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Agenda

e Hurdles?

— communication
— Planning

— collaboration

e How we use MS Teams to tackle the hurdles?
e Benefits & Challenges.

e Recommendations for prospective users.
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i; Microsoft Teams

Microsoft Teams is a collaboration app
that helps your team stay organized and
have conversations—all in one place.
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Hurdles in Clinical Programming Projects Management
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Communication hurdles

*Multiple communication platforms.

*Excessive email.

*Tracking and filtering emails/messages.
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Planning hurdles

* Plan deliverables, work assignments.

* Track status.

* Keep eye on big picture.
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Collaboration hurdles

Tedious document sharing/review using emails.

Time-cost: Cross checking document over multiple
tools/platforms

Lacking central workplace for document collaboration
and information sharing.
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MS Teams main features & capabilities

Effective

communication

O@mentions

(channel favoriting & following
(chat/instant messaging
() Online meeting/call/Conf

(JContact search by name or

email address

QConversation search &

tracking

o
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Integration

QGroup chat

7) Meeting scheduling
7 Notes

OSvnc with Outlook
(UDocument storage

(UTabs for frequently used
documents

OThird-party integrations

Usage reports

Customizable

() Access control
QOrganization wide teams
(Jcustomizable alerts

() Customizable for each team

(JTeam chats & private
discussions

(UTeams overview grid
(U Office 365 & custom

connectors
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Communicate

e Chat - private - individual or group - automatically saved

“ Search or type a command

a Recent  Contacts 1‘ 1 H
Confacts "4 Joshi, Nirved [JRDUS . . . o ° @ o
y 2. Start Chat . ! [ ] 6. Video/Audio calls and Screen sharing |—> °
[ = | Favorites Conversation Files Organization  Activity
Chat .
89" Gohel, Jitendra JRDUS] WS TEBH - ' _ ,
o . here is a draft format. let me know what you think. instead of legend which requires numbering, one
T:" #8°\Gshi, Nirved JRDUS] option is to do it this way.
N 4 1_draft.PNG e
E HP, e ez DL E personal > mtiwari8_its_jnj_com
o ] 7. Files you have shared
L 1. Chat Room are saved in the ‘File’ tab US] 7/18 124 PM
Calls % C ood
e )
“ @ chicer@itsnj.com Just a short description of the feature will work . .
Files 5. Loop more people into conversation

RJ_ Jonna, Rajini [JRDUS Non-J&J
€ Jini [ ] and then readers can read the description below

e SZ_ Zeng, Shangyou [CNTUS Non-J&J]
7/18 1:26 PM
| picked up the annotation language from the section. But it would be better if you can provide it , or
suggest any changes that you think would be better for each figure when we review

Joshi, Nirved JRDUS] 7/18 1:27 PM
re
. ok

7/18 1:27 PM
so for now i will enter text based on my best guess and send you, in case you are busy right now. if
you get a chance, send me what should be in the bubbles

3. Edit text, attach files,
send emojis

Type a new message

b &’ Create a new contact group A ' ¢ © W B E e /y>
4. Send message

N
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Communicate

» Conversations — public - on a specific topic/channel.

- R S _

Vour teams CLINICALTRIAL1001 > General - 3. Search function Private
CLINICALTRIAL1001 Conversations  Files Meeting Notes Wiki  Planner (ToDolist)  vIMF content map_clin... (& +

General I e

Efficacy « Reply

Publication Work 9 August 2019

Safety

’ Cambre, Sofie - Statistical Programming [JANBE] 06/06 10:10
-

Submissions Test to see if meeting minutes will be shown in the channel instead of the chat

m test meeting 3

Hidden teams Thursday, 6 June 2019 @ 10:10

5 replies from you a

< Reply

1. Conversation tab Today

@ W, Yan JRDBE] 134 . . ]
J 2. Notification with
VTMF content map_clinicaltriall001_panell.xlsx @ m e ntIO ns

< Reply

Wu, Yan [JRDBE] 1 @
3 Z Cambre, Sofie - Statistical Programming [JANBE] DUMMY ADSL is ready!
Cambre, Sofie - Statistical Programming [JANBE] 14:31
@ https://teams.microsoft.com/l/channel/19%3a0df784f62df44cb39433c77d80d0e83c%40thread.skype/General?groupld=8b7af738-
c80c-4d19-b5d2-168e6bad73ec8tenantld=3ac94b33-9135-4821-9502-eafda6592a35

< Reply
@ s e [ savethis message
= -
G QC ADSL_1054067165.eml &6 Mark as unread

AR raallIRDBETRETESS @ Immtrsive Reader
@® When is the timelines on the ADSL?

notifications

Start a new conversation. Type @ to mention someone.

