Building an Intranet

with SharePoint Online

A SharePoint Online intranet

What is not immediately obvious with many Office 365 subscriptions is that this gives
businesses everything they need to build a world class intranet, with collaborative spaces and
enterprise grade search facilities.

This paper looks at the features available and how these can deliver an intranet fit for today’s
mobile era, allowing staff to collaborate securely from any location, on any device.

This document is based on the Microsoft Customer Immersion Experience example —
Contoso.

For more information, please do not hesitate to contact info@c2software.com
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SharePoint Tile

The SharePoint link is available from the Office 365 menu and takes the user into a
personalised view of the SharePoint sites available to

them.

The following shows an example of how this may look for a typical user, :’
once the intranet is configured. These are links into selected sites within SharePoint
SharePoint.

Office 365 SharePoint

2 Search - Create site
Following Frequent sites
e+ [ TS [N o
CIEEM project plan v1-4 *
C2 Software Team Site C2 Marketing CRM test Utilize
Training2 *
FBS-Nirvana-v1-1 *
wed HCP Social You viewed Schedule 2 - Term...s You viewed Account Summary _— S
B You view n 26/02/2017
PV i 39-TOK5W4_306 on a of Contract on 24/03/2017 o on 02/03/2017 a fou viewed KM> on 2041
2 2017
You viewed Dynamics 365 Q) You modified Contoso M400 o
Seadil W You modified FBS - CRM Field 0 Ente...censing Guide on 21/02/2017
o mapping on 31/03/2017 24,
You viewed Customer Yo Health-Brochure on
" 0 Engagement..ser's Guide on 23/03/2017
Recent 28/03/2017
C2 Software Team Site *
C2 Marketing w

Controlling Access to Intranet Sites

Each SharePoint site has its own unique web address and access to the content is protected
via the standard Office 365 login credentials. Office 365 also supports integration with an on
premise Active Directory, ensuring that access to the intranet can be a single sign on
experience, based on standard network (domain) logins.

Look & Feel

The look and feel of the intranet can be tailored by a Microsoft partner such as C2 to match
your organisation’s requirements. This includes the site structure, navigation and page
layouts.
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Intranet Home Page
The example below shows a typical intranet home page with corporate branding applied and
SharePoint Apps used to promote specific sub-sites and listings e.g. Upcoming Events,
Popular Documents. The navigation has also been tailored to the specific business
requirements and provides easy access to search the intranet.

Web and App parts relevant to the organisation can be used on the home page to surface
underlying content from other areas of the site e.g. featured blogs, events, news, popular

documents etc.

Office 365

Featured News
Story

Sites

HOME NEWS HR & CAREERS OPERATIONS

Contoso Sponsors School of Fine Art
Scholarships

Featured Blog

Contoso is pleased to announce it will offer three
£5,000 scholarships for exceptional budding artists
who wish to attend the School of Fine Arts next fall.
Read More...

3

Featured Employee

ergency Product spotlight

SALES & MARKETING IDEA EXCHANGE ABOUT

Featured Employee

Meet Alan Steiner - Vice President, Corporate Marketing
leading efforts to continually develop Contoso's image.

Job Openings Contoso Café Procedures Read more...
Contoso News Yammer Feed Upcoming Events Popular Documents
Client Visit @5 Record Breaking Blood Drive
Time: 8:00 AM Alan Steiner
2 * ok ok k ok

Content can also be targeted at specific audiences, allowing for the delivery of personalised

content for specific users or staff groupings.
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Document Management

A key feature of SharePoint is its Document Management capabilities. Once defined,

document libraries can be seamlessly integrated into the intranet framework.

Office 365 Sites

HOME
BENEFITS

NEWS HR & CAREERS  OPERATIONS

JOB OPENINGS GET INVOLVED

SALES & MARKETING IDEA EXCHANGE
TRAINING FORMS & POLICIES

Benefits Manage your benefits. Understand our policies
Job Openings

At Contoso, we believe it is important to empower employees to find the information You can find answers to common questions about our benefits and policies as well as

Get Involved
they need when they need it, without having to jump through hoops in the process

That's why we offer an extensive document library containing our policies and forms

the forms you need to access your benefits in the document libraries below,
Training

; v _ ) ' still ean't find something you need? Reach out to Human Resources or submit a
orms & Policies 50 you always have access to important information. Want to review your PTO

bl Nl 10t a famly member 0 your nealth mecrance paficy? suggestion in the Idea Exchange. We want to hear from you

