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Fingertip User Guide - Introduction

This User Guide contains an overview of Fingertip, introductions to Fingertip

objects, and step-by-step guides to get you started. Please use this guide to

succeed on your Fingertip journey.

Fingertip is best learned by using it. This guide helps you understand the logic
and functionalities you need to get through the learning phase. The initial

learning process takes around 30 minutes.

The guides are also available in our knowledge base at help.fingertip.org

You can also find some video tutorials on our Getting Started —playlist.

FINGERTIP.


https://help.fingertip.org/
https://www.youtube.com/playlist?list=PLB0nU5izqAF1foT9SLC6npFI1BtiMHtu7

User Guide - Table of Contents

Get familiar with

Fingertip Overview Fingertip for Teams Step-by-step guides

How Fingertip helps you to get things done

FINGERTIR FINGERTIP FINGERTIR

FINGERTIP.



Fingertip Overview

How Fingertip helps you to get things done
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Fingertip is the

)

IN

Microsoft Teams

SFT TN
v SABNS SRS

\d‘-\ ~.. ” |.~0&A.~N..».~.q s
N

Sustainable - Documented - Transparent

—




2>e Fingertip Teams

Easy way to Lea

Coordinate, manage, decide, track, plan,
align, collaborate, and set objectives...

In one place.

Microsoft Teams

n Fingertip Fingertip About

Home Decisions Objectives

Q  Search ltem*

Work Queue Due Today

I%  Sign Cloud inc. offer by 5th of January 2... 1/5/2022

Promoted

ACME Strategy Master Plan 2...

Meetings

Contribution

1 a Ville Pellosniemi

2 ‘ Jaakko Pellosniemi

3 ,m Konsta Huuki

Recent Items
Setting objectives for the Q1/2022 pipeline
Sign Cloud inc. offer by 5th of January 2022
Negpotiating offer for Cloud inc.
Create first approval video
List new video ideas
Create final version of decision making in 5 seconds video

Jarjestd ensimmdine tyopaja

Jobs to be done

Due Today

Y= Tasks - Completed!

Decisions - Completed!

Approvals - Completed!

Objectives A

@ Ssign Cloud inc. offer by 5th of January 2022
@ Not Started

See all (1)

& Plans - Completed!

Meetings A

@ Setting objectives for the Q1/2022 pipeline
@ Preparation

Seeall (1)

FINGERTIPR

Microsoft Teams
Hub for Teamwork

Meet, chat, call, simple tasks, and co-create with files
in one place
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Modernize Leadership - Use Cases

Decision making
& Approvals

* FastApprovals and Complex decisions
e Participation & Commitment

* Formulating stances and proposals

* Approving of decision and follow-up

» Decision log/ ledger and archiving

|
Objectives

» Setgoals and sub-goals

* Follow-up of objectives

* Divide objectives into tangible activities
* Assessment of success

Preparation of the agenda
Meeting invitation
Background material and files
Follow-up and activities
Meeting evaluation

Planning

Assignment and monitoring of tasks
Project tracking

Problem solving and Deviations
Creating and coordinating contexts
Portfolios

FINGERTIP.



Leader’s Challenges Fingertip’s Flywheel

Most knowledge organizations struggle with long waiting
times, while a lot of time is spent documenting and
reporting.

Fingertip was designed from the ground up to provide
leaders with an easy way to transparently lead entire
organizations.

Decide together with great documentation, engage all X
employees in coordinating knowledge work, goals, and
progress, and serve ecosystems using productivity and
collaboration tools like no other.

The value creating leadership system.




Proof of Value in leading

Faster decis

Become Efficient

lon making

Time to Action reduced

Time to Re-organization reduced

Rapidly respond to volatile markets

Cost of Adoption decreased

Processes are resilient, compliant and in

control

Remote visi

oility of productivity

Empowerec

organization with collective

growth mindset

Huge amount of data with insightful,
analysis being the key differentiator

4 )
Earn

1 hour
. /day)

4 )
8 X
Faster
Clock
Speed
%)

30"

Less overall
Reporting

(22%

Cost Savings
in decision

4 )
3)(

Better
Quality

\_ making )

\_ Decisions y

41"

Better likelihood
to succeedin

Qmplementatlonj
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Fingertip is a pioneer in leadership and work digitization from
Finland.

Our mission is to help organizations reach their goals, and
make and execute better decisions.

Working and leading anywhere, anytime is more agile,
transparent, collaborative and constant.

We tie together leadership with operational decision making,
\ planning, execution, and objective managementin an

intuitive digital experience.

Fingertip for Microsoft Teams is a brilliant tool for all Microsoft
Teams users to more transparent digital leadership.

)



https://twitter.com/fingertipltd
https://www.facebook.com/fingertipltd
https://www.linkedin.com/company/fingertip-ltd-/
https://www.fingertip.org/

Get familiar with
Fingertip for Teams
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Fingertip

Home

Simplify task

management

Get familiar with Fingertip objects

FINGERTIPR

FINGERTIPR

Make the right

decisions
together

Digital meetings
vigitat meetngs

S
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Increase strategic

alignment with
objectives

Inspiring
project

management
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Fingertip

Home
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Search bar
Search for the records
available on the Home page

Work Queue

Work queue gathers together
your work based on assigned
due dates.

Promoted

Highlight important Decisions,

Objectives, Tasks and Meetings
you want your organization to

see!

Elements of Home page

Navigation bar
Navigate easily to different
functionalities.

New Item
Quick link to create any
new items in Fingertip

Contribution

Leaderboard in object interaction.
See who is contributing internally.

a Fingertip Fingertip About C ®
®
Home Decisions Tasks Objectives Meetings Plans People More v
Jobs to be done X
ch | *
; i =, 1
9 Work Queue Due Today vV Contribution ® & Iy Y= Eal ‘= Tasks Completed‘
¢ : 1 o @  Decisions - Completed!
I* Sign Cloud inc. offer by 5th of January 2... 1/5/2022 1 a Ville Pellosniemi 12 14 375 4 4
(£ Approvals - Completed!
2 ‘ Jaakko Pellosniemi 129 47 16 56 110
|™ Objectives A
3 'm Konsta Huuki 28 57 7 42 19
- @ Sign Cloud inc. offer by 5th of January 2022
@ Not Started
® Promoted + ) Recent Items ® O See all (1)
R/ : o 2 Plans - C leted!
’ A Setting objectives for theQ1/2022 pipeline Y. . ans - tomplete

I Sign Cloud inc. offer by Skh of January 2022

ACME Strategy Master Plan 2... XYZ Ohjausryhmén nimeamin... .

onsta Huuk § Jaakko Pellosniem

r u e

{)\:.rr - . ‘
ey / = List new video ideas
\S/ ////////l :

= Create final version of defision making in 5 seconds video

Negotiating offer for Clogd inc.

o

= Create first approval vide

Moving to a more sustainable... Additional resouce gain up tp...

@ Joe Aho @ Milla Nevanlinna

= Jirjeghiada it

Recent Items
Recently edited Fingertip
items.
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Meetings A

@ Setting objectives for the Q1/2022 pipeline
@ Preparation

See all (1)

Jobs to be done

All your upcoming or overdue
work items now shown by
categories coming up.

FINGERTIP.



Make the right

decisions
together
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DECISION.

Fingertip gathers all the phases of decision making into one process.

Write a problem statement, propose, decide and execute
Use Responsible role to gather the right stakeholders together

Document, create an audit trail and allow transparency with
Durpose

Solve many types of problems flexibly with a documented, agile
method.

Include tasks, files or links to other systems

FINGERTIP.
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Make the right decisions together

Microsoft Toarms

AE%@ n Fingertip Fingertip About C ®
% Back Home Decisions
s}
o n Decision (O 20/08/2021 strategy X operations X ? 7 ?
- Divesting a product category to improve competitiveness in other categories 2021-08-01
> v ®~
s Share > Propose > Decide > Execute Close Actions
Details People Tasks Objectives Feed Relations More v
. Due Date Relevance
Title 5 (Ava.5)
20/08/2021 ? N
Divesting a product category to improve competitiveness in other categories 2021-08-01
Status
Decision Undecided Mood
We are lacking resources to efficiently pursue all three of our beverage categaories: soft drinks, p 4 (Avg. 4)
mocktails and alcoholic beverages. We have made a strategic decision to close one down, but Fogress
have yet to decide which. Focusing on only two categories enables us to compete in the fierce Good
industry against global players.
According to analysis by Adele and Alex, the least risky option would be divesting alcoholic CreatediBy
beverages, since the industry itself is decreasing in size, and competition is hard. We will present Lidia Holloway Process Quality
our thoughts in the leadership meeting on the 13th of July where we will make the final decision. < wo
) (Avg. 3.9)
Last Modified By
B Outcome Quality
* |nnovative decision making process
@
¢ A ble and m ble follow-
7 ! ccountable an easurable 1Tolow-up

Microsoft * Make decisions with higher success FINGERTIP

Partner




Decision Making Lifecycle

18
Share Propose Decide Execute Close
I Either Implementation
“ ﬂ_ + I — - Follow-up progress - I
Bob § i} ”| approve” | "l reject” | Evaluate impact
Business E | support 5%
Carol "I support” §d
Procurement Sod
2l ”| oppose”;
Legal & Compliance ;
o/
Alice ”| abstain”
Security
Role Assignment Matrix
Drives progress and manages expectations. I Main route
A Accountable Final Decision approver.
n Responsible Key stakeholder in making the decision Alternative route
happen
n Informed Informed about the decision

Move to next phase

) FINGERTIP



Decision Making lifecycle

Share Propose Decide Execute Close

Fingertip’s 5-step decision making life cycle ensures accountable and fast idea-
to-execution. It enables leaders to solve problems, escalate issues, and decide
on business-critical topics with a clear process.

The five stages of decision making are:
= Share
= Propose
= Decide
= EXxecute

= Close

FINGERTIP.
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Decision Making lifecycle

Share Propose Decide Execute Close

=  Share

= Inthe share phase the person with the mission and motivation, named the
accountable, drafts the general background of the decision making situation.
They state clearly what is being decided upon and why it is important. At this
stage, the people they invite to the decision can see and contribute to the
decision proposal. They can also start creating tasks and objectives related to

the decision’s implementation.

=  Propose

= Inthe propose phase the accountable tests the validity of their decision proposal
with the invited participants. Moving to the propose phase prompts stances from
the responsible participants, who can support or oppose the decision, and give
their comments as reasoning for their stance (or conditional stance).

FINGERTIP.
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Decision Making lifecycle

Share Propose Decide Execute Close

= Decide

= After seeing the stances, the accountable has the power to approve or reject the
proposal.

« Approving the decision proposal means we commit to the proposed decision
and its implementation.

« Rejecting the decision would mean going “back to the drawing board” in the
share phase to reiterate the proposal or closing the decision entirely (it will still
stay documented for later reference).

FINGERTIP.
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Decision Making lifecycle

Share Propose Decide Execute Close

= Execute
= An approved decision moves to the execute phase, if and when there are tasks to
be executed to complete it. You can also report the effects of the decision for
example with objectives.

= Close

« After all is said and done; the tasks are completed, and the decision
implementation is done, the decision is “archived” by putting it to the close
phase. This way the decision stays available to reference after completion but
doesn’t appear in ongoing decision process lists. The accountable also gives
their final comments to tell how the process and the outcomes came to be.

FINGERTIP.
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Example decision making scenarios

How do we handle adhoc decision making situations as well as decision making over internal silos

Warranty Decision

The customer has most likely not
followed product instructions and
as consequences the product was
damaged. However, to ensure the
chance to win the major deal at
this customer it would be
advisable to offer the customer
our warranty.

Special delivery Decision

In order to save customer
satisfaction, we have to purchase
20x more expensive air freight for
our tractor in Algeria.

Participants

Duration

©

Preparation

&

Value

*
_/_/
=al

Difficulty

Participants

Duration

©

Preparation

&

Value

_/_/ *
=ul

Difficulty

3-100’s

1-3 months

9 wee ks

Very high

Complicated

High

Simple

Offer [ Credit Decision

After lengthy negotiations, a new
account in our system will be
opened and the agreed terms of
delivery approved.

Participationina
marketing event

Assemble approvers and payers for
a marketing action and follow-up.

23

Participants

Duration

ol

Preparation

2

Value

_/_/ *
=ul

Difficulty

Participants

Duration

©

Preparation

&

Value

_/_/ *
=ul

Difficulty

10-25

1-3¢

1 week

Medium

Easy

~10

9 wee ks

3 months

Very high

Y
Medium

Investment Decision

After a long study and audit, we
make the decision to invest/not to
invest and start project
implementation.

Resourcing Decision

In the new exit situation, we need
a new allocation of current
resources and, on the other hand,
a rapid updating of competence.

Participants

Duration

ol

Preparation

L

Value

*
_/_/
=al

Difficulty

Participants

Duration

©

Preparation

&

Value

_/_/ *
=ul

Difficulty

~20

12 months

2 months

Very high

XXX
Complex

~10

1 months

1 week

Medium

XXXX)
Chaotic

FINGERTIP.



Elements of the Decisions Tab

Record Count Decision Views
Shows total number Select how to view decisions
of Decision records which you 1. List
part of 2. Board
3. Insight

Refresh
Update the Page with the latest

Decision log
records created and data.

This page gathers together all the
decisions you are part of in a simple

Microsoft Teams

and Visual “St VieW. Ac%ty ﬂ Fingertip Fingertip About O @ Fllter
5 Filters the decisions based on
% Priority, User, and Status
. Home Decisigns Tafks Objectives People Meetings
)

2 Decisions ¥ ° It
S 6 Items. 3 .:I =: O g Q. Search for a Decision Create your new decision by

B B entering all required details and
Progress itle My Stance Status My Raole Decision Phase Due Date Accountable ® —
B share among people for
Selecting a partner for retail in Sweden .l. « A Adele will research altefnatives... Decide 23/06/2021 Megan Bowen > a pproval
SR - Moving from Product to Subscription based ... A Let's approve the stratdgy in t... Propose Megan Bowen >
[ ] Investing in a suitable Marketing Engine for ... R Share Isaiah Langer >
| . . X Accountable
Employee strateqy - we have best people, be... Share 30/06/2021 Megan Bowen
’ ’ The person Accountable for the
How to take full advantage of new marketin... A Share 27/07/2021 Megan Bowen > decision.
Visual 'T‘d!cators Signing an exclusive partnership agreement ... '\ R We need a reliable andftrusted... Decide 23/06/2021 Patti Fernandez >
* Traffic lights for progress
e Stance shows your stancein ! Pending Approvals
the decision Shows the number of decisions
« Status of the decision pending to be approved by you.
* Your Role in the decision Press to see the list.

Shows the number of decisions
waiting for your stance. Press to
see the list.

