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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.

=¥ Microsoft

Communication &
Remote Work

Manage Organizational
Communication & Information
Sharing

Strengthening the Workplace
Community

Keeping Front Line Workers
Up-to-date

Empower Employees to Work
and Communicate Remotely

Hiring

Find Suitable Candidates More
Efficiently

Reviewing of Hiring Trends by
HR Leadership

Integrating New Hires
Collaborate to Write Better Job
Listings

Administration

Connect Employees to Build a
Healthy Team Culture
Managing a New HR Policy Roll
Out

Introducing New Health
Benefits for Employees and
On-Site Workers

New Hire Onboarding

Manage Leaves and Access
Company Policies
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® Communication & Remote Work

/
@-@ Check out how the Human Resources team can use Microsoft Teams to keep your

business running efficiently and address unexpected situations with confidence.

Human Resources Superpowers in Teams

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

feature
« Participate in instant, open-channel communication Word Excel ~ PowerPoint Communities  Bing News  SharePoint

« Store docur ... within a cloud-enabled repository
using Files ectic . or channel tabs - al . . -

* Create and _-c *thor documents, spreadsheets,

. _ ' OneNote  Power Bl Testportal ~ Calendar Forms
pre’ .....orsan . rein the cloud with Office 365 ’ BOT
counne 0 sfor g yone to stay on the same page N\ e
D " 14 R
delr .unauurate I teammates on multiple projects from
vith ¢ ¢ ment Prezi Crisis Dynamic Workday Tasks by~ Power Apps
Video  Communication  Signal Planner

and To Do



Human Resources

Meet the Business Decision Makers
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%

Assistant HR Manager

“To win the marketplace, one must win
the workplace.”

« Submit employee data reports by
assembling, preparing, and
analyzing data

« Qversee the completion of

compensation and benefit
documentation

« Support all internal and external
HR-related inquiries or requests

HR Manager

"Human Resources isn't a thing that we

do, it's the thing that runs our business.”

* Plan, direct, and coordinate the
administrative functions of an
organization

« Qversee an organization’s
recruitment, interview, selection,
and hiring processes

« Handle staffing issues, such as
mediating disputes and directing
disciplinary procedures

HR Lead

"HR Leadership is the art of giving people
a platform for spreading ideas that work.”

« Responsible for the smooth and
profitable operation of a company’s
Human Resources department

 Supervise and provide consultation
to management on strategic
staffing plans, benefits and training

» Qverseeing payroll and
performance evaluation systems
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Manage Organizational Communication & Information Sharing

Assistant HR Manager

Scenario Walkthrough

The HR Team at Contoso wants to send out safety protocols to the entire organization as a severe cyclone is expected to hit
Seattle over the next few days. The Assistant HR Manager works with the Department Heads and the Security team to leverage
collaboration and communication tools and puts together a safety protocol.

Creates a conversation alerting Department Heads of the upcoming cyclone and discusses safety measures for the ground
staff and tasks for the employees who will be working from home.

Posts the cyclone alert message for all teams and creates a collaborative OneNote tab laying out a comprehensive plan.

Invites Site Manager and other team members to edit the plan of a simulation exercise.

Assigns tasks to ensure that all the employees have all the information they need via Tasks by Planner and To Do.

Updates the emergency contact list and other vital details using Crisis Communication.

How did Teams help the Assistant HR Manager execute his roles and Which app integrations on

responsibilities? Teams made it possible?

» View broadcast of daily news sent to the organization using Bing News.

* Integrated OneNote app helps pen objectives and safety protocols quickly.

* Provide your team with a user-friendly experience to connect users with information Bing News OneNote

about a crisis with Crisis Communication.

 Create and assign tasks to effectively work as a team with Tasks by Planner and To Do. .

Crisis Tasks by Planner

Communication and To Do
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Microsoft Teams

Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General
Employee Engagement
HR Policies and Benefits
New Job Listings
Planning

view

Training

Contoso Leadership

General

Media

Monthly Reports
Newsletters
Operations

Public Relatioship

Join or create a team

.72 Operations Posts Files Wiki +

8

®Org St Meet

Allan Deyoung Yesterday 2:51 PM

Forthcoming Cyclone

Hi all, | just wanted to apprise you of a situation quickly. Seattle is likely to be hit by a cyclone with heavy rains between October 23 - 30.
Please check out these stories regarding the same here. Hence, the management has decided all the employees will be working remotely.

u News

Post-Tropical Cyclone Delta:
Weakened storm brings heavy rain

3 million

@ Allan Deyoung Yesterday 2:53 Pl
Ly Scheduling a meeting to discuss the routine tasks and proceedings. Please don’t miss out on this meeting.

n Daily proceedings for remote work
Wednesday, October 21, 2020 @ 3:00 PM

Daily proceedings for remote work ended: 28m 6s

Lee Gu Yesterday 6:39 PM
Good call, very much appreciated. Will notify the staff to take precautions and follow all the safety protocols discussed in the meeting.

Y

Allan Deyoung Yesterday 6:41 PN

I will note down a few safety measures for the ground staff and share it with @Debra Berger soon. Cc: Christie Cline

Christie Cline 3:54 PM
Alright, perfect! ‘&

Start a new conversation. Type @ to mention someone.

A C © @ B

Get the most relevant news on topics you care about using Bing News. The Assistant HR Manager shares a news
update about the cyclone and schedules a meeting to discuss a mitigation plan.

®

é
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Post

Contoso Leadership / Operations

You

@ Scheduled a meeting

Daily proceedings for remote work
a 21 Oct 2020 @ 15:00

Daily proceedings for remote work ended

28min 6sec

LeeGu 21 Oct, 18:39

Good call, very much appreciated. Will notify the staff
to take precautions and follow all the safety protocols
discussed in the meeting.

This message has been deleted.

You 21 Oct, 18:41

| will note down a few safety measures for the ground
staff and share it with @Debra Berger soon. Cc:
Christie Cline

Christie Cline 22 Oct, 15:54
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Microsoft Teams

Daily proceedings for remote work Chst Details Scheduling Assistant

> Cancel meeting Meeting options

& Daily proceedings for remote work
(=] o (o i O Christie Cline gb’ Lee Gu
Calendar

3:00 PM - Oct 21, 2020 3:30PM ~ 30m @ All day

gesT

Does not repeat

Add location

B i U & A aA Paragraph T, = = = = 1 i @

Scheduling a meeting to discuss the routine tasks and proceedings. Please don’t miss out on this meeting. :)

Microsoft Teams meeting

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

Or call in (audio only)
+1469-965-2451,,137995035# United States, Dallas

Phone Conference ID; 137 995 035#

Find a local number | Reset PIN

Learn More | Meeting_options

Tracking

Allan Deyoung

Crganizer

MNestor Wilke
Unknown

Christie Cline
# 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

EPT

& Daily proceedings for remote work :
Contoso Leadership / Operations *

DETAILS

Daily proceedings for remote work

Wed Oct 21, 2020
15:00—15:30

< Share meeting invite

& +1469-965-2451 (Toll) United States

Scheduling a meeting to discuss the routine tasks and
proceedings. Please don't miss out on this meeting. :) Join
Microsoft Teams Meeting +1 469-965-2451 United S See more

Shared to channel

Contoso Leadership
CcL Operations

Participants (4)

Allan Deyoung
Organiser
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Choose channels

Pick the channels where you want this message posted. Replies to the original post
won't be included.
& Operations

General Contoso Leadership

Select all POSTS

Mark 8 Project Team

General

IMPORTANT!

. Contoso Leadership Cyclone Alert

General Hi all, A recent news update suggests a

cyclone is approaching and the state
administration has declared an emergency.

As part of our employees’ safety and

well-being, we have decided that we will

allow our employees (except the ground

General staff) to work from home for the week. @

Q Contoso Sales

General

Attach Priority

A

Location Format Achievers AgilePolly

£

Approvals Azure DevOps BravoNow

AR M << M

11 channels selected

The Assistant HR Manager chooses between multiple channels to post an emergency announcement regarding the
cyclone across multiple teams.
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Microsoft Teams

Operations Posts Files Wiki BOTCast @& Bulletins 1 more - +

Mark 8 Project Team
General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

Ideas

Planning

Project Assets @ New conversation v Everyone can reply (g Post in multiple channels

Research and Development
To: Operations General X General X -+ 8 more channels Select channels
Sales and Marketing

B 7 U S ¥ A WA ragraph v T, | & = =}
IMPORTANT!

Cyclone Alert

Contoso Leadership
Hi all,
General

Budget Review safety and well-being, we have decided that we will allow our employees (except the ground staff) to work from home for the week. Special
~ _ arrangements are being made for the ground staff to ensure their safety. Further updates and the plan of action will be shared soon.
Business Strategy
Media

Monthly Reports
Newsletter
Operations

Public Relations

°

ot
2o Join or create a team

Underline how important the message is by marking it as such. The Assistant HR Manager set’s the priority of the
Cyclone Alert as ‘Important” and broadcasts the message across multiple channels.

=¥ Microsoft

& Operations

Contoso Leadership

POSTS

A recent news update suggests a cyclone is approaching and the state administration has declared an emergency. As part of our employees’

IMPORTANT!

Cyclone Alert

Hi all, A recent news update suggests a
cyclone is approaching and the state
administration has declared an emergency.
As part of our employees’ safety and
well-being, we have decided that we will
allow our employees (except the ground
staff) to work from home for the week.

B 7 U >4 A
As Ad

Q1 W2 E3 R4 TS Y6 U7 I 8 09 P0
A SDFGHUJKL
4 Z XCVBNMUE

2123 . © ,
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Sl

Y Operations Posts Files Wiki BOTCast (&) Bulletins 1 more - +

o Bing News Yesterday 10:05

No update on your subscribed topics today, you may be interested in these stories.
Research and Development

Sales and Marketing

len channe é Operations
Contoso Leadership
Contoso Leadership

POSTS
General

Budget Review Cyclone

Business Strategy .- @ YO T e T IOM constructs 674 houses for Cyclone Idai victims
r . odibia . A TOTAL of 674 families, whose houses were affected by
Media L : families, whose houses were affected by Cyclone n Chimanimani Ch e districts in Man province Cyclone Idai in Chimanimani and Chipinge districts in
larc ' Manicaland province in March 2019, will
Monthly Reports News Day News Day

Newsletters

Read more from Bing News Read more from Bing News

Operations

Public Relations
Reply

4 hidden channels

Human Resources Allan Deyoung 4:57PM [y  Edit q‘ You
IMPORTANT! 17 Feb, 4:57 pm
N0

Genersl Cyclone Alert IMPORTANT!
Employee Engagement Hi all,

A recent news update suggests a cyclone is approaching and the state administration has declared an emergency. As part of our
employees’ safety and well-being, we have decided that we will allow our employees (except the ground staff) to work from home for the

Cyclone Alert
Employee Performance
Hi all,

A recent news update suggests a cyclone is approaching and
New Job Listings shared soon. the state administration has declared an emergency. As part
of our employees’ safety and well-being, we have decided
that we will allow our employees (except the ground staff)

to work from home for the week. Special arrangements are
being made for the ground staff to ensure their safety. Further
updates and the plan of action will be shared soon.

HR Policies and Benefits week. Special arrangements are being made for the ground staff to ensure their safety. Further updates and the plan of action will be

Planning

_z

Training

See more

Join or create a team

Get the most relevant news on topics you care about with News in Microsoft Teams. The team receives news alerts

regarding the cyclone sent directly from Bing News.
10
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Microsoft Teams

Security and Safety Posts Files Wiki Emergency Simulation..

Teams R @ Org-wide  3f Meet

Allan Deyoung Yesterday 6:49 PM

Safety Protocols for Cyclone

Debra Berger, there are some strong indications that we might be facing heavy rains and cyclone for almost a week, starting this Friday.
Most of our employees will be working from home except for the ground staff. I've added an Emergency Simulation Plan to minimize any
damages. Could you please review it? Feel free to insert any comments or edit parts before our next meeting.

Your teams a]

E Announcements

Calendar Employee Engagement sllanse all

Employee Recognition

ploy 9 Debra Berger ‘esterday 6:51 PM é Post
Allan Deyoung, | just reviewed it. Only feedback comment: We should get more community members involved in the simulation. Contoso / Security and Safety
Once the change is made, this plan is ready to go! (2

Monthly Reports
Security and Safety

Allan Deyoung Yesterday 6:52 Ph @ ;0;1 ¢ 1849
ct, 18:.

Debra Berger, I've incorporated your feedback, thanks. Now that this is ready to go, I'm going to create a meeting in the team to A Y-{ (]

discuss the simulation's date and time. Will let you know.

Human Resources

_ Safety Protocols for Cyclone
General

Debra Berger Yesterday 6:52 PM
That's great. Thank you.

Employee Engagement Debra Berger, there are some strong indications that we might
be facing heavy rains and cyclone for almost a week, starting
this Friday. Most of our employees will be working from

home except for the ground staff. I've added an Emergency

Employee Performance

HR. Policies and Benefits Lee Gu Yesterday 6:33 PN

New Job Listings
Planning
Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

+ -
24 Join or create a team

This is superb, Allan! (&

@‘l Allan Deyoung Yesterday 6:54 PM
9@ Thanks, Lee.

« Reply

Allan Deyoung Yesterday 7:00 PM

Cyclone Date & Time + Work From Home Details

Hi team, I'm sure you must have read in the news that a cyclone is reaching the Seattle coast later in this week. Starting from Friday, this will
go on till the end of next week. In light of this, we are requesting our team to work from home from the 23rd of October till the 30th of
October. We have finished finalizing all the details that were needed for the operations to run smoothly. Everyone, please integrate DailyBot
an your Teams to report your daily proceedings.

e more

from Debra, Chnstie

al Allan Deyoung Yesterday 7:03 PM

Start a new conversation. Type @ to mention someone,

B P S e P& b

Microsoft Teams enables transparent communications through channel conversations. The Assistant HR Manager
communicates in open-channel conversations and keeps team members up-to-date.

Simulation Plan to minimize any damages. Could you please
review it? Feel free to insert any comments or edit parts
before our next meeting.

DebraBerger 21 Oct, 18:51

Allan Deyoung, | just reviewed it. Only feedback
comment: We should get more community members
involved in the simulation. Once the change is made,
this plan is ready to go' =

You 21 Oct, 18:52

Debra Berger, I've incorporated your feedback, thanks.
Now that this is ready to go, I'm going to create a
meeting in the team to discuss the simulation's date
and time. Will let you know.

11
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Microsoft Teams

Teams T Security and Safety Posts Files Wiki Emergency Simulatio... ~ -+

Activity

a Your teams

File Home Insert Draw View Help Open in Browser ~ Q Tell me

e : ) v [~ ‘Calibri_ight I U &£v Av ¥ A -

Calendar

Enjoy powerful document creation with OneNote in Microsoft Teams. The Assistant HR Manager shares the safety

Announcements
Employee Engagement
Employee Recognition
Monthly Reports
Security and Safety

Human Resources

General

Employee Engagement
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

+ -
24 Join or create a team

Plan of Action - Preparedness

Hazard: The primary dangers to workers result from being struck by structural components or
furnishings, inadequately secured stored materials, burns resulting from building fires resulting
from gas leaks or electrical shorts, or exposure to chemicals released from stored or process
chemicals. Many of the hazards to workers both during and following a Cyclone are predictable
and could be reduced through hazard identification, planning, and mitigation.

Severity: Cyclones have the potential to result in structural damage.

Consequences: Assume severe shaking with effect to high profile equipment, such as
generators, turbines, etc. An injury would be minor to life-threatening. The most significant
hazard areas are where heavy machinery is placed.

Key Response:

Immediate:

* Look-Duck-Cover-Hold, immediate personal safety.

*  Immediate area hazard identification removes hazards and establish safe zones.
*  Aftershock awareness, potential consequences of second and third aftershocks.
* Rescue victims, co-workers.

*  Activate Emergency Response Organization as necessary.

*  Assist local and regional emergency response agencies.

Secondary:

* Damage assessment — local structural (buildings, safety zones).

* Damage assessment — equipment and materials.

* Provide vital services and establish infrastructure recovery activities.
Intermediate to Long-Term:

* Recovery planning and impact analysis.

protocol using OneNote.

& 4

Plan of Action - Preparedness

sday, October 21, 2020 1:17 PM

Hazard: The primary dangers to workers result from
being struck by structural components or furnishings,
inadequately secured stored materials, burns resulting
from building fires resulting from gas leaks or electrical
shorts, or exposure to chemicals released from stored
or process chemicals. Many of the hazards to workers
both during and following a Cyclone are predictable and
could be reduced through hazard identification,
planning, and mitigation.

Severity: Cyclones have the potential to result in
structural damage.

Consequences: Assume severe shaking with effect to
high profile equipment, such as generators, turbines,
etc. An injury would be minor to life-threatening. The
most significant hazard areas are where heavy
machinery is placed.

Key Response:
Immediate:
e Look-Duck-Cover-Hold, immediate personal safety.

* |mmediate area hazard identification removes
hazards and establish safe zones.

e Aftershock awareness, potential consequences of

12
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DailyBot

Microsoft Teams

Teams

Budget Review
Business Strategy
Media

Monthly Reports
Newsletters
Operations
Public Relations

4 hidden channels

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports
Security and Safety

5 hidden channels

Security and Safety Posts Files Wiki Emergency Simulation.. —+

] Allan Deyoung 10 0PM Edited

g Cyclone Date & Time + Work From Home Details

Hi team, I'm sure you must have read in the news that a cyclone is reaching the Seattle coast later in this week. Starting from Friday, this will
go on till the end of next week. In light of this, we are requesting our team to work from home from the 23rd of October till the 30th of
October. We have finished finalizing all the details that were needed for the operations to run smoothly.

Please let me know if you have any questions, I'm happy to answer. 32

A 7.1 DA A

Debra Berger 10/21/20 7:0
Hi everyone, please take ample precautions. Stay safe. T

20 7.07 DAA

Christie Cline 10/21/20 7:02 PN
This is really helpful. I'm sure the employees will have no blockers in their work. ‘&

Lee Gu 10/21/20 7:02 PM

Thanks Allan Deyoung, you handled the situation well. It's great to have this ready beforehand! Good job!

M 7.0 DA A

Allan Deyoung 10/21/20 7:03 PN

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.

é Post

Contoso / Security and Safety

q‘ You
21 Oct 2020, 7:00 pm
0

Cyclone Date & Time + Work From Home Details

Hi team, I'm sure you must have read in the news that a
cyclone is reaching the Seattle coast later in this week.
Starting from Friday, this will go on till the end of next week.
In light of this, we are requesting our team to work from home
from the 23rd of October till the 30th of October. We have
finished finalizing all the details that were needed for the
operations to run smoothly.

Please let me know if you have any questions, I'm happy to
answer. *

Debra Berger 21 Oct 2020, 7:01 pm .

Hi everyone, please take ample precautions. Stay safe.

=

Christie Cline 21 Oct 2020, 7:02 pm

This is really helpful. I'm sure the employees will have
no blockers in their work. <

Microsoft

13
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Microsoft Teams

Teams

'l Mark 8 Project Team
General
Announcements
Daily Standup
Design
Digital Assets Web
Finance
Go to Market Plan
Hiring
Ideas
Planning
Project Assets
Research and Development
Sales and Marketing
Strategy

1 hidden channe

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings

Planning

Training

°

c6+ Join or create a team

Planning Posts Files Wiki Meeting Notes Tasks Reward Progra.. (@) 1more @ v +

~A Y.

Allan Deyoung 10/21/20 2:54 PM

Finalizing POCs for Emergencies

Scheduling this meeting for us to finalize the POCs for emergencies and decide how we will go about updating the FAQs, tips, company
news and useful links.

g Finalizing POCs for Emergencies
Wednesday, October 21, 2020 @ 3:00 PM

Finalizing POCs for Emergencies ended: 7m 3s

Allan Deyoung 10/21/20 3:25 PM
Thanks all for the call. I'll assign tasks for us to work on in the Tasks tab. Let's aim to finish it all by tomorrow EOD.

20 3

Miriam Graham 10/21/20 3:26 PM

1790 294

Joni Sherman 10/21/20 3:26 PM

Will begin working on this right away.

Christie Cline 10/21/20 4:28 PM

Added a new tab at the top of this channel. Here's a link.

Tasks

0 Christie Cline 10/21/204:28 P
¥0 Thanks, everyone, for pulling this off at such short notice. You've all done a great job! | hope the policies and guidelines that we've
worked on helps keep everyone at Contoso safe, healthy, and productive.

Create dedicated channels to facilitate instant group communication. The Assistant HR Manager creates a meeting

invite to discuss immediate measures for the situation.

=¥ Microsoft

Post

Human Resources / Planning

You
21 Oct 2020, 2:54 pm

Scheduled a meeting

Finalizing POCs for Emergencies

“ 21 Oct 2020 @ 3:00 pm

Finalizing POCs for Emergencies ended
7min 3sec
You 21 Oct 2020, 3:25 pm

Thanks all for the call. I'll assign tasks for us to
work on in the Tasks tab. Let's aim to finish it all by
tomorrow EOD.

Miriam Graham 21 Oct 2020, 3:26 pm

Joni Sherman 21 Oct 2020, 3:26 pm
Will begin working on this right away.

14
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Microsoft Teams

Planning Posts Files Wiki Meeting Notes Tasks~ 2more &) v -+

Group by Bucket
Mark 8 Project Team

General In Progress Completed
Announcements

Daily Standup

Design

Human Resources

) Create and review the Update draft () Update company news )
= e ' Planning

Digital Assets Web

Finance B 02/25 = 02/18 Hide completed 2
Update company news
Go to Market Plan
/a Adele Vance R p— 5 3 Debra Berger
Hiring S - @ 02/18/2021

Ideas s N TR . ™)
Useful links with health and safety ) Update Emergency Contact

Planning

roject Assets

precautions

nformation

Update Tips

Miriam Graham

Sl PITEIES 02/18/2021

Research and Development

Sales and Marketing e' Joni Sherman

Create and review the Update draft

Strategy Adele Vance

02/25/2021

Human Resources Useful links with health and safety precautions

General ﬂ Allan Deyoung @ Miriam Graham Joni Sherman
.

- 02/25/2021
Employee Engagement

Employee Performance
Update Emergency Contact Information
HR Policies and Benefits Allan Deyoung

New Job Listings (] 02/26/2021
Planning

Update FAQ's
Allan Deyoung
02/26/2021

Training

Add a task
Join or create a team

The deeply integrated Tasks by Planner and To Do within Microsoft Teams enables speedy plan mobilization using task
assignment and delegation. The Assistant HR Manager can organize and track tasks with the Tasks by Planner and To Do tab
in any channel in Microsoft Teams. 15
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Microsoft Teams

Crisis Communication Crisis Communication About

< Crisis Communication
Crisis Communication

"~ e
(;41» Hello, Allan
Crisis Com....

Let others know where you're working

Hello, Allan

Let others know where you're working

Share status

Company News World news
——
=

Company News World news Helpful tips

Emergency contacts Make a req
Read what's going on in

Xead about what's going on View helpful tips for View FAQ View links View emergency contacts Contact us with 3
your organization und the world reference

Helpful tips

The Crisis Communication app provides a user-friendly experience to connect users with information about a crisis.
The Assistant HR Manager sets up the sample app for his team.

16
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Microsoft Teams

Teams T2 General Posts Files Wiki  Crisis Communication... - —+

Your teams
Human Resources

General
E Employee Engagement
Calendar Employee Performance
HR Policies and Benefits
Mew Job Listings
Planning
Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Crisis Management

General

Help Requests

Hidden teams

@

+ -
Z4°  Join or create a team

The Crisis Communication admin app allows your to quickly update emergency contacts, company news, frequently

USA

Pradeep Gupta
R 1234365790

= pradespg@contoso.com

Lynne Robbins

B 1234568750

= lynrer@contoso.com
Lee Gu

B 12343687590

= |leeg@contoso.com
Henrietta Mueller
R 1234368790

= henriettam@contoso.com

Create new contact

asked guestions, and more.

Company Contacts

é

Crisis Communication Admin
Crisis Management / General

Company Contacts

Q_ search by name o

USA

Pradeep Gupta
Q 1234568790

B pradeepg@contoso.com

Lynne Robbins
Q, 1234568790

B lynner@contoso.com

Lee Gu
R, 1234568790

E1 leeg@contoso.com

Henrietta Mueller
R, 1234568790

B henriettam@contoso.com

Create new contact

17
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Microsoft Teams

Crisis Communication Crisis Communication About

ﬁ Emergency
Company News World news Helpful tips contacts Make a request

EZANMTT 1B Y SZATANIT - [ VA TAN

Posted 3 hours ago Posted 2 days ago Posted 2 days ago

Safety precautions Quarantine and tests for staff from Travel arrangements for ground staff
Building A2

Read more Read more Read more

The Crisis Communication app allows employees to stay up-to-date with the company news. Administrators can add,
delete and edit internal news articles that can then be accessed by everyone using the Crisis Communication app.