2
G#

Join or create a team @ A/ @ @ @ @ C‘:

4. Bookmark

e
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Communicate

* Conversations - Discussions with team members on a specific file

it

D
text_inventory.xlsx “. Close . &
A B (€ D E F
16:09

Standards Document Inventory for Trial Use T
il
5 Document Description —1 Topic — File Name ~1 Effective From— Effective To ki Notes

Consolidated Protocol Content Global Protocol_Global 02JUN2016 docx 0210612016 1676 Edied ) )

Consolidated SAP Content Global SAP_Global_140CT2016.docx 141102016 jihankyoulforallinputlisit

15 Consolidated DPS Content Global DPS_Global_140CT2016.docx 14/10/2016 ready for review now?

16  Protocol Content Mood Disorders Protocol_ MD_18MAR2016.docx 18/03/2016

17 SAP Content Mood Disorders SAP_MD_18MAR2016 docx 18/03/2016

18 DPS Content Mood Disorders DPS_MD_18MAR2016 docx 18/03/2016 @ Wu, Yan [IRDBE] 16:16

19 | Protocol Content Pain - Osteoarthritis Protocol_PAI_13MAY2016 docx 13/05/2016 yes, this is ready for review

20 SAP Content Pain - Osteoarthritis SAP_PAI_13MAY2016 docx 13/05/2016 version

21 | DPS Content Pain - Osteoarthritis DPS_PAI_13MAY2016 docx 13/05/2016

22 |Protocol Content Prostate Cancer Protocol PC_18MAR2016.docx 18/03/2016

25 [SAP Content Prostate Cancer SAP_PC_20DEC2016 docx 221212016 ik

26 | DPS Content Prostate Cancer DPS_PC_18MAR2016.docx 18/03/2016 Great! Team will be happy ‘&

27  Protocol Content Psoriasis Protocol PSO_18MAR2016.docx 18/03/2016

28 | SAP Content Psoriasis SAP_PSO_18MAR2016 docx 18/03/2016 W, Yan JRDEE]

29 |DPS Content Psoriasis DPS_PSO_18MAR2016 docx 18/03/2016 -

30 |Protocol Content Rheumatoid Arthritis Protocol_RA_18MAR2016.docx 18/03/2016 ® Glad to hear that!

31 |SAP Content Rheumatoid Arthritis SAP_RA_18MAR2016 docx 18/03/2016

32 DPS Content Rheumatoid Arthritis DPS_RA_18MAR2016 docx 18/03/2016
Provisional final; ADaM met:

33 Protocol Content Myelodysplastic Syndromes Protocol MDS_02DEC2016.docx 02/12/2016 development in-progress
Provisional final; ADaM met:

34 |SAP Content Myelodysplastic Syndromes SAP_MDS_02DEC2016 docx 02/12/2016 development in-progress
Provisional final; ADaM met:

35 DPS Content Myelodysplastic Syndromes DPS_MDS_02DEC2016.docx 02/12/2016 development in-progress 3
Preliminary draft StatReqs a 2 . CO nve rsat on TeXt
being tested on pilot studies
Janssen for further details

36 [Protocol, SAP, and DPS Content |Virology (Resistance Analysis) Upon Request 08/03/2017 (kianss23@its.inj.com)

37

38

39

40

41

42

43

44

45

46

47

48

49 =

R >

— = - Reply
Statistical Requirements StatReqs for Reference by Topic

[ E} @ IE o /y@/@—'@] B g e B

o 1. Text box
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Communicate

* Meetings - Integrated with Outlook calendar - audio/video conferences with recording feature

New meetin
g N Add sub}ect/tiﬂe Select appropriate channel for your meeting.
Title l Select a channel to meet in ¢
CLINICALTRIAL1001/Efficacy v

Kick-off meeting

Invite people

ocation
v Invite someone
Start End Repest | Organiser
19 Jul 2019 08:30 19 Jul 2019 09:00 Cathbre. Sofie - Statistical Progr
Details Option for specifying physical location.
- If you select a specific channel, only
B / U S v A A Paragraph du | S| o= oo members of the team can be invited.
Otherwise anyone in the organization
Type details for this new meeting can be invited.

Helps the organizer browse availability on all attendees’ calendars.

'.7‘- - o N o Close m

Figure 2.3 Setting up a new meeting in MS Teams
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Communicate

* Meetings - record functionality - meeting notes

CLINICALTRIAL1001 > General - Prvate
Conversations  Files Meeting Notes v Wiki  Planner (ToDolist) + O

= test meeting 3

1. Notes Last edited: 6/14
2. Test meeting minutes Notes
3. Notes

Test meeting minutes

To check if the meeting minutes will be saved in the CLINICALTRIAL1001 team / general channel
Great! It works :-)

So everyone is up-to-date about this meeting between Wu, Yan [JRDBE] and Cambre, Scfie - Statistical Programming [JANBE]

Notes

A ——
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What do we like?

