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Introduction

Setting up the Communications Connector

Using the Communications Connector
* Reviews and meetings

* Placements/workshops

Future enhancements

Please note, your organisation’s chosen package and add-ons determines your access to
functionality covered in this webinar. Please speak to your designated Aptem
Champion /Super User or your CSM for further information.



The Communications Connector with Teams allows customers to

Introduction

bring their organisation’s Teams license into Aptem.

This feature allows administrators to manage online events in
Teams directly via the Aptem platform.

This integration will enable the following activities:
* Reviews

* Meetings

* Placements/Workshops

During the session we'll discuss the differences in how this
integration will operate across these activities.



Setting up the
Communications
Connector with

Teams

Microsoft Teams requires your organisation to grant Aptem
permission to access the integration.

Your organisation must also set up an access policy within your
Microsoft Teams admin account, and all tutors or administrators
who need to schedule meetings in Teams should be added to the
access policy.

Finally, your organisation needs to specify a domain name to link
to the integration (i.e. aptem.co.uk) and a scheduling timeframe
between 1 and 60 days. The scheduling timeframe determines
how far in advance Aptem schedules your meetings and reviews.

Our Support team can then enable the integration for you.



«  The Communications Connector with Teams uses reviews and

USing the meeting tasks to schedule these meetings within your Teams
Communications calendar.
Connector:

* Aptem searches for new online events every 3 hours to schedule in

Teams. This means that there could be a delay of up to 3 hours
Reviews and

meetings

between scheduling a meeting in Aptem and it appearing in your
Teams calendar.

* Reviews and meetings must be flagged as “Meet Online” to be
scheduled in Teams.

*  We schedule online events in Teams based on your organisation’s
specified scheduling timeframe. For example, if your scheduling
timeframe is 30 days, Aptem will look for online events within the
next 30 days to place in your Teams calendar and return a link to
Aptem.

qa. * Let’s look at a working example. 6



dptem @ Jane Smith | Dashboard Learning Plan [¥] Tasks & Messages [ Reviews ‘o FC

E l . Reviews Finished Q, Filter by type.- + Create Review
xample:
°
c h e d u l I n g q Review Name / Review Type Reviewer RECE) Status Scheduling Assistant Review Actions

Scheduled Date

[
Re View Tripartite Review Freya Ni Chlsirigh 03 Jul 2024

Mot Scheduls Sel Start
Progress Review ot Scheduled (=) Schedule

Tripartite Review

Freya Ni Chieirigh 03 Oct 2024 Net Scheduled 5 Schedule Start
Progress Review

Tripartite Review

Freya Ni Chieirigh 03 Jan 2025 Net Scheduled 5 Schedule Start
Progress Review

“ 4 L 10 | items per page 1-3 of 3items

* These reviews have not yet been scheduled in Aptem, therefore
they will not be picked up by the 3-hour scheduling job.




Example:
Scheduling a
Review

Schedule Review now Not Scheduled

Review date”

10/06,/2024 &

Start time” End time"

15:00 [C)] 16:00 ® [] Auday

Meet Online

Description”
B I U & = = e o

Review Meeting with Jane

Schedule the review either by using the Scheduling Assistant or
the Create/Edit form. Be sure to check ‘Meet Online’ so that this
review is flagged as an online event.

Note: the scheduling assistant does not offer ‘Meet Online’ within the interface,

so you must ensure this review has been previously flagged as an Online Event,
either within the component or the review Create /Edit form.



Example:
Scheduling a
Review

aptem.

Reviews Finished

Review Name / Review Tupe

Tripartite Review
Frogress Review

Tripartite Review
Progress Review

Tripartite Review
Progress Review

@ Jane Smith

Q, Filter by type

1| Dashboard Learning Plan

Reviewer

FreyaNi Chleirigh

Freya Ni Chlsirigh

Freya Ni Chlsirigh

[8) Tosks (2 Messages [ Reviews

Plonned /
v A t Status Scheduling Assistant
10 May 2024 ot 11:30 Scheduled & Reschedule
12 Jun 2024 ot 09:00 Scheduled B Reschedule
03 Aug 2024 Not Scheduled &) Schedule

FC
Review Actions
-

The meeting will then be scheduled in Teams if its within the

scheduling timeframe.

