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Foreword

This book is a “recipes to success” publication. If you are looking for practical guidance on Microsoft
365, you have picked the right book with the right authors. Microsoft 365, SharePoint, Teams, Viva,
Power Platform, and more give you the ingredients; this 2nd edition provides over 100 recipes to mix
and blend with confidence. Whether you are a beginner or an expert, you will find something useful
and interesting on your way to becoming a top Microsoft 365 chef. Now you're cookin’!

The authors are all Microsoft experts with years of real-world experience designing and building Mi-
crosoft 365-based solutions (big and small) - and they’re gracious enough to point out all the gotchas.
Each recipe ensures it is easy to follow and navigates toward photo-worthy results. You will learn how
to configure, customize, automate, and integrate Microsoft 365 workloads to enhance your productivity
and collaboration. Plus, you'll get tips and tricks along the way.

So, grab your apron and get ready to explore the delicious possibilities of Microsoft 365. Bon appétit!
Chefs Gaurav, Sudeep, Nate, and Scott await.

Mark Kashman,
Senior Product Manager - Microsoft
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13

Term Store and Content Types in
SharePoint Online

Metadata is data about data, in the sense that it gives more information about other data. Examples of
such metadata for documents are the document’s author, creation date, size, or security classification.

SharePoint enables the following types of metadata:

Automatically generated metadata: When you upload a document or create a list item in
SharePoint, it automatically tracks who created the document or list item and when, and who
modified it and when, and accordingly adds the information to the document or list item.

Metadata that users can freely create in place: In addition to autogenerated metadata, users
can also add information to each list item or document by entering values against the columns
created for the corresponding list or library.

Metadata that is maintained centrally for the entire organization: The third type of metadata
is one that is defined and managed centrally but can be used to tag list items and documents
across multiple lists/libraries or even sites within the entire organization. Some examples
of such metadata could be the organization’s office locations, departments, products, and so
on. You will still need to create columns within various lists and libraries in order to tag them
with this metadata but you would manage the metadata only from one central location called
the term store.

Users with appropriate access can use the term store management tool to manage terms in the term
store. Site or list and library owners can then create managed metadata columns that allow users to

tag information and documents accordingly with this centrally managed metadata. Doing so gives
you the following benefits:

Consistent metadata definition across the organization: Instead of the site, list, or library
owner creating their own classification, users across the entire organization use the standard
enterprise terms. This helps ensure uniformity and accuracy. For example, HR, H.R., H. R.,
and Human Resources all mean the same department.



Term Store and Content Types in SharePoint Online

Allowing users to enter the department name through a free-flow text field, even if it’s defined
at the site level, could lead to inconsistencies (which result in downstream issues with search
and data aggregation). On the other hand, if there was a single department defined at the
enterprise level, which users would simply select, all documents and list items would then be
tagged with the same department name.

Improved content organization and discovery: Being able to tag documents using the same
consistent terms leads to improved content discovery. As an example, you would be able to
easily search for and discover all documents tagged with Report as the Document Type and
Finance as the Department. The search would still continue to return permission-trimmed
results, so you would only see what you have access to, but you would not need to go to every
single site, list, or library to discover this content. Also, managed metadata columns help you
to better filter and sort information in the corresponding lists and libraries.

Central management of metadata: The term store enables you to centrally manage metadata.
You can add new terms or update the old ones as needed and the changes will be reflected
across all sites, lists, and libraries across the enterprise. You can also define synonyms and
multilingual terms centrally through the term store. So, for example, you can set up depart-
ments in the term store so that HR and Human Resources both point to the same term.
Navigation: Metadata navigation for sites enables a site owner to create navigation based on
metadata terms. We discussed list views in the Creating a custom list view recipe in Chapter 4, Lists
and Libraries in SharePoint Online. There’s a flavor of metadata navigation for lists and libraries
that enables the creation of dynamic metadata-based views. This support article explains the
steps to do so: https://packt.link/list-metadata-navigation.

The recipes in this chapter will show you how to first create and manage terms in the term store and
then use them to enrich the content within your site. We will also look at the concept of a content
type, which is basically a reusable collection of pre-defined site columns that let you standardize the
information that is captured in the lists and libraries within your site.

But before we dive into the recipes, it is important to understand the terminology:

Term: A term is the specific tag/metadata/word/phrase that you would assign to an item or
document within a list or library in SharePoint. Terms are contained within term sets.

Term set: A term set is a grouping of logical terms. As an example, Departments is a commonly
used term set and would contain a listing of the organization’s departments as individual terms.
Term sets are stored within groups.

Group: A term group (not to be confused with an Office 365 group) is a security container for
term sets. You can specify who has access to manage and contribute to the term sets and terms
with the group. Groups are the highest containers within the term store.

Term store: The term store is the global repository of all terms within your organization. You
can interact with the term store using the term store management tool built into Office 365.
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The entire hierarchy is also depicted in the following image:

{r1 Taxonomy Term Store

v )

Finance -—wnnw
~ [ People =

> <7 Department -
= Term Set

" 'T' Job Title l
</ Accountant -

<7 Administrative Assistant <——3 Term

<7 Buyer wull

Figure 13.1: Term store hierarchy
Now that we understand the terminology, let’s dive deeper into the topic through the following recipes:

+  Browsing to the term store

+  Creating a new group for term sets

. Creating term sets and terms

+  Creating a managed metadata site column within a site

. Creating a content type within a site

«  Creating site columns and content types through the SharePoint admin center
+  Adding a content type to a list or library

+  Tagging a document

Browsing to the term store

As of writing, there are two different places from where you can access the term store.

The SharePoint admin center allows you to centrally manage Global term groups, term sets, and terms
across the entire organization. Groups, term sets, and terms that you create from here are available
across the organization.

You can also access the term store from a SharePoint site where you have Design permission level or
higher. Please refer to the Determining and revoking permissions in a site recipe in Chapter 3, Modern
Sites in SharePoint Online, for details on the different permission levels in SharePoint.
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In addition to the global term groups and term sets, you can create and manage site-level metadata
here, as shown in the image below:

[*] .sharepoint.com/sites/SalesAndMarketing/_layouts/15/SiteAdmin.aspx#/termSto
Term store
Search X
services ~ A Search terms @ v 1 Add term group
Term store
type gallery

l @ Taxonomy

Vv Global term groups Admins
~ Site level term groups as) o
<

> B3 Sales And Marketing

Figure 13.2: Site-level term groups

Site level term groups, term sets, and terms created here are only available for tagging content within
your site. They are not visible outside the site where they were created.

\/V} At the time of writing, you can only create one site-level term group per site.

We will see below how to access both the global and site-level term stores in this recipe.

Getting ready

You will need Global admin or SharePoint admin rights within your tenant to browse to the global
term store from the SharePoint admin center.

You will need a Design permission level or higher on your site to be able to browse to the term store

from your site.

How to do it...

To browse to the global term store:

1. Browse to the Microsoft 365 admin center located at: https://admin.microsoft.com.
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2. Then either select SharePoint if it’s visible or click Show all | SharePoint or All admin centers
| SharePoint, as shown in the following image:

I @ Home - Microsoft 365 admin cer X l-

& ° C (ﬁ https://admin.microsoft.com;

Microsoft 365 admin center

I (@ Home
K Users v
8 Teams & groups v
& Billing v
@ Settings v
ﬂ Setup
K~ Reports v

Admin centers

Security

Compliance

Azure Active Directory

SharePoint

& ® & e @

Teams

All admin centers

Show all

Figure 13.3: Selecting all admin centers

3. This will take you to the SharePoint admin center. From here, expand Content services and
then click Term store.
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4. Browse to the Site settings page.

\/V Please visit Viewing and changing site settings, in Chapter 3, Modern Sites in Share-
Point Online, if you are not familiar with how to browse to the Site Settings page.

5. Click the Term store management link under the Site Administration heading.

That’s it! You just learned how to browse to the global term store when you have Office 365 admin
rights, and the site term store when you have appropriate permissions for your site.

How it works...

The term store, at its core, is a way to organize and group a hierarchy of terms (also called taxonomy
and managed metadata). The term store management tool lets you centrally manage the taxonomy
for your organization.

A big purpose of the term store is to be able to centrally manage your organization’s metadata. Using
the site term store defeats the purpose since the terms we create in the site term store are limited to
just that site and are not reusable across other sites. We therefore do not recommend using the site
term store and are only going to discuss the global term store in this chapter.

Note, however, that the recipes in this chapter can also be carried out using the site term store, given
you have appropriate access. You will still need global term store administrator rights to create a term
group within a site, site owner rights to create term sets and terms within the site, and contributor
access or higher to be able to use site-level terms within your site.

Further, a very reasonable middle approach is to create term groups in the global term store and then
add site or team owners as the Group Managers or Contributors, as shown below:

Finance Terms &dit

Taxonomy o -
e T y Add a description to help users understand the purpose of this term grou

I v B3 Finance Terms

Group Managers Edit
v <) Finance Document Type 3 .
2
¢ Form <
< Invoice Contributors .
Finance Members
< Receipt

Figure 13.4: Group managers of term groups
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This way, a term store admin will still need to create the term group, but appropriate team members will
be able to manage terms in that group from within their site. Please see the How to do it... section of the
Creating a new group for term sets recipe in this chapter for details about these two group permissions.

See also
«  The Creating a new group for term sets recipe, next in this chapter

»  The Determining and revoking permissions in a site recipe, in Chapter 3, Modern Sites in SharePoint
Online

«  The Viewing and changing site settings recipe in Chapter 3, Modern Sites in SharePoint Online

Creating a new group for term sets
A term group is a logical container under which all terms are stored. To create terms, you first need

to create a term group.

Terms in SharePoint are organized in groups and term sets. A term store group is a container for term
sets, which in turn contain various terms. All term sets in a group follow a common security setup.
Your organization could have defined multiple groups within the term store, with each group typically
targeting a different set of owners and contributors.

In this recipe, we will see how to use the term store management tool to create a new group in the
global SharePoint term store.

Getting ready

You should have been granted Term Store admin rights to be able to create a new term group.

In addition, you will need permission to browse to the appropriate term store (global or site), as de-
scribed in the previous recipe, Browsing to the term store.

How to do it...
To create a new group using the global term store, do the following:

1. Browse to the term store using the steps described in the previous recipe, Browsing to the term
store.

2. Click Add term group.
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3. Enter the name for your term group, as shown below, and hit the Enter key:

SharePoint O Search

Il

Term store

o

Microsoft Search v

Content services A L Search terms

o)

I Term store

Content type gallery
I @ Taxonomy

A Global term groups

> B3 Finance Terms

> B3 People

& v L] Add term group

Term store

Admins

]
<

Figure 13.5: Naming a term group

4. Ifyou are creating a site-level term group, you will need to click the Add term group button
below the Site level term groups option, as shown in the following image:

Term store

L9 Search terms & v

@ Taxonomy

Vv Global term groups

A Site level term groups

2

Add site level term group

Add term group

] Add term group

Term store

Admins

s )

Default language

English

Figure 13.6: Adding a site-level term group
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Clicking the Add term group link toward the top right will create the term group within the
global term store instead. Also note that at the time of writing, you can only create one site-level
term group per site. So, this button only shows up the first time you create a site-level term group.

5. This will create the group and then will allow you to edit the group properties. You can provide
a description for your group here. You can also enter or select the managers and contributors
for the group. You can further rename or delete the group and add or import term sets for the
group. This is shown in the following screenshot:

/O Search terms i] Add term set f Rename term group @ Delete term group <! Import term set

1)

P

Finance Terms Edit

@ Taxonom
"~ Y Add a description to help users understand the purpose of this term group.

~ Global term groups

Group Managers Edit Unique identifier
> B3 Finance Terms
Add people who can create new term groups, sets and assign 0a65376e-3219-45a7

5 B3 peopl users to the group manager and contributor role.
eople

B3 Sales and Marketing Terms
> B3 Search Dictionaries : Contributors

> B2 System R

Figure 13.7: Setting a term group description

The group Contributors can create and edit term sets and terms within the group.

The group Managers have Contributor permissions and can additionally manage users

\/‘/' in the Contributors role.

The permissions that you grant to a group are applied to all the underlying term sets and
terms for that group. You cannot set or alter permissions for individual term sets or terms
within the group.

Congratulations! You just created a new group in the global SharePoint term store. This means that
anyone with appropriate access to the term store or the group will be able to view/edit this group in
the term store. Typically, this should only be a few users. Additionally, other users from across your
organization will be able to tag items on their sites using the terms from within this group.

How it works...

As discussed in the chapter introduction, the term store is a hierarchy of term groups, term sets, and
terms. The highest node in the term store hierarchy (called Taxonomy) is that of the service instance
itself.
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As shown in the following screenshot, clicking on this node allows you to manage the term store’s
properties:

£ search terms @ ] Add term group

I @ Taxonomy

Term store

> B3 Finance Terms : Admins Edit Default language Edit
(—‘ D o English

> B People i ==} e
<90

Working languages

> B3 Products

Spanish

Figure 13.8: Term store properties

In addition to adding term groups, you carry out the following actions through this screen:

Manage term store admins: This setting lets you specify users who can create and manage term
groups and the underlying term sets. Please note that these users also need to be SharePoint
admins or global admins to be able to access the global term store from the SharePoint admin
center. Alternatively, they will need Design permissions or higher on a site to access the global
term store from within a SharePoint site.

Edit the term store languages and set the default language: The term store allows terms to be
defined in multiple languages. This setting enables you to select the languages allowed for the
terms in the term store. You will also need to select the default language for the terms. Then,
you can define each term in the default language and specify additional translations (or labels)
in each allowed language. SharePoint allows you to make your site content available in more
than one language. The multilingual terms defined in the term store then become available
for sites that match the language or the user’s preferred language. You can read more about
the multilingual capabilities of SharePoint here: https://packt.link/SP-multilingual.

+  Rename or delete term groups: In addition to creating term groups, as outlined in the
recipe, you can also rename or delete them from this screen. Simply click the three
dots next to the term group and then click Rename term group or Delete term group to
rename or delete the term. You can alternatively click on the term group and rename or
delete the term group from the ensuing screen. You can also edit the group managers
or contributors from this screen. You will need Term Store admin rights to be able to
delete or rename a term group. Alternatively, Manager access to a group allows you to
rename it (but not delete it).
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If you are not a term store admin but are still able to browse to the term store due
to the permission granted to you within a site, you will only be able to edit groups
or add terms within those groups to which you were granted access as a Group
Manager or Contributor. You will still be able to see other global term groups, but
they will be read-only for you, like so:

I tmt Taxonomy

~~ Global term groups

» 1 Finance Terms

N
» E2 People R
» [ Sales and Marketing Terms 2
> [ Search Dictionaries
> EJ System P24
Figure 13.9: Read-only permissions icon
See also

«  The Browsing to the term store recipe, earlier in this chapter

+  The Viewing and changing site settings recipe in Chapter 3, Modern Sites in SharePoint Online

Creating term sets and terms
A term set is a way to group all related terms. Some examples of term sets are:
+  Departments: A term set containing a list of departments so content can be tagged by/associ-
ated with departments
»  Office Locations: A term set to tag content by office locations
«  Products: A term set to tag content by products offered by your organization
The term store allows you to create term sets and then add terms to them. Alternatively, you can im-

port a term set complete with all its terms using a Comma-Separated Values (CSV) file. The second
approach is a tad easier. This recipe will show you how to create term sets using both these approaches.
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Getting ready

You will need Contribute or Manager access to the term group to be able to add and update term sets
and terms within that group.

How to do it...
To create a new term set and terms from scratch, do the following:

1. Browse to the term store using the steps described in the Browsing to the term store recipe.

2. Click the three dots to the right of the group under which you would like to create the new
term set and then click Add term set, as shown in the following screenshot:

{ Taxonom
Y Add a description

~ Global term groups

Group Managers
B3 Finance Terms

—

Add term set
> B2 People

Rename term group
£3 Sales and Marketing Terms

Delete term group

> B3 Search Dictionaries
Import term set

> B2 System R

Figure 13.10: Adding a new term set
3. Enter a name for your term set and then press the Enter key outside the box. We will create
the Finance Document Type term set under the Finance Terms term group for our example.
4. This will create the term set and show you the Term set properties screen.

Click the three dots next to the term set and then click Add term, as shown in the following
screenshot:
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Finance Document Type  Edit

Taxonom
@ y Add a description to help users understand

 Global term groups
group General Usage settings Navigation

v B3 Finance Terms

) Owner
<) Finance Document Type

> B2 People

Rename term set
£ Sales and Marketing Terms

Delete term set

i~ ) have an accountabilty in ma
> B3 Search Dictionaries
Copy term set

> B3 System Move term set

Figure 13.11: Adding a term to the new term set

6. Enter a name for your term and then press the Enter key. We will enter Form for our example.
This will create the term and show you the term properties screen.

Next, we will add a child term to the term that we just created. To do that, click the down arrow
next to the term and then click Create term.

7. Enter a name for your term set and then press Enter or click anywhere outside the box. We
will enter Expense Reimbursement for our example.

8. Like before, this will create the new term and then show you the properties screen for it. The
entire structure is shown in the following screenshot:

L Search terms 1 Addterm £ Renameterm [ Copy term [5 Move term

>89
W

Expense Reimbursement
@ Taxonomy
General Usage settings Advanced

~ ) Finance Terms
v & Finance Document Type Translations and synonyms
v < Form |- Add

< Expense Reimburse...

Language 7T Translation Synonyms Description
> BD People

English Expense
> B2 Sales and Marketing Terms : Reimbursement

Figure 13.12: Properties screen for the new term
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To import a new term set and underlying terms from a CSV file, do the following:

1.
2.

Browse to the term group for which you would like to import the terms.

Click Import term set, as shown below:

71 Addtermset 7 Renameterm group [i] Delete term group | < Import term set

£ search terms

]

@ Taxonomy

Contoso Enterprise Terms

Edit

Add a description to help users understand the purpose of this term group.

I £ Contoso Enterprise Terms @

Add term set

> B3 Finance Terms

Rename term group

> B3 People

Edit Unique identifier

0 can create new term groups, sets and assign 280b12343-c579-468

Delete term group

> B sales and Marketing Terms
Import term set

Figure 13.13: Option to import a term set

»up manager and contributor role.

Click the sample-metadata. csvlink to download a sample file, which we can use as a guideline

to input hierarchical metadata.

Open the downloaded file. This file contains columns in the format required by the term
store to create the new term set and underlying terms. It also contains sample data that helps
illustrate the file structure. We will populate this sample file with the details for the term set

that we are going to create.

Replace the sample data with the term set and hierarchical terms, as shown in the following

screenshot:
A B C D E F G H
Term Set Availabl
Term Set Descripti e for
1 Name on LCID Tagging Term Description Level 1 Term Level 2 Term  Level 3 Term
These
are all
the
Contoso
Contoso Departm The Engineering department and its sub-
2 |Departments ents TRUE departments Engineering
The HR department and its sub- Human
3 TRUE departments Resources
Human Compensatio
4 TRUE Resources  nand
Human
5 | TRUE Resources  Recruiting
Human Training and
] TRUE Resources Development
7 TRUE The IT department and its sub- IT
The Legal department and its sub-
8 TRUE departments Legal
The Operations department and its sub-
9 TRUE departments Operations
The R&D department and its sub-
10 TRUE departments RED
The Sales department and its sub- Sales &
11 TRUE departments Marketing

Figure 13.14: Replacing sample data
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6. Save the file. Make sure you save the file preserving the original CSV format.

7. Back in the term store, follow the earlier steps to click Import term set again, and this time,
click the Browse button to upload the CSV file created in the previous step.

8. Then click the Import button toward the bottom of the screen.

9. This results in the new term set being created under the selected group. This is also shown in
the following screenshot:

£ Search terms 1 Addterm ¢ Renametermset [i] Delete term set

»8
+

Contoso Departments edit

These are all the Contoso Departments
v B3 Contoso Enterprise Terms

General Usage settings Navigation Advanced
v & Contoso Departments

{ Engineering Owner Edit
v < Human Resources Q
<
{) Compensation and...
Stakeholders
< Recruiting Add people who have an accountabilty

in maintaining this term set.
< Training and Devel...

o

O Legal Contact

R, Add a contact for this term set.

< Operations

S REp Unique identifier Copy

fa3fadf5-316d-4559-9a33-

QO Sales & Marketing d347761e3e3¢

v B3 Finance Terms

Translations
v &) Finance Document Type
{ Add

v

Figure 13.15: New term set imported under a term group

Congratulations! You just learned how to create a new term set and then add hierarchical terms to it.

How it works...

Term sets help prevent the repetition of metadata definitions across multiple sites, thus ensuring con-
sistency. By maintaining and managing this information in a central place, we also ensure additional
governance for this metadata. Once created, the term sets and corresponding terms will be available
for use across all sites in your organization.
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Term set properties

The term set properties pages enable the management of the term set. Following is a set of lists de-

scribing such properties.

The General tab:

Owner, Contact, and Stakeholders: You can use these properties to specify users that get listed
as contacts, stakeholders, and an owner for the term set. Please note that while SharePoint
lets you specify these properties, they do not grant any additional permissions to the term set
and are just a way to track the business owners or stakeholders for it. The permissions for all
term sets within a group are controlled through the group’s properties. You can read more
about term store permissions here: https://m365book.page.link/termStore-Permissions.
Translations: You can use translations to define term sets in other languages allowed for your
term store. Please refer to the Creating a new group for term sets recipe earlier in the chapter to
see where term store administrators can enable multiple languages.

The Usage settings tab:

Submission Policy: This property specifies whether users using a term set can freely add terms
to it. When it’s set to Closed, only group managers and group contributors can add terms to it.
When set to Open, users can add in-line terms while they are tagging content.

The Allow Fill-in column-level property will also need to be set along with this value to enable
end users to add new inline tags. We will look at the Allow Fill-in property as part of the next
recipe, Creating a managed metadata site column.

It is a good idea to keep the term set closed. This helps maintain consistency and control over
your data. There may be scenarios where you would want your term set to be open, especially
when the classification is more informal. This article discusses formal and informal classifi-
cation in greater detail: https://packt.1link/folksonomy-taxonomy.

Available for tagging: Uncheck this option if for any reason you would like to disable terms
from this term set from being available for tagging.

Sort order: By default, terms in a term set are sorted alphabetically. If the need arises, however,
you can specify a custom sort order for your terms. This can be useful in certain scenarios
where you would like to have a non-standard sort, say, for example, a list of the products sorted
by the newest product first.


https://m365book.page.link/termStore-Permissions
https://packt.link/folksonomy-taxonomy
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The Navigation tab:

Use this Term Set for Site Navigation: On-premises versions of SharePoint let you use term
sets and their underlying terms to drive the global (top) navigation. In fact, at the time of writ-
ing, this is the preferred method for the on-prem installations of SharePoint. This method of
managing global navigation is now deprecated in the modern version of SharePoint Online.
You can refer to the following link to understand managed navigation and how to enable it for
the on-prem versions of SharePoint: https://packt.link/managed-navigationand https://
packt.link/managed-navigation-SP.

The following link explains how to plan navigation for the modern SharePoint Online experi-
ence: https://packt.link/plan-modern-navigation.

Use this Term Set for Faceted Navigation: The term faceted navigation is used to describe
filters or refiners that can be added to certain pages to make it easier to get to the content.
Just like managed navigation, this feature is now deprecated in SharePoint Online and is only
available for on-prem versions of SharePoint. You can read more about configuring faceted
navigation and refiners here: https://packt.link/faceted-navigation.

The Advanced tab:

Translation: You can use this feature to generate automatic language translations for all terms
in your term set. Note that you may need to refresh the page after the translations are gener-
ated to be able to view them.

Custom properties: This feature allows you to specify custom properties for your term. These
properties are not visible to the end users but can be useful for development/automation
scenarios.

Term properties

Some of the notable properties of a term are the following:

The General tab:

Translations and synonyms: Just like the term set, you can maintain language translations for
your terms through this section.
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Additionally, you can define synonyms for each translation, as shown below:

Edit translation and synonyms

Language

English

Translation *

Human Resources

Description

The HR department and its sub-departments

Synonyms

Edit synonyms for this term.

H.R. Add

H.R. X HR X

Figure 13.16: Adding synonyms for a term

«  Your site users will then be able to select such terms either using the default term or one of
the synonyms, as shown in the following screenshot:

H

Human Resources ;
in Contoso Departments E
. H.R. |
. HR

Figure 13.17: Selecting a synonym
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The Usage settings tab:

Available for Tagging: If unchecked, the term will be visible but cannot be used by end users.
An example use of this property is if you have hierarchical terms and you want the users to
select only the child terms and not the parent terms. To achieve this, you would uncheck this
value for the parent term and leave it checked for the children.

Member of: Terms can be shared across term sets (see the There’s more... section for more
details). This section shows you a list of all term sets where this term is shared.

The Advanced tab:

Just like custom properties for term sets, you can define custom properties for the selected term here.

There's more...

You can carry out a few contextual actions in addition to maintaining the term set and term properties
through a term store. We will discuss these actions in the following section.

Organizing the term store

Term sets allow for the following contextual actions in addition to the Create Term action we saw as
part of this recipe:

Copy term set: Clicking this option duplicates the entire term set and its underlying terms.
Note that the underlying terms are reused (you will read below about term reuse) when a term
set is copied.

Move term set: Clicking this action moves the selected term set and its underlying terms to
another group.

Delete term set: This deletes the selected term set and its terms. Note that, unlike most other

SharePoint information types, deleted term sets or terms are not stored in the Recycle Bin and
hence cannot be recovered.

You can perform the following actions on terms within a term set:

Copy term: Clicking this option creates a duplicate of the term. The copied term can be inde-
pendently managed from this point on.

Reuse terms: This action creates a linked copy of the term under a destination term or term
set. If you make changes to the source term (such as renaming the term), the changes are also
reflected at the destination. Note that when you add new child terms to the source or destina-
tion, the new terms are not synced.

Pin term: Lets you pin the selected term to a different term or term set. Just like reusing a
term, pinning a term results in a linked copy of the original term. The difference is that any
changes made to the source are also reflected in the destination, but the destination term is
now read-only (you cannot make any changes to it). New child terms from the source also
automatically get pinned to the destination.

Merge terms: Adds the source term as a synonym of the selected destination term. The desti-
nation term is then reused in place of the source term.
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+  Deprecate term: This makes the selected term unavailable for tagging going forward. Existing
items that use the term continue to remain tagged with the term. You should almost always
deprecate terms instead of deleting them. This will prevent orphaned tags if the term is being
used somewhere.

+  Move term: Click this action to move the selected term and its underlying terms to another
term set or term.

+  Delete term: Delete the selected term altogether.
The following links provide more details regarding these actions:

. https://m365book.page.link/termSet-Actions
. https://m365book.page.link/term-Actions

Exporting and importing terms using PnP

In addition to creating a taxonomy from scratch, you can also import the entire taxonomy tree, just
a few term groups within the taxonomy, or individual term sets within those groups. You can achieve
this by creating a CSV file of your groups, term sets, and terms and then using PnP commands to
import them into the term store.

\/V' PnP is short for Patterns and Practices. You can read more about it in the SharePoint PnP
subsection of the Office development frameworks section in the Appendix.

Once you have the taxonomy changes defined in the CSV file, you can import them into your organi-
zation’s term store using the Import-PnPtermSet command, as described here: https://m365book.
page.link/Import-PnPtermSet.

Similarly, you can use the Export-PnPTaxonomy command to export the taxonomy tree to a CSV file of
your choice, as documented here: https://packt.link/export-PnP-taxonomy.

See also
«  The Creating a new group for term sets recipe in this chapter

«  The SharePoint PnP topic in the Office development frameworks section of the Appendix

Creating a managed metadata site column within a site

In the previous recipe, we saw how to create term sets and terms in the term store. In this recipe,
we will see how to create a Contoso Department column that utilizes these terms and makes them
available to end users for tagging. The purpose of this column will be for users to tag documents with
the associated department.


https://m365book.page.link/termSet-Actions
https://m365book.page.link/term-Actions
https://m365book.page.link/Import-PnPtermSet
https://m365book.page.link/Import-PnPtermSet
https://packt.link/export-PnP-taxonomy
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Please note that while this method of creating site columns is supported, it is not the rec-
ommended method since the metadata you create here can only be used for your site. We
are covering this recipe so you can still create the site-level managed metadata column if
you don'’t have access to the central term store (even then, the first recommendation is to
reach out to your organization’s SharePoint admins/IT if possible). The now recommended
method to create site columns is described in the Creating site columns and content types
through the SharePoint admin center recipe later in this chapter.

Getting ready

You will need Design permissions or higher on the site where you would like to create the new column.

Alternately, you will need to be a member of the Site owners group to create site columns in your site.

How to do it...

To create a new column that utilizes the taxonomy from the term store, do the following:

1.

Browse to the Site Settings page for the site, as described in the Viewing and changing site settings

recipe in Chapter 3, Modern Sites in SharePoint Online.

Then click Site columns under the Web Designer Galleries heading.

Click Create to be taken to the Create Column screen. You can enter various details for your

column on this screen.

We will begin by entering the column name and selecting Managed Metadata as the column

type. We will use Contoso Department as the column name for our example.

We will then enter or select the following additional properties:

Group: This is just a way to group your custom columns. Select an existing group if
you previously created one or create a new one by entering its name. Since we are
creating a site column, this group could be named after your site. For our example, we
will create a new group called Sales and Marketing Columns since we are creating it
in the Sales and Marketing site.

Additional Column Settings — Description: Enter a meaningful description that explains

the purpose of your column.

Additional Column Settings — Require that this column contains information: We will

set this to Yes since we would like users to enter a value for this column.

Multiple Value field - Allow multiple values: If selected, this will enable users to enter
or select multiple terms for this column. We will leave this unchecked for our example.
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You will want to make sure that the column name reflects whether the
column allows multiple values or not. For our example, we called the
column Contoso Department because we anticipate that the users will
only select a single department when tagging documents and listing items
-(Q)- with it. We would have called it Contoso Departments if the business
= need was to allow documents and list items to be tagged with multiple
departments. Either way, you should discuss business, governance, and
information architecture requirements before selecting various properties
for the column, including the Multiple Value field property for the

managed metadata columns.

Display format - Display Value: This property specifies whether to display the entire
hierarchy for the selected term. It is usually best to leave this value to the default set-
ting, which only displays the term name, instead of the entire hierarchy, which can get
lengthy and confusing for most scenarios.

Term Set Settings — Use a managed term set: This is where we will select the term set
to associate with the column. Users will then be able to tag list items and documents
with the terms from the selected term set. To select the desired term set, expand the
first Taxonomy_ node to find the appropriate group. Then expand the group to view all
the term sets in that group and select the term set:

4 (3 Taxonomy_FStlYLKylJ9ZQda++
4 = Contoso Enterprose Terms

N |
ramy) _Contoso Departments

A Finance Terms
) People
Figure 13.18: Selecting a term set from a group

Allow Fill-in: If your term set is an open term set, meaning it allows users to enter new
values instead of just selecting existing ones, you can choose to disable or enable that
feature specifically for your column.

Default Value: You can enter or select a default term for this column. Selecting such
defaults is a good idea in some scenarios. As an example, if this column is being added
for an HR site, it may be a good idea to select Human Resources as the default value
for this column. That way, all items added to a list or library containing this column
will automatically get tagged by the Human Resources term. Contributors to your list
will still be able to change the default values if there are exceptions to this rule. For
our example, we will not select a default value here.
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5. Click OK to create your new column with the preceding properties. After creating your col-
umn, SharePoint will take you to the Site Columns page and show the new column under the
appropriate group, as shown in the following screenshot:

Site Column Type Source

Sales and Marketing Columns

Contoso Department Managed Metadata Sales and Marketing

Figure 13.19: New column with term store properties

Congratulations! You just learned how to create a new Managed Metadata column and associate a
term set to it.

How it works...

We briefly discussed site columns in the There’s more... section of the Adding a column recipe in Chapter
4, Lists and Libraries in SharePoint Online. The Managed Metadata column type is just like any other site
column, except that it lets you associate metadata from the term store. Note that managed metadata
columns will almost always get created as site columns versus lists or library columns. This is because
they connect to the term store, which contains reusable enterprise metadata versus something that
would be used just once.

See also
«  The Adding a column recipe in Chapter 4, Lists and Libraries in SharePoint Online
«  The Creating term sets and terms recipe in this chapter

+  The Creating site columns and content types through the SharePoint admin center recipe later in
this chapter

Creating a content type within a site

In the simplest terms, a SharePoint content type is a collection of columns for items or files in a list
or library. More specifically, a content type is a blueprint for the properties that get associated with
a type of list item or file within the corresponding list or library, thus making the information more
meaningful. A content type ties an item or file to its properties. Further, content types are reusable
and therefore offer the ability to standardize the type of information that gets collected across multiple
lists and/or libraries within your site. In turn, among other numerous benefits, this leads to consistent
content with better searchability.

V4 You will almost always want to create content types through the content type gallery in the
\/:ﬁ> SharePoint admin center. However, not every site owner has access to the SharePoint admin
center, and therefore, this recipe shows you how to create a content type as a site owner.

In this recipe, we will see how to create a new content type for your site and add columns to it.
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Getting ready

You will need Design permissions or higher for the site where you would like to create the new con-

tent type. Alternately, you will need to be a member of the Site owners group to create site columns
in your site.

Additionally, it is recommended to create a few site columns using the previous recipe. We created
the following example columns:

Document Type: A managed metadata column containing a list of the different types of docu-
ments across the organization. Some example values are Case Study, Product Overview, Cam-
paign, and so on. Please note that the corresponding term set will also first need to be created.

Document Purpose: A single line of text column to describe the document or its purpose.

Product: A managed metadata column containing a list of all products across the organization.
Please note that the corresponding term set will also first need to be created.

Product Line: A managed metadata column containing a list of all the organization-wide
product lines. Some examples are Audio, Cameras, Gaming, and so on. Please note that the
corresponding term set will also first need to be created.

Document Contact: A Person or Group column allowing the document author to select a point
of contact for that document.

How to do it...

To create a new content type, do the following:

1.

Browse to the Site Settings page for the site, as described in the Viewing and changing site settings
recipe in Chapter 3, Modern Sites in SharePoint Online.

Then click Site content types under the Web Designer Galleries heading. This will take you to
the Content type gallery, which shows you the currently available content types for your site.

Click Create content type, as shown in the following screenshot:

Sales and Marketing

Content type gallery

Create and manage the content types
subsites.

-+ Create content type

Figure 13.20: Option for creating a new content type
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3. Here, we will enter the following properties for the content type being created:

Name: A descriptive name for the content type. This name will show up on the New
menu for your list or library. We will use Contoso Document as the name of the content
type for our example.

Description: Enter a description for this content type. This is just for your internal/
tracking purposes and is not shown anywhere.

Group: It is recommended to place custom content types in a separate group. You can
select an existing group or create a new one. We will create a new group called Sales
and Marketing Content Types as an example.

Parent content type: We will be applying this content type to documents so we will
select Document Content Types for Parent category and Document for Content type.
The Content type inheritance topic in the There’s more... section of this recipe explains
these settings in more detail.

4. Click Create to create the new content type.

5. You will now be taken to a screen that displays information for the newly created content type,
as shown in the following screenshot:

Content type gallery > Contoso Document

¢ Edit €% Advanced settings i Delete content type

Contoso Document

Create a new Contoso document. Use of this content type enables standard information collection across all sites and results in a

better display and search experience

Category

Sales and Marketing Content Types

Parent

Document ®

Content Type ID
0x01010074ESA1F8DB448E4DAIEBIESCOFD3A128

Site columns

Add and manage the site columns that are a part of this content type.

- Add site column

Name Type Required Source
Name File Yes Document

Title Single line of text No Item

Figure 13.21: Content type properties

6. Notice the Site columns section for this content type. Since this content type was created
based on the Document site content type, it came with the Title field to capture the title of the
uploaded documents. We will now add more columns to this content type.

7. Click Add site column and then Add from existing site columns to be taken to the Add Col-
umns screen.
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Since we already created our site column in the previous recipe, we chose to add the existing
site column here. You can click Create new site column if you would like to create a new site
column instead.

On the screen that shows next, either select a category to filter the column selection based
on the group name we provided while creating the column, or directly select the columns
from the available columns list. For this recipe, we will select the following custom columns
we created or recommended creating earlier: Contoso Department, Document Type, Product,
Product Line, Document Purpose, and Document Contact.

Select the columns and click Save.

Keep the Update sites and lists box selected and click Save. If you are editing a content type
that is already being used in lists and/or libraries within your site, selecting this option will
make sure that the new column is propagated to those lists and/or libraries.

The only time you might need to set this value to No is if this content type were being used in
existing lists or libraries and someone made direct changes to the list or library content type.
That is not a good practice anyway and beats the whole purpose of maintaining information
consistency by using content types. Changing this setting to No would mean that the new
column(s) would not be propagated to existing lists or libraries and would only show up in
new lists and libraries using this content type.

As shown in the following screenshot, you will now see the columns you've added in the list
of columns against the content type:

Name Type Required Source

Name File Yes Document

Title Single line of text No Item
= Document Purpose Single line of text Yes Contoso Document
- Document Type Managed Metadata Yes Contoso Document
N

Contoso Department Managed Metadata Yes Contoso Document
N

Product Managed Metadata Yes Contoso Document
 Product Line Managed Metadata Yes Contoso Document
" Document Contact Person or Group Yes Contoso Document

Figure 13.22: Content types shown in a site

Congratulations! You just learned how to create a new content type for your site and add columns to it.

How it works...

Asyou saw through this recipe, a content type creates a schema or specification for the type of content

that will eventually be associated with it. It does this by letting you define a set of columns or metadata
that go together with it. Content types exist at the site level and get reused across the different lists
and libraries within the site (and its subsites, if there are any). Better yet, they exist centrally in the
Content type gallery of the SharePoint admin center.
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We'll read more about such content types and site columns in the next recipe. Please also note that
we can only add site columns to a content type. Site columns and content types help to ensure data
consistency since they are created centrally and are then reused across many lists/libraries and sites.
Any changes to the columns within a content type or to its properties get reflected in all places where
the content type is used.

Next, we will look at how to edit the content type properties and properties of columns included within
the content type. We will then review the concept of content type inheritance.

Content type properties

We saw some basic properties of content types in the previous recipe. We will look at some additional
properties in this section.

Advanced settings

You can access these settings through the Advanced settings option toward the top:

Content type gallery > Contoso DI Advanced settings

Cl

Document template

¢ Edit | €33 Advanced settings | [ill Delete content type Specify the document template for this content type:

0x01010074ESATF8DBA43EADAIESIESCEFD3AT28 (®) Use an existing template () Upload a new document template

I Enter the URL of the document template

Site columns
Add and manage the site columns that are a part of this coni

Permissions

|- Add site column v
Choose whether the content type is modifiable. This setting can be changed later

from this page by anyone with permissions to edit this type.

Name O Read
(® Edit
Name
Title Update sites and lists
~Document Contact Update all site and list content types inheriting from this content type with the

settings on this page.

Figure 13.23: Option for Advanced settings

. Document template: This is similar to the document templates that we saw in the Associating
a document template recipe in Chapter 5, Document Management in SharePoint Online. Once
you associate a document template with a Document content type, new documents that get
created in a library that uses this content type will follow the default structure and styling
defined by this template.

Please note that users can still directly upload other documents to the library instead of using
the New menu to create them. Such uploaded documents will end up not using the content
type document template. Depending on the purpose of the Document content type, it still
may be a good idea to associate a document template with it.
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Permissions: Selecting the Read option ensures that lists or libraries using the content type
are unable to change the properties or even columns when using the content type.

Note that the list or library owners can still set this flag to Edit just for that list and/or library.
That then gives them the ability to modify the content type for their list or library only. As a
governance rule, you would typically want to set this value to Read to help maintain consistency
across all lists and libraries that use this content type.

Update sites and lists: This setting helps control whether or not the changes made on this screen
get propagated to the lists and libraries already using this content type. You will also see this
setting on some of the other settings screens for the content type when making changes to it.

For example, you will notice this setting on the Add/edit column screens. You will typically
want to select this option (which is the default). An example scenario, though, where you may
want to deselect this option is if you made a breaking change that could affect the existing lists
and libraries that are already using this content type.

Column settings

In addition to general content type settings, you can also edit certain settings for individual columns
in the content type:

Site columns

Add and manage the site columns that are a part of this content type.

¢ Edit site column settings / Format the site column [i] Remove site colur

Name Type
Name File
Title Single line of text
(V) _\IDocument Contact : Person or Group
_\lDocument Purpose Edit site column settings

N - &
~Document Type Format the site column

Al Reorder site columns >
Product

o Remove site column
“Product Line mviarnagea vrecaaacd

Figure 13.24: Column settings
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«  Edit site column settings: Through this setting, you can choose to hide the column in the list
or library and make it required or optional.

Please note that the modern site column and content type experience is still evolv-
ing at the time of writing and you will need to use the classic experience to edit
the traditional column properties (such as the number of characters allowed for
text columns):

Edit site column settings
Show or hide site column
Show this column in lists

$ O Optional (may contain information)

@ Required (must contain information)

Update sites and lists

Update all site and list content types inheriting from this content type with the
settings on this page.

(To edit site columns, go to the classic experience. ]

Figure 13.25: Option to revert to classic experience

«  Format the site column: You can use JSON formatting to change the display of the column in
the list or library views. We read about column formatting in the There’s more... section of the
Adding a column recipe of Chapter 4, Lists and Libraries in SharePoint Online.

«  Reorder site columns: You can change the order of the columns as they are displayed in the
list or library forms. Please also note that you can also simply drag and drop the columns in
the content type to do so.

+  Removessite columns: Click this option to completely remove the site column from your content
type. Note that since columns within a site exist independently of the content types, removing
the column from this content type does not delete the actual site column.

Content type inheritance

Just like in real life, where children inherit certain behaviors and traits from their parents, in the
software world, the term “inheritance” is used to define the parent-child relationships of software
objects. The child object acquires and then adds to the traits and properties that it inherits from its
parent. In the world of SharePoint, this concept applies to content types.
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As an example, let’s say we create a content type called Contract for the legal department. Also as-
sume that this content type contains the following custom columns: Product Line, Product, Company
Contact, Contract Status, and Execution Date (optional). We could potentially have the following
content types inheriting from it:

+  Sale Contract: This content type would contain the following columns in addition to those in
the parent Contract content type: Sales Person, Client Name,Units,Sale Amount, and so on.

*  Vendor Contract: This content type would instead contain the following additional columns:
Vendor Name, Part Id,Part Name,Quantity, and so on.

Both the Sale Contract and Vendor Contract content types would automatically inherit the columns
that we defined earlier for the Contract content type. This lets us define the common columns and
set various column properties only in one place (for the Contract content type), and then simply
reuse them for one or more child content types. If it’s required to add, change, or remove a common
column, we make that change only in a single place and the change gets propagated to the children.
This enables greater control, better governance, and the scalability of content types and the related
information architecture for your sites.

Note that, in SharePoint, you will always select one of the existing content types as a parent and never
create a content type from scratch. The Contract custom content type that we used for our example
would have inherited the built-in Document content type. The Document content type, in turn, inherits
the built-in Item content type, as shown in the following screenshot:

Site Content Types » Site Content Type

Site Content Type Information

Name: Document

Description: Create a new document.

Parent: Item

roup: Document Content Types

Figure 13.26: Content types inheriting properties from other content types

The Item content type is the base content type for all practical purposes (although it inherits from a
hidden System content type). These links discuss the content type hierarchy and, specifically, content
type inheritance in greater detail:

. Content type inheritance: https://packt.link/SP-content-type-inheritance

. Content type hierarchy: https://packt.link/content-type-hierarchy

«  Content type hierarchy diagram: https://m365book.page.link/content-type-heirarchy-
diagram

. Creating content types: https://packt.link/creating-content-types


https://packt.link/SP-content-type-inheritance
https://packt.link/content-type-hierarchy
https://m365book.page.link/content-type-heirarchy-diagram
https://m365book.page.link/content-type-heirarchy-diagram
https://packt.link/creating-content-types
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Please note that even though some of these articles were written for SharePoint 2010, these concepts
continue to apply to all modern versions of SharePoint.

See also
«  The Creating a new document recipe in Chapter 5, Document Management in SharePoint Online
«  The Creating a managed metadata site column within a site recipe earlier in this chapter
+  The Creating site columns and content types through the SharePoint admin center recipe, next in
this chapter
+  The Viewing and editing documents in the client recipe in Chapter 5, Document Management in
SharePoint Online

«  The Creating a modern site recipe in Chapter 2, Introduction to SharePoint Online

Creating site columns and content types through the
SharePoint admin center

We just reviewed site-level content types and the fact that they are available to all lists, libraries, and
subsites within that site. Further, we learned, in the Creating a subsite recipe in Chapter 3, Modern Sites
in SharePoint Online, that Microsoft discourages the creation of subsites in SharePoint online and that
the modern architecture is flat (or that of a single site). The usability of content types created in the
site, therefore, becomes very limited, especially in the more modern SharePoint Online.

Additionally, in a true enterprise scenario, you would want to be able to use content types across
multiple sites within the enterprise. This capability is accomplished in SharePoint using the Content
type gallery, which is accessible from the SharePoint admin center.

In this recipe, we will review how to create site columns and content types through the content type
gallery in the SharePoint admin center.

Getting ready
You will need to have SharePoint admin or Global admin permissions to be able to access the content

type gallery through the SharePoint admin center.

If you created site columns and content types as part of the previous recipe, it is recommended to first
delete them from the corresponding site to avoid duplicates since we will be creating site columns and
content types with the same name in this recipe. While deleting, please note that you will first need
to remove the site columns from the content types before deleting the columns. SharePoint does not
allow site columns to be deleted if they are being used in content types or lists and libraries.

How to do it...

To create a site column through the admin center, do the following:

1. Browse to the Microsoft 365 admin center located at https://admin.microsoft.com


https://admin.microsoft.com
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2. Then either select SharePoint if it’s visible or click Show all | SharePoint or All admin centers
| SharePoint, as shown in the following image:

I @y Home - Microsoft 365 admin cen X l-

& o Cc (ﬁ https://admin.microsoft.com,

Microsoft 365 admin center

I

l @ Home
R Users v
%®  Teams & groups v
& Billing v
3% Settings v
> Setup
¥ Reports v

Admin centers

Security

Compliance

Azure Active Directory
SharePoint

Teams

¢ ® & e e

All admin centers

Show all

Figure 13.27: Navigating to the admin center

This will take you to the SharePoint admin center. From here, expand Content services and
then click Content type gallery.

From here, click Create content type.
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3. Next, we will enter the following properties for the content type being created:

Name: A descriptive name for the content type. This name will show up on the New
menu for your list or library. We will use Contoso Document as the name of the content
type for our example.

Description: Enter a description for this content type. This is just for your internal
tracking purposes and is not shown anywhere.

Group: Itis recommended to place custom content types in a separate group. You can
select an existing group or create a new one. We will create a new group called Contoso
Content Types as an example.

Parent content type: We will be applying this content type to documents so we will
select Document Content Types for Parent category and Document for Content type.
The Content type inheritance topic in the There’s more... section of this recipe explains
these settings in more detail.

4. Click Create to create the new content type.

5. You will now be taken to a screen that displays information for the newly created content type,
as shown in the following screenshot:

SharePoint admin center

Content type gallery > Contoso Document

& Edit 1 publish 3 Settings ™ [i] Delete content type
¢ Ed Publish Setting [i] Delete content typ

Contoso Document

Create a new Contoso Document.

Category

Contoso Content Types

Document ©

Content Type ID
0x0101002AE1C4BD37AD51418194D97A967777D7

Site columns

Add and manage the site columns that are a part of this content type.

|- Add site column

Name Type Required Source
Name File Yes Document

Title Single line of text No Item

Figure 13.28: Content type properties

6. Notice the Site columns section for this content type. Since this content type was created
based on the Document site content type, it came with the Title field to capture the title of the
uploaded documents. We will now add more columns to this content type.

7. Click Add site column and then Create new site column.
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8. This will open the Create new site column panel.

9. Here, we will enter or select various properties for our first enterprise site column, called
Contoso Department, as shown in the following screenshot:

Create new site column

Name *

‘ Contoso Department |

Description

Category *
O Use an existing category @ Create a new category

New category name :

‘ Contoso Columns |

Type *

Managed Metadata ~ |

Select term set *
Use 2 managed term sst

Selected: Contozo Departments

Select

Default value

Type or select the value <l

More options

Display format
Choose if the column should display just the term (for example, Sydney) or the|
term plus its parents (for example, Geolocations: Australia: Sydney)

@ Term only O Term plus parents

Allow multiple values
Choose if this column will allow mare than one value.

@

Require that this column contains information

@ v

Enforce unigue values

® D no

Update sites and lists

Update all site and list content types inheriting from this content type with
the settings on this page.

Figure 13.29: New column configuration
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10. We will then click Save to create the site column. We will similarly create the following site
columns and make them required:

Document Type: A managed metadata column containing a list of the different types
of documents across the organization. Some example values are Case Study, Product
Overview, Campaign, and so on. Please note that the corresponding term set will also
first need to be created.

Document Purpose: A single line of text column to describe the document or its purpose.
Product: A managed metadata column containing a list of all products across the orga-
nization. Please note that the corresponding term set will also first need to be created.
Product Line: A managed metadata column containing a list of all the organization-wide
product lines. Some examples are Audio, Cameras, Gaming, and so on. Please note that
the corresponding term set will also first need to be created.

Document Contact: A Person or Group column allowing the document author to select
a point of contact for that document.

As shown in the following screenshot, you will now see the columns you've added in the list
of columns against the content type:

Name

Type Required Source

Name File Yes Document

Title Single line of text No Item
. Document Purpose Single line of text Yes Contoso Document
. Document Type Managed Metadata Yes Contoso Document
N

Contoso Department Managed Metadata Yes Contoso Document
N

Product Managed Metadata Yes Contoso Document
~ Product Line Managed Metadata Yes Contoso Document
N

Document Contact Person or Group Yes Contoso Document

Figure 13.30: New columns shown in a site

Every time a content type is created or edited from the SharePoint admin center, it needs to be
published for the changes to be visible to other sites. To do so, simply click the Publish menu
option toward the top of the page, as shown in this screenshot:
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Content type gallery > Contoso Do

Edit Settings Delete content|

Contoso Document

Create a new Contoso Document.

Category

Contoso Content Types

Parent

Content Type ID
0x010100.

Site columns

Add and manage the site columns that are a part of this contel

Add site column

Name
Name
Title

"~ Document Purpose

Manage Publishing

(®) publish

Make this content type available for download to all sites in the organization.

Viake this content type una
copies of this content type bein

content type.

r download to sites in the organization. Any
d in other sites will be converted to a local

Ise

Figure 13.31: Publish option

That’s it! You just created and published a content type for use across all libraries in all sites in your
organization.

How it works...

Creating a content type through the SharePoint admin center is similar to creating one from within the
site. If you have not already done so, you are encouraged to review the previous recipe, and especially
the How it works... section, to get an understanding of some key concepts.

See also

The Creating a new document recipe, in Chapter 5, Document Management in SharePoint Online

The Creating a managed metadata site column within a site recipe earlier in this chapter

The Creating a content type within a site recipe earlier in this chapter

The Viewing and editing documents in the client recipe in Chapter 5, Document Management in

SharePoint Online

The Creating a modern site recipe in Chapter 2, Introduction to SharePoint Online



Chapter 13 37

Adding a content type to a list or library

Content types coupled with site columns drive consistency across the lists and libraries on your site.
In the previous recipes, we saw how to create a content type and add site columns to it.

This recipe will show you how to associate the content type we created earlier with a library so that
the content in the library adheres to the metadata requirements defined by the content type. Note that
even though this recipe uses a library as an example, the concepts and outlined steps work equally
well with lists.

Getting ready

You will need Edit access or higher to the library for which you would like to add the content type. You
likely already have this access if you are a site member or owner.

