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About This Guide

Hello and welcome to the Microsoft Surface Hub training guide. This guide includes detailed information
for Surface Hub power users as well as tips and tricks to take meetings, presentations, and
brainstorming sessions to the next level. The guide can also be used as a reference after class to review
the skills taught in Office 365 and Microsoft Teams.

Who Should Attend?

This course is intended for enterprise power users who frequently attend or lead group meetings in
person or remotely within the organization as well as those who ideate, using the large screen
experience, to become more collaborative and engaged with their team.

Objectives

In this course, you will learn how to take full advantage of Surface Hub for team collaboration and
productivity. The training will not only teach you how to connect to Office 365 and manage your files
and content, it will also show you how to apply Surface Hub and Microsoft Teams to your own business
workflows and prepare you for a variety of meeting scenarios. The first 2 hours are spent learning about
the advanced features and tools available on Surface Hub. Then you’ll learn how to apply those features
to business and collaboration workflows in your industry.

You will also learn about the key features of Surface Hub management including:

e Teamwork without boundaries — Enable teamwork anywhere on an advanced platform for
remote team meetings and fluid team collaboration

e  Microsoft Teams — A platform for true team collaboration, messaging, meetings, and files
e Microsoft Office — This includes Word, Excel, PowerPoint, and OneDrive for storage
e Microsoft Whiteboard — Shared infinite canvas brainstorming sessions available on any device

e Basic Troubleshooting — Meeting best practices and how to fix the most common issues and
minimize meeting downtime
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1. Teamwork without boundaries

Lesson Objectives

After completing this lesson, you will be able to:

= Sign in with Office 365 to access your meetings and files
=  Use Microsoft Teams on any device to take meetings and content anywhere

=  Use Microsoft Whiteboard to share, organize and brainstorm with smarter tools
Sign in with Office 365

Microsoft Surface Hub is designed to be used by anyone and can be used in many different ways.
Meetings and brainstorming sessions can be very agenda driven or more dynamic and fluidly evolving
and anywhere in between.

One way to simplify the process of bringing content to a session or sharing content during or after a
session is to utilize the Sign in feature to Sign in to Office 365 with your Work or School account. This
allows you to access all of the content you work with all the time as well as any meetings you have been
invited to right from the Surface Hub.

Tom Davis

Tom Davis

End session Recent Files
Taxes
2] €01
Expenses

Sales v2

Country Codes.xdsx
0 2:34 PM

Sales vl
Instructions Draft
Add time zones.doox

Change keyboard layout.docx

After you have signed in, you'll see your scheduled meetings and recently accessed OneDrive files on the
My meetings and files tab of the Start menu.
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Signing in to Office 365 will also add your account to the Office apps on Surface Hub for the duration of
your session which means that any new files you create during your session will automatically be saved
to OneDrive and you won't lose any unsaved work.

You can start the sign in process right from the Welcome screen.

Friday, 15 March

Surface Hub

You can also sign in from the Start menu.

See your online meetings and recent files
All apps

Sign in
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If you have a scheduled meeting on the Surface Hub, it will display your name, or you can choose to
enter a different account.

Let’s get you signed in

Use this account

Q Tom.Davis@contoso.com
Work or school account

Use a different account

B Work or school account
2]

Assigned by your organization

Continue

Select or enter your account name and then enter your password. After signing in, you’ll see your
meetings and recent files on the Start menu.

Using OneDrive to save and share files

OneDrive is your personal file storage in the cloud which allows you to access your files anywhere and
share them with anyone. With real-time co-authoring you and your team can work on a file at the same
time and see changes as they are made.
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The sharing feature built into Microsoft Office allows you to easily share files you are working on with
team members. If a file is already shared, open OneDrive and browse your files and files that have been
shared with you by other people.

Q) Contoso : Sigw v to access your OweDrive files

tom.davis@contoso.com

Y Allfiles

Recent documents

2 Shared

A\ J

an > o~ D st C ‘,‘",
OwePrive on Sul

1 /
AV A

lows you to
a3

ACCESS YOUI files, and files that have beewn

WaveAd voiFla unsm
snarea witih you

O Progress

3 Settings

Try real-time co-authoring with your teammates

Take a few minutes and give real-time co-authoring a try with Surface Hub. This is one way to save time
normally spent sending revisions back and forth.
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Joining internal and external meetings with Surface Hub

Most Surface Hubs in the enterprise are configured to be accept internal meeting invitations only,
meaning that only employees in your organization can invite a Surface Hub to a meeting.