=¥ Microsoft

Crisis Communication
Crisis Communication

COMPANY NEWS

Updated 1 day ago

Impact of lockdown on work

vaO

Activity

Read more

& &

Teams Calendar Calls

18
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Microsoft Tearms

Crisis Communication Crisis Communication About

GD Emergency
Company News World news Helpful tips contacts Make a request

< Crisis Communication
Crisis Communication

‘ — EMERGENCY CONTACTS @

@

Crisis Com....

Pradeep Gupta Lynne Robbins Lee Gu
Q, 1234568790 Q, 1234568790 }, 1234568790

~~| pradeepg@contoso.com ~~] hnner@contoso.com leeg@contoso.com
pracgeepgdicontoso.com yanerdcontoso.com glcontoso.com
Pradeep Gupta
%9 1234568790
Henrietta Mueller
IZI pradeepg@contoso.com
Q’,\ 1234568790
] henriettam@contoso.com
Lynne Robbins
% 1234568790

E leeg@contoso.com

<

Quickly get updates on internal company news, get answers to frequently asked questions, access emergency contacts
and more right inside Teams with the Crisis Communication app.
19
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Strengthening the Workplace Community
HR Lead

Scenario Walkthrough

The unprecedented and prolonged shutdown at one of the locations has majorly affected the daily operations of the Contoso
group. Rumors that there would layoffs is affecting employee morale, and this has taken a severe toll on their productivity at
work. The human resource team is seeking Microsoft Teams to address the issue and communicate with the employees directly.

» Attends a team meeting to address false rumors and discusses steps to handle the situation.
» Engages Forms to conduct a quick survey to know the mood of the employees.

» Reaches out to the Vice President over chat to discuss the possibility of addressing the rumors over a live company-wide
event.

 Schedules a live Townhall within Teams to address the rumors and to announce expansion plans.
« Views the results of the employee satisfaction survey after the Townhall via Forms.
« Uses Custom Stickers to appreciate the HR Associate for conducting the survey and getting results quickly.

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

H ©

Custom
Stickers

» Forms helps collect feedback and responses for a critical analysis.

« Address the whole organization together on one platform to communicate quickly
and effectively through a Townhall.

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

* Engage your organization with live events and Q&A sessions in Teams. Forms

20



Communication & Remote Work — Strengthening the Workplace Community 5 )
m_ Microsoft

Microsoft Teams
a

— Teams . Employee Performance Posts Files Wiki Employee Satisfaction ... 2more v @ Org  ©* Meet

a Your teams Grady Archie 10/22 4:42 PM  Edited
6\ Addressing Rumors
Hi all, | am sure you have come across rumers of one of our locations facing a shutdown. | have noticed that this is affecting the general
General morale of our staff. | am hopeful that we can handle this without any disgruntlement. Let's get on a quick call on how to address this
situation.

Human Resources
ugr

E Employee Engagement

Calendar Employee Performance
Employee Morale + Performance

‘. HR Palicies and Benefits Thursday, October 22, 2020 @ 5:10 PM

é Post
Mew Job _istings ollapse all Human Resources / Employee Performance
y Planning = ) ) i
‘ . 04  Employee Morale + Performance ended: 12m 16s Grady Archie
Review % 220ct, 16:42
Allan Deyoung 10/22 5:10 PM O
Training Thanks for the meeting, Grady Archie.

| heard the same rumors and wanted to discuss this with you. (&

Scheduled a meeting

Contoso

u Employee Morale + Performance

Christie Cline 10/22 3:13 PM 22 Oct 2020 @ 17:10

General = Thanks for connecting! We will mitigate this very soon.

Announcements Adele Vance 10/22 5:12 PM 2
Employee Engagement - I will pull out an employee engagement survey to gauge the mood of the arganization. This will also help us to discuss the remedial

- . measures in the right direction.
Employee Recognition 12min 16sec

Nestor Wilke 10/22 5:14 PM
That's a good idea, Adele Vance. I'm sure we will benefit from this. Allan Deyoung 22 Oct, 17:10

Employee Morale + Performance ended

Monthly Reports
Security and Safety
Thanks for the meeting, Grady Archie.

| heard the same rumors and wanted to discuss this
with you. =

Adele Vance 10/22 5:17 PM
Mark 8 Project Team W Ok Will share soon. &2

General - Nestor Wilke 10/23 10:37 AM

That's great! o ~
Christie Cline 22 Oct, 17:13 J

Announcements :
Thanks for connecting! We will mitigate this very soon.

Christie Cline 10/29 5:17 PM

Daily Standup . )
We will connect over this soon.

Design
- Adele Vance 22 0ct, 17:13
Digital Assets Web ‘@10 | will pull out an employee engagement survey to
gauge the mood of the organization. This will also
Adele Vance 10/22 5:50 PM  Edited help us to discuss the remedial measures in the right

Go to Market Plan LI S B ST T S - R direction.

Finance

Hiring
Etar‘. a new conversation. Type @ to mention someone.
Reply \.[,J/

85" Join or create a team b, & @ @ F &= g

Keep conversations, meetings and relevant documents all in one place with Microsoft Teams. The Director provides

context to the meeting through channel post and continues to interact with his team on the same thread.
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Microsoft Teams

- Employee Morale + Performance chat Details
ACtivity

H -+ Add to calendar Tracking

b L 5] October 22, 2020 5:10 PM - 5:40 PM rf__:lnrac:i},-' Archie
wirganizer

E Human Resources > Employee Performance Allan Deyoung

Unknown 1711

Calendar

Adele Vance é Employee Morale + Performance

Unknown Human Resources / Employee Performance

Hi all, I am sure you have come across rumors of one of our locations facing a shutdown. | have noticed that this is S

affecting the general morale of our staff. | am hopeful that we can handle his without any disgruntlement. Let's get on a ! ETSUE =i DETAILS
: NKNown

quick call on how to address this situation.

Joni Sherman

Unknown, Employee Morale + Performance
Thu Oct 22, 2020

17:10-17:40
< Share meeting invite
Join Microsoft Teams Meeting & +1872-240-1148 (Toll) United States

572-240-1148 United States, Chicago (Toll)
Add to calendar

Conference ID: 108 270 73#

Hi all, | am sure you have come across rumors of one of our
locations facing a shutdown. | have noticed that this is affecting
the general morale of our staff. | am hopeful that we See more

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

Shared to channel

Human Resources
Employee Performance

Participants (5)

Grady Archie

Organiser

Adele Vance
L Inknawn

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing.
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Microsoft Teams

—e Teams Employee Performance Posts Files Wiki Employee Satisfaction ... 2 more @ Org O Meet

H Your teams

r Adele Vance 10/22 5:59 PM  Edited
Human Resources Employee Satisfaction Survey
Ll L) Hi all, | have prepared a quick survey of the team to fill - Employee Satisfaction Survey. Please review, Nestor Wilke.
General
Employee Engagement Regquesting everyone to please take five minutes off your tasks and give your honest opinions. This will help us improve in areas we might be

E lagging. Thanks, &

Calendar Employee Performance

HR Policies and Benefits
I Post
Mew Job Listings Human Resources / Employee Performance
. Nestor Wilke 10/22 6:00 PM

Planning A Adele Vance, well done. We are sure to benefit from this. Adele Vance
Review Everyone, please make sure that your team also takes this survey and give out feedback, so that we can work to implement them \ & 220ct, 17:59

timely. . .
Employee Satisfaction Survey

Training
Grady Archie 10/22 6:01 PM

Contoso Sure Nestor Wilke and Adele Vance. | have given my inputs. | will get my team to take this survey as well. Thank you. (& Hiall, I have prepared a quick survey of the team to fill -

Employee Satisfaction Survey. Please review, Nestor Wilke.
General Py Christie Cline  10/22 6:02 PM

| completed the survey. Let's circulate this on other departments as well. Requesting everyone to please take five minutes off your

Anncuncements tasks and give your honest opinions. This will help us improve
Employee Engagement Adele Vance 10/22 6:02 PM in areas we might be lagging. Thanks.
Sure, Christie Cline. Will do that.

Employee Recognition

Allan Deyoung 10/22 6:03 PM @ You 22 0ct, 18:00
Looking forward to the feedback. O

Monthly Reports
Adele Vance, well done. We are sure to benefit from
this.

Everyone, please make sure that your team also takes
this survey and give out feedback, so that we can work
to implement them timely.

Security and Safety
Mestor Wilke 10/29 5:26 PM

. Adele Vance |
Mark 8 Project Team Adele Vance, keep us posted!
Adele Vance 10/29 5:29 PM
Yes, Nestor Wilke.
Announcements I willt

General

=5 Grady Archie 22 Oct, 18:01 @

Daily Standup

O Christie Cline 10/29 5:30 PM " Sure Nestor Wilke and Adele Vance. | have given my
3 Adele Vance inputs. | will get my team to take this survey as well.
Thank you. =

Design
Y I AT
Digital Assets Web & Reply

Finance
Christie Cline 22 Oct, 18:02

Go to Market Plan Sdalallosa SILKLEOR UL L diked O | completed the survey. Let's circulate this on other
Hiring

Start a new conversation. Type @ to mention someone.
Reply © U}

85" Join or create a team b, & =) [ov]

Use channel conversations to relay updates to team members. The HR team member posts a quick update regarding

the employee satisfaction survey and @mentions relevant people to grab quick attention.
23



Communication & Remote Work — Strengthening the Workplace Community 5 )
m_ Microsoft

AR

Teams “ . Employee Performance rPosts Files Wiki Employee Satisfactio...

Hiring
Forms Preview G Theme P> Share
deas

Marketing Serend
Plannina Questions Responses

Project Assets

Research and Development (1] Employee Satisfa Ction Su rvey 17:32

Strategy
0 @ forms.office.com/Pages/DesignPag

der

Contoso

General ' 1. How would you rate working at Contoso? *

Announcements _
1 2 3 - 5 6 8

East Coast Marketing

) Questions Responses
Employee Engagement

Employee Recognition Em ployee

Monthly Reports

2. Do you feel connected to your coworkers? *
New Campaigns

Satisfaction
Yes
3 hidden channels Su rvey

Most times

Security and Safety

Human Resources

Sometimes
General

Employee Engagement No

Employee Performance 1. How would you rate working at Contoso?
Maybe

HR Policies and Benefits

New Job Listings

Planning

3. Do you resonate with Contoso's objectives? *

Trainin
9 Yes

Join or create a team 2 Do voul feel connected to vouir

No

Easily create surveys, quizzes and polls using integrated Forms app. The HR team conducts employee satisfaction

survey using Forms.
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Microsoft Teams

Chat v e Patti Fernandez Chat Files Organization Activity -+

We Uecide -
Sent a card

10/22/20 6:43 PM
Brainstorming Hi, | just wanted to apprise you of a situation if you have some time.
User added
Patti Fernandez 10/22/20 6:45 PM
Sure, Nestor. Go ahead. &

Revenue Projections, OKRs and ...

You: | agree. These numbers show a very ...

Culture Amp 1/22 17:37
senta card 10/22/20 6:46 PM  Edited

Our team has come across rumors floating that we are shutting down our Seattle location. We did a
quick survey and found that the stories are affecting team performance. Here are the survey details

é Patti Fernandez

Teams Manager @ Offline

Notifications are now enabled

vey

Town Hall
You: i@ GIF

N 6:42 DM

Patti Fernandez 10/22/20 6:48 PM
Oh, this is not true. You know we are not shutting down Seattle location. We are merely relocating to
a new place which is bigger and better suited to our customers.

30DV OO

gbo 12/29

You can type another query, or refine yo..

Hi, | just wanted to apprise you of a situation if
you have some time.

Debra Berger 12/2¢
You: Will do, Debra.

. 10/22/20 6:49 PM Sure, Nestor. Go ahead. =
RSN - Yes, | am aware of the same. However, it will be great if you could do a townhall and dispel these

You: i GIF

g
%

rumors. «Z @l Our team has come across rumors floating

Miriam Graham that we are shutting down our Seattle

You: i GIF —— location. We did a quick survey and found that
e the stories are affecting team performance.

Patti Fernandez 10/22/20 7:00 PM
. jea. | haveaw w T sday at 6.30 pm. | w / t | .

Sure. That's a great idea. | have a window on Thursday at 6.30 pm ill be happy to talk to all our Here are the survey details - Employee

Satisfaction Survey

Johanna Lorenz
You: That's awesome! Thank you.

colleagues and clarify this.

Patti Fernandez
GIF 10/22/20 7:01 PM Edited 1

That will be great. | will schedule a company-wide live event and share it.

Oh, this is not true. You know we are not shutting

Allan Deyoung
@ GIF

Smartsheet

Nestor Wilke added Miro to the chat.

down Seattle location. We are merely relocating
to a new place which is bigger and better suited
to our customers.

Help
. i e Yes, | am aware of the same. However, it will
oz Rt Tearne all = o be great if you could do a townhall and dispel
t leams allows eve...
these rumors.

¥ D999

Miro 20n for Microso
MIro app for MICrosot

12/24/20 5:19 PM Edited

Rockmetric : L :
Hi Patti, | discussed the progress on the budget with all the department leads today. Everyone is on

Sure. That's a great idea. | have a window on

AgilePolly
Sent a card Type a new message

Hibob A 0 0@ B E

Sent a card

c Type a message

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

The HR Lead reaches out to the Vice President and updates her about the rumors.
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New live event

: ‘ You are setting up a live event
To invite attendees, copy the link once you schedule the live event, and publish it orsend itin a

calendar invite. Learn more
é Town Hall Meeting

Title * Invite people to your event group DETAILS

Town Hall Meeting Invite presenters

Town Hall Meeting

Organiser
Location

Nestor Wilke Thu Feb 18, 2021
@ 10:30 am—11:00 am

Producer v

Microsoft Teams Meeting

Event group % Get teams link

18 Feb 2021 18 Feb 2021 Patti Fernandez
.
o rrogucer WV

Time Zone

Start End

(UTC+05:30) India Standard Time Don't forward this invitation. Go to Microsoft Teams to invite
additional people. Hi there! We are going through a time of
immense progression as an organization and would See more

Details

Event group (2)
Nestor Wilke
Producer | Organiser

Patti Fernandez
Producer | Unknown

Meeting options

Forward

Microsoft Teams live events are an extension of Teams meetings that enable you to schedule and produce events that

stream to large online audiences. The HR Lead uses the live events feature to schedule the Town Hall.
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New live event

Live event permissions

People and groups

10:57
Only the specified people and groups can watch the live event.

X Meeting options

Org-wide

18 February 2021, 10:30 - 11:00
Everyone in your org can watch the live event. (Sign-in required)

<, Nestor Wilke

Meeting options

Who can bypass the lobby?

People | invite
. . Everyone
How will you produce your live event?
People in my organization, trusted organizations
® Teams

and guests

You plan to use Teams to share content from presenters’ webcams and screens. People in my organization and guests

Only me

MM ey g ey

Allow attendees to unmute
Allow meeting chat

Enabled

Allow reactions

Organizers can configure permissions for the live event, enable Q&A for the event and customize other permissions
based on their requirements.

2/
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Town Hall Meeting

Invite attendees Meeting options

To invite attendees, copy the link and share it or send it in a calendar invite.
G Get attendee link (@ Learn more
Town Hall Meeting
Copy this link to send to
attendees. Learn more
Thursday, 18 February 20 Organiser <2, Nestor Wilke

10:30 - 11:00 (30 minutes) Nestor Wilke
Microsoft Teams Meeting @

Producer, Organiser

17 February 2021, 18:30 - 19:00

Meeting options

Who can bypass the lobby?

a Patti Fernandez

Produce . .
Producer People | invite

X Cancel meeting
Always let callers bypass the lobby

Live event resources Announce when callers join or leave

Who can present?

People in my organization

Allow attendees to unmute
Allow meeting chat

Enabled

Allow reactions

The HR Lead, who is the organizer of the meeting, can set attendee permissions and send invites for the Town Hall.
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Q_ Search

@ Town Hall Meeting 05225 3 attendees (RGP Need help?

Queue Patti Fernandez’s desktop Live event

10:10

@ntoso

&« Town Hall Meeting

TOWN HALL

Patti Femandez % Nestor Wilke (A4 ;.;;,/'/ Patti Fernandez's desktop

Event organizers can choose to share their screen, present documents, share videos, images and more for an
engaging live event.
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Q. Search

@ Town Hall Meeting 17:42 3 attendees « uve

Queue Patti Fernandez's desktop

((:ontoso

TOWN HALL

Presenters

Patti Femandez Nestor Wilke

Live event

Content

Patti Fernandez's desktop

Need help?

Patti Fernandez's desktop is live

@ontoso

TOWN HALL

v B B 5

Live event QA @

Anonymous

Thanks for the clarification on thg
When would the relocation proc
Nestor Wilke (You)

A/,
Vv

vould begin moving equipmg

v
work streams within two months.
veryone the details over emails 1

Enrico Cattaneo

This was a very helpful session. C
please send the presentation tha
shown during the call with detailg
new location?

Nestor Wilke (You)

Sure, will send this to you.

Share

Mute all
Make an announcement

As the producer/organizer of the live event, the HR Lead can configure options like moderating a Q&A session.

&< Q&A

Featured | My questions

Anonymous \C7

Most recent

Thanks for the clarification on the rumors. When would the
relocation process start?
Moderator

We would begin moving equipment and work streams within two
months. | will send everyone the details over emails tomorrow.

Enrico Cattaneo \C}

This was a very helpful session. Could you please send the
presentation that was shown during the call with details of the new
location?

Moderator

Sure, will send this to you.

Microsoft
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Microsoft Teams

Employee Performance Posts Files Wiki Employee Satisfaction... 3more @ v -+

Adele Vance 10/22/20 6:30

' Survey Results
Mark 8 LT . 1
Mark 8 Project Team Hi all, the results of the employee survey just came in. As expected, they look outstanding. | am sure we will go back to normal in a matter

General of days. You can have a look at the results here — Results | Employee Satisfaction Survey. There's no doubt that the employees will put in a

Announcements
Daily Standup

Design A Christie Cline 10/22/20 6:31 PM

) o , Post
Digital Assets Web That's some excellent news, Adele Vance. You handled this pretty well, | must say. Thank you. 'Z

Human Resources / Employee Perform...

290 £

Finance Allan Deyoung 10/22/20 6:32 PM

% Allan Deyoung 22 Oct 2020, 6:32 pm
. A Adele Vance, timely measures were taken by you to control the scenario. Well done!

Go to Market Plan :
Adele Vance, timely measures were taken by you to
Hiring ! gl Nestor Wilke 10/22/20 6:33 PN ted control the scenario. Well done!

Ideas You did a great job handling the situation Adele Vance.

j You 22 Oct 2020, 6:33 pm V2R
Marketing

Pl . Custom Stickers You did a great job handling the situation Adele Vance.

Project Assets . Custom Stickers
Research and Development
Strategy

1 hidden channe

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings

Planning

.;

Training

\:(cj+ Join or create a team

Microsoft Teams enables transparent communications through channel conversations. The HR Lead communicates in

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

Teams

Hiring

deas

Marketing

Planning

Project Assets

Research and Development

Strategy

Contoso

General
Announcements

East Coast Marketing
Employee Engagement
Employee Recognition
Monthly Reports

New Campaigns
Security and Safety

3 hidden channels

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

Review

Training

Join or create a team

With Forms, you can view the responses to your surveys, analyze response trends, view the number of respondents,
average time to complete the survey and more, all within Microsoft Teams. The HR Lead views the results of the Employee

Communication & Remote Work — Strengthening the Workplace Community

Y f Employee Performance Posts Files Results | Employee Sa... ~

!

Employee Satisfaction Survey

23 Responses 00:06 Average time to complete Active Status

1. How would you rate working at Contoso?

23 8.09

Responses Average Number

2. Do you feel connected to your coworkers?

Satisfaction Survey.

Ot Meet

é

=¥ Microsoft

I 4

Results | Employee Satisfaction Survey
Human Resources / Employee Performance

Employee Satisfaction Survey

23 Responses
00:06 Average time to complete

Active status

1. How would you rate working at Contoso?

23

Responses

8.09

Average Number

2. Do you feel connected to your coworkers?

. Yes

@ Mosttimes
@ sometimes
@ v

. Maybe
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Keeping Front Line Workers up-to-date
(%‘}, HR Manager

Scenario Walkthrough

Keeping workers updated on the latest company news and recognizing them for their efforts can be difficult when the team is
working across locations. The Human Resources team needs an easy way to train and recognize high performing teams and
employees within the organization. See how the HR Manager leverages various tools in Teams to keep the FLW up-to-date.

 Configures a tab with training videos for the sales team using Microsoft Stream and communicates this over a tab
conversation.

 Configures a tab with tests to enable easy training via Testportal.
+ Congratulates the Sales Team for their hard work and performance on achieving their targets.

« Views the sales report for the quarter via Power Bl and schedules a call with the Sales Manager to recognize the top
performers via Calendar BOT.

 Celebrates the top performers by giving them a shoutout in the company announcements channel with Hi5.

How did Teams help the HR Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
 Turn complex data into powerful, visual graphics to make informed and data-driven H
decisions using Power Bl within a channel. Al . IB

|

« Notify team members with the @mention feature for efficient communications. . ,
Power Bl Hi5 Microsoft Stream

 Give and receive peer-to-peer or team recognition using Hi5.
 Enable calendar comparison and scheduling with Calendar BOT. .> \,\/

Testportal Calendar BOT 33
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Microsoft Teams
Teams

Your teams
> . Training 12:25 PM
Contoso Sales S acass ool Added a new tab at the top of
6 videos | 0 followers : g
fos 100 this channel. Here's a link.
General

Customer Support

BN f E b . Training
Goals ,'
Monthly Reports : K _—
A" 12:26 PM <« Training
Northwind RFP & ' Hi Team, please do check o Contoso Sales / General
Performance Analysis 00:35 3 < : L\ 7 4 - the training videos added Training
I'm sure you'd find them

Potential Leads Front-line Employee Training Mark 8 Roadmap helpful. We will be constan @ 6 videos | 0 followers

Quarterly Summary updating this tab with mor¢
videos on a wider range of

RFP and Proposals :
topics.

1LV

s Readiness . .
Sales Readiness Front-line Employee Training

Training and Development il | have also added a test for| 3
B AN . quick assessment on prody
2 hidden channels B ¢ ! ) o i )
' \ o knowledge Sales Training
' : \ Product Knowledge Test fo
Mark 8 Project Team voe ; ales
General 00:35 : i See fess Mark 8 Roadmap

Top Tips for Sales Internal Safety Improvements

Announcements
q | Isaiah Langer 12:28 PM

@ Thanks Christie, this is a very ’ Top Tips for Sales
Design L D o good initiative! | am sure the

Daily Standup

Diaital Assets Web Sales team xw” greatlf,’ benefit .
3 from these training videos. J 4 Your Privacy is Our Priority
Finance :

Go to Market Plan
Internal Safety Improvements
Hiring
idea
Planning

Project Assets

Research and Development

ot

2 Join or create a team

Configure channels or a single video to a tab using Microsoft Stream to provide your team with easy access to rich

and engaging video content. The HR Manager configures a channel with training videos using Microsoft Stream.
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Testportal

Choose a one test from the list below in order to add it to the current

General
channel or chat. é

Contoso Sales
If you cannot see your test in the table below, please set its access channel

: POSTS
to "Microsoft Teams" in the "Access to test" settings tab.

Wiki
Name Status Created on

Product Launch Event
Example Test for Restaurant Staff Setup in progress 2021-02-14

Example: Customer Care Periodic Test Setup in progress 2021-02-14 ' Contoso Q2 Division Sales
| w iv - - . s
Example Product Knowledge Test for Sales Active 2021-02-14 Contoso Q2 Division Sales

Example Reasoning Test Active 2021-02-14
Sales
Free/Busy Calendar
Salesforce Account
(O Post to the channel about this tab
Ideas

Training

Product Knowledge Test for Sales

Whether you're a business or educational user, Testportal can make sure that your knowledge evaluation is safe and

reliable. The HR Manager configures a test using Testportal.
35



Communication & Remote Work — Keeping Front Line Workers up-to-date (] )
m_ Microsoft

Microsoft Teams

Teams @ General Posts Files Wiki Product Knowledge T... ~ 8 more (e A ) +es O Meet v

Your teams

@ Contoso Sales

General

Test name: Example Product Knowledge Test for Sales

Customer Support

Goals
ne .0
Vonth Start the test

onthly Reports

Product Knowledge Test for Sales
Morthwind RFP 2 Please fill in the form before starting the test. Contoso Sales / General

Performance Analysis

Potential Leads Test name: Example Product Knowledge
Quarterly Summary Test for Sales

RFP and Proposals
Sales Readiness Start the test

Devel
Training and Development Please fill in the form before starting the test.