=
el
o

5 B

X
i
o

FINGERTIP.
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New Decision popup

Activity

Chat

w))

Teams

Calendar

® ik

1
o

n Fingertip Fingertip About

n New Decision
Decision details

* Title

Building the gamification solution 2.0 for Sunny Rocks Ltd

Decision

Sunny Rocks are looking to motivate and engage their employees with gamification. We should offer a
new and improved gamification module that suits their need perfectly

Due Date
4/29/2021
Accountable
Patti Fernandez
Responsible(s)

fe Adele Vance : ‘J Isaiah Langer |i Lidia Holloway : e Megan Bowen

Search user or group...

25

e C®

Decision Title

Enter an informative decision title
in the form of a question,
imperative, exclamation or
statement.

Decision

Here you will document the decision
proposal and final decision once it is
time for it

When should the decision be
decided upon?

Add the due date/ deadline for
the collaboration and stances.

Accountable

Stakeholders of the decision
Accountable field will by default
set the user to login user.
Responsible(s)

Add the people you wish to join you in the

making process

Search and add individual users (with Fingertip

access) you want to participate in the decision.

This list determines who can access the

decision and give their insights on the decision. F | N G E RT ' R



Process Phase

We’ve created and shared the decision with
everyone. Exciting! They will be notified
that there’s a new decision in town. When
we are happy with our decision proposal,
we can share it and ask for opinions!

Share: Involve stakeholders & collaborate.
Propose: Gather the Stances

Decide: Make the decision. Decide!
Execute: Complete the required tasks
Close: Close when your decision has been
successfully executed

The Decision record page insights

Decision title
Inspiring summary and
crystallization of the
decision

n Fingertip Fingertip About

Back Home Decisions
n Decision \) 9/29/2021 D& X
. -
Hybrid Work for 2022 - Friday at the office
@
o Share Propose Decide Execute

Details People Tasks Objectives
Title
Hybrid Work for 2022 - Friday at the office
Decision

Everyone visit the office on Friday from Jan 1, 202:
Free clothing and a joint lunch at 12/

Accountable is HR director Milla Nevanlinna

Close

Feed Relations

Official Files

No official files yet
Due Date
9/29/2021

Status

A
Ap , novea

System Information v

26

Trend and Progress indicator
Allows you to set the

severity/importance and progress

status of a decision

Decision decoration image
When you click on it a popup will
open where you can select the

_ Approved
(4} L]

Files More

Mood

Process Quality

Outcome Quality

image and upload a decoration
image to a decision

Manage decision

Action menu provides list of option such
as New task, New Objective, Add people
etc. for the ease of creating records inside
decisions

FINGERTIP.



Accountability Assignment Matrix (AAM)

Use this framework to make effective and efficient group decisions.
Agreeing on Roles and Responsibilities in every decision - Everyone knows what’s expected.

Move to AlIEL
lcon Role Read Edit Chat Stance Decision
next Phase Approval
Accountable O s pport Q | approve
This Person will drive the team to a decision,
makes the final decision, and is ultimately ‘/ ‘/ ‘/ ‘/ ° I OppOse Q | Oppose

accountable for it, | | abStain
A

v © | support

Responsible
These People do the work, and they have the , , \/ \/ \/ ° | oppose -
capabili - Without final
pability to drive the DM process forward. .
approval ) | abstain

Informed *

The people keptinformed of progress and with _ ‘/ _ _ _ _
n whom there is one-way communication. These

are people that are affected by the outcome of
the decision, so need to be kept up-to-date.

*) The “Informed” role is planned for H2 2021

FINGERTIP.
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D lconography for Decision Making

Decision

Making % % . o o o
Share Propose Decide Execute Close

Process
Decision Decision Decision Decision Decision

Status of ‘ |

decision e @ e @ Q G %)
Undecided Undecided Approved Rejected Approved Rejected Approved Rejected  Undecided
Pending Pending

Stakeholder Stances A Approval A

actions in R

decision making 9 e Role Assignment Matrix

”] support” ”| approve”

Accountable

o @ B Responsible

”| oppose” ”| reject” n Informed *)

/
A

. '

”| abstain”

FINGERTIP.
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The concept of status indicators in Fingertip

Trend indicator

Trend indicator visualizes the current direction of
progress in a business object. Is it thriving, steady or
stagnating? - visualized in an intuitive way.

ation

Last Modified By

Last Modified Time

hatter

Filzs [BETA)

29

Relevance (BETA)

Mood (BETA)

—

Process Quality (BETA)
——

Outcome Quality (BETA)

—_—

Progress indicator “Traffic Lights”

Not Given

Good &

Minor Challenges Current states
Critical &

Completed &,

End stat
Completed with Problems - nd states

Traffic lights in Fingertip show the current
progress status of your business objects.
Indicate challenges in the progress and see how
others are doing reaching out to help if need be.

FINGERTIP.



Approval - a special case for quick decision making

Sometimes all we need to commit for a decision is a small push. The
encouraging words of a single team member, or the green light from our
supervisor. For those situations, Fingertip offers the Approval item.

The approval item’s lifecycle consists of only two phases:

= Requested - The accountable sends their proposal to the approvers to evaluate,
propose changes, and to get their stance: support or oppose.

« Approved/Rejected - After processing the stances, Fingertip automatically sets
the phase to either approved or rejected depending on the answers.

30
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Approval type

Approval type stated the logic by which the proposal will be approved. Fingertip
includes currently three approval types:

Everyone must approve - The proposal will be approved once all approvers
have given a supporting stance. One opposing stance will decline the approval.

First to approve - The proposal is approved once any approver gives a
supporting stance. Use for green light -approvals

Depending on the response - The requestor holds the authority for the final
approval to themselves, making the final decision after getting input from
approvers

31
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New Approval popup

u Fingertip Fingertip About C @

Approval Title

Enter an informative approval
title in the form of a question,
imperative, exclamation or

© | statement.
Requested > Pending

¢

New Approval * Title

Details Files Approval
Here you will document the
proposal and final approval once

itistime forit

Applying for EU commissions future stars program 01/2022 C

* Approval / Decision to be made

Looking at the details of the upcoming EU program for early stage startups, we fit all the requirements quite handily. The program offers us a great opportunity to gain investment
capital for the early stage of our business, as well as a chance to network and increase our ecosystem ties across the continent. The estimated investment to the application is
around 40 hours, spearheaded by Konsta Huuki. The application deadline is 15.12.2021

Approval type
The logic by which the proposal will be

approved.
Approval Type Due Date

Everyone must approve v 11/19/2021 EEl 15 WV 00 Due date
Add the due date/ deadline for
Requestor Approvers the collaboration and stances.
Konsta Huuki 3 Konsta Huuki e Antti Kauppinen a Ville Pellosniemi

4 l Jaakko Pellosniemi = @ Igilla Nevanlinna x . Vera Backstrom

Search user or group...

Approver(s)

- Add the people you wish to join you in the
Create approva 1

Search and add individual users (with Fingertip
access) you want to participate in the approval.
This list determines who can access the
approval and give their insights

Requestor - Owner of the approval
Requestor field will by default be the creator of
the approval

FINGERTIP.
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The Approval record page insights

Approval title Approval stances Trend and Progress indicator
Inspiring summary and Number of supporting, Allows you to set the
crystallization of the opposing and abstaining severity/importance and
approval participants progress status of the approval

u Fingertip Fingertip About C®

Back Home Decisions

: ' o o
Approval (3 1171972021 i o -

Applying for EU commissions fut.ure stars program 01/2022
Approval phase v ve

Tells you the life cycle o Requested 2N Approved

Actions
@
stage of the approval
. People Relations Files Notes Manage approval

The ApprovaT/pe Action menu provides list of

Applying for EUJ commissions future stars program Everyone must approve o . : . .

A i | S Q searc option such as add relations,

Status
. export or delete approval

Approval details Decision / Approval Approved Stance  Comment P PP
M O re. I.n-d.epth . ;-_:"‘.‘Iy;r;t’|“'.lt‘..,l(:]“1f I’)lll:l.l:l\‘l‘[iij;I:,‘-,‘:;’”?I":::l.lfz If’t:linr_:V’!l:‘\‘l,l]'lwl.l;r Dli‘fl‘lll'?:!l'tl;j )l,'ll.!:l'[‘.'.‘ri : Due Date M"'a Nevanhnna é
SpeCIfICatIOI’l related tO handily. The program offers us a great opportunity to 11/19/2021 12:00 AM

gain investment capital for the early stage of our

|

Konsta Huuki

the approval

business, as well as a chance to network and increase our

ecosystem ties across the continent. The estimated SySteln Informat:on &

Jaakko Pellosniemi

| o

Investment to the application is around 40 hours
spearheaded by Konsta Huuki, The application deadline is Created By
15.12.2021

People and stances
o View the given stances of the
people in the approval

Konsta Huuki

D> 9o

e

Ville Pellosniemi

Created On

11/18/2021 3:18 PM

Modified By

Konsta Huuk

Modified On

11/18/2021 3:18 PM

FINGERTIP.
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Step-by-step guides [DECISIONS]

How to create a How to propose a How to give a stance
decision decision to a decision

FINGERTIP : FINGERTIP . FINGERTIP

How to approve How to create How to manage tasks
a decision an approval in a decision
FINGERTIP a FINGERTIP e FINGERTIP

How to manage objectives
in a decision

FINGERTIP.
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=l Tasks

Not started

Simplity task
management

FINGERTIP.
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TASK.

Something that needs to be done

Assign tasks to yourself or to other users

Set a due date and follow the execution

Communicate the status with others with task stages

Display your tasks on a list or a Kanban board

Prioritize the most critical tasks

FINGERTIP.



a n Fingertip Fingertip About

Activity
Chat
Home Decisions
o))
Teams
<. Tasks w
e OO 45 [tems
Cafis
To Do (30)
Files
ue Research franchise possibilities
Fingertip
©®© 16/04/2021
8 Patti Fernandez
Determine brand positioning
Q@ 1070472021
’, Patti Fernandez
Define value proposition
©® 10/04/2021
8 Patti Fernandez
Apgs

X
2
o

Tasks

Objectives

Task management focusing on doing

Meetings Plans People More

O N Q Search for a Task

In Progress (4) Done (11)

Research Market & Competition Research the currently available marketing automat...

®© 16/04/2021 ®© 16/04/2021

& Patti Fernandez ‘) Patti Fernandez

Build Event Agenda g
© 16/04/2021 o o
. * Digital kanban boards

* Transparent work queues

Build a process to follow-up signed ACME Life cycle...
(© 10/04/2021

g Patti Fernandez

* Create and complete in seconds

Microsoft
Partner

FINGERTIP.

37



Total amount of Tasks

Elements of the Tasks tab

View the task in different layouts

This field shows total Select between the different views

number of Tasks you own

the task tab to be viewed:
1. Kanban
2. List

Refresh, filter and search
Refresh the list for changes,

ot
O
(&
0
Task cards I e
Display the most
important task
information (title, due
date, owner and prioriry)
-
@

n Fingertip Fingertip About

Home Decisions

. Tasks =
= w— 45 [tems @

To Do (30)

Research franchise possibilities
®© 16/04/2021

‘) Patti Fernandez

Determine brand positioning
@® 10/0472021

@ Patti Fernandez

Define value proposition

©®© 10/04/2021

QJ Patti Fernandez

In Progress (4)

Research Market & Competition
®© 16/04/2021

.’ Patti Fernandez

Build Event Agenda

© 16/04/2021

® Patti Fernandez

-

Build a process to follow-up signed ACME Life cycle...
(© 10/04/2021

8 Patti Fernandez

Tasks Objectives Meetings Plans People More

o v <

Search for a Task

Done (11) C

T

filter by pre-determined
information or search by title

Create task

Research the currently available marketing automat...

® 16/04/2021

@ Patti Fernandez

—— New Task button let's you
create new Task

Task Kanban
Shows the tasks you own
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and their status. Most
recently changed appear on
top.

FINGERTIP.



Visibility

Choose whether to have
the task visible to all, or
only the assignee.

Status

The status indicates what
is the current progress of

the task

v —

New Task

Task Format (O

{) Basic

B Advanced

Privacy (O

Q rublic

@ rivate

To Do In Progress Done . § v X
Details
*Title
Write the title for the Task
Description (1)
Describe the Task
* Status (/) Due Date (1)
Not Started 1/6/2022 12 VvV : 00 Ve
Priority (1) Tags (1) ®
D @
People
* Assigned to (1) Assigned By |
0 Korgta Huuki Konsta-buuki

Assigned to

Who is the responsible
person for the task (by
default yourself)

Create

39

Elements of the New task popup

Title
Enter the Task you are looking to
complete here

Description (optional)
Type additional details of the task
in the description field

Due date
Select the due date and time for the
Task's completion

Tags
Relate the task to a relevant
business process or domain

Priority

Urgency and importance. The
higher the priority, the higher the
task will appear on lists. Priority
will also be shown on the Task card

FINGERTIP.



The Task undergoes three stages in its life cycle

To Do \ In Progress \ Done \

. Edit Task 4
* Not Started » Waiting for someone else » Completed el Task details
* In Progress * Cancelled o
* Deferred To Do > In Progress ) Done
* Subject
1. Creation Admin Account for Nisarga
You write down something you need to get done, and when it needs to Priority
be done. Then you can take it off your mind, freeing your brain Nerma! v
capacity to another job at hand. Others are also able to see that you e
have the task on your to-do list. 3
2. Workingonit
You change a task’s status to “Doing” or “In progress”, when you start In Progress

working on it. This communicates to others, that the task is being

worked on. In Fingertip, we have several descriptive statuses for this
phase. Completed

Waiting on someone else

Canceled ‘

3. Closing
When the task is complete, or no longer relevant, you can move it to — . Deferred I
the last phase of its life cycle. This tells also others that the task is

complete. It feels good, closing tasks, doesn’t it? Remember to do it

often enough so they won’t stay forever in your to-do list!

FINGERTIP.
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Step-by-step guides [TASKS]

How to create How to update
a task a task

FINGERTIP FINGERTIP

FINGERTIP.
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Increase strategic

alignment with
objectives

FINGERTIP.



OBJECTIVE.

Ensure focus and alighment with Fingertip Objective

= With Objectives you can create goals that you can
prioritize, categorize and discuss.

= Fingertip objectives are numeric, measurable and
inspirational goals with high ambitions.

= Acomprehensive, holistic system for managing objectives
and linking them to daily operations.

= Boost motivation and engagement in employees and
increase organizational performance.

