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In this playbook...

=" Microsoft

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.

Strategy

+ Collaborate with Sales &
Marketing

* Analyzing Market Trends to
Perform Better

* Strategizing the Way Forward

Planning

Set Up an Environment to
Collaborate

Cost Estimation and Budget
Planning

Planning Project Timelines and
Resources
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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.

Implementation Meetings &
Coordination
« Managing Reports and Project * Keep a Project Team In Sync
Documents and Well-informed
e Identify High Priority Tasks and « Manage Multiple Meetings with
Unblock Workstreams Fase

 Ensure Efficient Daily Standups
and Project Overview

» (Create Agendas and Record
Meeting Decisions
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Strateqy

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

Project Management Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
« Schedule meetings using synced calendars, or a meet now :

feature
* Participate in instant, open-channel communication Word Excel  PowerPoint  Mentio  Lucidchart  SharePoint

+ Store documents within a cloud-enabled repository using
Files section or channel tabs A Al n H )’/\

» Create and co-author documents, spreadsheets, Zoho Sprints Power Bl Evermote  Acana Calendar CLdos
presentations and more in the cloud with Office 365 BOT Boards

infl -l -
» Help safely collaborate with teammates on multiple

prOJectS from W|th|n a S|ng|e envwonment Approvals Freehand by Zoho Lists Tasks by Workstreams.ai
InVision Projects Planner

and To Do

« Channel tabs for everyone to stay on the same page




Meet the Bl

Project Management

siness Decision Makers

=" Microsoft

Project Manager

‘Being a Project Manager s like being an
artist, you have different colored process
streams combining into a work of art.”

Monitor the progress of work and
assign task to employees

Ensure on time delivery of the
project

Ensure minimum or zero bugs in
the final document

Escalate any risk or delays that can
impact the project

Market Analyst

"If you believe there (s a better way, take
the next step in exploring your potential.”

e Forecast and monitor sales trends

« Gather consumer and competitor
data

* Prepare reports for management

e Utilize statistical software for data
analysis

Project Coordinator

"Make every interaction count,, even the

small ones. They are all relevant.”

Supervise current projects and
coordinate all team members to
keep workflow on track

Manage team goals, project
schedules and new information

Manage paperwork by ensuring all
necessary materials are current,
properly filed and stored
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] Collaborate with Sales & Marketing
\'//*/' Project Manager

Scenario Walkthrough

The newly launched products have been performing exceptionally well, and the company sees the need to seize the
opportunity to increase the marketing spend. The Project Manager needs to communicate with the marketing and sales team
to analyze purchase trends, coordinate the creation of a marketing plan, and send it for approval. Microsoft Teams helps the
Project Manager to seamlessly leverage tools to communicate, analyze, and review all in one platform.

Schedules a channel meeting with the Sales and Marketing team members to discuss the task at hand.

Reviews a dashboard showing the purchase trends for the last quarter using Power Bl.

Reviews the marketing strategy shared by the Marketing Manager using PowerPoint.

Views the ideas shared by the marketing team during their brainstorming session with Lucidchart.

@mentions the Finance Manager and interacts with him to ask for approval on the marketing budget.

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

Hold meetings using Microsoft Teams to keep everyone informed & aligned.

@mention feature helps keep track of essential conversation that requires attention or
response. al

Create and analyze data with rich visual representations using Power BI. . -
Lucidchart ~ PowerPoint ~ Power Bl

Collaborate on diagrams directly in a channel tab using Lucidchart.

Build reports, documents, and presentations online in the cloud with PowerPoint.



Project Management — Collaborate with Sales & Marketing

Microsoft Teams

Teams Marketing Posts Files Wiki Tasks Sales Summary Campaignideas 2 more~ @ Team 21 Meet

Vaur teams Fﬂ| Irvin Sayers 11/15 10:13 AM
E Mark 8 Project Team L | Project Status Review

Hi team, congratulations on the outstanding response we have received on the product launch. | am confident that this will put us in an
General excellent position to expand our marketing budget. We have all the documentation in place, so now. let us start with prioritizing
workstreams. | would need insights into cur combined market trends, capacity, workforce, locations covered, and the marketing strategy
that will be going ahead with.

Announcements

Daily Standup

Desian Megan Bowen is deeply involved with the marketing team for a long time. She will help us ensure a smooth transition and provide us with
o insights with new marketing strategies and outlook towards the market.

Digital Assets Web
Finance

Go to Market Plan
. i ; F18 10:15 AN

Hiring Irvin Sayers 11/18 10:1 .H A

Let's get on a call to discuss more.

deas

Marketing Budget

Marketing Wednesday, November 18, 2020 @ 10:30 AM

Planning
Project Assets Megaln Bowen 11/18 1:17 AM .
Looking forward to the call, Irvin Sayers. (&

Research and Development

Marketing Budget ended: 13m 53s
Strateqgy

Irvin Sayers 11/18 11:49 AM

As discussed, Debra Berger will be sharing a detailed dashboard with purchase trends for the East coast.

1 hidden channel

Contoso Leadership Debra Berger 11/18 11:50 AM

~ Yes! Will be sharing it soon. &
General

Irvin Sayers 11/18 11:51 AM
That's great!
Please feel free to reach out to me if you need any further clarification regarding any of the points that we discussed today.

Budget Review

Meadia

Monthly Reports
Debra Berger 11/18 11:51 AM

Mewsletters Yes, for sure! (&2

Operations
P Irvin Sayers 11/18 11:52 AM

Public Relations Cool. We'll connect soon. See ya!

Hidden teams

[/ New conversation

oo

+ -
ga  Join or create a team

A project status review meeting is scheduled with essential participants in the loop. Scheduling a meeting in the

channel serves as an open invite for other interested team members to participate and offer inputs.

=" Microsoft

é Post

Mark 8 Project Team / Marketing

‘:‘! You
L ¥ 18 Nov,10:13
40

Project Status Review

Hi team, congratulations on the outstanding response we
have received on the product launch. | am confident that this
will put us in an excellent position to expand our marketing
budget. We have all the documentation in place, so now, let us
start with prioritizing workstreams. | would need insights into
our combined market trends, capacity, workforce, locations
covered, and the marketing strategy that will be going ahead
with.

Megan Bowen is deeply involved with the marketing team for
a long time. She will help us ensure a smooth transition and
provide us with insights with new marketing strategies and
outlook towards the market.

“‘ You
io‘ Scheduled a meeting
Marketing Budget
ﬂ 18 Nov 2020 @ 21:00

@ Megan Bowen 18 Nov, 10:17
0
° Reply




Project Management — Collaborate with Sales & Marketing

Microsoft Teams

Marketing Budget Chat Details  Scheduling Assistant

* Cancel meeting

Meeting opticns

Marketing Budget

‘ Debra Berger ., Megan Bowen
¥ Tentative * Tentative

Now 18, 2020 10:30 AM -~ Nov 18, 2020 1: 30m

Suggested: No suggestions available

Does not repeat

Add location

B I U S = A wA Paragraph

Let's get on a call to discuss more.

Microsoft Teams meeting

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

Or call in (audio only)
+1 §72-240-1148,590213360% United States, Chicago
Phone Conference ID; 580 213 360#

Find a local number | Resat PIN

Learn More | Meeting_options

All day

Tracking

{,
i,
)

Irvin Sayers

Organizer

Debra Berger
Unknown

Megan Bowen
Unknown

Hold calls and conferences and share screens with enterprise security. Using the Scheduling Assistant feature, the

Associate can choose an optimal meeting time for all attendees.

=" Microsoft

é Marketing Budget
Mark 8 Project Team / Marketing

DETAILS

Marketing Budget

Wed Nov 18,2020
21:00-21:30

< Share meeting invite

& +1872-240-1148 (Toll) United States

Let's get on a call to discuss more. Microsoft Teams meeting Join
on your computer or mobile app Click here to join the meeting Or
call in (audio only) +1 872-240-1148,590213360%# U See more

Shared to channel

o Mark 8 Project Team
¢ :
Marketing

Participants (3)

Irvin Sayers
Organiser

Debra Berger

lInknawn




Project Management — Collaborate with Sales & Marketing

Microsoft Teams
Teams

Your teams

B Mark & Project Team

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing
Planning

Project Assets
Research and Development
Strateqgy

1 hidden channe

Contoso Leadership

General

Budget Review
Meadia

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

oo

+ .
ga  Join or create a team

Marketing Posts Files Wiki Tasks Sales Summary Campaignideas 2 more~

Debra Berger 11/18 12:01 PM
Power Bl Dashboard

Hi team,

Sharing a Power Bl dashboard with a detailed Sales Summary for the last quarter (June — October 2020).
Please have a lock, Irvin Sayers and Megan Bowen. This should help you draft a marketing strategy for the next month. (&

Foa

b

P &

Irvin Sayers 11/18 12:03 PM
Awesome, Debra Berger!

These stats indeed show our product strength and how well it has performed in the last quarter. Thank you for working on this.

Megan Bowen 11/18 12:04 PM

This is incredibly useful and will help me add more detail to the initial marketing plan.

Thanks, Debra! &

Irvin Sayers 11/18 12:04 PM Edited
Yes, this is put together well,

Debra Berger 11/18 12:06 PM
Thank you, team. Really appreciate your kind words. (&

Megan Bowen 11/18 12:07 PM

I'll start working on the marketing plan and will share it soon.

Irvin Sayers 11/18 12:08 PM Edited
Megan Bowen, that'd be great.
Thank you.

Debra Berger 11/18 1:34 PM
Megan Bowen, excited to see the results!

Megan Bowen 11/18 1:36 PM

Debra Berger (&

&« Reply

[/ New conversation

=" Microsoft

é Post

Mark 8 Project Team / Marketing

%‘ Debra Berger
A 18 Nov, 12:01
'.P-‘I.

Power Bl Dashboard

Hi team,

Sharing a Power Bl dashboard with a detailed Sales Summary
for the last quarter (June — October 2020).

Please have a look, Irvin Sayers and Megan Bowen. This
should help you draft a marketing strategy for the next month.

You 18 Nov, 12:03

Awesome, Debra Berger!

These stats indeed show our product strength and
how well it has performed in the last quarter. Thank
you for working on this.

Megan Bowen 18 Nov, 12:04
This is incredibly useful and will help me add more

detail to the initial marketing plan.
Thanks, Debral

You 18 Nov, 12:04

Reply

The Marketing Manager schedules a meeting in the channel to draft a marketing strategy, roping in relevant team
members to help with budget planning. She uses the @mention feature to call their attention to her post, which also
sends out a notification in their Activity Feed. 9



Project Management — Collaborate with Sales & Marketing - .
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Microsoft Teams
Teams

Your teams

Mark & Project Team

General
Announcements

Daily Stand up Actual margin Target margin Actual Revenue Top 5 accounts 11:32 @ f(, 408

Sales Performance

Design

Country 0 @ app.powerbi.com/groups/23379a19- @

Digital Assets Web : 15.0% 16.0% $824.4M
Finance :

Go to Market Plan Region

Planned vs. actual category mix Actual category mix

Hiring

deas \ariance to target sales
Marketing

Planning

Project Assets

Research and Development . | B8 B . [ | I I I | | l

Strateqgy

Sales Performance
$824.4M
1 hidden channe

Average discount by category Actual margin by category

Contoso Leadership

llllllllll
General

Budget Review — T
Madiz . - ras & Cameorders i Il ;

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

oo

85" Join or create a team ; Pipeline Report Sales Performance Quota Trends Discount Analysis

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The Marketing

Manager can dive into this wealth of analytical data shared using Power BI.
10



Project Management — Collaborate with Sales & Marketing

=" Microsoft

Microsoft Teams

Teams Marketing Posts Files Wiki Tasks Sales Summary Campaignideas 3 more~ @ Team 3¢ Meet

Activity
H Your teams
@ Megan Bowen 11/183:25 PM  Edited 2 @
» Marketing Strategy

Hello team,
Sharing the marketing plan for the coming month along with the required budget. Please have a look and let me know if there is anything
o Announcements that | did not consider. The team has also put together some ideas for the marketing timeline and launch event here - Brainstorm

Calendar Daily Standup

_ Cc: Irvin Sayers
Design

é Post

Digital Assets Web Mark 8 Project Team / Marketing

Finance . Marketing Strategy.pptx

i Mark8ProjectTeam > Marketing Megan Bowen
Go to Market Plan 18 Nov, 15:25
-

Hiring Marketing Strategy
deas Irvin Sayers 11/18 3:26 PM
This is perfect, Megan Bowen. (& Hello team,

. | believe this plan will significantly help us make excellent progress. | am excited to work on this. Sharing .the marketing plan for the coming month along W.Ith
Planning the required budget. Please have a look and let me know if

) Debra Berger 11/18 3:27 PM there is anything that | did not consider. The team has also
put together some ideas for the marketing timeline and launch
event here - Brainstorm

Marketing

Project Assets i .
Yes, totally agree with you, Irvin Sayers.

R _, Devels a - :
Research and Development Megan Bowen, this is genius. Well done!

Strategy .
& Megan Bowen 11/18 3:28 BM Cc: Irvin Sayers

1 hidden channe Thank you, Debra B

erger and Irvin Sayers.

: " 1718 2:20 PM .
Contoso Leadership lfw”_ S‘?}efs B ) ) [P Marketing Strategy.pptx
Christie Cline, could you please provide approval on this?
General
Christie Cline 11/18 3:35 PM
Budget Review "0 lrvin Sayers, Megan Bowen, these look quite promising.

Madia You all have done a great job of putting these strategies together. | will have a word with the Analyst and let you know. voul 18 Nov 1526
Monthly Reports This is perfect, Megan Bowen. ‘=
Mewsletters %'" : Irvin Sayers 11/18 3:35 PM o | believe this plan will significantly help us make
1 Perfect. Thank you so much, Christie Cline. (& excellent progress. | am excited to work on this.
Operaticns
&« Reply
Public Relations
Mowvemher 19 2020

Hidden teams

+ -
g8 Join or create a team

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.
11



Project Management — Collaborate with Sales & Marketing - .
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e i

7
A n . i :
= Teams e Marketlng Posts Files Wiki Sales Summary Brainstorm ~~ 6 more (&) ~ —+ E] U g oees O Meet v

Activity

Your teams

Edit Select View Insert Arrange Help @&  What's New @Saved |_?_| Elpresent v @

- Liberation Sans v - wpt+ B I UAZ=ET N E‘?tﬁ — v/ 2px 7| L, [None v | —= ¥ | "

MOR}
Announcements E) Shapes m O\
Daily Standup

=)

Design ¥ Standard »

Finalize Marketing

Digital Assets Web T D ; / Calendar & Launch Event Mark 8 Project Team

Finance Timelines
POSTS FILES
Go to Market Plan

¥ Flowchart X

Hiring l ' n Social Media Calendar
deas OconOd
Marketing u D D .D E m Brainstorm INV

Planning .
Project Assets OOoQyg D Concept & Design Multi-stream =N Wiki
Research and Development G V O @ ® Marketlng
Strategy D U }E { [:_

1 hidden channe m E Campaign ideas]

Social Media

Sales Summary

Contoso Leadershi .
ontoso Leadership Meeting Notes

¥ Shapes X Email
Marketing

Budget Review I:I A B Q O New Board
Business Administration
o [:::] CD —= ﬂ An internal Brainstorm

Media

pre-launch
Monthly Reports — ‘[I' &~ ﬁ O event for

Newsletters ‘Iﬁ? <> Q employees in

Onerati Contoso to get
perations an early look

General

Tasks

Campaign Ideas

Public Relations ¥ My Saved Shapes

4 hidden channels
—E| Import Data

88" Join or create a team £o8 — mm
= ®

Collaborate on flowcharts, org charts, and other visuals in real time. The Project Manager views the ideas shared by the

Marketing team during their brainstorming session via Lucidchart.
12
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Marketing Strategy.ppix

Home Insert Draw Design Transitions Animations Slide Show » arch [=] Conversation

New Slide ‘ | Jo

.

Marketing
Strategy

11:34

é Marketing Strategy.pptx

Marketing

Strategy

For Contoso

Marketing
Strategy

For Contoso

&) Loading Add-ins  Help Improve Office == Notes

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a

visual representation of key points covered.
13
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- Analyzing Market Trends to Perform Better
}' Project Manager with Market Analyst

Scenario Walkthrough

As the Contoso team works on the development of the project, it must also stay abreast of the prevailing trends and be aware
of what lies in the future. For this, the Market Analyst needs to prepare a report and share it for reference with the Project
Management, Marketing, and Sales team. This helps the team understand the customer base they're targeting and positions
them to create products and services of value.

 Receives notification from the Project Manager regarding a market analysis that needs to be conducted.

Views a Confluence Cloud blog shared by the Project Manager with the team within a channel tab.

Reaches out to the Business Analyst to receive additional data regarding products sold by region via 1:1 chat.

Shares analysis and findings with the entire team using PowerPoint for Microsoft Teams.

Revisits meeting minutes to refer important project details using Teamwork.
* Pins a tab within the channel for easy access to reports using Power BI.

How did Teams help the Market Analyst execute his roles and Which app integrations on
responsibilities? Teams made it possible?
 Create, collaborate and organize all your work in one place using Confluence Cloud.
* Build reports, documents, and presentations online in the cloud with Excel

and PowerPoint Teamwork  PowerPoint Power Bl
» Keep you team updated of crucial project information by adding notebooks using

Teamwork.
* Analyze and share data with rich visuals using Power Bl for Microsoft Teams.

Excel  Confluence Cloud 14



Project Management — Analyzing Market Trends to Perform Better
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Microsoft Teams

Teams Research and Development Posts Files Wiki Mark 8 Project Plan 2 more ~ @® Team 51 Meet

Your teams l::'!l Irvin Sayers Yesterday 1:19 PM
1‘ * | Kickstarting Research and Analysis
Hi Rese
problems that we aim to solve. Our customer base has grown fivefold cwver the past year, and we've gained a more in-depth understanding

Announcements of our strengths as a company. Please feel free to add comments and give your feedback.

Daily Standup Alex Wilber, could you please present a report to the team giving us your insights into the trends in terms of our brand's perception, our
Design most loyal customer segment, customer segment growth Yo', and areas for potential improvement?

B Confluence Cloud

Mark 8 Project
Customer Segment Research

Post

Digital Assets Web Mark 8 Project Team / Research and Developm..

Finance .
Irvin Sayers

Go to Market Plan 18 Nov, 13:19

Hiring Kickstarting Research and Analysis

a5 Created: 11/18/2020 | Modified: 11/18/2020 . . :
Hleke Heke Hi Research and Development, I've written a blog here on the
Marketing Core Team lsaiah Langer Irvin Sayers Megan Bowen Grady Archie I've listed customer segment that we're targeting with our new services
out some of the most important characteristics of our target au.. dth bl that imt I o) t b
Planning and the problems that we aim to solve. Our customer base
- Created: rvin Sayers has grown fivefold over the past year, and we've gained a
Research and Development Last modified: Irvin Sayers more in-depth understanding of our strengths as a company.
. Please feel free to add comments and give your feedback.
Sales and Marketing
View in Confluence
Strategy Alex Wilber, could you please present a report to the
team giving us your insights into the trends in terms of
Contoso Leadership our brand's perception, our most loyal customer segment,
pse all customer segment growth YoY, and areas for potential
General ) improvement?

