Microsoft Teams

How Teams compile to government
e-meeting regulation

| -
'l - -~
f - - -~ -
| " . -~
-~ - A

8

@A\*

\\\ _

ff.\.—



I NSouUs:yuLaaLaU Foarsruldasonmv 3 whiioonans
- = Modov HonvIEsouazMW = Usznaumsus:yula
« Ddpvdrununruioowd AvlusULuUNS:0NY

Wwu

+ {8 Username ua: password * Duoomdsov wu InsAwr HSodlannsaUnd

« awnsadomsansydnsouls:yula

* e-Mail vooWINSOUUS: YU wu
* WSOUUS:yUDUSUSDY P « WhivdIN e-Mail
& ¢ ’(k b , * Download v niBulsd
i l\ Q“k”l} )
: W Vg
4.055""533“‘3”"3"“ uuu d 3 6 gdovnivlumsudoiHqdadov
ava:uuulu : ‘i&" = O HhAuATuUeuH wiauluiin
s:yRsHUUSyUAavA:IUULaRAUTA IHQUQUDY
wu 11 / \Y

*+ dv Message {us:uuUs:yu,
dv SMS H3D e-Mail

avA:uUUuAY :

NSWFWDULAWASIUMS
ava:uuulosgsouus:yudu « Uufinidev H3DId00ua:NMWUDVKSIUUSYU

lUnswuwaunvavyava:uuu « Jarhseviunmsus:yu widus:ygaonv

[dudazAu misus:yuaaulad ua:msava:uuu

« Jafiudayafifeadovius:uUAIUAUMSUS: YU
Wwu Sunal Yunidvius:uu

5 dufinnisus:yu ( @ ’ ﬁ

= lugUuuudidnnsalnd o 7/

wu
» duWus:uu Online Voting

ns:tNso>vadNa

IWaIASUINdNa:dvAu



WS:S1MKEUQ31a9MSUS:4U
Hudddlannsalind w.A. 2563

@RS UvAUGYLG 19 WUgU 2563)

gnLanus:=N1A AGY. aUun 74/2557
Jaocasn vomHuauviIvds:N1s IWuLGuKann1s

WIUNSOUUs:4u 1 U 3 yavovAUs:yuagnLaedNU /  Wsouus:yudavaiuisaavn:uuuld (du/lau)
La:=WLNSOuUs:yuDgUSLINATNE e
/  ssuuAduAuMIsSUs:uaovJuiumuuiasyu

x RUGAunsUs:-suau Security Nns:nso>v MDES AHuaQ
’ (tRIGUSs=NMA MICT 1329 1ASTIUNSSALIAILUILIUAVIUED0A8UDINISUSEY
rudoslannsalng w.A. 2557 TUADU duUAIID=0US-AIA MDES)

ETDA @ ns:NsIVGINA
o IWaIFisUgfvNa:dvAu



E-Meeting requirement

—_\

© © N o 0o~ W D

. nsdieylszannaziendnslsneunnslsy s

=ﬂl 1 1 =ﬂl a © a

NITLARIANe TNz TN uAIAANNIAUNE

di [ % Y v a = 3// a
NN9RaAITUlARIEILAENUTATIININLATIALN
NMIANIIANDTIDIH TN T2
NITAIAZLUUIBIEFINUTTTN

o K = = ?c// =
NP TUNNIAENTRYININLATIAEI
NMIAALNLTDYARIIRTALANNIAUN VBTN T
NISNUINHTYA

o v v ax] dld %
NINNAETRYAAETTNIINNANNUADALE



EMicosoft  MATYUTEPNUAzIONENIUIENAUNMIL Sz

o 1 1 A a & a
NTLITININUMAN ﬁ?ﬂﬂ']‘i‘ﬂ‘i‘:ﬁ‘]!%d NI1Udaa Lﬂﬂﬂ‘i"ﬂunﬂf

N.A. la&ba

NIM9N &

! o A a
nsdevilsaartyUszgnuazianansisenaunisdseu Az
gelnsannunediannsatingiila lunsl gautnnannig
Uszauiodniiuauniiadednlssquuazionans
dszneunisdsegnliidundngau Insazdnfivlugidaya
Blannsatingd la

© Copyright Microsoft Corporation. All rights reserved.

ﬂszmﬁmzmwﬁ%ﬁ'@Lﬁmﬁiﬂgﬁmmzﬁmu

Fas mmg'mmi%'nmm'mﬁumﬂmmﬁ'&mmmsﬂﬁzﬁuN"m
Aediannsaiing

fa & masaszguiudedinnseiing ashaviasdasiinszuaunig
sl

() NuDENANTLsTNaLNTU sz MR TN se TN

¥ Y K v ¥
19 00 N7NDNBNATUIENUNTTUTEINTIBINTINLTETNRNTD &

44 o . a4 o dd
(en) TaFINDITRYAMUAUR LUTENIN9NILUTTTN vizadRsANNLATEY

L1l

Aunsdszgurialas WERwihndnnsUseanandeliwngand sz

1 A 1 v v aal dl o Yy ;
nauvira lusendnatszga wianuasasn1snvin I fndssguainnsg
¥ K A v 1 9:/ v
ddaenanstlsznaunisiszan vsadeyamantiule



maryleruuszianandsznaunaiera Scenariol: Send invitation from calendar

Microsoft Teams 4 Search or type a command

(3] Today < > May 2020 [E] Work week
11 12 13 14 15
Monday Tuesday Wednesday Thursday Friday
3 AM
9 AM
10 AM
11 AM

Send invitation from calendar tab

12 PM
1PM
2 PM
3PM

4 PM



maryleruuszianandsznaunaiera Scenariol: Send invitation from calendar

Microsoft Teams

4 Search or type a command

s New meeting Details Scheduling Assistant

2

Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta

HH & Invitation for Monthly Meeting

Teams

a2 < m l Isaiah Langer X |ﬁ Lidia Holloway X | J  Johnson@outlookcom X + Optional
Calendar -

& May 16, 2020 430PM v May 16, 2020 500PM v~ 30m @ All day

Calls

Suggested: No suggestions available.

E Invite attendees (Internal and External)

Files o Does not repeat v

&  Addchannel

© Add location

B .[ g % lg A A Paragraph Ix

"

®
I
3
J
!

Type details for this new meeting



maryleruuszianandsznaunaiera Scenariol: Send invitation from calendar

Microsoft Teams 4 Search or type a command

New meeting Details Scheduling Assistant Close

2
5 Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta

V4 Invitation for Monthly Meeting

OneDrive O Search
22| < ml Isaiah Langer X ‘ﬂ Lidia Holloway X J  Johnson@outlook.com X + Optional
Calendar = fE Open v 12 share @ Copylink | Download [i] Delete = Rename
‘7 May 16, 2020 430PM v May 16, 2020 Insert link X
Suggested: No suggestions available. Text to display Files °
‘ Meeting Document X

Files ©  Does notrepeat v Link copied

Address D Name | https://m365x394565-my.sharepc  Copy
oo &  Add channel

https://m365x394565-my.sharepoint.cc X

Al Hero
: Anyone with the link can edit >
© Add location Earicel Contoso
= Images February 23
= B /7 U S v A WA Paragraph \/ I, <= »= = = i@l B 9 C
Private Info February 23

Meeting Agenda:
e Introduction

1 A ®© nnual Financial Report T February 23
- Summary Share document via OneDrive Al Financial Repert ORA%. 12

e Next Step

|35 Audit of Small Business Sales.xlsx February 23
i ipe.j February 25
Attached document: Meeting Document (5] BrokenPipejpg ebruary
Business Card.pdf February 23
\ﬁ CE Annual Report.docx February 23

@]  CE Drone - Mark IV.glb February 23




maryleruuszianandsznaunaiera Scenario2: Meeting in Teams/ Channel

Microsoft Teams 4 Search or type a command

Activity Teams Y Join or create a team Search teams Q
a‘l
Your teams
Chat
.. e . . . ate
] Digital Initiative Public Relations e
s
Teams General
Create a team Join a team with a code
E (4 Contoso
C ndar
" 000
L % %8 Mark 8 Project Team
Calls et Got a code to join a team? Enter it above.
General e0  Create team
i Design
Files

Digital Assets Web
Go to Market Plan

Research and Development

Retail
General ! Create neW team

NC460 Sales

' Sales and Marketing

General

Monthly Reports !

