bing News

Adobe Sign to easily e-sign documents without leaving Teams.
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2" Microsoft

Microsoft Teams Search or type a command

% Teams i Marketing Posts Files Wiki Brainstorming -+ @ Org-wide

Activity

a S '_.I Lee Gu 3/18 11:28 AM
Vour teams \E 5@ Marketing StratEQies

Contoso Telecommunications Hi team, as you all know, our 3G network is operational now. I've tried using the technology myself and it's far more advanced than anything

we've had before. | believe the best way to create buzz around this is by letting people experience 5G connectivity themselves. So, I'm looking for

PEn some fresh ideas to market this technology. Let's have a meeting over this.

C—
A

Roll-out
E M

Calendar Application Promotions for 56
Wednesday, March 18, 2020 @ 11:30 AM
Forecast and Analysis
Collapse all Post

Lagal and Compliance Contoso Telecommunications / Marketing

. 04 Promotions for 5G ended: 18m 36s
Marketing =

Promotions for 5G
Report Analysi o Nestor Wilke
Reports and Analysis Wednesday, 18 March 2020 @
A very informative meeting, but can you share more information on this? 11:30 AM
Social Media Tracking *30

) - Lee Gu 3/18 11:33 AM )
Survey and Feedback - N 13
You'll find all the information you need here.

Hidden teams u News ‘o Scheduled by Lee Gu

5G Technology Infrastructure Market Analysis, Size,

Meeting ended 18 min 36 sec
Share, Growth and Opportunity Assessment till 2029

TR 4
£ 1
The research study on Global 5G Technology Infrastructure market 2019 presents an

Nestor Wilke 18 Mar, 11:50 AM

A very informative meeting, but can you share
more information on this?

Nestor Wilke

. i ) Lee Gu 18 Mar, 11:53 AM V4
Okay Lee Gu, we'll be back with some great ideas.

You'll find all the information you need here.
Debra Berger
? . o . . u News
Lee Gu you can have a look at the ideas here - Erainstorming. Check it out and tell us what you think?

5G Technology Infrastructure Market Analysis, Size, Share,
Growth and Opportunity Assessment till 2029

The research study on Global 5G Technology

Lee Gu 3/18 1:04 PM
So Debra Berger, | like the idea of an experience kiosk. Malls are a haven for marketing tech products and people will love to try out 5G

Start a2 new conversation. Type @ to mention someone.

N W g @ A

" Join or create a team E"y & .:::. [E] [ @q rf o b @ im|

Search the most relevant news for your work on topics you care about and the Bing News connector will deliver them
right to your team. The Marketing Manager shares relevant article using Bing News.
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2" Microsoft

Microsoft Teams 2 Search or type a command
B Promotions for 5G Chat Details Scheduling Assistant Meeting notes  Whiteboard

a *_ Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

Promaotions for 5G . Lee Gu

Crganizer
) - )
E = # Nestor Wilke % Joni Sherman (Guest) % Debra Berger * + Optional

Calendar ol Nestor Wilke
Unknown
Mar 18, 2020 : f Mar 18, 2020 12:00 PM ~ 30m @ All day _ é Marketing
e Joni Sherman (Guest) Contoso Telecommunications
Suggested: No suggestions available Unknown
Debra Berger H/ DETAILS

Does not repeat
P Unknown

Promotions for 5G
Wednesday, 18 March 2020
11:30 am - 12:00 pm

& +1872-242-7651 (Toll) |

A ragrap T = : i= @ = .
A WA Paragraph ™ L« - - ! ” = B o c [ Add to calendar

Hi team, as you all know, our 5G network is operational now. I've tried using the technology myself and it's far more advanced
¥ p ¥

than anything we've had before, | believe the best way to create buzz around this is by letting people experience 5G connectivity Hi team, as you all know, our 5G network is operational
themselves. So, I'm looking for some fresh ideas to market this technology. Let’s have a mesting over this. (Schedules meeting) now. I've tried using the technology myself and it's far
more advanced than anything we've had befc See more

SHARED TO CHANNEL

‘ Marketing
Contoso Telecommunications

+1 8§72-242-7651 (Toll) PARTICIPANTS (4)

Join Microsoft Teams Meeting

Conference ID: 104 145 73# . Lee Gu

Organiser

Debra Berger

Unknown

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling

Assistant feature suggests times that are optimal for all attendees.
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2" Microsoft

Microsoft Teams EA Search or type a command

Teams Td Marketing Posts Files Wiki Brainstorming ~

Your teams

ontoso Telecommunications * Brainstorming # Openinapp~ 6 Help Ll Immersive Reader o Terms of Use
Contoso Telecommunications
General 5G - Brainstorming ldeas

5G Roll-out ~ - "

Calendar Application

‘. Forecast and Analysis

ol s 2 Compliance Set up an experience kiosk
i Marketing Create a brand - New Digital Campaign
-‘-.er Reports and Analysis DiStI’ibute ﬂyers
Social Media Tracking Build a website
Survey and Feedback Create videos on 5G Networks with Tech YouTubers

5G - Brainstorming Ideas

Wednesday, March 25, 2020 7:54 AM

Set up an experience kiosk
Create a brand - New Digital
Campaign

Distribute flyers

Build a website

Create videos on 5G Networks
with Tech YouTubers

Hidden teams

+ .
28 Join or create a team

Quickly disseminate meeting outcome and notes among team members with OneNote tabs in channels. The

OneNote link is shared in the meeting thread after the meeting.
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2" Microsoft

Microsoft Teams Search or type a command

eams i osts Files Wiki Brainstorming & Org-wide
T T G Marketing Posts Files Wiki Brainst + ® |

Activity

a Your teams | i Lee Gu 3/13 1:08 PM
¥ -y

o Experience Kiosk
Contoso Telecommunications Hi Contoso Telecommunications, we're going forward with the mall kiosk. We need a presentation to pitch to the Northwind Mall Management.

Gen I'm scheduling a meeting so we can discuss all your queries and begin work.

=l

G Roll-out Promotional Event
Wednesday, March 18, 2020 @ 1:10 AM

Calendar Application
- . Collapse all
Forecast and Analysis

, Post
Legal and Compliance @4 Promotional Event ended: 23m 20s e % G !ﬂ Contoso Telecommunications / Marketing

Marketing 20 Nestor Wilke 1

. : . : : , Promotional Event
That was great brainstorming session. Debra Berger please send the presentation you had created regarding this.

Wednesday, 18 March 2020 @ 1:10 AM
Social Media Tracking Debra Berger \

Reports and Analysis
-~ Lee Gu as discussed in the meeting, here’s the final presentation. Check it out and let us know if there are any changes to be made.
Survey and Feedback

[@-| 5G_Marketing_Presentation-_Setting_up_an_Experie... *** Scheduled by Lee Gu
Hidden teams

Lee Gu 3/18 1:57 PM Meeting ended 23 min 20 sec
It's good. I'm sending the presentation to the Marketing Head; he’ll be taking it from here.

Debra Berger

Nestor Wilke 18 Mar, 1:42 PM

That was great brainstorming session.
Debra Berger please send the presentation you
had created regarding this.

1

Debra Berger 18 Mar, 1:53 PM V4

Lee Gu as discussed in the meeting, here’s the
final presentation. Check it out and let us know if
there are any changes to be made.

m 5G_Marketing_Presentation-_Set...

647 KB
«' Reply

Start a2 new conversation. Type @ to mention someone.

B @ & @ Ay e

Join or create a team E"y & .:::. [E] [ @q rf o b @ im|

With Microsoft Teams, the PR 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! 122
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2" Microsoft

5G_Marketing Presentation-_S... 4 Search or type a command b’.

File 1 £ : t 5how Vi ] De ‘ @ Tell me what you want to do [J Comments

VO
niafes SRl

é 5G_Marketing_Presentation-_Setting_up_a...

Setting Up An
Experience Kiosk

®
Setting Up An
Experience Kiosk

Help Improve Office == Nates | [E

Store and share important files within a dedicated, cloud-enabled repository with Files. Design documents such as the

PowerPoint containing the details for setting up an experience desk are shared using PowerPoint.
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2" Microsoft

Microsoft Teams Search or type a command

Teams T Legal and Compliance Posts Files Wiki Contract for 5G Mall K. @ Org-wide

Activity

a Your teams

) Lee Gu 3/18 3:52 PM
Contoso Telecommunications - A s NOFthWind Ma" KiOSI( CO I'ItI'aCt
Hi team, we will be installing a 5G internet kiosk at the Northwind Mall. Joni Sherman (Guest) can you help me prepare the contract for the

sama?

Calendar Application
Joni Sherman (Guest)

Sure Lee Gu, | have started working on it. Shouldn't take long! Post
Contoso Telecommunications / Legal and Compliance

Forecast and Analysis

Lagal and Compliance

Marketing Lee Gu 3/18 3:53 PM

; . ing! (= . You
Reports and Analysis That's amazing! & = 18 Mar, 15:52

Social Media Tracking Joni Sherman {(Guest)
© It's done, here you go - Contract for 5G Mall Kiosk.

Northwind Mall Kiosk Contract

Survey and Feedback
Hi team, we will be installing a 5G internet kiosk at the
Adele Vance Edited Northwind Mall. Joni Sherman (Guest) can you help me

Hidden teams [ Hey Joni Sherman (Guest). that was quick. Well done! (& prepare the contract for the same?

Lee Gu 3/18 3:39 PM
Agreed Adele Vance (5 Great work Joni Sherman (Guest) [ & Joni Sherman (Guest) 18 Mar, 15:53 @

Sure Lee Gu, | have started working on it. Shouldn't

Joni Sherman (Guest)
take long!

You 18 Mar, 15:53

That's amazing! =

Joni Sherman (Guest) 18 Mar, 15:56 V4

It's done, here you go - Contract for 5G Mall Kiosk.

Adele Vance 18 Mar, 15:57 V4

Hey Joni Sherman (Guest), that was quick. Well done!

Start a2 new conversation. Type @ to mention someone.

Join or create a team Ay 2 @ [ B = 8 b @

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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2" Microsoft

Microsoft Teams Search or type a command

Teams T Legal and Compliance Posts Files Wiki Contract for 56 Mall ... ~

Your teams

Send For Signature  Manage Agreements Sign Qut

Contoso Telecommunications

[ 5G Kiosk Contract
Vendor Contract Created Mar 24, 2020 9:15 AM
G Roll-out
on This contract serves as an agreement between Contoso Telecommunications and MNorthwind Mall. Status: Out for Signature
Application It becomes effective on 20.03.2020 and involves services provided for 5G Mall Kiosk, which will
be held on 22.03.2020 from 11.00 a.m. to 11.00 p.m. Message: Please review and [Gmpl
Forecast and Analysis Kiosk Contract
The Vendor hereby agrees to provide the following services for the Event in exchange for : e 5G KiOSk Contract
Legal and Compliance financial compensation outlined below:

Marketing Compensation
Actions christie cline
Reports and Analysis In exchange for the services described above, the Client agrees to provide the Vendor with a
total payment sum of $ 15,000. A non-refundable fee of 20% of this amount or $ 3,000 shall be
Social Media Tracking paid upon the execution of this contract, with the balance due no less than five (5) business
days prior to the Event.

christie cline (+1)
05/04/20 10:38:45 pm
Waiting for Me to Sign

Remind

Survey and Feedback
Event Logistics R
Please review and complete 5G Kiosk

The Vendor shall have access to the Event location beginning at 8.00 a.m. on 22.03.2020 in J Download PDE Contract.

order to set up the appropriate stations, goods, or other items necessary in order to complete
the services described.

) ) _ ) Download Audit Report
Items that require physical display space must be no larger than 10 ft and shall be displayed in a _

clean and orderly fashion throughout the course of the Event. No goods or services not described
above may be sold or distributed during this Event without the Client's express written consent. Hide Agreement Vendor Contract

“This contract serves as an agreement between Contoso Telecommunications and Northwind Mall,
It becomes effective on 20.03.2020 and involves services provided for 5G Mall Kiosk, which will
be held on 22.03.2020 from 11.00 a.m. to 11.00

Hidden teams

Following the event, the Vendor will have until 1.30 p.m. to break down all equipment and clear
the area of all goods. The Vendor is required to leave the area in a clean and serviceable
manner.

he Vendor hereby agrees to provide the following services for the Event in exchange for
financial compensation outlined below:

Compensation

) 2 Recipients (1 Completed) :
Professional Appearance Event Logistics

2020 i
The Vend il disol q s th th g 4t ‘th ‘ 1. christie cline order to sat up the appropriate satons, Goods, o ofher kems necesary i order o complate
e Vendor w Isplay an appearance and manner appropriate w 2 mood an eme ol e Signed on Apr 5. 2020 Items that require physical display space must be no larger than 10 ft and shall be displayed in a
Signed o pr 53, 2020

Event being held. The vending station will not in any way interfere with the Event on hand, nor Shove ey b S0 o GOt duin s Event R he CIEs Sxpress wrkton Sonset
will vending staff leave the station unattended. Any special dress or appearance requirements
outside of the accepted norm will be discussed in advance between the Client and the Vendor.

Following the event, the Vendor will have until 1.30 p.m. to break down all equipment and clear

' 2. leeg@mandt2 onmicrosoft.cor 1 of G, T Vendr & eaure o ot s i oo 30 S

Signature requested on Apr 5, 2020 Professional Appearance
Eecok o ek T v oo oo ans way o Wi th Gvark o b,
By signing below, both the Client and the Vendor indicate that they have read, understand, and il vening aflave the taton unatanded: Any spec iessor appearancerequremerts

rance re
outside of the accepted norm will be discussed in advance between the Client and the Vendor.

agree to all terms and conditions outlined in this contract. o signing below, boththe Client and the Vendor indicte that they ave rea, undersand, and

s e o e e
> Activity

Client: _Northwind Mall

Vendor: _Contoso

Client: Northwind Mall Date: 20.03.2020

Vendor: _Contoso Telecommunications Date: 20.03.2020

Join or create a team

Send a document for e-signature and track the signing process at every step—right from the Adobe Sign tab within

Teams. The Legal team prepares a contract for the vendor agreement.
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2" Microsoft

New Web Series
. Business Development Manager

LY 7R

Scenario Walkthrough

Contoso is looking into exploring new markets to ensure they stay ahead of the curve. Business Development Manager
suggests the company should launch a web series in Spanish as it would open new frontiers and expand its customer base. See
how he collaborates with the Marketing team to plan with ease of communication in Microsoft Teams.

Shares a power Bl report showing a shrinking subscriber base in the US and increased subscribers internationally.

Receives an analysis report from a business analyst regarding which location should be focused on.

Discusses the plan of introducing a new web series to target local markets where good subscriber growth is possible.

Finalizes the idea of creating a new web series in Spanish that would increase the subscriber growth by 40% and bring good
revenue.

How did Microsoft Teams help the Business Development Manager to Which app integrations on
execute his roles and responsibilities? Teams made it possible?

» Useful market insights are obtained using Power BI.
o @mention feature attracts the attention of relevant team members.

all

Power BI

« Channel communication makes the discussion and implementation of the new idea
easier.

* Live captions with attribution make meetings more inclusive and help everyone stay
on the same page during calls.
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Microsoft

Microsoft Teams Search or type a command
a

2 Teams W Marketing Posts Files Wiki Subscriber Tren.. (@) Subscriber Gro.. @@ +

Activity

a Your teams Grady Archie Yesterday 3:36 PM  Edited
Shrinking Subscriber Base
E Morthwest Experience Design T.. e+« Hi Contoso Media,

General
We have not seen the desired number of subscriber growth this quarter. The reports here show a remarkable increase in subscribers

E Analyst-5r. Analyst internationally but very less growth locally. So, we should focus on targeting more audiences globally. Let's discuss this over the call.

Calendar Consultant-5r. Consultant 1:43 @
Shrinking Subscriber Base
Monday, April 6, 2020 @ 4:00 PM é Post
Contoso Media / Marketing

Manager-Grp. Manager

Contoso Media llapse all

General | Shrinking Subscriber Base ended: 18m 29s .1 @ i 0 &, Shrinking Subscriber Base

_ Monday, 6 April 2020 @ 4:00 PM
Contoso - Fabrikam Contract Grady Archie Yesterday 4:43 PM

That was a great call team. Thank you for all the inputs. (2
Human Resources

Marketing , LeeGu
Expanding into international markets is a great idea. Do we have any study that suggests which regicons will show promising growth Scheduled by you
in the coming quarters?
Hidden teams

Meeting ended 18 min 29 sec
Emnily Braun

| will research that and get back to you soon! wm

Grady Archie 3522 PM

You 6 Apr, 4:43 PM :
That was a great call team. Thank you for all the
inputs. &

Lee Gu 6 Apr, 4:44 PM

Expanding into international markets is a great
idea. Do we have any study that suggests which
regions will show promising growth in the coming
quarters?

Emily Braun 6 Apr, 4:44 PM

¢« Reply

Start a new conversation. Type @ to mention someone.

B @ & @ Ay e

85" Join or create a team e @ @ [ B ot = Q

Dedicated teams and channels enable instant group collaboration. The Business Development Manager posts concern

about shrinking customer base and schedules a meeting to discuss ideas.
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Shrinking Subscriber Base

Emily Braun & Miriam Graham &

Christie Cline %

[\ |

03 Device settings

> Meeting options

Meeting notes

(i) Meeting details

H Gallery

25 Together mode (Preview)

2 Full screen

7%% Apply background effects

€c) Turn on live captions

Start recording

it Dial pad

Turn off incoming video

Meeting attendees can leverage a wide range of features like live captions, background effects, meeting recordings

and more for an engaging and productive meeting experience.

=
|

“ B B @

4

Put me on hold

Start recording

Turn on live captions
Share

Turn off incoming video
Dial pad

Change layout

2" Microsoft
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2" Microsoft

Shrinking Subscriber Base

(g 07:26

536 . oX

EmilyB %
Emily Braun & Christie Cline & 2

ChristieC % Miriam G X

(llu

That strategy sounds good.
Yes it does.

Miriam Graham ¥
() Grady A: That strategy sounds good.
h’ Lee G: Yes it does.

Live captions enable you to keep track of conversations with accurate attribution ensuring you know who is speaking
and when. The Business Development Manager enables live captions during the meeting.




Marketing — New Web Series O )
mn Microsoft

Microsoft Teams 4 Search or type a command

Teams W Marketing Posts Files Wiki Subscriber Trends ~  Subscriber Growth

Your teams

E Morthwest Experience Design T... <« Current Subseriber Trend

— @ Total US Subscribers @Total International subscribers
General

Analyst-5r, Analyst
Calendar Consultant-Sr. Consultant
Manager-Grp. Manager

Subscriber Trends

Contoso Media / Marketing
Contoso Media

>

General
Contoso - Fabrikam Contract

Human Resources

S A

Marketing

Total US Subscribers and Total International subscribers

Hidden teams

Date

+ .
g5 Join or create a team

A Power Bl dashboard offers a visually rich view of current and projected data. The Business Development Manager
uses Power Bl to understand subscriber growth trends.
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mn Microsoft

Microsoft Teams Search or type a command

Teams W Marketing Posts Files Wiki Subscriber Tren.. (@) Subscriber Gro.. @@ +

Activity

a Your teams b Emily Braun
. : Shortlisting The Location To Increase Subscribers
E Morthwest Experience Design T.. Hi Contoso Media

General
| have done thorough research, and our study tells us that we have a good number of viewers from Latin America. We have a reasonably

E good reach there, but we can scale up our base if we take steps in the right direction. | have attached the analysis report here. The research
Calendar Consultant-Sr. Consultant analysis also forecasts that there will be rapid growth in the streaming category in this region.

Analyst-5r. Analyst

Manager-Grp. Manager
Post

Contoso Media / Marketing

Contoso Media
Emily Braun

General Grady Archie Monday 7:10 PM 6 Apr, 7:09 pm

This is an excellent report Emily Braun. Thanks.

Contoso - Fabrikam Contract | feel we should focus on creating some original local language content for them apart from revising our rates. This will increase the Shortlisting The Location To Increase Subscribers

Human Resources number of downloads and subscribers.

) Hi Contoso Media,
Marketing Miriam Graham
Yeah, this shows a lot of promise. We will not only meet our targets but will also add some more customers in the next quarter. & I have done thorough research, and our study tells us that

we have a good number of viewers from Latin America. We

Christie Cline Edited have a reasonably good reach there, but we can scale up our
Great, then! base if we take steps in the right direction. | have attached

’ the analysis report here. The research analysis also forecasts

that there will be rapid growth in the streaming category in

LB'FS dO H'! this region.
6& You 6 Apr,7:10 pm

This is an excellent report Emily Braun. Thanks.

| feel we should focus on creating some original local
language content for them apart from revising our
rates. This will increase the number of downloads and
subscribers.

Hidden teams

Miriam Graham 6 Apr, 7:13 pm
« Reply . . .

Yeah, this shows a lot of promise. We will not only
meet our targets but will also add some more

Chrictia Mlina

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

@

85" Join or create a team Ay & ) @ [ cd > g

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
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mn Microsoft

Microsoft Teams 4 Search or type a command
Teams Td Marketing Posts Files Wiki Subscriber Tren... @ Subscriber Growth ~ -

Your teams

Sum of Number Of Subscribers by Year

E Morthwest Experience Design T..

General

Analyst-Sr, Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

0.2M < Subscriber Growth
Contoso Media / Marketing
Contoso Media .

Contoso - Fabrikam Contract

Year :;
ﬂuman RESC.-”CES Eg . l I I
Sum of Number Of Customers by Streaming Service . - -

I Mumber Of Subscribers

aUm o

S A

Marketing

Hidden teams

o
o
o
]
=
[}
(=]
a
o
E]
=
o
3
w

Streaming Service

+ -
Join or create a team

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The Marketing

Analyst shares new opportunity using Power BI.
132



Marketing — New Web Series O )
mn Microsoft

Microsoft Teams Search or type a command

Teams Td Marketing Posts Files Wiki Subscriber Tren... @l Subscriber Gro... @ -

Activity

H Your teams

E Morthwest Experience Design T..

Christie Cline

Launching a New Web Series
Hi Contoso Media, it gives me great pleasure to announce that we will be launching five new original web series.

General

E Analyst-Sr. Analyst Coming on the back of the earlier successes of our hit shows, | am sure these will be the new cornerstones of our success.
SRR Cansultant-5r. Consultant Grady Archie, this | believe, should prove the game changer that you were looking for. (72

Manager-Grp. Manager
9 P 9 < Post
Contoso Media / Marketing

Contoso Media

Grady Archie Monday 7:20 PM
Hey Christie Cline, it's wonderful to know. Yes the new criginals will pave the way for new markets. S\
Contoso - Fabrikam Contract This is indeed great news. (& 1

Christie Cline
6 Apr, 7:18 pm

General

Launching a New Web Series
Human Resourcas Miriam Graham
Hey Christie Cline, our marketing campaigns have created quite a buzz. Hi Contoso Media, it gives me great pleasure to announce

Marketing
that we will be launching five new original web series.

The trailers and teasers that we put out. have been well-received and the viewers are eagerly waiting for these new shows.

Hidden teams Fingers crossed! & Coming on the back of the earlier successes of our hit shows,
| am sure these will be the new cornerstones of our success.

Emily Braun
Grady Archie, this | believe, should prove the game changer

e that you were looking for. =

S

2

6‘ You 6 Apr, 7:20 pm V4
(]

Hey Christie Cline, it's wonderful to know. Yes the new
originals will pave the way for new markets.
This is indeed great news. **

Miriam Graham 6 Apr, 7:21 pm V4

Hey Christie Cline, our marketing campaigns have
created quite a buzz.

Start a new conversation. Type @ to mention someone.

" Join or create a team A, & @ [ [ ca &> g

Close out conversations in channels once your project objectives have been achieved. The files shared during the

discussions will be added to the Files tab in the channel for quick access.
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Movie Promotion at Theme Park

l\ Marketing Associate

Scenario Walkthrough

Contoso Studios' pirate-themed movies have been a cult favorite in the market for a decade now. The latest film in the
franchise is going to be released soon, and Contoso Theme Park will be part of the promotional events. See how the Marketing
Associate creates the plan for a two-day event using the native features of Microsoft Teams.

Receives an important update using @mention and conference calling feature.

Coordinates, ideates and collaborates with the team to plan out a large-scale event.

Shares design samples in a PDF format.

Submits an expenditure sheet in the channel where the information will be stored in the Files tab.

Receives an approval from the Finance Manager regarding the budget of the event.

How did Microsoft Teams help the Marketing Associate to execute her Which app integrations on
roles and responsibilities? Teams made it possible?

* Open channel meetings keep team members on the same page.

* Effective channel communication with @mention feature for quick updates.

« Create impactful summaries of crucial data with Smartsheet. PDF Smartsheet

« Draft suggestions with team members in real-time by using Freehand by InVision.

& Rin

Tasks by Planner  Freehand by
and To Do InVision

 Use task assignment and delegation capabilities of Tasks by Planner and To Do for
speedy plan mobilization.
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2" Microsoft

Microsoft Teams Search or type a command

Teams e General Posis Files Wiki +

u Contoso Company Cloud Mana... s+ h Lee Gu Edited
s Movie Promotions for Contoso
Hey Contoso Theme Park, as we all might be aware, the much-awaited pirate movie by Contoso Studios is in the final stages of completion. We

General

Daily Stand Ups are planning to host a huge event to display the first trailer of the film in our park. Let’s plan to make this an unforgettable experience for our

T crowd! Any ideas? (=
Service Agreements cllapse all

Testing and QA Lidia Holloway 3/17 12:32 PM
This sure is an excellent opportunity for us to have more crowd onboard! Let’s all gather to brainstorm on some ideas? Scheduled a Post
Client Z Project meeting here for discussion. Contoso Theme Park / General

General Brainstorming , LeeGu
Tuesday, March 17, 2020 @ 1:00 PM b 17 Mar, 12:50

Delivery
) - - . Movie Promotions for Contoso
Onboarding ] Meeting ended: 12m 31s

Steering Committee Lee Gu Hey Contoso Theme Park, as we all might be aware, the

Great meeting, guys! Loving the excitement. | will share a task list in a while. Let’s get cracking. (2 much-awaited pirate movie by Contpso Studios is in the final
Contoso Theme Park stages of completion. We are planning to host a huge event

Megan Bowen to display the first trailer of the film in our park. Let's plan to
General . Yay! That’s great. Can’t wait for the event! '&F make this an unforgettable experience for our crowd! Any

_ ideas? =

Budget and Finance ”
Irvin Sayers

Crowd Management ) We will need to put our best foot forward. Jordan Miller, let’s do this. -

Aerchandisi Scheduled a meetin
Merchandising . Jordan Miller u ing

S .
lanning and Designing Brainstorming

Safety and Compliance > ~ ﬂ 17 Mar 2020 @ 13:00

Human Resources

i Meeting ended
General 12min 31sec
Candidate Correspondence

. . LeeGu 17 Mar, 13:15
Compensation Benefits

Great meeting, guys! Loving the excitement. | will

Employee Referrals . . . ”
Py : share a task list in a while. Let's get cracking. <

Employee Relations
Planning

Review - -~ -
Start a new conversation. Type @ to mention someone.

oo

88" Join or create a team A, 2 @ [ B i >

The Marketing Manager sets the movie promotion plan in motion in the channel, roping in relevant team members to
help with planning. The teams uses the @mention feature to call their attention to the post, which also sends out a
notification in their Activity Feed. 135
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Microsoft Teams

Search or type a command

Brainstorming Chat Details Scheduling Assistant Meeting notes  Whiteboard

* Cancel meeting Time zane: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options

& Brainstorming

(o) -~
@ Megan Bowen X ‘g’- lordan Miller > 1{, Irvin Sayers > ;.‘a;‘ Diego Siciliani =

%V Llee Gu X

1:00 PM . 1:30PM 3 ® All day
: No suggestions available

] Does not repeat
E
Add location
= B 7 U S W A A v L = = E ® = @ 5 C

This sure is an excellent opportunity for us to have more crowd onboard! Let’s all gather to brainstorm on some ideas? Scheduled
a meeting here for discussion.

Join Microsoft Teams Meeting

+1 872-242-T651 United States, Chicago (Toll)

Conference ID: 197 284 516#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Tracking

Lidia Holloway

Organizer

Megan Bowen
Unknown

Jordan Miller
Unknown

Irvin Sayers
Unknown

b5 Diego Siciliani
Unknown

. Lee Gu
Unknown

With Microsoft Teams, you can easily schedule meetings and find the best available times for invitees through the

native scheduling calendar.

2" Microsoft

é Brainstorming

Contoso Theme Park / General

DETAILS

Brainstorming

Tue Mar 17, 2020
13:00-13:30

& +1 872-242-7651 (Toll) United States

This sure is an excellent opportunity for us to have more crowd
onboard! Let's all gather to brainstorm on some ideas? Scheduled
a meeting here for discussion. Join Microsoft Team: See more

Shared to channel

. Contoso Theme Park
cT
General

Participants (6)

Lidia Holloway
Organiser

Diego Siciliani
Unknown
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2" Microsoft

Microsoft Teams Search or type a command

Teams W Planning and Designing Posts Files Wiki Tasks (@) PhotoBootha.. @@ +

u Contoso Company Cloud Mana... s+« g b Lee Gu
v gl

Way Forward
General Hi team, as discussed in the meeting, here is the Tasks tab. Let's make sure these are completed in the given time so we can have enough time to
Daily Stand Ups execute the plans. Irvin Sayers, Jordan Miller here are the movie posters for your reference.
T

Service Agreements PIRATE
Testing and QA ADVENTURE

] < Post
Client Z Project ves fﬂ"‘ = Contoso Theme Park / Planning and Designing

General — ' f \ Lee Gu
- L C WSy 17 Mar, 13:47
Delivery o _ ®
Onboarding ; Way Forward
Steering Committee : Hi team, as discussed in the meeting, here is the Tasks tab.
Let's make sure these are completed in the given time so
Contoso Theme Park we can have enough time to execute the plans. Irvin Sayers,

Jordan Miller here are the movie posters for your reference.
General

-

Budget and Finance N Jordan Miller

) Yes, | will complete the designing part by evening and send the pictures for your review. Should we add a photo booth and some props as
Crowd Management
well?
Merchandising
Pl _ d Desiani Lidia Holloway 3/17 1:33 PM
el e Great idea, Jordan Miller. How are you thinking of approaching it?

Safety and Compliance
Jordan Miller

Here are a few ideas for props — Photo Booth and Props. % Jordan Miller 17 Mar, 13:52
Human Resources

Yes, | will complete the designing part by evening and
send the pictures for your review. Should we add a
Candidate Correspondence Fantastic! They look good. photo booth and some props as well?

General Lidia Holloway 3/17 2:28 PM

Compensation Benefits Irvin Sayers Edited

- A Treasure Hunt across our park will work well here. This could be a good crowd engagement activity. You 17 Mar, 13:53
Employee Referrals

_ . Great idea, Jordan Miller. How are you thinking of
Employee Relations . LeeGu y 9

. That sure sounds interesting. Do you have any specific ideas about how to explore this?
Planning

Review - -~ -
Start a new conversation. Type @ to mention someone.

o o _ M W ¢ @ A
ga Join or create 3 team ,&_':.y & .i-___-:. [ﬂ] =] &d [1[ g &5

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations or tabs,

while keeping relevant discussions and files grouped together.
137



Marketing — Movie Promotion

%

Calendar

The deeply integrated Tasks by Planner and To Do within Microsoft Teams enables speedy plan mobilization using task
assignment and delegation. The Marketing Associate views assigned tasks with the Tasks by Planner and To Do app that can be

Microsoft Teams

Teams

General

3D Production

Concept Art

Finance

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

Products & Services

General

Customer Engagement
Employee Engagement
Research

Wellness Center

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing
Safety and Compliance

1 hidden channe

Sales

General
Finance Review

Forecast and Analysis

8&. Join or create a team

at Theme Park

Planning and Designing Posts Files Wiki Tasks -

Add task

() Product Merchandising

{& Lidia Holloway

) Acguiring Designs for Guest

Experiences

{E Lidia Holloway

) Crowd Management Plan

@ Megan Bowen

Group by Bucket

In Progress

Add task
) Agreement with Clients

@ Megan Bowen

) Agreement with Vendors

'{3-'-"‘ Diego Sicilian

pinned in any channel in Microsoft Teams.

£

Add task

Hide completed 2

a%.—sn‘_-ﬁ-'a-::’r-ts

wl 0d4/2

'& Completed by Lidia Holloway on .

- oy !
a LU EVEIRLT T T

w 04/2

|& Completed by Lidia Holloway on .

Loading...
Loading...

Agreement with Vendors
Diego Siciliani
04/30/2021

Product Merchandising
Lidia Holloway
04/30/2021

Crowd Management Plan
Megan Bowen
04/30/2021

Agreement with Clients
Megan Bowen
05/10/2021

Microsoft

Acquiring Designs for Guest Experiences

Lidia Holloway
05/14/2021

Add a task
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mn Microsoft

Microsoft Teams 4 Search or type a command

Teams T4 Planning and Designing FPosts Files Wiki Tasks () PhotoBoothand Props v

n Contoso Company Cloud Mana...
General
Daily Stand Ups
T
Service Agreements
Testing and QA

< Photo Booth and Props
Client Z Project ree Contoso Theme Park / Planning and Designing

General
Delivery
Cnboarding

Steering Committee

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing

Safety and Compliance

Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee Referrals
Employee Relations
Planning

Review

+ .
28 Join or create a team

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

team uses the Freehand by InVision app to visualize props for a movie character.
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2" Microsoft

Microsoft Teams & Search or type a command

Teams Planning and Designing Posts Files Wiki Tasks Photo Boothand Props -+ @ Org

E Contoso Company Cloud Mana... s+ ﬂ'l Jordan Miller @
&«'l- | Event Graphics

-~ o ~ . )
General Hi Lidia Holloway, Lee Gu, the graphics for the event are ready for you to review.

Daily Stand Ups Please find them attached below.
T

d
Service Agreements Character_&_Photo_Booth.pdf

Testing and QA

{ Post
Client Z Project vee 1 Lidia Holloway 3/17 Contoso Theme Park / Planning and Designing
Well done, Jordan Miller.

General The treasure map looks great!’ Jordan Miller

: H‘ b
Delivery ‘&gr) 17 Mar, 15:56

Megan Bowen
Onboarding [ These look so good. Event Graphics
Steering Committee Lidia Holloway, you can go ahead with these graphics for designing the merchandise. o _
Hi Lidia Holloway, Lee Gu, the graphics for the event are ready
Jordan Miller for you to review.

Contoso Theme Park Please find them attached below.

General

Budget and Finance ﬂ Character_&_Photo_Booth.pdf

124.54 KB
Crowd Management

Merchandising

) o . ® / . You 17 Mar, 15:57
Planning and Designing | - L
~ Well done, Jordan Miller.

Safety and Compliance =
The treasure map looks great! <

Human Resources

Megan Bowen 17 Mar, 15:58 Ve @
General

g e . Lidia Holloway 11:00 AM These look so good.
Candidate Correspondence 1% Sure Menan Bowen! @ Lidia Holloway, you can go ahead with these graphics

Compensation Benefits for designing the merchandise.
Employee Referrals ,g_.- Lee Gu 1

Employee Relations

Planning

[ r
eview ; :
v Start a new conversation. Type @ to mention someone.

o

25" Join or create a team o ,&_':.y & o [J] =] D”_q 0

Channel conversations can contain a lot of 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.
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2" Microsoft

Microsoft Teams EA Search or type a command

vcw Character_& Photo_Booth.pdf

CHARACTER

é Character_&_Photo_Booth.pdf

FOR CONTOSO

CHARACTER

FOR CONTOSO

FOR CONTOSO

Deeply integrated Adobe services make it easier to view PDF files in Microsoft Teams without leaving the application.

Sketches are shared using Adobe PDF file format.
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2" Microsoft

Microsoft Teams & Search or type a command

Teams Merchandising Posts Files Wiki -+ @ Org

u Contoso Company Cloud Mana... s+ Lidia Holloway 3/17 4:03 PM Edited

Pirate-Movie Merchandise

After some fabulous work by Jordan Miller, some of the samples are ready! Have a look at the t-shirt option below. This will be available for all
shapes and across all our locations in the country.

General

Daily Stand Ups

T

Service Agreements

Testing and QA

é Post

Client Z Project Contoso Theme Park / Merchandising

General

I 1
! . You
Deliven -/ 17 Mar, 16:03
¥ P (]

Onboarding . Pirate-Movie Merchandise
Steering Committee .
After some fabulous work by Jordan Miller, some of the
samples are ready! Have a look at the t-shirt option below.
This will be available for all shapes and across all our
locations in the country.

Contoso Theme Park

General
Budget and Finance Jordan Miller
Crowd Management ) Thanks Lidia Holloway. The inputs really helped. | =

Merchandising Lee Gu

Planning and Designing Looks nice! We should also increase the volumes this time, considering this movie has been awaited for some time now. We will also

) work with a better supply chain this time.
Safety and Compliance

Megan Bowen
Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee Referrals
Employee Relations
Planning

[ r
eview ; :
v Start a new conversation. Type @ to mention someone.

oo

25" Join or create a team : [E] =] @4 0

The Marketing Manager uses channel communication to inform the team that the merchandise designs are ready.
Intense in moments of work flurry, these channels also see a fair amount of levity with GIFs and emajis that makes
working together fun! 142
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Teams

u Contoso Company Cloud Mana...

General

Daily Stand Ups

T

Service Agreements

Testing and QA

Client Z Project
General
Delivery
Onboarding

Steering Committee

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing

Safety and Compliance

Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee Referrals
Employee Relations
Planning

i
ReVISW

oo

+ -
2o Join or create a team

Marketing — Movie Promotion at Theme Park

Search or type a command

&

Lidia Holloway 3/17 4:30 PM
Event Expenditure

Diego Siciliani, | have noted the total expenses for the event in this Event Expenditure sheet here.

I will need your approwval on this.
CC: Lee Gu

Diego Siciliani
This looks great. Please go ahead team.
All the best!

Lee Gu
Great going, team. The progress so far has been looking great.
Thank you for putting your best always!

( E Lidia Holloway 11:24 AM
Thank you Diego Siciliani and Lee Gu!

]

f ] P‘EP y

Start a new conversation. Type @ to mention someone.

A @ O @ B G B 0

é

&

Post
Contoso Theme Park / Budget and Finance

You
17 Mar, 16:30

Event Expenditure

Diego Siciliani, I have noted the total expenses for the event in
this Event Expenditure sheet here.

| will need your approval on this.
CC: Lee Gu

&

Diego Siciliani 17 Mar, 16:31

This looks great. Please go ahead team.
All the best!

LeeGu 17 Mar, 16:32 V4

Great going, team. The progress so far has been
looking great.
Thank you for putting your best always!

Microsoft

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.
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mn Microsoft

Microsoft Teams E4 Search or type a command
a

= Teams T Budgetand Finance Posts Files Wiki EventExpenditure v~

Activity

u Contoso Company Cloud Mana...

Event Expenditure : smartsheet © ReportAbuse @ Help

General
Daily Stand Ups B & o ¢ [EBordView~ ¥ Filter Arial* 10~ u v A - =

T . i _
Title Estimated Cost Column3 Column4 Column5

Service Agreements

Testing e;d QA Value of Attraction Charges  $870,000.00

o2 Merchandise $8,000,000.00 S iy W
Coneral Photo Booth and Props $6,000.00

Delivery Promotions Kiosk $12,000.00

Onboarding Print Advertising $20.,000.00 Event Expenditure

Steering Committee Digital Campaign $40,000.00
Contoso Theme Park Multiple Ticketing Cabins $7,000.00

General Miscellaneous Costs $2,000.00 Merchandise

Budget and Finance

Value of Attraction Charges

Photo Booth and Props
Crowd Management

Merchandising Promotions Kiosk
Planning and Designing

) Print Advertising
Safety and Compliance

Digital Campaign
Human Resources 9 palg

General Multiple Ticketing Cabins
Candidate Correspondence
Compensation Benefits Miscellaneous Costs
Employee Referrals
Employee Relations

Planning

Whether it is listing important expenses or analysis reports, Smartsheet in Teams is a powerful documentation tool.

The Marketing Associate uses a Smartsheet tab to build an expenditure report and share it later with her team.
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2" Microsoft

Network Capacity and Demand Planning
Team Lead

Scenario Walkthrough

Contoso Media is a mid-sized media production and distribution company. They have been in the industry for many years, and

t

he company credits their success to their work in predicting industry trends. The Team Lead in charge of planning the network

capacity is tasked with projecting Contoso's future capacity and ensuring that Contoso is well-prepared to meet future demand.
He leverages collaboration, documentation, and analytical tools within Microsoft teams to work with team members to make
quick and precise forecasts.

Schedules a meeting to discuss the plan to forecast Contoso's network capacity using channel communications.

Creates and assigns tasks using MeisterTask to ensure everyone works towards the same goal with coordination and
transparency.

Views a dashboard with historical data shared by the Analyst using Power Bl within a channel.

Discusses research feedback with the Marketing Manager in a private group chat.

Creates a presentation with all the compiled research and capacity projections using PowerPoint.

Schedules a call and shares the final presentation with the Leadership team for discussion using channel communications.

How did Teams help the Team Lead execute his roles and responsibilities? Which app integrations on
. o

« Utilize Power Bl to compile and review data in a highly visual format. Teams made it possible:
* MeisterTask helps manage tasks efficiently with intuitive project and task management

capabilities. ) J
« PowerPoint helps draft effective and easily consumable presentation on a proposed

plan. . .

Power Bl PowerPoint ~ MeisterTask
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2" Microsoft

Microsoft Teams Search or type 3 command
a

% Teams e General Posis Files Wiki Research Plann... [ New] -+

Activity

a Your teams - ~
IF@ I Isaiah Langer Yesterday 6:29 PM Edited
Network Capacity Planning : Network Capacity and Demand planning

ugs Hi General, we need to estimate the demand and plan the network capacity for the new shows that are in the pipeline to be released.
General

— - N

E Data and Analysis Let's discuss our respective tasks and reguirements over a call. | will present our findings to the leadership team next week.

Calendar Leadership Review i P e e T
Tech Support Monday, April 6, 2020 @ 630 PM .

Network Capacity Planning / Leadership Review

Collapse all

Contx Media -
ontese MEd ¢ Network Capacity and Demand Planning ended: 10m 24s Network Capacity and

'@ | Isaiah Langer Yesterday 647 PM  Edited Demand Planning
‘ I've assigned tasks to us all here. Let’s research, analyze, and come up with a solution. Monday, 6 April 2020 @ 6:30 PM

gl

Scheduled by you

General

Contoso - Fabrikam Contract

| am looking forward to hearing from you all.
Human Resources gJ a y

Marketing

Irvin Sayers

Perfect. I'll look back at the distribution and consumption trends of similar products and share my findings with the team.

Fidden teams Isaiah Langer Yesterday 6:48 PM  Edited

Great! Meeting ended 10 min 24 sec
)
A4

You 6 Apr, 6:47 PM Va

I've assigned tasks to us all here. Let's research,
analyze, and come up with a solution.
| am looking forward to hearing from you all.

2

Irvin Sayers 6 Apr, 6:48 PM

Perfect. I'll look back at the distribution and
consumption trends of similar products and
share my findings with the team.

Start a new conversation. Type @ to mention someone.

88" Join or create a team b, & O [E] = |:|:q = 0

Teams and channels are where you hold meetings, have conversations and work on files together with team members.
The Team Lead begins discussion in the channel over new shows.
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2" Microsoft

Microsoft Teams 2 Search or type a command

Network Capacity and Demand Planning Chat Details Scheduling Assistant Meeting notes  Whiteboard “

Activity

a » Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

ugs & Metwork Capacity and Demand Flanning qi l Isaiah Langer

Organizer

[ad} - - - _
E - 1 ; Invin Sayers X e Pradeep Gupta X + Optiona
Calendar B  Irvin Sayers
1' ' Unknown
Post
e Pradeep Gupta Network Capacity Planning / Leadership Review

Unknown

B:30 FM : T:00PM o Z @ All day

DETAILS

Network Capacity and Demand Planning

Monday, 6 April 2020
6:30 pm - 7:00 pm
& +1872-242-7651 (Toll)

B 7 U = T OOA WA Paragraph T, = = = = "N @ = @ S

Hi Team, we need to estimate the demand and plan the network capacity for the new shows that are in the pipeline to be . .
Hi Team, we need to estimate the demand and plan the

network capacity for the new shows that are in the
pipeline to be released. Let's discuss our res| See more

released. Let's discuss our respective tasks and requirements over a call. [ will present our findings to the leadership team
next week.

SHARED TO CHANNEL

General
. . . Network Capacity Planni
Join Microsoft Teams Meeting etwork Capacity Planning

+1 872-242-T651 United States, Chicago (Tall) PARTICIPANTS (3)

Isaiah Langer
i 4

Organiser

Conference ID: 672 999 456#
Local numbers | Reset PIN | Learn more about Teams | Meeting options

Irvin Sayers

Unknown

Pradeep Gupta

With Microsoft Teams, the Team Lead can schedule meetings without difficulty and find the best available times for

invitees through the native scheduling calendar.
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Microsoft Teams

Teams

General

Advertisement Schedule "L Planning

Program Schedule

@

Updates

Contoso Entertainment

General List changes in plan, market

capacity, and other relevant
capacity- related information

Legal
Project Funding
Sales

Upcoming Events Research Current Pipelines

Contoso Games

Create Data Model and
Future Capacity Projections

General

3D Production
Concept Art

5 hidden channels Future Projections and
Analysis

Products & Services
General

4 hidden channels
Metwork Capacity Planning
General

Data and Analysis
Leadership Review

Tech Support

Contoso Theme Park
General

22 Join or create a team

General FPosts  Files  Wiki Research Planning -

‘4 A~ InProgress

11:03

A4

@ ©

Present the capacity 1;%

projections to the Leadership 0 ] meistertask.com/app/project/SqWW\

Team

w Research Planning @

Create a PowerPoint of all
the Network Capacity and
Demand Projections

List changes in plan, market
capacity, and other relevant
capacity- related information

Analyze Historical Data of
similar products

Research Current Pipelines

Create Data Model and
Future Capacity Projections

Future Projections and
Analysis

MeisterTask is a simple yet powerful task management and collaboration tool that perfectly adapts to your team's
workflow and lets you work together more efficiently. The Team Lead can organize and track tasks with the MeisterTask
tab in any channel in Microsoft Teams.