There are often instances when you may be invited to a meeting by someone outside your organization.
This is the best time to utilize the Sign in to Office 365 feature on Surface Hub. If a Surface Hub is not
already scheduled for a meeting it will show that it is available on the Welcome screen. This means that
anyone is able to walk up and start using it to collaborate or start a meeting.

You could join the meeting from your PC or laptop and invite the Surface Hub to the meeting in
progress. But if you don’t carry your PC with you, you can use the Sign in feature to access your calendar
even faster.

After signing in with your Office 365 account, the Surface Hub calendar will still show that it is available,
but the Start menu > My meetings and files will allow you to access your own personal calendar and join
meetings from the Surface Hub as if it was invited to your meeting.

Keep in mind that if the meeting is organized by someone outside your organization that the Surface
Hub may need to be admitted into the meeting first.

Try joining a meeting from your own calendar using Surface Hub

Create or locate a meeting that you have been invited to and try joining that meeting without inviting
the Surface Hub to the meeting.
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Advanced Microsoft Teams scenarios

With remote working and geographically separated teams on the rise in organizations around the world
we need tools that enable face-to-face conversations and continuous knowledge sharing to get work
done.

Microsoft Teams is a collaboration platform that uses advanced communication tools to bring ideas to
life and its built into the core fabric of Surface Hub.

Continuous knowledge sharing with face-to-face calls

Teams allows you to stay connected with anyone you work with. What better way to truly connect and
share inspiration and ideas with remote colleagues than with ultra high quality video calls between
devices? Now you can take those calls anywhere with the Surface Hub rolling cart and battery power.
Break out of traditional meetings and get creative anytime. When ideas spark, talk to the people who
can make it happen.

On Surface Hub, you don’t need to schedule a meeting, you can make calls quickly by using the search
feature to locate colleagues by name and see their presence status before you call.
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Working with Teams on a PC and want to include the Surface Hub? There are several ways to bring the

Hub into the conversation. You can make a call or even add the Hubs in your office to your contacts list
for easy access.

& Seafch or type a command L —. - 2
\. Spesd dial Speed dial
& comacts

Speed dia

Make a call
Suface Hub % |

Suggested

If you're in @ meeting already, you can also add the Hub to call in progress the same way you add a
teammate. Move between devices fluidly to suit the needs of the session.
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Get comfortable with Teams on devices to expand the possibilities

With Microsoft Teams on Surface Hub, PC, and mobile devices you have access to all of your content
and meetings as you work throughout the day.

Try this:
Sign in to view your meetings and files using Office 365 on your Surface Hub.

Then open Microsoft Edge and browse to https://teams.microsoft.com

In Edge, you have access to all of your teams, channels, tabs, conversations, group chats, and files.

’ <—5‘ @ Chat| Microsoft Teams X I—I— v _ o X
|
| = = O o 8 https://teams.microsoft.com/_#/conversations/newchat?ctx=chat * {5 & =2

Connect through online meetings

Join scheduled meetings, or start your own impromptu public meeting in any channel.
Use video and screen sharing to bring everybody closer together.
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Teams on mobile devices allows you to join meetings and chat on the go. Never miss an important
meeting or call again.

You can also join meetings and use the mobile device camera as shared content in the meeting for
product reviews and field technician reports.

12:24 %

< Fresenius Assessment Review

) /J

01:51

Start presenting

IE Files
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Advanced Whiteboard for collaboration

In the End User training course, you learned how to use the basic features of the Whiteboard to draw
and get ideas onto the canvas. Now its time to look at some of the advanced ways that you can utilize
the Whiteboard for almost any creative process.

Sharing, organizing, and accessing whiteboards

After signing in with your Office 365 account, you have access to all of your whiteboards stored in the
cloud. Whiteboards can be named so you can find them easier. Use names that help you remember
what the whiteboard contains.

Press the < button in the top left corner of the Whiteboard app to view all of your whiteboards. Your
most recently accessed whiteboards will be displayed first in the list.

Create New Whiteboard Meeting notes
Edited: 10:52 PM

Press the ... button to display the menu of options.

R, Invite participants
&2 Export image (png)
W Delete

v Meeting notes

Create New Whiteboard Meeting notes
Edited: 10:52 PM

Add or edit the name of the whiteboard by pressing the pen icon and typing a name.

You can also share whiteboards with your colleagues, export an image of the whiteboard as an image
file attached to an email, and delete a whiteboard from your list. Deleting a whiteboard deletes it for
everyone it is shared with and it cannot be recovered so only delete whiteboards when you are sure you
no longer need them.
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Working with images, shapes, text, and backgrounds
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Microsoft Whiteboard includes many built in features designed to enhance your creativity and

brainstorming sessions.

Whiteboard content can come from almost anywhere, the only limitation is your imagination. Bring in

pictures and add ink, move and resize as you go.

