Webinar: How To Harness Microsoft
Power Automate To Digitise Your
Paper Processes

7th May 2020

Thank you for joining — we'll be starting soon
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*  Why should you consider Automating and

going Paperless?

W H AT W E * Qutline of Power Automate and how it works
W | L L C OV E R * Process that you can automate
TO DAY ? » Several Power Automate Examples that we use

* Other tools to consider that can assist

automation or going paperless
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WHAT DO WE HOPE YOU TAKE AWAY?

e Understand Power Automate (and be able to explain it to a
colleague)

» Take useful/practical examples away to your organisations
* Be confident that you can implement or make progress yourself.
 Start using Power Automate soon!
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About the I.T. team

« Formed in 2011

« Office 365 since its inception

« Managed Services/IT support

« A wide range of IT services

« Major NFP base of customers
 Providing IT services to NZ & Australian

organisations
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WHY CONSIDER
AUTOMATION/PAPERLESS?

* Obviously, the environmental side
* Improve and accelerate processes
* Implementing processes easily

* Allow your organisation to function (in a
lockdown scenariol)

» Keep tight records (digitally) of all activity
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PROCESSES THAT ARE COMMONLY PAPER BASED

Time Sheets

Purchase requests

Expense Claims

Credit Card requests
H&S Incidents
Travel Requests

[]

New Client Forms
Staff Induction
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WHAT IS POWER | l
AUTOMATE? Df.
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POWER AUTOMATE INTRO
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Microsoft Product/Service (part of

WHAT IS POWER

AUTOMATE ’p Office 365)

N

Part of the Microsoft Power Platform

Formerly called Microsoft Flow

For organisations and individuals

Low or no code

Many templates available
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When a new response is submitted

P

Apply to each
= Select an output from previous steps
List of respons... x
FE Get response details
h
h
Send an email
.l Start and wait for an approval
L E Condition
KO
A4
Send an email 4
z Add an action
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* Triggers
* Email received

HOW DOES A * Form filled out

* Document uploaded

F I_OW STA RT? * Tweet mention

* Buttons
e Schedules
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Team Event

Help us decide what to do for our upcoming team event
1. Where should we go? E

FORMS .

Art exhibat [

Aguarnum B
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DEMOS
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What is it?
* A process to request approval for

hasi thing for internal use,
INTERNAL e
PU RCHASES - How does it work?
Ov E RVl EW * Details gathered in a Microsoft form

* Approval sent to nominated person

e Details sent to Accounts Team on
approval
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What did we previously do?

P f , filled by hand and th
H\ITE RNAI— pal’[c)f)rn crﬁ??%g!afs doelgli vhandandher

e Often got lost, buried, or forgotten!
P U RC H AS ES - Not easy for queries to be shared
OVERVIEW

Staff would circumvent the process

Forms weren’t always filed, defeating the
validity of the approval
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Learn more —>
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Microsoft Partner Research Panel — Office 365 Partner Landscape

© v =

Wed 22/04/2020 11:33 PM

MS MSPRP Surveys <msprp@msprp.com>

To @ Lucy Rees
Py cy

Microsoft Partner Network

Dear Partner,

We have an interesting new study to help Microsoft gain a greater understanding of the current landscape for partners
who sell Office 365. We would love to include input from your organization.

Follow this link to the Survey:
Take the Surve

The questions within the survey will be customized to be relevant to your responses. For most, it will take about 11 minutes to
complete, though time may be shorter or longer depending on your unique responses.

We appreciate your continuing involvement in the Microsoft Partner Research Panel (MSPRP). Your time and thoughtful
feedback are very much appreciated!

Sincerely,
Microsoft Partner Research Panel Team |

MDC Research and the Microsoft Partner Research Panel recognize the widespread disruptions COVID-19 (Coronavirus) is creating for individuals and
businesses; we have adapted many of our practices {o protect the health of research participants, employees, and community. Fortunately, online
research is a safe and effective way for people to continue to help shape decisions made by a wide range of companies, as well as maintain stability in
business practices wherever possible. If this invitation is unwanted due to current circumstances, you may opt out of this specific study by clicking

here. We wish you and everyone in your organization all the best.

If you experience any problems accessing the above website, please email msprpo@msprp.com.

Unsubscribe | Privacy Statement
Microsoft Corporation

One Microsoft Way

Redmond, WA 98052
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INTERNAL . Inter.nal Purchases
PURCHASES - i moprons
WE USE THIS * Time off requests
FOR
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Main

INTERNAL PURCHASES — SO FAR...

