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Module 1: Organizational Resilience Framework 

 
Complete the Discover Microsoft Workplace Analytics module at aka.ms/discover-wpa 

 

Summary  
The Workplace Analytics app as part of Viva Insights is a cloud-based solution that uses the power 

of Microsoft 365 collaboration data for creating analysis about  

• how your organization spends its time,  

• the ways people network, and  

• the effectiveness of team collaboration. 

With the Workplace Analytics features, you can: 

• See business outcomes and their related research-based behavioural insights that show 

how things get done in your organization starting with the Home page. 

• Use the Explore the stats, Explore in Power BI, and Plans options for more in-depth analysis 

specific to your organization's data. 

• Use the Query designer's templates and queries to jump-start your analysis and customize 

them for more focused or in-depth analysis. 

• Analyze a specific business process with the Business process analysis feature. 

• Compare metrics between groups with the Peer analysis feature. 

• Select targeted change 

o Plans to improve focus,  

o collaboration,  

https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/


o wellbeing, and  

o sales success. 

• Use the Controls pages to validate uploaded data sources and to set up analyst settings, 

system defaults, and privacy settings. 

 

• Privacy is key.  

o Workplace Analytics only uses header level metadata.  

o Attachments and text in the body of email and meetings are never used. 

Furthermore, rights-managed, confidential, and private email and meetings are 

excluded altogether. 

Now that you have completed this module, you should be able to: 

• Identify how Workplace Analytics can help improve collaboration behaviours in your 

organization. 

• Recognize the sources of data that are used in Workplace Analytics. 

• Navigate and use the features in Workplace Analytics. 

• Understand tasks and considerations for setting up Workplace Analytics and managing 

privacy. 

 

Summary and knowledge check 
 

The Workplace Analytics app as part of Viva Insights is a cloud-based solution that uses the power 

of Microsoft 365 collaboration data for creating analysis about  

• how your organization spends its time,  

• the ways people network, and  

• the effectiveness of team collaboration. 

With the Workplace Analytics features, you can: 

• See business outcomes and their related research-based behavioural insights that show 

how things get done in your organization starting with the Home page. 

• Use the Explore the stats, Explore in Power BI, and Plans options for more in-depth analysis 

specific to your organization's data. 

• Use the Query designer's templates and queries to jump-start your analysis and customize 

them for more focused or in-depth analysis. 

• Analyze a specific business process with the Business process analysis feature. 

• Compare metrics between groups with the Peer analysis feature. 

• Select targeted change 



o Plans to improve focus,  

o collaboration,  

o wellbeing, and  

o sales success. 

• Use the Controls pages to validate uploaded data sources and to set up analyst settings, 

system defaults, and privacy settings. 

 

• Privacy is key.  

o Workplace Analytics only uses header level metadata.  

o Attachments and text in the body of email and meetings are never used. 

Furthermore, rights-managed, confidential, and private email and meetings are 

excluded altogether. 

Now that you have completed this module, you should be able to: 

• Identify how Workplace Analytics can help improve collaboration behaviours in your 

organization. 

• Recognize the sources of data that are used in Workplace Analytics. 

• Navigate and use the features in Workplace Analytics. 

• Understand tasks and considerations for setting up Workplace Analytics and managing 

privacy. 

Knowledge Check  
 

1. What are the required and optional data sources included in Workplace Analytics? 

a. M365 and  HR Organizational data  

 

2. where can leaders go to view out-of-the-box insights on important business outcomes in 

Workplace Analytics? 

a. Home-page 

 

3. What type of data does Workplace Analytics use within the Microsoft 365 collaboration 

data? 

a. Header-level data 



 

Watch video Part 1: Sales Flow and Organizational Resilience 

 

 
 

 
 

https://aka.ms/SalesFlowandOrganizationalResilience


 
 

45 minutes  - Microsoft Learn  

 

 

 

 

Insight Partner Sales flow  



 

 

 

Org Characteristics  
 

 

 

Coverage  
 



 

 

Customer Stories and Microsoft Stories  
 

 

 

 

Workplace Analytics Licensing  
 



 

Typically 1000 licenses example  

Use case 

Mailbox  

 

Core Pitch  
 

 

 

 

Graph  
 



 

Respond , Recover and Reimagine   
 



 
 

 

 

Privacy 
 



 

Watch video Part 2: Case Studies 
 

Use case examples  
 

• Large MNCs  

• Protecting well being  

o 1) Reduce the force 

▪ How many they field for remaining staff questions  

▪ 1.5 times job with new responsibilities   

o 2) How productive the staff was 

o 3) Protect people and staff with the company.  

