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PURPOSE

This Standard Operating Procedure (SOP) describes the procedure for sending file download links to

clients using Office 365 and OneDrive. This SOP will allow file transfers to be in compliance with IT security
standards and safeguards.

SCOPE

This procedure aims to ensure that the stakeholders have the final information, resources, and training to
successfully use the end product and services provided by Level 3 Audiovisual and ensure all contractual
obligations have been met.

This SOP applies to Level 3 Audiovisual, Design Consulting, Integration, Managed Services, Sales
Engineering, and Service projects managed under the Level 3 Audiovisual Project Management
Organization (PMO).

RESPONSIBILITY

The following people are responsible for following this SOP.
1. All Project Managers
2. All Project Coordinators

PROCEDURE

To ensure Information Security, all files sent to clients for project closeout purposes must be sent using
Office 365 and OneDrive.

First, log onto Office 365:
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Second, access your OneDrive by clicking the Waffle Icon at the top left corner of the page.
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You will then need to click on My Files on the left of the page.
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Next, click the +New button at the top of the page and select Folder.
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Create a folder using the project number and name for the project closeout.
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Once you have created the folder, click on the folder to add the closeout documentation.
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Next, upload the files and folders needed for the project closeout.
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After you have uploaded your files to the folder, you must go back to My Files to share the link with your
client in the DocuSign Email.
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Once you are back at the My Files interface, you must click on the sharing button for that folder, which
automatically defaults to private when you create the folder.

® O |8 coren | Project | [ Project | B Project | [ Project | 2o Fastfiel | 3 Delve-| @ Shared | B} Curent | Current | @b Current| (D) Quicke | [ Project | ] Project | b Current| 8 Deive— | @ Myfilc:| @ Myfile: | @} Deve— | @ Home| @ my x |+ -

& C ) hitps://13av-my.sharepoint.com/personal/fscate_|3av_com/_layouts/15/onedrive.aspx?login_hint=scate%40I3av%2Ecom8view=0 B oA 9y L] = R © £

3 Cortex - Sharepoint Nexonia [ Mineral @ Keeper® Password.. @ Intuit Accounts - i Level 3 Audio Visua.. (@ Dashboard |Gurs  (® Employee Navigato.. 0 Site Contents [l Login« Navigate A.. EJp L3AV-MICRON (EXT.. @ L10 Mestings - Trac... > [ Otherfave

e

Stephanie Cate T Upload v Zg Sync 3§ Automate v FSot v = o Info
(@) Home
£ My files My files
&3 Shared
[  Name v Modified ~ Modified By ~ File size Sharing Activity
{y Favorites
=8 5268 - Fab10N Boardroom September 23, 2022 Stephanie Cate 5 items. @ Owner: L3AV-MICRON (...
T Recycle bin
T& 5608 - GILBERT MUNICIPAL RENOQVATION 5 days age Stephanic Cate 4items &8 Shared [# Vou shared with Catalin lonita  Thu st 11:28 AM
7 ~6399-Muni 2 YEALINK CONF ROMS 19 minutes ago Stephanie Cate Oitems Private

Quick access o

Attachments March 27 Stephanie Cate 0items Private

B overations

b Current Projects - Integrati... 00 Desktop July 6, 2022 Stephanie Cate 8items private

b Current Projects - Integrati... “ Documents July 6, 2022 Stephanie Cate 108 items Private
3 3av-micRON (EXT) - AV . U#  Documents - Fastfield April 21 Stephanie Cate 15 items @ Owner: FastField
n AZ Dept of Transportation 0 Microsoft Teams Chat Files July 13, 2022 Stephanie Cate 274 items Private

- FastField () T Muni2 YEALINK CONF ROMS @& - June13 Stephanie Cate 4items Private C l 1

h - ick on the private
) Engineering - Sales Engine... T8 Pictures July 6, 2022 Stephanie Cate 79 ftems p”va&N . .
B new vorx Lite llnk Undel' Sharlﬂg

Z0  Recordings February 6 Stephanie Cate 16 items Private
More places...
T osop July 29, 2022 Stephanie Cate 1 item Private
=8 “Test Closeout 4 hours ago Stephanie Cate Oitems 25 Shared
@Y 5500 - Closeout - 7.29.22.pptx August 4, 2022 Stephanie Cate 233 M Private
MY  CAT - Calendar Dates 06-01-2023.docx June 7 Stephanie Cate 17548 Private
Get the OneDrive apps
Return to classic OneDrive Micron Project Closeout Requirments Temp...  July 29, 2022 Stephanie Cate 180 kB 2 Shared

On the next screen, you will manage access to the folder.
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Enter the email address of the individual to whom you are granting folder access.
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OneDrive is set up by default with access notifications when granting access to folders. To avoid
confusion, it is recommended that you remove the notifications before sending the link to the client in

DocuSign.
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You can grant access to the file once you have unchecked the notify people box.
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Next, right-click on the folder to access the folder link.
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Copy the link to the folder and add it to the project closeout email.
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Lastly, paste the link into the closeout email template for your client.
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Attached you will find our closeout documentation for this project. Please review each and
let me know if you have any questions.

« Level 3 System Acceptance Form for you to sign and return.
« Project Warranty Statement.

The OneDrive link below will allow you to download the as-built files, network schedule,
inventory listing, and control system files. Please note that you can only access the
OneDrive link for security purposes. Please let me know if | need to grant access to
additional individuals.

Muni 2 YEALINK CONF ROMS

| would also like to introduce our Customer Support Services Team at Level 3 AV. Should
your system require servicing, or you have any issues that you need assistance with, please
don't hesitate to contact the Support Services Team. Contact information is as follows:

Service Helpdesk
(480) 690-4496
support@lzav.com

Vanessa Garcia
Support Services Admin
vgarcia@lzavcom

Brandon Haorsfall
Director of Customer Success
bhorsfall@lzavcom

Finally, I would appreciate candid feedback on our performance as an integration partner
for Click or tap here to enter Client Name. You will be receiving a separate survey invitation
email shortly. Thank you in advance for any insight you may provide.

Please let us know if you have any questions. and we are looking forward to working with
you again!

End of Procedure
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