E,llj I &’ Join or create a team Xy




maryileruuazionandsznaunaiera Scenario2: Meeting in Teams/ Channel

Add members to Project A - Monthly Meeting

Start typing a name, distribution list, or mail enabled security group to add to your
team.

| Isd

" I Isaiah Langer
& (ISAIAHL) Sales Rep

Add members to Teams




maryileruuazionandsznaunaiera Scenario2: Meeting in Teams/ Channel

Microsoft Teams Search or type a command
Teams Y PA  General Pposts Files Wiki + ® Team
&'
s Your teams
Digital Initiative Public Relations Welcome to the team!
ugs ) .
Teams General Here are some things to get going...
E Contoso
dal
Q. 2l Mark 8 Project Team
I -
General
“ Design
Files
Digital Assets Web
cee Go to Market Plan
Research and Development
) Add more people Create more channels Open the FAQ
Retail
General ! &' Megan Bowen has added Isaiah Langer to the team.
NC460 Sales %& Megan Bowen has removed Isaiah Langer from the team.
n Sales and Marketing Megan Bowen 5:59 PM 253
Document for Monthly Review
General Project A - Monthly Meeting
Monthly Reports ! Please find the document for monthly review
PA  Project A - Monthly Meeting @ International Marketing Strategy.docx
General

« Reply

Share files in Teams
& prior to the meeting

Start a new conversation. Type @ to mention someone.

&8" Join or create a team o3 Ay & @ @ (@) D:q > 9 e B



maryleruuszianandsznaunaiera Scenario2: Meeting in Teams/ Channel

Microsoft Teams Search or type a command

Teams Y PA  General Posts Files Wiki + ®© Team

1
a Your teams
Digital Initiative Public Relations Welcome to the team!

Teams General Here are some things to get going...

i Contoso
Calendar

\ Mark 8 Project Team ‘
Calls
General
i Design
Files
Digital Assets Web
“en Go to Market Plan
Research and Development
Add more people Create more channels Open the FAQ
Retail e
General ! & Megan Bowen has added Isaiah Langer to the team.
NC460 sales €2 Megan Bowen has removed Isaiah Langer from the team.
n Sales and Marketing Megan Bowen 5:59 PM 265
Document for Monthly Review
General Project A - Monthly Meeting
Monthly Reports ! Please find the document for monthly review
PA_ Project A - Monthly Meeting @l International Marketing Strategy.docx
General
<« Reply
to initiate th ti
Start a new conversation. Type @ to mention someone.
&8 Join or create a team & A 2 © BPlac > @ - B

6:05 PM =]

Ml © Type here to search i 3 ; ¥ @ 5/16/2020



maryleruuszianandsznaunaiera

Scenario2: Meeting in Teams/ Channel

Calendar

.

“

E4 Search or type a command Contoso v ‘;)

New meeting Details Scheduling Assistant

Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta

VZ Channel Meeting

L Add required attendees
May 18, 2020 10:30 AM ~ May 18, 2020

(] Does not repeat v

+ Optional

11:.00AM v 30m @ All day

= Add channel

I A

@ » Bl DynamicTeam test

» u Executives

» Mark 8 Project Team

v B&l Projech A
General

¥ Project H
General

Marketings

» Project J (Test Archives)
&=

1]
@
I
He
J

“ Schedule meeting on

Channel in Teams
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Scenario1: O365 tenant users (business
account) join a meeting

3= InPrivate (2) &

NILRAIQLLLIN ai’mﬂﬁzwmuﬁa&ﬁﬂmaﬁﬂﬁ

= O & https://login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d503&redirect_uri=https%3A%2l

Log-in to
Office365 account

1 coNTOSO demo

< meganb@m365x394565.onmicrosoft.com

User authenticate
with Username
and Password

Enter password

Contoso




NILRAIQLLLIN ai’mﬂszgwmuﬁa&ﬁﬂmaﬁﬂﬁ

.' Sign in to your account N |-

= (@) & https://login.microsoftonline.com

LMl O Type here to search O

o

a2

[

BY Microsoft
teddyp@adventureworksthai.onmicrosoft.com

More information required

Your organization needs more information to keep
your account secure

Skip for now (14 days until this is required)
Use a different account

Learn more

Scenario1: O365 tenant users (business
account) join a meeting

Recommended option:

Add additional security layer
with Multi-factor
authentication (MFA)

Terms of use  Privacy & cookies ~ ««-

PARE]
A ) ENG
& ) e 25/04/2020 %



Scenariol: O365 tenant users (business
account) join a meeting

NTLULRAIALN ai"mﬂizqwmm%&ﬁﬂmaﬁﬂﬁ

D Additional security verification X +

= (@) £ https://account.activedirectory.windowsazure.com,

B® Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

{\Jlmﬂpapp VI

[Mobile app |
—How do you want to use the mabi

e app?

Receive notifications for verification

®  Use verification code

To use these verification methods, you must set up the Microsoft Authenticator app.

Please configure the mobile app.

Addition verification (or
MFA) will be on mobile
application.

There are two methods

of verification, "Approve
via notification” or “Use
verification code”




Scenariol: O365 tenant users (business

ANILRGIAWIN DIINU ST NN RO DR NINTA RN - .
q account) join a meeting

Approve via notification Use verification code

B:23 PM

Accounts

L Contoso v
I

Microsoft N

I o
4890 3590 ©

~\ Microsoft Authenticator
v Microsoft Corporation <
€ Everyone

Approve sign in?
Tap Verify to complete your sign in
verification.
Microsoft AD
katyw@nummssmitamh onmicrosoft.com

INSTALL

Cancel Verify




Scenario2: Non Office365 users join

ANILROIAULNDIINU T UNURDB LR NINTA RN |
q a meeting

il Delete Notjunk ¥ 53 Moveto v <J Categorize ¥ % Undo

'  Favorites ©  Junk Email ¥ Filter v Invitation for Monthly Meeting
Items in Junk Email will be deleted after 10...
a Inbox 10 ® This message was identified as junk. It's not junk
Today
B Sent Items Megan Bowen <MeganB@M365x394565.0nMicrosoft.com> 5 %
O Megan Bowen = Sun 5/17/2020 2:45 AM -
& Drafts Invitation for Monthly Mee... 2:45 AM To: You; Isaiah Langer; Lidia Holloway; Johnson@outlook.com
Meeting Agenda: * Introduction * Summary ...
= Archive £ Invitation for Monthly Meeting
Add favorite @ Sat 5/16/2020 2:30 AM - 3:00 AM
No conflicts
~  Folders
rf'l RSVP to this event Email organizer o
& Inbox 10
Add a message to Megan Bowen (optional)
©  Junk Email 1 J J P
& Drafts
v Yes ? Maybe X No
B Sent ltems
Meeting Agenda:
il  Deleted Items 5
e |ntroduction
= Archive ® Summary
* Next Step
&l Notes

Conversation Hist... Attached document: Meeting Document

New folder

v Grows Attend a meeting

Join Microsoft Teams Meeting

. . o e .
ewgroup +65 3157 0752 Singapore, Singapore (Toll) by J O I n I n g VI a a n
¥  Upgrade to

Upgadeto Conference ID: 614 847 D01# | nVltatlo N | | N k

premium Outlook
features Local numbers | Reset PIN | Learn more about Teams | Meeting options




Scenario2: Non Office365 users join

MILROIAWLN DTN TN URDBLRNINTA RN |
q a meeting

M & B @ MicrosoftTeams X 4+ i

é » O @ [: microsoft.com f ! | <} f ﬁ {é ”A_ LQ -

Microsoft Teams

Let everyone know who you are

Enter participant name

and join as guest



Scenario2: Non Office365 users join
a meeting

NILRAIQLLLIN ai"mmzqwmm?a&ﬁﬂmaﬁﬂé

B L) ﬂ ® Microsoft Teams X . v — o x

e O @ microsoft.com ﬁ {; ﬂ_\ [Q

—

‘@ Call with Joshua, Sarah and Babak >~ 3 At a5
Web Prevsi =

"‘{
N A

I

Al

B Guest can turn on camera
for verification by other
attendees
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Microsoft Teams 4 Search or type a command

a o -
- Invitation for Monthly Meeting cChat Files Details Scheduling Assistant ~ Meeting notes ~ Whiteboard
2 . . o . .