HR Forms
1L Uplead & syne v
)
Nam, Modified Modified By ating (0-5
g ApplicationForm o September29  AmyAlberts Wk k¥rir|o
€Y Background Check Authorization . September29  AmyAlberts Wk k|0
&Y Expense Reporting Training Confirmation .. September29  Eric Gruber k& k%[0
@i Fitness tracker template . September29 | Amy Alberts kit
@4 Name and Contact Info Change Form « September 29 Amy Alberts Wl T ir e
B4 New Hire Job Performance Review Guide « September 29 Amy Alberts W de dr e
§Y Parking Permit Application . September 29

Christa Geller % % % 7277 [g

Subject to SharePoint user permissions, the document libraries can also be accessed via
Windows Explorer as a standard Network Share and can also be synchronised to the user’s
local PC using One Drive for Business.

Document libraries offer full version control and optional check in/out capabilities. Additional
metadata can be held on documents e.g. rating, department, customer etc., allowing users to
more easily search and identify the relevant documents.

M Mgy Ut e e S T S e T o

|n addition Sha FEPOInt Onllne ApplicationForm.docx 2
At Contoso, we believe it is important to empower employees tc nsa
a they need when they need it, without having to jump through | tsin
su ppo rts docu ment preVIeW That's why we offer an extensive document library containing o \aih
opey e . so you always have access to important information. Want
capabilities allowing users to benefit? Ne 1o ckd a family member to your heaith nsurance i
. . PPLICATION FOR EMPLOYMEN
look inside documents before
they choose to download them.  HRForms
@nNew 2 upload @ syne  Yshae  Morew K A o
Users can also “follow” 2 2 e “

documents, ensuring they
have quick and easy access
to them.
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Background Check Authorization ciie: 1§
Expense Reporting Training Confirmation
Fitness tracker template

Name and Contact Info Change Form

Changed by | ' Amy Alberts on 9/29/2015 12:20 PM

Shared with | Veronica Quek.

26 more

Ty Carlson, | Sven Mortensen, and

https://edb8.sharepoint.com/sites/Contoso/HR/Forms/HR%20Fo *

EDIT SHARE FOLLOW

147 40 %7 %O
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Intranet Content Management

Create and maintain intranet pages, content and navigation with ease through SharePoint

Online’s content management features.

SharePoint provides What You See Is What You Get editing capabilities which allow
authorised users to create and update content in line with the existing intranet branding. The

intuitive ribbon bar provides a familiar Office style interface.

Office 365 Sites

X, cut

& Body - upx ~ T EE M
3 Copy
aste B I U axx, x A b = Head
€ Undo . - eadin
pbosrd Paragraph
Resellers Re

Product Profiles
Collateral Center

Marketing Team

nasbcedd | A g Bl [AaBbC( |AaBbCcD |AsBbcend
Paragraph Headin

ng1 | | Heading2 | | Heading3

Add a Web Part

With  connectivity, personalization and
sharing capabilities unlike any other,
Contoso’s X850 MP3 Player is changing the
way you create the soundtrack to your life.
First-of-its-kind playlist technology evaluates
your GPS location, date, time, speed of
movement and calendar entries to
dynamically generate playlists tailored to
your life. Plus, the unrivaled sound quality
from active noise-canceling speakers and
headphones make the X850 an industry

Contoso X850 MP3 Player: Intuitive playlists for your life

Contoso also offers a full line of stylish
accessories for the X850. You can get a
moisture proof arm band for biking or
running to keep your X850 secure and dry. Or
choose a slim hard case to protect it from
scratches while in your pocket or purse. And
the options for headphones and ear buds are
endless vibrant colors and innovative
shapes will make your listening experience
even more enjoyable!

leader. TRYNR

Advanced users have full access to the underlying HTML source and can insert content such

as links, images, videos and web/app parts e.g. document listings.

