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The Hub for Teamwork




One Stop Shop For Your Team

Office
applications

Content and
authoring

Microsoft
ICEI NS

Everyday
Apps and
Services

Chats, Calls
& Meetings

Bots and
Connectors

Communicate: Chat, calls &
meetings for today’s teams

Collaborate: Deeply integrated
Office 365 apps

Customize & Extend: 3rd party
apps & existing systems

Work w/ Confidence: Enterprise
security, compliance & manageability
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Collaborative work management with Microsoft 365

Content easily and safely shared Tasks are managed across apps

Drive team and personal
accountability together

Access & work on files from anywhere ,

Track with activity & notifications ! .
Create and assign tasks using

@mentions

Information helps your workflow Communications are in one place

Organize work into simple, powerful lists Coordinate over chat, audio, video

. . iy .. Connected ™ .- . .
Track with rules, views & conditional AR -7 Quickly schedule and attend meetings

-~

formatting ~ Secure

Learn more: aka.ms/MSLists



Organize Work with Microsoftt Lists




Track what matters most with Microsoft Lists

I

Easily create, share, and track lists
with anyone, on any device

+ Keep everyone in sync with rules
and quick edits

o

v

v Customize your lists for whatever
your business needs

Learn more: aka.ms/MSLists



Create a new list and share it with colleagues

- Start from anywhere:

« Lists app

 Import a data table from Excel

« Lists app in Teams

 SharePoint
« Track issues, assets, activities and more
» Configure and refine with:

« Filters and views

» Color formatting

« Ready-made templates

Learn more: aka.ms/MSLists



Start and use a list from within in Microsoft Teams

Q Search or type a command

Teams - HR Posts Fies Recruiting +  Team  Confdentl O S |v

Pinned
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Tomothy Machine Operator Poentl @ Rcardo Cocper Solid but not a reat nterviewer

it st o v your ake? @)

9 g M
3 fve worked with him briefly 3t my

previous gig. He was up beat and
Details friendly.

Asronbuten@microsoftcom
ma Wiamson Warhouse Pacer o @ ortyhnn Sounds super rlable and et

Arlene Richards Materal Handler Offe sent @ CountneyHamkins Can do nights and weekends

Jorge Warren Forkift Operator Nope. Theres Fox Accident history, no referas

Randall Howard Warehouse Packer 5 sanstons Good worketic and employm. Phane scresnse Appicaton dsta Outcoms ) Mo bessin
@ ry oska 0272412020 o © What was the mest interesting
thing from your phone intervew

with him Ray Tanaka 2
P sereen notes Astigned recruiter Recruiter notes

Jerome et Machine Opeaor © rosevim Ineniewed wel, but upredic

[ — T —————
Abdaniem Fosiive and upbest personaiy @ sein Coves
experienced in technical support at
corporae svents,hasa 85
cornticaion ind 0. MA
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Onite interview notes. Job post URL Onsite interview date

text here te bs/B3658057 02/26/2020

Oraite interviewer(s)

© et Owies

Create new of bring in existing
Start from a ready-made template
Chat, @mention, and collaborate
Share individual list items

Learn more: aka.ms/MSLists



Personalize your list with a few clicks

Default views help visualize your information: Configurable formatting, views and forms
. Calendar promote your data with personality:
. Grid  Conditional formatting

- Gallery * Show/hide filters
 Header and footer customization
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Learn more: aka.ms/MSLists
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Microsoft Lists — Frequently Asked Questions (FAQs)

EH Microsoft Lists is an evolution of SharePoint lists (using the same infrastructure)

~ Microsoft Lists is not a task app

QQ My lists data are kept in individual's personal storage in Microsoft 365 (like OneDrive to files)

dd Microsoft Lists is available for commercial and government clouds

Microsoft Lists has begun rollout, targeted completion October 2020; Lists mobile app later in the year
e

I,  List rules are not based on Power Automate and integration continues

List comments are stored in a list's schema

Learn more: aka.ms/MSLists



Unitied Task Management in Microsoft 365



Core principles of task management in Microsoft 365
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Tasks across Microsoft apps and services

o o n

Microsoft

Tasks in Azure
Launcher Edge Office docs DevOps
| A A
|
| I
]
! /
! /
/ . /I / /
* €----> 1 -7
Teams