2 hidden channels START THE TEST

Mark & Project Team

General

Announcements

Daily Standup

Design

Digital Assets Web
Finance

Go to Market Plan

Hiring

deas

Planning

Project Assets

Research and Development

+ -
88 Join or create a team

Testportal allows individuals to view tests shared within the channel and start the test without having to leave Microsoft

Teams.
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a

Activity

Calendar

Microsoft Teams

Teams

Your teams

%

Mark 8 Project Team
General
Announcements
Daily Standup
Design

Digital Assets Web
Finance

Go to Market Plan
Hiring

deas

Marketing

Planning

R rch and Development
Sales and Marketing

Strategy

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Join or create a team

Y Announcements Posts Files Wiki Sales - 2nd Quarter -+

® Org-wide

Diego Siciliani 10/22 12:45 PM Edited
Extraordinary Performance
Hi all,

Crew, we would like to thank you for your outstanding performance. Your determination and hard work have paid off well, and it is
indeed a great effort. The leadership team at Contoso acknowledges and appreciates your efforts, Keep it up, team!

Cc: Christie Cline We should include this in our weekly newsletter and give the sales team a well deserved shoutout.

Lee Gu 10/22 12:47 PM
That's amazing! I'm thoroughly impressed by the work and skills that you showed in this quarter.
Can't wait to see what's next! "2

Christie Cline 10/22 12:48 PM
We will include this in our newsletter and give the team a shoutout.

Isaiah Langer 10/22 1 M
| am thankful to my team for showing such impeccable progress. Also, thank you, everyone, for taking the time to write
congratulatory messages to us. Appreciate the constant support and encouragement everyone has shown us. ‘&

Use channel conversations to relay updates and recognize team members for their hard work. The Operations

Manager congratulates the sales team for their exemplary efforts.

Ot Meet

P @ ¢

=¥ Microsoft

Post

Contoso / Announcements

Diego Siciliani
22 Oct, 12:45

Extraordinary Performance

Hi all,

Please congratulate the Seattle Sales team for driving the
best sales Contoso has seen in a long time! Check it out here
— Sales - 2nd Quarter.

Sales Crew, we would like to thank you for your outstanding
performance. Your determination and hard work have paid
off well, and it is indeed a great effort. The leadership team at
Contoso acknowledges and appreciates your efforts. Keep it
up, team!

Cc: Christie Cline We should include this in our weekly
newsletter and give the sales team a well deserved shoutout.

LeeGu 22 Oct, 12:47

That's amazing! I'm thoroughly impressed by the work
and skills that you showed in this quarter.
Can't wait to see what's next! =

| M\ You 220012149

Reply

@ A

3/
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Microsoft Teams

Teams Announcements Posts Files Wiki Sales - 2nd Quarter ~ ) ees 4 Meet

Your teams N sss

£ ack to re TOTALSALES BY SALES PERIOD AND DIVISION LAST REFRESH:11/25/2020, 1:13:28 PM

Drivision Quadcopters
Announcements
Daily Standup 14:14
Design
Digital Assets Web
Finance
Go to Market Plan
Hiring
Spinify deas
Marketing
Planning
Project Assets
Research and Development

Sales and Marketing

Strateqgy

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Manthly Reports

Security and Safety

Human Resources

General

+ -
88 Join or create a team

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The sales team’s

performance is presented using Power Bl in Team:s.
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Colendar B...

Calendar BOT allows you to view the free times of others within your organization and seamlessly schedule a Teams

Microsoft Teams

A

Calendar BOT Free/Busy Calendar About

Create Meeting
O®

15-02-2021 0 01:30PM = | 02:00 PM

advanced

Quick Sync on Team Performance

Hi Isaiah,

Congratulations to your team on the achievements once again.
It's truly very motivating to see such progress. | would love to
discuss ways to appreciate and encourage the sales team for
their performance. Looking forward to speaking with yc:u.|

Include Microsoft Teams meeting

Schedule Cancel

Clicking schedule will send a calendar invite

meeting to efficiently collaborate and work together.

=¥ Microsoft

1:06

& Calendar BOT

4

o

Calendar BOT

The Approved Contact Bot enables calendar comparison and
scheduling

)

Created by

Approved Contact
Privacy statement

Service agreement
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=¥ Microsoft

Microsoft Teams Q_ Search

1:15 W

<« Quick Sync on Team Performance
00:22

Isaiah Langer ***

Isaiah L

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Teams allows
you to also attach documents or share relevant information over chat for a complete meeting experience.
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5

A
Activity
as

Chat

Microsoft Teams

Quick Sync on Team Performa... 1:22 PM
You: Great, thank you so much for givin...

Qubie

Sent a card

Mark 8 Project Sync
Megan: Will do, thanks!

Budget Review: Mark 8 Project
You: @ GIF

We Decide 2/2

Sent a card

Karma 1/27
Sent a card

Teams Manager 1/6
Welcome to the Teams Manager! You c...

Adele and Les 12/1

" Lee: @ GIF

Johanna Lorenz
You: i GIF

AgilePolly

Sent a card

Trello
Sent a card

Sales and Revenues
Megan: Thanks, see you all

Project Timeline & Resources 1141
Irvin: Hi all, we have received a go-ahead...
rvin Sayers 1141
You: @ GIF

Adele Vance
= GIF

Pradeep Gupta
You: Welcome. &Y

Leave
Sent a card

Quick Sync on Team Performance Chat Files Meeting Notes Whiteboard -+
Y g

'

i

Christie Cline added Isaiah Langer to the meeting.
Christie Cline renamed the meeting to Quick Sync on Team Performance.

Meeting ended 4m 30s  1:16 PM

1:19 PM
Thanks for helping me with this Isaiah. | will reach out to you if | need further clarification regarding
details on the achievement for the newsletter.

1:28

é

.
PM

Isaiah Langer 1:20
That is awesome, Christie. Thank you so much. Indeed, the team has werked non-stop in this quarter.

Microsoft

Quick Sync on Team Performance

DETAILS

| am sure everyone in the team will also really appreciate this. (&

Today @ 1:30 pm

1:20 PM
We would also like to give a special shoutout to the team'’s top performers. This will also motivate
others in the crganization to give in their best efforts.

Isaiah Langer 1:21 P
Great idea. Yes, recognizing these employees will help to boost their spints as well. | would say,
Grady Archie, Johanna Lorenz and Irvin Sayers have displayed tremendous skills and given countless

hours while achieving the targets.

1:22 PM
Great, thank you so much for giving me your time. All the best!

Type a new message

@ (@

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 HR Manager and the sales lead.

MORE

Thanks for helping me with this Isaiah. | will
reach out to you if | need further clarification
regarding details on the achievement for the

newsletter. W

Isaiah L.

That is awesome, Christie. Thank you so

much. Indeed, the team has worked non-stop

in this quarter. | am sure everyone in the
team will also really appreciate this. <

We would also like to give a special shoutout to
the team's top performers. This will also motivate
others in the organization to give in their best

efforts.

Isaiah L.
Great idea. Yes, recognizing these
employees will help to boost their spirits

as well. | would say, Grady Archie, Johanna

Lorenz and Irvin Sayers have displayed

tremendous skills and given countless hours

Type a message

© @9
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m_ Microsoft

Microsoft Teams

Teams R Employee Recognition Posts Files Wiki Top Performers 1more ~ ® Org-wide ¢ Meet ~ (D)

Your teams Hi5> Yesterday 3:53 PM 2 P

E Mark & Project Team Irvin Sayers and 2 others received a Hi5 ({3

Ganeral Given by Christie Cline

Desian On behalf of the leadership team, we would like to appreciate the
E i 5ales Team for the fantastic work they did during the second

I Digital Assets Web quarter. Their professionalism reflects in the countless hours that

Go to Market Plan they put achieving the targets and going well above it. This has Biogi
os

impressed the entire organization. Their dedication and diligence
Contoso / Employee Recognition

Hiring L . . .
- are an inspiration for us. Special thanks to Irvin Sayers, Grady Archie
Research and Development and Johanna Lorenz. Thank you for your efforts
HiS
. . ) 22 Oct, 15:53
Contoso Back Hi5 Give a Hi5

General Irvin Sayers and 2 others received a Hi5

. | Given by Christie Cline
Announcements

On behalf of the leadership team, we would like to appreciate the
Employee Engagement iR Diego Siciliani Yesterday 3:38 PM Sales Team for the fantastic work they did during the second
! Well deserved, team! Way to go. g quarter. Their professionalism reflects in the countless hours that
they put achieving the targets and going well above it. This has

Monthly Reports g | [seiahlanger Yesterday 4:02 PM impressed the entire organization. Their dedication and diligence

50 happy to see this! We're all thrilled about this. Thank you so much! & are an inspiration for us. Special thanks to Irvin Sayers, Grady
Security and Safety Archie and Johanna Lorenz. Thank you for your efforts
Grady Archie Yesterday 4:04 PM
Really appreciate this! Thank you, everyone! [ Back Hi5 ] [ Give a Hi5

Employee Recognition

Human Resources

General Johanna Lorenz Yesterday 4:07 PM
B 5o excited for our future with Contoso. It's going upwards from here! 22 2 @1
Employee Engagement

HE Policies and Benefits Isaiah Langer Yesterday £:09 PM o Vi Diego Siciliani 22 Oct, 15:58

MNew Job Listings Well deserved, team! Way to go. ¢

Planning

Thﬂnks, QUYS! @' Isaiah Langer 22 Oct, 16:02

Trainin \-— So happy to see this! We're all thrilled about this.
d Thank you so much!

R msi e
REVIEW

1 hidden channe

Hidden teams

+ -
24 Join or create a team

Somebody's done a great job? It's simple - give them a Hi5 and share the celebration of success! The sales team

receives Hi5 for their performance from the leadership.
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power Employees to Work and Communicate Remotely

istant HR Manager

Scenario Walkthrough

With the majority of Contoso's workforce working remotely, it is essential that teams stay resilient and reshape their work style
to stay productive. The Assistant HR Manager schedules a meeting to discuss ideas and ways to improve productivity. He
leverages applications and features within Microsoft Teams to effectively collaborate with other co-workers working remotely to
brainstorm ideas and broadcast the new measures to the entire company, all within Microsoft Teams.

Responds to questions regarding tasks completed and the work for the day via DailyBot.
Schedules a meeting to discuss ways to ensure that teams in Contoso continue to stay productive.
Turns on live captions, begins the meeting recording and conducts a quick poll via Polly.

Jots down notes and ideas from the meeting within the meeting notes tab.

Compiles all the tips for effective remote work using PowerPoint.

Broadcasts the PowerPoint with these ideas and tips to work from home across multiple channels in Teams.

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

Live captions with attribution help everyone stay on the same page during calls.
Conduct quick polls and surveys before, during or after a meeting with Polly.

Create visually rich presentations that can be easily shared using PowerPoint. ‘ n ‘
Post a message across multiple channels at once to communicate with multiple teams.

Polly PowerPoint DailyBot
Automate daily stand-ups, retrospectives, and reports with DailyBot.
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. @
ugs

Teams

Calendar

Microsoft Teams

0!

B
O
e

DailyBot

Well done! This is all, you can continue...

Work From Home Productivity 12:09

m sure this will be helpful. T

\estor:

Qubie

Sent a card

Karma
Sent a card

monday.com

Sent a card

Eloops
Sent a card

Addressing Cybersecurity Risk

You: Thanks Grady. This is really helpful, le

We Decide

Sent a card

Adele and Lynne

You: &

Revenue Projections, OKRs and ...
\estor: | agree. These numbers show a ve
Joni Sherman
You: Let me see if | can get this issue re
Trello [Deprecated]

Sent a card

Teams Manager

Welcome to the Teams M &

vianager.

Discussing Revenue Projections...

lestor: | agree, these numbers show a ve..
Nestor Wilke
You: i GIF

AgilePolly

Sent a card

11:16 ANV

You can ..

@ _DailyBot chat About

DailyBot 12:30 Al
‘ Hey! Are you ready to fill out the Daily Follow-Ups report now?

Yes, I'm ready Snooze No, skip

12:17

é

1AM
4 AM

Yes, I'm ready DailyBot

DailyBot 11:14 AM
Nice, this is your update for Daily Follow-Ups. Type cancel to stop or step back with

=¥ Microsoft

Nice, this is your update for Daily Follow-Ups.
Type cancel to stop or step back with back.

What did you complete in your previous work day?

11:15 AM

Updated work from home policies
day?

DailyBot 11:15 AM
What are you planning to work on today?

What did you complete in your previous work

Updated work from home policies

What are you planning to work on today?

1.16 AN
1:16 AM

Discuss ideas to improve productivity for remote teams

Discuss ideas to improve productivity for remote

) teams
DailyBot 11:16 AM

Great. Do you have any blockers? If so, just tell me. Otherwise please say: no.

Great. Do you have any blockers? If so, just tell
me. Otherwise please say: no.

DailyBot 11:16 AM
Well done! This is all, you can continue with your work &
work

Type your questions here

° Type a message

DailyBot lets you configure your own periodic reports, retrospectives, OKR check-ins and tracks motivation and

performance of distributed teams.

Well done! This is all, you can continue with your
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=¥ Microsoft

Microsoft Teams

Work From Home Productivity Chat Files Details Scheduling Assistant Meeting notes  Whiteboard i

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

Work From Home Productivity q Allan Deyoung
‘0

Organizer
P - s
f Nestor Wilke ., L) Christie Cline
Tentative %Y Tentative \

=
Feb 17, 2021 11:30 AM Feb 17, 2021 12:00 PM 30m @  Alday 0 Christie Cline & Work From Home Productivity

Nestor Wilke

Unknown

Unknown 4 participants

Lee Gu
Uil CHAT DETAILS
Does not repeat

Work From Home Productivity

Wed Feb 17, 2021
11:30 am—12:00 pm

0@ Share meeting invite

Hi all, Q, +1469-965-2451 (Toll) United States

I'm scheduling this meeting to discuss ways to ensure that our teams continue to stay productive during the lockdown. Looking

forward to speaking with you all.

Hi All, I'm scheduling this meeting to discuss ways to ensure
that our teams continue to stay productive during the lockdown.
Looking forward to speaking with you all. Microsoft See more

Participants (4)

Allan Deyoung
Organiser

Christie Cline
Unknown

Lee Gu
Unknown

Nestor Wilke

When the Assistant HR Manager creates a meeting invite, he adds a description for the meeting and configures

applications as meeting tabs for easy access.
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m_ Microsoft

Add a tab

Turn your favorite apps and files into tabs for this meeting. More apps Polly

Optimized for meetings

Polly & Work From Home Productivity

4 participants

Recent v CHAT DETAILS

a Files
(0

A @ Meeting notes

AgilePolly

£33 Manage apps

The Assistant HR Manager searches for applications that can be configured to the meeting and configures a Polly tab

to create and share polls during the meeting.
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Microsoft

Work From Home Productivity

53 Device settings
Meeting options
Meeting notes

(i) Meeting details

(5 Gallery

£%2 Together mode (Preview)

3 Full screen

R, Callme
2 Put me on hold

7% Apply background effects

¢] Tumn on live captions

®

Stop recording Stop recording

()
(2}

Turn on live captions
it Dial pad

B

(#@ Tumn off incoming video

G

Raise hand

%4

Turn off incoming video
Dial pad

Change layout

Nestor Wilke % Christie Cline %

Meeting attendees can leverage a wide range of features like live captions, background effects, meeting recordings
and more for an engaging and productive meeting experience. The Assistant HR Manager turns on live captions and
records the meeting.
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Microsoft

Work From Home Productivity

® 22:21

LeeGu & +++

ChristieC %X

Let's conduct a quick poll to see how
Nestor Wilke % Christie Cline % working remotely has affected our team.

Let's conduct a quick poll to see how working remotely has

(3. Allan D: affected our team. Nestor W %
<

Live captions enable you to keep track of conversations with accurate attribution to ensure that you know who is
speaking and when. The Assistant HR Manager enables live captions during the meeting.
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Microsoft

Work From Home Productivity

Share content (Ctrl+Shift+E)

Polly

Quick Cre

e Allan Question

<« 0) Work From Home Productivity
How has remote work affecteq 16:49 4 attendees

your productivity?

Lee Gu &

ChristieC %X

N
Nestor Wilke & Christie Cline % Nestor W ¥

<

Polly allows organizers to launch a poll without leaving the meeting window to get quick answers to survey questions
in real-time.




Communication & Remote Work — Empower Employees to Work and Communicate Remotely

Microsoft

Work From Home Productivity

Quick Cre
e — . ‘ 11:50 %

& Work From Home Productivity

How has remote work affecteq 4 participants

your productivity?
Ja Polly v ' CHAT DETAILS
Allan Deyoung . Increased

How has remote work affected your ‘@g Recording started
productivity?

[] Increased ‘0 Allan Deyoung via Polly
| ] Decreased Non-Anonymous
[_] No Difference Total Votes: 0 How has remote work affected your

productivity?

D Increased

Answer D Decreased

Result Details

D No Difference

**No votes yet**

e Type a message

Nestor Wilke % Christie Cline %

Meeting attendees can respond to the poll within a pop-up window or from the meeting chat. Attendees can also
view the poll results in real-time.
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=¥ Microsoft

Work From Home Productivity

A 5 minutes left in your scheduled meeting time.

Quick Cre

e — ' 11:52 S

& Work From Home Productivity

How has remote work affecte( 4 participants

your productivity?
DETAILS

Increased
[

Dacr i [:] Increased
D Decreased

D No Difference
(==

——

You voted: Ina'eased
¢ Poll
‘ a y

Increased

Result Details

75% (3)
Nestor Wilke, Lee Gu, Allan Deyoung

Decreased
0% (0)

No Difference
25% (1)
Christie Cline

Total Votes: 4

View all results

QJ’ ° Type a message
r{

Nestor Wilke % Christie Cline % +++

Microsoft Teams will automatically alert meeting participants when five minutes are remaining in a meeting. The
Assistant HR Manager discusses the results of the poll as the meeting comes to an end.




Communication & Remote Work — Empower Employees to Work and Communicate Remotely
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Work From Home Productivity Chat Files Meeting Notes Whiteboard 1 more D -

Increased

DailyBot 11:16 AM Nestor Wilke
Well done! This is all, you can continue .

Decreased

Work From Home Productivity 12:09 PM
Nestor: I'm sure this will be helpful. Th...

No Difference

Qubie
Sent a card

Total Votes: 4

Karma

Sent a card View all results

monday.com

Sent a card

Eloops / 11:53 AM . . -
Sent a card Created meeting notes for this meeting

Addressing Cybersecurity Risk

You: Thanks Grady. This is really helpful, le.

Show notes in fullscreen

We Decide

Sent a card

Adele and Lynne

You: &

Joni Sherman

You: Let me see if | can get this

12:08 PM

Thank you all for sharing your inputs. | will compile these ideas, add reference links and share it
across teams. | hope this helps us continue to maintain a high level of productivity even with most of
the employees working from home.

%) Trello [Deprecated]
Sent a card

D0 ¢&

Teams Manager
Welcome to the Teams Manager! You can ...
Discussing Revenue Projections... 12/24

these numbers show a ve...

Nestor Wilke 12:09 PM

I’'m sure this will be helpful. Thanks for takin the initiative Allan.
Nestor Wilke 12/24

You i GIF

Type a new message
AgilePolly

Sent a card /y ! @ @ @ &

390D

The Assistant HR Manager communicates with meeting attendees within the meeting chat and views the meeting
recording that'’s stored for everyone's access on the cloud.

=¥ Microsoft

& Work From Home Productivity
4 participants

CHAT DETAILS

Today @ 11:30 am

View all results

Created meeting notes for this meeting

|; Show notes in fullscreen

Thank you all for sharing your inputs. | will
compile these ideas, add reference links and
share it across teams. | hope this helps us
continue to maintain a high level of productivity
even with most of the employees working from
home.

&3

P

# | Nestorw
]

I'm sure this will be helpful. Thanks for takin
the initiative Allan.

c Type a message
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Activity

2
&
Chat

. @
ugs

Teams

Calendar

Microsoft Teams

DailyBot 11:16 AM

Well done! This is all, you can continue .

Work From Home Productivity 12:09 PM
Nestor: I'm sure this will be helpful. Th...

Qubie

Sent a card

Karma
Sent a card

monday.com

Sent a card

Eloops
Sent a card

Addressing Cybersecurity Risk

You: Thanks Grady. This is really helpful, le.

We Decide

Sent a card

Adele and Lynne

You: &

Nestor: | agree. These numbers show a ve...

Joni Sherman

You: Let me see if | can get this iss

Revenue Projections, OKRs and ...

M Trello [Deprecated]
Sent a card

"B Teams Manager
| M &3

Welcome to the Teams Manager! You can ..

Discussing Revenue Projections... 12/2

lestor: | agree, these numbers show a ve..

Nestor Wilke 12/24
You: i GIF

AgilePolly

Sent a card

=M Work From Home Productivity Chat Files Meeting Notes Whiteboard 1 more ;s +
g

Work From Home Productivity

Last edited: 13m ago
Set up your workspace

Find a space in your home where you can concentrate. If you're somewhere with background distractions, use background blur in Microsoft
Teams to keep teammates focused.

Communicate

Your rhythm with online work from home might look different than it does in the office. For example, you may be balancing work and childcare
at the same time. Communicate your schedule to your coworkers so that they know when to reach out to you.

Embrace online meetings

Make sure all meetings include an online “join” option so that team members can join from wherever they are working. Turn video on so your
team can interact face to face and feel more connected.

Record your meetings

When you start a meeting, select “record.” Team members who aren’t able to join can watch later or search the automatically generated
transcript for important information. That way, people can easily review anything they missed or need repeated.

Make up for missing hallway talk

The quick chat at the water cooler is what many people miss the most when working remotely. Instead, be deliberate about connecting with
your coworkers. Think about chat messages as your virtual watercooler and set yourself a reminder to check in with people regularly.

Bring the team together

Attendees can take notes during the meeting and access these notes within the native meeting notes tab. Multiple
attendees can edit the notes and collaborate within the same tab simultaneously.

=¥ Microsoft

12:16

¢ Meeting notes

Work From Home Productivity

Set up your workspace

Find a space in your home where you can concentrate. If you're
somewhere with background distractions, use background blur in
Microsoft Teams to keep teammates focused.

Communicate

Your rhythm with online work from home might look different than it
does in the office. For example, you may be balancing work and
childcare at the same time. Communicate your schedule to your
coworkers so that they know when to reach out to you.

Embrace online meetings

Make sure all meetings include an online “join” option so that team
members can join from wherever they are working. Turn video on so
your team can interact face to face and feel more connected.

Record your meetings

When you start a meeting, select “record.” Team members who aren't
able to join can watch later or search the automatically generated
tranaerint for imnartant infarmation That wav nennle rcan eaxilv

< S
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File Home Insert Draw Design Transitions Animations Slide Show v Open in Desktop App Q Search

v E] v +[_—| New Slide =) V=

STAYING PRODUCTIVE
FROM HOME

-

STAYING PRODUCTIVE
FROM HOME

Prepare powerful presentations with rich visual content and crystal-clear infographics using PowerPoint. The Assistant

HR Manager copies the link to the presentation before sharing it across Teams.

=¥ Microsoft

12:54

&« Staying Productive From Home.pptx

STAYING PRODUCTIVE
FROM HOME

Link copied

< / 1-of 14
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Choose channels

Pick the channels where you want this message posted. Replies to the original post
won't be included.

General

Select all

Mark 8 Project Team

General

Contoso

General

I Human Resources

General

. Contoso Leadership

General

m Contoso Sales

11 channels selected

The Assistant HR Manager chooses between multiple channels to post an important announcement across multiple
teams. Microsoft Teams also allows you to choose channels you want the message posted.

=¥ Microsoft

11:36

& General
Marketing

POSTS

Ensuring Productivity While Working from Home

Hi everyone, | hope you all are safe and well.
With most of our teams working remotely it

is necessary that we leverage all the tools

and features within our reach to ensure that
work continues uninterrupted. This

presentation has useful tips and processes

to maintain a high level of productivity @

Attach Priority

Location Format Achievers AgilePolly

B =%

Approvals BravoNow
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Microsoft Teams

Teams Y

Finance
Go to Market Plan
Christie Cline Monday 12:18 PM
Hiring : ; Added a new tab at the top of this channel. Here's a link.

Ideas

Planning . Training

Project Assets
Research and Development
- ] é General

Sales and Marketing Contoso

Strategy Qubie
POSTS

hidden

Effective Remote Working Results &/ Reply

Contoso Sent By Qubie Pa

General Ensuring Productivity While Working from Home

Announcements

Hi Everyone, | hope you all are safe and well.
With most of our teams working remotely it
Employee Recognition is necessary that we leverage all the tools
View details and features within our reach to ensure that
work continues uninterrupted. The attached
Security and Safety presentation has useful tips and processes
to maintain a high level of productivity @

Employee Engagement

Monthly Reports

z

Human Resources @ i

onversation \ Everyone can reply

NEW CO
General ™
To: (G General B@ General X P > -+ 8 more channels Select channels B
Employee Engagement e

GIF

4

Employee Performance B "4 U S v A A aragraph ™ 2 x = : H 7 / @ 1 2 3 5 6 7.
qgqwerr tyu.
HR Policies and Benefits
o Ensuring Productivity While Working from Home
New Job Listings a s d f g h H k
Plann Hi everyone, | hope you all are safe and well. With most of our teams working remotely it is necessary that we leverage all the tools and
Flanning < . . . -
- features within our reach to ensure that work continues uninterrupted. This presentation has useful tips and processes to maintain a high

Review level of productivity working remotely. Do go through the presentation and feel free to reach out to me if you need further clarification. G Z X € VY b n m @

Training
All the best everyone! Stay safe and stay healthy.