Crlls
wolla

Alex Wilber Yesterday 1:42 PM
Budget Review %‘ rvin Sayers , Will prepare and present a report to the team soon. H Confluence Cloud

Media

Grady Archie Yesterday 1:44 PM Mark 8 Project
Manthly Reports This is indeed a very insightful writeup Irvin. Looking forward to hearing from you Alex Wilber Customer Segment Research

Mewsletters Yesterda: v 1:51 PM
ermrr L men eEn A Created: 11/18/2020 | Modified: 11/18/2020
Operations = Core Team

) . . Isaiah Langer
Public Relatioship : Isaiah Langer VYesterday 3:01 PM Irvin Sayers
Feel free to reach out to me if you need my help Alex Wilber. :ﬂ‘q‘g’\”iém‘”

I've listed out some of the most important characteristics of our target au

Hidden teams

[/ New conversation ° Reply \QJ

+ .
i85 Join or create a team

Confluence Cloud is a collaboration tool that helps you to create, organize and discuss work with your team. The
Project Manager shares a Confluence Cloud blog with the team and seeks market research from the Market Analyst.
15



Project Management — Analyzing Market Trends to Perform Better

Activity

Calendar

L

i

Microsoft Teams
Teams

Your teams

B Mark & Project Team

Gen
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

+ .
25 Join or create a team

W

Q, Search

Research and Development Posts Files Customer SegmentR... -~ 3 moare~ -

Core Team

Isaiah Langer Irvin Sayers

‘ve listed out some of the most important characteristics of our target audience, what has worked for us so far and what could be improved,

Users by Age segment

USERS BY AGE SEGMENT

Megan Bowen Grady Archie Alex Wilbur

Create, organize, discuss work. Create and manage project documentation using Confluence Cloud.

=" Microsoft

é Customer Segment Research

Mark 8 Project Team / Research and Development

Core Team

Isaiah Langer Irvin Sayers Megan Bowen

I've listed out some of the most important characteristics of our
target audience, what has worked for us so far and what could be
improved.

Users by Age segment

Y AGE SEGM

16



Project Management — Analyzing Market Trends to Perform Better

Microsoft Teams

‘gl Isaiah Langer Chat Files Organization Activity —+

Yesterday 4:39 PM
AgilePally 12:50 PM Hi Isaiah. | have most of the data that we need, but I'm unable to find data about our most popular
Reminder: Contoso standup response ... products by region? Do you have that by any chance?

Asana 11:56 AM
Sent a card Isaiah Langer VYesterday 4:39 PM

Hey Al
Isaiah Langer ey Alex

You're welcome (@)
Yes, | have that data. Will send it to you right away

Qubie

Sent a card Yesterday 4:41 PM

ﬁ Popular Products by Region.xlsx

Yesterday 4:41 PM
Thanks, Isaiah! This is very helpful!

Isaiah Langer VYesterday 4:41 PM
You're welcome (2

Type & new message

D M B E

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions, just like the
conversation here between the Market Analyst and the Business Analyst.

=" Microsoft

11:30

é Isaiah Langer

® Offline

Yesterday 16:39

Hi Isaiah. | have most of the data that we
need, but I'm unable to find data about our
most popular products by region? Do you have
that by any chance?

Hey Alex

Yes, | have that data. Will send it to you right
away

Popular Products by Region.xlsx
10.35 KB

Thanks, Isaiah! This is very helpful! P&

You're welcome =

Have a great day Hi there Q

e Type a message \Q}

17/
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mm Microsoft

Popular Products by Region.xdsx

File Home Insert Formulas Data Review View Open in Desktop App [ |?_| Conversation

Tell me what you want to do
-

Activity

= <0 .00
Q.- W ‘General V‘ 00 0

Dy [lv ¥ |Ca|'|bri

Jn v B Ev v Av - S oiwv Py #

v £

-

B

-

Asia Pacific

Camera Housing

Asia Pacific

33

5x Zoom Lens

Asia Pacific

Tilt Sensor

Asia Pacific

22

Camera Housing

Asia Pacific

13

OLED Screen

=l n

Asia Pacific

27

Chipset

Asia Pacific

Rechargeable Battery

[T =]

Asia Pacific

32

OLED Screen

Australia

[a]

1

OLED Screen

Europe

39

Camera Housing

Europe

"

43

5x Zoom Lens

[F¥)

Europe

31

Tilt Sensor

=

Europe

31

Camera Housing

Lr

Europe

35

OLED Screen

o

Europe

Chipset

=

Europe

Rechargeable Battery

Europe

OLED Screen

o

i

Europe

Camera Housing

e
=]

L=

France

5x Zoom Lens

MNorth & Central America

OLED 5creen

MNorth & Central America

Chipset

W Py =

Morth & Central America

Rechargeable Battery

=

MNorth & Central America

OLED Screen

MNorth & Central America

Camera Housing

MNorth & Central America

on

5x Zoom Lens

~1

Morth & Central America

Tilt Sensor

MNorth & Central America

Camera Housing

South America

OLED Screen

[N SR 5 T ST SRR % IR S T LS S R N
un

South America

Chipset

South America

Rechargeable Battery

South America

OLED Screen

South America

Camera Housing

South America

5x Zoom Lens

South America

Tilt Sensor

-

= Popular products - summarized

Calculation Mode: Automatic  Workbook Statistics

Help Improve

The Finance Manager uses Excel in Teams to create a product breakdown and shares it in a 1.1 chat. .

é Popular Products by Region.xlsx

O o N o kW=

pmIiNnImIpp ==aaa ==
gk W N = 0O w N R WN = O

Asia Pacific

Asia Pacific

Asia Pacific

Asia Pacific

Asia Pacific

Asia Pacific

Asia Pacific

Asia Pacific

Australia

Europe

Europe

Europe

Europe

Europe

Europe

Europe

Europe

Europe

France

North & Central America
North & Central America
North & Central America
North & Central America
North & Central America
North & Central America

Popular products - summarized




Project Management — Analyzing Market Trends to Perform Better

=" Microsoft

Microsoft Teoms

Teams Research and Development Posts Files Wiki Mark 8 Project Plan 3more (@) -~ -+ @® Team Ot Meet

Activity

a‘?' r_p. I Isaiah Langer 11/18/20 3:01 PM
Your teams 1 E . .
Chat L eel free to reach out to me if you need my help Alex Wilber.

@ Contoso Leadership %,f Alex Wilber 11/18/20 3:01 PM

W
Teams General Sure, thank you!

Calendar Business Administration

Budget Review ¢+ Reply

Media Alex Wilber 11/18/20 443 PM  Edited :
. @ | Market Analysis & Post
Aanthly . - . : . . . . Mark 8 Project T R h and Developm..
Monthly Reports Hi Research and Development, scheduling this meeting for me to present my analysis and discoveries. Flease feel free to go through the arke 8 Project Team / Research and Developm

i Mewslatters presentation and give your feedback before the meeting. You can also find several interesting statistics that I've used to create this

. = You
resentation here, e T
Operations P %O 18 Nov, 16:48

Public Relations Scheduled a meeting
& " B¢ Market Trends & Analysis.pptx

MeetingPro 4 hidden channels Market Analysis

Market Analysis Yesterday @ 17:00
Mark 8 Project Team Wednesday, November 18, 2020 @ 5:00 PM

General Mlzpse all

Announcements ] Market Analysis ended: 8m 44s @ il' '&' 1
Daily Standup

Market Trends & Analysis.pptx

Irvin Sayers 11/18/20 5:00 PM Edited 5.35 MB
Design L@ Thanks, Alex Wilber. This was a very insightful presentation. Please refer to the minutes of the meeting here. This would help us all

Digital Assets Web work on our tasks with a much broader perspective.

rinance Megan Bowen 11/158/20 5:01 PM Market Analysis ended
Go to Market Plan This is very insightful Alex 8min 44sec

Hiring —+  lIsaiah Langer 11/18/20 5:02 PM Irvin Sayers 18 Nov, 17:00 @
s Good job Alex! Those were some very useful insights. ' ) . o
Thanks, Alex Wilber. This was a very insightful
Marketing g Alex Wilber 11/18/20 5:03 PM presentation. This would help us all work on our tasks

. with a much broader perspective.
Planning ..
A
Project Assets
Megan Bowen 18 Nov, 17:01
Research and Development o L
This is very insightful Alex

Sales and Marketing

Strategy
@ New conversation Reply

+ -
Join or create a team

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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=" Microsoft

Microsoft Teams

Teams Research and Development Posts Files Wiki Meeting Minutes ~ 3 more -~

Your teams

- ) Versions
Contoso Leadership DV

3 Categories

General o
All Notebooks

Budget Review Meeting Minutes

MNo Category
Calendar Business Administration @ 6:16 N ¢ ]

L Media & Meeting Minutes

Calls Monthly Reports Mark 8 Project Team / Research and Development

a MNewslatters Call to order

Files Operations

.
°
.

Content Marketing Contoso

& Public Relations
A meeting of Mark 8 Project Team was held on November 18,

MeetingPro 4 hidden channels

Mark 8 Project Team 2020 at SOOpm

General

Announcements Attendees Meeting Minutes

Daily Standup
Design @

Attendees included Megan Bowen, Alex Wilber, Irvin Sayers and

Digital Assets Web .
_ Isaiah Langer.
rinance

Call to order

Go to Market Plan

Hiring Members not in attendance

deas A meeting of Mark 8 Project Team was held

Marketing Members not in attendance included (NIL).

Planning . Attendees
Project Assets Approval of minutes

Research and Development

] ' . Attendees included Megan Bowen, Alex Wilk
Sales and Marketing The minutes are approved by Irvin Sayers (Project Manager).

Strategy Members not in attendance
Reports

+ .
i85 Join or create a team

Teamwork's app for Microsoft Teams lets you add content from Teamwork or Spaces as tab Pages in MS Teams. Share

crucial project information with your team using Teamwaork'’s notebook.
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=" Microsoft

A File Home Insert Draw Design Transitions Animations Slide Show v Open in Desktop App Q Search @& ([T v [=] Conversation

Activity

v Ii.l v @ New Slide ’ ‘ ; Tell me what you want to do (Alt+Q) _O N p

Calendar - - e 14:12

é Market Trends & Analysis.pptx

Calls
i
Files

Introduction C '\P;’ gpi t O S O

E i
!

i

' Market Trends
& Analysis

Market Trends
Growth by sector 7 & Ana|YSiS

November 18, 2020
[l _|| il I|

Market 8 Project Team

Growth by sector

&) Loading Add-ins  Help Improve Office

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a

visual representation of key points covered.
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=" Microsoft

Microsoft Teams
Teams

Your teams

Announcements

Daily Standup
Design Contoso Camera

Digital Assets Web Operati@ng Ana|yf|.c5 5 990 U/U 27 {3 @ app.powerbi.com/groups/9a462335 (1)

Finance : U ; i PowerBl

erational Spend vs Targ 17:00 e .

Go to Market Plan Customer Bulk Order Status

Hiring
H AMERICA

Marketing N Central America - 'S
e m o L y Atlantic
. SOUth AMEncs A Datum Corp Ocean
Planning ® o

deas

Research and Development .
ml’!{mERlCﬂ adian

i e : AUSTR!
Sales and Marketing Dcaan ()

. X 58 b Biry Contoso Camera
Stra =gy 0 o cran TonTem & 2020 HERE, & 2020 Micrsan Cornarattn Terms Operations Analytics

Customer Feedback

Contoso Leadership

Status

General

Budget Review

Media

Monthly Reports
Mewsletters
Operations

Public Relations

Hidden teams

oot -
o Join or create a team
- Operations Analytics Location Analytics Website Analytics

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The Market

Analyst shares the analysis using Power BI.
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Strategizing the Way Forward
Project Coordinator

Scenario Walkthrough

Contoso has done a thorough analysis of the current trends in the market and discussed what can be incorporated into this
project to make it click. The team now discusses the detailed outline with the entire team and a strategy to be followed to
reduce costs. Having defined the teams and channels where the work will progress, the Project Coordinator collaborates with
his associates over Microsoft Teams to execute the task.

 Attends a meeting to discuss details of the project via channel meetings.

* Takes an overview of the requirements of the project with the team using Freehand by InVision.

 Creates the project plan and shares it with team members using Zoho Projects tab.

« Adds and edits tasks using Zoho bot.

» Discusses the task of analyzing risks and coming up with an actionable plan to manage them using Zoho message extension.
 Uses the @mention feature to get the attention of relevant team members.

* Incorporates the suggested changes and finalizes the plan.

How did teams help the Project Co-Ordinator to execute his Roles and Which app integrations on
Responsibilities? Teams made it possible?
 Create and manage projects effectively using Zoho Projects tab.
« Add and edit tasks easily using Zoho Projects bot. m
* Discuss details of a task with the team effectively using Zoho message extension.

: : : : : . Freehand by ~ Zoho Projects
 Provide an overview of project requirements using Freehand by InVision board. InVision
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mm Microsoft

Microsoft Teams

Teams W Strategy Posts Files Wiki Project Plan  Mark 8 Project @ Team 3 Meet

four teams »:\I Irvin Sayers 11/18 11:42 AM  Edited

E Mark & Project Team L P_rOJECt Pla.nnlng
Hi Mark & Project Team,
Gen | am sharing an overview of the project requirements here, Please start with the research and planning, and then let's get on a call to plan

R out the flow of work.
Announcements

Calendar Daily Standup Discussion and Planning

Design Wednesday, November 18, 2020 @ 12:00 PM

< Post
Collapse all Mark 8 Project Team / Strategy

Digital Assets Web
Finance 0¢  Discussion and Planning ended: 6m 9s I R ‘dl Irvin Sayers

et k', ¥ T18Nov,11:42

Go to Market Plan Allan Deyoung 11/18 1207 PM  Edited 4 L (] _

Hiring That was a goed call. | am glad we all have a clear view of what needs to be done. Lee, your suggestion sounds good to me. We can Scheduled a meeting
incorporate that. Now | am strategizing the project plan and deliverables here. Irvin, Lynne, please let me know if you have any

as X Discussion and Planning
queries.

Marketing 18 Nov 2020 @ 12:00

Irvin Sayers 11/18 12:07 PM
This looks amazing. Really shows the effort and time you've invested in this, Allan. | am sure we will be able to achieve this and well

Planning

Projac = o ) - . .

roject Assets T T e e Discussion and Planning ended
in9

Rezearch and Development 6min 9sec

.,  Lee Gu 11/18 12:08 PM
Sales and Marketing % | agree with you, Irvin. You 18 Nov, 12:07 s

Strategy That was a good call. | am glad we all have a clear
view of what needs to be done. Lee, your suggestion
sounds good to me. We can incorporate that. Now
Allan Deyoung 11/18 12:10 PM | am strategizing the project plan and deliverables
here. Irvin, Lynne, please let me know if you have any

queries.

Irvin Sayers 11/18 12:09 PM

| hope we get all rescurces on time. Also, we should also add the ‘Analyze Previous Cost' task to our database.
Contoso Leadership
General This is a good idea; we should also get a clear picture of the POC and who will be doing the final sign-offs at each stage.
Budget Review

Media Zoho Projects
Monthly Reports

. . . Irvin Sayers 18 Nov, 12:07 @ ~
Newsletiers Analyze Previous Cost in Mark 8 Project | _ .
This looks amazing. Really shows the effort and time

Operations Status Open you've invested in this, Allan. | am sure we will be able

Public Relations Priority None to achieve this and well within the time frame.

Hidden teams

]

+ -
i85 Join or create a team

Create and manage projects effectively with the collaborative Zoho Projects right inside Teams. The Project

Coordinator creates a project plan and shares it with the team using Zoho Projects tab.
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Microsoft Teams

Discussion and Planning Chat  Details

—+ Add to calendar

November 18, 2020 12:00 PM - 12:30 PM

E Mark 8 Project Team > Strategy

Microsoft Teams meeting

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

Or call in (audio only)

+1872-240-1148,, 102204801# United States, Chicago
Phone Conference ID: 102 204 801#

Find a local number | Reset PIN

Learn More | Meeting options

Tracking

Irvin Sayers

Organizer

X Joni Sherman
Unknown

Lynne Robbins
Unknown

Allan Deyoung
Unknown

- Lee Gu
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.

=" Microsoft

é Discussion and Planning
Mark 8 Project Team / Strategy

DETAILS

Discussion and Planning

Wed Nov 18, 2020
12:00—12:30

< Share meeting invite

& +1872-240-1148 (Toll) United States

Microsoft Teams meeting Join on your computer or mobile
app Click here to join the meeting Or call in (audio only) +1
872-240-1148,102204801# United States, Chicago | See more

Shared to channel

Mark 8 Project Team
¢
Strategy

Participants (5)

@| Irvin Sayers

#7 Organiser

@ Allan Deyoung
¥y L Inknawn
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=" Microsoft

Microsoft Teams
Teams 'l Strategy Posts Files Wiki Project Plan ~  Mark 8 Project

Your teams
]

m Project Plan

Announcements
Daily Standup
Design

Project Plan
Digital Assets Web Mark 8 Project Team / Strategy

Finance Targeted Strategic Strategies Projects
M~-f~rmance Objectives

v

Go to Market Plan

Hiring

Adjust
Rates Rate Filling

deas

Marketing

Increase
Revenue

Planning

Agent
Incentives

Project Assets

Research and Development

Sales and Marketing nprove
Strategy ]ﬁtablllty

Increase
Deductibles

Contoso Leadership

General

Decrease

Losses
Media Manage

Manthly Reports Concentrations

Budget Review

MNewsletters
Operations

Public Relations

Hidden teams

+ -
i85 Join or create a team

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

The Project Coordinator creates the project plan and shares it with the team using Freehand by InVision.
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Microsoft Teams

Teams

Your teams

Announcements
Daily Standup
Design
Digital Assets Web
Finance
Go to Market Plan
Hiring

35
Marketing
Planning
Project Assets
Research and Development

Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
MNewsletters
Operations

Public Relations

Hidden teams

]

+ -
i85 Join or create a team

Strategy Posts Files Wiki Project Plan Mark 8 Project ~

Classic  Kanban All Open ~

General

(D M81-T1 Assemble cost reduction team

M81-T2 Prepare cost analysis

M81-T3 Secure top-level management support

M81-T4 Analyze cost necessity

M81-T5 Identify cost reduction opportunities

M81-T& ldentify annualized savings for each concept

M81-T7 Identify implementation costs for each concept

M81-T8 Identify risks for each concept

M81-T? Implement required risk management actions

MB81-T10 Make implementation decisions for each concept

M81-T11 Track realized savings

M81-T12 Analyze Previous Cost

OWNER

Allan

Unassigned

Unassigned

Allan

Unassigned

Unassigned

Unassigned

Unassigned

Unassigned

Unassigned

Unassigned

jonis

D1 Meet

Add Task

Save Results
X @ (20) Mark 8 Project - Tasks

projects.zoho.com

Home~ Feed Projects = Mark8Pr...

Classic  Plain  Kanban

entify implementation cc
dentify risks for each concept
Implement required risk manageme

Aake implementation decisions for each cc

Add Task

Use Zoho Projects bot to add /edit tasks instantly. The Project Coordinator adds and edits task using Zoho Projects bot

right inside Microsoft Teams.

Microsoft

e .

O <

Allan

Unassigned
Unassigned
Allan

Unassigned
Unassigned
Unassigned
Unassigned
Unassigned
Unassigned
Unassigned

jonis

2/
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]

a

Activity

Calendar

S

Calls

i

Files

Microsoft Teams

Teams

Your teams

@ Mark 8 Project Team
General
Announcements
Daily Standup
Design
Digital Assets Web
Finance

Go to Market Plan

Ideas

Marketing

Planning

Project Assets

Research and Development
Sales and Marketing

Strategy

Contoso Leadership
General

Budget Review
Media

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

)

+ X
28 Join or create a team

Microsoft

Y Strategy Posts Files Wiki Project Plan Mark 8 Project

€

@ Team St Meet

Allan Deyoung
Final Plan

Hi Mark 8 Project Team,

| have incorporated the suggested changes and presented the plan to the clients. We have got a go-ahead, so let us put our best foot
forward and meet all deliverables and deadlines.

