A AvePoint

Tailoring Microsoft Teams For Maximum Productivity

Create Teams templates and customize rules for different departments across your organization

Unleash the Power of You

“ Accessible content is available upon request.



https://www.avepoint.com/events/webinar/tailor-teams-productivity
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Where we're going...

Teams as the “hub” for teamwork
Tailoring: Making the team “fit"... for
purpose”

“Template” options for Microsoft Teams
and beyond

Q How do | get started?

What users see is just the beginning...

A
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Microsoft Teams — The Hub for Teamwork

Office
applications

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

Content
and
authoring

Collaborate: Deeply integrated

Office 365 apps
Microsoft P

Teams

Customize & Extend: 3rd party
apps & existing systems

Everyday
Apps and
Services

Chats, Calls
& Meetings

N Work w/ Confidence: Enterprise
security, compliance & manageability

Bots and
Connectors

A
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”Team | WOrk"

J

Share Files

Plan meetings
and events

. Alex Wilber Ben Walters

Track tasks

g@ Lidia Holloway %@ Henrietta Mueller
:-_'._._.:' 13 "-_t'_.'_ 1 ] larketin: ictant
Send and
receive emails

Irvin Sayers

(=

Miriam Graham

Chats and

i conversations
Social

engagement



L ook familiar?

Office
applications

"Team | Work”

Plan meetings
and events

. Alex Wilber Ben Walters

Marketing Assistant VP Sales

i

Share Files

Content
and
authoring

M ICIrO SOft g’? Lidia Holloway & Henrietta Mueller : \/./
8 Product Manager % Marketing Assistant fe=s
Track tasks

Teams

Send and
receive emails

Eversygli)(; Chats, Calls !wln fayers - Mpir‘rigm-wG' Traham
P & Meetings VP Marketing
Services

=)

Chats and
conversations

Bots and

Connectors Social

engagement

A
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e " Channel: General TABS= Resources to

T h > Pa SIC S h d pe + (TAB) Conversations support the Channel
I « (TAB) Fil 1
O a Tea m .o * (Tab) Clo:‘erence task Planner "’I

CHANNEL = Focus area

& “attention” boundary

Channel: After Hours Channel: Logistics

 (TAB) Conversations

* (TAB) Files

* (TAB) Logistics doc

* (TAB) Rooming worksheet

 (TAB) Conversations
« (TAB) Files
* (TAB) OpenTable Site

Conference
Team

TEAM = Security boundary,
0365 Group membership

Channel: Marketing

. . Channel: Meeting
Communication

Management

* (TAB) C ti i
ETAB; Fi(l)ensversa 1005 « (TAB) Conversations

« (TAB) Photos Doclib « (TAB) Files

o * (TAB) Meeting OneNote ®
- (TAB) Hootsuite sit
(TAB) Hootsuite site - (TAB) Meeting worksheet A

©AvePoint, Inc. Al rights reserved. Co gL, LinkedIn 21 AvePoint, Inc.



The "nub” ... In action!

The Team’s CHANNELS Channel TABS

]
Q. Search AvePoint o * 1 = O

. Teams /7-/7@ TEAMV General Posts Files Shuttle Schedule ~ GDPR  AvePoint IGNITE 19 APP  Overview Doc  Wiki / B 7 D e O Meet v

1
a I_. Ignite 2019 .
- .-« Attendee Transportation Schedule.pdf
@ enera =
. /
s Community Champion Summit -
Hot Leads

Calls Live Blogging and Live Stream

Meetings

-.r\d run throu
r sportation amb
Photos Transportati resentatives w ing all shuttle hours

= MSFT Announcements and Positioning

'_ Planning L
Product Batphone Su nday, Nov 3 Monday, Nov 4 Tuesday, Nov 5 Wednesday, Nov 6 Thursday, Nov 7 Friday, Nov 8
. (’5: AM Conference Shuttle AM ;onferer'e Shuttle AM Conference Shuttle AM Conference Shuttle AM Conference Shuttle All Day Conference Shuttle
Ignite Tour DC 2019 : m : - m
HED General o
Hot Leads !
a=
i Marketing
Meetings
A7 "3

3 hidden channels
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Tabs: Docs and applications in your Team channels...

General Posts Files Wiki News @

Add more people

o Megan Bowen joined the team.

