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Viva Insights Practitioner Self-Serve Training

Module 1: Viva Insights Fundamentals (2 hours of video and 30
minutes of exercises)

1. Watch the Customer story video (3 min)

AB InBev harnesses data to help simplify process and empower employees

As a leading global brewer, AB InBev aspires to support a culture of community among its
180,000 employees and the satisfaction of customers around the world, in tandem with its
successful growth. Watch the video below to learn how AB Inbev used Workplace Analytics
and MyAnalytics, part of Office 365, to improve employee experience, simplify processes,
and create workplace efficiencies.

Work Analytics

2. Watch the Introduction to Viva Insights (10 min)

Module 1: Viva Insights Fundamentals
Components of Viva Insights

Module 1: Viva Insights Fundamentals

Components of Viva Insights


https://community.vivainsights.microsoft.com/t5/Viva-Insights-Badging/Viva-Insights-Practitioner-Self-Serve-Training/ba-p/1147
https://insights.office.com/customer-stories/video-ab-inbev-improve-employee-experience/
https://aka.ms/IntroductiontoVivaInsights

Components of Viva Insights today

Components of Viva Insights today

Focus today

Personal insights ‘ Manager insights Leader insights Analyst tools

Requires Workplace Analytics Requires Workplace Analytic
license

Viva Insights app in Viva Insights app in Viva Insights app in Workplace Analytics
Microsoft Teams Microsoft Teams Microsoft Teams web app
MyAnalytics '

web dashboard and

Workplace Analytics Workplace Analytics
digest emails )

web app web app

Briefing email
' Insights add-in and inline |
suggestions for Outlook

a) Personals Insights
e Only Individual data
e Work patterns and habits
e No Personal Identifier information is shared.

Personal insights to build better work habits

Understand how you work Take action in the flow of your work

MyAnalytics web app dashboard Viva Insights app in Microsoft Teams Daily briefing email

7y ———— .
= A==

14 - ~——

_— Your Focun time Insights Outlook add-in
% Inline suggestions in Outlook
MyAnalytics é g o ey s 2 ~
digest emails
o
[ ]

Teams App



[a} Viva Insights tome  Stay connected Protect ime

Stay connected with your collaborators 4:45PM all T -

=l el = q Viva Insights

Your 1:1 has a conflict Mon, Jan 25, 10:00 AM x
B Stay connected
- ? This meeting conflicts. with Mark 2 Mesting on Mon, Jan 25, 10:30 AM. Here are some available time siots. Reschedkie now
e i O Wed 52710010 200PM | Reschedule

: Stay connected with your
- Re: Sync on X collaborators
s You said: Lt - g
Pinned
B8 Done
C e Robbi
Unread 1:1 chat 2 days ago x \‘ ynne ins.
@Malaviks where is this e
Message X
Markasread  Open
% &~ Is this helphul? Yes No 2iess B

x
Wed, Jan 27,12:00 -1:00 PM

Nestor Wilde Markasread  Go to comment Reschedule

®
N - e | | [ BN H
@ Audrey Webb

Sync on research findings X

o & @

b) Managers Insights

e Meeting overload
e Burnout

Manager insights to foster healthy, successful teams

Understand team norms Take action in the
and work patterns flow of your warlk
1\ [ Insights Outlook add-in

Workplace Analytics web app dashboard Daily briefing email ‘ |

TSTCS B
6 ity B, . NMO®
v Lo 1 pem—
Viva Insights app = ® o i
0.9 In Microsoft Teams L i
&l ™ ‘ eeddo0 o
=i o
Aosvporniin >
B s ‘._' Bl e {Empioyee experence = = = . e
5 g 1 e . V/’_' = e e

30% s e Tkt 3508 =

Plans in Workplace Analytics web app

07hrs 14hrs ==

Data is aggregated and de-identified by default



) Vivalnsights  Home Stayconnected Prme(nxme Team
Activity

E? =

Outcomes
&3

Teams

Employee experience

Happy Monday! Let's make today count.

)
. ”m Tesin effactivensss [ Prevent employee burnout Team engagement for January 2021
: 60% o 100%
0
- o 5 0% 40%
40 e
] of your team is working after hours for 30 | Nice jobl
Inughts more than one hour each week | 20% You had at least 30 minutes of 1:1 time with all
20 | of your team members over the last 4 weeks.
=y Consider starting a plan to help your team 10
il reduce after hours communication.
Power BI 0
<1hrs 1-5hrs 5+ hrs
;B View recommended plan After-hours collaboration Plan upcoming 1:1s
ops
Quiet hours Free up capacity
0 Employees responding to emails 0 % empioyees
(1] and instant messages after hours (\] -
of your team is responding to

emails and instant messages after
hours

@ Consider setting up delayed
email delivery.

for your team ° 0-10hes  11-20hs 204 s

40%
40% of employees spend 20+ hours - 30% 30%
M collaborating each week 0 I ‘
26% ) | |
Consider reducing default |
meeting time to free up capacity ” | |

Help your team unplug from work at the end of the day |

Did you know?

Most of your team’s time after-hours is going to:

s
. ]
Meetings

c) Leaders Insights

Emails Instant messages After-hours calls

Collaboration hours

What's included in this plan?

How this plan will help your team

; Unplug and protect L
i ‘ icipants avoid after-hours interactions.

See preview

Preserve quiet days

hours.

See preview

Track progress

MyAnalytics will sen

See preview

e Datais aggregated and de-identified

MyAnalytics will give pasticipants tips and insights to help them have more

, emails, and chats outside of their normal working

your team a weekly summary of progress.



Leader insights to address complex business challenges

At-a-glance insights and R Tools for custom analysis and
scenario-specific dashboard . deep exploration

Viva Insights app in

Nicios ft Teanss Custom insights on business

outcomes important to you

Workplace Analytics web app

Conduct advanced analytics

Out-of-the-Box Power Bl
dashboards and reports

Key partner:

Analyst

Custom analysis based on
business scenarios

Data is aggregated and de-identified by default

Test

Q Viva Insights Home Stay connected Protect time My Yeam
Acthrty

o) =

Chat

85 Outcomes
Teams

Business continuity

& i o -
c,.,!d,, Employee engagement Enhance organizational resilience Boost employee engagement (0
N The new global trend of moving to remote work continues and adjustments can be challenging 07 of employees have less
(k] Improve agility % y = g
he right insights and tools can help navigate this shift. 0 than 15 minutes of 1:1 time

Files

Foster innovation with their managers each

[} o Cohesion within teams week
Insights Effective managers
o 3'.",-'-' Goy @ Teamswithstong
~

f.iﬁ High efficiency ! 2 cohesion
o 1 of teams have strong WA
Accelerate change o R b Teams without T o
® r 2 cohesion o e o "‘ strong cohesion Improve agility ©
N Meeting culture 0/ of your employees spend a
@ majority of their meeting
Increase customer focus time in long or large
meetings
' Add people with p ial to leadership prog 5 Use Microsoft Teams to avoid meetings
Leadership programs typically include people on traditional paths. Add Channels provide team members with a new way to get questions
@ people with potential to these programs to evaluate leadership skills. answered and provide updates without the need for a meeting

Well Being

Power BI



a Wellbeing | Date updated 1/25/21 O & Close

Actwty
) = | Pages « [ File ¥ > Export v |2 Share v B ChatinTeams (3 Comment [ Subscribe *** © NOv ov O %
Chat @

Collaboration assessment Is there a relationship between employee wellbeing and collaboratio
53
< B
. Collaboration tracker Select Workweek span After hours
©

Catendar Return to worksites

R & 6 My company takes a genuine interest in 18 Average weekly collaboration hours
" Dat 8/1/2020 - 1/25/2021
o i Business continuity employees’ wellbeing ate range:
B Sates business continuity Wellbeing score across categories Distribution by wellbeing score and collaboration hours
g Value
=] : n )
Microsoft Teams insights Ve
=] Individual Contributor s
Pomer Bl :
Influencer insights 257 g
adios E L4 Dwect »_c
Ao Manager impact 3 H
Wellbeit e Mansger
ellbeing
P A
: ” n " ) n 2
Cotaboration hours (Viva lncightt
Note: heatmap colors are based on relative scores, not an absolute scale. Groups below Note: use this to identify and support teams that may have underlying factors driving
the minimum group size excluded both behavioral and sentiment data.
Why it matters
@ While working long hours without break, excessive collaboration, and collaboration outside of standard business hours can be harmful to employee wellbeing. [:] Take action
Business continuity = Date updated 1/25/21 v O @ Close
=  Pages [ File v 1 Export v |2 Share v W ChatinTeams (3 Comment [ Subscribe *** O AOv ov O *
hat @
Collaboration assessment How are collaboration activities changing?
20
Laex]
e ®
Collaboration tracker
(C)] Weekly collaboration hours Change in collaboration hours
. Average hours/week per person
Caiendar Return to worksites
7
D e 31.9 33.9 +6%
Files Fa Business continuity L hours L hours.
during baseline time period during current time period % change
1) Sales business continuif @ Meetings @ Emal @Chats ® Ad-hoc
N i e 180%
(=) Ad-hoc Teams & Zoom call time ’ .
Microsoft Teams insights = '
= Q A
Power 81 N +90%
Influencer insights Teams & Slack chat time
,?; & moach -12%
% anager i -
ger impa Email time
Wellbeing 0 +3% 1
Meeting time
N ar 43 day 202 o 202 el o % -10%
Why it matters Why it matters
Your company's collaboration hours may be changing significantly as meetings, emails, Groups with large increases in collaboration may be facing challenges managing
chats and calls replace in-person conversations. their workioad, while groups with significantly reduced collaboration may be
@ struggling to adapt to remote work. Consider providing guidance, tools, or

additional support to these groups

]

What is Workplace Analytics?
o Watch the Introduction to Workplace Analytics video (6 min)

o For Stakeholder

1. Exchange


https://aka.ms/IntroductiontoWpA

2. How organization works cohesively

.\~ b

Useful data
Individual privacy

Access to insights



Smart measures | Clean datla ‘Collaborator context ‘

©VED

- zmlm

What data is processed
m)» | Who gets access

Scope and level of detail

sigm insights



Aggregate insights for team collaboration and networks.

Personal insights for employees on their own habits.

Workplace Analytics MyAnalytics

Controls to manage access and For your eyes only: each user is the
protect individual privacy only person who can see their data

Check Stakeholder if they are familiar about MyAnalytics and Workplace
Analytics

1.

Explain the difference




o

2. How they complement each other.

Watch the Introduction to Workplace Analytics metrics video (9 min)

Calendar of an employee (Outlook)

Working Hours, After Hours,
Workplace Analytics metrics represent the way people work
_ BN AR R
i

I

J3EEEEARERR

9 AM
10 AM

11 AM
Working hours time
Activity during employee's -
working hours timeframe, 1PM
based on Outlook settings; in
this example, 8am to 6pm

12 PM
2PM

3PM
4PM

o 5 PM
After-hours time
Activity before or after ~ '-==i 7PM

IIT

employee’s working hours

Collaboration and Teams hours
Workplace Analytics metrics represent the way people work

BT
A — — Collaboration and Teams hours I
i Representing employee’s calendared ing
with at least one other attendee, emails sent
and received, Teams chats, and ad-hoc Teams
calls

Working hours time
Activity during employee’s
working hours timeframe,
based on Outlook settings; in
this example, 8am to 6pm

After-hours time
Activity before or after —

employee’s working hours

Workweek span (Metric)


https://aka.ms/IntroductiontoWpAmetrics

Workplace Analytics metrics represent the way people work

Collaborahon and Teams hours N
pu— ployee’s calendared ing
- wtth at least one other attendee, emails sent

- and received, Teams chats, and ad-hoc Teams

m+ !

{

' =
==
==

calls

Working hours time
Activity during employee’s
working hours timeframe,
based on Outlook settings; in
this example, 8am to 6pm

After-hours time
Activity before or after ==
employee’s working hours

Workweek span
Time b: first and last collt
signal on each day, summed for the week

“ 135 N5 125
Workweek spah 65.5 hours

Contoso Avg.

Here's how those numbers break down for Contoso.

After-hours time'

Working hours time'

Contoso Avg.

Collaboration hour

Avg. weekly
after-hours:
4 hours

Workweek span @

Avg. weekly

ollaboration hours (hours/wk

houre/wk

Week in a life.

o Does not measure phone number, face to face. S
o High email hours means Teams Adoption

o Meeting Effectiveness, may be they are using long hours.

o If organization has not set Outlook setting properly, then numbers will be skewed.

Intro to the Workplace Analytics tool
o Watch the Introduction to the Workplace Analytics tool video (21 min)

Workplaceanalytics.office.com


https://aka.ms/IntroductiontotheWpAtoolvideo

Home has 9 cards ..

Home

Workplgce Analytics

and collaborate, of
these behaviors on your business. then drive change. Learn more

o Wit

O Foster innovation
%0

12%

-—

D Accelerate change

Boost employee engagement

Your organization's data

Contoso - WPA Pubic Demo.
24 26, 2020 - Jan 6. 2021
2326 1000 teom mamen
4ok wchited

% targe s

Tiewen

(ORI 1 ]

(9) a Boost employee engagement o Improve agiity

13%

O Develop effective managers @ Enhance operational effectiveness
S W i Wy s
69% 28%
timmigsspond s ety o e mboing St g o mployes and 2
—

Transform meeting culture Increase customer focus

o.

o Boost employee engagement

Boost employee engagement

employee engagemenﬂ

Employees with high job satisfaction and a strong sense of belonging are more likely to produce

high-quality work, identify business opportunities, and remain at the organization. Learn more

b %0 Boost
2 Pum

= Downiond Powerhomt

Promote coaching and development [N

Manager cve-ca-one (1

67%

of employees have less
than 15 minutes of 1:1
time with their managers

each week

1) trme cam mrove engagermant and 6 GertormAe Whie 8 lck of Fanager CORCTING CAN CRBE SMEOTEE S3erGagETESt 35 AHITON

ot thew meeting e

[ Distribution of monthly 1:1 time with managers]

I I

o Find my Insights

Baind o0 usage of Cutiosk wnd Tesms ‘ ‘

Take action

Increase frequency of coaching

You have 3 recommended action(s)

Increase frequency of coaching

Q

Schedule recurring 1:1 meetings

Require managers to meet with direct reports for 30 minutes at least twice 3 month and hold them 3
goal.

Learn more

Prepare discussion points for 1:1 meetings, but stay flexible

1:1 meetings should have structure. but not so much that employees cannot contribute. Agree on di
aliow adequate time for the most important topics.

Learn more

Enhance manager coaching with MyAnalytics

Use MyAnalytics to automatically schedule 1:1 time, receive reminders to do 50, and follow up on tad

fcountable

ussion po

s related

Focus on groups most impacted by a lack of coaching

IT-East Financial Planning Biz Dev
of 155 people of 155 people of 155 people
Explore the stats




o

o

Increase frequency of coaching

Q

Schedule recurring 1:1 meetings

Require managers to meet with direct reports for 30 minutes at least twice 3 month and hold them accoun
goal

Learn more

Prepare discussion points for 1:1 meetings, but stay flexible

Explore

Time with manager Meeting hours with ditect manager present

11 meeting hours

T meetings should have structure But not S0 much that employees cannot contribute. Agree on discu

allow adequate time for the most important topics

Learn more

Enhance manager coaching with MyAnalytics
Use MyAnalytics to automaticaily schedule 1:1 time. receive reminders to do so. and follow up on tasks reli

Learn more

Focus on groups most impacted by a lack of coaching

IT-East Financial Planning Facilities
of 155 people of 155 people of 155 people

Explore the stats H
J

Business Opportunity > Management and coaching

Asphed exchasons: handt 22012 - Lachiian Asstentes

oyee connections and networks across the company

Wty

1-1, download data

Date tange

Massused sempioyees

Mas groupn



1:1 meeting hours

Prevent employee burnout

Prevent employee burnout

1 3 o/ Distribution of weekly after-hours collaboration Take action

of employees are working Help employsss d""’""'f'
after hours for more than TSR
five hours each week .

