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QUESTION: Why would | use Teams? AXMTRA

SOLUTIONS

Has anvone ever ioined vour Would your life be easier if employee knowledge
* y j y N N N N ] Yes ..........................................................'* Wascata|ogedinonep|ace|nsteadofforwardlng

team, department or company? 137 emails to the new person?
' \ .

.
° ° O
* ’ Doyougetoverv\/helmedbythe\/o'UmGOf 2000000000000 OCGCOGISGIOGIOSGIOGIOGIOGIOGIOGIOGOLOGOGOSNOSIDSY ‘ o000 00° No Yes
R =0 o © © of emails you receive, just so you are ‘ .
* “kept in the loop”? Yes
[ ] . :
z .
* DOyOUﬁndyourse|f|eSSfocusedand P90 0000000000 00000 0OOGOSOSGIOSGIOSGIOGIOSIOSIOGOINOGIOSGIOGINOGINOGIOGOLOGIONINOGIOGILOGOLOGNOGNOGOOSLOSNOGNOGNOGSLS Yes : :
NO ccccccccccccece efficient than you want to be constantly ; .
DOCCOOOOC switching between apps? E . .
. . . e
[ ] [ ] [ ]
5 Have you ever been frustrated looking Y . . .
, 00000000000 OGOGLOSGIOGOGIOGSIOGIOGIOGIOGIOGINNOGOIOGOLOLOGNLOOGOOSNOSNOGSOS es () J 5
NO *ecccccccccccee for adocument or message and can't remember . A .
eccccce where it is? . . . .
. ¢ : .
Have you ever wanted to automate your . . . . .
entire job so you could play oo 5 Have you ever had to comb through four . E : 0
Candy Crush all day? E NPIETTITTTTT TP ifferent versions of the same document to combine | Yes . . . .
. : ; COCO0C000 everyone's edits into one final version? . . . . .
. . . . (] : : : .
. : : ; -
. (] (]

g Yes I just want E 5 Would it be helpful to have remote meetings that -« Yes . . . 0 .
. T E— s NO ccccccccccccccccce are easier to sign into, recordable, searchable, . . . . .
0 productive! . and help you make decisions more quickly? . . . . : .
. : o ° : : : : : :
: : Seccccodleccccccccccccccccccoce No ..............: : : : : : : :

4 0
¢ : Yes 20 00000000 OOGOOGOLOGOLOGLOGLOGOLOSOSGOSTO UseTeams! Itwillhelp

Find another tool. Teams 5

@eeccccccccccccce 0 0 00000 0000000000000000000000000000000000000000000000000000000000000000 Withthat!
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QUESTION: Should | create a new Team? AXMTRA

SOLUTIONS

° - Have you searched to v
i i itical? SRR  sceif a Team that meets your cecccccccccce up, no
6 Isit business critical weesoo needs already exists;/ existing Team. SIESEE S

[ ] v
[ ] [ ]
[ ] [ ]
. . :
[ ] [ ]
It's about . There .is aTeam . E
cats. E that might work. . 2
: . . ', :
: \/\/OU|daﬂeWChaﬂﬂe|maﬂ eccceccococoe Yes,itwould! ooooooooo.oo:-ooooooooooooo E
. existing group work? , . .
’ sesecececcecece |’'munsure. . :
Are cat products and/.or SCVIEE . . ...  Yes. . . 5
part of your business? . : . .
: . .....................E : :
. No, it ; : | :
. wouldn’t. . . b .
(] O b @ o :
o : O U 3.2 .
No. : 9 °
. Have you talked to your group g
. 5 to make sure a new Team B coocooo They are S —— .
5 is the right approach? not convinced. 8
[ ] [ ]
Are cats the beneficiaries of ".."”E E . E
your corporate charity? . . They said: :
. : oS00 0O0OOOOOOOOOOOO “Greatidea!” 00 0000 00000000000 000OCOCGOGIOGIOIOGIOIGIOGIOGOIOIIOGIOGIFDFNOGIOGFIIOGIIOIOGIOIOGDS
[ ]
. They said:

“NOWAY!,, 00 0000000000000 0000000000000000000000OCVGVGIOGIOIOGIOGIOIOGIES

Do Not Create A Team

No. 00000OGOGOOGOOOGOOSGIOOSOOS 000000000000 0000000000000 000000000000000000000000000000000000

AMTRA Solutions presents: »
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QUESTION: Should I use a reaction, an emoji or a gif? AMTRA

SOLUTIONS

: What is your
* Are you.respondlng toa Someone microwaved organizational culture Fun & laid
formal or informal message? stinky food, again. like? back.