-%‘ Irvin Sayers 11/18 12219 PM Edited
& & Thisis awesome! Really appreciate the time and efforts the team has shown until now. é Post
Mark 8 Project Team / Strategy

] You
‘. © 18 Nov, 12:18

Final Plan

Thank you, everyone. ‘&

Lee Gu 11/18 12:20 PM Edited

That's excellent news, Allan.

| am sure we will be able to finish this well within the time frame.
Irvin Sayers 11/18 12:22 PM Hi Mark 8 Project Team,

I have incorporated the suggested changes and presented the
plan to the clients. We have got a go-ahead, so let us put our
best foot forward and meet all deliverables and deadlines.

Irvin Sayers 18 Nov, 12:19 Ve

This is awesome! Really appreciate the time and
efforts the team has shown until now.
Thank you, everyone. <

LeeGu 18 Nov, 12:20

That's excellent news, Allan.
| am sure we will be able to finish this well within the
time frame.

“} Lynne Robbins 11/1

lata)
i
Irvin Sayers 18 Nov, 12:22
Joni Sherman 11/18 1
Good luck to all! ‘&

& Ri‘pf_',‘

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!
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Planning

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

Project Management Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
» Schedule meetings using synced calendars, or a meet now :

feature
* Participate in instant, open-channel communication Word Excel  PowerPoint  Mentio  Lucidchart  SharePoint

 Store documents within a cloud-enabled repository using
Files section or channel tabs A Al n H )’/\

» Create and co-author documents, spreadsheets, Zoho Sprints Power Bl Evermote  Acana Calendar CLudos
presentations and more in the cloud with Office 365 BOT Boards

CEEEECEO

« Channel tabs for everyone to stay on the same page

» Help safely collaborate with teammates on multiple

prOJectS from W|th|n a S|ng|e envwonment Approvals Freehand by Zoho Lists Tasks by Workstreams.ai
InVision Projects Planner
and To Do

29



Meet the Bl

’roject Manage

ment

siness Decision Makers

"Being a Project Manager s like being an
artist, you have different colored process
streams combining into a work of art.”

Project Manager

Monitor the progress of work and
assign task to employees

Ensure on time delivery of the
project

Ensure minimum or zero bugs in
the final document

Escalate any risk or delays that can
impact the project

=" Microsoft
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} Set Up an Environment to Collaborate
,t// Project Manager

Scenario Walkthrough

The Project Manager, responsible for overseeing a marketing project, sets up an environment with channels, applications, tabs,
and team members to effectively coordinate the project execution and to work together with multiple stakeholders seamlessly
on a single platform. See how the Project Manager leverages Microsoft Teams to do so.

Creates a team and channels for the project and sends a welcome message to all the team members.

Adds a tab to initiate discussions and gather inputs with the employees using Ment.io.

Sets up a meeting to discuss the ideas using breakout rooms, and finalize them, to put them into action.

Asks the Associate Project Manager to share the meeting notes into a OneNote notebook.

Configures Asana to start the action on the project.

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

 Organize discussions to engage employees with strategic questions without

conducting a live meeting or a conference call using Ment.io.
 Note-taking in a group OneNote allows team members to have shared access to the
information.
Asana Ment.io OneNote

« Organize and assign tasks with Asana to prioritize work, track the team's progress.
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Microsoft Teams
Teams

Your teams

Mark & Project Team

General
Announcements
Daily Standup
Design
Digital Assets Web
Finance
Go to Market Plan
Hiring

35
Marketing
Planning
Project Assets
Research and Development
Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
MNewsletters
Operations

Public Relations
Hidden teams

+ .
i85 Join or create a team

=" Microsoft

@ Team =t Meet

Irvin Sayers 11/19 12:24 PM  Edited

Mark 8: Kickoff

Hi all,

It gives me great pleasure to announce that our new praject will be underway from the 24th of this month. The team members have been
notified, and all the members have been added here. | have created channels for specific activities. We can all bring up conversations in the
respective channels.

Collapse all

. e AT D Post
JTE A R ) . é Mark 8 Project Team / General
Good luck to the team on board, looking forward to timely progress updates here!
G‘l You

Lidia Holloway 11/19 12:25 PM 1 T —
| will be on beard to provide all the details for the four shortlisted products. L O '

Mark 8: Kickoff

Grady Archie 11/19 12:26 PM
Hi all,
It gives me great pleasure to announce that our new project
will be underway from the 24th of this month. The team
members have been notified, and all the members have been
added here. | have created channels for specific activities. We
can all bring up conversations in the respective channels.

Patti Fernandez 19 Nov, 12:24
Good luck to the team on board, looking forward to
timely progress updates here!

=

Lidia Holloway 19 Nov, 12:25 :
| will be on board to provide all the details for the four
shortlisted products.

Nestor Wilke 11/19 12:27 PM

This project has been one of the most prestigious activities we'll be doing for this multinational brand. | hope the team gives their
best, and we achigve success as we always de.

Cheers to the team!

1@ Johanna Lorenz 11/19 12:20 PM

e lal

- 2

Grady Archie 19 Nov, 12:26

[ New conversation

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 Project Manager kicks off new project and adds relevant team members to

the channel.
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=" Microsoft

Microsoft Teams

Idea Generation and Finalization cChat Files  Details Scheduling Assistant Meeting notes  Whiteboard I

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

& dea Generation and Finalization Irvin Sayers

Organizer

o
f
Johanna Lorenz ., Grady Archie : Lynne Rebbins ., f Adele Vance .,
Tentative Tentative \ Tentative Tentative ‘Q Johanna Lorenz

Unknown

Grady Archie Idea Generation and Finalization
Unknown 5 participants
Feb 9, 2021 1:30PM v Feb 9, 2021 : + 30m @  Alday Lynne Robbins

Unknown CHAT DETAILS

cted: 920 PM-10:00 P 00 PR-10-20 PM Febk 9 11:20 PM-Feb 10 1200 AR
0:30 PM-10:00 PM 10:00 PM-10:30 PM Feb 9 11:30 PM-Feb 10 12:00 AM

'la Adele Vance . . . .
Does not repeat Unknown Idea Generation and Finalization

Tue Feb 09, 2021
Add location 1:30 pm—2:00 pm

0@ Share meeting invite

I U S % A A Paagraph v T = = i H 9 Cc Q +1 872-240-1148 (Toll) United States

Hi all, Now that we have commenced our activities on the Mark 8
project, | invite all the team members to share their ideas to make
this campaign a success for the client. | have added See more

Mow that we have commenced our activities on the Mark & project, | invite all the team members to share their ideas to make
this campaign a success for the client.

have added a tab here — Campaign ldeas. All the members can access the space and post their ideas and we can discuss,
finalize them quickly.

Participants (5)

Irvin Sayers
Organiser

Adele Vance
Unknown

Grady Archie

Unknown

Johanna Lorenz

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

Microsoft Teoms
‘9

- Teams e Marketing Posts Files Wiki Sales Summary Campaign Ideas~ 7 more o - + ) ess 4 Meet v

Activity

Your teams

AT
B Mark 8 Project Team ¢ ald sraiytics W Py D ?

General

Announcements

5 f-\ﬂswers + Sortby: Score WV
Daily Standup

Design .
- Campaign ldeas

Digital Assets Web Mark 8 Project Team / Marketing

Grady Archie Grady Archie

Finance N . . ) [o
Mark & Project Team - Mark 8 Project Team - | OPEN |

Go to Market Plan 20 mins aoo 20 mir
- = e - Irvin Sayers

Hiring e . . . . Mark & Project T
Use Instagram Shopping Focus on Social Media Storytelling Q: What can we do to make the campaign success for the

client?

@ 02/15/21 I_V;_lCIar\'fy &> a Follow

deas

Marketing

Planning & 2 more answ

Project Assets

Q] @ 2 Q] @ 2 5 Answers

Research and Development

Sales and Marketin
g View one reply | View Analytics View one reply | View Analytics Grady Arch...

Strategy Mark 8 Project Team -

Contoso Leadership Use Instagram Shopping Focus on Sq

General

Budget Review

Business Administration

Media ; . ;
Discussion Analytics
Monthly Reports

Mewsletters
Discussion Quality

Very Good

Operations
Public Relations

4 hidden channels

" Join or create a team Adele Vance

Ment.io provides a simple and flexible structure to your discussion and helps you make a trusted decision faster. The
Project Manager views the ideas shared and the votes for each idea with Ment.io.
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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 3 people to 1 room (3 per room)

Manually
Add participants individually to Breakout Rooms.

Organizers can choose to manually assign participants to the breakout rooms or let Teams auto assign participants to
breakout rooms. Organizers can also specify the number of breakout rooms they need for the meeting.

“ @& B @ @

Put me on hold

Start recording

Turn on live captions

Raise hand

Turn off incoming video

Dial pad

Change layout

Microsoft




Project Management — Set Up an Environment to Collaborate

=" Microsoft

Idea Generation and Finalization

(U Y
Breakout rooms

Assign participants

Adele Vance, ly

Select all

Adele Vance Room 1 (0)

Lynne Robbins
Grady Archie

Manage rooms

Room 1 (O
a T"w»:"Cr:-ﬂ‘(‘s)e:v,ptw

Lynne Robbins

Adele V

Adele Vance Grady Archie %

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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Microsoft

Idea Generation and Finalization

w & (q]
Breakout rooms

) Assign participants
‘ - 210 M ¥

<_ Idea Generation and Finalization
04:10 4 attendees

Lynne Robbins Lynne Robbins

Adele V

=-

w

N \.J

E LynneR %
Adele Vance Grady Archie %

<

Organizers can choose to add more rooms during a session and also communicate with all participants across
breakout rooms.
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=" Microsoft

Idea Generation and Finalization Chat Files Mesting Notes Whiteboard 1 more ~  +

Activity
&
Chat i Irvin Sayers joined the meeting.

@ Idea Generation and Finalizati... 1:33 PM Irvin Sayers renamed the meeting to ldea Generation and Finalization.

;i' You: All nght, team, thanks for the prod...
Teams #1  Johanna Lorenz and 3 others joined the meeting.

Lynne Robbins 1:03 PM

SEEEE Mark 8 Project Sync 12:08 PM zm
Megan: Will do, thanks! Adele Vance 1:10 PM

Locking forward to contributing and discussing ideas as per the latest market trends. é Idea Generation and Finalization
5 participants

Irvin Sayers added Ment.io to the meeting.

Budget Review: Mark & Project  2:09 &AM
Christie: s GIF 14 Meeting ended 7m 36s  1:30 PM

monday.com CHAT DETAILS
Sent a card 1:31PM  Edited
The submitted ideas can be referred here - Campaign ldeas

That was a great call, and we will be working on the ideas finalized in the meeting. Lynne, please

Sent a card

share the list of ideas we finalized in the call.
HE f:'\IJP (& Adele V.
Isziah: @@ GIF 2 Looking forward to contributing and
Lynne Robbins  1:32 PM @ discussing ideas as per the latest market

Wea Daci
We Decide Yes Irvin, the ideas are listed here. trends.

Sent a card

Workday /
Sent a card 1:33 PM

All right, team, thanks for the productive session and the ideas. Allow me a little time to get back to ™ brmitted id e
Karma you on this with the further plan of action. & stbiled loeas calibe FEiciied e e

Sent a card Campaign Ideas
] _ That was a great call, and we will be working on
Cl g’:;“;fi:* Plus Cloud i the ideas finalized in the meeting. Lynne, please

share the list of ideas we finalized in the call.
B Teams Manager 1/
Welcome to the Teams Manager! You can ... ( lynne R
Confluence Cloud 12/1 | Yes Irvin, the ideas are listed here.
Sent a card .

AgilePolly 2117 All right, team, thanks for the productive session

Trial ended and the ideas. Allow me a little time to get back
to you on this with the further plan of action.

Pradeep Gupta '

You: @ GIF Meeting started

Project Timeline & Resources '
Pradeep: Sample new opportunity cretated Type a new message e Type a message

atspoke 172 ' ¢ O ®

Welcome! atSpoke is your company help...

The meeting chat allows you to communicate with participants before and after a meeting. You can also share

important files or links that need to be discussed during the meeting.
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Idea Generation and Finalization Chat Files Finalized Ideas ~ 2 more v~ -+

File Home Insert Draw View Help Open in Browser & Tell me what you want to do
Idea Generation and Finalizati... 1:33 PM _
You: All right, team, thanks for the prod... “ ﬂ “ ‘ Calibri Light |20 v‘ B T U ﬁ e ﬁ v \"{5’ ooo I T T

D= =

Lynne Robbins 1:03 PM

\Finalized ldeas

uesday, February 8, 2021  7:50 AM

Mark & Project Sync 12:08 PM
Megan: Will do, thanks!

Budget Review: Mark & Project  9:00 AM
Christie: B8 GIF Below are the finalized ideas:

mondav.com Focus on Social Media Storytelling : ;
Sentac;rd Highlight Company Culture Flna|I26d Ideas

Find Ways to Add Humer into Your Brand Personality Tuesday, February 9, 2021 7:50 AM
Create Content Around Trending Topics
Feature Your Customers (Testimonials) Below are the finalized ideas:
HR App Build Hype on Social Media Before Product Launch
Isaizh: @8 GIF Use Instagram Shopping

Qubie

Sent a card

Focus on Social Media Storytelling

Highlight Company Culture

We Decide _ Find Ways to Add Humor into Your Brand

Sent a card Actionable items: Personality

Create Content Around Trending Topics

Feature Your Customers (Testimonials)

Build Hype on Social Media Before Product Launch
Use Instagram Shopping

Workday + |deas finalized must be elaborated with supporting content like content calendar,

Sent a card previous references, if any.

The Campaign timelines must be finalized and submitted to the Finance team for budget
allocation

Set bi-weekly meetings for review

ServiceDesk Plus Cloud /7 Actionable items:
Sent a card

Karma
Sent a card

* |deas finalized must be elaborated with supporting

"\ Teams Manager 1/ content like content calendar, previous

Welcome to the Teams Manager! You can ... references, if any.
The Campaign timelines must be finalized and
submitted to the Finance team for budget
allocation
AgilePolly 2/17 Set bi-weekly meetings for review
Trial ended

Confluence Cloud 12/19
Sent a card

Pradeep Gupta
You: il GIF

Project Timeline & Resources
Pradeep: Sample new opportunity cretated

atspoke

Welcome! atSpoke is v

The Project Manager uses the integrated OneNote app within Microsoft Teams to capture the list of submitted ideas

and actionable items.
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Add a tab

Turn your favorite apps and files into tabs at the top of the channel
Maore apps

Recent «~

& Mark 8 Task Board
Mark 8 Project Team / Marketing

Connect to Asana

Please log into your Asana account to use this app.

Connect to Asana

£3 Manage apps

Configure your favorite apps as channel tabs for easy access. The Project Manager configures an Asana channel tab to
organize, create and track tasks for the project all in one place.
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=" Microsoft

Microsoft Teams

Teams Marketing Posts Files Wiki Sales Summary Mark 8 Task Board -~ 8 more ~

Your teams
E Mark & Project Team [T ) asanaq

General New task

Announcements
ask name
Daily Standup Tasks created in this team will appear here
_ Finalize Campaign Timelines ‘ I I . -
Lesign Tyou Choose 10 5 the tas aurnng creation, it will be visible to
. Azsignes other members in this tab é Mark 8 TaSk Board )
Digital Assets Web . Mark 8 Project Team / Marketing

Finance Irvin Sayers New task
Go to Market Plan Asana project - Task name
Hiring ' . Digital Marketing _ Finalize Campaign Timelines

== Due date ’ Assignee

Marketing 02/12/21 Irvin Sayers
Planning

ask description Asana project
Project Assets o ) o o » )
Finalize campaign timelines and submit it to the To see an existing project here, visit . Digital Marketing
Research and Development Finance team for budget allocation

Due date

Strategy

02/12/21

1 hidden channe
Task description

Contoso Leadership _ . Finalize campaign timelines and submit it to the Finance team
[:] share task to Marketing for budget allocation

General

Budget Review

Media
Monthly Reports

D Share task to Marketing
Mewsletters

Operations ! Create task

Public Relations

5 hidden channels Created tasks (0) ()

(?) Send feedback g3 Settings

83 Join or create a team

Create, assign, and track tasks individually or collaboratively with your team, and see everything come together in one

place with Asana in Teams.
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=" Microsoft

Microsoft Teams

Teams Marketing Posts Files Wiki Sales Summary Campaignideas1 & more -

Your teams
Irvin Sayers 11/19/20 2:13 PM  Edited

B Mark 8 Project Team 4 Task and Resource Allocation

Hi all,

The ideas are finalized, and now we can start marching ahead on this project. (&2
Announcements The respective tasks and people have been added here — Mark & Task Board

General

Daily Standup

Design
= Post

Digital Assets Web Mark 8 Project Team / Marketing
Grady Archie 11/19/20 2:15 PM

Finance Thanks, Irvin.
l You

Lynne Robbins 11/19/20 2:15 PM é 19 Nov 2020, 2:13 pm
Hiring ! We will have a bi-weekly meeting to track the status and understand the roadblocks.

Go to Market Plan

Task and Resource Allocation

deas Johanna Lorenz  11/19/20 2:16 PM

Marketing I will be submitting the report as scheduled, on it! & Hizall,

The ideas are finalized, and now we can start marching ahead
Planning Irvin Sayers 11/19/20 2:17 PM on this project. =
That's excellent, Johanna. The respective tasks and people have been added here —

Project Assets Mark 8 Task Board

Research and Development Adele Vance 11/19/20 2:21 PM

Strategy ) Grady Archie 19 Nov 2020, 2:15 pm
©)

1 hidden channe . Thanks, Irvin.

Contoso Leadership ,
Lynne Robbins 19 Nov 2020, 2:15 pm

General We will have a bi-weekly meeting to track the status

Budget Review and understand the roadblocks.
Media

Manthly Reports '
Johanna Lorenz 19 Nov 2020, 2:16 pm f
Mewsletters GET SET... GO!

) | will be submitting the report as scheduled, on it! *
Operations

Public Relations
You 19 Nov 2020, 2:17 pm

5 hidden channels

Reply

8&. Join or create a team

The Project Manager resourcefully closes out the initiative with a channel post updating team members about the

outcome of the collaboration.
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] Cost Estimation and Budget Planning
Q ‘,//v Project Manager

Scenario Walkthrough

To deliver a project successfully, Contoso must know how to keep a project well within the set budget. The Project Manager
works with the Marketing and Finance teams to analyze the expenses of the previous year and put together a budget for the
upcoming year, keeping the growth rate and potential costs in check to avoid massive budget overruns. Here's how he uses
Microsoft Teams to connect various team members across the organization easily.

Reaches out to the Marketing Manager and requests her to share a detailed breakdown of the estimated marketing budget
via 1.1 chat

Reaches out to the Finance Manager and gets on a call to analyze the expense of the previous year via Power Bl.
Downloads the previous year's financial data from Power Bl as an Excel file.
Compiles the marketing budget and other expenditures across verticals into one file using Excel.

Schedules a meeting with the leadership team to present the budget and then sends the document over for approval using
the Approvals app in Teams.

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

Using Excel and Power Bl's analytical abilities, team members have shared access to
critical business data.

Integrated Power Bl tab in the channel helps transform customer information into a
data-driven dashboard to ease the decision-making process.

E B

Send, receive, manage, and share approvals with Microsoft Teams Excel Power Bl Approvals

Personal 1.1 chat and channel conversations help reach out to team members anytime.
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Microsoft Teams

@ Megan Bowen Chat Files Organization Activity -+

Activity

11/18 1:12 PM

AgilePolly Hi Megan,

Your standup results are in! I'm working on preparing a budget for the upcoming fiscal year to present to the leadership team.
. L Could you please give me an estimate of the marketing budget with a detailed breakdown of the

Project Timeline & Resources

i 7
Lee: Yes, | will be sharing the list saon, marketing streams and outlets?

