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MS Teams User guide

This guide supports IT teams with the initial setup, while also providing guidance for practitioners
who administer Insights Discovery and end users who interact with the Insights Discovery for

Microsoft Teams application.
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How to add the app to Microsoft Teams

This will have to be done by your IT team or Microsoft administrator.

1. Download 'Insights Discovery’ app from the Microsoft Teams Admin Centre,

2. Once you have downloaded ‘Insights Discovery’, it should appear under ‘Apps — Added by your

!
org
Apps
o U
Search apps and more a . L. : - }0 *
Boost productivity with Al-powered apps

X Adobe Acrobat Now Virtual Agent

B Apps -~ Get more done with intelligent automation and smart tools.

Added by your org

Learn more

Built for your organisation

Featured

Popular on Teams

Trending with your peers Added by your org Seeall

Agents N

Top picks 7y Coplot open g Insights Discovery — Sage People open
Microsoft Corporation nsights Learning & Development Sage Global Services Ltd

Top rated apps

App Permissions

This will have to be done by your IT team or Microsoft administrator.

1. Access the Microsoft Teams Admin Center and locate the navigation menu on the left-hand side of the
dashboard.

From here, click on the ‘Teams apps’ option and select ‘Manage apps'.
einsightS Microsoft Teams admin center 53 Search

xps  Insights Discovery

it Dashboard

@ Teams Pramium

Insights Discovery

= Teams w Insights Learming & Development

Supported on (T FAvaisble to
Everyone
Usars w 7] ¥
» Frivilzge level
ersian
D Teams devices v 1027 Medium
~
B Teams apps By using this app, you and your users sgree to the Frivacy policy and Terms of use,
l Manage apps

3. Search for ‘Insights Discovery’
4. Select the app

5. Grant admin consent for all required permissions
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&£ Teams devices Wi
B Teams apps A
l Manage apps

Permission policies

Setup policies

Customize store

Agent settings
f Meetings v
& Voice v
@ Teams client health
& Locations v
48 Frontline manage... v
B Policy packages
i=  Planning v
k2 Analytics & reports v

Notifications & al... v

About Users and groups

This app’s overall privilege level: ®

Required permissions

v
Low Medium High

Settings and customization

Plans and pricing

Security and compliance

N

Review the required permissions for this app and grant admin consent for your org. When you grant consent for delegated permissions, this app
can act on a user’s behalf when they're signed in. Application permissions allow this app to access the relevant info and act without a user
present. Learn more about the permissions and admin consent.

6 items

Name

profile

offline_access

User.Read

openid

email

TeamsActivity.Send

/\  Review and grant admin consent for the permissions required to use this app.

Description

Allows the app to see your users' basic ...

Allows the app to see and update the d...

Allows users to sign-in to the app, and a...

Allows users to sign in to the app with t...

Allows the app to read your users' prima...

Allows the app to send new activities to ...

Access ()

Delegated

Delegated

Delegated

Delegated

Delegated

Application

Grant admin consent

o)

Privilege Level ()

Low

Low

Low

Low

Low

Medium

Type ®

Entra ID

Entra ID

Entra ID

Entra ID

Entra ID

Entra ID

For more information on granting and managing consent to Teams app permissions, see here.

For the full permissions list, please refer to the setup guide.
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einﬁights Microsoft Teams admin center B Saarch

= Ianage apps \ insights Discovery

{r Dashboard

@ Teams Premium

Insights Discovery

2 Teams e Insights Learning & Development
Supported on (7} Euailzble 1o
Everyone
Users w [ ]
e Frivil=ge level
lersian
1T Teams devices w 1027 Medium
~
m LEIBE T By using this app. you and your users agree to the Privacy policy and Terms of use.
I Manage apps
Permission polices About Users and groups m Settings Plans and pricing Security and comphance
Setup policies
-

Customize store This app’s overall privilege levek (' Low  Medium  High

poent I Required permissions ~
A Meetings ~ Review the required permissions far this app and grant admin consent for your crg, When you grant consent for delegated permissicens. this app
can act on a user's behalf when they're signed in, Application permissions allow this app to access the relevant info and act without a user
(2 Maszaging " present. Learn more about the permissions and admin consent
(=) Admin corsent granted for all required permisiors.
Ry Woice e
Wi Teams client health 16items 2]
&) Locations e Claim vabue Name fecezs (D) Priilegelevel (0 Type G
A2  Frontiine manage.. b TeamsAppinstallation.ReadW  Allow the Teams app to manage itself in... Delegated Low Entra ID
©  Enhanced encrypti. ChannelMember Read.All Read the members of channels Delegated Low Entra ID
Bt Palicy pack
i \FOboy peickages Calendars.Read Read user calendars Delegated Low Entra ID
= Planning - TeamsTab Read Al Read tabs in Microsoft Teams. Delegated Low Entra ID
B
= RENE R S v Prasence Read Read user's presence information Dielegated Low Entra ID
0 Notifications & le-.. - AppCatalog Read Al Read all app catalogs Delegated Low Entra D
* Show pinned Chat.ReadBasic Read names and members of user chat t... Dielegated Low Entra IOV
Presence. Read.All Read presence information of all users i.., Delegated Medum Entra ID
UsarResd Al Read all users' full profiles Delegatad Low Entra ID

6. Go to Teams apps — Permission policies
7. Select the policy assigned to your users (for example, Global (Org-wide default))

8. Ensure the 'Insights Discovery’ app is Allowed and save any changes.

If the app is blocked in a permission policy, users will not be able to access it even if the app itself is allowed — see
here for full instructions.

9. Wait for changes to apply as it may take up to several hours to show across Microsoft Teams.

Note: Allowing an app makes it available for deployment but does not automatically install it for users. App
deployment is managed separately using setup policies.
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User Permissions
This will have to be done by your IT team or Microsoft administrator.

Setup Policies
1. Go to Teams apps — Setup policies

2. Select an existing setup policy or create a new one
3. Under Installed apps, add ‘Insights Discovery’
a. (Optional) Under Pinned apps, pin ‘Insights Discovery’ to the Teams app bar — see here for full

instructions.

4. Assign the setup policy to users or user groups. This ensures the app is automatically installed and/or visible for
users in Microsoft Teams — see here for full instructions.

Restricted User Permissions

1. Go to Teams apps — Permission policies
2. Select an existing policy — like Global (Org-wide default) — or create a new policy by selecting 'Add’
3. Name the policy (for example: Marketing App Access)

4. Under 'Allowed apps’, you can:
a. Select 'Allow all apps (default)’

b. Or choose ‘Allow specific apps and block all others'’

5. Search ‘Insights Discovery’ and add it to the list

a. Block other apps if necessary

This ensures that only the apps you specify are available to users assigned to this policy.
6. With the policy selected, choose ‘Manage users'
7. Click ‘Add users’
8. Search for and select the individuals or groups you want to restrict access to

9. Confirm your selection

© The Insights Group Ltd, 2026. All rights @ in S i g htS®
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a. Only the users assigned to this policy will be able to use Insights Discovery.

