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Can’'t Find What You
are Looking For?

Overcoming Document
Chaos in Microsoft 365

David Lavenda
Chief Product Officer
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Microsoft Teams

« 270 million monthly active users

« 16% Office 365 Commercial seat
growth (y/y) (Q22022)

« Used in over 500K organizations as
the default messaging platform

« Over 183,000 educational
institutions are using Microsoft
Teams

TEAMS DAILY (NOW MONTHLY) ACTIVE USERS

« Used in 181 countries, 44 languages

e e e e e e s

- Marquee Customers: Accenture, — e e e
Continental AG, EY, Pfizer and SAP
are among the companies with

more than 100,000 active users

poll

. Source: Office365ITPros, Microsoft Cloud Revenues Pile Up as Teams Hits 270 Million Users, Jan 26, 2022
2‘; hqrmon-le Business of Apps, Microsoft Teams Revenue and Usage Statistics (2022), January 11, 2022



https://office365itpros.com/2022/01/26/microsoft-cloud-revenues-teams-270-million/
https://www.businessofapps.com/data/microsoft-teams-statistics/

Microsoft Collaboration Stats
2020-2022
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https://www.microsoft.com/en-us/worklab/work-trend-index/great-expectations-making-hybrid-work-work

Storing Documents
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Where Can You Store
Documents in M365?

E D

FORMAL CENTRALIZED COLLABORATION
COMMUNICATIONS FILES

3 -,

SHARED WITH PERSONAL CLOUD
ME FILES STORAGE

<3 harmon.ie




Why Is It Hard to Find
Documents in Microsoft 365?

Search for“customer RFP” in several
Teams locations

-

Try again in likely

No results . .
SharePoint locations

One last try in
OneDrive

No results

K
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Storing Documents in
Microsoft Teams
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Storing a Document (File) in Teams

I Wed U3/23
':E:' Recent
O\ Search rarmon.ie Inviato: mercoledi 23 marzo 2022 13:.07 A: NV
¥ Browse Teams and Channels larco Berselli <marco.berselli@itstrateg
Teams = AC Ravenwood FPosts Files ©  Wiki Onebrve
- £ 1 Will Take It
— Dropbox

Pinned + New + Upload s Sync

Ravenwood
Accounts Ravenwood

Google Drive

=le ¢ Pp &

AC Upload from my computer I

Type @ to mention someone.

B General ) ]
Jopoeooennasa -

Upload a document to a channel Add a document to a chat
Add a document to a meeting chat
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Where are Teams Files Stored?

Q Your status is set to do not disturb. You'll only get notifications for urg
Teams =

AC Ravenwood Posts Wiki ravenwood@

@ Pinned —

Chat
Ravenwood + New T Upload ~ <= Sync @ Copy link 4 Download - Add cloud storage
fi]@ AC Accounts
feams ﬂ Ravenwood
Calendar n D Mame -~ Maodified -~ Modified By
.
Qg Email TeamMate August 31, 2021 Itay Pahima
Calls :
B n harmon.ie Accord December 2, 2021 David Lavenda
Files o
n M9 ~Documentdocx 3 hours ago ltay Pahima
. R
ce @ Presentation.pptx 3 hours ago Itay Pahima
ﬂ 1 Your daily briefing_900293598.eml April 4 SharePaint App
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Files are shared
in the Teams
channel “File”
location in
SharePoint



How Do You Access Teams Files?