Microsoft
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2" Microsoft

Microsoft Teams Search or type 3 command
a

5 Teams N Data and Analysis Posts Files Wiki Projections (@@ Historic Media.. @ +

Activity

a Your teams ‘ﬂl Irvin Sayers Edited
Network Capacity Planning l *  Distribution and Consumption Trends Analysis
- Hi Team, I've created a dashboard with historical production, distribution, and consumption data in the Historical Data Metrics tab.
General Scheduling a call to discuss this and how we could model our future capacity projections around this.

Data and Analysis
E Distribution and Consumption Trends Analysis
Calendar Leadership Review Monday, April 6, 2020 @ 7:00 PM

Tech Support Collapse all

Post
Network Capacity Planning / Data and Analysis

Contoso Media s Q Pradeep Gupta Edited
I've been utilizing the documents stored within the Files tab of this channel to perform in-depth research of the current pipeline.

General c‘l Irvin Sayers
This includes relevant capacity-related information, plan changes, market capacity, and performance functionality. Ld 6 Apr, 18:54

Contoso - Fabrikam Contract
Scheduled a meeting

Human Resources ﬁ% Current Pipeline Research.docx

) Distribution and Consumption Trends Analysis
Marketing

Yesterday @ 19:00
?I Isaiah Langer Yesterday 7:01 PM Edited

1 \ i i
Hidden teams Great! We can discuss both over today’s call.

it Meeting ended: 177m 18s i 1 e i‘ Pradeep Gupta 6 Apr, 18:57 V4

"a | Isaiah Langer Yesterday 7:22 PM Edited 1 I've been utilizing the documents stored within the
Nice job, Irvin! We can madel our future projections around this. Files tab of this channel to perform in-depth research
of the current pipeline.
Pradeep Gupta, | think it would be beneficial for you to reach out to the Allan Deyoung to ask about our current products in the

market. That way, you can gather more information on product requirements to include in your research. What do you think? LTS InEYe 65 (el G el i It i b,

plan changes, market capacity, and performance

Current Pipeline Research.docx
25.63 KB

Irvin Sayers

g Pradeep Gupta functionality.
Good idea! I'll go ahead and create a group chat for us to hear Allan’s thoughts and inputs on the research.
i‘L

I'll incorporate Pradeep's findings in my projections.

'@ | Isaiah Langer Yesterday 7:24 PM

Great! '@CI)

« Reply

You 6 Apr, 19:01
Great! We can discuss both over today's call.

Start a new conversation. Type @ to mention someone.

25" Join or create a team &,, & O [E] = |:|:q |1( o

Microsoft Teams enables transparent communications through channel conversations. The Analyst communicates in

open-channel conversations and keeps team members up-to-date.
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mn Microsoft

Microsoft Teams A Search or type a command

Teams e Data and Analysis Fosts Files Wiki Historic Media Produ... ~ 1 more O - +

Your teams

u Metwork Capacity Planning

General
Data and Analysis

Leadership Review TR 4G

Historic Media Production, Distribution and Consumption Trends ol

é Historic Media Production, Distribution and Co...
Network Capacity Planning / Data and Analysis

Tech Support

Consumption by Form Factor Devices/Screens per Media Consumer by Age Group

Contoso Media

®:
General Table
Contoso - Fabrikam Contract
Human Resources
Markating Praie
Hidden teams

Historic Media Production, Distribution and Consumption Trends

Media Production Split by Quality

+ -
28 Join or create a team

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The Team Lead

can dive into this wealth of analytical data shared using Power BI.
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Microsoft Teams

a

Y Teams

Activity

a Your teams

MNetwork Capacity Planning

General

E Data and Analysis

Calendar Leadership Review

Tech Support

Contoso Media

General
Contoso - Fabrikam Contract
Human Resources

Marketing

Hidden teams

oo

+ -
2o Join or create a team

AT

Search or type a command

Leadership Review Posts Files Wiki 4

Last read

ﬁ I Isaiah Langer ‘Yesterday 7:45 PM  Edited

Future Model for Network Capacity

Hello, Leadership Review. Irvin Sayers and Pradeep Gupta have been working with me on creating a future model for our network capacity.
Throughout this planning exercise, we researched histerical data and analyzed the current pipeling, user behavicr, media consumption
trends, etc. to predict the future capacity required for Contoso.

We will be presenting the plan and the model we've put together. We are locking forward to sharing our findings and obtaining feedback!

< Post
Network Capacity Planning / Leadership Review

Future Predictions Findings.pptx Future Model for Network Capacity
Monday, 6 April 2020 @ 8:00 PM

Future Model for Network Capacity ’c’i l
Monday, April 6, 2020 @ 8:00 PM <

Scheduled by you
Adele Vance

Great, looking forward to hearing from this plan of action. Adele Vance 6 Apr, 7:55 PM

.
.

Future Model for Network Capacity ended: 41m 55s 8l fa 0 Great, looking forward to hearing from this plan

of action.
Isaiah Langer ‘esterday 8:42 PM

Great meeting with you all today! As discussed over the call, we can see the digital stream is a massive factor in the daily life of our Meeting ended 41 min 55 sec

You 6 Apr, 8:42 PM

Great meeting with you all today! As discussed
SLERLIEE LR R over the call, we can see the digital stream is a
Thanks for putting this together Isaiah Langer & Team. Impressed with the coverage! massive factor in the daily life of our typical
consumer, and our forecasting predicts this to
grow.

typical consumer, and our forecasting predicts this to grow.

Thanks for coming together to discuss the future model of our network capacity and the plan for attaining optimum success for the
company.

Christie Cline Yesterday 8:44 PM
This was very interesting. Good job

Thanks for coming together to discuss the futu

«' Reply .
Py maodel nf alir netwnrk canacitv and the nlan far

Start a new conversation. Type @ to mention someone.

B @ & @ Ay e

With Microsoft Teams, the Team Lead 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!

re

9

Microsoft
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Marketing — Network Capacity and Demand Planning
2" Microsoft

Future Predictions Findings.pptx A Search or type a command

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Open in Desktop App ¢ Tell me what you want to do [ Comments 5

- ) |i| o '@ MNew Slide | ‘ | i / ces Tell me what you want to do (Alt+Q) /O {E‘

é Future Predictions Findings.pptx

r
.\“'

Future Predictions Findings

Future Predictions Findings

- Slide 1of 7 English (U.5) Help Improve Office == Notes | [E]

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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2" Microsoft

Sales

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

Sales 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 .
) §

* Protectively collaborate with teammates on multiple -

projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities

Al Sign Planner
and To Do
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2" Microsoft

Meet the Business Decision Makers

Sales
Sales Analyst Sales Manager Account Manager
"ldentifying potential markets (s just the "l play an exciting game of numbers "How you sell matters. What your
first step. | need to be able to consolidate everyday. | work with marketing to process (s matters. But how your
market research and forecasts into a improve our numbers and create sales customers feel when they engage with
feasible sales plan.” reports for the finance team to assess.” you matters more.”
» Identify potential market and « Develop strategic sales plans that * Take responsibility for keeping
analyst competitor strategies cover sales, revenue and expense current clients satisfied and deliver
» Drive sales efforts towards controls exceptional client service
potential markets e Track sales goals with team * Work with the Sales team to
* Prepare forecasts and analysis for « Determine annual unit and gross- othQard Pevi c|||ert1.ts ar;\cij maintain
different markets orofit plans by analyzing trends SXIUNG ClIEnt TElationships
and results  Forecast and track key account
metrics
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Meet the Business Decision Makers
Sales

Sales Manger

"Setting up goals (s the [irst step in
turning the invisible into visible."

* Manage organizational sales by
developing a business plan that
covers sales, revenue and expense
controls

* Meet planned sales goals

 Set up individual sales targets with
the sales team
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2" Microsoft

= Forecasting Sales and Conducting Gap Analysis
| Sales Analyst

Scenario Walkthrough

There are often mismatches between forecasts and predictions, and the outcome. The Sales Analyst must identify gaps, and
bridge them to be sure they are not missing business opportunities. See how Microsoft Teams works as a communication
platform for seamless execution of this activity.

Creates a channel for the purpose within the sales team and sends a message highlighting the purpose of the team.

Sends out a meeting invite to discuss forecasts, actual outcome and competitor strategies.

Uses Trello to assign tasks to team members to work on gap analysis.

Team members use a shared Excel to build the gap analysis and use PowerPoint for ease of data consumption.

Reviews the report in PowerPoint and requests changes.

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

* Build reports, documents, and presentations online in the cloud with Excel and

PowerPoint.
« Channel meetings and conversation keep discussions in context with key players.
 Assign tasks to team members with transparency using Trello. Excel PowerPoint Trello
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Sales — Forecasting Sales and Conducting Gap Analysis .
== Microsoft

Microsoft Teams

Teams Forecast and Analysis Posts Files Wiki Tasks - @ Team 1 Meet

Your teams

Contoso Telecommunications II = Lynne Robbins 11:27 AM Edited

Forecasting Sales and Gap Analysis
Hi Team,

General

-

5G Roll-out
We have often noticed mismatches between forecasts and the outcome. Given external causes that could not have been factored in, these N ®
gaps are understandable sometimes, but they need to be identified and bridged to ensure we do not miss out on business opportunities. ’

The purpose of this team is to capture these gaps. Let's meet soon to discuss more. Keep an eye out for a meeting invite! Post
Legal and Compliance Contoso Telecommunications / Forecast and An...

Application

Forecast and Analysis

Marketing Agenda: o

* Forecast and predictions @ = You Va
Quarterly Sales s  Actual outcome - stats gé& 11:27 am
Social Media Tracking * Competitor strategies Scheduled a meeting

Survey and Feedback
= Gap Analysis

Do - Today @ 11:30 am
artnerships
Monday, March 29, 2021 @ 11:30 AM
General

Collapse all

Gap Analysis ended

Legal 3
Gap Analysis ended: 25m 56s 5 25min 56sec

Shared Resources

Updates Attendance Report & You 11:56am 7

Click here to download attendance report

Thanks for the meeting!
As discussed over the call, | have assigned tasks for

Hidden teams
everyone here. Please have a look.

Lynne Robbins 11:56 AM Edited
Thanks for the meeting! Miriam Graham  11:57 am
As discussed over the call, | have assigned tasks for everyone here, Please have a lock. s

Miriam Graham 11:57 AM Edited

53]

G)]

L

Help

é’a Join or create a team

Teams and channels are where you hold meetings, have conversations and work on files together with team members.

They are built around a topic, a department name, or even just for fun.
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Sales — Forecasting Sales and Conducting Gap Analysis

Microsoft Teams

Teams Forecast and Analysis Posts Files Wiki Tasks v -+

Your teams

Contoso Telecommunications
) Board v Tasks ¥ Lynne Robbins's workspace ' Free & Public

General
5G Roll-out To Do Done

Application ——

Forecast and Analysis Product Research Competitor Pricing Analysis

Legal and Compliance

Marketing i . + Add another card

Quarterly Sales
v Create Power Bl dashboard

Social Media Tracking Customer Feedback

Survey and Feedback Retrieve Data Sets

Part hi
artnersnips Markat Analysis
-
Collate data for pricing, service
Legal feedback and poor performance areas.

+ Add another card

General

Shared Resources

+ Add another card =
Updates

Hidden teams

85 Join or create 3 team

& Butler

=

=+ Add anoth:

The Sales Analyst assigns and tracks tasks with a Trello tab in the channel. This provides clarity to the team members

regarding the tasks they need to pick up and close out.

2" Microsoft

++ Show mer-

1202 @

& Tasks

Contoso Telecommunications / Forecast and Analysis

090 Board ~  Tasks &

Lynne Robbins's workspace | Free © Public

LR M Invite @ Butler +-= Show menu
5! [

Product Research

17.6K

Customer Feedback S Sate Cow e

® =
Retrieve Data Sets

D

Market Analysis
[
Collate data for prici
poor performance a

+ Add another card
+ Add another ca
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Sales — Forecasting Sales and Conducting Gap Analysis

2" Microsoft

Microsoft Teams & Search or type a command

Teams Forecast and Analysis Posts Files Wiki Tasks —+ ® Org-wide

Your teams Grady Archie @
o First Cut — Gap Analysis of Our Key Service Areas Text
Contoso Telecommunications Hi team

General | have shared the initial draft of the Gap Analysis. Please have a look and update the sheet as you see fit.
F¥A — Lynne Robbins

c—
o

Roll-out
Calendar Application m Gap Analysis.xlsx

Forecast and Analysis

Post

Legal and Compliance Contoso Telecommunications / Forecast and Analysis
Marketing ; Lynne Robbins 3/13 4:04 PM Edited .
: Great work Grady Archie, this looks good. Miriam Graham can you get started on the PowerPoint deck based on Grady Archie’s inputs? Grady Archie
Quarterly 5al
uarterly Sales 13 Mar, 4:00 PM
Social Media Tracking Miriam Graham
' Here you go Lynne Robbins, the PowerPoint presentation is done. First Cut - Gap Analysis of Our Key Service

Survey and Feedback Areas Text

[@-] Customer Sales Analysis.pptx Hi team,
| have shared the initial draft of the Gap Analysis.
Please have a look and update the sheet as you see fit.

Lynne Robbins 3/13 4:08 PM FYA - Lynne Robbins
Legal X Looks great! Could you create a slide with revenue data as well, please?

Partnerships
General

& Gap Analysis.xIsx

Shared Resources Miriam Graham 29KB

Updates

& You 13 Mar, 4:04 PM Ve
Great work Grady Archie, this looks good.
Miriam Graham can you get started on the
PowerPoint deck based on Grady Archie’s
inputs?

Q‘-\ Miriam Graham 13 Mar, 4:07 PM @ :

Here you go Lynne Robbins, the PowerPoint
presentation is done.

Customer Sales Analysis.pptx
Contoso Telecommunications > Forecas...

(] P‘EP y

Start a new conversation. Type @ to mention someone.

+ 1 i puli, e -, e
88 Join or create a team ,&_':.y & .i-___-:. [ﬂ] =] od ,1[ 0

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your colleagues
can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365 services.
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Sales — Forecasting Sales and Conducting Gap Analysis .
Microsoft

File Home Insert Data Review View Help & Tell me what you want to do [J Comments | | (=] Conversation
Dy v & | calibri V11 v v 2 [Ev  General $v G5 8 Ev By Hvy v fvv Ov

AE30 v~ e

Subscriber Count, Price/Month, Revenue % of Total Subscribers by Geographic Area
2 |Places E‘ Customers E‘ % increase |E| Revenue E‘ Streaming Service E‘ West |E| South |E| Central |E| Northeast |E| Other E‘
Calendar 4 LA 50,000,000 7.00[ 5350,000,000 LA 40% 30% 35% 30% 35%
Seattle 118,000,000 12.99|51,532,320,000 Seattle 15% 15% 25% 0%
Manhattan 17,000,000 35.00| $595,000,000 Manhattan 0% 15% 0% 200 é
Houston 5,000,000 8.25 541,250,000 Houston 15% 0% 15% 200
Mew Jersey 10,000,000 1.67| 516,666,667 New Jersey 15% 5% 0% F R
California 20,000,000 12.50| $250,000,000 California 15% 10% 10%
San Francisco 25,000,000 16.67| 5416,666,667 San Francisco 5% 10% 10%
Arizona 10,000,000 50.00| $500,000,000, Arizona 5% 10% 10% : Subscriber Count, Price/Month, Revenue
Total 100% 100% 100% Places ~ | Customers M
LA 50,000,000
Seattle 118,000,000
Manhattan 17,000,000
Houston 5,000,000
New Jersey 10,000,000
California 20,000,000
San Francisco 25,000,000
Arizona 10,000,000

Gap Analysis.xlsx

13

(=Rl

Ly =

=S

on Ln

-

[=5]

[ o T T S T S L T L 5 T N R 5]

(1=

Gap Analysis Charts

Gap Analysis Charts

Use Excel’s analytical abilities within Teams to build reports and share them with your team. The spreadsheet will be

stored in the Files cloud-enabled repository for future reference.
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2" Microsoft

Customer Sales Analysis.pptx 4 Search or type a command

File Home Insert Draw Design Transitions Animations Slide Show Review View Help @ Tell me what you want to do - =] Conversation

v v & New Slide | | ‘ v B JORNNY <

&

Locztion Based Customer Anglysis

TESEETT] é Customer Sales Analysis.pptx
éll L]

Breakdown by Geographic Area

45%

% of Total Customers by Geographic Area
40%

35
- Breakdown by Geographic Area
' Ji % of Total Customers by Geographic Area
L || | I| I| I II ol (e
i

m West m South m Central m Northeast Other

Help Improve Office == Notes

Store and share important files within a dedicated, cloud-enabled repository with Files. The customer analysis is shared

via a PowerPoint presentation.
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2" Microsoft

A Building a Sales Summary

Sales Manager

Scenario Walkthrough

The Sales team constantly interfaces with Marketing and Finance team to coordinate their efforts, forecasts and analysis. To that
end, the Sales Manager here builds a sales summary for the Finance team to incorporate in their P&L accounting. 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.

Sends a meeting invite to the Finance Manager to discuss the need for a sales summary.

Uses OneNote to capture meeting notes.

Assigns tasks to her team using channel communication.

Reviews the summary created by the sales executive in the Excel spreadsheet.

How did Microsoft Teams help the Sales Manager to execute her roles Which app integrations on
and responsibilities? 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. OneNote Excel

» Share documents, slide decks and materials through the Files tab repository.
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Sales — Building a Sales Summary

Microsoft Teams

Teams

Your teams

K.

wot

[=lu}

Contoso Telecommunications

General

5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Reports and Analysis
Social Media Tracking

Survey and Feedback

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

Client ¥'s Design Thinking Wor...

General

Collaborative Workshop

Join or create a team

2" Microsoft

Search or type a command

T Reportsand Analysis Posts Files Wiki Sales Summary -

&

@ Org-wide

Miriam Graham Yesterday 1:11 PM

Quarterly Sales

Hi all, Patti Fernandez and her team is in the process of creating the quarterly P&L statement. They are looking for inputs from Sales and
Marketing teams. The intent of this meeting is to outline what we need from the respective teams. Look forward to talking more then.

Sales Summary Sync
Monday, March 30, 2020 @ 1:20 PM

o4l

Collapse all

Post
Contoso Telecommunications / Quarterly Sales

@ You
- 13 Mar, 17:21
O

Scheduled a meeting

0¢  Sales Summary Sync ended: 39m 49s

£y  Henrietta Mueller
‘I.p 5haring the meeting notes here - Sales Summary MOM.
@ Patti Fernandez

Thank you, Henrietta Mueller (&2 As discussed in the meeting, please let me know the POC for marketing report.
Promotions Expenditure

Henrietta Mueller
Patti Fernandez, Sure. Lidia Holloway will be your POC for this.

13 Mar 2020 @ 17:30

Lidia Holloway

Henrietta Mueller, I'm glad to assist you. (& U WET, T2 7

Henrietta Mueller

Patti Fernandez, sharing the meeting notes here Sales

Patti F d
atti Fernandez Summary MOM.

Hello Lidia Holloway! f=
Can you send me a detailed list of monthly expenses for promotions?

Patti Fernandez 13 Mar, 17:35

Lidia Holloway

Thanks, Henrietta Mueller. As discussed, please let me
know the POC for the marketing report.

Henrietta Mueller 13 Mar, 17:36

I've brought Lidia Holloway up to speed on your
requirements, she will be your POC for this.

Lidia Holloway 13 Mar, 17:41

Hi Patti Fernandez, I'm glad to assist you. =

YES! Will dol

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

A ¢ OB B A Q

Use a dedicated team to prepare and collaborate on a plan of action. The Sales Manager creates an exclusive team for

Sales, Marketing and Finance team members to sync their efforts.
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Sales — Building a Sales Summary

Microsoft Teams
Sales Summary Sync Chat Details 5cheduling Assistant Meeting notes  Whiteboard
» Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting opticns

Sales Summary Sync
a Patti Fernand . “ | =nrietta M ar X ¢ Lidia Holloway > + Optional

Mar 30, 2020 1:20 PM / Mar 30, 2020 1:50 PM v 30m @ All day
sted: No suggestions available

Does not repeat

Add location

B v [ —— A A Paragraph Ix = = : : bR BT % @ '} '

Hi all, Patti Fernandez and her team is in the process of creating the quarterly P&L statement. They are looking for inputs
from Sales and Marketing teams. The intent of this mesting is to outline what we need from the respective teams. Look
forward to talking more then.

Join Microsoft Teams Meeting

+1 323-433-2412  United States, Los Angeles (Toll)

Conference ID: 286 777 999#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Search or type a command

Tracking

O

Miriam Graham

Crganizer

Patti Fernandez
Unknown

Henrietta Mueller
Unknown

Lidia Holloway
Unknown

When the Sales Manager creates a meeting invite, she can use the native scheduling calendar to check for optimal

meeting time for all attendees.

2" Microsoft

Sales Summary Sync
Contoso Telecommunications / Reports and Analysis

DETAILS

Sales Summary Sync

Fri Mar 13,2020
5:30 pm - 6:00 pm

& +1 323-433-2412 (Toll) United States

Join Microsoft Teams Meeting +1 323-433-2412 United States, Los
Angeles (Toll) Conference ID: 633 763 351# Local numbers | Reset
PIN | Learn more about Teams | Meeting options See more

Shared to channel
Contoso Telecommunications
C .
Reports and Analysis
Participants (4)

) Miriam Graham
g Organiser

&2  Henrietta Mueller

‘@ Unknown
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Microsoft Teams

Teams

Your teams

C

[=lu}

Quickly disseminate meeting outcome, notes and action items among team members with OneNote tabs that can be

Contoso Telecommunications

General
5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Repaorts and Analysis
Social Meadia Tracking

Survey and Feadback

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X Intrane...

General
Formal Response Materials
Oppertunity

Oral Stage

Client ¥'s Design Thinking Wor...

General

Collaborative Workshop

+ -
Join or create a team

& Search or type a command

W

Reports and Analysis Posts  Files Wiki  Sales Summary ~  +

. Overall Sales

We sold $8 million in Q1 this year, 120% of plan and 155% of last quarter.

High-lights
The $3 million deal in Area 1 was successful.
New Distribution in North America look promising.

Low-lights

The write-offs for Area 2 cost us $500K.

Set up new policy — new customers will be registered as per the new free
trial policy for 30 days. This could cost us $800K.

Set up new quick payment policies for customers.

. Targets for Next Quarter

For the next quarter, we are planning to hit $10 million. This is 60% more
than last gquarter but can be achieved since the new plan has been working
out well.

Regional Plans

North America — So far, the results are looking okay. We are facing some
issues with the distribution channel. We are looking to resolve in the next 10
days.

East America — Just introduced new postpaid plan. No need for additional
action. For now, we will continue with current plan.

pinned to any channel.

&

Sales Summary

Friday, March 13, 2020 11:55 AM

1.

Overall Sales
We sold $8 million in Q1 this year, 120% of
plan and 155% of last quarter.

High-lights

The $3 million deal in Area 1 was
successful.

New Distribution in North America look
promising.

Low-lights

The write-offs for Area 2 cost us $500K.
Set up new policy — new customers will be
registered as per the new free trial policy
for 30 days. This could cost us S800K.

Set up new quick payment policies for
customers.

Targets for Next Quarter
For the next quarter, we are planning to hit
$10 million. This is 60% more than last

Microsoft
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Microsoft Teams

Teams

Your teams

I

wot

[=lu}

A team associate submits her report in the channel, where the Excel sheet will be stored in the Files tab and a

Contoso Telecommunications

General

5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Reports and Analysis
Social Media Tracking

Survey and Feedback

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

RFP Response - Client X Intrane...

General
Formal Response Materials
Oppertunity

Oral Stage

Client ¥'s Design Thinking Wor...

General

Collaborative Workshop

Join or create a team

W

Search or type a command

Reports and Analysis Posts Files Wiki  Sales Summary —+

@ Org-wide

Last read

&

Lidia Ho

lloway

Monthly Costs for Promotions

Hi Patti Fernandez, please find attached the cost report for the past quarter. It will be pinned in the files tab. (&

&

fan
\L’j

Monthly Promotions Cost.xlsx
Contoso » Quarterly Sales

Patti Fernandez
Lidia Holloway, this looks great. Thank you! &

Miriam Graham Yesterday 3:10 PM
Patti Fernandez, hope this helps.

Just ping me if you have any further questions, would be happy to answer them. (2

Patti Fernandez

Henrietta Mueller 4:04 PM

! REP y

Start a new conversation. Type @ to mention someone.

A @

@ M ® e @

cloud-enabled repository for future reference.

&

Post

Microsoft

Contoso Telecommunications / Reports and Analysis

Lidia Holloway
30 Mar, 2:59 pm

Monthly Costs for Promotions

Hi Patti Fernandez, please find attached the cost report for
the past quarter. It will be pinned in the files tab. =

Monthly Promotions Cost.xlsx
16.18 KB

Patti Fernandez 30 Mar, 3:07 pm

Lidia Holloway, this looks great. Thank you! <

You 30 Mar, 3:10 pm

Patti Fernandez, hope this helps.

2

Just ping me if you have any further questions, would

be happy to answer them. =

Patti Fernandez 30 Mar, 3:10 pm
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Home Insert

v [v ¥ |

v[11 V] B

. ke

2" Microsoft

Tell me what you want to do £ Editing v [ Comments | | =] Conversation

3 G % % By B By X v Ov

Local Marketing

Subtotal 562,000

MNewspaper

536,000

In-store Marketing

$16,000

POP

VO w
410,000 P4l

Public Relations

Monthly Promotions Cost.xlsx

Subtotal $57,000 é

Public Events

524,000

Sponsorships

A

$18,000

Press Releases

$15,000

National Marketing

Banner Ads

Wehinars

Television Ads
Conferances

Client Events

Local Marketing
Newspaper
In-store Marketing
POP

Content Marketing Subtotal $72,000
Sponsorad Content
Landing Page 572,000
White Papers/ ebooks

0o N o oo b~ W N =

Public Relations

Social Media Subtotal $ 34,000 Public Events
Twitter $8,000 Sponsorships
56,000 Press Releases

(AN %)

=S

Facebook
Pinterest 54,000 Webinars

Instagram $8,000 Conferences
Googlet 54,000 Client Events
Linkedin 54,000

[= I ]

-1

5 T L R S Y S L% TR I S R A% I I ]

Content Marketing
Sponsored Content
Landing Page

White Papers/ ebooks

TR = BT = R s -

[7¥)

Social Media
Twitter

Facebook

Pinterest

[,

Sheet1

The sales associate uses Excel to build and present data to the team. Create impactful summaries of crucial data with

Excel, Word and OneNote for Microsoft Team:s.
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2" Microsoft

Preparing for a Monthly Review
Account Manager

Scenario Walkthrough

Contoso Movies continues to lead as one of the best production houses in Hollywood. The Sales team for Contoso leverages
the TRPs and viewership numbers for their television shows. Reviewing their performance is a monthly routine for the
Managers. See how the Account Manager syncs up with the Sales Manager for a monthly review.

Views a reminder post in the channel regarding the monthly review.

Submits Monthly Sales Report to the Sales Manager.

Joins Teams meeting for a monthly review with the Sales Manager.

Posts an update on action items in a 1:1 chat conversation.

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

OneNote Excel

* Use Office tools such as Word, Excel and OneNote cohesively from one platform
without saving multiple versions locally.

« Use the meeting thread to continue conversations pertaining to action items, thereby
keeping conversations in context.
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Sales — Preparing for a Monthly Review

2" Microsoft

Microsoft Teams Search or type a command

Teams T Sales Posts Files Wiki —+

Activity

H Your teams Miriam Graham
. & Monthly Review Time!
Wl Contoso Entertainment

HH Account Managers and regional sales managers, please update your reports with your month-end sales numbers by the 30th! 've also
General scheduled one on one meetings with all of you. Please check your calendars. Thank you!

E Legal Collapse all
i Do oA . e -
Calendar roject Funding @ Johanna Lorenz ‘festerday 4:30 PM  Edited

Sale Miriam Graham, here’'s my report for February.

< Post
Upcoming Events =~ Monthly Report For February.xlsx Contoso Entertainment / Sales
) ContosoFntertainment > Sales

Clients and Services Miriam Graham
@ Miriam Graham Edited e 23 Mar, 16:29

General Sounds good! Monthly Review Time!

Legal

Account Managers and regional sales managers, please
update your reports with your month-end sales numbers by
the 30th! I've also scheduled one on one meetings with all of
Olympics 2020 - Fabrikam 1 you. Please check your calendars. Thank you!

Updates

General

: You 23 Mar, 16:30
Documentation

o i Miriam Graham, here's my report for February.
Recources

Hidden teams Monthly Report For February.xIsx
16.28 KB

@ Johanna Lorenz  2:17 PM
Talk to you more during our scheduled one on one!

Miriam Graham 23 Mar, 16:40

@ Miriam Graham Edited Sounds good!

Type a new message

85" Join or create a team Ay & =) (e

An exclusive channel for members of a team who collaborate regularly helps maintain a history of past

communications while keeping the newest conversations and files accessible.
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Sales — Preparing for a Monthly Review
== Microsoft

Monthly Report For February.x... A Search ar type a command

Home Insert Data Review View Help Q Tell me what you want to do [ Comments | | =] Conversation
Activity

' w B _v df‘\v iv e R gE (_ﬂg aDS ﬁv %v Eﬁv Zv :?v /Ov é;'

o Sales Report For February

S News Show
SITCOM
Sports Show
Reality Show A
Talent Show
Comedy Series
Drama Series
Mythology Series News Show
Animated Series SITCOM

é Monthly Report For February.xlsx

Sales Report For Febru

Sports Show
Reality Show
Talent Show
Comedy Series
Drama Series
Mythology Series

Animated Series

. W P = Ol - -

o L

{5 T L TR T A T L TR R o B L R % |
- s b

oo

= D

Sheet1

The Account Manager submits her report in the channel, where the Excel sheet will be stored in the Files tab and a
cloud-enabled repository for future reference.
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Sales — Preparing for a Monthly Review

2" Microsoft

Microsoft Teams E4 Search or type a command
a

= Recent Contacts W @ Miriam Graham chat Files Organization Activity —+

Activity

Chat - ) @ Miriam Graham @

Miriam Graham 3/23 Hi Johanna Lorenz
;i; You: Keeping fingers crossed! | hope this ...

Teams

ga Megan and Patti 17 VYesterday 4:42 PM
| W7 This message was deleted Hi. | am happy to report that as discussed, I've roped in help from Marketing to create attractive

i commercials to promote our shows. 'Z
Calendar

< Miriam Graham
Last seen 14:24

Miriam Graham

Hey Johanna Lorenz, it's great to know.

Hi Johanna Lorenz

Hi. | am happy to report that as discussed,
I've roped in help from Marketing to create
attractive commercials to promote our shows.

Hey Johanna Lorenz, it's great to know.

Yesterday 4:45 PM
Keeping fingers crossed! | hope this will help us get those numbers that we are looking for. (72

Keeping fingers crossed! | hope this will help

Type a new message

B @ @ @ A e 9

A ' ¢ O @

Quickly reach out to and chat with co-workers. Take conversations away from channels for 1:1 discussions. The Account

Manager provides a quick update over chat after the review meet.
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[dentitying and Closing a Major Sales Opportunity
Sales Manager

Scenario Walkthrough

The Sales Manager at Fabrikam Al 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 Contosos 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 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 I %
opportunities from creation to close using Woobot. R4

Stay up-to-date across topics right within Microsoft Teams using Module Q.

o o Calendar BOT ~ Woobot Q PowerPoint
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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Activity

Chat

Teams

Calendar

Microsoft Teams

Recent Contacts f

Q 8:30 AM

Coronavirus News Update

Woobot 3/27

Before we can finish connecting your user...

Calendar BOT

Sent a card

Ashley Solis (Guest)

You: oy

Search or type a command

Q Cchat

Profile

MNews Settings Help FAQ About

Morning Update

Useful

Useful

wered by Microsoft News

Institution of Mechanical Engineers - 13h agoe

Contoso Explores Digital Transformation
Opportunities

Related to: Digital transformation
Mot Useful

Redmaond Channel Partner - 7h ago

Microsoft Adds 'Family’ and 'Personal’ SKUs to
Microsoft 365 Line -- Redmond Channel Partner

Related to: Microsoft

Mot Useful

WebMD - 5h ago
Al Might Spot At-Risk COVID-19 Patients

Related to: Artificial Intelligence

Al firm to screen 15,000 drugs to find coronavirus
cure

Related to: Artificial Intelligence

Mot Useful

Type your questions here

Morning Update
Powered by Microsoft News
Institution of Mechinical Engineers - 13h ago

Contoso Explores Digital
Transformation Opportunities

Related to: Digital Transformation

Useful Not Useful Share

Redmond Channel Partner - 7h ago

Microsoft Adds 'Family' and 'Personal'
SKUs to Microsoft 365 Line -- Redmon...

-l
A
|

Related to: Microsoft
Useful Not Useful Share

WebMD - 5h ago

$ B8 Al Might Spot At-Risk COVID-19
K Patients

Related to: Artificial Intelligence

Useful Not Useful

ARY News Live - 7h ago

Al firm to screen 15,000 drugs to find

Microsoft

A @ @ B

Module 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
E Clients
Calendar Forecast and Analysis

Monthly Reports

arch or type a command

General Posts Files Wiki —+

a Don Howes 3/27 240 PM Edited
v IMPORTANT!

Huge Chatbot Opportunity With Contoso Digital Transformation

Hi Fabrikam Al Sales, Contoso is exploring digital transformational opportunities.

4?‘

| 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.

Helen Foster

That sounds great!

Meeting ended: 17m 42s ? e

Don Howes 3/27 3:.01 PM
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.

Galen O'Shea, could you please share a detailed presentation with information on the specific features and services that would add

-

the most value to Contoso?

e help us with the costing of the customized services that Galen O'Shea would suggest?

Galen O'Shea
Sure, | will share that as soon as possible.

Helen Foster
Great! Do keep me posted

Galen O'Shea
Will do!

new c

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.

Post
Fabrikam Al Sales / General

m You

f 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

a You 27 Mar, 3:01 pm
#© Thanks all' I'm sure we can add sianificant value to

N ¢ @ A

Microsoft
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2" Microsoft

Search or type a command

Recent Contacts AshleySoIis (Guest) Chat Files Organization  Activity —+

Activity

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)
o Before we can finish connecting your user... Hi Don Howes. Yes, we're looking to digitize our entire workflow by the end of this year.

IR Calendar BOT % 48
Sent a card 3727 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)

' il
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.

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

Chat Recent Contacts W ,’1 Calendar BOT chat Free/Busy Calendar About

Activity
—

H Recent f27 345 PM

Chat : — -
Q Calendar BOT Meeting

;i; Coronavirus News Update

Teams

= —
Caendr Calendar BOT 2 Schedule Meeting 12:33 T

Sent a card

Falamdar DO
2077 Calendar BOT

Woobot 3/27 I
Before we can finish connecting your user... *

Up to the next 3 available times in the next 14 days are shown in Calendar BOT
Ashley Solis (Guest) ~ an o . o - S e é alendar
Y valest) / the buttons below. For advanced customization or options please
You: b use the web view.

Chatboat Solution Pitch
Schedule Meeting

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.

description

Chatboat Solution Pitch

Include Microsoft Teams meeting description

11:00 AM - 11:30 AM Include Microsoft Teams meeting

Time Zone: Coordinated Universal Time

11:30 AM - 12:00 PM

03/27 11:00 AM - 11:30 AM H 03/27 11:30 AM - 12:(

12:00 PM - 12:30 PM Other: Enter date/time

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 ﬂ Sales Leads Posts Files Wiki —+

Activity

® views ) Kecent \-§ S>earch

Your teams

n Fabrikam Al Sales

General

Clients Woobot

1ents =

Don Howes shared Opportunity record @ Chatbot Solution

Forecast and Analysis

Monthly Reports Woobot
Post

Sales Leads @ Chatbot Solution Fabrikam Al Sales / Sales Leads

Name t ntoso

Amount §1 0.00 M cheduled Woobot
Probability 80% Close Date Ap 0 10:56
Owner megan bowen Modified me (-]

Next Step @Don Howes shared Opportunity record § Chatbot
Solution
More...

Woobot 10:56

E $ Chatbot Solution

Name Chatbot Solution Account Contosc

Amount $100,000.00 Stage Meeting

Probability 80% Close Date Apr 032

Owner megan bowen Modified megant

Next Step

You 10:20

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.

Join or create a team Ay @ @O WM B S @ Q f N O N @ é @ A/ SS2

(&4

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. 177
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ICrOoSsO

Microsoft Teams Search or type a command

= ATl Posts Files

Fabrikam Al Sales

s
General

E Clients Galen O'Shea
i Forecast and Analysis 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.
Monthly Reports _
Post
Fabrikam Al Sales / General

3-| Chatbot Solutions.pptx

Galen O'Shea
GO 1:24 pm

Bridgett Monroe Chatbot Services for Contoso

Thanks Galen O'Shea! I've edited the above doc to include the costing details for all the se
Hi General, I've detailed all the services that we currently offer

Don Howes 1:26 PM and the custom chatbot solutions that we could create to suit

This looks great Galen O'Shea Bridgett Monroe! I've scheduled a meeting for later this week to present this with Ashley. Contoso.

Galen O'Shea
Looking forward to this meeting. m Chatbot Solutions.pptx
271.59 KB

Bridgett Monroe

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 ¢ @ Ap e

28" Join or create a team

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. 178
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2" Microsoft

Chatbot Solutions.pptx EA 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 L;:_l Conversation

v [~ 1 New Slide | | | v| B o &

15:40

<— Chatbot Solutions.pptx

CHATBOT SOLUTIONS FOR C?BO”O“”O”S For

CONTOSO

CONTOSO

- Slide 1of 7 English (U.5.) Help Improve Office == Notes

Store and share important files within a dedicated, 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 : 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

w ¥

Ashley Solis (Guest)

<
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ICrOoSsO

Microsoft Teams earch or type a command

u Sales Leads Posts Files Wiki +

Woobot
Fabrikam Al Sales Don Howes shared Opportunity record § Chatbot Solution

Genera Woobot

& Chatbot Solution

Name Chatbot Solution Account
thly Reports Amount § 0.00 Stage Von
Probability & Close Date 020 Post
Sales Leads Owner megan bowen Modified megan bowen Fabrikam Al Sales / Sales Leads

Next Step

i 48

Woobot

10:57
()

@Don Howes shared Opportunity record § Chatbot
Solution

More...

Don Howes 3/27 7:24 PM Edited
W ! gr
Woobot 10:57

Galen O'Shea © 4 Chatbot Solution

Thank you Don Howes <

Name Chatbot Solution Account Contosc
Helen Foster

Good job, team! Looking forward to strengthening our relationship with Contoso. ¢ 3 Amount  $100,000.00 Stage Closed \

Probability 80% Close Date Apr022

Owner megan bowen Modified megant

Next Step

Don Howes, Galen O'Shea,
Bridgett Monroe

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!

new conversation. Ty

Join or create a team o3 Ay @ © W B S B @ > ¢ @ A/ e

=/

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.
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Flnance

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

Finance 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers

2" Microsoft

Director (Finance)

be reduced to three words: people,
product, and profits.”

« Qversee policies, objectives, and
initiatives for region

« Monitor and evaluate current and
proposed systems and procedures

* Establish overall direction and
strategic initiatives for the given
major function or line of business

‘In the end, all business operations can

Editorial Director

‘Don't write long post because they're
quick to write. Instead, write them because
they're the best format for communicating

your idea and helping your reader.”

« Plan the contents of publication
and interact with the concerned
authorities for its approval

* Interact with the editorial
managers and editor-in-chiefs and
allocating them work respectively

» Develop all editorial content and
implement all strategies

Finance Associate

"A big part of financial freedom s
having your heart and mind free from
worry about the what-ifs of life.”

Analyze various financial services
and solutions to ensure
achievement of financial targets

Coordinate with clients to analyze
requirements and design
customized financial strategies

Assist clients to complete all their
wishes and develop strategies
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Meet the Business Decision Makers
-lnance

Production Manager

"For every hour of recording, we have
two hours of laughter in the studio.”

 Plan, organise and schedule shoots

« Assess project and resource
requirements

 Estimate, negotiate and agree on
budgets and timescales with clients
and managers
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Raising Finances for an Upcoming Film
Finance Director

Scenario Walkthrough

Contoso’s upcoming project is going to be a big budget production and the studio must take a call on how to raise finances
through various means — selling music rights, satellite rights, equity financing and more. See how the Finance Director
collaborates with other team members to accomplish the activity using Microsoft Teams.

Hosts a channel meeting to discuss the working on various mechanisms to raise money for the project.

Refers to the key pointers discussed during the meeting, noted by the Finance Associate using OneNote.

Reviews a Smartsheet showing the previous expenses to produce the previous parts of the franchise.

Refers to an Excel containing data of the preceding film’s box office collection and video sales revenue.

Refers to Asana for assigned tasks to the team members for initiating related activities.

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

» OneNote for shared access to the information.

« Smartsheet for tabular user interface to use formulas in templates. - -
» Office applications like Excel allow quick access to shared reports and information. Excel OneNote
* Integrated Asana helps assign, track and communicate tasks and milestones. m

Smartsheet Asana 185



Finance — Raising Finances for an Upcoming Film

2" Microsoft

Microsoft Teams Search or type a command

! Teams e Project Funding Posts Files Wiki Meeting Notes Financials ActionPlan

Activity

Daily Stand Ups
S . . -
T g Mestor Wilke 3/16 2:46 PM  Edited
Finances for 'Rise of the Aliens’
@ Service Agreements Hi all
r

Testing and QA .
d Our upcoming project, the third in the franchise; titled — ‘Rise of the Aliens’ has been officially announced and we have to get into

o B Partnershi action. Let’s get on a call to elaborate and discuss on how to utilize different ways of raising finances.
artnerships

General Raising Finances

Monday, March 16, 2020 @ 3:00 PM Post
Contoso Entertainment / Project Funding

Legal

Collapse all
“ollapse a

Shared Resources

| 4™ Diego Siciliani
Updates e o et il Monday, 16 March 2020 @ 3:00 PM

P
£

Raising Finances

Customer Complaints g Jordan Miller
=y |

General
o Scheduled by you
Application

Contoso Theme Park ! ¥ A= Diego Siciliani 16 Mar, 2:48 PM
i 7 Sure Nestor Wilke.
General

Budget and Finance .
Jordan Miller 16 Mar, 2:51 PM

Crowd Management
Merchandising
Planning and Designing
Safety and Compliance

ﬁ Enrico Cattaneo
. ) This is the final movie of the franchise, let’s make this a blockbuster of all-time!
Contoso Entertainment

_ Raising Finances ended: 14m 475
General

egal g Jordan Miller
) &  Thank you all for your time. The meeting notes can be referred here.
Project Funding

Sales « Reply Enrico Cattaneo 16 Mar, 2:55 PM
Upcoming Events

Start a new conversation. Type @ to mention someone.

B @ & @ Ay e

" Join or create a team b ¢ @ [ [F o

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

Finance Director kick-starts discussion over raising finances for the new movie project.
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Raising Finances

Diego Sidliani Enrico Cattaneo &

Grady Archie 2, Jordan Miller "%,

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Hold seamless
calls in Teams with enhanced security.

6:21 Y. oX

Jordan M ¥

A -!
A

EnricoC ™

2" Microsoft
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2" Microsoft

i Microsoft Teams

’ Teams

Activity
Daily Stand Ups
T
Service Agreements

Testing and QA Meeﬂﬂg Notes

Partnerships

General

Mechanisms: ¢«

Legal

Shared Resources
Selling Music Rights

Updates Satellite Rights I\/Ieeting Notes
Equity Financing

) . . Monday, March 16, 2020 9:53 AM
Customer Complaints . Brand Collaboration and Promotions Y

~ Mechanisms:
General

L Actionables:
Application

Selling Music Rights
Extract financial data of previous films of the franchise for preparing reports and . Satellite Rights
presentations . Equity Financing
General . Extract box office reports, video sales collection for reference . Brand Collaboration and Promotions
Meet the marketing team for online promotion/partnerships on official social media
handles like Twitter, Instagram, Facebook, etc.
Crowd Management * Posts with the star cast for promoting the brand Actionables:
* Posts with the director, music directors and producers for branding and promotion

* Testimonials of other key members for promotion of the brand
Planning and Designing 1. Extract financial data of previous films of the

franchise for preparing reports and presentations
Extract box office reports, video sales collection
for reference
Contoso Entertainment . Meet the marketing team for online
promotion/partnerships on official social media
handles like Twitter, Instagram, Facebook, etc.
Legal Posts with the star cast for promoting the
brand
Posts with the director, music directors and
Sales producers for branding and promotion
Testimonials of other key members for
promotion of the brand

Contoso Theme Park

Budget and Finance

Merchandising

Safety and Compliance

General

Project Funding

Upcoming Events

+ .
28 Join or create a team

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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mn Microsoft

Microsoft Teams Search or type a command

g Teams W Project Funding Posts Files Wiki Meeting Motes Financials Action Plan —+

Activity

Daily Stand Ups —

Nestor Wilke 3/16 3:58 PM
T Production Cost for Parts 1 & 2

Service Agreements Hi,
Testing and QA The financials for the previous films can be found here — Financials.

Partnerships The data contains all the production expenses incurred during the making of both the parts of this franchise.

General Col

casl < Post
Lega r&_ Diego Siciliani Contoso Entertainment / Project Funding

Shared Resources

V.-
Undat L £ You
wpdates 16 Mar, 3:58 PM

Customer Complaints \ Production Cost for Parts 1 & 2

Hi,

The financials for the previous films can be found here
Application - Financials.

The data contains all the production expenses incurred
during the making of both the parts of this franchise.

General

Contoso Theme Park

General THANK YOU

Budget and Finance

Crowd Management ‘1 Grady Archie
Thanks, | needed them for preparing other related reports.

Dré?_. Diego Siciliani 16 Mar, 4:00 PM Z

{

Merchandising

Planning and Designing ﬁ Enrico Cattaneo
) Let us utilize all the collected data for preparing the required reports and presentations. We can set up a meeting in the first half day

Safety and Compliance e T T

THANK YOU

, ' Reply
Contoso Entertainment 3 Py

General ; Grady Archie 16 Mar, 4:00 PM

1 Diego Siciliani Edited .
Legal Box Office and Video Sales Data .rrer}::ekds'r'egiftdsed them for preparing other

Project Funding Hi all,

Sales The attached Excel sheet contains the data related to the box office collections, financials of video sales of the previous films of the
franchise.