Drive Emp Empowerment

w

of employees are WOfking Help employees disconnect
Home X
after hours for more than
five hours each week
Drive employee empowerment
600/ ’ Distribution of manager-employee coaching relationships Take action
0

Increase information sharing

of employees have a
majority of their meetings
attended by their
manager

You have 3 recommended actions

widence

24% 4%

Enhance organizational resiliency

Promote coaching and development
1. Manager one-on-one (1:1) time can
1. improve engagement and job performance,

2. while a lack of manager coaching can cause employee
disengagement and attrition.



o

o tome %0 Boost employee engagement

o Employees with high job satisfaction and a strong sense of belonging are more likely to
o high-quality work, identify business opportunities, and remain at the organization. Learn
Supponting evidence & Dawnlosd Sowersoint
= Promaote coaching and development

entels

of employees have less
than 15 minutes of 1:1
time with their managers

3 can couse empleyee disengagement and attrticn.

Distribution of monthly 1:1 time
with managers

Fercentage of employees

gaanions ata each week

Supporting evidence

How we define ane-on-one meetings

s this help!

Prevent emplayee burnout

g FoUrs 10 he Presure 10 shedys b o can K 10 employes BT, The aMoUnt of Bme £mpioyees spend colsborating SUtHioe of busingss Rour i an Indicstos of bumaut sk

0%

Prevent employee burnout

Prevent employee burnout

Long hours and the pressure to always be on can lead to employee burmnout. The amount of time employee

39%

of employees are working
after hours for more than

five hours each week

Supperting evidence

How we define after-hours collaboration (0

e thic halefal? =5 03

Distribution of weekly after-hours

Distribu
collabot

75%

50%

IAfter-hours work is the number of hours the
person spent in meetings, emails, IMs, and calls
with at least one other person, either internal or
external, after de-duplication of time due to
foverlapping activities (for example, calls during
|2 meeting), outside of working hours.

Percentage o




Drive employee empowerment

Help employees disconnect

@

Add working hours to email signatures
Encourage employess to add working haurs to their email signatures to help manage t

Learn mare

Alternate meeting time zones
Altemata the tima of global meetings to becoma more inclusive and minimize after-hou

Learn mare

Use MyAnalytics to encourage employees to disconnect

Use the delay of email delvery feature when sending after-hours and weekend emails.

Tearn more

Focus on groups most impacted by after-hours work

Inventory Management Human Resources Gay
of 155 pecple of 155 people of 15

Explore the stats | Explore in Power Bl | Plans

Workplace Analyti

Drive employee empowerment

lome.

nalyze

lans

1ata sources

nalyst settings

nalyst usage

Managers can be more effective and have more time to get work done when they empower their employees to make decisions and tackle new challenges.

63%

Take action

Distribution of manager-employee
coaching relationships

of employees have a
majority of their meetings
attended by their
manager

Increase informat

5 52%

Co-attended

co-attendance

Supporting evidence

How we define meetings with manager O

Number of meetings where attendees incldde
atleast the person and their manager. . 24%

Is this helpful? <5 &>

Improve team cohesion

iomce ovgizaiongied 0

Why it matters

67%

of employees have less than 15 mawtes of 1:1 time with
thew managers each week

%%

Foster innovation o

© Wiy itmatiens

12%

of employees have less than 20 hours for deep work each

You have 3 recomme

4%
Under-coached Coached
Low High
Manager 1:1 time
-

Boost employee engagement
Whry it matters

13%
o employses e working aier hours for more then e
o exch weak

Develop effective managers
Why it matters

69%

of managess spend s majority of the mesting bme in long
o large mestings

Improve agility
Wiyt matters

68%

of employes spend s mgjorty of e mostiog time 1
long o large meetings

Enhance operational effectiveness
Why it matters

28%

of employees spend 25+ hours collaborating every week




o

o

= waragens som

2 ame 67% bistribuﬁon of monthly 1:1 time with managersl Take action

T F e ent

[ of coachi
of employees have less ncrease frequency of coaching

[ Np—— than 15 m|nute5 Of 1:1 i You have 3 recommended action(s)
c time with their managers [ o your s > |

each week

Supporting evidtence

Mow we define one on one mesbngs

Mo we define collabor aton

R——
| i el s e Ny A Sl S e SRR Y g A A
2 80/ Distribution of collaboration hours] Take action
(o]
of employees spend 25+ ' ?"’:’ ':"“"‘9 ":‘:
. fou have 3 recommended action(s)
hours collaborating every - =
week e
PRSI . E= .

Focus groups

Reduce meeting hours

Q

Cancel recurring meetings

Every quarter reassess the need for recurnng meetings that consume the most time. Try cancelling some and add them bac
missed.

Learn more

Say no to meetings

Encourage employees to decline meetings that lack an agenda or are misaligned with their prionitbies. This feedback can mc
organizers to plan more carefully.

Learn more

Use Microsoft Teams to avoid meetings
Channels provide team members with 3 new way to get questions answered and provide updates without the need foram

Learn more

Focus on groups most impacted by excess collaboration

Human Resources ~ Inventory Management G&A South
of 155 people . of 155 people of 155 people

Explore the stats



D) Workplace Analytics

Which groups spend the most time in Which groups atte
W Analyze meetings?

orporate (employees: 155 3
© Meeting hours: 11, .
[] ghous @ - Avense .

Select bars in the chart above to create a group that can be envolled in a plan. What differentiates the selected group from the rest of the filter group?

seected grovp 31 151%

o 4Plans
1. Focus plan

Help participants get more time to do deep work and reclaim their calendar for work that
matters most. Increase A

2. Collaboration plan

Help participants reduce the number of excess meetings that the group schedules.
Decrease V

3. Wellbeing plan

Help participants unwind and protect their personal time by disconnecting in their
off-hours.
Decrease V

4. Seller success plan

Help participants prioritize time, increase network quality and size and connect with the right
roles.
Increase



Collaboration plan

Collaboration is essential. but sending emails during meetings. redundant attendees. and conflicting meeting times can decrease efficiency
and productivity. Participants in this plan will learn habits to optimize their schedules and make the most of collaboration time.

Review and submit
Plan name Collaboration plan
Plan duration Jan 24,2021 to Apr 17,2021
Plan target 5% decrease in meeting hours
Participants©) Q uploadesy @ uuv:ﬁ;l

Minimum group size s 5.

Date range: 10/25/2020 - 11672021 Population: 2326 peapie  Filter group: 1085 peogle

[ ][ ][ g

Set up new plan
Plan duration Jan 24, 2021 to Apr 17,2021
Plan target 5% decrease in meeting hours
ParticipantsD) QO Upload csv (@) Use filters

Minimum group sze i 5.

Date range: 10/25/2020 - 1/16/2021 Population: 2326 pecple  Filter group: 310 pec
P | T [ :
wo @ Add filter

How Plans will help

N

W MyAnalytics wil help participants organize more efficient meetings and reduce the meeting load they impose on others See preview

Understand impact
MyAnalytics wel give partepants bps and mughts to help them manage and refiect on ther meeting load See preview

. . Trackprogress
MyAnalytics wel send partiipants a weekly summary of progress. See preview

o Analyze



Peer analysis

A ¢

Prer anaiyss

Peer analysis Updae kot M

Use Peer analysis to gain insights into valuable collaborative traits of employees in
your company.

Peer analysis

Reference group Other group Conditions Submit

Analysis details

Analysis name * Finance group analysis

the frequency of Date range

Group name * Finance Gro

O upload .csv ®) Use filters

Population: 2,326 people  Fiter group: 155 people

Add filter

m



Peer analysis

Reference group

Conditions

Other group

Other group
Provide 3 nama for this group. This group's
collaboration behaviors will be compared
the Reference group provided in the p

step

th

Upload a csv file that contains email addresses
of the people to be included in this group. You
an also use the Filter option to narmow the
group of people.

Group name * [Firance Gowp 2|

O Uptoad v

oks: Misins

[oommm ] [ <] [P -
== e
N
e AddTiter s
Other Groups
Condtions
Peer analysis X
Reference group Other growp Conditions Submit

. A iver

Queries

Queries

Newquery  Resars )

[Start custom query




3. Before you begin

Data sources
o Watch the Data sources video (14 min)

Descriptive Employee Customer/Vendor
Data Data

Collaboration Data



https://aka.ms/Datasource

5.

2326 6,892

Last 13 months and then weekly

Understand the scope
of available data

Choose the right
analysis attributes

Identify gaps in
coverage

964



How do your organization's measured employees collaborate?

Average weekly collaboration hours by type

Outlook archiving |

Meeting exclusions
o Watch the Meeting exclusions video (8 min)

Exclude happy hour etc.

Monday Tuesday Wednesday Thursday Friday
8 ) 10 1 R

Submit Timesheet
Internal Check In; Microsoft l

8AM Project Sync
om 3A,

9AM Weekly Customer Review Dashboard Review;

Microsoft Teams Meeting

10 AM Readout Review

Microsoft Teams Meeting

1AM Demo Session Quick Sync; Microsoft Staff Meeting; Microsoft
Microsoft Teams Meeting !
Monday Stand Up; Microsoft All Hands Meeting

Microsoft Teams Meeting

12PM

1PM Focus Time :1; Microsoft

Brown Bag Lunch n Learn

2PM Team Huddle; Rec Discussion; Microsoft
Customer Check In
ft Teams Meet
3PM Canceled: Team Meeting gihiadias Office Hours
Conf Room 3A/11 Tear
4PM Learnings from Project X

Microsoft Teams Meeting

[



https://aka.ms/Meetingexclusion

Analysis settings

ich meetings to exclude from queries

Default rules for meeting exclusion rules:

1. Cancelled Meetings

Q — —
10 n

Dashboard Review;

10 AM Review Training Materials
Conf Roc A2
12PM
1PM Focus Time
3pM Canceled: Team Meeting
Conf Room 3A/11

2. Only 1 attended like Focus time.

Wednesd:
10

Project Sync
Conf Room 3A/14

Weekly Customer Review

Microsoft Teams Meeting

Review T g Materials
Conf Room 3A/12

Demo Se|
Microsoft]
All Hands Meeting

Microsoft Teams Meeting

Monday Stand Up; Microsoft

3. More than 250 attendees



Wednesday

10
8 AM P Sync
Conf Room 3A/14
s ETE———
Microsoft Teams Meeting
10 AM Review Training Materi
Conf Room 3A/12
1AM Demo Session
Microsoft Teams Meetir
Monday Stand Up; Microsoft All Hands Meeting
o Microsoft Teams Meeting

1PM Maya Ben 1:1; Microsol

4. If meetings are more than 8 hours

8AM
4

EYYVR ey Customer Review Dashboard Review:
Microsoft Teams Meeting

10AM

Readout Review
Microsoft Teams Meeting

11w s S Quick Sync Microsot | || St Mewtings Mo
Microsoft Teams Meeting
Monday Stand Up; Mcrosoft

Brown Bag Lunch n Learn

12PMm
Microsoft Teams Meeting

1PM Maya Ben 1:1; Mcrosoft
[ e i o | |

Customer Check In
Mict

ke
Teams Meeting

3PM
4pM Learnings from Project X
Microsoft Teams Moeting
Hour
ket Bar
5PM

o Can customize rules.

New meeting exclusion

o > No of 250 attendees



ni
vh

Large meetings: higher threshold or exceptions
Use for queries? YES /
Default for dashboards? NO <

1IZ3UUTTY LURSUOT SUUTT

o Cad add more keywords

Selected topic

Out of office
(18 keywords and phrases)

s
keywords I Fc’d a custom Je,".-.‘ofd ]

B D B G

o Then you can set this as preferred rule set

Published @
Y Duplicate

Draft v Set preferred
3 Archive

Draft
% Favorite

o With new Meeting (Sample meetings), you can download locally.



D Workplace Ansyics

o See datain Power BI.

] = e Filters

the

4. Onboarding process

Overview for admins
o Watch the Overview for admins video (3 min)

1. Use Exchange data
+

2. Organizational attributes


https://aka.ms/Overviewforadmins

Exchange data Organizational attributes

3. Then we can see the metrics

Metrics

4, Dashboard

A summary of weekly cofiaboration at the company
vl e b

. 16.0
" hours

5. Workplace analytics
1. Never processes body test or attachments
2. Deidentifies email addresses

3. Respects privacy flags



4. Hides Individual’s data from Dashboard

Never processes body text or attachments
Deidentifies email addresses
Respects privacy flags

Hides individuals' data from dashboards

o 4 Places to turn on Workplace analytics
1. Assign licenses - Define scope of collaboration data

2. Assign roles - Manage access to data.

3. Configure privacy settings - Protect sensitive details

4. Upload Organizational data - Select appropriate descriptive data

Workplace Analytics admin

Exchange data processing

Assign licenses Confirm privacy Upload
ssign roles settings organizationa
Assig les tting g t \
data

Assigning licenses
o Watch the Assign licenses video (1 min)

1. Role of Workplace Analytics licenses

2. How to assign licenses.

Should have E1, E3 or E5 license.

a) Can be assigned in the same way
b) 0365 Admin Center

c) PowerShell

d) Group-based licensing

o aka.ms/AssignWpALicenses

Processing
complete


https://aka.ms/Assigninglicenses

O

(@)

Ways to assign Microsoft 365 licenses | Microsoft Docs

Watch the Assign roles video (3 min)

Types are 4 roles

1.

2.

3.

4.

Admin
Analysts
Analysts limited

Program manager

Admin —

1.

2.

Settings and privacy

Upload Organizational data

Settings and privacy

Organizational data

Admin

Analysts and Analysts limited

1.

Analytics and Insights

Analyst
Analytics and insights

Analyst limited

Program Manager

1. Teamwork solution


https://docs.microsoft.com/en-us/viva/insights/Setup/WpA-assign-o365-licenses
https://aka.ms/Assignroles

Press space key 10 play/pause the video
rearniwurk suruuon

Program Manager

o Workon 3roles

[ Press space key to play/pause the video

1. Admin - Settings page test

2. Analysts —
1. Explore Dashboards

2. Flexile queries

3. Analysts limited

1. Explore dashboards

Email ID Descriptive data
Descriptive data Collaboration data



e}

e}

£
3@-@

D)
e

g

Analyst

&

Analyst limited

Admin vs Analyst pseudonymized

Personid Level Function
Khasan@<contoso.com Director  Marketing.
‘gema@contoso.com Junior IC Operations.
e T | e
e |
danielai@contoso.com Manager Sales
ranjinder@contosocom  Manager  Analyties
e e
Personid Level Function Region
Director  Marketing  Central
JuniorIC  Operations. North
Junior IC R&D South
Senior IC Sales North
Manager Sales East
Manager  Analytics West
Senior IC Operations. Central
Analyst limited
Group by
LevelDesignation

A
&

Analyst limited . l l . l I I

8 Mesting hours 8 Email houss

Email ID

Organizational Data

Pseudonymized ID
Organizational data
Collaboration data

No individual data

Filters

Meeting hours.

302
23
387

182
216

FunctionType is Sales

Group size too small

PICS

® o n N

Executre



Privacy options

o Watch the Privacy options video (5 min)

1. Never processes body test or attachments
2. Deidentifies email addresses
3. Respects privacy flags

4. Hides Individual’s data from Dashboard

Never processes body text or attachments
Deidentifies email addresses
Respects privacy flags

Hides individuals' data from dashboards

Minimum group size
Hide meeting subject lings

Processing exclusions

3. Done in Settings page

Workplace Analytics

Settings
Settings and privacy

System defaults

Default time zone
Weekend days. B sonday Monday [ Tuesday Wednesday
Start time.

