How to Use TeamTalk
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How to Use TeamTalk

Introduction

In TeamMate, you can communicate using TeamTalk. When participants in a TeamTalk conversation are online, they can have a real time conversation with new messages and comments
available as soon as they have been added. Like email, when participants in a conversation are disconnected, TeamTalk messages are delivered to recipients when they next login. All
notes created with TeamTalk are contextual with links to working papers, audit procedures or programs.

TeamTalk notes are centralized in the database and a manager that oversees different audit projects at the same time can see all the notes associated to his/her active projects in one
place, without having to individually open each TeamMate files to access them.

Within the project file, any team member (except those in a ‘Read Only’ role) can create and respond to Notes, exchanging information with any other team member regardless of role or
level.
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How to Use TeamTalk

Accessing notes

TeamTalk is launched when you create a new note or when you view all File | Help

& ajain -
available notes. @k, A112 o4

All Notes

To access notes, click on @ (Top left corner) (1). The pane will slide and
you will see your current TeamMate project (2).

TeamMate Training

l% AL13 State Due Date  Subject Origin Author Priority
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If you click on the project title, all notes created on that project will appear.

How to Use TeamTalk

File Help ©® _ o x
All Notes @ 010531 (4) : TeamMate Training &3 L . 4 ‘})
i TeamMate Training
'% RIS State Due Date  Subject Crigin Author Priority

[r=3 Register A3l Ludovic Silvestre Response rf
re-3 Notification letter Adl Ludovic Silvestre Response rf
=] Audit principal sign-off B.LPRG Ludovic Silvestre Response r
r=3 New Coaching Note B.3.PRG Freddy Ndjemba Response rf
re=3 New Coaching Note All Freddy Ndjemba Response rf
=] kkk B.119 David Amediku Reminder £
r=3 New Coaching Note B.111 Freddy Ndjemba Response rf
r=3 New Coaching Note B.2.PRG Leonard Mabuga | Response ff
[r=] tm protocol B.113 Leonard Mabuga Response r
r=3 New Coaching Note B.1L.PRG Chau Le Response rf
= New Note 2 185.2 Ludovic Silvestre

[r=] My comments on it 1551 Ludovic Silvestre Reminder 1
[r=3 My commments Alll Ludovic Silvestre Response rf
= Mew own Mote ALPRG Ludovic Silvestre Reminder 1
[r=1 Mew Note fufvf All Ludevic Silvestre

r=3 Comment on budget AlB Ludovic Silvestre

= Review of Analysis ALT Ludovic Silvestre
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How to Use TeamTalk

If you click on the “All Notes” button (1), you will have access to the notes File | Help 2 o _
created in all the projects that you have access to (not only your currently — =) e M e v
opened project).
i TeamMat iMing
The “Origin” column (2) provides the title of the TeamMate audit projects that 5 AnB State DueDate  Subject Origin Author Priority
you have access to. & Audit principal sign-off TeamMate Training Ludovic Silvestre Response required
(l) & New Coaching Note Do not delete Alain Roy
This function is useful for reviewers who work on multi-audits, since they can & New Coaching Note TeamMate Training Freddy Ndjemba | Response required
review notes sent to them without having to open multiple projects. & New Coaching Note TeamMate Training Freddy Ndjemba | Response required
l&F MNew Coaching Mote Do not delete Lise McGillis Reminder to self
l&r Review Snapshots from update #3 Igor Volzhanin Response required
& hhhhh Snapshots from update #3 Igor Volzhanin Reminder to self
l&r <Mo Subject> Snapshots from update #3 Igor Volzhanin
& <Meo Subject> Snapshots from update #3 Igor Volzhanin
l&r <Mo Subject> Snapshots from update #3 Igor Volzhanin
& <Meo Subject> Demo on Method 1 and 2 <<Dt | Hugh McRoberts Reminder to self
l&r Have you seen it? TeamStore RAM (English Ludovic Silvestre
& kkk TeamMate Training David Amediku Reminder to self
l&r Changes in legislation Annuzl Audit Methedology Upd | Gregg Ruthman
& Special QAG projects Annual Audit Methedology Upd | Gregg Ruthman
l&r Changes re, continous improvemeant Annuzl Audit Methedology Upd | Gregg Ruthman
& Two way xrefs Annual Audit Methedology Upd | Gregg Ruthman
= trace items listed in b5 to C.1.1 Annual Audit Methedology Upe | Gregg Ruthman
[r=7 test Do not delete Lise McGillis
[ MNouwelle note d'encadrement Do not delete Marc-Andre Rinet
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Creating notes

How to Use TeamTalk

To create a Note:

Place your cursor in the schedule in which you want the Note’s link to appear.

