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1. Tham gia Workspace MS Loop/ Join an MS Loop Workspace

v o Apps | M365 Copilot x & Apps | M365 Copilot x R Mail - IT Demo - Outlook x P Microsoft Loop x + -
. , . , , “ < c 23 m365.cloud.microsoft/apps/?auth=28&home=18from=ShellLogo&username=it. demo%40aidi.world&login_hint=itdemo%40aidi.world w
= Meeting notes tich hgp trong MS Teams duwoc luu lai trong ng dung MS Loop. Do dé can
c6 mot noi lwu triv tdp trung duoc hiéu |a Workpace va duwoc dat tén theo tirng phong P e ol N B etme
b an Q. Search
D chat All apps
Meeting notes integrated into MS Teams are stored in the MS Loop application. Therefore, a Agents ~
centralized storage location is required, which is called a Workspace and named according to Exploreagents B addne @ socings B o P
each department R " .
-Ins implify how you schedule and manage Manage and share your schedule. Access persanalized tools, news, and
T v appeintments both inside and outside... resources.
Pages v
& Create 6 engace [ Forms @  insights
» Tham gia Workspace qua trng dung MS Loop / Join a Workspace via the MS Loop app | & e Comec i vt o s et e Cuomee s s s e iy v e
share information, and organize aroun.. time results, with Microsoft Viva Insights.
* Truy cap ing dung Loop tlr M365 Apps hodc qua link https://loop.cloud.microsoft/ - o > o
Kaizala Learning Lists Loop
Access the Loop app from M365 Apps or Via the /ink.- httpS'///OOD.C/OUd.mICI'OSOft/ Zws:r;vpleandse(uremobllemalappful f::'pml:zmmg‘keepgrowmgw\lh\'wa :!mi:z‘:?:(cs(rmte.mamandtrack E:;\emi;:rr‘v:rtcmmkulan‘and
e Chon vao biéu tugng thong bdo -> Nhan “Join workspace” , _ :
v % Apps | M365 Copilot X | e Mail - IT Demo - Outlook X 0 Microsoft Loop x +
Select the notification icon - Click “Join workspace” € 5 C % loopcoudmicrosoft
ﬂ Loop
p Loop
» Hodc Tham gia Workspace qua email Outlook / Or Join a Workspace via Outlook email @ NOtTications X
+ Create new Workspaces X
* Email invite (thieng.nguyen@aidi.world) o N L e -
Q - . My workspace
You've been looped in! Today @ Seanch @ Personal | 30m ago

® ° NT. Thieng invited you! 10:23 AM B NoTRcatons s TED Workspace
“® TED Workspace 30m.ago
TED Workspace
(8] B Meeting notes
Hey IT Demo! a

i[® Workspaces

Personal

Nguyen Son Thieng invited you to collab in their workspace, TED e
Workspace!

7

®® My workspace


https://loop.cloud.microsoft/
https://loop.cloud.microsoft/

2. M& va lvu meeting notes vao Workspace / Open and save meeting notes to the Workspace

M& cudc hop MS Teams -> Nhan chon “Notes” -> Chon vao biéu tugng tuy chon [...] -> Chon “Add to Loop workspace’
Open an MS Teams meeting = Click “Notes” = Select the options icon [...] > Choose “Add to Loop workspace”

e Clras6 Loop md& ra-> Chon tén Workspace cla phong minh

The Loop window opens = Select your department’s Workspace name
Tré lai cudc hop MS Teams tiép tuc thue hién ghichd

Return to the MS Teams meeting to continue taking notes

In MS Team meeting

x

2 loop.cloud.microsoft/p/eyiwlip7InUiOilodHRwczovl 2F pcGx1c2RpLW15LnNOYX lcGIpbnQuY29tLzpmbDoveiowZXJzb25hbCIpdF IkZWVA2F
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Save Notes to Loop Workspace
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& (6) Calendar | Meeting dern @ X ) Meeting demo

/bGQVRGYjdW1IbnRzLO1L.