Office 365 Sites

FORMAT TEXT | INSERT

Table Pi Web Embed
. Pat  Code

Table: in =
Categories Parts About the part
(2 Apps CgCategories #®Site Pages Documents

Ca el Edc y Memb: 2w

3 Blog [E=community Members ¥|Workflow Tasks This system library was created by the Publishing feature to st
[ Business Data ® Discussions List @ Yammer feed

& Commi mDocuments

[ Content Rollup Eimages

3 Document Sets fPages

3 Filters ySite Assets

[ Forms

Upload a Web Part +

Add part te: Rich Content

Layouts are also available for pages ensuring that page variations are available to suit the

page e.g. 2 column layout.
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SharePoint Lists & Workflows

SharePoint is built on lists and these can be configured to meet the needs of the business e.g.
Job Listings, News, Training Courses, Events etc. For each SharePoint list a configurable set of

fields can be specified.

Job Openings

@ New i Upload s Sync v

Find a file jel
¥ Name Department

Manufacturing Supervisor Manufacturing
Marketing Assistant Sales and Marketing
Marketing Coordinator Sales and Marketing
Help Desk Assistant Manager IT
Product Engineer Engineering

Experience
5 years
1-2 years
2-3 years
3 years

5 years

Deadline

7/30/2014
8/14/2014
8/29/2014
8/30/2014
8/31/2014

Lists can also be calendar based allowing for the booking of shared resources e.g. rooms.

These calendar apps can be synchronised with Outlook with a single click.

Training Center

The Human Resources department offers a variety of training opportunities for all Contoso employees. From cross-training

tutorials to advanced leadership development sessions, employees are can choose the courses that suite their needs. We also

provide an extensive library of training guides for self-study. Employees are encouraged to complete at least one training activity

each quarter to ensure their skills and knowledge stay current.

Review the calendar below for available classes and sign up for your next learning opportunity today!

Training Calendar

4 #% QOctober 2015

SUNDAY MONDAY TUESDAY WEDNESDAY
27 28 29 30
4 5 6 7
7:00am - 8:00 a
Understanding Yt
11 12 13 14

9:00 am - 10:00 a
Using Excel for D
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THURSDAY FRIDAY
1 2

8 9
10:00 am - 11:00
Lunch and Learn

15 16

SATURDAY
3

10

17
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Entries can easily be added/edited by users with appropriate permissions. The forms will
automatically reflect the fields defined for the list or content type. The example below is

based on a typical Calendar App.

| Training Calendar - Understanding Your Benefits

VIEW

Edit
ltem

CUSTOM COMMANDS

(S .. ] Version History Alert Me

B
dit

E
Series X Delete Item

Shared With @ Workflows

Manage Actions

Title Understanding Your Benefits

Location HR Conference Room

Start Time 10/5/2015 7:00 AM

End Time 10/5/2015 8:00 AM

Contoso has one of the best benefit packages in the
industry - are you taking advantage of all of the benefits
offered. Come learn more about what benefits are
available for your and your family.

Description

Category
All Day Event
Recurrence Every 1 month(s) on the first Monday

Content Type: Event
Created at 9/29/2015 12:27 PM by
Last modified at 9/29/2015 12:28 PM by

Amy Alberts
Amy Alberts

l § /-0U aim - o-0U alr T jj 700U am - 110
Understanding Y¢ Lunch and Lear

11 12 13 14 15
YT

Training Calendar - Understanding Your Benefits

EDIT
o, X Cut Oy \D ABC
HEB R X
Save Cancel  Paste Delete  Edit  Attach  Spelling
ltem  Series  File -
Commit Clipboard Actions spelling

Title * | bnderstanding Your Benefits x
Location HR Conference Room
Start Time * 10/5/2015 7aM v [oo V]
End Time * 10/5/2015 8AM v/ [oo v
Description Contoso has one of the best benefit packages in the industry

- are you taking advantage of all of the benefits offered.

Come learn more about what benefits are available for your

and your family.

Click for help about adding basic HTML formatting.
Category ® v

O Specify your own value:
All Day Event [IMake this an all-day activity that doesn't start or end at a

specific hour.
Recurrence Every 1 month(s) on the first Monday

Cancel

Created at 9/29/2015 12:27 PM by | | Amy Alberts Save

Workflows

SharePoint includes a powerful workflow engine, allowing tasks such as approval processes to
be automated. An example would be a workflow process that is triggered to alert a staff

member’s manager when a holiday request entry is created.