- Navigate to the Teams B RIS ) [

ctivity
°
channel and click on the ey T Gone oGk L oomon A
Chat
Ravenwood
‘files’ tab o s
Tame General
e ) Namew Modified Modified By
Calendar Customers
. Accord Email TeamMate August 31, 2021 Itay Pahima
i General
Calls B Shuvu harmon.ie Accord December 2, 2021 David Lavenda

— LATC Cfbeiemen A

« Open the site directly. Clickon ™™ T | B Raveneond P Pl 2moe ¥ Se

o o | mom 7riks | 1 Channel notifications  »
Pinned
the ellipsis (..) and select - %2 unpi
ac Ravenwood Hi David,
L3 ° n
“Open in SharePoint” @ Manage carne
Bt Continuing our conversation from last week, se
Accord documents for the merger with Honor Inc. &2 Getlink to channel
* See our proposed acquisition strategy in i o
j(Dfustc:lmers Arecantation f Edit this channel
OO
See more 48 Connectors
General
h = .
Sh Reply Reply All Show Full Emai 1 Delete this channel
MTS Software & . -
Accord Design Partner Support I Q Open in SharePoint I

« Go directly to the SharePoint URL:
https://<tenantname>.sharepoint.com/sites/<Teamname>/Shared%20Documents/<channel-name>
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Where Should You Store
Files in Microsoft 365?

Best Practices
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Microsoft Guidelines
for Storing Files in 2 vicosw sss

If you are working on file by yourself,
save it to OneDrive.

G D R
If you're already working as a team —

in Microsoft Teams, SharePoint, or Outlook—you
should save your files where your team works

@ harmon.ie Sources: Microsoft, Should | Save files to OneDrive or SharePoint?



https://support.microsoft.com/en-us/office/should-i-save-files-to-onedrive-or-sharepoint-d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e

Strategy J1 | StoreFilesin Where You Work (Teams)

For functional teams (like sales or marketing), share working documents/files where the team collaborates.

Advartage
N

Easy to access ‘working documents *
Easy to update and work together on a document

Viewing old versions of the document requires several steps

Hard to find the file after the collaboration is over
CMAW - Where did | store it?

- Hard to use metadata to classify content

Documents are disconnected from related email messages (e.g., from customers)
* Governance is (still) a challenge

@ harmon.ie Sources: Microsoft, Should | Save files to OneDrive or SharePoint?



https://support.microsoft.com/en-us/office/should-i-save-files-to-onedrive-or-sharepoint-d18d21a0-1f9f-4f6c-ac45-d52afa0a4a2e

Store Files in the Official Repository

Strategy #2 | (sharePoint)

Adv Easy to know where to store documents

Wﬁ‘ e Easyto classify documents with metadata so they can be found
&7 * Easyto view old document versions (preserve ‘work history’)

 Governance is straightforward

e Easyto find documents

Adoption is challenging (too many apps)
Working documents are disconnected from ongoing collaboration work
Documents are disconnected from related email messages (e.g., from customers)

Clellrgt
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Store Documents in Teams/SharePoint
— Hybrid Approach

Strategy #3

Store working documents in Teams
Store final official ‘records’ in SharePoint

Easy to access and work together on ‘working documents

AAVW% * Easytoview old document versions (preserve ‘work history’)

 Final documents can be stored as ‘records’ in SharePoint
 Governance is straightforward

Adoption is most challenging (flow is complicated; too many apps)
Documents are disconnected from related email messages (e.g., from customers)
Finding the ‘right’ file is most difficult

Chellrgt
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The Key to Finding
Documents

Make the Right Thing the Easy Thing

&» harmon.ie



Make it Easy to Find
Documents in Microsoft;

Search for “RFP” across all Microsoft
365 location - SharePoint, Teams, and
OneDrive

3 results

! @ B Customer RFP.pdf

@ RFP1.docx

E My _RFPpptx ‘ Bradley Jackson 3/21/2022

<3 harmot ‘ -

Customers Support 4/20/2022

* Customer Success 3/21/2022
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LOCATIONS

Vv i= All Locations o

7,"5 Favorites
Q SharePoint

(©  Recent
harmon.ie 365 o e

= General

Access All Microsoft 365 Apps 2 AsC Corp
from Outlook 4 = Glory Inc
S Golp O A Email TeamMate
More on the Honor Merger St.. 8/31/20...
Hello Annie, Thanks for your E' Honor
Harmon Young
Review 10/14/2021 El Qoherent

