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Group Information

Group Admins

e Ernesto Perez
e Shana Barehand

Link to the Teams Group

DES-Supplier Diversity Community of Practice
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https://teams.microsoft.com/l/team/19%3awnB_UpvX_jrJTTZOtYRtA7Zz4nJKo_ANLcgmJr7EEXk1%40thread.tacv2/conversations?groupId=e0519598-45b3-4653-94c4-e9a9951365ae&tenantId=11d0e217-264e-400a-8ba0-57dcc127d72d

Guide for Guest User Access

How to Join (Guest User Access)

If you are joining as a guest access user (meaning your organization is outside of the
“Washington State Executive Branch Agencies” Teams network):

1. Email despieprogram@des.wa.gov or a group admin to be added to the group.
e Ernesto Perez: ernesto.perez@des.wa.gov
e Shana Barehand: shana.barehand@des.wa.gov
2. Once added, you will receive an email invitation. Click “Open Microsoft Teams” to accept.

You have been added as a guest to Washington State Executive Branch 8 ¢
Agencies in Microsoft Teams D inbox x

Microsoft Teams <noreply@gcc-email teams.microsoft.coms 41PM (Tminuteago)  fy &

tome ¥

Microsoft Teams

Ernesto added you as a guest to Washington State Executive Branch Agencies!

DES-Supplier Diversity Community of
Practice

DES-Supplier Diversity Community of
Practice

Open Microsoft Teams
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3. You should be prompted for a two-factor authentication code to be emailed to you.

G
Sign in

We'll send a code to ~to sign you

n.

4. After getting and entering the code, you should be asked to accept the permissions
needed for Teams to be able to complete your guest access setup.

& Microsoft

& Microsoft

Permissions requested by:

@;’-{\ Washington State Executive Branch Agencies
& stateofwa.onmicrosoft.com

By accepting, you allow this organization to:

s Receive your profile data

» Collect and log your activity

~ Use your profile data and activity data

You should only accept if you trust Washington State Executive
Branch Agencies. Read Washington State Executive Branch
Agencies's privacy statement. You can update these permissions at

/imyaccount.microsoft.com/organizations.
Learn more

This resource is not shared by Microsoft.
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5. After accepting, a new internet browser tab should open. If Teams also pops up
prompting you to switch, ignore the pop up in the Teams desktop app and return to

the internet browser that opens, which should look like this:

- ;& ; J < ”’/
— a8
A 0 " .
&
Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

Click “Use the web app instead” and that should take you to the Teams group. It is
recommended that you favorite the page for easy access in the future.
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How to Access (Guest User Access)

Once you have joined, you can access the Teams group through your web browser at any time
by following the Teams group link (provided on page 3) directly.

We recommend you “favorite” the page after you can see the group so you can easily access it
in the future.

Troubleshooting

It's possible that when you get the email invite and try to accept it, you may see this error:

S

Sorry, you can't get to this yet

Yo can't complete this action because you'ne tnang
I3 access protected resources as an external user in
this organization. Flease contact the adman 1o allo
YOu I aoess The |.'II'E1E'II'!E'I:| MeSOirces.

More details

Sometimes it can take an overnight process for your guest access to complete. If you get this
error, try going back to that invite email and accepting it the next day (or any time after).

This message has also been reported to appear when trying to access the group in the Teams
desktop app. When you go to access the group, please be sure you are opting to use the web
app and do not switch to “Washington State Executive Branch Agencies” if prompted. See
pages 8 and 9 below starting with the “Want to switch...” screenshot for instructions on how to
ensure you are opting to use the web app.
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Can’t Access the Group

If you are still getting the error message after an overnight process, email a group admin to
confirm they can see you as a member in the group.

e If they cannot, they will re-add you (you will get another invite email).

e If they do see you as a member in the group, they will send you a direct message in
Teams. This message will go to your guest access profile, so you will not see it right
away.

Within one or two hours of the admin sending you a direct message in Teams to your guest
access profile, you should receive an email that looks something like this:

Douglas sent a message

« e
@ Mora, Douglas (OMWBE) in Teams <norepl | 2| 2| s

To © Perez, Emesto (DES) 6/27/2023

(3) If there are problems with how this message is displayed, dlick here to view it in 3 web browser
Hi,
Your teammates are trying to reach you in Microsoft Teams.

ei Douglas sent a message in chat

Hi Emesto - | can send you Teams messages, right?