Project Timeline & Resources Megan Bowen 11/18 1:12 PM  Edited
Sure Irvin. | will work on this and send you the budget as soon as possible. é Megan Bowen
atSpoke 1172 @ Offline
Welcome! atSpoke is your company help...

11/18 1:13 PM
Qubie 1142 Thank you. 2

Sent a card

Isaiah .Langer Megan Bowen 11/18 2:46 PM Hi Megan,
Rey Irvin | Hi, Irvin, here’s an estimate of the marketing budget per month for each channel. I'm working on preparing a budget for the
upcoming fiscal year to present to the
leadership team. Could you please give me
an estimate of the marketing budget with a
% Christie Cline detailed breakdown of the marketing streams

= GIF and outlets?

11718 2:46 PM

Canfluence Cloud Does this include a 10% increase in the budget over last year?
Sent a card Sure Irvin. | will work on this and send you the

budget as soon as possible.

Megan Bowen
You: Sent an image ﬁ Channel marketing budget.xlsx

Zoho Projects 1 @ Megan Bowen 11/18 2:47 PM

Your Zoho Projects bot is configured suc..

[ Yes, | considered the estimated budget increase while creating the budget.
. - Thank you. @
Site2dx7 11/17

Sent a card

11/18 2:47 PM 18 November 14:46

Hi, Irvin, here's an estimate of the marketing
budget per month for each channel.

Th a n k y O U ! & Channel marketing budget.xlsx

97.79 KB

Does this include a 10% increase in the budget
over last year?

hype 3 new meassage c Type a message

! 2O

Use a private one-on-one chat or a group chat for conversations that don’t require the entire team.

The Project Manager quickly reaches out to the Marketing Manager using 1.1 chat.
44



Project Management — Cost Estimation and Budget Planning - .
mm Microsoft

Microsoft Teams

e Christie Cline Chat Files Organization Activity -+

Movember 18, 2020
AgilePolly
Your s:an:lup results are in! 11/18 2:34 PM
Hi Christie, I'm working on the budget for the upcoming fiscal year and would need your help with

Project Timeline & Resources
going through our expenses for the previous year to create an accurate estimate of our expenditure

Lee: Yes, | will be sharing the list saon,
for the forthcoming financial year.

Project Timeline & Resources

Christie Cline 11/18 235 PM é Christie Cline

atspoke 172 Hi Irvin, I'd be happy to help. You can call now. ® offiine

Welcome! atSpoke is your company help...

ubie 1142
E;nt a card 11/18 235 PM
Great!

Hi Christie, I'm working on the budget for the
upcoming fiscal year and would need your
Christie Cline  11/18 2:37 PM help with going through our expenses for the
Megan Bowen =  We could go through the report that | had presented here. previous year to create an accurate estimate
2 You: Sent an image of our expenditure for the forthcoming
financial year.

Isaiah Langer
) Hey Irvin

e Christie Cline 11/18 2:42 PM

C @ GIF
Thanks for the call Christie. | will use some of the data that we went through. .
Hi Irvin, I'd be happy to help. You can call now.
Confluence Cloud

Sent a card

Christie Cline 11/18 2:43 PM  Edited
Zoho Projects 11/18 &) -

Your Zoho Projects bot is configured suc..
We could go through the report that | had
presented here.

. " \, a R i
e ! G Thanks for the call Christie. | will use some of
-0 ‘ ' ¥ 2 the data that we went through.
, ST 2 3

“YOU'RE WELCOME

Site2dx7 1117

=@ Senta card

Type & new message

Al 2 0@ B

1:1 chat conversations can turn into a call, according to the participants' convenience. The Project Manager and the

Finance Manager opt for a call to discuss budgets.
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Microsoft Teams

Teams Posts Files Wiki Revenue Analysis Das... mportant 4 more ~ -

Your teams

E Mark & Project Team

General

Announcements

Daily Standup 12:40

Variance to budget by month Full Year Revenue vs budget by planning level Revenue vs budget by count

Design
o @0ecrease @t ®actuas | Budg

Digital Assets Web

Finance

£2.51bn
I . » [ File —+ Export & Share
Go to Market Plan _ $2.48 ,3
Hiring s II <
as | ML . T EEEEE X
. 321k g 3 £

Revenue Analysis Dash_

Marketing - z =

Planning

Full year revenue exceeded our budget, but we had Recurring' continues to be our top revenue driver  What best practices can we uncover based on Poland's incredible yel
a huge miss in maonth 7 despite missing expectations

Project Assets

Research and Development

Sales and Marketing Revenue by Month Revenue by Segment / Planning Level Revenue by Country T — T

Stra‘.egy' - l . : II IlII : III
NORTH AMERICA. | P .Il-

Contoso Leadership

General

Budget Review
I I SOUTH AMERICA Indian
. Ccean
Media [ | [ | [ | i

b Blng 2000 TomTam 8 2020 HERE, & 2020 Microsdt Coponabon Ik

Monthly Reports

‘Were aur month 12 expectations averstated? Rewenue remaing strong across central Europe
Newsletters

Operations

Public Relations

Hidden teams

]

85" Join or create a team Bad Dashboard Comparison Similarity Proximity / Simplicity Continuity / Simplicity Final Dashboard V2

A Power Bl dashboard offers a visually rich view of current and projected data. The Project Manager looks at the

revenue analysis data pinned in the tab using Power Bl.
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Channel marketing budget.xlsx

Home Insert Formulas Data

A File

v [~ ¥ ‘FranklinGDthic... V|1'I V‘ B

Chat AR225 v

A
(L]
uge

eams

Calendar

L

/

ANTICIPATED SALES TOTAL $(000)

Review

e v Av e
A —

View w

jv G
ﬁv @v %v @v

Open in Desktop App Q

Tell me what you want to do

‘ 0 .00

ab
v g2 A ‘General 00 50

1 (=] Conversation

Zv :?v /Ov

PERSONNEL (% OF TOTAL SALES)
Human Resources - Headcount
Human Resources - Cost
Commission

Personnel Total $(000)

= @ Channel Marketing Budget +

Calculation Mode: Automatic

Workbook Statistics

Help Improve Office

The Project Manager uses Excel to build and present data. Create impactful summaries of crucial data with the

integrated Excel services.

=" Microsoft

L

4

12:42

é Channel marketing budget.xlsx

ANTICIPATED SALES TOTAL $(000)

Internet Marketing Total $(000)

DIRECT MAIL ITEMS
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Activity
&'

dea Generation and Finalizati... 1:33 PM
You: All nght, team, thanks for the prod...

Mark & Project Sync 12:08 PM
Megan: Will do, thanks!

Budget Review: Mark & Project  9:09 AM
Christie: i@l GIF

monday.com
Sent a card

Qubie

Sent a card

HR App
|saiah: @ GIF

We Decide
Sent a card

Workday
Sent a card

Karma
Sent a card

ServiceDesk Plus Cloud

Sent a card

B Teams Manager 1/
i . .
Welcome to the Teams Manager! You can ...

Confluence Cloud 12/19
Sent a card

AgilePally

Trial ended

Pradeep Gupta
You: @ GIF

Project Timeline & Resources 12/4
Pradeep: Sample new opportunity cretated

atspoke

Welcome! atSpoke is your

salah Langer
Hey Irvin

Project Management — Cost Estimation and Budget Planning

Budget Review: Mark 8 Project Chat Files Meeting Notes Whiteboard

7

Irvin Sayers joined the meeting.
Irvin Sayers renamed the meeting to .

Nestor Wilke and 2 others joined the meeting.

Meeting ended 6m 195 2:06 AM

Mestor Wilke 9:07 AN

8:58 AM

Shared a file

[
Business Expense Budget.xlsx

Irvin Sayers, you and your team have been doing a phenomenal job and | am confidant that this

budget will position your team for a stellar year. Do send this over to me for the final approval.

Christie Cline 9:09 AM

LET’S DO THIS.

Type & new message

D @

9:08 AM
Thanks Mestor! | will send it for your approval

=" Microsoft

9:17

& Budget Review: Mark 8 Project
4 participants

CHAT DETAILS

Yesterday @ 6:00 pm

Shared a file

n:‘; Business Expense Budget.xlIsx
- 123.05KB

“ Nestor W.
Irvin Sayers, you and your team have been
doing a phenomenal job and | am confidant
that this budget will position your team for a
stellar year. Do send this over to me for the

| final approval.

Thanks Nestor! | will send it for your approval £ Y ©
@ Christie C
3

c Type a message

Microsoft Teams makes it easy to share files within meetings. 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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=" Microsoft

e

A File Home Insert Formulas Data Review View v Open in Desktop App Q@ Tell me what you want to do &~ 2 I3 | | & Conversation

v =¥ ‘MicrosoﬁSans...V|1G V‘ B L v b B~ ‘General V‘ <o 0 R v By v v fvv Ov

Chat Wi v fx

Teams

= | Contoso Detailed Expense E

Shaded cells are caloulatiol
L 3 é Business expense budget.xlsx

EXPENSE VARIANCES
Employee

=
=

APR JUN JuL AUG SEPT ocT

(5500.00) ( ) (5500.00) 587.500.00 592,400.00 592.400.00 592,400.0

(5135.00) (5135.00) (5135.00) £23,625.00 524,848.00 £24,948.00 524,948 01

1t
i

Subtotal ($635.00) ($635.00) ($635.00) $111.125.00 $117.348.00 $117.342.00 $117.348.0(

EXPENSE VARIANCES
Employee Costs

Marketing Costs

Web site hosting 50.00 50.00 50.00 50.00 50.00 50.00 5500.00 5500.00 5500.00 S500.0(
Benefits
Web site updates 50.00 S0.00 50.00 S0.00 50.00 (5500.00) $200.00 5200.00 5200.00 S200.01
Subtotal
Collateral preparation 5200.00 50.00 50.00 (5500.00) 50.00 S0.00 55,000.00 50.00 50.00 55, 000_0

Collateral printing 5100.00 (5300.00) 5100.00 5$100.00 (5400.00) £20.00 5200.00 5200.00 5200.00 5200.0¢

Marketing evenls 5200.00 (5200.00) ( $300.00 5500.00 (S300.00) 52,000.00 $5,000.00 52,000.00 52,000.0¢

Marketing Costs

|
E

5.00 44.00 77.00 (523.00) 0 (545.00) $200.00 $200.00 $200.00 $200.0 : :
55501 544 01 7.01 ($23 00) $13.01 (345 00) 200.0( 200.01 200.0¢ 200.0f Web site hosting $0.00

$555.00 ($456.00) ($23.00) ($123.00) $113.00 ($825.00) $8.100.00 $6.100.00 $3.100.00 $8.100.04 Web site updates $0.00

Collateral preparation $200.00

EXPENSE VARIANCES W=\ ISR ERNG B:

Training/Travel

= START | PLANNED EXPENSES | ACTUAL EXPENSES RS GSME VKN (4S8R EXPENSE ANALYSIS [es

Workbook Statistic

Calculation Mode: Automatic

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.
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=" Microsoft

Microsoft Teoms

G’J Approvals
Create a new approval request

9:38
MNew request

—0 Approvals
Approvals

< Back to list

Approvers

.
d Mark 8 Project Budget
&

Approvals / Mark 8 Project Budget
@ MNestor Wilke ¥  Enter names here

Require a response from all approvers
E P PP Nestor Wilke,

onal details

Require response from all

Attachments

E Business Expense Budget.xlsx %
123.1 KB Custom responses

Add attachment

Business Expense Budget.xlsx
123.1 KB

Calendar

Get things done quickly with the ability to review and take action right with Approvals in Microsoft Teams. Here the
Project Managers attaches and sends the budget document for approval.
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Microsoft Teams

Track all your approvals in one place and get notified as soon as your requests are approved without leaving Microsoft

G.l Approvals
Approval request details

Approved
Mark 8 Project Budget

Attachments

)E Business Expense Budget.xlsx

https://m365x110248-my.sharepoint.com/c/g/personal/firvins_m3...

Final status: Approved

6 Approved by
! Nestor Wilke

This looks great!

‘ﬁ Requested by
&' Irvin Sayers

Teams.

=" Microsoft

10:37
—0 Approvals
Approvals

< Back to list

Approved

Mark 8 Project Budget

v Attachments

[ Business Expense Budget.xlsx
,“:; https://m365x110248-my.sharepoint.com/:x:/g/personal/...

+ Final status Approved

Approved by 9/2/2021,10:18:53 am
Nestor Wilke

This looks great!

Requested by 9/2/2021, 9:58:02 am
Irvin Sayers

Activity Calendar




=" Microsoft

‘ Planning Project Timelines and Resources

,///  Project Manager

Scenario Walkthrough

Planning is crucial in meeting project deadlines. First, Contoso will have to define the project's scope and determine available
resources. For this, the Project Manager sets time estimates and evaluates the team and the team'’s capabilities realistically.
Here is how he leverages Microsoft Teams to ease his tasks and communicate with personas across the organization.

 Looks for a free time slot via Calendar Bot and schedules a meeting to discuss the way forward.

Discusses the project timelines during the call via Roadmap — Microsoft Project

Assigns tasks and discusses the requirements to accomplish project goals on time via Project

Communicates with Team Lead to note down a list of resources required for the project.
Reviews the list of available resources along with the ones that need to be hired and gives the go-ahead to HR Executive.

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

Enables calendar comparison and scheduling a meeting in a free time slot.

Keep track of many projects at once with Roadmap N % =
Stay organized, focused, and in charge with Microsoft Project A\

Collaborate on digital content and share it with the team using Evernote. Calendar BOT  Evernote R&admaa— Project
ICrosoTt

Project
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Microsoft Teams

Teams i E Planning Posts Files Wiki Meeting Notes Free/Busy Calendar ~ 4 more ~

Your teams

H Mark & Project Team

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

Ideas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing
Strateqy

Contoso Leadership

General

Budget Review
Media

Maonthly Reports
Mewsletters
Operations

Public Relations

Hidden teams

oot

2o Join or create a team

Use Calendar Bot to compare calendars and view free time slots to schedule meetings with your teammates. The

Create Meeting

P0O®

26-Nov-2020 B 0400 PM | 04:30 PM

advanced

Project Timeline & Resources

Hialkawe have a go-ahead for the Mark 8 Project. I've
scheduled this call to discuss the way forward and to set a

Include Microsoft Teams meeting

Schedule Cancel

Clicking schedule will send a calendar invite

Project Manager uses Calendar Bot and schedules meeting to discuss project timelines.

é Free/Busy Calendar

Mark 8 Project Team / Planning

Create Meeting

OOH®

26/11/2020

advanced

Start Tim End Time
4:00 PM " | 430PM
Project Timeline & Resources

riptiol

Hi all, we have received a go-ahead for the Mark 8

#| Include Microsoft Teams meeting

Schedule Cancel

Clicking schedule will send a calendar invite
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Microsoft Teams

Project Timeline & Resources Chat Files Meeting Notes Whiteboard

Activity

Chat

Irvin Sayers added Megan Bowen and 4 others to the meeting.

AgileFolly ) 1:30 P Irvin Sayers renamed the meeting to Project Timeline & Besources.
Your standup results are in!

Project Timeline & Resources 11720 11/20 2:19 BM .

E Lee: Yes, | will be sharing the list soon. Hi all, we have received a go-ahead for the Mark & Project. I've scheduled this call to discuss the way
Calendar atSpoke 1142 forward and to set a realistic project timeline. Let us also discuss the resources that we would need 16:19
Welcome! atSpoke is your company help... to meet the deadlines effectively. Make sure to join.
Qubie 1172 é Project Timeline & Resources
Sent a card % Lee Gu 11/20 3:20 PM

A Sure! Locking forward to the call.

|saiah Langer g DETAILS

Rey Irvin 54 Meeting ended 8m 17s  11/20 3:20 PM

Megan Bowen 20 Nov 2020 @ 15:00

You: Sent an image

30} 220 DR

Pradeep Gupta 11/20 3:29 PM

Christie Cline Really loved what you've done here, Irvin Sayers and team. Way to go. Hi all, we have received a go-ahead for the

i GIF Mark 8 Project. I've scheduled this call to
discuss the way forward and to set a realistic
project timeline. Let us also discuss the
resources that we would need to meet the
deadlines effectively. Make sure to join.

Confluence Cloud / 11/20 3:31 PM
Sent a card Thank you all for attending the meeting. It was a great one. Now that we have established the

) timeline for the project, we must decide the human capital needed to meet the timeline. As
‘_F‘_’th Prujectls ) .. 1/ discussed, Lee Gu will be noting down a list of resources required for the project.
Your Zoho Projects bot is configured suc... Py

Siteddxy 11417
car ] Lee Gu 11/20 3:39 PM
Sent a card \
- -y LeeG
()

Yes, | will be sharing the list soon.
Sure! Looking forward to the call.

I:I:d Meeting ended 95 4:19 PM

Pradeep G.
Really loved what you've done here, Irvin
Sayers and team. Way to go.

Thank you all for attending the meeting. It was
a great one. Now that we have established the
timeline for the project, we must decide the

Type a new message Type a message @) \Q/

A OB B

Use the meeting chat feature to take the conversation forward. The Project Manager continues to interact with the

stakeholders on the meeting chat after the call is over.
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Microsoft Teams Q, Search

Project Timeli R : . o . . ey
oyedt encne & Resoure Plannmg Posts Files Wiki Sprint Progress Mark 8 Project Timeli...

- Addrow [F] Add key date Y’ Filter @ Go to date

APR 4 n 25 30 JUN 6 E]

Concept Development e Co

i; Irvin Sayers
' Project Manager

v Market
® Rough Prototyp

- Feasibility

Mark 8 Project Team
e
General , ® Tooling

Irvin Sayers
] )
Announcements i " Project Manager

Daily Standup

Design
Digital Assets Web
Finance

Go to Market Plan System Design

Hiring ‘\ Grady Archie

deas

Marketing

Planning

h and Development

Strategy
Contoso Leadership
General

Budaet Review A
Budget Review Irvin S

Feedback

Ce Join or create a team

Plan large initiatives and manage your portfolio by creating a consolidated timeline view of multiple projects from
Microsoft Project and Azure Boards with Roadmap — Microsoft Project. The Project Manager discusses project
timelines to allocate resources and raise requirements. SR
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Microsoft Teams

Q. Search

Planning Posts  Files Wikl Sprint Progress Mark 8 ~ 3 more

Project Timeline & Resources 0703

Board Timeline

Your teams

Mark 8 Project Team
General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing
Planning

Project Assets

Research and Development

Strategy

Contoso Leadership
General
Budget Review

Feedback

l%, Join or create a team

Cost Estimates

Rough Prototypes

Feasibility

Market Analysis

Refine Design

Sub-Systems

Architectures

Make-buy analysis

Quality Control Def

Tooling

Materials

Complete Definition

Add new task

Quick look *

Assigned to ™

@ Adele Vance
@ Grady Archie
@ Miriam Graham
@ Grady Archie
@ Diego Sicilian
-

@ Miriam Graham
@ Grady Archie
@ Adele Vance

11 days

9 days

16 days

12 days

19 days

14 days

10 days

[- X} Q

00000000000
(-]

Tackle anything from small projects to large initiatives with Project. Track a project to completion on grid, timeline, and

board views using tasks with dependencies, assignments, and more.
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=" Microsoft

Microsoft Teams

Teams Planning Posts Files Wiki Meeting Notes Cost Reduction Strateqy 4 more ~ @ Team  Of Meet

Activity

=] Irvin Sayers 11/19 5:43 PM

H Your teams L o Calendar BOT view

» Calendar BOT 11/19 5:43 PM
T Schedule at Approved Contact (If tab is not installed use this link)

. ; Renhs
Announcements < Reply

Calendar Daily Standup November 20, 2020

_
esign . | LeeGu 11/203:52PM Post

Digital Assets Web Required Human Capltal Mark 8 Project Team / Planning
Hi team, here is the list of resources that we will need — Mark & Resources . | have divided the list according to the staff members we already

have and the ones we will need to hire. Please review, Irvin Sayers, and let me know if | have missed anything.