End time

Privacy settings



https://aka.ms/Privacyoptions

Different privacy options

1. Minimum Size Group

All collaboration hours ©

Primary
30
20
m |E I | I I I I
0 a1
Group avg. Manufact.. Engineeri Sales HR

Finance Supply C R&D 1L Facilities

@ Meeting hours @ Email hours

No Induvial and only groups

Admin can add Minimum Size Group

Minimum group size to
display in visual dashboards
(Learn more)

6

2. Hide subject lines from meeting query results

Hide subject lines from
meeting query results




Can use Meeting Query or Custom metric

Meeting query

Custom metric

3. Enter items you want to exclude
Exclude domains, Exclude email, Exclude subject line.

Enter the items you want to

exclude from snalysis. Use Exchude domains: Exclude email addresses Exclude words from subject line:
single domains, email
addresses, and words
separated by semicolons

{Learn more)

examplemicrosoft com contoso com examplejohn@outlook com,sarah@contoso.com exampleKeyword,Term

Working with organizational data
o Watch the Purpose of organizational data video (5 min)

1. Organization
2. Background
3. Location

4, Role


https://aka.ms/Purposeoforganizationaldata

5. Outcomes

Organization

Background

Location

Role

Outcomes

Uploaded as CSV file

Personld,EffectiveDate,Organization,lLevelDesignation,TimeZone,Managerld,HireDate
ann.p@contoso.com,1-Jan-18,Sales,Sr IC,Pacific Standard Time,lian.g@contoso.com,12-Mar-16
ann.p@contoso.com,1-Feb-18,Sales,Sr IC,Pacific Standard Time,lian.g@contoso.com,12-Mar-16
ann.p@contoso.com,1-Mar-18,Sales,Mgr,Pacific Standard Time,rajesh.s@contoso.com,12-Mar-16
rajesh.s@contoso.com,1-Jan-18,5ales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0ct-13
rajesh.s@contoso.com,1-Feb-18,5ales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0ct-13
rajesh.s@contoso.com,1-Mar-18,5ales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0Oct-13

Organizational data Exchange data

Metrics




Organizational data Exchange data Metrics

Licensed

Licensed

Not licensed




Average weekly collaboration hours

Performance rating
Engagement-survey responses
Sales-quota attainment

Team revenue

Manager-effectiveness rating




Average weekly collaboration hours

Average weekly collaboration hours

ik

g Top performing Sales




Group and filter results

Watch the Structuring organizational data video (5 min)

Structuring organizational data rules

1.

2.

Format the file
Use Effective Date
Which employees to include

Subsequent uploads


https://aka.ms/Structuringorganizationaldata

-

Formatting the file
Using EffectiveDate

Which employees to include

2 =

Subsequent uploads







Organizational data

Weekly collaboration data

Minimum required scope:
All Workplace Analytics licensed employees

Recommended scope:
All employees within organization




Required and optional organizational data

o Watch the Required and optional organizational data video (7 min)

ii| Required organizational data attributes



https://aka.ms/Requiredandoptionalorganizationaldata

o Network breadth = unique organizations + Meaningful interactions

Network breadth
Unique organizations
+

Meaningful interactions




Meeting attendees
Sales Marketing Finance
Director
Manager

Individual contributor

required and optional

@ Optional attributes to support analysis

Required Obptional
Personld
EffectiveDate

— Up to 60
Organi2ation additional
LevelDesignation columns

Managerld



Background
Location
Organization
Role

Outcomes

Outcomes

ingent

Basic information that
can help filter out
certain populations

Time with the
company and in
their role

Pay information




evelDesignation (required

Uploading organizational data

o Watch the Uploading organizational data video (3 min)



https://aka.ms/Uploadingorganizationaldata

Uploading organizational data

D) Workplace Analytics ‘ 2 | B Feedvack

Explore the metrics

‘ . Week in the life  Meetings overview Management and coaching ternal networks @ Settings and filters

Applied data exclusio

ule: Tenant Default Meeting Exclusion Rule

f I " + 4 Measured employees
weekly collaboratior he com y Y

s for Jul 16 - Jul 17 2,000

Highlights

17.4 w160 ., 1.4

7~ aboration hours
total collaboration hours hou rs & 11hours e, employees attended 14 meetings
.3 h N
= 9.2 hours 02 hours
7 6.8 hours
All collaboration hours
Priman, Trend Meeting hour v
— —_——\
3 steps
. . .
1. Confirm file encoding
B B C ) E F G
Personid Ef O L g HireDate
2 ann.p@contoso.com 1-Jan-18 Sales Sric Pacific Standard Time 12-Mar-16
3 |ann.p@contoso.com 1-Feb-18 Sales Sric Pacific Standard Time 12-Mar-16
4 ann.p@contoso.com 1-Mar-18 Sales Mgr Pacific Standard Time 12-Mar-16
5 rajesh.s@contoso.com 1-Jan-18 Sales Mgr+ Pacific Standard Time 23-0ct-13
6 |rajesh.s@contoso.com 1-Feb-18 Sales Mgr+ Pacific Standard Time maria.v@contoso.com 23-Oct-13
7 |rajesh.s@contoso.com 1-Mar-18 Sales Mgr+ Pacific Standard Time maria.v@contoso.com 23-Oct-13
| x &
File Edt Format View Help =
Personld,Effe(uveDate,Organization,LevelDesi;nation,H-eZone,HanagerId,MreDate ' |
ann.p@contoso.com,1-Jan-18,Sales,Sr IC,Pacific Standard Time,lian.g@contoso.com,12-Mar-16 ’
ann.p@contoso.com,1-Feb-18,5ales,Sr IC,Pacific Standard Time,lian.q@contoso.com,12-Mar-16 L anad

ann.p@contoso.com,1-Mar-18,Sales,Mgr,Pacific Standard Time,rajesh.s@contoso.com,12-Mar-16

rajesh.s@contoso.com,1-Jan-18,5ales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0ct-13
rajesh.s@contoso.com,1-Feb-18,5ales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0Oct-13
rajesh.s@contoso.com,1-Mar-18,Sales ,Mgr+,Pacific Standard Time,maria.v@contoso.com,23-0Oct-13

UTF-8 encoding



Excel Workbook (" xdisx)
Excel Macro-Enabled Workbook (*.xdsm)

Excel Binary Workbook (*xisb)

XML Data (*xmi) 12 AM

—_—
~

Web Page (*.htm, *htmi)

Excel Template (" itx)

Excel Macro-Enabled Template (" xitm)
Excel 97-2003 Template (")

Text (Tab delimited) (*.t0t)

Unicode Text (*.0t)

XML Spreadsheet 2003 (*ami)

Microsoft Excel 5.0/95 Workbook (*.xds)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.pm)
Text (Macintosh) (")

Text (MS-DOS) (") [
CSV (Macintosh) (".csv)

CSV (MS-DOS) (“.csv)

DIF (Data Interchange Format) (*.dd)
SYLK (Symbolic Link) (*.sik)

Excel Add-in (" xdam)

Excel 97-2003 Add-in ("xda)

POF (".pdf)

XPS Document (*ps)

Strict Open XML Spreadsheet (*xis)

=

18856 AM

17 333 PM

17254 PM

L= B B

17 204 PM

Unicode

Append or replace

Append this file to existing organizational data (recommended)




B Workplace Analytics

Organizational data Upload

Workday Aug 2018

2. Map Column headers
3. Validate file
Confirm file encoding

Map column headers

Validate file



Working with queries

o Complete the hands-on exercise in the Using Person Queries: “Week in the Life”
analysis video (13 min) @

For Stakeholder

Person query

~—~

{;IIYIIIIX'



https://aka.ms/WeekintheLifeanalysis
https://aka.ms/WeekintheLifeanalysis

Introduce a stakeholder to Workplace Analytics
Highlight a few easy-to-understand metrics

Show them numbers for their own team

After hours , a Meeting hours
=1 r K3

P
on = Email hours
Workweek span : ‘)

<

The average Contoso team member
spends 12 hours per week in meetings




The average Contoso team member
spends 12 hours per week in meetings

...and they typically multitask in about
half of their meetings.

The average Contoso team member
spends 12 hours per week in meetings

...and 30% of team members spend
more than 16 hours per week in
meetings.




QD Workplace Analytics < o

Queries

Start custom query

(\
RS
¥
Start from preselected filters and metrics

Identifies what's measured in the row:
Person ID (pseudonymized) and
first day of measured period




Describes the employee's role, geography,
organization (etc.) as of the given date

cs is Viva. Leam more about Microsft Viva Insights
Query designer
Create
Templates Query
ed template: arted
Contral Ways of working assessment Ways of working tracker

Return to worksites Business continuity Microsaft Teams insights

Manager effectiveness Behavior patterns for Glint Sales business




Person query

Analyzs cotabsration wands across the company.

©Q Starta new quary

Query templates

O Houry collabaration
Bty r8il, 1M ar call st

Choose a query type

9]
b=

Person

Analyze collsboration trands across
the company

o o0
o> g?
Person-to-group

Analyze how individuals collasarats
with groups.

&

Metwork: Person-to-
Person

Analyzs network connectivity
betwesn individusls

Meeting

Examine individual mesting trends

Peer Comparison

Analyze collsboration relative to
peer groups

Not sure which one to choose? Learn more

using all b

o persan query matiics

undarstand the imgact of work

o
P

@

Queries
@ Home
Bl Analyze New query
Start custom query
Queries

Start from preselected filters and metrics

o .0 0.0
o O
g2 > c8
Group-to-group
Analyze how two groups collsborate
with each other

&

Netwaork: Person

Analyze network characteristics and
trends across the company




1. By Week

you [}
Base Metrc oo Drsplay Name
Workweek span Hour Wodoweek span
Emathours  ~ Howr Emad hours

2. Select Metrics

What do you want to know about these employees? ©

o = - <

Base Metric

0 Sat 020172020 Example Meeting Exchusi

‘Workweek span

Email hours ¥ Vioor Email hours
Meeting hours  ~ Hour Meeting hours

After hours collaboration hours Hour After hours collabafatio...

\/ Dependencies

. Select filters
Which measured employees do you want to include in your query results? ©

Employees Actveonly ¥

3. Choose descriptive attributes

B & & &



9 Select filters

Choose descriptive
o i attributes
a Organizational data
Which organizational data columns do you wan  to include for these employees?

o Best practise

1. represent typical workweek

To represent a
typical workweek:

Filter out vacation weeks Filter out holiday weeks




Developer  Help  PivotTable Analyze  Design

=

A 8 c ) £ ¥ G H
1 Active Flag Active x
2

3 Average of Email hours Average of Meeting hours Average of After ho
1142103097 ] 1245477948 3.351349924)
Aversge of Mesting hours

0@~ o

=

VBl aRER

T
BYRRROER

!

contributors
week in meetings

mooog

e 12.5

Average hburs per week
» ke People managers

Meeting hours spend 16 hours per week in meetings |

e 125

Average hours per week

Operations
Meeting hours perat

Meeting hours include time spent in scheduled Sales
Outlook meetings that represent work-related
collaboration.

2 Share Comments

ans

PivotTable Fields 4

Choose Seids to add to report

7 Workweek span
7. il hours

 Meeting hours

< After hours collaboration

¥ Active Flag




Average hours each week

Workweek span

Workplace Analytics
data and privacy

Connect to existing
priorities

‘ [ Close with

opportunities and

Where can this data next steps
create value for your
team?




Start simple and add complexity gradually
Pause frequently to ask and answer questions

Learn what is important to your stakeholder

o Filter out holidays
o Low meeting and email hours.

2. Watch the Privacy and Security video (29 min) ™

4. Privacy and Security

Workplace Analytics

Objectives

o Introduce core concepts for Privacy, Security, and TRUST for WpA

E_‘o‘ Show where to find further resources and documentation

Our goal is not to make you an expert today, but to equip you to
find out more about how to manage this important conversation
with customers and where to go when you need help

How data is used?

Customers may expose themselves to risks in the way they handle the

data and insights

Illustrative Customer Asks

What concerns could

employees have?

5 e »
Id like to see data at the individual level to We should provide managers these data on
identify our key influencers each person in their organization

| ] 0 spyir &2
Why do you want to know who's a[lin influencer? iy SRR

What else are you doing with this J3t&7™""" * What will my manager do with this data?
* Do | need to hit certain collaboration metrics to

’ : p >
If I'm not an influencer, will | be fired? keep my job / get promoted?

Risks to customer

Legal risks from misuse of;frdata, violation of local laws (e.g., GDPR, CCPA),‘;‘
Reputational risks from misuse of data, employee profiling, or perception of surveillance
Culture risk from the type of culture the customer is creating

Risks to us

resources

Reputational risk from a customer misusing our insights and product for unethical or ethically questionable

PUrpeses



https://aka.ms/PrivacyandSecurity

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

Resource Description Location

WpA TRUST Site Internal site for TRUST and privacy resources http://aka.ms/wpatrust
?Ao'g.rr‘; SOt Uniiie =eovcesears Contract governing all Microsoft Online Services http://aka.ms/ost
m;r::g{}n?g Bt otssbon Microsoft responsibilities http://aka.ms/dpa
OnRamp Site for customer-facing resources http://aka.ms/onramp
Product documentation How WpA works Link

WpA Privacy & Security deck Details of how WpA is configured to protect privacy and security  http://aka.ms/wpatrust
WpA TRUST deck Framework for conversing on TRUST and WpA implementation http://aka.ms/wpatrust
WpA TRUST Bot Chatbot to answer questions and path for escalation http://aka.ms/wpatrust

Earing trust is a shared responsibility
e Customer as the Data Controller
e Microsoft as the Data Processor
o Built-in Security
o Continuous Compliance
o Privacy by design

Earning Trust is a shared responsibility

..........................................................................................................

.'I
¢ ]

-
L Jd

_It's your data
(Customer as the Data Controller)

Transparent Operation
(Microsoft as the Data Processor)

Built-in Continuous Privacy by
Security Compliance Design

|— MICROSOFT ONLINE SERVICES TERMS + DATA PROTECTION ADDENDUM 4|

WpA Compliance and privacy framework



i
(A

ol
(B)

[ Use of Data 1

I Data Handling By Customerw

7

Y

Product Control

Appropriate Aggregation

Risk/Benefit analysis
Culture of Trust

Build Governance around WpA

initiatives

Decisional

Local Laws
GDPR
Customer is the Controller
Microsoft is the Processor

You determine population scope

for analysis

Product features: Exclusions,
Scoping

Granular user access permission

controls

Source of protection

1. Use of data Control

Fairness
Inclusiveness
Transparency
Accountability

| USE OF DATA

Workplace Analytics Compliance and Privacy Framework

| L
. (D}

Security, Compliance}

Protection of data

Encryption
Region
Key Handling

Certifications
Servicetrust.Microsoft.com

Technical

Q\The workplace intelligence trust framework helps customers think
about how to properly use the data and analysis

=

[ Fairness |

.

Understand how bias can be
introduced and affect
recommendations

Consider and research techniques to
detect and reduce bias when
interpreting data

Always include a human review with
diverse perspectives and appropriate
skill sets prior to taking action or
communicating results

Inclusiveness W

* Assume variations exist across
individual work styles and adjust
insights and actions accordingly.

Build trust by including employee
representatives in the process where
appropriate.

Consider how to communicate not
just what you are communicating

2 Data handling by customer

Local laws
GDPR

Customer is the controller
Microsoft is the processor

Communicate appropriately how the
data will be gathered and the
controls you have in place to protect
their privacy.

Provide explicit examples of how you
intend to use the derived insights and
how it aligns with your company
mission, goals and people strategy.

Share insights with context and
appropriately

Proactively engage those who are
fearful or in doubt. Demonstrate
commitment to ethical use.

Provide a communication channel for
people to raise concerns, ask
questions, and flag inappropriate use.

v

| Accountability |

Ensure ongoing multi-stakeholder
dial and review in consid N
of appropriate internal governance

Be accountable for how data is used
and leverage audit practices to
ensure acceptable use

Consider best practices when working
with behavioral data.