How to do it...
To add a content type to a library, do the following:

1. Browse to the library and then click Add column.

2. You are presented with a list of column types. Scroll all the way toward the bottom of this list,
click Add a content type, and then click Next, as shown here:

Documents MY

Name Modified Modified By * o Add column
@ Branding Elements.pptx $€ Currency
@ Cross Cultural Marketing Campaigns.p Add a content type © Location

@] DG-1000 Product Overview.pptx & Image

5 DG-2000 Product Overview.docx — ‘f %= Managed metadata

. . — Lookup
@] DG-2000 Product Pitch.pptx

Add a set of columns to e Add a content type
describe a specific type of
file

@ DG-2000 Product Specification.docx

@5 International Marketing Campaigns.dc Sesall calomn Gpes

@Y Marketing Announcements.xlsx
£33 Show or hide columns e ’ Cancel ‘

Figure 13.32: Adding a new content type to a library

3. Doing so will take you to the Add content type page. Here you can select one or more published
content types. We will select the newly created Contoso Document content type and click Apply.
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Since we are working with a library, the only content types that you will see in the
Select site content types from list are the library content types. You will not see content
:@'_ types that derive from the Item-based content type. Conversely, if you were work-
-h ing with a SharePoint list (instead of a library), you would only see content types
that are based on the Item content type. We discussed content type inheritance
in more detail in the Adding columns to a content type recipe earlier in this chapter.

4. SharePoint will add the content type to the library and provide you with a confirmation message:

Added 1 content type to Documents
Done

Contoso Document
Added successfully

Figure 13.33: Confirmation message

Congratulations! You just configured your library to use a new content type.

How it works...

Asyou saw in this recipe, a content type groups a list item, or in this case, a document with its metadata.
You can view the newly added content type and its associated columns in a few places:

Folder

+  Inthe New menu for the library:

) Word document

B Excel workbook

@Y PowerPoint presentation
m | OneNote notebook

B Forms for Excel

@/ Visio drawing

[E | Contoso Document ]

@:| Document
@ Link

Figure 13.34: Content type shown in a library
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«  Inthe view settings of the list or library:
— All Documents Y

v

|

List

Compact List

=2

Tiles

Files that need attention

" All Documents

Contoso Document

Create new view

Save view as

Edit current view

Format current view

Figure 13.35: Content type shown in view settings
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. In the list of columns for the list:

v Apply >
Edit view columns

Select the columns to display in the list view. To
change ordering, use drag-and-drop or the "up”
and "down" buttons next to each column.

Type

Name

Modified

Modified By

D Compliance Asset Id
D Description

E] KeyPoints

D Image Tags

[:] Document Purpose

D Document Type

D Contoso Department

D Product

D Product Line

D Document Contact

Figure 13.36: Content type shown in Edit view columns

«  Inthe library settings for the list or library:

\Q//

The Viewing and changing document library settings recipe in Chapter 5, Document
Management in SharePoint Online, shows you how to browse to the library settings

page.
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Content Types

This document library is configured to allow multiple content types. Use content types to specify the inforr
about an item, in addition to its policies, workflows, or other behavior. The following content types are cur

library:

Content Type Visible on New Button Default Conter
Document v v

Contoso Document v

@ Add from existing site content types
2 Change new button order and default content type
Columns

A column stores information about each document in the document library. Because this document library
types, some column settings, such as whether information is required or optional for a column, are now sp
of the document. The following columns are currently available in this document library:

Column (click to edit) Type Used in

Contoso Department Managed Metadata Contoso Document

Created Date and Time Document, Contoso Document
Description Multiple lines of text

Document Contact Person or Group Contoso Document

Document Purpose Single line of text Contoso Document

Document Type Managed Metadata Contoso Document

Modified Date and Time Document, Contoso Document
Product Managed Metadata Contoso Document

Product Line Managed Metadata Contoso Document

Title Single line of text Document, Contoso Document

Figure 13.37: Content type shown in library properties

Every list or library in SharePoint has at least one content type associated with it. This default content
type often varies depending on the type of list or library. The Document content type is the default
content type for document libraries and the Item content type is the default content type for lists. Spe-
cialized lists or libraries have more custom content types. The Site Pages library has many custom
page content types that capture metadata related to pages. Similarly, the items in an Announcements
list are based on the Announcement content type. This means that any time you create an item in a
list or a document in a library, you are associating that item with the columns defined by that default
content type.
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There's more...

You can also associate more than one content type with a list or library. We will discuss this and other
concepts next.

Multiple content types

SharePoint lets you associate multiple content types with your list or library. For such libraries, users
will need to consciously choose the content type that they would like to associate with the item being
created. A classic example of such a scenario is the Site Pages library. You will notice the following
content types if you browse to the settings page of this library:

Content Types

This document library is configured to allow multiple content types. Use content types to specify the information
about an item, in addition to its policies, workflows, or other behavior. The following content types are current
library.

Content Type Visible on New Button Default Content Type
Wiki Page v v

Web Part Page v

Site Page v

Repost Page v

Space v

Figure 13.38: Multiple content types in library settings

Now if you go back to a view in the library, and if you have permission to add items to this library, you
will notice that clicking the New menu option enables you to create items from one of these content

types:

&) Wiki Page

&) Web Part Page
&) Site Page

&) Space

@ Link

Figure 13.39: Creating items from a content type
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Changing the default content type

You will notice in the prior screenshot that Wiki Page is selected as the default content type for the
library. Uploading a document to the library automatically associates the document with the default
content type and will prompt you to enter the necessary metadata for that content type. To change
the default content type for a list or library, simply browse to its settings page, click Change new
button order and default content type, and then change the position of your content type to be the
first from the top.

Changing the item content type

If you have multiple content types enabled on a library and you need to change the content type for
an item, you can do so through the details pane for that item:

Documents I\ @< Branding Elements.pptx X

Manage access

Name Modified .
Properties
\ Edit all
® @ Branding Elements.pptx e - A few seconds ago t
[=] Content Type
3:)  Cross Cultural Marketing C igns.ppt
P ] ross Cultural Marketing Campaigns.pptx BDocument
@Y DG-1000 Product Overview.pptx 0 Document
@) DG-2000 Product Overview.docx Contoso Document

@¢ DG-2000 Product Pitch.pptx anuary 1, 2022 B Title

N ) I Branding Elements
m=] DG-2000 Product Specification.docx

L - Image Tags (1)
M= Document.docx

Figure 13.40: Changing the content type for an item
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Note that changing the content type associated with the item will also mean that you will now need
to enter information for the newly selected content type:

Documents N B¢ Branding Elements.pptx X
Properties
- 5 e e et : Edit all
Name * Modified @ This file is missing required
information
(V] @Y Branding Elements.pptx G e - A few seconds ago "] Content Type

@) Cross Cultural Marketing Campaigns.pptx Geritoso Dovament

7 Name*

ﬂ»\‘ DG-1000 Product Overview.pptx
Branding Elements.pptx
M3 DG-2000 Product Overview.docx
) Title

B+ DG-2000 Product Pitch.pptx anuary 1, 2022 Branding Elements

=  DG-2000 Product Specification.docx B Document Purpose *

# “Documentdocx Enter value here

@Y International Marketing Campaigns.docx = Document Type

Enter value here

B9 Marketing Announcements.xlsx
Figure 13.41: Content type metadata

Removing a content type

Multiple content types sometimes make it difficult to work with lists and libraries, especially for the
not-so-savvy end user. It is therefore usually not recommended to enable multiple content types on
a single library. If you have a need for two different content types, you are almost always better off
creating separate lists or libraries that contain items for the separate content types. To remove an
existing content type, browse to Library settings, click on the appropriate content type name under
the Content Types list, and then click Delete this content type on the content type details page.

Please note that the following criteria will need to be satisfied before you can remove a content type:

+  The content type should not be associated with any documents or items in that list or library

«  Itshould not be the default content type for that list or library
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See also
*  The Viewing and changing list settings recipe in Chapter 4, Lists and Libraries in SharePoint Online

«  The Viewing and changing document library settings recipe in Chapter 5, Document Management
in SharePoint Online

Tagging a document

We have seen two different ways of adding columns to a library so far:

«  The Adding a column recipe in Chapter 4, Lists and Libraries in SharePoint Online, showed you
how to directly add columns to lists and libraries.

«  The Creating a managed metadata site column within a site and Creating site columns and content
types through the SharePoint admin center recipes earlier in this chapter showed you how to
associate content types with a library, thereby also associating the corresponding columns
from such content types.

Adding a managed metadata column to a list or library is just like adding any other column type in
SharePoint. Once you have added managed metadata columns to a library, you can tag documents
with the terms from those columns. The steps to do this are no different than carrying out similar
steps for other column types in SharePoint.

This recipe will show you specifically how to tag your documents with terms from managed metadata
columns. Note that the steps for updating items in lists containing the managed metadata columns
are also going to be the same. For the purposes of illustration in this recipe, we will use the Contoso
Department column that we created earlier.

Getting ready

You will need Contribute access or higher to the corresponding list or library.

How to do it...

Follow these steps to tag a document with terms from the managed metadata columns in your library:

1. Select the row containing the document by clicking anywhere on it.
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2. Click the () icon in the right-hand corner of the library menu to open the details pane, as
shown in the following screenshot:

E Open v |2 Share @ Copylink L Download [i] Delete -3 Pintotop --- X =®All Documents e ®© 7
X

Marketing Documents @] Marketing Strategy.docx

Properties e Editall

Name Contoso Department Document Type . . L N
@ This file is missing required
o . : N information
@ DG-1000 Product Overview.pptx < Engineering (0} Required info
. . . el Content Type
@ International Marketing Campaigns.docx <  Engineering © Required info
o Contoso Document
@ @ Marketing Strategy.docx I © Required info © Required info

[ Name*

Marketing Strategy .docx

(= Title *

Marketing Strategy
= Contoso Department * o
Enter value here

“i= Document Type *

Enter value here

Figure 13.42: Opening document properties

You can now edit the properties directly in this pane or click Edit all in the Properties section
to edit the properties in an expanded view.

3. Click within one of the managed metadata fields and start typing a value for that field. Share-

Point will autocomplete it for you with the term name if it finds a match. This is shown in the
following screenshot:

International Marketing Campaigns.docx

Content Type

Contoso Document v
Name *

International Marketing Campaigns .docx
Title *

International Marketing Campaigns

Contoso Department *
LXlles & Marketing 0

Sales & Marketing
in Contoso Departments

Figure 13.43: Autocompleting using terms
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4. Next, we will click inside another Document Type managed metadata field. This time, however,
we will click the tag image next to the field:

Contoso Department *

Sales & Marketing; g

Document Type *

h’ype term to tag g

Figure 13.44: Appling a tag via the tag icon
This opens a dialog for you to select your term.

5. Here, you can select the appropriate term by first clicking the term, then the Select >> button,
and then OK, as shown in steps 1 through 3 in the following screenshot:

Select : Document Type

J

4 @ Document Types
@tampaign \‘
(] Case Study
(] Product Overview

(] Product Pitch

e Select > > Camgaign

e OK Cancel

Figure 13.45: Selecting a term from a directory
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6. You can then similarly enter or select the rest of the properties for the document and then
click the Save button:

Title *

International Marketing Campaigns

Contoso Department *

Sales & Marketing; X

Document Type *

Campaign; X

Product *

Action Camera 1000s; X

Product Line *

Cameras & Camcorders; X

Document Purpose *

Guidelines for the marketing campaign

Short purpose of the document

Document Contact *

ﬁ AEELIET X Enter a name or email address

The contact for this document

Apply retention label

None

Figure 13.46: Filling remaining properties

7. This will update the document with the selected or entered properties, including any metadata
tags that you may have applied. Depending on how the view for the library is configured, you
will now see these properties as part of the view columns for the document, as shown in the
following screenshot:

[ Name Contoso Departme... Document Type 7 Product Product Line Document Purpose

NN o
] International Marketing Campaigns.docx Sales & Marketing Campaign Action Camera 1000s ~ Camera & Camcorders Guidelines for the
marketing campaign

Figure 13.47: Viewing content type properties within a site

Congratulations - you just learned how to tag your documents with managed metadata by using terms
that were created as a standard across the enterprise.
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How it works...

Entering information in managed metadata columns is quite similar to entering or selecting informa-
tion in some of the other column types. The one big difference for the managed metadata columns is
thatinstead of entering or selecting information that is just used one time, you would typically enter or
select terms that are maintained at the enterprise level. Just doing this opens up additional scenarios.
One of the biggest benefits of doing this is the ability to use SharePoint search to pull information
globally from across multiple sites. To illustrate the point, let’s refer to the document we just tagged in
this recipe. We are going to see how tagging it with a particular product helps users easily search for it.
Let’s assume a user is looking for marketing campaigns related to the Action Camera 1000s product.

The following is the result set that SharePoint brings back if I just search for the word campaigns:

L campaigns

F Campaigns - Events > SiteAssets
Provisioning User modified on August 1, 2019

- Campaigns - Events - Events
B3®| sites > SalesAndMarketing > = > Events
" Modified 22 days ago

. Campaign Sales Data
n [ Mark 8 Project Team > Shared Documents
" You modified on January 25, 2019

. Giving Campaign e
B | Give @ Contoso > Shared Documents !
" You modified on September 21, 2017

. Europe Holiday Campaign Status
n;l Christie Cline’'s OneDrive > Documents
" Christie Cline modified on August 12, 2015

https://m365x821376.sharepoint.com/sites/SalesAndMarketing

. Sales and Marketing
Updated on August 1, 2019 « 64 views

. Campaign Sales Data
n Mark 8 Project Team > Shared Documents > Marketing
' MOD Administrator modified on October 10, 2018

. Campaigns - Events - Events to Staff
9\ sites > SalesAndMarketing > """ > Events to Staff
"~ Modified on August 1, 2019

; Campaigns - Events - Documents

N
&\ sites > SalesAndMarketing > " > Forms
" Modified on August 1, 2019

. Spring Marketing Campaign
[P B | Mark 8 Project Team > Shared Documents > Marketing
"~ MOD Administrator modified on October 3, 2018

. Campaigns - Events - Site Assets
B® sites > SalesAndMarketing > - > Forms
" Modified on August 1, 2019

123 4>

Figure 13.48: Searching using a broad term
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However, since we tagged our campaign document with the appropriate product, users will be able
to significantly narrow down the search to get to what they were looking for just by typing the name
of the product against the search term. The following is the result set that SharePoint returns if you
search for campaigns Action camera 1000s:

O campaigns Action camera 1000s

All  Files  Sites People News Y Filters

International Marketing Campaigns

m Sales and Marketing > MarketingDocuments ﬁ
You modified 12 days ago * 8 views

Go to classic results page

Figure 13.49: Narrowing searches with terms

As you can see, just the fact that we tagged the document with the product name helped us consid-
erably narrow down the search results from potentially hundreds of documents to exactly what we
were looking for.

Planning information architecture and the content structure along with the correct governance pol-
icies goes a long way in making sure that users can quickly get to what they are looking for. In the
preceding example, we not only created the required term sets and corresponding managed metadata
columns but also enforced the selection of the appropriate tags by marking these columns as required
within our content type.

In addition to improved search, using managed metadata columns for the content in your library also
helps you to better organize the information in it. The use of managed metadata columns results in
better filtering, sorting, and grouping of information in your lists or libraries. The following screenshot
shows how the library view was changed to show documents grouped by the Document Type managed
metadata field that was previously created for our example:

v D Name Contoso Depar... 4= Document Type Product
v Contoso Department : Engineering (1) Atoz
. . Zto A
@ DG-1000 Product Overview.pptx Engineering SLR Camera
Filter by
'  Contoso Department : Sales & Marketing (2) ' Group by Contoso Department
ni International Marketing Campaigns.docx Sales & Marketing Column settings > Camera 1000s
ﬁ Marketing Strategy.docx Sales & Marketing Case Study Car Audio 1000

Figure 13.50: Organizing documents using terms
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See also
»  The Adding a column recipe in Chapter 4, Lists and Libraries in SharePoint Online
«  Chapter 14, Search in Microsoft 365

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5 ]

="
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Search in Microsoft 365

Microsoft Search lets you effortlessly find and discover content that you need to complete your ev-
eryday tasks. It then presents this content back to you through a modern and easy-to-navigate user
experience. The content that Microsoft Search returns is highly personalized to your work patterns
and what’s trending around you - things you've been working on (based on your activity in Microsoft
365), who you work with, activity in the content shared with you and and who you work with, and so on.
This personalization experience, coupled with advanced analytics and machine learning algorithms,
brings the relevant content back to you. If you worked with files, interacted with people, or other types
of content in Office 365, Microsoft Search will automatically bring back this content to you, without
you even having to search for it. This content is presented to you through various means:
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«  You will see results by just clicking anywhere inside the search box, even before you start
typing text, as shown in the following screenshot of the search box on the Microsoft 365 home
page (www.office.com):

& bearch
Apps
Qutlook OneDrive Word Excel PowerPoint
Files
Document1

i

You accessed this 6 days ago

DG-2000 Product Overview
You accessed this 6 days ago

kA

Branding Elements
Jack Willber created this on January 1, 2022

A

People

ﬁ Jack Willber
Marketing Assistant

@ Gaurav Mahajan
Marketing Manager

Sites

Sales and Marketing
https://m365x61015303.sharepoint.com/sites/SalesAndMarketing

API US TAG 193 Revision
https://m365x61015303.sharepoint.com/sites/USTAG193Revision |

AU

Figure 14.1: Search box on the Microsoft 365 home page
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«  Through various sections on the Microsoft 365 home page, as shown in the following screenshot:

Welcome to Microsoft 365

You edited this You edited this
/ Oct 28 / Oct 30

Install app

IIIIIlIIIIIII Annual Financial Report
L L L - ——

Under Budget, Hgh Costs Avoided in Q4 (Especily in RO and Engineering), but
Dxpected throughout nest year. Recommended Budget Increase.

[
[ x & Annual Financial Report (DRAFT)

Quick access

0 All (®© Recently opened &2 Shared ¥¥ Favorites |+

B3:: Yesterday at 4:3...
—
=) Sun at 11:28 PM
Products List Nov 8
—
ﬂ Annual Financial Report (DRAFT) Nov 7
Oct 31
Annual Financial Report (DRAFT) Oct 30

Oct 11

Figure 14.2: Search areas on the Microsoft 365 home page

=l

i

£ You edited this

(7 You recently opened

(% You recently opened

£ You edited this

(7 You frequently open

c

&% Grady Archie shared
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«  Through various pages and sections in Delve, as shown in the following screenshot. Note that
the list of people shown in the following screenshot is, again, based on your behavioral and
environmental patterns in Microsoft 365:

Click a person to see what they’re working on
Alex Wilber Isaiah Langer Miriam Gra... Patti Fernan... Adele Vance Allan Deyou...
Marketing Assis... Sales Rep Director President Retail Manager IT Admin
I Discover documents from people around you I

You only see documents that you have access to.

Alex Wilber Alex Wilber Alex Wilber Popular
Modified « Novembe... Modified « Novembe... Modified « October ... P

@8 Word @3 Excel Q3 Word @ Word

Contoso Briefing Q4 Marketing test doc DG-2000 Product
Analysis Overview

Sales and Marketing 4 views Sales and Marketi... 25 views Sales and Marketing 4 views Sales and Marketi... 29 views

| seo R » eeo n e R seo

Figure 14.3: Search areas on Delve

«  Through various web parts on SharePoint, such as the Highlighted content, News, and Site
activity web parts.

Microsoft Search is available everywhere via the search box in the header area of all the Microsoft 365
apps, as shown in the following screenshots:
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Office 365 O Search

Figure 14.4: Search boxes across applications

This makes it very easy to get to the content you are looking for. Let’s say that you are working on a
PowerPoint presentation and need to look up content from the corresponding Word document. You
can simply search for the Word document right from within the search box in PowerPoint.

Additionally, Microsoft Search is aware of the context of the app you are searching from. So, if you
are searching from within a SharePoint list or library, it will scope the search to that list or library.
Searching from a SharePoint site will first return results from that site, but will also let you easily
switch the context to the corresponding hub or the entire organization.

N Your site administrator can change the scope of the site search so that you see results from
the entire organization or the corresponding hub by default instead of just the results
from that particular site.

Some other examples of contextual searches are when you perform a search from the following
workloads:

*  Outlook: Searching from Outlook will return results only from within Outlook.

«  VivaEngage: Searching from Viva Engage will return files and conversations from within Viva
Engage.

+  Teams: While files shared through Teams are stored in SharePoint and/or OneDrive, the con-
versations are not. You can therefore only search for any Teams conversations from within
Microsoft Teams.

Furthermore, SharePoint Online offers two flavors of search:

. The more modern, personalized, and intelligent search experience: The modern SharePoint
search utilizes Microsoft Search for a more modern search experience. As previously described,
this experience is consistent across most workloads of Microsoft 365.

«  Theclassic search experience: The classic search experience is what you will see in the classic
SharePoint sites. This experience is slowly being deprecated.
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Both experiences utilize the same underlying search index, meaning that the underlying source of truth
for both search experiences is the same. However, the modern search functionality applies machine
learning coupled with usage analytics to this index to bring back what’s more relevant to you. It then
uses a more modern user experience to display these results for you. You can view the differences
between classic and modern search experiences here: https://packt.link/search-classic-modern.

We learned how to perform a basic search as part of the Searching content recipe in Chapter 2, Intro-
duction to SharePoint Online. In this chapter, we will look at the more advanced capabilities and some
specific use cases of Microsoft Search based on the modern search experience.

We will cover the following recipes in this chapter:

«  Performing an advanced search
+  Finding experts and people

. Searching with Bing Search

Performing an advanced search

Just like any other search engine, Microsoft Search supports advanced search queries. You can build
these advanced queries by adding various operators and property filters to the search keywords. This
recipe will show you how to do that.

Getting ready

You can access Microsoft Search from any workload in your Microsoft 365 tenant. You can also search
from within the apps that are installed locally on your computer, as long as they are connected to
the Microsoft 365 tenant. Search in Microsoft 365 is security trimmed, meaning that search will only
return content from areas that you have read or write access to. If you don't have access to certain
documents, lists, libraries, sites, or teams, content from such documents or areas in Microsoft 365
will never be shown to you in the search results either.

How to do it...

For our scenario, let’s assume that, as a product design engineer, I am working on a design proposal for
anew product. I remember that a similar design presentation was showcased by one of my colleagues,
Megan Bowen. I liked her presentation and would like to use it as a template for my presentation. In
this recipe, we will see how I can use an advanced search to narrow down the results to quickly find
this presentation.

In this recipe, we will begin with a routine search and then start narrowing down the results through
advanced parameters to find exactly what we are looking for. This will be done using Keyword Query
Language (KQL), which we’ll learn more about after the recipe. Let’s begin:

1. Browse to the Microsoft 365 home page for your tenant.


https://packt.link/search-classic-modern
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Since you know that you are looking for a file in SharePoint, you can also perform

this

just

search from the SharePoint home page. For broader searches, it is a good idea

to start from the Microsoft 365 home page since it has a wider reach compared to

searching within SharePoint.

2. Based on what I am looking for, I will begin my search by typing design in the search box at
the top of the page and hit Enter:

_ Al I

All

Filters

Files  Sites People  News Messages Images  Power Bl

File type ~  Lastmodified

Design
https://m365x61015303.sharepoint.com/sites/Design
Design Team...Design Team Design Team STS_Site Home 1 {0400C82A...

Design
Mark 8 Project Team
Rina Tapaere modified on December 31, 2021

Contoso Brand
https://m365x61015303.sharepoint.com/sites/ContosoBrand

Find photos Photography is a visual element that greatly impacts our customer's
understanding and impression of the Contoso Brand...

) Design - Site Assets

https://m365x61015303.sharepoint.com/sites/Design/SiteAssets/Forms/Allltems.aspx
Modified 20 days ago

Use this library to store files which are included on pages within this site, such as images on
Wiki pages....

Mark 8 Project Team - Design Ideas
https://m365x61015303.sharepoint.com/sites/Mark8ProjectTeamyLists/Design Ideas/Allitems....
Modified on December 31, 2021

Website: design review [v1]

Mark 8 Project Team

Rina Tapaere modified on December 31, 2021

design review [v1] Website: design review [v1] 1 Microsoft SharePoint Online Management...

Design - Site Pages
https://m365x61015303.sharepoint.com/sites/Design/SitePages/Forms/ByAuthor.aspx
Modified on December 12, 2021

Contoso Camera Design Principles

Megan Bowen's OneDrive

Megan Bowen modified on January 24, 2018

Design PriNCiples Abstract The digital revolution is shaping the bold ¢
design for our...Design PriNCiples Abstract The digital revolution is...

Figure 14.5: Search results after entering text into the search bar
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3. Asyou can see in the screenshot above, this returns a lot of different results of various types.
Many of these results are related to branding and visual design.

Also notice the various result sources toward the top of the search results page.
These are called search verticals and can be configured by your organization’s ad-
ministrators through the Search & intelligence admin center. If you are an admin,
you can read more about configuring search verticals here: https://packt.1link/

\;’ search-verticals.
I-)

The benefit of starting your search from the Microsoft 365 home page is that if
you are performing a broad search (and not looking for a specific result type), it
will bring you results from across all verticals, including news articles and Teams
messages, to name a few. If you were searching from within SharePoint, for ex-
ample, you would not see results from certain verticals (for example, Messages).

4. To remove these unwanted results, I'll go ahead and add the following advanced filters to my
search text:

. Iwill add the text -branding to it so I can exclude content that contains the text Brand/
Branding.

«  Also, since I am specifically looking for presentations, I will add the text filetype:pptx.


https://packt.link/search-verticals
https://packt.link/search-verticals
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5. Entering the above filters as text in the search box and optionally clicking Files further narrows
down the search results to just presentations surrounding product design and overviews, as
shown in the following screenshot:

_ & design -branding filetype:pptx I

All  Files Sites People News Messages Images  Power Bl

Filters File type v Last modified v

E‘j X1051 Design Specifications

Mark 8 Project Team
Megan Bowen modified 44 minutes ago @ T o
|

Design Specifications X1051 Design Specifications Design Proposal
Presentation Miriam...

@ Client Y Design Thinking Workshop Deck
New Employee Onboarding
Joni Sherman modified on June 7, 2018

Design Thinking Workshop IMPROVE INNOVATION AND CUSTOMER
ENGAGEMENT Agenda WHAT IS DESIGN...Design Thinking? Key facts...

@ PNWCoffeeHouseBrandBrief
Design
MOD Administrator modified on November 16, 2020

design it has developed as a strategy that allows it to balance regularly
changing design..themes with a set of brand values and uses design a...

é_‘j PNWCoffeeHouseBrandBrief
‘ Design
MOD Administrator modified on November 16, 2020

design it has developed as a strategy that allows it to balance regularly
changing design..themes with a set of brand values and uses design a...

@ DG-2000 Product Pitch
Marketing
Megan Bowen modified on August 4, 2017

design. The DG-2000 represents a unique combination of portability
and power, appealing to..design Long battery life BENEFITS Profession...

Figure 14.6: Using filters to narrow search results
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6. Finally, since I remembered that the presentation was actually a design proposal presented by
Megan, I am going to add the text proposal to my search. I will also and the author filter that
shows only the documents authored by her. This narrows down the search results to exactly
what I was looking for. This is shown in the following screenshot:

_ & design -branding filetype:pptx proposal author:megan I

All Files Sites People News Messages Images Power BI

Filters File type Last modified

Qe X1051 Design Specifications
Mark 8 Project Team
Megan Bowen modified 53 minutes ago ;,-!‘]

Design Specifications X1051 Design Specifications Design Proposal
Presentation Miriam...

P

Figure 14.7: Locating an exact document in Microsoft Search

Congratulations! We just learned how to use advanced search in Microsoft 365 to narrow down the
search results and find exactly what we were looking for.

How it works...

Microsoft Search, just like any other search engine, has the following components to it:

«  Crawler: This part of the search engine scours the content in your tenant and then uses content
processing to transform it into a suitable format for the indexer to use. It basically creates a
replica of the searchable content in a more standard format for use of the downstream search
components.

+  Indexer: The content after the crawl still needs to be organized better so it’s easily searchable.
The indexer is that part of the search engine that organizes the content in a format that is easily
searchable. It then indexes this content so the query engine can efficiently look it up (just like
an index or a table of contents in a book).

*  Query component: This part of the search engine is responsible for processing the user search
queries, using them to obtain results from the indexer, filtering and ranking the results, and
sending them back to the UI component.

« UL The search engine’s Ul is the part that you and I interact with as users. It lets us submit
search queries, sends them to the query component, and then renders the obtained results.

Note that Microsoft Search not only crawls and indexes the content but it also indexes the underlying
properties and column names. For each SharePoint column that the crawler encounters, it creates a
corresponding property within its Crawl database.
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This additionally enables you to query and filter the content by easily specifying the property or column
names. We saw this earlier in this recipe when we specifically filtered the results by the Author column.

For advanced readers, such properties that get created within the search database are
called crawled properties. However, not all crawled content or metadata is useful for the
search index. So, the search schema maintains a separate list of useful metadata columns,
called managed properties. The search index only includes content and metadata from
the managed properties. The Author property is an example of such a managed property.

\Q/’ Please also note that Microsoft Search will create managed properties only for the corre-
sponding site columns. Any columns that directly get added to lists or libraries will not
get a corresponding crawled property. This means that you will still be able to search for
content in such columns but will not have the ability to specifically filter the search results
by specifying these column names, as we did in this recipe.

The following link provides more insight into the SharePoint Online search schema:
https://packt.link/search-schema.

You should try to couple Microsoft Search’s behind-the-scenes AI with a proper information architec-
ture to help users quickly find the right content. To understand how this works, you need to be aware
of content types. In short, a content type is just a set of columns clubbed together. These columns are
usually reused across multiple sites to standardize the information contained in the lists and libraries
on these sites. With this in mind, imagine the following scenario:

1. You have defined a base content type and published it through the content type hub, for use

in all the libraries in your organization.
This content type contains a managed metadata site column called Department.
The content type and the corresponding site column then gets replicated to all department sites.

4. You then optionally update the site column for each site and set its default value to represent
the particular department’s name.

5. Now, documents uploaded to libraries using this content type will automatically get tagged by
the name of the corresponding department (or users will need to manually select the depart-
ment name if the defaults are not specified).

6. Because these columns were created as site columns, the search crawler will create crawled
and managed properties for them.

7. Users across the organization will now easily be able to filter the search results by the depart-
ment name and quickly narrow them down to the exact content that the user is looking for.

We go into more detail about content types and the content type hub in the Creating
: LY a content type and adding columns to it recipe of Chapter 13, Term Store and Content
Types in SharePoint Online.
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Such an arrangement involves more upfront planning and setup time but helps achieve better user
satisfaction and increased productivity, especially if you are part of a large organization with dispersed
and/or a large content size. As mentioned earlier, with advancements in the modern Microsoft Search,
it may not be necessary for smaller organizations to go through all this upfront planning just for search
to return relevant results (there may be other valid reasons for you to go through this exercise though).

In addition, certain columns, such as the managed metadata column, require some additional handling
before they can be used in filters. The following articles describe these steps in more detail. Note that
even though they are written for SharePoint Server, the steps are equally valid for SharePoint Online:

«  From site column to managed property - What’s up with that: https://packt.link/managed-
properties

*  Mapping crawled properties to pre-defined managed properties: https://packt.link/map-search-
properties

Fine-tuning search with KQL

Microsoft Search presents a very simple user interface along with a very powerful underlying search
engine. This engine will usually return accurate results for most of your queries, but you can imple-
ment the following measures if you are not getting the expected results back:

»  Ensure that sufficient time has elapsed since the content was created. Referring to the search
components described earlier, the crawler component needs to first crawl the content, process
it, and submit it to the index before it can be searched. This usually happens at scheduled
intervals, which means that there’s a slight lag between the time the content gets created and
the time it shows up in the search results. This process is usually almost instantaneous, but
sometimes it can take up to 4 hours or more before users get the newly created content as
part of the search results.

Microsoft Search is forgiving to spelling mistakes (well, almost). In the context of
this recipe, you will get the same results if you search for desgn instead of design.
Additionally, Search will show you the following text at the top of the results list:

Showing results for design.
-()- Mo results found for desgn.

Figure 14.8: Test displayed when searching with spelling mistakes

On the other hand, a search for the word dsign will not return any results. You
may therefore need to check the spelling if you are not finding what you are
looking for once in a while.
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As mentioned previously, Microsoft Search may return different results for the same search
depending on who is searching for content. The result ranking in a modern search is based
on complicated machine learning algorithms that consider your activity, patterns, and envi-
ronment. So, it might be that others may see a result higher up in the results list while you
see it a little lower. You can always refine your queries to get more focused results if needed.

Everything in Search is permission-based. This means that you will only see results that you
have at least read access to. If you have tried refining the queries and are still not seeing results
that others are seeing, then there’s a possibility that you may not have access to that content.
SharePoint understands the advanced query syntax KQL. KQL helps you build highly focused
and complex queries. The information at https://packt.link/search-KQL explains the var-
ious elements of KQL in more detail.

The following article discusses more details as to how to fine-tune your search if you are getting too
few or too many results: https://packt.link/search-tuning.

There's more...

In this section, we will first look at the Microsoft Search admin settings that can be used to alter the

search experience. We will then briefly read about the PnP Modern Search solution, which contains
a set of web parts that make the modern search experience in SharePoint highly extensible and cus-
tomizable.

Owner controls

You can apply settings at various levels to control what shows up in the search results and how:

As a list or library owner, you can choose to exclude your list, library, or content from the
search results. This setting is available from within the Advanced settings page for your list
or library. Please refer to the Viewing and changing list settings recipe of Chapter 4, Lists and
Libraries in SharePoint Online, for steps on how to access these settings.

As a site owner, you can similarly specify various settings for the site. Most of these settings are
geared toward the classic search experience; however, some settings apply to both the classic
and modern experiences. The ability to exclude the site and its contents from showing up in
search results is one such setting. This can be accessed from the Search and offline availability
page under Site Settings. This page also lets a site owner view and make limited changes to
the search schema. Please refer to the Viewing and changing site settings recipe of Chapter 3,
Modern Sites in SharePoint Online.


https://packt.link/search-KQL
https://packt.link/search-tuning

66 Search in Microsoft 365

Admin controls

Finally, as a global admin or a tenant search admin, I can control various aspects of the organiza-
tion-wide search experience. In addition to managing the search schema, the following are some
settings related to the modern experience that you can manage through the Microsoft Search admin
center:

«  View organization-wide search usage reports, as described at https://packt.link/search-
usage.

. Help create predefined search results, such as acronyms, bookmarks, Q and As, locations, and
floor plans. These predefined results are based on the most used scenarios for your user expe-
rience and show up before the other results do. Note that these result types show up only when
the search is being done across the organization, and not when the search is narrowly scoped
(such as when searching in a list, library, or site). You can read more about these result types in
the Provide answers section of the following web page: https://packt.link/provide-answers.

«  Create and configure connectors to search and bring back results from external data sources.
You can read more about this at https://packt.link/search-connectors.

«  Make additional configuration changes to the search. You can read more about these config-
uration changes in the Customize the end-user UX section on this page: https://packt.link/
search-customize.

. Some examples of these configuration changes are as follows:

«  Creating and managing search verticals and result types
«  Connecting to external content sources

+  Changing the search result layouts

«  Managing search result filters

. And there are more besides!

Please note that some of these features were in preview at the time of writing this book and may or
may not be available in your organization’s Microsoft 365 tenant.

PnP Modern Search

The SharePoint classic search experience allowed you to customize the search experience and the
results display to suit your specific needs. This ability was consciously left out of the Modern Search
experience for a few reasons:

+  The modern Al-based search is very powerful and personalized out of the box, hence reducing
the need to customize it

+  Keeping it out of the box results in a more consistent search experience across other Microsoft
365 workloads

+  Itis recommended to avoid making customizations to SharePoint Online unless justified by
a valid business need
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While you cannot modify the out-of-the-box search experience in SharePoint Online, you can use the
PnP Modern Search solution to create a customized experience to address your organization’s specif-
ic needs. The PnP Modern Search solution is essentially a set of web parts that allow you to modify
various aspects of the search and the corresponding results view to create a highly configurable and
customizable search experience.

While you can potentially create your very own customized enterprise search center using

these web parts, it is usually not recommended to do so for the reasons mentioned earlier,

and mainly to keep the search experience consistent across all Microsoft 365 workloads.

Other than that, you can most certainly use the solution to solve specific needs that your
N organization might have. As an example, you can use the search results web part to show
VA a highly customized list of all pages or documents that are classified with certain tags (say,
showing all news pages or Excel/Word forms grouped by department, or using a modern
and responsive UI). While something like this may not be fully possible using out-of-the-
box web parts, the PnP Modern Search web parts allow you to do so in a breeze. Since
the solution is open source, you can further customize or enhance it to meet the specific
needs of your organization with a little bit of development knowledge.

The following links explain the PnP Modern Search solution and relevant usage scenarios in more detail:

+  Thislink outlines the different scenario-based use cases for each of the PnP Search web parts:
https://packt.link/PnP-search-scenarios

*  You can read more about the solution at the project’s home page here: https://packt.link/
PnP-search

«  This video provides a great introduction to the PnP modern search solution: https://packt.
link/PnP-search-intro

«  For the technically inclined, or if you'd like to extend this solution to meet your organization’s
needs, here’s a link to the PnP GitHub repository: https://packt.link/PnP-search-repo

See also
«  The Searching content recipe in Chapter 2, Introduction to SharePoint Online

«  The Creating a content type and adding columns to it recipe in Chapter 13, Term Store and Content
Types in SharePoint Online

+  The Viewing and changing list settings recipe in Chapter 4, Lists and Libraries in SharePoint Online

«  The Viewing and changing site settings recipe in Chapter 3, Modern Sites in SharePoint Online

Finding experts and people
Microsoft Search not only helps you find content but also helps find people within your organization.

You can use it to search for people based on who they are, where they work, or what role they fulfill
in the organization.
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Continuing the example from the previous recipe, let’s say that I am looking for help with creating a
product design proposal. This recipe will show you how you can use Microsoft Search to search your
organization for an expert to help with it. It will then show you how you can also reach out to them
through your favorite communication tools from within that interface.

Getting ready

Unless your organization disables it, people search is enabled by default and is available to anyone
in the organization who has access to Microsoft 365. You will, however, need to perform the search
from the Microsoft 365 home page (https://www.office. com).

How to do it...

To look for someone with design skills, go through the following steps:

1. Browse to the Microsoft 365 home page for your tenant.
2. Type designer in the search box at the top.

3. Youshould see person results after the first few document results. You can also click the People
tab to just view the people-only results, as shown in the following screenshot:

All  Files Sites People News Messages Images Power Bl

Grady Archie = GradyA@
v Designer (=2 GradyA
R&D, 19/2109 &, +13095550104

Ask Me About: Design Committee Rev...

Figure 14.9: Narrowing search via tabs
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4. Inthis example, I can see that the first result that was returned was Grady Archie, who has the
word Designer in his job title. I can then click on Grady’s name to see more details about him.
Doing so opens his profile card (also known as the contact card), as shown in the following
screenshot:

Grady Archie

Designer - R&D

Q =1 Sendemail (%) Startchat

Overview Contact  Organization  Files  Email LinkedIn

Contact information

Email ~, Chat Work phone
= gradya@ ® gradya@ % +1309 5550104
~  Office location R Job title .. Department
V' 1972109 Designer < R&D
Show more contact information
Organization
Manager Grady Archie works with
. Adele Vance 0 Alex Wilber Allan Deyoung
A 4 { Retail Manager 1 - Marketing Assistant . IT Admin
) Retail Marketing e IT
Lee Gu
Director l Irvin Sayers » Lidia Holloway Isaiah Langer
Ly Project Manager ‘ . Product Manager m I Sales Rep
"~ R&D Engineering S sales

Show organization

Files

Recent files and email attachments from Grady Archie

Figure 14.10: Opening a profile card

5. In the Overview tab of his profile card, I can view the various aspects of his profile, such as
his contact information, his manager and colleagues, files he has shared, my recent email
conversations with him, and his LinkedIn profile (if enabled by your organization).
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6. Clicking a different tab from the profile card shows further details in that tab. Clicking the
Contact tab, as an example, shows additional details about Grady, such as his skills, education,
and the projects that he has worked on, as shown in the following screenshot:

Grady Archie

Designer - R&D
O = Send email (3 Start chat

Overview | Contact [ Organization  Files Email  Linkedin

Contact information

Email Chat Work phone
= gradya@==m == = S gradya @ =l = % +1309 555 0104
e Office location /Q Job title o2 Department
V' 1972109 Designer < R&D
@ Business address
v Bloomington

R, Add to contacts

About me

| joined Contoso seven years ago after finishing my engineering degree and working in the public sector for four years. |
am now a lead design engineer in the Manufacturing department. | am proud of the work this department has done, and
work hard every day to see that our design teams continues to set the standard for our industry and grow technology.

Projects Schools and education Skills and expertise
e Design Committee Review - e University of Michigan e Design
Manufacturing e Oregon State University e Product Design Standards
e Project Granite e Design Practices Author
e Manufacturing Department Internal o Planning for Design Excellence
Audit Committtee (Chair) o Mentoring
e Design Standards Committee e Product Testing
(Chair) . : . .
e Engineering Analysis and Review
e Engineering Project Evaluation

Interests and hobbies

e Reading

Figure 14.11: Viewing the Contact tab of the contact card
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The properties shown in the Contact information and About me sections need
to be populated by you before they are searchable or even show up in the profile
L, card. Your organization can maintain and then sync over some of these properties
to Microsoft 365 so that they are maintained in a central place, usually through

HR or IT management systems. They can also optionally make these properties
editable for you so that you can maintain them on your own through your profile
page in Delve, which we will see in the next chapter.

7. Going by his profile summary, I can see that this matches exactly who I am looking for. Hence,
I can click Start chat to open Grady’s profile in Teams (or Skype for Business), as shown in the
following screenshot:

Grady Archie 4 Search or type a command
Designer - R&D
O 53 Send email  [J Start chat ’(\3 Grady Archie Chat Files Organization 1more v 00@ 8"

Overview Contact Organization Files Er

4

Contact information

= 0
= gradya@m365:821376.0nmi..

V1972109 R Desi v

Show more contact information You L re Starti ng a new conVersation
Type your first message below.
Organization

¢ Johanna Lord T
o ] Senior Enginee: ype a new message
Engineering
Al 2O @B E D Q >
Lee Gu
Diréetor @1 Irvin Sayers ——

Figure 14.12: Using the Start chat feature to open Teams
8. From here, I can call or message him using the familiar Teams interface.

Congratulations! You just learned how to perform a people search in Microsoft 365 and then learned
how to contact them directly using a familiar tool of your choice.

How it works...

An enhanced people search lets you search for the right experts in your organization, and further
helps you to quickly establish contact using inbuilt tools without even leaving the search interface.
In the preceding example, with one attribute, Microsoft Search identified Grady as a design subject
matter expert.
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From that point on, the deep contextual information returned by Microsoft Search through the user
profile card created efficiencies for us, improving productivity by reducing the friction of switching
between apps and browser tabs. We can quickly send an email to or chat with the identified expert
without having to leave the browser. We can also see other details about them, such as their location,
in case we'd like to get in touch with them.

In addition to performing a generic search, as we did in this recipe, you can also use preconfigured
managed properties (see the previous recipe to understand managed properties in more detail) to
perform a highly targeted search. Some examples are as follows:

+  jobtitle: *design*: This will return all profiles where the job title partially or fully matches
the word design. Following the example from the recipe, this will bring back Grady’s profile,
since his job title is Designer.

+  schools: Michigan: This search will bring back all profiles where the person’s school name
contains Michigan.

+  skills: *design*: This search will bring back all profiles where the person’s skill partially
matches the word design. An example of this search is shown in the following screenshot:

= SharePoint S skills: *Design*

X Exit search
All Files Sites People News
\ Sr?dyrArChle = Gan . _Projects: Design Committee Review - Manufa...
v SsIgner 5 Skills: Product Design Standards, Design Pract...
19/2109

‘ = :jd(;atl—:ﬂo”oway = > i tc: Rroducts: Consumer Eloctranic
ZIO(;ZTU(; ahager ] Skills: Design, Product Specification, Beta Testi... I

Figure 14.13: Searching with managed properties

Please note that the targeted search mentioned above, as well as the information being returned through
Microsoft Search and profile cards, is contingent on the relevant profile information being maintained
in the first place. The HR department in your organization is typically the one that would solicit the
creation and maintenance of such employee profile information. The IT department then helps set
up the synchronization of this information to Microsoft 365. These departments will subsequently
need to work hand in hand so that this profile information is regularly maintained. Stale information
being presented through the search experience or through other workloads in Microsoft 365 can of-
ten discourage users from effectively utilizing the platform. It’s therefore highly recommended that
you expend some upfront time to plan and set up the necessary backend processes (either manual or
automated) so that this information stays up to date.
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See also

«  The Performing an advanced search recipe, earlier in this chapter

Searching with Microsoft Bing

Bing is a web search engine that is owned and operated by Microsoft. If you use Microsoft Edge for
your browser, you probably use Microsoft Bing without realizing it! Further more, if you have a Micro-
soft 365 work account and you perform a search from within Bing, you can also get results from your
organization in addition to the usual web results that are returned by the search engine. Of course, all
of this is available to you in a multitude of browsers across a variety of device types.

This recipe will show you how to use Bing as your one-stop search engine for not only bringing back
public results from the web but also the results from within your organization’s Microsoft 365 envi-
ronment. For illustration purposes, we will use the same scenario that we did in the Performing an
advanced search recipe, earlier in this chapter. As a product design engineer, I am working on a design
proposal for a new product. In the recent past, I remember that a similar proposal was presented by
one of my colleagues, Megan Bowen. I liked the proposal and would like to use it as a template for my
proposal. In this recipe, we will see how I can use Bing Search to quickly find this proposal.

Getting ready

Your organization should have Microsoft Search in Bing enabled by default. If it does not, we rec-
ommend downloading the Microsoft Search in Bing Admin Essentials Guide for some deeper reading
(https://packt.link/Microsoft-Search-in-Bing). To view your work results alongside the web
search results, you will need to log in to Bing using your work credentials; this recipe will also show
you how to do this. Other than that, the requirements for viewing your work results in Bing are the
same as those for the regular Microsoft 365 search, in that it will only return results to which you at
least have read access.

How to do it...

To view your company’s Microsoft 365 results in Microsoft Bing, perform the following steps:

1. Open your favorite browser and browse to https://www.bing.com/.
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2. Click the Sign in link in the top-right corner of the Microsoft Bing page, as shown in the fol-
lowing screenshot:

> Bing

&« > C @ bing.com/#

a0
W A~
Sign m-@ Rewards '\T’:

Figure 14.14: Signing in so that Microsoft Bing can provide results from Microsoft Search

3. Doing so will take you to a familiar Microsoft sign-in experience, where you can enter your
Microsoft 365 credentials to sign in.

4. Once signed in, you will be brought back to the Bing home page, with the sign-in button and cor-
responding image replaced by your details from your organization’s Microsoft 365 environment.

It is recommended that you sign in to Bing only on personal/private computers.

L, Signing in on a public device or a device that does not belong to you will leave

_,@\_ your organization’s information susceptible to being stolen and misused. If you do

s have a critical or urgent need to sign in on a public device, you should remember
to sign out and completely close the browser session after you are done.

\

5. Since I am looking for a design proposal that was presented by Megan Bowen, I am going to
search Bing for any files that were authored or modified by her. To do so, I will enter the text
Megan Bowen files in the search box and press the Enter key.
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6. This will bring back the file search results from my organization that are centered around
Megan. As shown in the following screenshot, the design presentation that I was searching
for shows as the first result. This is likely because there’s current activity trending around that
file and/or the machine learning algorithm identified this file to be of greater relevance to me
compared to the other file results:

B Microsoft Bing Megan Bowen files 8 & Q
L]
ALL WORK IMAGES VIDEOS MAPS NEWS SHOPPING i MORE
About 1,400,000,000 results Any time ~ Compact View @D
g 3 Contoso Electronics Ii

Who can see work results? @

=8 Megan Bowen
Marketing Manager - Marketing

Overview Organization Recentfiles Groups Calendar

10 results

& You only see your files or files shared with you. Learn more

@ X1051 Design Specifications

https://m365x61015303.sharepoint.com/sites/Mark8ProjectTeam/_layouts/15...
Megan Bowen modified 5 days ago

X1051 Design Specifications X1051 Design Specifications Design Proposal Presentation Miriam
Graham, VP Marketing Project scope Use Visual Continuity Convey Benefits of the New Release

@ Statara EC Matches with VF Data and VS Data

https://m365x61015303.sharepoint.com/sites/TeamToBeDeleted/_layouts/15/...
Megan Bowen modified on November 18

QuorumID,StateVoterlD,FirstName,LastName,StreetAddress, StreetAddress2, City, State, Zipcod...

Sample CNX Collab Data

https://m365x61015303.sharepoint.com/sites/CNXRetentionDemo/_layouts/...
Megan Bowen modified on October 28

Report Date Office 365 Exchange OneDrive SharePoint Teams 04/15/2022 545 467 194 302 473
04/16/2022 413 292 59 84 258 04/17/2022 373 261 39 65 233 04/18/2022 586 511 222 373 521

Figure 14.15: Search results prioritizing files with the most recent activity

7. If your search returned non-organization results, you would see them after the organization
results.

That’s it! You just learned how to use Bing as the one-stop search engine to bring back not only internet
results but also results from your organization.
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How it works...

We discussed the different components of Microsoft Search as part of the Performing an advanced search
recipe earlier in this chapter. Bing’s search works by securely tapping into your organization’s search
index and using its own query and UI components. This enables Bing’s search to serve some advanced
queries, in addition to the more common and simplistic queries that it can also return search results
for. Some examples of such advanced queries include the following:

. Searching formy files ormy documents returns the most recent documents that you worked on:

B Microsoft Bing my files

[ ]
ALL WORK IMAGES VIDEOS MAPS NEWS

About 5,520,000,000 results Any time ~ Compact View @D
2 3 Contoso Electronics éi?)

Who can see work results? @

e Alex Wilber

Marketing Assistant - Marketing

[

Overview Organization Recentfiles Groups Calendar

10 results

& You only see your files or files shared with you. Learn more

@ SimulationDocument-ec6017b7-ba75-4574-8ce0-e32500983..

https:// e my.sharepoint.com/personal/alexw_FIi=a o8 _ 0
Alex Wilber modified on September 29

Lorem Ipsum "Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur,
adipisci velit..." "There is no one who loves pain itself, who seeks after it and wants to have it,

SimulationDocument2-eeb69c00-db3d-49ee-a088- 24033780

https://Exars I-my.sharepoint.com/personal/alexw i~ === u
Alex Wilber modified on September 29

i

Lorem Ipsum "Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur,
adipisci velit..." "There is no one who loves pain itself, who seeks after it and wants to have it,

Figure 14.16: Microsoft Bing utilizing the organization’s search index
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. Searching for <employee name> org, <employee name> direct reports, or <employee name>
manager returns the organization chart for the employee:

B® Microsoft Bing irvin org

°
ALL WORK IMAGES VIDEOS MAPS NEWS SHOPPING

About 1,330,000,000 results Any time ~ Compact View @D

a2 .
[ono) Contoso Electronics

Who can see work results? @

‘@1 Irvin Sayers
& Project Manager - R&D

Overview Organization Recentfiles Groups Calendar
See all (+0)

a Patti Fernandez
. President
Executive Management

N Lee Gu
L Director
Manufacturing

l Irvin Sayers Shares same manager (5)
\k'w) Project Manager g ‘ﬁ m @ @
R&D

See all results from Contoso >

Figure 14.17: Organization contacts in Bing search results

Remember that, irrespective of where you perform the search or what search you perform, you will
always only see content that you have access to through security and permissions. In the preceding
screenshot, I see those files and conversations only because they were individually shared with me,
one of the groups that I am a member of, or with the entire organization.

See also
»  The Performing an advanced search recipe, earlier in this chapter

«  The Finding experts and people recipe, earlier in this chapter
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Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5

-
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Microsoft Delve

Delve brings to you the most recent and relevant documents from all across Microsoft 365. Delve will
not only show you your recent content but also content that your colleagues have been working on
and have shared with you. This content includes OneDrive documents, SharePoint Online documents,
and documents that were shared with you through email attachments. Delve automatically surfaces
this content for you without even needing you to search for it.

In addition to surfacing relevant content, you can also update your profile information and Microsoft
365 profile photo through Delve.

In this chapter, we will cover the following topics:

«  Viewing your Delve profile page
+  Grouping documents through boards
+  Updating your profile information

«  Changing your profile photo

Viewing your Delve profile page
Delve has two landing pages:

*  Your Delve profile landing page
«  The Delve home page
In this recipe, you will see how to get to your profile page in Delve. We will explain the different kinds

of information you can view on your Delve profile page. We will then see the difference between the
Delve profile and home pages and how you can navigate to the Delve home page.