Add to workspace

Q) search Loop workspaces to add to

v Apps | M365 Copilot x | @R Mail - IT Demo - Outiook X & (6)Calendar|Meetingder @ X  + - a X v Apps | M365 Copilot x | @R Mail - IT Demo - Outiook
€ > C ° teams.microsoft.com/v2/ % @8 > C
.
7] Q  Search (Ctri+Alt+E) -® oy

@ Stay in the know. Turn on desktop notifications. Turn on X

D o oen ® & 6 © B8 |@ R L -~ ... |
Actiity Chat People  Rase React View Notes Apps More. Camera Mic Share

crat & Notes Ex

Agenda 88 Shared locations
Calendar Topic. @name, tir {3 Copy component

83 See who has access
‘Whiteboard

(3 . (® Open in Loop

M notes
cals (@ Add to Loop workspace
+ Add meeting note

(2]
OneDrive

gt Follow-up tasks

+ Add task
Apps

Nguyen Son Thieng &

Workspaces New
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3. Lam viéc v&i meeting notes / Work with meeting notes

=  Meeting notes mic dinh chia 1am 3 phan:

By default, meeting notes are divided into three
sections:

* Agenda -> Ghi chu Topic cudc hop

- Record the meeting topics

* Meeting notes -> Ghi chu néi dung cuéc hop
- Record the discussion details

*  Follow-up tasks -> Giao viéc cho déi twong

—> Assign action items to participants

Tinh néng soan thao vin ban da dang

Rich text editing features

General (Table, Checklist, Date, ...)

Text styles (Paragraph body, Heading 1-3, Inline
code, ...)

Template (Task list, Voting table, Kanban board,
Q&A, ...)

Communication (Person, Emoji picker, Label)

Media (Image)

v Apps | M365 Copilot X  ® (6) Calendar | Meetingden: @ X  f Meeting demo @ Meetings - OneDrive X = o X
€« > C e teams.microsoft.com/v2/ E% 3% B
N @
ﬁ Q  Search (Ctrl+Alt+E) ID.
B o oo ® & 6 0 8 B @ -~ W%\, @ p-
Activity Chat People Raise React View Notes Apps More Camera Mic Share
= B Notes ® e X
General
Text styles Templates fAgenda
Calendar @ Table O Tonic 1
|c:|: Paragraph (Body) (2 Task list o Toz:cz
u éE Checklist
Whiteboard H1 Heading 1 ¢ Voting table
EE Bulleted list i Meeting notes
c%)s H2 Heading 2 @ Progress tracker 9
1—
2= Numbered list ) _ hibied
I H3 Heading 3 Calendar + Note?2
OneDrive
(8] Date . -
@ H1" Collapsible Heading 1 SS Kanban board Ll =
Copilot @- Callout H2~* . . .
== Collapsible Heading 2 {B) Team retrospective = Column1 = Column2
</> Code
g Collapsible Heading 3 Q&A Session 1 T
& Mermaid
il 99 Quote 2
ByiE . Communication
fx Math equation )
@ Inline code -+ New
— @ Person
*— Table of contents « >
» I Templates @ Emoji picker
— Divider

Nguyen Son Thieng & -+

Follow-up tasks

Task apps v

(O Guideline how to use meeting note

R (NT Nguyen Son Thieng) (Tomorrow)




4. Xem lai va chia sé meeting notes / Review and share meeting notes

~ My Apps | M365 Copilot x i (6) Calendar | Personal mee @ X P Personal meeting demo X @ Meetings - OneDrive x + -

= Xem lai meeting notes / Review meeting notes

o

25  aiplusdi-my.sharepoint.com/my?id=%2Fpersonal%2Fit_demo_aidi_world%2FDocuments%2FMeetings&FolderCTID=0x0120006822493FD28A464CBAD33F698B1D3905 [ ¢ -]

T4t cé meeting notes sé lwu vao OneDrive “Mly file > Meetings” -> Chon meeting dé mé. E A D Search £ @

All meeting notes are saved in OneDrive under “Mly files > Meetings” - Select a meeting to open it.
@ Share @ Copylink | Download $% Automate v F Sotv = v Details

(i)

* (6 thé md trong Loop qua thé “Workspace”. Hodc tim kiém theo tudn tai thé “Meeting notes”.

IT D - - . .
me My files > Meetings All file meeting notes
You can also open them in Loop via the “Workspace” tab, or search by week in the “Meeting notes” @ Home
tab- | @@ myfiles O Name v Modified ~ Modified By ~ File size Sharing v Activity
. 2 22 Shared . o . X
= Chiasé / Shared b; Meeting demo.loop Afewsecondsa.. ITDemo 134 KB &3 Shared [ Nguyen Son Thieng shared with IT Demo +
% Favorites
o . ™ P A . . . —| P | ting demo.| Af dsa.. ITD 68.9 KB &3 Shared [ You shared this file - 3
e Madc dinh tét ca ngudi dugre invite trong cuéc hop bao gém Optional déu cé quyén xem lgi. W Recycle bin P= Pesona mecingdemoloop e " oo —_—
By Fiefatuhlt, alltpartlapants invited to the meeting, including Optional attendees, have permission to Vol e e e e o ([ — = .
review the notes.