Upcoming Events
Start a new conversation. Type @ to mention someone.

oot
o

Join or create a team A, 2 O [f] & a4 = Q

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.
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2" Microsoft

Microsoft Teams Search or type a command

g Teams W Project Funding Posts Files Wiki Meeting Notes Financials ~  Action Plan

Activity

Daily Stand Ups
T

smartsheet © Report Abuse @ Help

Service Agreements
Testing and QA EH Grid View Y Filter

Category and ltem ltemn Notes Budget Actual Difference
Partnerships

General L _
- Computer $1,500 §1,775 Financials
Mac Hard Drive $1,000 5950 Gantesn Enfertainment Broject Funding
Monitor 5500 5825
Updates - Camera & Lighting Biggest expense §52,000  $50,040
Customer Complaints Canon 50 Mark Il Extremely high ratings 55,000 54,100 Project Budget
Sony EX1 or Comparable Pro Camcorder $6000-10,000 0 50
General Tripod Accessory $5.000 34,370
Application 3 point lighting Lighting $15,000  $13.700
Camera Lights Lighting $12,000  $13,890 Computer
Drone Shooting $15.000 313,480
General - Sound and Accessories $29,500 $29,820 Mac Hard Drive
Budget and Finance Boom Mic $20,000  $21.460
Hard Drives $3,500 £2,890 Monitor

Audio Recorder 56,000 55,470
50 50 Camera & Lighting

Legal

Shared Resources

Total Project Budget

Contoso Theme Park

Crowd Management
Merchandising
Planning and Designing

Safety and Compliance Canon 5D Mark Il

Contoso Entertainment sas Sony EX1 or Comparable Pro Camcorder

General

Tripod
Legal
Project Funding 3 point lighting
Sales

Upcoming Events Camera Lights

+ .
28 Join or create a team

Add Smartsheet sheets, dashboards, and reports as ‘Tabs" within a Team channel. The team views costs for the project

in a Smartsheet tab.
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2" Microsoft

Microsoft Teams Search or type a command

R Teams W Project Funding Posts Files Wiki Meeting Motes Financials Action Plan —+
Daily Stand Ups
T : \ Diego Siciliani Edited
: Box Office and Video Sales Data
Service Agreements ; Hi all,
Testing and QA The attached Excel sheet contains the data related to the box office collections, financials of video sales of the previous films of the
franchise.
Partnerships These can be used as reference while meeting with the potential producers.

General 5 Franchise Collections.xlsx

agal ContosoEntertainment > Project Funding Post
Lega Contoso Entertainment / Project Funding
Shared Resources Collzpse all

| Diego Siciliani

Updates (s Mestor Wilke 3/16 4:08 PM Edited 16 Mar, 4:07 PM

.
Looks great, Diego Siciliani. (2

Customer Complaints & Di P Box Office and Video Sales Data

r:a’._i iego Siciliani '

Lo Hi all,

o The attached Excel sheet contains the data related to
Application the box office collections, financials of video sales of
the previous films of the franchise.

These can be used as reference while meeting with the

General

Contoso Theme Park

potential producers.
General
‘_ 1 Franchise Collections.xIsx

Budget and Finance : 18 KB
Crowd Management
Merchandising ‘.;‘ You 16 Mar, 4:08 PM

Planning and Designing THANK YOU! Looks great, Diego Siciliani. ‘&

Safety and Compliance

<+ Reply r@f’ Diego Siciliani 16 Mar, 4:11 PM

Contoso Entertainment
_ g 1 Diego Siciliani Edited
General ©d

Plan of Action
Legal As discussed, | have added tasks for each one of us in order to execute the funding activity.

Project Funding The tasks can be referred here.
ol We will have a meeting every alternate day, starting Monday.
sles Good luck to all.
Upcoming Events
Start a new conversation. Type @ to mention someone.

25" Join or create a team by & .:::. [E] = @q > Q

1-

The Finance Associate submits his report in the channel, where the Excel sheet will be stored in the Files tab and a

cloud-enabled repository for future reference.
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Microsoft

Franchise Collections.xlsx Search or type a command

File Home Insert Data Review View Help Q'  Tell me what you want to do [J Comments | [=] Conversation
v v < | Calibri vi11 v B FHH - b, E v Genernl B % Ey By Hy Xy vy Ov | £
. £

Activity

4k 1 Domestic Cumulative Box Office Records Music Rights

Record Revenue Platform Revenue
E 2 |all Time Domestic Box Office $347,356,000 Apple Music 531,815,881
All Time Domestic Inflation Adjusted Box Office §347,356,000 Spotify 527,105,556
All Time Domestic Sequel Box Office $347,356,000 YouTube 524,971,474
Top 2019 Mavies at the Domestic Box Office 5347,356,000
All Time Damestic Box Office for Based on Comic/Graphic Novel Movies $347,356,000 Satellite Rights
All Time Domestic Box Office for Animation/Live Action Movies §347,356,000 Platform Revenue A
All Time Domestic Box Office for Super Hero Movies $347,356,000 CBS $86,57,345
All Time Domestic Box Office for Action Movies $347,356,000 ABC 569,581,730
All Time Domestic Box Office for PG-13 Movies $347,356,000
All Time Domestic Box Office for Walt Disney Movies §347,356,000

N

Calendar

Franchise Collections.xlsx

-~ o un

w0

Domestic Cumulative Box Office Records
Record

All Time Domestic Box Office

All Time Domestic Inflation Adjusted Box Office
All Time Domestic Sequel Box Office

Territory ReleaseDate |Opening Weekend _|Opening Weekend Theaters _ |Maximum Theaters | Theatrical Engagements Top 2019 Movies at the Domestic Box Office _ .
Argentina 4/26/2019 56,809,645 0 o 0|517,723,544 All Time Domestic Box Office for Based on Comic/Graphic

Australia® 4/24/2019  [$24,032,390 1134 1134 4598[$59,101,64( Al Time Domestic Box Office for Animation/Live Action
Brazil 4/25/2019 426,362,667 3080 3080 4785485,660,66 All Time Domestic Box Office for Super Hero Movies
Bulgaria 4/26/2013 $442,398 0 0 als1.469,132 All Time Domestic Box Office for Action Movies

(=]

%)

[FF)

B

Box Office Summary Per Territory

¥,

o

China 4/23/2019  |$175,640,148 230602 230602 532971|$629,100,04 All Time Domestic Box Office for PG-13 Movies
Czech Republic 4/26/2019  |$2,529,897 152 152 785|36,694,694 All Time Domestic Box Office for Walt Disney Movies
France 4/24/2019 $24,971,592 625 625 1055|362,270,58
Germany 4/24/20139 $27,108,548 442 442464,094,33¢ Box Office Summary Per Territory
Hong Kong 4/24/2019 50 0 $26,500,00( Territory

India 4/26/2019 50 0 $61,300,004 Argentina

Indonasia 4/24/2013 30 0 334,674,654 Australia*

Italy 4/24/2019 513,637,525 534,025,30 Brazil

Japan 4/26/2019 $13,176,307 $54,661,64( Bulgaria

Lithuania 4/26/2019 $250,678 $627,881 China

Malaysia 4/24/2019 50 $19,100,00 Czech Republic

Maxico 4/26/2019 431,815,381 477,600,004 France

Netherlands 4/26/2019 54,472,881 515,055,53 Germany

New Zealand 4f24{2019 50 $9,323,924 Hong Kong

Philippines 4/24/2019 50 432,400,000 India

Poland 4/26/2019 54,676,324 510,557,53 Indonesia

F:nr'hJGFH 4/726/2013 %1.709.873 84798473 " Sheet1

=

-1

woooa

(=]

LR S O o R 5 N o T S % T S T LS I |
- o LN A 4

Sheet1 ) 7= B O

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

can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365 services.
192



Finance — Raising Finances for an Upcoming Film

2" Microsoft

Microsoft Teams

¥ Teams

Activity
Daily Stand Ups
T

Service Agreements THAN K YOU!

Testing and QA

. « Reply
Partnerships

General 5 Diego Siciliani Edited
Legal & Plan of Action
As discussed, | have added tasks for each one of us in order to execute the funding activity.
The tasks can be referred here. [‘@? Diego Siciliani
Updates We will have a meeting every alternate day, starting Monday. 4 .."‘,ﬁ 16 Mar, 4:15 PM
Good luck to all. .

Post

Contoso Entertainment / Project Funding

Shared Resources

Customer Complaints

General

Application

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing

Safety and Compliance

Contoso Entertainment

General

Legal

Project Funding
Sales

Upcoming Events

+ .
Join or create a team

vollapse a

¢ Nestor Wilke 3/164:17 PM

e
N

Thank you, Diego Siciliani.

ﬁ Enrico Cattaneo
) Job well done, Diego Siciliani. (%

i._g;‘. Diego Siciliani

Sdo

Start a new conversation. Type @ to mention someone.

Ao ¢ @ [ B > @

Plan of Action

As discussed, | have added tasks for each one of us in
order to execute the funding activity.

The tasks can be referred here.

We will have a meeting every alternate day, starting
Monday.

Good luck to all.

:;‘ You 16 Mar, 4:17 PM
Thank you, Diego Siciliani.

ﬁ Enrico Cattaneo 16 Mar, 4:18 PM
Job well done, Diego Siciliani. ‘&

f@?ﬂ Diego Siciliani 16 Mar, 4:20 PM

Msdy'

Close out conversations in channels once your project objectives have been achieved. The files shared during the

discussions will be added to the Files tab in the channel for quick reference in the future.
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Microsoft Teams

Teams

Contoso Entertainment

General

Legal

Project Funding
Sales

Upcoming Events

Business Development
General

Knowledge Share
Opportunities

Pipeline

Contoso Theme Park

General

Budget and Finance
Crowd Management
Merchandising
Planning and Designing

Safety and Compliance

Contoso Games
General

3D Production
Concept Art

5 hidden channels
Partnerships

General

Join or create a team

With Asana’s work management platform, your team can stay focused on their goals, projects, and tasks—no matter

PrDjECt Funding Posts Files Wikl Action Plan -~

es Asana

New task Created tasks

Documentation and Data Analysis
b246094.onmicrosoft.com Mar 31
Assignee
I ) o )
Nestor Wilke Review of Financial Reports

Asana project Mestor Wilke Mar 31

Estimates & Projections

jordanm@m365b246094.cnmicrosoft.com

ridge Financing

Jordanm@m365b246094.onmicrosoft.com

Satellite Rights Music Rights Auction

MNestor Wilke Mar 31

C] Share task to Project Funding
Satellite Rights and Music Rights documentation

Diegos®m365b246094.onmicrosoft.com Mar 31

Coming up with Content Promotion Ideas

Lynne Robbins Mar 31

Online Promotion Plan

Adelev@m365b246094.onmicrosoft.com Mar 31

when or where they work.

2" Microsoft

1:10

<« Action Plan

Contoso Entertainment / Project Funding

Created tasks (8) ¢

Documentation and Data Analysis

enricoc@m365b246094.onmicrosoft.com 31 Mar

Review of Financial Reports

Nestor Wilke 31 Mar

Estimates & Projections

jordanm@m365b246094.onmicrosoft.com 31 Mar

Bridge Financing

jordanm@m365b246094.onmicrosoft.com 31 Mar

Satellite Rights Music Rights Auction

Nestor Wilke 31 Mar

Satellite Rights and Music Rights documentation

Diegos@m365b246094.onmicrosoft.com 31 Mar

Coming up with Content Promotion Ideas

Lynne Robbins 31 Mar
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Planning and Coordinating the Coverage of a Sporting Event

Editorial Director

Scenario Walkthrough

Contoso is a large news organization that is preparing to cover the Olympic games. The Editorial Director in-charge of the
coverage of this event reaches out to team members and leverages communication tools and applications within Microsoft
Teams to ensure that all technical and budgetary requirements are listed out and are approved to ensure a hassle-free
coverage of the Olympics.

* Shares the Olympic games schedule in a tab within the channel for easy access.

» Responds to a tab conversation and shares suggestions regarding interviews to be scheduled for the Olympics.
* Reviews event requirements and budget details shared by team members within an Excel tab in a channel.

* Suggests inclusion of interview schedules in the task board created using Huddo Boards.

« Schedules a meeting with the Finance Director to discuss the budget and get requisite approvals using channel
communication.

How did Microsoft Teams help the Editorial Director execute her roles and Which app integrations on
responsibilities? Teams made it possible?
 Pin a website tab at the top of a channel or conversation, so everyone has easy access

to iImportant sites.
 Create, assign and track progress of tasks within Microsoft Teams using Huddo Boards.
« Add any Excel spreadsheet as a tab for easy access and collaborative work. Website el Huddo
« Catch the attention of relevant team members using the @mention feature. Boards
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2" Microsoft

Microsoft Teams

= Teams 8 Planning and Coordination Posts Files Wiki Tasks 2 more -
g

Activity
Your teams r Adele Vance 1:11 PM Edited
Olympics 2020

Contoso Human Resources Hi Olympics 2020, It's time we begin planning on-ground operations and coverage for the Olympics. Let's get on a call and go through the

General Olympic Schedule. Jordan Miller, could you please share your experience covering the previous Olympics?
Employee referrals E Olympics 2020
Tuesday, March 30, 2021 @ 1:30 PM

Calendar Planning ®4i
Collapse all
Dlympics 2020 . P Post
Jme B e e Olympics 2020 / Planning and Coordination

oy | .
~ &0 Sure will do! Adele Vance
General

= You
Planning and Coordination = Olympics 2020 ended: 5m 17s e v 13:11

Travel and Stay Attendance Report Scheduled a meeting

Click here to download attendance report

Olympics 2020
Hidden teams a
Today @ 13:30

'.9 Adele Vance 1:18 PM
This was a great call. Johanna Lorenz let's go ahead with the plan. Please share the required information in the Requirements tab. R,
=)
<’

Jordan Miller  13:12

|

regarding information that would be needed to plan the budget and itinerary.

Olympics 2020 ended

Jordan Miller 1:21 PM 5min 17sec
Ok

@ Johanna Lorenz 1:19 PM Sure, will do! Adele Vance
I'll get in touch with the organizers regarding access and share the various travel options available. I've assigned tasks here

You 13:18
&/ Reply )
This was a great call. Johanna Lorenz let's go ahead
with the plan. Please share the required information in
Diego Siciliani 1:24 PM the Requirements tab.
Added a new tab at the top of this channel. Here's a link.

Johanna Lorenz  13:19

I'll get in touch with the organizers regarding access
and share the various travel options available. I've
assigned tasks here regarding information that would
be needed to plan the budget and itinerary.

o @9

or create a team

Dedicated teams and channels enable instant group collaboration. The Editorial Director kick-starts discussion over

planning for the Olympics coverage.
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2" Microsoft

Microsoft Teams

Search or type a command

Olympics 2020 Chat Details Scheduling Assistant Meeting notes  Whiteboard

Tracking

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options

&

Olympics 2020

e
L!'- Jordan Miller * ‘Q lohanna Lorenz = # MNestor Wilke
-V

Mar 18, 2020 2:00PM Mar 18, 2020

Suggested: No suggestions available

Does not repeat

Add location

B 7 U & ¥ A WA Paragraph ~ 1, <= =

+ Optional

230PM  ~ 30m @  Allday

= = 0 e = H 9 c

Hi @Olympics 2020, it's time we begin planning on-ground operations and coverage for the Olympics. Let's get on a call and
go through the Olympic schedule. @sports editor, could you please share your experience covering the previous Olympics?

Join Microsoft Teams Meeting

+1 872-242-T651 United States, Chicago (Toll)

Conference ID: 615 367 547#

Local numbers | Reset PIN | Learn maore about Teams | Meeting options

Adele Vance

Crganizer

Jardan Miller
Unknown

Johanna Lorenz
Unknown

Mestor Wilke
Unknown

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling

Assistant feature suggests times that are optimal for all attendees.

é Olympics 2020
Olympics 2020 / Planning and Coordination

DETAILS

Olympics 2020

Wed Mar 18, 2020
14:00 - 14:30

& +1 872-242-7651 (Toll) United States

Hi @Olympics 2020, it's time we begin planning on-ground
operations and coverage for the Olympics. Let's get on a call and
go through the Olympic schedule. @sports editor, co See more

Shared to channel

Olympics 2020
02 Planning and Coordination

Participants (4)

Adele Vance
Organiser

Johanna Lorenz
Unknown
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2" Microsoft

Search or type a command

Teams Planningand Coordination Posts Files Wik Olympic Schedule -~  Requirements Tasks

Microsoft Teams

Application

Forecast and Analysis
Legal and Compliance
Marketing

Quarterly Sales

Social Media Tracking

Survey and Feedback

Contoso Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee Referrals
Employee Relations
Planning

Review

Staffing

Training and Development
Sports Editorial
General

Archives

Review and Feedback
Olympics 2020
General

Planning and Coordination

Travel and Stay

+ -
Join or create a team

Jo

EVENTS

SPORTACCORD, BEWING
APR 19, 2020 - APR 24, 2020

10C EXECUTIVE BEOARD MEETING, LAUSANNE
JUN 15, 2020 - JUN 17, 2020

OLYMPIC DAY
JUN 23, 2020 - JUN 23, 2020

10C EXECUTIVE BOARD MEETING, TOKYO
JUL 18, 2020 - JUL 19, 2020

10C SESSION, TOKYO
JUL 21, 2020 - JUL 22, 2020

QG

+ CALENDAJ

+ CALENDA

+ CALENDAJ

+ CALENDA

+ CALENDA

Owners and team members can add more tabs to a channel or chat by clicking Add a tab at the top of the channel or

chat. The Editorial Director adds the Olympics website for a quick reference.

2:34

< Olympic Schedule
Olympics 2020 / Planning and Coordination

o QY

EVENTS

SPORTACCORD, BENING

APR 19, 2020 - APR 24, 2020

10C EXECUTIVE BOARD MEETING, LAUSANNE

JUN 15, 2020 - JUN 17, 2020

OLYMPIC DAY

JUN 23, 2020 - JUN 23, 2020

10C EXECUTIVE BOARD MEETING, TOKYO

JUL 18, 2020 - JUL 19, 2020

10C SESSION, TOKYO

JUL 21, 2020 - JUL 22, 2020
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mn Microsoft

Microsoft Teams

Planning and Coordination Posts Files Wiki  Tasks -

Legal
Expand All Collapse All

Todo
Sales (@) Assignments

Potential Interviews (post and pre-games)

Project Funding

Calendar

Upcoming Events

™ Todos by Datd & Tasks

Technical Requirements (event-specific) and costing olympics 2020 / Planning and Coordination

Contoso Games
List of new equipment and equipment that needs to be separately shipped

General Q
3D Production Add a card
AUl d LdiU Expand All Collapse All
Concept Art MindMap

Doing Todo

5 hidden channels

. . Potential Interviews (post and pre-games
Reach out to Publications to secure contracts P pre-g )

T Administration — Timeline

Travel and stay options Technical Requirements (event-specific) and costing &

General

mailecl Budoet ' List of new equipment and equipment that needs to be
Management and Governance g e [+ Archived separately shipped
Service Strategy )

Add a card .

Support - Members

Web Development Done : fa. .‘-—3-“ Q g' {

Creating a dossier for the sales team

Add a card

Doing

Olympics 2020 e
~ i Reach out to Publications to secure contracts
General Add a card

Planning and Coordination & Colors Travel and stay options
=+ Addalist

Travel and Stay Er=————

. . Detailed Budget
Contoso Human Resources

0000 | - -

General
~@ Done

Creating a dossier for the sales team

Employee referrals

Planning

] Add a card

@ Join or create a team

Huddo Boards is a collaborative task management solution for Teams, Individuals, and invited external parties. Huddo
Boards in Teams allows the Editorial Director to track tasks, see assignments, status and manage workflows without
leaving the application. 199
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2" Microsoft

Microsoft Teams

Teams '8 Planning and Coordination Posts Files Wiki Tasks 2 more
g

Your teams
Adele Vance 1:15 PM

Wil Contoso Human Resources . : L - .
. : This was a great call. Johanna Lorenz let's go ahead with the plan. Please share the required information in the Requirements tab.

General o
Johanna Lorenz 1:19 PM

Employee referrals I'll get in touch with the organizers regarding access and share the various travel options available. I've assigned tasks here

Planning regarding information that would be needed to plan the budget and itinerary.

Be i

Jordan Miller 1:21 PM

ﬂ Olympics 2020 ! ok Post
! Olympics 2020 / Planning and Coordination

General <+ Reply
. Diego Siciliani

Planning and Coordination s (- ERTON

Travel and Stay T Diego Siciliani 1:24 PM

Added tab at the top of this ch I. Here's a link.
Added a new tab at the top of this channel. Here's a link. ed 8 newiab at the fop of fhis channel. Hieres a fin

Hidden teams

ra?’ Diego Siciliani  13:24 @
Collapse all 0
Thank you all for sharing the details. Adele, I've

Diego Siciliani 1:24 PM 2 compiled all the costs shared and added additional
Thank you all for sharing the details. Adele, I've compiled all the costs shared and added additional expenditure in the Total Costs expenditure in the 'Total Costs sheet’ here. Please let
sheet” here. Please let me know if this works. me know if this works.

Adele Vance 1:26 PM
This looks great! Thanks Diego
Johanna Lorenz, | suggest we include a few interviews with the organizers of the event too. Could you squeeze in a few of these You 13:26

interviews in the schedule? . )
This looks great! Thanks Diego

137 PM Johanna Lorenz, | suggest we include a few interviews
with the organizers of the event too. Could you
squeeze in a few of these interviews in the schedule?

Johanna Lorenz
Yes, that sounds great. I've just added that to the sheet.

Adele Vance 1:25 PM

Great! We will discuss this with Nestor and get things moving.

Johanna Lorenz  13:27
Yes, that sounds great. I've just added that to the
sheet.

o

gf‘, Jain or create 3 team

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

keeping relevant discussions and files grouped together.
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2" Microsoft

Microsoft Teams Search or type a command

Teams N Planningand Coordination Posts Files Wik Olympic Schedule  Requirements ~ 1 more (D -~ -+

Application

_ . File Home Insert Data Review View « Tell me what you want to do [ Comments
Forecast and Analysis

Legal and Compliance v [~ 11 ~v B =% . ) v | General v o f Eh >~ svv Ov | &
Marketing . A

Quarterly Sales

Social Media Tracking 1 |Category Expenses
Travel Allowance 10,000 .
Flizht Expenses 5000 é Requirements
Hotel Expenses 10,000
Insurance 2500
New Equipment 15,000
Equipment Rentals 5700
Miscellaneous 5,000
Total 53,200

Survey and Feedback

Contoso Human Resources B

Category Expenses

Travel Allowance 10,000
Flight Expenses 5000
Hotel Expenses 10,000
Insurance 2500
New Equipment 15,000
Equipment Rentals 5700

General

-~ oLl o W P

Candidate Correspondence

[Tl

Compensation Benefits

(=]

Employee Referrals

Employee Relations

)

]
2
3
4
5
6
7
8

Miscellaneous 5,000
Total 53,200

W

Planning

=

B i aar
REVISW

4]

o

Staffing

=

Training and Development

uo

Sports Editorial

(=]

General

Archives

[N R S ey

=

Review and Feedback

o Ln

Olympics 2020

1

General

wooga

Planning and Coordination

[=]

Travel and Stay

[EFI 5 B S T T LS R S N S T % B S T LS R S T ]

Total Flight Expenses

. ) Total Flight Expenses Hotel Expenses Equipemnt Rentals
Join or create a team —

The team member uses Excel to build and present data to the team. Create impactful summaries of crucial data with

Excel, Word and OneNote for Microsoft Team:s.
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mn Microsoft

Microsoft Teams & Search or type a command

Olympic Budget Approval Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard “

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, Mew Delhi ~  Meeting options Tracking

Olympic Budget Approval ra Adele Vance

Crganizer
O
,ﬂ MNestor Wilke + Optiona
@ Nestor Wilke 15:12
Unknown

Mar 20, 2020 3:00PM Mar 20, 2020 3:30PM ~ 30m @ All day é Olympic Budget Approval

Suggested: 5:30 PM-9:00 PM 9:00 PM-9:30 PM 9:30 PM-10:00 PM
DETAILS
Does not repeat

Olympic Budget Approval

Fri Mar 20, 2020
15:00-15:30

Add location

B 7 U &£ A oAb Paragraph T = = = = 1
= v A Sree * & +1 872-242-7651 (Toll) United States

Hi Mestor, scheduling a meeting to discuss and finalize the budget for covering the 2020 Olympics. -
Join Edit

Hi Nestor, scheduling a meeting to discuss and finalize the budget
for covering the 2020 Olympics. Join Microsoft Teams Meeting
+1 872-242-7651 United States, Chicago (Toll) Confe See more

Join Microsoft Teams Meeting

872-242-76571 United States, Chicago (Toll) Participants (2)

Conference ID: 317 356 057#
( Adele Vance
Local numnbers | Reset PIN | Learn more about Tears | Meeting options @  Oroaniser

Nestor Wilke

Unknown

P -
) Cancel event

This will cancel the meeting for all participants.

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling

Assistant feature suggests times that are optimal for all attendees.
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Microsoft

Microsoft Teams E4 Search or type a command

'!' Recent Contacts # Nestor Wilke chat Files Organization Activity —+

Activity

T

Nestor Wilke Edited
7B Nestor Wilke 10:40 AM f The plan that you presented looks looks good Adele.
You: = GIF

PR Clanner 321 3/18 2:38 PM
40 Task "0. Writers Guild of America registrat... Thank you, Nestor Wilke!

&M Henrietta and Jordan 3118 11:10 40
& Henrietta: Thanks Adele Vance Jordan Mil... )

Nestor Wilke

@, Jordan Miller 317 o Nestor Wilkes é © Available 0 %
T A —— . . ) : . )

®E You: Awesome! Let's go ahead with this. I'll get in touch with my team to get things moving.

The plan that you presented looks looks good 4

Adele.
Thank you, Nestor Wilke! P

Today 10:37

Let's go ahead with this. I'll get in touch with my
team to get things moving.

Type a new message

Al ¢ 0B B

Use a one-on-one chat or a group chat for conversations that don't require the entire team. The Finance Director
reaches out to the Editorial Director and discusses the coverage plan.
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Creating a Budget for a Game Launch Event
Finance Associate

Scenario Walkthrough

With the game’s launch just a month away, Contoso’s team is working at a feverish pitch to get everything in order. The
Marketing team is working jointly with the Finance Team to ensure the launch is smooth and yet glitzy. See how the Finance
Associate uses Microsoft Teams to collaborate with various teams to get the launch event’s budget approved.

 Receives a natification from the Marketing team regarding the launch event.

Acknowledges an Excel sheet containing venue availability and other related details sent by the Marketing Associate.

Collaborates with the Marketing team for event planning.

Creates the budget with all the estimated costs of the launch event with Smartsheet and sends it for Approval.

Incorporates the Finance Director’s feedback and views a PowerPoint presentation shared within the channel.

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

Use Places to select, discuss and share locations.
Streamline the approval process with Approvals in Microsoft Teams.

Create summaries of crucial data with Office applications like Excel and OneNote. Evcel PowerPoint  OneNote

Share concise presentations with team members using PowerPoint.
Create, track and assign tasks and milestones with Smartsheet. m . .

Smartsheet Places Approvals  2p4
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Microsoft Teams

Search or type a command
A°

% Teams e General Posis Files Wiki Activities and Prizes

Activity

a Your teams Allan Deyoung
Chat
7 & New Game Launch Event

s @ [fll Contoso Games
ugs

Hi all, the new game is almost finished, and it's time we started planning the launch event. We need to get the right venue, delicious food, and

- @

T great music to ensure the launch is a grand success. Contoso Games, | am scheduling a call at 4:00 PM to discuss the tasks with the Jordan Miller.

S31EE] Let’s get this done as soon as possible.

o 3D Production

Calendar

Launch Event
Concept Art Thursday, March 19, 2020 @ 4:00 PM

Finance

ollapse all

Leadership Team 04 Meeting ended: 11m 11s

Marketing and Promotions
Christie Cline

Programming © That was a great call, team. Lidia Holloway, | like your idea of a space-themed party.

ll"" T il o &Y ] [ i
Vriting and Steryboarding Lidia Holloway

Thanks, Christie Cline. (&
Also, I'm sharing all the available venues here.

Event Venues.xlsx
ContosoGames » General

Jordan Miller 3/19 4:15 PM
Good work, Lidia Holloway.

Allan Deyoung
Since it's a medium-sized event, the below mentioned venues will be perfect.

E Places

JW Marriott Los Angeles L.A. LIVE
900 West Olympic Boulevard, Los Angeles, CA, 90015

WESTLAKE %y Ly
i BUNKER H

0
.f_,j :(

i OLD
%y DIST
T

Start a new conversation. Type @ to mention someone.

get

Join or create a team ¢ & [ S & Q

The Marketing Manager kicks-off planning over an online meeting and the team keeps conversations and relevant

documents all in the meeting thread for easy reference.

12:04 @

é Post

Contoso Games / General

Allan Deyoung
‘ A 19 Mar, 3:54 pm

Scheduled a meeting

Launch Event

ﬂ 19 Mar 2020 @ 4:00 pm

Meeting ended

11min 11sec

Christie Cline 19 Mar, 4:12 pm

That was a great call, team. Lidia Holloway, | like your
idea of a space-themed party.

Lidia Holloway 19 Mar, 4:14 pm

Thanks, Christie Cline. "=
Also, I'm sharing all the available venues here.

ﬁ Event_Venues.xlsx

Microsoft
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Microsoft

Microsoft Teams Search or type a command

Teams G Posts Files Wiki Activitiesand P.. (D +

E Places

Los Angeles Convention Center
Contoso Games 1201 5 Figueroa 5t, Los Angeles, CA 90015

Your teams

General

3D Production
Staples

Concept Art N ; 1205 @

Finance 0 UNION 9 < Post
. K Contoso Games / General

Leadership Team

Marketing and Promotions (o & Places

Programming T Los Angeles Convention Center

Writing and Storyboarding % . o - g, 1201 S Figueroa St, Los Angeles, CA 90015
> bing © 2020 Microsofl Qorporation & 2020 HERE :

Information from Bing Maps

Staples

Center

Directions
O UNION

Christie Cline

Alright, the venues are excellent. Any update on the guest list? IR

Information from Bing Maps

9] Allan Deyoung
o The guest list needs more time, meanwhile, let’s finalize the activities and gifts for the occasion.

'E Lidia Holloway

Here are the Activities and Prizes discussed on the call.

Finance team. guest list?

Jordan Miller 3/19 4:24 PM

Will do.

e Christie Cline -\ Christie Cline 19 Mar, 4:19 pm
F5 We're nearly done Contoso Games and Jordan Miller, please share the guest list by evening and discuss the budget approval with the o Alright, the venues are excellent. Any update on the

Start a new conversation. Type @ to mention someone.

88" Join or create a team o 5 I (T |

Location sharing becomes easy within Microsoft Teams with Places. The team members are working on finalizing a

location for game launch event and they use Places to share a shortlisted venue.
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mn Microsoft

Event_Venues.xlsx Search or type a command

File Home Insert Data Review View Help Q Tell me what you want to do [J Comments |  [=l Conversation
Clv < || calibri v[11 v B Hv &y Av - b v |Genenl v $v % B Ev By Hy I jwv Ov
v &

Activity

=
v

Event Venues

[FER N ]

Calendar

Venue Location Availablility 585 Alcohol

Washington
Walter E. Washington Convention Center 522,750 528,050 é Event_Venues.xIsx
Hilton Garden Inn 526,450 533,650
Off the Record 519,997 527,997
Marriott Marquis Washington 530,458 541,458

= &h e

[T T

-

=]

California
JW Mariott Los Angeles LA, Live 528,672 538,672
Libra Hotel 535,663 549,663
BUZZ wine beer bottleshop & bar $27,543 540,543
STAR HOOKAH LOUNGE 534,561 545,561

Los Angeles Convention Center
[=

Venue Location

W

[¥5)

Washington

Walter E. Washington Convention Center

=

L

Hilton Garden Inn
Off the Record
Marriott Marquis Washington

O 0 N o o~ W N

San Francisco
Javits Center 531,787 542,787
New York Marriott Marquis $35,345 549,345
Trick Dog 527,346 539,346
Moscone Center 529,722 541,722

= =
=S

California

JW Mariott Los Angeles L.A. Live
Libra Hotel

BUZZ wine beer bottleshop & bar
STAR HOOKAH LOUNGE

Los Angeles Convention Center

)
N

=
w

-
S

=N
[}

=
o

=
~N

.|
=N
©

San Francisco

=
el

Javits Center

New York Marriott Marquis
Trick Dog
Moscone Center

SN o I % B L

= WD oo
N
o

N
—

L
I-

N
N

[¥¥)

N N NN
o o~ W

Sheet1

Sheetl

The Finance Associate employs Excel’s analytical abilities within Teams to share a list of available venues along with the

total expenditure.
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2" Microsoft

Microsoft Teams EA Search or type a command

Teams e General Posts Files Wiki Activities and Prizes ~ +

‘z

Activity

Your teams

Contoso Games

General

3D Production
Concept Art
Finance

Activities Prizes <

Leadership Team

Marketing and Promotions Sketching Competition T-Shirt

Programming Contoso Games Quiz Dead Guns 2 Retail Copy Activities and Prizes

Writing and Storyboarding Thursday, March 19, 2020 10:51 AM

Pass the Orange New Game Poster
The Continuing Novel Console Accessories Activities Prizes
Karaoke New Game Action Figurines Sketching Competition T-Shirt
Contoso Games Quiz Dead Guns }
Pass the Orange
The Continuing Novel

Karaoke New Game

+ -
28 Join or create a team

Record meeting notes or observations in OneNote app inside Teams and share them when needed with the team for

their consumption. The Marketing Manager shares planned activities in a OneNote tab.
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CJ Approvals
L
Approval request details

Requested

Budget Approval

Here's the budget with estimated costs for the Launch Event.

Attachments

% Smartsheet Event Expenditure
https://teams.microsoft.com/l/entity/0d820ecd-def2-4297-adad-7...

Status: Requested

@ Pending response
Nestor Wilke

g Requested by
H Jordan Miller 18m ago

Cancel request

2" Microsoft

Approvals

Approval request details

Requested

Budget Approval

Here's the budget with estimated costs for the Launch
Event.

v Attachments

Smartsheet Event Expenditure
https://teams.microsoft.com/I/entity/0d820ecd-def2-429...

v Status Requested

Pending response
Nestor Wilke

: Requested by 26/3/2021, 10:47:50 am
v Jordan Miller

Cancel request

Send, receive, manage, and share approvals in Microsoft Teams with the Approvals app. The Finance Associate links a

Smartsheet tab with the Budget and sends it to the Director for his approval.
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2" Microsoft

G’/ Approvals
Approval request details

Approved

Budget Approval % Approvals

Approval request details

Here's the budget with estimated costs for the Launch Event. T

Attachments Budget Approval

Here's the budget with estimated costs for the Launch
Smartsheet Event Expenditure Event.

https:/fteams.microsoft.com/1/entity/0d820ecd-def2-4297-adad-7...

v Attachments
Final status: Approved

Approved by Smartsheet Event Expenditure
Mestor Wilke Friat 11:10 AM https://teams.microsoft.com/|/entity/0d820ecd-def2-429...

This looks good Jordan! I've added a few notes to the sheet. Apart
from those suggestions everything else looks good.

3’ Requested by
Jordan Miller Fri at 10:47 AM

+ Final status Approved

Approved by 26/3/2021,11:10:43 am
Nestor Wilke

This looks good Jordan! I've added a few notes to the
sheet. Apart from those suggestions everything else
looks good.

Requested by 26/3/2021,10:47:50 am
Jordan Miller

Track your approvals and get notified of updates at each step. The approvers are notified when requests are sent for their
approval and the senders are notified as soon as their requests are approved.
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2" Microsoft

Microsoft Teams

Teams X Finance Posts Files Wiki Event Expendit.. (D

T @ Jordan Miller via Approvals 3/26 10:47 AM Updated
Contoso Games

Approved
General P

3D Production Budget Approval

Concept Art Here's the budget with estimated costs for the Launch Event.

Finance

é Post
4 hidden channeals Smartsheet Event Expenditure ] Contoso Games / Finance

) T @ Jordan Miller via Approvals
10:47
Hidden teams ) (v} am

Requested by Jordan Mille
Approved by MNestor Wilke

Approved
View details
Budget Approval

Here's the budget with estimated costs for the Launch Event.

~ & Smartsheet Event Expenditure

Jordan Miller 3/26 11:15 AM ‘ https://teams.microsoft.com/I/entity/0d820ecd-def2-4297-adad...
Thanks for the quick approval Mestor Wilke. I've made the changes to the budget based on your suggestions. Lidia Holloway, you
can use this to finalize your requirements and share the Event details. Requested by Jordan Miller

Approved by Nestor Wilke
Lidia Holloway 3/26 11:32 AM 1

The plans for the Launch Event have been completed and we've created a presentation detailing the format, structure and details of

the event. I've prepared this keeping the budget in mind.

[« | Launch Event Details.pptx A . :
Thanks for the quick approval Nestor Wilke. I've made
the changes to the budget based on your suggestions.
Lidia Holloway, you can use this to finalize your

E Lidia Holloway 3/26 11:33 AM requirements and share the Event details.

Mestor Wilke 3/26 11:33 AM
This looks great Lidia!

Can't wait to share this with the team! Thanks for the help "2

Lidia Holloway 11:32 am :

| .H-, | e g The plans for the Launch Event have been completed
-« and we've created a presentation detailing the format,

°© 9

Join or create a team

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

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

s o o

File Home Insert Draw Design Transitions Animations 4 Open in Desktop App ':;:' Search j w W |_v;_| Conversation Close

E New Slide ‘ | A AT B M aw L o0 E B

-

11:45 @

VEN U E NAME: TR C K D O G & Launch Event Details.pptx

VENUE NAME: TRICK DOG

TIMELINE

301 5 22nd St" Saﬂ FfanCi-SCO, CA 941 25' Unitﬂd States 3015 22nd St, San Francisco, CA 94125, United States

Date: 21.03.2020 oy

Dress Code: Casual (Space Themed)

o
| ® ¢
Dress Code: Casual (Space Themed) *»\.'

CONTENT 2

- 4
TIMELINE

To display Presenter

e —
. To start a presentation,
go to the Slide Show Slide Show
o tab, and select From ntrol bar
egir eft select
- e
i
‘ 4 - Presenter Viey
' Y e

S CONTENT

Slide 1of 13 English (U5.) Help Improve Office == Notes | [E
<

PowerPoint helps draft and present an effective and easily consumable presentation for the team. The Finance Associate

views a PowerPoint presentation created by a team member.
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Microsoft Teams

Activity

E &l Contoso Games

General
3D Production

Concept Art

E Finance

Calendar

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

oot

2g Join or create a team

Files Wiki Ewvent Expenditure -~

Event Expenditure :

B2 Grid View = Y Filter Arial =

Primary Column Column2

New Game Launch Notes

Trick Dog

Space themed party

Continental Buffet Shorten down items
Snooker Table Replace with Darts
Activities (Sketching

Giveaways

Total

_I_

10~ B

Column3

Budget

$12,000.00

$1,500.00

$4,500.00

$1,200.00

$500.00

$1,200.00

$20,900.00

$14,000.00
$1,750.00
$5,600.00
$1.500.00
$650.00
$1,200.00
$24,700.00

2" Microsoft

@ Report Abuse @ Help

Budget Deficit

$2.,000.00

$250.00

$1,100.00

$300.00

$150.00

0

$3.800.00

Columné

é Event Expenditure

Contoso Games / Finance

Event Expenditure
New Game Launch Event
Trick Dog
Space themed party accessories
Continental Buffet
Snooker Table
Activities (Sketching, Contoso Quiz and more)

Giveaways

Add Smartsheet sheets, dashboards, and reports as ‘Tabs’ within a Team channel. The launch event budget is shared

using Smartsheet.

il AV
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2" Microsoft
Finalizing the Location and Cast for the Film
Production Manager

Scenario Walkthrough

As the Director and the Producer work on finalizing the cast and the locations, the Production Manager must ensure that the
locations and the crew members that they are looking for are available for the shoot when the work starts. After getting the
final cast and locations list, the Production Manager creates a budgetary requirement and gets necessary approvals. See how
the Production Manager uses Microsoft Teams to execute his tasks.

Gets on a call with the Director and Producer to understand the present requirements.

Receives an excel from the Director with a list of studios needed to be booked for shoots.

Shares an Excel with details of costumes and props shortlisted.

Reviews the location through a video meeting with the Location Team Lead.

Uses Shifts to plan the entire shooting schedule.

Shares a Smartsheet detailing the budget for the film.

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

Office applications like Excel allow quick access to shared reports and information.
Detailed view and easy access to the budget obtained using Smartsheet. - m
Sharing and executing contracts without leaving Teams interface with Adobe Sign.

Excel Smartsheet  Adobe Sign Shifts

Create, update and manage schedules for the team using Shifts.
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Activity
Chat
-e G
igr

Teams.

Calendar

A

il

Microsoft Teams

Teams

s

Service Strategy

Clients and Services
General
Legal

Updates

Maorning Show Production

General

Advertisement Schedule

Program Schedule

Updates

Marketing

General

Research

Social Media Trends

Targets and Reports

Sports Editorial
General
Archives

Review and Feedback

Contoso Film

General
Distribution
Film Festival

Pre-Production

+ -
Join or create a team

Search or type a command

N Pre-Production Posts Files Wiki Film Budget Cost Approval —+

o

Megan Bowen

Cast Finalization

Hi Contosa Film,

We have finalized the lead cast for the movie. Let's get on a call to discuss the costumes and props needed.

Discussion On Final Cast
Friday, March 20, 2020 @ 4:00 PM

Collapse all

04  Discussion On Final Cast ended: 3m 35s

L ®@

@ Megan Bowen
¥ Thanks Patti Fernandez, Dylan Swearingen, for your inputs. | am sharing an Excel with the details of the sets we need in the film.
Dylan Swearingen, as discussed, please work on getting the costumes and props.

m Film Sets.xlsx

Patti Fernandez
We should not compromise on the final presentation of the story. Dylan Swearingen, ensure to get the best construction crew and
reuse sets if needed.

Dylan Swearingen 3/20 4:08 PM

Sure, | will keep that in mind. (=

| have reached out to a few suppliers to get the best quote for the sets that we need to reuse. | am attaching the list of costs
involved for costumes and props. Patti Fernandez, please approve it. Megan Bowen, please go through it and confirm that they are
as per your requirements.

Cost For Costumes and Props.xlsx
ContosoFilm > Pre-Production

Megan Bowen

This looks good.

Patti Fernandez
Yes, we can go ahead with this. [

e Dylan Swearingen 3/20 414 PM
Megan Bowen, let me know which parts you plan to shoot at specific locations. 5o, | can start shortlisting locations.

Start a new conversation. Type @ to mention someone.

Ao ¢ @ @ B o @

Meetings can either be triggered instantly or scheduled using through the native scheduling calendar. The team meets
online using Teams and continues their conversation in the same thread for easy future reference, including sharing

analysis using Excel spreadsheets.

2" Microsoft

Post
Contoso Film / Pre-Production

Discussion On Final Cast

Friday, 20 March 2020 @ 4:00 PM

®

Scheduled by Megan Bowen

Meeting ended 3 min 35 sec
G

Megan Bowen 20 Mar, 4:07 PM @

Thanks Patti Fernandez, Dylan Swearingen, for
your inputs. | am sharing an Excel with the details
of the sets we need in the film.

Dylan Swearingen, as discussed, please work
on getting the costumes and props.

t Film Sets.xIsx
15 KB

Patti Fernandez 20 Mar, 4:07 PM @ :

We should not compromise on the final
presentation of the story. Dylan Swearingen,

B @ ¢ @ Ay e
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Microsoft

Microsoft Teams EA Search or type a command
Discussion On Final Cast Chat Details Meeting notes  Whiteboard

-+ Add to calendar Tracking

Megan Bowen

Crganizer

]| March 20, 2020 4:00 PM - 4:30 PM @

B Contoso Film Pre-Production

é Pre-Production

Patti Fernandez Contoso Film

Unknown.

g Dylan Swearingen
Unknown

Hi @team,

% Joni Sherman (Guest) HAT DETAILS

We have finalized the |lead cast for the movie. Let's get on a call to discuss the costumes and props needed. Unknown

Discussion On Final Cast

Friday, 20 March 2020
4:00 pm - 4:30 pm

Join Microsoft Teams Meeting & +1872-242-7651 (Toll)

+1 872-242-7651 United States, Chicago (Toll) -
Join RSVP

Conference ID: 753 970 811#

Hi @team, We have finalized the lead cast for the
movie. Let's get on a call to discuss the costumes and
props needed. Join Microsoft Teams Meeting See more

Local numbers | Reset PIN | Learn more about Teams | Meeting options

SHARED TO CHANNEL

- Pre-Production
Contoso Film
PARTICIPANTS (4)
@ Megan Bowen
- Organiser

Dylan Swearingen
Unknown

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.
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Microsoft

Film Sets.xlsx 4 Search or type a command

Home Insert Data Review View Help ? Tell me what you want to do (] Comments [=] Conversation

LS |i|v < Calibri 11 ~ B _v d’lv ﬁv LR ' EE {_Dg jg ﬁv %v HEEV Zv :?v /OV
v J

B C

Reusable Set Location

Union Station California
Hollywood Forever Cemetry California
Bushwick New York Film Sets.xlsx

Big Bear Lake California B
Bronson Canyon California

Los Angeles City Hall California
Coney Island New york

University Of California Los Angeles
Bushwick New York
New York

M|t 40

Reusable Set Location
Union Station California

Hollywood Forever Cemetry California

Willamsburg

Big Bear Lake California
New York 8

Astoria
Bronson Canyon California

Los Angeles City Hall California

Coney Island New york
University Of California Los Angeles

Willamsburg New York

Astoria New York

[ S S R S R 5]
W= g

o = R |

e

A P | PP

o RN |

Sheet1

Team members can employ Excel’s abilities within Teams to build a list of film sets are available for shoot and share it in
the channel as requested.
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Microsoft

Microsoft Teams Search or type a command

= Teams Pre-Production Posts Files Wiki Film Budget Cost Approval —+

Activity

a Service Strategy Joni Sherman (Guest) Edited
=Y J ) p el .
Chat Visiting The Location
1 Contoso Fi
@ Clients and Services Hi Contoso Film, ) ) _ -
g | am currently at the location where we are planning to shoot our climax. Let's get on a call so you all can have a look and we can finalize it.