As well as emailing the manager

WORKFLOW
H &

Save Publish Check
for Errors

the workflow can create an
approval Task for them

to complete in SharePoint.
As such SharePoint has the
potential to help automate a

Navigation <

Site Objects A~

range of internal processes

B Extemal Content Types
i Data Sources

e.g. room booking alerts,

[ Master Pages

holiday requests, purchase

order requests etc.
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Stage r Vi

a |

Clipboard Modify

& Workflows ' @ Approval* ¥ @ Booking Alert ("]
- {*}C2 Software Team Site ¥ Workflows b Booking Alert P Text-Based Designer b

Stage:Stage 1
If Current ltem:Created By not equals Gillian Neill

Email Gillian Neill

Transition to stage

Go to End of Workflow
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Enterprise Search

Office 365 Sites

Seasonal Menu Items

HOME NEWS HR & ABOUT
Result type cafe v O
i Contoso Café r(
All . >
' Results found in Home ~ Preference for results in English~ Seasonal Cont
Word Menu Items ontoso
8% Seasonal Menu Items
Author Café Seasonal Menu Items ... Enjoy some of the freshest vegetables
Aniy Alberts you will ever eat ... Picked daily from the Contoso Café Garden
Freshly picked and lightly grilled asparagus is a healthy ...
Sven Mortensen edb8.sharepoint.com/sites/Contosoy.../Seasonal Menu Items.docx
SHOW MORE
8% Healthy Menu Items
Modified date Café Healthy Options ... Whole grain pasta paired with fresh
= vegetables and light sauces provide health alternatives for lunch .. I o
Pick your yogurt, add your favorite toppings and enjoy a .. et A
T — e e €0b8.sharepoint.com/sites/Contoso/.../Healthy Menu Items.docx Take a look inside

Seasonal Vegetables
Grilled Asparagus
Seasonal Fruit

Daily Entrée Salads

All Results found in Home »
Changed by = Amy Alberts on 11/8/2014 8:37 PM

Alert Me Preferences
EDIT FOLLOW SEND VIEW LIBRARY

SharePoint Online (Business Premium & E3 and higher plans) include an enterprise grade
search solution as standard. This searches across all content type including intranet pages,
documents, conversations, videos and people. Facets allow the search results to be narrowed
e.g. Date, Author, and these are configurable. The preview panel reflects the content type e.g.
for people we can see more details and can access recently authored documents.

kal D|

Everything People Conversations Videos

Preference for results in English »
¢ Karen Berg

Karen Berg Memt £
'_ ¥y VP Operations and Business Strategy All Employees | Production | Sales
Operations and Business Strategy

BI | Business development | Customer Service

Chemical Spill Emergency Proce

One of my signature strengths has always been my ability to analyze
business needs and provide strategic solutions. In fact, ..

Natural Disaster Em

1

VIEW PROFILE
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Community

SharePoint Online has a range of Site templates and Apps that facilitate the building of online
communities within an intranet. These includes blogs, wikis, forums, comments and a
personalised space about each member of staff.

The example below shows a simple blog site.

Office 365 Sites

OPERATIONS SALES & MARKETING IDEA EXCHANGE ABOUT

HOME

NEWS HR & CAREERS

NEWS STORIES PRESS RELEASES NEWSLETTERS BLOGS EVENT CALENDAR

News Stories On the trail Blog Tools

Press Releases e 4
Newsletters Create a post
Manage posts

Blogs

Event Calendar

Many of you know how much | enjoy the outdoors. | look forward to our hiking trip in Olympic National Park every year. In addition
to hiking, | love riding my bike on mountain trails, enjoying nature and the challenges and beauty it offers. When you are biking on
the trail, you can forget about everything that is bothering you and just enjoy the fresh air and wildlife you encounter. During a
recent bike-a-thon to benefit one of my favorite charities, | was fortunate to ride with a team of biking enthusiasts from Contoso. It
was a fantastic experience! We rode through 25 miles of beautiful mountain trails while raising money to support a non-profit that is
trying to help hungry and homeless children in our community. By the end of the day, we were tired but very grateful for the
experience and time together. It was so great to have the opportunity to enjoy nature and get away from the day-to-day pressures

Manage comments
Manage categories
Launch blogging app
Change post layout

Basic Vv

that we all face. The next time you are feeling a little frazzled, grab your bike and head to the trail. Or better yet, get a team together
and ride in one of the many different fundraising events that support great causes in our community. | guarantee it will do you
good! See you on the trail!