10. Ask assigned users to restart Teams if the app does not appear immediately

a. Changes can take up to 24 hours to update fully.

See here for further information from Microsoft on using app permission policies to control user access to apps.

Profile Import
When 'Insights Discovery' is installed in your Microsoft Teams account:

1. Click on ‘Insights Discovery’ using the navigation pane on the left-hand side (if it does not appear, select
'‘Apps’, search ‘Insights Discovery’ and select it).

2. You will see this window
@ Q  Type "isi" to narrow your search to Messages, Files or more Q

]

hrsighs Dise

Q

Actiny

5]

=

m Insights Discovery (TEST)  Dashboard Avatar Settings  Activity

oneore Set up your Insights profile

We'll find your mest recent profile using your email address and need
you to confirm it's the correct one and that you're happy for it to be
used on Microsoft Teams.

Coptat Confirm your profile

Insighs Dise
&
e For help, visit the Insights for Microsoft Teams support page.
Keep the learning alive by encouraging day-to-day access to

everyone’s different ication styles and
Apps

& al =

View in-app profile summary Group colour energy Communication do's and don'ts

View key information from your profile breakdowns View personal do’s and don'ts and
in-app including your strengths and  See everyone in a group's individual  snapshots of a group’s list of do's and
possible weaknesses and colour energy orders and a graph of  don'ts from everybody's profiles to get
communication do's and don'ts averaged collective colour energies for & better sense of the group dynamic

groups as a whole

o) Eif &

Compare profile summaries. Insights Discovery colour wheel Wieekly My Insights
(Compare your Insights Discovery avatar generator View key statements from other areas
profile summary with someone else’s Generate a profile picture outlined  ©f yout Insights Discovery profile that

and get tips on how 1o better cONNect with the Insights Discovery 4 colour  Update weekly, including chapter
wheel graph, with different coloured ~ content e.g. your challenge for the
segments changing in size depending week
on your particular mix of colour
energies

3. Click "Confirm your profile’
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If your Microsoft Teams account email matches the email address you used to receive your profile,

a.
your most recent profile will populate, as shown here

Insights Discovery (TEST)
Colour Energy Setup.
ihoey@ildm365.0nmicrosoft.com

Insights Discovery - lan Hoey 12th Nov 2024

Chapters: Foundation, Management

This isn't my most recent profile
If you've received a profile more recently, it may have been generated in
another area of your workplace or using a different email address. Someone

with access to Insights systems will need to help you find the correct profile.

Contact a learning and development professional or team within your
organisation and they may be able to help or they may refer you to an

Insights representative who can resolve this issue.

Confirming your profile means that everyone in your organisation’s
Microsoft Teams will be able to view details from it unless you choose
to keep it private. If you receive a new profile using this email address
in the same organisation, details from your new profile should update

automatically.

B 1 agree for the information to be used in accordance with the Insights

Privacy notice.

Confirm your profile

If your profile does not import, please refer to Profile import issues.

&) insights’
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4. Once you have confirmed your profile, you will see a dashboard that populates your profile information, as

shown below.

_ RS

Q

Aty

Chat

000

D

Teams

Calendar

Insights D.

Apps

ﬂ Insights Discovery  Dashboard Avatar Settings Activity

Your profile summary

Profile from 11 Oct 2023 « Compared 26 times this week

Y R
90% 67%

34% 23%

Jump to: Highlights Strengths & weaknesses Do's and don'ts

You can customise which statements you want to display from

your profile to yourself and other people.

Customise my profile

She attends to and likes to remember significant events and important detail. Others need to be

sure of their facts.

Show another

* Understands the importance of “style” in
presentation,

Important upcoming meetings

Possible weaknesses

= Knows the answer before the question is
asked.

Present now s

My Insights for this week

— Your challenge

She should try to slow down the pace when interacting with others on a
time bounded project. She may not appreciate how loud they can
appear to some others,

— Your suggestion for development

Reflecting longer on other alternatives before jumping in to start the
process.

— Your value

Has an awareness of the people issues in the world around them.

A collection of upcoming meetings we've marked as potentially impertant that you may want to prepare for:

Marketing Review
02 Nov 2022 13:00 - 14:30 (Occurs every week)

5 people invited

SN ¢ N

7% 67% 34% 23%

View colour energies

Campaign Planning
13 Nov 2022 10:00 - 11.00

3 people invited

EINENE © N

7% 54% 40% 32%

View colour energies

For help, visit the Insights for Microsoft Teams support page.

What can I do with Insights on Microsoft Teams?

View in-app profile summary

View key information from your profile in-app
including your strengths and possible weaknesses
and communication do's and don'ts

Where: Here on your Insights Dashboard

By

Compare profile summaries

Compare your Insights Discovery profile summary
with someone else's and get tips on how to better
connect

Where: Add Insights tabs on meetings, chats and
teams to view

Profile privacy settings

dln

Group colour energy breakdowns

See everyone in a group’s individual colour energy

orders and a graph of averaged collective colour

energies for groups as a whole

‘Where: Add Insights tabs on meetings, chats and
teams to view

&

Insights Discovery colour wheel avatar

‘generator

Generate a profile picture outlined with the Insights

Discovery 4 colour wheel graph, with different

coloured segments changing in size depending on

your particular mix of colour energies

Where: Access the Avatar tab on your Insights
dashboard

Another meeting title with a slight longer n...
13 Nov 2022 1300 - 15:00

Marketing All Hands

12 Nov 2022 15:00 - 16:00 (Qccurs every 2
weeks)

7 people invited

22 people invited

Y R B [
90% 67% 34%  23%
No one in this meeting has shared their

colour energies Add tab to view colour energies

=

Communication do's and don’ts

View personal do's and don'ts and snapshots of a

group's list of do's and don'ts from everybody's

profiles to get a better sense of the group dynamic

Where: Add Insights tabs on meetings, chats and
teams to view

Open the Insights app when you're in a
meeting

®
Weekly My Insights

View key statements from other areas of your
Insights Discovery profile that update weekly,
including chapter content e.g. your challenge for
the week

Where: Here on your Insights Dashboard

1. In your ‘Settings’ (accessed by clicking ‘Settings’ in the top navigation bar), you can decide:

a.