Using a 30-day scheduling timeframe:

* The review scheduled for 10 May 2024 will be scheduled in
Teams during the next 3-hour job.

* The review scheduled for 12 June 2024 will be scheduled on
12 May 2024.



Example:
Scheduling a
Review

Calendar

3 Today < > May2024 v

07 08

Tuesday Wednesda,

§ May Day Bank H... United King... £

9
Microsoft Teams Meeting
Microsoft Teams Meeting @ @ | Microsoft Teams Meeting @
10
Microsaft Teams Meeting
n | GoToWebinar - -

Microsoft Teams
Mezting

Microsoft Teams Mesting
Freya Ni Chieirigh

Microsoft Teams Meeting

14 Freya Ni Chleirigh
@
15
Microsoft Teams Meeting Micrasoft Teams Meeting ) Microsoft Teams Meeting
®
[~]
| Microsoft Teams Meeting o]

PR — ..., ||

B Work week

10

Friday
Microsoft Teams Meeting @ I Microsoft Teams Meeting @
Microsoft Teams Meeting | Microsoft Teams Meeting @
Freya Ni Chleirigh
=]
Tripartite Review
Microsoft Teams Meeting
Freya Ni Chieirigh
Microsoft Teams Meeting
| Microsoft Teams Meeting =1
| Microsoft Teams Meeting
Microsoft Teams |M'cmiﬂﬂ Tez &
@

The meeting appears in your Teams calendar alongside

meetings.

your other



Example:
Scheduling a
Review

Tripartite Review Chat Files Details Scheduling Assistant Attendance  Meeting Whiteboard +2 [ Close

X Cancel meeting  Copylink Show as:Busy v Category: None ' =+ Tracking
/  Tripartite Review Freya Ni Chleirigh
) Organizer

S o o ZOmELCOM + Optional ° n@gmail.com
Unknown
®  10/05/2024 1030 v —  10/05/2024 130 v th All day
Suggested: No suggestions available.
[} Does not repeat

it Teams Mesting

o ol

Online meeting

Hide meeting info

B 7 U S|V & s\ Paageph - = = =9 e

i
[:=]
D
”

Review meeting with Jane

Scheduled by cfteams via Aptem

Microsoft Teams need help?

Join the meeting now

Meeting ID: 360 986 952 655
Passcode: gHQcSh

The meeting name follows the review name in Aptem, and the description copies from the
task description in Aptem.

Each description is followed by a note to advise the user that the meeting was scheduled by
Aptem.

The format is “Scheduled by [tenantname] via Aptem”

Note: you may edit the title and description, but this will not be reflected in Aptem. Similarly, once the meeting is
scheduled in Teams, edits to the name or description in Aptem won't be reflected in Teams.



Example:
Scheduling a
Review

« B & =5 @m 0

Tripartite Review inbox =

o Freya Ni Chieirigh

[ may | Tripartite Review
10 View on Goc alendar

Fi g Fri 10 May 2024 11:30am - 12:30pm (BST)

Microsoft Teams Meeting

Freya Mi Chleirigh®

Yas Maybe Nao More options

Review meeting with Jane

Scheduled by cheams via Aptem

Microsoft Teams

Join the meeting_now
Meeting |0 360 986 952 655

Passcode: gHQCSh

The learner is then invited by email.

If the review is visible to the employer in the Reviews token, the employer manager
and mentor (if applicable) will be invited by email.



Example:
Scheduling a
Review

REVIEW 10X
Tripartite Review

COMPLETE WHEN COMPLETE BY

All evidence is accepted 03 Jun2024

REVIEW TYPE

Progress Review

10 :30-12:30

{5 Reschedule
MAY Scheduled

STATUS
Not Started

NUMBER OF EVIDENCE
01

Evidence

Document and

Status Actions
Notes

Edit Task Start Review

Join Mesting >

REVIEW
Tripartite Review

'COMPLETE WHEN COMPLETE BY
All evidence is accepted 03 Jun 2024
REVIEW TYPE

Progress Review

10 1:30-12:30
MAY Scheduled

STATUS
Not Started

NUMBER OF EVIDENCE
01

+ Upload File + Add Note

Evidence

Document and Notes  Status Edit

No records available.