Using the Menu Ribbon, click on the arrow at the bottom of the Notes icon and

select “Add Note”.

Planning Review View

TeamEWP - [TOP : 010531 (4) : 3

2 s o @ B

Close Add  Add Work Get Assign Delete
Folder  Paper Programs

Close | New

41 PA: Permanent File - Dossier permanent
[ AS: Audit Summary - Sommaire de |'audit
=561 PG: Audit File — Dossier d'audit

E| {31 A: Engagement Management

i[5 Al: Project Management

[ A.2: Team Members

81 A3: Information Management
[ A4 Entity Communication
i-+1 B: Consultations and Quality Review
g0 C: Planning

5.4 D: Examination

1[4 E: Reporting

b-6 F Post-Tabling

b-6 G: New folder

e O O e O e O e O

Go To Admin TeamMate
_+ Rename Export S= T L] (g Create Update
S bp T2 8w E B
4~ Protect " jj Unlock Schedule — s - E& Create Offline Team5tore
New | Motes |Signoff || Create Sync Merge Conflict Replica
_4 Replace Issue |~ - Replica Resolver History
Edit Add Note Replication
Add Mote for .
ARC | W current selection | Title
“] ALPRG Project Management

w - View Notes
| A11 | View Motes for

@ T current selection
v ALT
[ AL8
fi| A19 @i
[w| A110 -

[fw A111
[w AL112
([w A113
([ AL14
((w A115
(P] Al16
| A117

e e e e e b

OAG-TeamMate_Protocol 15581E
OAG-Chapter_Budget_15542E
OAG-Chapter_Submission_15543E
Excel Document Ready for sign-off

® Analysis done
OAG-Checklist_PX_AAG_Sign_Off_15547E
Risk Assessment - March 2013
References to Sign-off in TM
References to Sign-off in TM
References to Sign-off in TM
Risk Assessment - March 2013
PowerPoint Presentation
OAG-Checklist_PX_AAG_Sign_Off_15547E
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How to Use TeamTalk

A blank note ready to be completed will open. File Help
Project: 010531 (4) : TeamMate Training »

Ref: A1.7

From: | Ludovic Silvestre

&
o &
Subject: MNew Mote

Due: [Selectadate  [13] Priority: * [ Confidential

—
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How to Use TeamTalk

Using : i?:, select the team member to whom you wish to address the note. To
search for team members, click on the Search button (1) without entering any
information in the available fields.

The list of project team members will appear.

Select the team member to whom you would like to send your note (2) and click
on “OK” (3).

-
Choose User Account

Click Search to retrieve accounts.

Search Filter

Last Name: IBegins with

First Name: IBegins with

Email: |Begins with
Entity:

Select

Led Lef L

Select a user account from the list below and then click OK

Use Control-Click to multi-select

IDrag a column header here to group by that column.

Last Name
Administrator

| Amediku

Avarello

Bertrand Mongeon
Ferguson

Goulet

PAPT

Silvestre

Wiau

[+]

4 First Name
Records
David
Marianne
Josiane
Michasl
Claudette
EMAP
Ludevic

Louise

4

Initizls Email

RA Records Administrator@oag-bvg.ge.ca

DA David Amediku@oag-bvg.gc.ca

MA Mariznne Avarello@oag-bvg.gc.ca

JBM  Josiane Bertrand Mongeon@oag-bvg.ge.ca
MEF  Michael Fergusoni@oag-bvg.ge.ca

cG Claudette. Goulet@oag-bvg.ge.ca

PAPT PAPT-EMAP@cag-bvg.ge.ca

LS Ludovic.Silvestre@oag-bvg.ge.ca

L Lovise Visu@oag-bvg.gc.ca

@)

oK Cancel
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How to Use TeamTalk

In the Subject field, add the subject of your note (1).
If, needed, select a due date (2).
Select the priority (reminder to self or response required) (3).

If you need to create a note to be viewed by the recipient only and no other team
members, select confidential (4).

Enter your question or comment in the Note box (at the bottom of the screen)

(5).

When ready, click on Post to send your note (6).