Chat history is archived.

Specific chat rooms and share files.

TAG people (@mentions)

Simple way to communicate around specific documents

Search functionality & bookmarks

Meetings setup/recording/minutes

AAAAAA CEUTICAL COMPANIES
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Plan

* Planner - Gives you the ability to setup specific tasks.
- Integrated with outlook and sends assignment notices and reminders.

Planner (ToDolist) B £ O e
Board B Charts = Schedule ) iter ) oup by Bucket
, Set progress status, assign dates and add description g
regrams
Safety outputs l
abel 4
ADEX g & 0 ashi, Nirved [JRDUS] .
-
Bucket Frogress Start date Due dxe l
o Yan, Yingying RDCN; TLFs In progress 06/10/2019 m 06/14/2019 i
n
v Program safety tables and kstings and deliver statisticans to review ASAP Multiple color labels
o Cambre, Sofie - Statestical Pr...
hecMiszr 2 /4
A TSFAEOL
e
@ Thwari, Miten [JROUS| ] L5FAE ”< heckli b K
R Create checklist of sub-tasks

Figure 3.1 : Creating a new task using Planner.

A ——
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Sample ‘Board’ view of Planner

Planner (ToDolist)

Displays individual buckets.

loard W Charts B
Programs i TLF's i Submission ;I;

@ Xu, Qin JRDCN
ADAE ’ m Joshi, Nirved [JRDUS] -

LSFLAB10 .

@ e r 0 ashi, Nirved [JRDUS)
ADSL @ Wu, Yan [JRDBE

TSFAEO]

Add new bucket A

@ Tiwar, Miten [JRDUS v

Assignee names

| Tasks in each bucket

Figure 3.2 : Board view of the Planner.

o
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Change display to view by Bucket,
‘Assigned to', Progress, Due date or
Labels.
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Sample ‘Charts’ view of Planner

HBoard & Charts B g
e Displays overall status of tasks. Bucket
Displays status of tasks by bucket.
0
a 0
Tasks left ° . 7
o 2 1
Programs TLFs Submissic
Members

Overview of assigned work-load by team member.

Unassigned

Tiwari, Miten [JRDUS)

Cambre, Sofie - Statistical Programming [1AN B ) | — e —

Joshi, Nirved [JROUS)
NV, Yaar R ] |
XL, in IR N | —
Yan, Yingying [JRDCN)

Figure 3.3: Chart view of the Planner.

h .
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Sample ‘Schedule’ view of Planner

f Board & Charts & Schedule
< > November 2018 Week Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
Provides a visual calendar-view of tasks created.

4 5

@ & Health Economics HE

& ADEFF

1 12 13 14 15 16 17
& ADEFF

@ E ADHE
18 19 20 21 22 23 24

@ B Efficacy Analysis
25 26 27 28 29 30

&) Extent of Exposure

Figure 3.4: Calendar view of the Planner.

e
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What do we like?

e Setup specific tasks and grouped by ‘buckets’
e High level visual presentation

e Reduces meeting time

e Assignment notices and reminders

e |Information conveyed only to the specific person of interest

o
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Collaborate

* Document repository - Eliminates scattered information in emails as attachments, DOC folder on your
desktop

Microsoft Teams ‘g Search or type a command ‘vg.‘
CLINICALTRIAL1001 > General - piate
CLINICALTRIAL1001 Conversauons Meeting Notes  Wiki  Planner (ToDolist) CO mmon Iy u Sed trl a I d ocume nts 2

General

i General

Efficacy

Publication Work ] New Upload ¢ Getlink < Add cloud storage ° Open in SharePoint

Safety

Submissions v/ Type Name Modified v Modified by Size O
Hidden teams Email Messages 6/6/19 SharePoint App

i vIMF content map_clinicaltrial1001_panel1.xlsx 1m ago Wu, Yan [JRDBE] 18.00 KB
@ Clinicaltrial1001_DryRun_Metrics.xlsx 3m ago Wu, Yan [JRDBE] 111.83 KB
m Communication_Tracker_CRO.xlsx 3m ago Wu, Yan [JRDBE] 20.16 KB
[ text_inventory.xlsx 4m ago Wu, Yan [JRDBE] 37.87K8
@ adam_metadata_inventory.xlsx 5m ago Wu, Yan [JRDBE] 19.81KB

Microsoft Teams “ Search or type a command ‘.-9.'
1

Yourteams CLINICALTRIAL1001 > Efficacy - private

" CLINICALTRIAL1001 Conversations ~ Files  Wiki + v
Documents specific to domains or tasks

General .
i Efficacy
w» Efficacy
Teams
Publication Work {] New Upload o Getlink - Add cloud storage K@ Open in SharePoint
m Safety
oo Submissions v Type Name Modified v Modified by Size ()
Hidden teams @ List of reports.xsx 8m ago Wu, Yan [JRDBE] 16.25KB
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Collaborate

* Document sharing - All files to be shared with the team are stored in ‘Files’.
- Use link or share a document as a ‘tab’ or upload in SharePoint.