Transform productivity with data-driven insights 
 

https://aka.ms/MappedCaseStudies


 
 

Demo Environment  
 

• We don’t give a demo… 

• Show the technology  

•   

Your business is protected 
 

 

 

Partnering on research and with companies leading the way 
 



 

 

Real-world research fuels product development 
 

 
 

insights.office.com  

 

Organizational resilience 
 



 

Customer feedback 
 

 

 

Resilient businesses act concurrently throughout three phases 
 



 

Equip leaders to respond to this disruption, plan their recovery, and reimagine their 

organization to grow resilient 
 

• Respond 

o Protect employee wellbeing 

o Sustain org connectivity/  

digital collaboration 

o Maintain customer/  

supplier continuity 

• Recover 

o Enable employee  

wellbeing 

o Manage the return to office/ Enhance operational effectiveness  

o Strengthen customer and supplier relationships  

 

• Reimagine 

o Boost employee engagement/ develop effective managers 

o Improve agility/  

foster innovation 

o Reinvent customer and  

supplier journeys 

 



 

RESPOND: Gain immediate visibility to maintain business  continuity 
 

• Individual Employees 

o Which groups are at risk of burnout? 

o Which groups might be isolated or disconnected? 

o What are the collaboration behaviours of teams that are performing well? 

 

• Teams and Organizations 

o Where do we have gaps in communication? 

o Which teams have strengthened or lost connections? 

o Which organizations need coaching and support? 

 

• External Stakeholders 

o What external relationships are most at risk? 

o Are we investing enough time in our mission-critical suppliers? 

o Are we matching our investment in customers based on value-at-risk? 



 
 

RECOVER: Return business to stability and set solid foundations  for change 
 

• Individual Employees 

o How long/how much time do we spend on specific processes? 

o How can you activate influencers to drive change? 

o Which behaviours help optimize our use of various collaboration tools? 

o How can we support remote or hybrid office collaboration? 

o Which teams need more support from managers? 

• Teams and Organizations 

o How is overall collaboration impacted by a WFH or hybrid office? 

o How can I adjust my office to meet employees’ preferred collaboration styles? 

o Which groups and teams would benefit the most from returning to office? 

o How to adjust to limited on-site capacity constraints 

• External Stakeholders 

o Are we matching our investment in customers with value potential? 

o What practices do our top performers exhibit? 

o How can we improve our teaming model to better serve our customers? 



 

REIMAGINE: Prepare for future uncertainty with resilient culture  

and processes 
 

 

 

Case Studies examples  
 



 

 

Structure of the case study 
 

 

 

Case studies we will cover today (“double-click” to navigate) 
 

 



 
 

Enhance operational effectiveness 

 
 

Improve agility 



 

 

 

Watch video Part 3: Power BI Demo Dashboards 
 

 

Microsoft’s Findings: What happens when work goes remote? 
 

• Workdays are getting longer 

o After-hours collaboration increased by 30%  

o Nearly 7 out of 10 people experiencing workweeks that expanded by +3hrs 

• Managers bearing a high collaboration load 

o 65% increase of time spend in chats 

o 2x increase in time spend in Teams calls 

 

https://aka.ms/PowerBIDemoDashboards


 

 

Microsoft China: Managing relationships, teams, and more meetings from home  
 

 
 

The rise of 30-minute meetings, and other ways collaboration is changing  
 



 

 

Balancing work and life under one roof  
 

 

 

Supporting customer and supplier relationships in uncertain times 
 



 

 

Insights that drive business outcomes 
 

 

 

 



 
 

 

Power BI at 17 mins  

 

KPIs 
 



 

 

 

 

Wellbeing Scorecard  
 

 

 

Example interventions  
 



 

Answer by Global Black belts 

 

a) What use case they are working?  

b) Which specific business case they need to address?  

c) Try with smaller use population for POC.  

HR has better visibility  

IT is supporting only  

Module 2: Data-driven Insights and Action  

 
Watch video Part 1: Intro & Services Overview (35 min) 
 

Data-driven insights and action 

 

https://aka.ms/IntroandServicesOverview


 
 

 

 

Services Overview  

 

• delivering services to customers along a spectrum depending on their needs and readiness  

 

 



1) WpA Academy  - Offerings  

 

WpA Academy is a set of offers that provide  

• hands-on training,  

• targeted at key user personas.  

• Each offer consists of modules that customers can select from to meet their needs.  