Join or create a team A © M B 1 Q@ & & & b

7123, ©

The Assistant HR Manager broadcasts the announcement across multiple teams and channels at once using the ‘post

to multiple channels’ feature.
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® Rl

/
@-@ Check out how the Human Resources team can use Microsoft Teams to keep your

business running efficiently and address unexpected situations with confidence.

Human Resources Superpowers in Teams

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

feature
« Participate in instant, open-channel communication Word Excel ~ PowerPoint Communities  Bing News  SharePoint

 Store documents within a cloud-enabled repository using
Files section or channel tabs -

i m A
Hi5

« Create an'd co-author dqcuments, spre-adshe'ets, OneNote  Power Bl Testportal  Calendar Forms
presentations and more in the cloud with Office 365 BOT

« Channel tabs for everyone to stay on the same page

» Help collaborate with teammates on multiple projects from

within a single environment Prezi Crisis. Dynamic ~ Workday  Tasksby — Power Apps
Video  Communication  Signal Planner
and To Do
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Meet the Business
Human Resources

Decision Makers

=¥ Microsoft

Hiring & Training
Manager
"Nothing we do is more important than

hiring the right candiaate. You can bet on
people, not strategies.”

 (Create induction and training
programs for new hires

» Counsel managers on candidate
selection

* Maintain job requirements and job
descriptions for all positions

HR Lead

"HR Leadership (s the art of giving people
a platform for spreading ideas that work."

« Responsible for the smooth and

profitable operation of a company’s
Human Resources department

Supervise and provide consultation
to management on strategic
staffing plans, benefits and training

Overseeing payroll and
performance evaluation systems

"The goal is to turn data into information

Marketing Analyst

and information into insight.”

Measure ROI of online and offline
advertising campaigns

Report on marketing KPIs like
leads, conversion rates, website

traffic and social media
engagement

Track email campaign metrics
(delivery, open, click-through
rates)

58



Meet the Business Decision Makers
Human Resources

\\ y

HR Executive

"Hiring the best (s your most important
task."

 Educate, train, and ensure
company HR policy is followed
across all employees

« (Coordinate with teams, understand
their requirements and create job
listings

 Continually educate employees on

company policies and keep
employee handbook current

=¥ Microsoft
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= Find Suitable Candidates More Efficiently
| Hiring & Training Manager

Scenario Walkthrough

After announcing a project, Contoso's Human Resources team looks to add an Assistant Marketing Manager to its existing
strength immediately. Finding the best candidate for an open role requires ensuring more candidates view the job posting and
that the team interviews as many of them as possible. The team automates the resume management process and conducts
interviews virtually to speed up the recruitment process. Here's how the Hiring & Training Manager leverages the powerful
features of Microsoft Teams to find the right candidate.

Gets notified in the activity feed when she is @mentioned in a channel conversation.

Connects with internal employees to post a job opening and encourages interested candidates to apply.

Streamlines resume management process with Power Automate integrated with SharePoint and Email.

Creates an exclusive folder to compile shortlisted resumes for easy access and navigation.

Creates a OneNote tab to compile a list of interview guestions for candidates.

Configures a channel tab to collect interview feedback via Power Apps.

How did Microsoft Teams help the Hiring & Training Manager execute her Which app integrations on
roles and responsibilities? Teams made it possible?
« Connect with the internal employees in a fun and interactive way with Communities.
\
* Flow automates resume management and makes shortlisting resume easier and

quicker. OneNote Communities

» H

Power Automate Power Apps

* Integrated Office applications like OneNote to note down quick pointers within Teams.
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=¥ Microsoft

Microsoft Teams
‘8

* Teams ~ . New Job Listings Posts Files Wiki Interview Questions Power Automate 1more~

Activity

3
) Your teams Christie Cline 10/28/20 4:13 PM _ Edited
e ; IMPORTANT!

.. @ ﬂ Mark & Project Team Mark 8 Project: New Vacancy
ugr
Teams General

Calendar Daily Standup

L

Hi team, just received a notification from the Marketing Director that there is an opening for the role of 'Assistant Marketing Manager' for

the Mark & Project that needs to be filled ASAP. | am scheduling a meeting to discuss the same. Let's start working on clesing this position
Announcements s0on.

New Vacancy Discussion

Design Wednesday, October 28, 2020 @ 6:30 PM Post

Digital Assets Web ollapse 3 Human Resources / New Job Listings
i Finance 54 New Vacancy Discussion ended: 12m 44s [ Q r'S Christie Cline
=W 280ct 16:13
Go to Market Plan . Lynne Robbins 10/28/20 429 PM e 2%

Hirina ; That was a great meeting, Christie Cline. | will get in touch with the marketing team and note down reles & responsibilities for the Scheduled a meeting
position.

Joni Sherman 10/28/20 4:30 PM
| have references for this role from the last time we had this position open. Will reach out to them immediately.

ﬂ New Vacancy Discussion

Marketing 28 Oct 2020 @ 18:30

Planning (1]
istie Cli (28/20 430 PM
Project Assets Christie Cline 10/28/20 4:30 PM

Let's first post in our Yammer group and see if anyone in the organization is interested.
o 12min 44sec

Lynne Robbins  10/28/20 431 PM
Good idea! Will post immediately. @- You 280ct 16:29

New Vacancy Discussion ended
Research and Development
Strategy

1 hidden channel That was a great meeting, Christie Cline. | will get in
touch with the marketing team and note down roles &
responsibilities for the position.

Christie Cline 10/28/20 431 PM

Awesome. Thank you, all. Will connect soon.
Human Resources

Lynne Robbins 10/29/20 6:39 PM

General
Yes, for sure! (25

Joni Sherman 28 Oct, 16:30

Christie Cline 10/29/20 6:39 PM | have refe:rence.s'for this role' from the last time
Employee Performance we had this position open. Will reach out to them
immediately.

Employee Engagement

HR Policies and Benefits

MNew Job Listings .
i i Christie Cline 28 Oct, 16:30 .

Planning _ ® Let's first post in our Yammer group and see if anyone
‘ in the organization is interested.

R oo
REVIEW

Training Reply

B @ ¢ @ Ap e

- [/ New conversation

]

+ -
28 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.
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General Fosts Files Wiki Home Contoso Team All Company ~ 1 more~ -

Microsoft Teams
Teams N

Your teams

E Mark 8 Project Team
2 All Company

This is the default group for everyone in the network

Calendar Digital Assets Web

Go to Market Plan
t. 20 Members

QR EE
§

Calls Hiring Update

Research and Development . . .
b Eor Share something with this group..

Human Resources

General

Lynne Robbins
Wed at 4:47 PM

Employee Engagement ‘&
Hello everyone, there is a vacancy for Assistant Manager's role in our Marketing Department. Although
we plan to publish this job opening to external sites, we strongly encourage any interested employee to
. apply. The job starts next month.

Planning To be considered for this role, you must have excellent communication and leadership skills. You will
support marketing managers and executives' work on projects directed at developing sales strategies or
marketing campaigns and maximizing company profits. They will closely work with employees in other
functions, such as advertising, market research, production, sales, and distribution.

Employee Performance
HR Policies and Benefits

Mew Job Listings

R oo
REVIEW

Training

Contoso
To apply for this role, reply to this email (insert an email 1D) by Friday with your resume and explain why
HE 2 you're interested in this position.
Annocuncements
Feel free to contact the HR team or refer to our company's internal job posting policy if you have any

Employee Engagement
questions about the position or the process. see less

Employee Recognition

oY Like ) Reply [# Share to Channel

Monthly Reports
Security and Safety

Write a reply

Hidden teams

o

+ -
28 Join or create a team

Communities enable you to build relationships and share knowledge across teams and the entire organization, right
inside Microsoft Teams. The Hiring & Training Manager posts the new job opening in Communities.

(3

D1 Meet

~ View in Yammer

E Update @ Question

|

"

Qp .
o'o Contoso Electronics

NEW CONVERSATIONS

=¥ Microsoft

@ yammer.com/m365x110248.0nmic @

Yammer

All Company

This is the default group for everyone in the
ALL CONVERSATIONS ~ FILES O SEARC

E Poll  Praise

Share something with this group...

"

Lynne Robbins — October 28 at 04:47 PM

Hello everyone, there is a vacancy for Assistant Mana
in our Marketing Department. Although we plan to p
job opening to external sites, we strongly encourage

interested employee to apply. The job starts next mo

To be considered for this role, you must have excelle

communication and leadership skills. You will support
managers and executives' work on projects directed g
developing sales strategies or marketing campaigns 4
maximizing company profits. They will closely work w
employees in other functions, such as advertising, ma
research, production, sales, and distribution.

< -
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=¥ Microsoft

Microsoft Teams

Teams General Posts Files Wiki Home Contosc Team Company Policies 1 more ~ @ Org-wide 0 Meet

Activity

a Your teams E Christie Cline Wednesday 4:51 PM
=" Hey, do check this out!
Mark & Project Team

Lynne Robbins

3m ago

Calendar Digital Assets Web

Hello everyone, there is a vacancy for Assistant Manager's role in our Marketing Department. Although we plan to Post
. . . 0s

publish this job opening to external ... &

Contoso / General

Go to Market Plan
Hiring

Research and Development Christie Cline

View in Yammer e.)' 28 Oct, 16:51

H Resource i
uman Resources Hey, do check this out!

Lynne Robbins
3m ago

General

Employee Engagement

Hello everyone, there is a vacancy for Assistant Manager's
role in our Marketing Department. Although we plan to publish
HR Policies and Benefits Pradeep Gupta Wednesday 4:36 PM this job opening to external ...

> Sure, will have a look. '8

Employee Performance

MNew Job Listings o
View in Yammer

Planning ly Llee Gu Wednesday 4:58 PM
o Thank you for posting this, Lynne Robbins.
view >
REVIEW {5) PradeepGupta 28 0Oct, 16:56

Training = Lynne Robbins Wednesday 3:00 PM

MNo warries, Lee Gu. '§ Sure, will have a look. =

Contoso Christie Cline ‘Yesterday 6:41 PM

Interested candidates, please feel free to apply! ‘2

LeeGu 28 Oct, 16:58

General 2 : ;
Thank you for posting this, Lynne Robbins.

Announcements @~ Lynne Robbins Yesterday 6:41 PM
_ ¢ And please get in touch for more details.
Employee Engagement @- You 280ct 17:00

o ok

Adele Vance Yesterday 6:42 PM
A Yeas!
Monthly Reports Will do. &

Employee Recognition No worries, Lee Gu.

M\ chistieCline 29 Oct, 18:41

Security and Safety & Reply

Reply

Hidden teams
fi:ar‘. a new conversation. Type @ to mention someone.

B @ ¢ @ A e

25" Join or create a team &y & .:-_'_-:. [H] B

Microsoft Teams conversations are threaded so users can reply directly in-context to specific conversations, keeping

relevant chats grouped together. @mention relevant team members to make sure you grab their attention in real-time.
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=¥ Microsoft

Microsoft Teams

Power Automate Home Create Chat Approvals Business process flows About

& Edit £ Share B Save As [i] Delete [[3 Sendacopy ¢ Submitastemplate (9 Turnoff [ Repair tips off

Flows > Auto send Resume attachments from Email to Sharepoint

Details Connections

Flow Status

) ) Office 365 Outlook
Auto send Resume attachments from Email to Sharepoint On

Permissions

Description Created Office 365 Users

When an email with an attachment arrives in the Inbox folder, save the attachment  Oct 29, 09:43 AM Fermissions

file in SharePoint document lirary. You can also use filter to run flow only for SharePoint . )
) . T . . . e Modified - - LynneR@M365x110248.0nMis

emails from a specific person by using the variable “IsFromFilterApplied” set to o e Permissions

“true” and input expected “From” Email Id in the condition to validate. Mar 3, 07:01 PM

LynneR@M365x110248.0nMis

LynneR@M365x110248.0nMi:

@

Owner 1:}|'|.'|E d
Lynne Robbins Automate: Owners Power Automate

Plan Automate time-consuming and repetitive tasks by integrating your

Per-user plan £ ) favorite apps and services with Microsoft Power Automate.
; Lynne Robbins
Original template &

Privacy Statement

28-day run history () )
Service Agreement

When your flow runs, you'll see its history here.

Automate time-consuming and repetitive tasks by integrating your favorite apps and services with Power Automate in
Teams. The Hiring & Training Manager automates moving email attachments to SharePoint library.

o4



Microsoft Teams
Teams

Your teams

B Mark & Project Team

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

as
Marketing
Planning
Project Assets
Research and Development
Strategy

1 hidden channe

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
MNew Job Listings
Planning

Review

Training

+ -
Join or create a team

Hiring — Find Suitable Candidates More Efficiently

New Job Listings Posts Files Wik

¥ T Upload ~ 8 Sync

MNew Job Listings Human Resources_Resumes

Name

Annette Mercer.docx

Bethany Lara.docx

Dawn Ellison.docx

Enrique Bernhardt.docx

Frank McCullough.docx

Gretchen Stone.docx

Julio Maranjo.docx

Lessie Burke.docx

Pete Schoonover.docx

Rebecca Larson.docx

Rosetta Schultz.docx

Ruby George.docx

Stacy Kline.docx

Interview Questions

% Copy link

Madified -

October 28, 2020

About an hour ago

October 28, 2020

October 28, 2020

October 28, 2020

October 28, 2020

October 28, 2020

October 28, 2020

October 28, 2020

October 28, 2020

About an hour ago

October 28, 2020

October 28, 2020

Power Automate Job Listing Templates

&> Open in SharePoint = All Documents

Vilndia 4G ¢ 2:33 PM

Human Resources_Resumes

Frank McCullough.docx
431 KB, Modified by (null)

Enrique Bernhardt.docx
431 KB, Modified by (null)

Lessie Burke.docx
431 KB, Modified by (null)

Arthur Appel.docx
431 KB, Modified by (null)

Julio Naranjo.docx
431 KB, Modified by (null)

Allison Pope.docx
431 KB, Modified by (null)

Ruby George.docx
431 KB, Modified by (null)

Gretchen Stone.docx
431 KB, Madified by (null)

Pete Schoonover.docx
431 KB, Modified by (null)

Stacy Kline.docx
431 KB, Modified by (null)

Rebecca Larson.docx

Microsoft

@ 38% @

With help from Power Automate, the HR team can now view, access and edit all the resumes within the configured

document library.
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Microsoft Teams

Teams

Your teams

Q

e 4

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
Strategy

1 hidden channe

Human Resources

General
Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

view

Training

Join or create a team

Y Hiring Posts Files Wiki Interview Tool Shortlisted Candidates All Company 3 more ()

#

-+ ® Team C4 Meet

231 PM

Lynne Robbins 12:3
Resumes: Assistant Marketing Manager + Marketing Manager

Hi Lidia, we received several resumes over the past few days for the two marketing positions. | have added a folder in files tab for your
perusal. Please let me know the names of candidates that you think would fit best and | will schedule interviews with them at the earliest.

'E Thanks Lynne! I've looked at the resumes that you shared and these are the candidates that I'd like to interview. Could you please
schedule the interviews for 30 minutes slots anytime between 1 PM - 6PM tomorrow?
® Allison Pope
* Rosetta Schultz
* Sarah Browning
® Pete Schoonover
Rebecca Larson
Arthur Appel
Annette Mercer

Lynne Robbins 12:47 PM
Sure Lidia. Will do that!

Lidia Holloway 1:38 PM

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.

Microsoft

é Post

Mark 8 Project Team / Hiring

@~ You
12 Feb, 12:31 pm

Resumes: Assistant Marketing Manager + Marketing
Manager

Hi Lidia, we received several resumes over the past few days
for the two marketing positions. | have added a folder in

files tab for your perusal. Please let me know the names of
candidates that you think would fit best and | will schedule
interviews with them at the earliest.

‘ e Lidia Holloway 12 Feb, 12:46 pm i @
2 Thanks Lynne! I've looked at the resumes that you
shared and these are the candidates that I'd like to
interview. Could you please schedule the interviews
for 30 minutes slots anytime between 1 PM - 6PM
tomorrow?

® Allison Pope

® Rosetta Schultz

® Sarah Browning

® Pete Schoonover

® Rebecca Larson

® Arthur Appel

® Annette Mercer

06
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Microsoft Teams

Calendar

(%] October 2020

Human Resource - Daily Standup
Christie Cline

Interview - Accountant

4FM Vacancy - Group Staff

v

s Human Resource - Daily Standup
EChriztie Cline

Training Docs Overview
Lynne Robbins

28

WWeanesday

Human Resource - Daily Standup
Christie Cline

Employee Engagement

Chnstie Cline

acancy

Christie Cline

MNew Vacancy Discussion
5

hnstie Cline

Company Meeting

=¥ Microsoft

Cl:cl Meet now -+ MNew meeting .

[E] Work week

29

! Human Resource - Daily Standup

el
Christie Cline

Interview - Assistant Marketing Manager
Lynne Robbins

Interview - Assistant Marketing Manager
Lynne Robbins

Interview - Assistant Marketing Manager
Lynne Robbins

Interview - Assistant Marketing Manager
Lynne Robbins

Interview - Assistant Marketing Manager
Lynne Robbins

Interview - Marketing Manager

Lynne Robbins

Interview - Marketing Manager

Lynne Robbins

Interview - Marketing Manager
Lynne Robbins

Project Team Meeting
Conference Room - Stevens

30

Friday

N
3
5
N

Human Resource -
2

o

Shortlist Final Candidate
Lynne Robbins

Access all events in the channel from one place. All members—except guests—can add events to the calendar and
view event details. The Hiring & Training Manager blocks calendar for the interviews.

hristie Cline (3 || Christie

16 Nov Today

Interview - Assistant Marketing Manager
13:30—14:00

Interview - Assistant Marketing Manager
14:00—14:30

Interview - Assistant Marketing Manager
14:30—15:00

Interview - Assistant Marketing Manager
15:00—15:30

Interview - Assistant Marketing Manager
15:30—16:00

Interview - Marketing Manager
16:00—16:30

= 283 o}

Activity Teams Calendar

o/
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s T n

Teams Hiring Posts Files Wiki Interview Tool ~  Shortlisted Candidates 4 more @) - + S St Meet v

Your teams

O

Mark 8 Project Team

General

Announcements N eW p OS i t i O n

Daily Standup

Design Interview Tool

Digital Assets Web Mark 8 Project Team / Hiring
Finance DEPARTMENT
Go to Market Plan

Marketing

Hiring

Ideas

_ POSITION*
Marketing

Planning

Assistant Marketing Manager New position

Project Assets
Research and Development

Strategy Marketing

HIRING MANAGER * posITION

Assitant Marketing Manager

Lidia Holloway

Lidia Holloway

1 hidden channel

Human Resources

General
Employee Engagement

DESCRIPTION

Employee Performance

JOB DESCRIPTION*
HR Policies and Benefits

Planning

Review

Training
-l ... .

85" Join or create a team

Power Apps for Teams allows users to build and manage low code apps right within Teams. The HR Manager creates

interview tool and pins it in the channel in a tab.
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Microsoft Teems

Teams Y Hiring Posts Files Wiki Interview Tool Shortlisted Candidates All Company 3 more oD v + ® Team Gt Meet ¥ ()

Your teams

Rl Mark 8 Project Team
General
Announcements
Daily Standup

Design

é Post

Digital Assets Web Mark 8 Project Team / Hiring

Finance
You
12 Feb, 1:49 pm

Hiring & = Lynne Robbins 1:49 PM t APOHTAI
IMPORTANT!

Interviews Interviews

Go to Market Plan

Ideas
Markming e e Hi Lidia Holloway,

Planning [ : o I've scheduled all the interviews and set up a tab with the list
sl of candidates that you would be interviewing today here -
Interview Tool. Please fill in your feedback and final decisions
Research and Development (1) Collapse a after the interviews in the same tab.

Project Assets

Strategy . Lidia Holloway 1:49 PM

Thanks Lynne! I'll keep you posted. Lidia Holloway 12 Feb, 1:49 pm

1 hidden channe

(8o
Lynne Robbins 1:49 PM Thanks Lynne! I'll keep you posted.

Human Resources

General & You 12 Feb, 1:49 pm
(v]

Employee Engagement

Lidia Holloway 1:50 PM
Employee Performance The candidates from both the interview panels have been interviewed, and the feedback has been added to the Interview Tool tab.

» : You can start the onboarding process.
HR Policies and Benefits ‘E Lidia Holloway 12 Feb, 1:50 pm
©

New Job Listings @ - Lynne Robbins 2:11 PM The candidates from both the interview panels have
Blanring Great! I'll initiate the onboarding process. been interviewed, and the feedback has been added to
- the Interview Tool tab. You can start the onboarding
process.

Training

© @9

Join or create a team

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

Manager updates the team about the interview process.
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e

Hiring Posts Files Wiki Interview Tool v  Shortlisted Candidates 4more (&) -~ -+

O

Generd < Interview Tool
Announcements Assistant Marketing Manager

Daily Standup .
Marketing Hiring Manager: Susan Smith

Design .
Interview Tool

Digital Assets Web View jOb descri ptiOﬂ Mark 8 Project Team / Hiring

Finance POSITIONS +
Go to Market Plan

CANDIDATES (3)
Ideas
Marketing !
Planning Assistant Marketing Manager Bethany Lara

< Interview Tool

Project Assets Assistant Marketing Manager

Marketing
Research and Development

Marketing Manager Rosetta Schultz
Strategy
1 hidden channel

Sarah Browning 0
Human Resources wes Marketing Manager

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

Review

Training

85" Join or create a team

View the interview feedback for each candidate entered by the interviewer within the Interview Tool Power App tab.
Here the HR Manager views the interview feedback to see which candidates have been selected for the onboarding
process. /70
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g |

(G Reviewing of Hiring Trends by HR Leadership

Scenario Walkthrough

Contoso is an equal opportunity employer committed to creating a diverse workspace. The HR Leadership achieves this by
routinely examining the hiring process. See how the HR Lead breezes through the task by collaborating with HR associates.

Posts message in HR hiring channel requesting an analysis of hiring trends, diversity efforts, and attrition data.

Responds to queries and replies from Human Resources Associates on his post.

HR associates present their data using a Power Bl dashboard.

Consumes the insights from the dashboard using Power Bl through slices, filters, etc. right inside Teams.

Appreciates team’s efforts and presentation at short notice.

Participates in a meeting and shares his inputs on the further plan of action as per the answers collected using Ment.io.

How did Microsoft Teams help the HR Lead to execute his roles and Which app integrations on
responsibilities? Teams made it possible?
« Reach the entire team by creating conversation threads in channels.
» Keep track of responses with alerts in the activity feed, thanks to @mentions and reply
notifications. Al

« Utilize Power Bl to compile and review data in a highly visual format. |
Power Bl Ment.io

 Collaborate with team members on strategic questions without conducting a live
meeting or a conference call and accelerate decision-making with Ment.io.

/1
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Calendar

Microsoft Teams

Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition

Monthly Reports

Mark & Project Team
General

Design

Digital Assets Web
Go to Market Plan
Hiring

Research and Development

Human Resources

General

Employee Engagement
HR Policies and Benefits
Mew Job Listings
Planning

Review

Training

Hidden teams

miot

[=u)

Join or create a team

Review Posts Files Wiki

S

@

Recruitment Dashboard @ Org G Meet

Nestor Wilke ‘Yesterday 12:24 PM

Annual Internal Review

As part of our internal review, we examine a host of parameters to be sure we work towards our business goals and objectives. One of the
audit's essential parameters is investigating our hiring trends to ensure we stay true te our core hiring principal — equal opportunity
employer. Please complete an analysis of our hiring trends over the past year, together with an analysis of attrition. I'd like to have this
report by the end of this week. Let me know who the process owner will be for the same.

ollapse all
{@ Adele Vance Yesterday 12:25 PM

rvin Sayers , this is your terrain. Can you put together the analysis, please?

Irvin Sayers Yesterday 12:26 PM
¢ Sure |will have it done. Just one question, Nestor Wilke. Do | do cumulative analysis, or shall | keep the two parameters separate?

i Nestor Wilke Yesterday 12:27 PM
J rvin Sayers, As far as they are well defined, I'm good with one report too.
fa Irvin Sayers 1

1 MNoted.

a
2
1

¢« Reply

Irvin Sayers Yesterday 12:31PM  Edited

Diversity and Attrition Data

Hi Nestor Wilke, here is the report Recruitment Dashboard you requested. | hope it covers all the parametears that you were looking to
analyze. Please reach out to me for any edits.

