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*2PDI Edit Last Chat

* Press the up arrow to quickly edit your last sent message
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* 2 PDI Attendance

See who attended the meeting, for how long and when they joined and left.

* Only meeting organizer has access to the attendance report

* It will only remain for a period of time
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" PDI Open in Desktop App

* By default, TEAMS uses the Office web browser to open files
* Open files in desktop app instead

* Use fully featured application while files still save to same SharePoint location

< 7 Book3 xlsx Q_ Search
v File Home Insert Draw Page Layout Formulas Data Review View Help Open in Desktop App
LW "Cr} s =< | "alikr \/I 11 ~ R i L [‘/\ LV A W s =. v ab Eﬂ Marna s Arrmnintinn w

* Can change default behavior

® @ Capabilities Most Finandial Ma... &2 -+ Open > Editin Teams (default) I
Preview Open in browser
Share Open in app
Copy link Change default
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»PDI Co-Authoring

© @ [ Comments ~ “\Catchup | ¢ Editing v Close

Activity to catch up on:

* Simultaneously work on files

You're all caught up! Relevant changes mads

since you last opened the file will show up here.

* Upper-right corner will show other editors

view recent ediits to the workbook hanges X

Ch

es pane on the right to

7~ This workbook

* Click on their icon to jump to their location

© BryanElis Just now
¢/ Edited TDYs B14

* Colored sections and initials will show where they are
© Bryan Ellis Just now

¢/ Edited TDYs C11

@ thisemail@address.com

o kejoyce@mailmi

el @ TEAS file Collaboration - Saved - £ search bxcel
Fle  Home Insert Draw  Pagelajout fomulas Data Review View  Automate  Help  Table Design © @ Dcomments| “catchup
oo - o
t% o Segee Ul EREL p— G I B BB @=E i';“;fjw by O @ e
‘Jf‘é S rormatpamer | B 1 U Db Hv v Ay e $v% 9 WY sznf‘«‘::;al 'owévAs 5‘)::5 et \;n\:»\» Fcnj‘at oir\&;‘n:‘& A\Dﬂ‘ywz Editing C14
Qlipboard Font " Aignment Humaer s cells Ecitng Analysis Go to location ~
F11 v fe 7/11/2024 M
e A B C D E F G H ] K M N [s] P Q R S T u v w X Y z AA AB AC AD
. [RMsirstnameBllLast name@lEmail ____________Blcity __Hlstart Date[Bllend Date BlamountH] -
O > Gy Gross g_gross@mailmil Honolulu 11-Dec-23 17-Oct-24 $5,22647
> Stephanie  Higgins __stephanie higqins3423@usaf.mil Waterbury 49023 31-Aug23  $6362
b 1 Guy Hg,gross@mailmi\ Fort Wayne 11-Jul-23 20-Aug-23 $5,851.70
5 Kenyon Moon kmoon@usaf.mil Virginia Beach ~ 5-Nov-23  1-Jun-24 $3,84562
6 Ayanna Fox fayanna1082@usaf.mil Idaho Falls 6-0ul-23 13-Dec-23 $4,83657
7 Sydnee Gonzales  sydnee_gonzalesg65@mail.mil Springfield 6-Sep-23 10-Aug-24 $5002.91
5 Jasmine Mcfarland ~ jasminemcfarland@usafmil  Jacksonville 2-Nov-23  31-Jul-24  $130129
[ o Avanna Fox fayanna1082@usaf.mil Colorado Spri 25-Aug-23  2-Jan-24 $3,819.56
Bl 10 Sydnee Gonzales  sydnee gonzales865@mail.mil Bangor 10-0ct23_27-Nov-23  $74990
11 |Kalia Joyce k-joyce@mailmil Detroit 25-May-23_11-Jul-24] $5.861.24
12 Mark Patterson  m-patterson6266@mailmil  Norman 50ct-23 4-May-24 $4,88991
13 Melanie Baxter baxter melanie95@usafmil  Clarksville 20-Dec-23  5:0ct-24  $53199
14 Mark Patterson  m-patterson6266@mailmil  Kailua 13-Dec-24 $2,88264
Rl © Stephanie  Higgins  stephanie.higgins3423@usaf.mil Bear 3-Jul-24 $141207
16 Melanie Baxter baxter melanie95@usafmil  Eugene 8-Nov-23 30-Dec23 $6057.74
17 Mark Patterson  m-patterson6266@mailmil  Wichita 19-Sep-23  27-Sep-23 $7461.78
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" PDI

* Set up a personal view of a sheet
* Won't impact what other people see
* Can filter, sort, as you prefer