Install Microsoft Teams now

& ios W Android

itored mailbox. Updats your email preferences in Teams. Activity >

© 2023 Microsoft C: crosoft Way, Redmond WA 080527320

Re:

B® Microsoft

If it looks like that and you click on “Reply in Teams,” you'll likely get a new internet browser
pop-up, as well as a pop-up in your Teams desktop app asking this message:

Want to switch to Washington State Department of
Transportation? We might ask you to sign in again.

It is advised to NOT click “Yes.” Instead, cancel and ignore the pop-up in the Teams desktop
app and go to your internet browser that opened, which should look like this:
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Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

Click on "Use the web app instead.” If you use the Teams desktop app, you'll need to switch
back and forth between your organization’s Teams network and the "Executive Branches”
network you're a guest in. Switching every time can be burdensome, so it's recommended that
you open your guest access Teams network from an internet browser, and then favorite it for
easy access in the future.

Once you open Teams in your internet browser you should see the admin’s direct message to
you. If you can see the group admin’s message, it'll be a good sign that your guest access was
completed. From that same browser where you see the admin’s direct message, find and go to
the "Teams” tab (usually on the left column) and you should see the “DES-Supplier Diversity
Community of Practice” group. From there click on the “General” channel directly underneath
the group name to access the group:
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e @ im} | a des - Home
< C

[ Travel [] Groups/Associations [ State Pages

Q

Activity Teams -
@ Your teams
Chat

DES-Supplier Diversity C...

General

. DES-SCAN and BDAG

Calendar

% DE
o DES-#20422 Communic..

StateOfWA-PowerBIUser...

DES-Contracts & Proc...

oo
oo

Apes
9) S8 Join or create a team il
=Ip

[3| https://teams.microsoft.com/_

x | * Small Business Guidance x ﬁ Microsoft Teams classic X

*tenantld=11d0e217-264e-400a-8ba0-57dcc127d72d# /convers... A T7 m = B

£3 Training Q DES - Home All Files | Powered... m Boards | Trello

Q. Search

(sl General Posts Files Calendar 7 more [ new I aF B 0 ®

w

replies from you and

p Flores, Rick (LNI) 11/8, 1:56 PM
@ | think it is much better now!

N

«/ Reply

Perez, Ernesto (DES) 9:38 AM

ﬁ Hello everyone! Just a reminder that our next monthly meeting is this Thursday.,
11/16 from 1pm-2:30pm. A reminder that you'll want to join the meeting called
"SDCP Monthly Meeting” (not the "PIE team community of Practice...”" one
which is the old link in case you still have that one).

See more

2 replies from you and Marquita

@ Barehand, Shana (DES) 10:02 AM
@ i have added new link to the new calendar and will add it to the agenda

N

«/ Reply

G
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Meeting Chat is Missing

If you are unable to see the meeting chat while in an SDCP meeting, you can access the group
on your web browser (which will be a separate window from the Teams meeting) and find the

meeting chat in the group’s “General” channel (under “Posts”). The meeting chat appears as its
own post within the channel’s chat titled "SDCP Monthly Meeting":

ﬁ @ i} ‘ B des - Home X | i Microsoft Teams classic x4 - o &
“— G A https://teams.microsoft.com/_?tenantld=11d0e217-264e-4003-8ba0-57dcc127d7 2d# /conversations/unkno... Ad 7 [D fE \m, o
[ Travel [ Groups/Associations [ State Pages [) Training E DES - Home a All Files | Powered... m Boards | Trello @ DES Events | Eventb... I§ Spot Checks (Great.. > Q,
ﬁ Try the new Teams Q Search --+  Washington State Executive Branch Agendies (.‘a
E%p Teams - = 4 iS General Posts Files Polls Calendar Supplier Diversity Virt.. +10 [ e O~ | ®&D &
Activity
@ * Your teams f Reply +
Chat
~ JEEN DES-Supplier Diversity ...
28n
mw
S General I ﬁ Perez, Ernesto (DES) 9/26/23 1:39 PM
_ » IRl DES-SCAN and BDAG
i » DE DES-Contracts & Proc... 5 SDCP Monthly Mee""_g o Join
Occurs every month on Third Thursday 1:00 PM
% v EES DES-#20422 Communi...
ool —~ Replacing "PIE Team community of Practice meeting every 3rd Thursday 1-2:30" originally
D ' StateOfWA-PowerBIU... -+ scheduled through Outlook.
Files
L A
| 170 replies Ed (DSHS/FFA), Flores, Rick (LNI), and 42 others 7 @
@ Barehand, Shana (DES) 2/15 2:25 PM
Apps Statewide Contracts series-Meet the Business Consuliants
Maynard, Ed (DSHS/FFA) 2/15 2:28 PM
Thank you!!
@ Barehand, Shana (DES) 2/15 2:02 PM
Great meeting, we had 64 attendees
f Reply
1 am
[4 Starta post
Help €§3