Use Bing image search to search the web for images based on keywords or phrases and use the images

as creative fuel or backgrounds for ink.

C L lr""l‘.: C""!"’f
'\«{)/ i ‘\r}/ 7 ’2{'

J 3

8

a » >
-

®
5
<l

SAAMLALMARARR

Bing image search

e search results we need to send your search terms to Bing. A

s Agreement

V- 'vrwn/r From
tim A0S from /Hu)

m the search box

Select an image v the results

to insert into the Whiteboard

| 1A ~ A0l ALY
oy "L'\v{})ll’;@ or Wt lf‘.‘u](/) a o‘\’(/uc,,[ v
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Images that have been added to the whiteboard can be stacked and moved as a stack around the
canvas.

Double tap a stack of images
to expand the stack

You can also turn your ink into shapes and tables as you draw to make flow charts and diagrams easily.
Use the options menu in the top right corner to access Ink to Shape and Ink to Table.

5 oD -
Turw ink into

shapes and tables = ww o

% ~ £\ =
~ R senttescrack
| ? e
| © Abou
|
Use Tuk to Shape "
to draw squares, —> -
triavngles, circles,

pentagons, hexagows,
and parallelograms

Draw a table by
drawing a sdquare
and then add lives
for rows and colums
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Insert text into the whiteboard by typing or writing text.

bxaﬂ»v@/

Hello! 4

Change the whiteboard background to various grids and line styles along with colors to give a frame of
reference for scale drawings and other ideas.

0D -
\

@& Ink to shape [Ce}

B Inktotable ©

E  Whiteboard background

12 Export image (png)

@ Clear canvas

G Accessibility checker

& send feedback

7 Help

@® About

Brainstorming sessions with smarter tools

Ink is now smarter than ever and with intelligent tools ink can transform how you collaborate every day.
If you use traditional whiteboards in your organization, you can bring in your pictures of those
whiteboards and transform them into digital ink in Microsoft Whiteboard using Smart Ink.

b X ]EA” a

=¥

g
5 Greneg | 0%D éﬂ&@?’%
@ ZA.& @ﬁé A'a @;:_?ﬁrs_
P =@ | ghg &
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Let’s Review

In this lesson, you learned how to:

= Sign in with Office 365 to access your meetings and files
=  Use Microsoft Teams on any device to take meetings and content anywhere

=  Use Microsoft Whiteboard to share, organize and brainstorm with smarter tools
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2. Microsoft Office and other apps

Lesson Objectives

After completing this lesson, you will be able to:

=  Build dynamic PowerPoint presentations and use markup to make presentations engaging
= Edit and markup documents and contracts in Word
= Use Surface Hub apps in new ways

= Utilize line-of-business apps designed for the large screen

Build dynamic PowerPoint presentations

One of the most common reasons that people meet is to share information. Microsoft PowerPoint is
one of the best ways to share engaging content. With Office apps on Surface Hub you can create, edit,
present, and annotate on presentations with ease.

Create or edit presentations with ink and images

PowerPoint on Surface Hub includes all the tools you need to create engaging presentations. The ribbon
tabs across the top organize the available commands into related groups for easy navigation. Whether
you are editing an existing presentation or creating a new slideshow from a blank slate you’ll find useful
ways to get work done.

‘Welcome to PowerPoint

Four tips for a simpler way to work

ug PowerPoint

[ Notes {3 Comments
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Use the tools on the Insert tab to place objects into the current slide such as pictures, shapes and smart

art.

imations  SideShow  Revew  View QT & share

Fle  Home Imet Ow  Design  Transitions

i Newside [ mble & poures [ stwpes [K] Tetbox ) 30 Models B smatan

=== Welcome to PowerPoint

Four tips for a simpler way to work

Hg PowerPoint

[E Notes  [J Comments

Use the ink tools to mark up and add notes to slides as you work. This is a great way to storyboard ideas
for a new project. You can rearrange slides in the slideshow by dragging slides to the desired location
and keep everything organized. Use Ink to Shape to transform your drawn shapes into PowerPoint
shape objects that can contain text.

Welcome to PowerPoint

Four tips for a simpler way to work

ng PowerPoint

[@ Notes (3 Comments
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Select a shape to display the Shape ribbon tab with options for the selected shape. Objects can be
placed in front of or behind other objects on the slide. Shapes can also be rotated by dragging the

rotation handle icon that appears on the shape when selected.

: Built for touch
l . g PowerPoint works on any touch device. It's easy to make changes with just a selection.