Very
formal.

Traditional.

Do you feel like you need to
respond, but don’t know how?

: NO. oooooooooooooo :
. (o) .
Just leave it, don’t create Limit it to a thumbs-up reaction React, add an emoji, or
unnecessary Teams pollution to acknowledge message. go wild, send a gif!

AMTRA Solutions presents:
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QUESTION: Why should | use Private Chat vs a Public Channel KXMTRA
for Conversations? soLuTions

Are decisions being made

® . .
w What is the tOpIC? ....................................... Work stuff. that will impact the project,
timeline or deliverable?

Work-work? It's about

a Project.

Yes.

Or work-social stuff?

Making lunch plans
with co-workers.

”
[ ]
Would you be embarrassed if Is it ateam building
IT or your boss read the message? event or celebration?

Will the chat be helpful context
for other team members now

or later?

..‘.....
L B I B O O WY

Yo! Don’t put that
on Teams!

Let everyonein! Keep
chat in the channel!

AMTRA Solutions presents:
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QUESTION: Should | use an urgent notification or an announcement? XMTRA

SOLUTIONS

Our deadline is tomorrow,
o000 0O0OOGOOGOLOGOLOGOLOGOLOSGOOGOLOSOS andweneedtomakesure LN N N N N N N ]

If they didn't respond,

* How urgent is your Hey Everyone! This is a great

i 7 L N NN J LN N
message? everyone provides their input. oy loe oLl i be: : use of an announcement!
(] [
. s O (]
: . . ;
[ ] ° [}
: : Notsuperurgent’ 000000000000 OCOGOIOGIOGOLOGOOGIOOGOOOOGIOGOGOG we’dassumethey Worsethan :
e ceee. wearetryingto E didn’t have feedback. horrible. .
The office is collect input for a new . 0 R . .
Onﬁre, initiative. : :ooooooooooooooooooooooooooo. ...‘0..'........‘ An@mentlontotheapproprlate
. . : . a— ¢ + 3 eeeeee. peopleor channel in the message
. L] [} o .
: e you aware sending With ureency Yikes, seems o e . 0 will probably suffice.
‘ will alert them every two minutes — ididd lik KL “°°°°°°° + o
How many people need to see for the next 20 minutes? K€ OVETKIIL . .
this message. . St e
: : yar, I
4 : [} DUh, that’s teee E o D - = E E :
: : : :oo XXX XXX XN N thepoint, t ) : : :
: Everyonein JUSt ......:......................................... l........ .....;.;..E
. the channel. afew. . \ T
. .
. . ¢ . g
. . Are you diluting the effectiveness ¢ . .
5 . by sending everything as urgent or * ;
o . y .....................................J.....:
. . as an announcement? M
. ; .
J [ ] [ ] .
E : ......................... ..................‘...E
° [ ]
° °
° [ ]
. o

Stop! Pull the fire alarm, and
call 911 safely from your cell.

AMTRA Solutions presents:
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QUESTION: Should this document live in Teams? m

SOLUTIONS

Is this a “final” document

It’s a proposal
* What typ? O.f o000 000O0OGOOGOOGOOOSOO te"?plapte XXX XXX EEXXXxxx) that many peop|e peop|e|everage L N N N N ) YeS.
document s it? : and reuse? .
[ ]
(] o (] [ ]
P . o . . .
: ; n '.I:l No. Secocccocn. Best suited for
P : > . (X XXX NN NN X °
. : ZRAY : . SharePoint.
Itis my . It's a draft Are there multiple people o U, .
o000 O0OOS o0 e ) R N N N J . . . . [ ]
to-do list. of an RFP. ; contributing to or reviewing , oF No,justme. sceqeccccecs
. the document. . 0
: : : : s
5 5 Sometimes. Yes. 5 .
- . . . .
0 [ [}
. - pocccccaces . I'd be reduced ; .
. ; . veeee toapuddle cccceces R
S . . . of tears. .
only work-related items? . . was deleted or someone cew R I Teams
. . . E saved over it? teees Annoying, E E . :
J 0 . 0 but collaboration sseee .
: eeoooo0o0oe Yes. XYYy xxl : iS more important. : :
. . 4
It is my vacation . . S
packing list. . ceeee PUENE ceccccceslD- - .
. - . open for input. . .
0 Do you want control over when : bone Putiton
. and who sees / contributes oo -E (DLI00) OneDrive.
. to your document? . .
L XX X ) Yes_ 0000 000000000OCOCOE. . 0O  00000OCBOCGOS

Don’t save that to company
owned platforms!