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel lSearch Q
More apps

Tabs for your team

L S X ‘
) by |
Document Excel Forms Jira Cloud OneNote Planner
Library
Power BI PowerPoint SharePoint Stream
More tabs

Aktivlearn AMiION aulaPlaneta Avochato BA Insight Beedle Beesy

Plus
f . . EasylQ
%
d(o' book ' -

£33 Manage apps

BROCK

“ HAUS




T

Teams v n General Posts Files Shuttle Schedule APIGNITE 19 APP v 3 more~ -+ r 8 . 0 &

. .
— X Leads and Customer Not...

L] L] .- --@
E\/e I I C |t | E e I I T:::s Community Champion Summit
Hot Leads * Contact Name

Calls Live Blogging and Live Stream
Meetings

@ o

Calendar MSFT Announcements and Positioning
. Photos Account
. d ,
e Files Planning

Product Batphone

Phone; Email

B -y
€ APP act... | -
o =i
e Po' e Entry Type
_ ‘ . Post Meeting Notes
NOTES | For Post Meeting - Who the
e customer is, Their size, What they do, Major
. concerns, Solutions interested in, Summary
of the conversation, Next Steps
' —-— L LIHFI
&
Apps L ol
x 28" Join or create a team e

A simple Power App exposed through a Teams Tab
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Taking this to the next level...

https://docs.microsoft.com/en-us/MicrosoftTeams/teams-adoption-define-usage-scenarios

Best-practice, business-specific “templates” for Teams...

Microsoft Teams use cases for every scenario

Customer Support Engineering Finance

* Enable continuous knowledge sharing = Enable continuous discussion Scrods a * Prepare earnings release with cross-
between thifts distributed team functional stakeholders

* Prowvide visibility into oustomer escalations = Disouss ideas and requirements, gather * Streamlinge data consolidation and analysis
Search for solutions across comeersations inputs in the open = Store budgeting documentation and files
Speed up issue resolution with various | * Store standard documentation and files . 3, gpare sconomic trends and news |I_
subject matter experts * Integrate with developer tools like Jira

Human Resources Marketing Sales

* Drive abignment on job descriptions and = Coordinate campaigns and event tasks = Get quick answers from PMs and Sales Ops
streamiine interview processes * Share the latest content drafts for feedback * Share key customer wins

* Flan and prepare new employes onboarding = et automated reports from analytics tools = Get lead notihcations and deal mentions

* Engage distributed ampioyess in taining * Prepare marketing launch across multiple » Share latest company, product and
Share department resources and : stakeholders competitor news '.
documentation Y .' ) ==

Operations & Project Management

* Streamline project communicabion and tools * Share hles and collaborate on delrverables

* Prowide status updates, get feedback, coordinate tasks * et new propect members up to speed quickly _E g . ..
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https://docs.microsoft.com/en-us/MicrosoftTeams/teams-adoption-define-usage-scenarios

“Template” example-- Education

Microsoft Teams [ Search or type a command @

Teame The TEAM The Jeam's CHANNELS v B

+ .
28 Join or create team

< Allteams E General Posts Files Class Notebook Assignments Grades * Channe/ 7_/455 @ Team
Cara Coleman 4/6 2:02 PM
o) Can anyone tell me what a variable is? Please give an example in the form of a simple word problem.
5 replies from Alex, Cara, Fatima, and Marsha
Algebra < Reply
General # Marsha Davenport 4/6 2:02 PI 2
& Hey @Algebra, I've been using this site for awhile now and it's really useful for learning new concepts.

Extra credit corner hitps://www.wolframalpha.com/examples/mathematics/algebra/

H k hel
omework il Waolfram|Alpha Examples: Algebra

Subjects ses Interactive algebra calculators for solving equations, polynomials, rational functions, simplification, vectors, matrices, linear
Cé') algebra, quaternions, finite groups, finite fields, domain & range.

Units

www.wolframalpha.com

3 replies from Rosie, Samuel, and Cara

¢« Reply
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How does this actually work? (today)

Methods available to create repeatable, pre-configured Teams

Teams Templates ‘Cloning” a Team

 Provision the team programmatically using « Create a Team based off an existing team,
one of the available “Base Templates” MSFT copying Channels, Tabs, Settings, Apps, etc
provides (limited options, can't create your own) - Can be done by an end user or

« Programmatically add and configure programmatically
Channels, Apps and Tabs . “Configuring” Tabs requires additional

« Requires scripting/coding expertise scripting/coding expertise

« Any changes to templates require skilled « Easy to change your reference Teams to make
coding/scripting changes to the template

https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-templates

https://docs.microsoft.com/en-us/graph/api/team-clone?view=graph- ()
rest-1.0&tabs=http
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https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-templates
https://docs.microsoft.com/en-us/graph/api/team-clone?view=graph-rest-1.0&tabs=http

A’
Activity

Chat

Teams

@

MyHub

Calendar

il

Files

Microsoft Teams 4 Search or type a command

@ MyHub Chat Home Start arequest Workspaces Requests About

New request > Create Private Team

Step 1. Request information

Request summary *

Need a workspace for the new clinical trial

Notes to approvers

Please approve ASAP!