5 X Cancel meeting Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta ' Meeting options

HH VZ Invitation for Monthly Meeting|

=2 = ml Isaiah Langer X ‘& Lidia Holloway X J  Johnson@outlook.com X + Optional
Calendar ==

N May 16, 2020 430PM v May 16, 2020 500PM v 30m @  Allday

Suggested: No suggestions available.

Files ©  Does notrepeat v

© Add location

B 7 U S v A WA Paragraph v/ T, < HE = = 1N @

= —X

I
&
J
U

Meeting Agenda: -

e [ntroduction
e Summary
e Next Step

Attached document: Meeting Document

Join Microsoft Teams Meeting

+65 3157 0752 Singapore, Singapore (Toll)

v

Join | Close

Tracking
@ Megan Bowen
Organizer

m I Isaiah Langer

Unknown

‘ﬂ Lidia Holloway

Unknown

J Johnson@outlook.com
Unknown

Attend the meeting



M3Ixe E‘I’]iﬂv%vlﬁﬁ'ﬁ LR EIRIBNININLRZLRE

Johnson &

Microsoft Teams @

Search or type a command

Meeting in Microsoft Teams

01:19

7

1o

do

People Yook

|Irwite someone or dial a number

Currently in this meeting (2)

@ Megan Bowen
*® Organizer

J Johnson
Guest

Others invited (2)

ﬁ. | Isaiah Langer

No response

'ﬁ Lidia Holloway

No response




M3Ixe miﬁ’uvlﬁﬁ’; LR EIRIBNININLRZLRE

3 x 3 video screen




ﬂﬂiﬁaﬂﬁiﬂy%vlﬁﬁ'ﬁ LR EIRIBNININLRZLRE

Call with Jos‘ua, Babak, Dapielle and'Sarah _0bw:
.

Share screen
Share presentation




M3Ixe ﬁ’]iﬂv%‘llaﬁﬁ'ﬁ LR EIRIBNININLRZLRE

Microsoft Teams 4 Search or type a command

Hello

Please see the document

International ... ,_,
'JET'SCIHE‘ > megan..

Chat and share
document during
the meeting

0918 @A [ e ™ F L o

’Type a new message

N ' OB B
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Microsoft Teams A Search or type a command

a o .
b Invitation for Monthly Meeting Chat Files Details Scheduling Assistant  Meeting notes ~ Whiteboard Send update Close
2
5 X Cancel meeting Time zone: (UTC+07:00) Bangkok, Hanoi, Jakarta | Meeting options Tracking
Chat
H & Invitation for Monthly Meeting @ Mega_n Bowen
Teams Organizer
ﬂ el ml Isaiah Langer X ‘ﬁ Lidia Holloway X J  Johnson@outlook.com X + Optional
Calend o 1 Isaiah Langer
i m,l Unknown ?
g. May 16, 2020 430 PM v May 16, 2020 500PM ~ 30m @ All day Lidia Holl
Calls & idia Holloway
Suggested: No suggestions available. ‘ Unknown
A
' Joh tlook.
Files ) Doesnotrepeat v J U:k:z‘i:@o“ ook.com
L ® Add location

= B 7 U S W A M mgwv LISz EEIn e = B9 C Organizer uses Meeting
Meeting Agenda options to manage
* Introduction ,
+ ummary attendees’ roles

Attached document: Meeting Document

Join Microsoft Teams Meeting

+65 3157 0752 Singapore, Singapore (Toll)

v
-~ . im rA A A AT AAA
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Assign roles to each participant

"

Invitation for Monthly Meeting

May 16, 2020, 4:30 PM - 5:00 PM

< Megan Bowen
Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Who can present?

People in my organization

Everyone

Everyone

People in my organization
Specific people

Only me

Roles in a Teams Meeting

Capability Organizer  Presenter  Attendee
Speak and share video v v v
Participate in meeting chat v v v
Share content v v
Privately view a PowerPoint file shared by someone else v v v
Take control of someone else's PowerPoint presentation v v
Mute other participants v v
Remove participants v v
Admit people from the lobby v v
Change the roles of other participants v v
Start or stop recording v v

https://support.microsoft.com/en-us/office/roles-in-a-teams-
meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019



https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019

ﬂﬁﬁ]‘”@ﬂﬁﬁﬂ%ﬂjaa;ﬁmﬂizw

s

Invitation for Monthly Meeting

May 16, 2020, 4:30 PM - 5:00 PM

< Megan Bowen

Meeting options

Who can bypass the lobby?

Always let callers bypass the lobby

Announce when callers join or leave

Who can present?

People in my organization ~

Everyone
People in my organization and trusted organizations

People in my organization

Everyone v

Manage who can bypass the
lobby and who will have to
wait in virtual lobby before
joining the actual meeting



ﬂﬁﬁ]‘”@ﬂﬁﬁwﬁmaa@ﬁ'mﬂimw

32 contoso Electronics Microsoft Teams admin center

Media bit rate (Kbs)

Dashboard

Content sharing ~
Teams
Content sharing settings let you control the different types of content that can be used during Teams meetings that are held in your organization.

Devices Learn more
. Screen sharing mode Entire screen v
Locations
Users Allow a participant to give or request control () On
Meetings Allow an external participant to give or request ® off
control
Conference bridges
Allow PowerPoint sharing () On
Meeting policies
Allow whiteboard () On
Meeting settings
Allow shared notes (O @ on

Live events policies

Live events settings

Participants & guests ~ P reve nt g ue St fro m
Participant and guest settings let you control access to Teams meetings for people that dial in using a phone. Learn more . .
starting a meeting

Messaging policies

Teams apps

Gl
a2

Let anonymous peaple start a meeting (0 ® of
Voice
Automatically admit people () Everyone in your organization v
Policy packages
Allow dial-in users to bypass the lobby () o Off
4 Analytics & reports
Allow Meet now in private meetings () On
533 Org-wide settings
— . Enable live captions Disabled but the organizer can override N
~v= Planning
Legacy portal [% Allow chat in meetings Enabled v

B @

Call quality dashboard 4

Cancel



ﬂﬂiﬂ”@mﬁﬁﬂﬁmaa@i’mﬂﬁzqu

&

Invite someone or dial a number

Waiting in lobby

(" 5. Laurence Gilbertson

' Guest Organizer admits
attendees from the lobby

Currently in this meeting

ﬂ Babak Shammas

Others invited

(5’ Tom Davis
(V]

No response
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O

— ot
= [a i @ @
Invite someone or dial a number Vo
Currently in this meeting Mute all
@ Babak Shammas A
'% MJ Price Connecting...
(?d‘ Joshua Vanburen A

5 % Danielle Booker
3

(Q\ Sarah Roach

Organizer can
« Mute participants
« Remove participants

0 Mute participant R

Remove participant
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Microsoft Teams =

Johnson &

Scenario: Create quick poll in meeting chat

Search or type a command

Meeting chat

1 response

E Johnson joined the meeting.