FINGERTIP.
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@ o

Ac%ty ﬂ Fingertip Fingertip About C ®
S
Chat
Back Home Objectives
s}
Teams
u Objective (U 62072022 Product X 0
o New launched product top 5 in Nordics in its category by the end of H1/2022
e v
= . © ©
Not Started > In Progress > Close Actions
B
Files
b4
Fingertip Details People Tasks Feed Key Results More v
Title Status “
New launched product top 5 in Nordics in its category by the end of Critical Progress 62% Complete
H1/2022 e,
o Start Date
Descrpuon 8/11/2021 12:00 AM -
We are hoping to get a brilliant start and get our new product to become 70
as we can. We Due date .
eting. 6/30/2022 12:00 AM
* Set ambiti ls and h th )
el amDpItious goals and reac em Initial Value 0
4
0
® ® ® ® ® 30
* Transparent and real-time visibility Target Value s
100
10
: . : Current Value
* Align team and user objectives . o
%Q-’, /e%e, ‘?Q?e /‘_’Q’e ,?of’e /ef’y

‘ z

Mirosof FINGERTIP
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Objective record summary
View important details of
your objectives: Title,
Progress Bar, Life cycle
status, Priority, Due date and
Accountable person

Elements of the Objective Tab

Record Count

This field shows total number
of Objective records in which
you’re participating

O n Fingertip Fingertip About

Find different views the Objective

1. List
2. Kanban Board
3. Key Results

Objectives Meetings

ATty
Home Decisions Tasks
(53
C Objectives
alendar
= Create the Go-To-Market (GTM) Strategy Plan
b4
Flngertie Perform market analysis
Create the go-to-market strategy plan
) Perform market analysis
Number of ACME Life Cycle service agreements
Apps

Dramracs
v r'./:d (33

— 80%

Plans People More
® =:

Status Prior

Not Started Normal
25% On Track Normal
0% Not Started Normal

Completed Normal
50% Aligned Normal

Refresh, filter and search
Refresh the list for changes, filter
by pre-determined information or
search by title

O Y Q  Search for a Objective ‘ ..
Create New Objective

-
-

g
g

val

g

-

4/10/2021 12:00 AM

4/10/2021 12:00 AM

4/10/2021 12:00 AM

Owner

Megan Bowen

Megan Bowen

Patti Fernandez

Patti Fernandez

Patti Fernandez

—— New objective button let’s
you create new Objective

>
>
P G . .
Open Objective
> Press the arrow to see full
s details and historic info.
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New Objective popup

s

Details

New Objective
Objective details

* Title

Start Date

T/1/2021

* Initial Value

500000

Description

Q3 2021: Sales revenue increases 7% from same period last year

* Due Date

nE 9/30/2021

* Target Value

535000

2l

Current Value

500000

New Objective X
Objective details

Details People

Accountable

Konsta Huuki

Responsible(s)

Search user or group...

Informed

Search user or group...

1.  Enter aTitle and Description for your
Objective. Set the timing when you started
to measure progress and when you will end.
Insert the starting value, target value (and
optionally current value). Describe more
important details for the Objective if you

want.

2. Switch to the people tab by clicking Next, or
by navigating from the top

3. Add Responsibles (able to edit) and
Informed (able to view) people to your
Objective

4. Press Create to share and start measuring!

FINGERTIP.



Title section

This element gathers the Objective
title, timing and any tags attached
to it

Objective life cycle

Visualizes all the phases as well as
the current phase of the Objective
process

Objective tabs

Navigate through the contents
within your Objective. Show related
items, Key Results, discuss the
Objective and more

<

Q

Activity

)

Chat

000

Elements in the Objective item

@ - o~ Refresh button, status indicators
& e e and action menu

u Fingertip Fingertip About

Back

UJ

eams

Calendar

Calls

ﬁ

Home Objectives

n Objective O 673072022 Product X

o New launched product top 5 in Nordics in its category by the end of H1/2022

o o
Not Started D In Progress D Close

Details People Tasks

Title

New launched product top 5 in Nordics in its category by the end of
H1/2022

Description

We are hoping to get a brilliant start and get our new product to become
one of the most recognized brands among competitors as fast as we can. We

are complementing this with aggressive partnerships and marketing.

Owner
Konsta Huuki
®

Objective details

The default tab. Shows the Title,
Description and Owner of the
Objective

Show the progress and status, and
use the action menu to see all
available actions in the Objective

Actions

Decoration image
Use one of the presets or upload

Feed Key Results More v your own to customize the object
}—

Status m
Critical Progress 62% Complete New value button

e ——
Start Date Update the current objective
8/11/2021 12:00 AM . progression

70

®

Due date “ //,—
6/30/2022 12:00 AM //Q \

50 = \
Initial Value 0 F \\
0 /

30
Target Value 5 // Progress bar and chart

b
0 b / Show the status towards your target
Current Value . T as well as historic progress
62 Zp. % £ %, %, 2,
%, %, 2 2 @ %

Plan details

Second column shows the status,
timings and values attached to the
objective measurement. Pressing
the “Edit” button allows changing
any details of the Objective

FINGERTIP.
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L Objective  ©® 6/30/2021 12:00 AM

Improve forecasting accuracy from 56% to 90% by end of q2/21

&

Not Started

On Track
Behind
Critical

Aligned

Completed
Postponed
Cancelled

Not Completed

>

&

In Progress > Close

~__,

— 3.

Objective Life Cycle

Not Started : Initial drafting phase. The accountable writes the goalin a
single sentence and expands on their thinking through the description.

They set the timeline, the initial values and invite the relevant people to

follow or contribute to the completion of the objective,

In Progress : The objective is being measured. Can be marked On Track,
Behind, Aligned or Critical. In this phase, you can use key results to chop the
decision to simpler and more measurable metrics. While in progress, the

participants should update the progress manually with clear intervals.

Close : After the follow-up period and evaluation the Objective will be
closed. The process and outcome are evaluated, and the results are
assessed to help future objective setting. The closing status can be set as

Completed, Postponed, Cancelled or Not Completed.

48
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Step-by-step guides [OBJECTIVES]

How to create How to manage tasks
an objective in an objective

FINGERTIP FINGERTIP

How to use key results
for an objective

FINGERTIPR

FINGERTIP.
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MEETING.

Make the most of meetings with Fingertip

Create a digital agenda for your meeting, with items tied to
concrete tasks, decisions and objectives. Set timing and assign

accountabi

Create aca

ity, and ensure productivity during meetings!

lendar invitation linked to your meeting, invite the

relevant people and start collaborating asynchronously even

agreeonin
meeting!

51

vefore the actual meeting time.

Document the decisions you make and the follow-up items you

Fingertip. Create measurable impact out of every

FINGERTIP.



Meetings that get things done

Microsoft Teams

n Fingertip Fingertip About

Chat Back Home Meetings

Meeting O v v Agenda Actions Add ltem
Calemdar

Leadership team meeting - December 2021

] ) :
Fingertip & o 1 Agenda review 5 min . @
Preparation > Invite > Meeting > Close No description
Mo related items Konsta Huuki 0
Details People More _
2 Review of previous meeting tasks 10 min . @
No description
Title Y= Sharing of credentials to Fingertip demo environment
Leadership team meeting - December 2021 ‘= Discussing Fingertip and possible use cases within PwC Family Business team (tools & digi... Konsta Huuki O
Description 3 To be decided 10 min |
Welcome to the Leadership Team's monthly meeting! Add new Decisions or Decisions requiring Approval
& Leaming to create and document Fingertip Decision Proposal!
Meeting Link € Euilding an advanced Gamification Engine for Brooklyn

Create calendar nite * Organize productive meetings

4  Decisions
Start Time End Time o
No description

12/15/2021 11:00 AM 12/15/2021 12:00 PM ¢ COlla bOrate in agenda CreatiOn

€ NMNegotiating offer for Cloud inc.

System Information v @ Arkistoinnin aloittaminen 250 paattkselle

: * Create accountable follow-up

5  Status Reviews

Help Add Projects or Initiatives for status review - document status into conggnents

¥ Bartner FINGERTIP

52



Elements of the Meeting tab

Refresh, filter and search
Refresh the list for changes, filter
by pre-determined information or
search by title

Total Meetings
Shows total number of
meetings created

Microsoft Teams
Ac%ﬁ_ B Fingertip Fingertip About O
S
S Home Decisions Task Objectives Meetings Plans People More ~
o5 New Meeting
e Create New meetings let’s
Meetings b you create new Meetings and
6 ltems e~ 0 ¥V  Q Search for a Meeting | add attendees for the meeting
&
= Progress Title Phaze Start Time Duration Crganizer
D
Files o Leadership Team meeting 08/2021 Preparation 13/08/2021 14:00 1h Lidia Holloway >
:in;:,ﬁp [ ] Leadership Team meeting 07/2021 Meeting 02/07/2021 15:00 1h Leroy Plumley PR S

Open Meeting Record
Review & Approval of the video script Preparation 15/07/2021 13:30 Th Patti Fernandez > —_— Clle arrow to open the

meeting record details.

o July marketing planning Preparation 24/06/2021 10:00 Th Patti Fernandez )

. Monthly Marketing meeting June 2021 Preparation 24/06/2021 09:00 1h Isaiah Langer >
MEEtII’Ig record summary

View important details of Marketing weekly summary and workshop Preparation 24/06/2021 16:00 1h Patti Fernandez >

your objectives: Title, Life —
cycle Phase, Starting time,
Duration and Organizer

FINGERTIP.
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New Meeting Popup

New Meeting X
Meeting details

Subject * Subject
Descriptive title of what
and for whom the
meeting is for

e Leadership team meeting 08/2021

* Description

Making strategic decisions and enhancing direction for August-September 2021

@
Description
Describe your meeting in a few
... Start Time End Time FLE Standard Time sentences. This will help

Meeting timing attendees to prepare for the

Set the date and time for -+ 11/08/2021 14 WV : 00 vV —  11/08/2021 15 WV : 00 WV meeting

the meeting. '

Attendees
. ﬂ Leroy Plumley . ﬁ' Alex Wilber X ra Adele Vance : o Megan Bowen

@ Patti Fernandez

.

Search for a user or team Q

Invite people
Add the attendees who

are invited to % Send calendar invite
participate.

Send a calendar invitation
Select to invite attendees Schedule the meeting

automatically When ready click Create.

FINGERTIP.
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The Meeting Record page insights

Meeting life cycle Agenda
Visualizes all the phases and Shows the topics to be presented,
highlights the current phase of the as well as their presenters,
Meeting process durations and attached items.
B Fingertip Fingertip About c
Add Item
Back | Home | Mectings You can add ready records from
Fingertip, URLs, files, or create new
) ) o | Meeting O v v Agenda. Actions ltems. Also assign the agenda item
Meeting details . . 5 to a specific person and provide
Summarizes the meetin Leadership team meeting - December 2021 ) ° :
L. . & & 1 Agenda review 5 min ® time to be used on the item in the
details in one view. Preparation D Invite b Meeting > Close No description meetlng
Mo related items Konsta Huuki ‘?
Details People More
2 Review of previous meeting tasks 10 min L
. No description Agenda item
Title ® Sharing of credentials to Fingertip demo environment - Agend a items are topics in the
o codership team meeting - December 2021 2 Discussing Fingertip and possvle use cases within PwC Famiy Business team (tools & digi.. onsta oo meeting discussion. They have their
o own process traffic lights,
Description 3 To be decided 10 min
- accountable presenter and
Welcome to the Leadership Team's monthly meeting! Add new Decisions or Decisions requiring Approva Anratien e ez 2se ineludle
€ Learning to create and document Fingertip Decision Proposal! - U . ’ . y
Meeting Link & FEuilding an advanced Gamification Engine for Broaklyn } Konsta Huuki "t Fi nge rti P ObJeCtS that you can
Create calendar invite interactively open using the
4 Decisions No time given meeting agenda.
Start Time End Time No descriotion
12/15/2021 11:.00 AM 12/15/2021 12:00 PM @ Negotiating offer for Cloud inc.
Arkistoinni i i 250 paatokselle Jaakko Pellosniemi
System Information &  Arkistoinnin aloittaminen 250 paat I aakko Fellosnemi '
5 Status Reviews 10 min
Add Projects or Initiatives for status review - document status into conggnents

Edit Meeting details
Click on the pencilicon to edit the
details of the meeting.
Micr
Sartner FINGERTIP
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Meeting life cycle

Meeting O v v

Product Meeting 2021-11-29

Preparation > Invite > Meeting > Close

= Fingertip meetings are process oriented objects with a life cycle to indicate the progress. There are 4 phases to the

Meeting life cycle:

= Preparation - The chairperson (or someone else tasked with the meeting agenda) creates the meeting. They
give it a title, description and time, and choose the participants. They can also start preparing the agenda. All

the participants can also see the meeting being prepared already.

= Invite - The participants are sent an invitation to collaborate in preparing the meeting, and to join at the time

of the actual meeting. If unable to join, they can use the meeting agenda to communicate their reports or

opinions on decision items.

56
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Meeting life cycle

Meeting O v v

Product Meeting 2021-11-29

Preparation > Invite > Meeting > Close

= Meeting - The meeting is in the meeting phase during the actual meeting and until all the follow-up items

talked about during the meeting have been completed.

= Close - When the meeting is over, if no follow-up items are left over, or if they have been properly addressed,

the meeting can be moved to the Close phase.

FINGERTIP.
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Title
Write a descriptive topic for the
agenda item

Record type
You can select which records to
filter in the Find Items dropdown

Duration

How much time during the
meeting will be allocated to the
agenda item

Assigned to
Select the person accountable
for presenting the Agenda topic

New Agenda Item Popup

New Agenda Iltem X

Select a record

Title
®

Introducing a new product to the market in 2022

Description

Megan describes our strategy for our strategic market entry

Relate a Business Object

® Objectives v Find Objectives @ v m.

o Divesting a product category to improve competitiveness in other categories 2021-08-01 X
n Identify 5 highly potential retail partners X
Duration

e (0 hour(s) 10 minute(s)
Assigned To

e ©_ Megan Bowen

58

Description
Elaborate on the topics and
contents of the agenda item

New Item

You can also create new items
from scratch from the same
popup to attach

Find the records

Search for or select a recent
Fingertip item to attach to this
Agenda topic

Add

By clicking on add the Agenda
Item will be added to the
bottom of your agenda

FINGERTIP.



Step-by-step guides [MEETINGS]

How to create
a meeting

FINGERTIR

FINGERTIP.



Inspiring
project

management

FINGERTIP.



PLAN.

Gather items together for projects or structured processes.

Create a visual list of items which you can prioritize,
categorize and discuss.

Link any Fingertip Teams items together to create logical
paths and an index for your business processes and items.

Involve the right stakeholders, collaborate transparently,
and increase visibility and measurability in your critical
projects and portfolios.

