Fingertip Quick Start Guide

Transformational Leadership on the most advanced Microsoft Teams application.
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Easy way to Lead

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

FINGERTIPR
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Microsoft Teams
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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

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
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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



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



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
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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)

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.
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Pin Fingertip to your interface

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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Basics

How to add Fingertip to your Microsoft Teams interface

How to add Fingertip to a Teams channel as a tab

Using the Fingertip Home Page

FINGERTIP
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https://help.fingertip.org/hc/en-us/articles/4405063062546-How-to-add-Fingertip-to-your-Microsoft-Teams-interface
https://help.fingertip.org/hc/en-us/articles/4405063080850-How-to-add-Fingertip-to-a-Teams-channel-as-a-tab
https://help.fingertip.org/hc/en-us/articles/4405070161426-Using-the-Fingertip-Home-Page

Decision making
& Approvals

= Example decisions:

= Which supplier to choose?
= Do we allow a refund?

= Should we investin X?

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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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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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

14

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



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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Decision Making - help materials

Introduction to decisions in Fingertip for Microsoft Teams

Flements of the Decisions Tab

The Decision record page insights

How to create a decision

How to propose a decision

How to give a stance to a decision

How to approve a decision

How to manage tasks in a decision

How to manage objectives in a decision

FINGERTIP
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https://help.fingertip.org/hc/en-us/articles/4405747568018-Introduction-to-decisions-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4405740318994-Elements-of-the-Decisions-Tab
https://help.fingertip.org/hc/en-us/articles/4405740499602-The-Decision-record-page-insights
https://help.fingertip.org/hc/en-us/articles/4405740068114-How-to-create-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740086418-How-to-propose-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740124178-How-to-give-a-stance-to-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740147986-How-to-approve-a-decision
https://help.fingertip.org/hc/en-us/articles/4405744193554-How-to-manage-tasks-in-a-decision
https://help.fingertip.org/hc/en-us/articles/4405744336146-How-to-manage-objectives-in-a-decision

Approvals - help materials

Elements in the New Approval popup

Approval record page insights

How to create an approval

FINGERTIP
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https://fingertipteams.zendesk.com/hc/en-us/articles/4414530248978
https://fingertipteams.zendesk.com/hc/en-us/articles/4414530233362
https://fingertipteams.zendesk.com/hc/en-us/articles/4414528506770

V=

Task Management

= Example tasks:

= Write invitation to event
= Update terms and conditions

= Create list of defined user personas

18

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



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

19

and their status. Most
recently changed appear on
top.
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Task Management - help materials

Introduction to Tasks in Fingertip for Microsoft Teams

Flements of the Tasks tab

Elements of the New task popup

How to create a task

How to update a task

FINGERTIP
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https://help.fingertip.org/hc/en-us/articles/4406388445202-Introduction-to-Tasks-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406388500242-Elements-of-the-Tasks-tab
https://help.fingertip.org/hc/en-us/articles/4406388576018-Elements-of-the-New-task-popup
https://help.fingertip.org/hc/en-us/articles/4405946859282-How-to-create-a-task
https://help.fingertip.org/hc/en-us/articles/4405952153362-How-to-update-a-task

Ine

Objectives

= Example objectives:

= Become the leading X manufacturerinyY
= Improve customer approval rate by 30%

= Start partnership activities in Z countries

OBJECTIVE.

Ensure focus and alighment with Fingertip Objectives

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

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

A comprehensive, holistic system for managing objectives

and linking them to daily operations.

Boost motivation and engagement in employees and
increase organizational performance.

21
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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.