Try it

o Double-tap the text inside the square and
4

choose Copy Formatting,

ting  Smart Lookup

Double-tap the text in the circle and

choose Paste Formatting.

py Formatting

!
. S
-

The options on the Picture tab appear when you select an image or picture on the slide. Use these tools
to add picture effects and styles or crop the image to the right size for your slide.

You're an expert with Tell Me

The Tell Me box finds the right command when you need it
50 you can save time and focus on your work
OUR

Y
A PLANET

Try it OWN PL

o Select the Tell Me button in the upper right kﬁ
K comer of this slide. B\ =
o Type shape in the Tell Me box, then

choose Insert a Shape.
. ! | ——

o _ o Select a shape to add it to this slide.
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Include transitions and animations for engaging content

When you start your presentation, the slides will display full screen by default. Each slide can include a
transition that will be used when that slide appears and they are grouped into categories on the
Transitions ribbon tab. Flashing from one slide to the next can get repetitive and boring, so adding
transitions keeps the presentation flowing and keeps audiences more engaged. Experiment with adding
some transitions and keep in mind the theme of the presentation as you work.

One transition that can really add style is Morph, which uses the previous slide as a transition to show
how the slides change from one to the next.

com ™ X = P

i = & = PowerPoint

| [ B o1

Animations are another great way to add dynamic content to a slide. Animations add effects like motion
and emphasis to objects that you have created. These can be created in a way that you only display
content as it is discussed so audiences are aware of the current information.

- nset  Oraw  Design  Tansitions  Animations  SideShow  Review

g
>
e

I . Its easy to mal
Tansparency
5

¥ A K L
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Edit and markup documents and contracts in Word

Microsoft Word allows you to open and edit documents with ink markup and share documents for
simultaneous authoring with team members.

Creating copies of documents and accessing version history

Saving files to cloud is a great way to make sure you can access your files from any device. Along with
that, OneDrive files will automatically save your changes as you work. If you want to branch off from a
current document you will need to create a copy of it first.

Use the File tab on the ribbon in Office to access the Save option. This allows you to Save the document
as a copy of the original. From that point forward any changes you make will be automatically saved to

the new document you created. The new file can be saved with a new name and/or a different location
if you choose.

Sinin o se¢your e documenes

_ Also located on the File tab is the History option which allows you to
Wy (e revert changes that have been made in the document to a previously
- saved version of that document. This is useful for shared documents
that several people might be editing. If someone makes unintended
changes to the document, the version history can restore it back to the

Brochure

way it was before their changes.

Don'’t rely on version history to save every change, if you aren’t sure if
you will want to save your changes, create a copy of the document first.
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Use shared documents with meeting participants to work together

More and more often we are called upon to create and edit documents as a team - everything from
marketing material to meeting agendas to technical documentation. Instead of sending the document
back and forth via email where only one person can work at a time, use the power of Microsoft Surface
Hub and OneDrive. With OneDrive, you can invite others to work on documents simultaneously and in
real-time from any device.

Share

Subtitle

o get started straight awary, simoly tap any phaceholder text (such s this)
‘and start typing to repéace it with your own.

Heading 1

To use the Share feature, save the document to your OneDrive first. Then open Share and type the
name of the person in your organization that you want to give access to the file. They will receive a link
that they can use to open the file on their device and start working at the same time.

Make decisions faster and edit content inline

Microsoft Word on Surface Hub is great for displaying documents on the large screen and discussing
edits with your team. Use the tools on the ribbon to make changes to the live document by inserting
images and text boxes.

Use the ink tools to mark up a document or contract and add comments or notes for adjustment. If you
are a student you can take notes, and highlight text right on the screen.




Microsoft Surface Hub 2S

Selecting text on the page provides a context menu with options for the selection. Use this to make
changes faster or copy and paste text from one part of the document to another.
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Using Surface Hub apps for collaboration

Microsoft Surface Hub includes other apps that provide useful features for a variety of real-life business

cases and mastering these apps can prove beneficial in many situations. The two apps that we will focus

on in this section are Maps and Photos, which you find in the Start menu, under All apps.

Use Maps to plan logistics and get information or directions

Microsoft Maps is a great app for looking at locations and planning directions and logistics for project
teams. Facilities teams, security, fire and safety, and more use 2D and 3D maps with aerial view to scan

locations, make ink annotations and share information.

Suggest a change

9 HERE

The ink tools built into Maps allows you to draw, measure distance, and get turn-by-turn directions from

point A to point B by just drawing a line.

For global organizations, it can be a valuable tool to plan locations and regional coverage.