Click on "Join" from that post to re-join the meeting. Joining the meeting in this way should
make the meeting chat show within the meeting itself.

Or, if you prefer, you can participate in the meeting chat using this post in the group instead of
the chat within the meeting. To participate in the chat by using the post, you'll want to click
“Reply” within that post. “Start a post” will NOT post to the meeting chat, but rather create a
separate post in the group outside of the meeting chat.
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Guide for In-Network Users

How to Join (In-Network Users)

If you are within the "Washington State Executive Branch Agencies” Teams network, you have 3

options for joining the Teams group:

1. Join directly with the link to the Teams group on page 3.
2. Join with the join code, which is: 42xvz29

O, Search

iy~ Teams = Join a teamR——— Search teams
— \,\\\‘
B / \ T
f A \:‘[ DES-Contracts 8 Procur..  «e: / 2 s \ L
& 1] [ 2 \ |
| e I i ) \
N\, m tateOfWA-PowerBlUser...  + Join a team with a code 0355 User Group
a- \ == /| ©00®
o ‘\ ar it above f
\ / w
oy
Y /
wwwwwww —

- — WaTech-Teams Enterprise Acti...
v ) Ny ot

D

3. Email a group admin to be added.
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How to Access (In-Network Users)

If you are within the “Washington State Executive Branch Agencies” Teams network, the group
should show in your Teams desktop app after you join. You can find it by clicking on “Teams” in
the left column and finding it among your groups. It will show up as “DES-Supplier Diversity
Community of Practice” and you'll go to the "General” channel directly underneath the group
name. You can also click-and-drag to move the group’s placement.

Activity Teams -
f:'\l
L=/ Your teams
Chat
vos DES-Supplier Diversity C...
L))
Teams General
DES-SCAN and BDAG
Calendar
Q) D  DES-Contracts & Proc...

N DES-#20422 Communic...

Sl StateOfWA-PowerBlUser...
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Group Resources

Notifications

You can adjust notification settings for individual channels within a Teams group. To do this,
you'll go to “Teams” from the left column, find the Teams group you'd like notifications for and
click on the three dots next to the group’s channel you'd like to adjust notifications for. In the
example below, we are adjusting notifications for the DES-Supplier Diversity Community of

i

Practice group’s "General” channel:

Q‘ _ Teams s =+
Activity

f— \

1=/ * Your teams

~ WSl [ES-Supplier Diversity ...

(T
S zeneral Coo
_ r Qe DES-SCAMN and BDAG
Calendar » DE DES-Contracts & Procu...
b DES-#20422 Communi...
Zal
= B StateOfWA-PowerBIUs...
Siles General
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That should bring up the menu, from which you'll click on “Channel notifications.”

* Your teams
~ QN DES-Supplier Diversity ...

General

» ﬂ DES-2 [\ Channel notifications

» DE DES( <7 Pin

DES-#
533 Manage channel

De
” ﬂ State( =2 Get link to channel

G
=3 &8 Connectors

That should bring up the channel notification settings where you can customize what kind of
notifications you'd like to receive and what prompts a notification. Click “Save” once done.

