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1. Introduction

This document provides guidance for Microsoft 365 administrators to
deploy check.it in Microsoft Teams. This document also includes
information for Teams users to get started with check.it.

1.1 Overview of check.it in Teams

check.it allows organizations to create templated checklists that
can be shared amongst internal and external teams, chats, and
groups. The templates can be used to track progress during
repetitive processes such as employee onboarding or training
Using check.it is a simpler alternative to traditional tracking
methods such as spreadsheets. It increases productivity and
reduces time wasting

Once a check list has been shared with a chat, members can easily
make edits. Once a task has been completed, the employee simply
checks it, and it will show the rest of the chat that it is complete
and who has carried it out

2. Deployment guidance for Microsoft 365
administrators

2.1 Prerequisites

Prior to deploying check.it in Microsoft Teams, ensure that you have:

An active Microsoft 365 subscription

Access to a Microsoft 365 administrator account
Activated Microsoft Teams for your organization
An active Cloud Cover IT/check.it subscription

2.2 Sign into the Microsoft Teams admin center

1. Go to https://admin.teams.microsoft.com/

2. Enter your administrator credentials
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https://admin.teams.microsoft.com/
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B® Microsoft

€ TeamsAdmin@contoso.com

Enter password

Forgot my password

3. Access the Teams admin center dashboard.

i Microsoft Teams admin center

Dashboard
Organization information Deploying Teams workioad Usar saarch
Oct 19, 2021
Contoso N o
United States
o
Teams user activity Release notes Learn more
Last7days  Last30days  Last 30 days

2.3 Set Global (org-wide) app permission policies

4. Select the Teams apps dropdown followed by Permission policies.
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i Microsoft Teams admin center @& 7

App permission policies

jant to make available to Teams users in your organization. You can use the
icy and customize it. or you can create one of more policies to meet the needs of your

Click on Global (Org-wide default)

i Microsoft Teams admin center & 7 (w

App permission policies

App permission policies control what apps you want to make available to Teams users in your organization. You can use the

Under Third-party apps, ensure that Allow all apps is selected. Or,
choose Allow specific apps and block others and search for check.it
to add it to the list of approved apps.
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Microsoft Teams admin center

App parmiztion poicies | Global

Global

Microsoft apps

Choose which Teams apps pu

shed by Microsoft or its partners can be installed by your users.

) Allow all apps

ird-party apps.
oose which Teams apps published by 3 tflrd-party that can be installed by your users.

2 Allow all apps

() Allow specific apps and block all others
) Block specific apps and allow all others

@ Block all apps

2.4 Activate check.it in Teams

7. Select Manage apps and search for check.it

Microsoft Teams admin center

Manage apps

When you are managing aps for your o, you are contrelling what apps are available to
organ 's app store. You can then sermission and app setup policies to configure what apy be available for
specific us a

Pending approval

Manage apps

()

1211 iter
Meetings
M Name Cersicatia = =
Hul Apphiuence Inc Allowed No i
Locatians
B o P attestation xto10x Techn Allowed No i
licy packages
Planning
X 6 ur Apithing Allowes No 3l
Ay =] as lowed
g s P attestation Advantive Allowed Ne
—— 365Proje P her attestation 365Apps Mllowed No i
Geese Allowed No
- P attestation 8B, Inc Allowed No
-

8. Click on the check mark next to check.it and select Allow.
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Manage apps

Control which apps are available to users in your organization by allowing and blocking apps. You can also upload and
o After man: this page, you can use app d app setup policies to configure
hat available for specific users in your ization's app store. Learn more

Pending approval

1

Updated custam spp

Browseby  Everything

+ Upload  ~ Allow @ Block B3 Addtoteam | 1 item selected O, chedkit X @

- e T Ccentincation Pubs

9. Click Allow to let users access the application in Teams.

Allow application?

You are allowing this app to be available for users i the Teams app store. However. it

worit be available to them if they have & blacking app permission policy.

m —

10. Click on the application to review the permission policies.
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apps. You can also upload and
nd app setup policies to configure

Pending approval Featursd app
£ ‘Workboard
0 1 o
Submitied cusiom spps  Updsted custom app
Browseby  Eventhing
@ B Add 1 A heck it

11. Click on Permissions, then Review permissions to launch a new
window with the requested permissions. Click Accept.

check.it

S m
A oo 104
H @D Atowed

B® Microsoft
alasdair@cloudcoverit.co.uk

Permissions requested

Review for your organisation

Org-wide permissions @ checkit

This app has been granted consent for some permissions. Go to Azure A to

view details.

Use the below o grant admin eonsent, Lear

Resource-specific consent (RSC) permissions
Cancel Accept

12. If necessary, review the Settings for the application.

2.5 Troubleshooting and additional resources
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1. If you experience any issues, please reach out to us via
sales@cloudcoverit.co.uk

3. Deployment guidance for Teams users
3.1 Prerequisites

e Active Teams account

3.2 Add check.it to Teams

1. Open Teams and sign in.

2. Select the Apps icon on the left rail of the Teams window.

Microsoft Teams Q search

B oiguean o~ ipushpull
O W Bl gy ot

3. Search for check.it
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Store Search results for "check.it"

check.if X e

check.it
Cloud Cover IT

B8 Apps

When carrying out repetitive processes/services such as onboarding, workshops and
Categories training we often keep track of stages using spreadsheets that are difficult to manage
) and keep up to date. Check.it allows you to create template checklists that can be...
Productivity
Communication

Workflow & business management

4. Click on the application and press the Add button.

check.it

Communication, Productivity, Workflow & business management

About

Permissions

Create and share templated checklists to a group, team, or even
yourself.

When carrying out repetitive processes/services such as onboarding, workshops and
training we often keep track of stages using spreadsheets that are difficult to manage
and keep up to date. Check.it allows you to create template checklists that can be
utilised by your organisation, these can be shared in groups, teams, or even yourself.

As the tasks are checked off, the team/individual can clearly see who carried out the task
and what is still outstanding - this is ideal for a project where a client (external user) is
By using check.it, you agree to the collaborating and have tasks within the process to complete.
privacy policy and terms of use.

3.3 Start using check.it

5. Create companywide templates for repetitive business processes
6. Share the checklist within the relevant team, channel, or group
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7. Once someone has completed a task, instruct them to check it off the
list. Everyone else in the chat will be able to see that the task has been
completed, and who did it

8. Complete the checklist once all tasks are complete

3.4 Additional resources

9. To learn about the other products and services we offer, visit
www.cloudcoverit.co.uk
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