Finance
Go to Market Plan

Hiring Required Human Capital

as _ Hi team, here is the list of resources that we will need — Mark
Irvin Sayers 11/20 3:53 PM 8 Resources . | have divided the list according to the staff
Awesome! This looks fine. Please go ahead with this list, Diego Siciliani. members we already have and the ones we will need to hire.
Planning Please review, Irvin Sayers, and let me know if | have missed
\ Diego Siciliani 11/20 3:55 PM anything.

Cool. The team will start looking for candidates immediately. | will get in touch to schedule interviews. Cc: Diego Siciliani

Marketing

Project Assets

Research and Development
Lee Gu 11720 3:56 PM

Sales and Marketing Irvin Sayers 20 Nov, 15:53

Strategy Awesome! This looks fine. Please go ahead with this

list, Diego Siciliani.
Contoso Leadership

General 5.  Diego Siciliani 20 Nov, 15:55
‘ Cool. The team will start looking for candidates
immediately. | will get in touch to schedule interviews.

Budget Review
Media
Manthly Reports 1y LeeGu 20 Noy,15:56
Mewsletters

Operations

Public Relations

Hidden teams
[ New conversation

o

+ -
2o Join or create a team

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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Microsoft Teams
Teams

Your teams

B Mark & Project Team

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review
Business Administration
Media

Monthly Reports
MNewsletters

Operations

Public Relations

4 hidden channels

+ -
Join or create a team

Project Management — Planning Project Timelines and Resources

Planning Posts Files Wik

Meeting Notes

Mark 8 Project Resou...

Mark 8 Project Resources

Available Resources:

Quality Control Manager
Security Manager

Environment Manager
Accountant

Sales Representative

Customer Service Representative

Administrative Assistant

New Hires:

Graphic Designer

Software Developer
Assistant Marketing Manager
Purchase Manager

Sales Representative
Assistant Accountant
Marketing Specialist
Business Analyst

Human Resource Personnel

Customer Service Representative

1:30 n e

Microsoft

5]

g Evernote & irvins@m3.. ¥

Mark 8 Project Resources

Available Resources:

Quality Control Manager

Security Manager

Environment Manager
Accountant

Sales Representative

Customer Service Representative

Administrative Assistant

Unlock the power of teamwork—collect, organize and share information, documents and meeting notes using

Evernote like the Project Manager does it here.
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Implementation

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

Project Management Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
« Schedule meetings using synced calendars, or a meet now :

feature
* Participate in instant, open-channel communication Word Excel  PowerPoint  Mentio  Lucidchart  SharePoint

 Store documents within a cloud-enabled repository using
Files section or channel tabs A Al n H )’/\

» Create and co-author documents, spreadsheets, Zoho Sprints Power Bl Evermote  Acana Calendar CLudos
presentations and more in the cloud with Office 365 BOT Boards

CEEEECEO

« Channel tabs for everyone to stay on the same page

» Help safely collaborate with teammates on multiple

prOJectS from W|th|n a S|ng|e envwonment Approvals Freehand by Zoho Lists Tasks by Workstreams.ai
InVision Projects Planner
and To Do
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Project Management

Meet the Business Decision Makers

Sr. Project Manager

"Treat people like they make a difference,
and they will."

 Provide on-site leadership for
project team by motivating team
members to meet project goals

* Prepare estimates and detailed
project plan for all phases of the
project

« Procure adequate resources to
achieve project objectives

Finance Manager

"Financial fitness (s not a pipe dream or
a state of mind. It's a reality if you are
willing to pursue it and embrace it."

« Review financial reports and build
budget plans

» Prepare activity reports and
financial forecasts

* Identify ways to improve
profitability

* Analyze markets for business
opportunities

=" Microsoft
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™\ Managing Reports and Project Documents
\«;';3,. Project Manager with Finance Manager

Scenario Walkthrough

The Project Manager must maintain final reports and document the product journey to quantify work performed and
completed in measurable terms. The Finance Manager seeks help from the Project manager to connect with the Sales and
Marketing team and obtain comprehensive reports documenting the success of the product in the current market. Here's how
the Finance Manager collaborates with the Project Manager using Microsoft Teams in her daily tasks.

Attends a scheduled meeting and discusses important updates and further action with the Project Manager.

Receives a notification from the Sales Manager and Marketing Manager to get her attention on crucial project
documentation.

Reviews the sales documents shared within the channel using Word and PowerPoint.

Creates a dashboard of product profitability matrix using Power Bl Statistics.

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

e Effective channel communication with @mention to catch each other's attention

instantly.
 Create clear and concise presentations with PowerPoint in Teams. Al .

» Co-author documentation through established channels and collaborate using Office A Sower B Word
applications like Word. owerPoint ower or

» Facilitation of data-driven decisions informed by visualizations and scoring in Power Bl
for Microsoft Teams.

o1



Project Management — Managing Reports and Project Documents

Microsoft Teams

a

- Teams
Activity

Your teams

B Mark & Project Team

General
Announcements

Calendar Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Planning

Project Assets
Research and Development
Sales and Marketing
Strateqgy

1 hidden channel

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

oo

+ .
ga  Join or create a team

Se osts  Files  Wiki
i Announcements Posts Fil Niki

F

@ Team =4 Meet

Lidia Holloway 11/18 5:57 PM Edited

Product Performance

Hi team, the product has been performing exceptionally well in the market, and we have a meeting with the stakeholders to discuss the way
ahead. The Finance team is in the process of preparing a quarterly Profitability statement. | am scheduling a meeting to highlight key inputs
that we require from the Sales and Marketing team. | look forward to discussing more of this during our meeting.

Analyzing Performance and Profitability
Wednesday, November 18, 2020 @ 6:00 PM

Collapse all

04

&
X .
.

©el8c O

Meeting now ended: 12m 22s

Irvin Sayers 11/18 6:12 PM

That was a good call, team! You have all put great effort into this project, and | would like to thank you for this.

As discussed in the meeting, we have planned to create a comprehensive report for the stakeholders. Thank you for attending the
meeting, looking forward to this! (2

Debra Berger 11/18 €:13 PM
Great call, team. | will share the Sales report for the quarter shortly.

Megan Bowen 11/18 6:14 PM  Edited
Thanks for the updates, Irvin Sayers, and Lidia Holloway! | will share Marketing ROl socn as well.

Christie Cline 11/18 8:17 PM Edited
Thank you for the meeting. Locking forward to work on this, &

Lidia Holloway 11/18 &:26 PM Edited

[/ New conversation

The Sales Manager posts a message in the channel to provide the Sales and Finance teams context about the meeting
and the objective behind the collaboration.

&

v O

é

&

=" Microsoft

Post

Mark 8 Project Team / Announcements

Lidia Holloway
18 Nov 2020, 5:57 pm

Scheduled a meeting

Analyzing Performance and Profitability
19 Nov 2020 @ 4:30 am

Meeting now ended
12min 22sec

Irvin Sayers 18 Nov 2020, 6:12 pm

That was a good call, team! You have all put great
effort into this project, and | would like to thank you for
this.

As discussed in the meeting, we have planned to
create a comprehensive report for the stakeholders.
Thank you for attending the meeting, looking forward
to this! =

DebraBerger 18 Nov 2020, 6:13 pm
Great call, team. | will share the Sales report for the
quarter shortly.

Megan Bowen 18 Nov 2020, 6:14 pm /

©

Reply
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Microsoft Teams
Analyzing Performance and Profitability chat Details “

-+ Add to calendar Tracking

November 18, 2020 6:00 PM - 6:30 PM ;IIE| ia Holloway
rganzer

ﬂ Mark 8 Project Team > Announcements rvin Sayers

Unknown

hegan Bowen Analyzing Performance and P...
Unknawn Mark 8 Project Team / Announcements

Hi team, the product has been performing exceptionally well in the market, and we have a meeting with the stakeholders
Debra Berger

to discuss the way ahead. The Finance team is in the process of preparing a guarterly Profitability statement. | am g
nknown

DETAILS
scheduling a meeting to highlight key inputs that we require from the Sales and Marketing team.

look forward to discussing more of this during our meeting. Christie Cline Analyzing Performance and PrOfltablllty
# Unknown

Thu Nov 19, 2020
4:30 am—5:00 am

o Share meeting invite

Q +1 469-965-2451 (Toll) United States

Hi team, the product has been performing exceptionally well

. . in the market, and we have a meeting with the stakeholders to

Or call in (audio only) discuss the way ahead. The Finance team is in the p See more
+1469-965-2451,.847963889% United States, Dallas

Phone Conference ID; 847 963 889#
PIN Shared to channel

Microsoft Teams meeting

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

Find a local number | Reset

Learn More | Meeting_options Mark 8 Project Team
- L.

Announcements

Participants (5)

‘ ~ Lidia Holloway
Organiser

= Christie Cline
= Unknown

Meetings in Teams include audio, video and file sharing. And because they're online, you'll have a meeting space and

never need to find a room or projector to share ideas.
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Microsoft Teams

T Sales and Marketing Posts Files Wiki + @ Team S Meet ~ (D

Customer Support O Christie Cline 10:00 AM
Goals 4 '
Monthly Reports

Morthwind RFP &

Performance Analysis

Potential Leads

Post

Quarterly Summary )
Mark 8 Project Team / Sales and Marke...

RFP and Proposals

. Debra Berger
Sales Readiness I 9
» 5Feb, 5:34 pm
& ‘

Traini d Devel t
raining and Developmen Sales Report for the Quarter

2 hidden channels ¢ Reply
Hi all,
Mark 8 Project Team - _ Find attached the Sales Summary for the past quarter. Our
_ Debra Berger 2/5 5:34 PM Edited product has shown incredible results in the East coast.
General .o Sales Report for the Quarter Overall, our sales have increased by 30 percent in the last
Hi all, month itself.
Find attached the Sales Summary for the past quarter. Our product has shown incredible results in the East coast. Overall, our sales have Cc: Christie Cline
Daily Standup increased by 30 percent in the last month itself.
Design Cc: Christie Cline

Announcements

Digital Assets Web [d=| Sales Report.docx
Higital Assets e Sales Summary.pptx o= -
N P Mark 8 Prorect T. P ales Report.docx
Cinance oject Team > Sales and Marketing

Go to Market Plan I 3+ Sales Summary.pptx
Hiring
Megan Bowen 2/5 5:38 PM
deas Sharing the Marketing Return on Investment for the last quarter (June — October) below. @
@ MeganBowen 5 Feb, 5:36 pm

Planning Debra Berger, agreed, the product has been quite successful. All thanks to the team.

Sharing the Marketing Return on Investment for the
Cc: Irvin Sayers, Christie Cline last quarter (June — October) below.
Research and Development Debra Berger, agreed, the product has been quite

B Marketing - ROl.pptx successful. All thanks to the team.
Mark 8 Project Team > Sales and Marketing

Project Assets

Sales and Marketing

Strategy Cc: Irvin Sayers, Christie Cline

1 hidden channe
@ New conversation Reply

+ -
Join or create a 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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1:41

Praise
Send praise to people >< Praise

Send praise to people
Select a badge

)@-‘%‘\‘ * E v _ : ‘ .
‘; 'I% ﬁ t**i : - A :*‘i ‘
~amid Y ] < : iy \ ‘ *

Courage Optimism Inclusive

If - =

Thank you Problem solver Kind heart ) a

@ ‘ ' Awesome Thank you Achiever

Team player Leadership Creative

Optimism Inclusive

=

Kind heart Team player

v

Praise lets you choose between multiple badges allowing you to customize your appreciation based on the occasion.
The Vice President chooses between multiple badges to express appreciation for the Chief of Staff.
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Praise
Send praise to people X Praise

Send praise to people
Badge To

. Debra Berger )( Megan Bowen
) Awesome Type a name \ 9 g )

To

Type a name
Mote (optional) Recipients

Thank you for the quick turnaround!

"

Awesome

Thank you for the quick turnaround!

Cancel

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

Teams Sales and Marketing Posts Files Wiki + @ Team  ©f Meet ~ (D)

Your teams Debra Berger 2/5 5:34 PM  Edited @
o o Sales Report for the Quarter
E Mark 8 Project Team : .
Hi all,
General Find attached the Sales Summary for the past quarter. Our product has shown incredible results in the East coast. Overall, our sales hawve
. . increased by 30 percent in the last month itself.
fnnouncements Cc: Christie Cline
Daily Standup

Design e P [I=| Sales Report.docx

Mark 8 Project Team > Sales and Marketing - é Post

Digital Assets Web Mark 8 Project Team / Sales and Marke...

Finance PRapEE successful. All thanks to the team.

Go to Market Plan Megan Bowen 2/5 5:36 PM
Sharing the Marketing Return on Investment for the last quarter (June — October) below.
Debra Berger, agreed, the product has been quite successful. All thanks to the team.

Cc: Irvin Sayers, Christie Cline
Hiring
deas

- lrvin Save ieti i &| Marketing - ROI.pptx
Planning (1) Cc: Irvin Sayers, Christie Cline P ] g PP

Project Assets B Marketing - ROl.pptx
Mark 8 Project Team > Sales and Marketing

Research and Development (1] A\ You 5Feb,537pm
Sales and Marketing O Christie Cline  2/5 5:37 PM Q

e n Praise
n Praise

Strategy

1 hidden channe Christie Cline sent praise to

Christie Cline sent praise to Megan Bowen, Debra Berger
Contoso
Megan Bowen, Debra Berger
General / p
Announcements

Employee Engagement /

- - Awesome
Employee Recognition
Monthly Reports Thank you for the quick turnaround!

Security and Safety

Thank you for the quick turnaround! MeganBowen Debra Berder

5 hidden channels

Hidden teams
[£/ New conversation ° Reply

o

+ -
20 Join or create a team

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

channel conversation. Revel in the good vibes.
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Sales Report.docx

File Home Insert Layout _ @ || [d || | | =] Conversation

v v & ‘Calibri(Bocy} v|12 v| ATOA =v i = 5= Av Ov @ 4~ £

® Sales Report

PERIOD SALES TARGET ACTUAL SALES
lanuary 2021 5694,000.00 $714,136.00

Sales Report.docx
Overview

PERIOD REVENUE CUSTOMERS
January 2021 $2,335,250.00 1500

Sales Report

PERIOD SALES TARGET | ACTUAL SALES
Distribution January 2021 | $694,000.00 $714,136.00
PRODUCT SALES UNITS SOLD
Poland 5423,080.00 956 Overview
Denmark 5541,056.00 844 PERIOD REVENUE CUSTOMERS
Slovakia 5478,953.00 T42 January 2021 $2,335,250.00 | 1500
Ireland $385,749.00 708
Spain $256,785.00 626 Distribution
Switzerland 5198,623.00 572 PRODUCT SALES UNITS SOLD
MNetherlands 599,876.00 492 Poland $423,080.00 | 956
UK $88,252.00 416 Denmark $541,056.00 | 844
Germany $77,763.00 397 Slovakia $478,953.00 | 742
Austria $69,847.00 394 Ireland $385,749.00 | 708
Finland $88,773.00 316 Spain $256,785.00 | 626
Switzerland $198,623.00 | 572
Netherlands | $99,876.00 492
UK $88,252.00 416
Germany $77,763.00 392
Austria $69,847.00 324

‘ulf‘uc'in men ages 18-49 years $7,275.00 Finland $88,773.00 316
(o}

Consumer Profiles
CONSUMER AVERAGE SPENDING

Men ages 18-49 years old $6,350.00

Consumer Profiles
CONSUMER AVERAGE SPENDYI’
Men ages 18-49 years old $6,350.00

English (U.5)  Text Predictions: On

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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Sales Summary.ppix
Home Insert Draw Design Transitions Animations Slide Show

Mew Slide

.

17:24

é Sales Summary.pptx

Sales Summary

S | I I | For Contoso

Mol Pea i Ses i sl Masllaal

Slide 1of 8  English (U.5.) Help Improve Office == Notes

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a

visual representation of key points covered.
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Microsoft Teams

Teams Finance Posts Files Wik Profitability Index @ Team o Meet ~ (1)

Your teams Christie Cline  11/18 6:51 PM

E Mark 8 Project Team ] Profitability Statement

General Congratulations, team. Indeed, your performance with this product has been outstanding. You all have done a great job. We can see a 45
percent increment in the success metrics.
Please look at the Profitability Index and let me know if we have missed anything.

Announcements

Daily Standup

Design llapse all

< Post
Digital Assets Web Irvin Sayers 11/18 6:53 PM Mark 8 Project Team / Finance

| have no doubt in saying the stakeholders are going to be very impressed. (72
| would like to take this opportunity to thank everyone that worked on this. | really appreciate all the effort the team has put in. You
Go to Market Plan Thank you all, once again. X 3 18Nov 1851

Finance

Hiring Lidia Holloway 11/18 6:54 PM Profitability Statement

deas Roger that, Irvin Sayers! Thank you so much, team. You went well above and beyond our expectations. We could not have done it
Planning without your help. _ _ _
= Congratulations, team. Indeed, your performance with this
Project Assets Megan Bowen 11/18 £:55 PM product has been outstanding. You all have done a great job.
It was a great experience working on this. (|2 We can see a 45 percent increment in the success metrics.
Please look at the Profitability Index and let me know if we
Sales and Marketing Debra Berger 11715 6:36 PM have missed anything.

Megan Bowen, agreed. Can't wait to work on new projects with the team soon.

Research and Development

Strateqgy

1 hidden channe Christie Cline 11/18 6:52 PM Irvin Sayers 18 Nov, 18:53 .

| have no doubt in saying the stakeholders are going to
Contoso be very impressed. =

| would like to take this opportunity to thank everyone
General that worked on this. | really appreciate all the effort the
. team has put in. Thank you all, once again.
Announcements

Employee Engagement
Lidia Holloway 18 Nov, 18:54
Employee Recognition )
Roger that, Irvin Sayers! Thank you so much, team.
Monthly Reports You went well above and beyond our expectations. We

Security and Safety could not have done it without your help.

Human Resources

General

oo

+ .
ga  Join or create a team

Microsoft Teams enables transparent communications through channel conversations. The Finance Manager

communicates in open-channel conversations and keeps team members up-to-date.
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Microsoft Teams

Finance Posts Files Wiki Profitability Index -~ 2 ses 8 Meet v

° Filters
E Mark 8 Project Team Ll < Back to report REVENUE V5 BUDGET BY COUNTRY LAST REFRESH:12/2/2020, 2:59:56 PM
General 30.2 S Search
Announcements
Filters an this visua
Calendar Daily Standup

Design
k =

Calls Digital Assets Web

i Finance
Files

Go to Market Plan

e % 48

Actuals
is [All) .

@ app.powerbi.com/groups/9a462335. @ :
Budget

is (All)

Hiring

a

deas

Planning

Project Assets

Research and Development
Sales and Marketing
Strategy

1 hidden channel

Contoso Leadership

General
Budget Review
Media $02bn
Monthly Reports
Mewsletters
Operations $0.1bn
Public Relations '
Hidden teams $0.06n . . . l I . . . . - - - - |

+ - ' i, o 3
28 Join or create a team 3 2

Turn your unrelated sources of data into coherent, visually immersive, and interactive insights with Power Bl in

Microsoft Teams. The Finance Manager creates a dashboard of profitability metrics using Power BI.
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|dentify High Priority Tasks and Unblock Workstreams
Senior Project Manager

Scenario Walkthrough

The Senior Project Manager views 'High Priority' tasks assigned to her across projects to take quick action and ensure that these
teams function seamlessly. She notices two high priority tasks assigned to her from the Marketing team and leverages powerful
communication tools to take quick actions and to make sure that the workstreams are not blocked on her approval and inputs
flow smoothly without affecting the deadlines.