Search

NO

lacific Ocean

Atlantic Ocean

BlRoad v %= [
v &

g
@’E\AUA

Suggest a change

© 2019 Microsoft Corporation, & 2019 HERE.
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Use Photos to access screenshots and work with images and ink

You can use Photos on Surface Hub to edit, crop, and draw right on pictures or screenshots. Pictures
can be loaded from OneDrive or captured from the screen.

R sitacte -« 18 Share

Use the editing tools to Crop and Rotate, add a custom filter, or modify the brightness and contrast of
the picture. You can save the new picture as a copy as well.

Crop & rotate

Straightening

75) Rotate A\ Fip
(]

{00! Aspect ratio : ¢

Saveacopy v Cancel
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Use the Drawing tools to add ink, pencil, or pen to the picture and mark up locations or make notes and
instructions for training. There are so many possibilities for creative teams to start working together on

the large screen.

Colors.
Size

Maps and Photos are just two of the ways that Surface Hub helps all kinds of teams work smarter.
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Business apps designed for a large screen

Business needs are constantly changing and staying up-to-date on the latest information is key. Surface
Hub is a platform for amazing large screen apps that change how information is presented, analyzed,
and processed. There are many apps available for Surface Hub and many more that businesses use
every day on their own devices.

View Power Bl dashboards and reports on Surface Hub

Microsoft Power Bl is a powerful tool for data analytics, and it comes included in Windows on Surface
Hub.

Power Bl Retail Channel Performance

RETAIL CHANNEL PERFORMANCE

How to ask

Total amount Gross Profit Margin COGS Transaction total Quantity

8.08M 3.6/M 4.15M 9.36M 101.99K

Transaction total, Transaction count, Quantity Total amount Average of Transaction total

445K

Average item price

¢ 8494

Total amount Total amount. COGS, Gross Profit Margin Total amount

NORTH s P
° AMERICA _ s -

©
o
A ® o ® &D Quantity Payment amount

B e e uu.l.iii_

In Power BI, you can use presentation mode to display reports and dashboards in full-screen on
Windows 10 devices and Surface Hub.

Presentation mode is useful for displaying Power Bl at a meeting or conference on a Surface Hub, or on
a dedicated projector in an office, or even just for maximizing space on a small screen.

Page |29



Microsoft Surface Hub 2S

In presentation mode in the Power Bl app for Surface Hub, all the "chrome" such as the navigation and
menu bars are removed to allow you and your team members focus on the data in your report. A
toolbar with actions will become available for you and enable you to interact and collaborate with your
data while in presentation mode.

SN & SlesReport - Presentation mode 2 A % O L

Sales by Product

Product @Amarilla @Carretera @Montana @ Paseo @ Velo ®VTT
AN
NORWAY

Hudson Boy

CANADA Labrador

Sea

Bay of .

Bidcay

UNIT'ATES

Megiterranean S
. MOROCCO
Sargasso Sea Atlantic
Ocean ALCERIA
10K i ALGERIA LIBYA

® @ Mexico
bBing o o ©2018 Microsoft Corporation Teims
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View and edit spreadsheets with Excel
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Microsoft Excel is another app used across industries and departments to track and store all kinds of

data and perform complex calculations on data.

fe earass

4 c E F

1

X B @ v der | | Aol | O | ResieTable
justa tap. A. Datum Corporation £ 647,386

Adventure Works £ 683,658
Blue Yonder Airlines Of 778,467 Q
City Power & Light £ 85957
Tailspin Toys £ 786
Total

10

" -b

12

13

1

15

16

7

18

19

20

21

Start 1. Formulas 2. Comments 3. Tell Me LeamMore  +

Sum: £2,196.254

Use the intuitive touch controls to build formulas in your worksheets.

Adventura Works

; —— Blus Yonder Arines i
ot 0 ity Power & Light i 85,957
witng Tapin Toys i 86

Total e v
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Selecting cells allows you to perform all the standard functions, including autofill for faster calculations.

B

It sarme

Bt 1. Farmuian Crornieen

A Datum Conparation 47 386

883,558

dlue Yonder Alrlines o Tra4sTL

ety Power & Light 85957
Tallsgn Toys 786

Total

Advariure Warks

m o o -

=

; 1. Toel M Lewin Bdans +

Page|32




Access and edit Murals with Surface Hub

Microsoft Surface Hub 2S

Mural is a canvas for ideas and projects that many people can work on together to speed up

development time.

@ vaecian

EXPERIENCE MAP: Going to the Supermarket

g W mm

0 o o

Use a myriad of tools including ink, shapes, and sticky notes to outline a project flow or idea map and

get everyone’s input in one place.