<« > C 25 loop.cloud.microsoft/p/ey)3ljp7InUiOiJodHRwczovL 2FpcGx1c2RpLnNoYXJIcGIpbnQuY29tLz9uYXYIY3owbE 1rWW1aRDFpSVVkbWNHeGFURKSMYORCUFFVRTBVMGxoYjAXSO1EZFAZMTIATUZWQ1Z... T% Y& ]
* Banvan c6 thé share link cho bét ki ai trong té chirc.

” Loop ® @& o
You can still share the link with anyone in the organization. 5
+ Create new 7] TED Workspace &8 4 X | 77| > M- Meeting demo - @ 8 &
e =
© B status

Sorted by week Meetlng demo

Personal meeting notes Q  search

Link settings
: = < 95 x
Sorted by hierarcy = A Sep 20, 2025 - 8:00 AM - 8:30 AM - Nguyen Son Thieng Personal mesting demaloop
£ Notifications
| 77, Meeting demo B ID NT The link works for

® Recent () Peoplein CONG T¥ G PHAN Al DI

p Loop @ Meeting notes S hgenda

) Create new page e O Topic 1
| Personal meeting demo v @ @ Workspaces People you choo;.

) Only people with exsting access

+ Create new Meeting notes

O Topic 2 o ®
Personal oreme
© To: Name, group, or email
Sorted by
orted oy IR & My workspace
Q Search sat, Sep 20 H More setti
September 2025 1 - . e Meeting notes o
Z Can edit
D Notitcatons 7 Mestingemo < ww: - onal meeting demo ) . Notes
= EWAM'WAM | £7) TED Workspace @  Set expiration date (MM/DDAYYY) x
31 1 2 3 4 5
© Recent . 5-9:00 AM - 9:30 AM - IT Demo * Note 2
| s Personal meeting demo 7 8 9 10 11 12 13 =
# 9:00 AM - 9:30 AM — P
I B Meeting notes 15 16 17 18 13 20 By NN T e
@ Wetopmes @ 2 2 24 25 2 27 :’a - =
28 20 30 1 2 3 4 = Column1 = Column 2
Personal
1
®® My workspace
2
6 + New

W Recycle bin



5. Cau hoi thuwong gap / Frequently Asked Questions (FAQ)

1. T6i khong nhin thdy I&i méi nao vao Workspace 4. Nguwoi ngoai té chirc c6 thé xem meeting notes khéng?

I don’t see any invitation to join the Workspace. Can external participants (outside the organization) view the meeting notes?

+  Ban chua dwoc ngwdi moi invite. Co thé lién hé Owner clia Workspace 14 Line Manager hodc IT «  Nguwoi ngoai td chirc khdng dung tai khoan M365 sé khong thé mé truc tiép trong Loop.
dé thém ban vao. External participants without an M365 account cannot open the notes directly in Loop.

You have not been invited yet. Please contact the Workspace Owner (your Line Manager or IT)
*  Cach xtr ly / Workaround:

to add you.
— Sau khi hop, ban c6 thé xut meeting notes ra Excel hoéc Word dé chia s& qua email.
2. Ai c6 thé xem va chinh sira meeting notes? After the meeting, you can export the meeting notes to Excel or Word and share them via
Who can view and edit the meeting notes? email.

*+ Mac dinh, tat ca ngudi th 6c h 6m ca khach moi Optional) déu co thé 3
dc dinh, tat ca nguoi tham du cude hop (bao gom ca khach mai Optional) deu c6 the xem va — Hoac copy ndi dung meeting notes tlr Loop va giri dwéi dang file (Word/Excel/PDF) hodc dan

chinh stra meeting notes. x .
triec tiép vao email.

By default, all meeting participants (including Optional invitees) can view and edit the meeting Or copy the content from Loop and send it as a file (Word/Excel/PDF) or paste it directly into an

notes. .
email.

3. Sau cudc hop téi va moi ngwei c6 thé xem lai meeting notes & dau?

After the meeting, where can | and others review the meeting notes?

+  Kiém tra OneDrive cla ban trong thw muc My files > Meetings.

Check your OneDrive under My files > Meetings.

+ S dung thé Workspace hodc Meeting notes trong trng dung Loop d& tim kiém va xem lai.

Use the Workspace or Meeting notes tabs in the Loop app to search and review.
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