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* Microsoft Office Suite offers:
¢« Teams Q SharePoint F Teams
» SharePoint
m Yammer [‘} Dynamics 365
* Forms

,‘ Power Autom... @ ContactMonkey

. Piay

All apps

* But how we know when we should be using what?



Microsoft Teams:

Capabilities

A central chat-
based

workspace

The one, go-to
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Microsoft Teams:
Compliance Uses
@
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HOSTING WEEKLY TEAM  PLANNING THE NU-RES
CHECK-INS RETREAT

e =

ESTABLISHING SUBSET DATA ENCRYPTED
GROUP CHATS MEETINGS, GROUP
CHATS, CALLS, AND
PERSONAL/SHARED FILES

Train I.T Now Ltd

General
Marketing
Sales

Friday Drinks Crew

Customer Service

Project Delta

General
Q2 Targets

Southern Trading Co.
General

Hide

Manage team

Add channel
Add member
Leave the team
Edit team

Get link to team

Manage tags
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Delete the team
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Microsoft

SharePoint: _"E‘l_ D *

Capabilities

An organizational intranet A central automation hub A central collaboration hub A central data
portal for content & management hub
site management



Microsoft OneDrive vs SharePoint

Individual work file
storage

Work individually

Store files privately
or share with others

Advanced data-
encryption methods

Group file storage

Sync & access
anywhere

Share files

Real-time
collaboration

Integration with other
apps

Site Customization
Work collaboratively
Great for courses,

employee groups, and
projects
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Microsoft
SharePoint:
Advanced Uses
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Dynamic Document
System
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Interface
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£ Search in SharePoint

lews from sites
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Microsoft
SharePoint:
Compliance Uses

Onboarding & Workday
Resources

Collaborating on NSF Audit
Prep

Planning NU-RES Conference

Data Classification training at
Northeastern




Microsoft Forms:
Ca Pad bilities My forms Shared with me Recent group forms
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Workflow Automation
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Microsoft Forms:
Compliance Uses

1. COMPLIANCE

Compliance Committees & Programs

Controlled Unclassified Information
1CUn

Export Control

(3o youneed & Technology Control

Plan:
International Engagements
Compliance

International Engagement Intake Form

MSF Award Compliance Program

International
Engagements Intake

International Engagement Intake Form
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to submit this form. If you cannot see the form, please click

Fill out the form” below to lag in,

International Engagement Intake Form
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MU-RES Internal Collaborating on a
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Workflow and Data
Management Mechanisms



Workflow and Data
Management

* Microsoft Office Suite offers:
* Planner
e Lists

* Excel

* But how do we know when we should be using what?

Office 365

E QOutlook ‘ OneDrive

m Yammer b Dynamics 365

2 Power Autom.., @ ContactMonkey

. Play

All apps



Planner

* Planner is an effective tool for management of
assignments in flight or overall team
management

* “Buckets” feature offers the capability of
placing aspects of a project or individual team
members into silos

* Tasks within buckets can be named accordingly
and assigned across various members of the
team or working group

* Due dates can also be assigned to individual
tasks

» Tasks and buckets can be labeled to better
categorize work

' Plan for World Domination 34 Board Charts  Scheduls ---

To da Addd new bucket

To do

Schedule meeting with leaders

set due date



n Plan for World Domination ¥* A B
I

Plan for World Domination =

II Planner

Status Tasks
-+ Add task

* While workflow is a huge piece of

Planner, data management is also a key To do

feature
* |n addition to bucket the feature which

shows tasks and assignments in a S pame

bulletin board fashion, there are the

Charts and Schedule feature ,
* “Charts” offers diagnostic reporting on PR 3

the progress made on plans laid out

within the buckets : ;ﬁrﬁ :

@ Complsted 1

* “Schedule” translates information from
charts into a calendar format




When would we use Planner?

e ®
a

Best for overseeing individual
team members’ progress
towards independent projects,
as well as progress within a
collaborative effort on a set
project

An independent project would
be listed under a team
member’s own bucket

A collaborative effort will hold
its own bucket, while tasks
within buckets are divided
across the team

i.e. our team has buckets for the
different areas of compliance such as
policy, training, and export controls
review

”

Promotes efficiency and
accountability
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Excel vs. Lists?

Excel is an incredible tool for data
organization and storage

It is also important for the purpose of
data manipulation and configuration
through the development of graphs and
charts

Creating graphs and charts with data
input into lists is not available




thed.,, = 2 Content L. Vﬁ t Add eolumn

Singie Hne of Text

hiudtiple lines of text

Mumber
Excel vs. Lists
Person
Drate and tirme
* Lists is a helpful tool in managing Choice
complicated and ongoing projects or work in Hyperlink
flight = image
.. Shiowhide columns
» Lists takes the best features of the
previously discussed apps
* Capability of importing an excel spreadsheet =
to take data pulled from external reports
* There are more options for the fields within s
rows and columns & saia

* i.e. fields can link to other apps in ==
Microsoft like planner, other lists, i
forms, and also offer option to assign e
fields to team members

12:00 AM




Advanced use — Putting it all Together

No Cost Extension review
* Weekly reports run in Excel
* Comment & Versioning

Functionality

* Assignments




Advanced use — Putting it all Together

International Engagement Review

Intake List Auto-populates Export to Excel
Questionnaire

- S X

Powered by PowerAutomate

E-mail Notification



Questions?




Thank You!
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