 

WpA Academy at-a-glance: 

• 2-days + 8-hrs* Office Hours 

• In-person or virtual training 

• Pre-Req: WPA live; Attendees handle data 

•  

 

Schedule at-a-glance  

 

 
 

Results for Analyst Essentials 

 



 
 

2 Ways of working assessment – Offerings  

 

 
  

• Ways of working assessment: High Level Workplan 

•  

• Preview: Workplace Analytics 360 Diagnostic 

 



 
 

3) Preview: Workplace Analytics 360 Diagnostic – Offerings  

 

 
 

360 diagnostic: Detailed workplan 

 



 
 

360 services package – Core Topics – Offerings  

 

 

Watch video Part 2a: Workplace Analytics Metrics (9 min) 
 

Workplace Analytics metrics represent the way people work 

 

https://aka.ms/WorkplaceAnalyticsMetrics


 
 

Here’s how those numbers break down for Contoso 

 

 

Watch video Part 2b: Workplace Analytics Tool Demo (21 min) 
 

•  

Watch video Part 2c: Workplace Analytics PowerBI Solutions (30 min) 
 

https://aka.ms/WpAToolDemo
https://aka.ms/WpAPowerBISolutions


What and measures does Workplace analytics provide 

 

• L1 – Literal (Data as face value)  

e.g. Employees spend on average 4 hours a week collaborating after-hours  

 

• L2 – Comparative 

Peer / group comparison  

 

• L3: Contextual  

  
 

 

Pre-Built Templates | Power BI Reports 

 

 



Types of Workplace Analytics Solutions 

 

 

 

https://docs.microsoft.com/en-us/viva/insights/Tutorials/power-bi-intro  

 

• Client love PBI Demos 

• If I turn on WpA analytics with license , in 2 weeks you can get data about your  organization.  

• This is plain Vanilla implementation.  

• Client is already overwhelmed .    

 

Ways of working assessment  

https://docs.microsoft.com/en-us/viva/insights/Tutorials/power-bi-collab-assess  

https://docs.microsoft.com/en-us/viva/insights/Tutorials/power-bi-intro
https://docs.microsoft.com/en-us/viva/insights/Tutorials/power-bi-collab-assess


 

 
• Minimum of 90 days of reassignment  

Commercial Licensing Terms (microsoft.com)  

 

  

Watch video Part 3: Insights to Action (28 min) 
 

https://www.microsoft.com/licensing/terms/product/ForOnlineServices/all
https://aka.ms/Insights2Action


What may customers need help with? 

 

 

 

Step 1: Identify opportunities 
 

Case Study:  A Global FinTech Company  

 

 

 

What else might you consider selling? 

 



 

 

Step 2: Determine change readiness & pilot populations 
 

 

 

What else might you consider selling? 

 



 

 

Step 3: M365 tools to drive change 

What are my options? 

 



 
 

 

What else might you consider selling 

 



 

 

Step 4: Designing custom change interventions 
 

Providing custom change services 

 

 



 

Step 5: Measure and operationalize 
 

 
 



 
What else might you consider selling? 

 

Watch video Part 4: Privacy and Trust (31 min) 
 

Objectives 

 

https://aka.ms/PrivacyandTrust


 

Customers may expose themselves to risks in the way they handle the data and insights 

 

 

Earning Trust is a shared responsibility 

 

• Customer is Data Controller  

• MS is data controller 

• Microsoft Online services terms + data protection  

Commercial Licensing Terms (microsoft.com)  

Workplace Analytics Compliance and Privacy Framework 

https://www.microsoft.com/licensing/terms/product/ForOnlineServices/all


 

Workplace Analytics Compliance and Privacy Framework 

 

 

 



The workplace intelligence trust framework helps customers think about how to properly use the data 

and analysis 

 

Customers make their own decisions about processes, scope, and handling of the data and analysis 

 

 

 

Purpose of the processing: how will we use (not use) this data? 

 



 

 

Privacy Controls: Exclusions - Keywords, Licensing and Organizations 

 

 
 

Privacy Controls: Some companies allow employees to opt in or out of WpA data collection 

 



 

 

Customers decide what privacy options to use when configuring Workplace Analytics 

 

 

Each role has its own visibility and permissions 

 



 

Data processing and storage remains within the M365 Compliance Boundary and with same 

security/encryption standards as M365 

 

 

This training is only the start - refer to these resources for the answering TRUST and privacy questions 

 



 

Module 3: Viva Insights Workshop 

Read through the How-to Guide to Viva Insights Workshop to understand the 

objectives of a Viva Insights Workshop 

Watch video Part 1: Workshop preparation and customer journey (51 min) 
 

Agenda for  Day 3: Transformation Workshop 
 

 

 

https://aka.ms/How-toGuidetoVivaInsightsWorkshop
https://aka.ms/Workshoppreparationandcustomerjourney


Guidance for review of WpA outcomes and example analyses 
 

 
 

Workplace Analytics supports leaders to improve business outcomes 

 

 

Boost employee engagement 
 



 

What is the threshold for burnout? 
 

 

Which daily behaviours are correlated with positive work perceptions? 
 



 

 

Increase customer focus 
 

 

 

How connected are our sales reps to key sources of customer insight & product expertise? 
 



 

 

Soft Skills are important  

 

How does teaming model efficiency vary across account tiers? 

 

Return to worksites 
 



 

Workplace Analytics provides an objective and data-driven 
 

 

How to decide who should return to each worksite? 
 