IDATA HANDLING BY CUSTOMER

(®) Customers make their own decisions about processes, scope, an
handling of the data and analysis

bE How will we use Workplace Analytics? = =

E What topics should we exclude from processing and analysis?
v

. Who will we analyse?
a

3. Product Control

e Define population scope

e Usage of exclusions

e Granular user access permission

e Data is de-identified

e Only metadata is processed for metric generation

PRODUCT CONTROL

(@ Customers decide what privacy options to use when configuring

Workplace Analytics
Configurable Privacy Policies for Workplace Analytics

Customer Decisions

Data is De-identified

©@

Defaults
Only metadata is processed for metric generation
qu Decide what population is in scope and exclude sensitive populations
(ex: Merger and Acquisitions)
Population (e s 3 ey
@ : > Minimum aggregation size for metrics in reports (e.g., only show groups of at least 5)
Q What employees have access to Workplace Analytics
Customer Specnflc i Decide which analysts have query access to specific population scopes
Controls coess
Control whether analysts have access to email and calendar subject lines
HE Configure Rules to exclude subject lines

Pa— Remove all references to any individual and/or domains

Control what Organizational attributes are joined with the dataset

Matrix (visibility and permissions )



PRODUCT CONTROL

(@ Each role has its own visibility and permissions

Settings Options Explore Dashboard Flexible Queries “

°
Administrator \/

Analyst \/ \/

Analyst Limited Vv
Program Manager \/

Group Manager Vv

5. Security

M365 Metadata

e (Calendar
e Email
e Chat
e C(alls

Workplace Analytics
e Data Pipeline
o Data Processor
o Query Model Generator (de-identified)
o Web and middle tier (UX, Access Control)
e Admin Browser Access (Org Data Upload - Customer Environment)
e Analyst Browser Access (Data Export, View Reports - Customer Environment)
e Manager Browser Access (Plans - Customer Environment)

M365 Security and Encryption standard cover Microsoft Services



SECURITY

(®) Data processing and storage remains within the M365 Compliance
Boundary and with same security / encryption standards as M365

Microsoft 365 Compliance Boundary — Governed by Microsoft Online Services Terms and Data Protection Agreement

Microsoft 365 @ Workplace Analytics
Metadata
Data Pipeline
B Calendar
Data Processor
== Email
Query Model Generator (de-identified)
l:] Chat
Web and Middle Tier (UX, Access Control)
Q,  aals
t |
, | | | T L
" . == = s e = STeoooeooos = et B S SSooooooooeee
x:;rgrs\gs;?tﬁiz: acusty Admin Browser Access Analyst Browser Access Manager Browser Access
Stgndards cover all | %
Microsoft Services ld Org Data Upload @ Data Export |d View Reports |d Plans

Customer Environment Customer Environment Customer Environment

Sourced from WpA TRUST Deck.

Module 2: Ways of Working Assessment 90 minutes of video, and 30 minutes of
exercises)

Complete Ways of working assessment module (Microsoft Learn)

Analyze collaboration and engagement using the Ways of working assessment dashboard in Power Bl

Learn to evaluate collaboration culture and employee experience with a Power Bl template by using
Viva Insights data through Workplace Analytics.

Learning objectives
At the end of this module, you should be able to:

e Explain what the Ways of working assessment dashboard in Power Bl is, and why it
provides an important perspective.

e Use the Query designer for the template setup, and then load the data and select the
dashboard settings in Power BI.

e Interpret the results from multiple reports in the dashboard.

Prerequisites
e Familiarity with Workplace Analytics data sources in Microsoft Viva Insights
e Basic knowledge of Microsoft Power Bl software
e Basic knowledge of the Query designer and query results



Introduction
Completed100 XP

5 minutes

The Ways of working assessment dashboard in Power Bl uses a Power Business Intelligence
(BI) template that's populated with Viva Insights through Workplace Analytics data.

You use this behavioural data to gain insights into how employees collaborate in an
organization.

This dashboard directionally highlights collaboration patterns for different levels and
groups, offering a starting point for identifying opportunities to streamline collaboration
and improve the employee experience.

Scenario

Imagine you are an HR people analytics manager. Your Chief Human Resources Officer
(CHRO) is overseeing some initiatives designed to streamline ways of working, reduce
burnout risk and boost manager effectiveness.

The initiatives will require continuously piloting interventions, measuring their impact, and
refining execution as they roll out across the company. To date, information about your
company's working styles has come primarily from employee surveys, which, while
valuable, are subject to completion bias and not conducive to tracking real-time change.

To bridge that gap with objective, dynamic metrics, you set up the Ways of working
assessment template and dashboard — providing your CHRO with a data-driven baseline
about employee working patterns and manager practices, which enables the leadership
team to identify opportunities and measure the impact of their initiatives.

Learning objectives

In this module, you'll learn to:

Explain what the Ways of working assessment dashboard in Power Bl is, and why it
provides an important perspective.

Use the Query designer template to run the queries, load the data, and select your settings.

Interpret the results from multiple reports in the dashboard.

Prerequisites

Familiarity with the Workplace Analytics data sources in Viva Insights
Basic knowledge of Microsoft Power Bl software

Basic knowledge of the Query designer and query structure

Prepare the Ways of working assessment dashboard
Completed100 XP

8 minutes



The Ways of working assessment dashboard uses a prebuilt Power Bl template populated by
output (OData) from the Ways of working assessment and Ways of working meeting queries
available through the Query designer template setup steps.

Ways of working assessment
Transform mesting culture  Boost employee engagement

Develop effective managers

See a broad analysis of your company's collaboration culture and employee experience.

Use this template to:

+ Learn how collaboration is impacting after-hours activity.

+ Understand how your organization spends its meeting time and who is creating the most
warkload.

« Reclaim focus time and identify low-quality meetings.

« Identify groups of employees who might be at risk of burning out.

» Find opportunities to develop more effective managers.

Once you've identified areas of improvement, track them over time with the Ways of working
tracker template.

WF | ;s v E

Learn more

Setup steps

1. Verify template prerequisites
You'll need a recent version of Power Bl Desktop to view this template. Get the latest
For best results, your organizational data should include an attribute that identifies peaple
managers, like Supervisor indicator. Without this attribute, some insights won't be
available.

2. Set up queries

To set up this template, you'll need to run the two queries below.

Waps of wokingsscsmen

To set up the dashboard:

1. Set up the template.
2. Download the template and load the query output.
3. Select the dashboard settings.

After the data is loaded, the dashboard reports will generate automatically in Power BI, resulting in
multiple pages of organizational insights, called reports. These reports give a broad, diagnostic view
of collaboration in your organization.

1. Set up the template. In Query designer, select the template and follow the on-screen instructions
to set it up.

Important

Be sure to download and install the most recent version of Microsoft Power Bl desktop to avoid any
issues with setting up and loading data into the dashboard.

For each query, give it a descriptive name and select your date range and exclusions. Use the same
date range and filters for both queries. To create a report that updates weekly, select Auto-
refresh for each query.



Tips when running the queries:

For best results, select the Last 6 months or Last 3 months for the time period to see a
diagnostic view of recent behaviour.

In Select metrics, keep all preselected metrics. Do not delete any of these metrics. The
dashboard uses them to create the charts, graphs, and insights in the reports.

In Select filters, you can optionally filter by organizational data attributes to further refine
the population.

If you're filtering for a subset of the population, you'll need to use the same metrics and
filters in both queries. For example, if you want to only view collaboration activity for Human
Resources, for each metric in each query, you'd select the Edit (pencil) icon and filter

by Organization = Human Resources.

For the Ways of working assessment query, in Select Organizational attributes, leave the
default attributes (Organization, LevelDesignation) selected. Then locate and select the
attribute that identifies people managers (if you cannot find a manager indicator field in the
menu, contact your Workplace Analytics Admin to confirm it's availability). Optionally, select
additional attributes you'd like to include in the reports.

For the Standard meeting query, in Select Organizational attributes, leave the default
attributes (IsRecurring, Subject, and DurationHours) selected. Don't delete these attributes
as they're needed for the meeting-related charts and graphs in the reports.

2. Download the template and load the query data. After the queries successfully run, in Query
designer > Results, copy the OData URL for the Ways of working assessment query results.



Create

My results  All results

.csv file

Query designer

PBI template

Results Download Power Bl Template

The odata link has been copied to the clipboard.
Paste directly in the PBI file.
N

ttps://workplaceanalytics.office.com/ea77648¢.

- (

Submitter Type Query Name l
Open Power Bl template
f= Ways of working meeting q... i
Cal) Pawer BI
Power Bl Desktop
o 2 Ways of working assessment >

Get results link

Use this link to directly load query results into BI
Ways of analysis tools. Learn more L

&
| tps://workplaceanalytics.office.com/ea77648c- ||}l
obsodata/3962cc03-5da2 -41a7-2603- 2d65ae 1d3a 1a/Person

Standard meeting query URL G LR ¥

‘obsodata/Tcad!s Je-3351-4560-8271-Babl1 0637566/ Meeting

y group size
5

Managerindicater

To download the template and load the data into the Power Bl dashboard:

1.

8.

In Query designer > My results, download the template from the Ways of working
assessment query result.

When prompted to copy the OData link, select OK.
Open the downloaded Power Bl template.

When prompted by Power BI, paste the OData link in the Ways of working assessment
Query URL field.

In Query designer > My results, copy the OData link for the Ways of working meeting
query result.

In Power BI, paste the OData link in the Ways of working meeting query URL field.

Enter the name of the supervisor indicator field you selected when running the Ways of
working assessment query.

Select Load to load the data.

The dashboard visualizations on each page of the report populate with Workplace Analytics data.

3. Select the dashboard settings. After the data is loaded and the report is generated, you'll see
Settings in the dashboard, where you can confirm and change the dashboard settings for your
analysis.++9




e Select the time period for your report and choose whether to exclude certain weeks from
the results, such as holiday weeks.

e Select an organizational attribute to view the report by.

e Filter to your population of interest (if needed) along any organizational attribute.

\D) Settings B Microsoft

Select settings for your report Collaboration hours and workweek span Measured employees
Average hours/week per person
Select the time period for your report.
426 v - e mesge wokaeck oo 744
MATM2019 47412020 16.5 rous spents

Number of employees by Organization
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Choose whether to exclude certain weeks for everyone in the
analysis population, for example holiday weeks.
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Multiple selections ~
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Select an organizational attribute to view the report by.

Professiona,

©

Organizational attribute v
Dec2019  Jan2020  Feb2020  Mar 2020

Organization o R&D - 67
Number of employees by Supervisorindicator
To filter employees, select the organizational attribute and Sales - a3
values you would like to filter by.

Program M

Organizational attribute hd

aniza hd i
Organization Product Ma

Filter values v

r w
8

All ~

Note: Groups with less than 5 people will not be displayed in the report.

After confirming the settings for the population you want to analyze, you can start using the
dashboard. This dashboard includes reports about total collaboration, after-hours work, meeting
culture, multitasking behaviours, manager relationships, and more.

See the documentation link in Learn more for template updates, setup instructions, tips on sharing
the dashboard, FAQs, and troubleshooting.

Learn more

Ways of working assessment dashboard

Assess collaboration culture and employee experience
Completed100 XP

e 10 minutes

The Ways of working assessment dashboard in Power Bl provides a quick and easy way to conduct
a broad diagnostic about Collaboration culture and Employee experience.

So how does it work?
Each report page provides views into one of the themes laid out on the introduction page. Dynamic
filtering and embedded guidance let users uncover useful insights quickly:

e Data filtering by managerial level and organization enables analysts to drill down to root
drivers of collaboration behaviours.


https://docs.microsoft.com/en-gb/learn/modules/workplace-analytics-ways-working/setup-dashboard#learn-more
https://docs.microsoft.com/en-us/viva/insights/tutorials/power-bi-collab-assess

e Embedded analysis guidance within each page helps users to systematically identify the
most significant insights.

e Broader contextual guidance within each page helps users ground their findings in business
context.

= Microsoft

@ Is multitasking driven by habit or necessity?
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What to examine Why it matters

- {Left side visual) How strong (or weak) does the correlation appear to be between total  While multitasking rates will vary naturally based on meeting types and company dynamics,

avg ion hours and avg. multitasking rates? high rates of multitasking suggest ings are routinely not as effective as they could
- (Right side visual) What differences stand aut when comparing multitasking rates and  be, given that attendees are focused on ather things. This analysis helps determine whether
multitasking dynamics across the organizations? multitasking rates are more a function of employees’ habits or the consequence of high

- (Using slicer) What differences emerge between multitasking behaviors by level, with  collaboration levels, driven by a necessity to cateh up on emails during meetings because there isn't
particular attention to Manager and Manager+. given their importance as decision- encugh other free time during the workday. If driven by habit, there may be opportunity to

makers in meetings? target interventions toward chronic multitaskers,

T e e o N o S i

The Introduction page

The Introduction page of the report helps create the context around what questions the Ways of
working Assessment will address, and why it matters.

@ Introduction

= Microsoft

Why use this template?

This Workplace Analytics powered template provides a quick and easy way to conduct a broad diagnostic on 2 themes: a company's "Collaboration culture” and "Employee experience”. The pages related to
“Collaboration culture” will shed light on the collaboration behavior for different organizations and organizational levels and will introduce opportunities to act on to decrease collaboration overload. The
“Employee experience” related pages show emerging insights on employee well-being, as well as effective manager practices that may contribute to employee engagement.

Collaboration culture Employee experience

1. How is collaboration
load impacting after-
hours?

4. How much time is
going towards long or
large meetings?

7. Is multitasking
driven by habit or
necessity?

2. How do employees
spend their weekly
collaboration time?

5. Who in the org is
generating the most
workload?

8. Which recurring
meetings could be
streamlined?

3. How does the
organization spend its
meeting time?

6. Can employees
reclaim time through
scheduling practices?

9. Can employees
streamline email
practices?

10. When does
collaboration start
impacting after-hours?

13. Are employees
receiving sufficient
1:1 coaching time?

11. Who in the
organization is at
risk of burnout?

14. Are managers co-
attending too many
meetings?

12. How is manager
double-booking
impacting employees?

15. What managerial
behaviors exist across
the company?

The Introduction page sets the stage for dashboard recipients who are unfamiliar with insights
generated from Workplace Analytics.




The pages related to Collaboration culture will shed light on employee collaboration practices,
including email and meeting behaviour. The Employee experience pages show insights on employee
wellbeing, including time spent after hours and employee-manager relationships.

Report: How is collaboration load impacting after hours?
The Collaboration & after-hours report helps you uncover how much time each team spends
collaborating outside working hours. It shows how after-hours time differs by level.

e The metrics across the top of the page display the average weekly hours spent in
collaboration during the analyzed time period.

e The chart on the left displays the average weekly collaboration hours for each Organization.

e The chart on the right displays the average weekly after-hours collaboration hours for each

Organization.

e For example, employees in the Strategy team spend about 73% of their workweek in
collaboration. It also looks like a significant chunk of that collaboration, 5.4 hours, is being

pushed into after hours.

Note

The percentage of workweek spent in collaboration is calculated using a standard 40-hour

workweek.

O How is collaboration load impacting after-hours?

2 Microsoft
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‘What to examine

- Which organizations have the highest after-hours collaboration?

- Where (if anywhere) do correlations appear to exist between percentage of workweek in
collaboration and after-hours collaboration hours?

Tip

Supervisorindicator ~

After-hours collaboration All
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Why it matters

High levels of collaboration during working hours can force spillover collaboration into after-hours
time, eroding employee morale and contributing to burnout over time.

* Assuming a standard 40-hour workweek.

Use the drop-down menu in the top-right corner to filter by managerial level.

High levels of collaboration coupled with high after-hours collaboration can indicate opportunities to
make collaboration more efficient in the organization. The Collaboration & after-hours report helps
you identify groups of employees who may need to improve meeting practices and streamline

communication.



Report: How does the organization spend its meeting time?

The Meeting culture report gives insight into how an organization spends time in meetings by
breaking them down into categories defined by meeting size and duration. This report shows how
much meeting time is consumed by large and/or long meetings as well as what proportion of the
most "expensive" meetings (in terms of attendee hours) are recurring.

e The chart on the left shows the percentage of total meeting hours spent in each meeting
type. Meeting types include

o All hands,

o Bloated,

o Lengthy and

o Workshop meetings and are created using the number of attendees and duration.

e Above and to the right of the meeting type chart, the report shows the total number of
hours spent in long or large meetings annually, and for comparison, the number of
equivalent full-time employees (FTEs) that would work the same number of hours.

e The chart on the right shows the percentage of recurring meeting hours for each meeting
type by group.