Aziaus Vo' % Ehange Huw Hirw Zourk and Fiese Hows SPLY K Hire Souss: iy Etc by and Ragien
3 Hah

o
l—— — 7
i Hiras SPLY by £1heicing an i Ragion

gl sy o Cant by e
w
it by e Brn g B
] [y e e .
I t II
. .- 3

[/ New conversation

"

Use channel conversations to relay updates to team members and begin a process flow for task completion. The HR
Lead kick-starts annual internal review and asks the team to investigate hiring trends.

=¥ Microsoft

é Post

Human Resources / Review

P

@ -
20 Oct, 12:24
(]

Annual Internal Review

As part of our internal review, we examine a host of
parameters to be sure we work towards our business goals
and objectives. One of the audit's essential parameters is
investigating our hiring trends to ensure we stay true to our
core hiring principal — equal opportunity employer. Please
complete an analysis of our hiring trends over the past year,
together with an analysis of attrition. I'd like to have this
report by the end of this week. Let me know who the process
owner will be for the same.

Adele Vance 20 Oct, 12:25 g

.
.

Irvin Sayers, this is your terrain. Can you put together
the analysis, please?

Irvin Sayers 20 Oct, 12:26 @

Sure, | will have it done. Just one question, Nestor
Wilke. Do | do cumulative analysis, or shall | keep the
two parameters separate?
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Activity

Calendar

Microsoft Teams
Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition

Monthly Reports

Mark & Project Team
General

Design

Digital Assets Web
Go to Market Plan
Hiring

Research and Development

Human Resources

General

Employee Engagement
HR Policies and Benefits
Mew Job Listings
Planning

Review

Training

Hidden teams

@

+ -
24 Join or create a team

Review Posts Files Wiki Recruitment Dashboard @ Org G Meet

Irvin Sayers Yesterday 12:31 PM Edited

Diversity and Attrition Data

Hi Nestor Wilke, here is the report Recruitment Dashboard you requested. | hope it covers all the parameters that you were looking to
analyze. Please reach out to me for any edits.

Aztwms Yo' % Charge Huw Hire Courk and Hes Hras SPLT Kaow Hire Count by Esheie by and Rageen
1y Harh .

Bt Hires SPUT by E1bnicing 50 0 R g

Mestor Wilke Yesterday 12:32 PM

I'm reviewing these reports and couldn’t be happier with what | am seeing! Thank you for the quick turnaround time on this Irvin
Savers.

Saye

| do have a few peints that | think we should integrate into our existing diversity efforts.

Deploy a committee to examine instances of unconscious bias or prejudice
Host one annual event that is diversity-related and promotes it.
Include diversity as an essential parameter in the feedback form for employees

f@ Adele Vance Yesterday 12:32 PM
L Happy to report point 2 is already in progress Nestor Wilke. We have scheduled promotions and celebrate a civil awareness day in
the LGBT community next month. This gives us more reason to upgrade our budget.

Mestor Wilke Yesterday 12:34 PM

-

Etar—. a new conversation. Type @ to mention someone.

r

@

@

Channel conversations are also a great place to share snippets of your visual data for team members to understand

the discussion points without opening a tab or a file.

=¥ Microsoft

é Post

Human Resources / Review

d] Irvin Sayers

& ¥ 200ct 12:31
@

Diversity and Attrition Data

Hi Nestor Wilke, here is the report Recruitment Dashboard you
requested. | hope it covers all the parameters that you were

10K

= I
| —

@ You 200ct,12:32
(-]

I'm reviewing these reports and couldn't be happier
with what | am seeing! Thank you for the quick
turnaround time on this Irvin Sayers.

| do have a few points that | think we should integrate
into our existing diversity efforts.

1. Deploy a committee to examine instances of

unconscious bias or prejudice
2. Host one annual event that is diversity-related and

Reply

B @ ¢ @ Ap e 9
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B Mi
m_ Microsoft

Microsoft Teams

Teams e l Review Posts Files Wiki Recruitment Dashboa... —+

Activity

a Your teams

Region @ Central @East @ Midwest @Morth @MNorthwest B 5outh
(Ml Contoso .

s Yo % Change @ MNaw Hire Count @ Mew Hires SPLY
General j ’I 0 K
Announcements s .

Calendar Employee Engagement ;1500
Employee Recognition ‘

Actives YoY % Change. Mew Hire Count and New Hires SFLY New Hire Count by Ethnicity and Region

MNew Hire Count

Mew Hire Count

Maonthly Reports 8@ app.powerbi.com/groups/45d5f98f-; @

Mark & Project Team

Active Employee Count by Age
Group

—

Mew  RA= A

o ay  Apr

— Monlth . —_—

General K S, T e e e _
Lroup A& Lroup b oroup L LroupF Lroup U orouptc oroup b

Design Bad Hires as % of Actives by Age Group Bad Hires SPLY by Ethnicity and Region

_‘igi'al Assets Web @ ncreazs @Decreaze @ Tota Region @ Central @East @ Midwest @North @MNorthwest 8 5outh
B 0s

w Hire Count

Bad Hires SPLY by Ethicity and Region
ot e .

Active Employee Count

Ethnicity

Bad Hires as % of Actives

Go to Market Plan -
Hiring - -

Research and Development E

Human Resources R

General .

Employee Engagement

HR Policies and Benefits <3 0-49 30+ Total £ 2 <
Age Group Bad Hires SPLY Age Group

Mew Job Listings
Planning
Review

Training

Hidden teams

got

g8 Join or create a team

Facilitate data-driven decisions informed by visualizations and scoring in Power Bl for Microsoft Teams. The HR
associates present their data to the Vice President using a Power Bl dashboard.
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=¥ Microsoft

Microsoft Teams

:’;ﬁ Plannin Post Files Wiki Meeting Notes Tasks Reward Progra 1 more v
Teams Y [c g Posts File iki Meeting Note ev rogra.. (D more (ED -+

Mark 8 Project Team
Adele Vance 4:42 PM Edited 2 &

Ge I . : : sz
senere (@. Ideas for including diversity in workplace

Announcements Hi all,
Daily Standup We mentioned the diversity inclusion in our conversation before and | need to discuss on the responses which we gathered through a Q&A
session last week.

Design z :
= The details can be accessed here. | am scheduling a quick session to discuss the same. Cc- Nestor Wilke Post

Digital Assets Web Human Resources / Planning

— Diversity & Inclusion
a Friday, February 12, 2021 @ 5:00 PM ,@ Adele Vance

Ff\ + L
Go to Market Plan 12 Feb, 4:42 pm

Hiring ' _ Scheduled a meeting
Diversity & Inclusion ended: 11m 31s
Ideas

amm Diversity & Inclusion
Adele Vance 4:57 PM ity

Thank you all for your time.

Marketing 12 Feb 2021 @ 5:00 pm

Planning
Nestor Wilke 4:57 PM

Adele, please connect with Diego for finalizing the budget for the diversity-related event discussed previously. Once that is done,
Research and Development we can forward it to the Finance team.

Project Assets

Diversity & Inclusion ended

Strategy = . i
o Adele Vance 4:58 PM & 11min 31sec

1 hidden channe { Sure Nestor, I'll get that done.

Adele Vance 12 Feb, 4:57 pm
: Irvin Sayers 4:58 PM ' Thank you all for your time.
Human Resources 1 . i
Once the budget for the event and the plan for diversity inclusion is finalized, we can set up a session with the Marketing and

General Recruitment team to take things ahead. You 12Feb,4:57 pm

Employee Engagement g Nestor Wilke 4:59 PM  Edited Adele, please connect with Diego for finalizing the
Employee Performance /& Thatis perfect. [C budget for the diversity-related event discussed

= previously. Once that is done, we can forward it to the
HR Policies and Benefits ; , Diego Siciliani 5:00 PM Finance team.

New Job Listings
Planning

Adele Vance 12 Feb, 4:58 pm

Training Sure Nestor, I'll get that done.

=
Reply

°

c6+ 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.
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=¥ Microsoft

Al

Diversity & Inclusion Chat Details

-+ Add to calendar Tracking

February 12, 2021 5:00 PM - 5:30 PM Adele Vance

g Y
vrganizer

Planning Irvin Sayers

Unknown 11:58

Nestor Wilke & Diversity & Inclusion
Unknown Human Resources / Planning

Hi all,
: S : : Fi y Diego Siciliani
We menticned the diversity inclusion in our conversation before and | need to discuss on the responses which we gathered S . = SR DETAILS
« nknown HA

through a Q&A session last week. The details can be accessed here. | am scheduling a quick session to discuss the same.
Cc- Nestor Wilke

Diversity & Inclusion
Fri Feb 12,2021
5:00 pm—5:30 pm

0\’3 Share meeting invite

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

Hi all, We mentioned the diversity inclusion in our conversation
; = before and | need to discuss on the responses which we gathered
Or call in (audio only) through a Q&A session last week. The details can be See more

+1 469-965-2451,,218977532# United States, Dallas

Microsoft Teams meeting

Join on your computer or mobile app

Shared to channel

Human Resources
Planning

Participants (4)

Adele Vance
Organiser

Diego Siciliani

inbnAwe n

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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Meeting now

455

“ Diversity & Inclusion
00:49 4 attendees

Adele Vance ¥

IrvinS %X AdeleV %

Irvin Sayers % Diego Siciliani %

Complete meeting solutions in Teams support screen sharing, recording, video and audio conferencing. Teams allows
you to also attach documents or share relevant information over chat for a complete meeting experience.
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Microsoft Teams

Teams

Your teams

Q

ke 4

Mark 8 Project Team
General

Announcements

Daily Standup

Digital Assets Web
Finance
Go to Market Plan

Hiring

Marketing
Planning

Project Assets

Research and Development

Strategy

hidden channe

Human Resources
General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

Review

Training

+ -
20 Join or create a team

3 Planning Posts Files Wiki Ment.io - What can b...

B @

5 Answers +

Irvin Sayers

Diversity hiring audit quarterly

P Q- Os

View Analytics

Discussion Analytics

3more @ -~

Discussion Quality

Good

Adele Vance

=

Diego Siciliani

Sort by: Score

Analytics ¢\

Vv

JIR 4

& Ment.io - What can be done to increase ...
Human Resources / Planning

8.5

Improve candidate sourcing process to hire

diversity

s @ O

View Analytics

Adele Vance

Q: What can be done to increase diversity at workplace

(=] claify S

2 more answ

5 Answers

4, rvin Saye...
@Eﬁ} Human Resources -
- ;.

go

Diversity hiring audit quarterly
diversity

Collaborate with your team regarding strategic questions without conducting a live meeting or even a conference call

with Ment.io in Microsoft Teams.

Microsoft
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Integrating New Hires
Marketing Analyst

Scenario Walkthrough

Contoso has recently hired a Marketing Analyst for an exciting project. The Marketing Analyst goes through the channel chat
history and team notes to get up to speed on the project he's part. He leverages applications within Teams to get to know his
co-workers and introduce himself to his new team to start effectively contributing to the project from day one.

Receives a message welcoming him to the team from the HR Manager via 1.1 chat.

Familiarizes himself with the project via channel communications, documents and channel tabs.

Responds to team members welcoming him to the team via channel communications.

Receives a naotification matching him up with another co-worker for a quick meet via Icebreaker.

Gets to know his co-workers, their roles, and interests via Who.

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

1:1 chat to reach out to team members to quickly communicate and share files.

Stay abreast of the latest conversations with the historical context in a channel.

Know the company poalicies, share introductions, and complete onboarding tasks with
SharePoint.

SharePoint  Icebreaker Who

Know your co-workers and their interests with Who.

Get paired up with peers for meaningful conversations with Icebreaker.

/9
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Microsoft Teams

Activity

3:08 PM

People who work with "Grady Archie

A Christie Cline
[ Welcome. &Y

0 Qubie

Sent a card

@ Christie Cline Chat Files Organization Activity -+

o

)

Christie Cline 1:43 PM
Hi Pradeep, welcome to the team! How is everything so far?

1:44 PM
It's been great. This is an exciting project and | can't wait to start contributing. 2

Christie Cline 1:44 PM
Happy to hear that!
Edited

Feel free to explore all the channel conversations, tabs, and chat groups that you've been added to
get up to speed on the latest developments in the Project.

1:45 PM

Sure, | will do that.

Thank you, Christie.

Christie Cline 1:45 PM
Welcome. 152

Type & new message

D @

Quickly reach out to and chat with co-workers. Take conversations offline from channels for 1:1 discussions. The HR
Manager reaches out to the new hire to welcome him.

Microsoft

é Christie Cline

@ Offline

Wednesday 13:43

Hi Pradeep, welcome to the team! How is
everything so far?

It's been great. This is an exciting project and |
can't wait to start contributing.

Happy to hear that!
Feel free to explore all the channel conversations,
tabs, and chat groups that you've been added to

get up to speed on the latest developments in the
Project.

Sure, | will do that.

Thank you, Christie. P58

Welcome. *

Hello Have a great day Hi there Q

e Type a message \Qj
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Microsoft Teoms

Teams i General Posts Files Wiki Home Contoso Team Company Policies ~+ 10 more ~

Digital Assets Web

Finance Benefits

Go to Market Plan

Hiring : }Q/ Enroll Benefits Career Guide

Create a new
Marketing [0n] Global country holiday Employee handbook req uest

Planning

] Company Policies
D lect the type of leave you Contoso / General
roject Assets O3 4010 [ Training opportunities plan to take

Research and Development Q

Strategy

1 hidden channel .
Career B Vacation

Human Resourcas P Sick leave

,% Learning and Development Open positions e
General - Floating holiday Give site

Ay

Employee Engagement N
'~ Internal transfer Promotions Jury Duty

[

Employee Performance

Bereavement Benefits site

HE. Policies and Benefits
p? Feedback Refer someone

MNew Job Listings

Planning o
Work & Life site

R owviowr
REVIEW

Training Tools

_— Company Picnic is coming

Contoso %l): Booking travel Requesting time off

Booking Travel To report your vacation, sick, or
floating holiday time, go to the Time...

General

Announcements

Employee Engagement ’QQ‘ Payroll contact list E9d] Payroll tools & services
_ . Get information about payroll Commonly used payroll tools and Special Guests
Employee Recognition - e I . e .
questions utilizing FAQs, email aliase... services such as verification of...

Monthly Reports
[Ty HR Profile / HR web FAQs & Help

Helpful links to HR related items Click here for answers to commeon

questions about Contoseo services

Security and Safety

]

+ -
i85 Join or create a team

Company policies are pinned as a tab to the channel for employees’ easy access. The Marketing Analyst accesses it to

apprise himself about the latest updates.
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Microsoft Teams

' General Posts Files Wik Revenue Analysis Das... mportant Content scheduler Meetings 2 more ~

Teams i

4+ New T Upload ~ i3 Sync @ Copy link {4 Download & Open in SharePoint

Your teams

E Mark & Project Team i . .
General Meetings > 2020-11-24 - Mark 8 Project Sync

General

E Announcements Mame - Madified -~ Madified By -~

Calendar Daily Standup
1 - Review Previous Meetings Notes 6 days ago Irvin Sayers
Design
Digital Assets Web 2 - Project Overview 6 days ago Irvin Sayers
Finance
_ 3 - Review the New Training Plans 6 days ago Irvin Sayers
Go to Market Plan

Hiring 4 - Project Budget Overview 6 days ago Irvin Sayers

(==

Marketing - Capitalize on feature rollout reception 6 days ago Irvin Sayers

Planning . .
= Suggestion 6 days ago Irvin Sayers

Project Assets

Research and Development 2020-11-24 - Mark 8 Project Sync - Meetin... 6 days ago Irvin Sayers

Sales and Marketing ] )

Meeting Agenda.url 6 days ago Irvin Sayers
Strategy

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

+ -
Join or create a team

Enjoy powerful document sharing and access, store team documentsin dedicated folders easily within the Files tab of
the channel.

= All Documents

=¥ Microsoft

General
Mark 8 Project Team

POSTS

5 - Capitalize on feature rollout reception
Modified by Irvin Sayers on 20/11/20

4 - Project Budget Overview
Modified by Irvin Sayers on 19/11/20

1 - Review Previous Meetings Notes
Modified by Irvin Sayers on 19/11/20

2 - Project Overview
Modified by Irvin Sayers on 19/11/20

3 - Review the New Training Plans
Modified by Irvin Sayers on 19/11/20

Suggestion
Modified by Irvin Sayers on 19/11/20

2020-11-24 - Mark 8 Project Sync - Meeting Bo...
44.40 KB - Modified by Irvin Sayers on 19/11/20

Meeting Agenda.url
195.00 B - Modified by Irvin Sayers on 19/11/20
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Search or type a command

Recent Contacts Icebreaker chat About

—

‘s ti 1
Hibob It's time for a match!

=enta card You've been matched with Grady Archie.
Icebreaker

Hi there again, I'm Icebreaker in Project Fabrikam. A bot that pairs
Sent a card

you with a new coworker to meet each week. This week your match
is Grady Archie.

Company Communicator § Grady Arc
@enta carg f you've got the inclination, set something up. See, meetin

Planner i é Icebreaker
{© Task "User Avatar”

17:02

Chat with Grady Propose meetup
™) Zenduty

Sent a card

It's time for a match!

Pz all matcl ) ) .
ause all matches You've been matched with Grady Archie.

ServiceBot

Y

Hi there again, I'm Icebreaker in Project Fabrikam. A
ou: connect bot that pairs you with a new coworker to meet each
week. This week your match is Grady Archie.

Jira Cloud 13 ’ . S )
Please enter the url for your Jira instance If you've got the inclination, set something up. See,
N ST meeting people is easy!

PA ScrumGenius
You are out of time. The report has finish.. ) Chat with Grady ‘ Propose meetup Pause all n
It's time for a match!

YellowAnt

You've heen matched with Emilyv 30N
Sent a card ou've been matched with Emily Braun.

Hi there again, I'm Icebreaker in Project Fabrikam. A bot that pairs
P Adele Vance /10 - i B
You: Adele Vance thic caunde vens con you with a new coworker to meet each week. This week your match
You: Adele Vance, this sounds very coo ‘ s
is Emily Braun.

24 February 23:32

Megan Bowen /10 i i ‘ _ It's time for a match!
A f you've got the inclination, set something up. See, meetin

help
people is easy! You've been matched with Emily Braun.

Glad | could help

GitHub 2/10 Hi there again, I'm Icebreaker in Project Fabrikam. A
Sent a card Chat with Emily Propose meetup bot that pairs you with a new coworker to meet each
week. This week your match is Emily Braun.

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

9 Allan Deyoung

0 Christie Cline

& Debra Berger (Guest)

Chat with Emily ‘ Propose meetup ‘ ‘ Pause all

te" Diego Siciliani

d with Henrietta Mueller.

Make the new hires feel welcome with Icebreaker bot in Teams that makes random matches to set up for simple

chitchat. The Marketing Analyst is offered options by Icebreaker.
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New meeting

Title * Select a channel to meet in

Pradeep / Grady Meet up None (optional)

Location Invite people

v Invite someone Edit event

Start End Repeat D Organizer

Feb 26, 2020 4:30 PM Feb 26, 2020 5:00 PM e Pradeep Gupta

Pradeep / Grady Meet up

PradeepG@devops04.OnMicrosoft.c Add participants
Free: Feb 26 9:30 - 10:00pm, 1

Time Zone Attendees

Grady Archie
(UTC+05:30) India Standard Time 0 Grady Archie | ' Unknown
v

Unknown

Details Share to a channel

B I L;J % L‘E’J A A Paragraph Ix
All day

Hey there, looks like we've been matched by Icebreaker this week. It'd be great

to meet up for a coffee or a lunch or a call if you've got time. Wed, 26 Feb, 2020

Wed, 26 Feb, 2020

Free: No suggestions

Location

Repeat

Show as

Hey there, looks like we've been matched by

Icebreaker bot does the heavy-lifting of finding a new person to meet with each week and helps scheduling the

meetup.
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=¥ Microsoft

Microsoft Teams

'!' @ Who chat Yourorg Upcoming meetings About

Activity
[ — | Recent 10/28 3:06 PM

Chat Who is Grady Archie?
AgilePally

;i; 2@ Senta card
Teams i Who 10/28 3:06 PM
Qubie @ Here's what | found for "Grady Archie”:

E Sent a card

Calendar Who
People who work with "Grady Archie® Grady Archie
\ Christie Cline
Welcome, §9 Designer

R&D . 5
19/2109 Who is Grady Archie?

+1 309 555 0104
Here's what | found for "Grady Archie":
E &8 & O %

Grady Archie
Manager Works with Designer Q

R&D
19/2109
10/28 3:08 PM +1 309 555 0104

Wheo works with GradyA@M365x110248.0nMicrosoft.com?
. B &8 & O

Who
@ | found 4 people in your organization who work with "Grady Archie”, [ Manager ] [ S ] [ .

el m - Who works with GradyA@M365x110248
People who work with "Grady Archie": S AMIcroastt comt .

Lee Gu
A ' Director | found 4 people in your organization who work
with "Grady Archie".

{ - Lidia Holloway
Product Manager People who work with "Grady Archie”:

l oo G

Type your questions here e Type a message

A © BB B

Search for anyone in your organization based on what they're working on, who they work with, and more with Who.
Chat with the app to ask questions and find relevant information.
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Collaborate to Write Better Job Listings
" HR Executive

Scenario Walkthrough

It's difficult for HR teams to write new job descriptions without input from experts in the organization regarding the job skills.
Contoso needs an easy way to connect the HR team with the right people to get feedback for the job description and sign-off
to make sure HR can find the right person for the job. The HR Executive communicates and coordinates with the team that
requires new hires to understand their requirements and craft the ideal job listing for the role.

Creates and shares a poll with the Team Lead to understand his hiring requirements.

Gets notified of a requirement for two roles by the Team Lead via channel communications.

Searches for and accesses the job description templates for these roles from a library of templates via Template Chooser.

Shares a Word document and notifies the team members to modify the template based on their requirements.

Notifies the team regarding the templates that have been shared via Channel communications.

Reviews the templates that have been modified and communicates with the Human Resource team to begin their search.

How did Microsoft Teams help the HR Executive to execute her roles and Which app integrations on
responsibilities? Teams made it possible?
« An easy way to discover, find, use, and manage your templates in Teams with
Template Chooser. I.:-I ‘
 Keep track of responses with alerts in the activity feed, thanks to @mentions and reply
notifications. Template Chooser Polly Word

 Create polls to gather survey answers and suggestions easily with Polly.
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f Polly
Authorning

=) Questions

Question type

Open ended o

Question 1

Polly

Date of the requisition .
Authoring

Input type © Question 1

Text Date of the requisition

Required

Input type ®

Text

B4 Required

Q2: Job title

Enter a response

Q2: Job title

I8 Required

Enter a response
Q3: Department

Enter a response

Q3: Department

B Required

Enter a response

Polly offers an array of advanced functionality such as templates, recurrence, scheduling, anonymity, and more all

available to you in Microsoft Teams. The HR Executive creates a poll with multiple open-ended questions.
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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

Strategy

1 hidden channe

Human Resources

General

Employee Engagement
Employee Performance
HR Palicies and Benefits
Mew Job Listings
Planning

Review

Training

@@

+ .
g8 Join or create a team

Hiring — Collaborate to Write Better Job Listings

Hiring Posts Files Wiki Interview Tool Shortlisted Candidates All Company 3 more (&9 + @ Team

e REP y

Yesterday

Polly Vesterday 6:21 PM Updated

Job Requisition Form

Open | 1 completion | (2 8 questions | @ Non-Anonymous
| ® Closes 2/17/2021 6:16 PM

Start polly View all results

« Reply

Lidia Holloway Yesterday &:24 PM

New Hiring Requirements

Hi Joni Sherman, we're looking to hire one Social Media Manager and one Content Writer to join our team at the earliest. Could you
please help us with this?

Collapse all

Joni Sherman  Yesterday 6:26 PM
I'd be happy to help. Here is a survey that could help us list down key functions for the roles: Job Requisition Form.
The team will modify the requirements or include any additional requirements to find a great candidate for this role.

Lidia Holloway Yesterday 8:31 PM
Thanks Joni Sherman. | completed the survey. Please do have a look.

-
P

Joni Sherman Yesterday 6:32
Awesome, thanks! (&

Lidia Holloway Yesterday

(4 New conversation

Ask your team questions with Polly and get instant answers in Microsoft Teams. The HR Executive requests the Team

Lead to complete a survey.

12:05
& Hiring

Mark 8 Project Team

POSTS

: Polly
‘ ° 10 Feb, 6:21 pm
Job Requisition Form

¥ Closed | [%4 1 completion | :** 8 questions |
4. Closed 02/17/2021 06:16 PM

View all results

&

. Lidia Holloway
o 10 Feb, 6:24 pm

New Hiring Requirements

Microsoft

Non-Anonymous

Hi Joni Sherman , we're looking to hire one Social Media
Manager and one Content Writer to join our team at the

earliest. Could you please help us with this?