FINGERTIP.
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lan impactful processes for projects and strategy

Microsoft Teams

Ac%m n Fingertip Fingertip About C ®
g Back Home Plans

du))

o a Plan  (© 01/01/2021 00:00 - 31/12/2021 00:00 ®

&
= ACME Strategy 2021

w w

.
e Not Started > In Progress > Completed 3 s

Iltems Details People Feed Relations More v
View: Tasks v X O
Progress lzem Name Type Trend Comment Status Priority Cue Date Accountable

> | Compare alternative leadership paradigms for next ye... Task Not Started High 08/07/2021 00:00 Megan Bowen \ | <

> E Evaluate potential retail locations in Sweden Task Not Started Low 21/06/2021 00:00 Megan Bowen 1 v

> m Q3/2021 Sales orders add up to 18ME Objective Not Started 12/08/2021 00:00 Lidia Holloway T v
’ . n Investing in a suitable Marketing Engine for 2022 Decision - 31/10/2021 00:00 Isaiah Langer 1 v
’ > n Divesting a product category to improve competitiven... Decision h Undecided 20/08/2021 00:00 Lidia Holloway X ! v
‘ > n Selecting a partner for retail in Sweden Decision Approved 23/06/2021 00:00 Megan Bowen % 1 v
‘ > _*  Leadership Team meeting 07/2021 Meeting A Leroy Plumiey X 1 v
@ > |+ Leadership Team meeting 08/2021 Meeting o~ Lidia Holloway v

Apps

®

* Collaborate with your Teams

el

o =
1l
is)

* Improve communication

Microsoft

Sk —— FINGERTIP



Elements on the Plans tab

Refresh
Microsoft Teams @ Update the Page with the latest
BB Fingertip fingertip Avous C® records created and data.
LLS.t of all Pla:s H Lth g? Home Decisions Tasks Objectives Meetings Plans People More ~ Filter
This page gathers togetner all the ® Filters the decisions based on

lans you are part of in a simple and ..
P you P ! 'mPp Priority, User, and Status

visual list view. Plans Ii
4 Items O AT Q.  Search for a Plan m
(&
Progress Title Phase Start Date End Date Accountable
D
s o Marketing plan and backlog Q3/2021 Phase 01/07/2021 00:00 30/09/2021 00:00 Megan Bowen ~
:in;:rtip ° @ Product Strategy: Hercules 2021 Phase 06,/07/2021 00:00 23/08/2021 00:00 Lidia Holloway o
[ ] ACME Product strategy 2021 Phase 17/02/2021 00:00 28/11/2021 00:00 Lidia Holloway ~ New Plan _button
ACME Strategy 2021 Phase 01/01/2021 00:00 31/12/2021 00:00 Lidia Holloway v Create new Plan items
? ? ? [
®

Not Given
Good & i
Minor Challenges
Critical &

+
Completed o -
Completed with Problems - -

- . . Accountable
Progress indicator . Phase Timings :
Title : : The person in charge,
Shows the current At which stage of its The start and end date of

who is the owner of the
project or process
depicted in the Plan

Descriptive name for the

Plan progressin a Plan in question

traffic light system

process the Plan is the projected Plan or
currently. Project duration

FINGERTIP.
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New Plan X
Plan details

Details People Timing

*Mame

Steering Group Strategic Decisions 2021

Important decisions regarding ACME's strategy execution.

Enter a Title and Description for
your Plan. Future versions of
Fingertip will include a variety of
processes to choose from,
currently only the default is
available

New Plan popup

New Plan X New Plan X
Plan details Plan details

Details People Timing Details People Timing
Accountable Start Date
Megan Bowen 01/01/2021 00 V100 A4
Responsible
End date
[‘ Lidia Holloway 0 Diego Siciliani g Leroy Plumley

31/12/2021 00 o 00 v
Search user or group...

Informed

!’ Patti Fernandez X &' Alex Wilber Ye Adele Vance

Search user or group...

Switch to the people tab by Add the timeframe, during which

clicking Next, or by navigating the plan should be active in the

from the top Timing tab. (Click Next in the
previous screen or click the tab at

Add Responsibles (able to edit)
and Informed (able to view)
people to your Plan

the top).

FINGERTIP.
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Title section
This element gathers the Plan title,
timing and any tags attached to it

Plan life cycle

Visualizes all the phases as well as
the current phase of the Plan
process

Not Given

Good &
Minor Challenges

Critical &
Completed &
Completed with Problems -

Progress indicator
Shows the current
Plan progressin a
traffic light system

Elementsin a Plan item

Growth Steady Decline

L ()

Refresh button, status indicators
and action menu

Microsoft Teams

M%w B} Fingertip Fingertip About — Show the progress and status, and
5 use the action menu to see all
Gt saclc | Home | Plans available actions in the plan
TEEES n Plan (© 01/01/2021 00:00 - 31/12/2021 00:00 ®)
— ® Steering Group Strategic Decisions 2021
v v .
Calendar °
Not Started > In Progress > Completed Actions
} Decoration image
Calls
Use one of the presets or upload
? Items Details People Feed Relations More your own to Customize the ObjeCt
Fingertip .
Prograss feern Name Type Trend Comment Status Stances Due Date Accountable Add item button
> a Investigate competitors' latest strategic m... Task Mot Starte 27/08/2021 0... Megan Bowen " Add new or eX|St|ng ItemS to the
[ ] 2 Leadership Team meeting 08/2021 Meeting + Lidia Holloway ~ ItemS I|St
' n Building an advanced Gamification Engine ... Decision Undecided 0131 03/07/2021 0... Leroy Plumley v ¢
n Publish 3 articles in globally recognized... Objective Critical 31/12/2021 00:00 Megan Bawen
g Qualify new supplier for sustainable ma...  Task 27/03/2021 00:00
Monthly Marketing meeting June 2021 Meeting Preparation 24/06/2021 0%:00 Isaiah Langer
) n n 2022 Exhibition participation Decision 30/07/2021 00:00 Isaiah Langer Item ordering and removing
How to create impactful explainer videos f... Decision Approved 0131 12/07/2021 2... Patti Fernandez v o .
" Change the order of the list items or
[ ] > n Publish 3 articles in globally recognized m... Objective Mot Starte 31/12/2021 0... Megan Bowen ~ 2 2
. . remove items from the list
=8
Apps
@
Help
Title Type Status Due date Accountable
Type icon and name of Which business object Shows the current The set date when the Who is accountable of
the item type is the item stage of the item item is due the item listed

FINGERTIP.
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Plan life cycle

u Plan (O 01/01/2021 00:00 - 31/12/2021 00:00

Steering Group Strategic Decisions 2021

Not Started

>

In Progress > Completed

The Plan life cycle consists of three phases:

Not started - The plan/project and item list are being prepared. The accountable
invites the people, writes a descriptive title, sets a timeline, and invites the

participants.

In Progress — Participants collaborate to make the decisions, complete the tasks
and goals, and reach the plan/project targets transparently and visibly.

Completed - The plan/project is completed, or no more actions are taking place
to further its progress. The

66
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Add item popup

The add item popup enables adding new items to the plan.

Add ltem
Add exisitng or create new items in this Plan

Objectives A4l Find Objectives

Objectives
Tasks
Decisions
Meetings
Links

Plans

Select an item type

Add Items

Add Item X
Add exisitng or create new items in this Plan

Objectives

vV

Identify 5 highly potential retail partners

Sales through selected retail partner exceed 100k€ by the
end of 2021

Sign a retail partner by the end of June

Publish 3 articles in globally recognized medical journals
by the end of 2021

Find 8 potential retail partners in Sweden

Recruit 18 new sales reps in Q2/2021

v

Find items with search
gueries or browse recent
items of the selected type

6/

n Decision =R
Meeting m Objectve
Add Item X
Add exisitng or create new items in this Plan
Meetings W | Find Meetings ht
n Publish 3 articles in globally recognized medical journals by the end of 2021 X
n How to create impactful explainer videos for new potential leadership customers? X
n Building an advanced Gamification Engine for Brooklyn X
Leadership Team meeting 08/2021 X

Add ltems

Alternatively you can press
the “New Item” button to
create any new item and
add it to the plan

FINGERTIP.



Step-by-step guides [PLANS]

How to create How to create
a new plan new items to a plan

FINGERTIR . FINGERTIR

How to add
existing items to a plan

FINGERTIP.

FINGERTIP.
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Step-by-step guides
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Step-by-Step Guides [GENERAL]

How to add Fingertip to your Using the Fingertip
Microsoft Teams interface Home Page

FINGERTIR } FINGERTIR

FINGERTIP.
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Step-by-step guides [DECISIONS]

How to create a How to propose a How to give a stance
decision decision to a decision

FINGERTIP : FINGERTIP . FINGERTIP

How to approve How to create How to manage tasks
a decision an approval in a decision
FINGERTIP a FINGERTIP e FINGERTIP

How to manage objectives
in a decision

FINGERTIP.

FINGERTIP



Step-by-step guides [TASKS]

How to create How to update
a task a task

FINGERTIPR . FINGERTIPR

FINGERTIP.
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Step-by-step guides [OBJECTIVES]

How to create How to manage tasks
an objective in an objective

FINGERTIP FINGERTIP

How to use key results
for an objective

FINGERTIR

FINGERTIP.
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Step-by-step guides [MEETINGS]

How to create
a meeting

FINGERTIR

FINGERTIP.



Step-by-step guides [PLANS]

How to create How to create
a new plan new items to a plan

FINGERTIR . FINGERTIR

How to add
existing items to a plan

FINGERTIP.

FINGERTIP.
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Microsoft Teams

Contribution Upcoming Meetings

1 f‘l saiah Langer

Recommended Recent Decrslons

Inwesting in a sstable M

How to add Fingertip to your
Microsoft Teams interface

) FINGERTIP



Activity

Microsoft Teams

How to add Fingertip to your Microsoft Teams interface

Apps

Search all apps

Home

Built for Eour org

Built for your org

Built by your org
Apps created and approved by your org's technology team.,

Featured

Popular on Teams
Top picks

What's new

Categories

Education

Productivity

Image & Video Galleries
Project Management
Utilities

Soaal

Capabilities
Personal apps
Bots

Fingertip
PowerApps:

Create action from convers@nd keep your
teams aligned with Fingertip. Fingertip is the
ultimate social decision making application,...

Built by your colleagues
Apps created by your colleagues and shared with you or a groug

I

1. Start by clicking the apps portal on
the bottom-left of your Teams
interface

2. Select ”Built for your org” to see all
the applications enabled for your
organization

3. Open Fingertip from the list

FINGERTIP.



How to add Fingertip to your Microsoft Teams interface

Fingertip

mpftdeveloper

‘ # Create action from conversion and keep your teams aligned with
Fingertip. Fing

About Create action from conversion and keep your teams aligned with Fingertip.

Permissions Fingertip is the ultimate social decision making application, enabling you to get make
better decisions, save time and grow your business. Fingertip ensures the actionabie
discussions won't drown in your channels, and helps you stay focused and productive.

L ] L ]
Fingertip is a trusted decision making platform with 10 years of experience helping 4 S l t ”Ad d 2 f
businesses across all industries improve decision making and succeed. We are often ® e e C 9 I yo u a re O p e n I n g
disappointed with the quality and speed of decision making in our organizations. Our

L ] L ] L ] L ]
decisions aren't documented properly, forcing us to invent the wheel all over again in F t f t h f t t
multiple scenarios. \ ) I n ge r I p O r e I rs I m e

With Fingertip's Microsoft Teams App. your communication isn't just empty talk but

M » » )
creates true accountability and movement. You can plan your meetings and calls more T h I S S h O u l.d S a y O p e n 9 I f yO u Ve

efficiently, and create action points directly in social decisions and tasks. It's all saved for

later to refer to — even years later. O pened Fi nge rti p ea rlier

Make decisions together anywhere, anytime

Share an idea or 3 problem, engage other people socially, and come up with the perfect
solution with actionable follow-up in tasks, and measurability in objectives.

Empower and align people and strategy
See what other people are doing, and share your ow

Tabs

By using Fingertip, you agree to the )
) g 9 Use in 3 tab at the top of a chat or channel

pnvacy policy and terms of use.

FINGERTIP.

78



How to add Fingertip to your Microsoft Teams interface

n Fingertip Fingertip About C @®

11. You need to allow Fingertip access
to other Microsoft programs or it
won’t work properly. Click ”Allow”.

FINGERTIP.
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How to add Fingertip to your Microsoft Teams interface

u Fingertip Fingertip About

Home Decisions Tasks Objectives
Q Search Item*
Work Queue Due Today
I Sign Cloud inc. offer by 5th of January 2... 1/5/2022
Promoted + O
TR
>

XYZ Ohjausryhmén nimeamin...

nsta HuUuUk ‘ Jaakko Pellosniem

Additional resouce gain up tp...

Moving to a more sustainable...

@ Joe Ano (uj) Milia Nevanlinna

Meetings Plans People

Contribution ® o = a
1 a Ville Pellosniemi 12 14 375 4
2 ‘ Jaakko Pellosniemi 129 47 16 56
3 ,'\\ Konsta Huuki 28 57 7 42

Recent Items

Setting objectives for the Q1/2022 pipeline

Sign Cloud inc. offer by 5th of January 2022

Negotiating offer for Cloud inc.

Create first approval video

List new video ideas

Create final version of decision making in 5 seconds video

Jarjestd ensimmdine tySpaja

More

110

19

Jobs tobedone O

Due Today

‘=  Tasks - Completed!

€ Decisions - Completed!

(& Approvals - Completed!

|™  Objectives ~

@ Sign Cloud inc. offer by 5th of January 2022
@ Not Started

0%

See all (1)

& Plans - Completed!

Meetings A~

@ Setting objectives for the Q1/2022 pipeline
@ Preparation

See all (1)

80

C @

12. Success! After a loading screen,
you will be redirected to your
Fingertip front page. Be patient, the
first load may take up to a minute.

FINGERTIP.



Using the Fingertip Home Page

Microsoft Teams

;:"M" B Fingertip Fingertip About
S,
Home Decisions

&3 .

= Before anything else, we suggest you
pin Fingertip to your Teams interface
Caiendar Q  Search Item* by

&

1. Rightclick on the Fingertip icon

M Work Queue

T P 2. Select ”Pin” from the popup menu
s — ternative business 1
s | % P Note: If the menu says ”Unpin”,

oo fecriptonbaceq pr Fingertip has already been pinned.
Recommended

FINGERTIP.
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Microsoft Teams

n Fingertip fngertiy

~0

Wark Queue Contribution

Upcoming Meetings

1 f‘l saiah Langer

Recommended Recent Decrslons Summary

Inwesting in a sstable M

How to add Fingertip to a Teams
channel as a tab

) FINGERTIP



Adding the app as a tab in channel

X Microsoft Teams

. Teams = General Posts Files Wiki | + ©0rg G Met v (@ -

9 o

. Fingertip Welcome to the team!

2 o e s some ings o petacia- Let’s install Fingertip as a part of a Teams channel

now!

Add more people Create more channels Open the FAQ

1. Locate ateam and a channel where you want to
place the application.

2. Click on the “+” —icon in the channel as shown in
the picture.

\|/ ER Inin or create a team 5§03
Waiting for uksouth-prod.notifications.teams.microsoft.com

FINGERTIP.
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Adding the app as a tab in channel

1. Search for “Fingertip” in the top-right corner of
the popup.
2. Click onthe Fingertip application icon.

FINGERTIP.
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Fingertip

ftdeveloper

About

Permissions

By using Fingertip, you agree to the
privacy policy and terms of use.