Getting ready

The only requirement for you to access Delve is that your administrator should have enabled it for
your organization.
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How to do it...
To get to your Delve profile page, follow these steps:

1. Browse tothe Microsoft 365 home page or the home page of any app in your Microsoft 365 tenant.
2. Click your profile image in the top-right corner.
3. Click My Microsoft 365 profile, as shown in the following screenshot:

a9 @ 2 @&

Contoso Sign out
m Gaurav Mahajan
-— GauravM@
= = b
') View account
@ My Microsoft 365 profile ]

Figure 15.1: Button on the profile pane to go to Delve

4. Youwill now be taken to your Delve profile page. Here, you will see your recent documents and
a list of people you have been working with, the shared documents they have been working
on, and those which are relevant to you. We will cover a detailed explanation of all sections
on this page through a screenshot in the How it works... section below.

Congratulations! You just learned how to browse to your Delve profile page. In the next sections, we
will learn about the various sections on this page in greater detail.

How it works...

Delve is powered by Microsoft Graph, the same Al-based tool that powers Microsoft Search.

L, You can read more about Microsoft Graph in the section on Office development frameworks
_,@\_ in Chapter 25, Custom Development - SharePoint Framework, which is also part of the bonus
= resource that comes with this book.

Microsoft Graph plays three critical roles in Delve in particular and in Microsoft 365 in general:

«  First, it monitors your interaction with content and people across multiple Microsoft 365
workloads, such as (but not limited to) SharePoint, Teams, OneDrive for Business, and Outlook.

. Based on these interactions, it uses machine learning to understand the connections between
you, those people, and the crawled content.

« It then uses the developed understanding to automatically surface content in the order of
relevance for you.
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Things like what you've been working on, who you’ve been working with, what they’ve been working
with, who your manager is, and who else has the same manager as you - all these impact the rele-
vance of the content that you see in Delve. This helps you find and discover the most relevant and
fresh content first, instead of you having to go through a list of search results, or for that matter, even
having to perform a search in the first place!

The Delve profile page is a great way to quickly get back to what you were working on and also discover
relevant content around you:

&5 Contoso Electronics  Delve

£ search

M Hom:

@ o Get back to your recent documents

N an Bowen Others will only see documents ey have access to. Leam more
) vivalnsignts

= 5164958157.0nMicr

a = 5

5x64958157.0nmicro

Today 5 .
i i Offsite Agenda mark8itsawesome R and D Presentation Marketing Deck vi
2p 3p 4p 5p 6p Tp Bp In 10p 1p
About me
L LN
o Click a person to see what they're working on
‘ Y a v 1 (a @
& - ‘-i«)
Joni Sherman Lidia Holloway Patti Fernandez Isaiah Langer Adele Vance Miriam Graham
Organization
@) PattiFemandez
Miriam Graham
@ Discover documents from people around you m
@ Megan Bowen You only see documents that you have access to
You You
@ @ Q4 Marketing Plon
B2 Power? @ Powerd
R and D Presentation Marketing Deck v1 Mark 8 Pilot Program Mark 8 Performance
chart
LI | LI L LI

Are my Gocuments safe in Deive?

Figure 15.2: Delve profile page

As shown in the preceding screenshot, the content on the page is subdivided into three sections: the
search tool and left navigation, profile information, and relevant content and profiles. In the subsec-
tions below, we will look at each of these in turn.

Search and left navigation (1)
You can perform the following actions from this section:

. Search: You can perform an organization-wide search from the Search box in this section. Note
that this search is slightly different from the usual Microsoft 365 search:
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+  When bringing back search results, it gives more weight to what’s relevant for you and
shows that content first.

«  Itwill only show you people results, documents, and Delve boards (we will learn more
about boards in a subsequent recipe in this chapter) in the search results. It will not
bring back other content such as data from SharePoint lists, chats from Teams, etc.

+  You cannot use the advanced search filters when searching from Delve.

Home: Click this link to go to the Delve home page.

Me: Click this to view your profile page.

Viva Insights: This link shows up only if you have Viva Insights enabled for your organization.
Clicking this link takes you to your Viva Insights page. Viva Insights provides insights and
recommendations into your work patterns and helps build better work habits. We will discuss
Viva Insights in more detail later in this bonus resource, in Chapter 19, Viva Insights.
Favorites: You can mark documents as favorites and then view all your favorites in one place
from here.

People: This section shows a list of people that you've been working with most or whose profiles
are the most relevant to you based on your organization’s hierarchy. You can click a person’s
name or picture to see their profile page.

Boards: This section shows you your favorite boards. We will learn more about boards in the
Grouping documents through boards recipe later in this chapter.

Your profile information section (2)

This section lets you do the following:

Add or change your profile photo: You can resize or change your profile image by clicking the
camera icon next to it. We have covered this in more detail in the Changing your profile photo
recipe later in this chapter.

View or update profile information: You can view a snapshot of your profile information in
the About me section. You can also click the Update profile button to make changes to it. This
is covered in more detail in the Updating your profile information recipe later in this chapter. If
you are viewing someone else’s profile, you will see a View profile button here. Clicking this
button will show you detailed contact and profile information for that person.

View a snapshot of today’s calendar: This is a quick snapshot of your Outlook calendar for the
day. If you are viewing someone else’s profile, you will see their Outlook calendar here.

View the organization hierarchy: This section shows a limited graphical view of the organi-
zational hierarchy for the person whose Delve profile you are viewing. You can click on the
person’s profile card to go to their Delve profile page.

Relevant content and profiles (3)

This content is driven by Microsoft Graph. You can view the following details in this section:
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+  Get back to your recent documents: This subsection shows you the recent documents that
you've been working on. This includes documents in any emails that you may have exchanged
with others. Documents within Delve are presented in the form of document cards. Document
cards are unique to Delve, and we will see shortly all the things that you can do with a document
card. You can also click See all to get an expanded view showing more documents that you
recently worked on. This view also provides a few additional filtering capabilities.

+  Click a person to see what they are working on: This subsection shows you a list of people that
are most relevant to you based on your interactions in Microsoft 365. Clicking on a person’s
image will take you to their profile page, which is similar in structure to yours but shows con-
tent that is centered around them, and that you have access to via permissions.

«  Discover relevant documents from people around you: This section shows you relevant doc-
uments from the people around you. Remember that the relevance is based on a multitude
of factors, including but not limited to things that you’ve been working on, who you report to,
who you work with, and what’s most popular amongst your team. Also, remember that these
documents are shown using the document cards described previously.

Delve home page

The Delve home page surfaces documents that are popular and relevant for you. You can browse to
the Delve home page by clicking on the Delve app in the Microsoft 365 app launcher, as shown in the
following screenshot:

Microsoft 365 -

Apps

R outiook
w [

@ rowerpoint
B shareroint
B Yammer
ﬂ} Admin

P einner
R oenve

. OneDrive
m Excel
u OneNote
w Teams

2' Power Auto...

D>
% » Power Apps

’ Stream

Figure 15.3: Accessing Delve from the app launcher

You can also click the Home hyperlink from anywhere in Delve to be taken to the Delve home page.



84 Microsoft Delve

There's more...

Delve comes with a few key settings and features that assist with the experience. We are going to
discuss those features here.

First of all, document cards provide a nice way to view information related to a document. We will
look at document cards in the next section.

We will then discuss how Delve only shows you content that you have access to. We will finally look
at how to completely turn off Delve if you need to do so for any reason.

Document cards

The following screenshot shows a preview of document cards in Delve:

B You e Private document @ You
Emailed « Monday Modified « February 15 Modified » February 15

X

@& Word Q2 Excel @2 Excel
North America Contos ™ sendalink Court Cases
Marketing Ca....docx Report o ooy ink

international marketing campaigns Intern
ational Marketing Campaigns Europe and o8
NAM Marketing Campaign Megan Bower &% Who can see this? Operations 2 views

so R @li

Figure 15.4: Delve document cards

For an Outlook attachment, clicking anywhere in the document card opens a preview of the docu-
ment in Outlook. For SharePoint and OneDrive documents, you can perform the following additional
actions through a document card:

. See the number of times the document has been viewed.

+  Click the document name to open it in a new browser window.

+  View the document within the original library. You can see a hyperlinked name of the parent
SharePoint site or the OneDrive for Business folder toward the bottom left of the card. Click-
ing this link takes you to the site and, specifically, the corresponding library containing the
document within that site.

. Click the bookmark/favorites icon toward the bottom left to add or remove the document from
your favorites list. As mentioned earlier, all your favorite documents can be accessed in one
place through the Favorites option in the navigation menu on the left of the page.
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Click the Manage boards (@) icon to manage the boards for this document.

Click on the three dots toward the bottom-right corner of the card to do one of the following:

«  Copy and/or directly email a link to the document using Copy link or Send a link.

«  View the permissions for the document (who has access to it) by clicking Who can see
this? We will cover this in more detail in the next section, Delve and security.

Delve and security

Delve always only brings back relevant content based on what you have access to and never changes
any permissions on it. This means the following:

Only you can see content that is private to you, and others will not see any documents that
you have not shared with them.

Others will only see their private content or content that they were given access to through
permissions.

Similarly, you will only see content from others that you have been granted access to.

Who sees a document is ultimately determined by the respective permissions in the corresponding
library in SharePoint or OneDrive. As mentioned in the previous section, you can view who has access
to a particular document by clicking on the three dots toward the bottom of the respective document

card and then clicking Who can see this?:

ii_f Alex Wilber
Modified « November 14, 2019

g8 Word

Contoso ™4 Sendalink

E5) Copy link

Sales and Mark &% Who can see this?

n v 3

Figure 15.5: Viewing Delve permissions

Clicking this link will open the corresponding library in a new browser tab or window so you can view
its permissions. To learn how to view individual document permissions, please visit the Item permis-
sions topic in the There’s more... section of the Viewing and changing list permissions recipe of Chapter 4,
Lists and Libraries in SharePoint Online.
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Turning off Delve

Delve can help you quickly get to the relevant content and people. If your organization has enabled
Delve, you cannot completely turn it off. You may, however, turn it off just for yourself so that when
others view your profile, they will not see your documents. Once you do that, you, too, will not be
able to view documents on their profile page. They will still be able to visit your profile page and view
your profile details and organization chart. To turn off Delve for your profile, click the gear settings
icon in the top-right corner of your profile page, click Feature settings, and then turn the toggle un-
der the Show Documents in Delve heading from On to Off and click the OK button, as shown in the
following screenshot:

I - D)

-

v OK X Cancel

Feature settings

Delve helps you find information that's relevant to you. We organize
information around you and the people you work with, and suggest
documents that may be useful.

Delve uses document permissions that are set on documents where they're
stored, for example in OneDrive for Business. Delve never changes permissions.
This means that no one will see documents in Delve that they don't have
access to. Only you will see documents that you haven't shared with anyone.

Learn more

Show documents in Delve

If you turn off this setting, users will only see profile information when visiting
your profile and you will only see profile information when visiting others.

Please note that if you turn this off, others will still be able to find your
documents in Microsoft 365 if they have access to them. They just won't show
up on your profile in Delve.

@ off

Important: It may take up to a week for all changes to take effect.

Figure 15.6: Restricting document visibility in Delve

From that point on, you will start seeing a message on the Delve profile page indicating the fact that
you've turned off documents in Delve. This is shown in the following screenshot:
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Figure 15.7: Documents disabled in Delve

In addition to completely turning off Delve on your profile, you can also prevent individual documents
from showing up at all in Delve. This page describes the steps to do that in detail: https://packt.
link/Hide-From-Delve.

You will need to be an admin on the site that contains the document(s) that you'd like to hide from Delve.

See also
+  The Determining and revoking permissions in a site recipe in Chapter 3, Modern Sites in SharePoint
Online
«  The Changing list permissions recipe in Chapter 4, Lists and Libraries in SharePoint Online

Grouping documents through boards

As mentioned in the previous recipe, Delve uses Microsoft Graph to surface content for you from all
over Microsoft 365. A handy feature for this in Delve is boards, which help you to organize related
content and share it with others in your organization.

This recipe will show you how to create a board in Delve and thus share related content from that
board with others. For our scenario, we will create a new board to organize the marketing campaigns
within our organization.


https://packt.link/Hide-From-Delve
https://packt.link/Hide-From-Delve
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Getting ready

The only requirement for you to be able to create boards is that your organization should have enabled
Delve for you.

How to do it...

To create a board in Delve, follow these steps:

1. Browse to your Delve profile page or the Delve home page to view a list of relevant documents.

2. Click on the Manage boards icon for the document that you would like to add to the board, as
shown in the following screenshot:

G Popular

CONTOSO ELECTRONICS

@3 PowerPoint

Spring Marketing
Campaign

Mark 8 Project Team 2 views

Figure 15.8: Boards icon on a document

3. This opens the Manage boards screen with a text box toward the bottom to enter the name
of your board:
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Spring Marketing Campaign X

Manage boards

Make it easier for you and others to find this document by
adding it to a board.

&
!

ﬁ[ Add to a board

Figure 15.9: Entering a board name

4. Asshown in the following screenshot, you will see a list of existing boards as you start typing
the name in this text box:

Spring Marketing Campaign X

Manage boards

Make it easier for you and others to find this document by
adding it to a board.

T

i_ﬂ Mar‘keti[

Marketing Analysis

Figure 15.10: Board name search results

5. You can then select an existing board to add the document to it or create a new one if you do
not find a match. Since we did not find a match for Marketing Campaigns, we will continue

typing the board name and then press the Enter key when done. This creates the new board
and adds the document to it.
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6. This will also add it to your Delve favorites list so the new board appears in the Boards section
toward the bottom of the left menu, as shown in the following screenshot:

O  MyAnalytics

Favorites

Miriam Graham

Boards

Bl Marketing Campaigns

i] Marketing Analysis

Figure 15.11: Boards menu
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7.

From within Delve, we can also search for other relevant documents and add them to the board
we just created, as shown in the following screenshot:

International Marketing m

Manage boards

Make it easier for you and others to find this document by
adding it to a board.

€
|

Figure 15.12: Adding more documents to a board

Note that Delve will also return, as part of the search results, any boards whose

\Q/’ names match the search term. In the preceding screenshot, since we searched
for the term campaigns, the results will also return our newly created Marketing
Campaigns board.
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8. If you now click on the board in the Boards section in the left menu, you will see all related
content in one place as part of the new board that you just created. The following screenshot
shows the Marketing Campaigns board that we just created:
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Figure 15.13: Marketing Campaigns board overview
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9. Boards are viewable by everyone in your organization. This means that anyone in your orga-
nization can search for boards and view related content that is part of the board. You can also
directly share boards with others by clicking the Send a link option from the top of your board.
Doing so will open an email with a link to the board. You can also copy a link to the board from
the browser address bar and then share it with others in your organization.

Congratulations! You just learned how to create a board in Delve so you can organize all related content
in one single place and share it with others in your organization.
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How it works...

Boards are a great way to group related content and then share it with others. Remember that boards
are public, in that as soon as you create them, anyone in the organization can view them via the fol-
lowing means:

+  Through search results in Delve
+ By clicking Manage boards on a document card for a document that’s already part of a board

+  Through the auto-complete results on the Manage boards screen when trying to add a docu-
ment to a board

«  Through a direct link to the board that could have been emailed to them

Once they find a board, they can permanently add it to their favorites. Doing so will start showing the
board under the Boards heading in the left-hand navigation menu in their Delve.

It is important to note that even though boards are public, documents within those boards are gov-
erned by permissions defined for them. This means that once you click on a board to view the docu-
ments within it, whether or not you will see a specific document from within that board will depend
on your permissions for that document itself. Even though your co-workers may have added various
documents to that board, you will only see the documents that you have access to via individual per-
missions for each of them. For this reason, different viewers of a board may see different documents
on it, depending on which documents from that board they have access to.

Updating your profile information

Your profile information page helps you to showcase your credentials, skills, and interests to others
in your organization. It also helps others to easily find you through search. In this recipe, we will see
how you can keep your profile information up to date. As an example, we will add the SEO Marketing
skill to our existing profile.

Getting ready

Delve should have been enabled by your organization for you to be able to make these changes. Also,
some organizations like to control the profile properties that are allowed to be directly updated by
the users. For you to be able to make updates to your profile properties, your organization should not
have locked these properties from being edited.

How to do it...
To update your skills in Delve, follow these steps:

1. Browse to your profile page in Delve, as described in an earlier recipe in this chapter, Viewing
your Delve profile page.

2. Click the Update profile button located below the profile picture.
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N When you are viewing the Delve profile page for someone else in your organization,
',@\' you will see a View profile button instead of the Update profile button that you
= see on your Delve profile page.

3. Click the Skills and expertise link, as shown in the following screenshot:

Megan Bowen > Update your profile

Contact information e Contact information

About me . .
Personal information

Projects Megan Bowen

Marketing Manager

Skills and expertise

Marketing
Schools and education

©

12/1110
Interests and hobbies

= Mayl7 & ®&v

Figure 15.14: Navigating to the skills list on a Delve profile

4. Type your skill and click Add skill:

o Skills and expertise

Contact information

Here are some of my professional skills @ v

SEO Marketing + Add skill

Marketing Communications X Sales Cycle Control and Reporting Systems X

About me

Projects

Skills and expertise
Total Quality Management X Quantitative Marketing Analysis X

Figure 15.15: Adding skills to a profile
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5. That’s it! The newly added skill will now show up along with the existing skills. As long as the
privacy setting for this section is public, anyone viewing your profile will also see this newly

added skill right away:

Office 265

Megan Bowen
Marketing Manager - Marketing

O & Update your profile

Overview Contact Organization Files Email LinkedIn

About me

| have 8 years' experience in the Sales and Marketing Department, as a direct sales rep, product manager, and marketing
lead before taking my present position. Prior to joining Contoso, | served 4 years in the U.S. Navy as a logistics manager
and recruiter in Bremerton, Washington. My partner also works for the company, and we both love it!

Projects Schools and education Skills and expertise

® Chief Author, Marketing Review * Dartmouth * Marketing Communications

® Annual Review Sales and Marketing ® Wharton School ® Sales Cycle Control and Reporting
Committee Systems

* Corporate Marketing Guidelines ¢ Audit Training
Review ¢ Total Quality Management

¢ Quantitative Marketing Analysis

® SEO Marketing

Figure 15.16: Skills displayed on the profile pop-up card
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A Microsoft 365 search for seo marketing will now also bring back your profile in the search
results. This is depicted in the following screenshot. Please note, however, that it might take a
little bit of time before the search crawler re-crawls your profile and updates the search index.
Please refer to the How it works... section of the Advanced Search in SharePoint Online recipe
in Chapter 14, Search in Microsoft 365, for details on how the search crawler works. Here’s an
example screenshot showing the result from the seo marketing search in our scenario:

i Office 365 O seo marketing

& Search results

All Files Sites People News

(

Megan Bowen

Marketing Manager
Marketing

Projects: Annual Review...

Figure 15.17: Profile included in search result for a skill

Congratulations! You just learned how to update your profile. Among other benefits, keeping your
profile updated helps others in your organization to easily find you.

How it works...

The Delve profile page contains the following sections that let you view and/or edit various aspects of

your contact and profile information:

Contact information: This section contains information such as your name, title, department,
location, email, and phone number. Most of this information is usually maintained by your
organization’s IT/HR departments through external systems and is not editable from here. As
shown in the following screenshot, you will see a small pencil icon next to the properties that
you are allowed to edit. For each property, Delve will also show you whether that property is
visible only to you or if it’s also visible to others who view your profile from your organization.
There are some properties, such as your birthday, for which you can change the privacy. As
also shown in the following screenshot, for properties where you can edit the privacy, you will
be able to specify whether this property is private or visible to others:
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e Contact information

Personal information Contact me

Megan Bowen = MeganB@M365X82137
6.0nMicrosoft.com

Marketing Manager ~ # o L 41412 555 0109

Marketing e
Wb lnk

12/1110

@ My OneDrive
May 17 # e

@ Everyone can see this

©

[t-

8 Only you can see this

0 Add mobile

Figure 15.18: Managing profile information visibility

About me: This is a short blurb about you.

Projects: This is where you can enter the names of various projects that you have worked on
in the past. You can choose whether your projects should only be visible to you or visible to
others in your organization.

Skills and expertise: This is where you can mention your professional skills and things that
others can reach out to you for.

Schools and education: You can mention the schools you've attended here.

Interests and hobbies: Here, you can mention the things that you like to do in your leisure
time. Again, you can set the privacy of this section.

Remember also that properties from your profile are only searchable if their privacy is set to public.
If you set a property to be visible only to you, it will not be indexed and will, therefore, not be brought
back as part of the search results.

Also, for each profile property, your organization can control the following:

Whether or not it is displayed on the Delve profile page
Whether or not it is changeable by you
The default privacy setting for it

Whether or not you can change that privacy setting

See also

The Advanced Search in SharePoint Online recipe in Chapter 14, Search in Microsoft 365
The Finding experts and people recipe in Chapter 14, Search in Microsoft 365
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Changing your profile photo

Your profile photo shows across various Microsoft 365 workloads. It shows up in the navigation bar in
the top-right corner for most workloads. In Teams, it shows against the conversations that you partici-
pate in. In SharePoint, it shows against the documents that you have modified and various other places.

You can change this photo by clicking your profile image in the top-right corner when browsing any
app within Microsoft 365. Delve additionally allows you to change the photo from your profile page.

This recipe shows you how to change your profile photo from the Delve profile page as well as from
the Microsoft 365 navigation bar (when using Teams as an example).

Getting ready

Delve should have been enabled by your organization for you to be able to change your profile photo
from there. Your organization should also have allowed changes to the profile photo in Delve.

Similarly, for you to be able to change the profile photo from Teams, your organization should have
assigned a Teams license to you, and they should have allowed making changes to the profile photo.

How to do it...
To change your profile photo in Microsoft 365 using Delve, follow these steps:

1. Browse to your profile page in Delve, as described in the first recipe in this chapter.

2. Click on the camera next to your profile image, as shown in the following screenshot:

Get back to your recent do

Others will only see documents that th

Megan Bowen

Marketing Manager
12110
MeganB@M365x821376.0nMicrosof

e Private document
Modified « February 15

t.com
() MeganB@M365x821376.0nMicrosof
t.com ng
L +14125550109
% My OneDrive e
Contoso Monthly
# Update profile Report
Today
Megan Bowen’s OneDrive 1 view
I i1 o000

2p '3p 4p 'Sp 6p|7p 8 9p 10p 1p

Figure 15.19: Locating the profile photo
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3. Click Upload a new photo on the next screen to select a photo from your computer.

4. Once you select the photo, you can pan or zoom using the controls on this screen, as shown
in the following screenshot:

X
Change photo

-+ Upload a new photo

Apply Cancel

Figure 15.20: Uploading a new profile photo

5. Click Apply to save your changes.

6. Your new photo should immediately show up on the Delve home page. It might take a couple
of hours, though, for the photo to be reflected in other Microsoft 365 workloads.

That’s it! You just saw how to change your profile photo in Microsoft 365 from the Delve profile page.
To change your profile profile photo from within Teams, follow these steps:

1. Open Teams in the desktop app or the browser.
2. Click your profile photo in the top-right corner.
3. Click the second profile photo, which shows in the pop-up menu:
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(e

1 .oe G;

Megan Bowen
MeganB@ = ™ 1 " *.0nMicrosoft.com

“ (4] Available - (3) -
Change profile photo

[J saved

Set status message

[£3) Manage account

Teams for personal use

Sign out

Figure 15.21: Changing a Delve profile photo via Teams

4. Click Upload picture and select the new photo.
5. Click Save.

That’s it! This will update your profile photo in Teams. Just like Delve, changes made to the profile
photo from within Teams also sync across the other Microsoft 365 workloads.

How it works...

Both Delve and the Microsoft 365 navigation bar let you change the profile photo in a single place and
then sync it across all workloads. Note that once you change your profile photo from these workloads,
it may take up to 24 hours for it to reflect across other workloads. Until the new picture is synchronized,
you will continue to see the old photo in these workloads.

See also
«  Chapter 7, Microsoft Teams

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5

-
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The core objective of Microsoft 365 is to enable collaboration between teams and team members.
This common theme can be seen across all Microsoft 365 services. Every Microsoft 365 service offers
a unique capability.

The beauty of a Microsoft 365 group is that it takes the best elements of every individual service and
creates a collaborative space for a group of people or a team to leverage that service. When you create
a Microsoft 365 group, you get the following:

+  Ashared conversation space where team conversations are stored
+  Ashared calendar where team members can book their meetings

« A file storage service where the team can save and share all team documents, spreadsheets,
and so on

+ A notebook to capture and share meeting agendas and notes

+ A new workspace to share group reports

What this means is that you do not have to create separate instances of these services for your team,
nor do you have to go through the pain of granting each member access to these separate service
instances. Creating a Microsoft 365 group creates these service instances automatically and once you
add members to the group, they are automatically added to each of these services.

Microsoft 365 groups can be created in several ways. You can create a group directly via Outlook, as
described in the Creating a group recipe in this chapter.

Microsoft 365 groups are created indirectly when you do the following:

«  Create a planner in Microsoft 365—for more info, go to https://packt.link/Planner
. Create a group in Viva Engage—for more info, go to https://packt.link/Viva-Engage-groups
. Create a group in Power BI—for more info, go to https://packt.link/Power-BI-groups

«  Create a group in Microsoft 365—for more info, go to https://packt.link/Microsoft-365-
groups


https://packt.link/Planner
https://packt.link/Viva-Engage-groups
https://packt.link/Power-BI-groups
https://packt.link/Microsoft-365-groups
https://packt.link/Microsoft-365-groups
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. Create a team in Microsoft Teams—for more info, go to https://packt.link/Microsoft-
Teams-groups

. Create a modern team site in SharePoint Online—for more info, go to https://packt.link/
modern-team-site-SP

Technically speaking, we can, therefore, say that Microsoft 365 Groups is a cross-application member-
ship service in Microsoft 365 that has other inbuilt workloads associated with it, such as a SharePoint
team site, a Viva Engage group, a shared Exchange mailbox, Planner, Power BI, and OneNote.

Any Microsoft 365 subscription that has Exchange Online and SharePoint Online will
; LY support groups. To find out more about Microsoft 365 plans, go to https://packt.link/
m365-plans.

In this chapter, you will learn about the following:

. Creating a group

. Deleting a group

+  Joining a group

. Leaving a group

+  Adding members to a group

+  Removing members from a group
. Having conversations

. Booking meetings

+  Sharing files

+  Collaborating on a notebook

Let’s start by creating a group.

Creating a group

A group in Microsoft 365 refers to an entity in Azure Active Directory (now known as Entra ID) that
grants shared resources to a set of people (known as members). Members get access to common
resources, such as a group mailbox, a group calendar, shared file storage, permissions, and so on, as
soon as they are added to the group. Groups make collaboration easy.

Traditionally, you had to request the IT department to create a distribution list (which lets you email
several people by using a single recipient address) or a security group (to manage permissions to
resources). A Microsoft 365 group provides you with the benefits of both a distribution list and a
security group. In fact, it provides you with more features than distribution lists and security groups
combined. On top of that, end users can create and manage Microsoft 365 Groups themselves without
needing the IT department’s support.

In this recipe, you will learn how to create a group.


https://packt.link/Microsoft-Teams-groups
https://packt.link/Microsoft-Teams-groups
https://packt.link/modern-team-site-SP
https://packt.link/modern-team-site-SP
https://packt.link/m365-plans
https://packt.link/m365-plans
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Getting ready

The ability to create Microsoft 365 groups depends on the model adopted by the organization, as
shown here:

Model Advantages

Open (default) | Users can create their own groups

Users request the Microsoft 365 administrator (usually part of the IT department)

IT-led
to create one for them

Controlled Group creation is restricted to specific people, teams, or services

A Microsoft 365 group can be created directly via the Outlook client, Outlook Web Access, or the Outlook
mobile app. We will demonstrate the steps that you need to follow using Outlook Web Access. There
are also indirect ways of provisioning Microsoft 365 groups, which we will learn about in Chapter 7,
Microsoft Teams, Chapter 22, Planner, and Chapter 21, Viva Engage.

How to do it...

Microsoft 365 groups appear at the lower left-hand corner of your Outlook profile. Here, it will list all
the Microsoft 365 groups you are a member of. To create a new group, perform the following steps:

1. Inthe Groups section on the left, click on New group as shown:

i1 Outlook L search
= & Mark all as read Undo

@ £ Focused = Other @ Filter v

> In-Place Archive -...

Other: New conversations
Microsoft Azure; MyAnalytics; Microsoft Power Automate; Microsoft Planner
V'  Groups
mm Microsoft Power Apps
Road Show B% Your Power Apps trial expires in 7 days Wed 10:57 AM
Purchase a Power Apps plan or extend your trial to keep using Power Apps. P... S
Executive Team 1 ¢
m Microsoft Power Apps

Your trial environment NZ, expires in seven days Wed 10:57 AM

Convert to a production environment to keep going. Power Apps Convert yo...

Retail 2 H

Mark 8 Project Te...
mm Azure DevOps

Sales and Mark... 6 B% " Welcome to Azure DevOps Sun 4/26
Thanks for joining us. Here are a couple of great ways to get started: Welcom. Select an item to read
Last week

Discover groups

mm Microsoft Flow

Manage groups B% 'sales and Marketing' requires approval for publishing Thu 4/23
Requested by Megan Bowen <MeganB@M365x821376.0nMicrosoft.com> 'S...
= m S & Microsoft Flow

Figure 16.1: Creating a group via Outlook Web Access

2. Provide a Group name and Description.

3. Microsoft 365 creates a group email address based on the group name. You can change the
email address if you like.
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4. Next, set the Privacy option.

New group

Working together on a project or a
shared goal? Create a group to give
your team a space for
conversations, shared files,
scheduling events, and more.

Name *

Marketing Group[

Email address *

marketinggroup

marketinggroup@M3658338148.0nr&cros01t,com

Description

Tell people the purpose of your group

Edit settings

Privacy

Private - Only approved members can see what's inside v

Language for group-related notifications

English (United States) v

Subscription

W3 Members will receive all group conversations and events in
their inboxes. They can stop following this group later if they

Figure 16.2: Group settings

”Public” groups will let anyone in the organization join your group. Users can see

V4 the group members and contribute to group files. “Private” groups will require
\@/ the group owner’s approval for someone to join the group. The creator of the
group becomes the group owner by default. Additional owners can be added by

the group owner.

5. Once you have filled in all the sections, click Create.
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6. Your group is now ready to be shared with members. You can add other colleagues or even
other groups. You should be able to invite people from outside your organization (if your orga-
nization allows this). You can add up to 1,000 members to one group. The following screenshot
shows you how to do this:

H Add X Notnow
Add members to the
g rou p Add members
Your group has been created. Add You're adding a guest to this group.
members to your group to start They'll have limited access to group
collaborating. You can choose to add resources.
colleagues, members of existing groups or
distribution lists, or guests.

Who is a guest? 2 members to be added

Guests are people from outside your

organization. Guests will get all email ° Zldedsfep.ghatak@m ® x
messages sent to the group in their inbox,

and can collaborate on files in the group. (=f==) Henrietta Mueller X

@. Member

Figure 16.3: Add members to the group

Now, your group is ready. The new group should start appearing under the Groups section. At this
point, members will receive a welcome email with links to common group tasks.

How it works...

When a new group is created, the group gets an email address assigned to it. You can send a single
email to the group email address and all the group members will receive it.
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As mentioned previously, when a member is added to the group, they receive a welcome email. The
welcome email looks as in the following screenshot:

i il i =

|= = vkl e

Archive

=
= Marketing Gi w
T Notes @ arketing Group
Private group ¢ 2 members

Clutter B Sendemail [ @

[] Conversation Hist...

Today
@ New folder

Marketing Group

; The new Marketing Group group ... 548 PM
a > In-Place Archive -... Welcome to the Marketing Group group. Us
W ~  Groups
[>) Marketing Group 1 Select an item to read
Nothing is selected

al Marketing 1

New group
Discover groups

Manage groups

Figure 16.4: Welcome email

The email contains four links, each taking you to a specific group feature. Let’s see what these four
features are.

Group emails

The Microsoft 365 group reserves a conversation area where all conversations are saved. All emails
sent to the group email address will appear in the group mailbox. These conversations remain in the
group, even if the participants leave the group at some stage. Having conversations in one place is
useful because new group members get access to all past conversations.

Group team site
The Microsoft 365 group provisions a SharePoint site that every group member can access, where all
the group files can be saved. SharePoint offers additional capabilities, such as news articles, content
pages, and so on. The following screenshots show the landing page of the SharePoint site that is pro-
visioned for the group:
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£ Mark all as read

1= by
= Archive
(= s
= Gl ot Marketing Group ¥
Private group e 2 members
S Clutt =
UtLED B> Send email [
1 Conversation Hist... 68 Notebook
Today
@ New folder AR Planner
Marketing Group
. The new Marketing Group grou
| 7 In-Place Archive -... Welcome to the Marketing Group @
02 Settings
N/ Groups
@ Marketing Group 1
9 P

Figure 16.5: Access group site

SharePOint p —

0] <
Vel  Marketing Group Private group
@
‘ Home + New v & Page details & Analytics Published & Edit ./
@
Conversations
b News Quick links
Documents
+ Add
Nolebook Keep your team updated with
. Documents See all
news on your team site
Pages
From the site home page you'll be able t...
Site contents m
Recycle bin O [ Name

W

Edit

Figure 16.6: Group/team site

Sharing files

The SharePoint site that is provisioned with each Microsoft 365 group comes with a default document
library called Documents. The group files can be stored in this library, or in additional libraries. Lists
can be provisioned by the group members. Staff outside the group will not have access to these files.
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Connecting your apps

The Microsoft 365 group lets you connect to a host of other apps from the Microsoft 365 store, as shown:

i Outlook 2 Search —
= = Ep—
= Archive
Q Notes Marketing Group =
Private group « 2 members
£
Clutter P> sendemail [ 3
il Conversation Hist... §7 Notebook
Today
&2 New folder ** Planner
Marketing Group
3 The new Marketing Group group 6> Site
Q > In-Place Archive -... Welcome to the Marketing Groupg—
) Settings O
<)
<] v Groups
Q Marketing Group 1

Figure 16.7: Group Settings

Group Settings X

Marketing Group

Manage group email
Choose which group messages to receive in your
inbox.

v/ Follow in inbox

@ Receive all email and events

Stop following in inbox

O Receive only replies to you and
group events

O Receive only replies to you

O Don't receive any group messages

Connectors
Manage or add your favorite services to this

group.

Edit group
Change the settings for this group

Leave group

Figure 16.8: Group Settings options
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Con nectors for- ! M a r—ketl ng G rou p' Build a Connector Send feedback

Keep your group current with content and updates from other services.

All Sort by: Popularity v

MANAGE
’ Trello

Configured Manage Trello cards and tasks all in one place.

My Accounts

@
CATEGORY RSS

Get RSS feeds for your group.

All
Iyti .
Analytics * Jira Cloud
CRM 1 Gather, organize, and assign issues detected in your software.

Customer Support

Developer Tools a Azure DevOps

HR Collaborate on and manage software projects online.

Figure 16.9: Group Settings options continued

These apps can be used to facilitate tasks within the group. For instance, you could add the Twitter
connector to receive tweets from an account or track certain hashtags.

See also
»  The Creating a group using Teams recipe in Chapter 7, Microsoft Teams
«  The Creating a Viva Engage group recipe in Chapter 21, Viva Engage
+  The Creating a group using Planner recipe in Chapter 22, Planner

«  Groups in Microsoft 365 and Azure, and Which is Right for You: https://packt.link/groups-
in-M365-and-Azure

*  Manage who can create Microsoft 365 groups | Microsoft Learn: https://packt.link/manage-

creation-of-groups

To delete a group that is no longer needed, refer to the next recipe.

Deleting a group
Groups are created with a specific objective in mind. Once the objective is achieved, the group can be

deleted to free up system resources. It is recommended that you move any documents that you might
need in the future to another location before deleting the group.

In this recipe, we will learn how to delete a group.

Getting ready

Microsoft 365 users can only delete groups created by them. You can do this via the Outlook client, Out-
look Web Access, or the Outlook mobile app. In the following recipe, we will use Outlook Web Access..


https://packt.link/groups-in-M365-and-Azure
https://packt.link/groups-in-M365-and-Azure
https://packt.link/manage-creation-of-groups
https://packt.link/manage-creation-of-groups
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How to do it...

On Outlook Web Access, you can see all the Microsoft 365 groups that you are part of in the lower left-
hand side navigation section. Follow these steps to delete a Microsoft 365 group:

1. Selectthe group you want to delete and click on the Settings symbol next to the group members.

2. This should bring up the Group Settings pane. Click on Edit group, as shown:

p il

n Meet Now B @ =3 Q & 2 % &y

= Archive
O Notes @ rMarketmg Group ¥
: Clutter B Sendemal [
J Conversation Hist
Today
New folder
Marketing Group
\ The new Marketing Group group
@ > In-Place Archive-.. iaiEoine 5 the Msikating Eroam e
a v Groups
@ Marketing Group 1
: Marketing 1
o 9
New group

Manage groups

-

Group Settings X
Marketing Group

Manage group email
Choose which group messages to receive in your
inbox.

v Follow in inbox

(®) Receive all email and events

Stop following in inbox
O Receive only replies to you and
group events
O Receive only replies to you
(O Don't receive any group messages
Select an itent
Nothingissi Connectors

Manage or add your favorite services to this
group.

Edit group
Change the settings for this group

Leave group

Figure 16.10: Edit group

3. Click on the Delete group link at the bottom of the pane and click Yes to any confirmation

message.

Edit group

Working together on a project or a
shared goal? Create a group to give
your team a space for
conversations, shared files,
scheduling events, and more.

About  Members

Name *

Marketing Group

Group email address

marketinggroup@M3658338148.onmicr.

Description

Marketing Group

Edit settings
Privacy

Private - Only approved members can see what's inside

External email settings

j Let people outside the organization email the groups

m Discard ‘ W De

Figure 16.11: Delete group
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After completing this step, you have now deleted a group.

How it works...

Deleting a group deletes all conversations, files, notebooks, and tasks. There is no concept of a group
recycle bin, from where you can restore the group. However, the administrator has the option of
restoring the deleted group within 30 days. If the administrator takes no action within 30 days, the
contents of the group (files, conversations, etc.) will be deleted forever.

groups page by navigating to the following link and following the guidance provided on
screen: https://packt.link/restore-group.

t\, If you want to restore a Microsoft 365 group that was deleted, you can do it via the Deleted
-

See also
«  The Leaving a group recipe in this chapter
. Restoring a deleted group: https://packt.link/restore-a-deleted-group
«  End of lifecycle options for groups, teams, and Viva Engage: https://packt.link/end-of-

lifecycle-groups

In the next recipe, we'll see how you can join an existing group.

Joining a group

Before creating a new group, it is worth checking whether another group has already been created
for the same purpose. If a group already exists and is public, you can join it straight away or ask the
owner to add you if the group is private. This recipe will show you how to join a group.

Getting ready

You can join groups that are not created by you. On Outlook Web Access, if you right-click on Groups
and click Discover, it lists all the groups in the organization. Some of these groups might be private,
while others will be public.


https://packt.link/restore-a-deleted-group
https://packt.link/end-of-lifecycle-groups
https://packt.link/end-of-lifecycle-groups
https://packt.link/restore-group
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How to do it...

To join a group, do the following:

1. Right-click on Groups and click Discover. This will bring up the Discover pane with a search
box. Start typing the group name you would like to join, as shown here:

Discover groups B .

Press enter to search

Groups in Outlook give your team
space for conversations, shared
files, scheduling events, and more.
These group suggestions are based
on people you work and

communicate with frequently. @ @ @ o a mermbers 'ﬁ @ > members
Joined group Joined group

Figure 16.12: Discover groups

Search groups across your organization

Marketing @ Marketing Group

\/‘/’ Public groups will let you join immediately. Private groups will require the group
owner’s approval.

2. Click on Request to join or Join. If you are joining a private group, you will need to provide
the reason for making the request, as shown here:

Request to join Office 365
book authors

This is Megan, an Office 365 nerd. | would
like to offer my time to review the book if
you like.

Figure 16.13: Request to join a group

By clicking Send, your request to join the group will be logged and the group owner will take the
appropriate action.

How it works...

If you wish to join a public group, you simply click Join and become a member of the group. You can
then participate in group conversations and have access to group files.
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In the case of a private group, the owner of the group receives an email informing them about your
interest. They can then choose to grant you access or ignore your request. The email will look some-
thing like this:

@ Megan Bowen & 9 Replyall | v
Today, 1:52 PM

MOD Administrator ¥

.'.v'q. Approve reguest

@ Office 365 book authors

Megan Bowen would like to join your group. Approve

"“This is Megan, an Office 365 nerd. | would like to offer my time to review the book if you like."

¥ Show original message

Figure 16.14: Approve a joining request

If the owner approves your request, you will receive a group welcome email.

See also
«  The Creating a group recipe in this chapter

«  Manage guest access in Microsoft 365 groups — Microsoft 365 admin: https://packt.link/guest-
access-in-groups

Next, we'll see how you can leave a group that you are a part of.

Leaving a group
If you think you no longer need to contribute to a group, or you find that the group is not relevant to
your work, you can leave it by following the instructions in this recipe.

Getting ready

You can leave a group at any time. You do not need any special permission to leave the group.

How to do it...

On Outlook Web Access, you can see all the Microsoft 365 groups that you are part of in the lower left-
hand side navigation section. To leave a group, do the following:

1. Selectthe group you want to leave and click on the Settings symbol next to the group members.


https://packt.link/guest-access-in-groups
https://packt.link/guest-access-in-groups
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2. Click on Leave group and click Yes to any confirmation message.

p il

X

Group Settings
> In-Place Archive -... P 9

Road Show

e Road Show ¥
Private group » 4 members Manage group email
Ecitpe Choose which group messages to receive in your
P Sendemail [0 - inbox.
Road Show I b
2019 @ Notebook Follow in inbox
SiceSsslecin O Receive all email and events
Planner
Mark 8 Project Te.. Road Show

The new Road Show group isrea  Site & + stop following in inbox

Executive Team Welcome to the Road Show gro P N s, files, and impo. @ Receive only replies to you and
Settings group events
Retail 3] 1

O Receive only replies to you

More O Don't receive any group messages
Selc
New group Connectors
Manage or add your favorite services to this
Discover groups group.
Manage groups Edit group

Change the settings for this group

e 2 ]
=@ A v

Figure 16.15: The Leave group option

How it works...

When you click the Leave group option, all your permissions to the group resources are revoked. If
you want to retain access to the group but just do not want to receive notifications about the group
activities, you can update your email preferences in the Group Settings pane, as shown in the fol-
lowing screenshot:

s ] V 7
Bl New message £ Mark all as read 3
- Group Settings X

Road Show
WA Road Show ¥
Private group e 4 members Manage group email
& Salesand Mark. 6 Choose which group messages to receive in your
B Sendemail [0 B - inbox
Add favorite Follow in inbox
2019 . .
O Receive all email and events
'  Folders
Road Show )
5 inb 04 The new Road Show group is ready 8/16/2019 [~ Stop following in inbox
Rox Welcome to the Road Show group. Use the group to share ideas, files, and impo. @ @ Receive only replies to you and
7 Drafts 5 group events
O Receive only replies to you
B sentitems
O Don't receive any group messages
@  Deleted Items S
. Connectors
) ik Entedd Manage or add your favorite services to this
group.
& Archive Edit group
Change the settings for this group
O Notes
Leave group
B8 @ & @

Figure 16.16: Group notifications
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See also
+  The Deleting a group recipe in this chapter
»  Manage ownerless Microsoft 365 groups and teams - Microsoft 365 admin: https://packt.link/

ownerless-groups

A groupis of no use if it doesn’t have members, so let’s see how members can be added in the next recipe.

Adding members to a group

You can add members while creating a group or after the group is created. The members will gain access
to all the group resources as soon as they are added. At times, you might need to invite members from
outside your organization. Say you are organizing the staff Christmas party and you need to get input
from a food vendor; you can invite them to the “Christmas Party” group so that they can participate in
the conversations in the group. To add new members to the group, follow the instructions in this recipe.

Getting ready

In order to add additional members to the group, you need to be the group owner. With this role, you
can also invite people from outside your organization (if your organization permits this). The external
users will become part of your team and will have the same privileges as other members of the group.

How to do it...

You can add new members to the group while you are creating a new group. If the group has already
been created, take the following steps:

1. Select the group and click on the number of members, as shown here:

::t Outlook

£ Mark all as read

V  In-Place Archive -... )
Office 365 Cookbook
Private group -

B Send email [0

Archive

Deleted Items

New folder Yesterday
@ Office 365 Cookbook
' Groups The new Office 365 Cookbook group is ready Fri 11:07 PM
Welcome to the Office 365 Cookbook group. Use the group to share ideas, files,...

Office 365 Cook... 1

Road Show

Figure 16.17: Add members to a group
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2. The new screen lets you add new members by searching for them in the company directory,
as in the following screenshot:

X
Office 365 Cookbook
Private group - 1 member
= Send email - O Follow in inbox
About  Members Email Files
All members
| R adele - R, Add members

Name Job Title Role

Q Megan Bowen Marketing Manager Owner

Figure 16.18: Search for users in the company directory

3. Clicking on Add members brings up a text box that lets you type in the email address of the
team member.

4. When you start typing the email address, the text box displays suggestions from the company’s
active directory. To invite external users, type in their email addresses:

P

X
Add members to Add members

tnte: a name or email address

Road Show -

‘=i Alex Wilber

f j AlexW@M365x821376.0nMicrosoft.com
Add membefg to your group to .
start collabjétin ) Yougcanp Pditiarm Gratia
9z MiriamG@M365x821376.OnMicrosoft.com
choose to add colleagues,
members of existing groups or i@‘ Patti Fernandez

Figure 16.19: Add internal or external users to the group

5. When you select a member from the list, they get added to the group.
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How it works...

Adding members grants them access to all the group resources. Microsoft 365 manages the permis-
sions automatically for you.

If you are adding external users, they receive an email at the email address that you pro-

\G/\/ vided. To log in to Microsoft 365, the user needs a Microsoft account. If the email address
provided is a Microsoft account, the user can simply log in to Microsoft 365. If not, then
the user is prompted to create a Microsoft account using the email.

See also
«  The Creating a group recipe in this chapter

«  The Removing members from a group recipe in this chapter

Having discussed how to add a user, in the next recipe we will see how you can remove users from
a group.

Removing members from a group

If you think you no longer need any input from any of your group members, you can remove them
from the group. To remove one or more members from a group, perform the following steps.

Getting ready

On order to remove members from the group, you need to be the group owner. Doing so will revoke
their access to the group resources.

How to do it...

On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower
left-hand side navigation section. You can remove members from the group by following these steps:

1. Select the group and click on the number of members:

Road Show Y&

Private group 4 members

B Send email D

Figure 16.20: Select to see the members of the group
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2. Remove the user from the group by clicking the X icon, as shown here:

X
Road Show
Private group - 5 members
X Send email - @ Follow in inbox
About  Members Email Files
All members
I £ Search by name or alias R, Add members
Name Job Title Role

@ Megan Bowen Marketing Manager Owner
%" Alex Wilber Marketing Assistant Member
@ Bianca Pisani Member X

Figure 16.21: Remove members from a group

How it works...

Removing a member (which includes external users) revokes their access from all the group resources.
Microsoft 365 manages the permissions automatically.

See also

«  The Adding members to a group recipe in this chapter

The group can communicate with each other via the shared mailbox. We will learn about this in the
next recipe.

Having conversations

The conversation feature is powered by Exchange Online (the email service in Office 365). All your group
emails arrive in the group mailbox, which can be accessed by everyone in the group. The conversation
area displays all the group emails in one place and lets you respond from within the group interface.
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Getting ready

You will have access to the conversation space if you are a group member. Users who are not members
of the group can, however, send an email to the group’s email address that will reach all members of
the group.

How to do it...

On Outlook Web Access, you can see all the Microsoft 365 groups that you are part of in the lower left-
hand side navigation section. To initiate a conversation, do the following:

1. Select the group and click Send email:

Outlook £ search

S~ s | 2
= P> Send [ Attach v @ Encrypt [ Discard  --- s

' In-Place Archive -... @ Road Show 3t s 3R e foad Show i L

pivate goup + s
Archive B Sendemail |0 B

Deleted Items

2019

New folder Road Show Add a subject
The new Road Show group is ready 8/16/2019

v Groups Welcome to the Road Show group. Use the group to share ideas, files, and impo...

Office 365 Cook... 1

Road Show
Executive Team 1
Retail 2 I A A B I U 2 A E IE «E
Mark 8 Project T... 8 E
@ Bv [~

Select an item to read Z (No subject) X

Figure 16.22: Send an email to the group

2. Type your message and press the Send icon.

How it works...
The conversation space is like a group mailbox, where everybody in the group can view all the con-

versations. All recent conversations appear at the top.

Conversations in a public group can be read and responded to by anyone in the organization. In the
case of private groups, only group members can participate in conversations.

Conversations can include attachments, emojis, and rich text content. They also support @mentions
to notify specific people of a message.
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By default, conversations appear in the group’s conversation area, but you can choose to receive
conversations in your personal inbox by following the group, which can be done by clicking on the
Follow icon in the group team site, as you can see in the following screenshot:

i SharePoint MR O scarch this site r
% Followin
e Road Show
Private group A 5 members
| Home B Ot Nwv @ Page details Published
Conversations -
Documents News Quick links
+ Add v
Notebook . @ Learn about a team site
Keep your team updated with news on
Pages | your team site @ Learn how to add a page
Showcase Documents From the site home page you'll be able to quickly...
Site contents - —
Add News Documents Seeall
X
@) Microsoft Teams <oy = Allbocuments v @
Communicate with your

colleagues in real time by Activi
ctivity

creating a Team for your
Office 365 Group. @ (]

Create a Team & 2o “Emaila
Get the mobile app =

Figure 16.23: Follow a group

Name

See also
+  The Booking meetings recipe in this chapter
«  The Sharing files recipe in this chapter

«  The Collaborating on a notebook recipe in this chapter

In the next recipe, we will see how you can book meetings with team members.

Booking meetings

Sometimes, a situation requires all group members to come together to discuss their ideas. Meetings
provide you with that platform. The meetings that you set appear in your calendar as a group meeting,
alongside your personal meetings. The following are the instructions for how to book a group meeting.

Getting ready
You will have access to the group calendar if you are a group member. You can book group-specific
meetings or group events using the group calendar.
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How to do it...

On Outlook Web Access, you can see all the Microsoft 365 Groups that you are part of in the lower
left-hand side navigation section. To book a meeting, follow these steps:

1. Select the group and click on the Calendar icon:

2. The screen will look as shown in the following screenshot:

Road Show ¢

Private group e 4 members

B Send email

O

Figure 16.24: Access the group calendar

p il

V' May 2020 ~ ¥ Sunday Monday
S M T W T F S Apr 26 27
26 27 28 29 30 1
3 4 5 6 7 8 9
10 11 12 13 14 15 16 3 @ 4
17 18 19 20 21 2 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6 16 |

B8 Add calendar

17 18

My calendars ’

@ Calendar \| 2 25

v Groups

O sales and Marketing 3 Jun1

= m £ £Z

May 2020 v

Tuesday

28

26

8300 Comg &

21

Friday

May 1

[ Month v 12 Share & Print

Saturday Sat, May 2 @ 60"

May 2 G 60°

Nothing planned for the day

Enjoy!

Figure 16.25: View the group calendar

3. To book a new meeting, click on the New event button on the top left of the screen. Specify

the event information, including the following:

«  Atitle for the event
«  The event location
. Participants

«  The start time

+  Theendtime

. Recurrence

«  The meeting agenda
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You can see these fields in the following screenshot:
o X
save [i] Discard [F Scheduling Assistant Busy v < Categorize ¥ [F Response options \/

[[] Book Review Meeting & - sat,May2, 2020 v
L  Invite attendees Optional 5

S00p-50p Ysemiste
®©  5/2/2020 Bl 500PM v to S530PM v @ Aldy @) 6p
2 Repeat: Never v/ 7p
@  Search for a room or location Teams meeting @ ) 8p
{5  Remind me: 15 minutes before 9
= | Add a description or attach documents 10p

v @ @ &
Figure 16.26: Add group event
4. Once the fields have been filled in, click on the Send button to send the invite.
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How it works...