Teams General Visiting the _
ng Location

E Legal Saturday, March 21, 2020 @ 11:30 AM

Calendar L.pdates

Collapse all

) ) Visiting the Location started
Maorning Show Production 9 é Post )
Contoso Film / Pre-Production

General

ecorded by: Patti Femand Visiting the Location
Advertisement Schedule _—

Saturday, 21 March 2020 @ 11:30 AM
Program Schedule

Updates 4 Meeting ended: 8m 2s &e e \ @

Marketing . Patti Fernandez Scheduled by Joni Sherman (Guest)
o Wow, that was great video call. | have saved a recording of the video call so we can look back into the details. Dylan Swearingen,
General let’s finalize this location.
Visiting the Location started

R i~
Research Megan Bowen

Social Madia Trends (@ Yes, this location is precisely what | have in mind. Let's go forit. (& Patti F. 21 Mar, 11:12 AM

Targets and Reports Dylan Swearingen 3/21 11:21 AM Recorded by : Patti F.
Okay, | will start seeking quotes from the vendors. The location team has provided us a rough cost estimate.

Sports Editorial
Patti Fernandez

General I>

Archives

. 2 min 26 sec
Review and Feedback 1

) Meeting ended 8 min 2 sec
Contosa Film

General " . : @O
Distribution ;

Film Festival A Patti Fernandez 21 Mar. 11:20 AM
Pre-Production

Start a new conversation. Type @ to mention someone.

" Join or create a team b, & 2 [ F @ > g

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. The location team shares actual location views using
video call. 218
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mn Microsoft

Microsoft Teams Search or type a command

Teams N Pre-Production Posts Files Wik Film Budget ~  Cost Approval

Service Strategy

Clients and Services

General

smartsheet © ReportAbuse @ Help

B2 Grid View = Y Filter Aral 9~ B I U S

Legal Category Total (USD in Thousands)

Updates | "A"- DEVELOPMENT COSTS

Story Rights 200,000 .
ory Fignis Film Budget

Maorning Show Production ) i ) ; )
Screenwriter(s) and Script Editor 100,000 Contoso Film / Pre-Production

General Producer(s) 120,000

Advertisement Schedule Director(s) - Labour and Rights 180,000

Program Schedule TOTAL DEVELOPMENT COSTS

Updates B" - PRODUCTION COSTS

Cast - Labour and Rights 300,000
Marketing Production Office - Labour 5,000

Art Department - Labour 20,000

General #UNPARSEABLE

Hair/Makeup/\Wardrobe - Labour 40,000
Research

Technical Department - Labour 70,000 #UNPARSEABLE
Social Media Trends : -

Production Office Expenses 40,000

] [

Targets and Reports Studio and Location Expenses 200,000 #UNPARSEABLE
L Unit Catering and Craft Service 80,000
Sports Editorial

Transportation Expenses &0,000 #UNPARSEABLE
General Technical Depariment - Expenses 30,000

Archives Raw Stock and Transfer Expenses 10,000

"C" - POST PRODUCTION COSTS

Contoso Film Post Production Labour 30,000

#UNPARSEABLE
General Picture Post Expenses 20,000

Distribution Sound Fost Expenses 50,000 #UNPARSEABLE

Film Festival Finizhing and Delivery Expenses 70.000

. Versioning/Closed-captionin 30,000
Pre-Preduction o ptioning #UNPARSEABLE

Music - Labour and Expenses 50,000

TOTAL "C" - POST PRODUCTION COSTS 250000 #UNPARSEABLE

Join or create a team TOTAL "B" +"C" 1105000

Add Smartsheet sheets, dashboards, and reports as 'Tabs’ within a Team channel, helping teams bring conversations

together with a current view of projects.
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2" Microsoft

Microsoft Teams & Search or type a command

Teams Pre-Production Posts Files Wiki Film Budget Cost Approval —+

Service Strategy @ Dylan Swearingen 3/21 11:30 &AM Edited
Finalizing The Location And Cast
Hi all,
| am attaching a list of locations that we finalized, and the costs involved in booking them.

Clients and Services

General
Patti Fernandez, Megan Bowen, i irm.
Legal atti Fernand legan Bowen, please go through it and confirm

Ed Updates n  List of Location.xlsx
| ContosoFilm » Pre-Praduction

Post
Contoso Film / Pre-Production

" Maorning Show Production
ollapse all
General
Megan Bowen Edited

Advertisement Schedule 0 Yes, this looks good. You

21 Mar, 11:50 AM
Program Schedule | am looking at plenty of sunshine for the shoot. So please check the weather before finalizing the schedule.

U pdatE‘-S Patti Fernandez Edited Finalizing The Location And CaSt

The costs seem okay to me. Hi all,
Marksting Just ensure we don't delay the shoots, or else we will overshoot our budget. | am attaching a list of locations that we finalized, and
the costs involved in booking them.
General Dylan Swearingen 3/21 11:53 AM
. ) Patti Fernandez, Megan Bowen, please go through it
Research and confirm.

Social Madia Trends . .
List of Location.xlsx
Targets and Reports 14 KB

Sports Editorial , @ Megan Bowen 21 Mar, 11:51 AM 7z

Yes, this looks good.
| am looking at plenty of sunshine for the shoot.
So please check the weather before finalizing the

Review and Feedback schedule.

General

Archives

Contoso Film van Patti Fernandez 21 Mar, 11:52 AM V4

Megan Bowen ¥
General @ “%  The costs seem okay to me.
' Just ensure we don't delay the shoots, or else we
Distribution : will overshoot our budget.

Film Festival & Reply
Pre-Production

Start a new conversation. Type @ to mention someone.

" Join or create a team b, & 2 [ F @ > g

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your
colleagues can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365
services. 220
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Microsoft

Microsoft Teams Search or type a command

Teams N Pre-Production Posts Files Wiki Film Budget (&) CostApproval (B +

Clients and Services e 9 Dylan Swearingen 3/21 2:37 PM
_ | Megan Bowen, | have blocked the calendars of the cast and sorted the location availability. We can start the shoot now.
Genera

Legal Patti Fernandez | have prepared a detailed budget that includes costs for outdoor shoots, personnel, equipment, crew hires,
Updates accommeodation, and transportation for everyone. | am also working cut deals for sets and costumes and have kept a variable
allowance for props and other impromptu expenses. | am attaching the sheet here.

g Maorning Show Production ) ) o i _
You can approve the expenditure and sign the requisite approval documents in the Cost Approval tab.

‘. General o é Post

Contoso Film / Pre-Production

Advertisement Schedule
M B Edited -
Program Schedule egan Bowen S VED 22 VT, 22T (2
(@ Yeah, we will ensure the timelines are adhered to. ¢
Updates Megan Bowen, | have blocked the calendars of the
Patti Fernandez Edited cast and sorted the location availability. We can start
Great job! Dylan Swearingen. Let's start rolling the cameras. the shoot now.
I've gone through the sheet and signed the approval document.[Z
General Patti Fernandez | have prepared a detailed budget
Dylan Swearingen 3/21 2:40 PM  Edited that includes costs for outdoor shoots, personnel,
equipment, crew hires, accommodation, and
Sacial Media Trends = transportation for everyone. | am also working oqt
deals for sets and costumes and have kept a variable
allowance for props and other impromptu expenses. |
am attaching the sheet here.

Marketing
Research

Targets and Reports
Megan Bowen

Sports Editorial
y You can approve the expenditure and sign the requisite
General o p approval documents in the Cost Approval tab.

Archives

Review and Feedback - Megan Bowen 21 Mar, 2:38 pm VA

Yeah, we will ensure the timelines are adhered to.
Contoso Film

General
Distribution
Film Festival

Pre-Production

Hidden teams
Start a new conversation. Type @ to mention someone.

28" Join or create a team @ ,9&, & .:-_:_-:. [E] = @q [1(

The Production 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!

Patti Fernandez 21 Mar, 2:39 pm 7 @

Great job! Dylan Swearingen. Let's start rolling the
cameras.

I've gone through the sheet and signed the approval
document. =

P ¢ @ A
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mn Microsoft

Microsoft Teams EA Search or type a command

= Contoso Film

Today < >

March 1 -7, 2020

oup total: 0 Hrs Location 1
Add shift or time off

Open shifts Ext- Scene 3 1 Ext- Scene 34 : 1 Ext- Scene 348 { Ext- Scene 36 7 Ext- Scene 287

x1 f'? Ext-Scene 102 1| €9 Break 1 &3 INT-Scene 12 Schedule group Location 1

Starts 1 Mar, 12:00 am (GMT-07:00)

| Int-Scene 76 1 Ext- 1 1 Ext- Scene 55 %1 t‘) Ext- Scene 22 1 Ext- Scene 56
Ends 1 Mar, 8:00 am (GMT-07:00)

Label

x1 {'9 Ext- Scene 14 1 | Int-Scene 46 1 Ext- Scene 27 1 Break 1 Ext- Scene 4 Ext- Scene 3

Yellow

Ext- Scene 24 A 3 int- Scene 19 1 Ext- Scene 49 1 Ext- Scene 6 1 &3 Break 1 t‘) Ext- Scene 118
Assigned to

- Scene 23 1 Ext- Scene 55 1| &3 Break 1 Ext- Scene 49 i G‘) EXT-5cene 132

sl é} INT-5cene 130

Create, update, and manage shift schedules for your teams with Shifts in Microsoft Teams. The Production Manager

plans the entire shooting schedule using Shifts.
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Microsoft Teams

Teams

Service Strategy

Clients and Services

General
Legal

Updates

Maorning Show Production
General

Advertisement Schedule
Program Schedule

Updates

Marketing

General

Research

Social Media Trends

Targets and Reports

Sports Editorial
General
Archives

Review and Feedback

Contoso Film

General
Distribution
Film Festival

Pre-Production

Join or create a team

Search or type a command

N Pre-Production Posts Files Wiki  Film Budget Cost Approval ~

Finance — Finalizing the Location and Cast for the Film

Send For Signature  Manage Agreements

&

Contoso Film Budget Agreement

[Film Production]
[3/10/2020]

This Budget Proposal provides necessary costs associated with the above named project (the
“Project”) which we would like to pursue for the production of a new film. Costs for the Project
have been itemized in this Budget Proposal below and justification has been provided for each
cost element. Should you have any questions related to this Budget Proposal, please don't
hesitate to contact the undersigned.

1. PROJECT DESCRIPTION.

The film production project would last approximately 6 months and would involve travel across 5
locations. The production will being on 27th April and is expected to be completed by early
October.

2. PERIOD OF PERFORMANCE.

The budget set forth in this Budget Proposal covers the period of performance for the project
or [NUMBER OF MONTHS] manths of effort.

3. COST ELEMENTS.

The following are necessary cost elements of the Project:

Direct Labor

Title or Name of Contractor | Burdened Number of | Amount
Labor Contractor | or Employee | Hourly Rate | Hours Requested
Category or Employee

Production Budget
Created Mar 27, 2020 11:02 AM

Status: Out for Signature

Message: Please review and comply

Production Budget.

Actions

Remind

Cancel

Download PDF
Download Audit Report

Hide Agreement

1 Recipient (0 Completed)

‘ pattifi@mandt2.onmicrosoft.co
Signature requested on Mar 27, 2020

> Activity

Send a document for e-signature and track the signing process at every step—right from the Adobe Sign tab within

Teams.

2" Microsoft

Sign Out

< Production Budget

Dylan Swearingen
pattif@mandt2.onmicrosoft.com
27/03/20 11:02:35 am

Out for Signature

Please review and complete Production
Budget.

Contoso Film Budget Agreement
{Fim Producton]
[02020)

This Budget Proposal provides necessary costs associated with the above named project (the
“Project’) which we would ike to pursue for the production of  new fim. Costs for the Project
have been itemized in this Budget Proposal below and justification has been provided for each
cost element Should you have any questions related to this Budget Proposal, please don't
hesitate to contact the undersigned.

1. PROJECT DESCRIPTION.

The film production project would last approximately 6 months and would involve travel across 5
locations. The production will being on 27th April and is expected to be completed by early
October.

2. PERIOD OF PERFORMANCE.

The budget set forth in this Budget Proposal covers the period of performanc for the project
or [NUMBER OF MONTHS] months of effort.

3. COST ELEMENTS.

The following are necessary cost elements of the Project:
Direct Labor
Title or Name of | Contractor | Burdened | Number of | Amount
Labor Contractor | or Employee | Hourly Rate | Hours Requested
Category | or Employee

Icm Sarah ] Employes [ $300 570 77,000
Whitney
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2" Microsoft

Headquarters

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

Headquarters 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
Headquarters

2" Microsoft

Business Development
Manager

"Fach new marketing campaign excites
me. Teams helps me stay productive and
focused on my tasks.”

» QOversee and develop marketing
campaigns

« Conduct research and analyze data
to identify and define audiences

e Devise and execute fresh
marketing strategies

Marketing Manager

"Marketing has found its digital niche. To

play in this field, | need to be quick and
responsive. So does my team."

* Execute branding activities and
marketing communication

« Manage relationship with media
and PR agencies

« Oversee the loyalty program’s
reach and performance for the
organization

Chief Operating Officer

"Our business is about technology, yes.
But it's also about operations and
customer relationships.”

« Design and implement business
operations

» Establish policies that promote
company culture and vision

« Qversee operations of the
company and the work of
executives
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Meet the Business
Headquarters

Decision Makers

Safety and Compliance
Manager

"It costs less to be safe every day than to
make one careless mistake along the
Way 1

« Develop and oversee control
systems to prevent or deal with
violations of legal guidelines and
internal policies

« Evaluate the efficiency of controls
and improve them continuously

 Revise procedures, reports etc.
periodically to identify hidden risks
or non-conformity issues

Director

"If I've sald it once, I've said it a hundred
times: Always be prepared!”

* Handle business decisions and
strategic planning of the company

« Collaborate with leaders of all
departments, especially for high
priority activities

« Act as an official spokesperson for
the facility and its media relations

2" Microsoft
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@ Presenting a Value Proposition to a Client

> Business Development Manager

Scenario Walkthrough

Contoso’s Business Development Manager is looking to sign off an agreement with Fabrikam Airlines, one of the most sought-
after aviation companies in the country. Fabrikam has introduced a game-changing initiative that will reduce their carbon
emissions by 80%. Here's how Microsoft Teams makes it easier for him to communicate with the client using the guest access
feature.

« Offers a value proposition to the client that showcase their capabilities and expertise in the industry.
« Gets on a video call with the team to discuss client needs.
 Collaborates with her team members to understand the requirements of the client.

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

« Use a private team to communicate and collaborate with potential partner, share all
the details before the contract is signed.

o Utilize Office tools like Word to share crucial information with team members.

* Brainstorm, ideate and communicate using native features of Teams like group chat Word Adobe Sign
and group video call.

» Add e-signatures to documents and move your workflows faster with Adobe Sign.
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Microsoft Teams 4 Search or type a command

Contoso - Fabrikam Contract Posts Files Wiki Partnership Agreement -+

. L} Henrietta Mueller 2/16 3:30 PM

\;—*f Fabrikam — Contoso Contract

Hello Joni Sherman, attached is the Final Proposal. We believe that the partnership would bring both strong impact on your business and an
increased customer base that can be reflected through the data, marketing plan and other visualizations offered in the proposal.

This can also be viewed within the files tab. Thank you again for taking the time to offer insightful feedback and information that we were able to

utilize in our proposal!

Company Cloud Mana...  sss é Post A »
Contoso Media / Contoso - Fabrikam Contract

General EH Proposal for Fabrikam.docx
- ) You

5 g 16 Mar, 15:30
(]

Fabrikam — Contoso Contract

Daily Stand Ups

Joni Sherman (Guest)

Hello Henrietta Mueller and team, thank you for spending the time that you have while building this for Fabrikam. | am happy to speak Hello Joni Sherman, attached is the Final Proposal. We
believe that the partnership would bring both strong impact

. _ _ _ ) on your business and an increased customer base that can
foresight that Fabrikam strongly aligns with. be reflected through the data, marketing plan and other
visualizations offered in the proposal.

on behalf of Fabrikam and to announce that we have decided to accept the proposal. The proposal reflected diligence, efficiency and

Henrietta Mueller 3/16 3:31 PM Edited

Wow, that is fantastic! | think it’s quite safe to say that all of us are very excited about this partnership and look forward to the This can also be viewed within the files tab. Thank you again

Contoso - Fabrikam Contract . . L ; .
opportunities that lie ahead. Thanks for passing along the good news. for taking the time to offer insightful feedback and information

that we were able to utilize in our proposal!

Ra

FAUITAT RESOUICES How would you like to go about signing the partnership agreement?

Let me know! [

See lacs m Proposal for Fabrikam.docx
21.44 KB

Joni Sherman (Guest)
Thank you for the excitement Henrietta Mueller. Can you send the agreement here itself?

Joni Sherman (Guest) 16 Mar, 15:31
Henrietta Mueller 3/164 v O

Sure here you go: Cont - Fabrikam Contract Hello Henrietta Mueller and team, thank you for
spending the time that you have while building this for
Fabrikam. | am happy to speak on behalf of Fabrikam
and to announce that we have decided to accept the
proposal. The proposal reflected diligence, efficiency
and foresight that Fabrikam strongly aligns with.

Joni Sherman (Guest)

This is done. Thanks Henrietta Mueller

N W ¢ @ A

Join or create a team

The Business Development Manager uses a dedicated team to prepare and offer a final proposal to the client for an

ad campaign. A team can even include external members through providing guest access.
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Proposal for Fabrikam.docx

File

v [~ & |MicrosoﬂGoth... V‘H V‘ A

Page 2 of 2

Home

187 words

Insert Layout

& Search or type a command

References

English (U.5.)

“~

Review View Help Q  Tell me what you want to do

AN B I U £v Av A e =

For Fabrikam Airlines

Thank you for considering Contoso Media for your marketing
needs. I'm glad we had the opportunity to connect so that me
and my team could get a clear understanding of your
expectations. We specialize in working with aviation
companies in the country.

Unlike our competition, we focus on a holistic approach to
digital as well as print marketing by looking at your best
practises, your target market, and your core values. We
approach a different methodology on how to craft an
authentic message which resonates directly with your
customers.

By using social media strategies and implementing procedures
based on the results of extensive analysis, a study of social
media marketing trends, and the application of specifics
unigue to Fabrikam Airlines, we are confident in our ability to
deliver effective results through your social media channels.

We believe our proposal provides a complete social media
marketing strategy that will culminate in highly successful
results for your business.

If you have any questions, please feel free to get in touch. My
contact information is below.

Thank you,
Henrietta Mueller

By~

1 Comments

L2 Find v

L,?_| Conversation

@J Dictate v

Enjoy powerful document creation and editing with Word. Here the Business Development Manager shares the final

proposal with the client in Word.

Close

é} Ideas

Proposal for Fabrikam.docx

é

For Fabrikam Airlines

Thank you for considering Contoso Media for your
marketing needs. I'm glad we had the opportunity to
connect so that me and my team could get a clear
understanding of your expectations. We specialize in
working with aviation companies in the country.

Unlike our competition, we focus on a holistic approach to
digital as well as print marketing by looking at your best
practises, your target market, and your core values. We
approach a different methodology on how to craft an
authentic message which resonates directly with your
customers.

By using social media strategies and implementing
procedures based on the results of extensive analysis, a
study of social media marketing trends, and the application
of specifics unique to John's Real Estate, we are confident
in our ability to deliver effective results through your social
media channels.

We believe our proposal provides a complete social media
marketing strategy that will culminate in highly successful
results for your business.

If you have any questions, please feel free to get in touch.
My contact information is below.

Thank you,
Henrietta Mueller

Business Development Manager,
Contoso Media

Hello@contosomedia.com
888-5555-4444

Microsoft
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2" Microsoft

Microsoft Teams

“ Search or type a command

Contoso - Fabrikam Contract Prosts Files Wiki Partnership Agreement ~  +

Send For Signature ~ Manage Agreements Sign Out

B Outsourcing Services Contract

Northwind Cloud

Contoso - Fabrikam Contract

General

Documents

Contoso Company Cloud Mana
General

Daily Stand Ups

Contoso - Fabrikam Contract

Pa

ruman rResources

Join or create a team

This outsourcing services contract is entered and agreed upon as

of [Agreement.Date] (Effective Date) and takes place

between [Sender.FirstName][Sender.LastName) residing at

[Sender.Address) and [Client.FirstName] [Client.LastName)] residing at [Client. Address).

Services

Service provider will perform tasks outlined in this Outsourcing Services Contract following the
schedule outlined in the following table.

Name Description
[ServiceOne.Name] [ServiceOne.Description)
[Service Two.Name] [ServiceTwo.Description]

[ServiceThree.Name) [ServiceThree.Description)

Deliverables

The following deliverables will be provided to the client.

* [DeliverableOne.Description]
¢ [DeliverableTwo.Description]
¢ [DeliverableThree.Description)

Payment

All invoices shall be due on a net-30 basis. Invoice totals are reflected in the table below and

Created Mar 16, 2020 420 PM
Status: Out for Signature

Message: Please review and complg
Contoso - Fabrikam Contract.

e

Actions
0 Remind
Cancel
Download PDF

Download Audit Report

Hide Agreement

1 Recipient (0 Completed)

® ionis@mandt2.onmicrosoft.com

Signature requested on Mar 16, 2020

> Activity

Adobe Sign in Teams lets you set your sights on the entire document process with real-time tracking. You'll get notified
when documents have been signed, check what is out for signatures, signed, or waiting for signatures, and send out

reminders for overdue approvals.

Contoso - Fabrikam.. O &£

Henrietta Mueller
jonis@mandt2.onmicrosoft.com
16/03/20 4:20:06 pm

Out for Signature

Please review and complete Contoso -
Fabrikam Contract.

Outsourcing Services Contract

This outsourcing services contract s entered and agreed upon as

of [Agreement Date] (Effective Date) and takes place

between [Sender.FirstName] [Sender LastName) residing at

[Sender Address] and [Client FirstName] [Client LastName] residing at [Client Address]

Services

will perform tasks outined in this Ot Contract following the
schedule outiined in the following table.

Name Description
[ServicsOne.Name]
[ServicsTwo.Name]

[SenvicsThree.Name]

Deliverables

The following deliverables will be provided to the client.
« [DeliverableOne Description]

* [DeliverableTwo. Description]
* [DeliverableThree Description]

Payment

Allinvoices shall be due on a ne t-30 basis. Invoice totals are reflected in the table below and
include all deposits, retainers, and monthly fees.
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Microsoft Teams Search or type a command

Teams iTe Contoso - Fabrikam Contract Posts Files Wiki Partnership Agreement

Activity

a Your teams Joni Sherman (Guest)
.. Idea Discussion

MNorthwind Cloud
H-H E | have a brief for the first ad campaign with me. Let me know if the team wants to gather for a group call. | will be available after 4.45 pm today.
General

Collapse all

Documents
E £  Henrietta Mueller 3/16 4:44 PM

Calenda Review Meeti - .
L Review Meetings ¢ I’'m sure Johanna Lorenz would be pleased to go ahead with the call.

Contoso Company Cloud Mana...  +» Johanna Lorenz E Post
Yes, that would be great Joni Sherman Contoso Media / Contoso - Fabrikam Contract

zeneral

_ £ Henrietta Mueller 3/16 4:47 P Joni Sherman (Guest)

Daily Stand Ups = 2% 16Mar, 16143
‘f Okay, I'll schedule a call then! 27 o

' First Brief Idea Discussion

Service Agreements 2020 @ 4:
Monday, March 16, = S0k | have a brief for the first ad campaign with me. Let me know

Testing and QA _ if the team wants to gather for a group call. | will be available
04  Meeting ended: 5m 56s ; after 4.45 pm today.

Contoso Media @ Joni Sherman (Guest)

General Thanks for attending the meeting. Please feel free to reach out to me on Teams if you have any queries. . You 16 Mar, 16:44

Contoso - Fabrikam Contract @ Johanna Lorenz
Joni Sherman that was a great meeting indeed. Thanks a lot. Looking forward to working on this exciting project.

I'm sure Johanna Lorenz would be pleased to go ahead
with the call.
Human Resources

Johanna Lorenz 16 Mar, 16:45

Hidden teams
Yes, that would be great Joni Sherman.

You
Scheduled a meeting

First Brief
ﬂ 16 Mar 2020 @ 16:50

Meeting ended

Start a new conversation. Type @ to mention someone.

85" Join or create a team A, & @ @ [ =

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

conversations around the topic in a single thread. The team schedules meetings and shares files within the same thread too.
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Microsoft Teams E4 Search or type a command
First Brief Chat Details Scheduling Assistant Meeting notes  Whiteboard

# Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

First Brief £ Henrietta Mueller
G Crganizer

Add reguired attendees + Optiona
Bt 40

Mar 16, 2020 A:50PM Mar 16, 2020 s 30m @ All day é First Brief

Contoso Media / Contoso - Fabrikam Contract

Does not repeat
DETAILS

First Brief

Mon Mar 16, 2020
16:50-17:20

& +1 872-242-7651 (Toll) United States

Join Microsoft Teams Meeting +1 872-242-7651 United States,
Chicago (Toll) Conference ID: 881 316 6094# Local numbers | Reset
PIN | Learn more about Teams | Meeting options See more

Paragraph ~

Join Microsoft Teams Meeting

+1 872-242-T651 United States, Chicage (Tell} Shared to channel

Conference |D: 881 316 609#

- Contoso Media
. _ L ) Contoso - Fabrikam Contract
mbers | Reset PIN | Learn more about Teams | Meeting options

Participants (1)

&2  Henrietta Mueller
ﬁ";— Organiser

P -
M) Cancel event

Meet with team members anywhere, anytime. When scheduling meetings, the Business Development Manager uses

the native scheduling calendar in Teams to find the best available time slots for meeting invitees.
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Strategizing Solutions for Customer Retention
Marketing Manager

Scenario Walkthrough

Contoso is a telecommunications company and takes a very customer-centric approach towards structuring their products and
marketing strategies. When the Regional Manager realizes that declining customers over the past few months are likely to lead
to a harder road to meeting targets for the financial year, he gets together with the Marketing Manager to help strategize an
effective solution. The Marketing Manager leverages powerful analytical and communication tools within Microsoft Teams to
strategize a way forward.

* Receives notification from the Regional Manager regarding weak user acquisition for the quarter via channel communications.
« Communicates with team members and strategizes a way forward using channel meetings.

 Views tasks assigned and changes the task status using MeisterTask for Microsoft Teams.

+ Views insights and analytics shared by the Marketing Analyst using Power Bl within a channel tab.

 Creates a strategy and shares it with team members using PowerPoint.

 Views insights shared by the Regional Manager and Finance Manager using Word.

» Discusses the strategy and implementation with team members and later updates team members of significant improvement
via channel communications.

How did Microsoft Teams help the Marketing Manager to execute her Which app integrations on
roles and responsibilities? Teams made it possible?
 Track important live analytics within a channel using Power Bl for Microsoft Teams.

 Create presentations and upload content with shared access using Office 365 for il J

Microsoft Teams. ‘
Power B Word MeisterTask  PowerPoint

 Create, assign and track tasks within Microsoft Teams using MeisterTask. 33



Headquarters — Strategizing Solutions for Customer Retention
Microsoft

Microsoft Teams Search or type a command

Teams T Targets and Reports Posts Files Wiki Tasks Talktime and Data Con.. —+

Activity

a ekir Allan Deyoung
Your teams = s P agw
W« Declining User Acquisition Rates

Contoso Telecommunications Marketing, user acquisition has been consistently declining over the past quarter and we need to do something about this quickly to be able to

meet our targets for this financial year. Setting up a meeting to discuss this.
General

5G Roll-out Dedining User Acquisition Rates
- ) Wednesday, March 18, 2020 @ 5:45 PM
Application
Collapse all
Forecast and Analysis _
04  Declining User Acquisition Rates ended: 8m 9s g : ‘ é Post

Legal and Compliance Marketing / Targets and Reports

Allan Deyoung 3
Thank you all for your inputs, this was a very productive call. Let’s meet again tomorrow with insights and actionable solutions to Declining User Acquisition Rates
improve our customer acquisition costs and meet the targets for the year. I've created and assigned tasks to us all here. Wednesday, 18 March 2020 @ 5:45 PM

Marketing

Quarterly Sales

Social Media Tracking
5.  Diego Siciliani ﬂ

Survey and Feedback = 4

. Scheduled by Allan Deyoung
Partnerships

General @ - Lynne Robbins 3/13 5:58 PM Meeting ended 8 min 9 sec

Emily Braun, could you please share internal stats regarding customer mobile data consumption and talk time for the region of Seattle?

Legal q ) A -
Shared Resources h Emily Braun & %

Sure, will create and share a live dashboard with this information.
Updates

Lynne Robbins 3/18 5:50 PM Allan Deyoung 18 Mar, 5:57 PM
1

Marketing Thank you all for your inputs, this was a very
productive call. Let's meet again tomorrow with
General insights and actionable solutions to improve our
Research - customer acquisition costs and meet the targets

for the year. I've created and assigned tasks to
Social Media Trends us all here.

Targets and Reports 3

rft_ Diego Siciliani 18 Mar, 5:58 PM
8 4

Start a new conversation. Type @ to mention someone.

oo

88" Join or create a team e & @ [ B O = Q

The Regional Manager kicks-off planning over an online meeting to discuss user acquisition and the team keeps
conversations and relevant documents all in the meeting thread for easy reference.
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Microsoft Teams & Search or type a command

e Declining User Acquisition Rates Chat Details Meeting notes  Whiteboard
Activity

-+ Add to calendar Tracking

Allan Deyoung

Organizer

[ March 18, 2020 5:45 PM - 6:15 PM @

=] n Marketing > Targets and Reports
:—Q? Diego Siciliani
%27 Unknown

©

o < Post
z Emily Braun Marketing / Targets and Reports
Unknown

Lynne Robbins HAT DETAILS
& Unknown

Declining User Acquisition Rates
Join Microsoft Teams Meeting Wednesday, 18 March 2020

+1872-242-7651 United States, Chicago (Tell} 5:45 pm - 6:15 pm
Conference 1D: 432 193 212# & +1872-242-7651 (Toll)

Local numbers | Reset PIN | Learn more about Teams | Meeting options RSVP

Join Microsoft Teams Meeting +1 872-242-7651 United
States, Chicago (Toll) Conference ID: 432 193 212#
Local numbers | Reset PIN | Learn more abou See more

SHARED TO CHANNEL
4 Targets and Reports
Marketing
PARTICIPANTS (4)
l Allan Deyoung
O  Organiser

r@? Diego Siciliani
Py
1 Y >

Unknown

Plan meetings or keep them impromptu, according to team members’ availability, which reflects in the native

scheduling calendar. Hold seamless calls and conferences and share screens with enhanced security.
235



Headquarters — Strategizing Solutions for Customer Retention -
mn Microsoft

Microsoft Teams
3
A

= Teams Targets and Reports Posts Files Wiki Tasks -

Activity
—_—

Contoso Telecommunications

General Customer Retention @

C—
0

Roll-out

Application @ '4(' In Progres‘s

Forecast and Analysis

Legal and Compliance

S Estimated number of 2 Strategies to reach out a
larketing v i

? customers need to meet FY younger audience ISR SGeR)
Quarterly Sales profit and revenue targets

Social Media Tracking .
Mobile data and talktime Customer Retention

Competitor analysis and s consumption analytics
Contaso Music competitor market share by ST N N Oran e
segment Goa

Survey and Feedback

General . . .-
Region-wise statistics

Production

Estimated number of 9

Research and Analysis Create possible data package @ :
options Report on current offers and & customers need to meet FY Unassig
Marketing trending strategies profit and revenue targets

General

Reszearch . .
A Competitor analysis and

competitor market share by
Targets and Reports segment

Social Media Trends

Contoso Theme Park

General Create possible data package ®
Merchandising options

Safety and Compliance

4 hidden channels
Hidden teams

8{‘, Join or create 3 team

Enable simple yet powerful task management and collaboration tool that perfectly adapts to your team’s workflow and
lets you work together more efficiently with MeisterTask. The Regional Manager assigns and tracks tasks with a
MeisterTask tab in the channel. 236
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Activity

Calendar

Microsoft Teams
Teams

Your teams
Contoso Telecommunications

General
5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Quarterly Sales

Social Media Tracking

Survey and Feedback

Partnerships
General

Legal

Shared Resources

Updates

Marketing

General

Research

Social Media Trends

Targets and Reports

@

+ -
24 Join or create a team

E4 Search or type a command

AT

n Targets and Reports Posts Files Wiki Tasks Talktimeand D.. @) +

ﬁ

Emily Braun
Customer Data Consumption Dashboard
Hi Lynne Robbins, I've created a dashboard with information regarding data consumption by demographics and region. I've also mentioned the

number of customers being lost and acquired every month.

&

Lynne Robbins Wednesday €:05 PM
Thanks Emily Braun! Will look at it.

r ] REP y

Lynne Robbins Wednesday 6:09 PM
Data Consumption Analysis and Strategy

Allan Deyoung, Diego Siciliani, I've analyzed the reports and customer trends in Seattle and came up with a four-point plan to improve our

performance in the region. Sharing my plan here.

Targeted Marketing.pptx

Allan Deyoung
Looks great, Lynne Robbins! Thanks for sharing. I'm attaching my report analysis as well. Diego Siciliani, you can add your reports and
insights in the doc that | shared itself. Let’s discuss the plan of action over a call now.

ﬁ% Competitor Analysis.docx

Diego Siciliani
Sure, Allan Deyoung, I've added my insights in the doc that you shared.

U

Competitor Analysis ended: 6m 25s

Allan Deyoung Edited
Great job Lynne Robbins, Diego Siciliani! This sounds like a good plan to being with. Let’s roll out these packages and start implementing
these strategies as soon as possible. I'm confident that our numbers will significantly improve. |2

Lynne Robbins Wednesday 6:22 PM
Thanks Allan Deyoung. | hope our plans bring in the expected results.

Start a new conversation. Type @ to mention someone.

@ P & 5 Q

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your colleagues
can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365 services.

1:14 @

é Targets and Reports
Marketing

POSTS

' Emily Braun
% 18 Mar, 6:05 PM

Customer Data Consumption Dashboard

Hi Lynne Robbins, I've created a dashboard with
information regarding data consumption by
demographics and region. I've also mentioned the
number of customers being lost and acquired every
month.

!‘ You 18 Mar, 6:05 PM
N Thanks Emily Braun! Will look at it.

<’ Reply

@ -  You
Y 18 Mar, 6:09 PM

Data Consumption Analysis and Strategy

Allan Deyoung, Diego Siciliani, I've analyzed the reports

and customer trends in Seattle and came up with a

B @ & @ Ay e

Microsoft
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Microsoft Teams & Search or type a command

a Teams e n Targets and Reports Posts Files Wiki Tasks Talktime and Data Co... ~

Activity

a Your teams

Contoso Telecommunications

General
5G Roll-out

et Talktime and Data Consumption of Contoso Network Users in Seattle vat

Forecast and Analysis . .
. - Talktime and Data Consumption - Contoso Net...
Lies imel Gomplinies Average talktime by year Average data consumption by age Vet 1 Targets and Fepone

Marketing

@629 @30-49 @ i
Quarterly Sales
Social Media Tracking
Survey and Feedback )
Partnerships ____
General =

Talktime and Data Consumption of Contoso Network Users in Seattle

Lega I Average talktime by year Average data consumption by age
[

Shared Resources % of Seattle adults using mobile data by year % of U.S. Adults who use the Internet, by age
Updates _ = . - e I I I
_

Marketin g “aa — e % of Seattle adults using mobile data by year % of U.S. Adults who use the Internet, by age

General
Research
Social Media Trends

Targets and Reports

+ -
24 Join or create a team

A Power Bl dashboard offers a visually rich view of current and projected data. The Marketing Manager uses Power B

to understand data consumption.
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2" Microsoft

Targeted Marketing.pptx E4 Search or type a command

4

A File Home Insert Draw
Activity _
‘ v [~ i New Slide ‘ ‘ | v B o £
Chat . =
‘ .. @ oy
ugs

Design Transitions Animations Slide Show Review View Help ¢ Tell me what you want to do - =] Conversation

3 CUSTORMER TARGETING
STRATEGIES AND SERVICE

ﬁ CUSTOMIZATION

Calendar

é Targeted Marketing.pptx

STOMER TARGETING
RATEGIES AND SERVICE
STOMIZATION

o—
-~

CUSTOMER TARGETING
STRATEGIES AND SERVICE
CUSTOMIZATION

Help Improve Office == Motes | [B 58 e

Deeply integrated Office 365 services allow you to create and share PowerPoint presentations in the channels with
ease. The Marketing Manager shares strategy @mentioning relevant personnel to grab their quick attention.
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Competitor Analysis.docx E4 Search or type a command

A File Home Insert Layout References Review View Help 7 Tell me what you want to do [J Comments | | =] Conversation

Activity

v [y & ‘Calibri(Body} V‘H v| AN A B I U &v Av A o i=v = 3= O findv [ Dictate

Competitor Analysis

Market Share Seattle

Customer Acquisition Rate

October

November

December

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams.
Collaborate on team documents easily and easily store them in Files for each channel.

% Ideas

Close

é

Competitor Analysis.docx

Competitor Analysis

Month

Customer Acquisition Rate

October

+2

November

-0.7

December

-3.0

Microsoft
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Microsoft Teams

Allan Deyoung ***

Search or type a command

Meetings can either be scheduled or triggered instantly (using Meet Now).

13:04 .

Allan Deyoung
é 01:31

w§

Allan Deyoung

<

2" Microsoft




Headquarters — Strategizing Solutions for Customer Retention

2" Microsoft

Microsoft Teams & Search or type a command

Teams e n General Posts Files Wiki +

Activity

H Your teams i - Lynne Robbins Wednesday 6:24 PM
Market Share Up 35%

M Contoso Telecommunications o : . N . ' .
. = . Hi Marketing, our targeted advertising and customization plans have worked, and we've increased our market share in Seattle by 35% and are on

ugr
p General track to beat our financial year customer acquisition estimates.

C
Si

Roll-out
E m

Calendar Application Allan Deyoung Wednesday 6:24 PM  Edited
- S T Good job Lynne Robbins, Diego Siciliani.
Forecast and Analysis

The results were beyond our expectations and have brought a lot of positive attention from managers in other regions who want to Post

Legal and Compliance Marketing / General

implement similar strategies.

Marketing You

Diego Siciliani Wednesday 6:25 PM  Edited
18 Mar, 18:24

Quarterly Sales

Social Media Tracking Market Share Up 35%
Survey and Feedback Hi Marketing, our targeted advertising and customization
s plans have worked, and we've increased our market share
Partnerships < in Seattle by 35% and are on track to beat our financial year

customer acquisition estimates.
General

LEge @‘ Allan Deyoung 18 Mar, 18:24 g @
Shared Resources e

Good job Lynne Robbins, Diego Siciliani.

Updates The results were beyond our expectations and have
brought a lot of positive attention from managers

in other regions who want to implement similar
strategies.

Marketing

General

Research A= Diego Siciliani 18 Mar, 18:25

Social Media Trends

Targets and Reports

Start a new conversation. Type @ to mention someone.

@

+ - == — = '
28 Join or create a team D (] [ o > @

Close out conversations in channels once your project objectives have been achieved. The files shared during the

discussions will be added within the Files tab in the channel for quick access.
242



2" Microsoft

Partnering with a Video Streaming Service
Chief Operating Oftficer

Scenario Walkthrough

Contoso Telecommunications has partnered with Fabrikam, a video streaming service, to reach out to a wider audience and
provide services that add value to its existing customer base. The Chief Operating Office uses Microsoft Teams to coordinate
with the Marketing, Finance and Tech teams to execute a smooth integration of services across all verticals.

* Announces the partnership across teams and channels.

 Schedules a meeting and shares a PDF that lays out an outline of the partnership commitments via channel communications.
« Views the minutes of the meeting shared on OneNote.

* Responds to the Finance Manager and approves processes via 1.1 chat.

 Views integration details and documentation shared by managers in the Files tab.

* Reviews a compiled presentation of the strategic execution of cross-functional tasks using PowerPoint within a channel and
appreciates team members for their contribution.

How did Microsoft Teams help the Chief Operating Officer to execute his Which app integrations on
roles and responsibilities? Teams made it possible?

 Share documents, slide decks and other material from the Files tab repository.

* Build and share presentations online in the cloud with PowerPoint.

PowerPoint  OneNote PDF

» Channel meetings and conversations keep discussions in context with key players.
* Personal 1:1 conversation for quick approvals within Teams.
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2" Microsoft

Microsoft Teams

Teams n General Posts Files Wik

P s Nestor Wilke 12:45PM ()  Edited
Rebranding # 7 R |

Training

2 e channel -Contoso and Fabrikam:a E?nbw__-j'a'a
Business Development .o < W

General Contoso-Fabrikam Partnership Post

Knowledge Share It gives us immense pleasure to announce a new partnership between Contoso Telecommunications and Fabrikam. Fabrikam is an Partnerships / General
L international service provider and provides worldwide services of multimedia and telecommunications. And, we at Contoso have always -

Opportunities strived to achieve our goal of providing the best services in telecommunication and media. We are ready to expand the services by working ey Z:;ar’ 12345 b

Pipeline in close partnership. Our aim is to satisfy the customer by providing our best services. This partnership will help us enhance and enrich our

businesses and also provide new and additional services related to video, and live streaming.

Contoso Theme Park

General

Budget and Finance . Lidia Holloway 12:50 PM
Crowd Management That's exciting news! Contoso-Fabrikam Partnership

Merchandising P Christie Cline 12:51 PM  Edited It gives us immense pleasure to announce a new partnership
between Contoso Telecommunications and Fabrikam.
Fabrikam is an international service provider and provides
Safety and Compliance worldwide services of multimedia and telecommunications.
And, we at Contoso have always strived to achieve our goal of
providing the best services in telecommunication and media.
We are ready to expand the services by working in close
General i partnership. Our aim is to satisfy the customer by providing

; our best services. This partnership will help us enhance and

: enrich our businesses and also provide new and additional
Concept Art R services related to video, and live streaming.

Planning and Designing

Contoso Games

3D Production

5 hidden channels
4

Partnerships e ‘E Lidia Holloway 26 Mar, 12:50 pm
That's exciting news!

H' Jordan Miller 1:09 P}
& !

General 5 i )
- Excited for what lies ahead!

Legal
A\ chistieCline 26 Mar, 12:51 pm

©

Shared Resources

@&. Join or create a team

The Chief Operating Officer announces the new partnership across teams and channels with a single message.

Microsoft Teams also allows you to choose between multiple channels for the message to be posted to.
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Microsoft

Microsoft Teams Search or type a command
IS

& Teams W General Posts Files Wiki Contoso-Fabrik.. (@) MOM (@ + ® Org

Activity
' s T g

_a Marketing @ Mestor Wilke Manday 1:45 PM  Edited =

e Taking the Partnership Forward

Hi General, congratulations on the work that you've all done in helping us partner with Fabrikam. Let's discuss how we can implement the

Social Media Tracking plans that we've signed-up for and start setting in place concrete structures to keep up our side of the partnership. I've shared an outline of

the partnership commitments in the Contoso-Fabrikam tab.

Quarterly Sales
.._@
I.I

Teams

Survey and Feedback

E 2 hidden channels

AR | will be presenting an implementation strategy to the leadership at Fabrikam this Friday.

i 4

Marthwind Website Update oo Post
E . Partnerships / General
General Taking the Partnership Forward

Monday, March 16, 2020 @ 2:00 PM You

16 Mar, 13:45

Business Analyst Team

(]

Development Team
Scheduled a meeting

UX and Design Team Meeting ended: 6m 26s

Megan Bowen Edited Taking the Partnership Forward

Morthwest Experience Design T..  «- [ Nestor Wilke |'ve jotted down the minutes of the meeting in the MOM tab. 16 Mar 2020 @ 14:00

General
Nestor Wilke Monday 2:05 PM

Analyst-5r. Analyst Thanks Megan Bowen, I'm confident that we'll make this work. Everyone please share your plans and details in the ‘Partnership ) Meeting ended

Consultant-Sr. Consultant Execution Strategy’ folder in the files tab. ‘ 6min 26sec

Manager-Grp. Manager Diego Siciliani, you will need to reach out to the Finance team at Fabrikam to check if they're on board with following the same MEganBonsnp b= 7 @

invoice management process as we do with our other partners. ~ Nestor Wilke I've jotted down the minutes of the
Contoso Company Cloud Mana...  we» - meeting in the MOM tab.

General

Lynne Robbins y You 16 Mar, 14:05

Daily Stand U
S S ps Nestor Wilke will share it there! Thanks!
T Thanks Megan Bowen, I'm confident that we'll make

o . Diego Siciliani Edited this work. Everyone please share your plans and
Service Agreements Sure, | will get in touch with them. details in the ‘Partnership Execution Strategy’ folder in
Testing and QA the files tab.

Dylan Swearingen

| will connect with the Tech team at Fabrikam to figure out how we could integrate our services. Diego Siciliani, you will need to reach out to the
Finance team at Fabrikam to check if they're on board

Nestor Wilke Monday 3:08 PM with following the same invoice management process

Great! o :

Partnerships

Shared Resources ] _ ]
Start a new conversation. Type @ to mention someone.

M@ ¢ @ A 9

oo

88" Join or create a team Ay ¢ © [ B i = ¢

The Chief Operating Officer announces the new partnership in the channel, roping in relevant team members to help
with planning. He uses the @mention feature to call their attention to his post, which also sends out a notification in
their Activity Feed. 245
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2" Microsoft

Microsoft Teams E4 Search or type a command

Taking the Partnership Forward cCha Details 5cheduling Assistant Meeting notes  Whiteboard
g P g g

¥ Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

Taking the Partnership Forward Cal Nestor Wilke

Crganizer

g.‘g?" Diego Siciliani > @ Megan Bowen & Lynne Robbins = + Optional

Diego Siciliani 15:38
Unknown

Mar 16, 2020 2:00 PM Mar 16, 2020 Z30PM ~ 30m @ All day é Taking the Partnership Forward
Megan Bowen Partnerships / General
Unknown

Suggested: No suggestions available

Lynne Robbins HA DETAILS

Does not repeat
P Unknown

Taking the Partnership Forward

Mon Mar 16, 2020
Add location 14:00-14:30

& +1 872-242-7651 (Toll) United States

Hi @partnerships , congratulations on the work that you've all done in helping us partner with Fabrikam. Let's discuss how
we can implement the plans that we've signed-up for and start setting in place concrete structures to keep up our side of the Hi @partnerships, congratulations on the work that you've all done

partnership. |'ve shared an outline of the partnership commitments in the Contoso-Fabrikam tab. in helping us partner with Fabrikam. Let’s discuss how we can
implement the plans that we've signed-up for and stz See more

will be presenting an implementation strategy to the leadership at Fabrikam this Friday.

