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1.

1.1

Introduction

This document provides guidance for Microsoft 365 administrators to deploy
Creately in Microsoft Teams. This document also includes information for
Teams users to get started with Creately.

Overview of Creately in Teams

e Application description

Creately is a work management platform that runs on a smart visual
canvas. Teams use it to brainstorm, plan, manage projects, and capture
knowledge in a single space. It connects and centralizes work items
from multiple apps, docs, and people in a central location. This makes it
easier for teams to ideate, map out processes, add in-depth details, and
build the systems to execute the processes right inside Creately.

Creately combines visual collaboration and diagramming, workflow and
project management, wiki and note-taking together to provide a
no-code environment where users can build and model their own
operating system for work.

Creately is trusted by over 8 million users and is used by teams at
leading organizations including Netflix, Amazon, NASA, Disney, and
PayPal.

e Key benefits

Infinite space to visually create and organize any structure.

Create custom databases for any kind of information from tasks, HR
personnel records to matters for law firms.

Work remote or hybrid with real-time cursor tracking, in-built video
chat and proper in-context comments and tasks.

Create docs and notes to go deeper from the high-level visual views.
Two-way link to other docs, shapes or data with @mentions.

Built-in agile project management tools and integrations to popular
project management systems.

1000+ specially-designed shapes and connectors for intuitive
diagramming.

Visuals that are backed by databases, update once, reflect in multiple
view types of workflows.
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Every change is recorded separately. Name versions in history to keep
track of key points in the evolution of the workspace. Branch out from
an earlier version if needed.

e Features

Visual Workspaces

Custom Databases

Task Management
Multi-player Collaboration
Wiki & Notes

Modeling and Diagramming

2. Deployment guidance for Microsoft 365
administrators

2.1 Prerequisites
Prior to deploying Creately in Microsoft Teams, ensure that you have:

e An active Microsoft 365 subscription
e Access to a Microsoft 365 administrator account
e Activated Microsoft Teams for your organization

2.2 Sign into the Microsoft Teams admin center

1. Go to https://admin.teams.microsoft.com/

2. Enteryour administrator credentials

B Microsoft
& TeamsAdmin@contoso.com
Enter password

e

Forgot my password
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3. Access the Teams admin center dashboard.

Microsoft Teams admin center

fens Dashboard

Teams

Users Organization information
Teams devices

Teams apps

Contoso
Manage apps

Permission policies

Setup policies

Customize store

Meetings

Teams user activity

Messaging policies

Last7days  Last30 days
Voice

Locations
Policy packages
= Planning
i Analytics & reports
Notifications & alerts
Training

B Admin training for Teams

d training for Teams

B End user

ning for Teams

Microsoft

Last 90 days

Oct 19, 2021

United States

Country or region

Deploying Teams workload User search

Release notes Learn more

[ Teams admin center releas

[ Teams app What's new

) Upgrade &

nage Teams

ams clents

2.3 Set Global (org-wide) app permission policies

4. Select the Teams apps dropdown followed by Permission policies.

Microsoft Teams admin center

Home
Teams
Users
organization. Leam more

\ Teams devices
Teams apps + Add

Manage ap

~ Nemel

Permission policies

Global (Org-wide default)
Setup pol

Customize store

Meztings

Messaging policies

Voice

Locations

Policy packages

Planning

{1 Analyti reports.

Notifications & alerts

App permission policies

App permission policies cantrol what apps you want to make available to Teams users in your organization. You can use the
Global (Org-wide) default policy and customize it, or you can create one or more policies to meet the needs of your
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5. Click on Global (Org-wide default)

Microsoft Teams admin center & 7?2 (wm)

Home
App permission policies

3 Teams
App permission policies control what apps you want to make available to Teams users in your organization. You can use the

Global (Org-wide) default policy and customize it, or you can create one or more policies to meet the needs of your

Users
arganization. Learn more

,  Teams devices

Teams apps + Add Q_ search

Manage apy

Neme T Description Custom policy
Permission policies
No

Setup pol
Customize store
Meetings

E] Messaging poli
Voice
Locations
Policy packages
Planning
Analytics & reports

Notifications & alerts

6. Under Third-party apps, ensure that Allow all apps is selected. Or,
choose Allow specific apps and block others and search for Creately to
add it to the list of approved apps.