Project

/a a0y

Planner in .
Cortana \ Flow SharePoint Dynamics
\\
AY
A
N\
N\
N\
N
N
\\\
N ﬁ Completed
‘‘‘‘ = === |n progress
LOB Microsoft loT
Graph

Longer term



Tasks in
Office docs Azure
Edge DevOps D

Dynamics

Microsoft
Launcher

i | X
OneNote 1‘ loT
'1',. Y

- Microsoft
, ™ Graph

‘-

&
Alexa ni ' . 1\ . ) ; Flow
.‘" V.' | ‘. ‘I'. “‘ |
1 & \ 8 -/
: ‘ { : Planner in
Cortana Y 5 : : | SharePoint
>\.
- — sv'
y | B

[

Sticky Notes

Project

o

Outlook Teams



Teams: Tasks in Teams

Manage all your tasks in one place
Automatically bring all your individual tasks from
To Do and team tasks from Planner into Teams

The app shows all individual and team tasks; the tab
shows all team tasks

Both experiences are nearly identical to those in To Do
in Planner—so there’s nothing new to learn

Tasks sync between To Do and Planner automatically

Choose the best view for you
Organize tasks in Board, Charts, Schedule, or List views*

Meet your deadlines
Receive notifications through your Teams Activity
feed and Chat pane anytime you're assigned new tasks

Assign tasks across locations
Create a master task list at the corporate level, then push
specific tasks to targeted Firstline Worker locations

*List view is the only available view for Tasks in Teams on mobile

Location Launch

Fourth Coffee Store / General

Submit permit drawings for approval
Hollie Rees +1more

@ {82 @o2 @21

Purchase furniture and fixtures
RevanSasidhan

105

Choose customer goods suppliers
Hollie Rees + 1 more

720 @2/6

Set product pricing
Hollie Rees

1015 21

Research and purchase espresso...
Idris Ibrahim +2 more

@ 710

Write side work descriptions for op...
Idris Ibrahim

(910
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Work and Project Management Guidance




When to Use Microsoft Lists, Planner, Tasks and To Do

Tasks in
Microsoft Teams

Microsoft
Planner

Store team-based tasks

Microsoft Lists Microsoft To Do

Only from perspective Only from perspective
S GICRECGOHEIREN G that you have a task in a that you have a task in a '
team task list team task list

£l

S— £n
ex
g

No, but you can
add the List to your
Team as a tab

Displays List tasks ' gﬁis
|

Displays To Do tasks ' ' fi i

Central listing of .
most of your tasks ' ' 3 ﬁé

in Microsoft 365

https://www.avepoint.com/blog/manage/microsoft-lists-planner-tasks/



https://www.avepoint.com/blog/manage/microsoft-lists-planner-tasks/

Project Management w/ Microsoft 365

All tasks, projects, portfolios

A
& Programs & Project for the Web Goals of individual, team, org
g Portfolios Project Oniine
: Microsoft P
R = icrosoft Project
e PrOJECtS Planner
Right tool for each job
3 Tasks Planner
i To Do .t . .-
< Familiar, intuitive, always on
Low Medium High

> Extensible platform
Level of Complexity

Visibility across all work




Extended Retention with & & sackue

Home & & &

Office 365 Backup =

{D Restore

Data Subject Access Requests @ @ @

E Job Monitor

Office 365 Groups Teams Project Online

El Next backup will be on Apr 15, 2019 2:33 PM Next backup will be on Apr 15, 2019 4:17 PM This object has no backup now.
Reporting v

Ht setiings v MORE DETAILS MORE DETAILS

Dynamics 365 Backup »

Hii Teams PROTECTED

Last Successful Backup: Apr 15, 2019 10:49 AM

Backup Details Restore Details

Finished

Apr 15, 2019 10:49 AM

Job Summary

Finished

Apr 15, 2019 5:00 AM ® Successful 56

Next backup will be on

Total Skipped 22
78 ® Failed 0 Apr 15, 2019 4:17 PM
Finished
o 3 View Details

Apr 14, 2019 11:06 PM

® Finished ;
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AvePoint

Using and Tailoring Microsoft
Teams for Your Organization
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How to handle surging activity in Teams and boost security and

compliance Using and Tailoring

Microsoft Teams for
Your Organization

-

Tl ik

Claim My Free eBook

-
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”
How to handle surging activity
in teams and boost security
and compliance.

-microsoft-teams


https://www.avepoint.com/ebook/tailoring-microsoft-teams
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