Shared to channel

Partnerships
General

Join Microsoft Teams Meeting Participants (4)

+1 872-242-T651 United States, Chicago (Toll)
”;'9,,

Nestor Wilke
Organiser

:@, Diego Siciliani
v‘ o :-t.»;;

Unknown

Plan meetings or keep them impromptu, according to team members’ availability, which reflects in the native

scheduling calendar. Hold seamless calls and conferences and share screens with enhanced security.
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mn Microsoft

Microsoft Teams A Search or type a command

Teams n General Posts Files Wiki Contoso-Fabrikam ~ MOM D —+

L T R TR T

Marketing
Quarterly Sales s Contoso-Fabrikam.pdf
Social Media Tracking

Survey and Feedback

2 hidden channels

MNorthwind Website Update

@ é Contoso-Fabrikam
General

™ W
Business Analyst Team L()I] [()h{)

Development Team

O

UX and Design Team
contoso

Outline of The Contoso-Fabrikam

Morthwest Experience Design T..

General Partnership Commitments Outline of The Contoso-Fabrikam

Analyst-Sr, Analyst Partnershi P Commitments

Consultant-5r. Consultant CONTOSO
CONTOSO

Manager-Grp. Manager

. MNew Customers - Six-month mem hership of stream ir'ng sarvice e New Customers - Six-month membership of streaming service

Contoso Com pany Cloud Mana... aw . i N . . o ) e Existing Customers — Upgrade to a plan with streaming service access at a 20% discount
*  Existing Customers — Upgrade to a plan with streaming service access at a 20% discount o Auto ID creation - Easy access to Fabrikam services with a Contoso user id

General s Auto ID creation - Easy access to Fabrikam services with a Contoso user id
Daily Stand Ups LI 4 ]
-

Service Agreements FABRIKAM

FABRIKAM

e Showcase customer talk time and data offers made for the Contoso-Fabrikam partnership
e 1 banner ad showcasing the custom offer on the streaming platform

Testing and QA o Showcase customer talk time and data offers made for the Contoso-Fabrikam partnership

e 1 banner ad showcasing the custom offer on the streaming platform
n Partnerships

General
Legal

Shared Resources

+ &
28 Join or create a team

Give team members quick access to tools, services, and files with Microsoft Teams Tabs. The Chief Operating Officer

shares the partnership outline PDF in a tab.
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mn Microsoft

Microsoft Teams

& Search or type a command

Teams T n General FPosts Files Wiki Contoso-Fabrik.. (@) MOM~ +

—
L T R TR

Marketing File Home Insert Draw View Help Open in browser
Quarterly Sales

v ibri Li A <
Social Media Tracking v El Calibri Light V20 v B I Q r - *’&@

Survey and Feedback . .
2 hidden channels Minutes of the Meeting

MNorthwind Website Update <

General

Business Analyst Team

Share detailed execution strategy of each aspect of the
commitment

Minutes of the Meeting

Development Team

UX and Design Team

Morthwest Experience Design T..

General
Analyst-5Sr, Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Contoso Company Cloud Mana...
General

Daily Stand Ups

-

Service Agreements

Testing and QA
Partnerships
General

Legal

Shared Resources

+ -
28 Join or create a team

Enjoy collaborative and powerful document creation with OneNote in Microsoft Teams. A team member uses

'O

. Mock-ups of the advertising template for each medium - Lynne

Robbins

. Detailed roadmap of the Marketing Strategy and collaborative events -

Lynne Robbins

. Invoice management for partnered services — Diego Siciliani

. Procedure to ensure financial transparency for the partnered services —

Diego Siciliani

. Roadmap for ID integration and easy access — Technology Manager

. Structure for cross-company tech collaboration — Technology Manager

Compile above cross-functional details and information in a single
presentation — Megan Bowen

OneNote to create minutes of the meeting and share them with the team.

Monday, March 16, 2020 1:38 PM

Share detailed execution strategy of
each aspect of the commitment

Mock-ups of the advertising template
for each medium - Lynne Robbins

Detailed roadmap of the Marketing
Strategy and collaborative events -Lynne
Robbins

Invoice management for partnered
services — Diego Siciliani

Procedure to ensure financial
transparency for the partnered
services — Diego Siciliani

Roadmap for ID integration and easy
access — Technology Manager
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mn Microsoft

Microsoft Teams E4 Search or type a command

Chat Recent Contacts W ?a?* Diego Siciliani chat Files Organization Activity —+

Recent

- Diego Siciliani Edited
[ e v‘ - - - - .
Megan Bowen ‘ia? | reached out to the Finance team at Fabrikam and they are happy to follow the same invoice

You: i GIF management process that we adhere to with other partners.

l'e Adele Vance
Thank you, Nestor Wilke! Maonday 3:10 PM

_ . e Sound d Diego, Let' head with this then.
f_i#‘ D|egc| Sidiliani 6 ounas goo go, Lets go anead wi IS an 15:17
b Okay Thanks! ¢
Diego Siciliani é Diego Siciliani

Grady Archie 3/9 Last seen 14:38
Okay Thanks!

You: Aren't we all, I'm glad the training pla...

@1 Allan Deyoung
e Christie Cline
% Debra Berger
: Emily Braun
ﬁ Enrico Cattaneo B

‘?‘I Henristta Mueller | reached out to the Finance team at Fa.brik.am

and they are happy to follow the same invoice
& o management process that we adhere to with
I MIn 2ayers other partners.

‘i I |saiah Langer . ) . .
Sounds good Diego, Let's go ahead with this
then. &

Okay Thanks!

Type a new message

bV ¢ O ®

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The

Finance Manager provides a quick update over chat about the processes adopted by the other team.
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Microsoft Teams

Teams

Your teams

=

MNorthwind Website Update

Business Analyst Team
Development Team

UX and Design Team

Morthwest Experience Design T..

General
Analyst-5Sr, Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Contoso Company Cloud Mana...
General

Daily Stand Ups

T

Service Agreements

Testing and QA

Partnerships
General

Legal

Shared Resources

Updates

Olympics 2020
General

Planning and Coordination

+ -
28 Join or create a team

'O

Search or type a command

n General Posts Files Wiki Contoso-Fabrikam MOM [ New ] —+

&

Lynne Robbins Edited

Mock-ups and Marketing Strategy

Hi General, I've shared mock-ups of all templates that we would be using across advertising mediums and the execution strategy and
roadmap.

Looking forward to discussing this with you all.

Collapse all

Diego Siciliani Edited

I've also detailed out the invoice management process and procedures to maintain financial transparency for the partnering services

in the folder here.
Fabrikam also uses the same invoicing software that we use so that makes integration easier.

Dylan Swearingen
You can find documentation of the collaborative structure of the engineering teams across our offices and process of technical
integration in the files tab.

Megan Bowen
Thanks Lynne Robbins, Diego Siciliani Dylan Swearingen, will compile these and share it a presentation.

MNestor Wilke Monday 3:31 PM  Edited

Thank you all!

Looking forward to hearing from you'll. &

[ PEP y

Start a new conversation. Type @ to mention someone.

A ¢ ©® M B O @

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and
GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.

2" Microsoft

Post
Partnerships / General

Lynne Robbins
16 Mar, 15:18

Mock-ups and Marketing Strategy

Hi General, I've shared mock-ups of all templates that
we would be using across advertising mediums and the
execution strategy and roadmap.

Looking forward to discussing this with you all.

r@?’ Diego Siciliani 16 Mar, 15:20 V4
(&0

I've also detailed out the invoice management process
and procedures to maintain financial transparency for
the partnering services in the folder here.

Fabrikam also uses the same invoicing software that
we use so that makes integration easier.

2

@ Dylan Swearingen 16 Mar, 15:28

Z® You can find documentation of the collaborative
structure of the engineering teams across our offices
and process of technical integration in the files tab.

@ Megan Bowen 16 Mar, 15:31
o
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams T n General Posts Files Wiki Contoso-Fabrik.. @@ MOM —+

L T R TR F—

Marketing _ i
+ New T Upload ~ ‘= Sync @ Copy link + Download B Open in SharePoint = All Documents
Quarterly Sales

Social Media Tracking General Partnership Execution Strategy

Survey and Feedback

2 hidden channels Mame - Madified | - Modified By -

Morthwind Website Update Partnership Finance Integration Meonday at 1:32 AM Mestor Wilke General

Partnerships

Ge I
mene Technology Integration Meonday at 1:31 AM Nestar Wilke

Business Analyst Team p FILES

Development Team Invoice Management Meonday at 1:30 AM Mestor Wilke

Partnership Finance Integration

UX and Design Team o )
Marketing and Advertising Strategy Meonday at 1:29 AM Nestor Wilke Modified by Nestor Wilke on 16/03/20

Morthwest Experience Design T..  ee- Technology Integration
Modified by Nestor Wilke on 16/03/20

General

Anal Sr. Anal Invoice Management
AT - I
Analyst-or. Analyst Modified by Nestor Wilke on 16/03/20

Consultant-5r. Consultant
Marketing and Advertising Strategy
Manager-Grp. Manager Modified by Nestor Wilke on 16/03/20
Contoso Company Cloud Mana...
General
Daily Stand Ups
-
Service Agreements

Testing and QA

n Partnerships

General
Legal

Shared Resources

+ -
28 Join or create a team

The Files tab in each channel is a cloud-enabled repository, where team members can store and share important files

within a dedicated space.
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Microsoft Teams

Teams

§ s Wi
Marketing

Quarterly Sales

Social Media Tracking
Survey and Feedback

2 hidden channels

MNorthwind Website Update
General

Business Analyst Team
Development Team

UX and Design Team

Morthwest Experience Design T..

General
Analyst-5Sr, Analyst
Consultant-5r. Consultant

Manager-Grp. Manager

Contoso Company Cloud Mana...

General

Daily Stand Ups

-

Service Agreements

Testing and QA

Partnerships
General
Legal

Shared Resources

+ &
28 Join or create a team

Search or type a command

Posts Files Wiki Contoso-Fabrikam MOM (ED —+

(R TN !"- -,

Looking forward to hearing from you'll. 7%

&« Reply

Megan Bowen
Cross-functional Integration and Execution Strategy

Hi Nestor Wilke, sharing a presentation compiling information shared by Lynne Robbins, Diego Siciliani and Dylan Swear

execution strategy across functions.
[@-| Partnership Execution Strategy.pptx

ollapse all

MNestor Wilke Monday 3:37 PM
This looks great! Let's get on a call and discuss this before | present this with the leadership team at Fabrikam.

Meeting ended: 4m 40s

Nestor Wilke Monday 3:44 PM
You've all done incredible work in laying out the roadmap to implementing this. Keep it up!

Lynne Robbins
Thanks Nestor Wilke

Megan Bowen

20 Thank you! Let's hope the partnership works out very well.

[ REP hy

Start a new conversation. Type @ to mention someone.

A ¢ © M B O @

2" Microsoft

< Post
Partnerships / General

Megan Bowen
16 Mar, 15:36
=T
Cross-functional Integration and Execution Strategy

Hi Nestor Wilke, sharing a presentation compiling information
1gen and the shared by Lynne Robbins, Diego Siciliani and Dylan
Swearingen and the execution strategy across functions.

Partnership Execution Strategy.pptx
260.02 KB

P

You 16 Mar, 15:37

@ This looks great! Let's get on a call and discuss this
before | present this with the leadership team at
Fabrikam.

1

Meeting ended

4min 40sec

You 16 Mar, 15:44
You've all done incredible work in laying out the
roadmap to implementing this. Keep it up!

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations. The
@mention feature helps grab quick attention of the relevant team members.
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Home Insert Draw Design Transitions Animations Slide Show Review WView Help Q  Tell me what you want to do (| (=] Conversation

x T New Slide | i W rcflv

contoso MIIIIIENINENINRNRRNNRRRRRRRRRRRNRRRRNRRRNRRRRRRRRRRRNRNRRRRNRRRRRnNnnnRnnnnnn

Contoso — Fabrikam

Strategic Cross Functional Execution

* Marketing
* Finance

* Technology

e T e

&

: J =" O . Jf ¥
e -r:f'-:%‘_‘ g s A A
Bl o T e
i . — = =

& = W W T il

Help Improve Office == Notes | [E

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your
colleagues can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365
services.

2" Microsoft

é Partnership Execution Strategy.pptx

C()I%)S() L T

Contoso — Fabrikam

Strategic Cross Functional Execution

* Marketing
* Finance
» Technology
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2" Microsoft

l Planning Routine Safety Drills
",J/}/ + Safety and Compliance Manager

Scenario Walkthrough

Contoso believes that all their theme parks should develop and implement an emergency plan to protect guests, employees
and property under any unforeseen circumstances. The Safety and Compliance Manager takes charge and collaborates with
team members using Microsoft Teams to schedule safety drills across sites.

Schedules a meeting, and brainstorms ideas and suggestions on organizing safety drills with team members by employing
Freehand by InVision.

Creates a task board for plan implementation with several columns/ cards/ buckets and moves the tasks between them using
a Tasks by Planner and To Do board.

Creates and shares templates for emergencies using Word and houses these files within the channel for future reference.

Announces company-wide updates using Company Communicator.

How did Microsoft Teams help the Safety and Compliance Manager execute Which app integrations on
his roles and responsibilities? Teams made it possible?
« Freehand by InVision for collaborating on new ideas to devise an action plan in real-time. P
* Tasks by Planner and To Do helps track and communicate tasks and milestones without v
having to switch applications. Tasks by Planner  Word
and To Do

« Office application like Word to create templates right within Microsoft Teams.

* Leverage corporate communication and the group broadcast capabilities of the Company
Communicator app within Teams.

Company Freehand by
Communicator InVision



Microsoft Teams

Teams
Upcoming Events

3 hidden channels

MNorthwind Website Update
General

3 hidden channels

Morthwest Experience Design T..

General

3 hidden channels

Contoso Company West Region
General

Community

4 hidden channels

Contoso Theme Park

General
Merchandising
Safety and Compliance

3 hidden channels

Contoso Human Resource

General
Employee referrals

Planning

Morning Show Preoduction
General

3 hidden channels

+ -
28 Join or create a team

Headquarters — Planning Routine Safety Drills

2" Microsoft

Search or type a command

e Safety and Compliance FPosts Files Wiki  Safety Drills an... @ zZmore @ - +

g

Isaiah Langer Edited
Planning Safety Drills for Workplace Emergencies
Hi Teamn,

I hope, by now, we all are aware of the importance of emergency preparedness and how a well-developed plan can result in fewer work injuries
and less damage during an emergency. We need to brainstorm ideas on developing an action plan and a schedule for safety drills in all our
locations.

Irvin Sayers, let's get into a meeting with your team to take this forward.

é Post

Contoso Theme Park / Safety and Compliance

% I Isaiah Langer
. o i 17 Mar, 15:11
Irvin Sayers Tuesday 4:22 PM  Edited =0

Okay, I'm scheduling a meeting then. | do have some ideas that we will discuss while on the call. Planning Safety Drills for Workplace Emergencies

Safety Drill Discussion Hi Team
Tuesday, March 17, 2020 @ 4:30 PM

| hope, by now, we all are aware of the importance of
Meeting ended: 32m 21s - emergency preparedness and how a well-developed plan
can result in fewer work injuries and less damage during an
emergency. We need to brainstorm ideas on developing an
action plan and a schedule for safety drills in all our locations.

Debra Berger
As discussed in the meeting, you can refer to the Evacuation Route map here -
Safety Drills and Evacuation Plan

Irvin Sayers, let's get into a meeting with your team to take
Grady Archie Edited this forward.
Hey Debra Berger, this looks neat.

You
Scheduled a meeting

Safety Drill Discussion
ﬂ 17 Mar 2020 @ 16:30

Meeting ended

32min 21sec

Start a new conversation. Type @ to mention someone.

b ¢ O @B G

Collaborate with your team through channel communications using @mention to tag required personnel and keep
conversations around the topic in a single thread. The team schedules meetings and shares files within the same

thread too. 255
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mn Microsoft

Microsoft Teams E4 Search or type a command

Teams R Safety and Compliance Posts Files Wiki Safety Drills and Evac... ~ 2 more [ ew B

Upcoming Events

3 hidden channels n Evacuation Route

MNorthwind Website Update

General

3 hidden channels

Morthwest Experience Design T, +e+ vacuation Route Map @ £y  projects.invisionapp.com

General

3 hidden channels Evacuation Route

Contoso Company West Region

General Evacuation Route Map

Community

4 hidden channels

Contoso Theme Park

General

ira darnart ~% Emergency Exits Fire department
ire department e . —
_— Primary and secondary evacuation routes SR Paramedics,

Merchandising

-
-
=

R g adly dlld seCOlnddaly evdal 25 b ara “:,,h'ﬂc; Location of fire exti ers o Ambulamce__
Safetyand COIT‘IFjllanEE LT - ONLacls - \"'Vllvg— Fire alarm's pull station location Police.

."‘_-".'.“ .3L|Ei'TICG_ - Assembly points

(]
=

3 hidden channels Fire

Medical
3 DIV [ 3 Chemical spill
Contoso Human Resource Severe weather

Fire Structure climbing
Medical

Chemical sp
Severe weather
Structure climbing

Emergencies

General

Emergencies

Employee referrals

Planning

Morning Show Preoduction
General

3 hidden channels

+ -
28 Join or create a team

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

Safety and Compliance Manager uses the Freehand by InVision app to draw up the disaster routine drill.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Safety Drill Discussion Chat Details Scheduling Assistant Meeting notes  Whiteboard

¥ Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

& Safety Drill Discussion E,l rvin Sayers

"
Crganizer

‘i[ Isaiah Langer * % Debra Berger > Q Grady Archie + Optiona

saiah Langer 16:18 R
Unknown
Mar 17, 2020 430 PM Mar 17, 2020 s 30m @ All day Safety Drill Discussion

% Berger E Contoso Theme Park / Safety and Compliance

owWn

Suggested: No suggestions available

y Archie HA DETAILS

T

Does not repeat

Safety Drill Discussion

Tue Mar 17, 2020
16:30-17:00

& +1 872-242-7651 (Toll) United States

Okay, let me schedule a meeting then! Join Microsoft Teams
Meeting +1 872-242-7651 (Toll) Conference ID: 957 381 114# Local
numbers | Reset PIN | Learn more about Teams | Mee See more

Join Microsoft Teams Meeting Shared to channel

+1 872-242-T651 (Toll)
_ ) Contoso Theme Park
Conference ID: 957 381 114# o

Safety and Compliance

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Participants (1)

@' Irvin Sayers
#7 Organiser

P -
M) Cancel event

Easily schedule meetings and find the best available times for invitees through the native scheduling calendar. The

Safety and Compliance Manager uses this feature to schedule a safety drill discussion.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams R Safety and Compliance Posts Files Wiki Safety Drills and Evacu... Action Plan Task Board 1 mare [ New B

Upcoming Events ‘ﬂ‘l

Irvin Sayers Tuesday 6:30 PM
3 hidden channels l -4 Way Forward

As per the discussion, I'm creating a task board to have clarity over the tasks - Action Plan .
MNorthwind Website Update

General
3 hidden channels Debra Berger
Thanks, Irvin Sayers. This is indeed very helpful! 12

This clarifies the entire process for everyone. Thanks, Irvin Sayers.
General

Irvin Sayers Tuesday 6:35 PM E"‘l You
5

Thanks team! Let's get cracking (= LO' 17 Mar, 18:30

Contoso Company West Region & Reply Way Forward

. . - Post
Northwest Experience Design T... e ‘1 Grady Archie é Contoso Theme Park / Safety and Compliance
3 hidden channels :?il

General As per the discussion, I'm creating a task board to have clarity
Irvin Sayers Tuesday 7:00 PM over the tasks - Action Plan .
Safety Drill Action Plan Templates

As our action plan templates for safety drills are ready, | am sharing the schedule of safety drills and names of the personnel responsible for each

drill for each site. Debra Berger 17 Mar, 18:32 @

Community

4 hidden channels

Contoso Theme Park

Thanks, Irvin Sayers. This is indeed very helpful! <

General [@=) Chemical Spill.docx »+ @< Fire Emergency.docx
Budget and Finance !

Crowd Management Medical Emergency.docx Grady Archie 17 Mar, 18:33 @ :

Merchandising This clarifies the entire process for everyone. Thanks,

Planning and Designing ¢ Reply Irvin Sayers.
Safety and Compliance 1
Irvin Sayers Tuesday 7:30 PM  Edite

Contoso Human Resource L SafEt}' Drills Schedule You 17 Mar,18:35

As our action plan templates for safety drills are ready, | am sharing the schedule of safety drills and names of the personnel responsible for each

I Let" ing €
General drill for each site. Have a look at it here - Safety Drills Schedule Thanks team! Let's get cracking

Employee referrals

Planning

Morning Show Preduction ) _ )
Start a new conversation. Type @ to mention someone.

25" Join or create a team ,@y & :-_'_-“ [E] = ﬁq [1[ 0 @

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

keeping relevant discussions and files grouped together.
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mn Microsoft

T

Home Insert Layout References Review View Help Q' Tell me what you want to do [ Comments | | =] Conversation Close

[]v < |[cCalibriBody) |11 v| A" A I U &+ Av A o =y = 3= O findv | B Dictate v £ Ideas

MEDICAL EMERGENCY é Medical Emergency.docx

Call medical emergency phone number (chack applicable):

O Paramedics
O Ambulance

O Fire Department MEDICAL EMERGENCY
O Other

Call medical emergency phone number (check applicable)

Provide the following information O  Paramedics

=) Ambulance

a. Nature of medical emergency, O Fire Deparment
. er
b. Location of the emergency (address, building, room number)

Provide the following information
and a Nature of medical emergency
!
C er name and phDﬂE ﬂumb-ef from Whid‘l 'y'UU are calling b. Location oa::;e emergency (address, building. room number)
Do not move victim uniess absolutely necessary. c. Your name and phone number from which you are calling
Do not move victim uniess absolutely necessary

Call the following personnel trained in CPR and First Aid to provide the + Call the following personnel trained in CPR and First Aid fo provide the
i 'y Wi f r
required assistance prior to the arrival of the professional medical help: VOGRS SESIGIICS PIROF 1D SN SIS Of 118 IGSSIONS Meciw heyp

Name Phone

If personnel trained in First Aid are not available, as a minimum, attempt to

MName Phone provide the following assistance

¢ on the wounds (note- avosd
ds)
ch Mancuver m case of
If personnel trained in First Aid are not available, as a minimum, attempt to e (D (
provide the following assistance wctive aquipsent. Atiompt fiet ald ONLY i tinad and que
1 Stop the bleeding with firm pressure on the wounds (note: avoid
contact with blood or other bodily Nuds)
2 Clear the amr passages using the Hemmlich Maneuver i case of
choking
In case of rendenng assistance to personnel exposed to hazardous matenals
consult the Matermal Safety Data Sheet (MSDS) and wear the appropriate personal
protective equipment. Attempt first aid ONLY if trained and qualified

lish {India)

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams.

Collaborate on team documents easily and store them in Files for each channel.
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2" Microsoft

Microsoft Teams

Teams Safety and Compliance Posts Files Wiki Action Plan Task Board ~ 2 more [ New IS

Contoso Human Resources
Group by Bucket ~ Filter ~
General

Employee referrals Important but not time-sensitive Top priority

Planning

Add task T Add task T Add task

Contoso Entertainment

—~ _ ~ _ _ Contoso Theme Park
General ) General Fire Protection () Training Personnel () Safety Drill Action Plan Format :
I - - - Safety and Compliance
Lega
& 04/16 & 04/30 E 03/26
Project Funding Evacuation Map

Sales “ Grady Archie “ Grady Archie % Debra Berger Isaiah Langer
. Overd
Upcoming Events verdue

:_:Z- Medical and First Aids -Z:_:Z- Brainstorming Safety Drills -Z:_:Z- Evacuation Map
Contoso Games Safety Drill Action Plan Format

@ 04730 Debra Berger

General
03/26/2021

3D Production Det g ‘i | saiah Langer ‘i | saiah Langer

Concept Art General Fire Protection

5 hidden channels { _:3' 3 Grady Archie

04/16/2021
Customer Complaints

General il‘ rvin Sayers Medical and First Aids
Debra Berger

Customer Support
04/22/2021

Tier 2 Support Escalation

Contoso Theme Park General Environmental Controls

Irvin Sayers
General 04/22/2021
Merchandising
Planning and Designing Training Personnel

Safety and Compliance Grady Archie

. 04/30/2021
3 hidden channels

Add a task

85 Join or create 3 team

The Safety and Compliance Manager assigns and tracks tasks with a Tasks by Planner and To Do tab in the channel.

This provides clarity to the team members regarding the tasks they need to pick up and close out.
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2" Microsoft

Microsoft Teams Search or type a command

Teams i Safety and Compliance Posts Files Wiki Safety Drills and Evacu... Action Plan Task Board 1 more ~

Vour teams o Company Communicator Tussday 2:39 P

| EMERGENCY BROADCAST

Upcoming Events Emergency Preparedness

) Routine Safety and Evacuation Drill
3 hidden channels

Morthwind Website Update é Post

Contoso Theme Park / Safety and Compliance

General X
Company Communicator
3 hidden channels o 17 Mar, 14:39

Morthwest Experience Design T... | EMERGENCY BROADCAST
General Emergency Preparedness

oL Routine Safety and Evacuation Drill
3 hidden channels

Contoso Company West Region
General

Community

4 hidden channels

Contoso Theme Park

General
Merchandising
Safety and Compliance

3 hidden channels

Contoso Human Resource

General

2 hidden channels

Human Resources

il Irvin Sayers

Recently, Contoso had experienced an emergency due to severe
weather. We are arranging a safety drill for all to ensure everyone is
well-prepared. This safety prompt will ensure that all employees
are following the protocol and taking all necessary precautions.
The dnill is scheduled on Wednesday at 4pm. All the staff members
are expected to be there.

Please note: The lifts won't be operational for the duration of the
evacuation exercise. The lobby will remain closed to wisitors.

We encourage the employees to be familiar with the floor plan.
especially the emergency exits. Please also look up the safety
evacuation procedure that had been shared during the time of
joining. Please reach out to 888-666-5454 or
healthandsafety@contoso.org for any further clarifications

More Details

@& ¥’ Human Resources

ii Irvin Sayers

Recently, Contoso had experienced an emergency due to severe
weather. We are arranging a safety drill for all to ensure everyone

is well-prepared. This safety prompt will ensure that all employees
are following the protocol and taking all necessary precautions. The
drill is scheduled on Wednesday at 4pm. All the staff members are
expected to be there.

Please note: The lifts won't be operational for the duration of the
evacuation exercise. The lobby will remain closed to visitors.

Reply

n Bdarmimm Chavsr Dradoctiam

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

25" Join or create a team ,@y & @ @ =] 04 ;1f:‘_‘,> 0 : @

Have something to share broadly? 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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ograding Streaming Services

lrector

Scenario Walkthrough

Streaming music on mobile devices and other home devices has been on the rise throughout the world, and hence Contoso
has decided to upgrade its music streaming services. See how the Director utilizes Microsoft Teams to present forecast metrics
and quantify data to steer the company to get ahead of the competition and make the right decision.

Studies customer interest and chalks out a plan to introduce a new service.

Creates a video to present a case for high-quality audio offerings on Contosos music streaming app via Prezi Video.

Seeks more research about promotions, costs, profitability, and forecasts.

Analyzes revenue opportunities for the new service and decides to go ahead with the plan.

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

» Shared access to Office 365 tools like Word and Excel enables the team to refer to the
data and edit it in real-time.

« PowerPoint in Teams help to present case studies and prospects for a new service.

« Wiki enables note-taking abilities right within the channel.
| | | . Power BI W Prezi Vid Excel
« Using various metrics and charts, Power Bl in Teams helps to analyze complex data et ord  Frezivideo  txce

quickly.
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Microsoft Teams

- Teams

B Your teams

Chat

i

Teams General

Contoso Games

3D Production
Calendar Concept Art
Finance
Leadership Team
Marketing and Promotions
Programming
Writing and Storyboarding
Partnerships
General
Legal
Shared Resources

Updates

Contoso Music

General
Production

Research and Analysis

Hidden teams

Jain or create a team

General Posts Files Wik

Christie Cline 3/25 5:34 PM Edited
Plans for 2020

Hey General, as you all might have noticed, the music streaming industry is ongoing quite a boom. In the coming days. it is only set to
increase. Mow is the time for Contoso to launch our high-guality music streaming on our app. This is also an excellent opportunity to get
ahead of our competitors and offer customers a better product.

As | dug further in the research, | also found out that the customers are also showing more interest in this industry. | have prepared a
presentation on how the other companies are approaching this. Let's discuss this over a call.

Introducing New Services
Thursday, March 23, 2021 @ 6:00 PM

Collapse all

n Introducing New Services ended: 13m 18s

Attendance Report

Click here to download attendance report

e Christie Cline 3/25 611 PM
f® Alright, team, thank you for connecting on such short notice. Here is the video that we discussed on the call. Please refer to this if
we come across any roadblocks. | have also collected a few links that helped me in this research. You can find them here.

Prezi Video

High-Quality Music

Microsoft Teams enables transparent communications through channel conversations. The Director communicates in
open-channel conversations about the plans to launch high quality streaming services.

2" Microsoft

722 @

é Post

Contoso Music / General

You
= 25 Mar, 5:54 pm
o

Scheduled a meeting

amm Introducing New Services

Yesterday @ 6:00 pm

Introducing New Services ended

13min 18sec

You 25 Mar, 6:11 pm

Alright, team, thank you for connecting on such short
notice. Here is the video that we discussed on the call.
Please refer to this if we come across any roadblocks.
| have also collected a few links that helped me in this
research. You can find them here.
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Microsoft

Microsoft Teams

Teams = @M General Posts Files Wik

Attendance Report
Your teams

Contoso Games

General

Click here to download attendance report

Christie Cline 3/253 6:11 P}
3D Preduction ‘ Alright, team, thank you for connecting on such short notice. Here is the video that we discussed on the call. Please refer to this if
Calendar Concept Art we come across any roadblocks. | have also collected a few links that helped me in this research. You can find them here.
Finance Post

Leadership Team Contoso Music / General

High-Quality Music

Marketing and Promotions
Programming

Writing and Storyboarding

Partnerships

General .
Enrico Cattaneo 25 Mar, 6:13 pm @ 3

Legal Christie Cline, that's some excellent work. The music

| streaming industry is constantly upgrading, and we
Updates can only keep our audience intact if we keep up with
the competitors. I'm thinking of this from the business
point of view and how we can capitalize on this. Lynne
Robbins, help me out here. Let's try to come up with
General ‘ Enrico Cattaneo  3/25 6:13 PM a plan to market this to provide the best services and

ﬁ Christie Cline, that's some excellent work. The music streaming industry is constantly upgrading, and we can only keep our benefit from this as well.
audience intact if we keep up with the competitors. I'm thinking of this from the business point of view and how we can capitalize
Research and Analysis on this. Lynne Robbins, help me cut here. Let's try to come up with a plan to market this to provide the best services and benefit
from this as well.

Shared Resources

Contoso Music

Production

Lynne Robbins 25 Mar, 6:14 pm

.

Enrico Cattaneo, let me chalk out a plan to market this.

Hidden teams } Lynne Robbins 3/25 6:14 PM
A Enrico Cattaneo, let me chalk out a plan to market this.

You 25 Mar, 6:14 pm

@ LSRR LR SO _ _ Lynne Robbins, feel free to ping me if you need any
L Lynne Robbins, feel free to ping me if you need any help. help

&/ Reply

Join or create a team

Enable visual communication tool that puts you and your content together on the same screen to make interactive
and effective videos in mere minutes. Easily create and share video updates to make your messages more effective
with Prezi Video in Microsoft Teams. 264
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Activity

Calendar

Microsoft Teams

Teams

Your teams

u Contoso Company Cloud Mana...

General

Daily Stand Ups

T

Service Agreements

Testing and QA

Contoso Media

General
Contoso - Fabrikam Contract
Human Resources

Marketing

Contoso Music

General
Production

Research and Analysis

Hidden teams

+ -
88 Join or create a team

Search or type a command

General Posts Files Wiki~ +

Useful References
Last edited: Yesterday

Music Trends for 2020

https://fwww.acm.ac.uk/5-upcoming-music-trends-for-2020/

Case Studies
https://www.researchgate.net/publication/281665787_The_Influence_of_Audio_Quality_on_the_Popularity_of_Music_Videos_A_YouTube_Cas

e_Study

What competitors are doing

iy
B

https://www.cnet.com/how-to/best-music-streaming-service-for-2020-spotify-apple-music-amazon-and-more/

Important Link

https://www.cnet.com/how-to/best-music-streaming-service-for-2020-spotify-apple-music-amazon-and-more/

Predictions for coming years

https://soundcharts.com/blog/music-industry-trends

Add Wiki tab to your channel and use it as a community notepad where your team will have shared access. The
Director shares her research about music streaming services in a structured manner in Wiki tab.

é

Useful References

Last edited: Yesterday

Music Trends for 2020

https://www.acm.ac.uk/5-upcoming-music-trends-for-2020/

Case Studies

Microsoft

https://www.researchgate.net/publication/281665787_The_Infl

uence_of Audio_Quality_on_the Popularity_of Music_Videos

A YouTube Case_Study

What competitors are doing

https://www.cnet.com/how-to/best-music-streaming-service-

for-2020-spotify-apple-music-amazon-and-more/

Important Link

https://www.cnet.com/how-to/best-music-streaming-service-

for-2020-spotify-apple-music-amazon-and-more/

Predictions for coming years

https://soundcharts.com/blog/music-industry-trends
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== Microsoft

Microsoft Teams Search or type a command

Teams T Research and Analysis Posts Files Wiki Profitability An... @& Streaming Analysis @ Org

Activity

H Vour t i = Lynne Robbins Edited @
Your teams : .
¥ Marketing Plan
u Contoso Company Cloud Mana... - Hey team, | have jotted down a solid plan as to how we should approach the marketing of this new offering. | have also listed down the

ugr costs and expenses that will occur during production and distribution.

General Christie Cline, please have a look. &

Daily Stand Ups
E Promation and Distribution Strategies.docx

Calendar T = . - .
ContosoMusic > Research and Analysis

Service Agreements

ollanse all < Post

LilapiseE a R .
Testing and QA Contoso Music / Research and Analysis

Christie Cline Monday 7:32 PM  Edited
Contoso Media It could be a worthwhile investment for Contoso as we won't be just gaining high revenue from this, but also a strong consumer base. I'm i = Lynne Robbins

wondering how we can get a better understanding of the profitability. 6 Apr, 19:31

General
) Enrico Cattaneo, what would you suggest? Marketing Plan
Contoso - Fabrikam Contract

Hey team, | have jotted down a solid plan as to how we should
approach the marketing of this new offering. | have also

listed down the costs and expenses that will occur during
assist you in this. production and distribution.

Christie Cline, please have a look. =

Human Resources ﬁ Enrico Cattaneo

Marketing Christie Cline, yes, this could be tricky. We must make sure that we have a substantial number that we are targeting. Jordan Miller can

Contoso Music
Jordan Miller

General Yes, let me work on creating a Profitability Analysis for this. That will give us an estimate we are looking for.

m Promotion and Distribution Strategies.docx

Production
21.14KB

Research and Analysis e Christie Cline Monday 7:24 PM

Jordan Miller, thank you so much. | am looking forward to it. (&

Hidden teams < Reply Z‘o You ©APITEEZ 7 i
It could be a worthwhile investment for Contoso as we
[R— won't be just gaining high revenue from this, but also a
Analvsis R + strong consumer base. I'm wondering how we can get
nalysis Repor a better understanding of the profitability.
Hi team, here is the Profitability Analysis for high-quality music streaming services. Looking at the reports, it doesn’t seem like we will have
immediate large profits. But in the long run, this service could prove to be a good add on and highly profitable as well. Christie Cline, do have a Enrico Cattaneo, what would you suggest?

look.

Enrico Cattaneo 6 Apr, 19:33

E\| Profitability Analysis.xlsx

Start a new conversation. Type @ to mention someone.

" Join or create a team by ¢ O [ @ 4 = 9 [F

L =

Channels facilitate instant group communication. Team members stay in the know and can share information directly in

the conversation thread to accelerate decision making.
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Promotion and Distribution Str...

Search or type a command

File Home Insert Layout References Review View Help Open in Desktop App ? Tell me what you want to do & Editing ~

Activity

v [~ |Ge0rgia v|16 V| AL A B T

U <« ﬁv Ay e R = = B~ O~ B Dictate

Coterniar Promotion and Distribution Strategies for High-
Quality Music

For Contoso

The first analysis was undertaken to get an overview of who was in the
participants’ listening niches at different periods of their lives. The data
used in the analysis were, for each of six cohorts, how much they were
listening to the music of each of 10 music decades (6 cohorts x 10 music
decades). This was found for the different periods of their lives (0—12 vears,
13-19 years, 20—29 years, 30—39 vears, 40—49 years, and 50—65 vears);
the data for listening when over 65 was too sparse to include. The same
data (6 cohorts x 10 music decades) were compiled for whom they were
listening to the music with (parents, siblings and other family members,
with friends or peers, with spouse or partner, with children, or alone).

Figures show the results of a principal components analysis done on these
data. The arrows point in similar directions if they were listening to similar
music at these times of their lives with these individuals. It shows that
when the participants were ages 0—12, they were most often listening to
music with their parents, by ages 13—19, they were listening more with
siblings and other family members. Then later, through their 20s, they were
more often listening alone or with friends and peers. By ages 30—39, music
was listened to with spouse or partner, and then with children for
participants in their 30s and 40s. The first (horizontal) dimension
accounted for 48.1% of the variance in the data; the second (vertical)
dimension accounted for 32.2% of the variance, for a total of 80.4% of the
variance. Overall, the results suggest a regular progression of listening with
different groups of people throughout the life span ranging from parents in
early life to children in later life.

Tof1  311words  English (India)

Co-author and edit Word documents within Teams. The latest version is accessible to any member on the team as all
files are stored in the team’s SharePoint site.

| [=] Conversation

/& Editor

Vo

é Promotion and Distribution Strategies.docx

Promotion and Distribution Strategies for High-Quality
Music

For Contoso

The first analysis was undertaken to get an overview of who
was in the participants’ listening niches at different periods
of their lives. The data used in the analysis were, for each of
six cohorts, how much they were listening to the music of
each of 10 music decades (6 cohorts x 10 music decades).
This was found for the different periods of their lives (0-12
years, 13—19 years, 20—29 years, 30—39 years, 40—49 years,
and 50-65 years); the data for listening when over 65 was
too sparse to include. The same data (6 cohorts x 10 music
decades) were compiled for whom they were listening to
the music with (parents, siblings and other family members,
with friends or peers, with spouse or partner, with children,
or alone).

Figures show the results of a principal components analysis
done on these data. The arrows point in similar directions if
they were listening to similar music at these times of their
lives with these individuals. It shows that when the
participants were ages 0-12, they were most often listening
to music with their parents, by ages 13-19, they were
listening more with siblings and other family members.
Then later, through their 20s, they were more often listening
alone or with friends and peers. By ages 30—39, music was
listened to with spouse or partner, and then with children for
participants in their 30s and 40s. The first (horizontal)
dimension accounted for 48.1% of the variance in the data;
the second (vertical) dimension accounted for 32.3% of the
variance, for a total of 80.4% of the variance. Overall, the
results suggest a regular progression of listening with
different groups of people throughout the life span ra' ﬁ
from parents in early life to children in later life.

Microsoft

4G
J?‘i
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2" Microsoft

Microsoft Teams £ Search or type a command

Teams Research and Analysis Posts Files Wiki Profitability An... @& Streaming Analysis @ Org

Activity

a Your teams
ﬂ,l Jordan Miller 1 @
<«

u Contoso Company Cloud Mana... Analysis Report
ugr _ I Hi team, here is the Profitability Analysis for high-quality music streaming services. Looking at the reports, it doesn’t seem like we will have
weners immediate large profits. But in the long run, this service could prove to be a good add on and highly profitable as well. Christie Cline, do have a

E Daily Stand Ups look.

Calendar T

Service Agreements ﬁ Profitability Analysis.xlsx Post
Testing and QA E Contoso Music / Research and Analysis

ollapse all
Contoso Media ﬂr)
<

Christie Cline Monday 7:38 PM

Jordan Miller
6 Apr, 19:37

General ‘& Yes, Jordan Miller, you have highlighted my concern. Analysis Report
Contoso - Fabrikam Contract . . - . . .
. Hi team, here is the Profitability Analysis for high-quality

Enrico Cattaneo . . . . . ,
Human Resources ﬁ . L ) , music streaming services. Looking at the reports, it doesn’t

I think Lidia Holloway could help us with some of her expert advice. . . . . . .

seem like we will have immediate large profits. But in the long
Christie Cline  Monday 7:40 PM run, this service could prove to be a good add on and highly

e ’ profitable as well. Christie Cline, do have a look.

Marketing

Contoso Music Yes, perfect. Lidia Holloway, can you guide on forecasting the potential revenue growth over the years?

Genersl 'E Lidia Holloway Profitability Analysis.xIsx
Christie Cline, I'll be glad to take this over. (& 18.93 KB

Production

S e Christie Cline Monday 7:41 PM
£©  That's great. Talk to you more soon.

Hidden teams & Reply =) You 6Apr19:38

Yes, Jordan Miller, you have highlighted my concern.

Lidia Holloway Edited

Forecast Reports y Enrico Cattaneo 6 Apr, 19:39
Given that our consumer base is quite strong. | don't think profitability should be a concern for us. As suggested by Jordan Miller, yes, the ‘ )
profits won't be immediate. However, there's a higher probability if we could win over our user's loyalty and also a higher user base,
Christie Cline, please go through this - Streaming Analysis for a better understanding.

I think Lidia Holloway could help us with some of her
expert advice.

2

Cellanze =
Lollapse a

Start a new conversation. Type @ to mention someone.

" Join or create a team @ [ [ 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.
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Profitability Analysis.xlsx

i 1 File Home

Activity

A Search or type a command

Data Review

v Flv & |calion

View Help

v|1'| v| B

Consumer Usage

Year
Year 2014
Year 2015
Year 2016
Year 2017
y Year 2018
Year 2019
Year 2020

Estimated
B00K

3.8 Million
6.8 Million
11.9 Million
17 Million
23.5 Million
30 Million

Total

1.9 Million
5.6 Million
9.3 Million
13.7 Million
18.9Million
28.5 Million

Open in Desktop App

¢ Tell me what you want to do £ Editing ~

= b B [cenes V] ¥ B Ev B EHv

Total Earnings

Year Estimated
Year 2014 (Brand promotions by recognize $280 Million
Year 2015 (introcuded new genres) £590 Million
Year 2016 (new playlist feature) $647 Million
Year 2017 (Automated suggestions) $738 Milliom
Year 2018 (Introduced Contoso's own artis $779 Million
Year 2019 (Collaboration with social mediz 5795 Million
Year 2020 $924 Million

[ Comments

v fvv Ov #

Revenue

$595 Million
$601 Million
$643 Million
$739 Million
$782 Million
$798 Million

(=] Conversation

The team member uses Excel to build and present data to the team. Create impactful summaries of crucial data with
Excel, Word and OneNote for Microsoft Teams.

Consumer Usage

Year

Year 2014
Year 2015
Year 2016
Year 2017
Year 2018
Year 2019
Year 2020

Estimated
800K

3.8 Million
6.8 Million
11.9 Million
17 Million
23.5 Million
30 Million

Sheet1

Microsoft

Total

1.9 Million
5.6 Million
9.3 Million
13.7 Millio
18.9Million
28.5 Millio
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2" Microsoft

Microsoft Teams Search or type a command

Teams T '8 Research and Analysis Posts Files Wiki Profitability An... @& Streaming Analysis @ Org

Activity

a Your teams l :,. Lidia Holloway Edited @
& Forecast Reports
u Contoso Company Cloud Mana... <+ Given that our consumer base is quite strong, | don't think profitability should be a concern for us. As suggested by Jordan Miller, yes, the
wr - profits won't be immediate. However, there's a higher probability if we could win over our user's loyalty and also a higher user base.
General Christie Cline, please go through this - Streaming Analysis for a better understanding.
Daily Stand Ups

Calendar T

Service Agreements Christie Cline Monday 7:58 BM

Post
Looking at the reports, I'm convinced that this is a great plan. We must go ahead with producing and distributing higher quality content é Contoso Music / Research and Analysis

Testing and QA
for our consumers. Lidia Holloway, thank you for conducting the analysis, it was very helpful. Enrico Cattaneo, Lynne Robbins, Jordan

Lidia Holloway
6 Apr, 19:56

Contoso Media

Miller, thank you all for working on this. Let’s start rolling out the plan and work on making it a success! E
(&

General Lidia Holloway

I'm glad to hear that! (& Forecast Reports

Contoso - Fabrikam Contract
Given that our consumer base is quite strong, | don't think
profitability should be a concern for us. As suggested by
Jordan Miller, yes, the profits won't be immediate. However,
there's a higher probability if we could win over our user's
loyalty and also a higher user base. Christie Cline, please go
through this - Streaming Analysis for a better understanding.

Human Resources f Enrico Cattaneo
) »  This is such great news! Christie Cline, very excited to work on this!
Marketing
Lidia Holloway
Contoso Music | agree Enrico Cattaneo, Really looking forward to start working on this new plan! (&

General Christie Cline Monday 8:071 PM

Production ' . — B You 6Apr19:58
Research and Analysis . B ¢ ’ -0 Looki , F =~
- ooking at the reports, I'm convinced that this is a

great plan. We must go ahead with producing and
distributing higher quality content for our consumers.
Lidia Holloway, thank you for conducting the analysis,
it was very helpful. Enrico Cattaneo, Lynne Robbins,
Jordan Miller, thank you all for working on this. Let's
start rolling out the plan and work on making it a
success!

Hidden teams

Lidia Holloway 6 Apr, 19:58

I'm glad to hear that! <

Start a new conversation. Type @ to mention someone.