Blog Archives

by Dan Jump at 7:08 AM in Events
Archives

1 comment | Email alink Edit
October

September

GiVing back OLDER POSTS

At Contoso, we recognize there is more to success than just a positive bottom line. That's why we use four guiding principles to
judge our company's accomplishments: Creativity, Collaboration, Credibility and Community. That last principle, Community, is my
personal favorite. After all, what's the point of having a successful business if you don't share that success with the people and
places around you? It only makes sense to give back to the communities that support Contoso, which is why we are dedicated to
philanthropv and volunteer service all over the world. And while helpina the alobal community is important. it is eauallv essential

Comments can be used extensively throughout the intranet, allowing staff to comment on
blogs, pages etc. Each comment is tied to the user, facilitating improved communication
between staff. These link through to the staff member’'s own “My Site” where they can
choose what information is shared.

WU LUy PIUISuivo LML VL U TUS. IS TTUAL BTG JUM U TUR Y O LU TTULLIG W, YU YUl IR Ui e

to the trail. Or better yet, get a team together and ride in one of the many different fundraising events
that support great causes in our community. | guarantee it will do you good! See you on the trail!

by Dan Jump at 7:08 AM in Events

Like Comment ==

2 comments
Thomas James Cox Thomas James Cox Great post, really inspiring

Saturday, October 24, 2015  Edit

Karen Berg Can | sponsor you?
Saturday, October 24, 2015  Edit

Add a comment
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FAQ style forums are supported, facilitating a knowledge base within the intranet.

ROWSE AGE | FORMAT TEX NSER]

) SHARE
Cut ABC &5, @y
R Ti NewRon = 16 - = M Y
7 || oy imes New Ron_° | 16px E aasbcedd | A 5Bl |AaBbCq (AaBbCeD| AasbccDd v A
Edit  CheckOut | Pacte & Undo . I U abx, x° A Paragiaph | | Heading 1 | | Heading2 | | Heading3 | | Heading4 ||.| Spelling \a;:?u S = Comenttc
Edit Clipboard nt baragrapk Syl Spelling | Layout Markup
Home . . - ~ :
. Product X500 issues with water resistance Community tools
ategories
- Treply Olikes v bestreply Manage discussions
embers Create categories
About

Create badges
Site Contents Thomas James Cox Thomas James Cox Assign badges to members
]

Reputation settings

Should the X500 be water proof or water resistant? Community settings

Aboutaminute ago  Like  Reply

Add a reply

v Best reply

Thomas James Cox Thomas James Cox
|

| spoke to the engineer in charge and no water restistance features were specified

Afewsecondsago Like Reply

All replies
Oldest Newest Most liked

The My Sites feature allows staff to have personal website space where they can choose what
information to share. This can also show recently authored documents, blog posts and
conversations. As per the example below this can also include organisational information.

Office 365 Delve

People
Activity Profile Favorites # Edit Profile

Molly Clark —_—
Julian Isla .

Contact Organization
Veronica Quek

Message  karenb@edb8.onmicrosoft.com

Dan Jump

Spencer Low il karenb@edb8.onmicrosoft.cor
Ty Carlson Ty Carlson
JiiigReding About me Jalan Isa
Jeff Hay One of my signature strengths has always been my ability to analyze business

needs and provide strategic solutions. In fact, these skills have provided the

foundation for my role as the Vice President of Operations and Business Strategy (W Karen Berg

at Contoso. Analyzing both customer and partner’s needs to drive solutions that 1

incorporate Contoso's products and services. The VP of Ops and Biz Strategy
oversees merger and acquisitions in strategic areas of.

Show more

Sales, Networking, Business development, Customer Service, Excel, Powerpivot, B
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SharePoint Apps

SharePoint Apps provide an architecture to allow the functionality of the intranet to be

tailored to the specific requirements of the business.

Adding Features to the Intranet

Add apps to any Site and then place the app part on the page of choice e.g. add new
Calendar App and then place the next upcoming entries on the home page. The example
below illustrates the interface to pick an App to add to the site.

i Office 365 Sites

HOME NEWS HR & CAREERS OPERATIONS

Your Apps Find an app L
Apps You Can
Add
Noteworthy
From Your

Organization

M Li
anage Licenses
Cn v

Your Requests

SharePoint Store Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details App Details

Apps you can add Newest Name

£l E

N E

DocuSign for Document Library Form Library Wiki Page Library
SharePoint Online App Details App Details App Details
App Details
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External App Store

As well as the in-built applications that are supplied with SharePoint, users have access to the
online SharePoint Store. There are thousands of apps to choose from to add the specific
functionality to your intranet e.g. location maps.