@ Forms 3:26 PM Updated

Megan Bowen created a
poll

Results are visible to
everyone; Names recorded

Create quick poll using
Microsoft Forms

Vote the Project

Find an app Q

Praise Stream
Suggestions

» 3

Power Bl News Places Stocks
0% (0)

W n 0% (0)

Weather Wikipedia YouTube
Search

Your microphone is muted.

550 WA [ e @ F 2§ o~

d may not X
More apps >

Type a new message




NIRIASU UV DINIINY =T Scenario1: Create quick poll in meeting chat
Ql q

Forms
Powered by Microsoft Forms

Here is a preview of the card you will be sending.

Megan Bowen created a poll
Results are visible to everyone; Names recorded

Question
O Option 1

O Option 2

Submit Vote

Input options
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Microsoft Teams

Johnson & ¢+

E

PERTS

Scenario: Create quick poll in meeting chat

Search or type a command

w“ oy @ -

Ao

do

Meeting chat

1 response

m Johnson joined the meeting

@ Forms 3:26 PM Updated

Megan Bowen created a
s recorded

Vote the Project
O Project A
O ProjectB

O Project C

Submit Vote

Updated
Project A 100% (1)
Project B 0% (0)

Project C 0% (0)

1 response

ffype a new message

Al ¢ @ @B

Meeting
participants
vote



NIRIASU UV DINIINY =T Scenario2: Attach a link to voting form
q q

< O & hitps;//teams.microsoft.com Y= InPrivate ) S

Meeting chat

& Johnson joined the meeting.

Meeting
yzqS110zhTMntKoUs4 p a I’tl Cl p a nts

2Pt5UCFRFWjhTWIFVUTRSTUS

XUDFHVTFNNFNXSS4u Vote

Megan Bowen B e

Type a new message

A



MIRIASLLUUYDINIINL T T3 Scenario2: Attach a link to voting form
q q

Meeting | Microsoft Teams X FY Vote the Project

@) &) https://forms.office.com v InPrivate (2) &

\Vote the Project

1. Vote the Project
Project A
Project B

Project C

Meeting
participants
vote

This content is created by the owner of the form. The data you submit will be sent to the form owner.

Powered by Microsoft Forms | Privacy and cookies | Terms of use
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Forms Voting - Saved

3 Preview Theme

Questions Responses @ Settings

Who can fill out this form

E@EAnyone with the link can respond

\/Otl n g Set a no nymo u S Vote t::)Only people in my organization can respond
or record name fecordname

Monthly Meeting One response per person

Options for responses

B3 Accept responses

1. Vote the project *
preJ DStart date

Project A __|End date
) _ Ishuffle questions
Project B
DCustomize thank you message

Project C o
Notification

Send email receipt to respondents

DGet email notification of each response
—I— Add new
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Voting - Saved

3 Preview Theme

Questions Responses @

Voting

2 00:04 Active

Responses Average time to complete Status

View and export

Open in Excel Vote resu It

1. Vote the project

More Details 1. Vote the project
2 Responses
@ Project A 1
@ FrojectB 0 DT Name Responses
@ Froject C 1 1 anonymous Project A

2 anonymous Project C
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Microsoft Teams 4

Search or type a command

Organizer starts recording

£33 Show device settings
Show meeting notes
(@ Show meeting details

O Enter full screen

i Keypad
© Start recording
o> End meeting

(4 Turn off incoming video

g3 @A & [ e ™ F o e

Lidia Holloway
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Microsoft Teams ‘g Search or type a command

A You're recording You are recording this meeting. Be sure to let everyone know that they are being recorded. Privacy policy Dismiss

Meeting participants receive

notification as recording starts

Recording has started. By joining the meeting, you have given consent for it to be recorded. Privacy Policy

Call with Darren, August,

Sarah, Joshwas#1 other » 00.01 @)

After the meeting, you can find this
recording in the meeting chat or on
Microsoft Stream.

O 055 @ & [ e M F .s.’/

no

Lidia Holloway

Joshua Vanburen

N ' 0 ' 4




Microsoft Teams

Chat Recent Contacts Y Invitation for Monthly Meeting Chat Files Meeting Notes Whiteboard

Recent [¥]  Megan Bowen joined the meeting.
Invitation for Monthly Meeting 11:13 PM ¢ Megan Bowen renamed the meeting to Invitation for Monthly Meeting.
Recording is ready
(¥  Isaiah Langer and Lidia Holloway joined the meeting.
R % Alex Wilber 2/29 _
@ Alex: Please give final review by EOD so we c... G4 Meeting ended 455 4:37 PM
ﬁl Isaiah Langer 2/29 €1 Meeting started ~ 4:39 PM
© lsaiah: Hey Megs! | just wanted to volunteer to h...

(¥ Johnson joined the mesting.

4:48 PM
Hello

Please see the document

@ International Marketing Strateg...
personal > meganb_m365x394565_on...

G4 Meeting ended 23m 195 5:02 PM
04  Meeting ended 1m 6s  11:03 PM
@4 Meeting started  11:04 PM

(¥ Johnson joined the meeting.

% Johnson left the conversation.

4 Meeting ended 32m 495 11:37 PM After the meetingl
o el participants can find

o i recording in meeting chat

or on Microsoft Stream

@
@ Learn more
N

Report a problem

Type a new message

AV ¢ @@ BB R - B
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cn =
i3t oo Contoso Electronics Stream

{2 Home [l Discover v [E Mycontent v - Create v O Search ) o on T A ©

Transcript Interactivity

L Search transcript AN

vuisY LIS yUUu WIID 11ave 1IgIpeU siidpe LOUTLosSL,
and you have made

PN

00:45 contoso what it is an. And it's that sense
of purpose with which

00:50 you've built this company.

00:52 That's what | admired the most in people.
An what | admire

00:58 the most in the people that build these
institutions.

01:03 Last month | made a few comments
about our transformation from a

D 4) 000/ 433

N1-:09 nrodiicer of hest in class comnaonent AL
Details  People More from my videos
I 2eting

All Hands Meeting attendees can view
Published on 3/8/2020 by Megan Bowen Company 2(® 09 . .
the recording video

Meeting
122 Share [El Addtowatchlist < Like 3% View settings v/

0 views
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cn =
i3t oo Contoso Electronics Stream

(N Home [ Discover v [ Mycontent v -+ Create v L Search ) o on T A ©

Transcript Interactivity

L Search transcript AN

vuisY LIS yUUu WIID 11ave 1IgIpeU siidpe LOUTLosSL,
and you have made

PN

00:45 contoso what it is an. And it's that sense
of purpose with which

00:50 you've built this company.

00:52 That's what | admired the most in people.
An what | admire
Linkesligraups/channels 00:58 the most in the people that build these

institutions.
Add to group/channel

01:03 Last month | made a few comments
Update video details about our transformation from a

D 1) 000/ 4

Trim video N1-:09 nroducer of hest in class comnonent

More from my videos

Details People
P Replace video

T
. o **ozting
All Hands [ oelete Meeting organizer/record owner -
Published on 3/8/2020 by 2® 09 . .
1 Download video can download the recording video
Meeting

® Share El Addtowatchlist < Like £33 View settings 0 views
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an .
o' Contoso Electronics Stream

{ Home [o] Discover ~ [ Mycontent ~» — Create v L search Lo @ of T A ©

Interactivity

—+ Add Form

e

Make your video more engaging by adding a
survey, quiz, or poll using Microsoft Forms.

Details More from trending videos

Why 3D Printers

0 views

Invitation for Monthly Meeting

Published on 5/16/2020 by Megan Bowen Limited 1® 0Q

T .