" Join or create a team by ¢ O [ @ 4 = 9 [F

L =

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
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Headquarters — Upgrading Streaming Services )
== Microsoft

Microsoft Teams A Search or type a command

Teams Research and Analysis Posts Files Wiki Streaming Analysis ~~ 1more (&) ~

Your teams

n Contoso Company Cloud Mana...
General
Daily Stand Ups
T High Quality, Standard Quality and Ultra High Quality
Service Agreements o e GO/NO'GD Ana|y5|5 For ngh-Quahty AUdlo Strea mi

Testing and QA

12:36

é Streaming Analysis

Contoso Music / Research and Analysis

Cost, Revenue and Profitability Forecast for the Duration of 4 Years
Contoso Media

General

Contoso - Fabrikam Contract

Human Resources

Marketing

Contoso Music ene ] ] . ) ) e . : . Go/No-Go Analysis For High-Quality Audio Streaming
High Quality, Standard Quality and Ultra high Quality 5

General P

Production

Research and Analysis

Hidden teams

+ -
20 Join or create a team

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The Financial

Director uses a Power Bl tab pinned to the channel to review analysis of various streaming services.
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2" Microsoft

Legal and Compliance

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

Legal and Compliance Superpowers in Teams

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

HEEBEAB ~

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

H OO0 0D

Forms Power Bl Lucidchart Trello Shifts MURAL

« Schedule meetings using synced calendars, or a Meet
Now feature

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

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

« Channel tabs for everyone to stay on the same page m u
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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2" Microsoft

Meet the Business Decision Makers
_egal and Compliance

Business Development Account Manager
Manager
“Turnaround or growth, it's getting your "My goal is to provide customers
people focused on the goal that s still personalized services to make sure they
the job of leadership.” keep coming back to us.”
« Coordinate development of cost- «  Manage multiple clients and
effective products accounts
« Manage resources across different « Offer special packages to
centers companies or organizations
« Communicate plans and strategies hosting large events
between team members « Work in tandem with other airlines
to plan better routes for
passengers
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2" Microsoft

[,Q Finalizing Distribution Partners

], —A
o

> Business Development Manager

Scenario Walkthrough

Contosos film project is nearing completion, and the Business Development team is working on negotiations of distribution
agreements with various partners such as multiplexes, DVD companies, satellite networks, streaming apps, and ancillary outlets
such as airlines. See how the Business Development Manager collaborates with her associates using Microsoft Teams.

Hosts a channel meeting to discuss the distribution plan.

Refers to a Power Bl report of current trends of moviegoers

Discusses offers of different distribution partners and assigns respective tasks to the team using monday.com.

Receives a PDF file of contract for partnering with multiplex chains and streaming apps.

Mails the contract document to the Director for a final sign-off.

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

Bl /.

Power Bl Adobe Sign Excel  monday.com

« Office applications like Excel for quick access to shared reports and information.

« Organize, structure, and streamline all programs, projects, and processes with
monday.com. al

 Power Bl facilitates data-driven decisions informed by visualizations and scoring right
within Microsoft Teams.

« Adobe Sign enables you to add e-signatures to documents and move your workflows

faster.
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Legal and Compliance - Finalizing Distribution Partners
2" Microsoft

Microsoft Teams

A Search or type a command %

a

.-‘-.-:t;.-irg,' Teams N Distribution Posts Files Wiki Trends (D  Distribution Ag... (B) Tasks @@ + ® Org

Your teams ,C::. Henrietta Mueller Thursday 12:41 PM  Edited

D Wi . | Discussing The Distribution Plan

Human Resources : =
Hi Contoso Film,

General

The film is nearing completion, and we now need to focus on the distribution plan. Let’s get on a call and discuss the details.
Candidate Correspondence

Discussing The Distribution Plan

Compensation Benefits Thursday, March 19, 2020 @ 1:00 PM

Employee referrals

=

Collapse all

é Distribution

Employee Relations Contoso Film

4  Discussing The Distribution Plan ended: 5m 22s
Planning

o Henrietta Mueller Thursday 12:51 PM
I ‘f’ Thank you, everyone, for your valuable inputs. As discussed, let's do a thorough analysis of the different distribution channels and
Staffing aim to target maximum viewers.

Discussing The Distribution Plan
Thursday, 19 March 2020 @ 1:00 PM

2
<

Devel
Training and Development el

) - Scheduled by you
Contoso Film

General Meeting ended 5 min 22 sec
Miriam Graham

Distribution ‘% Sure.t: @fw
Film Festival S

Adele Vance
Pre-Production

Leadership Team
Marketing and Promotions

Programming

You 19 Mar, 12:51 PM

Thank you, everyone, for your valuable inputs. As
discussed, let's do a thorough analysis of the
different distribution channels and aim to target

maximum viewers. =
Writing and Storyboarding

Debra Berger 19 Mar, 12:53 PM

-~
Reply

Start a new conversation. Type @ to mention someone.

B @ & @ Ay e

+ -
Join or create a team

Ar ¢ © M B G B § &

Collaborate with your team through channel communications using @mention to tag required personnel and keep
conversations around the topic in a single thread. The team schedules meetings and shares files within the same
thread too. 275



Legal and Compliance - Finalizing Distribution Partners

Microsoft Teams & Search or type a command
10

L" Discussing The Distribution Plan Chat Details Scheduling Assistant  Meeting notes ~ Whiteboard “

Activity

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

Discussing The Distribution Plan y Henrietta Mueller

" Organizer
% Debra Berger > 3 Patti Fernandez > l'a Adele Vance X @ Miriam Graham *

Debra Berger
Unknown

Patti Fernandez

Unknown
Mar 19, 2020 1:00 PM Mar 19, 2020 1:30PM  ~ 30m @ All day

Adele Vance

aUggested: Mo suggestons avallanle Unknown

Does not repeat Miriam Graham
Unknown

Add location

B I U <= = A M Paragraph i = = : i @ 5

Hi @team,
The film is nearing completion, and we now need to focus on the distribution plan. Let’s get on a call and discuss the
details.

Join Microsoft Teams Meeting

+1 872-242-7651 United States, Chicago (Toll)
Conference ID: 642 788 000

Lacal numbers | Reset PIN | Learn maore about Teams | Meeting options

A meeting is set up in the channel to flesh out the distribution plan and a meeting invite is sent to relevant team members
and decision makers. The Business Development Manager hosts a meeting to communicate the distribution plan.

Microsoft

214 @

é Distribution

Contoso Film

DETAILS

Discussing The Distribution Plan

Thursday, 19 March 2020
1:00 pm - 1:30 pm
& +1872-242-7651 (Toll) Un

Hi @team, The film is nearing completion, and we now
need to focus on the distribution plan. Let's geton a
call and discuss the details. Join Microsoft Te See more

SHARED TO CHANNEL

Distribution
CF
Contoso Film

PARTICIPANTS (5)

/) Henrietta Mueller
ﬁ,j\'

Organiser

( Adele Vance
Unknown
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Legal and Compliance - Finalizing Distribution Partners

Microsoft Teams

Teams

Your teams
Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee referrals
Employee Relations
Planning

Review

Staffing

Training and Development

Contoso Film

General

Distribution

Film Festival
Pre-Production

Leadership Team
Marketing and Promotions
Programming

Writing and Storyboarding

@

+ -
24 Join or create a team

E4 Search or type a command

AT Distribution Posts

o

Files Wiki Trends &) Distribution Ag... (ED

Tasks (D +

Miriam Graham

Viewer Trends
Hi all,

| have analyzed the current viewer trends in the market. | am attaching the details here.

ollapse all

[An)
e

@

e

Henrietta Mueller Thursday 1:06 PM
This looks great. It seems the Video-on-Demand distribution industry has the maximum viewers and can bring us some good
money.

Debra Berger Edited
Henrietta Mueller yes, the VOD is trending these days. | have listed the different distribution partners for DVD rights, airlines,
theatres, streaming apps, and satellite TV, which are most popular and can fetch us high revenue. Qur sales team is in talks

with a few of them to get the best deals.

m Distribution List.xlsx

Henrietta Mueller Thursday 1:11 PM

That's good. How is our negotiation going on with X¥Z Multiplexes?

Edited

Debra Berger
We have shared our proposal with them and started talking to ABC multiplex too. Let's see who gives us a better deal.

Miriam Graham Edited
XYZ Multiplex has a broader reach. It would be great if we can crack a good deal with them.

Henrietta Mueller Thursday 1:13 PM
| agree. Adele Vance, could you please look at the fine print for terms and conditions so that our interests are protected? | am
assigning the tasks for everyone here,

Adele Vance
Sure, | will do that.

< Reply

Start a new conversation. Type @ to mention someone.

B G 9 e

Store and share important files within a dedicated, cloud-enabled repository with Files. The team shares files in the
channel to collaborate on distribution plan.

@ Org

Distribution
Contoso Film

Miriam Graham
19 Mar, 1:05 PM

Viewer Trends

Hi all,

| have analyzed the current viewer trends in the market.
| am attaching the details here.

/)

&
#

N W g @ A

You 19 Mar, 1:06 PM

This looks great. It seems the Video-on-Demaiu
distribution industry has the maximum viewers
and can bring us some good money.

Debra Berger 19 Mar, 1:09 PM 2 @ :

Henrietta Mueller yes, the VOD is trending
these days. | have listed the different distribution
partners for DVD rights, airlines, theatres,
streaming apps, and satellite TV, which are most
popular and can fetch us high revenue. Our sales
team is in talks with a few of them to get the best
deals.

Distribution List.xIsx
15 KB

Microsoft
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Legal and Compliance - Finalizing Distribution Partners
2" Microsoft

Microsoft Teams [ Search or type a command

Teams T Distribution Posts Files Wiki Trends - Distribution Agreement Tasks —

Your teams

@ D Human Resources {  Back to report USERS IN 2019 AND USERS IN 2020  BY : UTLET LAST REFRESH:3/30/2020, 4:35:38 PM
g
b = Ge . . -
| | i Gencral @ Users in 2019 @ Users in 2020

S A

Usersin 2019 and Users in 2020

| E Candidate Correspondence c

‘ Calendar Compensation Benefits

| ‘. Employee referrals _ Trends

II Calls Employee Relations é Contoso Film / Distribution
Planning
qE-'v"i (=01 . ‘1”55‘"2“7:"“ e
Staffing
Training and Development

C Contoso Film ' ' '

General : 7 - e
Distribution : o
Film Festival

. Pre-Production o
Leadership Team )
Marketing and Promotions
Programming 3K
Writing and Storyboarding

5 SVoD

Digital Renta Electronic Self theatre Rented DVD Owned DVD

M a2kl=
—auic
Through
L1 -

+ )
23 Join or create a team Maovie Venue Outlet

A Power Bl dashboard offers a visually rich view of current and projected data. The Business Development Manager

uses Power Bl to gain useful insights into viewer trends.
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2" Microsoft

Distribution List.xlsx E4 Search or type a command

A File Home Insert Data Review View Help @ Tell me what you want to do 1 Comments | | (=] Conversation

o Dy Flv < | Calibri v11ov B OH G 28 Ev By Hvy Xy fvv Pv
727 - A
A B
Distribution Medium |Popular channels
Home Video HBO
Home Video FOX
DVD Eclipse
DVD Legend Films

é Distribution List.xlsx

VOD

Netflix

VOD

Amazon Prime

VOD

ltunes

A

Distribution Medium

B

Popular channels

Home Video

HBO

Home Video

FOX

Airlines American Airlines
10 Airlines Lufthansa DVD Eclipse
Theatres Cinemark DVD Legend Films
Theatres AMC VOD Netflix
VOD Amazon Prime
VOD ltunes

Airlines American Airlines

Airlines Lufthansa

Theatres Cinemark
Theatres AMC

W

[ I S T S Y 'S L ) S ] -
o . TN =TT -

W | I
3 00 =4 | Ch Ln

g L a7
=T

Sheet1

Sheetl

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 sales org to review, edit and publish reports.
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2" Microsoft

i

Teams Distribution Posts  Files Wiki Tasks -

Your teams

r mndavmm Give Feedback Log Out
Human Resources

General

Employee Engagement

Contoso Film ¥ @il %y Integrate €3 Automate / 3 22/'5 Activities /2

Work comfortably inside Adobe CC while collaborating seamlessly with your team, tracking progress, and
—reaching goals with this template. Stay on top of your creative plans in one central place.

Employee Performance
Planning

Review

Training f5 MainTable /4 ~ Q search (@ Person Y/ Filter ~ [T Sort

Contoso Film
© Upcoming Projects vner Priority A Due Datg

o
=
=1

General

Distribution

g

Connect with Streaming apps Apr 29, 02:3.

Film Festival

DOPPPPDPDPDD

—
5

s
=
[T

3
(4% )

Connect with Multiplex Chains

II

Leadership Team
Ancillary Rights

Marketing and Promotions

Pre-Production Direct Selling Rights

Programming Rights To Retain

Writing and Storyboarding ey S
usic Rights

Hidden teams Writers Guild of America Registration Open

MPAA Registration :
Open in browser

© 00 66 6 66

Copyright and trademark protection of su...

Copy link
+ Add Creative

Rename

Settings
© Needs Approva Subite... yner Status A Due Datd
Delete

Jain or create 3 team I Working on the product's photos 21 Pending review 0 Mar 22, 05:...
=+

monday.com powers teams to organize, structure, and streamline all programs, projects, and process. The
monday.com app in Microsoft Teams helps the Business Development Manager track and close tasks related to the
finalizing distribution partners. 280
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2" Microsoft

Microsoft Teams & Search or type a command
a

x Teams e Distribution Posts Files Wiki Trends Distribution Agreement Tasks

Activity

Your teams y - S
Henrietta Mueller Thursday 2:34 PM  Edited

D Human Resources T Deals Finalized

Hi All,
General

Candidate Correspondence We have finalized theater deals with XYZ Multiplex, and are going to get a good share of 60% of box office revenue.

Compensation Benefits ) ) : L ) :
RESS Our online streaming partners will be Company X, and Company ¥ has offered us the best deal for satellite rights, so we are going with

Employee referrals C
pioy é Distribution

Contoso Film

Employee Relations

Planning

/an) You
Review FAs
Review D % 19 Mar, 2:34 PM
Staffing That's great! Our balance sheet is going to lock good this quarter.

Deals Finalized

Training and Development Miriam Graham Hi All
I !

All the best!
Contosa Film We have finalized theater deals with XYZ Multiplex, and

Debra B \ .
e are going to get a good share of 60% of box office
revenue.

General

Distribution

Our online streaming partners will be Company X, and
Company Y has offered us the best deal for satellite
Pre-Production rights, so we are going with them.

Leadership Team i k. i /
Marketing and Promotions A b @ Patti Fernandez 19 Mar, 2:40 PM

That's great! Our balance sheet is going to look
Programming

\! L
c t I l- ' good this quarter.
Writing and Storyboarding o n g ra “ a I o “ s [

Miriam Graham 19 Mar, 2:41 PM
All the best!

Film Festival

F PEP y

Adele Vance
Final Sign-offs Debra Berger 19 Mar, 2:42 PM

Hi all,

Start a new conversation. Type @ to mention someone.

+ 1 e e, = . ™ -
24 Join or create a team ,@y & {-___-:. [1] =] i ,1[ 0O =

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations. Intense in
moments of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes working
together fun! 281
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2" Microsoft

Microsoft Teams & Search or type a command

Teams i Distribution Posts Files Wiki Trends Distribution Agreement Tasks —+

Your teams

D Human Resources

General
Candidate Correspondence

Compensation Benefits

= < Reply

Employee referrals o
Distribution

Employee Relations Contoso Film
Adele Vance

Planning ' Final Sign-offs

, . f Adele Vance
Review Hi all, , '
) 19 Mar, 2:45 PM

Staffing L . - . .
. | have completed finalizing the drafts for the contract with all our distribution partners. | am attaching them here. Henrietta Mueller please . .
o Final Sign-offs
Training and Development see them.
Hi all,
Contoso Film | have completed finalizing the drafts for the contract
Eonersi Henrietta Mueller Thursday 2:46 PM  Edited with all our distribution partners. | am attaching them

This looks great. | will send this to the Director for final sign off. here. Henrietta Mueller please see them.

Distribution

i i Adele Vance
ilm Festival 4y You 19 Mar, 2:46 PM VR
Pre-Production ) & This looks great. | will send this to the Director

Leadership Team for final sign off.

Marketing and Promotions
) i Adele Vance 19 Mar, 2:50 PM
Programming

Writing and Storyboarding

Start a new conversation. Type @ to mention someone.

85" Join or create a team A, & 2 [ [P v > @ &5

After the process of analyzing, there's more good news for the team members. The happy news is disseminated using

a channel and employees share their delight in the conversation thread.
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2" Microsoft

Microsoft Teams Search or type a command

Teams e Distribution Posts Files Wiki Trends Distribution Agreeme... ~ Tasks -+

Your teams

D Human Resources

General

Send For Signature ~ Manage Agreements Sign Qut

15 Sample_AlIRightsAgreement (1)
Sample All-Rights Distribution Agreement Between Producer and Distributor Created Mar 19,2020 12:34 PM
Candidate Correspondence
P Status: Out for Signature
Compensation Benefits XXX DISTRIBUTOR
DISTRIBUTION RIGHTS AGREEMENT Message: Please review and comply

Sample_AllRightsAgreement (1).

_ ) This Distribution Rights Agreement (the “Agreement”™) is effective as of [Month] , __, 20 (the e Sam |e AI|R| h‘tSA @ é’
Employee Relations “Effective Date”), by and between XXX (“Distributor”), and YYY Productions, ple_ 9 “

(“Licensor’"), with regard to the motion picture entitled “ABC™ (the “Picture™)

Employee referrals

Planning
- _” {  GRANTED RIGHTS Actions Henrietta Mueller
REVIEW . .
R _ . : _ pattif@mandt2.onmicrosoft.com
(a) Licensor hereby exclusively and irrevocably (subject to the terms and conditions ( Remind
herein) grants to Distributor throughout the License Period (as defined below) and the Licensed N 19/03/20 12:34:32 pm
Territory (as defined below) all distribution and exploitation rights of every kind in and relating .
to the Picture including, without limitation, the sole and exclusive right, license and privilege Cancel Out for Signature
under copyright to, and to authorize, license and sublicense others to exhibit, distribute, transmit, Please review and complete
reproduce, manufacture, publicly display, project, publicly perform, advertise, promote and ) S le_AllRightsA t (1
otherwise exploit the Picture (including clip and footage licenses related to the Picture) in any Download PDF ample_. IghtsAgreemen ( )
= and all media or medium, now or hereafter devised, by all means of transmission and delivery,
General now known or hereafter devised, in all languages, and in all versions, including, without Download Audit Report
Distributi limitation, all forms of theatncal and non-theatnical exhubition, ancillary exhibition (e.g., airlines, P _
istribution . ) ! s .
ships and mulitary bases), all forms of home video (including but not limited to electronic sell
Film Festival through and rental, videocassettes, DVDs and CD-ROMs), all forms of television exhibition Hide Agreement Sample AILRights Disribuion Agreement Belween Producer and Disrbuor
(including but not limited to free television, basic and pay cable, pay per view, and all forms of
Pre-Production on-demand), and all means of digital exhibition including without limitation broadband, mobile,
internet streaming, and on-line transmission and delivery (collectively, the “Granted Rights™)
Leadership Team The parties agree that the Granted Rights shall include the nght to advertise and promote the GRANTED RIGHTS
Picture in the Licensed Territory (and if the Licensed Territory hereunder is not worldwide, then 1 Recipient (0 Completed) e Bt e e o o e o
Marketing and Promotions non-exclusively worldwide with respect to advertising and promoting on the Internet, provided
, ) that any such Internet or on-line promotion, or promotion by similar technologies/'mediums ) pattif@mandt2. onmicrosoft.co
rogramming which are accessible outside the Licensed Territory, shall limit the display of clips and trailers of Signature requested on Mar 19, 2020
the Picture to no more than three (3) minutes in length) in any manner or media, now known or
hereafter devised, including, without limitation, the right to use and license others to use
Licensor's name and the title of, trailers created for and excerpis from the Picture (including
audio portions only) and the name, voice and likeness of and any biographical material furnished > Activity
by Licensor concerning all main cast and key crew (including the producers of the Picture)
appearing in or connected with the Picture for the purpose of advertising, promoting and/or
publicizing the Picture, the Distributor, the licensee, and/or the program service on which the
Picture is exhibited, subject to any reasonable and customary third party contractual restrictions
of which Licensor has notified Distributor in writing as part of Delivery (as defined in Paragraph - .
9(b) below). As between Licensor and Distributor, all rights of exploitation of the Picture which T e e T e e
do not involve the distribution or exhibition of the Picture or excerpts thereof (the Reserved
Rights”), including, without limitation, soundtrack album, music publishing, novelization or

athar muhlication riohte ara harabs racamcad to ] iconeor

Staffing

Training and Development

Contoso Film

XXX DISTRIBUTOR
N RIGHTS AGREEMENT

as of [Month] , _, 20_(the

Writing and Storyboarding

@

+ -
24 Join or create a team

Sign and send documents, contracts, and digital forms for e-signature and approval directly from a tab in the

Microsoft Teams interface using Adobe Sign.
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Seamless Client Communication and Documentation
Account Manager

Scenario Walkthrough

The Account Manager at Contoso speaks to Fabrikam Media, who wants to avail two services that Contoso is offering for the
coverage of the Olympics. She shares the email sent by the representative from Fabrikam with the Legal team to ensure that all
client requirements are officially agreed upon and met with.

Shares an email of the client expressing their interest to go ahead with two services within a channel in Microsoft Teams.

Communicates the client’s decision with the Corporate Counsel to kickstart the process of making the agreement official.

Views the agreement shared by the Corporate Counsel using Adobe Sign for Microsoft Teams.

Congratulates the client for signing the contract and expresses her excitement for the collaboration using channel
communications.

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

Share an email and all of its attachments into a channel within Microsoft Teams.

Sign documents, send them for legally binding e-signatures and approvals right within
a Teams channel.

@mention feature to take relevant stakeholders for quick communication. Adobe Sign

Use a dedicated team to prepare and collaborate on a plan of action for business-
critical tasks.
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Microsoft Teams

Teams

Activity

a Your teams

Clients
uge

Calendar Updates

Olympics 2020 - Fabrikam
General

Documentation

Recources

Hidden teams

@

+ -
24 Join or create a team

AT

Search or type a command

Legal Posts Files Wiki +

&

Johanna Lorenz via email Monday 6:42 PM

o Legal - Clients and Services

Fw: Partnership with Contoso

Dear Johanna Lorenz,

We've discussed your proposal and are happy to avail of two of the below-mentioned services for the 2020 Olympics. Our team has always had a
great experience working with you, and we are excited to continue working together for the Olympics. Please go ahead with drafting the
agreement for the below-mentioned services and let me know how we can take this further.

1. Live and location services

2. Video and Photo content services

Warm Regards,
Joni Sherman

Fabrikam

A

Johanna Lorenz Monday 7:00 PM

Hi Enrico Cattaneo, we've got a go-ahead from Fabrikam for two services for the 2020 Olympics. Could you please help me with the
paperwark and documentation? I've created a new Team with Fabrikam, specifically for documentation and work related to the
Olymipics. Please share the agreement there, once you have reviewed it.

Enrico Cattaneo 4:17 PM
Sure, Johanna Lorenz. | will work on this and share it. Is it Joni Sherman who would sign the agreements for Fabrikam for this
service too?

Johanna Lorenz 4:18 PM
Yes, Enrico Cattaneo, it would be Joni Sherman.

Enrico Cattaneo 4:18 PM
Great! Thanks.

&« Reply

Start a new conversation. Type @ to mention someone.

B G 9 b v

Microsoft Teams allows the team to communicate in open-channel conversations and keep team members up-to-
date. The Marketing Manager updates the team about partnership email and shares in the channel.

é Post

Clients and Services / Legal

You via email
‘ @l 16 Mar, 18:42

To: Legal - Clients and Services
Fw: Partnership with Contoso
Dear Johanna Lorenz,
We've discussed your proposal and are happy to avail of
two of the below-mentioned services for the 2020 Olympics.
Our team has always had a great experience working with
you, and we are excited to continue working together for the
Olympics. Please go ahead with drafting the agreement for

the below-mentioned services and let me know how we can
take this further.

1. Live and location services
2. Video and Photo content services

Warm Regards,

Joni Sherman

Fabrikam

N W ¢ @ A

Microsoft
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2" Microsoft

Microsoft Teams & Search or type a command

Teams T Documentation Posts Files Wiki AdobeSign @) -+

Activity

H Your teams Johanna Lorenz Monday 9:00 PM  Edited

Olympics Services

Hi Joni Sherman, Glad to be working with you again! Enrico Cattaneo will be sharing the agreement for the services that you've agreed to
sign-up for.

Clients
uge

Calendar f Enrico Cattaneo
Hi, Joni Sherman, Glad to be working with you again. I've shared the agreement here. Please let me know if you need me to clanify

Olympics 2020 - Fabrikam anything regarding the agreement. é Post

Olympics 2020 - Fabrikam / Documentation

General Joni Sherman (Guest)

Documentation @ Hi Johanna Lorenz Enrico Cattaneo. Thank you! | will go through it and let you know if | need clarification regarding any of the ‘@ You

points. 16 Mar, 21:00
Recources

& Reply Olympics Services

Hidden teams Hi Joni Sherman, Glad to be working with you again! Enrico
Joni Sherman (Guest) Cattaneo will be sharing the agreement for the services that
Added a new tab at the top of this channel, Here's a link. you've agreed to sign-up for.

- Adobe 5ign @ Enrico Cattaneo 16 Mar, 21:01
o

Hi, Joni Sherman, Glad to be working with you again.
Collapse all I've shared the agreement here. Please let me know
if you need me to clarify anything regarding the

Joni Sherman (Guest) agreement

oy

Johanna Lorenz Enrico Cattaneo, this looks good! |'ve signed the agreement.

Hi Johanna Lorenz Enrico Cattaneo. Thank you! | will
Enrico Cattaneo go through it and let you know if | need clarification

@ Johanna Lorenz Monday 9:05 PM Joni Sherman (Guest) 16 Mar, 21:02 @
Thanks Joni Sherman! I'm sure we'd have a busy and exciting Olympics season. Looking forward to working with Fabrikam o)
ﬁ regarding any of the points.

2

Start a new conversation. Type @ to mention someone.

28" Join or create a team :: [E] =] @1 [1[ o b "

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

conversations around the topic in a single thread.
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Legal and Compliance — Seamless Client Communication and Documentation

Microsoft Teams

Teams

Activity

a Your teams

Clients and Services
uge
General
Legal

Calendar Updates

Olympics 2020 - Fabrikam

General
Documentation

Recources

Hidden teams

+ -
24 Join or create a team

AT

Send For Signature

Search or type a command

Documentation Posts Files Wiki Adobe Sign~ +

Manage Agreements

PARTNERSHIP AGREEMENT

State of Washington

This Partnership Agreement (the "Agreement”) is made and entered into on March 16th, 2020
(the "Execution Date”) by and between the following Parties:

Contoso with the following management role: Fabrikam, located at the following address:
Contoso, Redmond, WA 98052, United States
and

, located at the following address:

Fabrikam, Redmond, WA 98056, United States

BACKGROUND:
A. The Partners wish to associate themselves as partners in business.

B. This Agreement sets out the terms and conditions that govern the Partners within the
Partnership.

IN CONSIDERATION OF and as a condition of the Partners entering inta this Agreement and
other valuable consideration, the receipt and sufficiency of which consideration is
acknowledged, the Parties to this Agreement agree to the following:

ARTICLE I. Formation.

1. By this Agreement, the Partners enter into a general partnership (the "Partnership”) in
accordance with the laws of the State of Washington. The rights and obligations of the
Partners will be stated in the applicable legislation of the State of Washington (the "Act")
except as otherwise provided in this Agreement.

ARTICLE Il. Name.

Sign Out

Contoso-Fabrikam_Olympics
Created Mar 16, 2020 7:44 PM

Status: Out for Signature

Message: Please review and compldg
Contoso-Fabrikam_Olympics.

e

Actions

7 Remind

@ Cancel
Download PDF

Download Audit Report

Hide Agreement

1 Recipient (0 Completed)

jonis@mandt2.onmicrosoft.com
Signature requested on Mar 16, 2020

> Activity

Sign and send documents, contracts, and digital forms for e-signature and approval directly from a tab in the
Microsoft Teams interface using Adobe Sign. The partnership agreement is sent out for e-signature.

2" Microsoft

Contoso-Fabrikam_.. O &

Enrico Cattaneo
jonis@mandt2.onmicrosoft.com
16/03/20 7:43:59 pm

Out for Signature

Please review and complete
Contoso-Fabrikam_Olympics.

PARTNERSHIP AGREEMENT

State of Washington

h 16th, 2020

BACKGROUND:

A The Partners wish to associate themselves as partners in business.

B.Th out the
Partnership.

w and dition of the P

acknowledged, the Parties to this Agreement agree to the following:

ARTICLE I Formation.

ARTICLE 1L Name.

2

ARTICLE . Purpose.
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2" Microsoft

Customer Service

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

Customer Service 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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2" Microsoft

Meet the Business Decision Makers
Customer Service

Customer Service Manager | | Customer Service Associate

"Your most unhappy customers are your "Your most unhappy customers are your
greatest source of learning.” greatest source of learning.”

« Supervise customer service e Supervise customer service
activities in various business units activities in various business units

« Train experienced and new reps « Train experienced and new reps
and keep track of their progress and keep track of their progress

* Analyze solutions to conflicts » Analyze solutions to conflicts
involving customers and involving customers and
employees employees
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2" Microsoft

Generating a Customer Satisfaction Index
Customer Service Manager

Scenario Walkthrough

In order to understand the perception of customers regarding Contoso Network’s products and services, the Customer Service
Manager is tasked with the responsibility to conduct a survey and generate a customer satisfaction index for her region. She
accomplishes this objective using Teams as the forum to communicate and collaborate with team members.

Creates a new channel within the team and adds team members who will help her execute her task.

Shares a customer survey form with team members for review and requests them to use the form to gather customer
response.

Uses Tasks by Planner and To Do within Teams to set and track daily survey goals.

Collects individual reports of the responses and schedules a meeting on Teams to review the collected data.

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

 Native features like conference calling with screen share help ensure everyone is on
the same page.

* Tasks by Planner and To Do integration in Teams eases task management. ‘:m
* External applications like Forms help members collaborate to create a desired set of Power Bl Forms  Tasks by Planner
questions. and To Do

* Dive into a wealth of analytical data with Power Bl without leaving Team:s. 590



Customer Service — Generating a Customer Satisfaction Index

Microsoft Teams Search or type a command

Teams RTd Sur\reyand Feedback Posts Files Wik Survey Form @ Survey Timeline @ 1 more @ ~ =+ @ Org-wide

Your teams @ Megan Bowen Monday 10:44 AN Edited
Our Biggest Reward is a Ha Customer!
Contoso Telecommunications o 99 PRY

Hiteam,

General , . . . . .
Keeping every customer happy is a tedious task and we, as a team, have been doing a great job so far. To measure our success and

5G Roll-out roadblocks, we have decided to generate a customer satisfaction index report. | have created this channel as we need to reach out to
Application our customers from our region and understand their perception regarding our products and services. We have a set template for the
~ _ questionnaire which is available in Survey Form. Please review and feel free to add more guestions to it if reguired. All the best!

Forecast and Analysis

Quarterly Sales

Social Media Tracking

Survey and Feedback
_ Allan Deyoung Edited
2 hidden channels Thanks, Megan Bowen for the information. Is there any deadline set for this activity?
Business Development Megan Bowen Monday 10:45 AM

Yes, Allan Deyoung. | will assign timelines for the activity in Planner and upload it once done.
General

Central ED Region Irvin Sayers

Leadership Team Are we expected to collect responses from all customers ar only those using a specific product or service?

Morthwest BD Region )
Megan Bowen Monday 10:50 AM  Edited
Pipeline [ rvin Sayers, we are aiming to target every customer for this activity.

Southwest BD Region The guestionnaire will allow you to differentiate them based on the product or service they are using.

Irvin Sayers Edited

Client ¥'s Design Thinking Wor...

General

Okay, sounds
good!

Collaborative Workshop 'O
Workshop Task Management ! @

Partnerships
General
Legal

Shared Resources

[ P - Start a new conversation. Type @ to mention someone.

28" Join or create a team A & © [ B i = g ©

W

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 Customer Service Manager aims to conduct customer survey.

Mo 40

< Post
Contoso Telecommunications / Survey and Feedback

You
— > 16 Mar, 10:44
=20

Our Biggest Reward is a Happy Customer!
Hi team,

Keeping every customer happy is a tedious task and we,

as a team, have been doing a great job so far. To measure

our success and roadblocks, we have decided to generate

a customer satisfaction index report. | have created this
channel as we need to reach out to our customers from our
region and understand their perception regarding our products
and services. We have a set template for the questionnaire
which is available in Survey Form. Please review and feel free
to add more questions to it if required. All the best!

Allan Deyoung 16 Mar, 10:45 @ E

Thanks, Megan Bowen for the information. Is there any
deadline set for this activity?

You 16 Mar, 10:46

Yes, Allan Deyoung. | will assign timelines for the
activity in Planner and upload it once done.

Microsoft
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Customer Service — Generating a Customer Satisfaction Index B )
mn Microsoft

Microsoft Teams 4 Search or type a command

Teams T Surveyand Feedback rosts Files Wik Survey Form ~~  Survey Timeline 1 more

Your teams Forms

Contoso Telecommunications
Questions Responses
G Roll-out

Mo 40

Application

Survey Form

Forecast and Analysis
Survey Form

Legal and Compliance Contoso Telecommunications / Survey and Feedback

Marketing

Quarterly Sales

Social Media Tracking 1. Please provide your ZIP code: Questions Responses

Survey and Feedback

Business Development

General

Central BD Region SU rvey FOrm

Leadership Team 2. What is the average internet download speed?

Morthwest BD Region 20 mbps - 20 mbps

Fipeline
30 mbps - 40 mbps

Southwest BD Regi .
outhwes egion 1. Please provide your ZIP code:

Client ¥'s Design Thinking Wor... 40 mbps— 50 mbps
Enter your answer

General 50 mbps — 60 mbps
Collaborative Workshop
Workshop Task Management
2. What is the average internet download
Partnerships 3. How long have you been using Contoso? speed?
20 mbps - 30 mbps

30 mbps - 40 mbps

More than 3 years

Integrated Forms application within Teams helps systematically gather customer feedback and suggestions. The

Customer Service team uses Forms to conduct customer satisfaction survey.
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Customer Service — Generating a Customer Satisfaction Index

Microsoft Teams

% Teams
Activity
Your teams
Contoso Telecommunications

General
5G Roll-out
Calendar Application
'u. Forecast and Analysis
Legal and Compliance
a Marketing
Quarterly Sales
Social Media Tracking

Survey and Feedback

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Fipeline

Southwest BD Region

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

Workshop Task Management

- Partnerships

General

Legal

Chae~- 1

+ .
28 Join or create a team

Search or type a command

Surveyand Feedback Posts Files wiki Survey Form  Survey Timeline 1 more~

@ Megan Bowen 3/16 17:02 AM
= Deadlines for the Survey
Team, the timelines for the activity are in Survey Timelines. Let's strive to complete our tasks on schedule.
ollapse all

Isaiah Langer
Yes, Megan Bowen will be done!

Allan Deyoung

@ Megan Bowen 3/16 11:11 AM
( Alright! All the best, everyone.

& Reply

@ Megan Bowen 3/16 11:15 AM Edited
= Breaking Down the Report

Hi team, let's gather to discuss the survey results. Looking forward to hear from you. (2

Survey Results
Monday, March 16, 2020 @ 11:20 AM

ollapse all

Start 2 new conversation. Type @ to mention someone.

A ¢ @ BB 3B Q0

@ Org-wide

< Post
Contoso Telecommunications / Survey and Feedback

@ You
16 Mar, 11:03
&0

Deadlines for the Survey

Team, the timelines for the activity are in Survey Timelines.
Let's strive to complete our tasks on schedule.

@ I Isaiah Langer 16 Mar, 11:04

Yes, Megan Bowen will be done!

@ Allan Deyoung 16 Mar, 11:11
L y-{C)

-\

You 16 Mar, 11:11

Alright! All the best, everyone.

B @ & @ Ay e

Microsoft

The Customer Service Manager assigns and tracks tasks with a Tasks by Planner and To Do tab in the channel. This

provides complete clarity for the team members regarding the tasks they need to pick up and close out.
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Customer Service — Generating a Customer Satisfaction Index B )
mn Microsoft

Microsoft Teams

Teams Survey and Feedback rosts Files Wiki  Survey Timeline -

Your teams

n Partnerships

General In Progress Completed

Group by Bucket ~ Filter ~

Legal ) )
Add task T Add task
Calendar Shared Resources

Updates . e
. . Contoso Telecommunications
Rled Yellow Survey and Feedback
Customer Complaints P . e . e .
._) Collection of responses from () Assigning area-wise responsibilities Hide completed 2

General customers (Area 2) Collection of responses from customers (Area 1)
@ #0331 A
Irvin Sayers

Customer Support arl 03,30 Q Cottectiorof TESpONES fromm

03/30/2021
Tier 2 Support Escalation a Allan Deyoung
f‘; saiah Langer = Nz

L Collection of responses from customers (Area 2)
Contoso Telecommunications

Red
Vallon Completed by Megan BEowen on
General Yellow reen — @ J
) Preparing monthly reports 03/30/2021

kS

Isaiah Langer

—

5G Roll-out () Collection of responses from

customers (Are ) o~ G 03/30 o Cl:ﬂ.illg aSUTvey form )
Application customers (Area 1] Preparing monthly reports

w 03/30 Megan Bowen
= 03/30/2021

Forecast and Analysis 7 03/30 Megan Bowen

Legal and Compliance y @ Completed by Megan Bowen on

Marketing Assigning area-wise responsibilities

Quarterly Sales Allan Deyoung
Social Media Tracking & 03/31/2021

Survey and Feedback

Hidden teams

Add a task
Join or create a team

The deeply integrated Tasks by Planner and To Do within Microsoft Teams enables speedy plan mobilization using task
assignment and delegation. The Customer Service Manager can organize and track tasks with the Tasks by Planner
and To Do tab in any channel in Microsoft Teams. 294



Customer Service — Generating a Customer Satisfaction Index

2" Microsoft

Microsoft Teams 4 Search or type a command

5 Teams Surveyand Feedback Posts Files Wiki Survey Form  Survey Timeline 1 more~ @ Org-wide

Activity

Your teams Megan Bowen 3/16 11:13 AM  Edited
o “ Breaking Down the Report
Contoso Telecommunications )

Hi team, let's gather to discuss the survey results. Looking forward to hear from you. (2
General Su Results
G Roll-out Monday, March 16, 2020 @ 11:20 AM

5

Application llapse ™ 40

Forecast and Analysis ﬁl Allan Deyoung

= : . Post
Great job, team. | am sure the final report will be positive. é

Legal and Compliance Contoso Telecommunications / Survey and Feedback

Marketing
9 @ Megan Bowen 3/16 11:12 Al @ :(:; 1115
r . ar, N
Quarterly Sales [ think so too! Great efforts by the entire team. (& =0

. . . Scheduled ti
Social Media Tracking . cheduled a meeting
&\ Irvin Sayers

Survey and Feedback i Thank you Megan Bowen! £ Survey Results

16 Mar 2020 @ 11:20

Business Development Isaiah Langer

General
Allan Deyoung 16 Mar, 11:17

Central BD Region . . .
Great job, team. | am sure the final report will be

Leadership Team | _ / . e . positive.

Morthwest BD Region

You 16 Mar, 11:18

Fipeline

Southwest BD Region ' | think so too! Great efforts by the entire team. <

Client ¥'s Design Thinking Wor... ' l IG' I FI VE! Irvin Sayers 16 Mar, 11:20 @

General Thank you Megan Bowen! =

Collaborative Workshop ¢ Reply

Workshop Task Management Isaiah Langer 16 Mar, 11:23

Megan Bowen 3/1617:24 AM  Edited -
Partnerships Congratulations! It's Time to Celebrate ;gﬁg S
. . : . i - e '
Hi team, the verdict of the customer survey is available in the Customer S tion R t. =< =l

General

Legal

Clamend Start 2 new conversation. Type @ to mention someone.

" Join or create a team Ay 2 @ [ B i = @

With Microsoft Teams, the Customer Service 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! 295



Customer Service — Generating a Customer Satisfaction Index B )
mn Microsoft

Microsoft Teams % Search or type a command
Sur\rey Results Chat Details Scheduling Assistant Meeting notes  Whiteboard “

X Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, Mew Delhi Meeting options Tracking

Megan Bowen

Crganizer

Survey Results

+ Optiona

Mo i 40

11:20 AM / b, 202 11:50 AM ~ 3 ® All day é Survey Results

Contoso Telecommunications / Survey and Feedback

Does not repeat
DETAILS

Survey Results

Mon Mar 16, 2020
11:20-11:50

Add location
& +1 872-242-7651 (Toll) United States

Join Microsoft Teams Meeting +1 872-242-7651 United States,
Chicago (Toll) Conference ID: 720 102 844# Local numbers | Reset
PIN | Learn more about Teams | Meeting options See more

Paragraph

Join Microsoft Teams Meeting

+1 872-242-T651 United States, Chicago (Toll) Shared to channel

Conference ID: 720 102 B44# -
Contoso Telecommunications
Survey and Feedback

Local numbers | Reset PIN | Learn more about Teams | Mesting options

Participants (1)

Megan Bowen
. Organiser

P -
M) Cancel event

When the Customer Service Manager creates a meeting invite, she can use the native scheduling calendar to check

for optimal meeting time for all attendees.
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Customer Service — Generating a Customer Satisfaction Index

Microsoft Teams
Teams

Your teams
Contoso Telecommunications

General

5G Roll-out

Application

Forecast and Analysis

Quarterly Sales

Social Media Tracking (1)
Survey and Feedback

2 hidden channels

Business Development
General

Central BD Regicn
Leadership Team
MNorthwest BD Region
Fipeline

Southwest BD Region

Client ¥'s Design Thinking Wer...
General

Collaborative Workshop 10
Workshop Task Management 1 (3

Partnerships
General
Legal

Shared Resources

Il datn-

1)

+ .
2o Join or create a team

Close out conversations in channels once your project objectives have been achieved. The files shared during the

Surveyand Feedback Posts Files Wiki Survey Form @ SurveyTimeline &) 1more @) ~

@

P e —

HIGH FIVE!

! REP y

Megan Bowen Monday 11:24 AM  Edited
Congratulations! It's Time to Celebrate
Hi team, the verdict of the customer survey is available in the Customer Satisfaction Report.

As predicted and hoped for, the results are indesd very satisfying.

am delighted to announce that most of the customers are happy with our services.

Allan Deyoung
Cheers team! (55

Well done everyone!

Isaiah Langer

Start a new conversation. Type @ to mention someone.

A ¢ @ W B o g @

discussions will be added within the Files tab in the channel for quick access.

+

@ Org-wide

2" Microsoft

@ 1S 4

< Post
Contoso Telecommunications / Survey and Feedback

@ You
16 Mar, 11:24
=20

Congratulations! It's Time to Celebrate

Hi team, the verdict of the customer survey is available in the
Customer Satisfaction Report.

As predicted and hoped for, the results are indeed very
satisfying.

| am delighted to announce that most of the customers are
happy with our services.

@ Allan Deyoung 16 Mar, 11:24

Cheers team! <

Well done everyone!

Isaiah Langer 16 Mar, 12:26
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Customer Service — Generating a Customer Satisfaction Index

Microsoft Teams A Search or type a command

Teams i Sur\reyand Feedback Posts Files Wiki Survey Form Customer Satisfactio... ~ 1more~

Contoso Telecommunications
General
5G Roll-out
Application
Forecast and Anaysi Customer Satisfaction Index

Quarterly Sales SATISFACTION SCORE (%) by STATE SATISFACTION SCORE (%) by STATE
Social Media Tracking .

Survey and Feedback

2 hidden channels

Business Development

General

Central BD Region )
Leadership Team

Northwest BD Region !
Pipeline

Southwest ED Region

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

Collaborative Workshop L 4 ]

Workshop Task Management ! @

Partnerships

General
Legal
Shared Resources

Nam ol e

+ -
26" Join or create a team

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The Customer
Service Manager can dive into this wealth of analytical data shared using Power BI.

2" Microsoft

Mo i 40

é Customer Satisfaction Report

L]
L]
Contoso Telecommunications / Survey and Feedback °

Customer Satisfaction Index
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2" Microsoft

Responding to Customer Complaints
Customer Service Manager

Scenario Walkthrough

A customer is experiencing problems while logging into the new Contoso mobile application. The Customer Service Manager
notices a sudden spike in the number of customers reporting issues while logging into the app. The Contoso application
development team is informed about the issue on Teams, and the App Engineer begins to troubleshoot and fix the issue before
more customers are affected by it.

Uses Power Bl to pick up trends in application issues.

Creates a Zendesk ticket for resolving the issue.

Co-ordinates with the Application Engineer to track progress.

Notifies the team once the customer can successfully log into the application.

How did Microsoft Teams help the Customer Service Manager to Execute Which app integrations on
her Roles and Responsibilities? Teams made it possible?

* 1.1 chat helps to gain further clarity of the issue and fix it soon.

* View tickets and collaborate on them using Zendesk.

 Power Bl to gain app insights. ﬂm u

« @mention feature to attract attention of relevant members immediately. Power Bl Zendesk
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Customer Service — Responding to Customer Complaints

2" Microsoft

Microsoft Teams A Search or type a command

Teams i Application Posts Files Wiki Application Insights ~ -

Your teams
Contoso Telecommunications

General
Application

Forecast and Analysis
12:53
Legal and Compliance
Marketing é Application Insights

Contoso Telecommunications / Application

Quarterly Sales
Social Media Tracking
Survey and Feedback

1 hidden channe

REAIE RN

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

Client ¥'s Design Thinking Wor...

General
Collaborative Workshop

Workshop Task Management

Partnerships
General
Legal

Shared Resources

+ .
Join or create a team

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The Customer

Service Manager uses a Power Bl tab pinned to the channel to review application insights.
300



Customer Service — Responding to Customer Complaints

i Microsoft Teams

v Teams

Activity
Your teams
Contoso Telecommunications

General

Application

Forecast and Analysis
Legal and Compliance
Marketing

Quarterly Sales

Social Media Tracking
Survey and Feedback

1 hidden channe

Business Development
General

Central BD Region
Leadership Team
Morthwest BD Region
Pipeline

Southwest BD Region

Client ¥'s Design Thinking Wor...

General
Collaborative Workshop

Workshop Task Management

Partnerships
General
Legal

Shared Resources

ot

g Join or create a team

Search or type a command

R Application Posts Files Wiki Application Insights

@

@ Org-wide

Megan Bowen 3/18 PM Edited =
Issues With The App

Hi Application,

332

A new customer at the outlet is unable to login to the app despite configuring all details. We have also noticed a spike in the overall
number of customers reporting issues with the login screen. Around 80% of the users who have tried logging in today have reported an
Issue.

| am raising a ticket for the new customer now.

Jordan Miller
okay will check.

&8

P REP y

Zendesk

Megan Bowen created a new ticket Application Log In Complaint
The Log In Screen is getting stuck.

Requester JORDANM

Assignee  Megan Bowen
Priority High

View in ZenDesk Add Internal Note

Jordan Miller
Megan Bowen Thanks for bringing this to our notice. Nestor Wilke, can you please look into this asap.