Who can view elements of your profile (including your colour energy order)

© The Insights Group Ltd, 2026. All rights
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b. What type of meetings appear in your dashboard

F) Insights Discovery  Dashboard Avatar Settings Activity

Set your profile view options:

© Allow anyone in my organisation to see my public profile

(O Only | can see any details from my profile

You can customise which statements you want to display from your profile to yourself and other people.

Customise my profile

Set which meetings display in “Important upcoming meetings” section:

Important meetings sizes:

One-to-ones (2 invitees)
Smaller meetings (3 - 10 invitees)
Bigger meetings (11 - 29 invitees)

Large meetings and all-hands (30+ invitees)
Important meetings length:

Any v
Important meetings location:
O All locations

(O Defined locations - meeting spaces set up by your organisation

(O Remote only - meetings in Microsoft Teams only

2. In the same view as above (as well as from your Dashboard — screenshot below),

£ Search or type a command

Q

Activity h) Insights Discovery = Dashboard Avatar Settings Activity
Chat

000 Your profile summary

((g))
TEE“S Profile from 11 Oct 2023 » Compared 26 times this week
. Y, R B G
Calendar
90% 67% 34% 23%

Jump to: Highlights Strengths & weaknesses Do’s and don'ts

Files You can customise which statements you want to display from

Customise my profile
your profile to yourself and other people. I

© The Insights Group Ltd, 2026. All rights @ in S i g htS®
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3. You can click ‘Customise my profile’ to choose which statements from your profile are available to only you or

others from your organisation.

© The Insights Group Ltd, 2026. All rights
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Different scenarios of what you may see dependent on profile imports and privacy settings

e Scenario 1: lain English and lan Hoey both have Discovery profiles, lan Hoey has not imported their profile

m Insights Discovery

Colour energy summaries
You can only compare profiles with people who also have Insights Discovery profiles.

a lan Hoey

Cool Blue Profile information not available

Fiery Red

IE. lain English

Earth Green
Sunshine Yellow

Collective colour energies
Based on 1 out of 2 people

100%

Cool Blue Fiery Red Sunshine Yellow Earth Green

© The Insights Group Ltd, 2026. All rights

Less Conscious Q Conscious

Communication Do's and Don’ts
From 1 out of 2 people’s profiles - showing 6 at random, compare profiles to view
individual do’s and don'ts

Respect his values and principles.
i lain English: leads with Cool Blue

Be misled by his apparent reticence
into thinking that he doesn't care.

i lain English: leads with Cool Blue

Respect his privacy.
« lain English: leads with Cool Blue Call on him when uninvited.
ie lain English: leads with Cool Blue

Organise your thoughts before
communicating.

i lain English: leads with Cool Blue i lain English: leads with Cool Blue

Try to rush him into a decision.

Show 6 more

o

&) insights’
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e Scenario 2: lain English and lan Hoey both have Discovery profiles and both confirm privacy settings as open

E Insights Discovery

Colour energy summaries
You can only compare profiles with people who also have Insights Discovery profiles.

IE_ lain English a lan Hoey

—

Cool Blu
Compare profiles

Less Conscious D Conscious

Sunshine Yellow

Communication Do’s and Don’ts
From 2 out of 2 people's profiles - showing 6 at random, compare profiles to view
individual do’s and don'ts

Collective colour energies
Based on 2 out of 2 people

100%

Ensure that your statements are
accurate and factual.

Be put off by his formality.
i lain English: leads with Cool Blue
i lain English: leads with Cool Blue

Criticise her ideas too harshly or
Use humourinr

Cool Blue

© The Insights Group Ltd, 2026. All rights

Fiery Red Sunshine Yellow

i lan Hoey: leads with Sunshine
Yellow

Remember to ask for his opinions of
other systems and projects.

ie lain English: leads with Cool Blue

Show 6 more

w lan Hoey: leads with Sunshine
Yellow

Be unrealistic or stray on to
abstractions.

i lain English: leads with Cool Blue

&) insights’
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e Scenario 3: lain English and lan Hoey both have NCP profiles, lan Hoey has privacy settings as private

m Insights Discovery

Colour energy summaries

You can only compare profiles with people who also have Insights Discovery profiles.

a lan Hoey

Profile information not available

IE. lain English

Cool Blue

Fiery Red

Sunshine Yellow

Collective colour energies
Based on 1 out of 2 people

100%

Cool Blue Sunshine Yellow

© The Insights Group Ltd, 2026. All rights

Communication Do’s and Don’ts

Less Conscious D Conscious

From 1 out of 2 people’s profiles - showing 6 at random, compare profiles to view

individual do’s and don'ts

Respect his values and principles.
i lain English: leads with Cool Blue

Respect his privacy.
i lain English: leads with Cool Blue

Organise your thoughts before
communicating.
i lain English: leads with Cool Blue

Show 6 more

Be misled by his apparent reticence
into thinking that he doesn't care.

it lain English: leads with Cool Blue

Call on him when uninvited.
i€ lain English: leads with Cool Blue

Try to rush him into a decision.

i lain English: leads with Cool Blue

&) insights’
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e Scenario 4: lain English has a Discovery profile, lan Hoey does not

m Insights Discovery

Colour energy summaries
You can only compare profiles with people who also have Insights Discovery profiles.

IE. lain English a lan Hoey

Cool Blue Profile information not available
Fiery Red

Sunshine Yellow

Collective colour energies
Based on 1 out of 2 people

Cool Blue Fiery Red Sunshine Yellow Earth Green

App not installed

Less Conscious (@D Conscious

Communication Do’s and Don'ts

From 1 out of 2 people’s profiles - showing 6 at random, compare profiles to view
individual do’s and don'ts

Respect his values and principles. Be misled by his apparent reticence
i& lain English: leads with Cool Blue into thinking that he doesn't care.
ie lain English: leads with Cool Blue

Respect his privacy.
i lain English: leads with Cool Blue Call on him when uninvited.
i lain English: leads with Cool Blue

Organise your thoughts before
communicating. Try to rush him into a decision.

i lain English: leads with Cool Blue i& lain English: leads with Cool Blue

Show 6 more

o

e If a colleague does not have the app installed on their MS Teams, this is what they would see in a meeting
where the Insights Discovery for MS Teams app has been added to a meeting chat:

| added a tab at the top of this chat. Check it

out!

Insights Discovery

e If a colleague does not have the app installed on their MS Teams, this is what they would see in a meeting
where the Insights Discovery for MS Teams app has been added to a meeting chat and they clicked on the

© The Insights Group Ltd, 2026. All rights
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app:
5] Eva/Minhye Chat Shared Recap Q&A Meeting Whiteboard Insights - m é%z —

Colour energy summaries
You can only compare profiles with people who also have Insights Discovery profiles

Q Eva Lofvenberg & Minhye Lee

Profile information not avrlablc Profile information not available

e A colleague - in this instance it is 'iain (test)’ — who does have the app installed but does not have a profile,
would see this in a meeting where the Insights Discovery for MS Teams app has been added to a meeting chat

Colour energy summaries Less Conscious () Conscious
You can only compare profiles with people who also have Insights Discovery profiles.

