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leebeth KOLOKO-GREEN

Bilingual Executive Assistant at an IT company
18 years experience as an EA
Microsoft Office Specialist (MOS): Outlook 2016, PowerPoint 2016 & OneNote
Computer Software Trainer: Outlook, OneNote, PowerPoint, Teams
EA Ambassador
« Knowledge increases by sharing but not by saving.”

Kamari aka Lyrikal

#AdminsNewWaysOfWorking @ linkedin.com/in/lizkoloko

O @Lizkolokogreen
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| had a dream ...

Introduction | Automation tools presentation - Lizebeth Koloko-Green



Not Working less Working better
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Automation is the
key

P



Agenda

Discover Automation tools

Personal productivity

Team'’s productivity




Prerequisites
» An Office 365 Subscription (E3 or E5).

» Microsoft 365 Apps Enterprise installed.

» You may have some limitations due to your IT dept restrictions and
security / compliance.

» A few products may require a Premium account.



Microsoft Office Home X My account

< QO & https//portal.office.com Y= InPrivate

90 Contoso Electronics My account o

Apps & devices

My account

. =t = =

Personal info Office l" ﬂé ﬂﬁ ﬂ; NE] H! @ ﬂl g N
Language@ Version )

Subscriptions |Eng\fsh (United States) v| |64fbi*[ ~ Install Office

DEVICES

Security & privacy

App permissions

Skype for Business

Language Version Edition | -
| English (United States) Vl |64fbit Vl | Skype for Business 2016 Vl nsta ype

\L Apps & devices

Tools & add-ins

D Get Office on your phone or tablet
i0S | Android | Windows




Which tools ?




' Microsoft Power Platform: Build faster with low/no code tools

T
Power Virtual Agents @ Power Automate

@

PowerApps@ o~ [m Power BI
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) Other products | will use

Retrieving data

Microsoft
Forms
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Power Automate

Storing data

> D

Microsoft Sharepoint
Lists list

Reporting data

Microsoft
Excel =



» Why Power Automate ?

Create folder

Copy file

Add rows

Add columns

Power Automate
Create sections

Create pages
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) How does it work ?

B When an email is flagged (V3)

U/lj_ Automated il Ofiice 365 Outiook %_,_ Instant Y [one ) ogeraow

When a new section is created
OneMote (Business)

When a file is deleted
SharePoint

T Add an action

= Add a parallel branch

g Update a row = Send an email (V2)
==l Fvcz| Online (Business) Eii?. Office 365 Cutlook
IE: Add a key column te a table d—_—_ Delete contact {V2)
==l Fycs| Online (Business) w4l Office 365 Cutlook
I:E: Add a row into a table d_: Delete email (V2)
== Excz| Online (Business) =<l Office 365 Qutlook

'E: Create table
==l Fvcz| Online (Business)

Power Platform | A ation tools presentation - Lizebeth Koloko-Green

{9, Scheduled
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) How are you feeling ?
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) 3 scenarios

» Using template :

» From a Teams message => To Do

sfefof-

Track my expenses in an Excel Online
(Business) spreadsheet

oa8 Bo BOBE0
Save Office 365 email attachments to Block out my Office 365 calendar for Let your manager know you're sick
OneDrive for Business an hour by a button click

FloLeLLIvIl U vUS uuliniees

» From a Teams message => Remind me

A Fl

» Get a summary of calendar events tomorrow

Meeting : Live Events // Begin at 10:30 AM

&3 Flow 23:35
Flux

Meeting : 1to 1 - FY21 objectives // Begin at 10:..

¥ Flow 23:35
Flux

Meeting : Training Session - Flow // Begin at 8:0.

Paramétres notification Effacer
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) First use case : get information from user (COVID)
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) Second use case : Onboarding
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) How are you feeling ?
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@Lizkolokogreen

Let's stay connected

A /A N SRS
Executive Assistant
SMMLT

2 Tweets Tweets & replies edia
Lizebeth KolokoGreen @ R
@Lizkolokogree M) Uizebeth KolokoGreen @ (¢ zxoikogreen 4

lizebethkoloko@gmail.com

@

lizebethkoloko@gmail.com

) Skype™ - lizebethkoloko@gmail.com

Skype Contacts Conversation Call View

- Time-
1 Lizebeth K. Green | ¢ Ada Friend |
Timeline About Friends Mori

https://www.facebook.com/lizebeth.K.Green

linkedin.com/in/lizkoloko

PREMIUM

Lizebeth Koloko-Green

Executive Assistant|Microsoft Office Lizebeth Koloko-Green
Specialist Outlook, OneNote &
PowerPoint+Trainer-Millenial Expert o
in MS Office 365

« 50 do you have anyone sp...


https://www.facebook.com/lizebeth.koloko

) speakers@executivesecretary.com

To book a training with me...

+ 44 (0) 1932 560974

Home » Speakers » Lizebeth Koloko-Green

* For more information, a quote or to book me,
please use the contact form or the contact LIZEBETH

information below : KOLOKO-
GREEN

BIO SPECIALITIES ' TESTIMONIALS MEDIA

)

IT TECHNOLOGY : OFFICE 365 (BASICS AND ADVANCED TRAINING) + USE CASES +
TIME SAVING TIPS & TRICKS FOR INCREASING PRODUCTIVITY

PRODUCTIVITY

BEING A TECH SAVVY ASSISTANT

MANAGEMENT ASSISTANT 4.0 - THE DIGITAL PORTFOLIO OF THE FUTURE
ASSISTANT
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http://executivesecretary.com/speakers/lizebeth-koloko-green/

Thank yow

Stavy well, stay safe
m%/c[ keep a S;lnifz

on your face!
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