* Views the high priority tasks assigned to her across projects via Tasks by Planner and To Do.

* Notifies the Marketing team regarding her availability for a meeting to review the content calendar via channel communications.

 Reviews the social media content calendar and suggests changes using the Lists app.

 Addresses the second assigned task and attaches the project roadmap template within the Planner task for reference.

. RleacheSﬁLJthto the Designer to update him regarding the file shared and to ensure that the team is not blocked on anything
else via 11 chat.

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

« Stay abreast of tasks assigned to you across teams and filter by priority with Tasks by

Planner and To Do. P
 Create a new list from scratch, from templates, based on an existing list, or by Vv

importing data from Excel using Lists. PowerPoint Licts Tasks by
« @mention to get the attention of relevant team members for quick action P'ﬁge[)roand

* Share presentations with rich visual content over the cloud with PowerPoint 7
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Microsoft Teams

...ﬁ

Activity

Tasks by Planner and To Do

My tasks To Do Task title Source Priority T

v Tasks
© Add a task

! mportant

] Planned

Product Roadmap Design

& Assigned to me Social Media Calendar Review i i Assigned to me

Shared plans Planner Pipeline approval

Product Roadmap Design
Mark 8 Project Team () Partner Pitch Review Social Media

A 21
n T Administration

Social Media Calendar Review
Social Media
8 3
Human Resources
Pipeline approval
Marketing Planner

02/10/2021

Partner Pitch Review
Planner
02/12/2021

Add a task

The interactive Tasks by Planner and To Do personal tab is great for collaborative task management and tracking. The
Senior Project Manager uses Tasks by Planner and To Do within Teams to view high priority tasks assigned to her.
/3
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Microsoft Teams

() social Media Calendar Review

Last changed 2 days ago by you

= @ Miriam Graham

¢} Red x

Bucket Progress Priority

Task Details
To do (C) Not started &' Urgent

Social Media

Start date Due date Mark 8 Project Team

02/19/2021 = 02/19/2021

Social Media Calendar Review
Tasks by PL. Notes [:] Show on card

The social media calendar for December is ready. We will go ahead with working on this Assign
once it's approved.

@ Miriam Graham

—~ - Due date Feb 19, 2021
(_) Add an item

Checklist

Attachments Priority Urgent

Add attachment
Progress Not started

Bucket
Comments

Notes The social media calen...
Add checklist item
Add attachment

@ Megan Bowen Movember 19, 2020 1:44 PM
. ) ) Label
Mew Task Social Mediz Calendar Review created abels

Assign, track and communicate tasks and milestones without having to switch apps using Tasks by Planner and To Do
inside Teams. The Senior Project Manager notifies the social media team that the calendar is ready.
74



Project Management — Identify High Priority Tasks and Unblock Workstreams

=" Microsoft

Microsoft Teams

Teams Marketing Posts Files Wiki Tasks Sales Summary Campaignideas 2 more~ @ Team 21 Meet

Activity

a Your teams Miriam Graham 11/20 12:19 PM
= IMPORTANT!
B Mark & Project Team

Social Media Calendar Review
Hi Marketing, | am caught up with some urgent work and hence did not get time to review the content calendar. Would you be free to
discuss this over a call now?

General

Announcements

Calendar Daily Standup

Collapse all

L
—esign Megan Bowen 11/20 1219 PM Edited & Post

Digital Assets Web Sure Miriam Graham. We've added the calendar here - Social Media Calendar Mark 8 Project Team / Marketing
Finance

T Alex Wilber 11720 12:20 PM You
Go to Market Plan -

Yes, we can discuss this now. =2 20 Nov, 12:19

Hiring IMPORTANT!
- Miriam Graham 11/20 12:20 PM

deas i Great! Social Media Calendar Review

Marketing

Marketing ended: 6m 15s "l G') '&' Q Hi Marketing, | am caught up with some urgent work and

=4
. | hence did not get time to review the content calendar. Would
@ Megan Bowen 11/2012:28 PM you be free to discuss this over a call now?

Planning

Project Assets Thanks for your feedback, Miriam Graham. We will add more visual content and have a few flexible slots to include posts that are

Research and Development in line with viral content.

Strategy Miriam Grah 11720 12:28 PM .
& @ e Megan Bowen 20 Nov, 12:19 g @

1 hidden channel
Sure Miriam Graham. We've added the calendar here -
Social Media Calendar

Contoso Leadership

General Alex Wilber 20 Nov, 12:20

r=1§ view ¢ i
Budget Review Yes, we can discuss this now.

Media
Monthly Reports : PN You 20 Nov, 12:20
b Great!

Newsletters

Operations

Marketing ended
Public Relations 6min 15sec

Hidden teams

oo

+ .
ga  Join or create a team

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. 75
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Microsoft Teams

Teams Marketing Posts  Files Wiki Tasks Sales Summary Social Media Calendar ~~ 2 more -~

Activity
H Your teams

B Mark & Project Team

General

+ MNew item H Editin grid view -+ = All ltems

Content title - Description v Draft due by ~

Announcements N
E Post link to content from your blog with sh... Miriam Graham 4 days ago
Calendar Daily Standup 18:36

Design . .
- é Social Media Calendar
Digital Assets Web Share community content Miriam Graham Planned 5 days ago Mark 8 Project Team / Marketing
Finance
; + New item All ltems
Go to Market Plan
Post an interesting question to the commu.. Miriam Graham & days ago

Hiring Content title Description

deas

G T Create an original image-based paost Miriam Graham 5 days ago Post link to content from your blog

Planning
Share humorous fun content (cartoon, me... Miriam Graham Planned 5 days ago
Project Assets
Share community content
Research and Development

Write a 300-word original piece about a rec... Miriam Graham Planned 4 days ago

Strateqgy

1 hidden channe Post an interesting question to the ...

. Share comm r v conten Iri 3
Contoso Leadership Share community content Miriam Graham 3 days ago

Create an original image-based post
General

Budget Review Share humorous fun content (carto.

Madia Post link to content from your blog with sh... Miriam Graham Planned Sunday at 12:00 AM
Monthly Reports Write a 300-word original piece abo...

Newsletters Post humorous fun content (cartoon, meme.. Miriam Graham Yesterday at 12:00 ...

Operations

Public Relations Share community content

Hidden teams

. Post link to content from your blog ...
-]

+ .
ga  Join or create a team

Record data, have conversations about list items, organize process, and track status in an environment built for
teamwork and collaboration with Lists in Teams. The Senior Project Manager reviews and makes changes in the social
media calendar using Lists. 76
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Microsoft Teams

(O Product Roadmap Design

Last changed 2 days ago by you

Sl
¢J Red x

Bucket Progress Priority Task Details

In Progress () Mot started &' Urgent

Social Media
Due date Mark 8 Project Team

02/06/2021

Product Roadmap Design
Tasks by PL..

Assign

@ Miriam Graham

Checklist 1/ 1 =hawan car ﬁ Grady Archie
Q ProductRosdmapTempiatefor Refererce |

() Add an item Due date Feb 6, 2021

Attachments

Priority Urgent
Add attachment

Progress Not started

Ceh Product Roadmap.pptx Show on card Bucket In Progress

Notes

Comments
Checklist

]  Product Roadmap.pptx

Record data, have conversations about list items, organize process, and track status in an environment built for

teamwork and collaboration.
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=" Microsoft

Product Roadmap.ppix

Home Insert Draw Design Transitions Animations Slide Show Review View v

v v % | 3 NewsSiide | |

e PRODUCT
ROADMAP

Product Roadmap.pptx

PRODUCT
ROADMAP
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iscing ol MSICET POrRicy coa il e

English (U.5.) Help Improve Cffice

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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mm Microsoft

Microsoft Teams

Chat v ’1 GradyArchie Chat Files Organization Activity —+

Recent

11/20 12:29 PM  Edited
Hi Grady. | have shared the Project Roadmap template that we've used for a few other projects. Is

p Grady Archie 230 M there something where you are blocked on me?

ol AgilePolly 12:50 PM
Sent a card Grady Archie 11/2012:30 PM  Edited

n Qubie Mo, nothing else Miriam. ThiS

Sent a card

= Trello é Grady Archie

Sent a card

r@ Adele Vance 10/27
You: Also take good care of yourself, Ade...

Hi Grady, | have shared the Project Roadmap
template that we've used for a few other
projects. Is there something where you are
blocked on me?

No, nothing else Miriam.

Will design the project roadmap for the Mark 8 Project along these lines.

11/2012:31 PM  Edited 1
Great. Feel free to reach out to me over chat if you need further clarification.

@

Will design the project roadmap for the Mark 8
Project along these lines.

Great. 9 Feel free to reach out to me over
chat if you need further clarification.

Type a new message

A !V C @ W B E

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The Senior
Project Manager provides a quick update over chat.
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Meetings & Coordination

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

Project Management Superpowers in Teams

Capabilities and features used... Apps that enable an immersive experience in Teams
« Schedule meetings using synced calendars, or a meet now :

feature
* Participate in instant, open-channel communication Word Excel  PowerPoint  Mentio  Lucidchart  SharePoint

 Store documents within a cloud-enabled repository using
Files section or channel tabs A Al n H )’/\

» Create and co-author documents, spreadsheets,

. . . . Zoho Sprints  Power B| Evernote Asana Calendar Kudos
presentations and more in the cloud with Office 365 BOT Boards
« Channel tabs for everyone to stay on the same page m = W
| | 4
» Help safely collaborate with teammates on multiple .
prOJectS from W|th|n a S|ng|e envwonment Approvals Freehand by ZOhO Lists Tasks by Workstreams.ai
InVision Projects Planner
and To Do

80



Project Management

Meet the Business Decision Makers

Project Manager

‘Being a Project Manager s like being an
artist, you have different colored process
streams combining into a work of art.”

« Monitor the progress of work and
assign task to employees

« Ensure on time delivery of the
project

* Ensure minimum or zero bugs in
the final document

» Escalate any risk or delays that can
impact the project

Sr. Project Manager

"Treat people like they make a difference,

and they will."

 Provide on-site leadership for
project team by motivating team
members to meet project goals

* Prepare estimates and detailed
project plan for all phases of the
project

» Procure adequate resources to
achieve project objectives

=" Microsoft
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Scenario Walkthrough

=" Microsoft

0 a Project Team In Sync and Well-informea

Keeping projects on schedule and ensuring everyone has the latest information can be challenging when people work in
different locations and projects move quickly. The Sr. Project Manager needs an easy way to make documents easily accessible,

discuss and share information, and track project timelines.

Share the SharePoint tab links in the channel for the team's access.

Shares a key PowerPoint presentation containing vital project standpoints.

Shares PDFs containing previous project references.

How did Teams help the Sr. Project Manager execute her roles and
responsibilities?
» Enable easy update and tracking of important lists and pages with SharePoint.

 Co-author documentation through established channels and collaborate using Office
applications like Word.

« Utilize PowerPoint to draft effective and easily consumable presentation on a proposed
plan.

Creates a SharePoint List and SharePoint Page in channel tabs for sharing, editing project details, and timelines.

Asks the Business Analyst to share the latest version of the project scope documentation in a Word document.

Which app integrations on
Teams made it possible?

PowerPoint SharePoint

..

Word PDF 82
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=" Microsoft

Microsoft Teams

Teams Project Assets Posts Files Wiki Project Brief @ Team 3 Meet

Your teams Miriam Graham 11/19 4:43 PM  Edited
_ . - Project Document library

Hi all,

| have created SharePoint page for our project. We can all access them in the following channel tab: Project Brief

Announcements o o ) _ ) _ ) )
This will allow all the team members to stay in line with the discussions and access the project’s latest content. We will have bi-weekly

Daily Standup scheduled meetings for discussions and get an overview of the project status and timelines.

Design

é Post

Digital Assets Web Mark 8 Project Team / Project Assets

Finance el
You
G | 11,19 £:44 PM
Go to Market Plan e B TonNovIeas

This looks great, Miriam Graham. Thank you for this! (&
Hiring Project Document library
Joni Sherman 11/19 445 PM
This makes my job easy and quick in sharing the project scope and its updates. Thanks! Hi all,

= M

Marketing

Planning Allan De_}'DunEl 11/19 443 PM | have createq SharePoint.page for our project., We can all
oY Fantastic! access them in the following channel tab: Project Brief
Project Assets

- _ : Miriam Graham 11/19 4:49_”‘; . ) ] ] This will allow all the team members to stay in line with the
Research and Development = Good to know the team is hands-on with this. Joni Sherman, please share the updated Project scope document here, discussions and access the project’s latest content. We will
Sales and Marketing have bi-weekly scheduled meetings for discussions and get

R JoniSherman T1/IZ£02EM an overview of the project status and timelines.
Strategy : Mark 8 Project Team, you can find it here:

Contoso Leadership ﬁ% Project Scope.docx ‘@ Johanna Lorenz 19 Nov, 16:44
L

This looks great, Miriam Graham. Thank you for this!
« Reply =

General

Budget Review

Media Miriam Graham 11719 4:53 PM % Joni Sherman 19 Nov, 16:45

Monthly Reports Mark 8 Project Standpoints This makes my job easy and quick in sharing the
Hi all project scope and its updates. Thanks!
i all,

MNow that we have commenced working on this project, | am sharing a PowerPoint deck created during the project pitch and is updated as

Mewsletters

Operations per the latest inputs we got from the management post bagging the project. Allan Deyoung 19 Nov, 16:48
Public Relations | request all the team members to go through this presentation to get information and perspective to go ahead across various O

TR (U S PUY) TG JUN. S-S

Fantastic!

Hidden teams
[ New conversation

+ .
i85 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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Microsoft Teams

a

> Teams

Activity

a Your teams

Bl Mark 8 Project Team
General
m Announcements

Calendar Daily Standup

Design
k =

Digital Assets Web
‘ Finance
Go to Market Plan
Hiring
Ideas
Marketing
Planning
Project Assets
Research and Development
Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review

Monthly Reports
Newsletters
Operations

Public Relations

Crisis Management

)

+ X
28 Join or create a team

Y

Project Assets Posts Files Wiki Project Brief v

Mark 8 Project Brief

Miriam Graham
Director

The purpose of the Project Brief is to encapsulate all the finally agreed key features of this design so that the client is
fully aware of what he will get and the Prime Contractor and the key Supply Chain partners can proceed with the
Scheme Design confident that each will be working towards the completion of a consistent whole.

Requirements within the Project Brief must be expressed in functional performance, rather than engineering, terms i
order to provide the maximum opportunity for the Prime Contractor and his Supply Chain to devise the most
appropriate options which meet those requirements. Physical, statutory and operational constraints must be clearly
identified.

The Project Brief must be clear, use a consistent vocabulary and contain short, concise sentences with a minimum of
punctuation. This will aid reading and prevent misunderstanding.

SharePoint empowers teamwork with dynamic and productive team sites for every project team, department, and
division. Share files, data, news, and resources. Customize your site to streamline your team'’s work.

=" Microsoft

Project Brief

Mark 8 Project Team / Project Assets

Mark 8 Project Brief
@ MiriamGraham
Director

The purpose of the Project Brief is to encapsulate all
the finally agreed key features of this design so that the
client is fully aware of what he will get and the Prime
Contractor and the key Supply Chain partners can
proceed with the Scheme Design confident that each
will be working towards the completion of a consistent
whole.

Requirements within the Project Brief must be
expressed in functional performance, rather than
engineering, terms in order to provide the maximum
opportunity for the Prime Contractor and his Supply
Chain to devise the most appropriate options which
meet those requirements. Physical, statutory and
operational constraints must be clearly identified.
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Microsoft

Project Scope.docx

Home Insert Layout References Review View Help Open in Desktop App are &7 Editing ~ @ || [3 | 4 | | =] Conversation

w |i|v = ‘Times‘\lev.-'Ro... V|12 V‘ A oA &~ ﬁv r"—"@ = = = v | B /O\’ [ LQJV {j_&'

=

Header

17:42

Project Scope Management Plan ¢«

Project Scope.docx

CONTENTS Project Scope Management Plan

DIETIIUITIONS ©vvivvresitieeceeestae s e s e s se e e e e e e s e e ses e s e eaeea e e e e e e e es e eas e rn e e am e SRR e R e e n £ e R eae e nan e e e e nre e e CONTENTS
L L= T = OSSR SO PP OTN 1. Definitions
LTt = OO P U

IMAJOT IVILESTOTIES 1. eeerceee e e e e e e et e e s e e e e e e s e s ere e e e n e e nneeserearne e reeen

Key Meeting Dates and DIECIS10015 cooiiiiie e eeesiee e e e sme e s sses s e e semnens
L L= g A orT o 1T o= OSSP USTTRRST
Functional Roles and Responsibilitiens ... ceesine s s e s e s sssmn s s sne s ne e snes
L T E= s T Tt (OSSOSO USSP PRSP URTS
RN a3 5 ' = o = TSSO PTTPRTTN

K ey Terhnologies ProCESEES (oo i ee e e eraeer e e e s smeee e e e sn e e srs e e maeerne s s ensesnn e e s s aenne e reenmnnnnns

10, Assumptions, Dependencies, Risks, CONStIAIMTS .ovviiiiiincieeeceesee s sess s srveessesaensse s s sressnnes
L1 ADPEIAIK 1oiie et ieeee et e re e et e e e e RS E e Rt R e e R RS SR e e e eRe e aeenr e e an e e ennan e e e e

B9 -l - % Oh L LA

1. DEFINITIONS 5. Project
Resources

<Include in this section any terms and acronyms that will be used in confunction with the projecr thar

may requirve a specific definition for clarification. >

PAGE BREAK
2. EXECUTIVE SUMMARY
Header

< Provide a one to two paragraph summary of the project. The audience for this summary is the
executive team which may include the Project Sponsors and Steering Committee. Include in the
SLmMAry.

Page 4 of 8 414 words  English (U.S.)

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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Microsoft Teams
Teams

Your teams

B Mark & Project Team

General
Announcements
Daily Standup
Design
Digital Assets Web
Finance
Go to Market Plan
Hiring

35
Planning
Project Assets
Research and Development
Strategy

2 hidden channels

Contoso Leadership

General
Budget Review
Media

Monthly Reports
Mewsletters
Operations
Public Relations

5 hidden channels

n T Administration

+ .
i85 Join or create a team

Project Assets Posts Files Wiki Project Brief @ Team 3¢ Meet

&

Miriam Graham 11/19/20 4:53 PM  Edite

Mark 8 Project Highlights

Hi all,

Mow that we have commenced working on this project. | am sharing a PowerPoint deck created during the project pitch and is updated as
per the latest inputs we got from the management post bagging the project.

| request all the team members to go through this presentation to get information and perspective to go ahead across various
developments in this project.

@< Mark_8_Project_Highlights.pptx

Allan Deyoung 11/19/20 4:55 PM
Thanks, Miriam Graham. '

Grady Archie 11/19/20 4:59 PM
Miriam Graham, I've got some design upgrades. | will be adding them to this deck by EOD today.

Miriam Graham 11/19/20 5:00 PM

Sure, Grady Archie. Please do.

Joni Sherman  11/19/20 5:01 PM

| will be scheduling a meeting to discuss updates in the scope early next week. It'll impact the current timeline; the approval
requests have been initiated.

See yal

Miriam Graham 11/19/20 5:02 PM

Alright, see you scon!

e REP y

Miriam Graham 11/19/20 5:04 PM

References for Groundwork

Hi all,

| have attached a PDF containing references shared by the Marketing team. These will help us create the first draft of our project for the

[ New conversation

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.

é Post

Mark 8 Project Team / Project Assets

@ i
e 19 Nov 2020, 4:53 pm
Q9

Mark 8 Project Highlights

Hi all,

Now that we have commenced working on this project, |

am sharing a PowerPoint deck created during the project
pitch and is updated as per the latest inputs we got from the
management post bagging the project.

| request all the team members to go through this
presentation to get information and perspective to go ahead
across various developments in this project.