IDO lain Dutch IEo lain English IFo lain French IGo lain German

Fiery Red Fiery Red

Sunshine Yellow

Cool Blue

Cool Blue Fer et

Cool Blue

Sunshine Yellow

Earth Green

Fiery Red Sunshine Yellow Sunshine Yellow Cool Blue

@

ISO lain Spanish lan Hoey | ® iain (test) ID° lain Danish

Fiery Red Sunshine Yellow Profile information not Profile information not

available available

Cool Blue Fiery Red

Earth Green

Sunshine Yellow Cool Blue

Dashboard functionality
Information from your Discovery profile: showing an overview of colour energy order, highlights, strengths, challenges,
weekly insights, upcoming meetings

© The Insights Group Ltd, 2026. All rights @ i n S i g htSE
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— RS

Q

Activity

Insights D.

Apps

ﬂ Insights Discovery  Dashboard Avatar Settings  Activity

Your profile summary

Profile from 11 Oct 2023 * Compared 26 times this week

Y R
90% 67%

34% 23%

Jump to: Highlights Strengths & weaknesses Do's and don'ts

You can customise which statements you want to display from

your profile to yourself and other people.

Customise my profile

She attends to and likes to remember significant events and important detail. Others need to be

sure of their facts.

Show another

+ Understands the importance of “style* in
presentation.

Important upcoming meetings

Possible weaknesses

= Knows the answer before the question is
asked.

My Insights for this week

— Your challenge

Present now =

She should try to slow down the pace when interacting with others on a
time bounded project. She may not appreciate how loud they can

appear to some others.

— Your suggestion for development

Reflecting longer on other alternatives before jumping in to start the

process.

— Your value

Has an awareness of the people issues in the world around them.

A collection of upcoming meetings we've marked as potentially impaortant that you may want to prepare for:

Marketing Review
02 Nov 2022 13:00 - 14:30 (Occurs every week)

5 people invited

BT ¢ BB

7% 67% 34% 23%

View colour energies

Campaign Planning
13 Nov 2022 10,00 - 11.00

3 people invited

I ¢ D

7% 54% 40% 32%

View colour energies

For help, visit the Insights for Microsoft Teams support page.

What can I do with Insights on Microsoft Teams?

View in-app profile summary

View key information from your profile in-app
including your strengths and possible weaknesses
and communication do’s and don'ts

Where: Here on your Insights Dashboard

By

Compare profile summaries

Compare your Insights Discovery profile summary
with someone else’s and get tips on how to better
connect

Where: Add Insights tabs on meetings, chats and
teams to view

il

Group colour energy breakdowns

See everyone in a group's individual colour energy

orders and a graph of averaged collective colour

energies for groups as a whole

‘Where: Add Insights tabs on meetings, chats and
teams to view

&

Insights Discovery colour wheel avatar

generator

Generate a profile picture outlined with the Insights

Discovery 4 colour wheel graph, with different

coloured segments changing in size depending on

your particular mix of colour energies

Where: Access the Avatar tab on your Insights
dashboard

Overview of colour energy order

Your profile summary
Profile from 29 Apr 2024 +Viewed 0 times this week

R
67%

Another meeting title with a slight longer n...
13 Nov 2022 1300 - 15:00

7 people invited

Marketing All Hands
12 Nov 2022 15:00 - 16:00 (Occurs every 2

weeks)

22 people invited

No one in this meeting has shared their
colour energies

=

Communication do's and don’ts

View personal do's and don'ts and snapshots of a
group's list of do's and don'ts from everybody's
profiles to get a better sense of the group dynamic

Where: Add Insights tabs on meetings, chats and
teams to view

Open the Insights app when you're in a
meeting

®
Weekly My Insights

View key statements from other areas of your
Insights Discovery profile that update weekly,
including chapter content e.g. your challenge for
the week

Where: Here on your Insights Dashboard

B G
34%

Y R B G
90% 67% 34%  23%

Add tab to view colour energies

Your colour energy order and percentages update automatically if you receive a new Discovery profile.
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The 'Viewed 0 times this week’ statement is related to the number of times someone in your organisation compares
their profile to yours. This can be done when viewing the Insights Discovery tab in a meeting. For more information on
this, see How to view and compare profiles — During a meeting.

Highlights, strengths and possible weaknesses

Jump to: Highlights Strengths & weaknesses Do's and don’ts

You can customise which statements you want to display from
your profile to yourself and other people.

She attends to and likes to remember significant events and important detail. Others need to be

Customise my profile

sure of their facts.

Show another

E R
* Understands the importance of “style” in * Knows the answer before the question is
presentation. asked.

The statements shown are pulled directly from your Discovery profile. By using the scroll bar, you can select to show all
of the statements under each heading (Strengths, Possible weaknesses, Communication do’s and don'ts).

By clicking on ‘Customise my profile’, you can select which statements are only available to you and/or made available
to other people in your organisation. For more information, see Profile privacy settings.

Weekly insights

My Insights for this week

— Your challenge

She should try to slow down the pace when interacting with others on a
time bounded project. She may not appreciate how loud they can
appear to some others.

— Your suggestion for development

Reflecting longer on other alternatives before jumping in to start the
process.

— Yourvalue

Has an awareness of the people issues in the world around them
The statements shown are pulled directly from your Discovery profile. This automatically refreshes every week.
Upcoming meetings

Important upcoming meetings
A collection of upcoming meetings we've marked as potentially important that you may want to prepare for:

Marketing Review Campaign Planning Another meeting title with a slight longer n... Marketing All Hands

02 Nov 2022 13:00 - 14:30 (Occurs every week) 13 Nov 2022 10:00 - 11:00 13 Nov 2022 13:00 - 15:00 12 Nowv 2022 15:00 - 16:00 (Occurs every 2
weeks)

5 people invited 3 people invited 7 people invited

22 people invited

23%

7% 67% 34% 1% 54% 40% 32% 90% 67% 34% 23%

5 ) n No one in this meeting has shared their )
View colour energies View colour energies colour energies Add tab to view colour energies

The meetings shown are pulled directly from your Outlook calendar. You can tailor the types of meetings shown by
selecting 'Customise your profile’ in your Dashboard view. For more information, see Profile privacy settings.