Join
View Task
Mesting

REVIEW MEETING f X
Freya Ni Chleirigh, Review meeting
Scheduled
(7] Friday. May 10 (® M:30-12:30
%1} Reminder: 2 days before
= DESCRIPTION
Review mesting with Jane

s CONTACT
Freya Ni Chleirigh

& freyanichlsirigh@optem couk

Do

& https //teams microsoft com/|/meetup-
join/19%3ameeting_N2M3Y2|0MzMtNTdkMyOONGQGxl TkyZ|
context=27b%22Tid%22%3a%22a3d78e44 -50e8-4e59-
83a2-
5cA729ce83d2%22%2c%220id%22%3a%22e0{896 3¢~
6764-4e13-0268-52589d895815%22%7d

Join Meeting button for tutor

Join Meeting button for learner

Teams link in tutor and learner task

The Teams link is also returned to Aptem, and the tutor can start the meeting from

the Review or linked task.

The learner can join the meeting from the learning plan component or linked task.



them. @ Jane Smith 1| Dashboard Learning Plan [E] Tasks 3 Messages
Laqrning Plan Programme: Adult Care Worker v ")
—~ Target progress: 0of3
3Overdue ¢ GuickFilters = Filters Collapse all
s APRIL 2024
Example:
~ MAY 2024
Scheduli
c e u I n g q Workshop - Meodule 1 =34 B
Scheduled online event Sl
Meetin
g 121 Tutorial  Meeting (593 May Not Started ‘

v JUNE 2024

v JULY 2024

~  AUGUST 2024

~v  SEPTEMBER 2024

v OCTOBER 2024

v JANUARY 2025

scheduled in Teams.

[ Reviews

MEETING t X
121 Tutorial

COMPLETE WHEN COMPLETE BY
Al evidence is accepted 03/05/2024
STATUS
Not Started

NUMBER OF EVIDENCE
[o74]

+ Upload File + Add Note

Evidence

Document and Notes  Status Actions

«  Similarly to Reviews, Meetings are scheduled via the task in Aptem. The above
learning plan component does not have an associated task, therefore will not be



Example:
Scheduling a
Meeting

« Edit Component

[]  Delivery via Employer

Task URL

Type Of Task "

Select

Create Task For *

Select

Task Time

09:00 @®@ |to 09:30

(€]

Edit Task

Task type *

Web link name

Due date

14-05-2024 £

Time

11:00 ® |to 1200 ¢}
[ Alldoy

Notification (Days)

2

To schedule a Meeting, tutors should create the task ensuring they select the ‘Meet

Online’ checkbox.

‘Task details’ are used to populate the meeting description in Teams.

The component name will be used for the meeting name in Teams.

The scheduling timeframe will again be utilised — meeting tasks which fall within
the scheduling timeframe (i.e. 30 days) will be searched for and scheduled every 3 ,

hours.




Example:
Scheduling a
Meeting

. Calendar

G Today < > May2024

13

Monday

Microsoft Teams Meeting

Microsoft Teams Meeting

Microsoft Teams Meeting
Freya Ni Chleirigh

Microsott leams Meeting

Microsoft Teams Meeting

a

o

a

Q

14

Tuesday

Microsoft Teams Meeting @
121 Tutorial

Microsoft Teams Meeting

Freya Ni Chleirigh

Micrasoft Teams Meeting @

15

Wednesday

Microsoft
Teams
Meeting;
Board
Room

Microsoft Teams M &

Microsoft Teams

[~]
Microsoft
[~]
Microsoft
[]

# Join with an ID

16

Thursday

Microsoft Teams Meeting

Microsoft Teams Meeting
Freya Ni Chleirigh

Microsoft Teams Meeting

| Microsoft Teams Mesting

@

o

o

e

| Microsoft Teams Meeting

o

o e | TN

B Work week v

17

Friday

Microsoft Teams Meeting @

Microsoft Teams Meeting

a

The meeting will be scheduled within the Teams calendar within 3 hours.

The learner will be invited by email.




Progress Review +)
Tripartite Review }
Date*
23/05/2024 5
Start time® End time"
Exqmple. 10:00 ® to 1030 ®
°
Rescheduli
escheautling a .
ya Ni Chleirigh -
°
Meeting or —
.
Review
Edit Task X
Task type * Due date *
Training v 24-05-2024 B
Description All day
B I U § = = e ¢ Notification (Days)
2 a

Task details in Teams
Ceontact details

Q, Search contacts...

