’P-irstComm”

The Managers’ ¥
Guide on How to Get
the Most Out of
Microsoft Teams /

N\

firstcomm.com



:irstComm“

Stay Unified. Stay Secure. Stay Connected

Table of
Emtents

Introduction 2
Getting the Most Out of the Basics 3
Organize Channels Effectively 4
Utilize @Mentions Strategically 6
Leverage Integrated Apps and Services 7
Keep Up with More While Doing Less 8
with Copilot

The Benefits of Microsoft Copilot in Teams 9
How to Get the Most Out of Copilot 10
Let's Sum Up 11
Contact Us 12

PROPRIETARY AND CONFIDENTIAL © Copyright 2024, First Communications, LLC. All Right Reserved




‘ e o Stay Unified. Stay Secure. Stay Connected
~irstComm

Introduction

Congratulations! If you're reading this, you're equipped with one of the most popular collaboration tools in
the world: Microsoft Teams. It's so powerful that it can transform how you work and keep your teams
productive from anywhere in the country.

But some of us are still just using it for instant messaging. Don't worry, it happens to us all at one point in time.

Whether you've had it for a month or for several years, it can be easy to get “stuck in a rut” with your
collaboration technology and miss out on the advantages it can give you.

Well, no more!
In this comprehensive guide, the FirstComm team walks you through practical ways to unlock Teams' full

potential so your in-house, remote, and hybrid teams can operate quickly, easily, and proficiently, no
matter what.
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Getting the Most Out of the Basics

With over 320 million active users, many people are familiar with how to use the basics of Teams. But it
might be a struggle to get them to use it daily. So here are a few ways you can help them do so!

Encourage Adoption

Start by promoting awareness and training sessions, so your employees know the ins and outs of Teams'
features and functionalities, like:

9 What they can do within an instant message.

2 How to schedule, setup, and run a video meeting.

o Where to find important information and how to search for it.

You can also encourage them to explore the different channels, chat options, and collaboration tools already
available within the platform and emphasize the importance of using Teams for all their communication
needs.

Why is this important? Because making it easier for teams to stay on the same page streamlines their
day-to-day workflows. When you encourage this type of collaboration, it has a direct impact on your
business. Studies have shown that when companies encourage collaboration, their teams have five times
the performance of those who don't.

And it should be an easy sell, because almost 51 percent of employees prefer instant messaging over email
for internal communications.
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Organize Channels Effectively

Create dedicated channels for specific projects, departments, or topics to streamline communication and
avoid clutter. We recommend descriptive names and proper categorization to ensure team members can
easily find everything.

Wondering what channels to create?
Here's a checklist that can help:

(1
(2

Identify common topics or projects that

need regular discussion within your team.

Determine the main activities your team
engages in - brainstorming, document
collaboration, etc.

Figure out what information should be
shared company-wide and which should
stay within a specific group.

Review your corporate structure.

Create guidelines for each channel.

Goal: To figure out what types of channels
you need .

Goal: To find out how your team will use
said channels.

Goal: To determine what channels should
be public or private.

Goal: To see if mirroring that hierarchy
would make it easier or harder for
employees to communicate.

Goal: To ensure your team members know
what the channel is for and how to use it
well.
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This checklist will help you build a detailed and easy-to-understand channel structure. Once your team has
had some time to get to know the organization, check back in.

Are certain channels being used more than others? Archive the ones that no one uses.

Do your employees talk often and make jokes on channels that should only be about work? Make a “social”
channel for the banter.

Have too many channels about similar topics? Consolidate them.

Don't be afraid to flex to fit your teams' evolving needs.

Two Examples of Teams Channel Structures

Walk-In Medical Clinic Board of Education

© General © General Announcements

© Patient Care © Curriculum and Instruction

© Administrative © Student Affairs

© Training and Continuing © Facilities and Maintenance
Education
© Finances
© |T Support
© Parent/Teacher
© Special Events Collaboration

© Team Health (for building up
staff morale)

When team members know where to go to ask questions or search for answers, it not only reduces the time
spent on research but also makes them feel more capable of doing their jobs well.
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Utilize @Mentions Strategically

This seems simple, but you'd be surprised how many teams don't use this feature when they need it. To
ensure timely responses and notifications, use @mentions to notify team members directly in conversations
or comments.

This helps draw attention to important messages and tasks, reduce response times, and improve teamwork
across the board. In fact, research has shown that improved collaboration allows employees to do better
work, innovate more, and be more satisfied at work.

Our only warning? Do not abuse this power. If you use @mentions too much, people will start to ignore them.
Instead, only use them when you:

© Have an urgent update or request

9 Want to call out a team member for their accomplishment(s)

% Remind them of an upcoming meeting or call.