Team template
(O Create a team from scratch

(® Create a team from an existing team

Select one
Select one
' . Clinical Trial
Board Meeting
Clinical Trial @

Employee Onboarding
Performance Review
" Quarterly Conference

Retail Store Construction

AvePoint Cloud Governance

Service Management Copy of Create Privat. ®

rﬁ Copy B Save E-‘o Save and Activate X Cancel

Team Template

Choose to allow business users to create Microsoft Teams from
scratch or create teams from team templates. Business
Enablement Templatess can be the teams you add to the template
scope or existing teams that the requesters belong to. Note that if
a business user creates a team from a team template and chooses
to copy team settings from the template, your configurations for
team settings will be overwritten.

Allow business users to create a team from scratch
Allow business user to create a team from template
[ Allow business users to select from their own teams

Allow business users to select from the team template scope

% Add Team
Te:

Privacy Action
Employee Onboar... x
Clinical Trial
Software Develop...

Retail Store Constr...

X X X ¥

Quarterly Confere...

172>

e




Service Management > Copy of Create Crisis .. @
] |

. Il cory B save BB saveandactivate X cancel

What about |

. Gl’al.lp Team Site DEﬁign [ Public Sector customer tracking V]
. ° | = a :
| Select a site design for Office 365 group team sites created via | %_'mgﬂ by IT Admin v
a ( ( | | O | I a | this service, or allow business users to select this in the request () Show as Read-Only to Business User
| form. (® Higde from Business User

T . I i O Search for helpful resources
customizations? e

= <~ Demo - Creating a new Team and automatically create a new item in SPO list

Service Management > Creat & Home

@ When a request is completed

[ Action items v \L
h Copy g Save Ei_r Save and Activate x |D/" My flows
298 MyHub X
—+  Create N
&~ Search connectors and triggers
& Templates
Custom Action 5 Triggers  Actions
& Connectors

Specify the desired custom actions to execute via publishe

Services. Custom actions can be initiated during pending r @ When a request is rejected

v ®
validation, before request approval, after request approval Data MyHub
ion r n r ration
EERlt GRECUCHE SR UT RICHE BHCE S et o(g Al Builder v @ When a request is submitted o
O
» Pending validstion - After requesters save and submit the i \/vHub
specified custom action will be executed to validate there 1 solytions

When an approval task is assigned

request is valid, a task will be generated and assigned to i o©
MyHub

« Before approval - After requesters save and submit the re
specified custom action will be executed. Then, a task will

and assigned to an app r When an end user completes a governance details confirmation task

=
=

Learn

. MyHub ®
+ After approval - After requesters save and submit the regu
be generated and assigned to an approver. After the appr
the task, the specified custom action will be executed.
+ After execution - After requesters save and submit the req
the settings configured in this service are executed, the specified custom
action will be executed.
* Upon error task generation - After requesters save and submit the
request, the specified custom action will be executed if an error task is

nnnnnn U o RS ST T e b L e e e

When an error task is generated
MyHub ®




SO, where
do | start?




KEY 1. GET INFORMED

Uncover what's possible

https://docs.microsoft.com

What is on the roadmap?

https://www.microsoft.com/en-us/microsoft-365/roadmap

What can be automated / templated?

Know your limitations
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KEY 2: PLANNING = SET UP FOR SUCCESS

Talk to your end users
Find and work with pilot team(s)

Define what collaboration and communication spaces are needed

-ind champions or work with existing BU's / champions
Define success

Budget including time, resources, and go-live dates




IDENTIFY BUSINESS SCENARIOS

NOT SURE HOW TO BEGIN?

