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Task Features

s/ Drag-and-drop cards and columns

£ Add task descriptions

) Add task attachments

(=] Add comments to tasks

i Delete a task

= Copy a task

X Copy a link to a task

~|Add details to sub-tasks

¥ »Restore a task/card

2, Add @mentions to tasks

sk @)

© Move task/card to another Board

xxxx<<<<<< Tl




& Board Features

* Add Board to your favourites

{5 Copy a Board

<> View all open Boards

&, Show recent Boards

— View all files for a Board

~, Export Board to Excel

v|Add any existing Board to a Team

2zl Access all Boards via MS Teams

< Change Board owner

=] Archive a Board

ks @)

¥ > Restore a Board from Archive

xxxxx<<<<< TN




YTask Organisation

Set task start dates

Set task due dates

] Mark task as complete

2 Assign a member to a task

Y Hide and show cards by filter

Add colour labels

> View all tasks across all Boards

= View tasks in a Timeline/Gantt view

© Create non-colour labels

KLk @)

=l View tasks as a list

xxx (<< I8
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Teams

Your teams

. 2020 Priority Delivery Areas
General
Onboarding
Webinars

Workshops

Hidden teams

& Join or create a team

Y

& Kanban View

Q_ search

. Onboarding Posts Files Wiki Shelly Price - Marketi... v Standup 2more~

3¢ Meet

< Marketing Manager Onbo... Search

S :

[ Shelly's Onboarding - Important
Information to Note

~ [ Account permisions for laptop

3 o B

20

© = Qi

~ [ Get laptop, mobile and desk set up
& online accounts for new starter starting in

Sept
28 ).

® # B3 ©3 A4

firm-startdate-andt

Add a Card

~ [J Review all tasks and check status

082 1

Add a Card

[ Review feedback

[ Discuss key tasks for ufl)

o 8

[T Schedule training on s
=}

[C] Add DOB to birthday lis?

[C] Who's who in the zoo!

Add a Card

Activity v
[ H Board ~
(&) Assignments

() Todos by Date

Q MindMap
= Timeline
Archived

an Members

tROa-®

@ Colours

o
i @@

In Progress

 Search bar / Better card display
v Toolbar

Office 365

A Evento de lanzamiento
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Alguiler de equipos AV

@ ovia zebye

Dia de ks configuracién del evento

§) Andrés Delgadillo
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En seguimiento

+

L}
Finaizar s imégenes de producto para...

9 Jorge Montoya

Alguiler de mobiiario para el evento de... .

-

@ toris zebye
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B Grificos [ Programar

Acto de biervenida de VIP
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Hardware de demostracion

& bl Terin
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< B
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@ e l Q 2+ Miembros

Filtrar Borrar

smiento (©) A

Con retraso

Esta semana

Préodma semana
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Sin fecha
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Sin categoria
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Equipos

s enoee
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a Your teams
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2020 Priority Delivery Areas )
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m Onboarding

alendar i Board

o WekIRas (] Shelly's Onboarding - Important v [:] Account permisions for laptop E] Review feedback

Workshops Information to Note
% ® (&) Assignments

o

Hidden teams

O ® B3 » Q4

4 A
' v [] Get laptop, mobile and desk set up
e online accounts for new starter starting in
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Schedule-timewitheach a Todos by Date

=) Q MindMap

~ [] Review all tasks and check status [_] Schedule training on soft|
Ta gs - Members
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Com ments ["] Who's who in the zoo! ® Coloturs
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To address in future
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[_] Update email signature with COVID-19
company guidelines link

A430R0

(] Submit your expenses request for
reimbursements

[_] Nominate happy hour zoom time
- )

Add a Card

[_] Update your working from home hours
on your email footer

40009

(] Top tips to stay productive and
connected while working from home

[ ] Team leaders to organise weekly WIPs

© ¢ 16%

[_] Check everyone has access to fast

internet

Add a Card

B8 Setup dady Loomr standups

&

v B whatisasatesrorking
ervreRent?

E1

v 4 SetfulbaceesstoZoom
=3
phones-and-headsets-wherereqtired:
8s

Add a Card
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13 5 16 17
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18 19 20 2 22 23

Project Compl... n

::Panel Connections
H%

a

24

TOa

Timeline View

an Members

TOwAOR
2008

@ Colours

25 26 27 28 29 30 3

Win market s... m)
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W Mark 8 Project Team
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< TODAY ‘ >. ]
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@
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Archived

Review

feedback -—n Members

["] Schedule

regular meetings .
(] new card O @ ’ “ & 9

[ Employee

Onboardi schedule 200 8%
———— nboarain g and schedule : ; ¢
O : g Onboarding § ks o SO new ideas for a
Recommend : checklist: First [ . meeting
useful... \ week @ Colours
' [/ HR documents
S Onboarding: (paperwork)
[JFillin end of I Review at end of £
week survey first month Bring cake immediately
e ¢ i Onboarding Extraimportant
- sy TR checklist: First :
employees’ office P d Solar Research M Design Phase
and equipment av
O 1 ——— Discussion point For later
—— : R [] Arrange coffee
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Microsoft 365

Microsoft 365

.¢

HCL Connections

m P
(G) o
V

Third party
providers External collaborator Boards V

Internal team Boards V
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Q

Activity

Calendar

%

Calls
Files

m=
a

Huddo Boa...