&> Share E] Addtowatchlist < Like Meeting Organizer/record 0wner
©  tinked groups/channel can manage video permission

al Safety Improvements

wiwrusoft 365 Contoso Rollout
0 views

0 Comments (] Add to group/channel

@ Post a new x Update video details

All Hande<
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ap -
o's Contoso Electronics

it Home [p] Discover ~+ [ Mycontent v - Create ~ O Search Lo @ of T A ©
S
Editing "Invitation for Monthly Meeting” J Download video T Replace video [i] Delete video
Details Permissions Options
Name [] Allow everyone in your company to view this video @ People ©
Invitation for Monthly Meetind
Share with @ Q On
Description ‘ My groups ~ | Search for your groups

Comments @

Viewers @ Owner @ Display © @ o
@ Megan Bowen (Megan...
X m] Isaiah Langer (IsaiahL@) Captions @

O
Setti.ng a video language enables automatic closed % % (& Lidia Holloway (LidiaH@) O | @
captioning for supported languages. Learn more No files have been added  Upload a caption file

Create a description for your video, including #hashtags

X @ Megan Bowen (Megan...

Video Language @ Subtitles @

Select a language No files have been added  Upload a subtitle file

Thumbnail

Manage who can access to a
meeting recording

| |~ Share v
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Who can view a meeting recording?

Note: For now, guests and external pecple who attend the meeting won't be able to view the recording
unless the recorder shares it with them.

Type Owner Who can view Who can Who can
download delete

Team meeting recording  Recorder Team (Office 365 group) Owner only Owner only

Private meeting Recorder Attendees (chat Owner only Owner only

recording members)

Group call recording Recorder Chat members Owner only Owner only

https://support.office.com/en-us/article/play-and-share-a-meeting-recording-in-teams-7d7e5dc5-
Qae4-4b94-8589-27496037e8fa#bkmk whocanview



https://support.office.com/en-us/article/play-and-share-a-meeting-recording-in-teams-7d7e5dc5-9ae4-4b94-8589-27496037e8fa#bkmk_whocanview
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ven o) .

$28 (,3 Contoso Electronics Stream

{nt Home [o] Discover v [E My content v + Create v L search o 0 On $ P\,, @
Videos Channels People Groups Switch Admin mode

When Admin mode is switched ON,
Microsoft Stream admins can manage
content on behalf of users, including
/O Search for videos ... Trending v private content or content they don't
normally have permission to edit.

Search for videos Sort by

Learn more
All Hands
2® 00 003 3/8/2020 g Megan Bowen A 2
Mark 8 Roadmap
1® 00 0LJ 3/8/2020 @ Megan Bowen o ©
Meeting
1® 0 00 4/22/2020 . SIS
Admin can manage content "
on behalf of users
Why 3D Printers
0® 09 0L 3/8/2020 (§ Lidia Holloway 2 N 1B
Internal Safety Improvements
0® 0 003 3/8/2020 @ Megan Bowen SN
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Stream

M Home Ip] Discover ~ [ Mycontent v - Create v /O Search

Settings X
Admin settings .
Usage details
View usage data, manage alerts, and purchase add-ons.
% Manage Stream ~ g ' 9 ’ P Stream
My settings
£, Administrators 0 of 561 GB used Admin settings
3¢ Spotlight videos 0% of total storage used
=) Live events Themes
Percentage of total storage .
@ Company policies used by recycle bin: 0% g8 Manage recycle bin .
(S  Usage details m*
L
O Notify Microsoft Stream admins when configured 85 9% 5 \ﬂ
- quota threshold is reached ? :
[l  Recycle bin View all
A Groups Discard Save

?  Support Admin view Microsoft Stream nguage and time zone
o G usage details in admin settings-=

£ People timeline ao

-+ Content creation Notifications

Customize settings
eCDN solutions



v <K& o A A
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Storage Quota = 500 GB + (0.5 GB x licensed user)

1500
1000
i
= 500 m User allecation
o - B Tenant allocation
100 SO0 1,000

Lsers
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Azure Media Service + Advanced Encryption Standard-128

1. IWdtuiinnmsusaniigniadulu Microsoft Stream azgn
washsiashunnnsgiu AES-128 wazAulilu Azure
Media Service

2. mahaailiuunssnismsuntlosdoyaluszuinaivuiin
asUszudniAulu Stream (Data at Rest) uazsz1iing
Anstadoududoya (Data in Transit)



Alerts

Permissions

Classification

Data loss prevention

Records management

Information governance

Supervision

Threat management

Mail flow

Data privacy

Search

eDiscovery

Home > Audit log search

Audit log search

Need to find out if a user deleted a document or if an admin reset someone’s password? Search the Office 365 audit log to find out what the users and admins in your organization have been doing.
You'll be able to find activity related to email, groups, documents, permissions, directory services, and much more. Learn more about searching the audit log

Search

Activities

Show results for all activities ~

Start date

2020-05-11 00:00
End date

2020-05-19 00:00
Users

File, folder, or site @

Add all or part of a file name, folder name,
or URL

Q search

+ New alert policy

Results

Date ¥ IP address User Activity Item Detail

Run a search to view results

Audit logs search

® Need help? Give feedback .



Alerts

Permissions

Classification

Data loss prevention

Records management

Information governance

Supervision

Threat management

Mail flow

Data privacy

Search

eDiscovery

Audit log search

! We're preparing the Office 365 audit log. You'll be able to search for user and admin activity in a couple of hours.

Need to find out if a user deleted a document or if an admin reset someone’s password? Search the Office 365 audit log to find out what the users and admins in your organization have been doing.
You'll be able to find activity related to email, groups, documents, permissions, directory services, and much more. Learn more about searching the audit log

search st

Activities Date ¥ IP address User Activity Item Detail

Created video, ... (19) ~

x Clear all to show results for all activities

Search x

Microsoft Stream video activities -

Created video Edited video

Deleted video Uploaded video
Downloaded video o Edited video permission

Viewed video v Shared video \-"

Liked video Unliked video
Commented on video H 1 1

Audit logs in Microsoft Stream

Uploaded video text track v Deleted video text track o
Uploaded video thumbnail v Deleted video thumbnail \-"

Replaced video permissions and channel links Marked video public

Marked video private o -

+ New alert policy

—+ New audit retention policy

® Need help? Give feedback v



Office 365

Security & Compliance

Home > Audit log search

Audit log search

Need to find out if a user deleted a document or if an admin reset someone's password? Search the Office 365 audit log to find out what the users and admins in your organization have been doing. You'll be able to find activity related to email, groups,

documents, permissions, directory services, and much more. Learn more about searching the audit log

Search

Activities

Created video, ... (30)

Start date

2018-03-01 =
End date

2018-04-15
Users

File, folder, or site @

Add all or part of a file name, folder name,

or URL

Q_ search

—+ New alert policy

v

00:00

00:00

Results 29 results found

Date ¥

2018-04-12 15:47:00

2018-04-12 15:46:21

2018-04-12 15:46:08

2018-04-12 15:46:02

2018-04-12 15:46:02

2018-04-12 15:45:49

2018-04-12 15:45:16

2018-04-12 15:43:51

2018-04-12 15:43:11

2018-04-12 15:42:22

2018-04-12 15:41:54

2018-04-12 13:41:32

IP address

131.107.147.247

13

.107.147.247

13

.107.147.247

13

.107.147.247

13

.107.147.247

w

107.147.247

13

.107.147.247

13

.107.147.247

13

.107.147.247

13

.107.147.247

13

.107.147.247

70.165.208.242

User

Christina Torok

Christina Torok

Christina Torok

Christina Torok

Christina Torok

Christina Torok

Christina Torok

Activity

Liked video

Viewed video

Viewed video

Replaced video permissions an...

Edited video

Viewed video

Viewed video

Filter or export results

to a CSV file

Christina Torok
Christina Torok

Christina Torok

Viewed video

Viewed video

Viewed video

Y Filter results l | L Export results v

Item

Monday Brainstorming Session

Monday Brainstorming Session

Monday Brainstorming Session

(2017-06-15) Monday Brainsto...

(2017-06-15) Monday Brainsto...

(2017-06-15) Monday Brainsto...

The animated guide to Al

(2017-06-15) Monday Brainsto...

(2017-06-15) Monday Brainsto...

Card Sort Names - Brainstorm ...

How HoloLens And Microsoft ...