File Help

Project:
Ref:

010531 (4) : TeamMate Training »
AlT

(1) From:

\

Subject:

Ludevic Silvestre
Josiane Bertrand Mongeon; !;'1 (4)

Review of Analysis

Due: | Selectadate  [15) | Priority: * || Confidential

(2)

(none)

Reminder to self

Response required
3)

)

(6)

—_—
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How to Use TeamTalk

When the note is posted, you will see your name with your comment. When the ©® _ o x
recipient adds his/her comment, it will appear below your initial comment, like a ) —

i Project: 010531 (4) : TeamMate Training j @ »
conversation. Ref: A31

From: | Ludovic Silvestre

’E: Chau Le: ﬁ

Subject: Register

Due: [Select s date  [13] Priority: |Response requiret ™ || Confidential
' Ludovic Silvestre said on 20/11/2012 4:17:08 PM X
Le, have you completed the register?
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A link to the note is now created and a Note icon now appears in the Browser
window, under the “State” column.

How to Use TeamTalk

| Home | Planning Review View GoTo Admin TeamMate

TeamEWP - [TOP : 010531 (4) :

-~ ﬂ r& __-Rename _ Export = |T_T IT_
- v + x 4~ Protect ‘3 Unlock Schedule % — j m ?w P‘o El Eb}

I Create Update
[E Create Offline Team5tore

Close Add  Add Work Get Assign Delete New Motes Signoff || Create Sync Merge Conflict Replica
Folder  Paper Programs _5 Replace Issue Replica Resolver History
Close | Mew Edit Replication
(-4 PA: Permanent File - Dossier permanent ARC State Title
; [33 AS: Audit Summary - Sommaire de I'audit ﬂ ALPRG ik Project Management
=% PG: Audit File - Dossier d'audit v ALl OAG-TeamMate_Protocol_15581E
=-E A Engagenjlent Management @ AlB ey OAG-Chapter_Budget_15542F
1 Al: Project Management (v ALT - OAG-Chapter_Submission_15543E
[ A2 Team Members @ AlB - Excel Document Ready for sign-off
[+ A.3: Information Management @ AlD wi Analysis done
[ A4 Entity Communication (w Al10 - OAG-Checklist_PX_AAG_Sign_Off_15547E
(#-{31 B: Consultations and Quality Review @ A111 D Risk Assessment - March 2013
EESRel Plann.mg. (w AL12 P4y References to Sign-off in TM
-1 D: Examination (fw) A113 v References to Sign-off in TM
-1 E: Reporting (w A114 4 References to Sign-off in TM
{21 F: Post-Tabling ([w A115 v Risk Assessment - March 2013
- G: New folder [P] A116 y PowerPoint Presentation
([w A117 ¥y OAG-Checklist_PX_AAG_Sign_Off_15547E
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How to Use TeamTalk

Creating a note to yourself

When needed, you can create a note to yourself (Reminder to self). File  Help @ _ 0 x

Project: 010531 (4) : TeamMate Training »
Ref: p112 @

The process to create the note is the same, except that you do not have to add a recipient.

From: | Ludovic Silvestre

. . . . . »
You can also select confidential — that way the note will only be visible to you and nobody &L& @
Subject: Reminder
else.
Due: [29/11/203 53] Priority: Remindertoself = | (L] Confidential
' Ludovic Silvestre said on 27/11/2013 2:28:59 PM X
I need to remind doing this analysis.
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How to Use TeamTalk

Using notes

When a note is send to you, you should respond to it in a reasonable amount of ;
time. P08

Home Planning Review View | Go To | Admin TeamMlate

= [ &

Browser|Snapshot Profile Issue Risks and Procedure Signoff Motes
Home Viewer Controls Viewer Status

Regularly, during the course of an audit, you should access the “Note Summary” to 9 &7 L) ‘f:___;‘\h 'C‘ “ F _EJ
verify whether you have received any new notes. =

Eack Faorward Go Search
To

Click on the “Go To” Menu Ribbon and select “Notes”. L s s : St Foi e
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How to Use TeamTalk

You will see the list of all the notes created by team members for the audit project
that is currently opened.

Notes in bold are notes that have not yet been reviewed or notes for which a new
comment has been added to the conversation.

