Post-it° App for
Microsoft Teams

Admin Guide

February 2023




Table of Contents

Option 1: Microsoft Teams Admin Center

Page 3

Page 7

Page 8

Section 1:

Subscribing to the Post-it® App for Microsoft Teams
via Microsoft Teams Admin Center

Section 2:

Managing Your Subscription in the Microsoft Teams
Admin Center

Section 3:

Managing Access to the App via Mircosoft Teams
Policies

Option 2: Azure Marketplace

Page 10

Page 12

Page 14

Section 4:

Subscribing to the Post-it® App for Microsoft Teams
via Azure Marketplace

Section 5:

Managing Your Post-it® Subscription in Azure Portal

Section 6:

Managing User Roles in Azure Portal



Section 1

Subscribing to the Post-it® App for Microsoft Teams via
Microsoft Teams Admin Center

Start from the Office.com
homepage. Select the
"Admin" option on the left.

Finish setting up Microsoft 365
E5 Developer (without Windows
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Select "Show all* ' = W
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Section 1

Select "Teams".

Select "Teams apps"
on the left.

Select "Manage apps".

Subscribing to the Post-it° App for Microsoft Teams via
Microsoft Teams Admin Center

i Mucrosoft Tesms ademin center

i Micosoft Teams admin center
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Secti 1 Subscribing to the Post-it° App for Microsoft Teams via
ection Microsoft Teams Admin Center

B Microsoft Teams admin cente

Castboan

Find the search bar in the
bottom right and search
for "Post-it". Select the app.

i Microsoft Teams admin center

Select "Plans and pricing".

Hybrid work made simple with Post-it® for
Microgoft Teams

D Microsolt Teaens admin center

Select the plan
of your choice.
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Subscribing to the Post-it° App for Microsoft Teams via
Microsoft Teams Admin Center

Section 1

Select "Purchase".




Section 2

Managing Your Subscription in the
Microsoft Teams Admin Center

L sah pinden —

Once the subscription
is active, click "Manage
subscription” to view
or edit your plan.

Post-it®
For mose indons o o this agy Lesm mave i
: Manage sbscrglice

How 15, 2022 2000

Click on either "Change
plan" or "Manage in
Microsoft admin center”
to go to the admin center.

Hotst Gl dale Cancel Subscription
Deecemnber 22, 2022




Section 3

Managing Access to the App via
Microsoft Teams Policies

GO tO the Microsoft TeamS i1 Microsoft Teams admin center O Search - Preview -

admin center, and in the
"Teams apps" dropdown,
select "Permission policies".

Deployment task status

es for Teams

& & frew licerse
nees.

Ids advanced
wed in-room

User search Activity log

Search by display or username

Microsoft Teams admin center A Search - Preview -

@ ] o
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organization.
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e o ¢0) manage users ~
Select the relevant o e

App permission policy. Global (Org-vide default -



Secti 3 Subscribing to the Post-it° App for Microsoft Teams via
ection Microsoft Teams Admin Center

S Search - Preview

Microsoft Teams admin center

Microsoft apps
Choose which Teams apps published by Microsoft or its partners can be installed by your users.

Confirm that the Post-it®
App is allowed. This can be
done by setting the
Third-party app policy to
“Allow all apps".

& Allow all apps

Third-party apps
Choose which Teams apps published by a third-party that can be installed by your users,

Add third-party apps

OR by setting the
Third-party App Policy to
“"Allow specific apps and
block all others," clicking

“Allow apps" and then
searching for "Post-it".

Microsoft Teams admin center 52 Search - Preview -

@ Allew all apps

Third-party apps

. Choase which Teams apps published by a thied-parly that can be installed by your users.
Confirm that the App ID
and Publisher matches

what is shown:

@ Allow specific apps and block all others

=+ Add apps 1item

W Allowed apps App IO

= Post-t® 000144 7-a /58-4 31056 (g- FalsUn a3l M Lompany.