If the message isn't time-sensitive, message them normally.

Andy Smith  9:45 AMm @ '
Pete Sanders
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Leverage Integrated Apps and Services

Don't stop with Teams! Bring other platforms into the mix. Take advantage of the wide range of integrated apps
and services available in Teams - not just the Microsoft ones like Planner, SharePoint, or OneNote but others
like ClickUp, Salesforce, Zendesk, and more. Now, all your data isn't siloed away across multiple applications
- it's allavailable in one location.

More accessible data can have far-reaching effects on employee productivity. According to a recent report,
having a tool that integrates easily with others could save employees up to 12 hours of “work about work”
each week, hours which they can reinvest into more critical projects instead of chasing down data.

Unifying Communications Helps Teams Feel Less Fractured! Sixty-eight percent of employees say
different groups use different communication tools, making it hard to share necessary information. And their
work is suffering because of it. Thankfully, Teams can help.

9 ClickUp 4:28 PM

Jorgen Phillips has set up a connection to ClickUp so group members will be notified with important informat

« Reply

ClickUp 4:28 PM

Task Updated: #1yb4h9 "Microsoft Teams Integration”

Jorgen
09/09/19

Status changed from Open to review

Space Client Success
Folder Goals
List Daily Principles (review daily)

View in ClickUp

<« Reply
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Keep Up with More While Doing
Less with Copilot

With constant meetings, overflowing inboxes, and ever-growing lists of tasks, keeping up in today's work
world can feel like a Herculean challenge. Thankfully, Microsoft Copilot is here to help you handle the
information overload without losing your sanity.

What is Copilot?

Copilot is Microsoft’s Al tool, available as an add-on for its entire app suite, including Teams. Within Teams,
Copilot supports users before, during, and after meetings and in everyday chats across multiple channels.

Whether summarizing a meeting, capturing action items, or sifting through dozens of threads for one statistic,
Copilot can do it for you for about $30 per user per month.

Want to learn more about Copilot? Check out this playlist of helpful videos.

Chat Mi° Marie Beaudouin chat Files Qe G ED

Pinned We haven't had a break in awhile [ 1] Copilot x

Babak Shammas 1132 AM

Yeah, that sounds great 1110 AM

Cassandra Dunn 62 Yeah, we haven't gotten lunch together in awhile either! i Get key info from the chat
Ok V'l send an update later. Copilot can summarize the
We should go back to that ramne place. I've been craving it the last few days P i ;
Aadi Kapoor &2 conversation and key takeaways.
You: Great work! e %, Try out all the prompts
Eric Ishida 1140 AM Prompts make it easy to get the info
5 Sure. Il set up something for next week .. __ Marle Beaudouin 11 25 AM you need. Find out which ones help

{ mﬂ Yes that would be wonderful. you the most.

o s
Vil make a reservation for next week. 1t's just for you )
11:42 AM Only you can see your conversation

te. Can you ta... Sound good? with Copilot.
11:40 AM
+ document L. o
‘What are the open items?
- 11:28 AM

|
ozl dhiEzadicd Copilot 10:35 AM (n]

1100 AM .
well! Can't wai_ Wed 3/14 - Fri 3/21
Open items:

y mp:,(;::l‘\“‘M « Daniella will review ths script for next
| - week 12

1140 AM e + Marie will finalize designs 3

S T Here is the latest spec doc we reviewed with the engineers this mo...
s Al-genarated content may be incormect H QD

Joshua VanBuren 1029 AM Oh btw Marie, | noticed in the document that there's a typo on the second page
Thanks for reviewing!

e Daichi Fukuda 10:20 AM
© You:Thank youl! Type a message Ask a question about this chat

. Kadj Bell 10:02 AM py
ou: | like the idea, let's pitch it! 1l 2@ O& -~ <. More prompts
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The Benefits of Microsoft

Copilotin Teams

Here are some of the top benefits you can enjoy if you add Copilot to your Teams platform:

Real-Time Meeting Transcriptions

Imagine you're in a team meeting, not frantically
scribbling notes or trying to remember every
detail. Why? Because you've got Copilot quietly
working alongside you. It actively listens to
discussions, picks out the key points, and
summarizes them in real time.

Do you need to know where everyone stands
on a particular issue? Copilot can even highlight
areas of agreement or disagreement in the
meeting, helping you know what to clarify and
when.

Supercharged Productivity

Copilot doesn't just take meeting notes—it
takes great meeting notes, transforming calls
into detailed, well-organized records that are
easy to review and act upon. Do you want to
weigh different ideas or options? Copilot can
create structured tables to help you weigh the
pros and cons.

And it doesn't stop there! Copilot can suggest
follow-up questions to help keep your
momentum going after the meeting ends,
helping you easily crush any action items.