The meeting created in the group’s calendar appears when you select the group from the navigation

pane:
it Outlook
-

' May 2020 R

S M T W T F S

26272829301°

17 18 19 20 21 22 23

24 25 26 27 28 29 30

Add calendar

]

Groups
Sales and Marketing

Road Show

@ 0 0 (<

Office 365 Cookbook

Figure 16.27: Shared group calendar
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The meetings from all the selected groups are superimposed on top of each other but coded in dif-
ferent colors:

Outlook £ Search

= i3] Today & > May 3-9, 2020 v Week ~ |2 Share % Print
> e @
' May 2020 ™V 3 sun 4 Mon 5 Tue 6 Wed 7 Thu 8 Fri 9 sat
S M T W T F s 8a
Project Team
26 27 28 29 30 1 ° Meeting
: Company Conference Room - S || Legal and Executi
3 4 5 6 7 8 9 9a Meeting Lidia Holloway {3 ] Conference Room - C
Sales Team Meeti Christie Cline Lidia Holloway >
0 11 12 13 14 15 16 Conference Room - A
i ~
7 18 19 20 21 2 2 10a U Holloveay. =
24 25 26 27 28 29 30 22 Book Review I Weekly call with Tailspin Project D
Online Meeting My Office
31 1 2 3 4 5 6 Megan Bowen C % 1saiah Langer o
11a
Add calendar [N
12p 7z
Weekly Marketin % Lunch?
~  Groups AL
=, Adele Vance C % lynneRobbins
(O sales and Marketing 1p 4
Weekly check-in ACC-1000 prodi<> | Lidia/Isaiah 1:1
with Engineers Lidia's Office
©  Road show 5 Engineering lab Lidia Holloway &
e 5 P M B =
(O Office 365 Cookbook SO Tailspin Toys Pro
Umni Sake House (223
dia Hiollowa, =
3p

= i £ <z

[i] Changes discarded X

Figure 16.28: Multiple group calendars

I Project Tailspin

Conference Room - B

You can change the view to take a wider or closer look at your schedule:

s

= m B Today & > May3-9,2020 v M Week %) 12 shire B Print
# ey Day
~  May 2020 T ¥ 3 sun 4 Mon 5 Tue 6 Wed 7 Thu 8
= Work week
S M T W T F s 8a S r—
ject Team pgrades
6 27 28 29 0 1 o Meeting 0 Week ffoom
= Company ConferenceRoom -5 i Led] nd Marketing
3 4l s 6, 7 18 9 % Meeting Ldiatolloway 2> | Con] [ Month
Sales Team Meeti Christie Cline Lidi
0 11 12 13 14 15 16 Conference Rmm,: split view
17 18 19 20 21 2 23 el Hollovay =15

Figure 16.29: Change calendar view

See also
«  The Having conversations recipe in this chapter
«  The Sharing files recipe in this chapter

«  The Collaborating on a notebook recipe in this chapter

A group needs to collaborate on documents from time to time. The next recipe shows how that is done.

Sharing files

Every group needs to collaborate by sharing digital assets. These can be images, documents, spread-
sheets, or presentations. Uploading files to your group is always better than adding attachments to
an email because email creates duplicate copies of the same file.
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In a group, you can share files and maintain versions of the files when they are edited. You can also
restore files if they are deleted by a member.

Getting ready

Every Microsoft 365 group has a SharePoint site associated with it. All the group files are saved in
the SharePoint database in one or more document libraries. Every group member has “contribute”
access to the files.

How to do it...

On Outlook Web Access, you can see all the Microsoft 365 groups that you are part of in the lower left-
hand side navigation section. To share files, do the following:

1. Select the group and click on the Files icon. This displays all the files stored in SharePoint’s
default Documents library:

Road Show ¥¢

Private group e 4 members

B Send email |[)

Figure 16.30: Access group files

2. To add a new Office document (Word, Excel, or PowerPoint), click on New:

i Outlook L search

= + New T Upload v 3 sync @ Export to Excel = All Documents
@ Y/

Folder
V' Favorites N
@+ Word document

£ Salesand Mark... 6 B Eicelvwiokbook

Add favorite 89 PowerPoint presentation
@} OneNote not k
N OneNote noteboo

83 Forms for Excel

v

Inbox 124

[  Name - Modified - Modified By
Z  Drafts 5 r
“Email attachments 15 hours ago Megan Bowen
B Sentltems .
{8 “Microsoft_Office_365_and_SharePoint_Cook... A few seconds ago Megan Bowen
il Deleted Items
@ '\IOneDrive_pdf A few seconds ago Megan Bowen
©  Junk Email
N
. 2} “PowerApps and Flow Licensing Guide - Aug... A few seconds ago Megan Bowen
& Archive
& Notes
= L@

Figure 16.31: Add a file to the group repository
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The new file will be created in the library.

3. You can also upload an existing document by clicking on the Upload option.

4. To download the file, click on it and then click on the Download option from the ribbon or
the context menu:

Outlook L Search

I

Open v |2 Share @ Copylink |¥ Download | [i] Delete =Db Rename --- X 1selected = All Documents Vv

'  Favorites Road Show Yt
Private group » 4 members

£ Salesand Mark.. 6
B Sendemail 2 [0

Add favorite

v Folders Documents
> Inbox 124 &
O DO nNamev lodifidd By
Open >
& Drafts 5 N
T “Email attachments Share egan Bowen
B Sentlitems "
© [3 “Microsoft Office 365 and_Shar.. 1 i | Copy link egan Bowen
@  Deleted Items
N
3 “OneDrive.pdf egan Bowen
©  Junk Email
N Delete
= ’ ,‘:gj “PowerApps and Flow Licensing Guide - Aug... egan Bowen
Archive Reriarie
O Notes Pin to top
= m £ <z More >

Figure 16.32: Download a file from the group repository

\/‘/’ Note that you cannot delete files using the Files tab from within a Microsoft 365 Group.
These files can be deleted from SharePoint.

How it works...

File management in groups is limited when accessed from within the Microsoft 365 group. But the
same files can also be accessed by going to the SharePoint site associated with the group. You can
navigate to the SharePoint site by clicking on the Site menu option:
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Road Show

Private group e 4 members

B Send email =

&

fl8 Notebook
Documents AR Planner
B Site
O BIAIE 56 £33 Settings

Figure 16.33: Access group site

By navigating to SharePoint, you will not only have access to the default documents library but you
can also create additional libraries, not to mention the other benefits it provides, including but not
limited to:

+  Versioning
+  Metadata
«  The recycle bin

The following is a screenshot of a SharePoint landing page provisioned for the group:

Por L Ssearch

Road ShOW A 5 members
Private group

| Home + New v & Page details & Published

Conversations

Documents News Quick links
+ Add v
Notebook . @ Learn about a team site
Keep your team updated with news on
Pages your team site @ Learn how to add a page
Showcase Documents From the site home page you'll be able to quickly...
Site contents
Add News Documents seeall
Recycle bin
+ New v -+ =v 0
Edit .
Activity
[ Name
22 “Email attachments
Uploading (49%)... -

Figure 16.34: SharePoint landing page for the group
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See also
+  The Viewing and editing documents in the browser recipe in Chapter 5, Document Management in
SharePoint Online

«  The Having conversations recipe in this chapter
«  The Booking meetings recipe in this chapter

«  The Collaborating on a notebook recipe in this chapter

The next recipe demonstrates how you can collaborate on a shared notebook.

Collaborating on a notebook

Microsoft 365 provides a note-taking application to capture notes during meetings. OneNote lets you
capture ideas in any form, including typed text, a link, an image, an embedded video, or even hand-
written text. To collaborate on a writeup, follow the instructions in the next section.

Getting ready

In order to get access to a team notebook, you need to be a member of the Microsoft 365 group.

How to do it...

The notes in OneNote can be organized in pages and sections. You can think of sections as chapters
in a book. Each section can contain several pages. You get a blank notebook, to begin with:

OneNote Online | Mark 8 Project Team » Mark 8 Project Team Notebook Mark 8 Project Team Notebook
File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft
= Mark 8 Project Team Notebook /O

o This notebook is empty.

Click here or press ENTER to create a new section.

+ Section + Page

Figure 16.35: Shared OneNote for the group

1. To create a section, click on + Section and give it a name.

2. To create a page, click on + Page and give it a name.
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3. To draw a picture, go to the Draw tab and select Pen. Use your mouse or a stylus pen (for
touchscreen devices) to draw.

4. Switch to the text mode by selecting Text and type your notes.

5. Use formatting options, such as bullet points or to-do controls, accordingly:

file ~ Home  Insert Draw  View Print  Q Tellmewhatyouwanttodo Openin OneNote  Give Feedback to Microsoft
. ""D Cut Calibri PR N Normal Heading1  Heading2  Heading3  Heading4 ,7@11} ’:;: l!) [_mr:l]
Paste I U sk x,v - A- oo 3= =.  AaBbCc AaBbCC AaBbCC  AaBbCc  AaBbCc | Teg  Speling Dictate  Meeting
& Format Painter = - - - Details
Undo Clipboard Basic Text Styles Tags Spelling | Dictation | Meetings

=] Mark 8 Project Team Notebook L High Level Design

. " . Thursday, March 7,2019  8:40 PM
Design Notes High Level Design

Notes

Actions

User will interact with the application through the Ul layer

Business layer will contain the business logic and Data access Sudeep to work on the Ul design
operations [J Gaurav to build the data access layer
+ Database will store the product information [J Mark to write the stored procedures

+ Section + Page

Figure 16.36: Working with OneNote

How it works...

OneNote lets you share your notebook with others. Anyone who has access to the notebook can see all
the sections and pages. The Microsoft 365 group creates a notebook that the entire team can access. You
can use this to capture, compile, and share minutes, thoughts, and ideas with your teammates. You can
switch between your notebooks by clicking on the three lines as shown in the following screenshot:

OneNote Online | Mark 8 Project Team » Mark 8 Project Team Notebook

File Home Insert Draw View Print Q Tell me what you want to do
L) 5 -— 1 — lar: |
0 Calibri Light 20 v i=Eviz=v ke Normal
Paste " B I U abe x.~ a7~ A~ =- AaBbCc
¥ Format Painter ) =
Undo Clipboard Basic Text
Notebooks <t | — Mark 8 Project Team Notebook je,
B Mark 8 Project Tea... I Design Notes High Level Design

B MoD @ work
More Notebooks

Figure 16.37: Access other notebooks



130 Microsoft 365 Groups

See also
»  The Having conversations recipe in this chapter
«  The Booking meetings recipe in this chapter

«  The Sharing files recipe in this chapter

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(33

-
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Power Automate Desktop for RPA

Power Automate Desktop flows allow you to reduce bottlenecks and optimize efficiency by automating
repetitive, manual tasks and processes. Typical Power Automate cloud flows, which are the type of
flow we covered in Chapter 8, Power Automate, are cloud-based and can connect both on-premises and
cloud resources through a registered machine. These flows can move data from an email to SharePoint,
for example, without actually navigating to your email or SharePoint - the automation happens in
the background. Desktop flows, however, use Robotic Process Automation (RPA) to mimic typical
human-led actions such as navigating, mouse clicks, keystrokes, etc. So a desktop flow can navigate
and search your emails, download attachments or copy content, and then navigate and place that
content elsewhere.

Desktop flows start and run entirely on a machine (whether it’s a personal machine or an unattended
virtual desktop) and rather than primarily moving data between services and locations, they’re meant
to process and navigate as a human typically would. For example, desktop flows can replace repeti-
tive copying and pasting, entering and submitting data from emails and attachments, navigating to
websites and through file structures, etc.

In this chapter, we're going to cover the following main topics:

+  Installing and launching Power Automate Desktop
+  Creating an attended desktop flow
«  Triggering a desktop flow from the cloud

Technical requirements

In this chapter, you'll need administrator rights on a machine to install Power Automate Desktop, and
you’ll need adequate Power Automate licensing to continue to use desktop flows beyond the initial
trial period. If this is your first time using a trial, it’s adequate to get you through this chapter. Note
that interacting with a desktop flow from a cloud flow requires a Premium connector.

Power Automate Desktop can be installed using this direct link: https://go.microsoft.com/
fwlink/?1inkid=2102613


https://go.microsoft.com/fwlink/?linkid=2102613 
https://go.microsoft.com/fwlink/?linkid=2102613 
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As noted in the recipes that follow, you’ll also need a registered machine on which to run the flow(s)
if not already installed for other Power Platform apps. One machine can run one or multiple flows.
Learn more about registering machines for desktop flows at https://learn.microsoft.com/en-us/
power-automate/desktop-flows/manage-machines.

Installing and launching Power Automate Desktop

In this recipe, we’ll find where to begin using desktop flows via Power Automate (though you can also
launch the Power Automate Desktop app from your start menu).

Getting ready

If you’re running Windows 10, you'll first need to download Power Automate Desktop from https://
aka.ms/powerautomate-desktop (more info and Microsoft Store installation) or directly via https://
go.microsoft.com/fwlink/?1inkid=2102613. If you're running Windows 11, it’s already installed on
your machine. You'll be prompted to sign in using your Microsoft 365 work or school account with ap-
propriate licensing. This will allow you to create attended desktop flows that run as the logged-in user.

You may also wish to install or use Power Automate Desktop on unattended virtual desktops with
service accounts, so be sure to sign in with that alternate credential when appropriate.

There are licensing requirements for using desktop flows - check the How it works... and See also sections
for more information and a link to the current pricing. You can complete this recipe and experiment
with desktop flows on a free trial basis for now if you've not already used a free trial.

How to do it...
1. Signinto Power Automate (https://flow.microsoft.com).
2. Select Create from the left-hand navigation.
3. Choose Desktop flow.
4

Choose Launch app, as shown in Figure 17.1. If you're not running Windows 11 or don’t have
Power Automate Desktop installed already, you'll first need to download and install it. Begin
by selecting Download app and completing installation:


https://learn.microsoft.com/en-us/power-automate/desktop-flows/manage-machines
https://learn.microsoft.com/en-us/power-automate/desktop-flows/manage-machines
https://aka.ms/powerautomate-desktop
https://aka.ms/powerautomate-desktop
https://go.microsoft.com/fwlink/?linkid=2102613
https://go.microsoft.com/fwlink/?linkid=2102613
https://flow.microsoft.com
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Build a desktop flow X

Create desktop flows for no additional
cost (preview)

Launch or download Power Automate for desktop
to start making desktop flows that use robotic
process automation (RPA).

Launch app Download app

Figure 17.1: Build a desktop flow dialog in Power Automate

The Power Automate Desktop app will launch. It may install updates on its first usage.
Sign in when prompted, using your Microsoft 365 work or school account.

7. If prompted in your browser to install the Power Automate extension, turn it on in order to
simplify building flows that use browser-based services and resources. Figure 17.2 shows an
example of this prompt when using Microsoft Edge:

= () X

Rt Bl © [

- 4

"Microsoft Power Automate” added to Microsoft Edge

Another program on your computer added an extension that may change the
way Microsoft Edge works.

The extension can:
« « Read and change all your data on all websites

+ « Communicate with cooperating native applications

Turn on extension Remove extension

Figure 17.2: Extension installation prompt after launching Power Automate Desktop
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8. On first run, Power Automate Desktop will need to establish your new Dataverse database to
support your flows. Figure 17.3 shows the wait screen. Wait for this to complete.

+

e

‘ l “
e
TN RS

Setting up Dataverse...

Your new Dataverse database is being configured. This might take a
while. Please check back later.

Figure 17.3: Dataverse setup screen when using Power Automate Desktop initially

9. Power Automate Desktop will now be ready to utilize.

How it works...
In this recipe, we’ve found and launched Power Automate Desktop for the first time. Once setup
is completed, you'll see an app interface similar to what’s shown in Figure 17.4, ready for your first

desktop flow.

Megan Bowen

3
—+ New flow @ Gopremium ¢33 Settings ? Help O Search Flows

My flows O Refresh

No flows

You don't have any flows. Create a flow to get
started

Figure 17.4: Initial app interface with no flows built in Power Automate Desktop
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This recipe showed you how to set up for creating a desktop flow in a similar manner to how you'd begin
building a cloud flow via the browser, but you don’t have to navigate to the Power Automate website
each time to begin building desktop flows. This recipe just shows you how your cloud and desktop
flows can share a starting place in Power Automate if you're already there. Once you're building more
desktop flows, it would make more sense to simply launch the Power Automate app from your start
menu and begin building.

One thing to keep in mind as you begin using Power Automate Desktop flows at scale is that you'll
likely encounter scenarios in which you’ll utilize more than one environment. For example, you may
develop desktop flows in a development environment (environment #1), then move reliable solutions
to production (environment #2). Another scenario might be you have Dataverse data in an environment
restricted to certain users, such as HR employees who can access HR data. You might build certain
desktop flows there, rather than your organization’s general environment, so that your flow can access
the HR data located in the same environment. You can learn more about environments at https://
learn.microsoft.com/en-us/power-platform/admin/environments-overview.

There’s more...

Be sure to check out the latest pricing information to understand the add-on charges for desktop
flows. You'll find pricing for attended desktop flows (likely on your own machine as you manually
trigger a flow and watch it complete) and unattended desktop flows (likely on an unattended virtual
desktop, running automatically without supervision or interaction). Each of these types (attended
and unattended flows) has unique licensing that will need to be purchased separately if you intend
to use both types.

There are trials available if you'd like to try the attended or unattended licensing for evaluation. As an
administrator, go to the Microsoft 365 admin center, then select Billing | Purchase services and search
for the product (attended or unattended RPA) you're interested in. There, you'll find a trial option, as
shown in Figure 17.5, unless you've previously used one.


https://learn.microsoft.com/en-us/power-platform/admin/environments-overview
https://learn.microsoft.com/en-us/power-platform/admin/environments-overview
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Microsoft 365 admin center P Search _

Home > Purchase services > Product details

@ Home .
) Power Automate per user with attended RPA plan
R Users A
Activelisers Includes Power Automate per user plan with an attended RPA
Contacts
Select license quantity Select billing frequency
Guest users
7 o @ $40.00 license/month
Deleted users = Pay monthly, annual commitment
A8 Teams & groups v O $480.00 license/year
Pay yearly, annual commitment
B Billing A
I Purchase services
Subtotal before applicable taxes
Your products
$40.00
Licenses
Buy Start free trial ©
Bills & payments
Billing accounts
Payment methods
Billing notifications Compare details Add-ons (1)
e There are no details to display.
Figure 17.5: Trial option location for attended RPA licensing in the M365 admin center
See also

. Power Automate For Desktop: https://powerautomate.microsoft.com/en-us/desktop/

. Power Automate Desktop e-book with common usage scenarios: https://go.microsoft.com/
fwlink/?LinkId=2153655&clcid=0x409

. Power Automate pricing and licensing: https://powerautomate.microsoft.com/en-us/
pricing/

Creating an attended desktop flow

In this first recipe, we'll create a simple, attended desktop flow, meaning you’ll manually trigger it and
supervise (and potentially interact with) the flow as it runs on your machine.


https://powerautomate.microsoft.com/en-us/desktop/
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://powerautomate.microsoft.com/en-us/pricing/
https://powerautomate.microsoft.com/en-us/pricing/
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Getting ready

You'll need Power Automate Desktop installed and set up on your machine.

How to do it...
1. Launch Power Automate on your machine.

2. Check the environment in which you’re building the flow, noted in the upper-right corner. If
you need to change it, simply select it.

3. Select New flow.

4. Search for app in the action panel and double-click Run application as shown in Figure 17.6.

Power Automate MeganBowen — O X

File  Edit Debug Tools View Help Test | Power Automate

Actions ® £ Variables X
i

‘ 0 app X o/ Subflows Main ‘ O search variables

EaSyzleny Vv Input/ output variables 0

D Run application

v Text

[ Append line to text

There aren't any input or output variables here yet

®

~  Flow variables 0

No variables to display

You don't have any actions here yet

To get started, drag and drop actions to this pane
or use the recorder to capture the actions

@ status: Ready OSelected actions O Actions  1Subflow  (© Rundelay | 100 Clms ©
am = 1010 AM
o O = Q a ! "':i A DD pn @

Figure 17.6: Run application action
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5. Usethe Select file icon for the Application path parameter of the Run application action, then
search for an application you use regularly, such as your email application, an invoicing or
client system, database, etc. The Select file and explorer windows are shown in Figure 17.7.
We'll use Outlook in this recipe:

P Select file X on More info
« > v oA [ %= > This PC > Local Disk (C:) v C S outlook X
Organize ~ New folder = i |

| Downloads # Name Date modified Typ ®
s Documents # CIEAssets 3/21/2022 12:17 PM File @

PR pictures A Packages 3/21/2022 8:00 PM File

. &
ClEAssets  # Payloads 3/21/2022 12:04 PM File
© Music PerfLogs 6/5/2021 5:10 AM File :y\/ o

. PowershellModules 9/27/2021 9:30 AM File
n Videos
~ Program Files 3/21/2022 12:16 PM File i @
> @ OneDrive
Program Files (x86) 3/21/2022 12:16 PM File
> [ This PC Ilcare 2/21/2022 1-10 PAM Fila

l Cancel
File name: v
Lo | e

Figure 17.7: Run application Select file and explorer navigation options.

6. Select Open and Save once you've found the application file you'd like to launch.
Now select the Record button shown in Figure 17.8 to record your individual actions and sim-
plify building the flow. If you're using something other than Outlook, just start your recording
and perform repetitive steps you'd usually do in that application. For this recipe, we’ll email
the latest update of a report to its stakeholders.

File Edit Debug Tools View Help

Actions = NI KO

‘ /O app X ’ B Capture the steps of your automation to be

converted into flow actions

Run application

R 1 D> Run application 'C:\Program Fi
> Run application \OUTLOOK.EXE'
Vv Text

Append line to text

Figure 17.8: Record button for capturing mouse clicks, navigation, keystrokes, etc.
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10.
11.

When you've finished recording, return to the recorder window and click Finish. Your steps
will have auto-populated in Power Automate Desktop, as shown in Figure 17.9, where we've
initiated an email and subject:

File Edit Debug Tools View Help Test | Power Automate
Actions > IO 0
‘ O wait X ‘ o/% Subflows Vv Main
e 2 5 Wait 5 seconds
2 Wait )
v System 2 Start of autogenerated actions using the recorder

2 Wait for process

Press button in window
- 4
v File Press button Button 'New Email’
8 Wait for file
Ul automation 5 = Populate text field in window

Populate text box Edit 'To" with 'mark’
X Wait for window con...

2{ Wait for image 6 2 Wait 1 seconds
Z Wait for window
' Browser automation Press button in window
X Wait for web page c... 7 Press button Button ‘Mark 8 Project Team.

Mark8ProjectTeam@M365x92139916.onmicrosoft.com.’
~ Mouse and keyboard

2 Wait for mouse Populate text field in window
S Wait for shortcut key Populate text box Edit 'Subject’ with ‘Latest Initiative report'

Figure 17.9: Autogenerated actions from using the Power Automate Desktop recorder.
You may need to manually insert Wait actions to have the flow wait for an app or dialog to
load before proceeding.
Test your flow by selecting the Play button and making sure your flow works as expected.

Save your flow regularly.

How it works...

Desktop flows run a series of actions you specify when triggered. These can be mouse movements
and clicks, data entry, information scraping, taking screenshots, building tables, etc. You can build a
desktop flow by recording these human-led actions, or by building each action manually and inten-
tionally in the low-code canvas designer.

See also

Power Automate For Desktop: https://powerautomate.microsoft.com/en-us/desktop/

Power Automate Desktop e-book with common usage scenarios: https://go.microsoft.com/
fwlink/?LinkId=2153655&clcid=0x409

Attended and unattended scenarios: https://docs.microsoft.com/en-us/power-automate/
guidance/planning/attended-unattended


https://powerautomate.microsoft.com/en-us/desktop/
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://docs.microsoft.com/en-us/power-automate/guidance/planning/attended-unattended 
https://docs.microsoft.com/en-us/power-automate/guidance/planning/attended-unattended 
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. Power Automate pricing and licensing: https://powerautomate.microsoft.com/en-us/
pricing/

Triggering a deskiop flow from the cloud

In this last recipe, we'll use the desktop flow we created previously and trigger it from a scheduled
cloud flow so our desktop flow runs every week.

Getting ready

You'll need an existing Power Automate Desktop flow, a machine hosting the flow, and appropriate
licensing (as desktop flows are a Premium connector in cloud flows). For this particular flow, the
machine the desktop flow will run on must be powered on and signed in to or the run will fail. With
that in mind, remember that some desktop flows may be better as unattended (and running on an
always-on virtual desktop) as opposed to any individual person’s machine.

Also, as mentioned earlier in this chapter, Dataverse is a prerequisite and it may have been set up for
you during your first run. And since each Power Automate environment can have its own database,
you may need to configure additional environments as needed to best support your specific flows and
ensure they have access to the right data and resources (and are accessible to the appropriate users).

How to do it...

1. Signinto Power Automate (https://flow.microsoft.com).

2. Select Create on the left navigation menu and choose Scheduled cloud flow as the trigger type.
3. Specify a frequency, such as once weekly, name your flow, and click Create.
4

Select New step to add an action.


https://powerautomate.microsoft.com/en-us/pricing/
https://powerautomate.microsoft.com/en-us/pricing/
https://flow.microsoft.com
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5.

6.
7.

Search for and select Run a flow built with Power Automate for desktop:

7~
@ Recurrence
E Choose an operation

I

je) desktop|

All Built-in Standard Premium Custom My clipboard

B > >B >» » >

Run a flow built with Power Automate for desktop | PREMIUM o
v/

Desktop flows

Run a flow built with Selenium IDE [ PREMIUM &
=

Desktop flows

Figure 17.10: Desktop flow run action in Power Automate cloud flows.

For Connect, select Directly to machine, then choose the machine or machine group.

Specify authentication to the selected machine.

Desktop IA-Connect IA-Connect Commercient  |A-Connect IA-Connect IA-Connect
flows Ul Java Session Dynamic... Mainframe
v
Triggers Actions See more

\/V' In Attended mode, the selected user account must be logged in on the target ma-
chine. In Unattended mode, no active session must be active on the target machine.
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Select the desktop flow to be run on the target machine.
9. Select the run mode (attended or unattended).
10. Click Create.

11. Save and test your flow.

How it works...

There are several pre-requisites to being able to trigger a desktop flow from a cloud flow. The most
important of these is, of course, licensing. You'll need licensing to run attended flows as well as to
use the premium Desktop flows connector in a cloud flow. You’'ll also need to register a machine if
you don’t already have one on, from which you'll be running the flow.

Remember that attended desktop flows are initiated and supervised by a human and can sometimes
require interaction. Unattended desktop flows run in the background, fully automated, and typically
on an unattended virtual desktop utilizing a service account for authentication to relevant resources
and services. We can, however, combine an attended desktop flow with cloud triggers (manual, auto-
mated, or scheduled) to maximize the potential of being able to utilize these flows at optimal times
as long as the machine with the flow is active.

Once all prerequisites are in place, you'll be able to combine the convenience of automated, manual,
and scheduled cloud flows with the desktop automation you've built. For example, you could have a
desktop flow run on a weekly basis to update a SharePoint list with information received via email.
Or you can extract the latest blog posts from a website and send those to your team. The possibilities
are truly endless.

See also

. Power Automate For Desktop: https://powerautomate.microsoft.com/en-us/desktop/

«  Power Automate Desktop e-book with common usage scenarios: https://go.microsoft.com/
fwlink/?LinkId=2153655&c1lcid=0x409

«  Attended and unattended scenarios: https://docs.microsoft.com/en-us/power-automate/
guidance/planning/attended-unattended

. Power Automate pricing and licensing: https://powerautomate.microsoft.com/en-us/
pricing/

. Learn about Power Automate environments: https://learn.microsoft.com/en-us/power-
platform/admin/environments-overview

. Learn how to register and manage machines: https://docs.microsoft.com/en-us/power-
automate/desktop-flows/manage-machines


https://powerautomate.microsoft.com/en-us/desktop/
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://go.microsoft.com/fwlink/?LinkId=2153655&clcid=0x409
https://docs.microsoft.com/en-us/power-automate/guidance/planning/attended-unattended
https://docs.microsoft.com/en-us/power-automate/guidance/planning/attended-unattended
https://powerautomate.microsoft.com/en-us/pricing/
https://powerautomate.microsoft.com/en-us/pricing/
https://learn.microsoft.com/en-us/power-platform/admin/environments-overview
https://learn.microsoft.com/en-us/power-platform/admin/environments-overview
https://docs.microsoft.com/en-us/power-automate/desktop-flows/manage-machines
https://docs.microsoft.com/en-us/power-automate/desktop-flows/manage-machines
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Copilot Studio
(Power Virtual Agents)

Power Virtual Agents (PVA) is a Software-as-a-Service (SaaS) for building smart bots that can answer
queries from your customers round the clock. You can design bots by simply using a guided, no-code
graphical interface.

Microsoft has also set up an alternative service called Azure Bot Service that lets you build intelligent,
enterprise-grade bots. This uses the Bot Framework to build bots that range from simple Q&A bots to
sophisticated virtual assistants. The Bot Framework, along with other Azure services such as Cognitive
Services, gives you the ability to speak, listen, understand, and learn from your users.

However, building and publishing bots using the Bot Framework requires developer know-how. You
need to write lines of code to build a bot and deploy it. You also must plan ongoing support to maintain
the code in the future.

Using a code-based method poses another challenge. While testing the bot, every time you find an
issue, the bot has to go through a development cycle. This slows down the delivery process.

Creating bots with PVA, on the other hand, is easy and requires no development knowledge. It lets
the subject matter experts build bots without requiring a developer. You can build bots and test them
using a conversational Ul in a matter of minutes without writing a single line of code. Furthermore,
Power Virtual Agents comes with a testing console that allows citizen developers to test the bot’s logic
in the development cycle, leading to a quicker delivery process.

Someone who has experience in using Power Automate can take the bot to an even higher level by
integrating the bot with flows, thereby adding extra functionality.

The choice between using PVA or the Bot Framework depends on your specific requirements and your
level of expertise. Here are some considerations for each:
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Power Virtual Agents (PVA):

Ease of use: PVA is designed for users who may not have extensive programming or develop-
ment experience. It offers a low-code/no-code environment, making it accessible to a wide
range of users, including business users and subject matter experts.

Pre-built templates: PVA provides a range of pre-built bot templates that can be customized
for common use cases, such as customer support, HR inquiries, and more. This can save you
time and effort in getting started.

Integration with Microsoft products: If your organization primarily uses Microsoft products
and services, PVA offers seamless integration with services like Microsoft Teams, Power Au-
tomate, and more.

Conversation design: PVA simplifies the process of designing conversational flows and bot
responses, making it easy for non-technical users to create and manage bots.

Scalability: While PVA is great for smaller to medium-sized bot projects, it may have some
limitations when it comes to very complex or highly customized bot solutions.

Bot Framework:

Customization: If you need a highly customized and complex bot with specific functionalities,
the Bot Framework allows you to have full control over the development process. You can write
code in multiple programming languages.

Multi-platform: The Bot Framework is platform-agnostic and can be used to build bots for
various messaging platforms, not just Microsoft products.

Integration flexibility: It provides more extensive options for integrating with a wide range of
APIs, databases, and external systems.

Advanced scenarios: If your use case involves advanced AI and machine learning scenarios,
or if you need to build bots with specific, unique capabilities, the Bot Framework offers more
advanced development capabilities.

In summary, consider using PVA if you want a user-friendly, quick-to-deploy solution that integrates
well with Microsoft’s ecosystem. It’s a great choice for straightforward and common bot use cases.
On the other hand, choose the Bot Framework if you require a highly customized, advanced, and
platform-agnostic solution with extensive integration and development options. Your decision should
be based on the complexity and specific requirements of your bot project, as well as the skillset of
your development team.

In this chapter, we’ll cover the following recipes:

PVA versus Copilot Studio
Creating a bot

Creating a topic

Testing a bot

Building a bot using Copilot
Deploying a bot

Let’s get started!
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PVA versus Copilot Studio

Copilot Studio is a low-code comprehensive conversational Al solution that unlocks new Copilot ca-
pabilities, going further than Copilot’s integration into PVA. It allows you to connect Copilot to your
data using pre-built or custom plugins and GPTs (more on that was covered in Chapter 12, Overview of
Copilot in Microsoft 365 and Power Platform) with which you can create workflows and manage several
instances of Copilot in one central place. One of the forms of Copilot that we covered in Chapter 12
was Copilot for Microsoft 365 - in Copilot Studio, you can customize this form of Copilot to provide
tailored responses and workflows for unique scenarios.

Power Virtual Agents, on the other hand, is a chatbot development platform that enables you to cre-
ate custom chatbots without writing any code. It offers extensibility through plugins and allows for
creating custom Copilot instances. As we'll see, you can create chatbots with Copilot in PVA. However,
it is not as comprehensive as Copilot Studio.

This chapter was written before the launch of Copilot Studio, so by the time of reading there will likely
have been new developments in the field. Like all of Microsoft’s Copilot offerings, Copilot Studio is a
very new technology. As a result, it will develop rapidly and change from month to month. Because
of this instability regarding minute details that are important when following instructions we are only
tentatively including recipes that use it.

Creating a bot

Building a bot for your business is not universally necessary but can offer substantial advantages
based on your needs. Bots can enhance customer support, automate tasks, and scale operations. They
aid in lead generation and data collection, and can set you apart in competitive markets. Ensure you
carefully assess your business goals, budget, and customer expectations. Well-implemented bots can
improve efficiency and user experience, but should be approached thoughtfully for maximum benefits.

Let’s see what it takes to build a new bot. We are going to build a bot that helps our users register them-
selves for a course. This recipe will demonstrate how you can use the Power Virtual Agents designer
to take the first steps in building a bot in a given Power Platform environment.

Getting ready

You will need a Power Virtual Agents license to complete this recipe. Alternatively, you can sign up
for a trial by visiting https://packt.link/PVA-Copilot-Studio-Trial.

How to do it...

Follow these steps to complete this recipe:

1. Gotohttps://powerva.microsoft.com/ and sign in with your organization account.

2. Ifyou do not have a license, sign up for a trial.


https://packt.link/PVA-Copilot-Studio-Trial
https://powerva.microsoft.com/
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In the Create a new bot dialog box, enter a name for your bot. Let’s name it Course Selector.
Select Create to initiate the bot-building process.

If you have already created one bot and want to create another, click on the bot icon at the top
and click New bot:

Bots X

Figure 18.1: Appearance and location of the bot icon

It can take up to 15 minutes to create the first bot; subsequent bots take less time. You will see the
following screen when the building process is over:

Power Virtual Agents | Course Selector

Course Selector bot )4 Course Selector
l @ Home Track between topics @
@  Topics Get started
B Entities
k2 Analytics — 7
P QR
2. publish —
(- pi— @
2 Manage v

Type your message

o Hide bot

1. Author topics
Start by editing the topics

provided with your bot or create N

the topics that best fit your
business.

Customize your greeting

Go to Topics

Learn more

2. Publish your bot

Try out your bot on a demo
website (no IT support needed)
Later, configure more bot
channels to engage with your
customers,

Go to Publish

3. Monitor per

View metrics to un

well your bot is ser
customers and how
improve it.

Go to Analytics

Tell us what you think

Figure 18.2: Ul after the bot creation process is finished

How it works...

By default, the bot gets provisioned in your default environment. You can change the environment
during the provisioning process by selecting a particular environment, as shown in the following

screenshot:
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Create a chatbot X

Name your bot*

‘ ex. Appointment Bot l

What language will your bot speak?* (@)

l Select or type language v

Select an environment* ()

‘ Theta Power Default - Australia l O

) L)\.

&«

A

Figure 18.3: Choosing an environment while provisioning a bot

If you don't see all your environments listed in the drop-down menu, this is probably because you do
not have access to the environment.

If you encounter an error saying You do not have permissions to any environments, you should get
access from an administrator, as you will need to create a new environment and use that environment
to create your bot.

See also
«  The Creating a solution recipe in Chapter 8, Power Automate (Microsoft Flow), to read more about
environments

. Quotas, limits, app registration, certificates, and configuration values - Power Virtual Agents
| Microsoft Learn: https://packt.link/PVA-Copilot-Studio-requirements

. Overview of Power Virtual Agents - Power Virtual Agents | Microsoft Learn: https://packt.
link/PVA-Copilot-Studio-portal-overview

Creating a topic

In Power Virtual Agents, a topic defines how the bot communicates. A topic is an individual process
that has a trigger and one or more branches. It is a fundamental concept used to organize and manage
the conversational flow and content of a chatbot. Each topic is essentially a container for a specific
task, scenario, or area of conversation


https://packt.link/PVA-Copilot-Studio-requirements
https://packt.link/PVA-Copilot-Studio-portal-overview
https://packt.link/PVA-Copilot-Studio-portal-overview
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When you create a bot, you will see that some topics are available by default. A bot comes with four
default user topics and eight default system topics. You can edit both topic types in the same way that
you create them, but you cannot delete them:

Power Virtual Agents | Test

-+ New topic BB Suggest topics

Test bot. X
@ Home Track between topics @ ) O Reset : IS
v Name Trigger phrases Status Errors
|®  topics
Chat R -
B entities v User Topics (5)
Lz Anaiytics Lesson 1 - A simple topic hen ar closed Q on
X publish Lesson 2 - A simple topic with a condition and Are shere any sto und @ o
& Manage ) Lesson 3 - A topic with a conditions, variables LBuy items @ o
Lesson 4 - A topic with a conditions, variables hat is the best product @@ o
v System Topics (8)
Greeling (52) Goo
Escalate
End of Conversation No trigger phrases
Confirmed Success No trigger phrases
Confirmed Failure No trigger phrase:
TYDE your message B
a Hide bot Goodbye (62) Bye

Figure 18.4: Default topics for your bot

A bot will execute a specific topic based on what the user types. A topic has several trigger phrases.
These phrases are the questions or keywords that the user is likely to type. The bot uses Natural
Language Understanding (NLU) to interpret what a customer wants to know. For example, the topic
shown in the following screenshot gets triggered if the user types one of the phrases provided:

Setup  Analytics
Name Trigger phrases (52)
Greeting For system topics, trigger phrases can't be edited.
Description Good afternoon

This is the default greeting when a
chat begins. Start by having your
bot or virtual agent introduce
itself. When building out topics,
consider whether you need to
comply with applicable local law.

Good morning

Hello

Hello agent!

Hello and good morning to you
Hello can you help me?

Hello can you please help me

Figure 18.5: Bot trigger phases for the Greeting topic
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Getting ready

You will need a Power Virtual Agents license to complete this recipe. Alternatively, you can sign up
for a trial by visiting https://packt.link/PVA-Copilot-Studio-Trial.

How to do it...

Follow these steps to complete this recipe:
1. Gotohttps://powerva.microsoft.com/ and sign in with your organization account.
2. Ifyou do not have a license, sign up for a trial.

3. Click on the link that says Topics, as shown in the following screenshot:

Power Virtual Agents

{8  Home
I @) Topics
B  Entities
l”  Analytics
ar Publish
2  Manage v

Figure 18.6: Accessing the topic creation page

4. To create a new topic, click + New topic:

-+ New topic ES Suggest topics

Topics ©

Existing (37) Suggested (8)

v Name Trigger phrases
v User Topics (29)

Figure 18.7: Creating a new topic


https://packt.link/PVA-Copilot-Studio-Trial
https://powerva.microsoft.com/
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5. Name the new topic Course Topic and add the following phrases to it:

D Detaits G Trigger phrases {x) Vanables L2 Analytics v & B
Test bot ¥ ix)

€ Untitled

]

Trigger phrases (4) x

Trigger Phrases (4)

ases should be unique to this &
tion.

e Hide writing tps
Add phrases

\erwise your bot may need 1o ask the end user

Figure 18.8: Topic setup page

6. Click Save topic to add the topic to the Topics list.
7. Click on the Go to authoring canvas to build the logic behind the topic.

8. The authoring canvas displays the topic trigger phrases with a message node. Click on the (+)
icon to add a node:

Course Topic Discard changes Undo Redo s Topic checker Save

Trigger Phrases (4)

Courses e

| feel like learning something today
What courses can | enroll to
| am looking for a course

E

Figure 18.9: Adding phrases to a topic

9. When adding a node, you can choose from five options, as shown in the following screenshot:

# Call an action

[ Show amessage

2 Go to another topic

8 End the conversation >

Figure 18.10: Phrase type
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10. Let’s pick Ask a question. Set the desired question, as shown in the following screenshot. Save
the response in a variable. Update the variable name to CourseName:

o

Question

© Ask a question

We offer following courses ’

Identify

B Multiple choice options > ‘

Options for user

E

Power Automate ’ [ﬁ]

]Il

Power BI ’ @]

<+ New option

Save response as
{x} CourseName (text) ¢

Figure 18.11: Adding a question phrase

11. Next, add a Condition node, as shown in the following screenshot:

e e S

Condition 2 Condition 5 Condition
{} CourseName (text) X ‘ {} CourseName (text) X All other conditions
| is equal to o2 l ‘ is equal to 4 ’

‘ Power Automate v ‘ ’ v ’

Figure 18.12: Conditional branching based on the response
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12. Now, we will configure each course branch. For the sake of this example, let’s assume that the
registration for Power Apps has closed but that registration is open for other courses:

Condition 2 Condition % Condition
& CourseName (text) * {3 CourseName (text) > All other conditions
- 1 . |
is equal to v is equal to v

Power Automate ke N

Message f Message & Message
o Thanks for expressing interest for our o Thanks for expressing interest for our o Sorry our registration for this course
{x} CourseName course. {x} CourseName course. has closed.

Figure 18.13: Creating a message for each conditional branch

13. Those who expressed an interest in Power Apps will see a “sorry” message, and then the bot
will transfer the user to an agent who’ll discuss other options with the user. Here, we need to
select Transfer To Agent to insert a hand-off node. Enter a private message you want to send
to the agent. See how we have used the CourseName variable here to add context:

4

Message

° Sorry our registration for this course
has closed.

Transfer To Agent o :

Private message to agent

The user has requested to be booked for
the {x} CourseName course

Figure 18.14: Transferring to an agent
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14. We'll end the other two course branches with a survey:

o A
Message - Message

@ Thanks for expressing interest for our @ Thanks for expressing interest for our

{x} CourseName course
{x} CourseName course

(@) O
End @ : End @
i‘(:ﬁ End of Conversation i‘,(h End of Conversation
I View topic I View topic

Figure 18.15: Ending the conversation
15. Save the authoring canvas logic by clicking on Save.
How it works...

Let’s take a closer look at the five nodes that are available for use in Figure 18.10: Show a message, Ask
a question, End the conversation, Go to another topic, and Call an action.

Show a message
This is the simplest of all nodes. As the name suggests, it displays a text message to the user.
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Ask a question

While adding the question in step 10 of this recipe, we picked Multiple choice options. In order to
help the bot make sense of the responses it receives, we need to select an entity that characterizes

the user input:
| feel like learning something today

What courses can | enroll to
I am looking for a course

Question

© Ask a question

’ We offer following courses

Identify

[ B8 Multiple choice options

Options for user

“ Power Apps

l Power Automate

=D

—+ New option
Save response as

{3 CourseName (text) &

Choose information to identify X

To help the bot pick out specific information from your
user's response, choose an option or entity.

L Search

8= Multiple choice options
Prebuilt, String

User's entire response
No entity extraction; saved as is

Age
Prebuilt, Age of a person, place, or thing, extracted as a
number

Boolean
Prebuilt, Positive or negative responses, extracted as a
Boolean

City

Prebuilt, City names, extracted as a string

Figure 18.16: Different entities for a multiple choice question

An entity enables the bot to extract information units by using natural language understanding. For

instance, if the bot asks a question that is related to a city, a user can reply in a variety of ways. An
entity deciphers the required information, as shown in the following screenshot:
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City
Description
City names, extracted as a string

Method
Prebuilt

Usage

User input

The business headquarters is in Seattle

| love NYC

I'm going to Vancouver B.C.

Entity

Seattle

NYC

Vancouver B.C.

Saved value

Seattle

New York City

Vancouver B.C.

Figure 18.17: Examples of how a bot identifies an entity

End the conversation

There are two ways to end a conversation, either by ending with a survey or transferring to an agent.

We will look at both of these below.

End with a survey

This node will end the conversation flow with a survey to rate the conversation experience, as shown

in the following screenshot:

Great! Please rate your experience.

SNGHORONC)

Terrible

Just now

Fair

Figure 18.18: Conversation rating

Good

Excellent
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Transfer to agent
As you saw previously, we can hand off conversations to an agent. This can be done seamlessly and
contextually within the authoring canvas. Click on the gear icon and choose Transfer to agent:

Settings X

Power Virtual Agents | Test

General settings

Transfer to agent

System fallback

Figure 18.19: Transfer to agent option in the authoring canvas

There are multiple options you can choose from to transfer the flow, as shown in the following screen-
shot:

Setti ngs Transfer to agent

General Connecting to a customer engagement app enables your bot to hand off chat sessions to a human agent.
Learn more about hand-off

Transfer to agent

System fallback

N
> 0N
Dynamics 365 Bring your own
Omnichannel for engagement hub

Customer Service

Figure 18.20: Option for transferring to an agent through Dynamics 365 or a different hub

Configuring these engagement apps is beyond the scope of this book. During the transfer process,
Power Virtual Agents sends additional information to the agent, along with a transcript of the chat
session, as shown in the following screenshot:
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Chat session details

User information collected for handoff using the Transfer to agent node.

CourseName
va_Scope
va_LastTopic
va_Topics
va_LastPhrase
va_Phrases
va_Conversationld

va_AgentMessage

va_Botld
va_BotName
va_lLanguage
chatTranscript

Power Apps

bot

Course Topic

Course Topic

courses

courses
812FCOOEfgP8HvYgycveCj-f

The user has requested to be booked for Power Apps
course

df3653c6-30dc-400b-adc1-1385c089cb2b
Test

en-US

Download transcript

Figure 18.21: Information shared with the agent

Go to another topic

The user is transferred to another topic when they type in a phrase that matches one of the phrases
listed in the topic. You can transfer a user intentionally by adding the Go to another topic node. With

this, the bot transfers the conversation flow from the current topic to the specified topic.

Call an action

Let’s say you need to query another system to get some additional course information or log user que-
ries in a SharePoint list; you can achieve this by adding integration logic into a flow. The Call an action
option lets you trigger an existing flow or create a new flow, as shown in the following screenshot:

al

Ask a question

I, Add a condition

Call an action

Show a message

¥ 0w

Redirect to another topic

I lSearch

> Create a flow
Launches Power Automate in a new window

No actions found.

Figure 18.22: Power Automate integration
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There are some constraining criteria with Power Automate integrations that you should be aware of:

. The flow needs to be in the same Dataverse environment as the bot

+  The flow should be part of a solution

bot first and then create the flow using the aforementioned Create a flow option.
This will ensure that the integration criteria are met.

C’ If you want to achieve integration with a flow, our suggestion is that you create the
)

See also
«  The Creating a solution recipe in Chapter 8, Power Automate (Microsoft Flow), to read more about
environments

«  The Creating a bot recipe in this chapter

«  Chatbot authoring - Power Virtual Agents | Microsoft Learn: https://packt.link/PVA-
Copilot-Studio-chatbot-authoring

»  Use topics to design a chatbot conversation | Microsoft Learn: https://packt.link/chatbot-
conversation-with-topics

Testing a bot
Power Virtual Agents allows you to build and test bots simultaneously. While testing a bot, you can see

the required steps being executed. This allows you to find and fix unexpected behavior.

Because of the testing console available in Power Virtual Agents, the experts in the subject matter
who know how the bot is supposed to behave can be the ones to tweak the bot logic while performing
user acceptance testing.

Getting ready

You will need a Power Virtual Agents license to complete this recipe. Alternatively, you can sign up
for a trial by visiting https://packt.link/PVA-Copilot-Studio-Trial.

How to do it...

Follow these steps to complete this recipe:

1. Gotohttps://powerva.microsoft.com/ and sign in with your organization account.
If you do not have a license, sign up for a trial.

3. Usually, the test console is on the landing page itself. If not, open it by selecting Test your bot.
Once you've done that, the link will change to Hide bot, as shown in the following screenshot:


https://packt.link/PVA-Copilot-Studio-chatbot-authoring
https://packt.link/PVA-Copilot-Studio-chatbot-authoring
https://packt.link/chatbot-conversation-with-topics
https://packt.link/chatbot-conversation-with-topics
https://packt.link/PVA-Copilot-Studio-Trial
https://powerva.microsoft.com/

Chapter 18 159

Power Virtual Agents | Test

Course Selector X Couia TP Qs Topic checker

@ Home Track between topics @) O Reset
» Trigger Phrases (4)
|®  topics

Chat i
B Entities byl e

 feel fike leat

What co

k2 Analytics
L publish

2 Manage
Question

© Ask a question

[N
‘ We offer folloving courses
Identify
[ &8 muttiple choice options >

Options for user

=+ New option

Save response as

¥ CourseName (text) &

Yoe your message B>
E Hide bot I

Figure 18.23: Test your bot button turns to Hide bot when on the test console

4. Where the textbox appears, enter one of the trigger phrases we defined for Course Topic. Let’s
go with Courses.

5. When the courses are all listed, pick Power Automate.

6. End the conversation by providing feedback, as shown in the following screenshot:

-~ [
A
————— | e
_——— | —
~ |

Condition Condition

{x} Var (text) X {X} Var (text) x

Courses e is equal to is equal to v

Justnow Powser Apps.

What

Justnow

Power Automate e o

Message

Justnow

Power Automate v

Message H

Thanks for choosing Power Automate @ | Thanks for choosing () Var

j ® lThanks for choosing (X} Var J

Did that answer your question?

Justnow

- @

Just noy O
- o
@
Great! Please rate your experience.
Q SOMll Eng\of Conversation
W WK © g
1 2 3 4 H @
Just now (]
| ype your message B> | )

g‘,(‘; End of Conversation
=

View topic

Figure 18.24: Bot conversation flow ending with feedback

7. Restart testing by clicking on Reset.
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How it works...

There are three more features of the testing console. These can be seen in the following screenshot:

Power Virtual Agents | Test

- Course Selector Course Topic
@ Home
Track between topics () Reset : Save snapshot
l @)  Topics
B3  Entities
Courses
L Analytics

Figure 18.25: Other features on the testing console
Let’s go over these features respective to their number in the screenshot:

1. Track between topics lets you follow through the conversation path step by step when your
bot moves from one topic to another.

2. Ifthe botis behaving unexpectedly and you need to have a closer look at the diagnostics, you
can click on Save snapshot.

3. If you are having issues with the Power Virtual Agents platform itself, you can Flag an issue
by clicking on the flag icon. This brings up a dialog box and displays a conversation ID to help
Microsoft debug the issue. The request is submitted anonymously, and your test data never
leaves your tenant.

If you click on the second option, Save snapshot, a dialog box will appear asking to save the snapshot.
Click Save.

A file named DSAT. zip will be downloaded to your device. This contains two files, as shown in Figure
19.26:

. botContent.json, which contains the bot’s topics and other content, including entities and
variables that are being used in the bot

+  dialog.json, which contains conversational diagnostics, including detailed descriptions of errors

C:\Users\sudeep.ghatak\Downloads\DSAT.zip\
File Edit View Favorites Tools Help

b m v @ = X i
Add Extract Test Copy Move Delete Info

7 {E C:\Users\sudeep.ghatak\Downloads\DSAT.zip\

Name Size Packed Si... Modified Created
__|lbotContent.json | 118986 118 986 2020-04-..
| ] dialog.json 62 486 62 486 2020-04-...

Figure 18.26: Bot debugging
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See also
+  The Creating a bot recipe in this chapter
«  The Creating a topic recipe in this chapter
+  The Deploying a bot recipe in this chapter

«  Test your Power Virtual Agents bot - Power Virtual Agents | Microsoft Learn: https://packt.
link/test-your-PVA-bot

Building a bot using Copilot

Aswe learned in Chapter 12, Overview of Copilot in Microsoft 365 and Power Platform, Copilot is a genera-
tive Al tool developed in partnership between Microsoft and OpenAl. We saw that Copilot has recently
been built into almost every Microsoft offering, including the 365 suite of Word, Excel, PowerPoint,
as well as Power Platform tools. Power Virtual Agents is no exception.

In PVA, Copilot allows you to craft chatbot conversations by providing a simple description. This de-
scription not only includes relevant trigger phrases but also encompasses questions, entities, messages,
variables, and other logical elements. In a matter of seconds, you can convey your bot’s intended
functionality in plain, natural language, and obtain a fully assembled conversational dialogue.