* Views are saved

Sheet View

Sheet Wiew Ve

< Default

« Dec Returns

F1 Pam's View
4~ | - |

* Name views to personalize them and toggle between multiple views

TEAMS File Collaboration - Saved ~

File Home Insert Draw Page Layout Formulas Data Review View
% Headings
Sheet View Default - \ Zoom [100% E%
’ N ‘.‘ :\ v Gridlines
< New Immersive [_ml;'q 100% Freeze
Reader Panes v
New Sheet View Views Zoom Window Show
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" PDI

TEAMS Calendar

* TEAMS Calendar and Outlook Calendar are integrated

* Meetings made in either Outlook or TEAMS will show up on the other
calendar
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" PDI

e Click ‘“+’ to add o

* Pick from the app
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tab

selection

- Channel calendar
[:: "Bl wicrosoft Corporation

Access all events in the channel from one
place. All members—except guests—can add
events to the calendar and view event details.

Milestones
' Open Source

Plan, track, and prioritize team's work capacity

across projects in a central place. See team
status and work item updates to become...

r Power BI

Pin Power BI reports to your channel to start a
conversation about your data. With reports
and chats in the same place, everyone stays ...

Apps within TEAMS

< > May 2023 ~

. DAF365 Hub

The one place for all of the Air Force to
connect.

OneNote
Microsoft Corporation

Use OneNote to collaborate on digital notes
and notebooks and share them with your
team.

S|
M

Add a SharePoint page or list. Lists can be
edited. Pages are read only in Teams.

General Posts Files Wik TEKSOUTH_TEST Channel calendar

@ Jabber AF-PoC

Streamline communications and enhance
productivity with Cisco Jabber calling

integrated into Microsoft Teams. Easily escala...

Planner
Microsoft Corporation

Planner makes it easy for your team to stay
organized, create and assign tasks, and keep

track of your progress. Create a new plan so...

B SharePoint Pages
Microsoft Corporation

Add a SharePoint page from your associated
team site by selecting a page from the pages

list and clicking Save. Your team will be able t...

Create a new list from scratch, from templates,
based on an existing list, or by importing data
from Excel. Record data, have conversations...

n Power Apps
Microsoft Corporation

Help your team work smarter by creating apps
that connect to the data they use most. Add
those apps to your channel so your team can...

Viva Insights
' Microsoft Co
Microsoft Viva Insights provides personalized
recommendations to help you do your best
work. Get insights to build better work habits...

i
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* 2 PDI Channel Calendar

+ Specific to that CHANNEL. Not whole TEAM. u Channel calendar
* Not available in private channels Access all events in the channel from one
place. All members—except guests—can add

* Can View by Day, Week or Work Week

+ Addnewevent @ Work week Vv

* Can’t view by Month
12

@ Day
Friday —
. (2] Work week v/
() Week
* Event is added to organizer’s Outlook & TEAMS calendar
* Invite NOT sent to channel members unless names added individug B tevmeting oes o
add title
* Can’t apply conditional formatting O sman s+ = speos som ~ on @ Wy
* Can’t add additional fields if you want B e s oeno G
* Can’t make fields mandatory T T
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o PDI Lists

Text

* Create a list from scratch, templates, already existing list or csv file JEES

Date and time

* Control over the fields R
K Person

* Can make fields mandatory ® e

B3l Yes/No

@ Hyperlink

$€ Currency

9 Location

ists ‘ S
n L B Editin grid view B Integrate ~ -~ & Image

Create a new list from scratch, from templates, Title Add column #= Managed metadata
Dased on an existing list, or o "'L’:",H‘.;: data

from Excel. Record data, have conversations...
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* 2 PDI List as Calendar
®

¥ Leave Calendar v Y

~ Month

Add Date column(s) to list v

- Week

Click View Drop down menu

Iterns that need attention

Select ‘Create new view’

) All Items ——

. Name the view  Leave Calendar @
Select ‘Calendar’ under Show as @[ o O

. Select Default Layout: Month or Week @ ®

. Pick the Start and End Date fields ® semevssi L

Format current view

Click Create B
Set Current View as Default

V0O NO U WM —
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" PDI Conditionally Format List

° ° i Leave Calendar v v
Click ‘View’ Drop down menu .

1.

2. Select ‘Format current view’
3. Click Manage rules «
4. -

Format view

Apply formatting to

Create rule and click Save

Set current view as default O
@ ormat current view o onal .
==+ > Createrule

< Create rule

t 5
calendar If
ﬁ Manage rules @ Title v
"

BUILDING UNITY IN
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Choose

~+ Add condition

al to

or Type a value

Show list item as

i
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* 2 PDI OneNote

» B CRIS-DEAMS (AFDW) Program Managment Notebook
* Pick the Notebook to add e
* Click Save o p—
)Y eNotebook
* Click ‘Show Navigation’ to see Sections & Pages | » [ owrie Vhat are QuickNotes Tu
. QuickNotes How to use QuickNotes
Text in Image Review QuickNotes
File Home [nsert Draw View Help Open in Browser v ':;:-

Click Open in Desktop App to use s
OneNote App instead of TEAMS : Zpen i Browser

% pen in Desktop App
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* 2 PDI Planner

* Add Planner to left panel and you’ll see all tasks assigned to you, no
matter which plan they are in.