AMTRA Solutions presents:
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QUESTION: Should I create a new channel? m

SOLUTIONS

. . Absolutely, in fact,
* Why do you need ®eeo0oc0o0ocoecoe Wedon,thaveaChannel eceeoccoccoeoendr»OD |S|taseper'at?top|CfrO|ﬂ Ehe sececcccoce Ihaveidentiﬁed 54 ceeoeoeoocey
a new channel? for this topic. other existing channels: R e .
[ ]
(] [ ]
: : : . .
'd il |f . E We don't have any No. Yes. .
on’t like how messy the . channels, so everything H . : :
) ecccccces ¢ 5O00000000C & Are you trying to over-engineer
sales channel has become; I'm is being dumped into f reeeecscccscesest : sececcccccccccccccces Y (;/urgchannels7 g
going to create a new channel called: “general”. . . y '
Impressive Sales Pedagogy. Does the proposed channel E E .
° ° [ ]
0 have a clear purpose? CEO00EESE00 Probably. .
. . : No.
: 5 : P ' :
SO,YOUWiHbedupncatingcontent N.(, YeS. oooooooooooooooo{oooo.o;oooooooo. ®ee 00.0.00.0.00........:

creating confusion on where

people should post or look to find stuff? E . )
LI I | . . Has your team discussed

. . . the need for this channel and
. m . . they all agree?

Yes,most 0000000000 0OGOGOOGOGIOGIOGLOIOGOIOGOOGOGTG ...;.............................‘ E E ll

definitely. .
[ ] : §®0000000000000000OOS No. Yes. ........................:

The only thing worse would be
renaming a channel without telling Yes, create a channel!

your team.*

*Bonus Tip: This action has consequences that

are really annoying, don’t do it unless it is absolutely required. AMTRA SO' UtiOnS prege ﬂtS‘

Learning the Why'’s of Teams
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QUESTION: Should I create a channel meeting? AMTRA

SOLUTIONS

Do you want to keep all pre,

Are you a member (not an | am a proud

9 during, and post meeting chat & NS MEBEER G000

content together??

external guest) of the channel? channel member!

You aren’t really meeting

: goTTTTssssssssssssees |s the topic aligned to the E about that, are you?
. ?
. e e purpose of the channel: E
We don’t have I don’t have access to calendars. : . :
anymaterials. 90000 OOGOSOGES »e o000 )l...............i Ofcourseitis. ..........: : :
: . : We are discussing .
. . strategies for dealing with *°°*°°°°*
Il \/\Vould an impromptu meeting with . . my witch of a mother-in-law. veoes
° th t h |b t. ? ..b--‘........... : od L3 '
: e entire channel be an option . Vo oy M Ty et e E ' Meet in the channel!
. . Um, there are channel, anyone who is a member SAEAEAEEEEEEIN (11 0 5
. . 426 members of can join? . o
° ° 0 o
; . the channel. o 3
: . g . Do you need to explicitly invite .
° O . *
: Sure! E.................... IjUStneedto themtOthemeetlng? E :
. ; invite a few people. . . E
o [}
. E y P teeo. Nope,itisjust “E E
o . . o
: : determine he best option for s We are discussing SRR
: @ t 7p receeecee importantthings oooooooooooooo.'oooooooooooooooooooooo
. Meeting: the Channel needs to know! e
Consider the “meet now” : LS BREEE
. . important meeting!
option. 5 :

AqUiCknOtetOtheChannelafter 00 0000000000000 0000000000000 OGGIGIOGIOGIOGIOGIOIOGIIOIFOGINFVDFGNOIDOGOOIGIPDGIGOGIIOGIVDQDOOIETDOGOSOGIOGIOGIOGIGS
the meeting with any updates will be fine. gecccccccccce

*Unless channel members are subscribed to the Office 365 Group,

AMTRA Solutions presents:
mrcityintmgeamel menbes et ] earning the Why's of Teams
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QUESTION: Why would | use Microsoft Stream in Teams? v @
im

reee Yes 00 00 0000000000000 00000000000000000000000000000000000000¢ > » SaVingitintheChanne|forthemtowatCh
later be helpful?

i Have you or anyone on your Team Would recording the meeting and automatically

ever missed an important meeting?