Anonymous voting allows feedback to be honest and move projects ahead faster.
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Connect to a PC for access to line of business applications

There are thousands of applications that businesses use every day on workstations, PCs, laptops and
more. With Miracast and wireless projection, Surface Hub can be used as the perfect large screen
interactive display for any application your organization uses.

Beeglb - 3D Viewer

e it 00ls lew el Iorary IXed reall
File Edit Tools Vi Help G 3Dlib Mixed reality off

9
Environment & Lighting

Themes

“ju

Save settings

Load settings

Light Rotation

?f\% Animation 1 =@ Quick Animations ~  x 1.0 ~

Even if your line-of-business applications weren’t built with Surface Hub in mind, you can still use
Surface Hub to display them and work with them in real-time on the large screen.

This is even more important in application development, when many people need to weigh in on design

principles and outcomes.

Try your apps on Surface Hub

What applications do you use every day? Try them out on Surface Hub and imagine how much you can
get done when everyone can view, contribute ideas, and work together.
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Let’s Review

In this lesson, you learned how to:

=  Build dynamic PowerPoint presentations and use markup to make presentations engaging
= Edit and markup documents and contracts in Word
= Use Surface Hub apps in new ways

= Utilize line-of-business apps designed for the large screen
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3. Work with Teams to access content anywhere

Lesson Objectives

After completing this lesson, you will be able to:

= Define project workflows in Microsoft Teams and implement collaboration best practices

= Perform basic Surface Hub troubleshooting to keep meetings moving forward
Project workflows in Teams

Microsoft Teams makes collaboration easy and helps your organization get work done smarter and
faster with features like group chat with shared files, channel tabs for documents and apps, video calls
and screen presentation, and a built-in meeting whiteboard. Its important to spend some time
analyzing how your team works and think about how you might leverage the tools in Microsoft Teams
across devices, including Surface Hub, to get work done.

Search Qo &3 2017 New Range Team > General -+
Favorites Conversations ~ Files  Wiki  Planner  PowerPoint Trello
- Babek Shammas 2:10 PM ~
Bl 2077 New Range Team €©  Emilie, the new designs are in for the 2017 line. The presentation to our warehouse contacts is this Friday so
. ' we need to make sure it's as tight as possible. Can you get the last four settled before we go forward?
eneral
Kadji Bell
Launch . .
©  Just saw this presentation and | think we may need to get Rob and Johanna in on it. After we decide
Designers on final designs can we align on next steps? We need to make sure we're meeting our deadlines to
keep production on time.
Team Fun
@ Babek Shammas M
Production Schedule 1©  Here's the previous round Johanna. Let me know if you need anything else!
Marketing & Social mg Copy2.docx ﬂg CEnTE
Testers
& Reply
Y Danielle Morrison  2:10 PM

@ The deadline has been pushed back.

9 Kadji Bell
© | was just told they narrowed it down to Design 1 and Design 2.

Hola You!

& Reply
& Emilie Fialova added You to the team.
- Micael Madrid  2:17 PM
- |

& Reply

Start a new conversation

Ao OB B B

2" Add team
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Project management in Microsoft Teams and Surface Hub

Teams is built for project management, with central file storage in the cloud, threaded group
conversations with history, and recordable channel meetings to keep everyone on the same page.
Surface Hub is an extension of that capability and provides a focal point for team meetings, high-quality
video conferencing, and an intuitive touch interface for working with a whiteboard and apps anywhere.

Most projects are executed in phases and its important to map out how those phases will progress to
project completion.

Kick off a project with a team meeting that brings all the sponsors and stakeholders into the same video
call on Surface Hub and present a Whiteboard to sketch out the deliverables. Get feedback from the
team right from the beginning to make sure the project starts out on the right path.

Project Kickoff
Annual Foandraiser ’%E\/CY\‘(’ (11/1%)

Pick a dharity (/1)

Bulld o Team-Tom(a/30)
Design posters-Steve & TJessica (10/14)

A @ .
ALAABNNAARMOE > <

As the project moves forward, use Teams as a knowledge base and information sharing tool.
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Use tabs for quick access to commonly used sites and documents so the whole team can find the
information they need quickly.

“ Search or type a command

P #TeamsforaCause > Outreach *

Conversations  Files Wiki T-Shirt designs @&  Unicef = g J D & -

@ % 0 8 v w o @

General

Outreach

s and Notes

Connect Twitter
or other social
media to Teams

Tweets Following  Followers Likes

28.1K 6,705 415K 15.5K  More v

Tweets  Tweets & replies  Media

UNICEF USA®©
@UNICEFUSA ¥ t
UNICEF USA @ @UNICEFUSA - Oct 2
e suport enc acocats fop UNICERIn @ Children in #Indonesia are at risk in the aftermath of the recent
the United States. UNICEF fights for the

Indonesiak and tsunami. Donate now to help UNICEF meet

survival and development of all children, ) §
urgent needs: bit.ly/2P4DUu

in all situations, all of the time.