You can view the colour energies make up of all meeting attendees from here, as well as add the Insights Discovery
app to a meeting. For more information, see Adding app to meetings.
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Present now

Q

Actiity m Insights Discovery  Dashboard Avatar Settings Activity

=\

If yE)u are on a call and would like to share your Dashboard view, you can do so by selecting ‘Present now’, in the top
right corner of the Insights Discovery screen.

You can invite someone at your organisation to access the app for themselves by clicking the three dots in the top
right corner of the Insights Discovery screen and selecting ‘Share app'.

Present now see

Open app in new window
C Reload app

@ Go to website

(D) About

& Share app

The pop up below will appear, allowing you to type the name of a person, group or channel you would like to share
the app with. Alternatively, you can click ‘Copy link'.
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Share

Share to

Type the name of a person, group, or channel
Say something about this

Take a look at this app.

Insights Discovery

B App X

¥ Insights Discover
*) i
Insights Learning & Development

Use your profile while you work to better connect with your

colleagues.

W 5 (10 ratings)

&2 Copy link

Adding app to meetings
1. Go to your meeting chat in Microsoft Teams
a. You can access the meeting chat by going to your calendar

b. Right clicking the meeting
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c. Selecting ‘Chat with participants’

<

ary 9-13, 2026

10

Tue

| {# TEST Microsoft Teams Meeting

2. Click the "+’ sign in the top navigation bar of the meeting chat

Marketing Review Chat Files Details Meeting notes  Whiteboard  +

3. Type in ‘Insights Discovery’ and select the app shown below

Insights Discovery

(X Join Teams meeting

£ Chat with participants

=2

O

PN

aw
+<

Copy meeting link

Open

Forward

Charm

Join

RSVP

Insights
Discovery
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4. This pop up will appear. Click ‘Save’

6‘ Insights About X

Use your Insights profiles more effectively

Adding Insights tabs to your meetings, chats and teams allows you to see everyone
else’s colour energies in the space (if they've chosen to share their profiles), see the
energies for the group as a whole and view snapshots of a list of everyone's do's and
don'ts from their profiles.

If you and other members of the group have Insights Discovery profiles, you can also
compare your profile summaries side-by-side.

Post to the chat about this tab Back

You will now see an overview of the colour energies and communication do’s and don'ts of everyone in the

meeting that has a profile imported. If they:
e Do not have a profile imported

e Have set their profile to private
e Do not have access to the app

Their profile card will appear as 'Profile information not available’ (e.g. Mark Jones in the image below)

© The Insights Group Ltd, 2026. All rights @ Insig htSm



MS Teams User guide

— RS

Q

Activity

ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard  Insights ~ =+

Chat
. Colour energy summaries
)] You can only compare profiles with people who also have Insights Discovery profiles.

| & & Aadi Kapoor Q Mark Jones e Alvin Tao
Calendes
Profile information not available
% Sunshine Yellaw

Sunshine Yellow

0
Files S

Collective colour energies
Based on 4 out of 5 people

100%

: I I .
5%

Cool Blue Fiery Red Sunshine Yellow Earth Green

Apps

Cool Blue
Calls. Earth Green

Compare profile:

a, Babak Shammas

Sunshine Yellow

Communication Do’s and Don'ts

Give him all the facts.
€@ 1nprofiles: Alvin, Babak

Allow plenty of time for him to assimilate
new ideas or changes in plan.

@ Alvin: leads with Cool Blue

Appeal to her need to be of service, This is a
longer item that makes this box bigger.

& Jane: leads with Sunshine Yellow

Show 6 more

Meeting dashboard and chat drop downs

This is how the meeting dashboard will appear

© The Insights Group Ltd, 2026. All rights

Fiery Red
Cool Blue

Less Conscious @D Conscious

Ye
R

Sunshine Yellow

arth Green

From 4 out of 5 people’s profiles - showing 6 at random, compare profiles ta view individual do's
and don'ts

Be over-humorous in a serious situation.
Even longer text makes this a long
communication do and makes the box much
larger.

€ Alvin: leads with Cool Blue

Appear timid or ineffective.
. Aadi: leads with Fiery Red

Forget to balance interaction with time for
reflection.

@ Jane: leads with Sunshine Yellow
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— RS ‘m—

N{:l( ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard  Insights ~ =+ RSVP
ctivity

Chat

. Colour energy summaries Less Conscious @D Conscious
o You can only compare profiles with people who also have Insights Discovery profiles.

Teams

& q Aadi Kapoor Q Mark Jones @ Alvin Tao ao Babak Shammas @ You

Calender

E o s

Sunshine Yellow
Sunshine Yellow

Collective colour energies ‘Communication Do’s and Don'ts

Based on 4 out of 5 people From 4 out of 5 people’s profiles - showing 6 at random, compare profiles ta view individual do's
and don'ts

100%

75% Give him all the facts. Be over-humorous in a serious situation.
m In profiles: Alvin, Babak Even longer text makes this a long
communication do and makes the box much

larger.

Allow plenty of time for him to assimilate
€ Alvin: leads with Cool Blue

new ideas or changes in plan.
@ Alvin: leads with Cool Blue
Appear timid or ineffective.

Appealto her need 1o be of serice. Thisisa @ Aadleads with Fiery Red

longer item that makes this box bigger.
‘ Jane: leads with Sunshine Yellow Forget to balance interaction with time for

Cool Blue Fiery Red Sunshine Yellow Earth Green reflection.
@ Jane: leads with Sunshine Yellow

Show 6 more

8

Apps

If you select ‘Compare profiles’ with any individual, you will see the below

_ SIS

ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard  Insights ~  +

RSVP

A,muy

g\ Insights

Compare profiles.

Calls
P You both have a preference for Fiery Red energy
iles
You can both connect an your ability to make quick decisions and operate in a fast-paced environment.
Insights

Your profile summary Aadi Kapoor's profile summary
Profile from 11 Oct 2023 Profile from 24 Jun 2021

&5 G
67% 34% 23% 7% 54% 32%

She attends to and likes to remember significant events and = Embraces change readily.
important detail. Others need to be sure of their facts. = Initiates new activities.

Show another Show all

* Understands the importance of “style” in presentation. * Encourage their creative intuition.
+ Competitive and wants to win at all costs. * Be straightforward, fast, efficient and to the point.

Show all

Apps

For instructions on how to compare profiles, refer to_How to view and compare profiles.
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During the meeting, when you click on the ‘Insights Discovery' tab in the top navigation pane, the communication
do’s and don't’s of everyone in the meeting who has shared their profile will show in the chat dropdown section on
the right

Insights Discovery

Communication Do’s and Don'ts
Sell ndee

B Aadi Kapur

Beth Davies

N Give him all the facts.
‘?I\ad\ Kapoor -

im to assimilate
Aadi Kapur

in plan
|

‘ Talk quietly.