Nestor Wilke
There seems to be an issue with the code that we pushed in yesterday. | am looking into this.

Megan Bowen, Jordan Miller, just fixed the bug and pushed the changes to the app store. The customer will be able to login to the
application using the latest version of the app.

Start a new conversation. Type @ to mention someone.

A OB B G B g 0

L7

Create dedicated channels to facilitate instant group communication. The Customer Service Manager creates a ticket
for customer login issue in the dedicated channel.

Post
Contoso Telecommunications / Application

é

Issues With The App

You
18 Mar, 15:33

Hi Application,

A new customer at the outlet is unable to login to the app
despite configuring all details. We have also noticed a spike
in the overall number of customers reporting issues with the
login screen. Around 80% of the users who have tried logging
in today have reported an issue.

| am raising a ticket for the new customer now.

Jordan Miller 18 Mar, 17:48

okay will check.

Microsoft
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Customer Service — Responding to Customer Complaints
Microsoft

Microsoft Teams Search or type a command

& Nestor Wilke

00:56

Nestor Wilke
Nestor Wilke

1:1 chat conversations can be turned into a call, according to the participants' convenience. The Customer Service
Manager and the Engineer opt for a call to troubleshoot the issue.




Customer Service — Responding to Customer Complaints

2" Microsoft

Microsoft Teams & Search or type a command
1
A

P .
’ Recent Contacts # Nestor Wilke Chat Files Organization Activity -+

Activity

-3
Chat h - Wednesday 3:46 PM  Edited
rﬁ’* Diego Siciliani Thanks for the quick call Nestor, the customer is not able to see the updated version of the app on

ii-ﬂ . You: Please do. the store yet.

Teams :
ik Mestor Wilke

E i\ GIF = Nestor Wilke
e a There was some server problem. Can you please check in some time and let me know?
EEETEE e Planner A7 12:54 ® 1% 4

o R . :
Task "Agreement with Clients

Wednesday 349 PM & NestorWilke
. g@ Johanna and Patti Sure, | will do that.

® Offline

p. Joni Sherman (Guest The customer could download the latest version and its working. Thanks for the quick turnaround.
You: That would work! ¢

Now Virtual Agent /13 oy, Mestor Wilke Thanks for the quick call Nestor, the customer
& Hello, I'd like to help but I'm not set up y . is not able to see the updated version of the

app on the store yet.
q? Allan and Miriam 3/

Miriam: Thanks Megan. | am still a little sk

There was some server problem. Can you please
check in some time and let me know?

Adele Vance

. : 2 Sure, | will do that.
Allan Deyoung - > -

The customer could download the latest
Assistant @ Zoom.ai version and its working. Thanks for the quick
turnaround.

Christie Cline
Debra Berger
Emily Braun
Enrico Cattaneo
Grady Archie
Type a new message

Henrietta Mueller
¢ © @

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions, just like the

conversation here between the Customer Service Manager and the Engineer.
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2" Microsoft

Retaining Customer Loyalty with Timely Assistance
» Customer Service Associate

Scenario Walkthrough

A Contoso customer finds his SIM card is not working for his smartphone. A Customer Service Associate attempts to help the
customer and realizes she is not equipped to solve the issue and needs to escalate to a Tier 2 Service Agent. See how the
Customer Service Associate leverages Microsoft Teams to execute this escalation promptly to maintain customer loyalty.

Shares the customer details, which also includes the purchase location by using Places.

Uses Zoom.ai Assistant to search the product knowledge base in Teams.

Gets in touch with an Assistant to figure out an estimated cost for repairing with Excel.

Escalates the issue to a Tier 2 Service Agent and raises a ticket using Asana as she is unable to provide the correct solution.

Acknowledges the ticket closure update from the Service Agent.

How did Microsoft Teams help the Customer Service Associate to execute Which app integrations on
her roles and responsibilities? Teams made it possible?

 Share locations and zip codes using the integrated Places application. @
« Compile and review critical data on cost analysis using Excel.

» Automate meeting scheduling, reserve rooms, and access essential information with Excel Places
the integration of Zoom.ai Meeting Assistant inside Teams. --

 Turn conversations into action items in Asana to keep work on track with Asana. ZoomEf

/Zoom.ai Asana
Assistant 304



Customer Service — Retaining Customer Loyalty with Timely Assistance B )
mn Microsoft

Microsoft Teams E4 Search or type a command
a

s Teams N Customer Support Posts Files Wiki —+

Activity

a Your teams L Debra Berger Yesterday 4:44 PM
IMPORTANT!

Contoso Telecommunications o Customer Details (|D' 1532)
Customer Name: Galen O'Shea
<G Rollout Date of Purchase: 12th April 2019

=2 Galen's phone was purchased at the following location.
Calendar Application

ugr
General

Forecast and Analysis Contoso Post
1234 West Main Street Customer Complaints / Customer Support

Seattle, WA 28109
Marketing ) You

Legal and Compliance

Reports and Analysis %O 6 Apr, 16:44

. . . Places IMPORTANT!
Social Media Tracking ﬂ "

Survey and Feedback W Main St, Russellville, AR 72801 Customer Details (ID: 1632)

Customer Name: Galen O'Shea
Customer Complaints

_ Date of Purchase: 12th April 2019
General

Application Galen's phone was purchased at the following location.

Customer Support

Tier 2 Support Escalation
Contoso

Hidden teams 1234 West Main Street

birg 2020 Microsoft © 2t pal ral
IP 9 22020 Micresoft Corporation © 2020 HERE Seattle, WA 98109

Information from Bing Maps
- ? Places

Directions W Main St, Russellville, AR 72801

Start a new conversation. Type @ to mention someone.

8" Join or create a team by 2 @ [ F o> ¢ @ ®

Once the Customer Service Associate gets the customer details, she posts them in the channel tagging the SIM

purchase store location using Places in Microsoft Teams.
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Microsoft Teams

Teams Customer Support Posts Files Wiki

Your teams f Debra Berger 3/266:17 PM  Edited
Y Zoom.ai Meeting Assistant search for Pricing for SIM cards.
Contoso Telecommunications .

_ Collapse all

General
Zoom.ai Meeting Assistant 2/26 6:17 PM
Debra, please wait a moment while | look up some information.

-

5G Roll-out
Application
Your search for “pricing for sim cards” resulted in 0 items.

| looked in Msteams and Microsoft Graph.
Legal and Compliance Please add more accounts to search in Settings/Accounts.

Forecast and Analysis

Marketing

Quarterly Sales
Settings
Social Media Tracking

Survey and Feedback
Debra Berger 3/26 &:17 PM

- . Lee Gu, please help. (&
Customer Complaints P P

Lee Gu 3/26 6:25 PM
Debra Berger, I'll see what | can find.

General

Customer Support
Debra Berger 3/26 8:26 PM

Tier 2 Support Escalation Great. Thanks, Lee Gu. Let me know what you find out.

Lee Gu 3/26 6:34 PM

| have worked on the pricing to see what the cost of Galen's issue would be. | compared the cost of repairing the SIM card, the cost
of getting a new phone antenna, and the cost of sending the phone directly to the repair centre. I've compiled this information into
the attached Excel below.

Phone Repair Estimate.xlsx

Debra Berger Yesterday 11:06 PM

Thanks for putting the estimate together. | appreciate the effort. (&

Given our current situation, our next step is to escalate the issue to the Tier 2 Support Escalation team. | have created a ticket
through Support Tickets tab in the channel and will follow up with the Tier 2 support below:

Hidden teams

Join or create a team

Zoom.ai Assistant lives inside of Microsoft Teams to help you offload and automate everyday tasks including finding
information anywhere in your organization with one quick search. The Customer Service Associate uses Zoom.ai
Assistant to search for SIM pricing details.

Post

Customer Complaints / Customer Support

You
26 Mar, 6:17 pm

Zoom.ai Meeting Assistant search for Pricing for SIM cards.

Zoomg Zoom.ai Meeting Assistant 26 Mar, 6:17 pm

Debra, please wait a moment while | look up some
information.

Zoom.ai Meeting Assistant 26 Mar, 6:17 pm

Your search for "pricing for sim cards” resulted in 0
items.

| looked in Msteams and Microsoft Graph.

Please add more accounts to search in Settings/
Accounts.

Zoom.ai Meeting Assistant 26 Mar, 6:17 pm

Settings
| You 26 Mar, 6:17 pm
(]

Lee Gu, please help. =

° Reply

Microsoft
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mn Microsoft

Microsoft Teams

= Teams Customer Support Posts Files Wiki

Activity

Your teams

o Debra Berger 3/26 6:17 PM
T =1 cat g ann —
Contoso Telecommunications Lee Gu, please help. (&

=)
General Lee Gu 3/26 6:25 PM
5G Roll-out Debra Berger, I'll see what | can find.

Application Debra Berger 3/26 5:26 PM

[ P P Great. Thanks, Lee Gu. Let me know what you find out.
orecast and Analysis Post

Legal and Compliance Llee Gu 3/26 6:34 PM Customer Complaints / Customer Support
| have worked on the pricing to see what the cost of Galen's issue would be. | compared the cost of repairing the 5IM card, the cost

of getting a new phone antenna, and the cost of sending the phone directly to the repair centre. I've compiled this information into o

Quarterly Sales the attached Excel below. E3:i:| Phone Repair Estimate.xlsx

Marketing

Social Media Tracking N
3::| Phone Repair Estimate.x]
Survey and Feedback . one Repair Estimate.xisx
You 28 Mar, 11:06 pm :

Debra Berger Yesterday 11:06 PM
Thanks for putting the estimate together. | appreciate the effort. (&
General Given our current situation, our next step is to escalate the issue to the Tier 2 Support Escalation team. | have created a ticket

Thanks for putting the estimate together. | appreciate
the effort. <

= _ i ) ) ) Given our current situation, our next step is to escalate
through Support Tickets tab in the channel and will follow up with the Tier 2 support below: the issue to the Tier 2 Support Escalation team. |

Customer Complaints

Customer Support
have created a ticket through Support Tickets tab in

Tier 2 Support Escalation the channel and will follow up with the Tier 2 support

h Asana below:

Hidden teams

SIM card issue % You 28 Mar,11:10 pm
(v]

Assignee Due date

Unassigned Mar 30, 2021 & Asana

Project 8 Customer Support SIM card issue

Priority ® High

+1 more

Project ® Customer Support

Priority ® High
+1 more

View in Asana Comment

View in Asana ] [ Comment ]

c Reply

Join or create a team

Create and share Asana tasks within a channel to quickly clear blockers and discuss issues. The Customer Service

Associate shares an Asana task in a channel thread.
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mn Microsoft

Phone Repair Estimate.xlsx EA Search or type a command

Filz Home Insert Data Review View Help Open in Desktop App 7 Tell me what you want to do &7 Editing ~ [J Comments | | =] Conversation

v & B sy @ % By By B Sv v O

ESTIMATE

1234, 55th St, DATE: 06/04,/2020

S 4N
Seattle WA 98115 QUOTATION #101
Phone: 425-888-5532 | Fax: 425-678-5532 CUSTOMER ID: 1632 &~ Phone Repair Estimate xisx

Prepared by: Lee Gu B c

komme nts or Special Instructions: Options for Phone Repair

1234, 55th St,
Seattle WA 98115

Description
Repair for SIM Card Phone: 425-888-5532 | Fax: 425-678-5532

Getting a New Phone Antenna
Sending Phone to the Repair Center

komments or Special Instructions:

Description

Repair for SIM Card

Getting a New Phone Antenna
THANK YOU FOR BUSINESS! Sending Phone to the Repair Center

[FER N ]

=S

on oL

]

o

=]

S T S N S T LS R o O LS T % R L R 8 ]

THANK YO!'' =R B

Sheet1

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your
colleagues can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365

services. 308
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Microsoft Teams

Teams Customer Support Posts Files Wiki

Joni Sherman (Guest) Yesterday 11:37 PM  Edited
Customer 1632: Resolved

Contoso Telecommunications Customer Complaints, Debra Berger, Diego Siciliani, | was able to get in touch with Galen O'Shea and speak with him over the phone to
discuss the situation with his new device.

Your teams

General

5G Roll-out With the ability to fast track the support effort. we were able to solve this issue. It turned out that the situation was due to a phone settings
o issue that has been jamming the phone lines at Contoso. |2

Application

Forecast and Analysis | have closed the ticket in the Support Tickets tab.

Legal and Compliance

Marketing

Quarterly Sales
. . . Diego Siciliani Yesterday 11:44 PM
Social Media Tracking Thanks Joni Sherman (Guest) and Debra Berger for getting this resolved for our customer. Great work, everyone, (&5

Survey and Feedback
Debra Berger Yesterday 11:45 PM
Fantastic! Thank you, Joni Sherman (Guest), for stepping in and helping this customer.

Customer Complaints Here is the closed ticket for reference:

General

Customer Support h Asana

Tier 2 Support Escalation
SIM card issue

Hidden teams Assigned to Due date
Jjonis@m365b246094.0nmicrosoft.com Mar 30, 2021

Project 8 Customer Support
Priority ® High
+1 maore

View in Asana Comment

@ Joni Sherman (Guest) Yesterday 11:47 PM

LX)
g

[/ Mew conversation

Join or create a team

See activity about your Asana work items updates directly in your Microsoft Teams channel. The Customer Service
Associate shares ticket closure update in the channel.

2" Microsoft

Post
Customer Complaints / Customer Support

Joni Sherman (Guest)
6 Apr, 17:16

IMPORTANT!

Customer 1632: Resolved

Customer Complaints, Debra Berger, Diego Siciliani, | was able
to get in touch with Galen O’Shea and speak with him over the
phone to discuss the situation with his new device.

With the ability to fast track the support effort, we were able
to solve this issue. It turned out that the situation was due to
a phone settings issue that has been jamming the phone lines
at Contoso. =

| have closed the ticket in the Support Tickets tab.

A=, Diego Siciliani 6 Apr, 17:32 g @
&

Thanks Joni Sherman (Guest) and Debra Berger for
getting this resolved for our customer.
Great work, everyone. -

You 6 Apr,17:36
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2" Microsoft

Information Technology

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

Information Technology Superpowers in Teams

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

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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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Meet the Business Decision Makers
formation Technology

2" Microsoft

Game Coder

"Programming isn't about what you
know; it's about what you can figure out
today."

» Develop and implement game
software

« Monitor the game design for full
implementation and for expected
performance

« Work closely with a lead
programmer to create task/project
deliverables

T\

Photographer

"We are making photographs to

understand what our lives mean to us.”

* Determine desired images and
picture composition; and select
and adjust subjects, equipment,
and lighting to achieve desired
effects

« Develop and print exposed film,
use touchup tools, send film to
photofinishing laboratories for
processing

Analyst

“To be a good analyst, you need to
know what the trends are and what
teams are doing.”

« Gather data about consumers,
competitors and market conditions

* Analyze data using statistical
software

* Prepare reports and present results
to clients as well as to the
Mmanagement
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Meet the Business Decision Makers
nformation Technology

Systems Engineer

"The advance of technology is based on
making (t fit in so that you don't really
even notice it, so it's part of everyday life.”

* Monitor existing systems to ensure
structural integrity

« QOversee the development and
installation of new hardware and
software

* Install and configure operating
systems and other software and
routinely test installed software for
glitch detection and other issues

312



Game Coder

Scenario Walkthrough

2" Microsoft

Audio Design & Gameplay Programming

With the new game’s 3D modelling underway, the Game Coder must now start working on programming and layering the
audio in. See how the Game Coder uses Microsoft Teams to create the game's beta version and fix bugs after reviewing

feedback from play testers.

Gets notification from the Lead Programmer to fix coding errors in the game.

Requests coding feedback & implements all the required revisions.

Collaborates with the Programming team to create the beta version for play testers.

Implements the play-testing feedback and creates a more stable build.

How did Microsoft Teams help the Game Coder to execute his roles and
responsibilities?

« Efficient task management with Trello.

* Interactive meetings for creative purposes with Freehand by InVision.

» OneNote to document and share feedback effectively.

Which app integrations on
Teams made it possible?

Freehand by ~ OneNote Trello
InVision
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2" Microsoft

Microsoft Teams e Search or type a command

Teams ATl Programming Posts Files Wiki Game Programming Ul and Design Testing Feedback -

: Lynne Robbins t
&. Gameplay Programming & Audio Design

toso Gam s . - - . = . 3
Contoso Games Hi team, now that the game production has begun, let’s get cracking over coding and creating audio for the game. | have assigned tasks for

~ each one of us here. Take a quick look, and let's discuss more over the call.
General
3D Production

u Gameplay Programming & Audio Design
Saturday, March 21, 2020 @ 12:00 PM

‘. Finance Collapse a Post
Leadership Team

Calendar COI’IC‘E'D'. Art

. . . Contoso Games / Programmin
Gameplay Programming & Audio Design ended: 4m 48s 2 ¢

‘ Marketing and Promotions Grady Archie 3/2112:02 PM Gameplay Programming &

Programming Hi Lynne Robbins, I'm facing roadblocks here. Audio Design

Writing and Storyboarding CSS Saturday, 21 March 2020 @ 12:00 PM
Planning and Coordination \&”
initgraph(&bm,&bg,"e:\tcc\bgi”); A

maxx=getmaxx();

1 hidden channel
Scheduled by Lynne Robbins
maxy=getmaxy();
if(initmouse()==08)
Meeting ended 4 min 48 sec

bt 7

You 21 Mar, 12:02 PM

Lynne Robbins . . . .
I'll have a look at this. Everyone, please update on your progress. Hi Lynne Robbins, I'm facing roadblocks here.

Christie Cline ¢/s Code snippet
I'm mastering all the game's tracks. I've already recorded the dialogues for the game, should | send the files to Grady Archie? / oo
|:ylrnne- sy Lynne Robbins 21 Mar, 12:03 PM :
: I'll have a look at this. Everyone, please update
Christie Cline on your progress.

EE? 5 Okay.

Christie Cline, wait until Grady Archie completes the level programming.

Apps

@

Help

N Chrictia Nlina 21 Mar 12°NA DA
Jordan Miller

Start a new conversation. Type @ to mention someone.

B @ ¢ @ A
&8" Join or create a team A ¢ © B & S @

Microsoft Teams enables transparent communications through channel conversations. The Game Coder communicates
in open-channel conversations and keeps his team lead up-to-date about the roadblocks..
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2" Microsoft

Microsoft Teams “@ Search or type a command

Teams Y Programming Posts Files Wiki Game Programming v Uland Design 1more (@) v -+

Your teams

Game Programming W Personal @ Private @ Invite

Things To Do Doing Done

3D Production New Game's Base Engine Developing 3D Graphic Renders Simulating Artificial Intelligence

Concept Art & 0/1 _
e Level Programming Game Demo

Finance L :
Scripting Functions

Leadership Team Game Architecture Base Code

- ‘ Creating Physics
Marketing and Promotions T Application Layer Game Resources @ @ Q EUW + Q @

Programming Gameplay Mechanics

Writing and Storyboarding Game Logic + Add another card Game Programming

Audio Programmin . .
Planning and Coordination 9 9 + Add another card Personal & Private @ Invite

1 hidden channel -+ Add another card -« Show Menu

Things To Do Doing

New Game's Base Engine Developing 3D G

& 01
Level Programmi

Scripting Functions
Game Architectu

Creating Physics o
Application Laye

Gameplay Mechanics )
Game Logic

Audio Programming + Add .
another g

+ Add another card

+ -
In or cr m A7
Join or create a tea Op-—-Cﬂ in New Window »

Create checklists, have tasks assigned to the team, complete tasks and review their deadlines without leaving Teams

using integrated Trello.
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Microsoft

Microsoft Teams E4 Search or type a command

o Gameplay Programming & Audio Design Chat Details Meeting notes  Whiteboard “
Activity
—+ Add to calendar Tracking

Lynne Robbins

Crganizer

] March 21, 2020 12:00 PM - 12:30 PM &

ﬂCDn'.-::su:u Games > Programming
Grady Archie 11:55 @
Unknown
é Programming

Contoso Games

assigned tasks for each one of us here. Take a quick look, and let’s discuss more over the call. DETAILS

Jardan Miller

@ Christie Cline
Hi team, now that the game production has begun, let's get cracking over coding and creating audio for the game. | have L#" Unknown
<« Unknown

Gameplay Programming & Audio Design

Saturday, 21 March 2020
12:00 pm - 12:30 pm

Join Microsoft Teams Meeting
& +1872-242-7651 (Toll)

+1 8§72-242-76571 United States, Chicago (Toll)

Conference ID: 658 290 191# RSVP

Local numnbers | Reset PIN | Learn more about Teams | Meeting options

Hi team, now that the game production has begun, let’s
get cracking over coding and creating audio for the
game. | have assigned tasks for each one of . See more

SHARED TO CHANNEL

Programmin
G g g
Contoso Games
PARTICIPANTS (4)

Lynne Robbins

Organiser

Christie Cline
Unknown

With Microsoft Teams, the Lead Programmer can schedule meetings without difficulty and find the best available times

for invitees through the native scheduling calendar.
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2" Microsoft

Microsoft Teams = Search or type a command

Programming Posts Files Wiki Game Programming Ul and Design Testing Feedback -

Grady Archie 3/2112:08 PN
Coding & Design Feedback
Contoso Games Hi Lynne Robbins, did you go through all the coding files | had sent?
General Collapse a

3D Production I Lynne Robbins

. s lid. The eems okay, Just a few ct es.
Concept Art Yes, | did. The code seems okay, Just a few changes

Finance CSS

é Post

Leadership Team Contoso Games / Programming

initgraph(&bm,&bg,"e:\tcc\bgi”);

Marketing and Promotions 2  maxx=getmaxx(); Q You

Programming 3 maxy=getmaxy(); 21 Mar, 12:08 PM
) ) if(initmouse()==0)
Writing and Storyboarding . .
Coding & Design Feedback
Planning and Coordination

Hi Lynne Robbins, did you go through all the coding
1 hidden channe Expand (30 lines files | had sent?

Lynne Robbins 21 Mar, 12:09 PM
Grady Archie 3/2112:10 PM .
I'llimplement the changes asap. Yes, | did. The code seems okay, Just a few

Lynne Robbins .
Chrictie Cline = I - SR : T . e VR (T ) > Code snippet
Christie Cline, please send audio files to Grady Archie and work together to set audio for the game. Jordan Miller, I've marked all CSS, 30 lines

the Ul revisions in the Ul and Design Tab

Jordan Miller You 21 Mar, 12:10 PM
Okay, I'll work on it. I'llimplement the changes asap.

Lynne Robbins

Let me know if you need anything else. @~ Lynne Robbins 21 Mar, 12:32 PM @ :
Christie Cline, please send audio files to

Grady Archie and work together to set audio for

the game. Jordan Miller, I've marked all the Ul
revisions in the Ul and Design Tab

Jordan Miller

Start a new conversation. Type @ to mention someone.

sot
C

Join or create a team ¢ Ay ¢ @ @ [ G

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

conversations around the topic in a single thread.
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2" Microsoft

Microsoft Teams “@ Search or type a command

Programming Posts Files Wiki Game Programming Ul and Design - Testing Feedback -

mn Ul and Design

Contoso Games
General
3D Production
Concept Art
& projects.invisionapp.com
Leadership Team
Marketing and Promotions il e e
and Design
Programming g
Writing and Storyboarding
Planning and Coordination

1 hidden channe

" Join or create a team

Freehand by InVision is an infinite whiteboard where your team can co-draw, wireframe, plan, present, and give
feedback. The team collaborates over Freehand by InVision.
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Microsoft

Microsoft Teams “@ Search or type a command

Teams W Programming Posts Files Wiki Game Programming Ul and Design Testing Feedback -

g:ll Jordan Miller

.ér Play Testing

Hi team, we need to get the game ready for play-testing. Let's brainstorming and finish its beta version as soon as possible.

Contoso Games
General 5
u Play Testing

3D Production Saturday, March 21, 2020 @ 1:00 PM

Calendar Concept Art Collapse a

‘. Finance 4 Play Testing ended: 3m 45s - é Post
Leadership Team Grady Archie 3/2112:40 PM Contoso Games / Programming

4 Marketing and Promotions Coding is almost done from my side, will finish it in the next hour. .
‘ Play Testing

s Programming »  Jordan Miller Saturday, 21 March 2020 @ 1:00 PM

Writing and Storyboarding y  Okay, but have you layered in the audio? @
Yes, the programming is nearing completion.

1 hidden channel Scheduled by Jordan Miller
Jordan Miller
Okay, I've created the base Ul for the beta version. I'm sharing the files now. Meeting ended 3 min 45 sec

Planning and Coordination Grady Archie 3/2112:41PM

Grady Archie 3/2112:42 PM ‘@
The game build is now complete, please share it with the play testers. ’

Jordan Miller 11:35 AM
You 21 Mar, 12:40 PM .

Coding is almost done from my side, will finish it
sure in the next hour.

Jordan Miller 21 Mar, 12:41 PM
Okay, but have you layered in the audio?

You 21 Mar, 12:41 PM
Yes, the programming is nearing completion.

Jardan Miller 21 Mar 12:42 PM

Start a new conversation. Type @ to mention someone.

X - @ @ é @ A/ (XX ]
Join or create a team Ar & © =

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.
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2" Microsoft

Microsoft Teams e Search or type a command

Programming Posts Files Wiki Game Programming Ul and Design Testing Feedback -

i - Lynne Robbins
: . @ Playtesting Feedback!
ontoso Games | ) I : .t . . :
Hi team, we have received feedback for our game from the testers. While they found it fun, there are till a few bugs that we need to work

General on. You can find it in the Testing

3D Production
Concept Art

) Grady Archie 3 v
Finance On it. é Post
Leadership Team - Contoso Games / Programming
Jordan Miller

Marketing and Promotions y  I'll assist you i “ Lynne Robbins

Programming 21 Mar, 1:18 PM

Grady Archie 3 6 PM
Writing and Storyboarding Christie Cline, background sound is distorting in mission 4. Please fix it. IMPORTANT!

Planning and Coordination - Christie Cline New Game Requested by the Leadership Team
R Okay.
1 hidden channe Y . .
A Hi team, please fix all the game's bugs by today so that
| can send the game's beta version to the leadership

team for feedback.

Lynne Robbins

IMPORTANT! Q You 21 Mar, 1:19 PM

New Game RequeStEd by the Leadership Team Lynne RObbiﬂS, we have fixed all the game's

Hi team, please fix all the game's bugs by today so that | can send the game's beta version to the leadership team for feedback. bugs and made the game more stable. I'm
sharing the files in a moment.

Grady Archie 3/21 1:19 PM

Lynne Robbins, we have fixed all the game's bugs and made the game more stable. I'm sharing the files in a moment. & Lynne Robbins 21 Mar, 1:20 PM

Thanks a lot for the quick work team, the
Lynne Robbins Leadership team will review the game and send

Thanks a lot for the quick work team, the Leadership team will review the game and send the feedback by tomorrow. the feedback by tomorrow.

Jordan Miller

Fingers crossed! ﬂﬂ Jordan Miller 21 Mar, 1:20 PM
<«

Fingers crossed!

Start a new conversation. Type @ to mention someone.

&88" Join or create a team : Ay @ @ W B S

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

keeping relevant discussions and files grouped together.
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2" Microsoft

Microsoft Teams

A Search or type a command

Programming Posts Files Wiki Game Programming Uland Design Testing Feedback v~ -

0 Help l__; Immersive Reader
Contoso Games
> .
General Playtesting Feedback -
3D Production Friday, March 27, 2020 a4 PN
Concept Art
Finance
Leadership Team Shooting lacks punch
Glitches while flying
Shaders not rendering properly
A.l. needs more work
Characters missing in massive environments

Marketing and Promotions
Playtesting Feedback -

Friday, March 27, 2020 3:44 PM

Programming

Writing and Storyboarding

Planning and Coordination

1 hidden channe

" Join or create a team

el e i
[0 B S =]

1.
2.
3.
4,
5.
6.
7.
8.
9.

Music missing in missions
A.l. shooting team members
Random crashes

Loading error loop

Menu disappearing

Red Sky Bug

Unable to start quests

. Crashing between Side Mission

H.U.D. disappearing
No background sounds while flying

Shooting lacks punch
Glitches while flying
Shaders not rendering properly

. A.l. needs more work

Characters missing in massive
environments

Music missing in missions

A.l. shooting team members
Random crashes

Loading error loop

Menu disappearing

Red Sky Bug

Unable to start quests
Crashing between Side Mission
H.U.D. disappearing

No background sounds while flying

Add a OneNote tab to your channel in Microsoft Teams and use it as a shared space for notes among team members.

The team puts its feedback about the game in a pinned tab for easy access.
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Resolving Technical Issues
Photographer

Scenario Walkthrough

A photographer from Contoso covering the Olympics is unable to access the company website and portal to carry on with his
work. He finds out the other team members are facing the same issue and then reaches out to the tech team for help. The
engineer quickly investigates the issue with the company website and works to resolve the bug and ensure that the team on
the ground can get back to a hassle-free workflow.

Reaches out to a team member to find out whether he is facing issues with website access.

Views the company website within a channel tab and sees the same error message.

Sends a channel message detailing the issue he's facing and @mentions the IT team.

Responds to the Engineer and @mentions other team members who are facing the same issue via channel communications.

Thanks the IT team for their quick response and resolution.

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

« Use @mentions to bring in the relevant stakeholders into conversations for fast issue
resolution.

 Pin a website tab at the top of a channel or conversation, so everyone has easy access
to important sites.

Website
* Make use of 1:1 chat for quick and private communications.
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mn Microsoft

Microsoft Teams & Search or type a command

Chat Recent Contacts W g.-g?i DiegoSiciliani Chat Files Organization Activity -+

e Monday 4:31 PM  Edited
* Diego Siciliani 3/16 Hi Diego, I'm unable to login to the company portal, and the website isn't working either. Are you
i You: Yes, | think so, too. | will get in touch... facing similar issues?

rvin Sayers /
You: Great! |'ll check out that New Hire ch o Diego Sicilian
Hi Enrico, | haven't tried to access the portal today. Will check it now, give me a minute.

i‘l
{} Lynne Robbins e 15:51 wial &7 |

Lynne: No problem!

\1'1SI"IC|E"J"4:31 PM é Diego Siciliani C]q %

Suggested
== ® Offline

Thanks.

Adele Vance
Diego Sicilian

I'm unable to access the website, too. Looks like it's down.

Allan Deyoung

Christie Cline Maonday 4:33 PM
Yes, | think so, too. | will get in touch with the Tech Team.  _ Monday 16:31
Debra Berger - )
Hi Diego, I'm unable to login to the company
portal, and the website isn't working either. Are

Emily Braun you facing similar issues?

Henrietta Mueller Hi Enrico, | haven't tried to access the portal
today. Will check it now, give me a minute.

saiah Langer

I'm unable to access the website, too. Looks like
it's down.

Johanna Lorenz

- Joni Sherman (Guest)

Yes, | think so, too. | will get in touch with the
. Tech Team.
Lidia Holloway

Megan Bowen
Type a new message

Miriam Graham
AV ¢ © @

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions, just like the

conversation here between the photographers.
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Microsoft

Microsoft Teams & Search or type a command

a Teams W ﬂ Accessibility Posts Files Wiki Website ~

Activity

WL LT Iy 2HIES
Social Meadia Tracking
Survey and Feedback

3 hidden channels

Contoso Company West Region

General

Community { Website

HR IT Support / Accessibility
R Announcements

Leadership Review

MNew Hire

Summer Interns

T Support

General

Accessibility

Device Management
Service Strategy -
Qe

Clients and Services

Something went wrong. We can't open
the Website app at this time.

Olympics 2020
General
Planning and Coordination

Travel and Stay

Hidden teams

+ -
24 Join or create a team

Give team members quick access to tools, services, and files with Microsoft Teams Tabs. You can even pin a website in

a tab for quick access. The Photographer notices he cannot access the pinned website.
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mn Microsoft

Microsoft Teams Search or type a command

Teams W ﬂ Accessibility Posts Files Wiki Website +

WAL VST TY AT

Enrico Cattaneo Monday 4:37 PM
Social Meadia Tracking ﬂv IMPORTANT!

Unable to Access Website and Portal

Survey and Feedback
Hi IT Support, I'm unable to access out company website and login portal. Could you please help me with this?

3 hidden channels
ollapse all
Contoso Company West Region @l Isaiah Langer
F‘i Hi Enrico Cattaneo, have you tried the usual procedure of clearing your browser history and cache? Since how long are you facing

this issue?

Community é Post
ﬂ Enrico Cattaneo Monday 4:38 PM IT Support / Accessibility

Yes, | tried that, but I'm still facing the same issue. | haven't been able to access it for the past 15 minutes. A few others from my

Leadership Review team are also unable to access the website and portal. > You

16 Mar, 16:37
(]

General

HR Announcements

New Hire = Isaiah Langer

Thanks for bringing this to our notice Enrico Cattaneo. Le2 Gu, can you please investigate this issue? IMPORTANT:

Summer Interns
Unable to Access Website and Portal
Lee Gu

T Support ! " | looked into this, and the issue is most likely due to a bug in the latest version that we deployed an hour back. I'm working on this Hi IT Support, 'm unable to access out company website and

General and we should be able to resolve in 20 minutes. login portal. Could you please help me with this?
Accessibility = Isaiah Langer

: Thanks Lee Gu! - Isaiah Langer 16 Mar, 16:38 @
Device Management @.I

Hi Enrico Cattaneo, have you tried the usual procedure
of clearing your browser history and cache? Since how
long are you facing this issue?

Lee Gu

Service Strategy
Enrico Cattaneo, the issue is resolved. Are you able to access the website now?

Clients and Services Enrico Cattaneo Monday 4:42 PM  Edited

Yes! I'm able to access it. Thank you!! Lee Gu Isaiah Langer.

eneral You 16 Mar, 16:38

egal @KO VYes, | tried that, but I'm still facing the same issue. |
- (‘4‘ haven't been able to access it for the past 15 minutes.

Updates A few others from my team are also unable to access
} the website and portal.

e You’re

General " ] lsaiahLanger 16 Mar, 16:39 @

Planning and Coordination _ Awesome 3 ' Thanks for bringing this_to our notice .En.rico Cattaneo.
] A " Lee Gu, can you please investigate this issue?

Travel and Stay E EI /

Hidden teams
Start a new conversation. Type @ to mention someone.

28" Join or create a team i@:l :: [E] =] @1 [1[ o

@mention a person, channel or team to make sure your message reaches the relevant personnel. The Photographer

alerts the IT team about the website being inaccessible and gets the issue resolved.
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2" Microsoft

Choosing an Ideal Location for 5G
Analyst

Scenario Walkthrough

Contoso has planned to roll out 5G data connectivity to the entire region of California. The Analyst reaches out to team
members to understand the technical requirements and limitations and chooses the most ideal location to begin the task.
She leverages communication tools and applications within Microsoft Teams to ensure quick and effective completion of tasks.

Receives a notification from the Technical Product Manager regarding the plan to roll out 5G services.

Reaches out to the Telecom Engineer to understand the technical requirements and limitations over a 1.1 chat.

Views the requirements shared by the Telecom Engineer using Microsoft Word.

Shares important findings and analytical data to be considered in picking a location within the channel using Power BI.

Updates the team of his findings and shares the selected locations using Places

Receives praise from the Technical Product Manager for her contributions in the successful 5G roll-out with Praise.

How did Microsoft Teams help the Analyst to execute her roles and Which app integrations on
responsibilities? Teams made it possible?
* Facilitation of data-driven decisions informed by visualizations and scoring in Power Bl

for Microsoft Teams. 4] ' n
» Reach out to team members for quick communication and file sharing with 1.1 chat.
» Look up and share details of locations with a channel using Places. Power Bl Word Places Praise

* Integrated Office applications like Word to execute tasks within Teams. e



Information Technology — Choosing an Ideal Location for 5G
2" Microsoft

16

Microsoft Teams Z Search or type a command
A

- Teams W 5G Roll-out Posts Files Wiki Contoso Netw.. (@) -+

Activity

Yourteams Johanna Lorenz Edited
@ Contoso Company West Region Rolling out 5G in California

Hi 5G Roll-out, we're going to being rolling out 5G in California and aim to cover the entire region with high band 5G.
General : .
Before we roll out 5G to the enftire region we will test it in two cities to ensure that there are no hiccups during the larger roll-out.

Community

HR Announcements Let’s discuss this over call and chalk out a way forward. Emily Braun, Pradeep Gupta and Megan Bowen.
] Falll L L = 1= | >

Leadership Review 5G Roll-out in CA

k . Wednesday, March 18, 2020 @ 3:45 PM Post
New Hire Contoso Telecommunications / 5G Roll-out

Calendar

Summer Interns

“ J 5G Roll-out in CA ended: 9m 8s 5G Roll-out in CA

Files . . ) . Wednesday, 18 March 2020 @ 3:45 PM
Contoso Telecommunications . P g
Emily Braun Wednesday 3:55 PM Edited

"~

General Pradeep Gupta could you please help with the geographical and compatibility requirements of the location? ‘g
5G Roll-out -

Pradeep Gupta Scheduled by Johanna Lorenz

Sure,
1 will share these details with you over chat. Meeting ended 9 min 8 sec

Application

Forecast and Analysis

Legal and Compliance
Megan Bowen 8:39 PM

Marketing ~( #FALLONTONICHT

Quarterly Sales

You 18 Mar, 3:55 PM V4
Pradeep Gupta could you please help with the
geographical and compatibility requirements of
the location?

Marketing . ;

Social Media Tracking

Survey and Feedback

General

Pradeep Gupta 18 Mar, 3:55 PM
Research

. Sure.
Social Media Trends | will share these details with you over chat.

Targets and Reports =1

Meanan Rnwean 20 Mar R:29 PM

Start a new conversation. Type @ to mention socmeone,

N W g @ A

8" Join or create a team ' Ar ¢ © @ S

Use a dedicated team to prepare and collaborate on a plan of action. The Product Manager creates an exclusive team

for Marketing and Engineering team members to sync their efforts.
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2" Microsoft

16

Microsoft Teams E4 Search or type a command
aﬁ;. 5G Roll-out in CA Chat Details Meeting notes  Whiteboard “

-+ Add to calendar Tracking

[#] March 18, 2020 3:45 PM - 4:15 PM @ Johanna Lorenz

Organizer

= n Contoso Telecommunications > 5G Roll-out

Megan Bowen 1228 @
® Unknown
é 5G Roll-out

Contoso Telecommunications
Unknown

Pradesp Gupta HAT DETAILS
Unknown

)
z Emily Braun
€

5G Roll-out in CA

Wednesday, 18 March 2020
+1872-242-7651 United States, Chicago (Tell} 3:45 pm - 4:15 pm

Join Microsoft Teams Meeting

Conference ID: 754 441 991# & +1872-242-7651 (Toll)

Local numbers | Reset PIN | Learn more about Teams | Meeting options RSVP

Join Microsoft Teams Meeting +1 872-242-7651 United
States, Chicago (Toll) Conference ID: 754 441 991#
Local numbers | Reset PIN | Learn more abou See more

SHARED TO CHANNEL
: 5G Roll-out
Contoso Telecommunications
PARTICIPANTS (4)
Johanna Lorenz
O Organiser

Emily Braun
Unknown

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.
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2" Microsoft

Microsoft Teams & Search or type a command

Recent Contacts e Pradeep Gupta Chat Files Organization Activity —+

Pradeep Gupta
3/10 Shall we connect over a call now? I'll walk you through the technical requirements and share a list of

run any flow that's: - triggered on a ... important aspects that we need to consider before choosing a location.

P Clanner 318
40 Task "Mobile data and talk time CONSUMp... Wednesday 3:57 PM
Wednesday 3:57 PV
e Pradeep Gupta 3/18 slE Ll TR I S 40
I've mentioned the most important basic ...

L Pradeep Gupta
Debra Berger 2417 Wednesday 4:13 PM é © Available

Emily got praise! Emily Braun Thanks for the call Pradeep. Will keep these limitations and requirements in mind while choosing the
location.

Pradeep Gupta 1

I've mentioned the most important basic requirements in the attached document.
Wednesday 15:57

ﬁ= 5G Requirements.docx
9 Shall we connect over a call now? I'll walk you

through the technical requirements and share a
list of important aspects that we need to consider

before choosing a location.
Sure, Calling you.

Thanks for the call Pradeep. Will keep these
limitations and requirements in mind while
choosing the location.

I've mentioned the most important basic
requirements in the attached document.

ﬁ 5G Requirements.docx
18.08 KB

Type a new message

@

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

The Analyst and the Telecom Engineer use this feature to discuss location requirements.
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Microsoft

Microsoft Teams Search or type a command

Pradeep Gupta
< 00:34

i
i 8
®

Pradeep Gupta
3| Pradeep Gupta

<

1:1 chat need not be restricted to only text. The team members can use audio or video calling to initiate discussions on
the Teams platform.
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5G Requirements.docx

16

A

Activity

File Home Insert Layout References Review View Help 7 Tell me what you want to do

Dy (v ‘MicrosoﬂGoth...vw v| AN AN B I U 2Zv Av A = i=v i=v

5G Requirements

Below are important factors that need to be considered before
selecting a location to roll out 5G:

1. Cell site density

2. Local Permits

3. Procurement Feasibility
4. Device Availability

5. Support Infrastructure

E4 Search or type a command

(=] Conversation Close

é} ldeas

1 Comments

Arv | O Findv [ Dictate v

é 5G Requirements.docx

5G Requirements

Below are important factors that need to be considered
before selecting a location to roll out 5G:

1. Cell site density

2. Local Permits

3. Procurement Feasibility

4. Device Availability

5. Support Infrastructure

Enjoy powerful document creation and editing with the complete canvas and toolset of Word right inside Teams. The

Telecom Engineer shares a Word document with the Analyst over 1:1 chat.

Microsoft
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Microsoft Teams

@ Contoso Company West Region

General
Community

HR Announcements
Leadership Review
New Hire

Summer Interns

Contoso Telecommunications

General

5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Quarterly Sales

Social Media Tracking

Survey and Feedback

Marketing

General

Research

Social Media Trends

Targets and Reports

Join or create a team

Search or type a command

n 5G Roll-out Posts Files Wiki Contoso Netw... ([ New ] -+

: Emily Braun W 5
5G Locations
5G Roll-out, considering the limitations and potential customer market, the most ideal locations to first roll out 5G in California would be Los

Angeles and San Diego. I've also shared a report of my findings here.

FYI - Johanna Lorenz, Pradeep Gupta Megan Bowen

Places

Los Angeles
5 4 Victorvi

Santa.Clarita
. isperia

. o . San |
ura Simi Valley Natic

. Glendal
Oxnard Thousand Oaks Fontana San Be
Pomona - f
Los Angeles e

Ontario
130 Norwalk
Inglewood O Y Corona

Garden Grove

'Rive'side

Torrance
Santa Ana 15 4
Huntington Beach

1> bing © 2020 Microsoft|Corporstion © 2020 HEF

Once the locations for the 5G services rollout are finalized, an announcement is posted in the channel tagging the

location using Places in Microsoft Teams.

Post
Contoso Telecommunications / 5G Roll-out

% You
% 18 Mar, 4:23 PM

5G Locations

5G Roll-out, considering the limitations and potential
customer market, the most ideal locations to first roll
out 5G in California would be Los Angeles and San
Diego. I've also shared a report of my findings here.
FYI - Johanna Lorenz, Pradeep Gupta Megan Bowen

Places

Los Angeles

ura Simi Valley
Oxnard

. Glendal,
Thousand Oak

Los Angeles
Inglewood o

Garden Grove

T.’,V'L:"\v'
Santa Ana

> bing

Information from Bing Maps

Microsoft
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Microsoft Teams

@ Contoso Company West Region

General
Community

HR Announcements
Leadership Review
New Hire

Summer Interns

Contoso Telecommunications

General

5G Roll-out
Application

Forecast and Analysis
Legal and Compliance
Marketing

Quarterly Sales

Social Media Tracking

Survey and Feedback

Marketing

General

Research

Social Media Trends

Targets and Reports

Join or create a team

Search or type a command

Files Wiki Contoso Netw.. CED -+

San Diego

San Diego” (s
Chula Vista
Imperial Beach(ggs id)
. \ A

Tijuana

b bing

© 2020 Microsoft. Corporation © 2020 HERE

Directions

Johanna Lorenz Edited
Thanks Emily Braun! This is good, we already have most of the basic infrastructure in place at these locations.
Megan Bowen, do you see any operational hurdles apart from the usual ones that these locations might bring?

Megan Bowen
Johanna Lorenz, while we will face certain installation challenges like we did during the initial stages at New York, the challenges in terms
of permissions and feasibility would be minimal at these locations.

Johanna Lorenz
Thanks Megan Bowen. We will go ahead with these locations and begin the groundwork.

ention someone.

Y ¢ O@ B S H e 0 -

Channels facilitate instant group communication. Team members stay in the know and can share information directly in

the conversation thread to accelerate decision making.

< Post
Contoso Telecommunications / 5G Roll-out

Imper BEeacn|ggs

Tijuana
> bing

Information from Bing Maps

Directions

Johanna Lorenz 18 Mar, 4:51 PM 2 @

Thanks Emily Braun! This is good, we already
have most of the basic infrastructure in place at
these locations.

Megan Bowen, do you see any operational
hurdles apart from the usual ones that these
locations might bring?

Megan Bowen 18 Mar, 4:52 PM

Johanna Lorenz, while we will face certain
installation challenges like we did during the
initial stages at New York, the challenges in
terms of permissions and feasibility would be
minimal at these locations.

lnhanna | Aran= 10 AMAr A*E?2 DAA

N W g @ A

Microsoft
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2" Microsoft

Microsoft Teams 4 Search or type a command
16

"L ATl 5G Roll-out Posts Files Wiki Contoso Network Cus... v +

Activity

@ Contoso Company West Region

General
Community

HR Announcements Number of 5G Devices by Locality Willingness to Shift to 5G by Locality o4i

Leadership Review
é Contoso Network Customer Data 5G

New Hire Contoso Telecommunications / 5G Roll-out

Contos

Summer Interns

Contoso Telecommunications

Contoso Customer Data -
California

General
5G Roll-out

Application

Forecast and Analysis Number of Users by Locality

Number of 5G Devices by Locality Willingness to Shift to 5G by Locality

Legal and Compliance
€ontoso

Marketing )

Contoso Customer Data -
California

Quarterly Sales

Number of Users by Locality

Social Media Tracking

SRRY
0y S g . A
Survey and Feedback . . |
) I GrGRNAN ;. /
o San Diego SMAERER) <o w«(:w

Marketing

General CALIFORNID B sy v 90
Research
s
_ Los Argeles
Social Media Trends

San Diego ey
£ XU HERE 2030 Mochen

Targets and Reports

Join or create a team

Facilitate data-driven decisions informed by rich analytical visualizations in Power Bl for Microsoft Teams. The Analyst

offers consumer analysis using Power BI.
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Microsoft Teams Search or type a command

n 5G Roll-out Posts Files Wiki Contoso Network Cust... -+

Johanna Lorenz dited
5G Successfully launched to Los Angeles customers

: ~ v W D o= _ X
@ Contoso Company West Region Hi Contoso Telecommunications, today marks the first day that our customers have access to 5G. (=

o
=

f £ ino thi
Goneral Kudos to you all for making this successful.