With Copilot, you have the flexibility to further refine your dialogue using natural language prompts,
or if you prefer a more hands-on approach, you can manually tweak it using the UI provided by PVA.

This combination of a low-code user experience and natural language processing makes bot building
accessible to a broad audience, making the creation of conversational interactions more effortless
and user-friendly than ever before. These exciting developments are available for preview right now.

In this recipe, we will explore the basics of how to build a bot using Copilot.

Getting ready
At the time of writing this book, the feature is only available for users with the Microsoft 365 environ-
ment in the United States region. With this in mind, there are some additional requirements:

*  You'll need an account for Power Virtual Agents.

+  Your bot must be created in the US region.

«  This capability may be subject to usage limits or capacity throttling.

How to do it...

1. Go tothe Power Virtual Agents home page and sign in with your work email address.


https://packt.link/test-your-PVA-bot
https://packt.link/test-your-PVA-bot
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Select Create and choose Copilot as the type of bot you want to create.

3. Enter aname for your bot (1), such as Flight Booking Bot, and select English as the language.
You can also enter a website address for your bot (2), which it will utilize to provide generative

answers to users:

Power Virtual Agents

Create a bot

Step 10f2 Botine ) o

Bot1
Set up the bot
Start fresh with a new bot, and start making it yours. What language do you want your bot to speak? * ©
Want to convert a classic bot to the new authoring canvas? English J
Start here.

Want to enable voice capabilities for your bot? Start here % o ) )
% Boost your conversations with generative answers (preview) ©

Let your bot create responses in real time with generative answers and
information from a website you choose. Learn more

Enter your website

forget to make sure it's accurate and

&
‘ Edit advanced options > Cancel \

Figure 18.27: Creating a Copilot bot

4. Select Create (3) and wait for your bot to be created.

Thanks
We're setting up your bot.

Figure 18.28: Copilot generating a chatbot

5. Go to the Topics page and select + Add | Create with Copilot:
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= Test bot X KAl °

oo

33 Chatbots P 3, Topic > 1y From blank

@ ) Track between topics © O

. . . Q_ search custom topics
{ Plugin action (preview)| +, Create with Copilot

®) Topics (7). {¥ Plugin actions (preview) (0) 3 System (8)
| & Topics -
B3 Entities &) Name Trigger Description Errors Editing  Modified by
Sudeep Ghatak 2
|2 Analytics ©)  Goodbye Phrases This topic triggers when... m"inms a0
2, Publish Q Greeting Phrases This topic s triggered w.. [ Sudeep Ghatak 2
minutes ag0
P . Sudeep Ghatak 2
& Settings v ©)  Lesson1-Asimpletopic G Phrases s g0
Sudeep Ghatak 2
Q) Lesson2-Asimpletopic & Phrases o ":n:::ag:a
Q) Lesson3-Atopicwith.. S Phrases Sudeep Ghatak 2
minutes ag0
Sudeep Ghatak 2
Q) StartOver & phrases mieutes 3go
Q  Thankyou & Phrases This topic triggers when... Sudeep Ghatak 2
minutes a0
@ Hello, 'm Flight Booking Bot. How can I help?
3 minutes ago
Type your message B
e Hide bot
Figure 18.29: Screen navigation for adding a topic with Copilot
Instruct Copilot about the topic details:
Create it with Copilot X

Write a description of what you'd like your bot to cover, and Copilot will create your topic. Learn more

Name your topic *

Event bot

Create a topic to... *

| want to ask user to enter their name, phone, email address and the course they would like to attend. The phone number should be 10 digits [ong

Al-generated content can have mistakes. Make sure it's accurate and appropriate before using it. Read terms

Or try one of these examples to get started

choosing from

What does Copilot support?

ate Cancel

Figure 18.30: New topic details in natural language

Copilot will build the bot and add the required actions.
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8. Onthe graphical canvas, add a node to ask the user to check their details and store the response
in a variable:
I Edit with Copilot @ X
(?)  Question
@ The topic has been updated with Al. X
Before saving this update, make sure
Please enter your email ac that all the content is appropriate
and accurate. Undo
Identify
Move nodes in the canvas. To make
l B8 Email additions and changes to nodes, tell Copilot
what you want to do. Learn more
Save response as What do you want to do?
‘ ) EmailAddress  stril | want to ask the user to check their
details and store their response in a
| boolean variable [nfoVerified
DRALAN PIQYKRNU&S
+
l No nodes selected
(?)  Question
What you asked for
Q Which course would you | "I want to ask the users to check their details
Identify are correct
[~
Figure 18.31: Editing the Copilot-generated chatbot
9. Finally, ask the bot to add a confirmation message:

Edit with Copilot ® X

@ The topic has been updated with Al. X
Before saving this update, make sure
that all the content is appropriate
and accurate. Undo

Move nodes in the canvas. To make
additions and changes to nodes, tell Copilot
what you want to do. Learn more

What do you want to do?

Show a confirmation message along with
the information entered

No nodes selected

Figure 18.32: Adding further details with Copilot
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10. Save and publish your topic.

How it works...

Copilot simplifies the process of topic creation by allowing you to describe your intent in plain language.
This eliminates the need for in-depth technical or domain knowledge, making chatbot development
accessible to a broader range of individuals within your organization.

When we created the topic in the section above, Copilot generated all the matching phrases, including
the following:

* "upcoming events"

*+ "event schedule"

* "what events are happening?"

* "tell me about the next event”

*« "any interesting events coming up?"

* "can you recommend any events?"

« "event details"

* "where can I find information about upcoming events?"
*  "how can I stay updated on upcoming events?"

Copilot accelerates the topic creation process. What might have taken hours or even days to create
manually can be accomplished in minutes with Copilot. This time-saving feature can be especially
beneficial in fast-paced business environments. It also lowers the learning curve for chatbot develop-
ment. New chatbot creators or individuals with limited experience in chatbot authoring can quickly
get started and create effective topics with minimal training.

You can easily iterate on topics generated with Copilot. After Copilot creates a topic, you can review
and customize it as needed to align with your specific requirements and refine the chatbot’s perfor-
mance over time.
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Note that when you ask Copilot to add a node, it also informs you of the actions that were added or
the ones that were affected.

Edit with Copilot ® X

@ The topic has been updated with Al. X
Before saving this update, make sure
that all the content is appropriate
and accurate. Undo

Move nodes in the canvas. To make
additions and changes to nodes, tell Copilot
what you want to do. Learn more

What do you want to do?

Explain what you want to change or add
from the topic. Select a node to be more
specific.

No nodes selected

What you asked for

"Show a confirmation message along with
the information entered"

What we added

Send activity

Thank you for providing the following in...

Figure 18.33: Notification describing Copilot’s actions

See also

«  Al-based chatbot authoring overview — Power Virtual Agents | Microsoft Learn: https://packt.
link/AI-chatbot-authoring-overview

. Create (and edit) with Copilot - Power Virtual Agents | Microsoft Learn: https://packt.link/
create-with-Copilot-in-PVA

Deploying a bot
Deploying a bot is done in two stages:

1. Publishing a bot

2. Connecting the bot to a channel


https://packt.link/AI-chatbot-authoring-overview
https://packt.link/AI-chatbot-authoring-overview
https://packt.link/create-with-Copilot-in-PVA
https://packt.link/create-with-Copilot-in-PVA
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Power Virtual Agents lets you publish bots on multiple platforms or channels, as shown in the fol-

lowing screenshot:

5

Demo website

Try out your bot and invite team members to

do the same.

&

Microsoft Teams

Chat with your bot through a Teams app.

o

Telegram
Expand your bot's reach to customers on
Telegram.

©

GroupMe

Expand your bot's reach to customers on
Grou

Custom website

Activate your bot on your own website.

S

Skype

Expand your bot's reach to customers on
Skype.

Twilio

Expand your bot’s reach 10 customers on

Y

Direct Line Speech

Expand your bot's reach to customers on
Direct Line Speech.

Add your bot to 3 native or web-based

mobile app.

Expand your bot's reach 10 customers on

Cortana.

Expand your bot's reach to customers on Line.

Mobile app

Cortana

Line

=

Expand your bot's reach to customers on
Ema

Email

Figure 18.34: Bot deployment platforms

Facebook

Connect with your customers on Messenger.

Slack

Expand your bot’s reach to customers on
Stack.

kik-

Kik

Expand your bot's reach to customers on Kik.

You can connect your bot to as many channels as you like, provided that it has been published at least
once. Power Virtual Agents lets you publish the bot from within the app. If your bot is already con-
nected to a channel, Power Virtual Agents takes care of publishing the bot to the channels you have
connected it to. Once you’ve published the bot, you can share it with your colleagues and customers.

Let’s go through the steps involved in the publishing process. In the following steps, we’ll show you
how to add the bot to Microsoft Teams.

Getting ready

You must have the Teams app installed on your desktop. It’s important to differentiate a personal
account from a Teams enterprise account: the personal account does not provide installation of Mi-
crosoft Teams App Studio, but the enterprise account does provide this.
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How to do it...

Follow these steps to complete this recipe:

1.
2.

Go to https://powerva.microsoft.com/ and sign in with your organization account.

Click Publish (1) in the left navigation pane and select Publish again from the right-hand
pane (2):

Power Virtual Agents | Course Selector

Course Selector X

e Publish
) ome 3
Track between topics Reset :
¢ © O Excited to activate your bot? Publish it with a single click. Then, try it out on a website and configure cha
@  Topics your customers whereghey are. Learn more about publishing your bot
Chat fa 2
B Entities
k2 Analytics
4 1 Share your bot
T Publish After you publish, try out your bot on the demo website and invite team members to do the same.
& Manage v Optimize your bot
aoBE o=
oW - W R i Ed
Configure channels See how your Bot is
Set up channels for your doing
s ) yo
B poureeege B health of your bot on the
© Hidebor

Figure 18.35: Publishing your bot

A popup will appear. Select Publish again.

A confirmation message will appear on your screen, as shown in the following screenshot:

@ Your latest content has been published. This will become available to your users within the next 15 minutes. X

Figure 18.36: Confirmation message for publishing your bot to Teams
Now, you need to connect your bot to a channel.

Select Manage on the side navigation pane and go to the Channels tab.

Select Microsoft Teams and then click on Turn on Teams:


https://powerva.microsoft.com/
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i 9@ Contoso Electronics  Power Virtual Agents | Course Selector
a8

Microsoft Teams X

X

and now your bot can help you achieve more together. To open the
Turn on Teams. After a quick instalation, your users and bot can

Channels

Teams as it

Skype.

© risere =

Figure 18.37: Activating Teams integration

7. Inthe Microsoft Teams integration panel, click on Edit details:

Microsoft Teams X

Excited to make your bot available for others to use in Microsoft Teams? Review how your bot will

appear. Select Edit details to modify. Once you are ready, select Availability options to continue.
Learn more

Bot preview

Course Selector
@ Built using Power Virtual Agents.
34 Edit details | B Openbot 53 Settings

Disconnect from Teams “

Availability options

Figure 18.38: Opening the details pane on the Teams integration panel
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8. Check the option to Allow your users to add this bot to a team:

<& Edit details X

Review and make updates to your bot before sharing it with others. If the bot has already been
approved by your admin, you'll need to resubmit it to see any changes you've made. Learn more

Details for Teams

Name

Course Selector

Icon

. Change color
)

lcon should be in PNG format and less than 30 KB in size. Use a white transparent image that has no extra
padding.

Short description *

Built using Power Virtual Agents.

Up to 80 characters

Long description *

Help employees stay informed, productive, and connected. Create bots and add important
topics for your organization using an intuitive, graphical interface. No code required. Create
your own at https://aka.ms/pvaforteams.

Up to 3400 characters

Allow your users to add this bot to a team

(@ Review best practices and adjust settings to prevent spamming team members. Go to Teams X
settings

More ~

Manage bot details

Figure 18.39: Allowing users to add the bot
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9. Now, click on Availability options:

Microsoft Teams X

Excited to make your bot available for others to use in Microsoft Teams? Review how your
bot will appear. Select Edit details to modify. Once you are ready, select Availability
options to continue.

Learn more

Bot preview

@ Course Selector
Built using Power Virtual Agents.

N

34 Edit details K5 Openbot £33 Settings

Disconnect from Teams

Availability options

Figure 18.40: Opening Availability options

10. You can share your bot using one of the following options. For this example, select the second
option, Show to my teammates and shared users:

Make your bot available to users in Microsoft Teams so they can find and use it. Learn more
Channels Share link

Configure y Shared users can open in Microsoft Teams with this link. Manage sharing
@ Copy link
T @ Show in Teams app store
' Q Make your bot appear in the Teams app stors

Show to my teammates and shared usee
Appear under the Built by your colleagues section’
Microsoft Teams Demo website
Chat with your bot throu ry out your bot and invite team members to do the
o Show to everyone in my org
Submit to your admin for approval to 2 ' Built by your org section.

© Waiting for approval

Download as .zip
You can upload the: ly as a custom app into Microsoft Teams. Learn more

Facebook Skype L Download zip

ot channels to meet your customers where

Figure 18.41: Four different sharing options
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11. Add the users/colleagues you want to share the bot with. Remember to check the Visible in
Built by your colleagues option:

& Show in Built by your colleagues in Teams X

Share with people to find and use your bot in Microsoft Teams app store Built by your colleagues
section. Learn more

@ All permission changes were saved successfully. X

(@ Current authentication settings allow everyone to use the bot. If you want to control who in your X
organization can use your bot, go to authentication to change settings. Learn more

Enter a name, security group, or email address

Sort by Name

Megan Bowen
Owner, Manager, Power Automate user, Transcript viewer

Send an email invitation to new users

I Visible in Built by your colleagues I

Figure 18.42: Checking visibility options for the bot

12. In Teams, go to More apps:

Q el

.«&;, Teams =
° €l Contoso marketing > Bot
El s
Chat
o n Executive Team Channel settings ~ Analytics
w —_—
Teams
. Find an app Ql & ~ Permissions Set channel moderation preferences
Calendar P . Channel moderation
o
& off v
calis ) L £
n
ﬁ Who can start a new post?
Power Apps Wiki Shifts Tasks by )
Files Planner an... ® Everyone can start a new post
. . O Everyone except guests can start a new post
OneNote Stream Approvals Power
Automate
a
Power Bl Viva Insights Viva

Learning

N

\Y
More apps >

Figure 18.43: Clicking on More apps to find your bot
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13. Look for the Built with Power Platform option under Apps. Your bot should be visible in this
section. Click Add to add it to your channel:

SEre

Apps
proere a s
i — — A ——
@ | & - | [ - Jowetis | Pk
5] (b
e Featured N
% o
i Top picks. Course Selector
D What's new
= Best selling

Categories
Microsoft
Education
Productivty

Image & video galleries

Figure 18.44: Adding your bot to a Teams channel

14. You can now use the bot in Teams:

=)

Course Bot

How it works...

“ Search or type a command e

B Course Bot chat About

By using Course Bot, you agree to the Terms of use and Privacy statement.

Test 1 PM

Hi! I'm a virtual agent. | can help with account questions, orders, store information, and more.
If you'd like to speak to a human agent, let me know at any time.
So, what can | help you with today?

Sorry, | am not able to find a related topic. Can you rephrase and try again?

1037 PM
Courses

Test PM

We offer following courses

Power Apps Power Automate Power BI

Type your questions here

A O ®B D Q

Figure 18.45: Running your bot in Teams

The publication process deploys the bot to a Demo website by default. The demo website link opens
a new tab where you and your team can interact with the bot. You can share the link with your testers
and customers to test how the bot responds to various inputs:
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\/Qﬂ{ Note that this is not meant for production deployment.

g 3 Contoso Electronics Power Virtual Agents | Course Selector

Test bot X

Channels
£ ) Track between topics O : Configure your bot channels to meet your customers where they are. Learn more about channels
B Topics Chat i)
B8 Entities ®
1 Publish
& Manage Microsoft Teams Demo website Custom we
e Chat with yo it through a Teams app 17:“ ut bot and invite team members b the Activate y
| Channels
Agent transfers
Security
Skills

Al capabilities Facebook Skype Cortana

Figure 18.46: Bot is deployed to a demo website

The following screenshot shows what the bot will look like on the demo website:

= Microsoft Power Platform € Learn more about Power Virtual Agents

Try out the chatbot we coree @)
made! o
o We offer following courses

Here are some things my bot can help yotith: e e

tart over
Talk to a person

Blcourse.

Type your message

Figure 18.47: Sample demo website
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You can change the title of the site, along with the phrases that you want the users to use. This is done
by updating the Demo website channel, as shown in the following screenshot:

ts | Course Selector

Channels

Lonfigura vour boty-hannels

Microsoft Teams

Facebook

annect with y

Telegram

Demo website

ey are. Learn more about chd

Demo Website X

You created a bot. Great job Let's set up 3 website o share with team members 5o they can try
your bot.

| Welcome message

Introduce your bot and its purpose 1o your team members.

Thanics for trying our Course Selactor App

Conversation starters

Provide some common trigger phrases to help your team members start a conversation with your
bot.

“Courses®
“Feel like learning something today®
“What courses can | register for?”

Share your website
To invite team members to see your bot in action, copy the link below.

t 719-93¢ [ Copy l

Figure 18.48: Customizing the demo website
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There's more...

Power Virtual Agents lets you keep an eye on how your bots are performing using powerful metrics
and Al-driven dashboards. By navigating to Analytics, you can easily see which topics are doing well
and where the bot can improve, as well as quickly adjust to improve performance:

i1 Power Virtual Agents | Support help

Analytics
@ Home Updated about one hour ago
@  Topics
Summary  Customer Satisfaction  Sessions  Billing Last 7 days (11/11/2019 - 11/18/2019)
B Entities
Total sessions © 100%A | Esgagementae ©  100WA  Ressiwmonrate © 100% A Escavtonaze © 100% A Asandenae @ Wo%A ca @ 100% A
|z Analytics
5 198\ g5y DI 5% 200 Mam 156 oA 42 \
& Manage 7 Engagem ime © Sessior time ©
& d o s @ d (o]
o Pay b =
d 2% W 3 ==
% 1 x (=]
Buy it 43 1 2 |
o
© 1oy

Figure 18.49: Bot analytics page

Power Virtual Agents has a comprehensive set of analytics that show you the key performance indi-
cators for your bot, such as Resolution rate drivers and Abandon rate drivers.

Multiple charts show you trends and usage for your bot’s topics. These charts use Al to highlight the
topics that have the greatest impact on your bot’s performance.

See also

. Fundamentals - Publish a chatbot to various channels (contains video): https://packt.link/
chatbot-publishing-fundamentals

«  Configure a chatbot for a live or demo website (contains video) — Power Virtual Agents | Mic-
rosoft Learn: https://packt.link/chatbot-for-website


https://packt.link/chatbot-publishing-fundamentals
https://packt.link/chatbot-publishing-fundamentals
https://packt.link/chatbot-for-website
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Viva Insights

Viva Insights is found as a standalone app in Microsoft 365 and is also integrated throughout other
Microsoft 365 apps, including Teams and Viva Engage (formerly known as Yammer). It connects to
each individual employee and provides insights based on the employee’s usage of and behavior in apps
such as Outlook, Teams, and OneDrive. Those insights give the employee an idea of where and how
they’re spending their time, who they’re collaborating with and through which channels, and provide
recommendations to help them find better work-life balance such as creating focus time, scheduling
lunch, and wrapping up days mindfully.

In this chapter, we're going to explore these sorts of insights by covering the following main recipes:

+  Navigating the Stay connected tab
«  Exploring Protect time features

. Sending praise to colleagues

+  Keeping track of mood

. Starting a virtual commute

Technical requirements

There are no significant technical requirements for this chapter beyond having access to Microsoft

Teams in an organization that allows Viva Insights features. The features in this chapter are all acces-
sible by default.

Navigating the Stay connected tab

In this recipe, we’ll explore Viva Insights via Microsoft Teams - the recommended experience. Spe-
cifically, we’re going to look at the Stay connected tab of Viva Insights to understand how it highlights
your collaboration habits with peers and suggests potential tasks, such as responding to invites and
emails, or scheduling 1:1 time.



178 Viva Insights

Getting ready

To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...

1. Within Microsoft Teams, look for Viva Insights on your left-hand navigation rail. If it’s not
already pinned there, use the ellipsis (...) to search for and select Viva Insights.

2. You can optionally pin Viva Insights for easier navigation by right-clicking the app on your
menu and selecting Pin as shown in Figure 19.1:

O

Files
U]
Viva Learni... Pop out app
@ @ About
Viva Insights Q Pin
W  Uninstall

Figure 19.1: The pin option for an app when right-clicked from the navigation rail

3. Onthe Home screen, go ahead and look around and take any actions suggested that you'd like.
For example, you may wish to:
+  Mark a colleague as important with whom you frequently collaborate
. Send praise to a colleague
. Review your To Do tasks
+  Indicate how you're feeling at this moment (the response is private to you and can be

reviewed as a data visualization later for reflection)

4. Along the top of Viva Insights, select the Stay connected tab as shown in Figure 19.2:

’ Viva Insights  Home| Stay connected | Protect time

Stay connected with your collaborators

Figure 19.2: Stay connected tab of Viva Insights
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5. If you haven’t used Microsoft 365 much yet, you may not see much here right now. Marking
colleagues as important will help make this tab show more helpful information. Over time,
you’'ll see things like:

«  Incomplete tasks and task suggestions

+  Unanswered emails

+  Meeting invites you haven’t responded to

+  1:1 meeting suggestions

«  Pin collaborators shown here using the pushpin icon under their picture

+  Review shared documents you may have missed

6. Notice that these reminders will be broken into Pinned and Recent. Pinned reminders involve
anyone you’ve marked as important via the Viva Insights home page, or the Viva Insights
standalone browser app.

7. On the right side, you can also send praise to colleagues as shown in Figure 19.3. We'll cover
this in a later recipe in this chapter.

‘ Viva Insights  Home Stay connected Protect time  Inspiration library (EEEED ©

Stay connected with your collaborators

Pinned Connect
n Looks like you are all caught up with your pinned collaborators. Send praise to your
colleagues
All caught up = -
Or+$08@
| N4
Recent Show gratitude for peers

who went above and
beyond and keep track of
your sent and received
badges

Looks like you are all caught up! Check again later for insights to help you stay connected.

Send praise

Privacy guide Is this helpful? Yes No

Figure 19.3: The option to send praise to colleagues from the Stay connected tab

How it works...

Viva Insights simply connects to your chats, emails, calls, and meetings to understand your work
behavior and help provide a high-level picture of your work weeks. This data is private to you, and
managers only have anonymized and general data once they reach a certain threshold of direct reports
to help protect individual employees from being identified within data.
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Viva Insights depends on you configuring certain settings and utilizing it to be more helpful. You can
modify your settings by selecting the ellipsis (...) in the upper right corner of Viva Insights in Teams
and selecting Settings. From there, you’ll be able to specify the following:

+  Work week schedule and time zone (when are your active working hours?)

«  Virtual commute schedule (when do you begin to wrap up your day?)

. Protect time (reminders to clear meetings and conflicts on no-meeting days

. Reflection (reminders to check in with yourself on a specific schedule)

«  Praise (reminders to praise colleagues regularly)

Adjusting these settings will help you make the most of your Viva Insights experience.

There’s more...

Some of the content in this recipe may sound familiar. Viva Insights used to be known as MyAnalytics.
Those features and data-driven insights have been carried forward into Viva Insights.

In addition to using Viva Insights in Teams, you can visit the standalone app in Microsoft 365. You can
find this by visiting office.com and using the app launcher to find Viva Insights. You can also visit it
directly by navigating to https://insights.viva.office.com/.

\/V' If you haven't used Viva Insights yet, it may take a week or so of activity before you see
insights.

In the upper right of Viva Insights, you can select the ellipsis (...) then Settings to adjust a few more
Viva Insights-related settings such as enabling the dashboard, monthly digest emails, and the Outlook
add-in. As you can see along the left navigation menu in Figure 19.4, each component of Viva Insights
has its own page for setting configurations.


http://office.com
https://insights.viva.office.com/.
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' Viva Insights Home Stay connected Protect time Effective meetings Inspiration library

Settings

® Work week
Work week

& Virtual commute

Configure your work week schedule ®
O® Protect time

i Work week [ sun Mon Tue Wed Thu Fri [ sat
@ Reflection
Q Praise . -
Start time End time

Working hours
Effective meetings 8:00AM ~ 5:00PM ~
@ Privacy

Time zone (UTC-06:00) Central Time (US & Canada)  Change
&3 Briefing

Figure 19.4: Viva Insights Work week settings for configuring work week schedule
See also

«  Viva Insights home page: https://packt.link/home-web

. Personal insights introduction: https://packt.link/personal-introduction
. Stay connected with Viva Insights: https://packt.link/stay-connected

. Privacy guide: https://packt.link/guide-users

Exploring Protect time features

In this recipe, you'll learn how to navigate to the Protect time tab of the Viva Insights app and review
the focus time and virtual commute options.


https://packt.link/home-web
https://packt.link/personal-introduction
https://packt.link/stay-connected
https://packt.link/guide-users
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Getting ready

To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...

1. Open the Viva Insights app in Microsoft Teams and select the Protect time tab as shown in

Figure 19.5.
' Viva Insights  Home Stay connected Protect time Inspiration library [ preview ] @}
Book focus time Virtual Commute

Monday, April 4 Tuesday, April 5 > Wrap up and mindfully
disconnect

/ Focus time 2/ Focus time You'll be reminded to finish up work on
these days around this time.

10:00 AM-12:00 PM Book time 8:00 AM-10:00 AM Book time

Select day(s)

Mon X Tue X  Wed X \I

. Thu X Fri X
Protect your time

Select time

Q Focus plan
5:00 PM v

Viva Insights will help protect 1-4 hours

of focus time every day. Set Reminder

Create your focus plan to make time for distraction
free work

Get started

Figure 19.5: The Protect time tab of Viva Insights in Teams

2. Book focus time: The first time you visit the Protect time tab, you may be prompted to book
focus time for upcoming workdays, or you can select Get started under Focus plan to auto-
mate this on a rolling 2-week period. This will help block a specific duration of time to help
you focus and get work done each day. This helps prevent the likelihood of your day filling
completely with meetings.

3. Virtual Commute: On the right under Virtual Commute, you'll also be able to set up your virtual
commute schedule to help you wrap up each workday with consistency and intention. This will
send you a notification and help guide you through creating tasks for things you didn’t get done
today, downshift with an optional and brief meditation, and check in with you emotionally to
help you identify patterns over time.

4. Protect your time: If you've already been using Protect time features, your dashboard may
look more like Figure 19.6 where a focus plan has been established and you are a single click
away from beginning a virtual commute at any time, even outside your specified schedule:
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‘ Viva Insights  Home Stay connected Protect time C

Schedule focus time

Chats are muted during focus time to help you concentrate.

Virtual Commute

Tomorrow

Focus time 1:00 PM-3:00 PM *

Ready to wrap up?

Tue, Apr 5 Start your virtual commute

Focus time 8:00 AM-10:00 AM Start

Show all available times

Privacy guide Is this helpful? Yes No

Figure 19.6: The Protect time tab of Viva Insights in Teams showing focus time and virtual
commute

How it works...

Viva Insights integrates seamlessly with Outlook to help make sure that time is held on your calen-
dar for focus time. If you have a meeting already scheduled during your usual focus time block, it’ll
identify another time block of the same or similar duration to make sure that sometime during the
day, you're able to focus.

Virtual commutes help you check in with yourself, ending each day with reflection and starting each
day with leftover tasks. They are integrated with Outlook and Microsoft To Do.

See also
. Protect time with Viva Insights: https://packt.link/protect-time

. Virtual commute: https://packt.link/virtual-commute

Sending praise to colleagues

Using Viva Insights, you can quickly and easily send praise to colleagues to recognize contributions
and exceptional work. Taking time to do something like this helps strengthen working relationships,
raise morale, and improve employee experiences. In this recipe, we’ll send praise to a colleague using
Viva Insights in Teams.

Getting ready
To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.


https://support.microsoft.com/en-us/topic/wellbeing-tab-in-viva-insights-72458b43-11a3-40b8-8b6f-14f6a0977e4b
https://packt.link/virtual-commute

184 Viva Insights

How to do it...
1. Open the Viva Insights for Teams app.

2. Onthe Send praise to your colleagues card, select Send praise as shown in Figure 19.7:

’ Viva Insights Home Stay connected Protect time  Effective meetings  Inspiration library (EEEED G

Improve work life balance

Q Focus plan & Quiet time @ 73 Virtual commute

Insights will help protect 1-4 hours of focus time Insights can help protect your quiet time from Insights can help you wrap up and mindfully

every day work-related notifications disconnect from the work day

Create your focus plan to make time for distraction free Set up your quiet time and we'll mute mobile Set reminders to finish up work. We'll help you prepare

work. notifications from Outlook emails and Teams. for the next day and decompress with mindful activities.
Get started Get started Get started

Activities for you

Q Praise B Responses are private to you
Send praise to your colleagues How are you feeling about the day?
Show gratitude for peers who went above and beyond at work. Taking a moment to reflect each day can help you see

‘U‘ G’A z( O {/ lfnjsove.rt.lme_. . i
POOeE

Send praise | Praise history Reflection history

Figure 19.7: Send praise option shown in the lower left on the start page of Viva Insights
for Teams

3. Complete the praise card fields including recipient(s), location, note, and badge category as
shown in Figure 19.8:
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Praise X

To

Adele Vance X

Where

Team
Design N/
Channel

American Design awards v

Title

< timism s Leadership 2 Inclusive @Cc >

Note (optional)

Your work on the American Design Awards promotional materials has
really elevated our public image. Thank you for generously sharing your
creativity and talents.

161/500

Background

Is this helpful? Yes No Preview m

Figure 19.8: A new praise card being configured in Viva Insights for Teams

4. Click Preview to see how the card will appear in the designated location.

5. Click Send to post the praise to the designated location.
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How it works...

Praise can be sent via chats, channel conversations and replies, or via the Viva Insights for Teams app
as we did in this recipe. When sending in a chat (whether 1:1 or group), you and other chat participants
will see the praise posted in the chat feed as a card. If it’s a group chat, others can react, reply, etc. to
make the praise more meaningful. This is why, perhaps, using channel conversations for praise are
more effective. Everyone in the team can then get involved in celebrating their co-worker.

Figure 19.9 shows the praise we sent in this recipe, posted as a channel conversation that Adele’s
co-workers can now react to and reply to.

@ Megan Bowen 7:53AM
=

¥ Viva Insights

®e

Adele Vance
Creative

Your work on the American Design Awards
promotional materials has really elevated our
public image. Thank you for generously sharing
your creativity and talents.

From Megan Bowen

Review your praise history Send praise

Adele Vance

< Reply

Figure 19.9: Praise sent to a channel via Viva Insights for Teams

After sending your praise, you are taken to the praise history page where you can optionally set a
reminder schedule to continue to send praise regularly. Figure 19.10 shows this option on the right
side of the Send praise screen after sending the praise in this recipe. You can also find this ability via
your Settings (upper right corner ellipsis | Settings).
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Recommendations

®

[ Your recommendations are still being gathered. In the
meantime, send praise to a colleague!

Creative

Adele Vance

Your work on the American Design Awards
promotional materials has really elevated our
public image. Thank you for generously sharing
your creativity a...

Is this helpful? Yes No

FromiMeganiBowen Build a habit of recognizing your colleagues
Set up praise reminders.

Go to message
Select day(s)

S EME BTN WA S F S
Show praise history
Select time

4:00PM z

Set reminders

Figure 19.10: Prompt to set a praise reminder in Viva Insights for Teams in the lower right of the
Send praise page

Also, at the bottom of the Send praise screen, you can select Show praise history review all sent and
received praise over the past 6 months.

See also
. Praise with Viva Insights: https://packt.link/insights-praise

Keeping track of mood

Reflecting is an important part of Viva Insights to help you identify patterns over time. With a simple
daily click, you can let Viva Insights know how you'’re feeling at the start or end of your day and then
see if there are patterns or correlations over time. This recipe will show you how to reflect daily using
Viva Insights.

Getting ready

To work through the steps in this recipe, you’ll need to first open the Microsoft Teams app on your
desktop or web browser.


https://packt.link/insights-praise
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How to do it...
1. Open the Viva Insights for Teams app.

2. Selecthow you're currently feeling from the emoji options on the right side of the landing page
of Viva Insights. Your options, as shown in Figure 19.11 are:

«  Verygood
+  Good

+  Neutral

+  Bad

+  Verybad

6 Responses are private to you
How are you feeling about the day?
Taking a moment to reflect each day can help you see

trends over time.

~ A K.. (o @ .

L A A A A

Reflection history

Figure 19.11: Reflection options in Viva Insights

How it works...

Reflecting is a simple one-click action in Viva Insights, but the data you track over time is what is of
value. Reflecting is also built into virtual commutes - so you can choose to build reflection into your
virtual commute routine as opposed to separately.

Once you’'ve made a reflection selection for today, you'll be able to click Reflection history as shown
in Figure 19.12 to see your trends over time:

ﬁ Responses are private to you
~ A
e
Awesome! Keep doing more of whatever you are
doing!
Consider reflecting on the reason behind the way you are

feeling.

Reflection history

Figure 19.12: Card shown after reflecting in Viva Insights
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The reflection history provides a line chart of your selections over time as shown in Figure 19.13. Your
reflection data is entirely private to you, and meant only for your own personal benefit.

Reflection history

Explore how your feelings have changed over time

VARV VA

1

0
°

(BN |

o
A

30 31 1 2 3 4 5 6 7 8 9 10 M 12 13 1 19 20 21 22 (23] 24 25

SEP

Aug 2022 - Sep 2022

Figure 19.13: Viva Insights reflection data for a demo user over time

On your reflection history page, you can also set up a reflection reminder if you haven’t already done
so, or you can access Reminder settings in the upper right to adjust when you're reminded to reflect.

See also
. Reflect with Viva Insights: https://packt.link/insights-reflect

Starting a virtual commute

Virtual commoutes help you mindfully wind down from a workday by reflecting (as shown in the previ-
ous recipe), reviewing your tasks and creating some for the next workday, optionally meditating, and
reflecting. In this recipe, we will enable virtual commute reminders.

Getting ready
To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...
1. Open the Viva Insights for Teams app.


https://packt.link/insights-reflect
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2. Select Protect time from the top navigation menu. On the right, set up your virtual commute
reminder schedule, as shown in Figure 19.14, for when you'd like Teams to send a notification
to begin wrapping up your day:

<% Virtual commute

Wrap up and mindfully disconnect

You'll be reminded to finish up work on these days
around this time.

Select day(s)

S M T w T F S

Select time

5:00 PM v

Looks good

Figure 19.14: Virtual commute reminder setup

3. Click Looks good after you've chosen the days and time to be reminded to begin your virtual
commute.

4. Now you can begin your first virtual commute by clicking Start now as shown in Figure 19.15.
Otherwise, you can wait until you get your first reminder to begin:

v Virtual commute

Your Virtual commute reminders are scheduled

We'll send you a notification when it's time to begin
wrapping up for the day. You can launch Virtual
commute anytime from within Viva Insights.

Start now View settings

Figure 19.15: Card shown after configuring virtual commute reminders

5. Once you start the virtual commute, proceed through each of the screens taking action as
necessary.
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How it works...

Your virtual commute is an individual feature you can use to help you end your workdays consis-
tently and mindfully. The first screen typically gives you a glimpse of upcoming meetings that need
responses or have conflicts, as shown in Figure 19.16, from which you can change your RSVP status
or reschedule a meeting.

Meetings Tasks  Wind down

Review upcoming meetings on Feb 20

Review and address meetings that need responses or have conflicts.

Events

7:00AM Company All Hands

30 min Mark 8 Project Team / Go to Market Plan @ Necepted

Website Review

Mark 8 Project Team / Digital Assets Web Needs RSVP V'

9:00AM Social Media Campaign

30 min Mark 8 Project Team / Go to Market Plan Needs RSVP | v

N
N
N
N
R
N
N
N
§

10:30AM Core Web Team Sync

30 : ject Tea ital Assets
min Mark 8 Project Team / Digital Assets Web Needs RSVP | v

11:00AM Sales Team Meeting

1h Conference Room - Adams
Reschedule

Figure 19.16: Upcoming events shown in a virtual commute
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The next screen asks you to create tasks for any unfinished business you want to continue on the
next workday. These tasks are added to your individual To Do task list. Figure 19.17 shows this screen:

Meetings Tasks  Wind down

Review today's tasks

Powered by ¥ To Do

Your tasks

-+  Addatask

O Review Logs

O Take dog for walk

(O Check site usage

Figure 19.17: Task creation screen of a virtual commute

The next screen asks you to privately wind down with a meditation from Headspace or reflect on your
day, as seen in Figure 19.18:

Meetings  Tasks  Wind down

Wind down

Choose an optional closing activity to help you disconnect from work for the day.

% Viva Insights @ headspace @ headspace & Viva Insights

OB

Take a breather break (1 min) Body scan (3 min) WFH: Ending your day (10 min) Reflect on your day

Spend one minute focusing on your Bring mind and body together with Disengage from the work day and Check in with yourself
breathing to help reduce stress. this classic meditation technique. find space to be present.

o]

Figure 19.18: Reflection screen of a virtual commute
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When the wind down part of your commute is finished (or if you'd like to skip it), simply click Done to
complete your workday. Build this virtual commute into a new habit to give your workdays’ endings
more structure and improve your work-life balance.

See also

. Virtual commute: https://packt.link/insights-commute

Summary

In this chapter, you've seen how Viva Insights helps individuals in an organization manage their time,
be more mindful, recognize others, and generally build a better work-life balance.

The most important thing about most of the recipes in this chapter is to try to make them habitual
practices. For example, once you have focus time booked, don’t accept meetings that overlap or con-
tinually shorten the time to accommodate a busier schedule. With focus time built into your schedule,
you’re giving yourself much-needed time to complete tasks arising from meetings and other obligations.

Remember that Viva Insights is likely to receive updates in the future, so keep an eye out for new
features that help you manage your work-life balance.

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

353

-



https://packt.link/insights-commute
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Viva Learning

Viva Learning is a standalone app in Microsoft 365 and is also integrated with other Microsoft 365 apps
like Teams and, less extensively, SharePoint. It allows individuals to find on-demand learning mod-
ules and paths to upskill on a wide variety of topics, ranging from Microsoft 365 apps to professional
communication and business skills. It also allows teams to share and pin specific learning opportu-

nities that they may endeavor to complete together, or require as part of onboarding or professional
development goals.

In this chapter, we’re going to cover the following main topics:
+  Taking a course
. Reviewing your learning activity

+  Suggesting a course for your team

Technical requirements

There are no significant technical requirements for this chapter beyond having access to Microsoft

Teams in an organization that allows Viva Learning features. The features in this chapter are all ac-
cessible by default.

Taking a course

Viva Learning makes it easy to learn while working. In this recipe, you'll learn how to find a course
to complete in Viva Learning.

Getting ready

To work through the steps in this recipe, you’ll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...

1. Within Microsoft Teams, look for Viva Learning on your left-hand navigation rail. If it’s not

already pinned there, use the ellipsis (...) to search for and select Viva Learning.
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2. Search for and select the learning module named Collaborate in teams and channels with
Microsoft Teams, as shown in Figure 20.1:

. Viva Learning Home My Learning  Admin

Welcome back ate in teams and channels with Microsoft Teams{ X
Q_ Collaborate in teams and channels -Press enter to view
with Microsoft Teams all results
Megan
Marketing Manager Collaborate in teams and channels
* Feat &
. 14m [ CRVERNTY
EO Take your first course Comr
Browse courses c
Cha” Collaborate in teams and channels with
* Pifiito sidebar Vanessa Microsoft Teams
Easily access Viva Learning B% Module
[ Take a quick tour Essentials of Team Collaboration
Learn with Viva @ e C
T T —
Pick your interests Get started with a quick course See all >
You might like
Accessibility
Career Development --
Collaboration See More > o .-
e - )
v e Get the most out of Windows Improve your reliability with mode...
s 20 @ s0 2

Figure 20.1: Viva Learning search box with suggested results

3. Review the provided information about the learning module, as shown in Figure 20.2, then
click the course thumbnail or Open in browser to begin:
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‘ Viva Learning Home My Learning Admin

< Back @ Open in browser ® Share (] Bookmark

Collaborate in teams and channels with Microsoft
Teams

Figure 20.2: Viva Learning course details

B® Microsoft

() Module = 43m

Uploaded: 9/14/22
77 77 7¢ 7% 7¥ (0 ratings)

Learn how to collaborate in Microsoft
Teams through conversations in
channels and chats, sharing files, and
using Outlook with Teams. Personalize
your environment by managing your
notification settings and organizing
your teams, channels, and chats.
®This content is subject to terms available

here or a successor location

4. You’'ll be taken to the full learning module in Microsoft Learn (host of this particular course)
where you can sign in to track your progress if you're not already signed in. You can then

complete the course.

How it works...

Viva Learning includes content largely from Microsoft Learn and LinkedIn Learning by default, and
may be extended by your organization to include even more learning content from other providers.
As an individual, you can browse for and start these modules and paths of your own choosing.

Some courses will open into a new browser window, while others will stay inside the Teams app. It
just depends on the format of the course, such as whether it's Microsoft Docs documentation or a

Microsoft Learn module or path.

As opposed to simply searching for and completing content of interest, your organization may also
make learning content available. Content you've completed from your organization or integrated
Learning Management System (LMS) can be tracked in My Learning | Completed. Other content,
such as Microsoft Learn content, can be tracked directly in Microsoft Learn when you're signed in.
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There's more...

Your admins may choose to expand content sources for Viva Learning to bring in existing third-party
LMS content, or content from SharePoint, for example. This broadens your available courses for
collaboration and self-learning and makes it easier to coordinate learning from a single application.
And as with the other Viva products, you can expect to see additional updates and enhancements from
Microsoft over time, including stronger integration throughout Microsoft 365.

See also

Overview of Microsoft Viva Learning: https://packt.link/Viva-Learning

Reviewing your learning activity

As your organization makes learning content available, you can complete it and track it using My
Learning | Completed. In this recipe, we’ll navigate to your completed learning.

Getting ready

To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...
1. Open the Viva Learning for Teams app.

2. Select My Learning at the top of Viva Learning, as shown in Figure 20.3:

< > Q
@

Activity

‘ Viva Learning Home | My Learning

Figure 20.3: My Learning tab in Viva Learning

3. Select Completed.


https://packt.link/Viva-Learning
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How it works...
You can use My Learning to review learning content you've bookmarked, content that’s been recom-

mended to you by others, and content you've viewed recently.

Content not provided by your organization or LMS may be content sourced from Microsoft Learn
or LinkedIn Learning. You'll need to visit those particular learning content providers to track your
progress or review your learning history for those. For example, if you took a Teams learning module
from Microsoft Learn via Viva Learning, you'll need to visit Microsoft Learn to review your progress
and activity.

See also

. Overview of Microsoft Viva Learning: https://packt.link/Viva-Learning

Suggesting a course for your team

As you use Viva Learning more, you may find courses that are particularly helpful that you'd like
to share with other members of your team. In this recipe, you'll suggest a Viva Learning course on
Microsoft Teams.

Getting ready

To work through the steps in this recipe, you'll need to first open the Microsoft Teams app on your
desktop or web browser.

How to do it...
1. Navigate to the specific team and channel to which you'd like to share the learning content.

2. Select New conversation, as shown in Figure 20.4:

Mark 8 Project Team

[=| Mark 8 Performance Overview.docx ﬁ Mark 8 Parts and Spec List.xlsx
General
Design
Digital Assets Web
| Tnew 3 replies from you and Debra @
Go to Market Plan
< Reply
Research and Development
SOC Team 4 Debra Berger 6/6/2022, 5:02PM
Vi Mia amé Ti¢ ipokAnoig Tou avTtipsTwiloups oty EMGSa sivan 6Tt ot eTaipot kat ot TteAdTeg pag ev BAémouy Ty TAren
a&lo TG HETAKIVNONG OTO GUVVEPO. ANUIOVPYACAHE EVA TIAOTIKO TIPOY PN UBPISIKOV TIEPIBAANOVTOG YIa TOUG
Communications KOPUPQIOUG TIEAGTEG Hag
General | New 2 replies from Adele and Diego
Ul UX copy guidelines 9 < Reply
“ Accounting

Figure 20.4: New conversation option in a Teams channel posts feed
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Select the Viva Learning connector shown in Figure 20.5, then search for learning content to

suggest to the team members. For this recipe, we'll search for SharePoint online:

Adele Vance 6
Here is the M

Mark

Tnew 3reg

<’/ Reply

Debra Berger

Mia ortd TG T
o&la NG pete
Kopupaioug 1

New 2 repli

<’ Reply

Start a new cc

@ Viva Learning +

SharePoint onIine| Q

1ance

Aark

B 0 © @ F B R G G G—

Configure and Manage SharePoint
Online

LinkedIn Learning | 2hrs 13mins

Learning SharePoint Online
LinkedIn Learning | Thr 40mins

SharePoint Online Essential
Training: The Basics
LinkedIn Learning | Thr 59mins

SharePoint Online: Working in the
Modern Experience
LinkedIn Learning | Thr 16mins

ESEESrS AN A . o ._all]

Figure 20.5: Viva Learning app integration for conversations

Select the content you wish to share. In this recipe, we’ll select SharePoint Online Essential
Training: The Basics.

Optionally add a note and send the message to encourage your teammates to complete the
course or content.
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How it works...

When you suggest a course in a chat or channel conversation in Microsoft Teams, a Viva Learning
card is added to your message similar to the one shown in Figure 20.6, recommending the SharePoint
Online Essential Training: The Basics course:

@ Megan Bowen 8:19AM
(]

@ Viva Learning

P
Ik
K
| P

— =

® A
SharePoint Online Essential Training: The Basics
Gini von Courter

Course | Thr 59mins

In this course, Gini von Courter demonstrates the essential skills
you need to work with SharePoint Online. Gini covers essential...

Reply

b 2 O @B W EBDDE R 8B B

Figure 20.6: A recommended learning module shared in a channel conversation

There's more...
You can also pin Viva Learning as an app to a channel or chat. To do so:
1. Navigate to the specific chat or channel where you wish to pin Viva Learning.

2. Add atab using the plus (+) icon at the top.
3. Select Viva Learning for the tab’s app.
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4. Name the tab, then search for and select one or more modules, videos, and so on, to initially
include in the tab. Figure 20.7 shows this step:

@ Viva Learning About X

Find courses

microsoft teams X

O Teams on the go
= Microsoft 365 Training = 9m

x Intro to Microsoft Teams
Microsoft 365 Training = 3m

Microsoft Teams for Team Owners
LinkedIn Learning = 49m

Post to the channel about this tab Back

Figure 20.7: A new chat tab being configured for Viva Learning

5. Click Save.
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6. Over time, you and your collaborators can use the tab to access and manage learning content
you wish to share with one another. When you wish to add more, simply click Add new, as

seen in Figure 20.8:

|®| Research and Developm... Posts VivaLearning v 4 more v

Viva Learning 1 items

4+ Add new ie—

R

Intro to Microsoft Teams

=! Module

0 ®

Figure 20.8: A Viva Learning tab added to a group chat or channel in Microsoft Teams

See also
*  Microsoft support | Social learning: https://packt.link/Microsoft-Support-social-
learning


https://packt.link/Microsoft-Support-social-learning 
https://packt.link/Microsoft-Support-social-learning 
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Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5

-
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Viva Engage

Viva Engage is a social networking platform designed for internal business communication. Viva
Engage provides a common area for all employees to interact, even those who might not have met
each other yet. Since its acquisition by Microsoft in 2012, Viva Engage has been used by close to 80%
of the Fortune 500 companies.

Viva Engage brings social networking to the workplace, providing a platform where people can get
help solving problems from others in the organization. Viva Engage thus lets you get answers from a
wide range of people in multiple ways, including discussions and polls.

The main uses of Viva Engage are to gather ideas, solve problems, share knowledge, and gather feed-
back. Additionally, Viva Engage makes the office a fun place. It allows people to create their own
interest-based communities around shared topics, interests, or areas of practice.

Until recently, Viva Engage was known as Yammer. Any resources that you find about Yammer are
talking about Viva Engage. This is largely just a rebranding to align Yammer with the Viva family of
services offered by Microsoft; the core functionalities are the same. That said, technology is always
changing, and it’s important to be aware of changes or enhancements that will be introduced bit by
bit, month by month.

In this chapter, we will cover the following recipes:

+  Joining a Viva Engage network

. Creating a Viva Engage community
«  Joining a Viva Engage community

«  Using the home feed

+  Following people and topics

. Posting messages

«  Tagging colleagues

«  Inviting external members to your network
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Joining a Viva Engage network
The Microsoft 365 sign-in options for Viva Engage let you access Viva Engage with your Microsoft 365
identity. This means when you visit www.Viva Engage.com or choose Viva Engage from the Microsoft
365 waffle, you will be logged straight into Viva Engage (with your Microsoft 365 credentials). To join
a Viva Engage network, use the following instructions.

Getting ready

Every Microsoft 365 user can access the organization’s Viva Engage network and join communities of
their choice. Users external to the company can only join if they receive an invitation. However, they
can only view the external community they have been added to.

How to do it...

To join a Viva Engage network, follow these steps:

1.

Go to www.Viva Engage.com:

“ Explore the world from your desktop—one photo at a time. Get the Bing Wallpaper app today.
2 Bring your desktop to life with daily backgrounds when you get Bing Wallpaper

B” Microsoft  Microsoft Security  Azure  Dynamics 365 Microsoft 365 Microsoft Teams  Windows 365

Yammer

Work Smarter, Work Together

Connect with people across your organization to make better
decisions, faster.

Figure 21.1: Viva Engage registration

No thanks

Buy Microsoft 365

All Microsoft

2 Login

To join using your organization’s account, click on Log In and provide your email address:


http://www.Viva Engage.com
http://www.Viva Engage.com
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Yammer

Log In

Email Address

Password

Forgot password?

¥ Remember me

Figure 21.2: Viva Engage sign-in

3. Ifyour organization has a Microsoft 365 tenant, you will be taken to your organization’s sign-

in page.

4. Enter your Microsoft 365 credentials.

You are in!

How it works...

When you log in to Viva Engage, your homepage will look like the screenshot below. We will go through
the different parts of the screen as numerically indicated:

an "
o> Contoso Electronics Yammer L search

@ Megan Bowen
Home Feed

2 Inbox €

¥ Communities

My communities

% Llegal 20

&

Annual Customer Con.
& ITSupport 20+

Sales Opportunities 20+

&

& Contoso Life

% Safety

% Ask HR

&

&

Office 365 Adoption

&

CEO Connection

€

Leadership

&

All Company

Favorites
© Sales 20+

20+

Q Share thoughts, ideas, or updates

B piscussion K Question R praise  [Z ol

B

© Create a Community

Posted in Sales Opportunities

Alex Wilber

16h ago

@LynneR we will be p ing our Pt ion D: to our marketing
vendor (Emily) later this week.

Europeanexpansion

& Like (3 comment 1 Share v/ &b Alex Wilber

% Alex Wilber 16h ago

Prior to that meeting, let's review the updated figures on how much has been spent on
the campaign and how we're targeting potential customers.

4 0 e~

e Write a comment

Posted in IT Support

f Adele Vance

Seen by 1
Yesterday at 6:07 AM

I'll be handling logistics for this conference again, so please
send your ideas and thoughts my way.

Figure 21.3: Viva Engage interface

¢ e & @ °

Suggested Communities

csaT

13 Membars

.
Yammer 101
3 Members

=

~ Join
EZM Aster Hours
& 13 Members

Join

Discover more
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1. Conversations: You create and consume content in the center of the screen. The content here
is gathered from the various communities that you have joined, or the people or topics you
follow. In the above example we can see that posts in Sales Opportunities and IT Support have
been shown separately.

2. Search: You can search for communities, posts, and people using this option at the top of the
page. You can restrict your search to the current community or search across all communities
by selecting the All Viva Engage option:

i S % R T
v PMO

Figure 21.4: Viva Engage Search

3. My communities: All the communities that you have subscribed to will appear in the left pane,
with notifications beside each community name to indicate when new content has been posted.

:@'_ Everyone in the organization is added to the All Company community by default.

4 N

= They can also join other public communities based on their interests.

4. Home Feed, Inbox, and Communities: At the top-left corner, you can choose which conver-
sations you would like to view center-screen. We can also see the notifications for each feed.