& Microsoft

Supervisorindicator e

Meeting types by attendees and duration All ~

Recurring meeting hours by meeting types
% of total time spent in meetings

203K hours spent in long or N y ) s )
% of time spent in recurring meetings by meeting type

large meetings annually,
Attendees equivalent to 94 FTEs 56% .
of time spent in recurring me

eetings
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LULELT Status update

19-50 15% Bloated
Bloated
All hands
9-18 18%
Status update
6% One on one

Workshop

38 20%

" . ision-makin,
Decision-making Decisior ing

2 11% Lengthy
One on one
Workshop
1 2 Duration (hours)
What to examine Why it matters
- What percentage of meeting time gets consumed by Lengthy, While some collaberation is best conducted through large or long meetings (e.g. all-hands, bloated, lengthy or
Bloated, Workshop and All hands meetings? workshop meetings), routinely using high consumption meeting practices can stall or hinder productivity and chip away

- What is the cost of those long or large meetings, interms of FTE  at employee engagement over time. The proportion of meetings that are large, long, or both provides a glimpse into

productivity equivalency? overall meeting effectiveness. Large or long meetings that are recurring tend to offer a high-value starting point for
- What propertions of long or large meetings are recurring? identifying opportunities to streamline.

Too much time in long and/or large meetings can signal an opportunity to make meetings more
efficient and effective. Meetings that are longer than one hour can make it difficult for attendees to
maintain focus, and meetings with too many attendees can make it difficult to make decisions.

The Meeting culture report allows you to identify and quantify pockets of large and long meetings.
Recurring large and long meetings offer a high value starting point to improve meeting culture and
reduce collaboration overload.



Report: Who in the organization is generating the most workload?
The Generated workload report helps organizations understand the source of meeting overload by
looking at who is generating the most meetings.

Note

Generated workload meeting hours are the number of meeting hours an employee created for
internal attendees by organizing meetings.

e The drop-down menu on the top allows you to play with the "prevalence of top X% meeting
generators." In the example here, the slider is set to 20%, meaning that 20% of the
employees generate 76% of the meeting workload in the organization.

e The chart on the left shows the distribution of employees by Generated workload meeting
hours, for example, 50% of employees generate 97% of meeting hours.

e The charts on the right display the percentage of top meeting generators—as defined by the
slider—by Organization and by Supervisor Indicator. In the example here, Product
Management and Program Management have the highest representation of meeting
generators, at 53% and 50%, respectively.

@ Who in the organization is generating the most workload? & Microsoft
Workload generated by organizing meetings Prevalence of top 20% meeting generators
Number of top 20% meeting generators divided by total number of employees
20% ' of employees generate 76% of meeting workload By Organization
100% 3K software Development ||| | | [ GG -

og%  99% 100% 100% 100%

80%

20%

% of cumulative generated workload

0%  10% 20% 30% 40% S0% 60% 70% 80% 90%  100%
% of employees (by descending generated workload)

What to examine Why it matters

- (Using the drop down) Is a relatively small proportion of the employee In order to streamline meeting practices, a company needs to understand which organizations and/or levels
population generating an outsized percentage of meeting workload? within the company "generate” the most meeting time. Often, this analysis shows meeting time generated by

- (Left side visual) How many meeting hours do most employees generate? some organizations and/or levels is not commensurate with their population size. Having this delta is expected;
- (Right side visual) Within the subset of employees generating the most workload, the question is whether the delta makes sense, based on the nature of the organizations or levels that generate
which organizations and levels are most strongly represented? outsized impact

The Generated workload report helps you answer questions about whether meeting time reflects
widespread company scheduling behaviour or if it's the result of the behaviours of a subset of
employees who schedule lots of meetings. It also provides the predominant functions and levels of
the biggest meeting load generators.

Employee Experience

The Employee Experience related pages relay information on employee wellbeing, including time
spent after hours and the amount of time employees spend in meetings with their manager. The
Employee Experience reports let you visualize and explore the following business questions:

e When does collaboration start impacting after hours?

e Who in the organization is at risk of burnout?



e How is manager double-booking impacting employees?

e Are employees receiving sufficient one-on-one coaching time?
e Are managers co-attending too many meetings?

¢ What managerial behaviours exist across the organization?

These reports can help identify workplace behaviours that may be impacting employee engagement.
The insights they generate can be used to target areas to improve employee-manager relationships
and reduce the risk of burnout.

The two Employee Experience reports in bold above are highlighted here.

Report: Who in the organization is at highest risk of burnout?
The Burnout risk report helps you identify groups that may be at risk for burnout by giving an
organization-wide look at average collaboration hours and workweek span.

Note

Workweek span is the time between the person's first collaboration activity (email, Teams
call/chat, meeting) and the last collaboration activity of each day, summed over the work week.

e The chart on the left is a scatterplot of employees by average collaboration hours (X-axis)
and workweek span (Y-axis). Each dot represents an employee. Employees are classified into
the following categories:

o High collab - Employees with high collaboration hours but short workweek span
o Long span - Employees with long workweek span but low collaboration hours

o Long span and high collab - Employees with high collaboration hours and high
workweek span

o Other - Employees with low collaboration hours and short workweek span

e The chart on the right shows the distribution of employees by collaboration hours and
workweek span by group. In the example here, 44% of employees in the Strategy
organization have both long workweek spans and high average weekly collaboration hours.



@ Who in the organization is at highest risk of burnout? & Microsoft
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What to examine Why it matters
- How does burnout risk look company-wide, by manager and by IC? Employees who have both long workweek spans and high average weekly collaboration hours may be at

- Where are there pockets of higher or lower burnout risk, by organization and by level?  risk of burnout; they are consistently collaborating the most hours, and those hours are extending over a
- Qutside of the highest burnout risk category - are there notably high or low readings in  significant swath of each week - regularly eating into time outside of working hours. This analysis shows
workweek span or total collaboration hours? where within the company the burnout risk is most acute, at both the IC and manager level.

Tip

Select any bar on the right to filter the chart on the left by the data in the selected bar (this filter is
only applied in the context of this report page).

If employees have consistently high collaboration hours and not enough time to complete tasks,
work can spill over into after hours, resulting in a longer workweek. These employees may have
difficulty managing their workloads, which may lead to stress and eventual burnout. The Burnout
risk report provides a starting point for organizations to identify at-risk groups who may benefit
from task prioritization and workload balancing.

Report: What managerial behaviours predominate in the organization?

Manager relationship report

a) Coaching

b) Highly Managed
c) Coattending

d) Under coached

The Manager relationship report provides a view of managerial behaviours in terms of one-on-one
coaching time and manager co-attendance in meetings.

e The chart on the left is a scatterplot of employees by average weekly minutes in one-on-
one meetings with their manager (X-axis) and average co-attendance in meetings with
their manager (Y-axis). The combination of one-on-one time and co-attendance for each
employee classifies them into one of the following manager relationship categories:

o Coaching - Employees who have managers who regularly meet with them one-on-
one but otherwise allow them to operate autonomously.



o Highly managed - Employees who have managers who both meet one-on-one with
them and co-attend meetings regularly.

o Coattending - Employees who have managers who seldom meet with them one-on-
one but frequently co-attend in meetings.

o Undercoached - Employees who have managers who seldom meet with them one-
on-one and seldom co-attend in meetings.

e Inthe example here, only 13% of employees throughout the organization have a
"coaching" relationship with their managers. These employees have sufficient one-on-one
time with their managers and are empowered to operate autonomously in most of their
meetings.

e The chart on the right shows the percentage of employees in each of these manager
relationship categories by group. In the example here, Strategy has the highest proportion of
employees with a coaching relationship on the team, but at 41% there is still significant
room left for improvement.

@ What managerial behaviors predominate across the company and by organization? i Microsoft
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What to examine Why it matters
- (Left-side visual) What proportion of employees have high This analysis segments employees into four types based on the overlay of 1:1 meeting time and meeting co-attendance rate. The
manager 1:1 minutes and low manager co-attendance? research-based premise is that the most engaged and successful employees have managers who regularly meet with them 1:1
- (Right-side visual) In which organizations do manager types but otherwise allow them to operate autonomously (these employees have “Coaching” managers). This overlay also shows what
differ most from the aggregated, company-level view? What proportion of employees have managers who both meet 1:1 and co-attend meetings regularly (“Highly managed"), who seldom
might explain that variation? meet 1:1 but frequently co-attend ("Coattending”), and who seldom meet 1:1 and seldom co-attend ("Undercoached”).

The most engaged and successful employees get plenty of coaching time with their managers, but
are also empowered to operate autonomously in meetings.

The Manager relationship report helps answer questions about the managerial practices that
predominate across an organization, allowing you to identify where the most effective manager
practices are occurring, and where opportunities exist to increase coaching and delegation.

Report: Glossary (All hands, Double Booking, Meeting disengagement )
A Glossary is also included in the dashboard, providing a reference for the metrics and terminology
used across the Ways of working assessment.



m Microsoft

Metric

Definition N

After-hours

All hands

Bloated meetings
Coaching relationship
Coattending relationship
Collaberation hours
Decision making meetings

Double-booked meeting hours

Email horus
Emails Sent

Fragmentation

Fragmented hours

Generated workload meeting hours
Highly managed relationship
Lengthy meetings

Manager co-attendence hours
Measured employees

Meeting disengagement

Meeting hours

Meeting hours with manager 1:1

<

Learn more

MNumber of hours the person spent in meetings, email and Teams chats and ad-hoc calls outside of their Qutlook-specified working hours

Meetings with more than 50 attendees

Meetings with between 19-50 attendees taking 2 hours or less

Number of employees who receive at least the weekly average of 15 min in 1:1 time with their manager and their manager is co-attending less than 30% of their meeti
Number of employees who receive less than the weekly average of 15 min in 1:1 time with their manager and their manager is co-attending more than 30% of their m«
Number of hours the person spent in meetings, email, Teams chats and ad-hoc calls with at least one other person, Collaboration hours include both internal and exter
Meetings with between 3-8 attendees taking 1 hour or less

Number of meeting hours where the person had overlapping meetings in their calendar. The count includes the entire duration of all overlapping meetings, not just th
number includes all non-declined meeting times, which includes accepted, tentative, or no responses to meeting invitations.)

Number of hours the person spent sending and receiving emails
MNumber of emails the person sent

When a person does not have blocks of time sufficient to focus on completing complex tasks. This is typical of those with only small blocks of time (15, 30, or 60 minut
is not focus time (uninterrupted time blocks of two hours or more with no meetings) is considered calendar fragmentation

Total number of hours with blocks smaller than 2 consecutive hours where the person had no meetings

MNumber of meeting hours the person created for internal attendees by organizing meetings

Number of employees who receive at least the weekly average of 15 min in 1:1 time with their manager and their manager is co-attending more than 30% of their mee
Meetings with 18 attendees or less taking between 1 and 2 hours

Number of meeting hours where attendees included at least the person and their manager.

Number of employees who sent at least 1 email or 1IM in a work week during the current period

Mumber of emails sent per person per meeting hour

Mumber of hours the person spent in meetings with at least one other person

Number of meeting hours involving only the person and their manager. v

e Metric descriptions

e About the reports

Knowledge Check

1. Which of the following themes is NOT covered by the Ways of working
assessment dashboard?

2. Which of the following queries are needed to populate the Ways of
working assessment dashboard?


https://docs.microsoft.com/en-us/viva/insights/use/metric-definitions
https://docs.microsoft.com/en-us/viva/insights/tutorials/power-bi-collab-assess#about-the-reports

3. What does the Ways of working assessment consider a bloated meeting?

Check your knowledge

1. Which of the following themes is NOT covered by the Ways of working assessment dashboard?

O Employee experience

- — — -
((® Cross-organizational connectivity v)

P
\

Correct. This is NOT one of the themes covered in this dashboard.
O  Collaboration culture
2. Which of the following queries are needed to populate the Ways of working assessment dashboard?

O Collaboration overload and Ways of working meeting query

O Ways of working meeting query and Ways of working tracker

T - - )
(_©  Ways of working assessment and Ways of working meeting query v)

Correct. The Ways of working assessment and Ways of working meeting queries are required to
populate the dashboard.

3. What does the Ways of working assessment consider a bloated meeting?

O 2-18 attendees, 1-2 hours long

O  2-50 attendees, 2+ hours long

‘( ® 19-50 attendees, 0-2 hours long \/)

Correct. This is considered a bloated meeting, since many of the attendees may not be required

to accomplish the meeting objectives.

Summary for the Ways of working assessment dashboard
Completed100 XP

e 3 minutes

Your company wanted to effectively deploy and measure the impact of some initiatives designed to
streamline ways of working, reduce burnout risk, and boost manager effectiveness. To do this, you
needed data tracking employees' work behaviours and collaboration patterns.

By using the Ways of working assessment dashboard in Power BI, you got the insights that enabled
your CHRO to understand how long and through what modes people across your company
collaborate. You identified pockets of burnout risk and trends in manager coaching. Your CHRO can
now prioritize transformation initiatives based on need, and focus interventions on the employee
groups who will benefit the most.

It would be difficult to build a similar report from scratch without the Viva Insights data in
Workplace Analytics and the Ways of working assessment dashboard. Even if your CHRO has
approval to access raw collaboration data, you would have to figure out how to gather it for all
users, make sense of it, calculate business metrics, and maintain employee privacy and data security.
Only then could you build your Ways of working assessment report.

The Ways of working assessment helped you quantify the impact of your company's cultural
transformation and recommend measurable changes that boost employee engagement, increase
productivity, and unlock more agile ways of working, saving valuable time for people across the
entire organization.

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

e Explain what the Ways of working Assessment dashboard in Power Bl is, and why it
provides an important perspective.

e Use the Query designer for template setup and to load the data and select the dashboard
settings in Power BI.



e Interpret the report results in the dashboard.

Ways of Working and Services Overview

e Different Services

Customer self server
Training — WpA Academy
Services — Ways of working assessment
Services — 360 Diagnostic

o O O

We think about delivering services to customers along a spectrum
depending on their needs and readiness

R

Scope

Timeline

* Onboard WpA, including
setting up WpA data file,
structuring organizational data,
and assigning licenses to their
population

Access to pre-built queries and
templates, allowing out-of-the-
box functionality to measure
collaboration patterns, business
continuity, and more

Online documentation and
customer service available to
answer questions as customer
analysts work through setup
and deploying the tool

Dependent on customer
resourcing and goals

Services — Ways of worki
assessment

* 2-day analyst training + up to 8
“office hours” over 4 weeks to
help your analysts get up to
speed on WpA

* Mix and match modules with
content covering all WpA
topics and potential analyses.
Modules focused on analysts
currently (data scientist,
developer, and business leader
modules) under construction

2-day analyst training +
8 office hours over 4 weeks
!

e What is the Ways of Working assessment

* WpA experts help customer
onboard WpA, structure their
organizational data file, and
assign WpA licenses

Take customer analyst(s) by the
hand in setting up templates

Help them glean insights from
the data and communicate
effectively with an executive
ready PowerPoint deck

Prioritize opportunities and
next steps

[ ~Tmonth |

| 812 weel services |
engagements with dedicated
WpA experts

* Uncover insights through
deep-dive analytics that build
on top of pre-built queries and
templates to solve high-value
business challenges, including
around employee performance,
engagement, and productivity

* Analyze multiple data sources
(e.g.. CRM, performance
management, engagement
surveys)

u 8-12 weeks




What is the Ways of Working assessment?

» A common set of diagnostic analyses to provide customers with a collaboration
baseline

» Delivered in presentation deck/PowerPoint format
» A stepping stone to a larger opportunity/ engagement :
= Collect inputs through executive interviews, regular check-ins, readout
= |dentify:
= What other opportunities can Workplace Analytics help address?
= How can Workplace Analytics be tied to business priorities and initiatives?

» | Usually 4-8 weeks in duration after onboarding and data setup is complete,
depending on customer availability for check-ins and readout

¢  Workplace Analytics Power Bl Template

Workplace Analytics Power Bl templates

Workplace Analytics currently has a Ways of working prebuilt Power Bl dashboard available:

e Ways of working assessment =) Conduct a broad diagnostic of your organization’s collaboration culture and work experience.

