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Use Office 365 & Teams

to Work with Clients, Partners, and Suppliers

' ‘ Richard Poole, 7 o
a4 CTO, EMEA har




Microsoft Teams
The Hub for Teamwork in Office 365

Fastest-growing Microsoft
product of all time.

e 13M daily users
e Usedin 91 of Fortune 100
companies
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Challenge #1

Disconnected Busines
Conversations
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Challenge #2

Channel A
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Channel chaos
Workers can’t track important
business updates
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Too Many Teams
Channels Means...
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You Can’t Find
Important Emails and
Documents



Challenge #3

How to Retain Emails &
Documents in a Teams
environment for Compliance
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Once upon a time, there was a

company called Glory Inc. Glory
was a successful manufacturer of
industrial robots, making tons of
money selling great robots.
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HONOR Inc.
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B ut th e n’ th ero bot ne rket So Glory Inc. decided to explore a merger

with Honor Ltd., another manufacturer

started consolidating... o
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roducing Meghan Williams...

Business Analyst
Glory Inc

Meghan Williams

0000

Meghan was tasked with
building a business case for a
merger with Honor Ltd.
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Suddenly, out of nowhere a serious tax

concern appears....

Business Analyst
Glory Inc

000@ ...what can

& Asoutme | Meghan do to save
- | the merger?

Eal PORTFOLIO
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One day, Meghan is introduced to Fred...

G!E) Client Account Manager
HONOR e Advize Consultants

&/

Fred Thomas

0000

Fred and his team of 3
advisors, provide tax advice
to corporate clients,

like Glory Inc.
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d and his Band of Merry Experts Save the C

G

HONOR e I8

... and how can
Microsoft Teams
deliver Meghan and
Glory from the evil
tax implications
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EE RESUME

Eal PORTFOLIO
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Meghan and Fred Work Together to Save the
Merger

OCcs/aw\a & 0= 9w @8 IS
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Meghan has questions about the tax
implications of the merger.

Meghan sends an email
and attachment to Fred
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Fred starts an internal discussion
with colleagues to discuss the merger.

Fred posts to the
“Accounts” team,
in the
“Glory Inc.” channel
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Fred’s team formulates a draft
‘tax opinion letter’

Fred emails the draft of the
opinion letter to Meghan.
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Meghan has more questions.

More deliberation and emails...
When there are no more
questions, Fred summarizes the
findings.
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Fred formulates a final tax opinion letter.

Fred sends the opinion letter
to Meghan...
and designates the email
and attachments should be
retained for 7 years
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How Can it Be Done?
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Introducing harmon.ie SmartAssistant™ = R

= [ > @25 New Group | |Search People || A))
B 2 & | -

£ Browse € .
Move Rules OneMote | Assign Unread/ Categorize Follow ﬂharmon,le' * ¥ > X
Palicy ~  Read - Up~
Steps Move Tags Group LOCATIONS PEOPLE TEAMS
d GSM {1 ~ All Locatiens » Favorites 20
O Annie Tuckke * T YLl 25

pdated construction plans
Mame

Construction.pdf )

» " Project Management

Hi Annie, ~ [ RW Construction and Demo
'@ General
Attached is the updated construction plans for ABB, approved by eng. Lewis. @ Active Projects
i=] Bids
Thanks, E Safety and Incidents
Harmon s 7 Test New Sam C

~ B SharePoint
U7 OneDrive » Documents
'™ Documents > Shared with Everyone
E Wash Reserve Board Emails
E RSPE » Documents: All Documents
E Ravenwood Office 363 Demo Site = Legal: Legal Case Matter
ﬂ Marketing = Shared Documents: All Documnents
E Projects = Ravenwood HQ: All Decumnents
™ Active Projects
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Connecting Email and Teams Conversations

Inbox - fredn@ravenwood-corp.com - Outlook

File Home Send / Receive View Add-ins Help Acrobat Q  Tell me what you want to do
1 New Email ~ m © E D v 6) (6) — El’-l Move to: ? v 9 Unread/ Read EE v Ft| v FIEV Search People @ ? - Ei" My Account v
< | Jo
2 Search Current Mailbox | Current Mailbox  ~ | .
v Favorites Tax Ian|ry from G|Ol'y Inc.
Sent Items Al Unread By Dats
D _ yDate v 1 g ﬁ Reply «j Reply All —> Forward e
] Inbox 430 (7 roday - Meghan Williams
To @ Fred Neal Sun 9/22/2019 12:13 PM
[ Drafts (11 -
52 Test for Meghan Williams 1] Ce @ Samuel Cooper
est for Bot i R
Jexihauiven Glo.ry (L= B Merger structure.xlsx Merger Plan.pdf o Merger Structure.doex
Fred, As we have previously 39 KB 75 KB 293 KB
vfredn@ravenwo...
> Inbox 473 Microsoft Teams Action Items + Get more add-ins
You have been ad at.
Drafts (1 Microsoft, Samuel
Sent ltems
Deleted It . . . . , e
PUEE=] ) As we have previously discussed, we are exprorree-pessisl sith WL LiaGed TS Emall, you will find a
Arch Office 365 Message ...