@+ Mark_8_Project_Highlights.pptx

Allan Deyoung 19 Nov 2020, 4:55 pm

Thanks, Miriam Graham.
Grady Archie 19 Nov 2020, 4:59 pm @

Miriam Graham, I've got some design upgrades. | will
be adding them to this deck by EOD today.

© O

Microsoft

9

86



Project Management — Keep a Project Team In Sync and Well-informed

Mark 8 Project Highlights.pptx

File Home Insert Draw Design Transitions Animations

Dv [v > | [ New Slide |

-

Mark 8 Project
Highlights

Presentation by
Team Contoso
© 2020

Help Improve Office == Notes

Create and share PowerPoint presentations over a Teams call to make meetings meaningful and to offer attendees a
visual representation of key points covered.

10:58 @

é_

=" Microsoft

Mark_8_Project_Highlights.pptx

Mark 8 Project
Highlights

Presentation by
Team Contoso
© 2020

8/
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=" Microsoft

Microsoft Teams

Teams Project Assets Posts Files Wiki Project Brief @ Team 3 Meet

Your teams Miriam Graham 11/19 5:.04 PM
_ = References for Groundwork
Hi all,

| have attached a PDF containing references shared by the Marketing team. These will help us create the first draft of our project for the

monthly review with the client scheduled in the last week of this month.
Announcements

Daily Standup
Design Projects_Library.pdf

Digital Assets Web

é Post

Mark 8 Project Team / Project Assets

Finance

Go to Market Plan Grady Archie 11/19 5:06 PM You
oto ,
Miriam Graham, | had raised a request for some additional inputs during the last meeting. .0 19 Nov, 17:04

Hiring Does this PDF hawve clarity over it? References for Groundwork

(= =)

Hi all,

| have attached a PDF containing references shared by the
Marketing team. These will help us create the first draft of our
project for the monthly review with the client scheduled in the
last week of this month.

Marketing @ Miriam Graham 11/19 5:06 PM

Planning Yes, Grady Archie. Both you and Allan Deyoung can schedule a meeting with the rest of the team to implement the same.
{=

Project Assets a‘l Allan Deyoung 11/19 5:08 PM
o Grady Archie, | do have some inputs we received yesterday evening. I'll share them with you.

Research and Development
Grady Archie 11/19 5:08 PM

Awesome. Please do. O
Strategy 332.19KB

Allan Deyoung 11/19 5:10 PM
- N r W

Sales and Marketing Projects_Library.pdf

Contoso Leadership )
Grady Archie 19 Nov, 17:06

e 1q ;
General Miriam Graham, | had raised a request for some

Budget Review additional inputs during the last meeting.
Does this PDF have clarity over it?

Media

Monthly Reports e

MNewsletters .
Yes, Grady Archie. Both you and Allan Deyoung can

Operations 4 schedule a meeting with the rest of the team to

: ) implement the same.
Public Relations P

Hidden teams
[ New conversation \Q/

]

+ -
i85 Join or create a team

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! 88



Project Management — Keep a Project Team In Sync and Well-informed

Microsoft Teams

. Projects_Library.pdf

Project
Library

© CONTOSO 2020

Add any PDF with rich content within your team as a tab of a file so everyone can get to it easily. Here the Sr Project
Manager shares a PDF of the Project Library within the channel.

11:55

& Projects_Library.pdf

Project
Library

Microsoft
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=" Microsoft

Manage Multiple Meetings with Ease
Sr. Project Manager

Scenario Walkthrough

The Sr. Project Manager is participating in a client meeting that is taking longer than expected. She notifies her team that she
would not attend the scheduled brainstorming, and she asks the team to go ahead with the meeting while recording it and
creating notes for easy reference. Following the client's meeting, the Sr. Project Manager replays the recording of the brainstorm,
goes through the meeting notes and updates the action plan to ensure that the team seamlessly moves forward towards the
target.

« Communicating with a partner outside the organization via a Teams call.

* Responds to a channel thread to update the team that she may not be able to attend the brainstorming meeting on time via
channel conversations.

» Views the notes from the brainstorming session shared by other team members via OneNote.
* Listens to a recording of the brainstorming session that she missed staying abreast of the ideas discussed via Microsoft Stream.
 Creates and assigns action items for the team to work on based on the brainstorming session via Trello.

How did Microsoft Teams help the Sr. Project Manager to execute her roles Which app integrations on
and responsibilities? Teams made it possible?
* Record, share, and view meeting recordings and other rich video content with
Microsoft Stream.
 Keep track of responses with alerts in the activity feed with @mentions and reply
notifications. Trello OneNote Microsoft

Stream

» Collaborate and enable multiple people to work on the same document with OneNote.
» Create and assign tasks effectively for multiple projects with Trello. 90
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a

Activity

Calendar

Help

[+]
s

Microsoft Teams

Teams

Your teams

Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

ldeas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing

Strateqy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Mewsletters
Operations

Public Relations

Hidden teams

+ -
Jain or create a team

Ideas Posts Files Wiki Brainstorming Ideas Tasks @ Team 01 Meet

Adele Vance 11/18 7:05 PM Edited
Brainstorm

Hi Team. I'm scheduling this meeting to brainstorm ideas for special offers and deals that we could create for the upcoming holiday season.

Looking forward to an exciting brainstorming session,

Brainstorm
Wednesday, November 18, 2020 @ 7:30 PM

Collapse all
Lollapse a

@ Johanna Lorenz  11/18 7:08 PM
Looking forward to the call.
Grady Archie 11/18 7:10 PM
I've been researching some exciting ideas that I'd love to share.

Brainstorm started

Miriam Graham 11/18 7:20 PM
Hi Adele Vance, I'm stuck in another meeting that's running over. | might not join the brainstorming session on time, but | will listen
to the meeting's recording. All the best, everyone!

Adele Vance 11/18 7:20 PM
Sure, Miriam Graham

Meeting ended: 15m 37s
This was a great call! We've heard some brilliant ideas and strategies that I'm confidant would work very well.

Johanna Lorenz  11/18 7:33 PM

I've compiled the ideas that everyone liked the most in the tab here - Brainstorming Ideas

Miriam Graham 11/18 7:33 PM
Thanks, everyone! | went through the list of ideas. They sound great. Will go through the recording in some time.

< Reply

[ New conversation

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. The Senior Project Manager lets the team to know she won't be able to attend the meeting.

o

O]

=" Microsoft

Post
Mark 8 Project Team / Ideas

Adele Vance
18 Nov, 19:05

Scheduled a meeting

1

oo

Brainstorm

18 Nov 2020 @ 19:30

Johanna Lorenz 18 Nov, 19:08
Looking forward to the call.

Grady Archie 18 Nov, 19:10 :
I've been researching some exciting ideas that I'd love
to share.

Meeting started
Started by Adele Vance 18 Nov, 19:11

You 18 Nov, 19:20

Hi Adele Vance, I'm stuck in another meeting that's
running over. | might not join the brainstorming
session on time, but | will listen to the meeting's
recording. All the best, everyone!

9 ¢
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=" Microsoft

12:53

& Brainstorm

Watch videos from across your organization in the Stream application or in other applications you use every day—any
time, on any device. The Senior Project Manager watches the meeting recording using Stream.
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mm Microsoft

Microsoft Teams

Ideas Fosts Files Wik Brainstorming Ideas ~+  Tasks —+

Teams iTd

Your teams

File Home Insert Draw  View Help Open in Browser ~ 7 Tell me what you want to do

v |jv|c.a|ibri v|1' v‘ B I U Zv Av ¥ B - |i=vi=v -

Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

ldeas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing

Strateqy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Mewsletters
Operations

Public Relations

Hidden teams

Jain or create a team

Y
0

Brainstorm — 18th November 2020

Flash Sale — Savings of 25% but only for a short time. The flash sale can he
opened at regular intervals throughout the day to maintain continuous
traffic and excitement. We could modify the discount percentage offered by
the product category and time of the day.

Wheel of savings — Customers can spin the wheel to receive discounts on all
products or specific products based on what they've won. The wheel must
be designed to look attractive and exciting.

Free Gifts & Giveaways — This is a strategy that has been very successful for
us before and has caused a 40% spike in traffic during our last giveaway. This
will also be an excellent option to fall back on if the others don't work. We
could offer our products and services as rewards and daily giveaways.

Reward Points - Reward points based on the product's price that can be
redeemed for other products that are allotted a certain number of reward
points.

This strategy would appeal to a large number of customers and also help
build long term relationships with our customers while increasing customers
to continue purchasing products from us to redeem their reward points

< v

Brainstorm — 18th November 2020

Vednesday, November 18, 2020 7:28 PM

Flash Sale — Savings of 25% but only for a
short time. The flash sale can be opened at
regular intervals throughout the day to
maintain continuous traffic and excitement.
We could modify the discount percentage
offered by the product category and time of
the day.

Wheel of savings — Customers can spin the
wheel to receive discounts on all products or
specific products based on what they've
won. The wheel must be designed to look
attractive and exciting.

Free Gifts & Giveaways — This is a strategy
that has been very successful for us before
and has caused a 40% spike in traffic during
our last giveaway. This will also be an
excellent option to fall back on if the others
don't work. We could offer our products and
services as rewards and daily giveaways.

Add a OneNote tab to your channel in Microsoft Teams and use it as a shared space for notes among team members.

The Sr project Manager views the meeting notes in the tab.
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=" Microsoft

Microsoft Teams

Teams W ldeas Posts Files Wiki Brainstorming Ideas Tasks 01 Meet

Activity

a Your teams This was a great call! We've heard some brilliant ideas and strategies that I'm confidant would werk very well.

@ Johanna Lorenz  11/18 7:33 PM
I've compiled the ideas that everyone liked the most in the tab here - Brainstorming Ideas

Announcements @ Miriam Graham 11/18 7:33 PM
{ Thanks, everyone! | went through the list of ideas. They sound great. Will go through the recording in some time.

Calendar Daily Standup

- &« Reply
Design PY

é Post

Digital Assets Web Mark 8 Project Team / Ideas

Miriam Graham 11/18 7:42 PM

Finance S IMPORTANT! Yo
Go to Market Plan Way Forward -~ 0 B

Hi Ideas, | went through the recording of the brainstorming session and loved it. Most of the ideas were great, and even if we don't use IMPORTANT!
them for the upcoming holiday, | think we should try out some of these suggestions later. Let's go ahead with ‘Flash Sales’ and "Wheel of
Ideas Saving' for the upcoming heliday. I've assigned tasks and work items for us to start working towards implementing these ideas here,

Hiring
Way Forward

Marketing Hi Ideas, | went through the recording of the brainstorming
ollapse all session and loved it. Most of the ideas were great, and even if
we don't use them for the upcoming holiday, | think we should
try out some of these suggestions later. Let's go ahead with
'Flash Sales' and 'Wheel of Saving' for the upcoming holiday.
I've assigned tasks and work items for us to start working
Sales and Marketing towards implementing these ideas here.

Planning

Adele Vance 11/18 7:43 PM

Project Assets . ) .
Thanks, Miriam Graham! We'll begin working on these.

Research and Development

Strateqy

Contoso Leadership . '- AdelsVance: 18 Nov, 1643 @

e . . .

General y Thanks, Miriam Graham! We'll begin working on these.
Budget Review 2 .

) i E Johanna Lorenz 18 Nov, 19:46
Media F ) ‘@
Monthly Reports y !
Mewsletters
Operations

Public Relations

Hidden teams
[ New conversation

o

+ -
2o Join or create a team

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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Microsoft Teams
Teams

Your teams
Mark 8 Project Team

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

Ideas

Marketing

Planning

Project Assets
Research and Development
Sales and Marketing

Strategy

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

o

28" Join or create a team

Y Ideas Posts Files Wik Brainstorming Ideas Tasks v

00) Board -

To Do

=
Create a list of the ideal products on
which to offer discounts

b —
Design options for the wheel of
savings — First Draft

Copy for marketing collateral

Edit email drafts

Curate customer list

-+ Add another card

Project Management

w Trello workspace ' Free & Private

In Progress Blocked

fii e
Work out the structure of the

discounts and products eligible

Finalize timelines and targets

Social media assets
e ¥

Budget Approval

@ 1

+ Add another card

Freelancer contracts

-+ Add another card

@ Butler

Done

Finalize Camp

Dream Work ¥

@ Jan 10,2020

Submit Q1 rep

O Dec 18, 2019

Campaign Pro

© Feb1,2020

+ Add anothd

=" Microsoft

+++ Show Menu

é Tasks

Mark 8 Project Team / Ideas

@ Q

gop Board «  Project Management @ %

Trello workspace  Free & Private

a Butler

[—]

Create a list of the ideal products on which to
offer discounts

o

Design options for the wheel of savings -
First Draft

Copy for marketing collateral

Edit email drafts

Curate customer list

+ Add another card

Invite

+ Show Menu

In Progress

——
Work out the structyl
products eligible

Finalize timelines an|

-
Social media assets

Open in New Window »
< (o]

Create and assign tasks effectively for multiple projects with Trello right inside Microsoft Teams. The Sr Project Manager
creates and assigns action items for the team to work on based on the brainstorming session via Trello.
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 Project Manager

»

Scenario Walkthrough

The Project Manager at Contoso gets a quick overview of the latest website statistics, which show longer load times. He then
updates the team of his findings and participates in the daily standup while understanding his team's blockers to step in and
coordinate to ensure that the team is on track to meet their sprint goals. Microsoft Teams and its varied list of apps help the team to
collaborate coherently on one platform.

Responds to the daily standup questions sent by the AgilePolly bot in chat.

Views real-time website traffic and performance within a channel tab via Site24x7.

Views the responses and blockers shared by the members of his team within the AgilePolly channel tab.

Communicates with the team during the daily standup to highlight observations and quickly clear blockers via channel meetings.

Reviews and discusses tasks that have been added via Project using screen share.
» Keeps track of the project on a timeline with Roadmap — Microsoft Project and sends further communication to the team.

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

« Automate team status meetings and scrum updates using the AgilePolly bot.
. . L e r s 2
* Flexible uptime and performance monitoring from the cloud with Site24x7. \9

* Efficiently plan projects and assigns tasks to stay focused with Project.

Site24x/  AgilePolly Project Roadmap -
 Create a consolidated timeline view to keep track of multiple projects with Roadmap — Microsoft

Microsoft Project. Project
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Microsoft Teams

Calendar

S

Calls

“
Files

Automate standups and check-ins while enabling your teams to be more effective and engaged by tracking status
updates and detecting team blockers with AgilePolly in Microsoft Teams. The Project Manager responds to the daily

H Mark 8 Project Team

General
Annocuncements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing
Planning

Project Assets
Research and Development
Strategy

1 hidden channe

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Mewsletters
Operations

Public Relations

Hidden teams

+ -
Join or create a team

W

Daily Standup Posts Files Wiki Site24x7 Dashboard - ...  AgilePolly

loday
@ AgilePolly 10:50 AM
Contoso standup for Wed, Dec 2, 2020

(D) Closes 12/2/2020 1:50 PM

What did you accomplish since the last check-in?

Enter a response

What are you working on next?

Enter a response

Are there any issues blocking your progress?
@] Not Blocked

O @ Blocked

Submit response View all responses

@ AgilePolly 10:50 AM
No Completions Yet

&« Reply

(£ New conversation

standup questions sent by the AgilePolly bot in chat.

@ Team

Ot Meat

o Vilndia & 12:19 PM
< Daily Standup

Mark 8 Project Team

Posts Files

Irvin S. via AgilePolly
(A) 2 Dec, 10:50 AM

Contoso standup for 02-Dec-2020

) Closes 02/12/20 01:50 PM

What did you accomplish since the last
check-in?

Launched a new product today

What are you working on next?

Collecting customer feedback

Are there any issues blocking your progress?

Not Blocked

@ Blocked

D/ New post
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Microsoft Teams

Teams i Posts Files Wiki Site24x7 Dashboard -... ~ 1 more - +

Your teams

Untitled Dashboard - Nov 17 202() ©C Lastupdated 16 seconds ago Logout from Site24x7

B MMark 8 Project Team

Enera Page Load Time Detailed Report of HomePage - www.micrasoft. com All Monitors Live WEBSITEDEFACEMEMNT-microsofi

Announcements

Daily Standup

‘ Down O‘ Availab”ity 14:51 e 8

. & Site2dx7 Dashboard - Nov 17 2020
O Mark 8 Project Team / Daily Standup

Critical

Digital Assets Web

Finance

Page Load Time (Seq(s))

Trouble O Untitled Dashboard - Nov 17 2020 € Last updated 8 seconds ago
Go to Market Plan c Logout from Site24x7
0:39 10:46 PM  10:53PM  11:00 PM 11:07PM 11:14PM 11221 PM ( ]
‘ Maintenance O ‘ WEBSITEDEFACEMENT- WEBSITEDEFACEMENT-microsoft.com

Availability

Hiring
H °NE Time [l Connection Time [ First Byte Time [l Download Time ] Start Render
deas B Cocument Completz [ll Page Load Time

Marketing - . - - . ! ; :
9 Axvailability Chart of DMS - ns1-205.azure-dns.com - accountmicrosoft.com Page Load Time By Location Report of HomePage - www.microsoft.com BT EDEEACEMEN st
Planning

Project Assets All Monitors Liv

Research and Development

((own

Strategy Critical

Troubls
1 hidden channe —

Page Load Time (Seas))

[ Maintenance

Contoso Leadership 1039P. 1046PM 10:53PM  11:00PM  11:07PM  11:14PM  11:21
— _ _ ) o Availability Chart of DNS - ns1-205.azure-dns.com - account.microsoft.com
Lenera Chennai - [N [l Taipei - TW [l Nagano - JF [l Tel Aviv - L Istanbul - TRl Hyderabad

Murnbai - IN

Budget Review @ S f All Moni
. . Live
ed Page Load Time Chart of HomePage - www.microsoft.com urrentstatuso onitors
fleclla

Monthly Reports 12 Dase Lod Time of HomeP oot
0 age Loa Ime o omerage - www.microsoft.com
Newslatters 10:26 PM 10:33PM 10:38PM 10:43PM 1048PM 10:53 PM

. B Avzilablz[ll Unavailable [l Maintenance
Operations

»] irR ; .
ublic Relations Current Status of All Monitors Live

Page Load Time Detailed Report of HomePage - www.microsoft.com
b Hidden teams

oo

+ -
g3 Join or create a team

Page Load Time (Sec(s))

Enable your agile workforce to organize, collaborate, and prioritize alert remediation actions by embedding custom
dashboards into your Microsoft Teams tabs. The Project Manager views real-time website traffic and performance
within a channel tab via Site24x7. 98
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B AgilePolly
Results

Sender: Irvin Sayers | Closed | 3 completions | @ Non-Anonymous | () Closed
12/1/2020 1:50 PM

Contoso standup for Tue, Dec 1, 2020

6 Post
Mark 8 Project Team / Daily Standup

Are there any issues blocking your progress?

o AgilePolly
Not Blocked ° 1050

& |rvin Sayers, Lee Gu
@ Blocked

Contoso standup for Tue, Dec 01, 2020

1, Closed 12/01/2020 01:50 PM
Joni Sherman
|4 Not Blocked (2): Lee Gu, Irvin Sayers.

Total Votes: 3 @ Blocked (1): Joni Sherman.