File Help ©@ _ O x
@ 010531 (4) : TeamMate Training e * h 1.4 i‘.)
State Due Date  Subject Origin Author Priority

[r= Register A3l Ludovic Silvestre Response required
[F= Notification letter Adl Ludovic Silvestre Response required
[r=7 Audit principal sign-off B.1.PRG Ludovic Silvestre Response required
r=7 New Coaching Note B.2PRG David Amediku Reminder to self
[r=7 MNew Coaching Mote E.3.PRG Freddy Mdjemba Respense required
& New Coaching Note All Freddy Mdjemba Response required
[F=] kkk B.119 David Amediku Reminder to self
[r=7 New Coaching Note B.111 Freddy Mdjemba Response required
e New Coaching Note B.2PRG Leonard Mabuga Response required
[r=7 tm protocol B.113 Leonard Mabuga | Response required
[r= New Coaching Note B.1PRG Chau Le Response required
[r= New MNote 2 155.2 Ludovic Silvestre

[r=7 My comments on it IS51 Ludovic Silvestre Reminder to self
r=7 My commments A1l Ludovic Silvestre Response required
[r=7 MNew own Mote ALPRG Ludovic Silvestre Reminder to self
& New Mote fufvf All Ludovic Silvestre

[r=] Comment on budget AlB Ludovic Silvestre

[r=7 Review of Analysis AlT Ludovic Silvestre

n
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How to Use TeamTalk

Filtering notes

- o _ O x
To facilitate the review of the notes, you need to filter them by clicking on (top right 3
corner).
Author: -
. - ey
You can filter notes by Author, Recipient (1), by Status (notes that are opened or closed) (2). Recipient: -
You can also filter notes that were created by you (From me) or sent to you (To me) (3). Finally Closed By: =
you can sort notes that are unread by selecting the Read Status (4), or filter by dates (5). b
TIoriy: -
It is important to remember that your filter options remain unchanged until you clear them, Status Show,
using the “Clear All” Button (6). @ o
| Closed | To me
|;| Read Status
When your filter options are activated, the Filter Icon changes for —— (4) 8 Unread
Dates
)} ’ Created between

To exit the filter panel, click on (top right corner)

Select a date and |Select a date

Due between (5)

Select a date | and |Select a date

©) —
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How to Use TeamTalk

Closing notes

Once notes have been addressed, they need to be closed, to avoid having too many active
notes opened in TeamTalk.

Closing a note means that it has been reviewed. The team may choose to keep closed notes
for a period of time, for reference purposes, before deleting them.
To close a note, review the note and click on . The conversation is now closed (all fields

arein grey).

To access closed notes use the filter and in the “Status” select “Closed”, all closed notes will
appear.

File Help ©® - O x

Project: 010531 (4) : TeamMate Training %’ »
et 0105 00

From: | Ludovic Silvestre

|
@ [Chau L | @|
|

Subject: | Register
Due: |Select a date II Priority: Response requires = ' [ Confidential

Ludovic Silvestre said on 20/11/2012 4:17:08 PM

Le, have you completed the register?
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How to Use TeamTalk

Re-opening notes

A note that is closed (reviewed) can be re-open, if necessary. File Help © _ o0 x

. . . i Project: 010531 (4) : TeamMate Training
To proceed, access the note and click on ﬁ . The status of the note will automatically Ref: A31 o »

change from “Closed” to “Open” and the conversation on the same subject can continue.

From: | Ludovic Silvestre

& Chau Le; ,}‘1

Subject: Register

Due: |Select a date 15. Priority: |Response requirec ™ || Confidential
' Ludovic Silvestre said on 20/11/2012 4:17:08 PM x
Le, have you completed the register?

-
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How to Use TeamTalk

Deleting notes

Once notes are no longer needed, they can be deleted.

Important:

e A note that is deleted is permanently deleted and can no longer be retrieved, so make sure that
it is what you want to do.

e Only people at the same authorization role or higher role in TeamMate can delete a note,
whether the note was initially created by them or not.

To delete a note, access the note and click on @ (1). When prompt to do so, click on “Yes” (2). The
note is permanently deleted.

By default, notes that are not manually deleted will be deleted upon completion of the project, as part
of the TeamMate project finalization process.

@ - o x
Project: 010531 {4) : TeamMate Training »
Ref: A31 6
From: | Ludovic Silvestre ﬂ
& Chau Le; .Lfl (1)
Subject: Register
Due: [Select a date fis) | Priority: 'Response requiret ® || Confidential
' Ludovic Silvestre said on 20/11/2012 4:17:08 PM X
Le, have you completed the register?
TeamTalk
.
|_9_I Do you want to permanently delete the selected note?
“N\
Yes ‘ No
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