‘Web link name
Name:
https://teams microsoft com/|/mestup-join/19%3amesting_OTc3M2NmZDAtMI
Jane Smith
Web link
" Email

https://teams.microsoft.com/|/meetup-join/19%3ameeting_OTeIM2NmZDAtMI

freyanaptem@gmail com

*  Reschedule review and meeting tasks in Aptem so that these can be rescheduled in

Teams. You can use the scheduling assistant and the review ‘Create /Edit’ screen
q (for reviews) or the ‘Edit Task’ screen for either the meeting or review.
[ ]



@ Today < > May2024 v B Work week ~

Example:

[T T eroom Tesms W Treys NChe
R heduli
M i
eeting or [
° Microsoft leams Meeting Microsoft Teams Meeting Microsoft Teams Meeting Freys Ni Chleirigh ]
eview Frgo 4 Chert e

Microsoft leams

Microsoft Te @ | Microsoft Teams Meeting =] |Mmsun Teams Meeting @ | Microsoft Teams Meeting .. =}

o

@

o
o

Microsoft Teams Meeting

2 Tripartite Review
Microsoft Teams Mesting Wicrezeft Teams Mesting
12 Freya Ni Chleirigh
Micrasaft Teams Meeting
Ereya Ni Chleirigh
° ®
Microsot teams Mesting
Microsoft Teams Meeting @
15
Microsoft Teams Meeting Microsoft Teams Mesting
=
=
Microsoft Teams Mesting = | Wicrozeft Teams Mesting 2
@

*  These will reschedule in your Teams calendar within a few seconds. The learner
and/or employer will receive an updated notification via email.




Future
enhancements -

May 2024

We will be enhancing the Communications Connector with Teams in the May
release

We will add basic support for Placements/Workshops.

Cancellations of Reviews and Meetings in Aptem will be reflected in Teams.



M Gmail Q, Search mail Er @ {B

Example: /' oo c ot ewo o
ancelling ) o Canceled: 121 Tutorial inbex = a8 o
. = @ v 2 6 -
ReVIews or Bose B Canceled: 121 Tutorial
Meetings S A R
Labels +

Task deseription

Scheduled by citeams via Aptem

*  Deleting a Review or Meeting learning plan component in Aptem results in a
cancelled task. The task will disappear in the tutor’'s Teams calendar and the
learner (and employer, where relevant) will receive a cancellation
notification via email.

a. .



Example: Using
Teams for

Placements

Placement/Workshop profile Teams Workshop 2

~ Placement/Workshop details

Meet Online Edit placement/workshop

Status

Owner

Organisation

Number of placements available
Maximum simultaneous placements
Available from

Available to

Location

Categories

Description

Confirmed

Freya Ni Chleirigh
cfteams

100

100

01/05/2024
31/05/2024
Company Address

London

NW1 1FT

Please see Teams link in task

Using your organisation’s regular workflow for creating placements, these

can then be flagged as ‘Meet Online'.

Selecting Meet Online triggers a Teams link to be created and returned to

Aptem.

Note: this will not schedule the meeting in the tutor or learner's Teams

calendar.

21



Example: Using
Teams for
Placements/
Workshops

Placement/Workshop profile Teams Workshop 2

~ Placement/Workshop details Meet Offline [l Edit placement/w

Status Confirmed
Owner Freya Ni Chleirigh
Organisation cfteams
Mumber of placements available 100
Maximum simultaneous placements 100
Available from 01/05/2024
Available to 31/05/2024
Location Company Address
London
NW1 1FT

Categories

Description
Please see Teams link in task

aptem. v @ @

. \L PLACEMENT /WORKSHOP #
Freya Ni Chlsirigh. Placement/Workshop

X

2 w"-

*  The workshop owner will be able to start the Teams meeting from the

workshop screen.

*  Learners can join via the link in their Placement/Workshop task for the

relevant enrolment date.

*  Learners will be admitted to the lobby, for tutors to allow access.

22




Future
enhancements

We plan to expand the Communications Connector functionality
with Teams in the next few releases. We are currently exploring
features including:

Returning attendance for Placements /Workshops.
Meeting management in Teams reflected in Aptem.

Automatic return of transcripts for Reviews and Meetings.

23
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