As someons in

(Team)

P23

As someonein
Sales Management

I want to
{Descriphon of
whiat | want 1o do)

| want to

have a single versicn of the
sales proposal that everyone
has access to rather than
managing multiple versions in
email

Using...
[Specific applcation
of the technology)

Using
a SharePoint site to centrally
store and share a single
vergon of a sales proposal
that my teamn can edit
together using co-authonng
in Wiord and PowerPoint

I'll know this is
successful when...
(Solutions success
measure)

i

I'll know this is
successful when
iy Sales team Creates
proposals mone exsly: gnang

them more time 1o close deals

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.
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KEY 3: PROTOTYPING

Begin building working solutions manually

Work with champions or pilot team to validate and refine

Incl. Teams teams, SharePoint sites, 1st/3rd party tools, etc.
Always consider what is / is not possible to templatize

Test workflows

A
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KEY 3: PROTOTYPING: REFINEMENT

Get feedback from your pilot teams
Refine channels, tabs, default pages, all aspects of spaces

Consider naming conversions for the long term

Use interviews, teedback forms, workshops, etc.

Refine now before templatization




KEY 4: TEMPLATIZATION

Repeatable, automated processes promote adoption

« Prescribed solutions with documented outcomes

Microsoft 365 provides multiple temptation technologies

« Graph, PowerShell, Teams templates, PnP provisioning

Proper path dependent on budget, time, and resources

A
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KEY 5: END-USER REQUEST PROCESS

Planning / architecture: IT & Management of Provisioning

« Who will be allowed to provision?
« What are the requirements?
« How will someone provision?

Interface

« Microsoft Forms, Power Apps, AvePoint MyHub, custom applications, SPFX / Teams app in tab,
email, bots, teams channels

Process: Automated, semi-automated, or manual approval / provisioning processes
« Power Automated, Logic Apps, 3rd party

A
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KEY ©: TEST, QA, & REFINE

Validate solutions based on requirements and processes

Defect Management — track issues and resolutions

Set criteria for pass/fail

 Risks & Contingencies — have secondary collaboration options

Extended testing — include broader data evidence

« What has been tested

« What was not tested enough

A
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KEY 7: NEVER STOP THE EVOLUTION

Fncourage and support feedback during rollout and beyond
 Keep listening to end users, champions, and provisioning managers
« Empower your champions

-« Keep processes updated based on feedback and experiences

« Focus on training, support, updates, and reports




BONUS KEY: STAY CURRENT

Stay up-to-date on what's possible for constant improvement
 docs.microsoft.com

« Microsoft 365 roadmap

« Microsoft 365 Champions program

 Find reliable tech blogs

 Find reliable podcasts

 Follow AvePoint / PixelMill Webinar series

-« "Attend” ShiftHappens, Microsoft Ignite, and other digital workspace conferences

A
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Teams Templates will be getting more interesting soon...

Create a team

Lo Fram 34

Manage an Event *

Select from a templ

% B

Microzolt Teams admin center

Teare templates Y Craabe 2 lemplate

Select a starting point for your new template

Felect starting point
You can start from scratch, use &n existing team as & starling GOIng, oF wie &N exrting templite ad 4 $artng point.

@ Create a brand new template

N 1k
() Use an existing team as a template

a starting . The templabe » e ol lsckingy o

(_} Start with an existing template

4 eiiting bemplate 51 8 sharting podet snd the

https://techcommunity.microsoft.com/t5/microsoft-teams-blog/cre

©AvePoint, Inc. All rights


https://techcommunity.microsoft.com/t5/microsoft-teams-blog/create-teams-quickly-with-templates-in-microsoft-teams/ba-p/1394163

Project (INTERNAL) I

|
e Pre-set Channels and Tab TEMPLATE DEFINITION: Recommended for internal-
11 11 . department or ad-hoc Projects with a small-to-
el l Ip a eS recommendations are great medium audience who require pre-configured default
Project channels with real-time chat and meetings.

for helping contextualize

a re mOre Teams for business users,

but these only get you so

tha N JUSt far as a “template”.
Channe S aﬂd - The AvePoint approach

accounts for the

CO nﬂgu rat|Oﬂ Operational Governance

and lifecycle to ensure

EXTERNAL No external
“templates” are not ONLY SHARING sharing
provisioned correctly (and
A template framework that compliant with IT policy) but E;(:;Eﬁi:g:/ aﬁer'\lj's?a{‘}ezj .
includes the site components, also managed

and the lifecycle components.

WHO CAN All requests through
CREATE Central IT

A
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Decision Trees Map the Business to the Templates

Helps with adoption making it easy for users, and helps clarify IT Governance

I would like a new

space for sharing or
working together

Does a similar site W Yes

exist already?