<{ Back

Adding the app as a tab in channel

Create action from conversion and keep your teams aligned with
Fingertip. Fing

Create action from conversion and keep your teams aligned with Fingertip.

Fingertip is the ultimate social decision making application, enabling you to get make
better decisions, save time and grow your business. Fingertip ensures the actionable
discussions won't drown in your channels, and helps you stay focused and productive.

Fingertip is a trusted decision making platform with 10 years of experience helping
businesses across all industries improve decision making and succeed. We are often
disappointed with the quality and speed of decision making in our organizations. Our
decisions aren't documented properly, forcing us to invent the wheel all over again in
multiple scenarios.

With Fingertip’s Microsoft Teams App, your communication isn't just empty talk, but
creates true accountability and movement. You can plan your meetings and calls more
efficiently, and create action points directly in social decisions and tasks. It's all saved for
later to refer to — even years later.

Make decisions together anywhere, anytime

Share an idea or a problem, engage other people socially, and come up with the perfect
solution with actionable follow-up in tasks, and measurability in objectives.

Empower and align people and strategy

See what other people are doing, and share vour ow

85

1. Inthe new popup, select “Add”.

FINGERTIP.



Adding the app as a tab in channel

s 5 About X
n Fingertip

Description

Create action from conversion and keep your teams aligned with Fingertip.
Fingertip is the ultimate social decision making application, enabling you to
get make better decisions, save time and grow your business. Fingertip
ensures the actionable discussions won't drown in your channels, and helps
you stay focused and productive. Fingertip is a trusted decision making
platform with 10 years of experience helping businesses across all industries
improve decision making and succeed. We are often disappointed with the
quality and speed of decision making in our organizations. Our decisions
aren’t documented properly, forcing us to invent the wheel all over again in
multiple scenarios. With Fingertip’s Microsoft Teams App, your
communication isn't just empty talk, but creates true accountability and
movement. You can plan your meetings and calls more efficiently, and
create action points directly in social decisions and tasks. It's all saved for
later to refer to — even years later. Make decisions together anywhere,
anytime Share an idea or a problem, engage other people socially, and
come up with the perfect solution with actionable follow-up in tasks, and

Post to the channel about this tab Back “

86

Here you can review the app you are about to add.

1. (Optional) Check the checkbox if you want to

post the channel about this tab
2. Click “Save”.

FINGERTIP.



Adding the app as a tab in channel

Here you can review the app you are about to add.

1. (Optional) Check the checkbox if you want to
post the channel about this tab

2. Click “Save”.

£ . . .
You have now added Fingertip as a tab for the entire

ISR team! Make sure that everyone in the team has

oo access to the application and follow the instructions
in the following slides of how to open the app for the
first time.

FINGERTIP.
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u Fingertip Fogetn

Work Queue Eue oo Contribution Upcoming Meetings

-~
1j Han agends for August meett Leadenhp feam meeting 082021

Recommended Recent ltems

ACME Sategy 201

Meetings Held

2

Iesting 2 product category

Using the Fingertip
Home Page

FINGERTIP.
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n Fingertip Fingertip About

Home Decisions Tasks Obijectives

Q. Search Item*

Using the Fingertip Home Page

Meetings Plans People

Work Queue Overdue WV Contribution & |n /= E
= Send the agreement proposal to Beta co... 1/4/2022 1 a Ville Pellosniemi 12 14 375 4
‘= Tech DD process accountability 1/3/2022 2 ‘ Jaakko Pellosniemi 129 47 16 56
# ACME Strategy Master Plan 2021 12/31/2021 3 ;"\ Konsta Huuki 22 57 7 42

Promoted + D Recent Items

Moving to a more sustainable... Additional resouce gain up tp... B
e Joe Ano Milla Nevanlinna

Setting objectives for the Q1/2022 pipeline

Sign Cloud inc. offer by 5th of January 2022

Negotiating offer for Cloud inc.

Create first approval video

List new video ideas

Create final version of decision making in 5 seconds video

Jarjestd ensimmadine tydpaja

More

110

19

O

N

Jobs to be done

Due Today

Tasks - Completed!

4

Decisions - Completed!

@

Approvals - Completed!

|™  Objectives A

@ Sign Cloud inc. offer by 5th of January 2022
@ Not Started

0%

See all (1)

& Plans - Completed!

Meetings A~

@ Setting objectives for the Q1/2022 pipeline

@ Preparation

See all (1)

89

C @

This is the Fingertip home page,
starting point for your daily work.

See your upcoming tasks, recently
edited items, items recommended by
others, contribution by team
members and jobs to be done.

FINGERTIP.



Using the Fingertip Home Page

a Fingertip Fingertip About C ©

LY :
The New Iltem popup is perhaps the
.' rova isi ‘ as p p p p p

SR I PO fastest way to get the ball rolling.

e ftor llowinga simple ifecyde: g el Hone) sl When T el 1o be dobe. Create new deCiSiOnS, tasks,
objectives or meetings transparently,
and start collaborating!

FINGERTIP.
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How to create a
decision
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How to create a decision

n Fingertip Fingertip About ce

P o)

Home Decisions Tasks Objectives Meetings Plans People More v % 8

Jobs to be done O X
Q,  Search Item ‘M\ . s .

Tasks - Completed!

Work Queue Overdue WV Contribution ® Ine - P
@ Decisions - Completed!
= Send the agreement proposal to Beta co... 1/4/2022 1 a Ville Pellosniemi 12 14 375 4 4
(& Approvals - Completed!
= Tech DD process accountability 1/3/2022 2 ‘ Jaakko Pellosniemi 129 47 16 56 110
T 1. There are a few places you can start
# ACME Strategy Master Plan 2021 12/31/2021 3 ;'; Konsta Huuki 58 57 5 4 19

o @ Sign Cloud inc. offer by 5th of January 2022 a deCiSion from in Fingertip, but the

@ Not Started

— O | seemno easiest should be from the front page.
Setting objectives for the Q1/2022 pipeline v W Hen=tampeed C l i C k on th e ? N ew ite m ? b u tto N

Meetings A~
I Sign Cloud inc. offer by 5th of January 2022 X

@ Setting objectives for the Q1/2022 pipeline

® Negotiating offer for Cloud inc. Y @ Preparation

See all (1)

111

Create first approval video

¢ %
Qﬁ\@.’} .:,7
gy - . . .
= List new video ideas i
Moving to a more sustainable... Additional resouce gain up tp... *  Creatnmal versinol decibloRTmaking dn:5 seconis Mdeq

@ Joe Ano (4-5) Milla Nevanlinna

n

Jarjestd ensimmdine tySpaja

FINGERTIP.
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How to create a decision

n Fingertip Fingertip About C ©

’ . Create New Business Item
. ’ Approval n Decision |  Task

Get an approval to your decisicn by Write a problem statement. propose, Write down something you need to get by ° ° bb)
following a simple lifecycle. decide and execute, done, and when it needs to be done. 2 e e Ct N eW D e C I S I O n
°

£~ oy Mecting Q o

Gather items together for projects or Create a digital agenda for your meeting, Create goals that you can prioritize,
structured processes, with items tied to concrete Fingertip categorize and discuss.
objects.

New ltem

Leam More

FINGERTIP.
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How to create a decision

New Decision
Decision details

People

Seecting a parner for et n Sweden 3. Insert your decision details and
select a due date

Explain the actual decision to be made or proposed

4. Click ’Next” or ”People” to invite
people to collaborate

Due Date !

3/3/2022

FINGERTIP.
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How to create a decision

New Decision
Decision details

People

* Accountable

Konsta Huuki

S— | 5. Select the collaborators you want

' Jaakko Pellosniemi @ Milla Nevanlinna X aViIIe Pellosniemi

to join in the decision as responsible
or informed.

FINGERTIP.
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How to create a decision

New Decision
Decision details

i 5. Select the collaborators you want
to join in the decision as responsible
Konsta Huuki .
or informed.

Responsible(s)
' Jaakko Pellosniemi @ Milla Nevanlinna X aViIIe Pellosniemi

6. Click Create to share the decision.

OPTIONAL: You can add the decision
to a Plan upon creation on the
Advanced tab

FINGERTIP.
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How to create a decision

B Fingertip Fingertip About c®

Back Home Decisions Open Wizard

n Decision (9 3/3/2022 (L) ?
Selecting a partner for retail in Sweden

Share > Propose > Decide > Execute > Close

Actions

Details People Tasks Objectives Feed Relations Files More

Official Files Relevance ..
e o retal in S No offical fles yet o] 7. Done! You’re decision has been
Selecting a partner for retail in Sweden

shared to the participants

Decision Mood

3/3/2022

0 (Avg.0.0)
Status
None

System Information v
Process Quality

0 (Avg. 0.0)

Outcome Quality

0 (Avg. 0.0)

FINGERTIP.
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Microsoft Teams

n Fingertip Fingertip About

Propose your Decision
Selecting a partner for retail in Sweden

* Final Decision Proposal

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT
analysis on the available partners and we will select our partner in a team meeting on 22th of June.

Add Files to Approve (BETA)

i Add aFile

Give your stance automatically

How to propose a
decision

FINGERTIP.
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n Fingertip Fingertip About

—~

&— Back to Decisions @,

n Decision (V) 23/06/2021

Selecting a partner for retail in Sweden

Share | Propose ‘ Decide
p—)
Details People Tasks
Title
Selecting a partner for retail in Sweden
Decision

How to propose a decision

Execute ) Close

Objectives

Due Date

23/06/2021

Status
None

Progress

Not Given
Created By

Megan Bowen

Last Modified By

Megan Bowen

Last Modified Time

08/06/2021 13:28

Classification Chatter

Files*

9
v

99

C ©

Me
MeganB@ nmicrosaft.co
(4] ()
0 0 0
v v
Actions
Relations
Relevance
Mood
&
Process Quality
@

Outcome Quality

1. When you are ready to request
stances for a decision proposal, you
can prompt the participants by
moving the decision to the proposal
phase. Click on the "Propose” stage
on the life cycle to open the Proposal-

popup

FINGERTIP.



n Fingertip Fingertip About

How to propose a decision

Propose your Decision
Selecting a partner for retail in Sweden

* Final Decision Proposal

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT
analysis on the available partners and we will select our partner in a team meeting on 22th of June.

Add Files to Approve (BETA)

i AddaFile

Give your stance automatically

due dates to be ap

3.You can optiona

checkbox”

100

2. Write an actionable decision
proposal with responsible parties and

roved.

ly add files to be

approved alongside the proposal

4.You can optionally support your
own decision proposal when asking
stances from others by ticking the
”Give your stance automatically”

5. Click "Propose” when your done.

FINGERTIP.



ﬂ Fingertip Fingertip About

é— Back to Decisions ©

n Decision (V) 23/06/2021

Selecting a partner for retail in Sweden
. ©

Share Propose > Decide Execute
Details People Tasks Objectives
Title

Selecting a partner for retail in Sweden

Decision

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT

analysis on the available partners and we will select our partner in a team meeting on 22t
June

h

+
~
Ol

C ®
Megan Bowen
MeganB@mpftdeveloper.onmicrosoft.com
(4] %]
1 4 0
w o, o
Close _& Approve Actions
Classification Chatter Files* Relations
Due Date S/ Relevance
23/06/2021
Status
Undecided
Mood
Progress
Not Given &
Created By
Megan Bowen h Process Quahty
v ®
Last Modified By
Megan Bowen
. : Outcome Quality
Last Modified Time
08/06/2021 13:35 @

How to propose a decision

101

6. Done! Now all that is left is wait for
the participants to answer the call.

FINGERTIP.



Microsoft Teams

n Fingertip Fingertip About

Give your Stance
Selecting a partner for retail in Sweden

N

Final Decision Proposal

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT
analysis on the available partners and we will select our partner in a team meeting on 22th of June.

Comments

Give your comments

How to give a stance
to a decision

FINGERTIP.
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How to give a stance to a decision

New version of Flow is available and needs new permissions. Upgrade X

Chat ~ =
Recent e Power Automate Chat About @
You've given your stance
¢ Power Automate 26/08 Responded by You
© Sentacard

Q Power Automate 20/08 14:22
()

Acquiring Cloud Inc.

Requested by Konsta Huuki

Decision: Our strategic goal is to acquire business critical know-

how via strategic mergers. After a meticulous process we have l . Afte r SO m e b Od y p rO p OSQS a

now taken an interest in acquiring Cloud Inc., a brilliant B2B

beverage distribution channel, that utilizes machine learning to d eC i S i O n yO u a re p a rt Of yo u Wi l l get a

improve their marketing efforts. They've gained a huge
following among hospitality industry, an area where we have yet

i i sceoss ‘ Flow message. You can either
Lok e haTh e Ut B Yot B b comment and support/oppose then
receive 100% ownership of Cloud Inc. shares. . . e .

Milla will ensure the legality and robustness of our agreement. a n d th e re) O r reVI eW th e d eC I S I O n Ite m
and Jaakko will be responsible for the eventual merger process . . .

once the deal is finalized. I n FI n ge rtl p .

Comments
Konsta Huuki (konsta@fingertipltd.com) used Power Automate to send this >
notification. Learn more
Link to decision Oppose Support

FINGERTIP.
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How to give a stance to a decision

u Fingertip Fingertip About C @
Home Decisions Tasks Objectives Meetings Plans People More
Q  Search ltem? m Activity Log
Work Queue Due Today W Contribution Upcoming Meetings
g Plan agenda for August leadership meeti... 11/08/2021 1 8 Patti Fernandez 2 Decisions Leadership team meeting 08/2021 13/08/2021 14:00
@ Go through open applications from wee... 11/08/2021 2 3 Leroy Plumley 1 Decisions

3 @ Moo 2. The proposed decision should bein
the recent items box, or you can
locate it in the decisions tab.

7

Recommended + ) Recent Items B Summary

U ACME Strategy 2021 Decisions Created Objectives Created

2 3

Divesting a product category to improve competitiveness in o...

July marketing planning ACME Strategy 2021

Selecting a partner for retail in Sweden V. ‘

| Go through open applications from week 26-28
Tasks Created Meetings Held
| Plan agenda for August leadership meeting 5 200% 2 100%
Leadership team meeting 08/2021 /\/\/\/\_/\/\/\/
m Q3/2021 Sales orders add up to 18M€ Y

FINGERTIP.
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How to give a stance to a decision

ﬂ Fingertip Fingertip About C &

Home Decisions Tasks Objectives People Meetings

Decisions ¥

o 6 ltems 3 1 == O v Q  search for a Decision

Pragress Title My Stance Status My Role Decision Phase Due Date Accountable

Selecting a partner for retail in Sweden A Adele will research alternatives... Decide 23/06/2021 Megan Bowen >

@ Moving from Product to Subscription based ... A Let's approve the strategy in t... Propose Megan Bowen >

[ ] Investing in a suitable Marketing Engine for ... R Share Isaiah Langer > o

3. The yellow clock -icon represents

Employee strategy - we have best people, be... A Share 30/06/2021 Megan Bowen >
How to take full advantage of new marketin... A Share 27/07/2021 Megan Bowen > th e d e C I S I O n S yO u a re eX p e Cte d tO g I Ve
Signing an exclusive partnership agreement ... « R We need a reliable and trusted... Decide 23/06/2021 Patti Fernandez >

a stance on.