5. Create a Community: In the bottom-left corner, you can create a new community. You will be
prompted to enter the Name, Description, Members, and privacy Settings for this community.

Inbox

The inbox is for focused messages that have been posted in your team or a post you decided to follow,
as shown here:

e QD 5 ;
=J0 Contoso Electronics Yammer P Search Inbox (5 () &
@ Megan Bowen Inboxo New Private Message

Home Feed 1

& Communities

Unread (20+) Private Messages  All | v Mark all as read

3 Megan Bowen: Hi all, for those who did not see the excellent @LynneR presentation on the #zt20.

% ﬁ Alex Wilber: That's right... represented Legal. We have some ongoing applications in

© Sales 20+

O3 isaiah Langer: Hi all, | want to stress how important this conference is for Contoso. This is where w

My communities > Alex Wilber: This conference has high visibility with the executive team as well. Looking
forward to reviewina the plans with our CEO @PattiF.

Figure 21.5: Viva Engage inbox



Chapter 21 209

1. Inbox notifications: When there are unread messages for you, you will see a number (repre-
senting the unread message count) next to Inbox. Inbox messages are grouped under Unread,
Private Messages, and All.

2. Unread: A heading at the top of the inbox that displays any community messages you have
missed.

3. Community name: The conversation/message displays the community name alongside for
reference. Clicking on the message opens the message in full view, displaying the message
thread (if responses are available).

4. Private Messages: Displays direct messages sent only to you.

The notifications just show activity around your community or post (such as new members, likes,
and so on):

i 3 Contoso Electronics  Vammer £ search Inbox n ®© & 0 ? &
@ Megan Bowen Inbox Notifications X

B Home Feed Unread (20+)  Private Messages Al Mark all a< raad

“ Lynne Rabbins reacted to your
& Inbox 20+

& Communities

() Megan Bowen: Hi all. for those who did not see the excellent @LynneR presentation on the #2420

. % Alex Wilber: That's right._ represented Legal. We have some ongoing applications in 16h ag

progress
Favorites g -
Vammer 10 6hago
Sales ? “ Lynne Rabbins +1 other reacted
to your message in Sales
[ tsakah Langer: Hi all, [want to stress how mportant this conferenco 1 toso. This s whero w. S with
My communities o 2% Alex Wilber: This conference has high visibility with the executive team as well. Looking
forward to reviewing the plans with our CEO @Pattif 16h ag
% legal - Annual Customer Conference 6hago
@ Miriam Graham reacted to your
{1 Megan Bowen: Does anyone ha: s for |3ptop replacements? Peopl. message in Legal
- Nestor Wilke: We are currently wing computing hardware needs for the Sales and Hial, far those who did e

2 A > scelient GynneR pr
Marketing organization. The Surface Pro is ane of the options we are considering, with

Yesterday ot 5:08 AM

{3 Patti Fernandex: Hollo everyone! | want to share with you that we are about 1o make some argani 8 Patti Fernandez « 1 other
o [§] Isaiah Langer: Good to hear we won't be losing any of our valuable pecple rasciad 15 yols fnessaga s Flakeca

king about the 04

EO Connection

& Leadership O Megan Bowen: We've seen groat customer traction wi v latest offorngs. Let me know
| Isaiah Langer: @Megan8, feel free to contact me about Tailspin Toys and offerings. The; ’
% All Company o g s ger: GMeg ut TallspinToy, gy Alex Wilber reacted to your
have lots of positive feedback

message in Legal
© Create a Community Sales 16hugo i

Figure 21.6: Viva Engage notifications

V4 If you post a message, it is posted in the All Company community by default. So, if you
§D> want to post a message to a specific community, select the community first, then post
your message.
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There's more...

Before it was integrated with Microsoft 365, Viva Engage used to allow users to sign up using their
organization-provided email address and a password of their choice (which was different from their
Microsoft 365 password). This credential was termed a “Viva Engage identity.” Now, if the user has a
Microsoft 365 identity, they can log in to Viva Engage using their Microsoft 365 credentials even if the
user doesn’t have their Microsoft 365 identity enforced. On the other hand, if the user doesn’t have their
Microsoft 365 identity enforced and the email used to sign up to Viva Engage doesn’t have a Microsoft
365 account associated, they are still allowed to log in using their Viva Engage identity.

See also
«  The jJoining a Viva Engage community recipe in this chapter

»  The Inviting external members to your network recipe in this chapter

Creating a Viva Engage community

A Viva Engage community is a group of people who have come together within the Viva Engage plat-
form to collaborate, share information and ideas, and communicate on specific topics or projects. It
can be thought of as a virtual community within an organization or among a group of people with
shared interests.

Viva Engage communities can be private or public, depending on the settings configured by the network
administrator. In a private community, membership may be limited to individuals within a specific
department, project team, or organization. In a public community, anyone can join the group and
contribute to the discussions and collaborations.

Members of a Viva Engage community can communicate with one another through posts, comments,
and direct messages. They can also share files, create polls, and collaborate on projects through
integrated third-party applications like Trello or Asana. Viva Engage communities can help foster
collaboration, increase productivity, and build a sense of community among colleagues or individuals
with shared interests.

Getting ready

Any staff member can create a Viva Engage community. When you create a community, you automat-
ically become the owner of that community.
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How to do it...

To create a Viva Engage community, do the following:

1. Gotowww.office.comand select Viva Engage.

2. From the left pane, select Create a community.

Create a New Community

Name *

| lName your community

Description

Describe this community to others

150 characters remaining
Members

Add people by name or email

Settings

Internal: To collaborate with people inside your organization.

Public: Anyone in your network can view and join this community.

Figure 21.7: Creating a Viva Engage community

Edit

Create


http://www.office.com
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3. Provide a community name and add members.

4. Specify the privacy settings by clicking on Edit.
Create a New Community X

Name *

Name your community

Description

Describe this community to others

150 characters remaining
Members

Add people by name or email

Edit settings
Internal or External

Internal: To collaborate with people inside your organization. W

Select public or private community

Public: Anyone in your network can view and join this community. v

Create

Figure 21.8: Viva Engage privacy settings

5. Click Create.

How it works...

Viva Engage communities can be created either to collaborate or socialize with internal staff or ex-
ternal vendors or partners. In some organizations, admins can turn off the ability to create external
communities.
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While creating a community, you can specify its privacy setting.

Create a New Community X

Name *

Name your community

Description

Describe this community to others

150 characters remaining
Members

Add people by name or email

Edit settings
Internal or External

Internal: To collaborate with people inside your organization. v

Select public or private community

Public: Anyone in your network can view and join this community. v]%

Public: Anyone in your network can view and join this community.

Private: Only approved community members can view or participate.

Figure 21.9: Community privacy

«  Internal: This option only allows members who are part of your organization to join.

«  External: This option lets you invite people from outside the organization. This could include
vendors, partners, etc.

«  Public Access: This option lets anyone within the organization post messages, pictures, videos,
and other content to the community.

«  Private Access: This option only lets members of the community post messages and other
content to the community.
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See also
«  The Joining a Viva Engage network recipe in this chapter

«  The Inviting external members to your network recipe in this chapter

Joining a Viva Engage community
To join a Viva Engage community, you must first have a Viva Engage account. If you do not have an

account, you can create one by signing up with your work email address or by creating a new email
address specifically for your Viva Engage account.

Once you have an account, you can search for communities to join by using the search bar on the
Viva Engage home page. You can search for communities based on keywords or topics related to your
interests or job responsibilities. You can also browse through the recommended communities provided
by Viva Engage or view communities that are popular among your colleagues.

When you find a community that you would like to join, simply click on the community name to view
the community page. From there, you can request to join the community by clicking on the Join
button. The community administrator will receive your request and can either approve or deny your
request to join.

If you are already a member of a community and want to join another community, you can repeat
the search and request process to join the new community. Viva Engage allows you to join multiple
communities simultaneously, giving you the flexibility to participate in discussions and collaborate
with colleagues across various groups and topics.

Getting ready

By default, you can join any community within your organization. However, certain communities may
be private, which limits the membership to a selected set of individuals. To join these communities,
you need to send a request to the administrator.

How to do it...

To join a Viva Engage community, do the following:

1. Login tothe Viva Engage home page.
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2. Use the search bar to look for a community.

Yammer £ it All Yammer v X

People
® Sudeep Ghatak (Theta)

Q IT Alerts
@ Home Feed
9 Inbox Q I]’ Helpdesk
IT Services
& Communities e
Favorites e

Q Communities

Improve your Yammer experience

by creating a list of your favorite Useful Tips

communities. This is a page where you can get useful tips that will help you in your ever...

Post It Note
N& Connect with colleagues to ask questions, look for advice or ideas.

s Buy / Sell And Trade
My communities - This is where you can buy, sell, trade or give away personal items. Our ver.
& Community News Show more results

Figure 21.10: Search for a Viva Engage community

3. Viva Engage will suggest communities based on your connections and the communities you
have already joined. Click Show more results to see the full list of communities matching

your search criteria.

How it works...
When you join a community, you will start seeing posts from the members of that community on your
Viva Engage home page.
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Viva Engage is closely connected to Outlook, so you will keep getting notifications when there is any
activity within your community. Sometimes, your Outlook inbox can get too busy if you have joined
several communities. You can, in that case, customize your preferences to reduce the email clutter.
You can update your preferences by clicking on the gear icon in the left-hand pane and choosing Edit
settings:

New Yammer @D QL © v 6 ?  Sudeep Ghatak (T... lﬁ
Settings X

Yammer

Edit settings

Manage delegate settings
Edit network admin settings
Manage desktop notifications

Choose skin tone for reactions

Themes

Language and time zone

Change your language —>

Password

Change your password —>

Figure 21.11: Viva Engage personalization settings
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By clicking on the Notifications tab you can personalize your settings, specifying what you want to
get notifications for:

Account Settings

NETWORKS MY APPLICATIONS NOTIFICATIONS PREFERENCES

Select the network you'd like to change your notification settings for:

» Emerge Aotearoa

Email me when...

There are updates from my groups (daily)

| receive a message in my inbox (i) Learn more

| get new followers

B | install a new application

I log in from somewhere new

| post a message via email (This will send a confirmation email.)
Someone invites me to a group

Someone likes messages | posted (daily)

Someone requests to join a private group | administer

There are highlights from groups | haven't joined (weekly)

There are new suggestions for people to follow (weekly)

There is new activity in the following groups:
To stay updated on your communities, admins may still send announcement notifications by email. Learn more.

O All Company

3 Books/tv/podcasts and more
O Buy / Sell And Trade

O Community News

O Post It Note

Save

Figure 21.12: Viva Engage notification settings

See also
«  The jJoining a Viva Engage network recipe in this chapter

»  The Inviting external members to your network recipe in this chapter

Using the home feed

The home feed is the section where all the posts that are relevant to you will appear. This includes
posts from your colleagues, any announcements, and content that is trending. Your home feed is
tailored to you depending on the communities and people you follow, as well as the posts you have
shown interest in. This recipe describes how you can use the home feed.



218 Viva Engage

Getting ready

All Microsoft 365 users that have joined a Viva Engage network can access the Viva Engage home feed.

How to do it...
To access the home feed, do the following:

1. Gotowww.office.com,search for Engage, and select the app from the suggestions as you type:

<_.

Apps

Engage

engage

Suggested searches

O engagement and registration metrics

O engagement

Show more results

Figure 21.13: Accessing Viva Engage

2. The home feed appears on the center of the page by default, and you can also access it by
clicking Home Feed on the left-hand menu. The following screenshot shows how it appears:

@ Megan Bowen e Share thoughts, ideas, or updates
Home Feed | -~
p— a Discussion n Question Q Praise |E Poll

& Communities

Recommended person Isaiah Langer posted in [\{E]E@ d?G}IB

Favorites ml Isaiah Langer
16h ago

Figure 21.14: Viva Engage home feed

Q Sales 20+

How it works...

Viva Engage’s home feed uses Al to curate content for you. Behind the scenes, it trains a model that
learns from your choices and presents relevant activity. For example, if you follow a particular user,
Alice, Viva Engage might occasionally show you a post from Alice’s colleagues or her manager. It then
monitors your reaction to find out whether these posts are of any value to you. If you like these posts
or comment on them, it will start showing you other posts from those users in the future. Not just
that, you will also notice that the home feed changes during the day, even though you haven't taken
any action. This is because Viva Engage’s algorithm arranges the feed in order of importance and
relevance at that time of the day.


http://www.office.com
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See also
+  The Following people and topics recipe in this chapter
«  The Posting messages recipe in this chapter

«  The Tagging colleagues recipe in this chapter

Following people and topics

Viva Engage generally displays posts from the communities you have subscribed to. However, you can
follow specific people or topics instead of joining a community. As an example, you might be inter-
ested in what Kim, the marketing manager, has to say but you don’t want to join Adele’s “Marketing”
community because there will be posts that the marketing team publishes that are of no interest to
you. When you follow someone on Viva Engage, messages that they post will show up in your feed on
your home page under Following.

You can also follow specific topics. Topics are created in Viva Engage with hashtags, such as #hrupdate.
In this recipe, we’ll explain how you can follow people and topics.

Getting ready

You can follow anyone within your company, along with any topic that has been hash-tagged.

How to do it...

To follow a person, do the following:

1. Use the search bar to find who you want to follow and click on their profile.

Sg Contoso Electronics ~ Yammer £ adeld l X

People
® Megan Bowen @
i Adele Vance
@ Home Feed Retail Manager
&l Inbox @ —J Show more results

Figure 21.15: Search for a person

2. Click + Follow:
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-+ FoJIow

Adele Vance Followers 3 Following 2 B «©

All Activity

Figure 21.16: Follow a person

3. To follow a topic, search for the topic or click on the hashtag within a post:

an .
oo Contoso Electronics Yammer

All Yammer ~ X

@ Megan Bowen Sea rCh ReSU[tS
Results for sales
Home Feed
B Inbox Conversations Communities  People  Files | Topics

& Communities
Date v

Favorites Sales

14 followers

< Sales 20+

Figure 21.17: Search topic

4. After picking a topic, click Follow on the right side of the screen.

Q

(o] 2
' Contoso Electronics Yammer P Search _
@® Megan Bowen @ Sales [

13 follow
Home Feed 3 followers

Figure 21.18: Follow topic
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How it works...

By following a person or a topic, you are requesting to be notified about any activity they have been
associated with. This is a good way of subscribing to a topic or specific people within the company
that you are interested in without joining multiple communities. Companies can use hashtags to
create specific topics, such as #shareprice or #employeeofthemonth, to keep staff informed about
what’s going on.

See also
«  The Using the home feed recipe in this chapter
+  The Posting messages recipe in this chapter

«  The Tagging colleagues recipe in this chapter

Posting messages

Viva Engage gives you the opportunity to share your ideas and opinions with the rest of the company.
Viva Engage allows you to post messages, images, announcements, and run polls. If you want, you can
associate your message with a topic. You'll learn more about posting messages in this recipe.

Getting ready

Anyone in the company can post a message. They can post messages to All Company or any publicly
available community.

How to do it...

To post a message, do the following:

1. Go tothe Viva Engage home page.

2. Choose the community you want to post the message to.

\/V If you post a message without selecting a community from the navigation bar, it
is posted in the All Company community by default.



222 Viva Engage

3. Type your message in the text box provided on the home page:

@ Share thoughts, ideas, or updates

l?.g Discussion n Question Q Praise E Poll

Figure 21.19: Post a message

4. You can also upload an image or run a poll and post it in a community:

What is your question?

@ Answer 1
@ Answer 2
@ Answer 3

;ﬁ Add people

|= B I @

L]
Il
m

v @ Ask

Figure 21.20: Add a poll

\/;ﬂ/> Only community administrators can post announcements in Viva Engage.
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How it works...

The message posted appears on the home page of the community it was posted to. The section in
the left-hand panel of the home page displays the total unread posts in the community. This is how
subscribers of the community know that new posts are available to read:

My communities

No

) Legal 20+

o
5
as

o

Annual Customer Con... 20+

o
9o

IT Support 20+

ao
%o

Sales Opportunities 20+

0y
LS

Contoso Life

o
%o

Safety

a0
LS

Ask HR

0o
0%

Office 365 Adoption

0o
9%

CEO Connection

o
%

Leadership

0o
9%

All Company

© Create a Community

Figure 21.21: Notifications to subscribers

The Praise option lets you praise someone in your network who shared something helpful, or to
celebrate a success.
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T~

ﬂ Grady Archie X |

Share what they've done.

RCE. Add community

R B I @

i= E 0 B = Praise

Figure 21.22: Praise someone

The Question option lets you request answers to a problem you might be having. You can post a ques-
tion to one or multiple communities.

What is yodr question?

;XQ, Add community

a e B I Rl = @ C G Ask

Figure 21.23: Posting a question
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You can share an existing post to other communities by using the Share option. This lets you preserve
comments that were posted under the original conversation (shown in the following screenshot):

Megan Bowen
Seen by 3
Wed at 5:22 AM

Hi all, for those who did not see the excellent @LynneR presentation on the #zt2000
series last week, there will be a repeat performance next Thursday in the Marketing main
conference room. She did an excellent job, and | urge you to attend. #zt2000

Zt2000

5 Like [ Comment & Share Alex Wilber

Figure 21.24: Share a post to other communities

The members can choose to respond to messages from the Viva Engage portal by just replying to the
Viva Engage notification in their mailbox.

You can also post a message in Viva Engage by simply replying to the notification email. When you
reply to the email, it is posted in the same conversation thread.
See also

«  The Using the home feed recipe in this chapter

The Following people and topics recipe in this chapter
«  The Tagging colleagues recipe in this chapter

Tagging colleagues

Tagging your co-workers is a good way of drawing their attention. When you tag a colleague, they
receive an email notification and a notification in Viva Engage.

In this recipe, we will learn about tagging your colleagues to stay connected.
How to do it...
To tag someone, do the following:

1. Go tothe Viva Engage home page.

2. Compose a message and mention the person you want to tag by typing @ followed by their name:
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®  SharePoint

Its been a long week. How about a team lunch @al 85 charapoint
Alex Wilber

e
Marketing Assistant
9

Allan Deyoung

IT Admin

;ﬁ Add people

= 8 v 3 @ m

<
o
~
@
1]

Figure 21.25: @mention People

3. You can also tag an individual or an entire community in the area highlighted in the following
screenshot:

Its been a long week. How about a team lunch

;8, ii\x![i community
Sales
~ # This is the Contoso Sales Group. Please .. Post
ea’ Marketing
This group is all about Marketing! How ...
CSAT
Recc

The CSAT group tracks and discusses all...

Figure 21.26: Tag an individual or community

How it works...

Tagging an individual notifies that person through an email. If you tag an entire community, everyone
in the community receives an email. You can invite people from outside the community you are post-
ing the message to. This feature is useful if you need to bring an expert into an existing conversation.

See also
«  The Using the home feed recipe in this chapter
«  The Following people and topics recipe in this chapter

+  The Posting messages recipe in this chapter
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Inviting external members to your network

Viva Engage lets you invite external people to a conversation, allowing you to get feedback from experts
outside the organization as well. This feature is handy for inviting customers, vendors, and suppliers
to a conversation. As a security measure, Viva Engage makes everyone in the community aware that
an external member has been added to the conversation. This recipe explains how you can invite
people from outside your organization to your Viva Engage network.

Getting ready

You can invite anyone (with a valid email address) to a conversation.

How to do it...

To invite someone, do the following:

1. Go tothe Viva Engage home page.
2. Compose a message and provide the email address of the person from outside your organiza-
tion that you want to add:

How should we plan Christmas this year?

‘q% sudeep.ghatak@thetaco.nz{

i
1l
@
e
<
6J
B

3 i B /I @©

@ Your message will be visible to people outside your network.

Figure 21.27: Tag an external person

3. Post the message.

How it works...

When an external member is invited to a conversation, they can participate and view all the messag-
es in the thread. If the thread is too long, other members of the community might not realize that
someone outside the company is following their conversation. In order to circumvent the issue, Viva
Engage adds a globe symbol, along with a note on all future responses making it clear that the reply
will be visible to people outside the network.

The external member receives an email notifying them that they were mentioned in a Viva Engage post.
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If they have a Viva Engage account, they will receive a notification on their Viva Engage home page
as well. They can respond to the message by simply replying to the Viva Engage email or replying via
the Viva Engage portal.

See also
«  The jJoining a Viva Engage network recipe in this chapter

«  The Joining a Viva Engage community recipe in this chapter

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(33

-
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Planner

Planner is a visual tool that helps you organize your team tasks. It helps you stay on track, thereby
making it easier to manage an ongoing project.

Planner is not a comprehensive project-management solution like Microsoft Project, but it provides
lightweight task-management capabilities, such as creating tasks and assigning them to team members,
specifying due dates, sharing files, having conversations, and more.

Here are a few examples of how Microsoft Planner can be used:

Project management: Microsoft Planner can be used to manage a wide variety of projects, from
simple tasks to complex projects with multiple team members and deadlines. You can create
a plan for each project, set up different buckets to group tasks by status, and assign tasks to
team members. This can help you stay on top of all the moving pieces in a project, and ensure
that everyone is on the same page.

Event planning: If you are planning an event, such as a conference or a wedding, Microsoft
Planner can help you keep track of all the details. You can create a plan for the event, set up
buckets for different stages of the planning process (such as “venue,” “catering,” and “guest
list”), and assign tasks to team members. This can help you stay organized and ensure that
everything is in place for the big day.

Content creation: If you are creating content, such as blog posts or videos, Microsoft Planner
can help you stay organized and on schedule. You can create a plan for each piece of content,
set up buckets for different stages of the creation process (such as “research,” “writing,” and
“editing”), and assign tasks to team members. This can help you ensure that your content is of
high quality and delivered on time.

Personal task management: Microsoft Planner can also be used for personal task management,
such as organizing your daily to-do list or planning a vacation. You can create a plan for each
task or project, set up buckets for different categories of tasks (such as “work” and “personal”),
and assign tasks to yourself. This can help you stay organized and focused, and ensure that
you are making progress on your goals.
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Planner lets you visualize your tasks by allowing you to sort your project tasks by team member, task
status, or task bucket, all from the same screen. It does this by laying all your task items on a planner
board, which is like a dashboard that displays all of the tasks in a given plan.

Diving deeper into it, you might want to group tasks together based on an attribute, such as the task
status or project phase. As we will learn in this chapter, you can achieve this by creating buckets within
a board, which let you add cards representing individual tasks. You can move cards from one bucket
to another by dragging them or simply by updating the bucket within the card. We will explain this
with screenshots throughout the chapter, where it will be easy to visualize how this works.

You can manage all your plans via the Planner Hub page. The Planner Hub also provides a visual chart
of the completed and ongoing tasks. Team members can have task-specific conversations within each
card. They receive notifications when a new task gets assigned.

Planner integrates with other Microsoft 365 apps, such as Teams and Microsoft 365 Groups. Together,
they offer a rich user experience. Planner is available to customers with Microsoft 365 Enterprise
E1-E5, Business Essentials, Business Premium, and Education subscription plans. So, let’s get into it.

We will cover the following recipes in this chapter:

+  Creating a plan
«  Creating tasks
+  Assigning tasks
+  Adding items to the checklist
*  Managing a plan
+  Deleting a plan
By the end of this chapter, you will be able to perform the basic functionality available on Planner,

understanding how it works and how you can apply it in your organization for smoothly managing
projects.

Creating a plan

Planner can be used to manage an event, research new ideas, track a project, prepare for a customer
visit, or just organize your team more effectively.

You begin by creating a plan. There are several ways in which you can create a plan. One obvious way
is to create the plan through the Planner home page. Plans also get created indirectly if you create a
team in Microsoft Teams or a group within Microsoft 365 Groups.
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Getting ready

In order to create plans, you should have permission to provision a Microsoft 365 group. Administrators

can disable this feature in some organizations; however, Microsoft 365 does allow you to selectively
grant Microsoft 365 group creation rights to individuals or groups.

How to do it...

To create a plan from the Planner app:

1. Loginto https://office.comusing your Microsoft 365 account.

2. Click on Planner.

3. Click on New plan:

(&

? Contoso Electronics

Planner

+  New plan

O Planner hub

o Assi

=) ssigned to me

Pinned ~

Recommended A

@ Event Plan

O Event Plan

@ Mark 8 Project Plan
n Product Launch Event

Recent N

@ Mark8 project tracking

Welcome Megan Bowen

@ ’?

Planner in your pocket

Capture tasks, update progress, continue conversation

m —‘—J_Iﬂ_ Get the app

Pinned

Recent Recommended  All %

Mark8 project tracking
Mark 8 Project Team

Figure 22.1: Creating a new plan
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4. Give your plan a name and click Create plan:

New Plan X

Road Show

Add to an existing Microsoft 365 Group

Privacy
O Public - Anyone in my organization can see plan contents

@ Private - Only members | add can see plan contents

Options N

Group description

Optional group description for new members

Create plan

Figure 22.2: Plan permissions

It’s as easy as that - you have successfully created a plan. Now we will look at the Public and Private
options presented in the above screenshot.

How it works...

While creating a plan, you can specify whether the plan is public or private:

«  Public plans will be visible to everyone in your organization.

«  Private plans will only be accessible to members that you add to the plan.

Creating a plan triggers actions in several other apps. You get a Microsoft 365 group to collaborate on
your plan, a notebook is created for the group in OneNote, and your group gets a mailbox in Outlook,
a calendar, and a SharePoint site.

If you already have a Microsoft 365 group and want to create another plan, then this can be done by
associating the new plan with your group using the Add to an existing Microsoft 365 Group option.

After the plan is created, you will be taken to the Board view (landing page) of the plan.
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The board displays all the cards grouped together in columns (known as buckets). Buckets can be
project phases, task categories, or any other type that you would like to categorize the tasks by, as
shown in the following screenshot:

c Road Show ¢ Board Charts  Schedule --- Members \  Filter (0) ~  Group by Bucket \/
Road Show
To do Add new bucket
Yy

Arrange travel

@ 08/21

Book a venue

@ 08/20

Figure 22.3: Planner Board view

The Charts view shows how your plan is progressing. It provides some basic visuals to show what’s
complete, in progress, not started, and late. It also displays the task count in a bucket. You can also
create tasks in this view:

RS Road Show W Board Charts Schedule --- Members \  Filter (0) ~  Group by Bucket v/
Road Show
Status Bucket Tasks
To do 7N
2 3 Arrange travel
Tasks left B o/21
e Book a venue
(M 08/20
1
® Not started 2 Completed v
@ In progress 0
o L 0 0
Ate Todo N
® Completed 0

Figure 22.4: Planner Charts view
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The Schedule view displays team tasks and also lets you create tasks within a calendar, as shown in
the following screenshot:

B Road Show ¢ Board Charts Schedule --- Members \/  Filter 0) \  Group by Bucket v/
. Road Show
i
<{ > August 2019 Vv Week Month Unscheduled tasks
Sunday Monday Tuesday Wednesday Thursday Friday Saturday +
28 29 30 31 1 2 3 To do A
4 5 6 7 8 9 10
Completed '\
1 12 13 14 15 16 17
18 19 20 21 22 23 24

Book aven.. Arrange tra...

25 26 27 28 29 30 31

Figure 22.5: Planner Schedule view

If you click the ellipsis (...) icon, it reveals several options in the context menu, as shown in the fol-
lowing screenshot:

Road Show £ Board Charts  Schedule
Road Show
Conversatio
Status Bucket Members Priori
Fnles
1 - 1
Notebooke
Sites
0 Pin
Tasks left
Copy plan 0
Export plan to Excee
Copy link to plan 9
Plan settings @
® Notstarted 0 Add plan to Outlook calendarm
@ In progress 0
@® Late 0
@® Compleed 0

Figure 22.6: Planner options
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The list below explains the options in the context menu, with numbers corresponding to those in
Figure 22.6, respectively:

Conversation: This takes you to the mailbox for the Microsoft 365 group that sits behind the plan.

2.  Members: By clicking on this, you can share a plan with your colleagues. It takes you to the
Microsoft 365 Groups page where you can add new members using the Add member option.

3. Files: Takes you to a SharePoint document library where all the group documents are stored.

4. Notebook: Allows you to access the group’s OneNote document.

5. Sites: Takes you to the SharePoint site sitting behind the plan.

6. Pin: Lets you mark the plan as a favorite so that you can easily find it.

7. Copy plan: Lets you clone the plan as a public or private plan. The copy option copies the tasks
(along with the task artifacts) associated with the plan.

8. Export plan to Excel: Lets you export the Planner task into Excel in case you want to share
these tasks with an external member or someone outside your organization.

9. Copy link to plan: Copies the link to the plan, which you can bookmark (if you want to). Note
that this is not the preferred way of saving links for future reference. Instead, you should mark
a plan as a favorite.

10. Plan settings: Lets you change the plan name and privacy settings or delete the plan.

11. Add plan to Outlook: Lets you add your Planner tasks to your Outlook calendar by adding a
subscription.

See also

Creating tasks, in this chapter

Adding items to the checklist, in this chapter
Managing a plan, in this chapter

Deleting a plan, in this chapter

Creating tasks

A plan is no good if it doesn’t have any actions. The individual action items in a plan are created as

tasks. The tasks in a plan appear as cards. Every card represents a unique activity with an optional
due date and an assignee. Tracking the individual cards on the board lets you track the progress of
your plan holistically.

Getting ready

Individual tasks can be created by the members of the Microsoft 365 group associated with the plan.

How to do it...

The following are the steps to create a new task in Planner:

1.
2.

Login to https://office.com using your Microsoft 365 account.

Click on Planner and choose the plan you are working on.
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3. Click on the + symbol on the board below the bucket name:

= Road Show ¢ Board Charts  Schedule
' Road Show
i
To do Add new bucket

3

Arrange travel

08/21

Book a venue

08/20

Figure 22.7: Add a task with the + button
4. Give your task a name and provide a due date (optional) and assignee (optional):
X

Call Venue coordinator

Set due date

R, Assign

Figure 22.8: Due date and assignee are optional while adding a task
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Click Add task.

6. The task appears on the board. Click to open it.

You can now set a start date for the task as well as update the due date, as shown in the fol-

lowing screenshot:

Road Show

O call Venue coordinator

Last changed moments ago by you

coo Assign
() Add label
Bucket Progress

To do v O Not started
Start date Due date

Start anytime Due anytime
Notes

Type a description or add notes here

Checklist
O Add an item

Attachments

Add attachment

Priority

® Medium 2

Figure 22.9: Option to update the task with a start date and due date

8. Enter the task description. Planner autosaves your task properties.
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How it works...

A Planner task offers several features that let you manage your task in an efficient manner. You can
add a due date to the task, which lets you manage the overall plan. Planner lets you specify a task start
date so that the project manager can determine which tasks are in progress and which ones are yet to
be started. You can mark the task as complete by clicking on the checkbox next to the task name, as
shown in the following screenshot:

Arrange travel

04/01 o

(1

-

() Book Conference hall

= 0/3

03/30 B

Figure 22.10: Checkbox to indicate that a task has been completed

The card also lets you clone a task. This can be done either from the Board view or from within the
Task view:

(O Book Conference hall ‘“
oo Aoeorion] >

o .
03/30 <o Assign

O Copy task

(O Ccall Venue coordinator
G Copy link to task

— Move task

@ Delete

Figure 22.11: Copy task from More options, on the right of the task name
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See also
. Creating a plan, in this chapter
«  Adding items to the checklist, in this chapter
*  Managing a plan, in this chapter
«  Deleting a plan, in this chapter

Assigning tasks
Tasks let you keep a digital reminder of work activities you need to complete by a given due date.

Planner lets you create tasks from the Board view without having to assign an owner. If you simply
specify a task name and press Enter, a task gets created without an assignee.

You can see the tasks that don’t have an assignee by grouping the tasks by Assigned to.

Getting ready

All members of the Microsoft 365 group that is associated with the plan can add task assignees.

How to do it...

You can assign a group member by doing one of the following:

. Update the task.

+  Drag the card in the Assigned to view.

Both methods are explained in the following sections.

Updating the task

The following are the steps to update a task:

1. Loginto https://office.com using your Microsoft 365 account.
2. Click on Planner and choose the plan you are working on.

3. Click on the task name.

4. Click Assign.
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5. Atext box appears with the list of group members below it:

Prepare advertising material
Last modified 2 days ago by Megan Bowen

R, A“i%

Start date

started Start anytime

Attachments

Add attachment

Figure 22.12: Updating a task by assigning members to it

6. Click on one or more group members to assign a task to them.
7. Close the task by clicking the X icon.

Dragging the card

You can also update a card by dragging it across to a bucket, as follows:

1. Loginto https://office.comusing your Microsoft 365 account.
2. Click on Planner and choose the plan you are working on.

3. Switch the Group by option to Assigned to, as shown in the following screenshot:
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%%0@ +1 Members ~  Filter (0) ~~  Group by Bucket v~

v Bucket

Progress

Due date

Labels

Figure 22.13: Updating a task by moving it to an assignees bucket

4. Drag atask from one person’s bucket to another. The task assignee gets updated.

How it works...

Planner notifies assignees of the task when they have been added. Planner tasks can be assigned to
one or more group members. You can also assign people who are not part of your group by specifying
their email addresses.

L

_,@\_ Remember, you cannot assign tasks to people outside your organization.

7/

See also
«  Creating tasks, in this chapter
*  Adding items to the checklist, in this chapter

Adding items to the checklist

Adding tasks on the board meets just one objective. After the tasks get created, they need to be moni-
tored and managed. This is done by organizing the tasks in categories known as boards and tracking
the progress of a task by creating checklists within them. For instance, booking a conference room
task might involve finalizing the conference date, calling the owner, negotiating a price, and so on.
These can be treated as subtasks and can be tracked via a checklist.

Getting ready

Checklists can be added by the members of the Microsoft 365 group associated with the plan.
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How to do it...
You can add the checklist items by going through the following steps:

Login to https://office.com using your Microsoft 365 account.
Click on Planner and choose the plan you are working on.

Click on a task.

Go to the section that says Checklist.

Add a checklist item where it says Add an item.

Type in a checklist item and simply press Enter.

N ok wd

Check the Show on card option, as shown in the following screenshot:

Book conference venue

Last modified 8 minutes ago by you

/Q+ Assign
Bucket Progress

To do 4 O Not started v
Start date Due date

08/18/2019 08/29/2019
Description Show on card D

Some needs

VZ

Checklist0/ 3 Show on card D

[ ] Finalize the conference date
E] Call the owner

[] Negotiate a price

Figure 22.14: Adding items to a checklist
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8. The tasks can be labeled with a color that lets you easily identify a task—for instance, all tasks
related to a conference venue, such as arranging food, organizing a projector, and so on, can
be labeled with a pink color:

X
Road Show
(O Book Conference hall

Last changed 18 minutes ago by you

coo Assign

0 ISearc 1 for label

Buc Pink V4 - Priority

To Red Vi ed v ® Medium %
Stag Yellow VZa

% Green VZ

Not " gjue Y

B4 Purple Vd

Bronze VZa Z

Che Lime 7 (O Show on card
O Taskiren 5 I
O Task 2
O Task 3
() Add an item

Figure 22.15: Color coding tasks to make them identifiable
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How it works...

While adding items to a checklist, if you check the box that says Show on card, then the incomplete
checklist items roll up to the Task view. A tiny graphic appears below the rollup section that displays
how many of the checklist subtasks have been completed:

Book conference venue Road Show ¥ Board Charts Schedule ---
Last modified 15 minutes ago by you RS R Sy o
R Assign To do Add new bucket
> ge
Bucket Progress +
To do 7 O Not started N
Start date Due date R, Assign

08/18/2019 B 08/29/2019 i
Add Task
Description Show on card [] _
Some needs ‘ Book conference venue

[ Finalize the conference date

O callthe owner
N

Checklist 0/3 Show on card Olitveasts
egotiate a price

[ Finalize the conference date
[ call the owner Qo2 @03

D Negotiate a price

O

Figure 22.16: Completed tasks are not shown in the rollup section

As we can see, the completed checklist items don’t appear in the rollup section. If we look at the Task
view, however, they appear with a strikethrough:

Road Show
(O Book Conference hall

Last changed moments ago by you

coo Assign

) Add label

Bucket Progress Priority

To do v O Not started v e Medium v
Start date Due date

03/17/2022 03/30/2022

Notes

Type a description or add notes here

4

Checklist 1/3  eo— (3 showon card
QO Finalize Conf Date
(O Call the venue owner

@ wegotiateaprice
O Add an item

-
53

Figure 22.17: Completed tasks appear with a strikethrough in the Task view
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See also
. Creating a plan, in this chapter
«  Creating tasks, in this chapter
*  Managing a plan, in this chapter
«  Deleting a plan, in this chapter

Managing a plan

Planner has various features to track and manage your plan. This includes using charts and dash-
boards. You can view the plans and tasks by bucket, progress, due date, and labels. Planner also lets
you visualize statistics related to completed and unfinished tasks.

Getting ready

Plans can be managed by the members of the Microsoft 365 group associated with the plan.

How to do it...
To manage a plan, go through the following steps:

1. Logintohttps://office.comusing your Microsoft 365 account.

2. Click on Planner and choose the plan you are working on.

3. Click on the Board view to see the tasks organized by bucket.

4. Drag the Collect feedback card to the Post Conference Tasks bucket:

. Road Show ¢ Board Charts  Schedule --- ﬁ @@ (} +1 Members N/ Filter0) \~ Group by Bucket \/
. Roadhow
I Conference Preparations Conference Presentations Post Conference Tasks I Add new bucket
+ + +

Arrange travel for delegates Send thank you note

Test Wifi

8 0g/21
@ Due 08/30
@ Debra Berger .ﬁ Alex Wilber
8 (} Christie Cline
]
Collect feedback Review feedback
Add Task
[ Print feedback forms
[ create a site to gather feedback digitally Arrange photographer
@ Debra Berger
B8 08/2¢
B2 08/20 0/2
Meaan B Settle speaker dues
@ Christie Cline egan Sowen
Check audio in lecture rooms
. Megan Bowen
Hide completed 1 A £ 08730
" 0@

[ Finalize the conference date

[ call the owner

20829 R13

@ Completed by Megan Bowen on 08/18

Figure 22.18: Dragging a task card from one bucket to another
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5. Click on the Charts view to see the tasks by status. We can see that we have an unassigned task.

Let’s assign it to someone:
Road Show 7 Sowd  Chars  Schedule - ﬁe@e +1 Members o fiter(®) v GroupbyBucket

Status Bucket Tasks
Conference Preparations A

Prepare advertising materia

Arrange travel for delegates

| | © oo

N o - &
—

Conference Presentations A

Members Check audio in lecture rooms

Megan Bowen Post Conference Tasks A

Alex Wilber Send thank you note

& weowiver

Coliect feedback

Figure 22.19: Unassigned task shown in the Charts view
6. Click on the Unassigned section. This will filter all the tasks that do not have an assignee:

Road Show % Board Charts  Schedule --- 0O v mwn v ety

i
Status Bucket Tasks.
Conference Preparations. ~

Prepare advertising material

. 1 s
o 1
o
p—— 0 Conferencl Presentations ~
Post Confirence Tasks A
onferenc Con ! postc
Complegla v
Members
! 1

Figure 22.20: Clicking on the Unassigned section shows specific tasks without an assignee

7. Assign a member to the unassigned task by clicking on the context menu:



Chapter 22 247

Road Show ¥ Bosd|l | Charts’ Schedhuie’! *~ %@@e “1 Members v Fiter() v Group by Sucket v
e Road Show —

Status Bucket Tasks

Conference Preparations A

Prepare advertising material

Label

e
Conference Pr| _. @
Coprtask

Copy link to task

Post Conferen | Delete

Completed v
Members

Figure 22.21: Assign option found in the context menu of an unassigned task

8. Click on the Schedule view to see the tasks in a calendar.

9. To add a task on a certain date, just roll the mouse over the date and click on the + symbol:

Road Show % Board Chans Schedule =+ J“Q@Q <1 Members v Fiter() v Group by Bucket

<D August 2019 Week Month Unscheduled tasks
Sunday Monday Tuesday Wednesday Thrsday Friday Saturday
1 2 3 Conference Preparations A
Conference Presentations A
4 s 6 7 8 9 10
Post Conference Tasks A
" i ] “ 15 16 ” Completed v

B2 Conference Preparations ‘

" 19 2 2 i u

B3 Due 0815
Prepare sdvertising mater...
R, Assign
2 % 21 28 A0 ck 30 n

Figure 22.22: Clicking + allows us to add a task to a date

10. Specify the task name and press Enter.
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There's more...

Besides the three views we have gone over so far (Board, Charts, and Schedule), you can also visualize
the tasks by five categories: Bucket, Assigned to, Progress, Due date, and Labels. Let’s go over each
in turn:

+  Bucket: This is the default view where tasks appear under buckets. In our case, the buckets are
Conference Preparations, Conference Presentations, and Post Conference Tasks.

«  Assigned to: In this view, the tasks are laid out by the resource assigned to the task. You can
change the assignee by simply dragging the task under another person:

Pl Road Show 3 Board Charts  Schedule - ﬁ@@e 1 Members v Fiter() v GroupbyAtsgredto v/
Road Show =
d
Unassigned O Megan Bowen & Aex Wiber ° Blanca Pisani 9 Chvistie Cline

Settle speaker dues Send thank you note Check audio in lecture rooms

Post Conference Tasks

Figure 22.23: Visualising tasks with the Assigned to category

. Progress: This view lists tasks by their progress metadata. Tasks are listed as Not started, In
progress, and Completed. To complete a task, simply drag the task to the Completed section:

Road Show ¥ Board Charts Schedule - %@@@
i

Road Show

Not started In progress Completed
- - -
|}

Prepare advertising material Arrange travel for delegates )
Conference Preparations Conference Preparations Conference Presentations
(3 os/1e o [@osnt [ 08/29
Send thank you note @ Debra Berger e Completed by Megan Bowen on 08/18
Post Conference Tasks »

[ prepare Thank you note
Conference Preparations

[ Send an email to all attendees
[ Finalize the conference date

[ Archive the information for the event next
[ call the owner

Hoss
(@ 08729 73
'ﬁ Alex Wilber
@ Completed by Megan Bowen on 08/18

Review feedback

Post Conference Tasks

@ Debra Berger

Figure 22.24: Visualising tasks with the Progress category
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+  Due date: This view lays out the tasks according to the delivery date. There are five standard
categories that a task can fall under:

. Tomorrow
«  This week
. Next week
. Future

. No date

The tasks move under the appropriate heading if the due date is modified. This view is good

to use to filter tasks that don’t have a due date assigned:

Road Show 7

Road Show
i

RS

Tomorrow

Prepare advertising matenal

Conference Preparations

Board Charts Schedule ---

This week

Arrange travel for delegates
Conference Preparations

@ Moaz

@ Debra Berger

Collect feedback
Post Conference Tasks
[ Print teediack forms

F Create a site to gather feedback digitally

9 aars

9 Christie Cline

Next week

Arrange pholographer
Conference Presentations

0 Megan Bowen

Book conference venue
Conterence Preparations
[0 Finskze the conterence date

[ Cat the owner

@

Figure 22.25: Visualising tasks with the Due date category

«  Labels: Labels are useful in identifying the tasks visually. You can use labels to group tasks by
an attribute relevant to the plan. You can add more than one label to a task:

Board Charts Schedule ---

B Conference Venue

Arrange travel for delegates

Conference Preparations

@ Dos2

@ Debra Berger

Book conference venue

Conference Preparations

[] Finalize the conference date

[ call the owner

Figure 22.26.

B Miscellaneous

Arrange photographer
Conference Presentations

3 08/29

g Megan Bowen

Review feedback

Post Conference Tasks

@ Debra Berger

000 -

[l Technical tasks

Check audio in lecture rooms

3
Conference Presentations
3 09/27
Prepare advertising material ’

Conference Preparations

3 08/19

: Visualising tasks with the Labels category
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See also
. Creating a plan, in this chapter
«  Creating tasks, in this chapter
*  Adding items to the checklist, in this chapter
«  Deleting a plan, in this chapter

Deleting a plan

Sometimes the plan falls through and is no longer relevant to the group or the team—for example, if
a conference gets canceled because the product that was meant to be launched at the event has been
discontinued. In such cases, you might want to delete the plan.

Getting ready

You need to be an administrator or group owner to delete a plan.

How to do it...
You can delete a plan by going through the following steps:

1. Logintohttps://office.comusing your Microsoft 365 account.
2. Click on Planner and select the plan you are working on.

3. Goto Plan settings by clicking on the ... icon:

Road Show 3% Board Charts Schedule - vs‘ @@(}
i

Road Show

Conversation

Conference Preparations Conference Presentati Members ost Conference Tasks Add new bucket
N Files 5
Notebook
Prepare advertising material Arrange photograph *'%° Send thank you note [

Add to favorites

GEoere 2 ¢ [ prepare Thank you note

. Copy plan [T send an email to all attendees
@ Megan Bowe
Book conference venue Export plan to Excel [ Archive the information for the event next
[ Finalize the conference date
= Check audio in lectuggGopYlink to plan o
Call the ow 5
all the omer Plan settings [y

@ 0s/27
Add plan to Outlook calendar % Alex Wilbes

0% '

% @ Collect feedback

[ print feedback forms

@os2e M3

Arrange travel for delegates [ create a site to gather feedback digitally

@ [osz
© oveveiee

Figure 22.27: Accessing Plan settings from the context menu of a selected plan
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4. On the Plan settings page, click on Delete this plan:

Plan settings

Road ShoM

Group email settings

Email is always sent to the group when a comment is made on a task. You can adjust more settings in
the Planner notifications settings

[] Send email to the group when a task is assigned or completed

Only group owners can change this setting.

To stop receiving any group messages, select "Don't receive any group messages” in group settings.

& Edit group

Delete this plan

Figure 22.28: Deleting a plan through Plan settings

5. You will be presented with a confirmation window. Check the box and click Delete:

Delete plan
You are about to permanently delete this plan and all of its tasks.

[ 1 understand that this plan and all of its tasks will be permanently deleted.

Delete Cancel

Figure 22.29: Confirmation window for deleting a plan

6. If you want to delete the group associated with the plan, click on the Edit group button from
step 4.
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7. On the Group settings page, click on Delete Group:

Edit group

Road ShoM

Group description

Road Show

Privacy
O Public - Anyone in my organization can see plan contents

@ Private - Only members | add can see plan contents %

il Delete Group

Figure 22.30: Deleting a group through Group settings

8. You will be presented with the following message. Check the box and click Delete:

Delete plan and Office 365 group

You are about to delete this plan, all of its tasks, and its related Office 365 group.

If you continue, everything related to this plan and group will be deleted, including:
¢ Conversations

Files (including files in SharePoint)

Notebooks

Planner tasks

Team in Microsoft Teams

(] 1 understand that all plan and group content will be deleted.

Figure 22.31: Confirmation window for deleting a group

The group and all plans associated with it will be deleted.

Cancel



Chapter 22

253

There's more...

A deleted plan cannot be recovered, so you should consult with other members of the group before
taking action. If you are deleting the group attached to the plan, then you will also lose all the conver-
sations and group files. If your concern is that too many plans appear on your Planner Hub, then you
could instead leave the plans you don’t want to be involved in.

This can be done via the Plan’s context menu, as shown in the following screenshot:

Road Show ¥
i Road Show

Conference Preparations
!

+

Prepare advertising material

3 08/19

Book conference venue
[ Finalize the conference date

[ call the owner

@osze K13

¢« ®

Arrange travel for delegates

@ @os21

a Debra Berger

Board Charts  Schedule ---

Conversation
Conference Presentati Members
Files

Notebook

Welcome to Planner!

Sites

1 Create a task by clicking

LLERES S BIELEETY Add to favorites
5 Tip1af3 Copy plan
Export plan to Excel

Copy link to plan

Check audio in lectur

(@ 0g/27 Plan settings

0%

#0660

Post Conference Tasks Add new bucket

+

Send thank you note [ |
[ prepare Thank you note
[ send an email to all attendiees

[ Archive the information for the event next

o3

'ﬁ Alex Wilber

Collect feedback
[ print feedback forms

[ create a site to gather feedback digitally

@ 0872

@ Christie Cline

Review feedback

Eo

% Debra Berger

Figure 22.32: Reducing the amount of plans on Planner Hub by leaving plans instead of deleting them

\/V' This option is available to you if you are not an administrator. Administrators will not see
the Leave plan link.

If you are deleting the plan or group permanently, it is recommended that you back up or move your
files and conversations.

See also

«  Creating a plan, in this chapter

«  Creating tasks, in this chapter

*  Managing a plan, in this chapter
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Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5

-
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Microsoft To Do

Microsoft To Do helps you manage your individual tasks across a variety of user experiences, including
its web app in Microsoft 365, Outlook on the web, the To Do desktop client app, the To Do mobile app,
and the Tasks app in Microsoft Teams.

You can create tasks on your default list altogether or organize your tasks into categorical lists. If you
organize tasks into separate lists, you're also able to share that list with others.

In this chapter, we’ll focus on the independent web app’s interface for To Do, but note that the interface
and abilities across all experiences are very similar.

In this chapter, you will learn:

. How to create a task
. How to create a task list

. How to share a task list with others

How to create a task

This recipe will guide you through creating an individual task you intend to complete at a later time.
Perhaps it’s a deadline coming up, a reminder to end a subscription, or just a note you want to have
handy so it’s not forgotten.

Getting ready

There are no prerequisite steps to creating a task in To Do, other than having access via your Microsoft
365 subscription. It is included in most subscriptions and is enabled for all Microsoft 365-licensed
users by default. You can check specific subscriptions that include Microsoft To Do at https://packt.
link/To-Do-licenses. As long as you have one of the listed subscriptions (most subscriptions) and
an administrator hasn’t disabled the app for you, you may proceed.
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How to do it...
1. Go to Microsoft To Do (https://to-do.office.com/).

2. Immediately upon load, you’re ready to begin typing the name of your task. Type the task name
Complete statistical report, and press Enter or click Add:

/C)

= el My Day - T Sort [ Group  Q Suggestions

Thursday, October 12

©0: My Day

¥ Important 1 O Add a task

Planned 3 Q o Add
° .

& Assigned to me 1

Figure 23.1: The home page of To Do, featuring the My Day section

3. Select the newly created task to open its full details.
4. Select Remind me, and choose Tomorrow.

5. Select Add due date, and choose Tomorrow.
(O Complete statistical report w
4+ Add step

0-  Added to My Day

[ Remind me

Add due date

"

QO F Due

& Today Sun
O F

fe Tomorrow Mon

N—

2 + G Nextweek Mon
Add i @ Pick adate

Figure 23.2: The task details pane with the due date being selected
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6. Select Pick a category, and choose the Green category. Note that these category labels are the
same as your Outlook categories. To modify their names or colors, visit Outlook.

7. Your task autosaves each time you make a change, so once you’ve entered all the relevant task
details youd like, you're finished.

How it works...

Tasks are created simply with a name at first. After you've added a task, you can open it by selecting
it. When the task details panel is open you can add:

+  Importance (click the star - this adds the task to the Important menu option like a bookmark)
. Sub-steps (intermediate steps are required to complete the overall task)

+  Add to My Day or not (this is automatically added if the task is created on the My Day screen)
. Reminder

«  Duedate

«  Repetition frequency (Daily, Weekdays, Weekly, Monthly, Yearly, or Custom)

«  Categories (shared with Outlook and Teams)

«  Add file (attachments)

. Note (a multiline text field)

To complete a task, simply click the open circle to the left of the task name to check it off and mark
it as completed.

() Tasks
(O Add a task

B Lo &

© /Complete statistical report
-0- My Day -« Tomorrow + £} Tomorrow * O Green category

Figure 23.3: The circle for marking completion next to each task

You can uncomplete (undo marking the task as completed) a task by selecting the circle/checkmark
again.

There’s more...

When you first visit To Do, you’ll start on the My Day screen. My Day is used to display tasks due today
as well as any you've manually marked that you intend to complete today, regardless of their actual
due date. If your My Day screen is blank, select Tasks on the left navigation menu to see all of your
tasks, and mark some for My Day (right-click a task or open it, and then select Add to My Day).
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The other navigation options on the left side are:

+  Important (any task for which you've clicked the star, indicating it’s important)
+  Planned (any task with a due date grouped by relative time periods)
«  Assigned to me (tasks assigned to you in To Do or Planner)
«  Flagged email (Outlook integration, showing flagged emails as tasks)
Look in the right-hand corner of each page (My Day, Important, and so on) for options to sort or

group your tasks. For example, you may wish to sort your tasks on the Tasks page by due date and
group them by categories.