5 g Be precise and detailed
v

MJ Price
Be over-humorous in a serious situation.

Prevent him from expressing his
thoug

Sentimentalise

During the meeting, if you would like to see the meeting dashboard view again, you would need to:
1. Minimise the Teams meeting call screen

2. Go to your normal Teams chat view (the one that allows you to message anyone from your organisation)
3. Select the meeting chat of the call you are currently in
4. Select the app in the top navigation pane and the view below will appear
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Q

Activity

5}

Chat

ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard  Insights ~ =+

. Colour energy summaries
)] You can only compare profiles with people who also have Insights Discovery profiles.

& Q Aadi Kapoor Q Mark Jones eo Alvin Tao a
Calendes

% Sunshine Yellow

D Earth Gr Sunshine Yellow

=y Compare profiles

Babak Shammas

Sunshine Yellow

Collective colour energies
Based on 4 out of 5 people

100%
50%
i I

Cool Blue

Communication Do’s and Don'ts

and don'ts

Give him all the facts.
€@ 1nprofiles: Alvin, Babak

Allow plenty of time for him to assimilate
new ideas or changes in plan.

e Alvin: leads with Cool Blue

Appeal to her need to be of service, This is a
longer item that makes this box bigger.

& Jane: leads with Sunshine Yellow

Fiery Red

Sunshine Yellow Earth Green

Show 6 more

Apps

How to view and compare profiles

In a meeting chat

Fiery Red
Cool Blue

Earth Green

Less Conscious @D Conscious

Ye
@ -
Sunshine Yellow

Earth Green

From 4 out of 5 people’s profiles - showing 6 at random, compare profiles to view individual do's

Be over-humorous in a serious situation.
Even longer text makes this a long
communication do and makes the box much
larger.

€ Awin: leads with Cool Blue

Appear timid or ineffective

. Aadi: leads with Fiery Red

Forget to balance interaction with time for
reflection.

@ Jane: leads with Sunshine Yellow

1. Follow the steps from Adding app to meetings, if the Insights Discovery tab has not already been added to the

meeting

2. Select the Insights Discovery tab in the top navigation pane of the meeting chat

£ Search or type a command

Chat T @ @ Marketing Review chat Ffiles Detalls Meeting notes  Whiteboard

Activity
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% & cal |~

That'e nraatl

&) insights’



MS Teams User guide

3. You will now see an overview of the colour energies and communication do’s and dont's of everyone in the

meeting that has a profile imported

— RS

D

ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard  Insights ~ =+

Activity

0

Colour energy summaries

200
o You can only compare profiles with peaple who also have Insights Discovery profiles.
| ﬁ e Aadi Kapoor e Alvin Tao

e Mark Jones
Pr

information not available

Fiery Red

Sunshine Yellow

i@

Sunshine Yellow

@

Files

Collective colour energies
Based on 4 out of 5 people

100%

Cool Blue Fiery Red Sunshine Yellow Earth Green

Apps
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Earth Green

Compare profiles

a’ Babak Shammas

Sunshine Yellow

Communication Do's and Don'ts

Fiery Red
Cool Blue

Earth Green

[m)

Less Conscious (D) Conscious

Ye
@

Sunshine Yellow

From 4 out of 5 people’s profiles - showing & at random, compare profiles to view individual do's

and don'ts

Give him all the facts.
€@ 1nprofiles: Alvin, Babak

Allow plenty of time for him to assimilate
new ideas or changes in plan.

@ Alvin: leads with Cool Blue
Appeal to her need to be of service, This is a

longer item that makes this box bigger.
& Jane: leads with Sunshine Yellow

Show 6 more

Be over-humorous in a serious situation.
Even longer text makes this a long
communication do and makes the box much
larger.

€ Alvin: leads with Cool Blue

Appear timid or ineffective.
@ Aadi leads with Fiery Red

Forget to balance interaction with time for
reflection.

@ sane: leads with Sunshine Yellow

&) insights’



MS Teams User guide

4. By clicking ‘Compare profiles’, you will get a side-by-side comparison of your profile with the person you have

£ Search or type a command £ - o

Q

Activity

5}

Chat

ﬂ Marketing Review Chat Files Details Meeting notes  Whiteboard Insights ~ =+ Join RSVP

000
(o))

Teams

g\ Insights

Compare profiles

= You both have a preference for Fiery Red energy
You can both connect an your ability to make quick decisions and operate in a fast-paced environment,

Your profile summary Aadi Kapoor's profile summary
Profile from 11 Oct 2023 Profile from 24 Jun 2021

R : I
% 54% 32%

67% 40%

Fiery Red

She attends to and likes to remember significant events and * Embraces change readily.
impaortant detail. Others need to be sure of their facts. « Initiates new activities.

Show another Show all

* Understands the importance of “style” in presentation. « Encourage their creative intuition.
+ Competitive and wants to win at all costs. = Be straightforward, fast, efficient and to the point.
Show all

=]
selected ™

5. You can also add the Insights Discovery app to a meeting by:
a. Going to your Dashboard
b. Looking at your "Upcoming Meetings'
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c. Selecting ‘Add tab to view colour energies’

_ e

a

peo (>} Insights Discovery  Dashboard Avatar Settings  Activity

o

During a meeting

Your profile summary My Insights for this week

Profile from 11 Oct 2023 + Compared 26 times this week
— Your challenge

() Present now s«

¥ She should try to slow down the pace when interacting with others on a

90% 67% 34% 23% time bounded project. She may not appreciate how loud they can

appear to some others.
Jump to: Highlights Strengths & weaknesses Do's and don'ts

You can customise which statements you want to display from Customise my profile — Your suggestion for development

your profile to yourself and other people.

Reflecting longer on other alternatives before jumping in to start the

process.

She attends to and likes to remember significant events and important detail. Others need to be

sure of their facts. — Your value

Show another

Has an awareness of the people issues in the world around them.

Possible weaknesses

= Understands the importance of “style” in * Knows the answer before the question is
presentation. asked

Important upcoming meetings
A collection of upcoming meetings we've marked as potentially important that you may want to prepare for:

Marketing Review Campaign Planning Another meeting title with a slight longer n...
02 Nov 2022 13:00 - 14:30 (Occurs every week) 13 Nov 2022 10:00 - 11:00 13 Nov 2022 13:00 - 15:00
5 people invited 3 people invited 7 people invited

G - I3 B - kB

7% 67% 34% 23% 7% 54% 40% 32%

No one in this meeting has shared their
View colour energies View colour energies colour energies

Marketing All Hands
12 Nov 2022 15:00 - 16:00 (Qccurs every 2
weeks)

22 people invited
v IS
90% 67% 34%  23%

Add tab to view colour energies

If the ‘Insights Discovery’ app has already been added to the meeting (if not, please follow the steps above in ‘In a_

meeting chat’, you can:
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1. Click on the 'Insights Discovery’ tab located in the top ri

22:06 % (B 3 O [ )

Insights Discovery

Communication Do’s and Don'ts
attendee

Beth Davies ¥% Aadi Kapur

Give him all the facts.