FINGERTIP.
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a Fingertip Fingertip About

&— Back to Decisions ©

n Decision

Selecting a partner for retail in Sweden
&

Share > Propose Decide
Details People Tasks
Title

Selecting a partner for retail in Sweden

How to give a stance to a decision

Execute

Objectives

Diego Siciliani

DiegoS@mpftdeveloper.onmicrosoft.com

Classification Chatter Files* Relations

Due Date V4 Relevance

23/06/2021

Status
Decision Undecided
Mood

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT p
analysis on the available partners and we will select our partner in a team meeting on 22th of yogress
June. Not Given ]

Created By

Megan Bowen Process Quality

Last Modified By

Megan Bowen

Outcome Quality
Last Modified Time

08/06/2021 13:35 O
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4. After opening the decision item,
you will see a green ”Stance” button.
Review all the contents within the
decision before giving your stance.

FINGERTIP.



How to give a stance to a decision

Give your Stance
Selecting a partner for retail in Sweden

5.You can include a comment with
Y
Final Decision Proposal

| | | | | your stance when you support or
Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT
analysis on the available partners and we will select our partner in a team meeting on 22th of June.

oppose the proposal.

6. Click on the stance you wish to
Comments . L.
s s—— } communicate to the decision owner.

FINGERTIP.
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u Fingertip Fingertip About

&— Back to Decisions ©

n Decision

Selecting a partner for retail in Sweden
o &

Share > Propose > Decide
Details People Tasks
Title

Selecting a partner for retail in Sweden

Decision

Adele will research alternatives and propose a list of potential partners. Ne

Execute

How to give a stance to a decision

Objectives

stor will make a SW(

analysis on the available partners and we will select our partner in a team meeting on 22th of

june.

Close

Classification

Due Date

23/06/2021

Status

Undecided

Progress

Not Given
Created By

Megan Bowen

Last Modified By

Megan Bowen

Last Modified Time

08/06/2021 13:35

Chatter

Dies @mpft ! I
o o
2- | 3: |0
- v
Actions
Filoss Relations
Relevance
Mood

Process Quality

Outcome Quality

108

7. Done. The decision stakeholders
will see your stance, as well as your
optional comment. Just sit back and
wait for the decision to be approved
or rejected.
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Microsoft Teams

u Fingertip Fingertip About

Approve the decision
Selecting a partner for retail in Sweden

Final Decision

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT
analysis on the available partners and we will select our partner in a team meeting on 22th of June.

Comments

Give your comments

How to approve
a decision

FINGERTIP



How to approve a decision

n Fingertip Fingertip About C O
w v

2 Megan Bowen
<_ Back to Decisions @ Meg: @mpftdeveloper.onmicrosoft.com
& Approve Actions |

n Decision (%) 23/06/2021 ? 1 ?

Selecting a partner for retaill______
v v
@ o . ,
Share ) Propose ) Decide ) Execute ) Close & Approve Actions

Details People Tasks Objectives Classification Chatter Files* Relations l . YO U Wi l.l. See a S U m m a ry Of Sta n CeS
in the decision header. Once you are

=h Due Date /S Relevance .
T;Qe‘alecting a partner for retail in Sweden SIS rea dy, yO u Ca n C l. I C k ”Ap p rove 7 to
Decision Gk approve or reject your decision
Mood

Adele will research alternatives and propose a list of potential partners. Nestor will make a SWOT

analysis on the available partners and we will select our partner in a team meeting on 22th of Progress p rO p Osa l.

June.

Not Given @

Created By

Megan Bowen Process Quality
B

Last Modified By

Megan Bowen

Outcome Quality
Last Modified Time

08/06/2021 13:35 @

FINGERTIP.
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B Fingertip Fingertip About

&— Back to Decisions ©

n Decision (%) 23/06/2021

Selecting a partner for retail in Sweden
G V]

Share > Propose > Decide

Details People Tasks

Name Contributio
Megan Bowen
Megans@mpndeveloper.onmicroson.d *

Nestor Wilke
NESIOIW@ MpnRoevaioper.onmicroserTt,

lalas

Adele Vance —
Aggievigmprioeveioper.onmicrosoT.Cco

Diego Siciliani

£gos @Mpnaeveioper.onmICrosor.ce

P09 O

Lidia Holloway

N3H@MPIOSveloper.onmICrosort.co

Execute
Objectives
Stance App

|

| I |

How to approve a decision

Close

Megan Bowen

MeganB@mpftdeveloper.onmicrosoft.ccm

(4] (=)
4 1 0
v v
_& Approve Actions
Classification Chatter Files* Relations
Q, Search Add People
Comment Last Seen

08/06/2021 14:09

X
It's about time we open in Sweden! 08/06/2021 14:00 >4
08/06/2021 14:04 X
R
I'm a bit on the fence here. Maybe we should dot... ~ 08/06/2021 14:06 4
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(&

2. The people tab also shows the
comments from decision participants
for you to review before approving

FINGERTIP.



How to approve a decision

a Fingertip Fingertip About C ®

Approve the decision
Selecting a partner for retail in Sweden

Fina Decision 3. In the approval popup, you can add

Adele yvill research‘alternatives and propose a list of potential partners. Nestor yvill make a SWOT . . .
analysis on the available partners and we will select our partner in a team meeting on 22th of June. a CO m m e nt rega rd I n g yo u r d eC I S I O n
and the click "Approve” or "Reject” to

Comments make the decision.

Give your commen ts

FINGERTIP.
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How to approve a decision

u Fingertip Fingertip About

€, Approved T s

Megan Bsgen

<_ BaCk to DeCIS|°nS (") :‘-.’1"3?‘.]!“.Biftﬂ'l{}?‘(df)‘."v:'f{‘hﬁr anmirrpnenft £

n Decision (V) 23/06/2021 4 1 0

Selecting a partner for retail in Sweden
v W

Share Propose > Decide Execute > Close Actions
Details People Tasks Objectives Classification Chatter Files* Relations
Q Search Add People
Name Centribution Stance Approva Role Comment Last Seen

.rvl1_e_gan> BO\ﬁ/‘er} _ 08/06/2021 14:09

Viegansomig geveloper.onmicrosort.c

e Nestor Wilke s R X
SSIorwWE@ mpnosveioper.onmicroson L}
Adel
!e (dfe Vlance e ﬁ é R It's about time we open in Sweden! 08/06/2021 14:00 b3
B Diego Siciliani :
@ LiegoS@mpraeveloper.onmicrosorco . é R 08/06/2021 14:04 X
idia Holl
‘ﬁ lelé ?Owa¥1;~, MICIOSOTLCO ﬁ -A- R I'm a bit on the fence here. Maybe we should do t... 08/06/2021 14:06 D4
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4. As you see, your decision is now
approved, and you are ready to move
on!
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Microsoft Teams

u Fingertip Fingertip
o

@ Approval
Applying for EU commissions future stars program 01/2022

Requested Approved

People Relations

Approval Type

18 must

Status

Decision / Approval

Due Date 3 Milla Nevanlinna

Konsta Huuki

System Information A

Jaakko Pellosniemi
Created By

s _—
Konsta Huuk Ville Pellosniemi

Created On

Modified By

) Huuki

Modified On

How to create
an approval

FINGERTIP.

114



How to create an approval

1. Click on ’New Decision” on the
Decisions tab and select Approval.
You can do this from any New Item
popup as well. This will open the
New Approval popup.

FINGERTIP.
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How to create an approval

) Fingertip Fingertip Avou C ® 2. Write down the details of the
approval: Title, proposal, approval
type, due date, and the people who
you need to get the proposal
approved.

Requested > Pending

Details

New Approval * Title

Applying for EU commissions future stars program 01/2022

T The type influences how the requested
5 O bl S RS e syl e S st proposal will get approved. After
A N everyone has supported, after any one
. T — approver has supported, or manually,
should the approval requestor hold the
$ Konsta Huuki < @ Anttikauppinen < @ Ville Pellosniemi > o
8 oorstenions % @ Misvowrims % @) Veaiscoutm > power to themselves after receiving
stances.

3. Click create to share the proposal
with the approvers.

FINGERTIP.

116



How to create an approva

a Fingertip Fingertip About C ®

Back Home Decisions

&, Approved

Approval (9 11/19/2021 ° o
Applying for EU commissions future stars program 01/2022

Requested Approved

Actions

People Relations Files Notes

Title Approval Type . 4. DOne! YOU Can nOW S|t baCk and

Applying for EU commissions future stars program Everyone must approve

01/2022 el U O\ Search

- wait for the approvers to give their
Decision / Appl'Oval Approved Name Stance Comment
stances and comments

Locking at the details of the upcoming EU program for Miila Nevanlinna

|

Due Date

early stage startups, we fit all the requ

rements quite

handily. The program offers us a g yortunity to 11/19/2021 12:00 AM

gain investment capital for the early stage of our

Konsta Huuki

| o

business, as well as a chance to network and increase our =
System Information A

ecosystem ties across the continent. The estimated

investment to the application is around 40 hours Jaakko Pellosniemi

spearheaded by Konsta Huuki. The application deadline is Created By
15.12.2021

|

Konsta Huuki

D> HoO

Ville Pellosniemi

|

Created On

11/18/2021 3:18 PM

Modified By

Konsta Huuki

Modified On

11/18/2021 3:18 PM

FINGERTIP.
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Microsoft Teams

2 n Fingertip Fingertip About
o

€— Back to Decisions

o Decision (T 021

Selecting a partner for retail in Sweden

Share Propose Decide

Details

Title

Research alternative partners

Propose a list of potential partners

Make a SWOT analysis of partners from Adele

Organize a meeting on 22nd of June

How to manage tasks

Objectives

Not Started

Not Started

Not Started

Not Started

Classification

Priority

Normal

Normal

Normal

Normal

Chatter

Due Date

16/06/2021

18/06/2021

21/06/2021

22/06/2021

Q_ Search

Actions

Megan Bowen

Megan Bowen

Megan Bowen

Megan Bowen

Relations

In a decision
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ﬂ Fingertip Fingertip About

€&— Back to Decisions @

n Decision  (§) 23/06/2021
Selecting a partner for retail in Sweden

Share > Propose > Decide >
L]
Details People Tasks
Title
@ Research alternative partners

o

Propose a list of potential partners

Make a SWOT analysis of partners from Adele

Organize a meeting on 22nd of June

How to manage tasks in a decision

Execute >

Objectives

Close

Status

Not Started

Not Started

Not Started

Not Started

Classification

Priority

Normal

Normal

Normal

Normal

Chatter

O

Due Date

16/06/2021

18/06/2021

21/06/2021

22/06/2021

rr'ﬁ

Megan Bowen

MeganB@mpftdeveloper.onmicrosoft.com

Files*

Q, Search

Owner

Megan Bowen

Megan Bowen

Megan Bowen

Megan Bowen

119

4, Approved

Relations

C @

. You can add tasks to decision

participants at any stage of the
decision, but it’s the most natural
to start completing them after a
decision is made. Head to the
Tasks-tab and click on ’New Task”
to create a new task.

FINGERTIP.



H Fingertip Fingertip About

V==

New Task

How to manage tasks in a decision

Details

* Title

Evaluate potential retail locations in Sweden

Due Date (|

2/8/2022

Tags (i)

2. Create an actionable task, set a due
date, priority and assignee, and click
save. Any additional details may be
written to the description box. You
can also set tags or already change
the task status.

FINGERTIP.
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How to manage tasks in a decision

n Fingertip Fingertip About C ®

o Vo n Frogress
S :
. —
. Details

Waiting for someone else
*Title

Edit Task

Evaluate potential retail locations in Sweden

Description (|

s 3. To update task status, just click on

s = the task in the list and select a stage
o - from the popup. Your task status will

O rac v s : be instantly visible to everyone!

Tags (0

Assigned By (1

Konsta Huuki on 1/5/2022 2:03 PM

v
Save

FINGERTIP.
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Microsoft Teams

¢ ﬂ Fingertip Fingertip About
o

&— Back to Objectives

Objective (O 2 0
Find 8 potential retail partners in Sweden

Not Started In Progress Actions

Details Classification History Relations

Find 8 potential retail partners in Sweden )21 Q0: Progress 50% Complete

Title Start Date

Description

Owner
Status

Megan Bo
On Track

Initial Value

Target Value
8

Current Value
4

How to manage objectives
In a decision

FINGERTIP.
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How to manage objectives in a decision

New Objective
Objective details

* Title

Sign a retail partner by the end of September

Start Date * Due Date

8/27/2021 9/30/2021

Objective Status Priority

Mot Started MNormal

* Initial Value

0

Description

1. Create objectives for your
decisions in the objectives tab.

2. Select New Objective and set a
target you want to reach

3. Fill in the rest of the details

FINGERTIP.
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How to manage objectives in a decision

New Objective
Objective details

Start Date
09/06/2021

* Due Date

3. Fill in the rest of the details

FINGERTIP.
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ﬂ Fingertip Fingertip About

¢&— Back to Decisions @

n Decision () 23/06/2021

Selecting a partner for retail in Sweden

Share > Propose >

Details

People

Title
Find 8 potential retail partners in Sweden

Sign a retail partner by the end of September

Decide

Tasks

>

How to manage objectives in a decision

Execute >
Objectives
Progress
0%
100%

Close

Classification

Status

Not Started

MNot Started

Chatter

Priority

MNormal

Normal

Files*

O Q_ Search

Due Date
21/06/2021

9/30/2021

125

&
o

Megan Bowen
MeganB@mpftdeveloper.onmicrosoft.com

4, Approved

[+ ] [ ]
4 1 0
w k4
Actions
Relations

New Objective

Owner
Megan Bowen X >
Konsta Huuki X >

4. Objectives will be visible to
everyone in the decision. To update
an objectives progress, click on it to

open the objective item.

FINGERTIP.



How to manage objectives in a decision

ﬂ Fingertip Fingertip About O @

€— Back to Objectives

n Objective (O 21/06/2021 00:00 O
Find 8 potential retail partners in Sweden
@ @
Not Started > In Progress > Close Actions
On Track
Details Behind Classification History Relations
5. Update the objectives status by
Title Start Date

Aligned

Find 8 potential re___, 09/06/2021 00:00 Progress 0% Complete CliC ki n g O n th e Se p a rate Sta ges i n th e
Description Due date s life CyC le .