Microsoft Teams admin center & 72 (w)

App permission policies \ Global

Home
Global
Teams
Description
Users
A Teams devices
Teams apps Microsoft apps

Choose which Teams apps published by Microsoft o its partners can be installed by your users.
Manage apps
© Allow all apps

Third-party apps

24 by a third-party that can be installed by your users

Permission policies

Setup policies

Customize store
Meetings © Allow all apps

© Allow all aj

Locations

Policy packages

Planning

Analytics & reports

@ Block all apps
Notifications & alerts
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2.4 Activate Creately in Teams

7. Select Manage apps and search for Creately

Microsoft Teams admin center & 72 (w)

Manage apps

When you are managing apps for your organization, you are controlling what apps are available to users in your
organization's app store. You can then use app permission and app setup policies to configure what apps will be available for
specific users. Learn more

Users
Teams devices

Teams apps
Pending approval

0 0

Submitted custom apps  Updated custom apps

Manage apps
Permission pol
Setup policies

Customize store

+ Q
Meetings Upload 1211 items Q_Search by name )

Name T Certfcas Licenses © Custom app
1-on-1 Hub - Applluence Inc - Allowed - No View details
Locations
B oo Publisher attestation xto10¢ Technologies - Allowed - No View details
Policy packages
[ - JRE - 15Five, Inc. - Allowed - No -
Planning
P B 360 Tours - Apithings - Allowed - No View details
Notifications & alerts c -aa Publisher attestation Advantive - Allowed - No -
e 365Projects Publisher attestation 365Apps - Allowed - No View details
7 7Geese - TGeese - Allowed - No -
v s Publisher attestation 86 Inc - Allowed - No -

8. Click on the check mark next to Creately and select Allow.

<~ U W UMM USOILCOY OIS TSy apps

Microsoft Teams admin center P search - Preview

Dashboard

Manage apps

Control which apps are available to users in your organization by allowing and blocking apps. You can also upload and
approve custom apps. After managing apps on this page. you can use app permission and app setup policies to configure
what apps are available for specific users in your organization's app store. Learn more

Teams devices

Teams apps

Pending approval Featured app ViEw DETALS
Manage apps
< MyHub

manage M35 workspaces in one place.
Submitted custom apps  Updated custom apps
Setup policies

Customize store —

Browseby  Everything

Meetings
+ Upload / Allow @ Block &5 Addtoteam 1 item selected Q_ Creately X B

v Name T Publisher Status @ Licenses & Permissions () Version

Locations

Creately Creately Allowed View details

Enhanced encryption p...

Policy p

Planning

Analytics & reports

Notifications & aler
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9. Click Allow to let users access Creately in Teams.

~ v o= pon s

Allow application?

You are allowing this 2pp to be available for users in the Teams app store. However, it
won't be available to them if they have a blocking app permission policy.

ponc s

10. Click on the application to review the permission policies.

Microsoft Teams admin center P search - Preview

Dashboard

Manage apps

Teams

Control which apps are available to users in your organization by allowing and blocking apps. You can also upload and
approve custom apps. After managing apps on this page, you can use app permission and app setup policies to configure
what apps are available for specific users in your organization's app store. Learn more

Teams devices

Teams apps

Pending approval Featured app
Manage apps

Workboard

Permission pol 0 0 Bl <o your orgarization manage OKRs beter

Submitted custom apps  Updated custom apps
Setup policies

Customize store

Meetings Browseby  Everything

Q_ Creately X &

Messaging policies

+ Upload +/ Allow @ Block ©8 Add to team | 1 item selected

Ve

Version

Permissions

status © Licenses

Publisher

Locations

Allowed View details

Creately
Enhanced encryption p...

Policy p:
Planning
Analytics & reports

Notifications & alerts
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1. Click on Permissions, then Review permissions to launch a new window
with the requested permissions. Click Accept.

U W SIS I USOILLUMY OIS/ TG -3PDS/ ODDIFI2E-D  50-44UD-0 11 D92 1 L& 1 £3CI/ PEITISSION

Microsoft Teams admin center

Dashboard

3 Teams
Users
Teams devices
Teams apps
Manage apps
Permission policies
Setup policies
Customize store
Meetings
Messaging policies
Voice
Locations
Enhanced encryption p...
Policy pacl

Planning

Analytics & reports

Notifications & alerts

P search - Preview

Manage apps \ Creately

Creately

Creately

C

By using this app, your users agre to the Privacy

Org-wide permissions

Status @
@D Altowed

Published version
1.00

New version
T Upload file

y and Terms of use.

This app has been granted consent for some permissions. Go to Azure Active Directory to
view details.

As an admin you can review and accept the permissions that this app requires for all of your
users in your organization. You would do this 5o users won't have to review and accept the

permissions for the app individually when the app is started.