Channel notification settings

DES-Supplier Diversity Community of Practice > General

All new posts

MNotify me every time there is a new post in this channel Banner and feed

@ Include all replies

Channel mentions

MNotify me each time this channel is mentioned Banner and feed
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Files

We post any meeting notes, recordings, presentations, and other resources in the group’s “Files”
tab. To access those resources, you'll want to access the group’s “General” channel and click on
“Files” along the top.

e @ im} ‘ Q des - Home X * Microsoft Teams classic x |+ - E &
&« O a] https://teams.microsoft.com/_?tenantld=11d0e217-264e-400a-8ba0-57dcc127d72d#/FileBrowserTabApp/... A ] E|:| {é \m. o
[ Travel [7) Groups/Associations [ State Pages [] Training a DES - Home @ All Files | Powered. .. m Boards | Trelle @ DES Events | Eventb.. ﬂ Spot Checks (Great... > Q,
ﬁ’ﬁ Try the new Teams Q, Search +=+  Washington State Executive Branch Agencies ( ‘2 (]

Q Teams =+ bl General Posts Files~ Polls Calendar Supplier Diversity Virt... +10 [@ ST N a

Activity

6 * Your teams T Upload B8 Edit in grid view = All Documents e @ +
Chat

~ [EEN DES-Supplier Diversity ...
Documents > General

General
' ﬂ DES-5CAN and BDAG [ Name Modified - Modified By + Ade
CEEdit, pE DES-Contracts & Proc... - i
Law & Policy Language December 19, 2023 Perez, Ernesto (DES)

S I oEs-#20422 Communi..

=l Monthly Meetings October 16, 2023 Perez, Ernesto (DES)
» li8] StateOfWA-PowerBIU...

9;5 Recordings MNovember 16, 2023 Gonzalez, Karen (D...
Resources February 26 Perez, Ernesto (DES)

B Supplier Diversity Crossword.pdf October 5, 2023 Perez, Ernesto (DES)

CT

85

Apps

When you open a file, it will open within the group Teams. To close the file and return to the
“Files” tab or other tabs, click on “Close” in the upper right corner:
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e @ im} | a des - Home X ﬁ Word | Microsoft Teams classic % | = -
<« O 3  httpsy//teams.microsoft.com/_Ptenantld=11d0e217-264e-400a-8ba0-57dcc127d72d#/apps/d7958adf-f419... A 1% m = o]

[ Travel [ GroupsfAssociations [] State Pages [] Training a DES - Home All Files | Powered... m Boards | Trello € DES Events | Eventb... ﬂ Spot Checks (Great...

Q_ Search

E’ﬁ Try the new Teams Washington State Executive Branch Agendies ‘ i

Q ﬂ DRAFT_Examples_150K - Saved - 2 Search Word

Activity

B Filer Home Insert Layout References Review View Help £ Comments = Catch up £ Editing v Close
- +

Chat v [lv ¥ |calbrilight(H.. v[ 28 v B T U &~ Av - [ iZv Ev Lv | Ov]| &v | By ]| Fiv |- .

g0

) -

Teams

_

Calendar

&
hext Examples - Contracts less than

D $150,000

H

Ward

Table of Contents

EXAMPIE L coririiiiarsismiaissassiiss s s s s s bbb a2
5% EXAMPIE 2 coriiiiirsiimiimasniiss i s s s e s 8
Apps EXAMPIE 3t s s e s s e O
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Calendar

*Note for external guest members: Please note that external guest members are unable to
access the Teams group calendar. After joining the group, any meetings (including the monthly
meeting, which takes place on the third Thursday of each month, from 1 -2:30 p.m.) should
automatically sync to your Outlook calendar. If that is not the case, please email
despieprogram@des.wa.gov and we will forward you the meeting details via Outlook.

The Supplier Diversity Community of Practice monthly meetings are set up through the Teams
group's calendar tab in the “General” channel. To access the group’s calendar, you'll want to
access the group’s “General” channel and click on “Calendar” along the top.