»

Map your traditional workflows to Teams:
Email => Group chat and conversations
Attachments => Shared files and tabs
Conference room => Video calls
Projector => Present screen
Dry erase board => Microsoft Whiteboard
Track changes => Co-authoring shared files

There are many ways to use Teams as a communication hub. And there can be a lot of information
flowing between individuals and groups at any given time. Its important to know how to make sure
someone sees information that is specifically meant for them. One of the best ways to do that in Teams
is to use tags.
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Use the @ sign to mention people, channels, and teams to highlight their name and get their attention.

Search or type a command

a :
e . Public
P #TeamsforaCause > Volunteer info # - ub
@ #TeamsforaCause
g orsations  Files Wiki +
General
Outreach John Smith
Sessions Lak & o Looking for a way to help the cause?? Come down to the metro center on Saturday at noon and help hand out
supplies! See you there! & &t
Social rr
Volunteer info
e & John Smith 125 P
4 o
Suggestions \
Use @tags to Stacy Harrison
stacy harrison@teamcontoso.onmicrosoft.com
get team 2 Reuben O'rien
b reuben.obrien@teamcontoso.onmicrosoft.com
.) Paul Davis
attent iO n 1 paul.davis@teamcontoso.onmicrosoft.com
Steve Miller
steve.miller@teamcontoso.onmicrosoft.com
Mary Jackson
mary jackson@teamcontoso.onmicrosoft.com
B Gotostore
0
i
@
: /
8" Join or create a team S A QO @ B G - B

Work with files in Teams and access files on Surface Hub
Now that the project is in full swing, its time to start managing all the files that are needed and created

during the project. Some may be reference material and others may be getting published to a large
audience.
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With Surface Hub, it’s not as important where meetings take place, you can work anywhere and meet

anywhere. As long as your files are in Teams or OneDrive you access them from any computer or Surface
Hub.

“ Search or type a command ﬁ = a X
Fa ~ |
- P #TeamsforaCause > General - L
P #TeamsforaCause
Conversations  Files Wiki Logo Sketches Donation Sheet 3 more = b
General —
Outreach i General
Sessions and Notes
Social media (] New (& Upload o° Getlink —+ Add cloud storage @ Open in SharePoint
Teams reference
Type Name Modified ¥ Modified by O
Volunteer info
Email Messages 9/12/18 SharePoint App
St. Jude agreements 9/12/18 John Smith
N fundraising.jpg 10/2/18 John Smith
u] DonationSheet.xlsx 9/12/18 John Smith
m teamsforacause - presentation.pptx 9/10/18 Stacy Harrison
m Logo Sketches 9/10/18 Stacy Harrison
&’ Join or create a team 3

Files can also be set as a tab in a channel for viewing and editing by the whole team.

Conversations  Files Wiki Logo Sketches Donation Sheet 3 more ar gl O e
el Skt

DonationSheet.xlsx

ng Excel Online CHART TOOLS DonationSheet John Smith

FILE HOME INSERT DATA REVIEW VIEW CHART Q Tell me what you want to do OPEN IN EXCEL
— R, L = m
L'h''d - T i,

@ ol X dE W m

Switch Selet  Column Line Pie Bar Area  Scatter Other Chart Legend Data
Row/Column Data - - - - Charts ~ Title ~ - Labels ~

Data Change Chart Type Labels
j 2
A B C D E F G H | J K L

1 #TeamsforaCause Donations
2 September $214.00 [

3 October $275.00
4 November $379.00
5 December $323.00
L]
7
8
9
10
n uSeptember » October = November =« December
12 -

. g

Sheet1 +

Page |40



Microsoft Surface Hub 2S

Access content from any device and take meetings anywhere

Walk through a typical project for your team from start to finish and take note of how your team can
leverage the ability to meet anywhere using Surface Hub to create content and hone ideas.

“ Search or type a command Q 2 O X
Favorite > Public
P #TeamsforaCause > General -
P #TeamsforaCause
Conversations Files Wiki Logo Sketches Donation Sheet 3 more ar
General —_— )
Outreach | “
. « Reply
Sessions and Notes =
Social media & Jsohn Smith has cr nel Sessions and Notes. Remove favorite
leams reference & John Smith ha channel Teams reference. Remove favorite.
Volunteer info &= John Smith has cr rel Volunteer info. Remove favorite.
B John Smith has cr hannel Outreach. Remove favorite
John Smith 1:58 PM

&Ve We hit our GOAL!!!! YAY, this calls for celebration!!