@i RW Construction and Demo
& RW Contracts

. OneDrive

RQ Shared With Me

Documents

Uploading document to SharePoint

Uploading "Please review.msg" to "Glory Inc"
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Search Across
Microsoft 365 Apps

<2 harmon.ie

LOCATIONS

Qi > D

VvV

Type text to search or enter
SharePoint link to navigate
to location or document

22 harmon.e

@ Search or enter a link X ICurrent Library = O

Searchby.. @ Current Library

From To Supject Cc Current Site
Author File N¢me All Locations

File Extension | Title Size

L]

Search by column Search scope
or metadata




Search Across
Microsoft 365 Apps ; " SteNome (o

® 7] Project Management
@ RW Censtruction and De...

[ ] & RW Construction and De...
q s B Marketing Events

Q Proposals
: Q Marketing Events

* Filter/Sort by Microsoft 365 App
* Filter/Sort by Site

 Navigate directly to location d r
N
Filter Results by Navigate using Filter results
Microsoft 365 App ‘Open in location’ by Site Name

22 harmon.e



The 3 Keys to Finding
Documents in Microsoft 365

= I SN

CAPTURE CLASSIFY DISCOVER

22 harmon.e



Capture

Capture Important Emails and
Documents Quickly

Dragging & dropping emails

& documents to SharePoint
boosts information governance

22 harmon.e
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More on the Honor Merge

[

SITES PEOPLE
# « Ravenwood Office 365 Demo Site » Construction » Project Documentation Q

B-fk-Wi-V

-~

Mame Modified Modified By  Project Mame R
f
v Project Name : Alpha (9)
@ Commercial Report.docx 5/2/2018... AnnieTuck  Alpha Al
[=]  Draft proposal_2015-08-19_09-06-1 7/16/207... Fred Meal Alpha ER
[41  EULAs_2010-08-08_07-52-25_Ange 7/16/201... Fred Neal Alpha ER
B inteoration Deoiect o Beoy 450300001 Ered hlaal Aloha E
@ 2018 Contract.docx 5/30/201... Fred Neal Alpha

T T T T TE T E U T O e O T wEm e T TOT 20 T T TR IR FT DT T BT

@ Procurem, ocess.docx 7/10/201... Fred MNeal Alpha ER
ard Affiliate Partner Agreem 5/30/201... Fred MNeal Alpha ER

@ Technical Documentation.docx  6/13/201... Annie Tuck  Alpha ER
> Project Name : BearingPoint (1)

[ Contract_2015-08-19_09-06 7/16/201... Fred Neal Alpha

e

@ collage_zendesk_auth.PNG 5/2/2018... AnnieTuck  Citi e

ﬁ Customer Support Datasheet 2006 5/3/2018... Annie Tuck  Citi uf

] Dexwsdocx 5/2/2018... AnnieTuck  Citi ue
v Project Name : CononoPhillps (2)

= 55694_001.pdf 5/2/2018... AnnieTuck  CenonoPhillps U!

@ Accide ntxyz.docx 5/2/2018... Annie Tuck  CononoPhillps U¢

]  Agency contract Beta2.docx 5/2/2018... Annie Tuck  CenonoPhillps U!
~ Project Name : Continental (2)

B  Contact Listxlsx 5/16/201... Fred Meal Continental ue

@ Continue pilot notes.JPG 5/3/2018... Annie Tuck  Continental ER
~ Project Name : EY (6)

ﬁ Agency contract.pdf 5/8/2018... Annie Tuck EY ER

&) andylJPG 5/2/2018... Annie Tuck EY ER

X @]  andy2JPG 3/2/2018.. AnnieTuck EY ER

=] Community Initiative_2010-08-08_ 7/16/201... Fred Meal EY EM

B4 Customized Environment_2010-08 7/16/201... Fred Meal EY Eh

| printable-brochure.pdf 6/20/201... Fred MNeal EY ER
> Project Name : SwissRe (10)
<

All Documents 193 items
Recent ltems Show Mare
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R, - 0T upt0ADED DOCUMENTIS)

7 Newem W-=F B shave 1o Teams | [ | =y - @- g - | @ 7 showse| =1 Contract T
Please fill the properties of the uploaded document(s).