Home » Add Apps » USA'$ English (United States) ?

mw Find an app L0

SharePoint Store

Price Featured Apps '
All

TRENDING
Free >
Categories ~—

All

Business Home

Clocks 8 Calendars

Communication

Most Relevant ~ Highest Rating ~ Lowest Price Name  Newest

oY 3
Editor's Picks (L\)) L] ﬂ 4&
Education SideKick365 K I
HR Announcement i! i

Forms

Content Management

CRM

Employee Interaction

SideKick365 Forms KiHR Announcement Employee Recognition
File Converters & Viewers
Financial Management 1493 free $149FF
Forms
Image & Video Galleries i\ W In
IT/Admin Out

r Y Board

Maps & Feeds = 4
News & Weather Staff Directory In Out Board Recruiting Management ~ Poll App

Corrbmn

Once added the App can be deployed on the site(s) as required by authorised staff. This
feature can also be restricted with a company specific app store that only offers selected

apps.
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Office 365 Groups

Groups are a relatively new feature of Office 365 with a mix of applications per group. These
include a Document Library, collaborative One Note, members, community content and email
alerts. These collaborative spaces make it easy for users to share and access content for
projects, team information or interest groups. They are built on the underlying SharePoint
Online system and are accessible from Sites, Outlook, and dedicated mobile apps.

The example below shows a group being access in Outlook Online.

Office 365 Outlook

@ New C2 Modernisation

CM Public group
£ SERENCE Meeri A Files Unsubscribe  +ee

4

A Folders 2

Start a group conversation

More >

Mobile app for this looks great as well. Coul...

~ Groups  # New

ell. Could be gre
- Browse groups e

Finlay Carmichael
Sl Mobile app for this looks great as we

The new C2 Modernisation group is ready

C2 Modernisation
[@Vll Welcome to the C2 Modernisation group. Use the g...

Tue 724 (]

+ Create group

n €2 Modernisation
More

iOS App to access group content

eeec0 vodafone UK =

< @
C2 Modernisation

Public group * 3 members

% Files 3 Notebook

2 Finlay Carmichael
Tuesday at 12:07 p.m
Mobile app for this looks great as well. Could be
great for projects

- W Reply

The new C2 Modernisation group is ready

Welcome to the C2 Modernisation group.
Use the group to share ideas, files, and im|
dates.

Start a conversation... more

Ap Q %

Groups Notification: [ r etting

C2 Modernisation
Tuesday at 7:24 am
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The new C2 Modernisation group is ready

with C2 Modernisation

C2 Modernisation
Welcome to the C2 Modernisation group.

Use the group to share ideas, files, and important dates

Start a conversation

your own.

View group files
Read group conversations or start  Organize files in one location to
easily share and participate

Use the calendar

Add events to the group calendar
to work together more efficiently.

f®

Shared Document Library

Office 365

OneDrive

Search everything

Documents
Recent

Shared with me
Followed

Site folders

Recycle bin

~ Groups

(2 Modernisation

More

-0

C2 Modernisation

Public group - 3 members

Conversations ~ Calendar ees

Files Shared with us Recycle bin

@ New 1 Upload s Sync e

v DO Name ?

@% Building an Intranet with 0365 and SharePoint Online e/
-v1-0 %

Drag files here to upload

Building an Intranet with Office 365 and SharePoint Online



Video Portal

This video portal feature for 0365 is included with the E1 and E3 plans. It allows for the
categorised management and delivery of corporate videos. The Video Portal is built on Azure
Media Services with the videos presented via SharePoint Online. Space for videos is taken
from the total Office 365 storage limit, and there are no limits on the total additional space

that can be purchased.

Office 365 Video

yel f Home  i= Channels

# Portal Settings

I Trending See all videos

| 1:29] - C
1 119

Project Online How to use Power Bl

20
Future Vision How to use OneDrive

Office 365 ProPlus

I Executive Briefing See all videos
& ] = -
R = 1}
Al =k
- =
- =
@
o | =
300 ——EC
Social in the Enterprise Office Growth Connect with People

| Trainina see all videos

Video home page

Video streaming & suggestions

©2017 C2 Software Limited

M | !E.. slam

S 29

Office ProPlus Easy For IT Office On The Go

oy
"
|~
"
I - §
Get Things Done With Social New Office

Video

Trending All Videos My Videos

L )

Channel View
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One Drive for Business

One Drive for Business is a personal document library where staff can securely store their

personal business documents. One Drive for Business is accessible from SharePoint and the
Office 365 portal. In addition, a client app allows for One Drive for Business to be accessed via
the PC Windows Explorer, synchronising files to/from SharePoint and the user’s PC.