-

18
MONTHS

J

taining the health of your L.T. system

a

240 HOURS
SAVED!!

~
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What is it?
* Notifying our Health & Safety team when

IMPORTANT mazardous onsite work s taking place
N OTl F | CAT' O N S How does it work?
_ OV E RV | E W * Details collected via a Microsoft form

 H&S Committee notified directly in Teams,
alerted immediately
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What did we used to do?

IMPORTANT * Email

* Phone call

NOTIFICATIONS - poverfom

* No central record

- OV E R\/‘ E W * |tems not consistently reported
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B Health, Safety, and Wellness - i X |

& O & https://theitteamnz.sharepoint.com/sites/HealthSafetyandWellness

T O —

People Hub  The Hub COVID-19 Resources Health, Safety, and Wellness Level Up Staff Profiles Social Club

Hg Health, Safety, and Wellness * Following

Public group R 32 members

Home -+ New 52 Page details Published 3/29/2020
Conversations

— Welcome to the Health, Safety, and Wellness hub!

Notabsok Here you'll find all sorts of information about how we manage this in the workplace, and also how to let us know if you have any Health, Safety, or Wellness related
incidents.
Pages

Site contents

Please see our COVID-19 Page for resources and information on how to stay healthy and safe!

Recycle bin

Edit

I'd like to report an Incident I've noticed a Hazard I'd like to check our onsite guidelines
Vehicle Accident Insurance Form Monthly Office Checklist | need to complete an Onsite Work form

Get the mobile app S
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Search or type a command

Onsite Work Notifications Posts Files Wiki Onsite Work Notificati...

IT Team - Company Forms =/171 12:.22 o1/
A new Onsite Work checklist has been completed by forms@theitteam.co.nz.

Please review the details, and get in touch with them.

& Lucy Rees 3/1112:28 PM
© FYl team, testing out the notification O

<« Reply

Lucy Rees 3/1112:33 PM
Added a new tab at the top of this channel. Here's a link.

x " Excel
<’ Reply

IT Team - Company Forms =/11 12:32 P
A new Onsite Work checklist has been completed by forms@theitteam.co.nz.

Please review the details, and get in touch with them.

¢ Reply

IT Team - Company Forms /171 12:39 o/
A new Onsite Work checklist has been completed by Lucy@theitteam.co.nz.

Please review the details, and get in touch with them.

<’ Reply

IT Team - Company Forms =/11 12:471 P\
A new Onsite Work checklist has been completed by Lucy@theitteam.co.nz.

Please review the details, and get in touch with them.

<« Reply

Start a new conversation. Type @ to mention someone.

A Q @ M B G B> Q .-

e

® Org



IMPORTANT NOTIFICATIONS - WE USE

THIS FOR...

HEALTH & SAFETY
NOTIFICATIONS

Maintaining the health of your L.T. system

-

SECURITY

INCIDENTS/BREACHES

J
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What is it?

* Tool to gather information from our
engineering team, on how their workload
is looking for the day

DAILY
STAN D U P - How does it work?

* PowerApp on mobile

OVE RV‘ EW * Teams bot chat

* Information collated into a spreadsheet,
with a daily report
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x B DailyEng er, ¥ e

c_) _'."'_| htt ps://apps.powerapps.com/| ]i.'i':,' d6ab13aa-fdbc-418¢c-8bf9-6477a4108a687tenantld=59362280-b097-4ab7-964b-d7379bb32e128&source=portal&s... ¥%
i th e IT te am Power Apps | Daily Engineer Standup

[ S

Welcome to standup!

Are you ready to submit
your entry for today?

Yes Not yet

the I T team

ing the health of your LT. system




B rower Apps % [ Daily Engineer Standup - Power X | =

(i 8 https://apps.powerapps.com/play/db6a 6c-418¢-8bf9 nantld=5 197-4ab7-964b-d737 source=portal&s... ¥% - £
1=

th e IT te am Power Apps | Daily Engineer Standup 4 Q s T 'ﬁ

(m

Please enter your standup data below.

How busy are you for project work today?

3 - Some project work planned today A%

How busy are you with BAU work today?

2 - A small amount of BAU v

Do you have any availability notes for the team today?