“ Search or type a command ‘~?°’ = X
... CLINICALTRIAL1001 > General - prate
(=] CLINICALTRIAL1001 Conversations  Files Meeting Notes  Wiki  Planner (ToDoList) + 7
P General .
& General
Efficacy
Publication Work R Open P Getlink [ Makethisatab L Download i Delete (3 Move [ Copy =p Rename K Open in SharePoint X
Safety
Submissions v Type Name Modified v Modified by Size O
Hidden teams o Email Messages 6/6/19 SharePoint App
=] 5_1.png 53m ago Wu, Yan [JRDBE] 551.87 KB
m VIME content map clinicaltrial1001 panel1.xisx Wu, Yan JRDBE] 17.79KB
K Editin Teams
m ssxlsx 7/31/19 Wu, Yan [JRDBE] 111.83K8
£l Open in Browser
@ 6 OpeninDesktopApp IS¢ 7/31/19 Wu, Yan [JRDBE] 2016 K8
£ Open in SharePoint
<3} 7/31/19 Wu, Yan [JRDBE] 37.87K8B
3 Move
@ ™ Copy 7/31/19 Wu, Yan [JRDBE] 19.81 KB
L Download
i Delete
=P Rename
& Getlink
3 Make this a tab
8" Join or create a team 3

e
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Collaborate

* Real time co-authoring - Edit documents (word, excel etc.) within the app or online with
autosave feature

File Home  Insert

Calibri

o
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List of reports.xlsx

Data  Review  View  Help

Sheet1

Tell me what you want to do

5) < ) ) General v
Paste [B 8 Iy = e
v AN N EE B §-% 9 % 4
Undo Clipboard Font Alignment Number
D6 v F done
A B C D E F G H
1 Programmer  QC Status
2 tsfae02_dsur  Shangyou Rajini in processing
3 Isfael0_dsur  Shangyou Rajini done
4 |Isfae1l_dsur  Shangyou Rajini done
5 sfael2 dsur Shangyou  Rajini done 5
6 I\sfaeB_dsur Shangyou Rajini done
7 |Isfaeld_dsur  Shangyou Rajini in processing
8
9
10
1
12
13
14
q
‘4:.‘

PHARMACEUTICAL COMPANIES
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Search or type a command

List of reports - Saved

Start conversation Close

Wu, Yan [JRDBE]

{Cichat  §- Comments

B B &=

1 person is available v I |

Conditional ~ Format Insert  Delete
Formatting v as Table v v v
Tables Cells™
Chat with people editing this file in Office
J K L % Online.
This chat won't be saved when you close the
file.
! Type a message here @
v Heln Imnrove Office

Identify Contributor
Control
Transparency

Flexibility
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Collaborate

* Microsoft Apps - Access to multiple Microsoft features Excel, OneDrive, OneNote, SharePoint etc.
along with third party apps within MS Team

Add a tab

Turn your favorite apps and files into tabs at the top of the channel. Search

Tabs for your team

B OO0 E R G

Document .. Excel Forms OneNote Planner Power BI

ODooBa0n

PowerPoint SharePoint Stream Website Wiki Word

All Tabs

Eﬁ More apps

A ——
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What do we like?

Prioritize time better

Avoid getting side-tracked ( Easy access to meta-document )

e Boost-up team document collaboration

Cloud based — mobility/ transparency/ flexibility
e |ntegration with third-party Apps

AAAAAA CEUTICAL COMPANIES
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Microsoft Teams

Team collaboration just got easier!

Communication Solution:
IM/group chat with search and bookmarks
Topic Specific conversations, tagging support
Online meetings, callings and web conference

r

ng

Planning Solution:
‘Planner’ app for efficient assignment
Sending Reminders to team
Graphical/Calendar view of work load

Collaboration Solution:
Allows multiple co-authoring
Document specific conversation
Cloud based document repository

o
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Benefits & Challenges

Y& BENEFITS CHALLENGES ¢fpy

« Cross-functional teams more » Learning curve.

ductive.
productive  Clearly defined rules

 Powerful communication and

collaboration tools. » Certain capabilities are under

development.
» Keep focus on essential information.

* Fully integrated with Office 365
services.

|
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Recommendations

e Teams can be part of the kick-off meeting.
e Asking commitment from each team member.
e Fit for : initiatives, working groups, clinical trial dry runs, submissions, et al.

e MS Teams is generally more effective if immediate cross-functional teams are on
board.

e MS Teams can be very effective in day-to-day communication but would need a
formal document management/archival plan for important documents.

o
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Any Questions



