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I Intro

Wey Tan

Senior Consultant
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| Business Drivers

@ Skype fOI’ BUSlneSS Support ending in July 2021

From the office space to the home office

MiCFOSOft Teams Enhanced collaboration features
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| Why Training?

o _0
> vYE Ensures high user acceptance

Supports compliance with records and
Information governance requirements

Copyright © 2020 by Access Sciences



| Training Approach

Tailor the training experience for diverse
user groups

Set up the foundational elements to
provide enterprise training

Build a sustainable support model
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| The 3 C’s

Sondra Ludwick :\ Linda Baldwin

Executives Reveal the 3 c -
of Microsoft Teams Success

August 26 | 12 -1p.m.

5

Culture .Ij:j_
4
B

Champions b ¢

Communications g3®
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| Quick Poll

What approach did you take for Teams training?

 No formal training

 Minimal training materials available through Microsoft
 Robust training plan and execution

« Still in planning phase
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| Quick Poll

If you have deployed training, what stumbling blocks have you encountered? If
you haven't, what issues do you anticipate?

 Lack of Teams expertise to plan and deliver training

« How to cater the training based on user needs or scenarios
« How to scale training for my organization

 Lack of long-term resources to support ongoing training
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| Know your audience

Culture

| oo
SEEE
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l Various Usage Scenarios

Minimal Use

Daily Use

Devices
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I Role Based Training

IT Team k. Pilot Team
@ dh

« Configuration

Issue discovery
Collect feedback

® Champions
2%

e Power users

Department /
Project Groups |

* End users
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I Foundational Elements *
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| Tools for Training — Support Team & Portal

Microsoft Teams
Teams

Your teams
* ALL_TEAMS SUPPORT

General

Y

Q_ Search

L]
& General Posts Files Home v

Training FAQ

[

| &~
=
i

e @

Feedback Form

Category

Details

Feedback/Issues

l A

Teams Requests

Email Teams Support

Project Team Members

>

Full Name

>

Team:

Team :

Team:

Team:

Team:

Team

Email Address

Acme (1)

Austin Office (1)

Contoso (1)

Houston Office/ All Project Teams (11)

Louisiana Office (4)

: Ohio Team (5)

{

k2
@

Q| ’

B O & ++ 5t Meet

0
-
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| Tools for Training — Reference Guides i

“;K_AwessSt:imu:nx K Access Sciences “;K_Access&:ium:ux

' Teams Training Guide: |
Remote Access
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I Tools for Training — Reference Guides
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Training Plan

Use Cases

Scenarios

Devices

Roles

IG & IT Requirements

Create QRGs

Highlight key features

Maintain compliance

Discover potential
issues

Collect feedback

Refine &
Supplement QRGs

Implement feedback
from pilot

Generate additional
QRGs

Champions
Training

Role Awareness

In depth training

Enterprise Training Go Live

Role/Project based

. Communications
scheduling

Ongoing support &

Hands on activities Training

Surveys
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| Training Delivery

é Hands on exercises

O Make training fun!
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Training Delivery

e

s M
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Refgall - Al dPEk Hall
1606enE.

Microsoft Teams “

Search or type a command

Chat Recent Contacts Y

Recent

Darth Vader

10:49 AM
You: Only a master of evil, Darth

Conversation  Files

* Darth Vader

Organization  Activity —+

Last read

‘ Darth Vader Edited

I've been waiting for you, Obi Wan. We meet again at last. The circle is now complete. When I left

you, I was but the learner; now I am the Master.

10:49 AM

Only a master of evil, Darth. o

Tracking

| |
g Wey Tan added Darth Vader and Obi Wan to the chat.
7T 207 PM
Obi Wan Darth Vader - hi
DV Darth Vader 7. 1 how to use the force Chat Files Details Meeting notes Whiteboard
(@ Got it
RSVP
f— Obi Wan 7/7 2:10 PM 1 @

! hey Wey Tan

July 8, 2020 2:30 PM - 3:00 PM

© a galaxy far far away

b Melisa Snyder
Organizer

Join Microsoft Teams Meeting

S how to use the force
N
§ a

galaxy far far away Melisa Snyder
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Scale up Training

... Omni chat About

Omni  2:48 AM
& Hil My name is Omni. I'm your Teams virtual

I can help with some of the following topics:

Which Team(s) am | a part of?
Archive /Delete teams

Governance and Compliance

assistant

" aEeO0O®| -

Teams Help New Team Request

Join a Team

2:48 AM
hello

Train the trainer J

Office Hours

Create / host videos
catered to your users

: ‘
% Make guides available

Chat bots
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| Sustainable Support Model

Champions
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| Establishing team of Champions

|
|

Houston Team

Linda L.

Central Team Sapana R.
Yvette C.

Pradeep J.
Renu H.

Large Proj Team Medium Proj Team Engineering
Amanda H.
Degar.tments An’rllagfél SF Glenn E ol b
or Project Joseph M. i/lustlnl MI St
Groups Nikolay M. R |-

Yegor Y.
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| Establishing a Team of Champions

Ai, ASC Me! & chat Files + 623 (7]

“How do | log into Teams from
my client laptop?”

licensing issues. If you see errors that mention licensing or upgrading, please contact Keith and he
will be able to reassign the license. This solution seems to be working for the handful of people we
know have been getting these types of errors. We'll include this tidbit in the email that we'll be
sending out along with the latest Teams updates.