Detail

Feedback
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Microsoft Teams

“

13:M

Search or type a command

Organizer downloads meeting

attendance report before the
meeting ends

AutoSave ")

X

Calibri

A B

1 |Full Name User Action
2 |Megan Bowen lJoined

3 |lohnson Joined
4 |lohnson Left
5 |Lidia Holloway Joined
6 |Lidia Holloway Left

Meeting Attendance Report

People

|Invite someone or dial a number @

Currently in this meeting (3) Mute all

@ Megan Bowen
'® Organizer

Johnson
Guest

‘E Lidia Holloway
®

Others invited (1)

f[b' - - meetingAttendancelist ~

File Home Insert Draw Page Layout Formulas Data Review View

C
Timestamp
5/16/2020, 11:05:45 PM
5/16/2020, 11:07:40 PM
5/16/2020, 11:22:33 PM
5/16/2020, 11:10:21 PM
5/16/2020, 11:22:42 PM




ANYAALNL; aga&ﬁnmaﬁﬂﬁmaaﬁi’mﬂizqw Optional: Check IP Address

&% Contoso Electronics Microsoft Teams admin center O - 7 MA

— 0365 Admin can search for

Users

M I
Teams You can manage audio conferencing settings, the policies assigned to them, phone numbers and other features for people in m eetl n g atte n d ees I P a d d reSS

your organization that use Teams and Skype for Business. Go to Admin center > Users to manage other user settings such as

Devi .
evices adding or deleting users, changing passwords or assigning licenses. Learn more fr0| I I Tea I I IS Ad I I l I n Ce nte r
Locations
Users i O\ Search Y @
Meetings
v Display name T Username Phone number Location Policies assigned Directory status ® Audio
E] Messaging policies meresigee e ST TrgmEere o e P s -
B Teams apps Diego Siciliani DiegoS@M365x394565.0... Singapore View policies Online On
= .
e Vel Grady Archie GradyA@M365x394565.0... Singapore View policies Online On
Policy packages
Irvin Sayers IrvinS@M365x394565.0n... Singapore View policies Online On
il Analytics & reports
Isaiah Langer IsaiahL@M365x394565.0n... Singapore View policies Online On
Usage reports
. . Johanna Lorenz JohannaL@M365x394565.... Singapore View policies Online On
Org-wide settings
Planning Joni Sherman Jonis@M365x394565.0n... Singapore View policies Online On
Legacy portal 4 Lee Gu LeeG@M365x394565.0nM... Singapore View policies Online On
it A
Call quality dashboard (7 Lidia Holloway LidiaH@M365x394565.0n... Singapore View policies Online On
Lynne Robbins LynneR@M365x394565.0... Singapore View policies Online On
v Megan Bowen MeganB@M365x394565.0... Singapore View policies Online On

Miriam Graham MiriamG@M365x394565.... Singapore View policies Online On




ANYAALNL; aga&ﬁnmaﬁﬂﬁmaaﬁi’mﬂizqw Optional: Check IP Address

. . . 1
&3 Contoso Electronics Microsoft Teams admin center L X 7 MA
— E] & +1412 555 0109
Email
MARKETING MANAGER )
@ Dashboard MeganB@M365x394565.0nMi
Singapore crosoft.com
Teams Directory status
Devices
Locations
°®
a§ Users 7-DAY QUALITY 7-DAY ACTIVITY
Meetings
a Messaging policies Meotinos
ES Teams apps
0 . .
& voice Select User and click Call history

POIicy packages W Good MW Poor Unknown to | O O k fo r S p ec ifi C m eeti n g

Analytics & reports

=3

Usage reports

: . Account Voice Call history Policies
Org-wide settings 3 ;

Planning T &

Legacy portal (4

83

v Start time L When Participants Duration Activity type Client Audio q
Call quality dashboard (4
May 17, 2020, 3:49 PM GM... 2 hours ago 805 2 Participants 00:54:44 Conference Microsoft Teams Good
May 17, 2020, 3:15 PM GM... 3 hours ago &35 2 Participants 00:32:23 Conference Microsoft Teams Good
May 16, 2020, 11:04 PM G... 19 hours ago 205 3 Participants 00:32:44 Conference Microsoft Teams Good

May 16, 2020, 11:02 PM G... 19 hours ago &35 1 Participant 00:01:00 Conference Microsoft Teams Good
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an .
o'> Contoso Electronics

Megan Bowen
B3 My files
O Recent
£ Shared
& Recycle bin
Shared libraries
Mark 8 Project Team
u Campaigns - Events
B Work @ Contoso
Give @ Contoso
Leadership Team
Communication site
Digital Initiative Public R...
B e

More libraries

Create shared library

OneDrive

Leadership

+ New ’_P Upload #8 Automate @ Sync

Leadership

® &

> Documents

Name

Executive FY Goals.pptx

Far East Region Support.xlsx

New Litware-Contoso Partnership.docx

Strategic Objectives.pptx

Modified

February 23

February 23

February 23

February 23

Store files in OneDrive or SharePoint

Madified By File Size
Megan Bowen 40.1 KB
Patti Fernandez 219 KB
Megan Bowen 6.80 MB
Megan Bowen 2.76 MB

Drag files here to upload

Document/files related
to a meeting can be
stored in OneDrive or
SharePoint

Teams Channel Meeting — Files are stored in SharePoint
Scheduled Meeting — Files can be shared from OneDrive

Go to site A1

= ®



ﬂ’]ﬁl,ﬁfl_];ﬂ‘]g}’]ﬁm\]a Store files in OneDrive or SharePoint
ql

&  https://m365x394565-my.sharepoint.com

Info

meetingAttendancelist

Open Open in Desktop App
Use the full functionality of the Excel desktop app.
Save As
orint Protect Workbook
rn
Q Always open read-only to prevent accidental changes by asking readers to opt-in to
editing.

Share

Version History
About k : . .
View and restore previous versions.

stingAttendancelist - Saved

Open in Desktop App

@ E @ S AutoSum %? p g

Formatting ~ as Table ~ Styles ~

Protect files to read-only

Available in all Office 365 Plans
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ap .
¢'o Contoso Electronics

Megan Bowen
B3 My files
D Recent
o Shared
@ Recycle bin
Shared libraries
Mark 8 Project Team
u Campaigns - Events
B Work @ Contoso
Ul Give @ Contoso
Leadership Team

Communication site

Digital Initiative Public R...

HHR

More libraries

Create shared library

OneDrive

Files > M
O

Qs

&

() 2

@ open v |2 Share @ Copy link

Link settings

L Download Ti] Delete =I Rename

X

Who would you like this link to work for?

Learn more

Anyone with the link

Modified

People in Contoso with the link

People with existing access

Specific people

Other settings
D Allow editing

fF] Set expiration date

Strength: Strong

37 minutes ago

36 minutes ago

40 minutes ago

@ Block download

Apply

Cancel

Store files in OneDrive or SharePoint

#% Automate ~ 57 Move to

Modified By

Megan Bowen

Megan Bowen

Megan Bowen

| Copy to
File size ™ Sharing
652 bytes Private
9.96 KB Private
10.8 KB Private

To protect the files, owner can
« Set Password

« Set expiration date

» Block download

Available in all Office 365 Plans



ﬂ’]ﬁl,ﬁfl_];ﬂ‘]g}’]ﬁm\]a Store files in OneDrive or SharePoint
ql

o0 . :
o'o Contoso Electronics OneDrive

Megan Bowen (B Open v |2 Share <@ Copylink ¥ Download [i] Delete =B Rename #% Automate ~ 53 Moveto [ Copyto --- @ Monthly Sales >

B3 My files
Manage Access

Recent . . -
Files > Monthly Meeting Summar

J

@.
o Shared
@

Recycle bin ) ) @ Links Giving Access © &
’ D Name Modified Modified By File size Sharing 9 | Share
Shared libraries N . ) i . ‘
(%] meetingAttendancelist.csv 37 minutes ago Megan Bowen 652 bytes Private There are no sharing links for this item.
£l Mark 8 Project Team .
B meetingAttendanceList.xlsx 36 minutes ago Megan Bowen 9.96 KB Private
D Campaigns - Events A, Direct Access @ —+
- O M= '\IM onthly Sales.docx 1= 40 minutes ago Megan Bowen 10.8 KB Private
B Work @ Contoso Grant Access %

Monthly Sales

a Give @ Contoso
\em e T Manage Who has access Enter a name or email address

Communication site to files in OneDrive -

n Digital Initiative Public R...