21/06/2021 00:00

Owner
Status
Megan Bowen
On Track 1
Initial Value
0 0.5

Target Value

8
0
2
Current Value =
=
0 2,
>
-

FINGERTIP.
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ﬂ Fingertip Fingertip About

€&— Back to Objectives

n Objective (O 21/06/2021 00:00
Find 8 potential retail partners in Sweden

o

Not Started > In Progress > Close

Details Tasks Classification

Title

Find 8 potential retail partners in Sweden

Description

Owner

Megan Bowen

How to manage objectives in a decision

History Relations

Start Date
09/06,/2021 00:00

Due date
21/06/2021 00:00

Status
MNot Started

Initial Value
0

Target Value
8

Current Value
0

O

Actions

Progress 0% Complete

6. To update the objective value, click
on "New value”

1.5

0.5

FINGERTIP.
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How to manage objectives in a decision

m New Objective Entry
New Objective Value

* New Value

* Entry Date

I 7. Enter the updated value for the
objective, as well as the date it was
achieved on

Konsta Huuki

Comment

FINGERTIP.
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How to manage objectives in a decision

ﬂ Fingertip Fingertip About O O

<— Back to Objectives

n Objective (O 21/06/2021 00:00 O
Find 8 potential retail partners in Sweden
w w
o o
Not Started > In Progress > Close Actions
Details Tasks Classification History Relations

Tite 8. Done! The chart will visualize your
Find 8 potential retail partners in Sweden 09/06/2021 00:00 Progress 50% Complete . . .
objective process over time.

Description Due date
21/06/2021 00:00

Owner 4
Status

Megan Bowen
On Track

Initial Value
0

Target Value
8

Current Value

e %

4 R, 2
> >
-

FINGERTIP.
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Microsoft Teams

n Fingertip Fungerte

MS Planner

New Task
Task details

* Subject

Compare altermnative lsadership paradigms for next years strategy planning

Friority

Normad

St (D

Not Started

Dus Date

08N72021

Assign to

Meqan Bowen

Dexcrption

How to create
a task

FINGERTIP.
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B Fingertip Fingertip About

Home Decisions Tasks

" Tasks =

- —
- m— 19 ltems

To Do (12)

Investigate competitors' latest strategic moves

Mo relations

@ 27/08/2021

9 Megan Bowen

Qualify new supplier for sustainable materials

Building an advanced Gamification Engine for Brooklyn

© 27/03/2021

9 Megan Bowen

Organize a meeting to decide the partner

Selecting a partner for retail in Sweden

@ 22/07/2021

9 Megan Bowen

Write invitation letter to universities

s

ACME annual student competition in 2021

@ 08/07/2021

@ Megan Bowen

Objectives Meetings Plans

In Progress (2)

Evaluate potential retail locations in Sweden

Mo relations

© 21/08/2021

Megan Bowen

Define value proposition

Mo relations

@© 15/04/2021

9 Megan Bowen

How to create a task

People

L

) Y Q_  Search for a Task

Done (5)

Contact Leroy about the ACME partnership

O 0s/07/2021

Megan Bowen

Make Ul Design

Mo relations

@ 27/03/2021

9 Megan Bowen

Compare alternative leadership paradigms for next ye...

T 08/07/2021

Megan Bowen

Test Fingertip functionalities

Mo relations

@ 20/03/2021

Q Megan Bowen m
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1. Create a new general task from the
home page or the Tasks tab by

clicking on "New Task”

FINGERTIP.



How to create a task

ﬂ Fingertip Fingertip About

-

©  m— Details

*Title

New Task —— B 2. Submit the required details:

I Subject, task owner and due date.
e Select whether you want to make the
o - task public to everyone, and add

® Advenced
privacy © s @ more details in the description if

O rublic Not Started v 3/23/2022
. Private T needed.

Priority Tags O

3. Click ”"Create” and you’re done!

FINGERTIP.
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Microsoft Teams

n Fingertip Fungerte

oy Edit Task
lask details
In Progress
' Sutyet

Comparea ‘WHIng L samecne sl ns for next years strategy planning
Friority
Normal
Status
Not Staned
Progress
Not Given
Cwner
Meagan Eowen
Oue Date

G8R72021

How to update
a task

FINGERTIP.
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n Fingertip Fingertip About

s

Edit Task

Task Format (@

D Basic
® Advanced

Privacy (O
O public

® rrivate

Details
Waiting for someone else

*Title (0

How to update a task

Compare alternative leadership paradigms for next years strate

Description (i

*Status

Mot Started

Due Date (1)

3/23/2022

Tags (1)
|:i—'|

Assigned By (1)

Konsta Huuki on 1/5/2022 2:08 PM

1. Open atask you want to update
from the Kanban view in the Tasks
tab.

2. Click on another stage on the life
cycle, and select if the task is being
done by you, or if you’re waiting
on someone else.

You can also use the "Status” drop
down menu to select current stage.

Save

FINGERTIP.
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How to update a task

Details

*Title (0

Compare alternative leadership p

Description (1)

3. To complete a task, openit and

click onthe "Done” stage, and select

o if the task was completed, deferred or
M Eu - = cancelled.

Tags (1)
|:i—'|

Assigned By (1)

Konsta Huuki on 1/5/2022 2:08 PM

Save

FINGERTIP.
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ﬂ Fingertip Fingertip About

() Task status updated

- Tasks w»
« amm 20 ltems

To Do (12)
Investigate competitors' latest strategic moves

lations

m

[ 27/08/2021

9 Megan Bowen

Qualify new supplier for sustainable materials

Building an advanced Gamification Engine for Brooklyn

& 27/03/2021

g Megan Bowen

Organize a meeting to decide the partner

Selecting a partner for retail in Sweden

@ 22/07/2021

g Megan Bowen

Write invitation letter to universities

A

annual student competition in 2021

@ 08/07/2021

Q Megan Bowen

In Progress (2)

Evaluate potential retail locations in Sweden

Mo relations

& 21/06/2021
9 Megan Bowen

Define value proposition

& 15/04/2021

g Megan Bowen

How to update a task

Done (6)

Compare alternative leadership paradigm for next yea...

Mo relations

O 07/09/2021

e Megan Bowen

Contact Leroy about the ACME partnership

O 06/07/2021

e Megan Bowen

Make Ul Design

@ 27/03/2021

e Megan Bowen

Compare alternative leadership paradigms for next ye...

Mo relations

O o08/07/2021

e Megan Bowen
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4. The Kanban view on the Tasks tab
visualizes your task progress
instantly!
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Microsoft Teams

n Fingertip Fieysiup

Objectives

Find 8 potential retall partrers in Sweden
Sign a retiet partner by the end of Jine

Recruit 38 new sales reps m Q2/200 330 Bowey
15 subscnption customers by start of 2022 Megan Bower
Create the Go-To-Market (GTM) Strategy Plan Leroy Plumiey
Perfoem Market Anafysis Leray Plumiey
Increase team size to 60 people by the end of the

Pantl Fes

Sign 15 new customers in Southem Ewope in Q2/2

Fattl Fernande
Reach 1000 Foliowers in social media MNestor Wike
Budget spent 80k by Q3 Isalsh Langer
Number of ACME lifecycle servce agreements

Nestar |

How to create
an objective

FINGERTIP



ﬂ Fingertip Fingertip About

Home

Progress

Decisions Tasks

Objectives

Objectives

T ltems

Title

Identify 5 highly potential retail partners

Sales through selected retail partner exceed 100k€ by ...

Sign a retail partner by the end of June

Publish 3 articles in globally recognized medical journ...

Find 8 potential retail partners in Sweden

Recruit 18 new sales reps in Q2/2021

15 subscription customers by start of 2022

Meetings

Frogress

How to create an objective

Plans

20%

%

100%

33%

50%

72%

13%

People

Status

On Track
Not Started
Not Started
Critical

On Track
On Track

Aligned

More

Normal

Normal

Normal

Normal

Normal

Normal

Normal

e

v

Q. Search for a Objective

31/12/2021

30/06/2021

31/12/2021

30/06/2021

01/01/2022

138

New Objective

Owner

Megan Bowen >
Megan Bowen >
Megan Bowen >
Megan Bowen >
Megan Bowen >
Megan Bowen >
Megan Bowen >

1. Create a new general objective
from the home page or the Objectives
tab by clicking on "New Objective”

FINGERTIP.



How to create an objective

New Objective
Objective details

People

Publish 3 articles in globally recognized medical journals by the end of 2021 2' Inse rt the reqUired inputS: Title,
start date, due date, initial value,
31/08/2021 31/12/2021

target value and current value. You
can also put additional details in the
description field.

FINGERTIP.
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How to create an objective

New Objective
Objective details

3. Select who to share the objective
A e with - who are responsible alongside
you to ensure the objectiveis
reached.

FINGERTIP.
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How to create an objective

ﬂ Fingertip Fingertip About O O

<— Back to Objectives

n Objective (O 31/12/2021 00:00 O
Publish 3 articles in globally recognized medical journals by the end of 2021
o o
Not Started > In Progress > Close Actions
Details Tasks Classification History Relations
3. Done! Remember to update the
Title Start Date

Publish 3 articles in globally recognized medical journals by the end of 01/06/2021 00:00 Progress 0% Complete O bj eCtive Va lu e tO let peo p le kn OW

2021

Descrptio pue date how you’re progressing.

31/12/2021 00:00

Owner Status

Megan Bowen Critical 1
Initial Value
0 0.5

Target Value

3
0
%
Current Value =
o
0 2
>
-

FINGERTIP.
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Microsoft Teams

¢ n Fingertip ningersy
o

€— Back to Objectives

| Obpective
Publish 3 articles in globally recognized medical journals by the end of 2021

-
s
Not Started I Progress Close

Send first article to review

How to use key results
for an objective

FINGERTIP.
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How to use key results for an objective

B Fingertip Fingertip About C @

Back Home Objectives

Objective (0 31/12/2021 0

Publish 3 articles in globally recognized medical journals by the end of 2021
V]

Not Started > In Progress > Close Actions

Details People Tasks Feed Key Results More v

Progress 0 % () Q@ Search Add Key Result

Progress Title Curren t Target Progress Type of Target Due Date Owner

1. If you’re following the OKR
methodology, you can add Key
Results to your objective from the
Key Results tab

FINGERTIP.
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How to use key results for an objective

New Objective
Objective details

Details eople

* Title

Proofread article #1

2. Press the add key results button,
511082021 insert a title for your key results, set
the timing, and select a type of target
Tl you are looking to achieve.

Number

FINGERTIP.
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How to use key results for an objective

New Objective
Objective details

Details People

Megan Bowen

3. Set the accountable and press
Create to share the key result with
other people responsible for the
objective

FINGERTIP.
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How to use key results for an objective

Objective (0 21/12/2021 3
Publish 3 articles in globally recognized medical journals by the end of 2021
w e
v
Not Started > In Progress > Close Actions
Details People Tasks Feed Key Results More W

progrs O & searh 4. Done! Key result progresses are
U calculated towards the objective's
Proofread article #1 - - 0% True/False 30/09/2021 Megan Bowen tOtal prOgreSS.

FINGERTIP.
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Microsoft Teams

¢ n Fingertip ningersy
o

€— Back to Objectives

| Obpective
Publish 3 articles in globally recognized medical journals by the end of 2021

-
s
Not Started I Progress Close

Send first article to review

How to manage tasks
In an objective

FINGERTIP.
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Objective (U 31/12/2021

Publish 3 articles in globally recognized medical journals by the end of 2021

@

Not Started > In Progress

Details People

Subject

[5  Send article #1 to review

>

Close

Tasks

How to manage tasks in an objective

Feed

Status

Not Started

Key Results

More ~

O Q Searc

Due Date

29/09/2021 00:00

148

1. You can add tasks related to an

objective directly within the item.

Megen Bowen x Head to the Tasks-tab and click on
"New Task” to create a new task.

FINGERTIP.



ﬂ Fingertip Fingertip About

e

New Task

Task Format @
O Basic

@ Advanced

Privacy O

Q Ppublic
@ rrivate

How to manage tasks in an objective

Details

*Title

Contact potential publishers for article #2

Description

Describe the Task

* Status |

Not Started

v

Due Date (|

2/10/2022

Tags ()

2. Create an actionable task, set a due
date, priority and assignee, and click
save. Any additional details may be
written to the description box.

FINGERTIP.
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ﬂ Fingertip Fingertip About

e

New Task

Task Format @
O Basic

@ Advanced

Privacy O

Q Ppublic
@ rrivate

How to manage tasks in an objective

Details
Waiting for someone else

*Title

Contact potential publishers for article #2

Description

Describe the Task

* Status |

Not Started

v

Due Date (|

2/10/2022

Tags ()

3. To update task status, just click on
the task in the list and select a stage
from the popup. Your task status will
be instantly visible to everyone!

FINGERTIP.
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ﬂ Fingertip Fingertip About

e

New Task

Task Format @
O Basic

@ Advanced

Privacy O

Q Ppublic
@ rrivate

How to manage tasks in an objective

Details

*Title

Contact potential publishers for article #2

Description

Describe the Task

* Status |

Not Started

v

Due Date (|

2/10/2022

Tags ()
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4. To complete a task, just click on the
task in the list and select a closing
condition for the task.
Congratulations! Task complete.
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Microsoft Teams

. u Fingertip Fugerty

o

¢~ Back to Meetings

Maeeting Ag."d.

Leadership Team meeting 05/2021
o Groetings and agenda approval

Strategy folfowup: Innovation Strategy by saiah

X Deading. Marketing Automation Matform
Description

Staet Time End Time

o Sales reporting: Life Cycle services

Created By Created On

QO

Modified By Moddied On

o Topics outside of agenda

How to create
a meeting

FINGERTIP.
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Create a meeting to engage with people and to set the agenda

n Fingertip Fingertip About

~ New Meeting
" Meeting details

Details People

* Subject

Leadership team meeting 11/2021

and discuss ongoing projects, make strategic decisions.

11/18/2021 1 16 v : 0 v — 11/18/2021

153

. Create a new meeting from the

home page or the Meetings tab by
clicking on New Meeting

. Enter the required details: Subject,

description, start and end time

. Choose, whether you want to

create and send a calendar invite
when creating the meeting (you
can also do this later)

. Click on the People tab to invite

people to the meeting (you can
also do this later)

FINGERTIP.



Create a meeting to engage with people and to set the agenda

n Fingertip Fingertip About C ®

New Meeting
Meeting details

Details People

5. Select the people you wish to join
o you in the meeting and agenda

Responsible(s)

§ Jaakko Pellosniemi < F : - CreatiOn

Search for a user or tea

tormed | 6. Click Create to share the meeting
s with the participants and start
collaborating in agenda creation

FINGERTIP.
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ﬂ Fingertip Fingertip About

Back Home Meetings

Meeting

Leadership team meeting 09/2021

Preparation > Meeting >
Details People
Title

Leadership team meeting 09/2021

Description

Create agenda items and relate business objects

Follow-up >

Agenda

Close

Reporting on strategic projects and objectives, deciding on key steering points.