)

|No

Is this for your

. Sharin
Contact IT to decide Is this mainly for publishing/sharing
best action Dept content like a landing page, or
more for Dept collaboration and
discussion.
Collab
External

Working
Team

-

Is this related \ Organizational
directly to your Dept | Dept Related
or is it a ad-hoc

Dept Home >
Dept Team i;

-

Dept Ad Hoc External ﬂi;

©AvePoint, Inc. All rights reserved. Confidential and proprietary information of AvePoint, Inc.

Part of the main Intranet navigation, this SharePoint
site provides a Dept with a landing area to publish
policies, info, and announcements for sharing with a
wide audience.

The Dept Team is using Microsoft Teams to enable
one of the CUSTOMER Business Units to have an area
to collaborate in real-time. The defining feature of
this audience is that it is directly to a Dept

allows EXTERNAL GUEST USERS (such as partners
or vendors) to collaborate together with employees in
a shared space, with tighter approval and

A et A

A




Microsoft Teams

4

Search or type a command

‘1

Activity

Chat

Teams

Calendar

&)

Files

521

Apps

@

Help

0,

00

MyHub Chat Home Startarequest Workspaces Requests About

New request > New Workspace Request

Are you working on a project with more or less than 5,000 people involved?

Less than 5,000 Users v
Do you already have access to a workspace for the collaboration required?
No v

Do you require chat based functionality to communicate with your team? Or is
email functionality more appropriate for communication?

Chat Based Is Needed

Do you need to work with individuals that don't work for our company? These
individuals may be contractors or other outside laborers.

Select one

Internal Only

Outside Access Required

Outside Access Required

©AvePoint, Inc. All rights reserved. (

Questionnaire Management

E Save As Draft E;‘» Save and Activate ) Cancel

Workspac

e Re..

Please drag your desired questions and services from the left pane onto the workspace to configure the question order and logical
branches in the right pane. You can view the step-by-step guide for reference.

Je)

Are you working on a project with
more or less than 5,000 people
involved?

Do you already have access to a
workspace for the collaboration
required?

Does your project require custom
development to display information?

V' Services

o

(®) Add End Points Automatically

Change Management(2) -

Change Site ownership

Change SharePoint Quota

Create(15)

@' Start

4

‘Are you working on a project with -

i

L

/

’Do you need to share one file? Or ¢

9

|
—®
£ | If you requir /I need to share many files

/

need to shaie one file

‘Does your project require custom d

9

Yes

Y

N

More than 5,000 User:

X

Less than 5,000 Users

X
|Do you already have access to a wo ?

®

/

Yes

\

No
-

X
lDo you require chat based function \T

Email Collaboration Is Preferred

X

‘Is your pnmary purpose to co\lal&?

¢Yes

‘ Modern Team Site

g, N,

\

Inte Only

Create Internal Private Groué\

i

|

| Publishing Site

i

Internal Only

/

/

Chat Based Is Needed i i
2\
:E ‘Do you need to work with individua ?

‘Do you need to work with individua -

¢Out5|de Access Re:

Create External Private Group

@

Outside Access Required

Create External Team

‘ Create Private Team

7




[ ] . .
. Solutions Products Services Resources About
A Av ePoint

Learn more AvePoint

h e re I Using and Tailoring Microsoft

Teams for Your Organization

How to handlle surging activity in Teams and boost security and

compliance Using and Tailoring
Microsoft Teams for
Your Organization

Claim MypFree eBook

’,' How to handle surging activity

£ 10 in teams and boost security
_ and compliance
+
i

Make Teams More Productive For Your Table of Contents
Organization

*
Microsoft Teams has seen an unprecedented surge in adoption and Chapter 1: Introduction

usage since March 2020 due to an increase in remote work and its use as
being the premier hub for collaboration and teamwork. However, with

this surge organizations are realizing that they cannot set and forget their .

Chapter 2: Introductory Overview of Teams

[

Teams deployment as issues can begin to arise.

https://www.avepoint.com/ebook/tailoring-microsoft-teams
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(] §
: solutions Products Services Resources About
A AvePoint :

Request a
d e m O I Scale, Automate, & Secure

Accelerate Microsoft 365 adoption
with automated service delivery

Give your users the Teams, Sites and Groups they need, when they need
them, all backed by a sustainable, efficient and secure governance
framework.

Request a demo FREE TRIAL »

ROI Calculator ‘ | Resources

Governance: Balance collaboration &
] control
Cloud Governance for Microsoft 365...where collaboration and control

intersect. Good governance ensures Microsoft Teams security and
Microsoft 365 managameant requirements are met.

https://www.avepoint.com/products/cloud/office-365-governance
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