[ View all responses

(=) Comments (2)

Joni Sherman 12/1/2020 1:36 PM AgilePolly  13:50 @ :
8]
o
(=) Budget approvals Completions (3): Lee Gu, Joni Sherman, Irvin Sayers
Lee Gu 12/1/2020 1:42 PM
Lee Gu

(=) Awaiting response from stakeholders 1. Identifying return on investment
2. Monthly review
3. L4 Not Blocked
= Awaiting response from stakeholders

{ Previous m e
Joni Sherman

1. ldentifying new market trends
2. Market trends analysis
3. @ Blocked

Reply

Use AgilePolly to author, deliver, automate and run asynchronous daily status meetings, weekly retrospectives, and

one-on-one check-ins while staying up-to-date with real-time progress without leaving Microsoft Teams.
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Activity

Calendar

Microsoft Teams
Teams

Your teams

B Mark & Project Team

General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing
Planning

Project Assets

Research and Development

Strateqgy

1 hidden channel

Contoso Leadership

General

Budget Review
Meadia

Monthly Reports
Newsletters
Operations

Public Relations

Hidden teams

oo

+ .
ga  Join or create a team

Daily Standup Posts Files Wiki Site24x7 Dashboard - ...  AgilePolly

&

i

Irvin Sayers 11/19 1:10 PM

@ Team

Edited

Daily Standup

Hi Mark 8 Project Team, I've observed longer load times than usual for our website home page. Let's quickly sync up to discuss the way

forward and address the blockers that some of you have highlighted.

Johanna Lorenz, could you please investigate the issue with the load time before the meeting?

-

Fo €8 ko

i

it

Clearing Blockers
Thursday, November 19, 2020 @ 1:30 PM

Johanna Lorenz  11/19 1:12 PM
Hi Irvin Sayers,
I will start finding out what's wrong and work on fixing it right away.

Clearing Blockers ended: 13m 54s

Johanna Lorenz  11/19 2:28 PM
This was due to a heavy image that was uploaded on the home page without optimization for web viewing. I've optimized the
image and the load time is back to normal.

Irvin Sayers 11/19 2:29 PM
That was a quick turnaround! Great, thanks. /&

Llee Gu 11/19 231 PM
Thanks for clearing the blockers Irvin Sayers Lidia Holloway. Will go ahead with the next steps.

Irvin Sayers 11/19 2:31 PM
Thanks all for your updates. Let's begin working on the fixes that we discussed.

Lidia Holloway 11/19 2:31 PM
| will assign new tasks and reprioritize our work items based on our discussion.

Irvin Sayers 11/19 2:37 PM

Awesome. Please go ahead.

& Reply

Nowvember 20, 2020

[/ New conversation

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.

01 Meet

Y TAE

w

©

ﬂ!

é
&

~~’Lﬂe

Post
Mark 8 Project Team / Daily Standup

You
19 Nov, 13:10

Scheduled a meeting

Clearing Blockers

20 Nov 2020 @ 00:00

@ Johanna Lorenz 19 Nov, 13:12 @
()

Hi Irvin Sayers,
| will start finding out what's wrong and work on fixing
it right away.

Clearing Blockers ended

13min 54sec

Johanna Lorenz 19 Nov, 14:28

This was due to a heavy image that was uploaded on
the home page without optimization for web viewing.
I've optimized the image and the load time is back to
normal.

You 19 Nov, 14:29

That was a quick turnaround! Great, thanks. *

Reply

Microsoft

@ &
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Microsoft Teams Q. Search

Screenshare PowerPoint Browse Whiteboard

» | : in

Desktop/Window Virtual Offsite.pptx Microsoft Whiteboard Freehand by InVisio

Meeting attendees can leverage a wide range of features like live captions, screenshare, whiteboard and more to
meetings better and more engaging in Teams.

Put me on hold

Start recording

Turn on live captions

Share

Turn off incoming video

Dial pad

Change layout

=" Microsoft
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Microsoft teaits

‘ ) e Daily Standup Posts Files Wiki Sprint Progress Project Overview -t @ ! G @

Chat Mar 10 - May 14 Grid Timeline Group by Bucket

(]

Teams 2 Planned In Progress Completed

Calendar

Add task - Add task T Add task

Prepare cost analysis ) Creatives for the marketing A Completed

campaign

Mark 8 Project Team e e @ identifyrisksforeachconcept
General 1 04/30 g

Announcements _) Secure top-level management
support ) Identify annualized savings for

Daily Standup

each concept

Design

Finance

Digital Assets Web [ 05/07 b

Analyze cost necessity
Go to Market Plan Identify implementation costs for

Hiring each concept

deas

Marketing £ o W 04/15 %
Planning -

Project Assets

Research and Development

Strategy

Contoso Leadership

General
Budget Review Irvin S
Feedback

LI A

8& Join or create a team

Tackle anything from small projects to large initiatives with Project in teams. Track a project to completion on grid,

timeline, and board views using tasks with dependencies, assignments, and more.
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Microsoft teaits

‘ Clearing Blockers

Daily Standup Posts Files Wiki Sprint Progress Project Overview - ® v C @

Chat ! A - Addrow [F] Add key date Y Filtter B3 Go to date

“‘ - MAY 2 9 16
'7 2] e

Teams

8 Sprint 1 @ Make implementati...

SCendar i; Irvin Sayers

Project Manager
Your teams Sprint 1
. Lee Gu
Mark 8 Project Team b e

General . Ci) ‘
Sprint 1 Implement required...
Announcements

— Secure top-level management support

P Alex Wilber

Daily Standup @ Engineering Manager

Design
Digital Assets Web Sprint 1

- Lynne Robbins
Finance Y
‘ Vice President
Go to Market Plan Q
Sprint 1

" Identify risks for ea...
Hiring

c Joni Sherman
Ideas ¥ Legal Manager Prepare cost analysis

Marketing
Planning Sprint 1
Project Assets g Johanna Lorenz

Senior Engineer

Research and Development — Automate image verificatio

Strategy

Mark 8

Contoso Leadership :
. 't 2 Nestor Wilke

{
General g
B et Review 1

Budget Review Irvin S

Feedback

AA~Ai~ N

8& Join or create a team

Plan large initiatives and manage your portfolio by creating a consolidated timeline view of multiple projects from
Project and Azure Boards with Roadmap — Microsoft Project in Teams. The Project Manager discusses project timelines
during the daily standup. 103



Project Management — Ensure Efficient Daily Standups and Project Overview

=" Microsoft

Microsoft Teams

Teams iTe Planning Posts Files Wiki Meeting Notes Cost Reduction Strategy 4 more ~ @ Team =4 Meet

Your teams ' e Lidia Holloway 11/19 3:50 PM
B Mark & Project Team B New Tasks in Sprint

Hello Mark 8 Project Team,
General | have added a few new tasks for the sprint here - Sprint Progress.
Let's make sure that we stay on track to push the updates on time. Please feel free to ping me anytime if you need further clarification
regarding your tasks.

Announcements
Daily Standup
Design

é Post

Mark 8 Project Team / Planning

1
'ﬁ Lidia Holloway
19 Nov, 15:50
ie

New Tasks in Sprint

Digital Assets Web . LeeGu 11/19 3:50 PM
— 1 I | i i .. G Gll‘_|' '-'l

Finance Will look at it! Thank you, Lidia Holloway

Johanna Lorenz

Thanks Lidia Holloway. Will reach out to you if we need further clarification.

Go to Market Plan
Hiring
deas
Irvin Sayers 11/19 3:33 PM  Edited Hello Mark 8 Project Team,
Looks good Lidia Holloway. | think we are on track to release the updates as planned. | will go ahead and get in touch with the | have added a few new tasks for the sprint here - Sprint
Planning Marketing team regarding the new updates that we will be rolling out. Progress.

Let's make sure that we stay on track to push the updates on

time. Please feel free to ping me anytime if you need further
clarification regarding your tasks.

Marketing

Project Assets Lidia Holloway 11/19 3:53 PM

Strategy Lee Gu 11/19 3:54 PM

Good work, team. We'll connect soon. 52 y LeeGu 19 Nov,15:50

[
Research and Development " That's great, Irvin Sayers! [

¥

1 hidden channe
« Reply Will look at it! Thank you, Lidia Holloway.
Contoso Leadership

General Irvin Sa}fers 11/10 5:41 PM Johanna Lorenz 19 Nov, 15:52
Sudget Review Calendar BOT Thanks Lidi.a. Ho.Howay. Will reach out to you if we need
further clarification.

Media Calendar BOT 11/19 5:41 PM

Hi, | am the Approved Contact Calendar Bot. | can help you view everyone's free/busy time or schedule a meeting.

Monthly Reports
Newsletters
Operations

Public Relations

Here are my commands:
* View - Link to scheduling interface where you can visually compare free/busy time with your team.
* Meeting - Compares available calendars from everyone in the team and displays up to the first 3 available times. You can
pass in an optional length, like 60, to find available times lasting 60 minutes.

You 19 Nov,15:53 2
Looks good Lidia Holloway. | think we are on track to
release the updates as planned. | will go ahead and get
in touch with the Marketing team regarding the new
updates that we will be rolling out.

Hidden teams
[/ New conversation \Q/

oo

+ .
ga  Join or create a team

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! 104
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1 . Create Agendas and Record Meeting Decisions
9 g
W' Project Manager

Scenario Walkthrough

The Project Manager wants to ensure that meetings are productive and that everyone comes well prepared. He shares the
agenda for the weekly sync and then receives a suggestion for a new agenda item to capitalize on the buzz surrounding a new
feature that was recently rolled out. The Project Manager records all decisions and then reaches out to the Marketing team to
quickly discuss the decisions taken and the way forward.

 Schedules a meeting and configures a Decisions meeting tab to share and collaborate over the meeting agenda

* Reviews and approves a new agenda suggestion to ensure that the team moves swiftly to capitalize on a successful feature
rollout.

* Discusses the meeting agenda and records key meeting outcomes via Decisions.

* Reaches out to the Marketing team to inform them of the plan to redirect advertising expenditure for the week.

» Gets on a call with the marketing team to brainstorm on ideas and strategize the best way forward via channel meetings.
« Views tasks assigned to get a quick overview of the way forward via monday.com.

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

« Stay abreast of the tasks assigned across teams and filter by priority with monday.com.

» Create, add and share agendas and decisions within a meeting with Decisions. u , ®

* Live captions with speaker attribution helps multiple meeting attendees to seamlessly

stay on the same page Decisions monday.com
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Microsoft Teams

Mark 8 Project Sync Chat Files Details Scheduling Assistant ~ Meeting notes  Whiteboard

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

Mark & Project Sync E{ y Irvin Sayers

Crganizer

1 & Lidia Holloway ., ' Lynne Robbins Megan Bowen =¥ Christie Cline o
Tentative X Tentative ®/ Tentative Fg'  Tentative Lidia HO”OL‘.’EI)"
Unknown

Lynne Robbins & Mark 8 Project Sync
Unknown 5 participants
Feb 9, 2021 10:30 AM Feb 9, 2021 11:00AM ~ 30m @  Allday Megan Bowen

Unknawn CHAT DETAILS

PA-10:00 PM 10:00 PM-10:30 PM

Christie Cline g
You're viewing an occurrence of a series.  View series £¢  Unknown Mark 8 PrOJECt SynC

Tue Feb 09, 2021
Add location 10:30 am—11:00 am @

0@ Share meeting invite

B 7 U & % A M  Paegaph~ I, | = = = = 1 & = H 9 Q, +1872-240-1148 (Toll) United States

Hi All, I'm scheduling this weekly sync, so that we're all on the same page and keep track of project timelines. Do feel free to

suggest agenda items that you think we need to discuss,

Hi All, I'm scheduling this weekly sync, so that we're all on the same
page and keep track of project timelines. Do feel free to suggest
agenda items that you think we need to discuss. Mi See more

Participants (5)

Irvin Sayers
Organiser

Christie Cline
Unknown

Lidia Holloway

Unknown

Lynne Robbins

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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Add a tab

Turn your favorite apps and files into tabs for this meeting. More apps decisions

Optimized for meetings

Decisions & Mark 8 Project Sync

5 participants

Recent v CHAT DETAILS

We can't find any matches for 'decisions’

a Files
n Agenda

£3 Manage apps

Add your favorite apps as a meeting tab to enable participants to seamlessly interact with the app during the call. The

Project Manager configures a tab for Decisions.
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Microsoft Teams

Mark 8 Project Sync Chat Files Details Scheduling Assistant  Meeting notes  Whiteboard Agenda + Close

= Mark 8 Project Team > EBL Febo, 2021 v — Minutes # Share agenda

10:30 AM @ 10 min Al
o Review previous meeting’'s notes

For Discussicn

Agenda

10:40 AM & 10 min Irvin Sayers
: . Christie Cline j Mark 8 Project ... 4 Feb9,2021 ¥ Minutd
e Project Overview Megan Bowen

Project Status.xlsx
S
Agenda

10:30 AM 10 min

For Discussion 5 ! )
0 Review previous meeting's notes

10:50 AM & 10 min Lynne Robbins
9 Review the New Training Plans Christie Cline

10:40 AM 10 min
° Project Overview

n Training.pptx

Project Status.xlsx

10:50 AM 10 min
e Review the New Training Plans

Training.pptx

Suggested agenda items

Options to capitalize on viral new feature

With Decisions for Microsoft Teams you can create and share agendas, collaborate on agenda topics, attach
supporting documents and more. The Project Manager creates the meeting agenda and approves a suggested
agenda item. 108
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Microsoft Teams

Mark 8 Project Sync Chat Files Details  Scheduling Assistant  Meeting notes ~ Whiteboard

@ Irvin Sayers added Decisions to the meeting.

10:456 AM

Mark 8 Project Sync 1214 @
Tuesday 10:30 AM - 11:00 AM MaHcs Pioicct Sine
- .

5 participants

Agenda Suggest agenda items
CHAT DETAILS

Occurs every work day (Mon-Fri) @10:30 am

09 Mark 8 Project Sync

Megan Bowen 10:30 AM
Hi Irvin Sayers. I've suggested a new agenda item to discuss potential options to capitalize on the
wide-ranging appreciation we've received for our recent feature rollout.

Februa... Tuesday 10:30 AM-11:00 AM
10:50 AM
That's 2 good suggestion Megan Bowen. We will discuss this during our call.

{ Agenda ][ Suggest agenda items

Lynne Robbins 10:51 AM

‘ Megan B
Meeting ended 15m 155 11:59 AM Hi Irvin Sayers. I've suggested a new
agenda item to discuss potential options to
capitalize on the wide-ranging appreciation

12:08 PM :
we've received for our recent feature rollout.

This was a good call and I'm glad that we're all clear about our goals and tasks.

Megan Bowen, please go ahead with coordinating all advertising spending for the next week on

promating the new feature. That's a good suggestion Megan Bowen. We will
discuss this during our call.

Megan Bowen 12:08 PM o
Will do, thanks! ¢+ LynneR

Type a new message Type a message

AV 2 O @

Use the Decisions app to share the meeting agenda with participants before a meeting beings to ensure that

everyone is one the same page. The Project Manager shares the meeting agenda before the call.
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Mark 8 Project Sync

53 Device settings
Meeting options
] Meeting notes

(i) Meeting details

H Gallery

e+ Together mode (Preview)

. 3 Full screen

®, Call me
Megan Bowen % Lynne Robbins % =

75z Apply background effects

Tum on live captions

Start recording

i Dial pad

(4 Tum off incoming video LidiaH %

ChristieC %
Christie Cline % Lidia Holloway %

<

Meeting attendees can leverage a wide range of features like live captions, meeting breakouts, together mode and
more to make meetings better and more engaging in Teams.
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Mark & Project Sync

@ 13:57 o ( 6] e w8

Agenda

10:30 AM 2 10 min

Review previous meeting's

10 min

Project Overview

10:50 AM D 10min  Lynne Robl

Review the New Training Pl

Lynne Robbins %
Options to capitalize on viri
feature

O LAeCIsion

LidaH %

So what do you think?
Christie Cline & Lidia Holloway % That sounds good. Let's do it.

X

So what do you think?

: That sounds good. Let's do it. Christie C %

<

Interact with your favourite apps like Decisions during a meeting and leverage Live captions to keep track of
conversations with accurate attribution.
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Microsoft Teams

Mark 8 Project Sync Chat Files Details  Scheduling Assistant  Meeting notes  Whiteboard Agenda I

Edit

Agenda item

Direct all advertising spend for the next week towards promoting the new feature.

The Decisions app allows you to record decisions taken during the meeting and put them to vote. The Project
Manager records the decision to increase the advertising spend to promote a new feature.

1215 @

& Agenda

Edit

Agenda item

Description

Microsoft

Direct all advertising spend for the next week towards promoting the new

feature.

Cancel ‘ Update

12
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Microsoft Teams

Teams Marketing Posts Files Wiki Tasks Sales Summary Campaignideas 2 more~ @ Team 0¢ Meet -

Activity

(= | Vour teame @ Megan Bowen 11/20 6:59 PM 3 @

IMPORTANT!
E Mark & Project Team : New Feature Promotion Update
_ Marketing, Hi all. We've got a go ahead to focus all our advertising expenses for this week on promoting the new feature that we rolled out.
General Shall we discuss this over a guick call?
E Announcements

. Lidia Holloway. Irvin Sayers, Would you be able to join the call to share your suggestions and ideas?
Calendar Daily Standup - y y ) y g9

Design
S

é Post

~ Tigal A I i . 20 6:5

Calls 3Ig|.3| Assets Web ; l ; gvm Sayers 11/20 6:58 PI Mark 8 Project Team / Marketing
ureg

ollapse all

Finance
Megan Bowen
_ ; 1 20 T
Go to Market Plan = ﬁ:ix::;:jb:r iz e, @ 20 Nov, 18:59
n’l -
Hiring IMPORTANT!

Marketing ended: 4m 25s @ &" i‘ 1&

Megan Bowen 11/20 7:06 PM Edited ‘ )

Let's start working on this right away. As suggested by Lidia Holloway we'll reuse all of our previous marketing assets and create I\/Iarkebt\r?g, Hi all. We've gotago ahead to fOCL.'S all our
advertising expenses for this week on promoting the new
feature that we rolled out. Shall we discuss this over a quick
call?

New Feature Promotion Update
Marketing
Planning two new ones highlighting the most loved aspects of the new feature. I've assigned tasks here so that we're on track.
Project Assets

Alex Wilber 11/20 7:06 PM

Research and Development , . } L ) N
I'll start working with Grady Archie to put together new ideas and work on initial concepts.

Lidia Holloway, Irvin Sayers, Would you be able to join the call

Strategy to share your suggestions and ideas?

Irvin Sayers 11/20 7:07 PM

1 hidden channe Great!! Let's make this the most successful campaign of the month.

Contoso Leadership
You 20 Nov,18:59

General
Sure
Budget Review
Media
Monthly Reports | . ' & £ Alex Wilber 20 Nov, 19:00
X ! ® I'm ready.
Mewsletters 4 y

Operations / 1

Public Relatons GONNAYBE!GREAT, LET'S . DOIT

4min 25sec

Hidden teams
(£ New
Reply
85" Join or create a team

The Project Manager updates the team in the channel, roping in relevant team members to help with suggestions
and ideas for feature rollout. He uses the @mention feature to call their attention to her post, which also sends out a
notification in their Activity Feed. 113
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Search ) Person Y Filter 1T Sor h - i
Go to Market Plan m Q = ! @ Main Table

Status

Marketing ) _
_ Ad performance analysis Ad performance analysis
Planning
Project Assets Spending strategy by advertising stream ‘ ‘
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Research and Development Design for the new assets

Sales and Marketing Concepts for the new ads Design for the new assets

Strategy
Social media calendar review “ Concepts for the new ads

Contoso Leadership

General . Social media calendar review
Budget Review
Business Administration

Media Or

I Product roadmap design

Person Status
Monthly Reports In Progress
Mewsletters

Operations I Prepare a detailed expense plan Product roadmap design

Public Relations

4 hidden channels Prepare a detailed expense ...

+ .
25 Join or create a team

Use building blocks — such as boards, views, charts, automations, and integrations - to create custom workflow apps to
run processes, projects and everyday work with monday.com. This provides complete clarity for the team members
regarding the tasks they need to pick up and close out. 14
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