Office 365 OneDrive

L search @ New v 1 Upload & Sync Fsonvw ™ @
~ Karen Berg Files
Files
v Name Modified Modified By File Size
Recent
o Bl Documents === September 29 Karen Berg 8 Only you
Shared with me
@ Store Visit Notebook e Seplember 30 Karen Berg 24 Mally Clark
Recycle bin
@ Marketing Campaign Implementation.. e+ September 29 Karen Barg 16.49 KB & Only you
~ Groups +

Groups bring teams
together. Join one or create
your own.

> Browse Groups

+ Create Groups

If they have permission users can also synchronise One Drive for Business with a SharePoint
Document Library.

HR Policies
1 Upload s Sync v
Find a file jo
v DD Name Modified Modified By Rating (0-5)
& Bring Your Dog to Work Policy .« September 29 Amy Alberts % Y % 17 77 |0

File libraries will then be available via Windows Explorer:

a | v + | OneDrive - C2 Software Ltd

Home Share View

&« v I la » Finlay Carmichael » OneDrive - C2 Software Ltd
v s Quick access L] Name
m Desktop Shar
/& OneDrive - C2 Software Ltd @=| ABTA
g€ c2c

|Zl Documents
oY c2s

. Nawnlnade
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Delve

Office Delve surfaces personalised content from across Office 365. Powered by the Office

Graph, Delve brings information to the user based on what they are working on, who they are
working with, and their permissions.

Office 365 Delve

a He

Q) v Northwind Traders US Northwind Traders US
Agreement - Sales Agreement - Sales

Peopl Proposal Order.docx

Northwind Traders US Contoso
Agreement - .
. NorthwindTraders_Sales_
) Contract_2014 il I | l

Integration with other O365 Applications

As part of the Office 365 family SharePoint Online is fully integrated with the other Office 365
applications. In reality SharePoint Online is an integral part of the glue that underpins the

Office 365 platform. Many of the collaborative Office 365 features rely on SharePoint as the
underlying technology e.g. Video Portal. Utilising SharePoint Online for an intranet ensures
that the full productivity potential of the Office tools is realised.

Word, Excel, PowerPoint

The Office desktop tools are fully integrated with SharePoint Online, allowing staff to directly
browse and save to SharePoint Online document libraries from the Office applications.
SharePoint locations can be viewed in a similar manner to local file locations as per the
example below:
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OneDrive - C2 Software Ltd

finlay@c2software.com

OneDrive - Personal
finlay@c2software.com

Sites - C2 Software Ltd
finlay@c2software.com

Other Web Locations

This PC

Add a Place

Browse

Aqua Global Indicative Proposal v1-0.docx - Word

Older

Handover-Notes
C2 Software Ltd » Handover-Notes

Forms
C2 Software Ltd » training » Shared Documents » Forms

ABTA RFC wysiwyg - June 2015_7908BC78B50EES1180FCC4346BACFB5C
C2 Software Ltd » vti_history » 512 » account » ABTA - The Travel Association » opportunity » ABTA...

CRM HR and Membership Project
C2 Software Ltd » account » Office of the Independent Adjudicator for Higher Education (OIAHE) »...

Developer Proposal
C2 Software Ltd » Developer Proposal

Deployment Documents
C2 Software Ltd » Deployment Documents

Shared Documents
C2 Software Ltd » Shared Documents

C2 Software Ltd

In addition, any SharePoint specific metadata on the content type is also available in the

Office Tools. In the example below a range of fields, specific to a project document require
additional fields to be completed. These can also be embedded within document templates

for completion within the Word document.

Related Dates
Last Modified

Created
Last Printed

PM Acceptance

Architect Acceptance

Complete

Consultant Acceptance

Document Start Date
Related People
Manager

Author

Last Modified By

Developer
Architect
Project Manager

Consultant

13/07/2015 15:19
10/07/2015 12:15

00:

00:

00:

-

00

05

00

w Finlay Carmichael

Specify the manager

Add an author

Add a name
Add a name
Add a name
Add a name
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Developer Proposal
[Developer: The aim of this document is to ensure that you have understood the task]

[PM: The aim of this document for you is to ensure that the task has been communicated and
understood]

Project
[Developer: what project is being
worked on?]