;9‘_ Teams e General Posts Files Polls  Calendar Supplier Diversity Virt.. +11 [# o ~ B0
/:\I
oy ¥ Your teams
Chat
~ [l DES-Supplier Diversity ... I ﬁ Perez, Ernesto (DES) 9/26/23 1:39 PM
L1
w
,E:_ General
_ + [ DES-SCAN and BDAG & SDCP Menthly Meeting ¢ Jain
Occurs every month on Third Thursday 1:00 PM
Cslenda |, DE DES-Contracts & Procu...
Q) ) Replacing "PIE Team community of Practice meeting every 3rd Thursday 1-2:30" originally scheduled
B » IS DES-#20422 Communi... through Outlook.
~ W88 StateOfWA-PowerBIUs...
D atel 'owerBlUs. v
Files General
I 190 ies lores, Rick Maynard DSHS/FFA), Boyan, en (CO d 48 other 24 @

Once you are in the group’s calendar in Teams, you can find the next meeting by going to the

date it is scheduled for. The monthly meeting takes place on the third Thursday of each month,
from 1 -2:30 p.m. When you find the next meeting, you can click on it and the choose "Edit" to
bring up the meeting details. After opening the meeting details once from Teams, the meeting
details should automatically sync to your Outlook calendar as well.

Calendar

.
T
3

C ﬂ DES-SCAN and BDAG

12 PM
» DE DES-Contracts & Procu...
c B DES-#20422 Communi...
1PM
= StateOfWA-PowerBIUs...
General
2PM
3PM
4PM

SDCP Monthly Meeting
Apr 18, 2024 1:00 PM - 2:30 PM

Join Edit v~

Microsoft Teams Meeting

e httpsy//teams.microsoft.com/l/meetup-join...

@ DES-Supplier Diversity Community of
Practice > General

55'- Chat with participants

Perez, Ernesto (DES)

Qrganizer

(o

SDCP Monthly Meeting
Microsoft Teams
Meeting

Perez, Ernesto (DES)

ae

;9‘_ Teams = o General Posts Files Polls Calendar v Supplier Diversity Virt.. +11 [ EEREE R
=\
=) ~ Your teams G Today April 2024 ~ Add new event 3] Work week
Chat
~ ICBW DES-Supplier Diversity ...
i 15 General e 18 19
Teams General Monday Thursday Friday
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OneNote

We may utilize the OneNote to share information or try collaborating within the group. The
OneNote should be its own tab along the top of the group’s “General” channel, although you
may need to click on “+[number]” to expand the tabs (shows as “+10" in the screenshot below):

B Try the new Teams Q Search +++  Washington State Executive Branch Agencies 'K‘a
Agﬁ Teams = 4 IS8 General Posts Files Polls Calendar Supplier Diversity Virt.. +10 [# N AR |
vity
@ * Your teams
Chat
. . i I ﬁ Perez, Ernesto (DES) Yesterday 8:30 AM
DES-Supplier Diversity ...
General Happy Pl Day!!l
' ﬂ WES-SE I ] e As a celebration of this group’s origin story as the extended PIE (Procurement Inclusion and
= ity i ) 13
Calendar » DE DES-Contracts & Proc... Equity) Team, | wish you all a very happy PI(E) Day!!! &
. N = o X
e ﬁj ™ | a des - Home x * General [DES-Supplier Diversity - X | =
< G 0] https://teams.microsoft.com/_?tenantld=11d0e217-264e-400a-8ba0-57dcc127d72d% /conversations/Gener... AD b [D {'E r\'-'\'-; o
[ Travel [ Groups/Associstions [ State Pages [] Training EJe DES - Home All Files | Powered.. [I Boards |Trello @ DES Events | Eventb... I Spot Checks (Great.. > Q,
Q, Search +++ Washington State Exccutive Branch Agencies ~ o
A%ﬁ Teams = 4 (Gl General Posts Files Polls Calendar Supplier Diversity Virt.. +10 [ 3~ D &
ity
M E to,
* Your teams orming tnests WA Procurement Manual +
1
DES-Supplier Diversity ... === Tools for Equity in Public Spending
A Alsal , Amel (DSt e
General ﬂ eman, Ame 5B 5186 Antidiscrimination Resources
Thanks Ernesto!
' ﬂ DES-SCAN and BDAG Recommendations for SDCP
Calends ®  Repl
ST » DE DES-Contracts & Proc... - E i Share an upcoming solicitation
% » DES-#20422 Communi... Contract Liaisan Services
&> I ﬁ Perez, Ernesto (]
B » StateOfWA-PowerBIU... - Small Agency Support
Files Happy Pl Day!!! Lunch and Learns June Documents
As a celebration of thit Lunch and Learns October Sessions ement Inclusion and
Equity) Team, | wish yo
DES-Supplier Diversity Community of
Practice Notebook
oo
Apps k
E?% .I
e~
see more
\Aa r
f Reply
[@ Starta post
Help £§3