More on the Honor Merger Strategy

Older

Forwa|

@ Content Type

Orels Samuel Cooper (U : ' e ) kb diadis

More on the Honor Merger St... 8/31/20. ) Company profile.pdf o spdalication tabk @ Name

t 121 jello Annie

| Contract ‘

Hello Annie,

Thanks for your analysis. | have attached the company profile and the capitalization table, Title

Emails and Documents | e NN = |

Sam

Projects

to SharePoint/Office 365,

» Wisitor Experi: ; Izl

using metadata

8/28/2018 ~ [ 10:34 AM v

From

| Harmon Young <harmony@ravenwood-corp.com> ‘

Attachments
| Yes v ‘

In-Reply-To
| |

_conr| OriginalSubject

1 | Contract ‘

References

Reply-To
I |

Created: 8/29/2018 7:25 AM  Annie Tuckker
Modified: 8/29/2018 7:25 AM  Annie Tuckker
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Recent Items

My most recent items
from across Microsoft 365

apps

<3 harmon.ie
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More on the Honor Merger Strategy Name
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our analysis. | have attached the company profile and the capitalization table. ﬁ G’ -
> nelrive

A @ Recent ltermns

@ Merger Structure 12.docx

[=] Tax Inquiry from Glery Inc. 12.eml
@ Merger Plan 12.pdf

@ Merger Structure 11.docx

Q Merger Plan 11.pdf
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‘Shared With Me’ Items

ltems shared with me
from across Microsoft 365

apps

<3 harmon.ie

More on the Honor Merger Strategy
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LOCATIONS PEOPLE &
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Mame
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> Q SharePoint Sites S
&

> G Accounts
> G Project Management
> G RW Sales Team
b ﬁ Cnelrive
» BT Documents

& Shared With Me

> @ Recent [tems
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Discover & Favorite Teams

Access your most
important Teams from

Outlook

<3 harmon.ie
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= Manage Teams

Select teams to add to the 'All Locations' view

X

S GRWPartners
GTestNewSamC

E RW Construction and Derno X |

1 selected

Add

Cancel

LOCATIONS
v E= All Locations

Name

> * SharePeoint Sites
> i'é Favorites
v * Teams
> ﬁ Accounts
> G Project Management
> G RW Construction and Demo
> G RW Sales Team

> Ja OneDrive

» @ Recent tems
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bl M$Mbv9ulB Open

@ Open in Browser

harmon.ie 365

Dy copy

@ Share 'Business Plan for Startup Business.doc X
&1 Rename
Send link W Delete
Add New Version...
1, Check Out
Modern Share Experience
Apply Retention Label
0 AngelaNeilson X aqq another [} View Properties

7 Edit Properties

Granular share capabilities right E
from Outlook sty s

@

Copy link

Shared with: ﬂ e g S“ e ; =
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Microsoft Trusted Partner

& Microsoft

#° Microsoft Gola Get it from
: Microsoft Partner BN oo CorteAt Sles
CO!S[e” Ready ] AppSource Partner Program

¥ Microsoft
Charter Member
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Why You Need to Upgrade t0 9.3.2 %

@. Microsoft dropped Internet Explorer (IE), including services provided to apps (9.3.2)
e Save S/MIME encrypted emails to SP unencrypted (9.3)
* Property editing enhancements (9.3)

e Accessibility (9.2)
- WCAG 2.1 Keyboard Support
- JAWS Narration Support

e Private channel support (9.1)

e External Share of folders & document sets (9.1)

Check out “What's New in harmon.ie”

22 harmon.e


https://harmon.ie/documentation/sharepoint/outlook/whatsnew?dl

“

Download a 30-day eval here

Download NEW product: Get 30-day free trial:

https:/ /harmon.ie/loqgin https:/ /harmon.ie/enterprise-trial
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Thank you!
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