Use the below button to grant admin consent. Learn more

Resource-specific consent (RSC) permissions

e

S S e =

& login.micr

Terms of use

/04b43cc2-ea32-428b-8d 2e-4b24fefcdblc/reprocess?cbe=rQl.

B8 Microsoft
hashanc@cgxdeveloper.onmicrosoft.com
Permissions requested

Review for your organization
Creately

CINERGIX PTY LTD &

This app would like to:

\~ Maintain access to data you have given it access to

v Sign in and read user profile

t, this app will get
organization. No one

Doss this app look- 52 Report it here

Cancel

Privacy &

12. If necessary, review the Settings for the application.
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3. Deployment guidance for Teams users
3.1 Prerequisites
e Active Teams account

3.2 Add Creately to Teams

1. Open Teams and sign in.

2. Select the Apps icon on the left rail of the Teams window.

Microsoft Teams Q search

Apps

Add apps to increase your productivity!

Search all apps Q

Achieve more time in less time.
Featured Leam about apps in Teams

Popular on Teams

Top picks

What's new

Categories

Education What's new seeal

Productivity

DigiLEAN ipushpull
Image & video galleries \’ 29 O R

Project management

Manage your celver e cata
O one ptorm, orsencento
bosrdto nccent ana improvemet Tesms Ly & Streaming Ost -
Social
See more
Allapps
App features e

Personal apps

Forms OneNote
Bots o Coprstin

Tabs

sy cret 2285 303 pols. Use OeNote to colsborate on
Connectors araTo Do s Greste, sn andnotebooks and share them ity
Messaging
Meatings

n Power Apps n Praise

ers wno went above and

3. Search for Creately

U = e oy - - R = o g ow @ o oo -
Efn Apps Search results for “Creately”
o) I Creately| I x Seesil) = Filter
E J
& B8 Apps C f::::ly

Creately is “Your Visual W

ace". Plan, brainstorm, analyze or design anything

B EEnTE togetntsat th speed of a gt

Catenaar
cals

ax

Aop S

®

Developer

Apps
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4. Click on the application and press the Add button.

=cowaegory= TomLna = e CERTR SRR v oEm oW oa U

m eamsame soILCory

Creately
cgxdeveloper

Creately for Microsoft Teams

Creately is Your Visual Workspace'. Plan, brainstorm, analyze or design anything
About together at the speed of a thought

Permissions Tabs

Use in a tab at the top of a chat or channel

Personal app
Keep track of important content and info

Meeting
Create rich, interactive meeting experiences

Created by: Creately
Version 1.0.0

Permissions

This app will have permission to

* Receive messages and data that | provide to it

« Access my profile information such as my name, email address, company name.
and preferred language.

* Receive messages and data that team or chat members provide to it in a channel,
chat or meeting.

* Access information from this team, chat or meeting such as team, chat or meeting
name, channel list and roster (including team or chat member's names and email

By using Creately, you agres to the addresses) - and use this to contact them.

privacy policy and terms of use.

3.3 Sign into Creately

5. If necessary, list steps and include screenshots for signing into the
application and getting started

3.4 Start using Creately
6. Pin a folder

CO Creately

O You are signed in as Hashan Chandika

Pin a Folder

Pin a workspace

O Post to the channel about this tab
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a. Goto any chat or channel and click on “+” icon on the navigation

bar.
b. Select Creately from the app menu.

c. You can either pin a folder or workspace

7. Edit Creately workspaces in MS Teams

General Posts Files Wiki Strategy ~  Sprint Planning (& 1 = [P Meet ~

creately Strategy

D

S
® O <=

@

=
=
° & "o oA 76%

a. Once you have pinned a folder or workspace from Creately, it
will appear on the navigation bar.

b. To rename the tab, simply click on the “drop down” icon next to
the name of the tab and click “Rename.”

c. Type aname of your preference.

d. Team members in Microsoft Teams will be able to access and
edit the folder or workspace based on the access permissions
allowed on Creately app.
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8. Share to Stage

Demo Meeting

Collaborate by sharing
your workspace to stage

Creately - Org Chart Template

@»-

Waiting for others to join...

a. When in a live meeting, click on the “+” button on the top right
corner to add Creately as an app.

b. Click on the drop down menu and select “Add an App” to add
Creately as an app to a meeting.

c. Once you have added Creately, click on “Share to Stage” on the
right sidebar to present a workspace to a meeting.

3.5 Additional resources

9. Include links to additional resources, best practices, and tips

a. Click here to read more on how to set up Creately in MS Teams
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