Start a new conversation. Type @ to mention someone.

hCOBB & - ®

&' Join or create a team <2

Remember that the best way to access your content on Surface Hub is to Sign in with Office 365. Then
you can use your meeting calendar, OneDrive files, and Office 365 portal for Teams, OneNote, and more
all from the large touch screen. With Surface Hub on a rolling stand, take your meeting and content
anywhere in the office.
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Basic Surface Hub troubleshooting

As with all technology, even if we do everything the right way, sometimes things don’t quite work as we
expect them to. Its important to understand when things aren’t working how to fix it. Resolving
common issues with Surface Hub is straightforward and the tasks are easy for most end users to
perform.

Use autosave to ensure work is kept up-to-date

The first rule of working with any technology is that you should almost always save your work regularly
as you go to minimize the impact of something unforeseen happening or the device stops working as
expected.

If you have run into an issue with Surface Hub and you aren’t sure what steps to take next, before you
try any problem solving or troubleshooting steps, make sure you have saved all of you work and know
where to go to get it back. Contact your support team if you are unsure how to save your work as you

go.

Saving your work is now easier thanks to Office 365 and Microsoft OneDrive. Sign in to Office 365 on
Surface Hub to access and save files to OneDrive in the cloud. As you work, your changes will be saved
automatically. If something unexpected happens you have the peace of mind that your work is still
saved.

Page|42



Microsoft Surface Hub 2S

Closing and relaunching apps on Surface Hub

The most common issue that end users experience is that an app they are using is not performing as
expected, either with touch, or pen input and may be unresponsive to commands. To close a restart an
app that has these issues, select Task View from the bottom of the screen and then close the app by
pressing the X for that app. You can then relaunch the app from the Start menu and resume working.

"] Microsoft Whiteboard X ﬂ§ Excel

(]

ﬂg Word X ﬂa PowerPoint X
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End and restart the session

If closing unneeded apps and restarting apps hasn’t fixed the issue, then the next step to try is to end
the session and restart your session. Pressing End Session means that you will definitely lose any work
you have not saved, so be certain that you have saved your work if possible before pressing End Session.

End session?

We'll remove your info, files, and unsaved
work from this device to help keep them
private. Your stuff will be removed in:

Cancel

Once the Welcome screen appears you can rejoin a meeting, sign into Office 365, or open any apps you

were using in your session.
Restarting Windows 10 on Surface Hub

There may be times that require a restart of Windows on Surface Hub in order to relaunch a session. If
ending the session hasn’t fixed the issue, then the next step is try a restart.

In the bottom right corner of the screen is the options menu * with a button for Restart. Keep in mind
that there is no 10 second countdown. When you press Restart Now, the onboard PC will perform a
restart and come back to the Welcome screen.

Restart now

Be sure to save your work.

b)) 41
Do not disturb Volume

O
7

Ease of Access

s A B 1:03 PM
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Power down and reboot Surface Hub

If a restart has not solved the problem, you may need to completely power off the Surface Hub and
power it back on again. To perform a full power-cycle of the device, press the power button on the
bottom right of the device then disconnect the power and the battery (if connected), wait 10 seconds,
then apply power again to the device. This will cause the device to completely power off and power
back on. It will start up and come up to the Welcome screen when it is ready.

Check network and service connectivity from Surface Hub

Surface Hub requires a connection to the internet, and local or cloud services in order to work properly.
If there are issues with this connectivity you may get a warning notification message.

You can check to make sure the device is connected to the internet by opening the Edge browser and
navigating to a website. If no websites are loading, there is most likely a problem with the device’s
internet connection somewhere between the device and the outside connection from your organization.
There are a number of things that could impact the network connectivity of the device, so check with
your Network or System administrator to determine the cause and solutions for the issue.

Surface Hub also requires a connection to Exchange for meeting calendar sync and sending email from
Office 365 and Whiteboard. You can test this by inviting the device account to a meeting and also by
trying to send an email from one of the Office apps or the Whiteboard. If the device is not connected to
Exchange, it will not be able to update its calendar or send emails. Work with your organization’s
Exchange administrator to troubleshoot the connection.

Surface Hub connects to either Skype for Business, Teams or both to make and receive calls and join
scheduled meetings. If the device is unable to make Skype or Teams calls, or join meetings than the
connection to those services has probably been interrupted. Work with your organization’s Skype or
Teams administrator to troubleshoot the connection.
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Let’s Review

In this lesson, you learned how to:

= Define project workflows in Microsoft Teams and implement collaboration best practices

= Perform basic Surface Hub troubleshooting to keep meetings moving forward
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