I'm booked onsite between 1pm-3pm, and will not
be contactable during this time. N




< D> 4 Search or type a command ’#o = X

a

Ny Chat Recent Contacts Y ",.l-ol Flow Chat Flows Approvals About

ctivi

a Pinned & : 5

Chat <> By using Flow, you agree to the Terms of use and Privacy st

Child Steps Team

.o

tcor added
Jser aaaed

b 8/27/18 5:08 PM
Teams
@3 Leading Edge Team 4/1 Learn more
a b’P Gnana: I've spoken to Connon about escalating W..
Calendar . 3/75 Flow
\ Team FSM 3/25
Pankaj: thnx Dr’_.'l Here's what | can do:
‘. « List flows for the default environment, command: List flows
Calis Age Con Akl Team 4N . - 3 -
G Wasterohon : - = Run flows that don’t have any inputs, or that run on a schedule, command: Run flow index
K wWas her phone wo ca e one.
> = Describe flows that don’t have any inputs, or that run on a schedule, command: Describe flow index
‘ HOBANZ Team 12/6 By continuing, you agree to the Microsoft Privacy Statement and Microsoft Services Agreement.
Fies Y28 Pankaj: sure - will send all the info on monday @
P Helpdesk's Kitchen 3/4 8/27/18 5:08 PM
Planner Chris: Sent an image List flows =
<
@ = Gatekeepers Ltd. 4720
Ly st NTONG ¢ el Flow
OneNote [“-l
Cormsr Mark: and Sie 8¢  Ican run any flow that's:
You :‘:m/'yalz I"-:-:’wt is not critical if it's a no, he can = triggered on a schedule
e « manually triggered with no inputs
Ops Daily Stand Up L e AM Currently there are no Flows available. Please go to Flow Portal to create your flows or learn more
Mark: %4 Backgrou from our Flow Blog
Al On Phones 5:06 PM
Allan: NOTE FOR TOMORROW: i’ll start at 9... Yesterday
Recent
Flow Updated
9—‘ Flow 5:40 PM @
© Sentacard
= Allan Barclay 5:07 PM
Forgot to say, but i'll start at 9 tomorrow/fr...
{ "$schema™: “http://adaptivecards.io/schemas/a...
G Nick Jongens 4:42 PM
© self Responded by You
e Connon Daly 4:06 PM icy Rees (Lucy@theltteam.co.nz) used Power Automate to send this
© one min call? notification. Learr =
c Chris Winter 3:37 PM
'O lol good luck with that ive not had fun with thei

Kieran Gamperle
% You: hope it's a good break!

J2% Ben Hewitt 3:25

2 Security - Mastermind Session 3:13 PM
Pps : https://theitteamnz.sh 1%/
ick: https://theitteamnz.share X:/s/. Type your questions here
- 1 2:54 PM\
@ Mastermind session - Monitoring! 2:54 PM A, © @ B I G eT A =3
Help Kieran: Sent an image & = O 3 . =




Power Apps = | Daily Engineer Standup - Power X | K] Daily Standup Status.xsx x |+ - a X

< O Gy https://theitteamnz.sharepoint.com/:x:/r/sites/Operations/_layouts/15/Doc.aspx?sourcedoc=%7B3EADIAFI-D65A-43EE-93E4-649AA37FF5BD% D& ... % & o r3 = & & e @
Excel Operations » Standup Data Daily Standup Status Lucy Rees
File Home Insert Formulas Data Review View Help Open in Desktop App 1 Share (I Comments
&lj EK Gn . AN EE = 35 wrap Text v il @ @ @:( @ 2. AutoSum « ?? p
" oy ® U R W IO A STEET Buewacwes $0% ) W8 Soltvd e osenmt Qo g1t o
Undo Clipboard Font Alignment Number Tables Cells Editing o
fe
| A B C D E F G H
1 Standup Information  4/23/2020 =
i
Ell who? K status K Projects K2 support K Availability -]
4 | Alex Vernel Checked In 3 - Some project work planned today 1 - No BAU items planned This morning | am on back to back Teams calls, available from 11am.
5 |AJJackson Not Checked In
6 EgorLaptev Not Checked In
7 |Eraj Sirisena Checked In 3 - Some project work planned today 2 - A small amount of BAU I'm booked on-site this afterncon.
8 Joe Fourie Not Checked In | |
9 | Andy Davis Checked In 2 - Some | could work on, but not much 3 - There are some BAU items | need to work on I'm heading onsite at 2pm, so if you need anything please see me before then. Thanks!
10 | Lucy Rees Checked In 3 - Some project work planned today 2 - A small amount of BAU I'm booked onsite between 1pm-3pm, and will not be contactable during this time.
11 | Connon Daly 'Not Checked In 4
12
13
14
15
16
17
18 |
19
20
21
22
23
24
25
26
27
28
29
30
3
32
33 @
34
35
36 -
4 »
Summary Sheet1 Sheet2 O] Calculating...
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What is it?