©

Better Recaps After Missed Meetings

We've all been there - running late to a meeting
or unable to attend. With Copilot, catching up is
a breeze. In fact, according to Microsoft, early
Copilot adopters reported that they get caught
up four times faster with the Al assistant in
their corner.

No need to pester your colleagues for
summaries or sift through lengthy meeting
recordings. Copilot provides concise, accurate
recaps that get you up to speed - and back to
action - in no time.

o§

Faster Fact Finding

Important information can get buried by a sea of
chats and channels very quickly, especially if
you're very active on Teams. However, with Copilot,
you can get the “need to know" details faster than
ever. A survey of early adopters showed that
Copilot can save users 1.2 hours a week.

You can distill days, weeks, or even months of
complex discussion by prompting it correctly into
clear, concise summaries. Thanks to Copilot, you
can avoid endless scrolling and focus on what
matters because it's all right at your fingertips.
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How to Get the Most Out of Copilot

Once you've set up Copilot within Teams, we'd recommend taking these steps to ensure you're getting the

most bang for your buck:

Draft Engaging Meeting Summaries

Keeping up with your clients can be a job in and of
itself. But thanks to Copilot, you can send better
emails at faster rates. Ask Copilot to summarize:

9 What was discussed in the call

o Any key takeaways you and the client should
be aware of

o Any decisions that still need to be made

This will save time and reduce the risk of
miscommunication by creating a clear, structured
update that can be easily circulated throughout
your team and to the client via copy/paste.

Track Corporate Milestones

Sometimes, goals get lost in the shuffle of
everyday life. However, with Copilot, you can
easily look through multiple channels to see what
you and your team have accomplished so far. No
more manually searching through hundreds of
chat histories. Now you can ask Copilot to:

o ‘Summarize the key milestones achieved last
week!

9 “List the main obstacles we faced in the
previous month.”

Review Before Meetings

Copilot isn't just helpful after a meeting concludes - it

can also help you go into a meeting fully prepared. For
example, if you're trying to get your team on the same

page, ask Copilot:

9 “Were there any unresolved issues from our
previous meetings?"

© "Can you summarize a few recent discussions this
team had?"

o “What was the outcome of our previous meetings?"

Doing this will help you contribute constructively to
every internal and external meeting, even if it's your
fifth one of the day.

Experiment with Prompts

Different prompts can yield different levels of
detail and insight. Through trial and error, you'll
be able to find the ones that best suit your needs
and communication style. For example, instead
of just asking Copilot for a summary after a
meeting, you could try:

o9 "Highlight the main decisions made during
the call”

% "Why did the client raise the key concerns?”

2 “\Xho volunteered to take on action items?”
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Remember That It’s Still Learning

Like all Al and human assistants, Copilot is still learning how to do its job. While it's come a long way since its
launch, it will continue to improve over time as it processes more data. You and your team must stay patient
and provide feedback so you can overcome this virtual “learning curve” together.

In short, Copilot is a great way for you and your team to stay organized, informed, and responsive in a working
environment that moves at the speed of light.

Let’'s Sum Up

And there you have it - just a few ways to maximize your Microsoft Teams investment. \We've talked about
using the basics, building better collaboration spaces, and the benefits of upgrading when you're ready.

But if you're looking for even more advice and support, there's one more way to get it - by partnering with a
Teams-certified provider like FirstComm.

Copilot 1:58 PM

o Here are the items for next week:

= You have an open shift for the bakery next Wednesday 8/16 fram 8 AM to 4 PM. 1

+ Help onboard Aaron Bergman, your new pastry chef in the Chelsea bakery. 2

= Oscar Krogh asked you to review a section in the "August Bakery inventory checklist” document. 2

Copy

3 references ~

1 Bakery Shift Schedule August 14-18

2 m Kian Lambert in chat

3 @ Oscar Krogh mentioned you in "August Bakery inventory checklist” document
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Want to Maximize Your Teams Investment from the Start?

Partner with ®irstcomm

Our experts know the platform inside and out and always seek to understand your goals now and in the
future. With FirstComm by your side, you'll always have the support you need, from setting up your first
Teams instance to expanding to new locations.

And let’s not forget the other perks like:

@ ®

Personalized training Exclusive discounts on Top-tier support
for your team Microsoft Teams products 24/7/365

And more, all designed to keep your collaboration ahead of the curve.

Ready to see how FirstComm can help you?

Contact our team today, and we'll be happy to get you started.
The best version of Teams is just a click away!

e +1 800-860-1261 @ info@firstcomm.com

PROPRIETARY AND CONFIDENTIAL © Copyright 2024, First Communications, LLC. All Right Reserved