B -

More libraries

Can view

Add a message (optional)

Notify People

- Grant Access
Create shared library °

Available in all Office 365 Plans



ﬂ’ﬁl,ﬁ‘j_]?ﬂ‘]g}’]ﬂ/mm Store files in OneDrive or SharePoint
ql

32 Contoso Electronics SharePoint £ Search this library = 0 £33 ?  Mod Admin (-)

n Docs test X

Manage access to folder — 1eneoe access
in SharePoint

Documents Locuments @ Links Giving Access © 12 Share

4 l https://m365x129757.... Copy | ***

People you specify can edit

This link works for

o
narisorn@outloo...
o EXTERNA SER
A Direct Access @ -
g Mod Admin Owner
B
test Owners Owner
P
test Owners Owner
@
X !
test Visitors O
8
% =
i#7 Microsoft Teams test Members ©

v Can view

Can edit

Stan charina

Available in all Office 365 Plans




ﬂ’]ﬁl,ﬁfl_];ﬂ‘]g}’]ﬁm\]a Store files in OneDrive or SharePoint
ql

l < Site sharing settings

Control how things in this site can be shared
and how request access works.

Sharing permissions

M a n a g e S ite S h a ri n g O Site owners and members can share files,

folders, and the site. People with Edit

Setti n g i n S h a re POi nt permissions can share files and folders.

O Site owners and members, and people
with Edit permissions can share files and
folders, but only site owners can share the
site.

C.) Only site owners can share files, folders,
see on . = s
i3t g% Contoso Electronics SharePoint and the site.

Access requests

> Allow access requests 0 On
/' EDIT LINKS
t H H : 1 1 Choo! i
se who will receive access requests for
Permissions » Edit Permissions i
@ test Owners
Home Users or Groups
Users:
nve ns The permissions of these users or groups will be modified Specific email
Lonvarsations No Download and Share O P
Documents
Notebook Choose Permissions oy Add a custom message to the request access
‘ P —_— ermissions: page:
Pages

Full Control - Has full control

sroup Lis . s " ¢ W

Group List Design - Can view, add, update, delete, approve, and customize. For example: Please allow three days for us
Teams Plar ‘ . to review your request
eams Flan Edit - Can add, edit and delete lists; can view, add, update and delete list items and documents.

Site contents Contribute - Can view, add, update, and delete list items and documents.

Resource Request Read - Can view pages and list items and download documents.

Recent ¥ Restricted View - Can view pages, list items, and documents. Documents can be viewed in the browser but not downloaded.

Recycle Bin Discard
/' EDIT LINKS

Available in all Office 365 Plans



2 arR TR s A A A R R e s e IR  Ortional: Apply
Ql Ql Retention Policies

f-l‘ @ ? Mod Admin ‘:)

=2 23 Contoso Electronics Office 365 Security & Compliance

Create a policy to retain what you

want and get rid of what you Decide if you want to retain content, delete it, or both

don't.

Do you want to retain content? @

@ name your policy @ Yes, | want to retain it (7)
For this long... " 7 years
Settings ) i
Retain the content based on‘ when it was created v ®

®  choose locations Do you want us to delete it after this time? (O

@ Yes O No

® Review your settings O No, just delete content that's older than ()

Manually set policy to
N—— retain content and delete
(O Use advanced retention settings ® at Certain times

*Available in Microsoft 365 E5/A5/E3/A3, Office 365 E5/A5/E3/A3



2 arR TR s A A A R R e s e IR  Ortional: Apply
Ql Ql Retention Policies

S 3 Contoso Electronics Office 365 Security & Compliance

Create a policy to retain what you

want and get rid of what you Decide if you want to retain content, delete it, or both
don't.

Do you want to retain content? @®

Name your policy O Yes, | want to retain it (7)

Settings

O No, just delete content that's older than (7)

Choose locations

Review your settings Need more options?

@ Use advanced retention settings (7)

Detect content that contains specific words or phrases v

Detect content that contains specific words or phrases
Detect content that contains sensitive info

Advance setting to retain
content and delete at
certain times

*Available in Microsoft 365 E5/A5, Microsoft 365 E5/A5 Compliance, Microsoft 365 Information Protection and Governance,
Office 365 E5/A5, and Office 365 Advanced Compliance



2RI s I L A R e ek s R e NI  OrPtional: Apply
Ql Ql Retention Policies

£ Search this library ?  Mod Admin ‘:)

'I % Following
ternal 2 3 members
E8 Open v £ Share @ Copylink ¥ Download [i] Delete -3 Pintotop =B Rename #% Automate > 531 Moveto ‘- X 1selected = AllDocuments ¥ Y @®©

B Licensedusers.csv

Documents > General
(= Title

Enter value here

D Name Modified Modified By t Add column
— Apply retention label
5 1 Mutual-Fund-What is Mutual Fund-01.pdf March 22 Mod Admin
None .
(] Licensedusers.csv = March 22 Mod Admin None -
Clear J‘.hu i:h‘n.’f
: ) Confidential
| Licensedusers.xlsx April 5 Lee Gu
Retain for 7 years
Employee Records
| test.xlsx March 22 Lee Gu Retain forever
B GDPR

Persanal Financial Pll

1 Retai] Retains item for 3 years, based on when it w.

Public
lviarces

-

You created this fi

{Apply retention action to
o files in SharePoint based
CSV File on pOliCieS

Modified
March 22

*Available in Microsoft 365 E5/A5/E3/A3, Office 365 E5/A5/E3/A3
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on .
%5 Contoso Electronics

Permissions

Classification

Sensitivity labels
Retention labels

Sensitive info types

Data loss prevention
Records management
Information governance

Supervision

Threat management

Mail flow

Data privacy

Search

Optional: Information Protection

Office 365 Security & Compliance

Home > sensitivity

Labels Label policies  Auto-labeling (preview)

Sensitivity labels are used to classify email messages, documents, sites, and more. When a label is applied (automatically or by the user), the content or §

files, add content marking, and control user access to specific sites. Learn more about sensitivity labels
Create a label T Publish labels 2:_: Refresh

Name Order Created by Last|

Personal 0 - lowest Megan Bowen 11/23

General 03/16

Internal 2 Megan Bowen 03/16

(V] Highly Confidential 3 Megan Bowen 03/18
Finance team only 4 - hi MOD Administratar 03/18

HR and Legal Department 4 - hi MOD Administrator 03/18

D
L6

Highly Confidential
‘ J Publish label | ‘ E[ Delete label

Name

Highly Confidential

Display name
Highly Confidential

Description for users
This is the Highly Confidential label

Description

Encryption
Encryption

Site and group settings
Private - only members can access the site
Block access

Content marking
Header: Highly Confidential
Footer: Highly Confidential

Create sensitivity label/
retention label



ﬂ’ﬁl,ﬁ‘j_]?ﬂ‘]g}’]ﬁ/mm Optional: Information Protection
q]

1. Manual assign label to
document

Chaolvalit Rattanakornkrisri (9 7

AutoSave B 9~ O @~ = 20200502_Microsoft Teams Security and Compliance & - Saving... ~ £ Search
File Home Insert Draw Design Transitions Animations Slide Show Review View Help 1% Share 1 Comments @
‘3 13 g B S - ENNDOD: B [ & Pind 0 =
e {Reset & ALl doy O 2 G Replace ©
Paste New Reuse _ T U S asAV. pav | 2. A == = = Protect | (o>~ { ) |7 ATange ) Dictste | Design
- Slide ~ Slides [ Section & » v wF @ B Select~ . deas
Clipboard [F] Slides Font Paragraph F Mon-Business Drawing Editing Voice | Designer ~
160 Public
* == .
/" General