Aadi Kapoor

Aadi Kapur

Talk quietly

Be precise and detailed

Sentimentalise issues
Charlotte de Crum

The communication do’s and don't's of all meeting participants (who have imported their profile and shared their
profile information) will appear on the right-hand side of the meeting screen.

Set up Avatar
Please note your organisation may have internal IT policies preventing you from using the avatar or making changes to

profile pictures.

The colour wheel shown here is personalised based on your colour energy order scores.
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1. You can upload a photo and use this image as your Microsoft Teams account avatar.

L Search or a command (=]
type

Actity g‘ Insights Dashboard Activity Avatar Settings About

~

+

Add or drop photo

+ Add my current Microsoft Teams avatar

() Make my photo black and white

Set my Microsoft account avatar Export image

Once you set or upload your new avatar, it may take a few weeks to
show on your Microsoft account.

Insights Discovery colour wheel avatar generator

Add a photo of yourself to create a colour wheel avatar outlined with
your specific blend of colour energies from your Insights Discovery
profile.

Colours show in a fixed order based on the Insights wheel model - RYGB
clockwise - and don't change to your specific colour energy order.

& How to set your Microsoft Teams avatar

B

Apps

2. Once your photo has been uploaded, your avatar will appear as shown below.

_ AT

Q

Activity 6\ Insights Dashboard Activity Avatar Settings

5}

Chat

o000
[L9)]

Coender

calls

Files

X Remove photo

() Make my photo black and white

Set my Microsoft account avatar Export image

Once you set or upload your new avatar, it may take a few weeks to
show on your Microsoft account.

Insights Discovery colour wheel avatar generator

Add a photo of yourself to create a colour wheel avatar outlined with
your specific blend of colour energies from your Insights Discovery
profile.

Colours show in a fixed order based on the Insights wheel model - RYGB
clockwise - and don't change to your specific colour energy order.

& How to set your Microsoft Teams avatar

53}

Apps
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3. Once set, your avatar will sync with your Microsoft Outlook account.
a. Please note that this may take 48-72 hours to complete.

Language settings

e |f your Microsoft Teams language is set to English (EN), Danish (DA), German (DE), French (FR), Spanish (ES), or

Dutch (NL), the entire app will be fully translated. This includes profile statements, weekly insights, buttons,

headings, and other in-app text.

e If your Microsoft Teams language is set to a language listed below, profile statements will display in your

selected Microsoft Teams language. All other parts of the app, including buttons and headings, will display in

English.
Bulgarian Hungarian Romanian
Chinese (Simplified) Italian Russian
Chinese (Traditional)* Japanese Serbian Latin
Croatian Korean* Slovenian
Czech* Lithuanian Spanish (Mexico)
Estonian* Norwegian Swedish
Finnish Polish Turkish
French (Canada) Portuguese (Brazil) Ukrainian*
Greek* Portuguese (Portugal) Vietnamese**

*Only statements from the foundation and management chapters in your Discovery profile will be translated.
** Only statements from the foundation, management and sales chapters in your Discovery profile will be translated.

e If your Microsoft Teams language is set to a language not mentioned above, the entire app will display in

English. This includes profile statements, weekly insights, buttons, headings, and other in-app text.

Troubleshooting

Application Functionality

Q: Certain meetings are not displaying under the ‘Upcoming Meetings’ section. How do I resolve this?
A: Check your Settings and, under Important meeting sizes, ensure the relevant options are selected.
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_ RS

Q

Activity
Chat
000

(o))

Calender

%

calls

b

Flles

e ]

Also confirm that you are using the latest version of Microsoft Teams.

Q\ Insights Dashboard  Activity Avatar Settings About

Set your profile view options:

© Allow anyone in my organisation to see my public profile
(O Only1 can see any details from my profile

You can customise which statements you want to display from your profile to yourself and other
people.

Customise my profile

Set which il display in i i section:
Important meetings sizes:

One-to-ones (2 invitees)

Smaller meetings (3 - 10 invitees)

Bigger meetings (10 - 30 invitees)

Large meetings and all-hands (31+ invitees)

Important meetings length:

30 minutes+ Y%

Important meetings location:
O Al locations
() Defined locations - meeting spaces set up by your organisation

(0 Remote only - meetings in Microsoft Teams only

If the issue persists after checking these settings, please contact your account manager for further support.

Q: Can the settings area of the app be restricted by our IT department if we want certain settings to be the default (i.e.

size of the meetings, customisation of the profile)?

A: Not at this time. IT administrators are not currently able to restrict or enforce default settings within the app.

This is a commonly requested feature and is on our product backlog for future consideration.

Profile Import Issues

Q: When I click 'Confirm your profile’, it tells me there aren’t any profiles associated with my organisation and email
address. What do | do?

A: If your profile has not imported, then you will see the below
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.) Insights Discovery (TEST)
: Colour Energy Setup

Confirm your profile

We couldn't find any profiles at your organisation with your email

address.

Your email address

iain_Danish@ildm365.onmicrosoft.com

I don’t have an Insights profile

All organisations handle providing staff with Insights profiles slightly
differently, depending on time and budget.

Contact a learning and development professional or team within
your organisation and they may be able to invite you to an

upcoming Insights learning experience.

| received my profile through a different email address

We know a lot can change in a few years and not many people
regularly receive new profiles. If your primary email address at the

organisation associated with your Microsoft Teams account has

This could be due to any of the following:

1. You do not have an Insights Discovery profile
a. If a user can access Insights Discovery for Microsoft Teams but doesn't yet have a profile, they'll need
to be issued an Insights Discovery profile (by the L&D professional who administers Insights in your

organisation) before they can use the app.

If you, as a practitioner, are receiving a large number of these requests, it may indicate that your IT
department or Microsoft administrator has granted access to all users, rather than limiting it to those
who already have profiles.

To resolve this, provide your IT team with a list of users who should have access, and ensure that app
access is included in the onboarding processes for new employees where appropriate.

2. You received a profile through a different email address
a. This issue may occur if a learner has changed their email address or used a different one to receive
their new profile than the email linked to their Microsoft Teams account.