See also
. Create, edit, delete, and restore tasks: https://packt.link/manage-tasks
«  Microsoft To Do help and learning: https://packt.link/learn-To-Do

How to create a task list

This recipe will guide you through creating a new task list to organize particular types of tasks together.
A new list could be used to group tasks like Requisitions, Questions, Ideas, Project ABC, and Training and
Development, for easier navigation and smoother workflow.

Getting ready

There are no prerequisite steps to creating a task list in To Do, other than having access via your Mi-
crosoft 365 subscription. If you don’t see To Do in your apps, check with your administrator to see if
it’s been disabled.

How to do it...
1. Go to Microsoft To Do (https://to-do.office.com/).
2. Select New list on the left.
3. TypeProject Nexus for the list name, and press Enter.
4. Add three tasks, following the steps in the recipe How to create a task if you want to add addi-
tional details for each. Name them as follows:
a. Meet with stakeholders and gather requirements
b. Draft proposal
Cc. Present proposal and budget plan

5. Now that you have a separate list, Project Nexus, on your left navigation menu, you can keep
these tasks separate and organized for the duration of the project.

Notice how having lists (shown at the bottom of Figure 23.4) separated from your ongoing individual
navigation options in the upper-left can help you jump to a particular topic of focus easily.


https://packt.link/manage-tasks
https://packt.link/learn-To-Do
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= O My Day T Sort  [J Group
Thursday, October 12

0: My Day

¢ Important 1 O |add atask

Planned 3 o o

&  Assigned to me 1

R Flagged email 1

(A Tasks 7

Human Resources &2

IT Support

iii

Project Nexus &2 3

Figure 23.4: Standard navigation options and 3 user-created lists

How it works...

By creating multiple lists of tasks within To Do, you can stay more organized by having an extra layer
of separation between tasks. Organising tasks using lists allows you to create your own organization
system in addition to the My Day, Important, and Categories sections. By having an entirely sepa-
rate list, you give yourself a quick bookmark for this particular set of tasks and can sort or group it
independently from other tasks, without affecting the grouping or sorting of the rest of your tasks.

There's more...

One of the primary benefits of having separate lists is that it’s the only way to share a list of tasks
with others. See the next recipe, How to share a task list with others, to learn how to do this and begin
assigning tasks to those involved with them.

Also, be sure to check out Planner as another method of task management that allows the separation
of tasks by project or topic, as well as sharing among team members.

See also
. Create, edit, delete, and restore tasks: https://packt.link/manage-tasks
. Microsoft To Do help and learning: https://packt.link/learn-To-Do
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How to share a task list with others

This recipe will guide you through sharing a simple task list with others when a Planner plan may be
more than you need. This enables you to assign tasks to those who share the task list with you, as well
as to get assistance tracking and complete tasks regarding shared initiatives, such as mutual short-
term projects or quick research reminders.

Getting ready

Before you can share a task list, you'll need to create it. Check the previous recipe for instructions on
how to do this. Also, be aware that you can only share To Do task lists with members of your same
organization. If you want to share outside your organization, consider using Planner instead.

How to do it...
1. Go to Microsoft To Do (https://to-do.office.com/).

2. Select a list you've already created on the left navigation menu, such as Project Nexus, which
we created in the previous recipe.

3. Inthe upper-right corner, select Share.

4. Select Create invitation link.

Share list X

Invite some people. After they join, you'll
see them here.

Create invitation link

Anyone in your organization with this link can

join and edit this list.

Figure 23.5: Dialog that appears when you click Share on a task list
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5. Select Copy link.

Share list X

List members

@ Megan Bowen Owner

https://to-do.microsoft.com/tasks/sharing?Invit

Anyone in your organization with this link can join and

edit this list.

Manage access

Figure 23.6: Dialog that appears when you click Create invitation link

6. Pastethe copied link in a chat, email, or other communication piece to ask others to join the list.

7. Wait for the invited persons to accept the invite by clicking the link you shared with them.

How it works...

Sharing task lists in To Do works only through invitation links - a bit of a departure from the usual
sharing experience in Microsoft 365, where we have a bit more flexibility.
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When someone selects the share link you send them, they will be prompted to sign in to To Do using
their work or school account, if they’re not already signed in.

List invitation

You're invited to join a shared task list.

VMicrosoft To Do

Sign in to join list

No account? Sign up for free

Figure 23.7: Share invitation recipient’s prompt to sign in to To Do

Once they’re signed in, they can join the list with a single click or choose to switch their account if
they want to join under a different identity.

Join list

Megan Bowen shared the list Project
Nexus with you.

¢ Microsoft To Do

You're signed in as
MiriamG@chambernate.onmicrosoft.com.

Switch account

Figure 23.8: Join list option for a user joining a newly shared list in To Do
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Once you're a member of a list, you can always leave it later by selecting the members icon (people
icon) in the upper-right corner of the shared list, and then choosing Leave list.

Share list

List members

@ Megan Bowen

@ Miriam Graham

https://to-do.microsoft.com/tasks/sharing?Invit

Anyone in your organization with this link can join and
edit this list.

e Leave list

Figure 23.9: Steps to leave a shared list in To Do

Once someone has accepted your invite, you'll notice tasks in that shared list now have one more field
in their details pane: Assign to. Use this field to assign tasks to members of the shared list. You cannot
assign a task to someone in To Do if they’re not a member of the shared task list.

There’s more...

Note that a list owner/creator cannot leave their own list, but they can delete it by right-clicking it
and selecting Delete list.

You can also duplicate a list by right-clicking it and selecting Duplicate list. This is a great way to turn
a list into a template, so you don’t have to recreate many tasks that tend to be similar from one itera-
tion of a project or initiative to the next, such as an annual cycle/process that is similar year on year.
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Be sure to explore other features of To Do, such as the integration of Planner (the Planned and Assigned
to me navigation options), as well as the automatic addition of flagged emails in Outlook, as tasks in To
Do. This helps to provide a single pane through which to view all tasks, both from your shared plans
in Planner and your individual tasks in To Do. The distinction between Planned and Assigned to me
is that Planned tasks include due dates.

Search Q
0: My Day
w Important 1
() Planned
& Assigned to me
' Flagged email 15
() Tasks 14

Figure 23.10: Planned, Assigned to me, and Flagged email navigation options

See also
. Create, edit, delete, and restore tasks: https://packt.link/learn-To-Do
. Microsoft To Do help and learning: https://packt.link/learn-To-Do

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5 ]

="



https://packt.link/learn-To-Do
https://packt.link/learn-To-Do

24

Microsoft Forms

Microsoft Forms is included in your Microsoft 365 subscription as a standalone app. Even though it
is independent of other apps, it still allows you to create forms and quizzes that can be distributed
throughout Microsoft 365 as integrations, such as Microsoft Teams tabs or SharePoint embedded web
parts. Its independence means you can also simply share a single form or quiz outside your organi-
zation with participants who may not be members of your organization.

While you can create forms independently, Microsoft Forms is also built to allow peer collaboration
or Microsoft 365 group member collaboration. Analysis of results can also be done independently or
made available to others, depending on how you've shared the form.

In this chapter, you'll create a form, create a quiz, and finally, share a form using Microsoft Forms.
In this chapter, you will learn:

. How to create a form
. How to create a quiz

. How to share a form

How to create a form

This recipe will guide you through creating a form to collect survey responses from individuals.

Getting ready

There are no prerequisite steps to creating a form, other than being able to access and use Microsoft
Forms. Itis included in most subscriptions and is enabled for all Microsoft 365-licensed users by default.
You can check specific subscriptions that include Microsoft Forms at https://support.microsoft.
com/en-us/office/who-can-use-microsoft-forms-105080d1-687b-4137-ac28-0d43d935a399. As
long as you have one of the listed subscriptions and an administrator hasn’t disabled the app for you,
you may proceed.


https://support.microsoft.com/en-us/office/who-can-use-microsoft-forms-105080d1-687b-4137-ac28-0d43d935a399
https://support.microsoft.com/en-us/office/who-can-use-microsoft-forms-105080d1-687b-4137-ac28-0d43d935a399
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How to do it...
1. Go to Microsoft Forms (https://forms.office.com).

2. Select New Form:

E@ New Form 23 New Quiz Quick import
(+] (+] ) p

Explore templates

Figure 24.1: New Form button in Microsoft Forms

Enter a form title and description (optional).
Click Add new to add your first form question.

Choose Choice for this recipe.

o v okow

Enter a question, subtitle (optional), and the response options for the question. Notice the
ability to add more options by selecting Add option, as well as a fill-in option by selecting Add

“Other” option. Also, notice that, sometimes, when providing predictable response options,
additional responses will be suggested to you to save you time entering them, such as those
apps shown in the following screenshot below the answers already provided.

g w
1. What topic is most interesting to you? »
SharePoint 5
Teams )
Planner % W
Flow Stream To Do Delve OneNote

<+ Add option  Add "Other" option

@ Multiple answers @ Required

Figure 24.2: A form question with answer options
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7. Now, select Add new and select Text as the question type. Once again, enter a question and
subtitle (optional). Subtitles can be used to give additional information about what’s being
asked, or the format desired in the response.

8. Add more questions by selecting Add new, and then a question type. Continue entering the
question itself and subtitles where applicable. You can choose from these question types:

Choice (select the correct answer, or answers)
Text (enter a response)

Rating (stars, numbers, or another indicator)
Date (with date picker control)

Ranking (list these options in the correct order)
Likert (matrix)

Upload file (only available for forms sent within your organization)

Net Promoter Score
Flow Stream To Do Delve OneNote I 20 Ranking
B Likert
-+ Add option  Add "Other" option _
1 Upload File
€7 Net Promoter Score®

()

Section

a

@ Choice Text /Yy Rating Date [/ o

Figure 24.3: Form question types

9. When you're finished adding questions, select Collect responses and then Copy link to get a
link for others to use, to take the quiz. Notice various options here, such as:

Changing who can respond

Changing the link format to a URL, short URL, email or Teams post, QR code, or em-
bed code

Send and collect responses X

O, o]o)
O Anyone can respond e <o ex <>

@ Only people in my organization can respond Copy link

chambernate account sign-in required

Record name https://forms.office.com/r/gc5PDvsruz Copy link

One response per person Shorten URL

Figure 24.4: Changing the link format to URL for a form

O Specific people in my organization can respond
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10. Paste the link in an email, add it as a button to a site, send it in a message, or share via any
other appropriate method to distribute and request responses.

How it works...

The steps in this recipe help you create a simple method of collecting information, opinions, and
feedback from persons within or outside your organization. You are able to review responses or edit
the survey at any time, by revisiting Microsoft Forms and selecting the form you've created.

There's more...

Note that on the Add new button’s dropdown, you can add multiple sections to your form to break
questions into logical groupings. For a form participant, this experience feels more like navigating
multiple pages of a form, rather than sections.

Each question also has different abilities in the lower-right, such as requiring the field, allowing mul-
tiple responses (choice fields), or even branching logic (such as if someone chooses Answer A, skip
Question 2). Some of these options are available on the ellipsis (...) in the lower-right of the question
when it’s in edit mode.

You can also reorder questions when one is in edit mode by selecting the up and down arrows at the
top of the question. There are also options to duplicate or delete the question:

Move question up

c w v

2. Full name [f—)
Enter your answer

- ) @ \ R
@ ) Longanswer @ ) Required

Figure 24.5: Reorder, delete, and duplicate options for a question

To edit a question you've already created, simply click anywhere in the general question area to put
the question back into edit mode.

1. What topic is most interesting to you?

O SharePoint
(O Teams A\ U
O Planner

Figure 24.6: A question in preview mode, with a cursor indicating where to click
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Clicking outside the question area will put it into preview mode again.

See also
. Create a form: https://packt.link/create-MS-form
. Collect responses: https://packt.link/collect-responses-MS-forms
. Check results: https://packt.link/check-results-MS-forms
. Microsoft Forms FAQ: https://packt.link/MS-forms-FAQ

How to create a quiz

This recipe will guide you through creating a quiz, focusing especially on some of the features that
distinguish a quiz from a standard form.

Getting ready

There are no prerequisite steps to creating a quiz, other than being able to access and use Microsoft
Forms. As long as your administrator hasn't disabled this for you, you may proceed.

How to do it...
1. Go to Microsoft Forms (https://forms.office.com).
2. Select New Quiz:

E@ New Form 23 New Quiz Quick import
(+] {+] ) p

Explore templates

Figure 24.7: New Quiz button in Microsoft Forms

3. Enter a form title and description (optional).
4. Click Add new to add your first quiz question.

5. Choose Choice for this recipe.


https://packt.link/create-MS-form
https://packt.link/collect-responses-MS-forms
https://packt.link/check-results-MS-forms
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6. Enter a question, subtitle (optional), and the correct answer, along with three incorrect answers:

C w

1. What is this app called? @

Select the answer that best answers the question

° Microsoft Forms 5

® Microsoft SharePoint @

® Microsoft Teams 5

® Microsoft Planner W W
<+ Add option

Points: 0 @ ) Math @ ) Multiple answers @ ) Required

Figure 24.8: A basic choice question with a correct answer indicated

7. Nextto each answer, select the speech bubble to enter an explanation as to why that answer is
correct or incorrect - quiz takers will see this text upon choosing the corresponding answer:

1. What is this app called?

Select the answer that best answers the questio Message for those who choose this

I 0 Microsoft Forms @ B @

That's correct! Forms allows you to create forms and
quizzes.

® Microsoft SharePoint [_»_)

Figure 24.9: Message option for each answer option

8. Enter a Points value (optional) to the lower left of each question to indicate how heavily each
question should be weighed. If you don’t enter point values, each question is worth 0 points,
but a person’s score will be a percentage, calculated as the number of correct questions divided
by the number of total questions.
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9. Now, select Add new, and select Text as the question type. For this one, enter any acceptable
typed responses below the question, selecting Add after each acceptable answer:

2. What can you create with Microsoft Forms? o
Enter a subtitle
Enter your answer

Correct answers:

Forms Form Quizzes v/ Quiz v/ Survey Surveys v/

Forms and quizzes Add

Points: 0 (.7) Math @ ) Long answer @® ) Required

Figure 24.10: Correct answers added for a text quiz question type

10. Add more questions by selecting Add new, and then a question type. Continue entering ex-
planations for each answer (both incorrect and correct). You can choose from these question
types, which are specific to quiz abilities:

. Choice (select the correct answer, or answers)
«  Text (enter a response)

«  Ranking (list these options in the correct order)

® Microsoft Planner » ™ Ranking
B Likert ©
-+ Add option
7 Upload File

€7 Net Promoter Score®

Points: 0 @ Math @ )N

More question types on

@ Choice Text /Yy Rating Date ||V

Figure 24.11: Question type options

11. When you've finished adding questions and points, select Collect responses and then Copy link
to get a link for others to use, to take the quiz. Notice various options here, such as:

. Changing who can respond
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. Changing link format to a URL, short URL, email or Teams post, QR code, or embed code

Send and collect responses X

O, oo
'Q Anyone can respond e <o ox <>

Only people in my organization can respond
@ y peop y org P! Copy link
chambernate account sigh-in required

Record name https://forms.office.com/r/gc5PDvsruz Copy link

One response per person Shorten URL

Figure 24.12: Changing link format to URL for a quiz

O Specific people in my organization can respond

12. Paste the link in an email, add it as a button to a site, send it in a message, or share via any
other appropriate method to distribute and request responses.

How it works...

Quizzes are created with a different intention than when creating a form. With a quiz, you check
knowledge retention or assess existing knowledge. By assigning correct responses and point values
to otherwise normal form questions, you're providing an opportunity for quiz takers to assess their
current levels and set a benchmark, against which they can measure their growth.

You should also note the restriction of question types that work with quiz abilities (assigning point
values and correct answers). Even though it’s limited to choice, text, and ranking question types, you
can still choose the other traditional form/survey question types to collect survey information along-
side assessing quiz questions. For example, you might ask a student to upload a file using the Upload
file question type, but it won't have a correct answer or point value. Perhaps they’re uploading a book
report document as well as answering quiz questions about the book’s content.

The last major difference you’ll encounter with quizzes is the ability to Post scores rather than share
responses. With a form, you can share the response summary page (with limited response information)
with others. With a quiz, however, as long as you limit respondents to people in your organization
(to track their name/identity), you can post scores only to the quiz taker so that they can review their
own scores individually.

Otherwise, creating a quiz and reviewing responses should feel quite similar to creating a form/survey.

There's more...
As results start coming in, you can monitor them easily. Return to Microsoft Forms and follow these
steps to review responses (summarily or individually):

1. Select your quiz from the Microsoft Forms landing page (https://forms.office.com).

2. Select Responses at the top. You'll see a number next to it, indicating how many responses
you've received.


https://forms.office.com
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Questions  Responses (@))

Learning quiz

Answer the questions below to check your knowledge.

1. What is this app called?

Select the answer that best answers the question

O Microsoft Forms

‘ (O Microsoft SharePoint

Figure 24.13: Responses tab location on the form design page

3. Here, you can view responses graphically, question by question or individually (per user), by
using Review answers. Also, note the option to Open in Excel or Post scores (share individual
results with each participant).

Learning quiz

1 00:03 Active

Responses Average time to complete Status

1. What is this app called? (0 point)
100% of respondents (1 of 1) answered this question correctly.

More Details

@ Microsoft Forms 1 Vv
@ Microsoft SharePoint 0
@ Microsoft Teams 0
@ Microsoft Planner 0

Figure 24.14: The responses page of a quiz.
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You may also wish to create a quiz within a Microsoft 365 group so that, if you left the organization,
others could maintain responses and use/edit the quiz in your absence. To create a group quiz, the
steps are nearly the same, except before you click New quiz (step 2 in the recipe), scroll to the bottom
of the landing page and select the group in which you'd rather create the quiz. Then, select New group
quiz. Note that doing this gives all group members the ability to see responses and modify questions
and answers.

See also
. Create a quiz: https://packt.link/create-quiz
. Collect responses: https://packt.link/collect-responses-MS-Forms
. Check quiz results: https://packt.link/check-quiz-results
. Microsoft Forms FAQ: https://packt.link/MS-Forms-FAQ

How to share a form

This recipe will detail the steps involved in sharing a form with others in your organization, for the
purpose of collaborating on the form’s design and response analysis. Read about other ways to share
in the There’s more... section that follows.

Getting ready

Before you can share a form, you will need a form, of course. Once you have one created and you feel
it is ready for others to see and, if desired, edit, you can complete the steps in this recipe.

How to do it...
1. Go to Microsoft Forms (https://forms.office.com).
2. Open the form you wish to share.

3. Select the ellipsis (...) in the upper-right corner and select Collaborate or Duplicate:

=y
v 7
O\ Preview % Style Collect responses T Pre,
SN—"

&2 Collaborate or Duplicate

3 Settings

S Multilingual

@ Print Form
retreat to the Swiss Alps.

80 Feedback

B Terms

Figure 24.15: Collaborate or Duplicate option on the ellipsis menu


https://packt.link/create-quiz
https://packt.link/collect-responses-MS-Forms
https://packt.link/check-quiz-results
https://packt.link/MS-Forms-FAQ
https://forms.office.com
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4. Under Add collaborators, select Share the link to collaborate and view result.
5. Choose who the share link should work for:

+  Anyone with an Office 365 work or school account can edit and view result (including
people outside your organization)

+  People in ORGANIZATION NAME with the link can edit and view result (they must
have valid credentials to log in to your organization’s Microsoft 365 tenant)

«  Specific people in ORGANIZATION NAME with the link can edit and view result (you

must specify names of individuals in your organization whom the resulting link will
work for)

=y
7
7O\ Preview % Style Collect responses ©J Present

Add collaborators

Anyone with an Office 365 work or school acco... v

Anyone with an Office 365 work or school
account can edit and view result

People in Nate LLC with the link can edit and
view result

Specific people in Nate LLC with the link can
edit and view result

| + Get a link to duplicate

Figure 24.16: Add collaborators options when sharing a form with others
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6. Copy the link by selecting Copy, and then send the link to your chosen collaborators via which-
ever method you prefer (email, chat, and so on):

Eony
2 0
S\ Preview % Style Collect responses T Present

Add collaborators

People in Nate LLC with the link can edit and vi... \/

https://forms.office.com/Pag... @

Figure 24.17: Form share link Copy button

How it works...

Sharing a form is different than collecting responses. As a refresher, forms and quizzes can be shared
internally for response collection, made accessible only to members of your organization. Aslong as a
user is logged into their organization account, they can respond to your form. Also, you can also distrib-
ute forms and quizzes outside your organization simply by changing the Collect Responses link type.

However, in addition to collecting responses, you may want to share a form as a template for similar
forms in the future, collaborate with peers on a form’s design or response analysis, or make the form
available as a group form rather than an individual form that is private to you. These are all ways you
might share rather than collect responses.

In this recipe, you ended up with a link that works for a specific audience of users. Maybe you chose
anyone with a Microsoft 365 account (in or outside your organization), or maybe you went with the
most secure (specific people) option. No matter which you chose, any recipient of that share link will be
prompted to sign in (if not already) to validate their ID before they can edit the form or view responses.

There's more...

You can create forms by yourself (with the responses and editing abilities private to you) by simply
clicking New Form or New Quiz once you open Microsoft Forms.

If you'd rather work on a form with others, you have two options:

+  Maintain ownership of the form but share manually as needed with others (as you did in this
recipe)

»  Give ownership of the form to a Microsoft 365 group (which moves the form to a group and
gives all members equal access to edit the form and view responses)
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The second option, granting ownership to a group, is relatively simple. On your main landing page for
Microsoft Forms, where you can view all your individual forms, you’ll notice a section at the bottom
titled My groups. These are Microsoft 365 groups of which you’re a member. Any individual form
you've created can be moved to one of these groups to give all group members (current and future)
access to edit the form and view its responses. This eliminates the need to continually share each
form you create with the same people each time. It also makes sure that if you leave the organization,
your team members maintain ownership of the form and its responses.

To move a form to a group, select its ellipsis (...) and then Move to a group. This form will now appear
in all group members’ My groups section within Microsoft Forms.

In addition to moving an existing form of yours, you can create new forms and quizzes directly within
the group. In the My groups section, select the group in which you'd like to establish your new form
or quiz. Then, select New Group Form or New Group Quiz, as seen in the following screenshot, and
proceed as usual:

< Group forms

G SharePoint Governance

Private group

E@ New Group Form (B3 New Group Quiz 55 Quick import

Figure 24.18: New Group Form and New Group Quiz options within a group
This eliminates the need to manually move a form later, or use the share link options.

Lastly, you should also explore using Power Automate to take responses from your form and automate
the business process that follows. For example, maybe you want to initiate an approval, send an email
receipt, notify someone of a new submission, assign a Planner task, and so on.

You can get started with all of this by visiting Power Automate (sign in to Microsoft365. comand search
for Power Automate) and exploring templates that involve Microsoft Forms. For more information on
Power Automate, check out Chapter 8, Power Automate (Microsoft Flow).

See also
. Create a form: https://packt.link/create-MS-form
. Collect responses: https://packt.link/collect-responses-MS-forms
. Check results: https://packt.link/check-results-MS-forms
. Microsoft Forms FAQ: https://packt.link/MS-forms-FAQ


http://Microsoft365.com
https://packt.link/create-MS-form
https://packt.link/collect-responses-MS-forms
https://packt.link/check-results-MS-forms
https://packt.link/MS-forms-FAQ
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Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(3¢5

-
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Custom Development —
SharePoint Framework

SharePoint is a platform that lets you build robust business solutions. Every now and then, however,
there comes a time when you want to get just a little extra from the out-of-the-box product. That is
when we need to customize it, and for that, we need a development framework.

Firstly, you may ask, should we even consider customizing an already proven platform? Shouldn’t we
use inbuilt SharePoint features?

Well, the answer is, it depends! Certainly, SharePoint combined with Microsoft 365 tools should address
most of your business needs without having to build a custom solution; however, no product can
ever be built that meets every conceivable requirement you can imagine. So, while SharePoint can
provide 90% of the requirements natively, you might need to explore the custom settings to satisfy
the remaining 10%.

However, remember that the decision to build a custom web service should be taken wisely. Note
that while customization can tailor a solution as per your needs, it does bring other challenges, such
as the ongoing maintenance of the customization, and the impact of future updates and releases on
your customizations.

SharePoint has always been a platform that can be extended if needed, and SharePoint has gone
through several transformations to this end since it was first launched.

Several SharePoint development frameworks have come and gone. While other models have not
been officially deprecated (such as the app model), the recommended framework is the SharePoint
Framework (SPFx) because apart from being completely JavaScript-based, it also embraces open
source non-Microsoft technologies (most notably React), thereby making it easier for developers to
pick the language of choice.

Unlike the old days, where you could customize every aspect of SharePoint using full-trust code, SPFx
runs in the context of the currently logged-in user, which means that it can only do what the logged-in
user is allowed to do.
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Your SPFx code runs on the browser, which means that it does not affect the SharePoint server in any
way. On top of that, everything that you build using SPFx is responsive; in other words, it works just
the same on your mobile device.

SharePoint Extensions built on SPFx can be used to update areas, toolbars, and list data views.

] You can also build personal apps, meeting apps, messaging extensions, and bots with

N\ d
_,@\' SPFx. Using SPFx simplifies the development process, as Teams tabs can be automatically
= hosted within SharePoint without the need for external services.

The SPFx solution consists of a bundle of script files. In some cases, the script files are hosted on a
separate server and the solution simply contains the URL of the script location.

The following are some other key features of the SPFx framework:

«  The code works on both modern and classic SharePoint sites

. SPFx code runs on both web and SharePoint mobile apps

*  Your tenant administrators must approve an SPFx component before end users can use them
By now, you might have realized that this chapter is going to be more technical compared to the rest
of the book. In this chapter, we are not just going to talk about SPFx, but we will also touch upon other
open source technologies (such as Node.js), toolkits (such as gulp), and libraries (such as React/Angu-

lar/Knockout). Since an entire book can be devoted to each of these topics, I can’t do justice to them
in this one chapter. This chapter assumes that you have a beginner-level understanding of JavaScript.

In this chapter, we will cover the following recipes:

«  Setting up a development environment
«  Building your first SPFx web part
+  Deploying your SPFx web part

If you are ready to dive in, let’s begin.

Technical requirements

As I mentioned previously, this is a developer-focused chapter. You can find the GitHub folder for
this chapter here: https://packt.link/chapter-25-GitHub. We will have to get our development
environment ready before we proceed.


https://packt.link/chapter-25-GitHub

Chapter 25 281

For our exercise, we will use the following technology stack:
TypeScript

nedec

Figure 25.1: SPFx programming technology stack

Let’s look at the specific requirements for each technology stack.

Node.js

Node.js will be our JavaScript runtime in the environment in which we compile the custom code. You
can download Node.js from the official site at https://nodejs.org.

There might be a couple of options to choose from, as shown in the following screenshot:

LTS Current
Recommended For Most Users Latest Features
1 | & =
Sis [ N
Windows Installer macOS Installer Source Code
rode-v10.163.pkg nodev10.1
Windows Installer (.msi) 32-bit 64-bit
Windows Binary (.zip) 32-bit 64-bit
macOS Installer (.pkg) 64-bit
macOS Binary (.tar.gz) 64-bit
Linux Binaries (x64) 64-bit
Linux Binaries (ARM) ARMV6 ARMV7 ARMv8
Source Code node-v10.16.3.tar.gz

Figure 25.2: Downloading Node.js


https://nodejs.org
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I recommend downloading LTS for Windows or Mac because the Current version might contain some
features that are not supported by SPFx. Even when choosing LTS, you should check that the version
is supported by SPFx by going to https://packt.link/SPFx-setup.

Download the 32-bit or 64-bit .msi version depending on your processor configuration and install it.

You can find the Node.js documentation here: https://packt.link/Nodejs-docs

npm

npm is the default package manager for Node.js. It is installed on your computer when you install
Node.js. When you build a project using Node.js, you have to reference several libraries or packages.
npm manages all these packages for you. It has an online registry of all the packages (at https://www.
npmjs.com/) that you can use. You simply download the package by typing the following:

npm install package-name

Visual Studio Code

Visual Studio (VS) Code is a lightweight, open source code editor for Windows, Linux, and Mac. It
offers code debugging, reusable snippets, refactoring, and many other features that can be extended
via plugins. You can download VS Code from the official site at https://code.visualstudio.com/.

React

React (also known as React.js or React]S) is a free and open source frontend JavaScript library for
building interactive user interfaces based on UI components. It is maintained by Meta (formerly
Facebook) and a community of individual developers and companies. It is one of the most popular
JavaScript frameworks used for frontend development.

Yeoman

Yeoman is a command-line interface that provides common build tools and a starter template, and
builds you a scaffolding solution that you can begin with and build upon. It can also run your unit
tests and provides you with a local development server to test your code.

Yeoman requires you to have Node. js installed. We will learn how to install Yeoman and install the
SharePoint Yeoman generator in the How to do it... section of the Setting up the development environment
recipe.

gulp
gulp is a tool that helps you out with several tasks, reduces your development time significantly, and
takes away a lot of monotonous manual tasks. It can perform activities such as the following:

. Starting up a development server

«  Auto-refreshing a browser during code changes

. Merging web assets, such as CSS, JavaScript, and images, into a single file

gulp also requires Node. js as a prerequisite.


https://packt.link/SPFx-setup
https://packt.link/Nodejs-docs
https://www.npmjs.com/
https://www.npmjs.com/
https://code.visualstudio.com/
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TypeScript

TypeScript is a strongly typed, object-oriented, compiled language that serves as a replacement for
JavaScript to write application-scale solutions. It is both a language and a set of tools. It attempts to
compensate for the limitations that JavaScript has. TypeScript has now been accepted widely as a
language. All TypeScript code is converted into its JavaScript equivalent for execution. In theory, all
valid JavaScript files can be saved with the .ts extension to convert them into TypeScript files.

PowerShell

PowerShell is a command-line shell and scripting language that is built on top of .NET Common
Language Runtime (CLR), used to perform a variety of tasks with Microsoft services. If you are using
Windows, probably you already have PowerShell installed. You can get to it just by typing Powershell
in the Start menu and looking for Windows PowerShell. Here are the instructions to install PowerShell
on Mac: https://packt.link/PowerShell-mac.

Setting up a development environment

If you don’t have enough development experience, you could find the SPFx development process a bit
overwhelming. I recommend that you get some development experience with the JavaScript framework
before jumping into SPFx development directly. There are several training courses available on Node.
js and its ecosystem. If you are familiar with the basics of Node.js, then let’s begin.

Getting ready

You need a source code editor, such as VS Code, Atom, or Eclipse, to edit the source code. You also
need Node.js installed on your device, which you can do by downloading the installer from the link
in the previous section. If you already have Node.js installed, then check the version to see whether
it is compatible with your SPFx version by running the following command on PowerShell:

The following output is shown after running the node -v command:

E¥ Windows PowerShell N — O X

Windows PowerShell
Copyright (C) Microsoft Corporation. All rights reserved.

PS C:\Users\sudeep.ghatak> node
v10.15.1
PS C:\Users\sudeep.ghatak>

Figure 25.3: PowerShell console

Before starting the next section, I will assume that you have managed to install Node.js.


https://packt.link/PowerShell-mac
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How to do it...

1.

2.

On a Windows operating system, click Start, type PowerShell, and then click Windows Pow-
erShell.

Type the following command to install Yeoman and gulp:

npm install - gulp

You should see the following output. If there are no errors, proceed to the next step.

EX Windows PowerShell — O X

Windows PowerShell
Copyright (C) Microsoft Corporation. All rights reserved.

PS C:\Users\sudeep.ghatak> node

v10.15.1

PS C:\Users\sudeep.ghatak> npm install -g yo gulp

npm LG cross-spawn-async@2.2.5: cross-spawn no longer requires a build toolchain, use it instead
C:\Users\sudeep.ghatak\AppData\Roaming\npm\gulp -> C:\Users\sudeep.ghatak\AppData\Roaming\npm\node modules\gulp\bin\gulp
.Js

C:\Users\sudeep.ghatak\AppData\Roaming\npm\yo -> C:\Users\sudeep.ghatak\AppData\Roaming\npm\node modules\yo\lib\cli.js
C:\Users\sudeep.ghatak\AppData\Roaming\npm\yo-complete -> C:\Users\sudee“:ghatak\AppData\Roaming\npm\nodeimodules\yo\lib
\completion\index.js

> yo@3.1.0 postinstall C:\Users\sudeep.ghatak\AppData\Roaming\npm\node_modules\yo
> yodoctor

Running sanity checks on your system

No .bowerrc file in home directory
Global configuration file is valid
NODE_PATH matches the npm root

No .yo-rc.json file in home directory
Node.js version

npm version

yo version

npm QA SKIPPING OPTIONAL DEPENDENCY: fsevents@1.2.9 (node_modules\gulp\node modules\fsevents):
npm 4G SKIPPING OPTIONAL DEPENDENCY: Unsupported platform for fsevents@1.2.9: wanted {"os":"darwin","arch"
"} (current: {"os":"win32","arch":"x64"})

+ gulp@4.0.2

+ yo@3.1.0

updated 6 packages in 38.517s
PS C:\Users\sudeep.ghatak>

Figure 25.4: Installing pre-requisites
Next, install the Yeoman generator for SharePoint by typing the following:

npm install -g @m

The output is as shown here:

[g Windows PowerShell

updated 6 packages in 38.517s
PS C:\Users\sudeep.ghatak> npm install -g @microsoft/generator-sharepo
+ @microsoft/generator-sharepoint@1.9.1

added 1 package and updated 4 packages in 15.85s
PS C:\Users\sudeep.ghatak>

Figure 25.5: SPFx scaffolding
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4. Finally, type the following to update npm:

How it works...

Let’s now try to understand the commands we just ran.

As you might have already figured out, the install command with npm installs the packages men-
tioned in the command; however, note that I added the -g command-line switch, which installs these
packages globally. If you look in your global directory, you should see the package files there, as shown
in the following screenshot:

' M 0 s [npm
Home Share View

<« v 4 @ Users > sudeep.ghatak > AppData > Roaming > npm > v

Work A Name
@ OneDrive - Theta Systems Limited etc
Book node modules
Microsoft Teams Chat Files L] gulp
Microsoft Teams Data ST
Notebooks B gulp.pst
node-gyp
Persons! node-gyp.cmd
Projects 2§ node-gyp.ps1
@ This PC ] npm
5 3D Objects Ll
R Desktop g npm.ps1
_ L | npx
5] Documents npx.amd
& Downloads & npx.ps1

D Music U yo
&= Pictures yo.cmd
E Videos 24 yo.ps1
& 3 Local Disk (C:) L] yo-complete

yo-complete.cd
&b Network

& yo-complete.ps1

v < >

Figure 25.6: Scaffolding files
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Installing these packages globally means that I can invoke the yo and gulp commands from the com-
mand line without specifying the install location.

After installing Yeoman, I installed the Yeoman SharePoint generator. Using the Yeoman SharePoint
generator, you'll be able to scaffold new custom solution projects to build, package, and deploy Share-
Point solutions. The generator comes with code snippets and a local development server to test your
code. Note that we have installed this globally as well.

See also
«  The Building your first SPFx web part recipe in this chapter
«  The Deploying your SPFx web part recipe in this chapter

Building your first SPFx web part

The modern experience in SharePoint provides you with several widgets or web parts that you can
add to improve the experience. Shown here is a screenshot of all the components (client web parts)
that you can add to a modern SharePoint page:

Search <

All by category ~

Featured

0N A~ O @ /> 3

Text Image File viewer Link Embed Highlighted

content

Text, media, and content See all

A N - > = (=¥ &«

Bing Maps Call to action Divider Embed Image Image gallery Kindle Instant
Preview
Discovery See all
o 8=

(3 59 s ] 8= 4 i8> Q)

Document library Hero Highlighted List List properties Page properties Quick links Recent

content documents

Figure 25.7: SharePoint client web parts

While these web parts offer most of what you need to display on a page, sometimes you need to
develop custom functionality. In the past, there were several ways you could do this, but nowadays,
the SharePoint framework is your best bet. One good thing about building web parts using SPFx is
that you get to use the same framework that Microsoft uses to build the out-of-the-box web parts, as
displayed in the preceding screenshot. This means that you get the same benefits, such as responsive
behavior and mobile readiness.

SPFx web parts are compatible with both classic and modern pages.
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The project is available for download at https://packt.link/GitHub-repo-chapter-25.

Getting started

For this recipe, you first need to set up the SharePoint development environment as described in the
previous recipe.

We are going to build a web part that fetches data from a SharePoint list. Let us create a basic Share-
Point list named Cities as shown below. Please note it is leveraging the default Title field of the list
to store city names and a choice field named Country to store country names.

Cities
O Title Country v + Add column

Yamunanagar India
Burdwan India
Christchurch New Zealand
Kolkata India

o .
Washington DC United States

N
Houston United States

Figure 25.8: SharePoint List

How to do it...

1. On a Windows operating system, click Start, type PowerShell, and then click Windows Pow-
erShell.

Navigate to the root folder by typing cd \.

Create a new folder by typing the following command:

md CitiesListWebpart

4. Change directory to the folder by typing the following:

cd CitiesListWebpart


https://packt.link/GitHub-repo-chapter-25
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5. Scaffold a web part template by typing yo @microsoft/sharepoint and respond to the ques-
tions as specified below.

sharepoiln

Welcome to the
SharePoint Online

for more information on how to use this generator.
Let's create a new SharePoint solut
What is your solution name?
Which type of client-side component to create?
Add new Web part to solution
What is your Web part name?
Which template would you like to use?

Figure 25.9: SPFx web part provisioning
The responses to the questions are as follows:

+  Whatis your solution name? Cities-1list-webpart
«  Which type of client-side component to create? Webpart
+  Whatis your web part name? CitiesListWebpart

«  Which template would you like to use? React

6. Type code . (including the space) to open the project in VS Code.
7. Openthe serve.json file inside the config folder and update the SharePoint site initialPage
property to reflect the address of the site you want this to be deployed to.

) File Edit Selection View Go Run Terminal Help serve json - CitiesListWebpart - Visual Studio Code

@ EXPLORER aunch.jsor {} servejson X

/ CITIESLISTWEBPART 1 > B9 initialPage
Vv .vscode

{} launch.json

{} settings.jsof gzl
hlcanlis "initialpage"'
{} configjson

{} deploy-azure-storage.json

{} package-solufigin.json

{} servejson

{} write-manifests.json

> dist

> lib

> node_modules

> release

v src

v webparts\ citiesListWebpart

> assets

v components

Figure 25.10: Initial page
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8. Youthen need to create a trust certificate to get around certificate errors. Go to Terminal (1 in
the following screenshot) | New Terminal (2) and type (3):

1p st-de

1
) File Edit Selection View Go Run| Termikal | Help launch.json - CitiesListWebpart - Visual Studio Code

@ EXPLOF = New Terminal Ctrl+Shift+" 2

\ CITIESLISTWEBPART Split Terminal Ctrl+Shift+5 > {} He

Vv .vscode
{} launchjson Runjlasc:
{} settings,json Run Build Task... Ctrl+Shift+B
> config Run Active File
> node_modules Run Selected Text
v src
Vv webparts \ citiesListWebpart
> assets
v components
CitiesListWebpart.module.scss
CitiesListWebpart.tsx Configure Tasks..
ICitiesListWebpartProps.ts Configure Default Build Task... Jo./../src/*"
> loc WEDPACK:/// e ol ool ool ol /SPC/*"
{} CitiesListWebpartWebPart.manifes... b
CitiesListWebpartWebPart.ts "ru‘ntimeArgs": [
index.ts
teams Add Configuration...
@ .eslintrcjs
9itonere M T EB N TERMINAL Blnode +~v @
.npmignore %
.yO'F(.JS(?V1 PS C:\spfx\projects\CitiesListWebpart> gulp tr‘ust—dev—cer‘tD
gulpfilejs
package-lock.json
package.json
i) README.md

tsconfig.j

Figure 25.11: Install certificate

9. Next, type gulp serve to launch your web part in the dev environment.
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10. The web part will be launched in the local workbench. Click on the + symbol and select the
web part:

() https;//sudeepghatakdemos.sharepoint.com/_layouts/15/workbench.aspx

t

Web part data Web part Manifest

1

ISearch

All v~

Local

B

CitiesListWebp
art

Text, media, and content
Figure 25.12: Add web part

11. The web part will be added to the page, as shown in the following screenshot:

N
S

G O

Well done, Sudeep Ghatak!

The app is running on your local environment as SharePoint web part
Web part property value: CitiesListWebpart

Welcome to SharePoint Framework!

The SharePoint Framework (SPFx) is a extensibility model for Microsoft Viva, Microsoft Teams and SharePoint. It's
the easiest way to extend Microsoft 365 with automatic Single Sign On, automatic hosting and industry standard
tooling.

Learn more about SPFx development:

SharePoint Framework Overview

Use Microsoft Graph in your solution

Build for Microsoft Teams using SharePoint Framework

Build for Microsoft Viva Connections using SharePoint Framework
Publish SharePoint Framework applications to the marketplace
SharePoint Framework API reference

Microsoft 365 Developer Community

Figure 25.13: See the web part in action
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Great! So we got the default web part working. Let’s now go and update the code to get data from our
SharePoint list:

1. In order to query SharePoint, we need to install the SharePoint PnP package. This package
contains libraries of extensions and web parts built on top of SPFX - see the link in the See also
section for more information. We can install PnP by typing:

npm install @pnp/sp --save

PS C:\spfx\projects\CitiesListWebpart> npm install @pnp/sp ——savel

Figure 25.14: Installing the PnP package
2. Open the web part’s . tsx file and import the SharePoint modules:

import * as React from 'react’;

import styles from './CitieslList.module.scss';

import { ICitiesListState } from './ICitiesListState';
import { ICitiesListProps } from './ICitiesListProps';
import { IListItems } from './IListItems;

import "@pnp/sp/webs";

import "@pnp/sp/lists”;

import "@pnp/sp/items";

import { SPFI, spfi } from '{@pnp/sp';

import { getSP } from './pnpjsConfig';

import { ListView, IViewfield, SelectionMode, GroupOrder, IGrouping }
from "@pnp/spfx-controls-react/lib/ListView";

CitiesList.tsx X

Vv CITIESLISTWEBPART
as React f

, SelectionMode,

GetItems

Figure 25.15: Importing SharePoint modules
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3. Create a new typescript file pnpConfig.ts to create a helper class to query SharePoint.

import { WebPartContext } from "@microsoft/sp-webpart-base”;

import { spfi, SPFI, SPFx } from "@pnp/sp";

import { LoglLevel, PnPLogging } from "@pnp/logging";
import "@pnp/sp/webs";

import "@pnp/sp/lists”;

import "@pnp/sp/items";

import "@pnp/sp/batching";

Var _sp: SPFI = null;

export const getSP = (context?: WebPartContext): SPFI => {

if (_sp === null && context != null) {
_sp = spfi().using(SPFx(context)).using(PnPLogging(LogLevel.
Warning));

}

return _sp;
¥

> .vscode import { WebPartContext } from “"@micrc

v config
np 'd pnp logging

1} configjson i
i import { spfi, SPFI, SPFx } from

{} deploy-azure-storage,json

{} package-solutionjson 6  import "

{} servejson 7 import "@pnp/
{} write-manifests,json 8 import "@pnp/
> dist 9  import "@pnp/
> lib

var _sp: SPFI = null;
> node_modules P

> release 3 3 getSP = (context?: WebPartContext): SPFI => {
v sharepoint\ solution 1 _ ull && context !

| the @pnp/logging ge t lude the
The Logl ¢ me 1
_sp = spfi().using(SPFx(context)).using(PnPLogging(

> debug
= file-viewer.sppkg tw !
V src
 webparts\ CitiesList
return _sp;
> assets .
};
\ components
CitiesList.module.scss
S CitiesList.tsx
S [CitiesListProps.ts
S ICitiesListState.ts
S IListems.ts

S pnpjsConfigits

Figure 25.16: Creating a helper class



Chapter 25 293

4. Since we are using the React framework, we need to create a State file to store SharePoint list
data. Create a new ICitiesListState.ts file in the components folder and add the following
code to it:

export interface ICitieslListState {
ListItems:IListItems[];

export interface ICitieslistState {
ListItems:IListItems|[];

Figure 25.17: Storing SharePoint list data
5. Initialize the state object in the constructor:

this.state = {ListItems: []};

> debug

= file-viewer.sppkg
t default class CitiesLi s React.Component<ICitiesListProps, ICitiesListState, {}> {

vV src .
sp: SPFI;

v webparts  CitiesList
> assets
\/ components
CitiesListmodule.scss
S CitiesList.tsx

TS [CitiesListProps.ts

Figure 25.18: State object within a constructor
6. Create the GetItems functions by querying the SharePoint API:

const response: IListItems[] = await spCache.web.lists
.getByTitle("Cities")
.items
.select("Title", "Country")();

Then, implement the componentDidMount method to query the list:

public componentDidMount(): void {
this.GetItems();
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ync GetItems() {

spCache = spfi(this._sp);
st response: IListItems[] = await spCache.web.lists
.getByTitle("Cities™)
.items
.select("Title", "Country")();

console.log(response);

this.setState({ ListItems: response });

} catch (error)
console.log("Error in GetItem : " + error);

c componentDidMount(): void {
.GetItems();

Figure 25.19: SP query and componentDidMount method in separate code blocks

7. Implement the render method to display the data returned from SharePoint:

<div >
<hl>List of Cities</h1l>
<ListView
items={this.state.ListItems}
viewFields={[{ name: "Title", maxWidth: 100 }, { name: "Country"
31}
iconFieldName="ServerRelativeUrl"
compact={true}
selectionMode={SelectionMode.muiltiple}
showFilter={true}
filterPlaceHolder="Search.."
dragDropFiles={true}
stickyHeader={true}
/>

</div>
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public render(): React.ReactElement<ICitiesListProps> I

const

= this.props;

)

ot category: string =

return
<section

<div >
List of Cities</h1l>
<ListView

items={this.state.ListItems}
viewFields={[{ name: "Title", maxWidth: 100 }, { name:
iconFieldName="ServerRelativeUrl"
compact={true}
selectionMode={SelectionMode.multiple}
showFilter={true
filterPlaceHolder="Search.
dragDropFiles={true}
stickyHeader={true}

</div>

</section>

Figure 25.20: Displaying SP data

8. Open the terminal window and type gulp serve.

"Country"
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9. The web part now loads the cities from the Cities list:

4L
o
@ | 7 | List of Cities
© 4
ol o Q Search... J
0] B Title Country

\:] Yamunanagar India

\:\ Burdwan India

L] Christchurch New Zealand

[0 Kolkata India

[1  Washington DC United States

L—j Houston United States

L

+

Figure 25.21: SharePoint list for testing

How it works...

In this section we will go through the various code components. The complete code for the solution
above can be downloaded from https://packt.link/chapter-25-GitHub.
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Before we begin, follow the steps in the following screenshot to open the solution in VS Code:

 CITIESLISTWEBPART
> .wscode mpor eact f
v config y
ICitiesListState } from './
ICitiesListProps }
IListItems } from '

{} config.json

} deploy-azure-storage.json
{} pa e-solution.json

} servejson

} write-manifests,json

dist t SPFI, spfi } f
b mpol getsP }

ListView, IVi
> node_modules

> release
v sharepoint) solution

> debug

file-viewer.sppkg pri SPFI;

Vv sre

~ webparts \ CitiesList (props)

props);
.state = { ListItems: [] };
._Sp = getsP();

> assets
v components

CitiesList. module.scss

. GetItems() {
IListems.ts

pnpjsConfig.ts

> loc 5

{} CitiesListWebPart.manifest.json 2
CitiesListWebPart.ts -getByTitle("Citi

5 index.ts

.select("Title", "Country")();

) teams

Figure 25.22: Visual Studio layout

On the left of your screen you have the Navigation panel that lets you access your code files. On the
right you see the code written in the file you selected from the navigation pane.

To understand the code components of a web part we will first look at the config folder.
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Config folder (config)

The config folder builds the relationship between various component elements. The configuration
folder comprises files that contain the bundling information along with the components used in the
solution. It also specifies the entry point of the solution and the location of the manifest file. If there
are external libraries used in the solution, then the references to the external libraries are also stored
here, as shown in the following screenshot:

"$schema™: "https://developer.microsoft.com/json-schemas/spfx-build/config.2.0.schema.json",
"version": "2
"bundles": {

"file-viewer-web-part":
“components”: [

“entrypoint": *

"manifest”: "./sr

X
J

]

Ja

"externals”: {},

"localizedResources": {
"CitiesListWebPartStrings"”: "lib/webparts/Citie
"ControlStrings": "node_modules/

}

Figure 25.23: Config folder

Node modules (node_modules)

When you install a node package using npm, all the package files and their associated dependencies
are stored in the local node_modules subfolder of the solution. Read more about node modules at
https://packt.link/node-modules.

Source code (src)

The src folder in the solution stores the custom code that determines how your web part will look
and function.

Let’s now go through the code in detail.

State file (ICitiesListState.ts)

The state is a built-in React object that is used to store data or metadata of a component. Every time
the component’s state is changed, it re-renders itself, thereby changing the UI elements.

In this example we are using a state variable ListItems (which is a collection of IListItems objects):

import { IListItems } from "./IListItems";
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export interface ICitieslListState {
ListItems:IListItems[];

import { IListItems } from "./IListems";

export interface ICitieslListState {
ListItems:IListItems[];

Figure 25.24: Listltems variable shown in Visual Studio
The IListItem object represents a single item in the Cities list:

export interface IListItems {
Title: string;
Country:any;

export interface IListItems I
Title: string;
Country:any;

Figure 25.25: Item in the Cities list represented in Visual Studio

Web part file (CitiesList.tsx)

The web part file is the main file in the entire solution. It has the following four main components.

Import statements

In this recipe, we used import statements to build our helper class. These statements are where you
refer to all the dependent classes and external libraries you will use in your solution:

import * as React from 'react’;

i t styles f CitieslList.module. s 3

import { ICitiesListState } from './ICit istState’;
import { ICitiesListProps } from './ICitiesListProps’;
import { IListItems } from './IListItems';

import “@pnp/sp/webs";

import "@pnp/sp/lists"”;

import “"@pnp/sp/items";

import { SPFI, spfi } from '@pnp/sp’;

import { getSP } from './pnpjsConfig’;

import { ListView, IViewField, SelectionMode, GroupOrder, IGrouping } from "@pnp/spfx-controls-react/lib/ListView";

Figure 25.26: Import statements in Visual Studio
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Aswe can see in the import statements, the @pnp/sp library simplifies working with SharePoint objects.
You install the library by typing the following command in the terminal window:

npm install @pnp/sp @pnp/graph -save

The @pnp/spfx-controls-react library allows you to leverage some reusable React controls already
built by the SharePoint community. In this example we are going to use the ListView control. You
install the library by typing the following command in the terminal window:

npm install @pnp/spfx-controls-react --save --save-exact

Constructor

The constructor is a method that automatically gets called during the creation of an object from a
class. The state object is initialized in the constructor.

Because of the nature of the constructor, the this.props object is not available and can lead to bugs.
This constructor would throw an error:

constructor() {

console.log(this.props);

}

Hence, we take a props value from the constructor() and pass it to the super() method:

constructor(props) {
super(props);
console.log(this.props);

}

When you call the super() method, it calls the constructor of the parent class, which in the case of a
React component is React.Component.