Introduction and Delivery Approach video

e  Workplace Analytics Assessment



What is the Ways of Working assessment?|

» A common set of diagnostic analyses to provide customers with a collaboration

baseline

» Delivered in presentation deck/PowerPoint format |

» | A steppina stone to a larger opportunity/ engagement :

= Collect inputs through

* |dentify:

executive interviews, regular check-ins, readout

= What other opportunities can Workplace Analytics help address?

= How can Workplace Analytics be tied to business priorities and initiatives?

» Usually 4-8 weeks in duration after onboarding and data setup is complete, |

depending on customer availability for check-ins and readout

Project roles and responsibilities

Typical project team role

Delivery Lead
(EM)

Analyst(s)

s and responsibilities

Provide day-day oversight for engagemen
activities
Define roadmap, plan

Manage relationship with customer sponst
and leadership, through executive intervie!
readouts, and other relevant engagements

Lead and perform Workplace
Analytics analysis

Drive daily communication with
customer working team and analysts

Train customer analysts

t

ors
NS,

Typical customer team structure

Execnti
Sponsor

Program Lead

Analyst(s)

High-level oversight
and support

Workplace Analytics
advocate

Overall direction
Deliverable review
Project support

Get trained in using
WPA

* Provide necessary

support on data
requests and
organizational
contexts

1. Bring in Workplace Analytics team members, GBB and AE based on activities




e 4-6 weeks (Power Bl dashboard, Ways of thinking assessment, Emerging stories)

Overview: Steps to set up Ways of Working assessment

Customer
kick-off*

4-6 weeks

Run Download Load Run & Review |Brainstorming Customer
Required Queries Queries Analysis & Storylining Delivery -
Queries to PBI : J & readout

PowerBI dashboard set up

walkthrough Ways of Warking Emerging

assessment analysis stories
deep dive

Power Bl Walkthrough video

e 6tabs

File Home  Insert  Modeling  View Help  External Tools
A RED B D RE D &
% A U H Lo ¥ s (I [A d: )
Get Excel PowerBl SQL Enter Recent Transform Refresh New Text More New  Quick Publish
datav datasets Server data sourceswv datav visual box visuals~ measure measure
a - o —
ol .
) Introduction & Microsoft
a8
<5

Why use this template?

This Workplace Analytics powered template provides a quick and easy way to conduct a broad diagnostic on 2 themes: a company’s “Collaboration culture” and “Employee experience”. The pages related to
“Collaboration culture” will shed light on the collaboration behavior for different organizations and organizational levels and will introduce opportunities to act on to decrease collaboration overload. The
“Employee experience” related pages show emerging insights on employee well-being, as well as effective manager practices that may contribute to employee engagement

Collaboration culture Employee experience
1. How do employees 2. How is collaboration 3. How does the 10. When does 11. Who in the 12. How is manager
spend their weekly load impacting after- organization spend its collaboration start organization is at double-booking
collaboration time? hours? meeting time? impacting after-hours? risk of burnout” impacting employees?
4. How much time is 5. Who in the org is 6. Can employees 13. Are employees 14. Are managers co- 15. What managerial
going towards long or generating the most reclaim time through receiving sufficient attending too many behaviors exist across
large meetings” workload? scheduling practices? 1:1 coaching time? meetings? the company?
7. Is multitasking 8 Which recurring 9. Can employees
driven by habit or meetings could be streamline email
necessity? streamlined? practices?

e 6 Fragmentation


https://aka.ms/PowerBIWalkthrough

£ search

File Home Insert Modeling View Help Format Data / Drill
i GhaeabEe b PR 0z a
= | © I ]
O copr H le 08 LC o B Lo 4 : i
Get Excel PowerBl SOL Enter Dataverse Recent | Transform Refresh  New Tedt More New Quick Publish
< Formatpainter  datav workbook datasets Server data sourcesv datav visual box wisualsv  measure measure
S Gueries nsert Calculations Share
"] g Mcrosoh «  Visualizations »  Fields »
<1 Build visual —
| Supenvisorindicator @ @\ 22 Search
o] Fragmented hours vs number of meetings Al > B AllDimensions
a Size of the bubble represents organization headcount e
o EMEMEN 8
- > B Calendar
- 4 BB
- > B Coanendance
B FLEO OB g comsorstion Hous ..
CEaAa@mE > BB Emails Sent Grougs
. BEE R PYE B empoyeranges forG
g C-mi] @ me > B Generated workload pa
H . > BB Glossary
H 1 2
13 > B8 Meeting types
< > B8 Minimum group size
> B Standard meeting query
Values
> BB, Ways of working assess.
Value v x
L Humber of meetings per week 4 X A
What to examine Why it matters :
- How strongly do average meetings per week appear to correlate with average fragmented hours? uring the workday has the same productivity potential Number of meetings ... * >
Are there outlier organazations that buck the trend - meeting often without experiencing  wark blocks of 2+ hours enable employees to drive projects to completion
fragmentation? than fragmented packets of time. Consider.f fragmented hours enable haff the -
Are there comparably sized organizations with similar meeting hours but different fragmentation of focused work time, then & hours of fragmented time each week represents half
evels? How sbaut with similsr fragmentation levels but diffzrent mesting hours? If o, might certain quandered - mulipied scross every emplayee. every vesk. Smallchanges to Fragmensd hous ~ %
organizations have a best practices around calendar management or mesting discipline that others  calendaring practices can reduce fragmentation and unlock mare productivity from the same
can leam fram? ¢ available weekly hours.
! Legend
Add data fields here
4 " [} 7. o] 8. Meeting o 9. Email load 10. After-hours pressure 11, Burnout risk 12. Double-booking 13, Manager o
—— Size
Page 8 of 18

7 Multitasking

Power BI Desktop R Search .
File Home Insert Modeling View Help
: B aEbEde L B {EAEdp & &
L
O H lm 08 L0 o | B A 2 iy
Get Excel PowerBl SQL Enter Dataverse Recent Transform Refresh New Text More New  Quick Publish
S data~ workbook datasets Server data sources v datawv visual box visualsv measure measure v
Clipboard Data Queries Insert Calculations Sensitivity Share

Supervisorindicator v

ﬂS Distribution of employ by collaboration hours and gp

Fach dnt represents an emnloyes

0% ot empioyess

are chronic multitaskers

9% ot empioyess

are adversely impacted

Avg mutlitasking rate

1

Avg collaboration hours

What to examine

- (Left side visual) How strong (or weak) does the correlation appear to be between tatal
avg. collat ion heurs and avg. i ing rates?

- (Right side visual) What differences stand out when comparing multitasking rates and
multitasking dynamics across the organizations?

- (Using slicer) What differences emerge between multitasking behaviors by level, with
particular attention to Manager and Manager+, given their importance as decision-
makers in meetings?

by Organization Al ~

Other

e Per of employ

W UTORE FUTITESEErs @ AOVErsely IMDACiEq @ FOCUSED CoMaborato’s

i “
erinecins [
Operstensen I“

Program Mana.

Sales

Software Deve..

Strategy 52%

100% see

Why it matters
While multitasking rates will vary naturally based on meeting types and company dynamics,
consistently high rates of multitasking suggest meetings are routinely not as effective as they could
be, given that attendees are focused on other things. This analysis helps determine whether
multitasking rates are more a function of employees’ habits or the consequence of high
collaboration levels, driven by a necessity to catch up on emails during meetings because there isn't
enough other free time during the workday. If driven by habit, there may be cpportunity to

target interventions toward chronic multitaskers.

6. Fragmentation 7. Multitasking 8. Meeting engagement

8. Meeting engagement

9. Email load

10. After-hours pressure 11. Burnout risk 12. Double-booking 13. Manager



ent

dging - Power Bl Deskto

f working asse:

File Home Insert Modeling View Help

=

£ Search

D [ ] Gridiines

I:‘ Snap to grid

v oL B

“| 1 I ¥ Page Mobile Filters Bookmarks Selection Performance Sync
view v layout D Lock objects analyzer  slicers
Themes Scaletofit | Mobile Page options Show panes

EE Recurring gs by ing impact and
Fach dot represents a recurring meeting series

® Top 20 low engagemert* recurring meetings Rest of recurring meetings

Meeting disengagement (emails sent per person per hour)

1 10 100 1,000
Meeting impact (attendee hours consumed)

‘What to examine

- (Left side visual) What propertion of recurring meetings fall at the nexus of high
attendee hours and high number of emails sent per attendee hour?

- (Right side visual) Of the “low engagement” recurring meetings — do any stand
out as easy starting points for reducing number of attendees, duraticn, or
frequency of recurrence?

B Microsoft

Top 20 low engagement* recurring meetings

Subject Attendee  Average emails Duration A
hours per attendee
Ilcur

the fundraising 40 53 30
send project 22 34 1.0
tom the up 27 33 1.0
volometrix meeting in engineering board on every 28 2.9 05
presentation

setup direct fundraising and staff 35 2.8 05
the europe at all candidate 60 2.6 1.0
open training 26 2.6 1.0
staff and the face please the 144 2.5 1.0
todd control meeting and the demo in 27 23 1.0
the team in ravi and kent 50 23 48
working quick messaging 43 22 09
schedule deals from all sales and every product close 35 2.2 09
Total 1,005 26 11"

Why it matters

Recurring meetings with high multitasking rates often present the quickest, high-value opportunities to improve
meeting effectiveness thraugh two processes: 1) revisiting attendee lists to ensure only teams/employees who
truly need to be present are included, and 2) revisiting meeting length and frequency to determine whether
there are opportunities to reduce meeting cadence and/or duration,

* Meetings with an average of 2 or more emails sent per persan per hour

8. Meeting engagement 9. Email load 10. After-hours pressure

Pmrn AN AF 10

12. Double-booking

Distribution of managers by meeting hours and % of double booked time

Each dot represents an employee

®
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Avg meeting hours

What to examine
Which organizations have the highest rates of manager double
booking?

Why it matters

11. Burnout risk 14, Coattendan

12. Double-booking

13. Manager 1:1 time & frequency

Supervisorindicator
Percentage of double-booked manager time Muttiple select

Percentage of total time in meetings

45% ot mansgers meeting hours sre doutie-bookes

Double-booked meetings have downstream impacts that hinder organizational agility. When employees prepare for meetings in
which a key stakeholder's decision is required, only to learn that the stakeholder was double-booked and chose to attend a

- How strong (or weak) does the correlation appear to be between different meeting, that preparation and scheduled meeting time for all attendees is wasted. This cycle of rescheduling has a

manager double-booking rate and increased manager meeting
hours?

13. Manager 1:1 time & frequency

snowball effect, leading to more meetings on the calendar, and driving up managers’ meeting hours. When managers’ meeting
time increases, they are less available to meet 1:1 with their direct reports to provide strategic guidance.



Iﬁ [ Gridiines ? D Iﬂ @\G :.'Z::|

v Page Mobile D Saplelind Filters Bookmarks Selection Performance Sync

view v layout D Lock objects analyzer slicers
Themes Scaletofit | Mobile Page options Show panes
<

ial = Microsoft
E Supervisorindicator ~ .
ﬁg Distr of employ by weekly 1:1 time Distribution of employ by 1:1 freq y All M

Percentage of employees Percentage of employees

@3 min @1-15min §16-30 min & more than 30 min @Quarteriy or less @Bi-montnly @Montnly @ Twice-mentnly or mare

Engineering 27% 21% 1 4% of employses met

Franeenng
with manager quarterly or less
Software Devel 65% Software Devel... JRECNE:CY 32%
5% otemp
R&D % R&D with manag
79%
73%

10 54 115 min -
. 26%.
42%

e _ e Im
Program Mana. Program Mana... m

) Operations eng... 26%
Cperstons . _ ' ’ .

What to examine Why it matters

- (Left-side visual) What percentage of employees have no regular 1:1 time Regular check-ins between employees and managers play an important role in driving employee engagement,

with their managers? What percentage have less than 15 mins/week? alignment and role clarity. Research shows these meetings provide value when they take place for at least 15 minutes
- [Right-side visual) What percentage of employees meet with managers less  a week on average (equivalent to a 30-minute session every other week), and occur at least once every other week.
than once a quarter? How about less than once a month? The analyses above show average weekly 1:1 meeting time (left) and frequency of 1:1 meetings (right), split by

organization.

“« 8. Meeting engagement 9. Email load 10. After-hours pressure 11. Burnout risk 12. Double-booking 13. Manager 1:1 time & frequency * 14. Coattendance | o

14. Co attendance

£ Search -
Iﬁ D |:| Gridlines ? D IJ___lb E(!j %

File Home Insert Modeling View Help

Aa Aa .

Ill 1 I Il In e Page Mabile |:| SHEPDEE Filters Bookmarks Selection Performance Sync

view v layout |:| Lock objects analyzer  slicers

Themes Scale to fit | Mobile Page options Show panes

a Microsoft «
= N
Supervisorindicator ~ o
g
Eﬁg Percentage of employees with high co-attendance Manager's meeting hours Multiple selections Vol g

Average hours per week
Employees with a co-attendance rate of  3p% ~~  or higher are considered
employees with high co-attendance

79% ct empicyees have 2 high mana

19.6 hours in meetings

endance

Operations engi... Operations engi...

R&D

Software Develo,
Software Develo...
Engineering
Engineering
Strategy

Strategy
Program Manag,

sales Sales
What to examine Why it matters
- (Left-side visual) In which organizations is manager co-attendance most While there will always be a proportion of meetings that both managers and their directs should attend, high

prevalent? rates of manager co-attendance in meetings can signal opportunities to simultaneously empower employees

- (Right-side visual) For the organizations where managers frequently co-attend, through greater autonomy and free up manager meeting time, so managers can focus on other more strategic
are average manager meeting hours high? Might a reduction in co-attendance  tasks. Note: at some companies, there are some functions for which meeting attendance/manager co-attendance
help reduce manager meeting burden? expectations vary from the broader norm; recognizing that nuance when comparing functions is important.

<« 8. Meeting engagement 9. Email load 10. After-hours pressure 11. Burnout risk 12. Double-booking 13. Manager 1:1 time & frequency 14. Coattendance | =



Emerging Stories video

e Humidity , 3 main data points
o What does it measure?

o Is this level high or low?

o What can | do with this?

Telling the story of humidity

HUMIDITY

90%

i"What does it measure?” )

* How much moisture is in
the air

“What does it not measure?”

* How quickly the air is moving
(wind speed)

* How easy the air is to breathe

(air quality)

| “Is this level high or low?” |

It’s all relative

» For what city?

+ At what elevation in that
city?

» For what time of year?

+ Absolute level or change in
level?

“What can | do with this?”|

By itself: "

Camping: lower forest
o WP
fire risk

E Painting: will take
longer to dry

Merged with other data:

Seattle

5pM  6PM
100 100

63° 61°

o CCA - Comprehension, Context, and Activation

Telling the story of humidity

S —— |
Comprehension |}

“What does it measure?”

* How much moisture is in
the air

“What does it not measure?”

* How quickly the air is moving
(wind speed)

* How easy the air is to breathe
(air quality)

...

“Is this level high or low?”

It depends

* For what city?

+ At what elevation in that
city?

* For what time of year?

« Absolute level or change in
level?

L

o Opportunity

Rain
7PMm  7:03PM  8PM
50 80

v
& D3 &

63° Sunset 61°

i Activation
1
““What can | do with this?"
By itself:
Camping: lower forest
|
fire risk
E Painting: will take
longer to dry
Merged with other data:
Seattle
Rain

Now 5pMm 6PM 7pM  7:03PM  8PM  9PM

& & S & -

63° 63° 61° 63° Sunset 61° 61°


https://aka.ms/EmergingStories

Communicating Workplace Analytics insights is easier if you
proactively consider a few of the challenges.

@ :bpggrtunityii j
IMustrate an entirely new way for companies to understand their teams and transform their ways of working

Comprehension

Unique WPA consideration: Unique WPA consideration: Unique WPA consideration:

» These are new, « lInterpretation of results » [How couldthese
unfamiliar data types depends heavily on metrics become KPIs for.
for many audiences. company-specific and current business

team-specific dynamics initiatives?

* |What additional data
sources could make
these data more

valuable?

o Executive-level story line

We separate the lexecutive-level storyline from the detailed

analysis slides, which operate as supporting evidence.