 

 

The Workplace Analytics Return to worksites Power BI template   
 

 

Diversity and inclusion 
 



 

 

Workplace Analytics measures inclusiveness in your workplace 
 

 

 

Are leaders equally investing time in employees? 
 



 

Aligning customer Org Resilience goals to WpA outcomes 
 

Watch video Part 2: WpA Outcomes (34min) 
 

Guidance for review of WpA outcomes and example analyses 

 

 

Workplace Analytics supports leaders to improve business outcomes 
 

https://aka.ms/WpAOutcomes


 
 

Go to 9 different outcomes 
 



 
 

 



How do manager behaviours impacts direct reports  
 

 

• Groups of managers only 

• WpA 13 months of data.  

• You can check month by month.  

 

What impact does a manager’s network have on their employees? 
 

 

 



How connected are our sales reps to key sources of customer insights & product expertise  

 

 

 
 

Are our sellers being impacted by long or large meetings? 

 

 

Can we reallocate employees  
 



 

Do our core processes create resource inefficiencies? 
 

 

 

Impact of “Be a better coach” on managers’ coaching ability?  
 



 

 

Which daily behaviours are correlated with positive work perceptions? 
 

 

Watch video Part 3: WpA Business Case and Follow-up (48 min) 
 

WpA Business Case Development 
 

https://aka.ms/WpABusinessCaseandFollow-up


 
 

Viva Insights Business Case Calculation: https://aka.ms/VivaInsightsBusinessCaseCalculation  

 

READ ME for DISCOVERY content 
 

 

 

Mapping of Business Cases to Workplace Analytics Outcomes 
 

https://aka.ms/VivaInsightsBusinessCaseCalculation


 

 

Mapping of Workplace Analytics Outcomes to Business Cases 
 

 

Why…improve employee autonomy? 
 



 

• Changes is more attainable in Workplace Analytics in bigger Organizational    

Why…increase capacity for work? 
 

 

 

Reclaiming thousands of process hours at a global oil & gas company with WpA  
 



 
 

Highlight this business case to customer.  

 

Boosting revenue generation and quota attainment though WpA Insight.  
 

 

 

So you want to…increase capacity for work 
 



 

 

• Related Outcomes  

o Boost Employee Engagement 

o Develop Effective Managers 

o Foster Innovation 

o Improve Agility 

o Enhance Operational Effectiveness 

o Enhance Organizational Resiliency 

o Transform Meeting Culture 

 

• Related Metrics  

o After-hours collaboration 

o Conflicting meetings 

o Focus time 

o Long and large meetings 

o Multi-tasking meetings 

o Recurring meetings 

o Total collaboration 

 

READ ME for COMMUNICATION content 
 



 

 

02 Viva Insights Business Case Calculation 
 

 

 

• Capacity is easy to explain to the customers  

• Tabs are business cases such as capacity, autonomy, customer engagement etc.  

• How you handle ROI?   

Insert your Microsoft Services or External Partner content here  

Next Steps 
 



 

 

 

 

• Customer more questions than any workshop.  

• WpA not just nice to have and but must have.  

• Some customer not head around.   

• Other customer have no clue and no visibility .  

• Uncover that they wpA help them.  

Knowledge Check  
1. What are some typical applications for Workplace Analytics? (choose all that apply)  

 



 
 

2. What are some analysis approaches you can take using Workplace Analytics data?  

(choose all that apply)  

 

  
 

3. Which of the following can a customer use to identify opportunities to improve 

work culture?  

 
 

4. Which of the following types of partner services can help customers take action and 

drive change on Workplace Analytics insights? 



 
 

 

4. What are the required and optional data sources included in Workplace Analytics? 

a. M365 and  HR Organizational data  

 

5. where can leaders go to view out-of-the-box insights on important business outcomes in 

Workplace Analytics? 

a. Home-page 

 

6. What type of data does Workplace Analytics use within the Microsoft 365 collaboration 

data? 

a. Header-level data 

 

 

References  
 

2. New tab (office.com)  

https://insights.office.com/home/work  

 

https://insights.office.com/home/work
https://insights.office.com/home/work


 
 

 
 

3. Power BI Intro  

 

4. Workplace Analytics Home page https://workplaceanalytics.office.com/en-

us/Home/  

 

5. Viva Insights Business Case Calculation: 

https://aka.ms/VivaInsightsBusinessCaseCalculation  This Excel workbook provides 

templates for business case calculation, accompanying the Viva Insights Workshop 

Toolkit.  

 

 

https://docs.microsoft.com/en-us/viva/insights/Tutorials/power-bi-intro
https://workplaceanalytics.office.com/en-us/Home/
https://workplaceanalytics.office.com/en-us/Home/
https://aka.ms/VivaInsightsBusinessCaseCalculation