To resolve, log into the Insights New Customer Platform:
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i. Inthe Learners & teams section, filter by the relevant organisation, then search for the learner by
name.
ii. Confirm the learner's old and new email addresses.
iii. Locate the learner record with the old email address and open their learner detail page.
iv. Select 'Edit learner’ at the top right of the page.
v. Replace the old email address with the new one in the Email address field, then select ‘Save
details’.

Optional: You may need to assign the old learner record a placeholder (dummy) email address to
make this possible.
vi. Once saved, the correct learner record should appear the next time they confirm their profile via

Microsoft Teams.

Note: this update may take up to an hour or more to sync with the app.

If this does not resolve the profile import, please reach out to your account manager for further
support.

Known Limitation: Email Address Mismatch

IMPORTANT:
At present, the app requires the user's Microsoft Teams account email address / UPN (User Principal Name) to
exactly match their work contact email address.

There is currently no workaround or fix available if these email addresses do not match.

Scenario 1: Email Addresses Match
e Microsoft Teams account email / UPN (User Principal Name): janedoe@company.com
e Work contact email: janedoe@company.com

Outcome:
The app will function fully, with no limitations.

Scenario 2: Email Addresses Do Not Match
e Microsoft Teams account email / UPN (User Principal Name):
o Xjanedoe@company.com
o Jjanedoe@company.co.uk
o janedoe@omnimicrosoft.company.com
e  Work contact email: janedoe@company.com

Outcome:
The app will not function in its entirety.
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In this scenario:
e The user can import their profile only after updating their email address in the Insights New Customer
Platform to match their Microsoft Teams account email.
e The user will be able to:
o View their personal dashboard
o Use the Avatar tab
e The user will not see any profile information (including their own) when the app is added to a meeting chat or
group chat.

If you experience any issues, please reach out to msteams@insights.com.

FAQs

Application Functionality

Q: How do we see profile information in a Teams meeting about others in the meeting without sharing our screen?

A: In the meeting chat, if the Insights Discovery app has been added as a tab to the chat (see Adding app to meetings),
by selecting it, the participants’ profile information will show in the meeting dashboard (see Meeting dashboard and
chat drop downs).

Q: Are other meeting participants able to see profile information in advance or only when they are actually in the live
call?

A: Once the app is added to a chat or a meeting everyone in that meeting who has downloaded the app can see the
same as the meeting organiser. Anyone can click on the top meeting/chat ribbon Insights Discovery (see Adding app
to meetings and Meeting dashboard and chat drop downs).

Q: What does the counter indicate next to the profile summary i.e. viewed 2 times this week?

A: This is how often you profile has been compared with someone else's.

Q: Can we roll this out in certain areas of the business only?
A: Yes, organisations work with their IT teams to determine who they want to be included in the roll out. See the setup
guide for step-by-step instructions.

General

Q: Will Insights work on an Insights Discovery for other video conferencing systems?
A: Currently we are not. If this were to be considered in the future, it would be assessed in line with our security and
privacy standards and communicated clearly to customers.

Q: Who owns the program long-term?

A: Insights own the application. Any changes to the application will be automatically updated.

Q: Is there any development happening with the use of your data in the app interacting with Copilot?

A: No. The app does not currently use customer data to interact with Microsoft Copilot, and there is no active
development in this area.

If this were to be considered in the future, it would be assessed in line with our security and privacy standards and

communicated clearly to customers.
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Q: What are the steps if someone wants to opt out and delete the app?
A: The individual user can opt out by going to ‘Settings’ and select ‘Only | can see any details from my profile’. Their IT
team would need to revoke their access in the Microsoft Admin Center for the app to be removed.

Q: Are non-employees (e.g. clients, partners) able to use the app and pull in their profile information during a call with
employees?

A: No. Only employees associated with your organisation’s Microsoft tenant ID can use the app to view profile
information.

External participants, such as clients or partners, are not linked to the tenant and therefore cannot access or pull in
profile data during a call.

Q: Is my most recent profile pulled in or do | have the option to choose which profile to use?

A: Yes, it will be the most up to date Insights Discovery Personal Profile that will pull through. It is not automatic, but
this is done when confirming your profile as you set it up. If you choose to do another Insights evaluator and want it
updated. This will automatically sync. It will take around 15 minutes to update and pull through.

Q: Can | (or my customer) use the app if we're still using Insights Online?
A: Organisations using the app must be on the New Customer Platform to pull relevant profile data. If you are still
using Insights Online, please speak to your Account Manager to discuss migration.

Q: We don't encourage learners to share profiles. Can this be turned off in the app?

A: Not by default, but users can individually choose to make their profiles private or customise their profiles to only
display colour energy orders. Sharing with others is how learners get the most value out of their profiles in team and
group settings.

Q: Are the app features available on the Microsoft Teams mobile app?

A: Absolutely. Navigation is slightly different, and the same information you see on desktop is available on the iOS and
Android apps.

Q: Can evaluators be completed through the app?
A: No.

Security

Q: What are your policies on GDPR compliance, data retention, and data privacy?
A: Please see our General Privacy Notice | Insights

Q: Does the application transmit data outside of an organisation?
A: No data will be transmitted outside of an organisation for the application.

Q: What type of data does the application capture/pass between systems?
A: The app only works if the individual has an Insights Discovery profile - we don't collect anything new for this. When
using our app, we will process the following:

e Profile data - your existing Insights Discovery profiles and colour preferences

e Basic Microsoft info - email, display name, profile photo, user ID
e App settings - language preferences and user customisation

What we don't collect: special category data or data from people without existing profiles
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Q: How has the security of this application been tested?
A: The security of this product has been independently tested by Barrier, a third-party security provider through a
comprehensive security penetration test.

This assessment was designed to identify potential vulnerabilities and ensure the application meets recognised security
standards. A high-level executive summary of the penetration test is available for review here: Insights Microsoft Teams
Application Security Assessment 2024 - Executive Summary.pdf.

Technology

Q: What permissions does the application require?
A: See the setup guide.

Q: What is the app built with?
A: It's a web app built with React that only runs within Microsoft Teams.

Q: How is the app deployed?
A: See the setup guide.

Q: How does the app communicate with the practitioner platform?

A: The app pulls learner data from our practitioner platform using a secure API.

Q: How is the app patched?

A: Changes, fixes and updates can be deployed to the underlying web app at any time. If we make changes that
require new interactions with Microsoft Teams core features, we'll need to resubmit the app through the Microsoft app
store. Once a new version is approved, it should be automatically available to all users.

Q: How is personal data stored?

A: The app caches data for quick access, which is refreshed every 24 hours. The cache stores email addresses, profile
data, user IDs, display names, profile photos and app settings.
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