Assign Sensitivity (or Retentic === 5 document

Highly Confidential >

Show Bar

I8 Custom Permissions

161 p—
. L
[T Track and Revoke
@ Help and Feedback
162
E 3
163
£

Assign Label (Sensitive or
Retention) Label to
e - document

E 3 - ES
H ® 2020 Microsoft Corparation. All rights reserved. Confidential and Private. 163

E Click to add notes M 365
Business

Slide 163 0f 223 [0}  English (United States)

H L Type here to search 1 e @ m ) & P ENC

M365 E5




ﬂ’]ﬁl,ﬁu%/ﬂ‘]g}’]ﬂ/mm Optional: Information Protection
q]

1. Manual assign label to 2. Auto (or recommend)
document assign label to document

- - Credit Cards - Word Garth Fort =

Insert Draw Design Layout References Mailings Review View ';" Tell me what you want to do

= ibri - - A H— = : =  a= A £ Find -~
D Calibri (Body) 111 - A A Aa~ =T = T €= = zl ﬂ- AaBbCcDc AaBbCcDc AaBbC( AaBbCCE - -
Sac Replace
- = = Protect || 1 Normal | TNo'S Heading 1 Heading 2 -
Paste . 5 D . ab . Bl = = = 1. L. ormal o Spac... Heading eading

< v B I U~ & x, XX A-¥-A Bl = = = 5 O- i - [y select~
Clippoard Font n Paragraph = | Protection Styles m Editing ~
o It is recommended to label this file as Credit Card Data Change now x
o Sensitivity: Not set Personal Public Internal Confidential Credit Card Data Social Security Numbers Secret - g

Garth,

These are the credit card numbers that need validating from the batch of failed transactions that
occurred last month. Can you run a check on them please?

Assign Label (Sensitive or

Customer ID Credit Card Number .

CST20215 4212-1123-12231123 Retentlon) La bel to
CST20216 4212-1123-12231124

CST20217 4212-1123-12231125 docu ment

CST20255 4212-1123-12231126

CST20256 4212-1123-12231127

CST20257 4212-1123-12231128

CST20258 4212-1123-12231129

CST20322 4212-1123-12231130

M365 E5 Info Protection
& Governa‘gclem

Page 1 of 1 55 words O«

M365 E5 Compliance M365 E5

12/9/2016 7



ﬂ’ﬁLﬁU%ﬂ‘]g}’]ﬁ/mJa Optional: Information Protection
q]

Classify and protect - Azure Information Protection

EI Secure Productivity - Copy.pptx

Secure Productivity - Copy.pptx vl =

o Sensitivity: B General

S
Business data which is NOT meant for public consumption. However, this can be shared with internal employees, business guests and external S

partners as needed. Data is not encrypted, and cannot be tracked or revoked.

Non-Business Public _ Confidential - Highly Confidential Secure Productivity - Copy.pptx

Delete Label

Protect with custom permissions

Select permissions Viewer - View Only v
Select users, groups, or organizations | A
minute
8 Microsoft Azure Information Protection Export to CSV Revoke access
Expire access i |

Track and revoke access

oS M365E3 N M365E5
VS ESS

e
Classify and Protect
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Data Retention

For each of these deletion scenarios, the following table shows the maximum data retention period, by data category and

classification:

Data Data
Category Classification
Customer Customer
Data Content
Customer End User
Data Identifiable
Information
(EUIN)
Personal End User
Data Pseudonymous
(data not Identifiers
included (EUPI)
in
Customer
Data)

Description

Content directly provided/created by
admins and users

Includes all text, sound, video, image
files, and software created and stored
in Microsoft data centers when using
the services in Office 365

Data that identifies or could be used
to identify the user of a Microsoft
service. EUIl does not contain
Customer content

An identifier created by Microsoft tied
to the user of a Microsoft service.
When combined with other
information, such as a mapping table,
EUPI identifies the end user

EUPI does not contain information
uploaded or created by the customer

Examples

Examples of the most commonly
used Office 365 applications that
allow users to author data include
Word, Excel, PowerPoint, Qutlook,
and OneNote

Customer content also includes
customer-owned/provided

secrets (passwords, certificates,
encryption keys, storage keys)

User name or display name
(DOMAIN\UserName)

User principal name
(name@domain)

User-specific IP addresses

User GUIDs, PUIDs, or SIDs

Session |1Ds

Retention
Period

Active Deletion
Scenario: at
most 30 days

Passive
Deletion
Scenario: at
most 180 days

Active Deletion
Scenario: at
most 180 days
(only a tenant
administrator
action)

Passive
Deletion
Scenario: at
most 180 days

Active Deletion
Scenario: at
most 30 days

Passive
Deletion
Scenario: at
most 180 days

Microsoft has a Data Handling Standard policy for Office 365 that specifies how long customer data is retained after
deletion. There are generally two scenarios in which customer data is deleted:

e Active Deletion: The tenant has an active subscription and a user or administrator deletes data, or administrator:
delete a user.

® Passive Deletion: The tenant subscription ends.

https://docs.microsoft.com/en-
us/office365/Enterprise/office-365-data-retention-
deletion-and-destruction-overview#data-retention



https://docs.microsoft.com/en-us/office365/Enterprise/office-365-data-retention-deletion-and-destruction-overview#data-retention
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¢ When an audited activity is performed by a user or admin, an audit record is generated and stored in the audit log for
your organization. The length of time that an audit record is retained (and searchable in the audit log) depends on
your Office 365 or Microsoft 365 Enterprise subscription, and specifically the type of the license that is assigned to

specific users.

o For users assigned an Office 365 E5 or Microsoft 365 E5 license (or users with a Microsoft 365 E5 Compliance or
Microsoft 365 E5 eDiscovery and Audit add-on license), audit records for Azure Active Directory, Exchange, and
SharePoint activity are retained for one year by default. Organizations can also create audit log retention policies

to retain audit records for activities in other services for up to one year. For more information, see Manage audit

log_retention policies.

o For users assigned any other (non-E5) Office 365 or Microsoft 365 license, audit records are retained for 90 days.

For a list of Office 365 and Microsoft 365 subscriptions that support unified audit logging, see the security and

compliance center service description.

https://docs.microsoft.com/en-us/microsoft-365/compliance/search-the-audit-log-in-
security-and-compliance?view=0365-worldwide#before-you-begin



https://docs.microsoft.com/en-us/microsoft-365/compliance/search-the-audit-log-in-security-and-compliance?view=o365-worldwide#before-you-begin
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https://www.youtube.com/playlist?list=PLHJYxRalqrLTP50dY3bkALNWJxwZ5iglD

IS o muanurTuaslszruaawlamiszvitemizaaiu - ER1 ashidsnnlssrunasdinu
ws g
1 x=— " az=—= Microsoft Thailand
e P

IS o uanurlunslszrnaaulaiszvitomizaau - ER2 msdadisiulddanta
; i '=En
¥ : ) Mo 2 = i = Microsoft Thailand
e B, 8 ] 5 25 )
P PLAYALL
IS o muanurlumslsrinaawlmiszvitomizzau - ER3 msuhfsanaslsznaunisiseaig
wi= ‘T
oy 2 H 3 =—— " .—— Microscft Thailand
5 dauuninlunisdsyzuaaulau Epumein

o Eﬁt

T dlawduaunurlunissrnuaauladszvitemiaogiu - ERS mstininnislseiulugluoy
5 Sldnvsaiing
Micresoft Thailand


https://www.youtube.com/playlist?list=PLHJYxRaIqrLTP5odY3bkALNWJxwZ5iqlD
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