22
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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

Elements in the Objective item

< @ -
Ac%{) n Fingertip Fingertip About @ C ©
. Back Home Objectives
oz
Q Objective (U 6/30/2022 Product X ®
Calendar . . . .
o New launched product top 5 in Nordics in its category by the end of H1/2022
& v v
Calls o \ 0
—0 Not Started 2 In Progress 2 Close Actions
=
Fingertip Py Details People Tasks Feed Key Results More v
—
Title Status m
New launched product top 5 in Nordics in its category by the end of Critical Progress 62% Complete
H1/2022 O s
Start Date
Description i 3 80
3 8/11/2021 12:00 AM
We are hoping to get a brilliant start and get our new product to become 70
one of the most recognized brands among competitors as fast as we can. We Due date . ¢
60 —
are complementing this with aggressive partnerships and marketing. 6/30/2022 12:00 AM //Q/ \
50 = \
Owner Initial Value 0 f’ \\
Konsta Huuki 0 /
° 30 /
Target Value 5 4 \
100 / &
10 /
Current Value y o
62 7 7 2, K < 2
%, 2, % % % &
@B 2, %, 2, 2 2 %
Apps
Help
Objective details Plan details

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

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

23

Refresh button, status indicators
and action menu

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

Decoration image
Use one of the presets or upload
your own to customize the object

New value button
Update the current objective
progression

Progress bar and chart
Show the status towards your target
as well as historic progress

FINGERTIP



Objectives - help materials

Introduction to Objectives in Fingertip for Microsoft Teams

Elements of the Objective Tab

Elements in the Objective item

New Objective popup

How to create an objective

How to use key results for an objective

How to manage tasks in an objective

FINGERTIP
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https://help.fingertip.org/hc/en-us/articles/4406393633938-Introduction-to-Objectives-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406393668754-Elements-of-the-Objective-Tab
https://help.fingertip.org/hc/en-us/articles/4406388776210-Elements-in-the-Objective-item
https://help.fingertip.org/hc/en-us/articles/4406393705106-New-Objective-popup
https://help.fingertip.org/hc/en-us/articles/4405947050898-How-to-create-an-objective
https://help.fingertip.org/hc/en-us/articles/4405952358546-How-to-use-key-results-for-an-objective
https://help.fingertip.org/hc/en-us/articles/4405983708050-How-to-manage-tasks-in-an-objective

= Example meetings:

= Leadership team weekly meeting
= Quality Assurance approval meeting

= Strategy workshop

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

lendar invitation lin

ity and ensure productivity during meetings!

Ked to your meeting, invite the

relevant people and start colla

oorating asynchronously even

vefore the actual meeting time.

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

agree on in Fingertip. Create measurable impact out of every

meeting!

25
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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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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.

e FINGERTIPR
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Meeting Management - help materials

Introduction to Meetings in Fingertip for Microsoft Teams

Elements of the Meeting tab

The Meeting Record page insights

New Meeting Popup
New Agenda ltem Popup

How to create a meeting agenda and invitation
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https://help.fingertip.org/hc/en-us/articles/4406388834962-Introduction-to-Meetings-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406388843794-Elements-of-the-Meeting-tab-
https://help.fingertip.org/hc/en-us/articles/4406393735570-The-Meeting-Record-page-insights
https://help.fingertip.org/hc/en-us/articles/4406393726866-New-Meeting-Popup
https://help.fingertip.org/hc/en-us/articles/4406388904594-New-Agenda-Item-Popup
https://help.fingertip.org/hc/en-us/articles/4405976580242-How-to-create-a-meeting-agenda-and-invitation

= Example plans:

" PLAN.

Planning Gather items together for projects or structured processes

Create a visual list of items which you can prioritize,

categorize and discuss.
= Marketing activities 2022

+ Product strategy for X segment Link any Fingertip Teams items together to create logical
* Brand renewal project 2022 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.

FINGERTIPR
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Elements on the Plans tab

_ Refresh
Microsoft Teams Update the Page with the latest

records created and data.