3 replies from You and Lidia

‘E Lidia Holloway 10 Feb, 6:32 pm
(V]
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Polly
Results

X

Sender: Joni Sherman | 3 Closed | [ 1 completion | :** 8 questions |
) ~ ) Non-Anonymous | «d; Closed 02/17/2021 06:16 PM
| 1 completion | (2 8 questions | & Mon-
6:16 PM Job Requisition Form
Date of the requisition

Job Requisition Form
Lidia Holloway 02/10/2021 06:28 PM

Date of the requisition - 15 February 2021

Lidia Holloway 2/10 8 PM I X NN NN N

208000

With Polly, quickly reach out to your colleagues and make data-driven decisions instantly. The HR Executive previews
Polly results and understands the team’s hiring requirements.
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=¥ Microsoft

Microsoft Teams

Teams New Job Listings Posts Files Wiki Job Listing Templates ~ 2 more ~

Activity
H Your teams

Mark 8 Project Team

Genera

Libraries Favorites

@& Documents

= () Search in library

Calendar Digital Assets Web

Go to Market Plan L.

< Job Listing Templates
Hir ng Human Resources / New Job Listings
Research and Development
Libraries Favorites

[IY = @ Documents

A .
Announcements L Search in library

Employee Engagement
_ . Copywriter
Employee Recognition i

Manthly Reports Data Scientist

Security and Safety
HR_Roles and Responsibilities

Human Resources

Product Manager
Genera

Employee Engagement Product Marketing Manager
Employee Performance
Social Media Analyst
HR Policies and Benefits
Mew Job Listings Social Media Manager
Planning
Website Developer

o
o
o
o
o
o
o
o

P
REVIEW

Training

Hidden teams

. L] officeatwork
B8 Join or create a team 83 :
- L] officeatwork

Make your team more productive by having the right templates at your fingertips with Template Chooser in Teams.

The HR Executive looks up job description templates in the Template Chooser library.
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Microsoft Teams

Y Hiring Posts Files Wiki Interview Tool Shortlisted Candidates All Company 3 more @ v -+ ® Team  ©! Meet

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
Strategy

1 hidden channel

Human Resources

General

Employee Engagement
Employee Performance
HR Policies and Benefits
New Job Listings
Planning

Review

Training

0o

+ X
2o Join or create a team

Joni Sherman 10/19/20 6:02 PM Edited

Job Listing Templates

Hi Lidia Holloway, Megan Bowen. I've added the templates for both the roles you mentioned in the Job Description tab. The qualifications
and experience that we usually look for in candidates for this role have already been added. We modified the description based on your
requirements. Please take a look.

Lollapse all

'% Lidia Holloway 10/19/20 6:02 PM
Thank you, Joni Sherman. Will take a look at it.

@ Megan Bowen 10/19/20 6:03 PM
B0 The template looks great! I've made a few modifications to reflect better the previous experience that we're looking for.
'E Lidia Holloway 10/19/20 6:04 PM

Megan Bowen, the description you added looks perfect! Let's go ahead with this Joni Sherman.

{, Joni Sherman 10/19/20 6:04 PM
> P » - $ = . N
s Great! | will use these templates, and we'll begin our search for the right candidates.

'g Lidia Holloway 10/19/20 6:04 PM

Collaborate with your team through channel communications using @mention to tag required personnel and keep
conversations around the topic in a single thread. Intense in moments of work flurry, these channels also see a fair
amount of levity with GIFs and emojis that makes working together fun!.

é Post

Mark 8 Project Team / Hiring

é o

)

_ % 190ct, 18:02
1)

Job Listing Templates

Hi Lidia Holloway, Megan Bowen. I've added the templates
for both the roles you mentioned in the Job Description tab.
The qualifications and experience that we usually look for
in candidates for this role have already been added. Please
feel free to modify the description, if needed, based on your
requirements.

2

‘E Lidia Holloway 19 Oct, 18:02
® Thank you, Joni Sherman. Will take a look at it.

@ Megan Bowen 19 Oct, 18:03
'® The template looks great! I've made a few

modifications to reflect better the previous experience
that we're looking for.

Lidia Holloway 19 Oct, 18:04

Megan Bowen, the description you added looks
perfect! Let's go ahead with this Joni Sherman.
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Job Description.docx

‘3 File Home Insert Layout References Review View Help Open in Desktop App Z arc £ Editing v

Activity

Social Media Manager job profile

The Social Media Manager at our team would be responsible for planning, implemeanting, managing,
and monitoring the Social Media strategy for an exciting Al project at Contoso to increase brand
awareness, improve marketing efforts and increase sales.

To attract Social Media Managers that best matches your needs, it is essential to write a clear and
precise Social Media Manager job description.

Social Media Manager job description

We are looking for an experienced, passionate, and creative Social Media Manager to join our team.
As a Social Media Manager, you will be responsible for developing and implementing our Social
Media strategy to increase our online presence and improve our marketing and sales efforts. You
will be working closely with the Marketing and Sales departments,

Social Media Manager duties and responsibilities

Develop, implement, and manage our social media strategy

Define the most important social media KPls

Manage and oversee social media content

Measure the success of every social media campaign

Stay up to date with the latest social media best practices and technologies

Use social media marketing tools such as Buffer

Attend educational conferences

Work with copywriters and designers to ensure content is informative and appealing
Collabo|rate with Marketing, Sales, and Product Development teams

Monitor SEQ and user engagement and suggest content optimization

Communicate with industry professionals and influencers via social media to create a strong
network

Hire and train others in the team

Provide constructive feedback

Adhere to rules and regulations

348words  English (U.S)  Text Predictions: On

Whether it is meeting notes or job descriptions, Word is a powerful documentation tool. The HR Executive uses a

Word document to build job descriptions and share them later with her team.

e E Conversation

Dv v & calbi@ody) v[11 v AT A Pv Av By o | =V IEv &= 3= Lv| Ov

12:07

& Job Description

Social Media Manager job profile

The Social Media Manager at our team would be responsible
for planning, implementing, managing, and monitoring the
Social Media strategy for an exciting Al project at Contoso to
increase brand awareness, improve marketing efforts and
increase sales.

To attract Social Media Managers that best matches your
needs, it is essential to write a clear and precise Social Media
Manager job description.

Social Media Manager job description

We are looking for an experienced, passionate, and creative
Social Media Manager to join our team. As a Social Media
Manager, you will be responsible for developing and
implementing our Social Media strategy to increase our

online presence and improve our marketing and sales efforts.

You will be working closely with the Marketing and Sales
departments.

Social Media Manager duties and responsibilities

- Develop, implement, and manage our social media
strategy

- Define the most important social media KPIs

- Manage and oversee social media content

- Measure the success of every social media campaign
- Stay up to date with the latest social media bes*
practices and technologies

- Use social media marketing tools such as Buff.

- Attend educational conferences

Winuls wsitble anminsistbava amad daaicmana da Aamasina

Microsoft
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Activity

Joni Sherman 10/12 6:07 PM
IMPORTANT!

Mt B Brpect Team Job Requirements for the Mark 8 Project

uge e 2 h : . 5
. Gareial Hi New Job Listings, the Mark 8 Project team requires a Social Media Manager and a Content Writer. |'ve coordinated with the team to
understand their requirements and get a job description. Let's work on this on high priority. You can find the job description for both the

Design o D
a Z roles here- Job Description

Calendar Digital Assets Web

Go to Market Plan

e < Post
Adele Vance 10/19 6:08 PM Human Resources / New Job Listings

Hiring
We'll begin working on this right away.

Researc Developmen
Research and Development You
Miriam Graham 10/19 6:12 PM M 6 19 Oct, 18:07

Contoso :® Thanks Joni! We'll keep you posted. IMPORTANT!

General g Joni Sherman 10/19 6:13 PM Job Requirements for the Mark 8 Project
FERGSSIGEMENSS Hi New Job Listings, the Mark 8 Project team requires a
Employee Engagement Social Media Manager and a Content Writer. I've coordinated
with the team to understand their requirements and get a job
description. Let's work on this on high priority. You can find
Monthly Reports the job description for both the roles here- Job Description

Employee Recognition

Security and Safety
Adele Vance 19 Oct, 18:08
Human Resources “es Taly ) We'll begin working on this right away.

General

; Miriam Graham 19 Oct, 18:12
Employee Engagement ¥ Ee

Thanks Joni! We'll keep you posted.

Employee Performance

HR Palicie - a 1
iR Policies and Benefits October 28 2020 You 190ct, 1813

New Job Listings

Planning 3 Christie Cline TLITZ; 4:10 PM o . . . - » .

= S Hi team, just received a notification from the Marketing Director that there is an opening for the role of ‘Assistant Marketing Manager,’ and
Review the leadership wants us to work on it ASAP. | am scheduling a meeting to discuss the same. Let's start working on closing this position

. soon.
Training

Vacal

Hidden teams

Start a new conversation. Type @ to mention someone.

oo

25" Join or create a team Ay ¢ © [ B

(624

An exclusive channel for members of a team who collaborate regularly helps maintain a history of past

communications while keeping the newest conversations and files accessible.
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® Administration

/
@-@ Check out how the Human Resources team can use Microsoft Teams to keep your

business running efficiently and address unexpected situations with confidence.

Human Resources Superpowers in Teams

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

feature
« Participate in instant, open-channel communication Word Excel ~ PowerPoint Communities  Bing News  SharePoint

 Store documents within a cloud-enabled repository using -
Files section or channel tabs al . . -

« Create an'd co-author dqcuments, spre-adshe'ets, OneNote  Power Bl Testportal  Calendar Forms
presentations and more in the cloud with Office 365 BOT

« Channel tabs for everyone to stay on the same page

* Help collaborate with teammates on multiple projects from

within a single environment Prezi Crisis. Dynamic ~ Workday  Tasksby — Power Apps
Video  Communication  Signal Planner
and To Do
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Human Resources

Meet the Business Decision Makers

=¥ Microsoft

G

Assistant HR Manager

“To win the marketplace, one must win
the workplace.”

« Submit employee data reports by
assembling, preparing, and
analyzing data

« Qversee the completion of

compensation and benefit
documentation

« Support all internal and external
HR-related inquiries or requests

HR Manager

"Human Resources isn't a thing that we
do, it's the thing that runs our business.”

* Plan, direct, and coordinate the
administrative functions of an
organization

« Qversee an organization’s
recruitment, interview, selection,
and hiring processes

« Handle staffing issues, such as
mediating disputes and directing
disciplinary procedures

HR Associate

"In recruiting there are no good or bad
experiences - just experiences.”

« Communicating with potential job
candidates

« Manage HR records including,
résumés, applicant logs, and
employee forms

* [ssue employment contracts and
verifying completion

* Issue new employees with
enrollment documents
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Meet

Human

plans

‘he Business

Resources

Business Development

Manager

"l believe in positioning your value not
your price to win deals for Contoso.”

» Develop growth strategies and

* Manage and retain client
relationships

» Negotiate with stakeholders

» Research business opportunities
and viable income streams

Decision Makers

=¥ Microsoft
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Scenario Walkthrough

The Contoso HR Team is trying to keep employees connected and engaged while working from home, which is the new
normal now. The team is continuously working towards making better efforts, but employee feedback is crucial to see progress.
See how the Assistant HR Manager uses Microsoft Teams to develop an enhanced organizational culture.

Participates in conversation alerting the HR team of the decreasing employee morale and discusses measures to improve
engagement within the organization.

Views the tasks assigned to him and others within the team via Workstreams.ai.

Interacts with Qubie bot to send automated questions to the employees to gauge their mood periodically.

Encourages employees to post their honest suggestions and feedback.

Analyzes a Qubie report measuring the increment in employee morale after incorporating their feedback.

How did Teams help the Assistant HR Manager execute his roles and Which app integrations on
responsibilities? Teams made it possible?
* Integrated Qubie bot sends periodic notifications to gauge employee morale and
collects honest feedback. Q w
 Create tasks, add labels, assign teammates and manage your work in flexible Kanban
boards with Workstreams.ai. Oubi |
ubie Workstreams.ai Karma

 Send recognition to a team member for his/her hard work right in the channel with
Karma.
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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

Planning

Project Assets
Research and Development
Sales and Marketing
Strateqgy

1 hidden channe

Human Resources

General
Employee Engagement
Employee Performance
HR Palicies and Benefits
Mew Job Listings
Planning
Review
Training

[ .

@@

+ .
g8 Join or create a team

Employee Engagement Posts Files Wiki Tasks (@) +

T

L

@ Org 01 Meet

Mestor Wilke 10/20/20 4:21 PM  Edited

Work from home - Extended

Hi all, when we had first announced a shutdown, it was meant to be only for two weeks. However, seeing the situation right now, the
leadership has decided to extend work from home until further notice. During these tiring times, we should make sure that our employees
are communicating their challenges well and that their spirit is high. | have added a few work items in the Tasks tab to help us deal with
this. Allan Deyoung, Joni Sherman, please look into this. 1=

Christie Cline  10/20/20 4:26 PM
Hi Mestor Wilke, I've been thinking the same. We need to ensure that the employees are voicing their challenges to know what's
causing hindrances in their work.

Allan Deyoung 10/20/20 4:27 PM
The pandemic has caused significant disruptions to numerous aspects of daily life, including work. We must encourage teammates
to check up on each other and communicate well.

Joni Sherman 10/20/20 4:30 PM
Yes, our employees have adapted to remote working quite smoothly. Now, it's time for us to keep them motivated. (&

i3 Nestor Wilke 10/20/20 4:31 PM
ﬁ Agread! Before this starts affecting their performance, we must mitigate this.

) PEP y

Allan Deyoung  10/20/20 7:14 PM

Employee Feedback

Hi team, I'm happy to announce that our recent efforts to gauge employse mood have been successful. We've received some constructive
insights from everyone. The overall employee mood seems to be as positive as of now. We will keep checking with them every week. The
Performance Analysis report for this week is here. Please have a look. 22

ollapse all

{80 Nestor Wilke 10/20/20 7:14 PM

I®@ That's a great idea, and the results look impressive too. Keep up the excellent work.

e 2 O e AMMININ TAC NRA

(4 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.

=¥ Microsoft

é Post

Human Resources / Employee Engage...

,’"" Nestor Wilke
# 20 Oct 2020, 4:21 pm
Work from home — Extended

Hi all, when we had first announced a shutdown, it was meant
to be only for two weeks. However, seeing the situation right
now, the leadership has decided to extend work from home
until further notice. During these tiring times, we should make
sure that our employees are communicating their challenges
well and that their spirit is high. | have added a few work items
in the Tasks tab to help us deal with this. Allan Deyoung, Joni
Sherman, please look into this. =

e Christie Cline 20 Oct 2020, 4:26 pm

Hi Nestor Wilke, I've been thinking the same. We

need to ensure that the employees are voicing their
challenges to know what's causing hindrances in their
work.

You 20 Oct 2020, 4:27 pm

The pandemic has caused significant disruptions to
numerous aspects of daily life, including work. We
must encourage teammates to check up on each other
and communicate well.

© @9
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11

Microsoft Teams
| S

s Teams Employee Engagement Fosts Files Wiki Tasks v -
Activity

Your teams
S Taskboards Y Type to filter tasks
B Mark & Project Team

General
# Employee Engagement ¢ Settings [ Statistics Task templates B Archive
Announcements

Daily Standup PLANNED | 4 IN PROGRESS | 3 COMPLETED 2

Design
N & Tasks
Digital Assets Web + Add task + Add task + Add task Human Resources / Employee Engagement

Finance

-
Go to Market Plan ‘ Create an employee pulse : ﬂ Review new job templates E‘ Organize engagement event < Taskboards Y
. survey

Hiring

]
deas ﬂ Update new work from home a Update survey questions m IN PROGRESS COMPLETED

ﬂ Update FAQs : policies

Planning # Employee Engagement

Project Assets
a Broadcast new policy : t Virtual training session

Research and Development PLANNED 4

Sales and Marketing
fﬁ Update health and safety tips

ﬁ Create an employee pulse survey
on SharePoint

Strateqgy

1 hidden channe

Update FAQs
8

Human Resources

General & Broadcast new policy

Employee Engagement

Employee Performance YQ Update health and safety tips on SharePoint
HR Palicies and Benefits

MNew Job Listings +Add task
Planning

Review

Training

@@

+ .
e Join or create a team
In order to give you a better service Workstreams uses cookies. By continuing to browse the site you are agreeing to our use of cookies.

Bring together individuals & teams to focus on their priorities, collaborate & get things done with Workstreams.ai.

Create tasks, add labels, assign teammates and manage your work in flexible Kanban boards.
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Activity

Calendar

Microsoft Teams

Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

+ -
24 Join or create a team

W

General Posts Files Wiki +

&

@ Org-wide 0t Meet

Allan Deyoung 'Yesterday 11:57 AM
Employee Morale

Hi team,

As you might know, the leadership has decided to extend work from home until further notice. With the COVID situation progressing in the
country at an alarming pace, your safety is of utmost importance. During these tiring times, as an aorganization, we want to make sure that
all your queries are answerad and your challenges are mitigated quickly. For this, communication and transparency are key.

I'm setting up a Qubie bot in this channel to measure employee morale. Please give us your honest opinions and suggestions so that we
can work on improving our efforts.

Stay safe, everyone. 2

Christie Cline Yesterday 11:58 AM
All departmental heads must make sure that your team fills up their feedback. This will really help us in targeting the problem
directly. Thank you.

Lee Gu Yesterday 12:02 PM
I've given my feedback. | must say, this is an excellent initiative by the Human Resource team. Will notify my team to take this test

as well.

Joni Sherman Yesterday 12:05 PM
| took the survey as well. (&

MNestor Wilke Yesterday 12:08 PM

Start a new conversation. Type @ to mention someone,

@S 907 @ b

Intense in moments of work flurry, these channels also see a fair amount of levity with GIFs and emojis that makes

working together fun!

=¥ Microsoft

é Post

Contoso / General

@ You
21 Oct, 11:57
‘. ° ct,

Employee Morale

Hi team,

As you might know, the leadership has decided to extend
work from home until further notice. With the COVID situation
progressing in the country at an alarming pace, your safety
is of utmost importance. During these tiring times, as an
organization, we want to make sure that all your queries are
answered and your challenges are mitigated quickly. For this,
communication and transparency are key.

I'm setting up a Qubie bot in this channel to measure
employee morale. Please give us your honest opinions and
suggestions so that we can work on improving our efforts.
Stay safe, everyone. =

Christie Cline 21 Oct, 11:58

All departmental heads must make sure that your
team fills up their feedback. This will really help us in
targeting the problem directly. Thank you.

LeeGu 21 Oct, 12:02
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Microsoft

Q Qubie chat Help Center Results About

Activity

Effective Remote Working

Qubie 10:34 AM 4
Q a By : Qubie

Sent a card

Description: How do we know our home workers are happy. safe

AgilePolly 2.07 PM and healthy? Working from home has never been as

Calendar 1@ Reminder: Contoso standup response d... important as it is right now. 5o what better time to 17:53
find out if we're enabling a safe, healthy and )

DailyBot 10/29 sustainable environment for home workers?

Sent a card This short survey should only take about 5 minutes, é
and will help us make sure that we have taken the
correct measures, and fix the things we could be
':l‘_:i"‘g better G Effective Remote Working
Dynamic Signal 10/21 Questions: 12 By : Qubie
| relay broadcast messages sent from yo.. Time to 5 minutes

. - Complete: Description: How do we know our home
TINYpulse 10/20 workers are happy, safe and
It looks like you do not have an active T healthy? Working from home
has never been as important as
itis right now. So what better
time to find out if we're enabling
a safe, healthy and sustainable
environment for home workers?
This short survey should only
take about 5 minutes, and will
help us make sure that we have
taken the correct measures, and
fix the things we could be doing
. . better
® Effective Remote Working _
Questions: 12

By : Qubie Time to Complete: 5 minutes

Qubie

Polly
Your survey results are in!

View questions Send to team

know what is expected of me at work, regardless of where |
working from

View questions ] Send to team

Q2. | am able to manage my time effectively when working at
home or remotely

Q3. | feel trusted to work independently and efficiently
Type a message

@ @ A

Type your guestions here

Ar @ [ B

Qubie is designed to help! Managers and leaders can collect feedback from their team and analyze the results to
understand where improvements can be made quickly. The Assistant HR Manager sets up Qubie bot to assess
employee morale. 101
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Microsoft Teams

Q Qubie chat Help Center Results About

Activity

Chat

0 Qubie 10:34 AM
Sent a card Send to team View all topics

B8 AgilePolly

Calendar Your standup results are in! 17:53

DaivE Your survey's been sent to the team!!!
DailyBot
sent s card Each team member will receive the survey in their private chat é Qubie

When you want to see the results, either type "@qubie show

results” in the team channel, or go to our private chat and see all

results in the results tahb. Your survey's been sent to the team!!!

Polly
Your survey results are in!

Dynamic Signal 10/2

Each team member will receive the survey in their
| relay broadcast messages sent from yo..

private chat. When you want to see the results, either
) type "@qubie show results" in the team channel, or go
TINYpulse 10/2 to our private chat and see all results in the results
It looks like you do not have an active T . . tab.

Effective Remote Working

Sent on 21st Oct 2020, 12 questions (5 mins)

Effective Remote Working

| know what is expected of me at work, regardless Sl G TR DEEBTE, e hons BHiS

of where | am working from

f 12, for the team: Contoso

| know what is expected of me at work,

O Strongly Agree regardless of where | am working from

Question 1 of 12, for the team: Contoso

O Agres
Neither Disagree nor Agree
© J J () Strongly Agree

O Disagree —~
() Agree

O Strongly Disagree

v ) Neither Disagree nor Agree

Submit i) Disagree

() Stronalv Disaaree

Type a message

Type your guestions here

— — @ A/ LE L J
b © @ B

With Qubie, the HR team can share pre-built surveys seeking quick feedback related to effective working during
Covid-19 situations, working remotely, clarity, structure and efficacy and the team can respond quickly and easily right
inside Teams. 102
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Microsoft

Microsoft Teams

o Teams e General Posts Files Wiki Home Contosc Team Company Policies ® Org-wide 3¢ Meet
Activity

H Your teams Qubie 10/21 10:21 AM
Q
c Contoso o .
. Hil I'm Qubie

General @Allan Deyoung invited me to join your team

E Announcements

Calendar Employee Engagement
Employee Recognition
é Post
Calls Monthly Reports Contoso / General

Security and Safety
/ g Qubie
Q

L 21 Oct, 10:21
Human Resources > ~

General Hi! I'm Qubie

Employee Engagement @Allan Deyoung invited me to join your team

Employee Performance I'm here to help your team reach its full potential!

HR Policies and Benefits I'll be reaching out each Friday to ask you about your week.

Your feedback will allow me to analyse what's working well and
anar | et . . -

New Job Listings what's not and recommend simple ways to improve things.

Planning
Learn more
Review I._

Training

Crisis Management

General

) PEP hy

Qubie 10/21 11:38 AM I'm here to help your team reach its full potential!
I'll be reaching out each Friday to ask you about your week. Your

Help R - . . feedback will allow me to analyse what's working well and what's
=lp Requests Effective Remote Worklng Results not and recommend simple ways to improve things.

Sent By Qubie Participation - 3/27
Hidden teams For Contoso C

Effective Remote Working Score Compared to last survey

3.8/5 T38

) to mention someone.

88" Join or create a team Ay ¢ @ [ [ = 7 & b

Qubie puts feedback and insights into the hands of teams 24/7, from weekly vibes to in-depth leadership and team

performance diagnostics on demand.
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Microsoft Teams

Teams General Posts Files Wiki Home Contoso Team Company Policies 10 more ~  — ® Org-wide 5! Meet

« Reply
Your teams

B Mark & Project Team

General

AR

Qubie Tuesday 8:30 AM

Announcements Effective Remote Working Results

Daily Standup Participation - 3/27

Design
- Post

Contoso / General

Digital Assets Web
Finance
Go to Market Plan

Hiring

Effective Remote Working Score

3.8/5

View details

Compared to last survey

T38

,) Qubie
\ 9 Feb, 8:30 am
()

Effective Remote Working Results

deas Sent By Qubie Participation - 3/27

. For Contoso
Planning J

i i f 1:55 PM A
:'I’DJe-:t Assets Allan Deyoung 220 LML Effective Remote Working Score Compared to last survey
Hi team, I'm happy to announce that our recent efforts to gauge employee mood have been successful. We've received some 3.8/5 T38
R .» Devels L . : i }
Research and Development constructive insights from everyone. The overall employee mood seems to be as positive as of now. We will keep checking with

Sales and Marketing them every week.

teqv - View detail
Strategy By Christie Cline 1:57 PM

Well done, Allan! (L

1 hidden channe

i MNestor Wilke 1:57 PM el You 11 Feb, 1:55 pm
Contoso f°' Good job Allan (= SO
Hi team, I'm happy to announce that our recent efforts

General Karma 1:58 PM to gauge employee mood have been successful. We've
received some constructive insights from everyone.
Karma awarded The overall employee mood seems to be as positive as

Employee Engagement of now. We will keep checking with them every week.
Allan Deyoung got 15 karma from Nestor Wilke

Announcements

Employee Recognition
Maonthly Reports
Security and Safety

"Keep up the excellent work!
Value: Above and Beyond

Christie Cline 11 Feb, 1:57 pm

Well done, Allan! =

5 hidden channels
Nestor Wilke 11 Feb, 1:57 pm

Human Resources

Reply

+ .
Join or create a team

Assistant HR Manager shares the results in the channel and is praised for his excellent work by his team lead. Show

gratitude for peers who went above and beyond at work using Karma.
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Microsoft Teams

Q Qubie Chat Help Center Results About

Result Trends

Click on a date to view results.