. Let’s hope to continue this success across other cities and locations.
Community !
HR Anncuncements R
" e | Johanna Lorenz
Leadership Review

New Hire

Summer Interns

Contoso Telecommunications

General

5G Roll-out
Application Emily Braun Wed
Forecast and Analysis Yay!! 2

Legal and Compliance Megan Bowen

Marketing B Good job, everyone!! (=
Quarterly Sales Pradeep Gupta
Social Media Tracking

Survey and Feedback

Marketing

General

Research

Social Media Trends

Targets and Reports

=

Start a new conversation. Type @ to mention socmeone,

28" Jain o t t % -
20 Join or create a team Ar O G B> Q@ @ o

Send acclaim to your employees and coworkers with Praise. Deliver in a chat, or for wider recognition, send it in a

channel conversation. The team members are praised for their effort.

2" Microsoft

< Post
Contoso Telecommunications / 5G Roll-out

Johanna Lorenz
18 Mar, 5:01 PM

5G Successfully launched to Los Angeles customers

Hi Contoso Telecommunications, today marks the first
day that our customers have access to 5G. &

Kudos to you all for making this successful. -;-“'

Let’s hope to continue this success across other cities
and locations.

‘@ Johanna Lorenz 18 Mar, 5:07 PM @ 3

n Praise

Johanna Lorenz sent praise to

// Emily Braun, Megan Bowen,
Pradeep Gupta

Keep up the good work!

Emily Braun Megan Bowen Pradeep Gupta

| M. You 18 Mar. 5:08 PM

N W g @ A
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Troubleshooting and Repairs
Systems Engineer

Scenario Walkthrough

2" Microsoft

Contoso Media IT team must remain on its toes to troubleshoot issues as they arise. As one of the employees raises alert over
printer access, the Systems Engineer must address it asap. See how he uses the tools and features built in Microsoft Teams to

resolve it.

Receives alert in channel where an employee has raised an issue about printer access.

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 Service Desk ticket in the channel.

How did Microsoft Teams help the Systems Engineer execute his roles and
responsibilities?
 Use Service Desk Plus Cloud to log tickets and initiate a conversation.

* Personal 1:1 and channel conversations to gain clarity on the issue with Files tab to
store documents.

» Seamless meeting calls with screen share right inside Teams.

Which app integrations on
Teams made it possible?

ServiceDesk
Plus Cloud
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2" Microsoft

Microsoft Teams 4 Search or type a command
a

v Teams

Activity

a Your teams

I Contoso Human Resources

Diego Siciliani
Printer Woes

W Hey guys. the printer is acting up since yesterday, and | haven't been able to get it back online. Do we have a service tech we can call?
General Sllapse all
Candidate Correspondence
E h Emily Braun
Calendar Compensation Benefits | have a suggestion.

Employee Referrals
Post

Employee Relations IT Support / Service Strategy
Planning

[ Diego Siciliani
Review i : PARES 1517

Staffing Printer Woes

Training and Development ] ] ] )
Hey guys, the printer is acting up since yesterday, and |
haven't been able to get it back online. Do we have a service

Contoso Company West Region
pany West heg tech we can call?
General

i Emily Braun 15:28
Community lecGu ) y

v : . ) : : . CJ
HR Announcements Hey, please don't do that. | will get Isaiah Langer to help with this. | will raise a ticket here | have a suggestion.

Leadership Review , Diego Siciliani

New Hire h TRANKS

Summer Interns

T Support

General | \ MAKE GIFS AT GIFSOUP.COM

Accessibility
i e , LeeGu 1534 @
Device Management 7 g

Hey, please don't do that. | will get Isaiah Langer to

Service Strategy & M [I []_-,U |] @ help with this. | will raise a ticket here.

Hidden teams

Type a new message

oo

+ . - —
g8 Join or create a team () [on)

A team associate uses channel communication to inform his team about the printer issue. The Systems Engineer gets

an alert as the IT Manager @mentions him for helping the team associate.
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mn Microsoft

Microsoft Teams EA Search or type a command
a

e Recent Contacts E‘-’%" DiegoSiciIiani Chat Files Organization Activity —+
Activity 4

8 e
3:36 PM

A o ; Hi Diego Siciliani
i@: EIJlegu Siciliani 3:48 PM 1€g

w2 (=) Yes, the printer is working fine now.

P Flanner 3/2 - Diego Sicilian F @

& Task “Evacuation Map % Hi lsaiah Langer

Calendar Who 3/19 16:15 % 48

The following people know about finance": 3.37 PM

Could you tell me what's happening with your printer? é Diego Siciliani ([ %

® Offline

Diego Siciliani

Yes, my printer is not working properly since yesterday.

Hi Diego Siciliani
Hi Isaiah Langer

Could you tell me what's happening with your
printer?

Let m e h e I p yo u ! Yes, my printer is not working properly since

yesterday.

Diego Siciliani
Do you want me to bring my laptop to the IT Station to configure the printer? -
-

3:42 PM Let me help you!

Mo. that may not be necessary. We can get on a call to troubleshoot this.
Do you want me to bring my laptop to the IT

Diego Sicilian - . . .
A e Station to configure the printer?
Thanks for all the help (&

Type a new message

! ¢ 0 ®

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

The Systems Engineer quickly reaches out to the employee using 1.1 chat.
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Microsoft

Microsoft Teams Search or type a command

09:27 wial AP | ‘

Diego Siciliani oo+
< 00:59 a <O

w§

Diego Siciliani

Diego Sidiliani

1:1 chat conversations can turn into a call, according to the participants' convenience. The Systems Engineer and the
employee opt for a call to troubleshoot the issue.
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2" Microsoft

Microsoft Teams 3 Search or type a command

ﬂ Service Strategy Posts Files Wiki Tickets v -+

0 Contoso Sign out
I Contoso Human Resources .

General

All Requests + New Custom
m Candidate Correspondence

e Compensation Benefits New Incident Edit Delete Pick Up Close Merge Link Requests Assign pwing Last 3 © 48

Subject Requester Name

- Diego Siciliani
Emily Braun ti Fernandes - ® offline 0 %

Employee Referrals
Employee Relations
Planning

FILES MORE

Review

Staffing . T Y B R e e _ Let me help you!

Training and Development

Do you want me to bring my laptop to the IT

Contoso Company West Region } ) .
Station to configure the printer?

General
el No, that may not be necessary. We can get on
HR Announcements a call to troubleshoot this.

Leadership Review

New Hire Thanks for all the help

Summer Interns

You're welcome. Should | close the ticket
IT Support . now?

General

Last read
Accessibility

Device Management Today 15:48

Service Strategy ] ] o
Yes, the printer is working fine now.

Tabs in Microsoft Teams allow you to display rich and interactive web content to your team. The Crisis Coordinator

posts a visual summary of the results in the pinned tab.
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HumMan Resources

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

Human Resources 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

Forms Power Bl Lucidchart Trello Shifts MURAL

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

« Channel tabs for everyone to stay on the same page m u .
) §
* Protectively collaborate with teammates on multiple -
projects from within a single environment Smartsheet Presentations Teamwork — Adobe Tasks by Communities
Al Sign Planner
and To Do
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Meet -

‘he Business
Human Resources

Decision Makers

Hiring and Training
Manager

"Hiring and induction programs for new

employees are core functions of my job.

We want to attract the best talent at
Contoso.”

Create induction programs for new
hires

Counsel managers on candidate
selection

Present training programs

Maintain job requirements and job
descriptions for all positions

2" Microsoft

N/

Client Servicing Executive

"If people know you'll go to any lengths
for your client, they're less likely to play

games with you."

Collaborate with the relevant
departments to better address
client needs

Demonstrate excellent
communication and problem-
solving skills at all times

Cultivate solid relationships with
clients

Director

"Diversity means including people with
different perspectives, different experiences,
different opinions and perhaps different

working styles or expectations.”

 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
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Meet the Business Decision Makers

Human

Resources

Human Resources Manager

‘| believe the work environment should
be a safe and conducive space to do

one'’s best.”

« Develop and implement HR
initiatives aligned with overall
business strategy

« Oversee an organization’s
recruitment, interview, selection,
and hiring processes

« Bridge management and employee
relations by addressing demands,
grievances or other issues

2" Microsoft
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 lalent Acquisition
Hiring and Training Manager

Scenario Walkthrough

2" Microsoft

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 and Training Manager uses Teams to expedite and automate the lengthy hiring and HR process.

Creates an exclusive team and channels to shortlist resumes and candidates for different job functions.

Uses Tasks by Planner and To Do to assign 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 pins a OneNote tab with interview questions for candidates.

Uses Disco to reward the HR Manager for helping him to shortlist the candidate.

How did Microsoft Teams help the Hiring & Training Manager execute his
roles and responsibilities?

Collaborative documentation through established channels using Office applications like
Word.

Hold seamless calls and conferences and share screens with enterprise security.
Co-author shared information with your team members within a channel with OneNote.

Assign, monitor and execute tasks within Microsoft Teams using Tasks by Planner and To
Do.

Recognize employees by giving them compliments using Disco.

Which app integrations on
Teams made it possible?

Word OneNote

Tasks by Planner DISCO
and To Do




Human Resources — Talent Acquisition

2" Microsoft

Microsoft Teams E4 Search or type a command

Teams e Employee referrals Posts Files Wiki Interview Ques.. @) Candidate Ope.. (@ +

four teams s Lee Gu Wednesday 11:55 AM

Review Intern Applications

rvin Sayers and Isaiah Langer, here are the resumes of the potential candidates for the media internship. We will scan their resumes and
discuss if they are the right fit. Their resumes are attached here for your reference,

Accessibility

Device Management @ Alison Pope.docx Annette Mercer.doex

Service Strategy
Christie Cline.docx Chrystal Tran.docx é Post

Contoso Human Resource / Employee referrals
Contoso Media

General

Enrico Cateneo.docx Job Roles and Responsibilities.docx 3 You
¢ 1:01 18 Mar, 11:55

Contoso - Fabrikam Contract Review Intern Applications

Jonathan Storm.docx
Human Resources

Irvin Sayers and Isaiah Langer, here are the resumes of the
potential candidates for the media internship. We will scan
their resumes and discuss if they are the right fit. Their
General ‘i Isaiah Langer resumes are attached here for your reference.

Great, | will go through them. Thank you!

e
L

Contoso Human Resource ollapse all

Employee referrals

. @] Irvin Sayers Annette Mercer.docx
Planning i )
17.59 KB

Enrico Cateneo.docx
17.58 KB

Christie Cline.docx
17.59 KB

Job Roles and Responsibilities.docx
17.56 KB

Chrystal Tran.docx
27.44 KB

Alison Pope.docx
17.56 KB

Start a new conversation. Type @ to mention someone.

25" Join or create a team ,@y & ::“ [E] =] @1 ,1[ o} b @

The Hiring and Training 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.
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'S

Activity

Chrystal Tran.docx

File

Home Insert Layout

Search or type a command

& Tell me what you want to do

References

v Plv < |Calibri (Body)

v|11 v‘ A

Review View Help Table

A B I g .ﬁ\/£v}f—\'@

CT

OBJECTIVE

To get real life experience in the corporate
environment while worlang alongside
clients.

SKILLS

I'm a go-getter with a diligent work ethic. I
strive to meet client demands while
providing a worthwhile solution.

. —
wew — A

CHRYSTAL TRAN

GRAPHIC DESIGN | CTRAN.COM

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
wvarious 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 media accounts and
oversee digital awareness.

[ Comments | [=] Conversation

L Find v

2" Microsoft

é Chrystal Tran.docx

O

CT
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.

CHRYSTAL TRAN
GRAPHIC DESIGN | CTRAN.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 media accounts and oversee

Microsoft Teams makes it easy to share files within channels. If the files are Word, Excel, or PowerPoint files, your
colleagues can even view, edit and collaborate on the files right within Teams, thanks to deeply integrated Office 365

Services.

digital awareness.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams e Employee referrals Posts Files Wiki Interview Ques.. @) Candidate Ope.. (@ +

Your teams i Lee Gu Wednesday 12:42 PM
“Wl's | Narrowing Down Candidates
Let us get on a call to finalize potential candidates for the media internship.

Collapse all

Accessibility £4  Meeting ended: 4m 12s

Device Management R ST R
%. ee bu Wednesday 1.07 PM Edite

saiah Langer and Irvin Sayers, | am sharing the list of candidates who have been shortlisted for interviews during our meeting
today.

Contoso Media Christie Cline

Allison Pope 1y You 18Mar13:07

Jonathan Storm

Service Strategy
& Post

Contoso Human Resource / Employee referrals

General ) . ) )
Isaiah Langer and Irvin Sayers, | am sharing the list of

Contoso - Fabrikam Contract Annette Mercer candidates who have been shortlisted for interviews
Chrystal Tran during our meeting today.
°

Christie Cline

Human Resources

Contoso Human Resource | have assigned them to their respective roles under the pinned planner tab - Candidate Open Raole.

General ® Allison Pope

Employee referrals ® Jonathan Storm

Irvin Sayers

Plannin
9 ® Annette Mercer

\. ® Chrystal Tran
S \

»

\‘_’ | have assigned them to their respective roles under
\ the pinned planner tab - Candidate Open Role.

Irvin Sayers 18 Mar, 13:08

Lee Gu Wednesday 2:34 PM  Edited
The interview questions have been added to a OneNote tab here for your quick reference. Feel free to utilize and modify them as
per requirement.

Start a new conversation. Type @ to mention someone.

25" Join or create a team ,@y & ::“ [E] =] @1 o} b @

Meetings can either be scheduled or triggered instantly using the Meet Now feature. The HR team meets online using

Teams and continues their conversation in the same thread for easy future reference.
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2" Microsoft

Microsoft Teams z Search or type a command

Irvin Sayers
01:58

Irvin Sayers *=* /m )z

Irvin Sayers

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!




Human Resources — Talent Acquisition -
mn Microsoft

Microsoft Teams

Teams Employee referrals Posts Files Wiki Candidate Open Role

- Your teams ~
Cha Group by Bucket

@ X1050 Launch Team
i®

Teams General Interviewing Add new bucket

Design )
Add task
Calendar Digital Assets Web

Go to Market Plan 'y ISV
e . PR Contoso Human Resources

Legal and Compliance = Employee referrals

Web and Social Trends () UX Designer
Copy Writer

APPICants

Contoso Human Resources : Zes 03/29/2021 (7 1

General )
Marketing Intern

03/29/2021 5

Employee referrals
Planning
(0 Copy Writer UX Designer
Hidden teams ) BE lonsthan Storm.dock 03/29/2021 E%

() Marketing Intern

AppILants

+ Add a task
Join or create 3 team

Tasks by Planner and To Do in Teams helps the Hiring and Training Manager break down his tasks efficiently and assign

stakeholders for each task, without having to leave the Teams environment.
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Microsoft Teams 4 Search or type a command

Teams Employee referrals Posts Files Wiki Interview Questions - Candidate Open Role

Your teams

Accessibility
Device Management

Service Strategy

Contoso Media

General
Contoso - Fabrikam Contract

Human Resources

Contoso Human Resource

General
Employee referrals

Planning

+ -
28 Join or create a team

Open in browser

U 2v Av ¥ A

Interview Questions

Questions about yourself:

Tell me about yourself.

Why did you choose to do X course?

Which part of the course did you enjoy the most?

What are your strengths?

What would you consider as your weakness?

What do you think is your greatest achievement till date?

Questions about the job/suitability for the role:

Why are you interested in working here?

Which aspect of the job interests you the most?

&

Interview Questions

Wednesday, March 18, 2020 7:15 AM

Questions about yourself:

Tell me about yourself.
Why did you choose to do X course?

Which part of the course did you enjoy the
most?

What are your strengths?

What would you consider as your
weakness?

What do you think is your greatest
achievement till date?

Questions about the job/suitability for the
role:

Why are you interested in working here?

Which aspect of the job interests you the
most?

Add a OneNote tab to your channel in Microsoft Teams and use it as a shared space for notes among team members.

The Hiring and Training Manager uses it to save interview questions for candidates.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams i Employee referrals Posts Files Wiki Interview Questions Candidate Open Role

Your teams § Lee Gu Wednesday 2:36 PM  Edited
Welcoming A New Member
Hi Contoso Human Resource,

Please welcome our new employee Alison Pope. He has joined the city reporting team and will be working on the Education beat. Here is

Accessibility wishing him all the very best in this new journey and locking forward to his meaningful contribution to the company.

Device Management Collapse all

Service Strategy - R

ﬁ . Lee Gu Wednesday 249 PM  Edited < Employee referrals
! saiah Langer please assist him on the onboarding process. Contoso Human Resource
Contoso Media

General & Reply POSTS

Contoso - Fabrikam Contract . You
g
. VR .
Human Resources R Disco e oM tese

Welcoming A New Member

Contoso Human Resource kudos Irvin and Isaiah!
Hi Contoso Human Resource,

General From Lee
Please welcome our new employee Alison Pope. He has
joined the city reporting team and will be working on the
Education beat. Here is wishing him all the very best in
1 reaction this new journey and looking forward to his meaningful

contribution to the company.

Employee referrals would also like to thank Isaiah Langer and Irvin Sayers for

. assisting me to close this position faster than expected.
Planning =

Pin Disco
See more

Irvin Sayers

You 18 Mar, 14:49 V4

Isaiah Langer please assist him on the onboarding
process.

You 18 Mar, 14:51

Start a new conversation. Type @ to mention someone. 7 7n.\ Disco
L}
;418 Mar, 14:50
oot o P == = [, ) g
%" Join or create a team A 0 OB B & 9 b O

Build strong cultures, celebrate employee achievements, and reinforce their core values, all without having to leave

Teams using the integrated Disco app. The Hiring and Training Manager appreciates efforts by his associates.
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2" Microsoft
New Employee Training
% Client Servicing Executive

Scenario Walkthrough

Joining a new organization and understanding the workflow and processes can be a little challenging in the beginning. The
new employee can easily go through the onboarding process with the ease of all the varied applications available on Microsoft
Teams to welcome the employee in the organization.

* Receives an Invitation for onboarding.

* Logs in and completes the onboarding process.

* Receives a welcome message from the Manager.

* Follows the link and downloads the Teams app on Phone.

* Gets on a call with the team to understand the workflow.

« Completes the entire training program with the help of the Manager.

« Views the message that was broadcasted to the entire team regarding precautionary measures via Dynamic Signal.

How did Microsoft Teams help the Client Servicing Executive to execute Which app integrations on
her roles and responsibilities? Teams made it possible?
« Stay up to date on company events, manage attendance and get to know co-workers

using Hibob. D
* Access training documents through a dedicated Files tab. - . u
» Broadcast content from your community to your organization with Dynamic Signal. PowerPoint Déganr;ic Hibob
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Microsoft

Microsoft Teams Search or type a command

Teams e Human Resources Posis Files Wiki -+

Activity

H Your teams 3 Lee Gu
Contoso Media '%" New Employee Training Material
i Welcome onboard Joni Sherman and Debra Berger. As you acclimatize to your new environment, | am sure you will have a bundle of questions

General about your new workplace.

Contoso - Fabrikam Contract To make sure you have everything you need during this time, we have a few resources in this channel that can help you. Please go through them

E at your convenience — you can even download then Teams app on your phone and access this material amywhere you are comfortable.
Calendar Human Resources 1018 @

G Code of Conduct.pptx
Clients and Services ven ContosoMedia » Human Resource é Post
Contoso Media / Human Resources

General Collapse 2

Legal Joni Sherman (Guest) 3/13 251 PM [ LeeGu
. | %4 13 Mar, 3:37 pm
Updates Thank you. Can you help me with downloading Teams on my phone?

New Employee Training Material
. ) ) . LeeGu
Business Development *%‘" Sure, just follow the below mentioned link and follow the steps. Welcome onboard Joni Sherman and Debra Berger. As you
Ganeral URL: https://support.office.com/en-us/article/download-the-mobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23dch acclimatize to your new environment, | am sure you will have
: Let me know if you run into any issues. a bundle of questions about your new workplace.

Central BD Region To make sure you have everything you need during this time,

Joni Sherman (Guest) 3/13 3:53 PM we have a few resources in this channel that can help you.
) @ This helps a lot! Thanks a ton(@) Please go through them at your convenience — you can even
Northwest BD Region download then Teams app on your phone and access this
Pipeline @ Debra Berger material anywhere you are comfortable.

Leadership Team

Southwest BD Region
m Code of Conduct.pptx

RFP Response - Client X Intrane... 205.86 KB

THANK YOU

- . Yo! 13 Mar, 3:51 pm
Formal Response Materials " 2

Thank you. Can you help me with downloading Teams

Opportunity
on my phone?

Oral Stage

LeeGu 13 Mar, 3:52 pm V4
Hidden teams ) ) )
Sure, just follow the below mentioned link and follow

« Reply

Start a new conversation. Type @ to mention someone.

M@ 2 @ A 9

25" Join or create a team ; A, & @ @ [ ca = ¢

@mention a person, channel or team to make sure your message reaches the relevant personnel. The Hiring and

Training Manager welcomes new members and shares relevant files in the channel conversation.
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2" Microsoft

Code of Conduct.pptx E4 Search or type a command

Home Insert Draw Design Transitions Animations Slide Show eview View ¢ Tell me what you want to do

Activity

8 New Slide ‘ ‘ | g

&

CODE OF

medi

é Code of Conduct.pptx

CODE OF
CONDUCT

CODE OF
CONDUCT

CcCoOntoso “”

Help Improve Office == Notes | [E

Store and share important files within a dedicated, cloud-enabled repository with Files. Training documents such as the

PowerPoint containing code of conduct among other things are housed here for the team’s easy access.
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Microsoft

Microsoft Teams Search or type a command

Teams e Human Resources Posis Files Wiki -+

Activity

a Your teams 1\ Lee Gu
u aIms | -
"W Training Doc Walkthrough
wes I am scheduling a sync up call later today to walk you through the training documents.
uge
Routine Sync Up

Contoso - Fabrikam Contract Y. 13, sl

E ~
L

Calendar Human Resources

ollapse all
@« Routine Sync Up started

k C Clients and Services Post
% Debra Berger Contoso Media / Human Resources

General
‘ Legal Routine Sync Up

P E R FECT| Friday, 13 March 2020 @ 4:00 PM
Updates . .

- : Scheduled by Lee Gu
General - n -

Business Development

Central ED Region

) Routine Sync Up started
Leadership Team

Morthwest BD Region

S Debra Berger 13 Mar, 3:59 PM
ipeline

Joni Sherman (Guest) 3/13 £:00 PM

Works, thanks Lee Gu. | PERFECTI

RFF Response - Client X Intrane..  ses ml Meeting ended: 17m 34s

Southwest BD Region

General Joni Sherman (Guest) 3/13 418 PM
Thank you for taking your time out to give us a better understanding of your brand. @&

Formal Response Materials

Opportunity Debra Berger

Yes, that was a great meeting Lee Gu. ' &
Oral Stage

Lee Gu

Hidden teams My Pleasure, feel free to reach out over teams in case you have any questions.
SN teams You 13 Mar, 4:00 PM

Works. thanks Lee Gu.

Also, make sure you check out the message that we broadcasted regarding the precautionary measures that Contoso is taking due to the
recent COVID-19 outbreak.

Start a new conversation. Type @ to mention someone.

B @ & @ Ay e

25" Join or create a team ,&_':.y & .\-_'_-:. [J] =] D”_q [1[ 0

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.
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x Routine Sync Up Chat Details Meeting notes  Whiteboard

Activity

H -+ Add to calendar Tracking

s [ March 13, 2020 4:00 PM - 4:30 PM % ;ff-lajl-‘e,-

22" [ ﬂ Contoso Media » Human Resources
Calendar @' Debra Berger
i Unknown
Human Resources

% Joni Sherman (Guest) Contoso Media

I am scheduling a sync up call later today to walk you through the training documents. Unknown

DETAILS

Routine Sync Up
Friday, 13 March 2020

Join Microsoft Teams Meeting 4:00 pm - 4:30 pm
& +1872-242-7651 (Toll)

72-242-7651 United States, Chicage (Toll)

Conference ID: 139 572 985# )

ocal numbers | Reset PIN | Learn more about Teams | Meeting options

| am scheduling a sync up call later today to walk you
through the training documents. Join Microsoft Teams
Meeting +1 872-242-7651 United States, Chi See more

SHARED TO CHANNEL

Human Resources
™M )
Contoso Media

PARTICIPANTS (3)

, LeeGu
"\ " Organiser
| Debra Berger
20 Unknown

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Scheduling

Assistant feature suggests times that are optimal for all attendees.
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Microsoft Teams 4 Search or type a command

Chat Recent Contacts @ Hibob chat About

Activity

2
a Recent ) B i
Chat y using Hibob, you agree to the Terms of use anc
Hibob

Sent a card

- @
uge
Teams

: e Invitation to bob
Calendar » Planner . o o ®) 11(12 ) n
i Task "Relationship Management” You've been invited to join bob by Lee Gu

lcebreaker

Sent a card Hibob

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

17 March 17:52

Invitation to bob
You've been invited to join bob by Lee Gu

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!

Type your guestions here

b © @ B

Use Hibob and personalize onboarding to fuel a sense of belonging from day one. The new employee gets an

invitation for onboarding through Hibob.
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Microsoft Teams

A Search or type a command

= Dynamic Signal Public News Feed Settings FAQs About

Activity

=l e them digitally transform and
— empower the people who make the
o game of football great—the
coaches, players, officials, and fans.
: The post Empowering the NFL with
=] A e : : . Microsoft Surface and Microsoft

Calendar

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
Blog.

www.microsoft.com

Earn 15 Points

Microsoft Office 365 and
Dynamics 365 now available
from new German

Earn 15 Points

New Cortana experience
coming to Windows 10
helps you achieve more
with less effort

Announcing an updated Cortana
experience in Windows 10 to
enhance your productivity in
Microsoft 365. The post New
Cortana experience coming to
Windows 10 helps you achieve
more with less effort appeared first
on Microsoft 365 Blog.
www.microsoft.com

Feb 28, 2020

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,
interact with apps in more ways,
and customize their productivity
experiences. The post Improve
collaboration across apps and
customize experiences—here's
what's new to Microsoft 365 in
www.microsoft.com

Feb 27, 2020

www.microsoft.com

Earn 15 Points

Updated ThinkPad laptop
portfolio provides a smarter
workforce experience

The latest additions to Lenovo's
ThinkPad portfolio are designed to
provide a smarter workforce
experience. The post Updated
ThinkPad laptop portfolio provides
a smarter workforce experience
appeared first on Microsoft 365
Blog.

www.microsoft.com

Feb 24, 2020

1 Like

Dynamic Signal provides a news feed of content that lives inside of Microsoft Teams. The Client Servicing Executive

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
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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 the hiring process. The leadership team spearheads the task by collaborating with HR associates.

Posts message in HR hiring channel requesting an analysis of hiring trends, diversity efforts, and attrition data.

Responds to queries and replies from Human Resources Associates on his 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 Microsoft Teams Help the Director to execute his roles and Which app integrations on
responsibilities? 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
notifications. dl

« Utilize Power Bl to compile and review data in a highly visual format. . N
ower
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Microso

Microsoft Teams Search or type a command

Teams T I Review Posts Files Wiki Recruitment Dashboard —+ @ Team

Activity

H Your teams ! Mestor Wilke 3/18 5:09 PM
Annual Internal Review

I Contoso Human Resources )
Hi Contoso Human Resources,

uge
General ) ) . i o
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
E Candidate Correspondence the essential parameters of the audit is to examine our hiring trends to ensure we stay true to our core hiring principal - equal opportunity
Cadoiatn Compensation Benefits employer. Please complete analysis of our hiring trends over the past year, together with an analysis of attrition. I'd like to have this report by the

~ end of this week. Let me know who the process owner will be for the same.
Employee Referrals

< Post
Employee Relations See less Contoso Human Resources / Review

Planning ollapse P N

- £ You
Review ) bl amen o 18 Mar, 5:09 pm

Staffing rvin Sayers, this is your terrain. Can you put together the analysis, please? Annual Internal Review

Training and Development S Hi Contoso Human Resources,
Sure, | will have it done. Just one question Nestor Wilke. Do | do a cumulative analysis, or shall | keep the two parameters separate?
Hidden teams As part of our internal review, there are a host of parameters
Nestor Wilke 3/18 5:12 PM we examine to be sure we work towards our business goals
rvin Sayers, As far as they are well defined, 'm good with one report too. and objectives. One of the essential parameters of the audit is
to examine our hiring trends to ensure we stay true to our core
Irvin Sayers hiring principal - equal opportunity employer. Please complete
- analysis of our hiring trends over the past year, together with
an analysis of attrition. I'd like to have this report by the end of
this week. Let me know who the process owner will be for the
same.

@ ' Isaiah Langer 18 Mar, 5:10 pm

Irvin Sayers, this is your terrain. Can you put together
the analysis, please?

Irvin Sayers 18 Mar, 5:10 pm @

Sure, | will have it done. Just one question Nestor
Wilke. Do | do a cumulative analysis, or shall | keep the
two parameters separate?

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

" Join or create a team A, & @ [ F v = g

Channels facilitate instant group communication. Team members stay in the know and can share information directly in

the conversation thread to accelerate decision making.
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2" Microsoft

Microsoft Teams Search or type a command

Teams T I Review Posts Files Wiki Recruitment Dashboard —+ @ Team

Activity

H Your teams Irvin Sayers @
4L Diversity and Attrition Data
D Contoso Human Resources Hi Nestor Wilke, here is the report Recruitment Dashboard you asked. | hope it covers all the parameters that you were looking to analyze. Please
e reach out to me for any edits.
General

E Candidate Correspondence

Calendar Compensation Benefits

Emol Ref | Mestor Wilke 3/18 5:20 PM
mplayee reterrals I'm reviewing these reports and couldn’t be happier with what | am seeing! Thank you for the guick turnaround time on this Irvin Sayers. é Post

Employee Relations | do have a few points that | think we should integrate into our existing diversity efforts. Contoso Human Resources / Review

Plannin . - - . -
lanning 1. Deploy a committee to examine instances of unconscious bias or prejudice. ml Irvin Sayers
Review 2. Host one annual event that is diversity-related and promotes it. i .v 18 Mar, 17:19

3. Include diversity as an essential parameter in the feedback form for employees.

Staffing Diversity and Attrition Data

Training and Development . . . .
g P Hi Nestor Wilke, here is the report Recruitment Dashboard

you asked. | hope it covers all the parameters that you were

looking to analyze. Please reach out to me for any edits.

Isaiah Langer

Hidden teams Happy to report point 2 is already in progress Nestor Wilke. We have scheduled promotions and celebrations for a civil awareness day in

the LGBT community coming up next month. And now this gives us more reason to upgrade our budget.
.

£ You 18 Mar, 17:20
Nestor Wilke 3/13 5:21 PM I'm reviewing these reports and couldn’t be happier
50 happy to know that we are on the same page! with what | am seeing! Thank you for the quick
s turnaround time on this Irvin Sayers. | 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.
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.

@ I Isaiah Langer 18 Mar, 17:20 @
=e

Happy to report point 2 is already in progress
Nestor Wilke. We have scheduled promotions and

Start a new conversation. Type @ to mention someone.

N W ¢ @ A

" Join or create a team A, & @ [ F v = g

Tabs let the team work directly with tools and data, and have conversations about the tools and data, all within

the context of the channel or chat. An HR associate pins the report in a tab for discussion.
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mn Microsoft

Microsoft Teams EA Search or type a command

Teams T I Review Posts Files Wiki Recruitment Dashboa... ~ +

Your teams
MNew Hire Count New Hire SPLY
I Contoso Human Resources
[ BE & count @ne

General

Candidate Correspondence New Hire Yo by Age Group

Compensation Benefits £ 20 SR R— s : 0 ® AR
Employee Referrals : 10 = < New Hire Count New Hire SPLY J @)
Employee Relations g W 5/4/2020, 11:49:05 pm
Planning E =
. g, i ®new hire count @new hire supply
Review & =
2,500
Staffing :
Training and Development =
Hiddan teams ) '

1 and new hire

new hire c

new hire count and new hire supply

i ‘ . New Hire Count By Ge '
New Hire Count By Month and Employment Type Active YOY % Change by Month ew Hire Lount By bender
@70 ime @ T :
0 i"

\e&\\@\x \Q\\\ 2\‘(\,(\ VQ\ “\a\\ \&\ \\5\\\ \ga
Q

e &
e <<\°

<<\ X
\Q C
07!

Month

+ -
8 Join or create a team

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The HR
associates present their data to the Director using a Power Bl dashboard.
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New Health Benefits for Employees and On-site Workers
HR Manager

=

|

i
A,

Scenario Walkthrough

Contoso feels that its employees and on-site workers are its biggest assets. They firmly believe that people on the field should
be given exclusive perks and benefits to encourage them for better performance. The HR manager works with the hiring team
using Microsoft Teams to identify new benefits for these employees.

Schedules a meeting to discuss the perks that can be offered to improve the employee experience.

Collects responses from employees with a survey employing Forms.

Reviews an analysis shared by the Finance Manager using Excel.

Sends out a company-wide announcement about the new health benefits via Communities.

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

Y
» OneNote acts as a shared notebook among team members to highlight features and . - -

comparisons between products. Communities  Excel Forms

* Excel to share important statistics for decision making right within Microsoft Teams.

« Forms enable gathering immediate responses from team members to support a new
project.

» Drive engagement in your organization through Communities.
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2" Microsoft

Microsoft Teams E4 Search or type a command

Teams e D General Posis Files Wiki +

Activity

a‘ Marketing

k=, I Isaiah Langer 3/19 12:11 PM
Chat @

Quarterly Sales New Benefits for Employees
‘i'e Social Media Tracking Hi, I was going through the perks and benefits given to employees in the media industry. Looking at the data, | hold the opinion that we should
i _ extend some more benefits to our employees. This will help to boost their morale. | am scheduling a meeting here to discuss this with all of you.
Survey and Feedback
E . Company Perks
Calendsar Contoso Company West Region Thursday, March 19, 2020 @ 12:15 PM

General Collapse all

Post

Community Contoso Human Resources / General

0¢  Company Perks ended: 31m 58s

HR Announcements
-Ci | Isaiah Langer 3/19 12:44 PM Company Perks

Good call team. Thanks to everyone who participated in the discussion. (2 Thursday, 19 March 2020 @ 12:15 PM
g

Scheduled by you

Leadership Review
Mew Hire

Irvin Sayers

Great information, Isaiah Langer. Thanks for sharing this with us!

Summer Interns

T Support Lidia Holloway

As discussed, we can offer free meals to employees and introduce family care programs. We can also reward the best performers with
some exclusive perks.

General Meeting ended 31 min 58 sec

Accessibility

Device Management La Isaiah Langer 3/19 12:47 PM 1

Service Strategy Rightly captured, Lidia Holloway. §72 Please help me out with collating the keys points well so that our colleagues can make an informed
decision. s} You 19 Mar, 12:44 PM

Contoso Human Resources " Good call team. Thanks to everyone who
Lidia Holloway participated in the discussion.

General

Candidate Correspondence Irvin Sayers 19 Mar, 12:45 PM @ -

Compensation Benefits Great information, Isaiah Langer. Thanks for

_ sharing this with us!
Employee referrals r 9
- . 1
Employee Relations '
Dlannin
lanning Lidia Holloway 19 Mar, 12:46 PM PZaRTy
Review As discussed, we can offer free meals to

B B e S D e B e D PR

Staffing

Training and Development . .
Start a new conversation. Type @ to mention someone.

s B @ 2 @ A e 0

25" Join or create a team ,&_':.y & ) [J] =] D”_q B 0

W= 1

Get started with conversations to gain your team'’s perspective on trends you see within the organization. Teams

provides both a communication platform as well as a community to engage and talk to employees.
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2" Microsoft

Microsoft Teams EA Search or type a command
a
i Company Perks Chat Details Scheduling Assistant  Meeting notes ~ Whiteboard
ACtvity

* Cancel meeting Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi Meeting options Tracking

& Company Perks % | saiah Langer

Organizer

i el -
= 'g Lidia Holloway > l{, Irvin Sayers > g.‘g?‘ Diego Siciliani + Optiona

Lidia Holloway
Unknown
)  Mar19, 2020 12115 PM Mar 19, 2020 3 All day o & Post
nIn >ayers
Unknown

Contoso Human Resources / General

Suggested: No suggestions available

B% Diego Siciliani CHA DETAILS

Does not repeat
P Unknown

Company Perks
Thursday, 19 March 2020
12:15 pm - 12:45 pm
& +1872-242-7651 (Toll)

B /7 U & A M Paragraph ~ T, = = i ‘e

I am scheduling a meeting here to discuss this with all of you. ) ) . o
| am scheduling a meeting here to discuss this with all

of you. Join Microsoft Teams Meeting +1
872-242-7651 (Toll) Conference ID: 701 028 See more

SHARED TO CHANNEL

Join Microsoft Teams Meeting O

General

+1872-242-7651 (Toll)

Contoso Human Resources

Conference ID: 701 028 647#
PARTICIPANTS (4)

= Isaiah Langer
i

Organiser

Local numbers | Reset PIN | Learn more about Teams | Mesting options

Diego Siciliani

Unknown

Irvin Sayers

When the HR Manager creates a meeting invite, he can use the native scheduling calendar to check for optimal

meeting time for all attendees.
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2" Microsoft

Microsoft Teams Search or type a command

Teams T D Planning Posts Files Wiki Employee Survey Employees Reward Plan @ Org

Activity

__a Your teams IF@ I Isaiah Langer 3/1912:52 PM  Edited =
_ & Employee Survey on New Plans and Benefits
@ Contoso Company West Region ) :
i Hi Planning,
General
I am sharing a survey for our employees, which would help to decide on the new plans and benefits. Irvin Sayers, please assist in collecting

Community responses in the form shared here - Survey

ralanda R A
Calendar HR Announcements - ) . " n

Leadership Review

< Post
Mew Hire ilapse Contoso Human Resources / Planning

Summer Interns Irvin Sayers
. - ! o You
Sounds great Isaiah Langer. | was also looking forward to this, as employee opinions matter the most. @ I 1o var 1252
ar, .
0O

Employee Survey on New Plans and Benefits

T Support

General @ I Isaiah Langer 3/1912:53 PM Edited

Accessibility Hi Planning,
Device Management | am sharing a survey for our employees, which would help
to decide on the new plans and benefits. Irvin Sayers, please

Service Strategy . . .
assist in collecting responses in the form shared here - Survey
Contoso Human Resources
Irvin Sayers 19 Mar, 12:52 @ 3
General ) ]
Sounds great Isaiah Langer. | was also looking forward

Candidate Correspondence to this, as employee opinions matter the most.

Compensation Benefits YOU'RE ABS LUTELY RIGHT

Employee referrals & ] You 19Mar12:53

Employee Relations « Reply

Planning
Lidia Holloway Edited Y
Suggestions on Family Care Benefits for Employees 4 -

Staffing I 'am sharing a comparison between two kinds of plans available for family care Also, as we had planned exclusive rewards for the best YOU'RE ABS LUTELY' RIGH1-'

i
REVIeW

Training and Development perfarmers, you can view details of the reward plan here.
Hidden teams m Family Care Centres Plan Comparison.xlsx

Start a new conversation. Type @ to mention someone.

oo

88" Join or create a team A & © [ [ ci = @

Collaborate with your team through channel communications using @mention to tag required personnel and keep
conversations around the topic in a single thread. The HR Manager kickstarts a process to do a survey on new plans
and benefits. 366
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Microsoft Teams

'!' Teams

Activity

Marketing
Quarterly Sales
Social Media Tracking

Survey and Feedback

Contoso Company West Region

General
Community

HR Announcements
Leadership Review
Mew Hire

Summer Interns

T Support

General
Accessibility
Device Management

Service Strategy

Contoso Human Resources

General

Candidate Correspondence
Compensation Benefits
Employee referrals
Employee Relations
Planning

Review

Staffing

Training and Development

+ -
2o Join or create a team

4 Search or type a command

W

D Planning Posts Files Wiki Employee Survey ~ Employees Rew.. @& +

Forms

Questions Responses

Employee Survey On New Plans and Benefits

1. How many Family Members are dependent on you?

Enter your answer

2. Who takes care of your family members in your absence?

Enter your answer

3. Which Employee Benefits Do You Prefer Most?
Free Meals
Performance Rewards
Work From Home Option

Free Holiday Packages

Integrated Forms application within Teams helps systematically gather employee feedback and suggestions.

2" Microsoft

Medi

Employee Survey
Contoso Human Resources / Planning

fa\@lﬁ v

Questions Responses

Employee Survey

1. How many Family members are dependent
on you?

Enter your answer

2. Who takes care of your family members in
your absence?

Enter your answer
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2" Microsoft

Microsoft Teams & Search or type a command

Teams D Planning Posts Files Wiki Employee Survey Employees Reward Plan

Activity

= | - Lidia Holloway Edited
Your teams l

Suggestions on Family Care Benefits for Employees
@ Contoso Company West Region | 'am sharing a comparison between two kinds of plans available for family care Also, as we had planned exclusive rewards for the best

1D . | performers, you can view details of the reward plan here.
Genera

Community m Family Care Centres Plan Comparison.xlsx

Calendar HR Announcements L 3
Leadership Review
é Post
Mew Hire ] Isaiah Langer 3/19 1:02 PN Contoso Human Resources / Planning
Summer Interns This looks great! Let's go for the first option for family care. Diego Siciliani, will this fit into our budget?

:_. Lidia Holloway
Diego Siciliani ‘ A 19 Mar, 13:02
T Support . . . . L '
Yes, this plan can be incorporated into our budget. Let’s go for it!

Suggestions on Family Care Benefits for Employees

General i
Irvin Sayers

| am sharing a comparison between two kinds of plans
available for family care Also, as we had planned exclusive
Device Management rewards for the best performers, you can view details of the
Isaiah Langer 3/19 1:05 PM reward plan here.

Great! Then let's role out the final plan to the employees soon and let them enjoy all the benefits! =

Accessibility ) This reward plan will also encourage employees to give their best.

Service Strategy

Contoso Human Resources wos Family Care Centres Plan Comparison.xlsx
Lidia Holloway 1:55 PM Edited 16.43 KB

General

Candidate Correspondence

- - You 19 Mar, 13:02
Compensation Benefits

This looks great! Let’s go for the first option for family

Employee referrals : el Eshmily sl B
care. Diego Siciliani, will this fit into our budget?

Employee Relations

Planning ] ; A= Diego Siciliani 19 Mar, 13:03

i
REVIeW

Yes, this plan can be incorporated into our budget.
Staffing AR " A Let's go forit! *

Training and Development
Irvin Sayers 19 Mar, 13:04
f ] REP:I'
Hidden teams

Start a new conversation. Type @ to mention someone.

25" Join or create a team ,&_':.y & o [J] =] D”_q [1[ 0

Channel conversations can contain a lot things — conversations, files shared by team members, meeting threads, and

GIFs! Use social features like reacting to team members’ conversations and responses to acknowledge them.
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2" Microsoft

A File Home Insert Data Review View Help  Tell me what you want to do £ Editing ~ [J Comments | | =] Conversation
Activity . ~
I‘/—;" £ Iﬁ R \‘ﬁ; |Ca|'|bri v|‘]‘] v| B EHV <‘|)| v ﬁv 1 an, v |Genera| v| $ o <_US _')Jg ﬁv %v HEHV Z A i?v /L]v é}

Chat QEBO b4 Jg'.'

(L] B
uge

el - Facility Family care Centre A |Family Care Centre B
o Activities of daily living 5400 $450

el - Nutrition 5300/session S400/session
Self Determination Programs 5200 5300
Long term Care Services SS,OUU $7,0UU é Family Care Centres Plan Comparison.xlsx

Health Care Services $3,500 $5,000 A B
Transportation $1,000 51,500 Facility Family care Cent
Personal Care $1200/session $1500/session Activities of daily living $400

fedd

Nutrition $300/sess

Self Determination Programs $200

Long term Care Services $5,000
Health Care Services $3,500
Transportation $1,000
Personal Care $1200/sesq

N = C

[=)

-

[ ST ST 6 N S N S Y T T S 6 .
[¥= Ty} ThoLA e L = WD

Sheet1

Sheetl

The HR Manager uses Excel in Teams to create a budget breakdown and uploads it to the Files tab in the channel for
peer review. The spreadsheet can be pinned as a tab for quick access, while any edits to the file can be carried out
with ease. 369
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Microsoft Teams Q. Search

Teams Announcements FPosts Files Wiki  All Company -

Your teams

Merchandising AC

Safety and Compliance

4 hidden channels

All Company

Contoso Telecommunications

General Conversations About Files Events

C—
of

Roll-out

Application . .
i‘i | Start a discussion
6 hidden channels o

Contoso _J Discussion a Question Q Praise E Poll
General

Announcements

Finance Pinned Conversation

IT Support i% | Isaiah Langer

r A6 PM
4 hidden channels Fri at 2:46 PM

Hello everyone,

As of March 31st, 2021, some important changes are taking place in the company health benefits policy. We're pleased to
General inform the addition of monthly rewards and family care in our health benefits. We will be rolling out more details scon, so
watch this space. If you have any questions or concerns about this change, please write to us at hr@contosc.com and we will be
happy to help.

Contoso Leadership

Feedback

Operations

Press Conferences Y Like [ Comment & Share Be the first to like thid

Rebranding
Training

Hidden teams / Dy.lﬂlji Swearingen Fri at 2247 PM .
This is really helpful. Thank you for this! 5}

85 Join or create 3 team [ &

Yammer communities connect the organization, enabling you to engage with leaders, watch live events, and stay up-
to-date with news and announcements.

2" Microsoft

All Company

Contoso / Announcements

All Company

Conversations About

'@ I Start a discussion

Pinned Conversation

@ I Isaiah Langer Seen by 3
A Fri at 2:46 PM

Hello everyone,

As of March 31st, 2021, some important changes are
taking place in the company health benefits policy. We're
pleased to inform the addition of monthly rewards and
family care in our health benefits. We will be rolling out
more details soon, so watch this space. If you have any
questions or concerns about this change, please write to
us at hr@contoso.com and we will be happy to help.

see less
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