A

sty a Fingertip Fingertip About C®
List of all Plans ) g L | .
. Er Home Decisions Tasks Objectives Meetings Plans People More ~ F|lter
This page gathers together all the o Filters the decisions based on
. . . I ISl
plans you are part of in a simple and ..
visual list view Plans Priority, User, and Status
o 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::‘tip ° @ 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 - -
-y .. Accountable
Progress indicator Title Phase Timings The berson in charee
Shows the current L At which stage of its The start and end date of P &S,
: Descriptive name for the H : H : who is the owner of the
Plan progressin a : : process the Plan is the projected Plan or :
s Plan in question . : project or process
traffic light system currently. Project duration

depicted in the Plan
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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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Plans and portfolios — help materials

Introduction to Plans in Fingertip for Microsoft Teams

Elements on the Plans tab

Flements in a Plan item

New Plan popup

Add item popup

How to create a new plan

How to add existing items to a plan

How to create new items to a plan
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https://help.fingertip.org/hc/en-us/articles/4406388930066-Introduction-to-Plans-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406393770898-Elements-on-the-Plans-tab
https://help.fingertip.org/hc/en-us/articles/4406388985106-Elements-in-a-Plan-item
https://help.fingertip.org/hc/en-us/articles/4406393784978-New-Plan-popup
https://help.fingertip.org/hc/en-us/articles/4406389008018-Add-item-popup
https://help.fingertip.org/hc/en-us/articles/4406097523858-How-to-create-a-new-plan
https://help.fingertip.org/hc/en-us/articles/4406101714322-How-to-add-existing-items-to-a-plan
https://help.fingertip.org/hc/en-us/articles/4406097571090-How-to-create-new-items-to-a-plan

Online Guides (1/2) https://help.fingertip.org/hc/en-us

Basics Approvals

How to add Fingertip to your Microsoft Teams interface Elements in the New Approval popup

How to add Fingertip to a Teams channel as a tab Approval record page insights

Using the Fingertip Home Page How to create an approval

Decision Making Task Management

Introduction to decisions in Fingertip for Microsoft Teams Introduction to Tasks in Fingertip for Microsoft Teams
Elements of the Decisions Tab Elements of the Tasks tab

The Decision record page insights Elements of the New task popup

How to create a decision How to create a task

How to propose a decision How to update a task

How to give a stance to a decision

How to approve a decision

How to manage tasks in a decision

How to manage objectives in a decision
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https://help.fingertip.org/hc/en-us
https://help.fingertip.org/hc/en-us/articles/4405063062546-How-to-add-Fingertip-to-your-Microsoft-Teams-interface
https://help.fingertip.org/hc/en-us/articles/4405063080850-How-to-add-Fingertip-to-a-Teams-channel-as-a-tab
https://help.fingertip.org/hc/en-us/articles/4405070161426-Using-the-Fingertip-Home-Page
https://help.fingertip.org/hc/en-us/articles/4405747568018-Introduction-to-decisions-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4405740318994-Elements-of-the-Decisions-Tab
https://help.fingertip.org/hc/en-us/articles/4405740499602-The-Decision-record-page-insights
https://help.fingertip.org/hc/en-us/articles/4405740068114-How-to-create-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740086418-How-to-propose-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740124178-How-to-give-a-stance-to-a-decision
https://help.fingertip.org/hc/en-us/articles/4405740147986-How-to-approve-a-decision
https://help.fingertip.org/hc/en-us/articles/4405744193554-How-to-manage-tasks-in-a-decision
https://help.fingertip.org/hc/en-us/articles/4405744336146-How-to-manage-objectives-in-a-decision
https://help.fingertip.org/hc/en-us/articles/4406388445202-Introduction-to-Tasks-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406388500242-Elements-of-the-Tasks-tab
https://help.fingertip.org/hc/en-us/articles/4406388576018-Elements-of-the-New-task-popup
https://help.fingertip.org/hc/en-us/articles/4405946859282-How-to-create-a-task
https://help.fingertip.org/hc/en-us/articles/4405952153362-How-to-update-a-task
https://fingertipteams.zendesk.com/hc/en-us/articles/4414530248978
https://fingertipteams.zendesk.com/hc/en-us/articles/4414530233362
https://fingertipteams.zendesk.com/hc/en-us/articles/4414528506770