- Keith Wright 8/28 1:12 PM 3
It appears to have happened since Microsoft put Teams under the E3 license instead of outside of
the license like many other applications you can choose like E1 and etc. Those licenses we're
separate if this makes sense to you without screen shots. But since they migrated the Teams license
selection to under E3 and E5 it has affected some our users licenses by not keeping them assigned.
11
How do we schedule
0 = ’”
8/313:16 PM 2 m tlng W|th th t m’?
Hi ASCmes - we're about to send out a Teams Update email at the end of the day today. Part of the ee S e ea .
email addresses this recent issue with Teams Licenses. Users are instructed to contact their ASCmes.
If it sounds like it's a license issue please forward to Keith. We wanted them to go through the
ASCmes first to follow our support chain of command and so Keith wouldn't get swamped with
potential emails. Thanks!
Keith Wright 8/31 3:20 PM
Kw

Thank you

“How do | make a call with
more than one person?”

ffype a new message

A ¢ @ @ EF E P> @ - B
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I Communication

Awareness

Dear Session A Participants,

Thank you very much for attending the recent Teams Introduction and Demo Session to
discuss the why, how, and when we are transitioning from Skype for Business to Teams, as
well as see a preview of the three features we are rolling out — Chat, Calls, and Meetings.

_ i

Your next meeting with us will be a Teams Training Session for a more in-depth walk-
through of the Chat, Calls, and Meeting functions in Teams, with hands-on activities. If you
have not received the calendar notification yet, please be on the lookout for it.

0 “Where do | go for
more information?”

“What should | do Q “Who do | contact
to prepare?” with questions?

V' 9

Communications §a¢ Q "How ?Oesr?t”his
impact me”

4
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I Communication & Change Management

How To’s & Follow Ups

“Have you noticed the look of Teams has changed? Here are the latest updates, tips & tricks, and support information.”

Dear Access Sciences Personnel,

Good morning! We have now been using Teams for a month and we hope you have
been enjoying it. Here are some updates we would like to share with you.
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Communication & Change Management

How To’s & Follow Ups :

“Have you noticed the look of Teams has changed? Here are the latest updates, tips & tricks, and support information.”

Tips & Tricks

Teams Support Portal

Goto on the Teams Support Portal for Tips & Tricks. Here are some of

The has announcements, updates, training resources, FAQs, and the things that are covered:

links to relevant downloads and other learning resources. Please use this site as a

resource for important Teams information.

New Teams meeting experience

You may have already noticed many changes to Teams. Below are a few of the updates
to note.
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l Training Feedback Surveys

The walk-through exercises were helpful & relevant
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m Strongly Disagree

m Disagree

&Access Sciences

The course length was appropriate

Agree = Strongly Agree m Strongly Disagree

m Disagree

Agree - m Strongly Agree
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| Summary

Training Approach

Tailor the training experience for diverse user groups

r

-t

@ Build a sustainable support model

Set up the foundational elements to provide enterprise training

Culture

%
Champions > 4

J

o
Communications ¥

J

o OO B O BRI, S BE N E

=
=

Demo of Teams Training
Device Settings

High Priority, Urgent, Mentions
Pinning Chats

Search

Attendance Panel

Notes

Sharing Screens

Switching Windows

Focus Mode

Changing Backgrounds
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I Podcast

ACCESS ANSWERS  Microsoft Teams Training with Wey Tan
 Wednesday, Oct. 7

information governance | technology enablement | business strategy
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| Virtual Bingo Charity Event

Celebrating Access Sciences’ 35" Anniversary | Supporting Girls Who Code | Thursday, Nov.’ 12

WE'RE BUILDING THE
WORLD'S LARGEST

Access PIPELINE OF FUTURE

CELEBRATING 35 YEARS

https://girlswhocode.com/
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I Resources & Links

» -
m g

What’s new in Microsoft Teams & Ignite
2020

Assorted free resources

Instructor-led training

Video Training & YouTube

Access Sciences

Past Webinars: ,
Practical Governance for Microsoft Teams & Executives Reveal the 3 C’s of
Microsoft Teams

Full Bot De'mo
Podcasts: Access Answers
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https://support.microsoft.com/en-us/office/what-s-new-in-microsoft-teams-d7092a6d-c896-424c-b362-a472d5f105de
https://techcommunity.microsoft.com/t5/microsoft-teams-blog/what-s-new-in-microsoft-teams-microsoft-ignite-2020/ba-p/1665600
https://docs.microsoft.com/en-us/microsoftteams/training-microsoft-teams-landing-page
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://www.youtube.com/playlist?list=PLXPr7gfUMmKzR7_jXN5s886apYoHNC3Xk
https://www.accesssciences.com/practical-governance-microsoft-teams/
https://www.accesssciences.com/success-with-microsoft-teams/
https://www.accesssciences.com/automation-and-chatbots-for-microsoft-teams/
https://www.accesssciences.com/access-answers/