* Process to send documents for approval to
those who need to sign off

DOCUMENT . Useful fo Boards, Sales proposals
APPROVAL - How does it work?
Ov E RVl EW * Built in to Sharepoint

» Specified item gets sent for approval

 Sign-off status column to track

Maintaining the health of your I.T. system the IT team

Maintaining the health of your L.T. system




] Microsoft Office Home Microsoft Power Automate | M s Marketing - Documents - AllDc. X+

= () & https//m365b862811.sharepoint.com/si

jul

= A InPrivate "
SharePoint = 0o & 7
M MarKeting ¥r Not following
Pub ]

A 10 members

-+ New T Upload & Quick edit o Sy Export to Excel ©* PowerApps

Automate = All Documents T O
Conversations

Documents DOCU I'T‘eF“I:S

Shared with us

Sign-off status
Cross Cultural Marketing Campaign:
DG-1000 Product Overv
DG-2000 Product Overv
DG-2000 Product Pitch.pptx
International Marketing Campaigns.docx
Marketing To Your Audience.docx

Q2 Web Marketing Plan.pptx

Q4 Marketing Analysis.xlsx




o' Mail - Miriam Graham - Outlook X +
< » C & outlook.office365.com

B B B

== Daily Standup

Outlook

Folders &) Focused =3 Other

Microsoft Flow

Please approve

Sent ltems s Microsoft Flow
Deleted Items

Junk Email

Archive

Note Last month

Clutter " You have new mentions in Teams
Emily, Diego, +2 mentio...

Conversation Hist.. Miriam Graham, I've updated th

February

In-Place Archive -... X1050 Launch Team

Company All Hands

Groups
X1050 Launch Team

Marketing Core Web Team Sync

Microsoft Teams

Johanna Lorenz is trying...

Business Development
Daily Standup

Business Development
War Room




@1 Mail - Miriam Graham - Outlook X  @# Cross Cultural Marketing Campa » + =

< E & m365b862811.sharepoint.com/:p:/r/sites/Marketing/_layouts/15/Doc.aspx?sourcedoc=%7BF25741D9-542D-4B41-AA4E-8B6CEDT748228%7 D&file=Cross%20Cultural%20Marketing%20Campaigns.pptx&action=edit&mo... °Inoogni...

Where We Can Improve and What We Have Done Right




Microsoft Office Home X Microsoft Power Automate | Mic X s Marketing - Documents - AllDc. X+

& O & https://m365b862811.sharepoint.com/sites/Marketing/S 12200 ents/Fo \ Y= & InPrivate ¢

— < ¢ e 7

M Marketin g ¥r Not following

Public group A 10 members

Home T Upload ~ ¢ Quickedit <s Sync B Exportto Excel o+ PowerApps ~ #% Automate = All Documents Y © 7
Conversations
D o
Dociiants ocuments
Shared with us
Motebook
Pages Cross Cultural Marketing Campaigns.pptx
Site contents DG-1000 Product Overview.pptx

Recycle bin

) DG-2000 Product Overview.docx
Edit
10 Product Pitch.pptx
al Marketing Campaig
Marketing To Your Audience.docx

Q2 Web Marketing Plan.pptx

Q4 Marketing Analysis.xlsx




What are buttons?