Online Guides (2/2) https://help.fingertip.org/hc/en-us

Objectives Plans and portfolios
Introduction to Objectives in Fingertip for Microsoft Teams Introduction to Plans in Fingertip for Microsoft Teams
Elements of the Objective Tab Elements on the Plans tab
Elements in the Objective item Elementsin a Plan item
New Objective popup New Plan popup
How to create an objective Add item popup
How to use key results for an objective How to create a new plan
How to manage tasks in an objective How to add existing items to a plan
How to create new items to a plan

Meeting Management

Introduction to Meetings in Fingertip for Microsoft Teams
Elements of the Meeting tab

The Meeting Record page insights

New Meeting Popup

New Agenda Item Popup

How to create a meeting agenda and invitation
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https://help.fingertip.org/hc/en-us
https://help.fingertip.org/hc/en-us/articles/4406388834962-Introduction-to-Meetings-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406388843794-Elements-of-the-Meeting-tab-
https://help.fingertip.org/hc/en-us/articles/4406393735570-The-Meeting-Record-page-insights
https://help.fingertip.org/hc/en-us/articles/4406393726866-New-Meeting-Popup
https://help.fingertip.org/hc/en-us/articles/4406388904594-New-Agenda-Item-Popup
https://help.fingertip.org/hc/en-us/articles/4405976580242-How-to-create-a-meeting-agenda-and-invitation
https://help.fingertip.org/hc/en-us/articles/4406388930066-Introduction-to-Plans-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406393770898-Elements-on-the-Plans-tab
https://help.fingertip.org/hc/en-us/articles/4406388985106-Elements-in-a-Plan-item
https://help.fingertip.org/hc/en-us/articles/4406393784978-New-Plan-popup
https://help.fingertip.org/hc/en-us/articles/4406389008018-Add-item-popup
https://help.fingertip.org/hc/en-us/articles/4406097523858-How-to-create-a-new-plan
https://help.fingertip.org/hc/en-us/articles/4406101714322-How-to-add-existing-items-to-a-plan
https://help.fingertip.org/hc/en-us/articles/4406097571090-How-to-create-new-items-to-a-plan
https://help.fingertip.org/hc/en-us/articles/4406393633938-Introduction-to-Objectives-in-Fingertip-for-Microsoft-Teams
https://help.fingertip.org/hc/en-us/articles/4406393668754-Elements-of-the-Objective-Tab
https://help.fingertip.org/hc/en-us/articles/4406388776210-Elements-in-the-Objective-item
https://help.fingertip.org/hc/en-us/articles/4406393705106-New-Objective-popup
https://help.fingertip.org/hc/en-us/articles/4405947050898-How-to-create-an-objective
https://help.fingertip.org/hc/en-us/articles/4405952358546-How-to-use-key-results-for-an-objective
https://help.fingertip.org/hc/en-us/articles/4405983708050-How-to-manage-tasks-in-an-objective

Video tutorials

https://www.youtube.com/playlist?list=PLBOnU5izgAF1foT9SLC6npFI1BtiMHtu7

How to add Fingertip to your Microsoft Teams interface

e we

1 . Fingertip Ltd 5

How to add Fingertip t
Microsoft Teams lntam

How to add Fingertip to your S Using the Fingertip Home Page
1 1 2 PR Fingertip Ltd .
D PLAY ALL Bl 1:43 |
Fingertip for Teams user - How to create a decision
guidance 3 —— Fingertip Ltd :
9 videos * 51 views * Last updated on Jul 13, '
2021
= How to propose a decision
e Unlisted 4 o °
;_momm‘ Fingertip Ltd .
= X A !

How to give a stance to a decision
5 — Fingertip Ltd
:: Fingertip Ltd SUBSCRIBE i g HASEipES

How to approve a decision

6 m— Fingertip Ltd .

How to approve

A dacision 1 :1 4

How to manage tasks in a decision

£ P— Fingertip Ltd :

How to manage objectives in a decision

8 Fingertip Ltd

’j-: How to create and update tasks
|

9 ‘ Fingertip Lid

How to create
and update (askm
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https://www.youtube.com/playlist?list=PLB0nU5izqAF1foT9SLC6npFI1BtiMHtu7

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/