D Requirements for external contractor

access to council buildings

v D * How often risks will be monitored
to ensure that appropriate action is taken
should the likelihood, or impact, of identified
risks change and to ensure that any
emerging risks are appropriately dealt with

(eg. monthly); 2021
©

Add a card =

H#H 33 82

Q_ Search

% Huddo Boards My Boards My Todos About

mm Huddo A
EEII Boards Risk Management Plan fo...
Risk Monitoring for 2020 H Roles & Responsibilities :

Search

|:| Steering Committee

= 899

I:l Explore identification of A.1

il

o

[] Risk Management is an iterative process
that should be built into the management
processes for any project. It must be closely
linked with Issues Management, as
untreated issues may become significant
risks. If prevention strategies are being
effective, some of the Grade A and B Risks
should be able to be downgraded fairly

soon into the project.

-
v

Access all Boards and

features directly
in Microsoft Teams

Guidelines for review the month o...

v [ Central Document Database 2020
v D * How often Risk status will be
reported in the Project Status Reports to the

Steering Committee/Project
Sponsor/Senior Manager (usually only

Grade A and B risks).
208

Add a card =

® =#H282x2 8

® # 31 A2

Identification of Plan for risks

v [:] Mitigation of risks involves the
identification of actions to reduce the
likelihood that a threat will occur
(preventative action) and/or reduce the
impact of a threat that does occur
(contingency action). This strategy also

involves identifying the stage of the project

when the action should be undertaken,
either prior to the start of or during the
project.

#HE1 o 8

[] Template for mitigation

>

O Project Team
®3

480

a

es

v D Tour other offices and meet key

staff

© &1

Add a card

Regardless of connections
to a Team Channel VvV

9

<

Analysis and Evaluation

v D Once analysed, risks should be
evaluated to determine the likelihood o
risk or threat being realised and the
seriousness, or impact, should the risk

occur.
a
—

D How the identified risks could poter
impact on the project in terms of the fo
categories of consequence (eg. x have
potential to delay or reduce project
outcomes/reduce output quality etc);

: A

D « Who will be involved in the review
the Risk and Issues Registers (eg. the

Project team);
v Od Identify the risk - use a

‘newspaper headline’ style statement —
short, sharp and snappy (eg. ‘budget
blow out’) then describe the nature of
the risk and the impact on the project it
the risk is not mitigated or managed

=22
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MUST READ INFORMATION ‘




9'?\9 Hybrid Environments

Q search

Y

Teams . Onboarding Posts Files Wiki Shelly Price - Marketi.. -~ Standup 2more~ +

Your teams

£ Marketing Manager Onbo... Search
. 2020 Priority Delivery Areas

General
Follow Up Prior to arrival
Onboarding

Webinars

Activity v

5 Board ~
[] Shelly's Onboarding - Important L

Workshops Information to Note

o =

~ [ Account permisions for laptop

[COR=) (&) Assignments

bidderiteams ; /7 bl it oach (=] Todos by Date
ST laptop, mobile and desk set up te-runthrough-theirrele
& online accounts for new starter starting in
Sept Qe - ©Q  MindMap
o B3 3 B4 5) —— — _ o
o # - & [ Discuss key tasks forurg | = Timeline

Add a Card a Archived
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[CRSEREN =

Add a Card
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HE Huddo

—“EBoards

a MS Planner features PLUS MORE

Why choose

Move Task/Card to another Board
Change Board owner

Archive a Board / Restore a Board
View tasks in a Timeline/Gantt view
Create non-colour labels

View tasks as a list

Work entirely within MS Teams

e Better integrations and flexibility

ANSSS RSN

Microsoft 365 V HCL Connections V Third party providers \/

a Better interf
Follow Up H Prior to arrival H i
2 : ~ [ Account permisions for laptop
Information to Note

s:Panel
B
() Support Beams Joint :ﬁg:;::;g:::
(21 ®0 e
O Confirmation of (1 Pick the right 8 Repinos w"‘p"‘s““" [ Select Project C o
Supplier ricing vl i and Inefficient ar Pane frasiey embiing
nnnnnnnnnn o ar Panel Stands . Materi

Internal team Boards \/ External collaborators V
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Other tools ,’. .‘. m

Integrates in Microsoft ~ Team Features  Task Features  Project Features  Price*

Y LS monday.com ADVANCED ADVANCED COMPLEX $12.48
coASANA ADVANCED COMPLEX ADUANCED $13.26
@ 7rello POOR LIGHT POOR $0.00
L ClickUp LIGHT COMPLEX ADVANCED $6.77

LIGHT ADVANCED LIGHT $6.49

HE Huddo
“HEBoards

CL XX XX

POOR $6.77

. Planner

* SAUD per user per month



Things To Achieve Things to Do Activity

[j Win market shares

Y

v [ Initiate the project

© o2 »a /H

v [] Go to Market with the New Solar
Panel!

v [] Design Solar Panel Stands
o Qs
["] call Customers

© (¢ N

Add a Card

M Huddo Don’t let your task own you.
Boards

Own vour tasks.

-

o a >
p—
==
——— . —
Board <) = E—/
[] Discuss if we are on the right track Al -
N R

® « 8

O = % Assignments
["] Design of the brackets Todos by Date _“
E I MindMap
[7] Review checkpoints e =7 k
“ Timeline

—— c— Archived

v [] Design Assembling Material

® =82 « 8s ‘m‘ Members
[] Replace OId and Inefficient Solar Panels g ’ ' & 9 Q

99 am
S Do more with .( —~ all d dO
@ Analysis /.

Bring cake immediately

Extraimportant
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B Huddo
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v/ Better features
Vv Better interfaces
Vv Better flexibility
v/ More user-friendly
v Fully integrates
+ Cost effective

« Customer centric

TRY IT FOR FREE

Signup for a 30-DAY free trial QR Book a meeting with us

SIGN IN WITH @

B Office365 Let's talk Huddo
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@ Collab Cloud - US
MON TUE WED THU FRI
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