document that describes the current proposal for the merger structure. Please provide feedback and guidance on the

Message Center Major Change... Fri 9/20
/ implications of this proposal.
Fred drags emails Microsoft Online Ser... Thanks in advance,
. View your Office 365 E1 bill... Thu 9/19
W|th attac h ments Yourbilling statement s ready. Meghan Williams
. Business Analyst, Glory Inc.
to a Teams channel | Microsoft (do not rep.. 0 (312)555-1212 . .
Your Microsoft billing state... Thu 9/19 1 . E mai |s are sto red in Exch a nge
- o 2. Documents are stored in SharePoint
> Search Folders Microsoft (do not rep... 1]
Your Microsoft billing state... Thu 9/19
> Groups
Microsoft Online Ser...
View your Office 365 E3 bill... Thu 9719

Your billing statement is ready.

[Draft] Bob 0
Merger documents Thu 9/19
Fred, Here are some of the

v Two Weeks Ago
Richard Poole 1]

9/10/2019
s

= Hi Fred, As discussed over the -
harimuiic

RE: Project approval

a Show Sidebar FEV @E

@ Insights | ==*

v
B harmon.ie’ - ¥ > X
LOCATIONS PEOPLE & TEAMS
ﬁ + All Locations ¥ Teams and Groups pe C_)

* T -i
Name
= &
10/10/2018_TeamForTesting
Accounts

o
v

=0
3

newteam11/10/2018
Project Management

v v

public team

RW Construction and Demo
Test for Bot
10/10/2018_NewGroupByAdmin
allowedGroup

=

for QA testing + rename
GGG

HHH

Hub

Legal

Modern test 2

Sales group

33333333 g

Tax
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™ New Email v| w -~ 5 - | S 9 > | B Move to: 7

<
N EoN OTites | Search Current Mailbox b | Current Mailbox  ~
] Sent Items All - Unread By Date v
] Inbox 4713 ¥ Today
7] Drafts 121 .
Meghan Williams O f
‘ﬁl Test for Bot Tax Inquiry from Glory Inc. 12:13 PM w
Fred, As we have previously
v fredn@ravenwo...
5 (a3 473 Microsoft Teams
You have been added to a t... 12:07 PM
Drafts [21 Microsoft Teams samuel
Sent ltems
v Last Week
> Deleted Items 338
Archive Office 365 Message ...
Message Center Major Change... Fri9/20
Archivel
> Conversation History
Courrier péle-méle Microsoft Online Ser...
View your Office 365 E1 bill... Thu 9/19
DEMO Your billing statement is ready.
Junk Email
Junk Email Microsoft (do not rep... 0]
Your Microsoft billing state... Thu9/19
Outbox
RSS Feeds
> Search Folders Microsoft (do not rep... 1]
Your Microsoft billing state... Thu 9/19
> Groups
Microsoft Online Ser...
View your Office 365 E3 bill... Thu 9/19
Your billing statement is ready.
[Draft] Bob U
Merger documents Thu 9/19
Fred, Here are some of the
v Two Weeks Ago
Richard Poole 1]
— RE: Project approval 9/10/2019
= °ee Hi Fred, As discussed over the
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Meghan Williams
E To @ Fred Neal

Connecting Email and Teams Conversations
Adding Descriptive Labels

~ | 8 Unread/ Read EEV |:t| v %v | Search People Show Sidebar

@ ?" | Efr ‘ My Account v

Tax Inquiry from Glory Inc.

e) Reply —> Forward e

«') Reply All

Sun 9/22/2019 12:13 PM
Cc @ Samuel Cooper

ﬁ Merger structure.xlsx - . Merger Plan.pdf - VE Merger Structure.docx
39 KB wr | 75KB 293 KB
Action Items + Get more add-ins

Fred,

As we have previously discussed, we are exploring a possible merger with Honor Inc. Attached to this email, you will find a
document that describes the current proposal for the merger structure. Please provide feedback and guidance on the tax
implications of this proposal.

Thanks in advance,
Meghan Williams

Business Analyst, Glory Inc.
(312)555-1212

Add Descriptive Label to classify
the email as a ‘merger inquiry’

F‘Ev LU'E r:| @ Insights

B harmon.ie’ v o> X

EDIT UPLOADED DOCUMENT(S)
£} ~ All Locations P Teams and Groups
Multiple Items_.. (4 items) \d
Please fill the properties of the uploaded document(s).