* Can be exported to Excel

sty Tasks by Planner and To Do

Chat
F’L—J‘} My tasks To Do
TT  General Posts Files Channel calendar Leave List Planner PBI + 0 Meet - Teams
(M Tasks
Group by Bucket Filter List Board Charts  Schedule &) ‘G My Day
Caknd
t
Not Started In Progress Finished Add new bucket Q : Important
L
Calls (] Planned
+  Add task +  Add task +  Add task R &
D & Assigned to me
(O Develop documentation (O Update Excel Tracker () Brainstorm ideas &3 F Flagged Emails
_ & ‘= g Groceries
(= Due ) Due

(O Donate clothes

Shared plans Planner

— . (O Gather list of attendees O Assign tasks E}
E D 3 ® Tasks by Pf Teksouth TEAMS PDI Session
& o o

Pick up supplies ) bue S E‘ i

. General

en / Create slides \ Present Findings to Committee

Paper

— n ASMC PDI 2023

Ink =

o . S Apps PDI Plan

o ]

et
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2 PDI Power Bl

* Remembers where you navigated to for one hour
* Dashboard needs to be published to the Service

* Users need access to the dashboard in the Service to see it in TEAMS

General Posts Files Channel calendar OrgSchedule Planner Sprint Metrics v +3 o O -
[N File v > Export v & Share Q Setalert - @ Copilot [ C

29 Tasks and Metrics

Total Task Count

(® [ Meet ~

Task Status

8

Completed Tasks

O

<
U
<
C
ps

27.6%

% Complete
Complete

A

/" Full screen

e

Fit to page

Priority

All v

Task Name Progress  StartDate Completed Date DueDate AssignedTo  Priority ||| Checklist items

9

Develop marketing strategy for new product launch Not started 5/28/2024 5/20/2024 Ben Cella Urgent
Design logo and branding materials Completed  5/22/2024 3/22/2024 5/23/2024 Medium | Create Job

Create social media accounts and establish online presence Completed 5/21/2024 5/10/2024 5/27/2024 Medium || Description
Launch email marketing campaign Completed 5/19/2024 5/1/2024 5/21/2024 Medium HR post job
Organize focus groups for product testing Completed 5/13/2024 4/13/2024 5/20/2024 Medium Interview .
Analyze competitor strategies Not started 6/25/2024 Kermitt Francis Importar || 3pplicants E Actu a I SiZze
Attend industry conferences for networking opportunities Not started 7/16/2024 Ben Cella Medium | Make selection
Conduct brainstorming sessions for product/service innovation  Not started 7/24/2024 Pamela Dvirnak Medium
Conduct customer satisfaction surveys Not started 9/5/2024  Pamela Dvirnak Medium
Conduct employee training on new software systems Not started 5/30/2024 Kermitt Francis Importar
Conduct interviews for customer feedback Not started 6/15/2024_Pamela Dvimak_Importar

[ Fit to width

Labels

S191|14 n

[J Customer Engagement
] Employee Development
1 Marketing

[ Sales and Partnership
[ Strategy and Planning

Submit request
to HR

] Website Development
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" PDI

o
Q

Activity
Chat
200

[{v))

Teams

Calendar

&b

Workflows

Apps

BUILDING UNITY IN
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< Q  search

<l Workflows Home Create Chat About

I All templates
Top picks
Approval
Al Automation
Button
Calendar
Data collection
Email
Mobile
Productivity
Remote work

Social media

Start with a popular Teams template

o fe]a)

Send me an email when a new message is
added in Microsoft Teams channel

By Microsoft Power Automate Community

Automated 92999

Schedule a reply
By Microsoft

Instant 371033

S Microsoft Teams templates

Create a task in Planner from Microsoft
Forms and post message in Teams

By Microsoft Power Automate Community

Automated 182264

=] Ja

Save a message to OneNote
By Microsoft

Instant 198250

A search templates...

Power Automate

;oj Teksouth Cor... & 99 - o

X

C®e®ou

= Ja] ]

Follow up on a message
By Microsoft

Instant 593960

- Jajole]

Start an approval when a file is added to
SharePoint

By Microsoft

Automated 14633

-+ Create from blank

i
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*2PDI Power Apps

Live Demo
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" PDI

Questions?
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