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Loop Components in Microsoft Teams allow teams to collaborate in real time by creating interactive content blocks within chats, channels, and meetings.
Whether you're drafting text, managing tasks, or structuring a meeting agenda, Loop Components keep your team aligned and productive

Using Loop Components in Teams Chat

Create a Loop Component

Open a Teams chat and click the Loop icon in the message box.

IT‘-,’;;‘E a message
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Select the type of Loop Component: Paragraph, Table, Bulleted

List, Checklist, Task list, or Voting table.

Type a message

P Loop paragraph People in your organization with the link ...

lrdd a title

Share ideas with Loop. Just start typing or press / to insert templates. Everyone can add content and @mention

people.

B Table = Bulleted list = = Checklist | () Task list £ Voting table
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Enter the content and click Send—it becomes an editable, real-time

collaboration space.

Hi Lynne, Here is a draft copy of the press release for your review.
P Loop paragraph  People in your organization with the link ...

Contoso Al Survey Press release

Press Release: Contosa is excited ta introduce Contos Al Survey, an advanced phane survey system powered by artificial

intelligence. Designed to revolutionize customer feedback collection. Contoso Al Survey conducts real-time conversations with
respondents using intelligent voice recognition and sentiment analysis. ensuring businesses receive accurate and meaningful
insights.

With automated response tracking and adaptive questing, Contoso Al Survey streamlines the survey process. making it easier than
ever to engage audiences. Its customisable survey flows allow organizations to tailor interactions based on customer needs, driving
higher response rate and more valuable data.

As a leader in Al-driven solutions, Contoso is committed to enhancing communication and decision making. Contoso Al Survey
empowers businesses to collect actionable insights effortlessly, helping them make informed choices and improve customer
experiences with cutting-adga technology]

Collaborate in Real Time

» Team members can edit
the component directly
in the chat.

* Updates appear
instantly for everyone.
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Hi Lynne, Here is a draft copy of the press release for your review.

) Contoso Al Survey Press release 8B O g

Contoso Al Survey Press release

Press Release: Contoso is excited to introduce Contoso Al Survey, an advanced phone survey system powered by
artificial intelligence. Designed to revolutionize customer feedback collection. Contoso Al Survey conducts real-time
conversations with respondents using intelligent voice recognition and sentiment analysis, ensuring businesses

With automated response tracking and adaptive questing, Eonlcsc Al Survey streamlines the survey process.
making it easier than ever to engage audiences. Its customisable survey flows allow organizations to tailor

interactions based on customer needs, driving higher response rate and more valuable datal

As a leader in Al-driven solutions, Contoso is committed to enhancing communication and decision making.
Contoso Al Survey empowers businesses to collect actionable insights effortlessly, helping them make informed
choices and improve customer experiences with cutting-edge technology.
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Using Loop Components in Teams Channels

Embed a Loop Component in a Channel Post Enter content and click Post—everyone in the channel can

In a Teams channel, start a new post. ealleloR D e ine Sopeni

MA  MOD Administrator T o WA, MOD Aministator Feday 1175

New Office Project

“
Chat O\ EJ 4 - . . Hey team! We
-7 ! help us make he r your input!
i < mal best possi ne. Thanks for your inputl P Cpen Discu cop paragra RO
Unread Chats || Meeting chats
New Office Project
@ Mentions D Loop porsgraph  People with existing access can use the fink o} SR
= What's your preferred work environment? £ Votes
Trearne 2] iEnmeEs = What's your preferred work enviranment? & Votes
1 Quiet Office .0 1 Quiet Office 2
n Contoso L Openpian space " 2 | Open-pian space o
Open Discussion — 3 | Hames o : 0
See all your teams
b New

Click the Loop icon and choose the component type.
Using Loop Components for Meeting Agendas

MA  MOD Administrator = I X Create a Collaborative Agenda
Add a subject In Teams Calendar select
b s U oA moD - new meeting and add an agenda. L) —

Type a message

Q) Add location nfine m:
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Type detals forths new mesting
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Add the agenda topics. Live Meeting Notes & Action Items * Loop Components Sync Across Teams —
Edits stay updated wherever the component

Use Paragraphs to summarise . _
appears. Use Checklists to assign follow-up tasks.

- . discussions collaboratively.
I Teams e System Depleyment e Hee s + Copy & Paste — You can move Loop Components
Agenda : between chats and channels while maintaining
O Welcome & Objectives ] 2 D) v functiona"ty_

O Initial Setup & Configuration

(O Phone Number Transfer from Original Telecom Provider

(O Common Ares Phone Deployment

+ Enhance Collaboration — Encourage interactive
participation in meetings and discussions.

O Q&A & Next Stepq

Meeting notes

= Add meeting notes -
O Q&A & Next Steps

Follow-up tasks Metngretes Loop Components make teamwork effortless! Try
H T = - ! < instead of . a
them in Teams chat, channels, and meeting agendas
to keep your collaboration smooth and efficient.
Allow participants to additional topics in real time. ‘
n Teams Phone System Deployment Project 4 @ a8 [Q %3 X\
Use add task to assign follow-up tasks.
* Agenda
() Welcome & Objectives
(O Initial Setup & Configuration
() Phone Number Transfer from Oriqmil Telecom Provider Tasks
I-: raining for Staff & Adoption Strategies B Taskapp
(O Common Area Phone Deployment (O Number transfer
(O Q&A & Next Steps A, l@ Megan Bowen ) | Fri. 16 May
() Training for Staff
3, Allan Dcycung' Fri, 20 Jun
() Commaon Area Phone Deployment
A @ Lynne Robbins) - (e 16 Mey) Keep the agenda accessible
o for post-meeting reviews.
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