We initialize the state variable and also create an object _sp to query SharePoint objects:

export default class CitieslList extends React.Component<ICitiesListProps,
ICitiesListState, {}> {
private _sp: SPFI;

public constructor(props) {
super(props);
this.state = { ListItems: [] };
this._sp = getSP();
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export default class CitieslList extends React.Component<ICitiesListProps, ICitiesListState, {}> {
private _sp: SPFI;

public constructor(props) {

super(props) ;
this.state = { ListItems: [] };
this._sp = getSP()

i

Figure 25.27: Initializing the state variable and creating an object for querying

componentDidMount method

The componentDidMount method in React is invoked immediately after a component is mounted.
Usually, you would use this method to load your state variables. So, we query the SharePoint list in
this method and save the values in the state object:

private async GetItems() {
try {

const spCache = spfi(this._sp);

const response: IListItems[] = await spCache.web.lists
.getByTitle("Cities")
.items
Select("Title", "Country")();

console.log(response);

this.setState({ ListItems: response });

} catch (error) {

console.log("Error in GetItem :

+ error);

public componentDidMount(): void {
this.GetItems();
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N

private async GetItems() {
try {
const spCache = spfi(this. sp);

0 N O

const response: IListItems[] = await spCache.web.lists
.getByTitle("Cities")
.items
.select("Title", "Country")();
console.log(response);
this.setState({ ListItems: response });
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} catch (error) {
console.log("Error in GetItem :
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+ error);
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public componentDidMount(): void {
this.GetItems();

Figure 25.28: Querying and saving values from a SharePoint list

Render

In React, the render() method is the only required method in a class component and is responsible
for describing the user interface. render() cannot be called explicitly by the user. It is part of the
React component lifecycle (https://m365book.page.link/ReactLifecycle):

public render (): React.ReactElement<ICitiesListProps> {
const {
ListTitle,
isDarkTheme,
environmentMessage,
hasTeamsContext,
userDisplayName
} = this.props;

let category: string = ;
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return (
<section >

<div >
<h1>List of Cities</h1l>
<h2>List Name: {this.props.ListTitle}</h2>
<ListView
items={this.state.ListItems}
viewFields={[{ name: "Title", maxWidth: 100}, { name:
"Country" }1}
iconFieldName="ServerRelativeUrl"
compact={true}
selectionMode={SelectionMode.multiple}
showFilter={true}
filterPlaceHolder="Search.."
dragDropFiles={true}
stickyHeader={true}
/>
</div>

</section>

)8
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ic render(): React.ReactElement<ICitiesListProps> {

this.props;

y: string = "";

return

h1l>List of Cities</hl

h2>List Name: {?1 '.orops.ListTitleH h2
ListVi

items={this.state.ListItems}
viewFields={[{ name: "Title", maxWidth: 100 }, name: "Country” }]}
iconFieldName="ServerRelativeUrl"
compact={true}
selectionMode={SelectionMode.multiple}
showFilter={true}
filterPlaceHolder="Search..."
dragDropFiles={true}
stickyHeader={true}

Figure 25.29: Creating the user interface using render()

The render() method in the CitiesList web part builds the HTML that is displayed in the web part
when it is added to the page. Note that on line number 64, it refers to the this object, which contains
a properties object.

The properties are a way of receiving inputs from a user. The properties are defined in the manifest
file, CitiesList.manifest.json.

In this example, instead of building the HTML for the Cities list items from scratch, we leveraged
a React component named ListView from the SPFx React Controls repository (https://packt.link/
SPFx-controls).

There's more...

SharePoint provides you with a convenient way of testing your code before deploying it to SharePoint.
During the development stage, you can use what is known as a SharePoint workbench.


https://packt.link/SPFx-controls
https://packt.link/SPFx-controls
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The SharePoint workbench is a test area that enables you to quickly preview and test web parts without
deploying them in SharePoint. Your workbench is provisioned by the gulp serve command. This
is your own instance of a SharePoint modern page. You can launch the workbench by simply typing
the following code:

The workbench is actually running on your Microsoft 365 tenancy, and can be accessed by navigating
to https://your-site/_layouts/workbench.aspx, as shown in the following screenshot:

& C @ m365x821376.sharepoint.com/sites/pnpleadership/_layouts/15/workbench.aspx

SharePoint

Save Discard Web part data

Figure 25.30: Workbench

If you just want to launch a local server in the background (without launching the workbench), you
can use the following command:

gulp serve --nobrowser

See also
«  The Setting up the development environment recipe in this chapter
«  The Deploying your SPFx web part recipe in this chapter
+  The PnP package of extensions and web parts: https://packt.link/PnP-GitHub

Deploying your SPFx web part to a Microsoft 365
tenant

Once you have tested your web part on your local workbench and are ready to deploy it on the live
environment, there are several different approaches that you can take:

*  You can deploy the web part to the Microsoft 365 app catalog so that it is available on all Share-
Point sites on the tenant or site collection app catalog, restricted to a single site collection.
*  You can deploy the web part to the Microsoft 365 CDN.
*  You can host the web part on Azure CDN.
In this book, we will only cover the first approach, which is perhaps the simplest. To read about the

other two approaches, visit https://packt.link/SPFx-Office-CDN and https://packt.link/SPFx-
Azure-CDN.


https://packt.link/PnP-GitHub
https://packt.link/SPFx-Office-CDN
https://packt.link/SPFx-Azure-CDN
https://packt.link/SPFx-Azure-CDN

306 Custom Development — SharePoint Framework

Getting started

To deploy the web part to the tenant app catalog, you need to have the SharePoint Administrator role.

To deploy this on a specific site collection, you need to first create a site collection app catalog by
running the following commands to open the SharePoint Online management shell.

\/V' To connect to your SharePoint Online via PowerShell, download and install the SharePoint
Online management shell from: https://m365book.page.1link/SPFx-powershell.

To connect to your Microsoft 365 tenant administration site, use the following command:

connect -SPOService -Url https://{your tenant name}-admin.sharepoint.com

You will be asked to provide authentication. Enter your credentials:

Microsoft SharePoint Online
Management Shell

Work or school, or personal Microsoft account

Email or phone

Password

o I

Can't access your account?

Figure 25.31: Authentication popup

Tenant administrators can choose to enable a site collection app catalog on specific site collections.
Solutions deployed to the site collection app catalogs can only be installed in that particular site col-
lection. To provision a SharePoint app catalog, type the following command:

add-SPOSiteCollectionAppCatalog -Site "Url of your site where the app catalog

needs to be enabled"
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You will see that the app catalog has been created on your site, as shown in the following screenshot:

Contents  Subsites

D Name Type Items Modified
] Documents Document library 0 12/12/2018 8:52 PM
& Form Templates Document library 0 1/4/2019 11:31 AM
O  Site Assets Document library 2 1/4/2019 11:31 AM
i Style Library Document library 0 12/12/2018 8:52 PM
List 0 1/8/2019 1:39 PM
[E  Events Events list 0 12/12/2018 8:52 PM

Figure 25.32: New app catalog displayed on the SharePoint site

How to do it...

The following sections will cover the instructions to do the following:

«  Deploy the web part to the Microsoft 365 app catalog to make it globally available
. Deploy the web part to the app catalog of a specific site

Creating a solution package

Run the following commands to create a deployable package:

gulp bundle --ship

gulp package-solution --ship
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The file with the . sppkg extension is your package file:

{} write-manifests.json

>
>
>
>
A

sharepoint\ solution

W sIC
~ webparts\ CitiesList
> assets
Vv components

CitiesList. nodule.scss

Figure 25.33: Package file in Visual Studio

Deploying to the tenant app catalog
1. Gotohttps://office.comand log in with your Microsoft 365 credentials.

2. Click on Admin, as shown in the following screenshot:

Good evening Install Office
(] )
+ o o & ®W P & >
Start new OneDrive Word Excel PowerPoint OneNote SharePoint Teams Yammer Dyr;asr;ncs
Flow Admin All apps

Figure 25.34: Admin icon in the list of Office apps

\/‘/ You need to have the Global administrator or SharePoint administrator role in
order to see the Admin icon.
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3. Navigate to the SharePoint admin center by clicking on the SharePoint link:

Microsoft 365 ad

ure AD Connect ’} Traning for

Microsoft 3

Reports

B Resouices o Me L Search users, groups, settings or tasks -+ Addcard  J Dark mode & whatsnew? @) The new admin center
& siling R Essentials
@ support v
agement - Training & guides
&2 Settings v
=
K

Health © Directory sync: last synced 29 minutes ago

P Customized setup guidance
Choose a setup path to fi r

@ Password sync: recent synchronization

Admin centers

Training for users
Learn to use Office 365 and the Office apps

@ Al admin centers

& Customize navigation

Show less Need help? e Feed|

Figure 25.35: Button for the admin center

4. Open the Apps section:

SharePoint admin center 1

More features

@ Home
Access familiar features from the classic SharePoint admin center
B Sites A
Active sites
Term store User profiles Search Apps
Deleted sites
Create and manage term sets to help users enter Add and remove admins for a user’s OneDrive Help sers find what they re looking for, Leam Configure SharePoint Store settings. manitor app
= fokies v data consistently. Leam mor cisable OneDrive creation for some users. and more usage. manage app icenses. and more. Learn more
more. Learn more
@ Settiogs
B3 Content services v Open Open Open Open
@ Migation
% Advanced v
More faatures BCS Secure store Records management InfoPath
Manage connections urces lice Azure SQU t Manage records in a Records Center site that serves  Enable browser-based InfoPath forms. Learn more
7} Gioeion nmigation databases or WCF web services. Learn more eam more as an archive. Leam more
- Showall
Open Open Open Open

Hybrid picker Classic site collections page

Use

Figure 25.36: Apps section of the Classic features page

5. Click on Apps.
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6. You will be taken to the App Catalog:

| E  Manage apps Mana& apps

[% App requests hod
Upload, enable. and manage apps. To update SharePeint Store apps. go to the classic experience,
*  More features

Learn more about managing apps

[®] SharePoint Store -
(D Starting April 2, 2026, SharePoint add-ins will be retired for SharePoint in Microscft 365 and users will no longer be able to use SharePoint add-in

L APl access
T Upload

B  SharePoint admin center

Apps for SharePoint

lcon Title App version State Added to all sites

F ] movies-webpart: 1000 © Enabled Not applicable
client-side-solution

F ] add-employee- 1000 © tnstles Not appheable

client-side-solution

3 edit-emp-client-
side-solution

Figure 25.37: Package library

7. Drag your package file from your package solution folder to the library.

8. The web part will now be available to be added to any SharePoint page.

How it works...

The SPFx web part package consists of a solution package (a . sppkg file) and might optionally include
other files, such as scripts, CSS style sheets, and other assets. The . sppkg file is actually just a zipped
version of a set of files. If you rename the . sppkg file.zip and investigate the contents, you will find
that it includes a manifest file named AppManifest.xml, which contains a bunch of URLs pointing to
the location where script files are deployed.

These files need to be in a location that is accessible to the SharePoint web part running in Microsoft
365. The location could be on Azure Blob Storage or the Microsoft 365 public content delivery network
(CDN). The other option, perhaps the simplest one, is to host the files in a document library within
SharePoint.

Each approach has its pros and cons. CDN delivers pages and other web content to a user based on
their geographic location, so if your users are geographically dispersed, you might want to deploy
your assets to an Azure or Microsoft 365 CDN.

Instead of deploying your assets separately, you can choose to package them in the . sppkg file itself.
You can achieve this by setting the includeClientSideAssets property as true. After deploying the
. sppkg solution to the app catalog, SharePoint will unzip the assets to a location in your tenant.
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See also
. CLI for Microsoft 365: https://packt.link/CLI-Microsoft-365
«  The Setting up the development environment recipe in this chapter

«  The Building your first SPFx web part recipe in this chapter

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

(33

-
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Microsoft 365 on Mobile Devices

Microsoft 365 is undoubtedly a very rich and diverse productivity solution that covers almost all aspects
of an organization’s needs. One thing that is embedded in every application of the Microsoft 365 suite
is mobility. Every Microsoft 365 application has been designed keeping the users of the application
in mind. Microsoft 365 caters to users who access Office applications from their workplace, as well as
those who are on the go all the time. Some users will connect to the internet using Wi-Fi, while others
might choose to do so using their mobile data.

All Microsoft 365 applications are mobile-responsive. What that means is that if you access any Micro-
soft 365 application on your mobile or tablet browser, you will see that it rearranges the components
on the screen to provide the best browsing experience on the device of your choice.

In addition to being mobile-responsive, the applications also have native Android and iOS apps that
make use of your mobile’s native capabilities, such as the camera, the Global Positioning System
(GPS), orientation, and so on.

In this chapter, we will take a look at some of the key mobile apps available with Microsoft 365. These
are as follows:

. SharePoint

. OneDrive

«  Office apps

. Planner

. Power Apps

. Power Automate (Microsoft Flow)
. Power BI

. Microsoft Teams
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SharePoint

The SharePoint mobile app helps you remain on top of your work while on the go. You can access the
contents of a site and search for people and documents. The app works with SharePoint Online in
Microsoft 365, SharePoint Server (2013, 2016, and 2019) on-premises, and your hybrid environment.
Four of the more significant screens can be seen below:

s02 g9 - EEZT) 50 ZafF0 - EET) LR RN ©w4l
i a “ m X < 7
Find < Sales and Marketing S Settings
Q  Seatchin SharePoint = n Sales and Marketing
frequent ske: i Marks Prosect Team —
n Soes and Marketing Contoso
Qe 92 VebMakeing Pln Add another account
) 04 Marketing Anslysia
B " " Push notficat:
n o [~ © 2l Marketing Campaigns
ae xR Feedback
Pocpie
Meiam @ Megan B
Marketing L Drone market sectos t od
a & F sawe a8 UsesVos { Se

Figure 26.1: The SharePoint mobile app

Let’s think about the capabilities on each of these screens:

The SharePoint app defaults to the Find view, which lets you search for a site, person, or file.

2. When you select a specific site, the content of the site renders in mobile view. There are limita-
tions to the content editing experience in the mobile view. For instance, to edit content, you
must have a minimum screen size. You might want to turn your mobile to landscape mode if
portrait mode is not large enough.

3. The search icon is available on all your mobile views. The search results are revealed as you
type in the section below. This includes sites, people, groups, and files.

4. If you have multiple Office accounts, you can switch between them from the settings of your
SharePoint app.

When you sign in to the mobile app, you will see sites you have frequently visited, documents you have
been working on, and people you interact with the most. Clicking on the site renders it to appear in
the mobile view, where all your page components are lined up vertically. As you search for content,
you get the same search experience as on the web.

You can search for content, sites, or people using the Find option in the navigation bar at the bottom
of the screen. Clicking on Me lets you access your recent and saved documents. Clicking on the gear
icon lets you access the settings page to modify other app settings.
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OneDrive

The OneDrive mobile app lets you stay connected to all your files from anywhere and from any device.
Microsoft Graph brings all the documents you have been working on, irrespective of where they are
located (SharePoint, Teams, or OneDrive) into the OneDrive mobile app.

The app allows you to do the following:
«  Access and upload Office documents, Portable Document Format (PDF) files, images, and so
on, as shown in marker number 1 in the following figure.
+  Preview documents and images.
«  Edit and co-author in native Office apps.
«  Mark files and folders for offline access.
. Share documents with your office colleagues as well as external people.
«  Delete and recover files directly from your mobile devices.

. Scan whiteboard content, business cards, and receipts, and store them in Microsoft 365, as
illustrated by the areas marked 2 and 3 in the following figure:

Contoso Electronics
Images

Private Info

TEWD1P/20°00 I3y WA 1

u Annual Financial Report (DRAFT)

XE Audit of Small Busines:

BrokenPipe

E Business Card
u CE Annual Report

H
g

g
El
]

Figure 26.2: Scanning abilities of the OneDrive mobile app

Your OneDrive content is encrypted, not just on the device and in the cloud but also in transit.

Office apps

Microsoft Office has become an integral part of every organization. Word, Excel, PowerPoint, and
Outlook have been shown to be the most popular applications. According to Microsoft, there are over
1 billion Microsoft Office users in the world using Office apps on a day-to-day basis, hence it is no
surprise that Microsoft devoted its attention to building mobile apps for these applications.
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Currently, there are Android and i0S apps for Word, Excel, PowerPoint, and Outlook. However, Mic-
rosoft is planning to merge them together into one Microsoft Office app.

The usage of Office apps on mobile devices has gone up significantly. Over 100 million people (https://
packt.link/Office-mobile) use Outlook on a phone. Having an app on the phone saves you from
sitting at your work desk, allowing you to be productive even when you are on the go.

The Microsoft Outlook app lets you connect multiple email accounts in one place and be able to view
all your personal and official appointments in one calendar. The Inbox separates Focused emails—the
emails that need your attention—from other emails, such as notifications, promotional content, and
SO on.

Apps for Office applications (Word, Excel, and PowerPoint) provide document-editing features on
mobiles and tablets with screen sizes of less than 10.1 inches. On your mobile device, you can work
on documents stored in SharePoint or OneDrive and leverage the benefits, such as sharing and co-au-
thoring with colleagues. The documents get autosaved, so you can switch between the apps on your
mobile device and not worry about losing your changes. With multi-device support, you can pick up
your document from where you left off on another device.

The most familiar Office apps can be seen below:

* Hosted on Azure

* Provides an Administration Console Read Only - You can't save changes 1o this file. ~ Jr A Requester v
A Dt 4 A
Ade 20 Auser have access to a hub page containing all inf
< i view all changes that | am involved in (a tas
i 2 Auser page, including how long each task is taking
2 auser view a process map of the CD update/reviev
23 Auser understand the tasks aad responsibiities of
24 Auser receive monthly updates on published docu
Hierarchy 25 Auser be able to give feedback on the process
Iﬁqlﬂﬂ have of station
274 Requester Nlocate an external party o the role of SM
Training Plan 28 ARequester Qw-uxe if the change is minor or major
29 Anauthor be notified when a document requires a ch
30 Anauthor a3sign the document reviewer
31 Anauthor track my changes in word
m m 2 Anowner be notified atal stages of approval
33 Anowner be notified when a change is requested on
T | o 3| An cwmer e molad o  cugui for jer gt
35 Anowner be notified 2 month before the review is du
36 Areviewer review the changes made by the author
37 Areviewer be able to log my review comments
38 Areviewer be able to adjust the ‘summary of changes’
39 atechnical writer indicate if my improvements to writing are
40 atechaical writer review the writing and formatting after the
= 41 anapprover review and approve changes to a document
— 42 anapprover review and approve summary of changes
. a = o ety et 43 an approver review and approve technical writers chang
S - o
: 44 A control doc specialist send reminders to stakeholders if the deadl

45 A control doc specialist a process of informing document owners

: PSS — D User Stories Published Mast +

Figure 26.3: Office apps for mobile
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Each of these mobile functionalities possesses many of the abilities known from the desktop app. For
example:

«  The Microsoft PowerPoint app (1) lets you edit your presentations and present them right from
your mobile device, as illustrated in the screenshot.

+  The Microsoft Word app (2) renders your entire document, including images and tables. The
images and tables open in full screen when you click on them.

+  The Microsoft Excel app (3) lets you add formulas, charts, and tables. You can show or hide
columns, use filters, sort, and much more.

Planner

The Planner app lets users view and updates their plans on the go. It lets you create plans and tasks,
assign tasks, share files, chat about what you’re working on, and get updates on progress. The app lets
you add photos from within your mobile device.

\ 7/

_/@

|
9 You cannot delete a plan on a mobile device.

The app has four main sections, which can be seen below:

313 @ - . OovA07Ex 34 P --AD - W 0vLARTIN

Favorites ¢ Mark 8 Project Plan Q @

Engineering *

Add a task...

Project Team Formed

v |B-rvpzn

Mark8 project tracking
[’ w01 @ Gaurav Mahajan

Pattif Logistics Functional Spec Written
- [Bosn

Ci0wrped

Ly
Product Launch Event @ ‘ v

Prototype Completed
w Byir
g
o] ( & @ D E
Assign to me Settings

< - ] <
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UO0oLARE X @ --E@ - OO YLAD0%

! Settings

MOD Administrator
MA sning $x61015303 OnhlicrosolLcomn

Media outlets

B¢z

e -

Sign out

Website launch

¢ |@ans

O =

Theme - Use my system theme
Feedback

What's new in Planner

Rate in Google Play Store

Privacy Statement

O & g O

Planner Hub Settings Assigned to me Planner Hub

o [l | L

Figure 26.4: The Planner app
Let’s describe each of these screens in turn:

+  Planner Hub (1): This section lists all the plans that you are a member of.

+  Plan page (2): You can click on a specific plan to see all the related tasks and people the tasks
are assigned to.

+  Assigned to me (3): This section displays the tasks that have been assigned to you.

. Settings (4): This section lets you switch to other organizations that you might have subscribed
to.

Power Apps

We learned in Chapter 9, Creating Power Apps, and Chapter 10, Applying Power Apps, that Power Apps
can be designed for either web or mobile devices. The benefit of the apps running on a mobile device
is that you can take advantage of the device’s capabilities, such as location services and the camera.
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Let’s see what it’s like to access an app in Power Apps on a mobile:

Calendar Booking
Sudeep

udeepgh

Tasks
Sudeep Ghatak
sdeepghatak (defaul

PeopleP\cksr
Sudeep Ghat

QuerysString
Sudeep Ghatak

udeepghatak (defaul

Recommended apps

CheckBoxes
Sudeep Ghatak
eepghatak (defaul

Book
Sude ;u ak

Allow Power Apps to take pictures and record

video?

While using the app

Only this time

Don't allow

Figure 26.5: Power Apps mobile app

The steps we have taken can be described as follows:

1.

HEALTH PLAN SELECTOR 3

7

Welcome,
Sudeep Ghatak!

Share a little about yourself and we'll
recommend a health plan that best fits
your needs.

Enter your ZIP code *

From the Home page (1), you can navigate to the main sections of the Power Apps mobile app:
Home, All apps, and More. The Home page displays any apps you have recently used; the All
apps page displays the apps that have been shared with you; and the More page displays any
apps that have been marked as Featured, and also lets you access sample apps built by Micro-
soft if you need an example for reference.

From the Home page, you can then launch an app by clicking on its name.

When you access the app on a mobile device for the first time, you’ll be asked to grant permis-
sions (2) to some applications and services, depending on the systems the app is integrating with.

Finally, the app opens (3).
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Power Automate (Microsoft Flow)

The Power Automate mobile app lets you access flows that have been built by you or that have been
shared with you. Let’s look at three of the main pages when using this app:

344 M@~ @ - B OVANN% 354 MG — & G040y 347 M@ — & - O O 9409%

(% Flows c & @ (% Buttons c & @ (9 Approvals c a @

For Sudeep Ghatak, 10/26/22

Shared;pithime Shared with me Run only
@ Test 2
Excel, send attachements . Select a flow to run For Sudeep Ghatak, 10/21/22
© 6daysago  Instant ’
e test2
Get Items SP Excel, send attachements For Sudeep Ghatak, 10/18/22

® B8daysago Instant

@ sudeep
For Sudeep Ghatak, 08/23/22

This is a H1 header

Button -> Initialize variable,Compose This is a H2 header
This is a H3 header

Button -> Search for users (V2) Appl.. Button -> Search for users (V2) Apply to This is a H4 header
© 15daysago  Instant : This is a H5 header

Button -> Initialize variable,Compose
@ 14daysago  Instant

Get Items SP
Planner

14daysago Automated

Copy File

each,Add a row into a table
@ 16daysago Instant

@ Test approval
For Sudeep Ghatak, 03/16/22

e Test approval
For Sudeep Ghatak, 03/16/22

Get files/Move file

Get files/Move file
@3ddayango Instent Create HTML Table

Create HTML Table

@ 272 dave ann  Inctant

200606

o ) v 8 v

Flows Buttons Approvals Flows Butlons Approvals

Figure 26.6: Power Automate mobile app

Your flows, including those shared with you, will all appear on the Flows page (1).

The Buttons page (2) contains all the flows with a manual trigger. They let you perform tasks such as
sending a reminder or getting the weather. There are several templates available to choose from. By
integrating with other third-party services, you could even order a coffee or book a movie.

Finally, the Approvals page (3) allows you to receive approval notifications on your mobile device,
thus enabling you to approve or reject workflows, even while sitting in a cafe or catching a train. The
approval notification lets you add an optional comment and even reassign the flow to someone else
within your organization.



Chapter 26 321

Power Bl

The Power BI mobile app enables you to look at and analyze your company reports on a mobile device.
While designing reports using Power BI Desktop, you can create visualizations for the mobile view. A
mobile visualization lets you optimize your screen space.

You can download the Power BI mobile apps from their respective stores:

. App Store: https://packt.link/Power-BI-i0S
*  Google Play: https://packt.link/Power-BI-android
. Windows Store: https://packt.link/Power-BI-Windows

To create a mobile visualization in the Power BI service, launch the report and click Edit report, as
illustrated in the following screenshot:

CC-1000 Product Team > Energy Consumption

File v View v Edit report O R. X Pinali.

8K

6K

Throughput « Throughput (Trend) @ Temperature & Temperature (Trend)

100

Figure 26.7: Power Bl mobile app


https://packt.link/Power-BI-iOS
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Once the report has been opened in Edit mode, click Mobile layout to open the mobile designer win-
dow. You can now drag and drop the Power BI visualization components on the mobile layout and
resize them to fit the screen, as illustrated in the following screenshot:

File v Reading view  Web Layout

VISUALIZATIO... & REMOVE ALL VISUALIZATIO..

Throughput »

Aug 25 Sep 05

Péagina 1

Figure 26.8: Dragging and dropping visualizations in Power Bl

Now, save the report by clicking File | Save, and you are done. You can now access the mobile-opti-
mized report on your mobile device, as shown in the following screenshot:
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73 ME = @ - [oRCVR -]

Energy Consumption v

Pagina 1

Throughput, Throughput (Trend), Temperature and Tempe.

@ Throughput  Throughput ... @Temperature @ Temperatur...
100

52 53 54 55 57 58

0
Aug 25 Sep 05

Value by Date

Aug 12 Aug 26

4 e o o o [ ]

Figure 26.9: Appearance of a report on a mobile
All in all, the Power BI mobile app lets you do the following:

*  Analyze and annotate reports on a mobile device
«  Share reports with your colleague
«  Pose questions to the app

. Set data alerts and receive notifications
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Microsoft Teams

If you don’t want to miss out on team calls, but want to be able to access documents from anywhere
and collaborate with your peers without being in the office in person, I recommend you try the Teams
app, which is available for i0S and Android mobile devices.

Let’s have a look at some of the most common pages you will encounter when using the Teams app:

z-aa > 0948 Z-AA- 9 00wLE on2—44 * 5o oowid ou Z— Ak B8 OOPdR
Teams = Calendar Q & Files & Test
Tooa
y Cloud storage
P , i
@  Onedrive it m  virtual
. i m  virtual agent. | can help with
Company ffed'no account questions, orders, store
o : Recent information, and more.
Fridsy May8 . if you'd ike to speakto a human agent, let
o] e 365 Cookbook Notebock i me know at any time.

Project Team Meeting
200 AM- 430 AM O S0, what can | help you with today?

ki i
Mociied on 442 Sorry. | am not able to find a related topic.
Research and Development Can you rephrase and try again?
‘ e |
s cotsonien ol
abilang sl Cortiata ¥ = ?‘n:(.».l.e Pt

W Mark 8 Project Team
Document docx

[ ACC1000 product plans
$00AM-830 AMC °

PowerApps and Flow Licensing Guide
Aogust pdt

Weekly Marketing Lunch Q s We offer following courses
700 AM - 800 AV :

Invite people to join you

Figure 26.10: The Teams mobile app
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Each of these pages is a snapshot of navigating and using Teams on mobile. On these pages, we can
see several functionalities. For example, you can:

(1) View all teams that you are a part of
(2, 5) Attend online meetings, and have audio/video calls
(3) Access files stored in your Teams channels

(4) Initiate a conversation or reply to a private message

Going beyond what we have presented above, you can also:

Monitor activities happening across the teams and channels you are part of
Customize your channel workspace with Microsoft apps and third-party services

Collaborate using other Microsoft 365 apps such as Microsoft Word, PowerPoint, Excel, One-
Drive, and SharePoint

Search your team conversations, files, and chats

Set a status message

Overall, the Teams mobile interface is intuitive and easy to use. Though it doesn’t offer the full func-
tionality of the desktop app, it is a great way to remain productive and stay connected to your team.

Learn more on Discord

To join the Discord community for this book - where you can share feedback, ask questions to the
author, and learn about new releases - follow the QR code below:

https://packt.link/powerusers

o

="

[=]






Appendix
Other Microsoft 365 Apps

While we have tried to cover all the major Microsoft 365 applications in this book, new applications are
being added to the Microsoft 365 suite all the time. We have used our collective judgment to promote
certain important applications throughout this book, and we will mention other worthy applications
in this appendix.

Most of these apps are available within Teams and add their own unique flavor to the collaboration ex-
perience in Teams. We encourage you to explore that experience further by adding these apps to Teams.

The following apps are covered in this appendix:

. Bookings
. Forms

«  Learning pathways

. Loop
. OneNote
. Places

. SharePoint spaces

. Stream (on SharePoint)
. Sway

. Syntex

. Whiteboard

Without further ado, let’s dive in!

Bookings
Microsoft Bookings allows customers to schedule time with your business. It’s available as part of
most Microsoft 365 Business and Enterprise plans.
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Bookings in Microsoft Bookings are managed through booking pages. Each booking page allows your
customers to schedule time with you for specific services. Once you've created and published your
booking page, you will need to share a link to it with your existing or potential customers to allow
them to schedule time with you.

You can browse to https://book.ms to view your first booking page:

Microsoft 365 and
SharePoint Online

Help 365 v
{2 Home

Calendar

3 Booking Page

99 Customers

A staff

ﬂ Services

l]j] Business Information

2, Save and publish

O Unpublish  </> Embed

Booking page status

Published @

Share your page

Open published page

I https://outlook.office365.com/owa/calendar/CEI@ComputerEnterpris... I

Booking page access control

D Require a Microsoft 365 or Office 365 account from my organization to

book

D Require a one-time password to create bookings

Disable direct search engine indexing of booking page Learn more

Customer data usage consent

D Show a personal data collection and usage consent toggle along with a
message on my booking page

Enter your personal data collection and usage terms here.

Figure A.1 - Creating a booking page

Customize your page

Choose your color theme

Preview

(4
Page template
@ New O Classic
Color theme

E N BN BT N .
(- N N N
(_§ § N Hy By |

D Set custom color scheme for your booking page


https://book.ms
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From here, you can create and manage:

. Information about your business, such as its name, logo, address, and hours of operation.

. Services that your business has to offer, service details, pricing, and scheduling information.
You can define the service duration, buffer time between appointments, pricing information,
availability hours along with lead time, and the information required from the customer for the
appointment. You also have the option to make the appointments available as online meetings,
which then automatically generates Teams meetings for those appointments. In addition to
entering the service description, which is shown to your customers, you can also add notes
for your internal staff:

Edit service

= Basic details 5 1hr consult

(© Availability options
= Lets discuss your needs surrounding M365

& Assign staff (New

@ Custom fields
®© Location
[) Notifications ( New

Q Add online meeting ©®

[:] Send an anonymous meeting link to customers ©®
Default scheduling policy ©

@ Default scheduling policy, ® Duration
availability, notifications and I~ A ~ "
staff settings 0  days (1Al h 0 . min
Publishing options @D suffer time
how this serv
Q S o“/ s service on the Before After
booking page
0 :h 15 :min 0 :h 15 :min
€ Hourly v S 100

@ This is where you can add notes about this service that only you and your staff see.

3 Maximum number of attendees

attendees

Figure A.2 - Adding a service description
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Finally, you can also define the frequency and details of the appointment reminders for your
customers. This feature is especially helpful in making sure that your customers do not miss
their appointments:

Edit service

A confirmation email is sent to your customers and assigned staff immediately after an
appointment is scheduled, updated or cancelled.

Default scheduling policy © Settings

Default scheduling policy, ; ) . ) .
availability, notifications and Notify the business via email when a booking is created or changed

staff settings
Send a meeting invite to the customer, in addition to the confirmation email

Publishing options

e Show this service on the

booking page

Add additional information

AN B I U ¢2v Av® %

Add additional information and links that your customers will receive in their email
confirmation

Email reminders

Send reminder emails to your customers and staff (and optionally the business) before the
appointment.

Timing
1 day before NV

Send to
All attendees (customer, staffand ...

Customer

ff

All attendees (customer, staff and busi...

Figure A.3 - Setting appointment reminders

Note that you can create more than one service for each booking page.



Appendix

331

*  Youcanthen assign additional staff who offer these services. At this point, you can also assign
additional admin permissions to your staff, so they are able to manage the bookings for this
page. You can also customize the schedule for the staff members through this page:

Help 365 by

() Home

fF calendar

CJ Booking Page
pg Customers
L staff

ﬂ Services

D Business Information

Save X Discard
Staff details

Enter information about your staff member

Membership information

Status: New

Staff member will be notified via email about their membership for

this booking calendar.

EEE B
(1115
HEE

Phone number

Viewer

]

Viewers can see all the bookings on the calendar. They can't modify or
delete them. They have read-only access to settings.

Email notifications

Notify the staff via email when a booking assigned to them is

created or changed

Availability

Settings and meeting hours for the staff member Learn more

Events on Office calendar affect availability

Please note, personal calendar availability will not be accounted for
in multi-day services.

Use business hours

Monday X +
Tuesday Xl 5B
Wednesday X+
Thursday 2% | &
Friday 2 e
Saturday Closed ity

Sunday Closed +

Figure A.4 - Assigning staff to services

*  You can also maintain known customers through the Customers tab.
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«  Finally, you can publish the page by choosing one of the following options:

a2 v
PR Contoso Electronics

« Back to all booking pages % Discard

Help 365 v

= Configure booking page
Calendar g g pag
W Booking page @ Available to anyone ) .

People on the internet can book with a public seif-service page
@ Customers

@ No self-service
8‘5 Staff Don't publish a seif-service booking page for customers
Eiservices I Available to people in your organization
A 2 o People in your orga ion can book with an intemnal-only self-service page
€2 Business information Ni
H

3¢ Integrations @ Available to anyone ) )

People on the internet can book with a public seif-service page

e riimica oy

control, search engine indexing

Add a personal data collection and
@ Customer data usage consent pe _ v
usage consent message to your page

Default scheduling policy, availability,

fault scheduling poli
Fo‘ Deten eclufing;policy notifications and staff settings

. Customize booking page to go with
v
@ Customize;youg page the brand of your organization.

Choose your booking page language

@ Region and time zone settings and time zone seftings

Figure A.5 - Configuring publishing settings
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If you've published the page for external access, your external users will see a page like this:

Help 365

1hr consult

4hr Training Session @0 Thr consult

4 hours 1 hour
$300 $100/hour

January 24, 12:15 pm with Gaurav Mahajan

< > January 2023 Select staff (cptional)
Su Mo Tu We Th Fr Sa & Gaurav Mahajan N
0 2 13 815 am 9:15 am 10:15 am
17 18 20 m15am 12:15 pm 115 pm
22 23 @ 25 26 27 28 215 pm 315pm
29 30 31
© Al mes are in (UTC) Coordinazed Universal Timi v
Add your details
N Please let us know if you have any special requests.
Name

Thank you.

We'd like to discuss with you our needs surrounding
Address (cpticnal) Governance in Teams and SharePoint on! 'ne{
Address (cptional)

Phone number (

Figure A.6 - Booking page from an external user’s perspective

Finally, Bookings integrates with your Office 365 Outlook calendar, so appointments created through

Bookings automatically get added to your calendar.
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In addition to Outlook and Teams integrations, Power Automate now has a connector for

Bookings (in preview at the time of writing), which can be used for subsequent automation
, and integration with other applications. For example, if your organization is using Webex,
YA you can create a Power Automate flow so a new Bookings appointment will automatically
resultin the creation of a Webex meeting. Please refer to this link for more information on
this topic: https://learn.microsoft.com/en-us/microsoft-365/bookings/power-
automate-integration.

You can learn more about Bookings here: https://m365book.page.link/Bookings.

Forms

Microsoft Forms lets you create surveys, forms, and quizzes. You can create forms and surveys to get
information from your coworkers or even from people outside your organization. To create a form,
visit https://forms.microsoft.com and log in with your organization account. Once you've logged
in, you can create a form or quiz. The form creation wizard is simple and easy to use, as shown here:

Company Picnic - Saved

S Preview D Theme

Questions Respaonses
Send and collect responses
Enter your answer
Only people in my organization can respond @
Anyone with the link can respond
h @ 1 ;
~ Only people in my organization can respond
2. partyidea e I
Qs » =

Barbecue

Pizza Share as a template

-+ Get a link to duplicate
Other

—+ Add option Share to collaborate

—+ Get a link to view and edit

@ ) Multiple answers @D Required

Figure A.7 - Form creation wizard

Start by clicking Add new, which lets you add questions. These questions could be simple text boxes,
radio buttons, date fields, or rating fields. Once you have added all your questions, you can preview
the form by clicking on Preview on the top banner. To make your form look interesting, you can also
apply either a built-in or custom design theme.

The form can be accessed via a link that is generated when you click Share. This link can be public or
private to the organization, depending on the sharing settings.


https://m365book.page.link/Bookings
https://forms.microsoft.com
https://forms.microsoft.com
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The form creator can look at the responses as they arrive. You can view these by clicking on the Re-
sponses tab:

Company Picnic - Saved

@ Preview & Theme

Questions Responses @
5
2 00:20 Active
Responses Average time to complete Status
View results @ Open in Excel

1. Your Name

More Details

Latest Responses
2 "Gaurav Mahajan”

Responses "Sudeep Ghatak"

2. Party idea
More Details
@ Barbecue 2
® Piza 0
@ Other 0

Figure A.8 - Viewing form responses

As the preceding figure shows, this page provides a summary of the responses. Individual responses
can be viewed by clicking on View results. The responses can also be exported to Excel.

| You can further extend the functionality of this application by integrating it with Power
_\@’_ Automate to automatically process responses and potentially store them in a SharePoint
4 AN

= list or a database of your choice. This article lists some of the other things you can do with
Power Automate for Forms: https://m365book.page.link/forms-powerautomate.

You can learn more about Microsoft Forms here: https://m365book.page.link/Forms.

Learning pathways

Microsoft 365 learning pathways are designed to help you get to grips with Microsoft 365. They do
this by providing custom training from Microsoft through a customizable training site. To provision
learning pathways for your organization, you will need to perform the following two steps:

1. Install a prebuilt Microsoft 365 training site: The training site is a communications site that
gets installed using the SharePoint Lookbook service. The following link provides instructions
on installing learning pathways: https://m365book.page.link/install-learning-pathways.


https://m365book.page.link/Forms
https://m365book.page.link/forms-powerautomate
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The SharePoint Lookbook is a gallery of prebuilt site templates that you can import
into your tenant with a simple click of a button. You can view and download these
\/V: templates here: https://m365book.page.link/LookBook.

Please note that you will need to be an admin in your M365 tenant to be able to
provision sites (including learning pathways) using the Lookbook templates.

2. Customize the services you want to provide training on: Once the learning pathways site is
provisioned in your tenant, you can use it to create your own training playlists and even create
new pages for the training or learning campaigns you'd like to promote within your organiza-
tion. The following screenshot shows some options you can choose from when customizing
your training catalog:

Microsoft 365 learning pathways

v Get started

~ Scenarios
Modern workplace
Work remotely
Security
Hybrid workplace
Accessibility
Collaboration

~ Products
Outlook
OneDrive

Figure A.9 - Customizing a training playlist

The learning pathways site is connected to Microsoft Update Catalog, so the training content
is always up to date.

You can read more about learning pathways here: https://m365book.page.link/LP.


https://m365book.page.link/LP
https://m365book.page.link/LookBook
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Loop

Microsoft Loop takes collaboration and co-authoring to the next level. With Loop, you can create
reusable content that will then stay in sync across multiple apps on which you may be collaborating
with others. As an example, you can create a task list for your project and have it show up in multiple
apps. You can also collaborate on those tasks with your colleagues and @mention them in real time.
In the example in the following screenshot, we are creating a task list as a Loop component in a chat:

Wo  Loop components

Send a component that everyone in the
chat can edit inline.

AM
‘= Bulleted list \oE e ) rmmTmm m R—
Y= Checklist
4 1
. 2= Numbered list
no
(J [3) Paragraph
B Table r checking! H Thank you! H | appreciate it!

Typ) (3 Task list

Figure A.10 - Creating a task list

As shown in the following screenshot, I can also directly assign a task to my colleague through this
Loop component, right from within the chat:

(® Loop task list (Dr... People in your organization with the link can ... ~ Just now 3 ]
Add a title

Task Assigned to Due date

QO Schedule Kick Off @)Joe Belmont B Thuy, Jan 26

(7d left)
Task name Add Assignee {71 Select date
-+ Add a task
B

Figure A.11 - Assigning users to a task list
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Loop is still evolving at the time of writing, and you can read more about Loop here: https://m365book.
page.link/loop.

OneNote

OneNote is a highly acclaimed modern note-taking application and deserves a special mention in this
book for its unique note-taking abilities. The application is rich with features that make it possible
to capture ideas, thoughts, and tasks at any time on any device. Since it’s part of the Microsoft Office
suite of applications, it integrates seamlessly with Outlook, Microsoft Teams, and other Microsoft
Office apps and services.

OneNote components

OneNote comprises notebooks that, just like regular notebooks, contain sections and pages. You can
create and store your OneNote notebooks in SharePoint Online, Teams, and OneDrive. Such notebooks
then stay synced with the cloud and are also accessible to your colleagues so you can collaborate on
ideas or meeting notes (provided the notebook is shared with them).

The sections within the notebook are like chapters in a book, with each chapter comprising a couple
of pages:

OneNote Sales and Marketing * Sales and Marketing Notebo... Sales and Marketing Note...
File Home Insert Draw View Help Open in app Q  Tell me what you want to do
v [Fv calibri v11 v B I U £~ Av i A@ 2=

0

— Sales and Marketing Notebook

Project Proposal

iday, November 15, 2019 10:44 PM

Customer A Org Structure

Customer B Pre-Sales

Project Proposal

Figure A.12 - Navigating notebook sections

Notebook

Taking notes

Besides digital notes, OneNote also supports handwritten notes (if your device supports them) and
audio/video notes. It can convert your handwritten notes into digital notes so that they are searchable.
It can also translate notes taken in one language into another language.
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You can also insert images, videos, and documents into your pages. You can arrange the content on
the page just by dragging and moving it around.

OneNote doesn’t have a save button. This is because it continuously auto-saves the content, thus con-
siderably speeding up the note-taking process.

Sharing notes

You can share a notebook with your colleagues simply by clicking the Share option toward the top right
(just like all other MS Office desktop apps). This shares the entire notebook, along with all its sections:

Q Megan Bowen

|2 Share

[
\/‘“

s

Figure A.13 - Button for sharing notebooks

Note that you can'’t share a single section. You can, however, copy or move a section from one note-
book to another.

Places

Microsoft Places aims to better facilitate the shift to the modern hybrid work experience. The app
is still in beta at the time of writing, but once released, it will allow you to specify if you are working
from the office or remotely on a schedule or on certain days. It will also allow you and others to see
this information and understand when most of your colleagues are in the office, thus allowing you
to adjust your schedule to enable that valuable in-person interaction. This data could potentially be
further fed into intelligent booking and office space optimization systems to save energy and improve
workspace experiences. You can read more about Microsoft’s announcement introducing Places here:
https://m365book.page.link/Places.

SharePoint spaces

SharePoint spaces are web-based virtual reality spaces in SharePoint where you can create and share
mixed-reality content. You can then add web parts to view these 2D and 3D objects, 360 images, videos,
and more.

SharePoint spaces can be used for training staff, organizing virtual tours, engaging classroom teaching,
and much more.
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To use SharePoint spaces on your site, you will need to first enable it for your site. Once enabled, you
will get an option to create a space (which is essentially a page) in the page library of your site. You
can now add 2D and 3D elements to your page:

SharePoint T O Search this site

Work @ Contoso  News Brand Executive Corner HR v Qperations Sales & Marketing v Space design

Sales and Marketing

* Following | J -
Public group R 21 members

Structure ~

Notebook Saveasdraft ~ £ Space design TS 57 Feedback

rome - 0 -
’/Searth N
Documents Sky gallery | Amphitheater
AllAtoZ
Pages

® ¥ 9

-m
B E

Site contents

360" image 360" Video 3D Object

Terrace Geodome: Spiral
Marketing Announce...
nd
Marketing Documents & D s Theme
Document File viewer Image | W l
v
Products List library | [ tght
Customer Contacts & An ] Background ~
v i People Text Video
Subsites | Image v I

Figure A.14 - Space design themes and addable elements

SharePoint spaces look even better when you view them using a VR headset. Developers can further
enrich the experience by using the SharePoint Framework. Here’s an example of a 3D element em-
bedded on a SharePoint page:
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SharePoint £ Search this site LU X B @

Global Sales  Global Sales Retail Operations Sales and Marketing Retail

Sales and Marketing L] Publicgroup ¥ Following & 20 members
Notebook + New v [ Sendto v <J Promote Published 2/20/2023 & Feedback (/ Edit
0
Home
= Documents
©) Products List
Pages

Site contents

Customer Contacts

Teams Links

Marketing Announcements

Largelist

Largelist1

Largelist2

Largelib

Largelib1

Recycle bin

Edit

Figure A.15 - 3D element on a SharePoint space

You can learn more about SharePoint spaces here: https://m365book.page.link/sp-spaces.
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Stream (on SharePoint)

Stream (on SharePoint) is an enterprise video streaming solution that is provided through Microsoft
365. Users of your organization can use Stream to record new videos, or upload existing videos and
then share them with others within the organization. Teams meetings also get recorded through
Microsoft Stream and are automatically stored in the OneDrive Recordings folder of the person who
started the recording.

Stream recordings get published to (and stored in) your OneDrive by default. After your recording is
published, you can move it or copy it over to a SharePoint library of your choice using the Move to or
Copy to buttons on the top of your recording view, as shown below:

Stream  Proposal Pitch v

<+ New | 53 Moveto [} Copyto

Figure A.16 - Moving Stream recording files

At that point, your Stream recording will get stored in the appropriate library as a .webm file like this:

Documents > General

Name Modified » Modified By

Usage Reports

Al
[»] ~Proposal Pitch.webm

v

B3  Sales and Marketing_2022-5-4-14-18-40_1....  May 4, 2022 System Account

Figure A.17 - Stream recording file in a library

Clicking the file simply opens it in the Stream web player. Additionally, you can also embed Microsoft
Stream content in your SharePoint pages, as well as Sway and PowerPoint presentations.
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Provided you have edit access to the video, Stream also allows you to specify a Thumbnail image for
your video, auto-generate or upload a transcript, and generate Chapters markers for your video, as
shown in the image below:

Video settings X 8

Changes to video settings will apply for all viewers. Only .
users with edit access can see this panel. Learn more & f—

Chaptars
> @ Thumbnail O
Comments
(») About video On Q
> & Transcript and captions © Help
= Chapters On 0
(J Comments On Q

Figure A.18 - Thumbnail and Chapters markers

As shown in the preceding screenshot, you can also enable or disable Comments and the About video
info.

Finally, since the video file is stored in OneDrive or a SharePoint library, you can share it within your
organization (or outside if permitted) just like any other file on OneDrive or SharePoint. In addition to
the traditional SharePoint/OneDrive link-sharing options, you can also create sharing links that start
at a particular point in the video, as shown below:

& 2 @

&2 Share Vv

Share

bt

@

Copy link

@

Copy link at current time

</> Embed code
R, Manage access

Figure A.19 - Sharing videos at a timestamp
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Stream also lets you make screen recordings. So, the next time you need to record a training video
for your company, try out Stream!

Please note that Stream (on SharePoint) replaces the classic Microsoft Stream service,

V4 which stored video files on the microsoftstream.comservice, which is now being retired.

\@/ You can read more about this announcement and how to migrate your existing content

from Stream Classic to Stream (on SharePoint) here: https://m365book.page.link/
Stream-Classic.

You can learn more about Stream through this link: https://m365book.page.link/Stream.

Sway

Sway is a tool that lets you build stunning presentations and interactive reports without you having to
worry about the design or the layout. All your presentations will be responsive and render beautifully
on any device.

Sway is a free service. However, if you have a Microsoft 365 license, you can do even more with Sway.
The following web page compares the free version of Sway to the one that comes with a Microsoft 365
subscription: https://m365book.page.link/sway.

Sway lets you add text, images, and videos to a web page interface that looks pretty similar to a mod-
ern SharePoint page. As you add content, Sway will provide you with suggestions, as shown in the
following image:

E SWay D Pplay |8} Share ..

Storyline  Design PR 5) Insert
Suggested v India x | X
» Details Title Card Al Images  Videos v Creative Commons Only
= d 5 . You are responsible for respecting others' rights, including copyright
My India Trip o
rag animage herg ® L3 ‘ i

4 ) Group: Stack

E Emphasize A Accent  i= Bullets 1= Numbers @ Llink 0}

I~ Caption

Figure A.20 - Creating a Sway presentation

Once your Sway content is ready, you can share it as an online link with colleagues or friends. You can
build public Sway content that people can view without having to sign in. At the same time, you can
also create secure Sway content that can only be viewed by the people you share it with.
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To build your own Sway presentation, go to www.sway.office.com and sign in with your personal
Microsoft account or the Microsoft 365 login credentials provided by your organization.

You can read more about Sway at https://m365book.page.link/about-sway.

Syntex

Microsoft Syntex is an Al-based solution that helps with metadata extraction, processing, and searching
for documents in SharePoint libraries. It assists in harnessing this information in the following ways:

«  Using Al-based models to extract metadata: This is the most widely used part of Microsoft
Syntex. It allows you to extract metadata from structured or unstructured documents uploaded
to SharePoint. For example, you can automatically extract information such as the Amount,
Vendor Name, and Payment Status from a PDF receipt uploaded to a library that is enabled
for Microsoft Syntex. This information will then show up as columns within the library. One
benefit is that you could use Power Automate against this library to send emails if the invoice
amount is larger than a certain threshold, for example. Training Al models to recognize meta-
data within documents is easy and intuitive. In addition, at the time of writing, Microsoft
Syntex comes with two pre-built models, which enable information extraction from invoices
and receipts without you having to train any models.

+  Content assembly: This capability of Syntex enables the generation of dynamic document

templates (only Word documents at the time of writing). You could, for example, create place-
holder fields in your document that will obtain their values from columns in a SharePoint list.

+  Advanced metadata search: This capability allows you to perform a specific metadata search
against columns in your library. This feature may be especially useful if the extracted meta-
data is a text field (for other field types, you can easily filter/sort the data within the library).

+  Advanced compliance and taxonomy capabilities: In addition to the above, there are advanced
compliance and taxonomy capabilities that Microsoft Syntex enables, but these are beyond
the scope of this book.

You can read more about Microsoft Syntex and those capabilities here: https://m365book.page.
link/Syntex.

Whiteboard

Microsoft Whiteboard is a highly popular digital equivalent of the traditional whiteboard. Microsoft
Whiteboard gives you a free-form digital canvas where you can not only write and draw like on a tra-
ditional whiteboard but also type text, and add sticky notes, images, videos, documents, links, and
even reactions.

You can use Whiteboard with touchscreen-enabled devices such as tablets or mobile de-
\/;n> vices. Aside from the added capabilities that you get with such devices, it works equally
well with non-touch devices too.
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The latest version of Whiteboard even comes with templates for activities such as brainstorming
sessions, project planning, workshops, etc. The following image shows an example of the SWOT

analysis template:

Whiteboard
A S C | Whiteboard v Justnow @ | B &3
> x . . .
I (O8]
LLLip PFIC
a Create ....... SRR e s = =
° SWOT analysis 12 i
This template can help you analyze the strangths, weaknesses, opportunities, and threats facing a product or project. H
4 Once you've filled out 2ach catzgory, make 3 plan for how you'll address weaknesses and threats, maximize swrengths, : Stratagy
| o and leverage the opportunities you've identified. L
STRENGTHS WEAKNESSES
@ ¢
Shapes Reactions
.A, ||
&}
Images Templates
2 ~ OPPORTUNITIES THREATS
— O
= k}f
Documents Links
P
Videos

Figure A.21 - Using the SWOT analysis template on Whiteboard

Whiteboard can be accessed in the following ways:

+  Whiteboard in Teams: You can access a collaborative version of Whiteboard through Micro-
soft Teams. This is the most common way to access Whiteboard. You can do so by adding the
Whiteboard tab to your Teams channel, chat, or a meeting you are in. Once you do that, all
members of the channel, chat, or meeting get real-time access to Whiteboard.
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| In addition to creating collaborative whiteboards from within Teams, you can also invite
_\@'_ others to collaborate on your individual whiteboards by creating shareable links. Please
AN

g note that links you create this way using your organization account can only be shared
within your organization.

Web app: You can open the Whiteboard web app by browsing https://whiteboard.office.
com/ and logging in using your account. Doing so will show you all the whiteboards for that
account in a single place (including those created in Teams).

. Installable app: You can download the Whiteboard app from one of the app stores (i0S, An-

droid, and Windows). Like the web app, you will be able to see all your whiteboards in a single
place once you log in to the app.

You can read more about Microsoft Whiteboard here: https://m365book.page.link/whiteboard.

This handy cheat sheet gives you a rundown of the various features of Microsoft Whiteboard: https://
m365book.page.link/whiteboard-cheatsheet.
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