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The Modern Workplace

Digitization, demographic change and an abundance of data have left an indelible imprint on the modern

workplace. By the end of 2018, 66% of Global 2000 CEOs will have digital transformation at the heartof

their corporate strategy with the aim of spurring new growth. In the next several years, nore than 50% of

the workforce will be made up of millennials, championing more open collaborative workspaces, a greater

sense of purpose, and a deeper cAndby@02Q, éxpersestimatd hei r ¢ o m|
that the total amount of digital data created will mushroom to 44 zettabytes, a 10-fold increase from just

2013.

In a world where new technologies are disrupting entire industries, it is increasingly clear that people and
the innovation they drive areeverycompany d8s most i mportant asset. While mo
their head and agree with that statement, data suggests that employee experience is atall-time lows with
lessthan15%0 f t he wor | dd sheyvae engagedst werk Fhisshguld not be surprising when
you consider that on average, a knowledge worker suffers an interruption every 3 minutes, has 8 windows
open on their computer, checks their email 30 times per hour, feels that 47% of their time in meetings is
unproductive and spends a full 20% of their working time simply looking for the information they need to
do their job. What makes this problem even more urgent for companies to solve is that we live in an era
where employees have more opportunities than ever before to completely opt ou t of traditional career
paths in favor of a number of attractive options offered by the gig economy. Companies no longer must
just convince top talent to join them versusthe competition , but also have to make a case for why they
should take a traditional job at all.

It is time for a new culture of work. One that is marked by a shift to more open, collaborative
environments and the ability for employees to work anywhere and anytime they choose. One that inspires
creative thinking and agility instead of routine process. One that rewards dynamic teamwork and data-
driven problem solving over command and control. One that enables employees to feel more connected
to each other, and to the organization. And one that protects company and customer data and mitigates
the risks posed by increasingly sophisticated cyber threats, all while minimizing total cost of ownership.

Nurturing this new culture of work inside your organization requires a combination of cultural change, the
right technolog y, and thoughtful workplace design. You will need to make available purpose-built tools to
unlock creativity and innovation in your workforce, enable and accelerate teamwork, democratize data
and analytics for constant improvement and address robust security and compliance requirements. Most
importantly, it will require your leadership and commitment to act as a role model for a new way of
working. In that spirit, we offer this practical guide to help you get the most from Microsoft 365 and foster
a new culture of work inside your own organization.



Creativity

There may be nothing more important in the modern workplace than augmenting the human ingenuity of
your workforce with Al-powered tools that unleash creativity and fuel innovation. Microsoft 365 harnesses
the power of data and interactions to deliver a uniquely relevant and powerful experience for every user,
magnifying the impact and potential of their daily work by providing new waysto create, connect to
relevant information and identify insights while working with others inside and outside your organization.

Ideation and Content Creation

To stay aheadof customers and competitors, organizations are hungry to )
find ways to improve ideation and reduce the friction in taking an idea from Q TIpS

brainstorm to prototype. New co -authoring, intelligence, inking and 3D ) L
A Save all files in

capabilities in familiar Office applications like Word, Excel and PowerPoint OneDrive for easy

make it easy for employees to quickly mock up concepts, share with others collaboration and
. . . . access anywhere

and then work together in real -time to perfect the solution. Al takes this to Find out more (%)

the next level by facilitating new methods of input, such as dictation that )

can be transcribed and translated, as well as cloudpowered design BTl el o Pl
presentatlons to the

suggestions that help anyone create polished slides and captivating motion next level by adding

effects with just a few quick steps. Once your presentation is ready, auto- i?tﬂ”;%r g:g‘ dee'::_ion

translation allows you to display subtitles directly on your presentation in Find out more ()

up to 60 languages, making it more impactful for a global audience and for

those who are deaf, hard of hearing or simply working in a location with

background noise. Storing files in the cloud with SharePoint and OneDrive

enables employees to access files from anywhere and safely share content with anyone inside or outside

your organization. You can even attach alink to a cloud file to an email in Outlook so that re cipients

automatically get access to the latest, up to date content, without needing to reconcil e multiple versions

of afile.
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Digital Notetaking

With the growing volume of information and rapid pace of innovation in
businesses today,taking notes is more important than ever. OneNote
serves as a canvasd capture, organize and share your notes from any
device. You canrecord or handwrite notes, annotate documents, or sketch
out your next big idea with the natural feel of pen and paper and the power
of digital ink. You can evensnap a photo of a whiteboard and Office Lens
will digitize the notes on your behalf. Built-in translation fosters
collaboration and powerful searchscansacrossvoice-recorded, typed and
even handwritten notes.

Q) Tips

A

Create a section for
notes for 1:1 and team
meetings.

Find out more @

Take handwritten
notes and convert
them into text.
Find out more @

Use the built-in
translator to translate
text into a different
language.