Title

<Multiple Values>

Inquiry Type

Mergers
Acquisitions
Manufacturing




1 New Email ~

~Favorites
D Sent ltems
D Inbox
[ Drafts

Af Test for Bot

v fredn@ravenwo...

> Inbox
Drafts
Sent Items

> Deleted Items
Archive

Archivel

> Conversation History

Courrier péle-méle
DEMO
Junk Email
Junk Email
Qutbox
RSS Feeds

> Search Folders

> Groups
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Tax Inquiry from Glory Inc.

All - Unread

473 v Today
[

Meghan Williams
Tax Inquiry from Glory Inc.
Fred, Aswe have previously

473 Microsoft Teams
You have been added toa t...
(11 Microsoft Teams Samuel

v Last Week

338

Office 365 Message ...

Message Center Major Change...

Microsoft Online Ser...

Your billing statement is ready.

Microsoft Online Ser
View your Office 365 E3 bl

[Draft] Bob
Merger documents
Fred, Here are some of the

v Two Weeks Ago

Richard Poole
RE: Project approval
Hi Fred, As discussed over the

View your Office 365 E1 bill...

Microsoft (do not rep...
Your Microsoft billing state...

Microsoft (do not rep...
Your Microsoft billing state...

Your billing statement is ready.

By Date v

v

12:13 PM

12:07 PM

Fri 9/20

Thu 9/19

v

Thu 9/19

o

Thu 9/19

Thu 9/19

T
Meghan Williams
E To © Fred Neal

Cc ¥ Samuel Cooper

[ You saved this message in the ‘Accounts’ Team |

v| & Unread/Read BB~ [~ %v

Move the Conversation to Teams

| Search People

@ ?" | Efr | My Account ~

€ Reply

Merger structure.xlsx
39 KB

Merger Plan.pdf
75 KB

Merger Structure.doecx
293 KB

Action Items

Fred,

a Show Sidebar

<€) Reply All —> Forward LA

Sun 9/22/2019 12:13 PM

+ Get more add-ins

As we have previously discussed, we are exploring a possible merger with Honor Inc. Attached to this email, you will find a
document that describes the current proposal for the merger structure. Please provide feedback and guidance on the tax

implications of this proposal.
Thanks in advance,
Meghan Williams

Business Analyst, Glory Inc.
(312)555-1212

94107,

Post an update about the new
o/ email and attachment to Teams
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Move the Conversation to Teams

“ Search or type a command

A? ‘
WEFE  Teams v Accounts > Glory Inc - Public
- - - . ) »
= | Conversations  Files Wiki —+
R General ——
@ Bang and Olufsen ’
pe BEIS
Teams
Bertelsmann , .
(i1 Let's get the conversation started
Bosch
Calenda Try @mentioning people you want to collaborate with, or add some tabs to customize your space.
ESB

“ EY

Calls 4
Imperial College n +

4
! Mindef Planner ~ OneNote  Website Add tab

Porsche Tty
ces SwissRe 7®  Samuel Cooper set this channel to be automatically shown in the channels list. '

!
Test1 ) Fred Neal 9:21PM = :
Unison ? Hey Glory Inc, | wanted to share this email and its attachments with you. \
Take a look!

RW Construction and Demo
q Tax Inquiry from Glory Inc_

General Sent by Meghan Williams, at 9/22/2019 12:13 PM

Active Projects (2]

Fred’s team views Meghan’s
inquiry email in the Teams
Fred,l As we have previously discussed, we are explorir_}g a .
e o e conversation

Merger structure.xlsx

1 hidden channel

Accounts

General

J )
\_

Merger Plan.pdf

=L}
Glory Inc

v @ Merger Structure.docx
Qoherent

Apps Hidden teams
Start a new conversation. Type @ to mention someone.

8" Join or create a team 33 Ay @ © W F S e B
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Paste I Basic | Names | Include | AttachFile | Tags | Dictate | Sensitivity | Show
v | Tet~ > h via Link ¥ ¥ b

Adobe Acrobat Vioice Sensitivity

Clipboard

B To meghan@gloryinc.com

Send Cc
Subject Answers to your inguiry
Imj opinion letter draft v. 1.docx "
| 12KB
Meghan,

Attached please find a copy of the tax opinion letter as per you inquiry of last week.

Let me know if you have any additional questions.

Fred

Fred Neal
Tax Advisor
Tel: +1-212-555-1212
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Email Draft Opinion to Glory

Eg save on Send @ L% D
LE'E Save Attachments - )
Insights | Add from View
Sidebar FE Save Draft Message SharePoint | Templates
harman.ie [ harmonie | My Templates

@

(A7

2juasadx3 |endig @y Bujzjuewny 'UOI.U.IBI.IQ

)

Fred emails the opinion
letter draft to Meghan
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Email Final Opinion Letter to Glory

[ﬂj Attach File ~ IZi Signature ¥ @ Tablev | FCh Pictures '&)v 'E.j' ) ~ | @ Lnk v~ | () symbol~
<
E To Meghan Williams;
Send Cc n
Subject Final Tax opinion letter =
Q
1
N .