For detailed instructions, please refer to the Microsoft Learn page here:
https://learn.microsoft.com/en-us/microsoftteams/teams-app-permission-policies



https://learn.microsoft.com/en-us/microsoftteams/teams-app-permission-policies

Section 4

Subscribing to the Post-it® App for
Microsoft Teams via Azure Marketplace

Go to "Portal.Azure.com". e
Search for "marketplace"” W s
at the top.

..
%
R
= Mot Azure
Search for "Post-it" e
in the Marketplace and i G G (A S
select the Post-it® app.
= B o -1
0 ® o [S)
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Secti 4 Subscribing to the Post-it® App for
ection Microsoft Teams via Azure Marketplace

Postite 4
Select the correct B e
version of the app and i
click "Subscribe". (e

Once your subscription
is confirmed, you will be
directed to a SaaS offer,
which should show as
"Processing your request".

Full series of steps pr s
available at the Microsoft - =<
site linked below:

How to purchase a SaaS - .

offer in the Azure Portal

Microsoft Marketplace
Microsoft Learn



https://learn.microsoft.com/en-us/marketplace/purchase-saas-offer-in-azure-portal

Section 5

Managing Your Subscription
in Azure Portal

Go to Portal.Azure.com. [RSR, R
Search for "SaaS" - Sl o » nsio: §
at the top. ) B Al - _
. ._)_

Select the subscription w -
you want to manage:



portal.azure.com

Section 5

Select "Open SaaS
Account on publisher's site"
to manage licences.

If not already subscribed,
select "subscribe".

This is a screenshot of
what your subscription
will look like when it has
been activated.

Managing Your Subscription in Azure portal
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The link below has a full list of SaaS features:
Software as a Service (SaaS) subscription lifecycle management

- Microsoft marketplace | Microsoft Learn
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https://learn.microsoft.com/en-us/marketplace/saas-subscription-lifecycle-management

Section 6

Managing User Roles in Azure Portal

=

Rel i varapse waiizsban ‘:-

Go to Portal.Azure.com. oo

Search for
“enterprise applications".
Na »
deher 8] morrronmn B dimes Bl cofbeed

Tools
Il - y . A Po ) »

AADAEE e el
prroipmsen-se

Ty  Object ID Application 1D

Select "Post-it®".

Applkation Lype == Enterprise Applications <

Homepage URL
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Portal.Azure.com

Section 6 Managing User Roles in Azure Portal

Click on
"Users and groups".

= Getting Started
":"' & 1. Assign utern and groups g_] 2. Provision User Acsounts
Lac ity
'.. S 4 Seiterice
O e v
D %n
2a Post-it® | Users and groups
Select the box of the user(s)
- add userrgobup £ edit astignovert Tl Renlowe t =2 cohwnat 57 ot feedback?

you would like to edit. % Overien

(@ Cesloymen: P B T cpplication wil apget SR within My A Set visille ta usen? o no i progetie 1 pavent this. —F
eploy

Select "Edit assignment” at coe e penion
the top of the page. —

M Propatios

e Pre. Apg-resles. are made availatsie by the dive

A Search resources, services, and docs (G+/)

Home > Enterprise applications | All applications > Post-it® | Users and groups >

Edit Assignment

Txd3n

Click "Select a role".

Users and graups

Select a role

None Selected



Section 6 Managing User Roles in Azure Portal

D Svech resoscen sanices, e s 6o

Edit Assignment

Sebect 2 1oke

Change the role
to the desired option.
Hit "Select".

For Microsoft's page about managing user roles, see below:

Create custom roles to manage enterprise apps in Azure
Active Directory - Microsoft Entra | Microsoft Learn

3M and Post-it are trademarks of 3M. © 3M 2023.
All other trademarks are property of their respective owners.

0 IMOIRSDe lding

Select a role
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https://learn.microsoft.com/en-us/azure/active-directory/roles/custom-enterprise-apps
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