ZProject
New )ntranet

[PM: n/a]

Project Manager
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One Note

One Note files can be stored in SharePoint and allow powerful collaborative note spaces to
be created. These are also integrated with Office 365 Groups and Dynamics CRM Online (for
notes on records).

Skype for Business

Skype for Business is integrated into SharePoint Online for presence awareness. Posts will
automatically have a user pop-up, which allows for them to be contacted via Skype for
Business e.g. Instant messaging, video call, call or email.
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Yammer

Yammer provides an alternative collaborative space for business, based on a familiar
Facebook style interface. Yammer feeds can be fully integrated into SharePoint Online,
allowing easy access from the intranet.
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Microsoft Dynamics 365

Microsoft Dynamics 365 (CRM) is also accessed via the Office 365 portal and is fully
integrated with 0365, including SharePoint Online. Documents can be stored against records
in Dynamics 365 through a direct link with SharePoint document libraries. Staff with relevant
permission can also access and upload documents to these libraries via the SharePoint
intranet.

Dynamics 365 supports rich, collaborative notes via One Note and these are stored within
SharePoint Online.

Office 365 Plans

SharePoint Online is included in the following Office 365 plans. It can also be purchased on

its own. The features included are as follows:

Business Enterprise

Office 365 Office 365 Office 365 Office 365

Package Business Business Enterprise Enterprise E3
Essentials Premium E1

User maximum 300 300 Unlimited Unlimited

Full, installed Office applications Word, Excel,
PowerPoint, Outlook, Publisher, and OneNote on
up to 5 PCs or Macs

Office on tablets and phones for the full, installed
Office experience on up to 5 tablets and 5 phones
per user Tooltip icon, a circled exclamation mark
you hover over to display more information.

Online versions of Office including Word, Excel and
PowerPoint

File storage and sharing with 1 TB storage per user
Business class email, calendar, and contacts with a
50 GB inbox per user Tooltip icon, a circled
exclamation mark you hover over to display more
information.

Unlimited online meetings, IM and HD video
conferencing. Includes Skype for Business app
Intranet site for your teams with customizable
security settings

Corporate social network to help employees
collaborate across departments and locations

Professional digital storytelling tools to create
interactive reports, presentations, and more

Personalized search and discovery across Office
365 using the Office Graph
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Corporate video portal for uploading and sharing
your corporate videos across the company

Enterprise management of apps with Group Palicy,
Telemetry, Shared Computer Activation

Self-service Business Intelligence to discover,
analyse, and visualise data in Excel

Compliance and Information Protection including
Legal Hold, Rights Management and Data Loss
Prevention for email and files

About C2 Software

C2 was formed in 1997 by an experienced team of business-orientated professionals. We are

Business Transformation experts who focus on Microsoft solutions for Dynamics 365 and
SharePoint Online.

We are a Microsoft Certified Partner and we provide services to numerous prominent clients
throughout the UK. Our business understanding enhances productivity, customer self-service,
business automation, business intelligence and customer care.

There are over 20 employees within C2 and our team are specialist software engineers and
consultants. We have a proven reputation for delivering innovative SharePoint, Dynamics 365
and web CMS based solutions. We specialise in the following which aligns to the Microsoft
Technology Stack:

e Microsoft Dynamics 365 (CRM) Implementations

e Web Development and Web Content Management (SharePoint & Microsoft Web
Portals)

e Power Bl

e Systems Integration (e.g. Office 365, SAP Business One, Sage)

Accreditations

As an organisation we take our accreditations very seriously and we strive for continuous
improvement. As such we have invested in training and certification. Our current certifications
include:

e Microsoft Network Partner
e Microsoft Dynamics CRM Certified Solution Advisor (certifications):
- Dynamics CRM Customisation & Configuration

- Dynamics CRM Implementations
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- Dynamics CRM Installation & Deployment

- Dynamics CRM Sales & Pre-Sales

- Dynamics CRM Pre-Sales

- Sure Step Methodology - methodology for managing Dynamics implementations

.NET Development

e |SO 9001 (Quality) Accredited

e SO 27001 (Information Security) Accredited SO 14001 (Environmental) Accredited
Investors in People Accredited
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