For Contoso Team From Cct 21 2020 04:56 1o

Effective Remote Working Results

Till Now Survey Score

Effective Remote Working

By allowing team members to share, collaborate, and action key improvement initiatives, Qubie helps leaders and
teams to be in control of where you're headed, identify what roadblocks you may encounter, and provide insights and
recommendations to help to overcome challenges.

=¥ Microsoft

o

Qubie

Qubie is the team improvement app. Simple. Qubie puts feedback
and insights into the hands of teams 24/7, from weekly vibes

to in-depth leadership and team performance diagnostics on
demand. Qubie is there to listen, learn and guide you and your
team to be the best you can be. Smarter teams make smarter
business. It's time to revolutionize team performance with Qubie,
the team improvement app

E

Privacy Statement

Service Agreement
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Scenario Walkthrough

The Human Resources team must revisit the HR policies to suit the changing demographics of the company. Rolling out a new
HR policy requires collaborating with multiple team members, finalizing changes, and assessing success metrics, which can be
complicated. Contoso needs an easy way to bring everyone together to give the necessary input to make the rollout a success.

Creates a conversation thread and apprises everyone in the team regarding important requests from a few employees.

Engages employees across the organization through a poll to conduct a quick survey to know the employees' interests.

Updates the previous HR policies with changes as per the employee feedback and requests HR Head and HR Manager to
review them.

Receives recognition from the HR Head for the quick turnaround via Preciate.

Views success metrics with bar graphs of the increased employee morale and engagement via Power BI.

How did Teams help the Assistant HR Manager execute his roles and Which app integrations on
responsibilities? Teams made it possible?
« Give in-the-moment recognition using badges, stickers, pictures, and signature

drawings with Preciate. ‘
 Create polls to gather anonymous feedback and suggestions easily with Polly. p— Polly
* Build collaborative presentations in SharePoint using PowerPoint,

®

* Facilitation of data-driven decisions informed by visualizations and scoring in Power il

Bl for Microsoft Teams.

Preciate Power B 106
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Activity

Calendar

Microsoft Teams

Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

miot

[=u)

Join or create a team

HR Policies and Benefits Posts Files  Wiki

,-'wF

Estimated Employee S... 1more~ @ Org 0t Meet

Nestor Wilke 10/20 11:04 AM
Possible Update in HR Policies
Hi team, we have received a few requests from our employees regarding customizing the organization's benefits plan. We must revisit our
HR policies to suit the changing demographics of our company. How do we handle this, team?
Collapse all
Christie Cline 10/20 11:05 AM

Yes, updating our policies from time-to-time is of utmost impertance if we want to keep employee morale high. (&

Nestor Wilke 10/20 11:06 AM  Edited
Let us connect at 11.30am to discuss more. | am scheduling a meeting.

HR Policy Updates
Tuesday, October 20, 2020 @ 11:30 AM

HR Policy Updates ended: 16m 40s

c09@

Allan Deyoung 10/20 11:25 AM
That was a great meeting, MNestor Wilke. As per the discussion, | will set up a poll to collect opinions throughout the organization.

Christie Cline 10/20 11:31 AM
Allan Deyoung, please do. Thank you for your time and your insights, everyone. We will connect soon.

Joni Sherman  10/20 11:32 AM
Yes. (&

« Reply
Allan Deyoung 10720 2:31 PM
Updates in HR Policies

Hi team, as per our employees’ feedback and suggestions, we have made changes in the HR policies. Please have a look at the attached PPT
and review the changes Nestor Wilke and Christie Cline

ﬂ- HR Policy Rollout.ppix

Start a new conversation. Type @ to mention someone,

r

A 0 OBE B QR @ b

Teams and channels are where you hold meetings, have conversations and work on files together with team members.
The HR lead discusses the need to update HR policy and schedules meeting with the team.

®©

é

=¥ Microsoft

e 40

Post

Human Resources / HR Policies and Benefits

Nestor Wilke
200ct, 11:04

Possible Update in HR Policies

Hi team, we have received a few requests from our
employees regarding customizing the organization’s benefits
plan. We must revisit our HR policies to suit the changing
demographics of our company. How do we handle this, team?

Christie Cline 20 Oct, 11:05
ce

Yes, updating our policies from time-to-time is of
utmost importance if we want to keep employee
morale high. =

Nestor Wilke
Scheduled a meeting

a HR Policy Updates
20 Oct 2020 @ 11:30

HR Policy Updates ended

16min 40sec
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Microsoft Teams

Employee Engagement Posts Files Wiki Polly —+

o1 Meet

Teams AT

@ QOrg-wide

Your teams

Calendar

Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

+ -
24 Join or create a team

|
|

W Polly 10,20 12:48 PM Updated

Employee Benefits Feedback

Hello everyone, we are undergoing some changes in the company
health policies. As an organization, we want to focus on our
employees’ holistic well-being, rather than just your performance
at work. The Human Resource team must know whether our
policies serve the employees. We are starting a quick, anonymous
survey to know your honest feedback. Please feel free to add any
suggestions that you might have. We will make sure to incorporate
them scon.

Closed | 3 completions | (2 4 questions | 8 Anonymous
@ Closed 10/27/2020 12:42 PM

View all results

Mestor Wilke 10/20 12:53 PM

Hi all, please see that we all participate in this survey to see meaningful policy changes. Thank you. (&

Christie Cline 10/20 12:54 PM
Requesting all the managers to make sure their team takes this survey. This is very crucial for us.

/20 12:59 PM

| have completed the survey. Thank you for taking this initiative. This is very helpful. Thanks to team HR.

Allan Deyoung 5:16 PM
Christie Cline: Yes, that would be really helpful.

Lee Gu: Really appreciate the kind words. Thanks, matel (22

Christie Cline 5:21 PM
‘Yas, please do the needful. &

Start a new conversation. Type @ to mention someone,

B e R & b

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

do your best work!

T Y

Post

Contoso / Employee Engagement

Polly
20 Oct, 12:48

Employee Benefits Feedback

Hello everyone, we are undergoing some changes in the company
health policies. As an organization, we want to focus on our
employees' holistic well-being, rather than just your performance at
work. The Human Resource team must know whether our policies
serve the employees. We are starting a quick, anonymous survey to
know your honest feedback. Please feel free to add any suggestions
that you might have. We will make sure to incorporate them soon.

¥ Closed | (% 3 completions | == 4 questions |
Closed 10/27/2020 12:42 PM

View all results

Anonymous |

L 2

Nestor Wilke 20 Oct, 12:53

Hi all, please see that we all participate in this survey
to see meaningful policy changes. Thank you. <

.

Christie Cline 20 Oct, 12:54 .
Requesting all the managers to make sure their team

taliam thin Aaiimranr Thia ia viams Aasmiiaial Fav sin

@ Ay
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F Polly

Results

Owner: Allan Deyoung | Open | 3 completions | (2 4 questions | (&
Anonymous | (&) Closes 10/27/2020 12:42 PM

Employee Benefits Feedback

Are you aware of all the employee benefits plan provided by
Contoso? (Please select all that apply)

Il Required | Multi-Vote Allowed

Medical Insurance/Healthcare
401K Plans

Dental Insurance

Stock Options

Eye Insurance

Educational

Life Insurance

Short- or Long-Term Disability

Total Votes: 19

2ee

{ Previous

Use Polly to get meeting feedback, quiz your students, get a pulse on how your team is feeling, and so much more
right inside Microsoft Teams. The HR team seeks feedback from the team over employee benefits.

=¥ Microsoft

g

Polly

Gather real-time insights with simple polls that work where you work

&

Privacy Statement

Service Agreement
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Activity

Calendar

Microsoft Teams

Teams

Your teams

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Budget Review
Media

Monthly Reports
Newsletters
Operations

Public Relations

+ -
Join or create a team

HR Policies and Benefits Posts Files  Wiki 1 more v S Meet

&

Estimated Employee 5... @ Org

Allan Deyoung 10720 2:31 PM

Updates in HR Policies

Hi team, as per our employees’ feedback and suggestions, we have made changes in the HR policies. Please have a look at the attached PPT
and review the changes Nestor Wilke and Christie Cline

ﬂ. HR Policy Rollout.ppix

Collapse all

10/20 2:33 PM

{30 MNestor Wilke
# | have reviewed the changes. The updates look good to me, Allan Deyoung. Thank you for the quick turnaround. 2

Joni Sherman Yesterday 4:27 PM

Well done, Allan Deyoung. (&

! F“EP y

Preciate Yesterday 4:30 PM

Christie Cline recognized Allan Deyoung
Thank you for working on this!

Always On Target

h\L‘
&

« Reply

TR ST

Joni Sherman  10/20 @51 PM

Success Evaluation

| calculated the success rate based on employee feedback here — Estimated Employee Satisfaction. As per the reports, the employee
engagement rate will improve by 32 percent. Cc: Mestor Wilke, Christie Cline

Start a new conversation. Type @ to mention someone,

you and Nestor

Christie Cline Yesterday 4:31 PM
Great work, team!

r

WP e 2 @ bv AKX

Give in-the-moment recognition using badges, stickers, pictures, and signature drawings with Preciate in Teams. The

HR Lead praises the Assistant HR Manager using Preciate.

é Post

Human Resources / HR Policies and Benefits

al You
20 Oct, 14:31
T80

Updates in HR Policies

Hi team, as per our employees' feedback and suggestions, we
have made changes in the HR policies. Please have a look at
the attached PPT and review the changes Nestor Wilke and
Christie Cline

HR Policy Rollout.pptx
1.91 MB

@ Nestor Wilke 20 Oct, 14:33 @
@)
| have reviewed the changes. The updates look
good to me, Allan Deyoung. Thank you for the quick
turnaround. =

Joni Sherman 23 Nov, 16:27

&

Well done, Allan Deyoung. =

Microsoft
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Microsoft

e

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

Activity - T o =
v E] v @ New Slide ‘ ‘ 2R /O &
(= | :

g ~ Q&‘ .

HR Policy Rollout |

Calendar = - — L f'. = ‘j 19:28

& HRPolicy Rollout.pptx

| l/—‘)‘(gjrﬁmise e
RS>

&
o N
Health Benefits

- ‘ . "
e R = — HR Policy Rollout

CONTOSO

7 ""(G ‘f
: %1’ 9
= Wl . -
Insurance ¢ SJ ‘
4k J
y

Store and share important files within a, cloud-enabled repository with Files. Policy documents such as the PowerPoint
containing HR policy updates are housed here for the team’s easy access.
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Activity

Calendar

Microsoft Teams

Teams

Your teams
Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
New Job Listings
Planning

Review

Training

Contoso Leadership

General

Media

Monthly Reports
Mewsletters
Operations

Public Relatioship

Hidden teams

+ -
24 Join or create a team

HR Policies and Benefits Posts Files Wiki Estimated Employee 5... @ Org G Meet

ﬁr Added a new tab at the top of this channel. Here's a link.

Employee Satisfaction

) PEP y

Joni Sherman Tuesday 6:51 PM
Success Evaluation

| calculated the success rate based on employee feedback here — Estimated Emp atisfaction. As per the reports, the employee

engagement rate will improve by 32 percent. Cc: Mestor Wilke, Christie Cline

a‘l Allan Deyoung Tuesday 6:53 PM
5 Wow, this looks amazing. (&
Thanks for this, Joni Sherman.

Mestor Wilke Tuesday 6:54 PM
Yes, the reports look amazing. Let us hope for the best. Will send this to the Director for approval. Thank you, team. (&

Christie Cline Tuesday 8:36 PM
Great work, team!

Start a new conversation. Type @ to mention someone.

BB e 007 b

Close out conversations in channels once your objectives have been achieved. The files shared during the discussions

will stay hosted within the Files tab in the channel.

é

=¥ Microsoft

Post

Human Resources / HR Policies and Benefits

Joni Sherman
20 Oct, 18:51

Success Evaluation

| calculated the success rate based on employee feedback

here —

Estimated Employee Satisfaction. As per the reports,

the employee engagement rate will improve by 32 percent. Cc:

Nestor

Wilke, Christie Cline

You 200ct, 18:53

Wow, this looks amazing. =
Thanks for this, Joni Sherman.

Nestor Wilke 20 Oct, 18:54

Yes, the reports look amazing. Let us hope for the best.
Will send this to the Director for approval. Thank you,
team. =

Christie Cline 20 Oct, 18:56

Great work, team!
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=¥ Microsoft

Microsoft Teams

Teams T l HR Policies and Benefits FPosts Files  Estimated Employee ... ~ Wiki —+

Your teams

Employee Satisfaction Index

@ vzar 1 (in percent @Year 2 @Yzar 2 @Yeard @Year 3
40

Announcements

e 40

Employee Engagement B
Employee Recognition
Monthly Reports g * ‘0 @ app.powerbi.com/groups/45d5f98f o
Security and Safety y o

25 S Power Bl ®
Human Resources ‘

g = View v Edit report O e 5/ |
General i
Employee Engagement ] ome to Power Bl Take a tour, and we'll show you how to g
Employee Performance o
ee Satisfaction Index

HR Policies and Benefits : 1t @ear2 @Year 3 @Year 4 @i
New Job Listings ”
Planning
Review :
Training

_ ncreased productivity Positive impact Reduced absentzeism Higher employee retention Other ncreased profezsional mproved recruitment

o growth

Year 1lin per cent, Year 2, Year 3. Year 4 and Year &

Contoso Leadership

Estimated Employee Satislaction Index
General

Media

Monthly Reports

Mewsletters

Operations Estimated Employee Satistaction Index

Public Relatioship

Hidden teams

+ -
24 Join or create a team

Build dynamic data visualizations, measure metrics, and track analytics through Power Bl within Teams. The HR team
can analyze employee satisfaction using Power Bl after the new policy update is rolled out.
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Introducing New Health Benefits for Employees and On-Site Workers

HR Manager

-

Scenario Walkthrough

Contoso feels that its employees and on-site workers are its most significant assets. They firmly believe that people on the field
should be safe and should have extended benefits of complete healthcare owing to the nature of their work and the current
pandemic situation. The HR Manager works with the key people using Microsoft Teams to identify new healthcare benefits for
employees and on-site workers in remote locations.

Schedules a meeting to discuss the perks that can improve employee satisfaction and reduce risk.

Collects responses from employees with a survey created on SurveyMonkey and pinned within the channel.

Reviews the healthcare plans shared by the HR Analyst in an Excel sheet.

Identifies the best perks that can be offered to the frontline workers in Evernote.

Announces the implementation of the new healthcare plans using Communities.

How did Teams help the HR Manager execute her roles and Which app integrations on
responsibilities? Teams made it possible?
« Collect, organize and share the information, documents and ideas using Evernote.
Y
 SurveyMonkey enables you to seamlessly get feedback from your colleagues right
within Teams. "
Excel Communities  Evernote
 Custom Stickers enable you to customize, save & send stickers to your colleagues.
 Drive engagement in your organization through Yammer communities. .
SurveyMonkey Custom 14

Stickers
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=¥ Microsoft

e &

Teams > . General Posts Files Wiki Health Insurance Cove.. Lists 2more v~ @ Org 24 Meet ~ (1)

a°
Activity
&' October 19, 2020

Your teams
Chat

a B Mark & Project Team Christie Cline 1:.-‘-::..-;.3 547 PM  Edited ,
H Health Benefits for Employees and On-Site Workers

Teams General Hi Human Resources,

Announcements ) ' . ) ) . . i R R
E I went through the health insurance data comparing benefits available to workers in other industries with those engaged in similar activities.

Calendar Daily Standup Regarding the data and the prevailing situation, we must extend some more benefits to our on-site workers in remote locations. This will help

Design
k =

Digital Assets Web

boost their morale and make them feel safe at work. | am scheduling a meeting here to discuss this with all of you.

< Post
Human Resources / General

i Finance Health Benefits for Employees and On-Site Workers

You
Go to Market Plan Monday, October 19, 2020 @ 2:00 PM

;;{\o 19 Oct, 17:47
Hiring llapse Scheduled a meeting

deas | Health Benefits for Employees and On-5ite Workers ended: 16m 58s

ﬂ Health Benefits for Employees and On-Site Workers

Planning 4 Christie Cline 10/19/20 £:06 PM 19 Oct 2020 @ 14:00

Project Asssts '® Good call, team. Thanks to everyone who participated in the discussion. (&

Research and Development
Debra Berger 10/19/20 607 PM Health Benefits for Employees and On-Site Workers ended

Strategy Great information, Christie Cline. 16min 58sec
2 hidden channels ) o
Thanks for sharing this with us. You 19 Oct, 18:06

Human Resources Good call, team. Thanks to everyone who participated
Miriam Graham 10/19/20 6:08 PM . . . &
in the discussion. =

General [ As discussed, we can look at Covid insurance for existing employees and a medical coverage plan for our on-site workers.

Employee Engagement

Christie Cline 10/19/20 6:08 PM
Rightly captured, Miriam Graham. Please help me out with collating the policy features and guidelines so that our colleagues can make Debra Berger 19 Oct, 18:07
HR Policies and Benefits an informed decision.

Employee Performance

Great information, Christie Cline.

Mew Job Listings

Blanning Miriam Graham 10/19/20 6:09 PM Thanks for sharing this with us.
- { Surg, Christie Cline. Let’s do it.

R owviowr
REVIEW

& Miriam Graham 19 Oct, 18:08
Training « Reply iy

%‘F Contoso Reply
| New conversati
- - N @ ¢ @ A

+ .
i85 Join or create a team

Channel conversations keep team members in sync with each other. They enable contextual, structured, data-driven

discussions and decision making such as health benefits for on-site workers in this case.
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Activity

Calendar

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 GlFs and emaojis that makes working

Microsoft Teams

Teams

Your teams

Mark & Project Team

Digital Assets Web
Go to Market Plan

Hiring

Rezearch and Development

Contoso

General
Announcements
Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety

Human Resources

General

Employee Engagement
Employee Performance
HR. Policies and Benefits
Mew Job Listings
Planning

Review

Training

Contoso Construction

+ -
Join or create a team

General Posts Files Wiki Health Insurance Cove... 1 maore

—
din ITHorrmen aeci>ion.

@ Miriam Graham 10/12 6:09 PM
-~ Sure, Christie Cline. Let's do it.
e REP ly

Christie Cline 10/19 6:33 PM Edited

Employee Survey on New Plans and Benefits
Hi General,

CC: Debra Berger

| am sharing a survey for our employees and on-site workers, which would help decide on the new plans and benefits.

Debra Berger, please assist in collecting responses in the form shared here - Employee survey for Healthcare Policy.

ollapse all

Debra Berger 10/19 €:33 PM
Sounds excellent! Christie Cline. | was also looking forward to this. Employees’ opinions matter the most.

Christie Cline 10/19 8:34 PM

Debra Berger, that's right. (&

Debra Berger 10/19 6:35 PM

Start a new conversation. Type @ to mention someone.

A & © @

together fun!

é Post

Human Resources / General

4 You
‘)}@ 19 Oct, 18:33

Microsoft

Employee Survey on New Plans and Benefits

Hi General,
CC: Debra Berger

| am sharing a survey for our employees and on-site workers,
which would help decide on the new plans and benefits.
Debra Berger, please assist in collecting responses in the
form shared here - Employee survey for Healthcare Policy.

@ DebraBerger 19 Oct, 18:33
NO®

Sounds excellent! Christie Cline. | was also looking
forward to this. Employees’ opinions matter the most.

e You 190Oct, 18:34
L O

Debra Berger, that's right. ‘=

DebraBerger 19 Oct, 18:35
~

5y

Reply

N W g @ A
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Microsoft Teams

Teams General Posts Files Wik Employee survey for ...

Your teams

E Mark & Project Team

General

Announcements

- Employee Survey for Healthcare Policy

Calendar Daily Standup
Design
Digital Assets Web 1. Do you think Covid insurance must be added to the existing employee benefits?
rinance
Go to Market Plan
Hiring
deas
Marketing
Planning
Project Assets . Do you have dependent family members?
Research and Development

Sales and Marketing

Strategy

Contoso

General
Announcements . If yes, specify the number of dependent members below.
Employee Engagement

Employee Recognition

Monthly Reports

Security and Safety

Human Resources

General

Powered by

c{‘\. SurveyMonkey

See how easy it is to create a survey.

oo

+ .
g Join or create a team

Get real-time feedback with quizzes, polls and pre-built surveys right within Microsoft Teams with SurveyMonkey. The
HR team conducts employee survey using SurveyMonkey.

=¥ Microsoft

s B

Employee survey for Healthcare Policy

L]
.
Human Resources / General 4

Employee Survey for Healthcare
Policy

1. Do you think Covid insurance must be
added to the existing employee benefits?

) Yes

No

2. Do you have dependent family members?

Yes

) No

3. If yes, specify the number of dependent
members below.
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=¥ Microsoft

Microsoft Teams

Teams Planning Posts Files Wiki Reward Plan Tasks @ Org 0t Meet ~  (T)

S @ Miriam Graham 10/18/20 6:46 PM _Edited
: Suggestions on Complete Health Cover and Rewards
B Mark & Project Team Hi all,
| am sharing a comparison between two kinds of plans currently available for complete health cover in the attached Excel. The reward plan

General -
can be viewed here, Please have a look. 25

Announcements

Daily Standup Suggested Plans - Complete Health Cover.xlsx

Design
Post

Human Resources / Planning

Collapse all

Digital Assets Web

Finance O Christie Cline 10/19/20 6:52 PM  Edited Miflam Grahamm
+® This looks great! The employer's top-up contribution will be truly a morale booster for our colleagues. Pradeep Gupta, please review @
®

ot 19 Oct, 18:46
Go to Market Plan the plans and suggest your pick as per our budget allotment. (&2
Hiring Suggestions on Complete Health Cover and Rewards
e Pradeep Gupta 10/19/20 €:58 PM
35 ” Sure Christie Cline. Plan A suits them best. It meets the expectations and fits our budget too. Hi all,
Planning o B | am sharing ? comparison between two kinds of plans
O Christie Cline  10/19/20 7:00 PM  Edited currently available for complete health cover in the attached
. Excel. The reward plan can be viewed here. Please have a

Research and Development ' Custom Stickers look. =

Project Assets

Strategy V

2 hidden channels B:

Human Resources ThGT ' S
General ﬂwesomel : 2

! : You 19 0ct, 18:52 '
Employee Engagement & )

This looks great! The employer’s top-up contribution
: — will be truly a morale booster for our colleagues.

HR Policies and Benefits = \ | Pradeep Gupta, please review the plans and suggest
' your pick as per our budget allotment. =

Suggested Plans - Complete Health Cover.xIsx
14.44 KB

Employee Performance

Mew Job Listings

Planning
Pradeep Gupta 19 Oct, 18:58

Review

@

Training @ Allan Deyoung 10/30/20 2:52 PM Sure Christie Cline. Plan A suits them best. It meets
Ly Pradeep Gupta, yes. | think so, too.

Contoso Reply

[ New conversation

B @ ¢ @ A

+ -
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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m_ Microsoft

Insert Page Layout Formulas Data Review View Open in Desktop App Searct j’ “ =0 [ @ Conversation

et | [om B B BEE e iy O 4

e & Clear ~ :
Grr = = wlac 5 = . — N 5
Merge & Center v 0 .0 Conditicnal F;I_I;'I-:tf-\. 5 Insert Delete Format ;ﬁ:& ’FE.|ECct& dea
b di ¥ v W W rv 5 .

| Calibri

[0l

B I U

Alignment Mumber Tables Editing

Facility Plan A Plan B
Activities of Daily Living S400 5450

12:14 n e B

Nutrition 5300/ session | 5400/ session < Suggested Plans - Complete Health...