B UTTO NS . * Part of the mobile app

* Click to start a flow

OVE RVl EW * Big focus on personal

productivity
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MAKING A
SIMPLE
BUTTON

B v O

Teams To Do OneNote

3 Q €

Outlook Duo Mobile  Edge

100

Authentica- Power Flow
tor Apps

Work

J

Office




MAKING A
SIMPLE
BUTTON

513 m 2 ¢ @- SR P40

X Complete the flow  create

Flow name

Click a button to email a note

Manually trigger a flow

Send email

+ New step




MAKING A
SIMPLE
BUTTON

5:14 m«

Buttons

3

Block out my Office Block out my Office
365 calendar for an 365 Calendar -
hour Gaps tomorrow

=] =]

Click a button to
email a note

Quickly email a note
to yourself

8y Q & B A

Activity Browse Buttons Flows Account

O,

4 g
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ADVANCED
BUTTONS

8:31 m [@ -

Buttons

3

Block out my Office
365 calendar for an
hour

oE

Block out my Office
365 Calendar -
Gaps tomorrow

&

Teams Daily Standup

Bot

nQ

Activity Browse

MNMRO®T4i

]

Click a button to
email a note

==

Quickly email a note
to yourself

a2

Flows Account
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HOW TO START?

Environments
th e IT team Power Automate O Search for helpful resources 8 The IT Team Ltd (defaul...

Take care of what's important. Automate the rest.

l i Home
& Create automated workflows with Microsoft Power Automate.
2 Action items
o My flows Watch a quick video
T  Create
Search for a template by app, task, or industry
¢d  Templates
&°  Connectors
. Featured template collections
e Start wit templates o
°§ Al Builder
(8 Solutions s 4 4 P .
.12 templates that
""" 1 keepyo

=}
=

e Get used to the backend W

team

m#ormed
A on-the- ?

* Think of one process you’re
struggling with, and give it a | 53
*

- .@ = >
g SharePoint Office 365 OneDrive Twitter Dropbox Outlook.com  Dynamics 365 Yammer Excel Online Wunderlis'
Outlook (Business)

Multistep flows  Approve requests  Adding conditions  Using on-premises data ~ Working securely
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» Keep track of your social media updates
 Automate some Social media activity

* Team quiz scoring

* Induction processes WHAT ELSE?

* CRM integrations
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PANDADOCS

* Proposed based system (used by Agreement
us)

Signature

 Short and long quotes/proposals

* Allows to track activity S s P M
* Obtains sign off by customers Bl

CCCCCC
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OFFICE LENS

e Alternative to a Scanner

* Microsoft Product/Service

:,l Office Lens

» Effective at capturing text on scanned
document.

e Feature rich

* Very useful in a lockdown scenario if
you don’t have access to a scanner!
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Office Lens . Offlce Lens

1 trims, enhances, and makes pictures of whiteboards.

s raadibial OIS Lo Car R Lty s Office Lens trims, enhances, and makes pictures of whiteboards
I v e and documents readable. Office Lens can convert images to
mages 1o OneNote or OneDrive.

e Lens is ke having 3 scanner in your pocket. Uke magic, it editable Word, PowerPoint, and POF files, and you can even

will igitalize notes on whiteboards o blackboards. save images to OneNote or OneDrive.

Office Lens is like having a scanner in your pocket. Like magic, it
Tablel: Office Lens Processing Modes

will digitalize notes on whiteboards or blackboards.
Whiteboard  Straightens, gets rid of glare and shadows
Document Trims and colors images perfectly

Photo Saves 1 scenery or people

Table1: Office Lens Processing Modes

Whiteboard  Straightens, gets rid of glare and shadows

Document Trims and colors images perfectly

Photo Saves images of scenery or people

7®  OneDrive

Whiteboard Whiteboard




WHERE TO FROM HERE?

e Start thinking your processes that could be automated. Consider your time savings.

* Get started yourself. See how you get on. Find templates and try to get one of them going.
 |If you struggle or would like someone else to get started, we can help.

 Download the Mobile App for a play.

* Read our Blog on Power Automate, has a bit more on our journey. https://www.theitteam.co.nz/microsoft-

power-automate-18-months-on/

* Go here for the pages: http://flow.microsoft.com
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https://www.theitteam.co.nz/microsoft-power-automate-18-months-on/
http://flow.microsoft.com/

 How shall | get started?

* Which licenses are required for Power
Automate?

Can we get hold of the example templates?
* Does you need Office 3657

If we don’t have Paper Processes, is this
valuable?

COMMON
QUESTIONS

 Are we too small to use this?

* Dol need to be a developer/techie to do this?
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the L. T. team QUESTION TIME

Maintaining the health of your L.T. system

webinar@theitteam.co.nz
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T H A N K thel.T. team
YOU the LT. team

the I.T. team has been in business since 2004 .

Our focus has always been on offering a fresh range of I.T. related services
and support designed to help client organisations maximise productivity and
protect themselves from all kinds of data related risks.

theitteam.co.nz
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