"l =9
= o -
Executive-
level ~
summary
TE ARG e o o
. = E=j=—=l=—]
r "y = 198
- . .
Complete P——
analysis - == e
replicating | | =S E = i i
PBI =

1) Ways of working assessment (Summary of key findings)



Ways of Working assessment

Summary of key findings

Fall 2020

@ Workplace Analytics

& Microsoft

10 mins Objectives, scope and definitions

R

Emerging findings
. * Meeting culture
45 mins ;

* Manager effectiveness

* Wellbeing

5 mins [l Next steps




Analysis scope and Signals

a) Emails
b) Calendar
c) Teams chats & ad-hoc calls

Analysis Scope

People by organization People by level
e
software Development | 151
Time Period | Nov 2019 - Apr Operations Engineering | NN 1o Mar . 85
2020
Professional Services _ 85

Organization | Technology Co.
grs I -

Employees | 744 reo [ <
Sales - 43
Signals Analyzed
Program Management - 34
. Emails
Product Management [ 30
Calendar

svategy [l 27

ﬁ e Teams chats and
ad-hoc calls

Workplace Analytics metrics

a) Working hours time
b) After-hours time

c) Collaborative hours
d) Focus hours

e) Workweek span

Before we dive in, let’s review a few Workplace Analytics metrics.

@ Collaboration hours' I
Representing employze’s calendared meetings
with at least one other attendee, emails sent anc
received, Teams chats, and ad-hoc Teams calls

f 5\,, Focus hours
" Time between meeting hours that is at least tw
frours torrg

R

Working hours time! '
Activity during employee’s =
working hours timeframe,
based on Outlook
settings; in this example,
8am to 5pm

/
\

@) After-hours time' _
Activity before or after
employee’s working hours

@ Workweek span
Time between first and last meeting or sent
ematl/IM on each day, summed for the week

Breakdown for Contoso



Here's how those numbers break down for Contoso

Teams chats & Overlapping e Total weekly collaboration (avg.)

ad-hoc calls e time

22.5 hours
Emails 0 -4

Example

Priya attends a meeting from
8:30-9:00am and spends half
of the meeting (15 mins.)
sending emails. Workplace
Analytics will record Priya’s

Meetings 0

_activity as:
+ 30 minutes of meeting
time

* 15 minutes of email time
* 30 minutes of total

collahoration time

After hours

'After-hours collaboration time is highest for functions with the highest
overall collaboration.

Weekly collaboration hours and after-hours collaboration

Avg. hours per person per week Insights
% of work Sample insights; change to reflect your
week' spentin dataset
Total collaboration time collaboration After-hours collaboration time ¢ Product Management, Sales and
strategy | :: 70% Strategy have the highest after-hours

* Program Management has markedly
lower after-hours collaboration time
than other functions with the same
overall collaboration level

Geographic distribution may be a factor.

Program Management 27 68%

si: N -1 oo
Product Management _26 65%

Professional Services 22 55%

Software Development _ 15 39%

14 34%

Why it matters

High levels of collaboration during
working hours can force spillover
collaboration into after-hours time,
eroding employee morale and
contributing to burnout over time.

Engineering
Operations Engineering 14 34%

Company Avg. _ 18 63%

el L] g
N = B
1 ~N o
! R
H |

.



Workplace Analytics Insights
a) Meeting Culture
b) Manager effectiveness

c) Wellbeing

Workplace Analytics insights suggest Contoso can strengthen the way
its teams meet, manage, and protect employee wellbeing.

Meeting culture Manager effectiveness Wellbeing
* Contoso can unlock productivity by * Managers can reclaim calendar time * To protect employee wellbeing,
streamlining meeting practices - for strategic decision-making while Contoso can examine burnout risk
particularly around large and long developing and empowering hotspots in three organizations.
meetings. employees.

Contoso can unlock productivity

@ Meeting culture
Contoso can unlock productivity by streamlining meeting practices -
particularly around large and long meetings.

.
‘e

Multi-tasking in meetingsl

| ~1.5K hours | 4 of 9 orgs

of meeting hours go toward large (19+ spent in low engagement recurring experience prevalent multitasking
attendees) or long meetings (1+ hour) meetings during meetings

s
R Long or Large meetings g[ Recurring meeting hours ]

Key opportunity
Free up capacity by reducing the time employees spend in large and long meetings, starting with recurring meetings where multitasking is highest.

1 Based on work done at comparable companies. Not a standardized benchmark.

Zoom into Long or large meetings



Contoso invests a quarter of its meeting time in “All Hands"” meetings,

most of which are

recurring, suggesting opportunities to streamline.

Meeting types by attendees and duration
(% of total time in meetings)

Insights

# Att's

+51
19-5

9-18 Status updates

18%
3-8 Decision Mkg Lengthy
20% 6%
5 One on One
1 1%

Non-Recurring, 44

52% of meeting hours are spent in long or

large meeting
and workshop meetings

!

all hands, bl d, |

equivalent to

® 55k hours spent

& 94 FTEs in a year

Recurring meeting hours

Recurring meetings with
offer a good starting point for intervention.

high multitasking

gy

Sample insights; change to reflect your

dataset

* 25% of Contoso’s meeting time is
consumed by “All Hands" meetings —
with more than 50 attendees

* 56% of all meeting hours are spent in
recurring meetings; that number goes
up to 69% for “All hands” meetings

v Why it matters

leafim number of long and large
meetings can be useful (e.g. All hands
meetings), habitually holding long and
large meetings can hinder productivity,
and chip away at employee engagement
over time.

The proportion of meetings that are large,
long, or both provides a glimpse into
overall meeting effectiveness.

and

high attendee hours

Recurring tings by meeting impact and ting engag t Insights
Subject Digital Emails sent per Sample insights; change to reflect jrour
= attendee hours | attendee hour dataset
° 40 Meeting A w18 33 * Meetings in the top-right section of the
o Meeting B 533 86 distribution represent the highest
’§‘ Meeting C 56.5 15 leverage starting points for size,
g2 2 Meeting D 1647 26 i on an uency on
£3 . Meeting € 2190 13 * Meeting A and Meeting D both
Y o : Meeting F 678 15 consume more than 120 attendee hours
2 Meeting G 507 31 and average more than 2 emails sént
] Meeting H 725 16
.E E_ ve ne
o% o® Seo o Meeting | 530 17
§ g 15 3 g ® | MeetingJ 530 13 Why it matters
=2 Meeting K 852 17
23 0, ) e o = h high multitasking
KA "3 = rates often present opportunities to
o © eeting M 588 12 & & .
05 H * | Meeting N ey % improve meeting effectiveness by: 1)
: O G — ‘o revisiting attendee lists to ensure only
: Meeting P =3 3 teams/empl_oyees who truly need_ eed to be
Sabien Ny G - = present are included, 2) revisiting meeting
ing im E rgﬂ-] i
(Digital attendee hours consumed) Meeting R 595 13 ﬁe B ol ﬁeQu:chtto ‘zgteer;n he Whet-her
— T TS re’s are opportunities to reduce meeting

Key Opportunity

cadence< and/or durations



@ Meeting culture

Contoso can unlock productivity by streamlining meeting practices -
particularly around large and long meetings.

sty ‘e .
Z Long or Large meetings =22 Recurring meeting hours VBl Multi-tasking in meetings

35% ~1.5K hours 4 of 9 orgs

of meeting hours go toward large (19+
attendees) or long meetings (1+ hour)

spent in low engagement recurring experience prevalent multitasking
during meetings

Key opportunity
Free up capacity by reducing the time employees spend in large and long meetings, starting with recurring meetings where multitasking is highest.

1 Based on work done at comparable companies. Not a standardized benchmark.

Manager’s effectiveness

@ Manager effectiveness

'Managers can reclaim calendar tirne for strategic decision-making while
developing and empowering employees.

Weekly collaboration hou g pamis
A:; hzu‘;: per wee: s Coaching %g Co-attendance m Double-booked meetings
M Meetings M Email
Teams chats & ad-hoc calls 69% 83% 45%
of Contoso employees average of employees have managers of Contoso managers’ meeting
less than 15 minutes/week of 1:1 who co-attend their meetings hours are double-booked
time with their manager more than 30% of the time
10 e
s M8 =
Managers ICs ' =

Key opportunity

Encourage managers to “coach” more than “supervise” by boosting their 1:1 meeting time with directs while reducing co-attendance at other
meetings with directs.




Wellbeing

@ Wellbeing

To protect employee well-being, Contoso can examine burnout risk
hotspots in three organizations.

Weekly collaboration hours . .
Avg. h,’,',,,s per week \ Collaboration load ‘ Z Burnout risk

63% 3in9

of standard 40-hour workweek spent in organizations have a large proportion of

meetings, email and Teams chats & ad-hoc calls employees with high weekly collaboration
hours and long work week spans

Teams chats &
ad-hoc calls

Key opportunity
Given Contoso employees’ overall success at managing collaboration time, focus on pockets of the organization where collaboration burden may
be creating burnout risk.

After hour collaboration time

After-hours collaboration time is highest for functions with the highest
overall collaboration.

Weekly collaboration hours and after-hours collaboration
Avg. hours per person per week
% of work Sample insights; change to reflect your
week' spent in = dataset
Total collaboration time ] collaboration After-hours collaboration time * Product Management, Sales and
eqy 32 79% - ] Strategy have the highest after-hours

* Program Management has markedly

program Management || RN - 68% lower after-hours collaboration time
Sales _ 27 68% than other functlc_)ns with the same
overall collaboration level

Product Management _ 26 65% “ * Geographic distribution may be a factor

R&D 22 56%

—
Professional Services _ 22 55% Why it matters
14

High levels of collaboration during
working hours can force spillover

Software Development _ 15 39%

engineering [N 1+ 34% collaboration into after-hours time,
) o eroding employee morale and
Operations Engineering - 14 34% contributing to burnout over time.
company Avg. [ ¢ 63%
W Meetings W After-hours collaboration

1 Work week: assuming a 40-hour workweek

Next steps



Next Step: prioritize opportunities and explore change levers. |

Meeting culture

Manager effectiveness

Wellbeing

Free up capacity by reducing the time
employees spend in large and long

meetings, startiyg with recurring meetings
where multitasking is highest.

Potential change levers

Encourage managers to “coach” more
than “supervise” by boosting their 1:1
meeting time with directs while reducing
other meeting overlap with directs.

to reduce duration and/or size

Audit most “expensive” recurring meetings

Provide a manager toolkit that defines
one-on-one best practices

Create a no-meeting day or half-day
blocker

Provide a worksheet to enable employees
to guide conversations of what they would

Assign a note-taker for meeting minutes
and provide recordings so everyone
doesn’t need to attend

Enable MyAnalytics manager insights to
support manager relationships with direct
reports.

o

Focus on pockets of the organization

where collaboration burden may be
creating burnout risk.

When working on a global team, rotate
meeting times to be more
accommodating

Enable a MyAnalytics plan to provide a
personal digest and nudge employees to
schedule meetings during typical working
hours

Regularly review staffing allocations to
free up burden on those who may be
most vulnerable

Powerful insights are just the beginning
Powerful insights are just the beginning of the journey |

‘ Scale value across enterprise l

Identify insights

Value

Scope of current
Ways of Working assessment

lﬁ—!
@

Time
Scale insight-driven decision-making and M365 Insights
expertise across the enterprise

Embed insights into regular
cadence of decision-making

__fﬁ:gn_ﬁ Go Broad
|

Identify new high-potential populations and use cases across your organization
while scaling analysis expertise

Explore new breakthrough insight*
on ways of working and digital
transformation impacts

— l % GoDeep _.
Conauct

P
within a pilot pooulation

Template slide



Template slide

[Full sentence headline that captures the most important observation or
recommendation, or summarizes most important themes]

[Data visualization title]
[Data visualization subtitle with units]

Insights

[Data visualization]
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[Data visualization]

After-hours

* [2-3 most important data observations]

h

Why it matters

[Broader business relevance of this
analysis]
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After-hours collaboration time is highest for functions with the highest

overall collaboration.

Weekly collaboration hours and after-hours collaboration

Avg. hours per person per week

% of work Sample insights; change to reflect your
week' spent in dataset
Total collaboration time | collaboration After-hours collaboration time | * Product Management, Sales and
Strategy _ 32 79% Strategy have the highest after-hours
* Program Management has markedly
Program Management _ 27 68% [ 30| lower after-hours collaboration time
than other functions with the same
s [ o -
_ overall collaboration level
Product Management _ 26 65% m * Geographic distribution may be a factor.
professional Services || | I 2 55% E Why it matters
Software Development _ 15 39% High levels of collaboration during
P m working hours can force spillover
engineering [N 1+ 34% collaboration into after-hours time,
eroding employee morale and
operations Engineering [ 1+ 34% .4 contributing to burnout over time.
Company Avg. _ 18 63%

W Meetings

1 Work week: assuming a 40-hour workweek

B After-hours collaboration

Insights

Complete the Ways of Working assessment exercise (Microsoft Learn)

Discover Workplace Analytics with Microsoft Viva Insights

e 52 min
e Module
e 6 Units

4.8 (247)



https://aka.ms/WoWexercisefile

Rate it

Beginner

Business Analyst
Microsoft 365
Workplace Analytics

Note: The Workplace Analytics web app is being rebranded to Viva Insights in the next few months.
As mentioned in this module, Workplace Analytics refers to the web app with advanced analysis
tools and accelerators available to those who are assigned the Analyst, Limited Analyst, or Admin
role.

Learn what Microsoft Viva Insights (Workplace Analytics) is, how it works, and key features that
allow you to generate insights and improve collaboration in your organization.

Learning objectives
At the end of this module, you should be able to:

¢ Identify how Workplace Analytics can help improve collaboration behaviours in your
organization.

e Discover the sources of data used in Workplace Analytics.
e Explore the high-level insights available through Workplace Analytics for Viva Insights.
e Create custom analysis with Workplace Analytics.

e Summarize tasks and considerations for setting up Workplace Analytics and managing
privacy.

Learn about Workplace Analytics with Viva Insights
Completed100 XP

e 5 minutes
Note

The Workplace Analytics web app is being rebranded to Viva Insights in the next few months. As
mentioned in this module, Workplace Analytics refers to the web app with advanced analysis tools
and accelerators available to those who are assigned the Analyst, Limited Analyst, or Admin role.

Successful organizations track their business outcomes, but how do you measure the day-to-day
actions that create those outcomes? Collaboration is a key component of knowledge worker
success.



Employees work through networks, interacting with co-workers and leaders. With
Microsoft 365 data, you can measure these interactions.

Microsoft 365 captures signals from
o meetings,
o email,
o Teams calls, and
O messaging activities.

It's the largest existing dataset of how people spend time at work, passively
generated from everyday work activities.

Workplace Analytics and Viva Insights provides visibility into:

How people invest their time through different types of activities.
How they share information with other individuals in their team and beyond.

How teams interact with other teams, geographies, lines of business, and external
contacts.

This understanding can help organizations and their employees develop stronger work habits and
team norms and do their jobs more effectively. But to turn the data into insights, raw signals need
to be converted into useful information, as follows:

Translate interactions into aggregate measures of time and relationships.

Join collaboration information with contextual data about employee and customer
organizations, roles, geographies, and outcomes.

Provide options and controls to protect individual privacy while getting insight from the
data.

Workplace Analytics turns data into useful insights by providing measures, context, and
privacy controls, as well as dashboards and other tools for access to those insights.

It's a cloud-based solution that uses the power of Microsoft 365 collaboration data to
provide actionable information into how your organization spends its time.



Workplace Analytics helps decision makers identify opportunities to effectively execute change and
improve organizational outcomes, such as:

e Collaboration overload

e Manager effectiveness

e Sales productivity

e Employee engagement

See how it works
Completed100 XP

e 9 minutes
Workplace Analytics users can analyze and explore the data in multiple ways:

e The Home page shows high-level insights about your organizational data, with
recommendations and options for in-depth analysis about research-based behavioural
outcomes.

e The Analyze page enables more in-depth analysis with the Query designer, Business process
analysis, and Peer analysis features.

e The Plans page works with personal insights, where available, to show targeted suggestions
to help improve focus, collaboration, wellbeing, and sales success.

e The pages in the Controls section allow you to validate your data sources, define leader and
manager settings, and define the analyst settings for system defaults, privacy, and meeting
and attendee exclusions.