Self Determination

A B C
Programs 5200 5300
Long Term Care Services  |$5,000 57,000 Facility Plan A Plan B
Health Care Services 53,500 55,000 Activities of Daily Living $400 $450

Transportation 51,000 1500%
51,200/ 51,500/ Nutrition $300/ session [$400/ session

Personal Care session session Self Determination

COVID-19 Cover S5,000 $5,500 Programs $200 S300
Long Term Care Services |$5,000 $7,000

Health Care Services $3,500 $5,000
Transportation $1,000 1500%
$1,200/ $1,500/
Personal Care session session
COVID-19 Cover $5,000 $5,500

[FER N ]

=y

]

[ I S T LS 'S T L T S S R N ]
[=5] oL

1)

= Sheetl +

alculation Mode: Automatic  Workbook Statistics

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

Excel, Word and OneNote for Microsoft Team:s.
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m_ Microsoft

Microsoft Teams

Teams Planning Posts Files Wiki Meeting Notes Tasks Reward Programs -~

Your teams
B Mark & Project Team G Evernote

General
Announcements
Daily Standup

Design

Reward Programs

Digital Assets Web
Reward Programs

Finance

Go to Market Plan

Hiring

deas Best performer of the month Bonus

Planning

Project Assets Best performer of the quarter Stock Options Title Rewat

Research and Development Best performer of the year Gift vouchers Best performer of the month Bonus

Strategy
Best overall performance Free holiday

2 hidden channels Best performer of the quarter Stock

Human Resourcas )
Best performer of the year Gift vc

General
Employee Engagement Best overall performance Free h
Employee Performance
HR Policies and Benefits
Mew Job Listings
Planning
Evernote makes it easy to remember things big

R v P
Review and small from your everyday life using your

- computer, tablet, phone and the web.
Training F sl ‘ (

Contoso Construction

+ .
i85 Join or create a team

Add an Evernote tab to your channel in Microsoft Teams and use it as a shared space for notes among team

members. The HR team draws up reward programs for the team using Evernote.
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Microsoft Teams

Communities Yammer About

Home Feed

Ed Inbox o

Favorites

V)

Improve your Yammer experience
by creating a list of your favorite
communities.

My communities

52 All Company

58 Operations

& Leadership

@ Create a Community

%% Discover Communities

e .
A~ aearch Yammer

AC

All Company

Conversations About Files Events

@ Start a discussion

__l Discussion

n Question

All Conversations w

@ Christie Cline
¢ 3m ago

Announcing New Health Benefits for Our Employees and On-Site Workers

Hi all,

Q Praise

All Company

—

o

Seen by 1

| am excited to announce that we have introduced healthcare benefit plans for the
Contoso family. The details will be available in your employee portals soon. | hope you all
will find the new plans even better than the previous ones. Thanks to all for supporting
this project.

I:/_"-‘ Like

|:| Comment & Share ™

Miriam Graham 2m ago
This sounds great! Thanks Christie Cline.

@)

Minam Graham

Edit this section

Pinned

Add files or links that are importan
to this community.

Share knowledge, ask questions, get answers, and build relationships across teams and organizational silos using
Communities. The HR Manager announces new health benefits for the employees on Communities.

12:36

—€ communities
Yammer

B " & PO

® Posted in All Company

~ 3 Christie Cline .
4 Seen by 1
= Feb 10

Announcing New Health Benefits for Our Employees
and On-Site Workers

Hi all,

| am excited to announce that we have introduced
healthcare benefit plans for the... see more

G O e

Miriam Graham Feb 10

This sounds great! Thanks Christie Cline.

< T

@ Write a comment

A ©® © B

Activity Chat Teams Calendar

Microsoft
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New Hire Onboarding
Business Development Manager

Scenario Walkthrough

Training new employees can be a time-consuming task when there are so many aspects to the work that one can typically only
learn when they are on the job. The new hire (Business Development Manager) is welcomed by the Hiring and Training
Manager who works towards keeping all the new employee training material available in the Teams platform for easy access
and reference.

* Receives a welcome video in a channel using Prezi Video's messaging extension.

* Introduces the new recruit to the training material located in an exclusive channel for new employees.

» Encourages them to download the Teams application on their phone to access training material from anywhere.
 Shares an Asset Handover Agreement with the new hire via Zoho Sign.

* Learns about the latest company news updates using Dynamic Signal.

* Interacts with Workday to view time-off balance and more.

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

Provide a communicative platform for meetings via PC as well as mobile.

N\
Host a wealth of information using Microsoft Office tools like PowerPoint.

Sign any document or send it for e-signature using Zoho Sign. Workday Prezi Video  PowerPoint

View content that's broadcasted company-wide with Dynamic Signal. — D
Quickly check your company information using Workday. .

Zoho Sign Dynamic Signal ~ Word
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m_ Microsoft

Microsoft Teamms

Teams . Training Posts Files Wiki +

Your teams i = Lynne Robbins 11:52 AM
' Mark 8 Project Team

Prezi Video

Welcome Onboard
Lynne Robbins

General
Announcements
Daily Standup '~ TP, 12:24

Design -
- é Training

Human Resources

Digital Assets Web

Finance
POSTS
Go to Market Plan

Hiring

. @ = Lynne Robbins
Ideas \ 17 Feb, 11:52 am

Planning

Project Assets Prezi Video

Research and Development Welcome Onboard
bbi
Sales and Marketing Lynne Robbins

Strategy
Lynne Robbins 11/3/20 2:38 PM
New Employee Training Material

Welcome onboard Enrico Cattaneo. As you acclimatize to your new environment, | am sure you will have a bundle of questions about your

1 hidden channe

Human Resources : .
new workplace. To make sure you have everything you need during this time, we have a few resources in this channel that can help you.

General Please go through them at your convenience — you can even download then Teams app on your phone and access this material anywhere

you are comfortable.
Employee Engagement

Employee Performance a New Employee Orientation.pptx T -
; ; Human Resources > Training 9 =
HR Policies and Benefits

New Job Listings

&/ Reply

Planning 40 PM

Enrico Cattaneo 11/3/20 2:40
Thank you. Can you help me with downloading Teams on my phone?

> @ = Lynne Robbins
Training \ 3 Nov 2020, 2:38 pm

@ N & New Employee Training Material

Join or create a team Welcome onhoard Frrico Cattanen As vou acclimatize to

< @@

Use Prezi Video and personalize onboarding to fuel a sense of belonging from day one. Easily create and share video

updates to make your messages more effective.
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m_ Microsoft

Microsoft Teams

B - -
Teams ‘} _ Training Posts Files Wiki +

Your teams i & Lynne Robbins 3/20 2:38 PM  Edited
\ New Employee Training Material
Q Mark 8 P t Te 1 *ee .
Pl Mark 8 Project Tean R . . " .
Welcome onboard Enrico Cattaneo. As you acclimatize to your new environment, | am sure you will have a bundle of questions about your
General new workplace. To make sure you have everything you need during this time, we have a few resources in this channel that can help you.
Please go through them at your convenience - you can even download then Teams app on your phone and access this material anywhere

fARmoencanents you are comfortable.

Daily Standup

New Employee Orientation.pptx @=| Training Doc.docx

design =
= P Human Resources > Training Post
Digital Assets Web Human Resources / Training

Finance

- . e et e e @ = Lynne Robbins
Go to Market Plan { Enrico Cattaneo Sz : 3{10\; 14:38
Thank you. Can you help me with downloading Teams on my phone? N o '

Hiring . New Employee Training Material

Lynne Robbins 11/3/20 2:41 PM
) Sure, follow the below-mentioned link and follow the steps. Welcome onboard Enrico Cattaneo. As you acclimatize to
Planning https://support.office.com/en-us/article/download-the-mobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23dch . :
PS.//SUpport.oiiice.com/en-us/artclé/downioad-the-mobil€-app IS S L e 2EC your new environment, | am sure you will have a bundle of
questions about your new workplace. To make sure you have
Let me know if you run into any issues. everything you need during this time, we have a few resources

deas

Project Assets

Research and Development in this channel that can help you. Please go through them at
Enrico Cattaneo 11/3/20 2:42 PN your convenience — you can even download then Teams app
Will do. & on your phone and access this material anywhere you are

Strategy Thanks for this! comfortable.

Sales and Marketing

1 hidden channe

Lynne Robbins 11/3/20 2:43 PM Edite
Also, | have sent across an Asset Handover Agreement, you can go through it at your convenience. You can find it here. Feel free to Training Doc.docx

Human urce ; ;
uman Resources reach out to me in case you have any queries. | will be happy to help! 18.59 KB

General ) .
New Employee Orientation.pptx

100.88 KB

Enrico Cattaneo Monday
Employee Engagement Sure thing!

Employee Performance

Lynne Robbins Monday 9:23 AN

HR Policies and Benefits r Awesomel! gc You &Nov14:40 :
© Thank you. Can you help me with downloading Teams

New Job Listings
Enrico Cattaneo Monday 5:34 PM on my phone?

+
20 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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Animations Slide Show v Open in Desktop App Q@ Search (=] Conversation

o | &

Home Insert Draw Design Transitions

. B £3 new st R

-

File

é New Employee Orientation.pptx

History of Company/Company ©

Vision

Yaar company was foundad
Campany vision and mission statomant
Company proccts and sarvicas

Welcome

Wha's Who
Welcome!

rama
e

Nama
Title

tama Nama Name
Tt tie Ttla
-

Company Policies
Highlight and raviaw tha mast important
polickes
Raview company business hoars
Talk about axpectations for ampioyoes
Distribute company handbock

6 LA AR
Benefits b
Help Improve Office

Slide 1 of 10 English (U.S))

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

|:! Zoho Sign Home All Decuments My Documents Bulk Send Templates SignForms Reports  About

<7

Send for signatures Sign yourself

Need your signature

N

O B

Approvals Camera Dynamic Signal

Asset Handover n .

Agresment.docx Organization Saved Shifts

v

Tasks by Planner a Wiki

@ O & &

Activity Chat Teams Calendar Calls

< -

Enable the new employee to sign, send, and manage legal business documents effortlessly. With Zoho Sign within the

Microsoft Team interface, sign documents instantly, and save a lot of time in your everyday work.
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e —
a

e Teams W L Training Posts Files Wiki + ® Org Ot Meet
Activity

a Your teams

E Mark & Project Team

e i = Lynne Robbins 11/3 248 PM  Edited
General ; ! .. .
Training Docs Overview

E Daily Standup | am scheduling a sync-up call later today to walk you through the training documents. Please take some time off your schedule as this is

¢« Reply

Calendar Design very crucial.
Digital Assets Web Training Docs Overview

Tuesday, November 3, 2020 @ 3:00 PM Post
Go to Market Plan Human Resources / Training

Hiring Lynne Robbins
Enrico Cattaneo  11/3 2:48 PM y 3 Nov, 14:48

Rezearch and Development )
Sure, | will be there,

Strategy Scheduled a meeting
Meeting ended: 7m 50s
Training Docs Overview

Human Resources Enrico Cattaneo 11/3 2:50 PM 3 Nov 2020 @ 15:00

Thank you for taking the time to give me a better understanding of your brand. This was very helpful. (&

General

Employee Engagement = Lynne Robbins 11/3 2:59 PM
My pleasure. Please feel free to reach out over Teams in case you have any questions.

Employee Performance
You 3 Nov, 14:48

HR Policies and Benefits ; Enrico Cattaneo 11/3 3:00 PM

4 Sure, | will be there.
Mew Job Listings
Planning 1 Meeting ended

Review 7min 50sec

Training You 3 Nov, 14:59

Thank you for taking the time to give me a better
understanding of your brand. This was very helpful. =

Contoso

General

Announcements FDR SURE “  Lynne Robbins 3 Nov, 14:59 3
_ My pleasure. Please feel free to reach out over Teams
Employee Engagement . .

in case you have any questions.

Employee Recognition
Maonthly Reports

Security and Safety
Start a new conversation. Type @ to mention someone.

88" Join or create a team Ay & @ [ B = ¢

With Microsoft Teams, the Hiring & Training Manager can schedule meetings without difficulty and find the best
available times for invitees through the native scheduling calendar. Meeting threads make follow-up conversations a
breeze, and even fun! 127
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Microsoft Teams
Training Docs Overview Chat Details

~+ Add to calendar Tracking

Lynne Robbins

Crganizer

B November 3, 2020 3:00 PM - 3:30 PM t‘

E t Human Resources > Training ﬁ' Enrico Cattaneo
Unknown

Calendar

é Training Docs Overview

Human Resources / Training
| am scheduling a sync-up call later today to walk you through the training documents. Please take some time off your
schedule as this is very crucial. DETAILS

Training Docs Overview

Tue Nov 03, 2020
. ) 15:00—15:30
Microsoft Teams meeting

< Share meeting invite

Join on your computer or mobile app ® +1469-965-2451 (Toll) United States

Click here to join the meeting

Or call in (audio only)

e e | am scheduling a sync-up call later today to walk you through
Phone Conference ID: 286 951 808# the training documents. Please take some time off your schedule

Find a local number | Reset PIN as this is very crucial. Microsoft Teams meeting Joir See more

Learn More | Mesting_options

Shared to channel

Human Resources
Training

Participants (2)

@ - Lynne Robbins
\ Organiser

Bl Enrico Cattaneo

lInknawn

Microsoft Teams is a great way to schedule meetings, especially if the participants don't all work in the same

geographic area. It seamlessly integrates scheduling, invitations, updates and access to virtual meetings.
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Activity

Calendar

Microsoft Teams

Accelerate your Windows
Virtual Desktop deployment
—join our virtual event

Join us on March 19 to learn about
the newest updates that help you
accelerate your deployment. Hear
live presentations and get best
practices from the team building
the solution. The post Accelerate
your Windows Virtual Desktop
deployment—join our virtual event
appeared first on Microsoft 365
www.microsoft.com

Mar 9, 2020

Earn 15 Points

Working remotely during
challenging times

A Shanghai-based Microsoft
employee shares lessons of working
remotely during the COVID-19
outbreak. The post Working
remotely during challenging times
appeared first on Microsoft 365
Blog.

www.microsoft.com

V. IH_!'
i = s e
Earn 15 Peoints
Empowering care teams
with new tools in Microsoft
365
Microsoft 365 announces new
capabilities to improve
communication and collaboration
in healthcare, allowing clinicians to
focus on better patient safety,
quality of care, and reduced costs.
The post Empowering care teams

with new toals in Microsoft 365
appeared first on Microsoft 365

www.microsoft.com

Earn 15 Points

New Cortana experience
coming to Windows 10
helps you achieve more
with less effort

Announcing an updated Cortana

Ed Search or type a command

Dynamic Signal Public News Feed Settings FAQs About

Earn 15 Points

Our commitment to
customers during COVID-19

With COVID-19 continuing to
impact people and countries
around the world, workers
everywhere are transitioning to
remote wark. And they're using
Microsoft Teams to chat, meet, call,
learn, and collaborate all in one
place. The post Our commitment to
customers during COVID-19
www.microsoft.com

Mar 5, 2020

Earn 15 Points

Improve collaboration
across apps and customize
experiences—here’s what's
new to Microsoft 365 in
February

This month, we're introducing

capabilities to help teams
collaborate on content more easily,

Earn 15 Points

Empowering the NFL with
Microsoft Surface and
Microsoft Teams

Microsoft is expanding our deep
technology partnership with the
National Football League to help
them digitally transform and
empower the people who make the
game of football great—the
coaches, players, officials, and fans.
The post Empowering the NFL with
Microsoft Surface and Microsoft

www.microsoft.com

Earn 15 Points

Updated ThinkPad laptop
portfolio provides a smarter,
workforce experience

The latest additions to Lenovo's
ThinkPad portfolio are designed to

Dynamic Signal provides a news feed of content that lives inside of Microsoft Teams. The Business Development
Manager uses Dynamic Signal to read the latest updates.

Dynamic Signal

o

Dynamic Signal

Dynamic Signal is your Employee Communication and Engagement
Platform. Install the Dynamic Signal bot to broadcast content from
your community to your organization.

E

Created by

Dynamic Signal
Privacy Statement

Service Agreement

Microsoft
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Workday cChat Files About

@ Workday 10:54 AM

12:29

Lookup a coworker Take time off

& Workday

Enter expense Ask Workday

Company holidays More...

A AM
< AV

10
10

view time off o) Welcome! Use the buttons below to get going.

Lookup a coworker y [ Take time off

@ Workday 10:54 AM
[ Enter expense } [ Ask Workday }

As of today, these are you balances:

[ Company holidays ] [ More... ]

* Floating Holiday (Floating Holiday (Hours), Paid Time Off
Adjustment (Hours)): 0.0 Hours

® Paid Time Off (Paid Tim ff Adju . 9
a3  Off (Paid view time off
(Hours), Vacation Sell, Vacation (} S

As of today, these are your available balances:

Vacation (Hours): * Floating Holiday (Floating Holiday (Hours), Paid
7, 2021 (8 Hours) Time Off Adjustment (Hours)): 0.0 Hours

« Paid Time Off (Paid Time Off Adjustment (Hours),
Sick (Hours), Vacation Sell, Vacation (Hours)): -27.91
Hours

The following requested and approved time off has
not been subtracted from your available balances:

Vacation (Hours):

vpe vour questions here
Type your questions h ° Type a message

2 © @

Add Workday to your Teams for easy and friction-free HR and Finance tasks. The New Hire interacts with Workday to

view his time-off balance.
130



=¥ Microsoft
Manage Leaves and Access Company Policies
HR Associate

Scenario Walkthrough

The HR Associate at Contoso has prepared a presentation on the new work-from-home policy for the new hires. A few days
before the presentation, she falls sick and needs to take rest to recover fully. The HR Associate seamlessly looks up her
healthcare benefits, leave balance, and other payroll information to take immediate action and remotely apply for leave while
effectively handing over responsibilities.

Views her payroll information and leave balance before applying for leave using the Leave Bot.

Receives a notification that her leave has been approved via Leave Bot.

Reaches out to the HR Analyst to request him to present the new policy to the new hires via 1.1 chat.

Shares the PowerPoint presentation with the HR Analyst via PowerPoint.

Notifies the HR Analyst of the updated company policies that can be accessed via Way We Do.

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

Enable 1:1 chat for quick communication and easy file sharing.

Look up your company’s health benefits and policies with Way We Do. E @
Access leave balance and apply for leaves with Leave Bot.

: : : : PowerPoint Way We Do Leave Bot
Create visually rich and engaging presentations that can be accessed over the cloud /
with PowerPoint.
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Microsoft Teams

@ Leave Chat LeaveBoard Public Holidays Help About

Activity

Chat

0:13 AM
HH Your 1 days leave has been Approved b...
Welcome to the Leave Bot

Leave Bot helps you plan and organise your leaves in very guick
and simple ways

Miriam Graham 10727
E Also take good care of yourself, Adele.

Calendar Christie Cline
You: @ GIF

0 Qubie

Sent a card

ADP Virtual Assistant 10/21
ooks like your HR practitioner has some...

A Welcome to the Leave Bot
Leave Bot helps you plan and organise your leaves in very quick

and simple ways

m Public Holidays

Hey Adele! Here is what | can do for you

@ Help | /7 Leave Request
I/
:]'\ Leave Balance

m Public Holidays
@ Help

From Duration

03-Nov-2020 Full Day

To Duration

Vacation Sickness Personal 03-Nov-2020 Full Day

Please specify a reason for your leave

Your leave request has been successfully submitted to your manager! Please review your details
below:

Updated

[ Vacation ] { Sickness ] [ Personal ]

Type your questions here c Type a message

Ay O @

Manage your leaves right inside Teams with Leave bot. Chat with the bot to know your leave balance and submit leave

request. The HR Associate interacts with the bot to submit a leave request.
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Microsoft Teams

@ Leave Chat LeaveBoard Public Holidays Help About

[ — | cent m Public Holidays

9:13 AM

Your 1 days leave has been Approved b...

Activity

Miriam Graham 10/27
Also take good care of yourself, Adele.

18:21

Qubie é Leave

Sent a card )
[ Juratie 03-Nov-2020 Full Day

Christie Cline
You: il GIF

ADP Virtual Assistant 10/21
ooks like your HR practitioner has some... To Duration
03-Nov-2020 Full Day

Please specify a reason for your leave

Vacation Sickness Personal

[ Vacation H Sickness [ Personal ]

. . - Ott
has been successfully submitted to your manager! Please review your details

Your leave request
below:
I Your leave request has been successfully
Jpdatec . .
P submitted to your manager! Please review your
details below:

Oct 28 - Oct 28, 2

1 days OOF Oct 28 - Oct 28, 2020
SL: 1 days OOF
SL;

Approval Status: Approved
Approval Status: Approved

Manager Comment: Get well soon ) Manager Comment: Get well soon ?)

Edit Withdraw [ Edit ] [ Withdraw

Your 1 days leave has been Approved by your

Your 1 days leave has been Approved by your manager.
manager.

Type your questions here ° Type a message

O B B

Submit leave request and view approval right inside Teams with the Leave bot. The HR Associate views her leave

approval.
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Microsoft Teams

Chat v @ Miriam Graham cChat Files Organization  Activity —+

Activity
2 Sitedax/
a »@ Senta card
10427720 6:19 PM
Zoho Projects Hi Miriam!
Sent a card
Edited
| am under the weather and would be on leave for tomeorrow. | have created the presentation that |
was supposed to present to the new hires. Would you like to present this since | would be on leave?

Lidia Holloway
Thank you. That would be great.

Lynne Robbins
You: @ GIF
Miriam Graham 10/27/20 6:22 PM
Town Hall Meeting ’ Hey Adele!
You: il GIF

é Miriam Graham

@ Offline

Town Hall Meeting 12/30 Yes. | would happily do it. (&

You: Created meeting notes for this meet...

Town Hall 12/30 10/27/20 6:37 BM  Edited
Mestor: il GIF Thank you, Miriam! This is the presentation that | prepared. You can find the updated policy details in
the HR Policies tab.

©00%

| am under the weather and would be on leave
Lee: @ GIF Work From Home_Policy Updat for tomorrow. | have created the presentation
. ) ) Q personal > adslex-‘_mE_E'Sx'I13248_:n|‘1i... tP.\at I was suppos.ed to present to _the_new
Alex Wilber 3 hires. Would you like to present this since |
You: Sure, will do that. &b would be on leave?

Christie and Lee

1y ‘g

I

7/20 6:38 PM

gbo 12/14 Miriam Graham 10/2
You can type another query, or refine yo.. [ Awesome! Hey Adele!

Leads - Mark & Project 12/7 ' =
You: Thanks, Lidia Holloway. I'll take a loo... 'i_MSD Ta_kE. g?c.ﬁ.c..a:iof ?EEI.FSEH' Adele. Yes, | would happily do it. =

[y R (e E S
Preciate 11/23 = ;'_".,.4’ \,.‘ :

Sent a card

09

Thank you, Miriam! This is the presentation
that | prepared.

BravoMow
Sent a card

Work From Home_Policy Update....
525.13 KB

Project Timeline & Resources 11

Irvin: Hi all, we have received a go-ahead...

. ) Awesome!
Christie Cling 10/29

You GIF
tou: Also take good care of yourself, Adele.

Leave 10/28 k'l ol T i * -
Your 1 days leave has been Approved by ... o i e ) ' ’

L “on
Miriam Graham 10/27
Also take good care of yourself, Adele. ... e

Type a message

29920 %

£33 ADP Virtual Assistant 10421

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

The HR Associate reaches out to the HR Analyst and shares the PowerPoint presentation created by her in a 1.1 chat.
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File Home Insert Draw Design Transitions Animations Slide Show v Open in Desktop App Q@ Search [=] Conversation

i3 New Slide ’ ‘ ‘ /O b

O -'

CONLOSO .0

Help Improve Office =

Use PowerPoint right inside Teams with Office 365 integration and create clean slide presentations, intricate pitch
decks.

8-

=¥ Microsoft

é Work From Home_Policy Update.pptx

o T

CONLoso

1
"Welcome!

| Work | ';nHome Policy Update
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Microsoft Teams

Teams HR Policies and Benefits Posts Files Wiki HR Policies ~ 1 more v+

Your teams

E Mark & Project Team

< Back

Procedures I'm In (5)

E o [/ 01. Start Here: Process

Calendar Digital Assets Web

02. Health Benefits ¥/ Month-End Accounting [ Mew Employee Onboardi

Procedures Checklist

Use this checklist to onboard new
team members at [Company]. Clic <
the "Run Checklist” button and ent

Use this checklist each maonth to
canduct month-end procedures, This
process will run automatically each

This is an example of an Activated In this section, we describe what we
Checklist process that can be used for offer to our employees. We provide
—|iri|'g training, reference guides and every information om our health insurance

Go to Market Plan ..
HR Policies

Human Resources / HR Policies and Benefits

Rezearch and Development

day work management.

plans and benefits like work from
home options and company-issuad ..

rmarth,

the name of the employee into the
"Activity Title™,

< Back

Human Resources Procedures I'm In (5)

General Viewas Grid v

Employee Engagement
[/ 01. Start Here: Process

=41 Safety Toolbox Talk Meeting
Record

Employee Performance

This is an example of an Activated Checklist process that can be used for
training, reference guides and every day work management.

HR. Policies and Benefits
Use this checklist to manage toolbox

talks each [week/fortnight/manth]
This process will run automatically
Planning ch period or can be run manually.

Mew Job Listings

Review

Training
Contoso see 02. Health Benefits

General In this section, we describe what we offer to our employees. We provide
information on our health insurance plans and benefits like work from home

Announcements options and company-issued ...

Employee Engagement
Employee Recognition
Monthly Reports

Security and Safety
[%i Month-End Accounting Procedures

Hidden teams

Use this checklist each month to conduct month-end procedures. This
process will run automatically each month

+ .
i85 Join or create a team

Find and use playbooks, policies, procedures and processes right within Microsoft Teams with Way We Do. The HR

Associate looks up health policies using Way We Do.
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