Would being able to use deep search to find key worcls |y AR N Tt Yes
[ LERAAAAASSARRAAARRRRAE spoken in the video be helpful to jump to the info you .
0O00O0CE00 want quickly (like mentions of your name)? es
[}
=~ . Have you ever wasted time, scrolling through long

P00 0000000000000 0 0000000 0000000000000 000OCVOGVGIGIOGIOINOIS Yes

= ; [\ EEEEEXEETTETLRRRY \ideos or keynotes looking for one speaker and wished
XERXEEX] you could use face detection to find where they speak?

L0 20 N Y

Does anyone on your team speak another language?
Ny Would they find it helpful to be able to translate the

0000000000000 00000000006000OCVGVOGIGIOSIOGIS Yes

:
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
[ ]
PERXTXX] transcription to their native language with one click? . .
[ ] [ ]
[ ] ° [ ]
Have you ever wanted to create a video . . E
hologram of yourself so you can make it look like - 5 Do you have training or videos that anyone . .
you are a Superhero? . POPPURPPRPPRPPRPIIN <\ to your Team or Channel would find helpful and |kt G . g
- . secccccce that you'd like to post to a 'start here' tab? - . .
(] ° (] . (] ° (] ¢
: - : : P
[ ] 0 [ ]
) ’ : : D | llaborate on vid I 2
Yes I just want . . oes anyone on your team collaborate on video -+ Yes ° : :
. 2 better ; NIRRT I Yy rcation and wish they could add thoughts, ideas, and . . -
. o . . 3 ° [ ] (] [ ]
E video experience. questions alongside the video: . . ; .
: .‘............................ No ..............: E ; E E E = 1

Yes 00 00 00000O0OGCSGIOGLOGLOGIOGIOGOOGSES |~ |0

Find another tool. Not I Use Stream Functionality

even Stream within Teams

0 0000000000000 0000000000000 0000000000000 0000000000000000000000000000000000000000000

i in Teams, the ultimate

N ‘ Dynamic Duo!

can dofthat. AMTRA Solutions presents: b
Learning the Why'’s of Teams J
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QUESTION: Should | send a document link or an attachment? m

SOLUTIONS

. . Maybe. | was asking for DYK: Attaching a doc to a chat puts a
* Durlng. tl:'e life of the -««. feedback fromafew people ....... BNV LBITVRENI ElIte ) HATE J d alink!
document, will it ever be changed? in chat before putting el sl sutacemyin She eene HO00C00G ust send a link!
’ it into my Teams Channel. - : .
: : N : :
. going to send an urgent small team, then when we are done issue there. *eeese$
recipe submission . » : o705
foraCharitYCOOkbOOk. : ooooooooooooooooooooooooo.oooooooooo: “:‘:‘:‘:” veee TrUStus’you.Wantto
; ; ,o’o,:,:,t/ : send a link!
9, 0.9,
; (X XK ;
E-mail attachments are so last year, Yes, butis that necessa,ry?.""""" “tfofo 58 .
do you know about co-authoring? There probably won’t . .
be changes. . .
(] 4 [ ]
. 5 Ugh, | hate it .
. . . Have you ever needed a document | v;glhen that """E —
. Yes, but sending an and can’'t remember where it is? * T
. email is so easy. ppens.
. § .
: : :
E Wa 7 m——e GAR Yes, and | needed
. ?'t’ r|nanua. yconfs? AL ..... FineYou to makesomechanges “°"°°°°°°°°%
. multipe versions of the same areright. ¢ before sharing it. .
. document is easy? . .
L) ° .......; ...................................3..................
[ ] . [
[ ] ° [ ]
° 5 '..
[ ] o L]
[ o o [
. It’s just a couple What if the editor forgets to | .
E of people. cTesseses turn on “track changes”? **** Nooooooo! «=-- CIOMEA: -
[ ]
:................................................................................................................ ok’ﬁne. For thisyou can

. d il attach t.
AMTRA Solutions presents: PEnCan Sal aEacinen
*PRO TIP: Beyond a single version of the truth, a single -
destination for finding the truth will save your team a Lea rnlng the Why,s of Tea ms

gazillion hours of searching.
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QUESTION: Should my company consider implementing formal governance? m