';a?xéplnlon Letter.docx o 3
=}
=

Meghan, (o)

Here is the final tax opinion letter regarding the Honor merger.
Let me know if you have questions.
Fred

Tel: (312)555-1212
fredn@ravenwood-corp.com

2Jua4dx3 |e3d1g 2yl BuiziuewnH
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Fred emails the final tax
opinion letter to Meghan
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And Let’s Not Forget About Compliance... o 1Y

& NewEmail ~ | ] ~ & B~ ‘ B Move to: 7 ©| & unread/Read BE- U - Flgv Search People B Y- Hﬂ" ‘ My Account v Show Sidebar FEV L[PE Insights | =e*
K] v
> | Search Drafts L | currentFolder ~ B harmon.ie: - v > x
None LOCATIONS PEOPLE & TEAMS
@
g A_H Unread ByDatev 1 R < Accounts P Documents P Glory Inc 2O
% @ Finish drafts on your device with the Outlook a | Final Tax opinion letter +-Tx-EH-OL i3
A
= Name Modified P
N Meghan Williams 0 B lev Meghan Williams = .
5 G U T plons e @) Matt Smith 14th Sept 2016 - Wolfr.. 9/22/2019 9:14 PM F
2 Meghan, Here is the final tax
= Bec E Merger Plan.pdf 9/22/20199:21PM F
_ P @ Merger Structure.docx 9/22/2019 9:21 PM F
% Bob 4 N Tax Opinion Letter.docx al Merger structure.xlsx S—
£ RE: Merger documents None W e ~ = Open
= From: Bob @ Open in Browser
= E\ Show Preview \
@
8 Meghan, B save ps.. . .
2 Here is the final tax opinion letter regarding the Honor merger. Cut ASSIgn Rete ntlon La bElS tO
Copy
Let me know if you have questions. & Share.. emalls and documents as pa rt
Shared With...
Fred e f the dail llab ion fl
e sss1212 - of the dally collaboration flow,
fredn@ravenwood-corp.com [ Check Out tO ensure Comp“ance
Add N
None (clear the label) ply Retention Label /
4 Contracts (7 days) D, View Properties
& Etiquette de test (7 years) f Edit Properties
& fur deutsch (7 years)
4 Record label (5 days)
= 4 Sensitive (14 days)
. 4 Testetikett (7 years)
4 nwIn nan (1 month)
QQ < >
ﬁﬁ(AII Documents 4 items
All Items ~ | Show More
e ‘R Fred Neal
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Happy Ending

D+®-@a

Gl odr y HONOR nc Glory Honor
Lt
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And Meghan gets a
promotion!
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Six months later, Fred receives a similar question about

»

merger tax implications from another client.

Fred uses Descriptive
Labels to find the relevant
emails and documents.
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Discovering Information

1 New Email ~ m ~ 5 M- El«'l Move to: ? - e Unread/ Read %‘8 - FD Fﬂl" Search People @ ? v EEI" 500
-
> | Search Drafts ,C' Current Folder ~ | & harmon.ie’ = Y 5 X \
LOCATIONS PEQPLE & TEAMS 1
: Al Unread o 1 Six months later, Fred uses
QLU [E—
£ ; i 0 Accounts H H H
% @ Finish drafts on your device with the Outlook app Final Tax opinion letter H?” D e SC rl pt I Ve La b e | S to fl n d
wvi
& | Meghan Williams o To  Meghan Willams © Al Channels JOECEINILE Meghan’s case to solve
: Final Tax opinion letter None Cc / . ) . .
E e et ol B another client’s inquiry
- CcC
% Bob B" ™ Tax Opinion Letter.docx /O Filter this list l—\ /
c!:c RE: Merger documents None W 37 KB v
5 From: Bob
] Tax Inquiry from Glory Inc.
From Meghan Williams, Today at 12:13 PM

Meghan,

Here is the final tax opinion letter regarding the Honor merger. @' Merger structure.xlsx

Let me know if you have questions. @' BETEET R ]

Merger Structure.¢
Fred @ 9
= Tel: {312)555-1212 ] RE: Project approva
fredn@ravenwood-corp.com From Richard Poole, Sep

@ Matt Smith 14th
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The Moral of the Story

PR -

Teams is great for But email is still needed
internal collaboration (for external communications)

YOU NEED

(S

harmon.ie

SmartAssistant

to connect emails, documents, and conversations in Teams
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