19 | Teams Guide: Supplier Diversity Community of Practice



When you open the OneNote, you can click on the icon that looks like books on a shelf to open
the notebook’s sections:

ﬁﬁ Try the new Teams Q) Search +=+  Washington State Executive Branch Agencies (;e
ﬁy Teams =g i3l General Posts Files Polls Calendar DES-Supplier Diversit.. ~ +10 &) e e
@ * Your teams File  Home Insert Draw View Help Q  Tell me what you want to do < | & Editing v
DES-Supplier Diversity ... *=* v ﬂ v B T Q £~ AV e IS ;E W mnn %;V LT/\.}: w E\EC — Q‘ - g
General |
IS
, ﬂ DES-SCAN and BDAG - 2024
2 Thursday, July 13, 2023 3:57 PM
g, pE DES-Contracts & Proc... L R
QD DES-#20422 Communi... 1)
Calls

Public Contracting Events
StateOfWA-PowerBIU...

Fie L1t I
le

EE Try the new Teams Q, Search

Q

oy Teams = 4F B General FPosts Files Polls  Calendar DES-Supplier Diversit... ~ +10 e
@ * Your teams File  Home Insert Draw View Help Q  Tell me what you want to do (=] ¢ Editing v
DES-Supplier Diversity ... === v~ P~ B I U &~ & AT éE v mes %; v E}{ v 35'1 v O o
General -
n i DES-Supplier Diversity Community of Practice Notebook
DES-SCAN and BDAG - 2024
je ' Outreach Events 2024 Thursday, July 13, 2023 3:57 PM

DES-Contracts & Proc...
Mesting Notes

» DES-#20422 Communi...

Calls Public Contracting Events

Collaborations.
'8 stateorwa powerBlL... -
D Trainings
e Title Last Date
Alliance Northwest 3/16/2023
WaTech Industry Forum and Summit | 6/5/2023
Bridging Partnerships 4/12/2023
4/13/2023
NIGP: The Institute for Public 8/19/2023
Procurement
8/24/2023
@ Regional Contracting Forum 9/20/2023
Help Add section Add page American Contract Camnliance RM4/20737
4 *
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Clicking on a section will then open the pages within that section you can look through. Anyone
can add sections or pages, making this a useful tool for sharing information.

ﬂ'ﬁ Try the new Teams u:‘ ) Q_ Search +=-  Washington State Executive Branch Agencies ‘l;e
45}(‘ Teams e = 4 (5l General FPosts Files Polls Calendar DES-Supplier Diversit... ~ +10 [H e )
ity
9 = VEFIeE File Home Inset Draw View Help Q Tell me what you want to do (@Y i Editing v
Chat
. - [l DES-Supplier Diversity ... =+ v El v B I ! yZav ﬁ\, e IS §EV e %;V E’}{ " EBC v @J " .
w
e Genersl | IIN B Des-Supplier Diversity C ity of Practice Notebook i
i -Supplier Diversity Communi ice ool
, ﬂ DES-SCAN and BDAG e |3/]_4/24 - Challenges
- Outreach Events 3/14/24 - Challenges hursday, March 14 2 2
@3, pE DES-Contracts & Proc... 2 ' 2 Thursday, March 14, 2024 - 3:32 PM
Meeting Notes No availability
Q) » MBS DES-#20422 Communi...
Ca = ' COLaboation Lack of bids What is most challenging in your effort
0 | SEEmEE e spend with WA small/diverse/veteran-o
5 Trainings Incomplete bids
Files
Low scores

Mot performing

oo
oo

Apps

Helo Add section Add page
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Teams Group Email

This Teams group has its own email address. Sending an email to the group’s email will also
send an individual bcc’'d email to all external guest user members, making it an effective way to
reach those members.

Internal members will not receive individual emails in their own inboxes, but rather have shared
access to the group email inbox to see the messages. Whether they see emails sent to the group
email depends on whether they check the group’s email inbox.

From previous experience so far, the group email is best for messages directed more to external
guest members. For reaching internal members, posting in the Group’s “General” channel chat is
likely more effective.

The SDCP Teams Group email is: DES-SupplierDiversityCommunityofPractice@des.wa.gov.
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