SOLUTIONS

ves No, that sounds like it would
a Team’ for anything? turn into the wild, wild west!

o000 O ® 2000000000 000000000000000000000000000000000 2000000000000 00OCOCGCGOGSSSGIP

* Should anyone be able to create

. Do you require specific naming conventions

Sure,ldon,t eeecccccccccccccce tomakeﬁlesea5|erto|Ocate/bec|ear secccccccccccoe Yes’please! eoe > @ ©sece0cccccccccgy

see why not. DOCO0R00C on their purpose?
[}
[ ]

X Probably a
No,thatwould DoyouwaﬂttoreStI’ICtWhIChgrOUpS R R A Xy oodidzal eeeecccoececcccccccoe
limit creativity. *°°°""""""""" can grant guest access? & )
.
[ ]
Our team is responsible, Do you want to specify expiration dates, ceccccccccccccccs Absolutely. **°°°°°"

they would never add a guest
to a Team with sensitive info.

or achive inactive Teams?

C N

Does your organization require We could be in
Why would ceccccccccces specific data retention policies to be applied >*+ alot of trouble eeees

» we do that? eececsccce to Teams? if we didn’t.
[ ]
[ ]

Nope, we believe
in the KonMari Method ccccccccee.
of data purging.

Do you want to limit the use of Teams

features for specific users or your entire tenant?

P 00000000 OOGOOGOOGIOSGIOSGIOGIOGOIOGIOGIOGIOGIIDOGONOGIOGIIOIOGIOGIOIOGONOGOOGOOGODS
P OO OO OOOOOO0O00O©OOGOOGCLOSGIOSGSOINOGIOGIOGOIOGIIOGITIGINISGINOGINOGINFDOGNFTOIOGIGOOGOOOOOOSONOSOTLS
90 0000000000000 000 0000000000000 00CGVGIGIOSGIOGIOGIOGIOGIOGINOGIOGIIVIFPDGOOGINTOGINTIDQDOOIOGIOIOGTS

. We don't, if they want E E S
Looks like you ceescsceccccccsccccccccccacece touseit, they should be *========c=* : Yee Haw!
don’t need allowed. 100% yes! ceeees Full governance
overnance!* : for the win!
° AMTRA Solutions presents: S

*Easy there cowboy! Please consider the basics! Lea rn i ng the Why,s Of Tea ms
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QUESTION: We have deployed Teams, are we done? KXMTRA

. SOLUTIONS
A Y
’ \
\

. . . Teams is highly extensible! . . o NI
* Has your organization ceccccccs MEsIShEMOR g cecee] ps Have yo% cénsidered eee Thatisoutside /{ 'v ' >
invested in Teams ACM? witha BA we have = { - building a custom solution? e -
discovered needs .
. ° 1 . . o :
: : beyond Teams! g : . i _______ Call AMTRA & get the help you
. . L isarentieacionnatwenead veeee---- need no matter where you are in
. . N v to iron out some tech issues. . your T journey'
. S (L2 RN i\ oL know ACM is comprised | . .
No, we can't. had training ~ .
Mysterious things are . of 7 mt_erdependent v_vorkstreagns .
happening in our office. : that improve adoption & RO .
E Weknewthat. Itdoes? ooooooooooooooooooooooooooooo?oooooool CaIIAMTRA&
. . ; Get People Ready!
: $occcce occee Ha!No. ooooooooooooo.’oooo:
_ Calls are crashing, . .
Whatkind of .... hewfeaturesare Do you have a process for . ;
mysterious things? TV -ATT N \anaging your Teams environment We have a guy E . r R
. - it is mayhem! including things like the network? vee. INIT thatdoes 0 . O
: . that, I think. . : -
E Thingsthat ....................................: E E y’ ‘\
. work one day, don't . . . \ BT
. seem to work now. . eeess Sortof, but | know o . " S
Weth"‘]k ° ° 00000O0OGOOGIOIOIOGIOSGOOSIOIO : ‘ !
. . . we could probably . . L
ghosts are stealing : Do you have a process for . do more. Booe Call AMTRA &
our devices. 000000000 keeping current across cocn 5508 Get Tech Ready!
: the entire Microsoft 365 platform? . Like Win10 .
LXK N X 00000 GOOOGOGOEOEOEOOIONONOOONEOOD

updates? No.
Don't call us,
call the Ghost Busters!
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