Meeting Link

Create calendar invite

Start Time
9/8/2021 12:00 PM

More

End Time
9/8/2021 1:00 PM

Actions

Add Item

The meeting agenda is empty. Add items by selecting "Add Item"

155

5. You have now created and shared
a meeting. Everyone invited is able
to see and add items to the
meeting agenda.

6. You can also edit the details and
send an invite to the participants
from the details tab on the left
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Create agenda items and relate business objects

n Fingertip Fingertip About C ®

New Agenda Item

Select a record

7. Create new agenda items using
Strategy followup: Innovation strategy the Add item button

Description

8. Enter a title, description, relate
ousiness objects (tasks, decisions,
nlans, meetings, objectives or
inks), set up the expected
duration and assignee for the
agenda item

FINGERTIP.
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Create agenda items and relate business objects

9. You can also create new business
objects within the New Agenda
[tem menu using the New Iltem
button

10.Select the item type and fill the
relevant details from the popup
menu.

FINGERTIP.
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Create agenda items and relate business objects

E Fingertip Fingertip About C ®

New Agenda Item
Select a record

Title

Strategy followup: Innovation strategy

Description

Looking at the objective progress and recent milestones in our innovation strategy

11.Click Add to include the item to
S your agenda.

Decisions v Find Decisions

n Innovation strategy

Duration Assigned To

00 “  hour(s) 10 ' minute(s) Patti Fernandez

FINGERTIP.
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Build the agenda for the meeting and sent the calendar invite

Meeting O v
Leadership team meeting 09/2021
Preparation > Meeting > Follow-up > Close
Details People More
Title

Leadership team meeting 09/2021

Description

Meeting Link

Create calendar invite

Start Time End Time
9/8/2021 12:00 PM 9/8/2021 1:00 PM

More ~~

Reporting on strategic projects and objectives, deciding on key steering points.

Agenda

1  Greetings and agenda approval

Mo description
Mo related items
2  Strategy followup: Innovation strategy

Loaking at the obj
n Innovation strategy

3  Deciding: Marketing automation platform

n Selecting the best Marketing Autamation Platform

4 Objective progress: Employee satisfaction

atisfaction has changad during the follow-up perio

Loaking how Ay
n Employes satisfaction scrora im

proves +2,0 by end of Q3 2027

159

Actions

Leroy Plumley <>

Patti Fernandez

Leroy Plumley *"1

12.All participants can collaboratein
adding and editing the agenda
items to collaborate also before
and after the meeting

13.Use the life cycle and status
indicators on the top left to
communicate current meeting
stage and progress even faster.
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Microsoft Teams Q, Search

£ n Fingertip Fingertip About

Activity

6)

Calendar
New Plan
Plan details

Details People

Fingertip
*Name

Steering Group Strategic Decisions 2021

Process

--None--

Description

Important decisions regarding ACME's strategy execution.

How to create
a hew plan

FINGERTIP.
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How to create a new plan

e

Ac‘%}:‘w n Fingertip Fingertip About C @
S)
Chat Home Decisions Tasks Objectives Meetings Plans People More -~
w)]
Plans
o v a swooere ([N
S
= Prograss Title Phase Start Date End Date Accountable
O
e o Marketing plan and backlog Q3/2021 Phase 01/07/2021 00:00 30/09/2021 00:00 Megan Bowen v
=in;:r‘ti|: o Product Strategy: Hercules 2021 Phase 06/07/2021 00:00 23/08/2021 00:00 Lidia Holloway w
o ACME Product strategy 2021 Phase 17/02/2021 00:00 28/11/2021 00:00 Lidia Holloway ~
M M » »
ACME Strategy 2021 Phase 01/01/2021 00:00 31/12/2021 00:00 Lidia Holloway ~ l ° Sta rt by C l, I C kl n g N eW P la n ’ fo r
53]
Apps
Help

FINGERTIP.
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How to create a new plan

Pl et 2. Enter the Name and Description of
the Plan. Be unique and specific!

3. Click Next or head to the People
tab to invite collaborators.

Note: Current version only supports a
default 3-phase process, but more
and customizable processes are on

the way!

Important decisions regarding ACME's strategy execution

FINGERTIP.
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How to create a new plan

[ tevpn 4. By default, you are the
accountable for Plans you create.

Invite here the people you need to

share and collaborate in the plan

with

- Responsibles (able to edit)

- Informeds (able to view)

Details

% 2 Leroy Plumley

& Patti Fernandez &' Alex Wilber > Ve Adele Vance

Search user or group.. ) 5. Click Next or Timing -tab to
continue

FINGERTIP.
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How to create a new plan

New Plan
Plan details

Details Peaple

6. Set the start and end dates for
o0 , when you expect the
Plan/Project/Portfolio to be active.

31/12/2021

7. Click Create to share the Plan with
the invited people

FINGERTIP.
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How to create a new plan

Microsoft Teams

ey ﬂ Fingertip Fingertip About C @
@ Back Home Plans

Chat

[=]=0]

TEEJ;S O Plan (9 01/01/2021 00:00 - 31/12/2021 00:00

Steering Group Strategic Decisions 2021
w b
Calendar
Not Started > In Progress > Completed Actions

Calls

|@ Items Detail Peopl Feed

Relatios ore 8. Done!You can all now start adding
o e % O content, tasks, goals, send
messages and more within the
plan.

FINGERTIP.
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Microsoft Teams Q Search

a B Fingertip Fingertip About

Activity

Add Item
Add exisitng or create new items in this Plan

EFind Objectives

Objectives v

Identify 5 highly potential retail partners

Sales through selected retail partner exceed 100k€ by the

end of 2021
Sign a retail partner by the end of June

Publish 3 articles in globally recognized medical journals
by the end of 2021

Find 8 potential retail partners in Sweden

Recruit 18 new sales reps in Q2/2021

How to add
existing items to a plan

FINGERTIP.
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How to add existing items to a plan

Microsoft Teams

ey ﬂ Fingertip Fingertip About C @
@ Back Home Plans
Chat
TE?ES O Plan (D 01/01/2021 00:00 - 31/12/2021 00:00
Steering Group Strategic Decisions 2021
w b
o Not Started > In Progress > Completed Acti
&
Calls
|@ Items Details People Feed Relations More .
R 1. To add itemsto the Plan, start by
View:  Decisions v e / €m
clicking the Add Item button to the
top right of the items list
aa)
Apps
@
elp

FINGERTIP.
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How to add existing items to a plan

Add ltem

Add exisitng or create new items in this Plan

2. When adding existing items you
need to first select the item type

from the left-most dropdown
menu
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How to add existing items to a plan

B Lo o esenenemsin s 3. The middle menu shows the most

S ; recent items of the selected type.
cency  highly potentl retal partners ‘ You will only see items shared to
Lot you. You can also type the name or
s e e a keyword from the item you want

Publish 3 articles in globally recognized medical journals f 1 d 1
by the end of 2021 tO I n It.

Find 8 potential retail partners in Sweden

Recruit 18 new sales reps in Q2/2021

FINGERTIP.
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How to add existing items to a plan

Add Item
Add exisitng or create new items in this Plan

N 4. You can add multiple item types

n Publish 3 articles in globally recognized medical journals by the end of 2021 Si m u lta n eo u S ly tO yo u r p la n R W h e n
n How to create impactful explainer videos for new potential leadership customers? yo u ) re h a p py W i t h yo u r Se lecti O n ,
n Building an advanced Gamification Engine for Brooklyn . Y] 1}

 Leadership Team meeting 08/2021 C l I C k Ad d I te m S

FINGERTIP.
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How to add existing items to a plan

Microsoft Teams

Ac%w ﬂ Fingertip Fingertip About .

@ Back Home Plans

(o) -
O O Plan (1 01/01/2021 00:00 - 31/12/2021 00:00 Y

Steering Group Strategic Decisions 2021

Caaf Not Started g > In Progress > Completed v;ﬁu:‘ciona: - 5 ’ D O n e ! YO u r ite m S a re a d d ed tO th e

items list.

? Items Details People Feed Relations More
les [ ] ° °
Tip: You can also expand single items
== View:  Decisions ~ EC 'C_;'
Fingertip f t h t h l. ft t
Frogress teern Name Type Trend Comrnent Stafus Stances Due Date Accountable ro m e a rrOW O n e e O Se e
R R ) o L ] L ]
[ ] e Leadership Team meeting 08/2021 Meeting Ll Lidia Holloway re la te d I te m S to th a t I te m !
e n Building an advanced Gamification Engine ... Decision Undecided 0131 03/07/20210... Leray Plumley v
2} Publish 3 articles in globally recognized...  Objective Critical 31/12/2021 00:00 Megan Bowen T Tk C h t h d f .t
E Qualify new supplier for sustainable ma...  Task 27/03/2021 00:00 I p i a n ge e O r e r O yo u r I e m S
Monthly Marketing meeting June 2021 Meeting Preparation 24/06/2021 09:00 Isaiah Langer f t h I h t h d . d
n 2022 Exhibition participation Decision 30/07/2021 00:00 Isaiah Langer ro m e rl g a n S I e J
b n How to create impactful explainer videos f... Decision Approved 0131 12/07/2021 2... Patti Fernandez ~
@ > D Publish 2 articles in globally recognized m... Objective Mot Starte 31/12/20210... Megan Bowen v

Apps

Help
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Microsoft Teams

n Fingertip Fingertip About

Leam More

How to create
new Iitems to a plan

Create New Business Item

Approval

Get an approval to your decision by
following a simple fifecycle.

a Plan

Gather items together for projects or
structured processes.

Share a link to anywhere in the Internet.

‘, Decision

Write a problem statement, propose,
decide and execute.

Meeting

Create a digital agenda for your meeting
with items tied to concrete Fingertip
objects.

172

. Task

Write down something you need to get
done, and when it needs to be done.

m Objective

Create goals that you can prioritize,
categorize and discuss.

FINGERTIP.



How to create new items to a plan

n Fingertip Fingertip About C ©
Back Home Plans
E) plan  © 1/1/2021 12:00 M - 12/31/2021 12:00 AM O
Steering Group Strategic Decisions 2021
v v
Not Started > In Progress > Completed Actions

Items Details People Feed Relations More v
3| O Add Item l N : d f h
S i
. New Items are created from the
Progress item Name Type Trend Comment Status Priority Due Date Accountable f h
same menu from where you add
[ v 4 How can we improve D&I in 2022 hiring strategy Decision a Share Normal 11/30/2021 Jaakko Pellosnie... LIV
L ] L ] L ]
[ ]
. . | . existing ones: Click Add Item.
@ > Im Increase diversity in applicant pool for m... Objective > Aligned Normal 3/31/2022 Milla Nevanlinna
> = Arrange internal forum sessions for I&D ... Task In Progress High 11/3/2021 Milla Nevanlinna
> 7= Improve internal dahsboard visibility to c... Task Waiting on s... Medium 11/2/2021 Jaakko Pellosnie...
> & Increasing diversity 2022.pdf File None None Konsta Huuki
> @ ACME: Purchasing new hardware for the UX pro... Decision Approved Normal 11/9/2021 Konsta Huuki Tl v
& > @ ACME: Hiring 2 UX designers to respond to the ... Decision A Share Normal 11/10/2021 Jaakko Pellosnie... T 1 v
> Steering group strategy meeting 8/2021 Meeting A Preparation None 8/23/2021 Konsta Huuki T4y
S > @ Acquiring Cloud Inc. to address the growing hy... Decision M Close Normal 9/13/2021 Konsta Huuki T »
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How to create new items to a plan

Add Item

Add exisitng or create new items in this Plan

2. Instead of touching the search
attributes, click the New Item
button on the right

FINGERTIP.
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n Fingertip Fingertip About

Learn More

How to create new items to a plan

Create New Business Item

Approval

Get an approval to your decision by
following a simple lifecycle.

Gather items together for projects or
structured processes.

Link

Share a link to anywhere in the Internet.

n Decision

Write a problem statement, propose,
decide and execute,

Meeting
Create a digital agenda for your meeting,

with items tied to concrete Fingertip
cbjects.

Write down something you need to get
done, and when it needs to be done.

m Objective

Create goals that you can prioritize,
categorize and discuss.
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3. Select the item type. In this
example, we will go with Task.
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How to create new items to a plan

Details
*Title

Investigate competitors’ latest strategic moves

Description (1)

Task Format @) Describe the Task

. 4. Add the relevant details as
e explained in the other step-by-
step guides, and click Create.

Privacy © Due Date (|

O Public Not Started Vv 1/6/2022

@ rrivate

Tags (i

FINGERTIP.
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How to create new items to a plan

Add ltem

Add exisitng or create new items in this Plan

RO SO W — 5. The item has been created, and
will be added to the Plan, once you
press the Add Items button.

FINGERTIP.
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How to create new items to a plan

n Fingertip Fingertip About C &
Back Home Plans
u Plan (® 1/1/2021 12:00 AM - 12/31/2021 12:00 AM O
Steering Group Strategic Decisions 2021
- v
Not Started > In Progress > Completed Actions

Items Details People Feed Relations More v

X O Add ltem

6. Done! The newly created item has
> %= Investigate competitors' latest strategic moves Task Not Started None 1/6/2022 Konsta Huuki $ ¥ b ee n a d d ed to yo u r p la n .

& v 4 How can we improve D&I in 2022 hiring strategy Decision A Share Normal 11/30/2021 Jaakko Pellosnie... T 1 v
> Im Increase diversity in applicant pool for m... Objective 2> Aligned Normal 3/31/2022 Milla Nevanlinna
> = Arrange internal forum sessions for I&D ... Task In Progress High 11/3/2021 Milla Nevanlinna
> = Improve internal dahsboard visibility to c... Task Waiting on s... Medium 11/2/2021 Jaakko Pellosnie...
> & Increasing diversity 2022.pdf File None None Konsta Huuki
> @& ACME: Purchasing new hardware for the UX pro... Decision Approved Normal 11/9/2021 Konsta Huuki T Y
& > @ ACME: Hiring 2 UX designers to respond to the ... Decision A Share Normal 11/10/2021 Jaakko Pellosnie... T | v
> Steering group strategy meeting 8/2021 Meeting A W Preparation None 8/23/2021 Konsta Huuki T4 v
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Jaakko Pellosniemi
Founder

Fingertip aids leaders in what matters most,
and helps companies like yours to succeed in

F' t O . . . .
ja:gl%lfgcg’ingertip.ﬁ daily leadership and communication.

+358 40 5011004
www.fingertip.org
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https://twitter.com/fingertipltd
https://www.facebook.com/fingertipltd
https://www.linkedin.com/company/fingertip-ltd-/
https://www.fingertip.org/