Find out more @
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Content and People Discovery

Maximizing organizational productivity and agility means that it is Q T|pS
important to be able to build on the work and expertise of others. While a
simple idea, this is often tough in practice & how do you sift through A Pfop'etinéf?f':‘f"tt::’” is

- . . . Integrated Into the
millions of documents and find just the one you need? How do you pull in app§ you use. Simply
the right experts from inside and outside your company to help finish a h_O\t’ef Ozfef their

. . . . . picture to see a
project? To find the information and people you need, Microsoft 365 personds pro
provides a pervasive search and discovery exgrience that combines Al with i”C"tJd"t‘g Linkedin
. . . . . . content.

company-wide data and signals, to discover relevant information, subject Find out more (®

matter experts and even trending topics. You can search using natural )

language, just as you do on the web. Store files in OneDrive and SharePoint a E":)dnir;)d;&nuieg’osur co
and they can identify text in images,s o i t @osyouet@findy without leaving
whiteboards, screenshots andreceipts with intelligent search. And once ';’:féojjtﬁn‘]’zzd ®
youdve found wlhpaneredservcesalow ybu to importthat

information directly into Word, Excel, PowerPoint and Outlook. We 6 v e a

integrated LinkedIn profiles with Microsoft 365 so that you can identify

experts both inside and outside your organization with the click of a button.

Courtney Rees - 2nd
Senior Technical Researcher
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Mobile Productivity Q .
TIps

In the past, the workplace was thought of as a physical location, one where

employees would work in offices and come together for meetings in a A Download Office
shared physical space. Todayhowever, increasingly work happens on the mobile apps.

go, with nearly half of professionals stating that they believe the use of a Find out more ()
mobile device is critical for productivity. To satiate this hunger for mobile A Use MilelQto track
product i vputtthe workplac®inw y®ur pocket by deliver ing mileage.

applications like Outlook, Word, Excel, PowerPoint SharePoint, OneDrive, Findontmorel ()

and Microsoft Teams to popular mobile platforms, including iOS and

Android. You can create,chat, share and presentd all from your device of

choice, and evenaccesscompany intranet sites while at home or traveling.

We 6 freught Al to Outlook to help users get more done with a FocusedInbox that filters less important

mail out of view so you can focus on the mails that

matter most. Cortana helps Outlook mobile usersstay

I— on top of their day by providing reminders when it s

oy time to leave for an appointment - with directions for

both driving and public transit i while taking into

account current location, the event location, and real-
time traffic information. We 6 &l introduced mobile -

Leavey 9500 s on e You st specific capabilities like MilelQ, that automatically track

mileage and make it easier to deduct expenses and

ensure you are reimbursed These powerful mobile

16 minutes before experiences aresecured so apps and dataremain

protected. We recommend deploying these mobile

capabilities to your employees to help them maximize

productivity even when they are not in the office.

Q Workout

40 min away from My gym.

My gym

Teamwork

A critical step in fostering a new culture of work is setting the tone for how individuals in your
organization connect with one another and exchange information. Most of us participate in two distinct
modes of collaboration,a n 6 i n nof people with pvliom we actively work on a regular basis, andan
6out er | oo p & wecbnngrtevithpriore sporddizdlly. For those people you work closely with on
high-velocity projects and core deliverables, Microsoft Teams isthe ideal tool since all team
conversations, files, meetings and associated apps are in a shared workspacthat is accessible to
teammates inside and outside the organization. When reaching across the organization to connect with
your outer loop on a common role, interest, or goal, Yammer is an ideal tool since everyone in the
organization can openly share information, find expertise, and ideate since groups and conversations are

open by default and therefore discoverable by everyone.
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Projects and Virtual Teams Q Ti
ips

To keep pace with rapid change and involve subject matter experts,
wherever they may be located, organizations must embrace tools and A Start with chat: Create

habits that enable employees to dynamically swarm around a project a small group chat
with colleagues you

before dispersing to the next. Microsoft Teams is a great way to allow work with most
employees to self-form teams around important proj ects by organizing closely. You can name
conversations, files, meetings and tools into a single hub for teamwork. The and o0favorit

’ ’ g 9 : for easy reference.
entire team, including outside consultants and gig workers, can access Find out more (5)
everything they need to move a project forward, including the specific )

. . . . . A Createlarger teams
applications required for the project such as Adobe Creative Cloud, with dedicated
SurveyMonkey and GitHub. Teams isalso fully integrated with Microsoft channels for specific

. . . . . topics, projects,
applications including Word, Excel, PowerPointPowerBI and Stream so the digciplirﬁ)es% S EET
team can collaborate and access information without leaving their shared you like. Better to

. . . . . have fewer, larger
workspace. All filesare automatically stored natively in SharePoint, and teams with more
team members can even customize intranet sites with project details and channels than many,

L . small teams with few
announcements for your broader organization. Among many potential Sy
scenarios, Teams is particularly usefufor kicking off marketing campaigns, Find out more (®)

optimizing sales pursuits, and organizing IT and engineering efforts. ] _
A Customize your

channel with tabs for
frequently used files,
apps and servicesfi
such as Word,
PowerPoint, Excel
PowerBI, Planner,
SurveyMonkey,
HootSuite and morefi
with team chats and
meetings.

Find out more @
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