Workplace Analytics

int  Home

ll Analyze "

Query designer

Business process analysis

Peer analysis

8 Plans
Controls
b2 Datasources ~

Microsoft 365 data
Organizational data

CRM data

& _Ea:.:ler & manager
settings

52 Analyst settings

4 Analyst usage

Note

Select the menu (top) icon in the left navigation to toggle whether to show or hide the menu names.

The following shows how you can use these outputs to create executive presentations and business
intelligence tools to drive transformational outcomes.
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) Workplace Analytics

! — ' i
| Data Sources | : Processed in a compliant, industry ' i Experiences that Drive i
l | ' standard secure environment : ' Transformational Outcomes |
: ' —>  Metric Customer ! ‘
| Metadata from i ! Generation Specific Controls ! ' PO !
i Microsoft 365 ' | ] o !
l Organizational : L o !
| HRR context adds i | [} Data Outputs v H |
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! b o : .
3 Meaningful : D em e e e ees I E =l e 3
1 outcomes add ! e - v i Bl Dashboard :
i predictive power ! o Home page insights Analyze tools b ! Power Bl Dashboards i

Data sources
e  What's under the hood? Workplace Analytics processes collaboration data from Microsoft
365.

e |t then maps descriptive employee attributes, usually from the organization's human
resource information system (HRIS) with the collaboration data.

e The following shows this process:

O e Coll
E Q Home page
R insights
Organization
& 3 |+ Q ® | = J —
—_
% Location P
Metadata from Organizational Workplace Analytics an;;:is
Microsoft 365 data categories m[ data outputs
D Role @
f i% Query
Qutcomes output

e The descriptive employee attributes from HRIS are known as organizational data in
Workplace Analytics.

e This organizational data is uploaded by the Workplace Analytics admin.

e Because employee roles and positions do change, analysts can get more accurate
information when this data is updated monthly or quarterly.

e You can use organizational data to group and filter employees and understand how
behaviours correspond to employee attributes.



e  Workplace Analytics only requires a few basic organizational attributes, but the more data
your admin adds, the more value added for analysis.

e  When Workplace Analytics processes collaboration data from Microsoft 365, it only
processes metadata. Metadata is information about collaboration, like when and where
items are sent (to and from), subject lines, and meeting attendee status. Workplace
Analytics uses this metadata to generate metrics related to

o email usage,
o meetings,
o Teams instant messages, and calls. The collaboration data refreshes weekly.

Workplace Analytics joins the organizational data to the collaboration data to generate its data
model for out-of-the-box insights and analysis.

Organizational metrics
After the data sources are processed, employee data is de-identified and filtered, creating a large
library of behavioural base metrics related to workplace behaviours, time use, and networks.

Microsoft Workplace Analytics
365 data metrics

Workweek span

Collaboration hours

After hours collaboration hours
Meeting hours

Email hours

Meeting count

Emails sent

etc.

The Home page is a high-level look at these metrics within the top business outcomes for visibility
into how work gets done.

Peer analysis compares base metrics between groups, allowing you to use organizational attributes
to filter each population. The Query designer allows you to go one step further and customize base
metrics. For example, measuring "recurring meeting hours" as compared to the base metric of
"meeting hours."

See Learn more for links to the metric descriptions and the glossary for more details about what
metrics are used in Workplace Analytics.

Analysis outputs

Each themed business outcome on the Home page leverages multiple key indicators to offer views
of how work happens, with links to further explore the stats and evidence-based suggestions on how
to drive change for business success.

The following is a snapshot of the Protect employee wellbeing view, which can be found by
selecting the Enhance organizational resiliency outcome.


https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/see-how-tool-works#learn-more

@ | Home

w [ Araize #ome 1 Enhance organizational resiliency

Resilience depends on having the right insig

Supporting evidence  + Download Powerdount

Controls Protect employee wellbeing

““ Enhance organizational resiliency

systems, and tools to respond to sudden changes,
recover from disruption, and re-imagine the future for your organization. Leam more

Your organization's data

Contoso - WPA Public Demo
Jul 25, 2021 Jan 15, 2022

Rapid shifts n ways employees work can blur the fine between work and home. The amount of time employees are collsborating outside of standard working hours is an indiator of burnout risk

— ll 37%
of employees are working

after hours for more than
five hours each week

| =}

Distribution of weekly after-hours Take action
collaboration

Help employees disconnect
Percentage of employees

™ H ﬂ

You have 3 recommended action(s)

Peer analysis helps you discover differences in collaboration behaviour between groups.

The following is an example of Peer analysis output that highlights the metrics with the most
variation and charts that compare metric averages between groups.

E Analysis for Team_comparison

Date range

Oct 4, 2020 - Jan 16, 2021

Reference group:
Finance Group 1
Group size:45

Highlights ©

1223 %

Internal network size

Reference group averages 115 internal
connections compared to 94 internal
connections by Other group.

Internal network size ©

Network size

@ Reference group @ Other group

Other group:
Finance Group 2
Group size: 80

/\\21.8% \1/17.1%

Manager's internal network size Percentage of network from external relationships
Reference group’s managers average Reference group averages 3.4 external
106 internal connections compared to connections compared to 4.1 external
87 by Other group's managers. connections by Other group.
L
Reference group Other group

1 1 5 people 94 people

_ Reference group averages 22.3% more internal

connections compared to Other group

Why it matters?

Query designer gives you access to row-level data and customizable metrics.

The following is an example of query output with organizational attributes (level, function, and
region) and other related metrics (external and internal collaboration hours, meeting hours, and

network size).




Generated by Workplace Analytics Customer Provided Organizational Data

Userld Fizul [l T Network Designation Function Region
e Collab Hours | Collab Hours Hours Size 9 9
84.1

70fb049 16.9 212 4 Director Operations North
b88eab49 9.9 6.1 30.2 5 Junior IC R&D South
d82aeccl 2.1 9.2 233 11 Junior IC Operations South
dfda55e4 5.8 121 35.7 2 Manager Operations Central
5c929b72 10.1 11.7 442 2 Manager Sales Central
515548ef 5.6 35 18.2 6 Senior IC Sales Central
ffcc488c 36 7.1 216 8 Senor IC Marketing West
3439fd09 ) 15.3 23.2 5 Manager Marketing West
psejgi;‘;;’ize ’ Workplace Analytics computed metrics End user identifiable information.

information Provided by customers according to their privacy policies.
Query output is available as a downloadable .csv file or as an OData link that can be loaded into
other business intelligence tools, such as Power Bl for impactful reports and presentations. For some
gueries, you can also visualize the results directly in Workplace Analytics.

Explore Viva Insights with Workplace Analytics
Completed100 XP

e 10 minutes

Workplace Analytics has high-level insights about how your employees spend their time, with
recommendations and analysis to empower leaders to drive positive change.

Home

The Home page shows leadership insights about the most popular business outcomes. Each
outcome has a high-level insight based on your specific organizational data, with links to supporting
evidence and more in-depth analysis. Leadership can use these insights to quickly identify work
patterns requiring further investigation.

At the top right, Your organization's data shows the date range and the number of measured
employees that are included in the analysis. Measured employees are assigned a Workplace
Analytics or Viva Insights license.

Scroll down to see all of the themed business outcomes.



\J  Workplace Analytics

Home Your organization's data

[ tar Contoso - WPA Public Dema

Workplace Analytics

Get ingights about how your employe
these behaviors on your business, then d

ok and collaborate, learn the impacts of

change. Learn more

"_.4' Enhance organizational resiliency
e o

i~
y It matters T |:}
62%

of

Boost employee engagement .. Improve agility
Why it matters 0 iy it matters
61%

ees h

% | Foster innovation o Develop effective managers -
A b e ¥y &t matters u°

5% 63% 9%

#n. Accelerate change == | Transform meeting culture ~

2% 0% 8%

a5 can orive crange with 60% of your woridorce

Note
This analysis reflects a rolling window of the six most recent months of weekly collaboration data.
The following business outcomes are shown on the Home page:

¢ Enhance organizational resiliency - Discover ways to prepare your organization to respond
to sudden changes, recover from disruption, and prosper.

¢ Boost employee engagement - Identify opportunities to promote job satisfaction and sense
of belonging.

¢ Improve agility - Assess metrics related to your organization's ability to quickly adapt.

e Foster Innovation - Uncover if employees have enough time for deep work and are
effectively sharing information to generate new ideas.

o Develop effective managers - Investigate how managers collaborate to improve employee
engagement, development, and performance.

¢ Enhance operational effectiveness - Improve collaboration habits to transform
organizational productivity.

e Accelerate change - Leverage influential groups to drive change in your organization.

e Transform meeting culture - Explore and optimize meeting habits to reduce collaboration
overload and promote wellbeing.

¢ Increase customer focus - Target behaviours that engage employees and prioritize
customer relationships.

Select any of the business outcomes to see high-level analysis based on the key leading indicators.
The following example is a glimpse into the Develop effective managers outcome.



J) Workplace Analytics

= | Home » Develop effective managers ] Your organization's data

Contoso - WPA Public Demo

@ D D I ff . Jul 25, 2021 - Jan 15, 2022
evelop e ective ma nagers 2326 included team members
] 466 included managers
Managers have a large impact on employee engagement, development, and performance, and 16 large teams
4 managers are pivotal for driving organizational change. Learn more Tlevels
Supporting evidence | Download PowerPoint fased on usage of Outleck and Teams ‘i *
Optimize meeting hours
Long and large meetings are costly and often considered a waste of a manager’s time. Meetings that are shorter and have fewer attendees provide the conditions for effective decision making.
’ 63(y Manager meetings by duration and Take action
e o number of attendees

Try shorter and smaller meetings

of managers spend a
majority of their meeting

You have 3 recommended action(s)

" pL e
L 6
time in long or large . Long and large
. Large meetings meetings ez pii
meetings
How we define long or large meetings ( 73% 25%

Decision making
meetings

Long meetings

Meeting duration

Is this helpful? <

For additional resources and analyses, you can explore the following links:

e Supporting evidence - Get links to research articles and related information about
organizations who have successfully used Workplace Analytics.

e See your insights - Get recommendations and deeper analysis to drive positive changes in

your organization.

Home page insights example scenario

e You are an HR executive at Contoso Corporation and have been asked to work with your
team to determine if managers are spending enough time developing employees in the
organization.

e Using Workplace Analytics, you navigate to the Home page, select the Develop effective

managers outcome, and scroll down to the Promote coaching and development insight.
There, you find that over 60 percent of employees at Contoso get less than 15 minutes of
one-on-one time with their manager in a month, indicating a need for more coaching.

Promote coaching and development

Manager one-on-one (1:1) time can improve engagement and job performance, while a lack of manager coaching can cause employee disengagement and attrition.

61 % Distribution of monthly 1:1 time with managers Take action

of employees have less
than 15 minutes of 1:1

Percentage of employees
& Increase frequency of coaching

You have 3 recommended action(s)

time with their managers H H H

each week

0 hours 0-1 hours 1+ hours

Supporting evidence Meetings with manager 1:1

How we define one-on-one meetings ©

Is this helpful? <



e |nthe Take action section of the insight, you can select See your insights to see impactful
next steps you can take to drive change in your organization.

e For example, in Develop effective managers > Increase frequency of coaching > See your
insights, you'll see recommendations, such as scheduling recurring one-on-one meetings,
and groups that could benefit the most from these recommendations. This example also
provides a link to Explore the stats for more analysis.

Best practices

Take action

Help employees disconnect .
Help employees disconnect

You have 3 recommended action(s)

- Q Create a norm of scheduling focus time
See your insights > —_—
Peo H nes feel over & task takes more time than expected. Focus time blocks time from mestings to

Learn more

@ Enable MyAnalytics wellbeing insights

Jdan n see pattems in after-hours activity a

@ Use Together Mode in Teams

provides your team with a shared background in remote meetings. It cuts down on video call fatigue by feeling

rson meeting

A® Focus on groups mest impacted by after-hours work

nventory Management Human Resources G&LA South
of 155 pecple of 155 people of 155 people

Explore the stats Explore in Power Bl Plans

Note

In addition to recommendations in the Take action section, you might also see links to Explore the
stats, Explore in Power BI, or the option to create Plans and track their success. The combination of
these depends on the insights and your assigned role.

Explore the stats is a quick way to look at metrics summarized by groups over time. While the Home
page shows high-level insights related to business outcomes, Explore the stats cover a wider range
of metrics.



Workplace Analytics

% Settings and filters

Home > Develop effective managers > Management and coaching -
(4]
ol

Applied exclusions: Default Meeting Exclusion , Default Attendee Meeting Exclusion

iy

Employee connections and networks across the company Measured employees In filter group
= Weekiy averages for Oct 21~ Jan 22 2,326 2,326
&

Time with manager Meeting hours with direct manager present Highlights
e 7 etings wit Employees averaged 4.3 hours in meetings

with their managers.

[}

On average, managers attended 57% of their
employees’ mesting hours.

Employees averaged 0.3 hewrs in one-on-one
meetings with their managers

Hours per week

1:1 meeting hours © & Reset % Hours

F o L 1:1 meeting hours

I
=

BzDev  CustomerS..  Faclites  Finance-Cor. Finance-fast FinanceSo.. Finance-West Financial Pla.. GEACentral — GRAEast

&

@ 1:1 meeting hours Al other meeting hours Group size too small _ g ing hours = Group average -

Note

Explore the stats analysis reflects a rolling window of the six most recent months of weekly
collaboration data.

Within the Explore the stats dashboards, you can change the filters and settings for the data shown
on the page. At the top right of the page, select Settings and filters to open Page settings. In Page
settings, you can change the date range of the data, how the measured employees are grouped, add
filters, and change the maximum number of groups shown in the data.



#® 2 e U ¢t 2?2 e 1
25 Settings and filters & Reset

Page settings

Date range N\
11/10/20 2/1/2020
Measured employees N\
Group by

Organization

Filters A—.//\

Active employees only

Max groups VAN

—() 30

Explore the stats example scenario

e As an executive on the HR team, you learned from a recent engagement survey that some
employees at Contoso are not feeling empowered in their work.

e You decide to dive deeper into metrics relating to manager-employee relationships to
investigate opportunities for improving manager effectiveness.

e In Develop effective managers > Promote coaching and development > See your insights,
you select Explore the stats to view the Management and coaching dashboard.

e You would like a recent snapshot of the data, so in the upper right corner of the dashboard,
you confirm the date range in Settings and filters is set to the last three months, group
by Organization, and select Apply.

e In the Meeting hours with direct manager present chart, you notice that over half of the
Sales group's meeting time includes their manager, indicating an opportunity to
simultaneously empower employees through delegation and free up manager time for
strategic tasks.



Meeting hours with direct manager present © % Hours

[E " Manager meeting ho...

Sales (employees: 175) W
e Manager meeting hours: 9.6 hours 4

All other meeting hours: 6.2 hours

K ions Finance G_and_A R_and D Eng ering Sales I

other meeting hours  -@- Average meeting hours = Group average

1€

Create custom analysis with Workplace Analytics for Viva Insights
Completed100 XP

e 16 minutes
You can customize analysis in a multiple of ways with Workplace Analytics.

Workplace Analytics Analyze page
In addition to the business outcomes and associated insights on the Home page, there are two main
ways of analyzing data in Workplace Analytics: Peer analysis and Query designer.

Query designer

In Templates, you can select from a list of predefined templates with preselected filters and metrics.
These are a great starting point for specific analysis, yet give you the flexibility to add new metrics
and customize them, as needed.

Most of the templates are designed for Power Bl with a download option to set up automatically
refreshed reports in Power Bl through an OData link. The setup for the predefined templates vary
depending on what's required for setting up its Power Bl dashboard. Select the template you'd like
to use in Power Bl dashboards for more details about setup and how to use them in Power BI.

Queries in the Query designer give you access to row-level data and customizable metrics. You can
import the row-level data into other analysis tools to create custom analyses, models, and
dashboards.

The most common query types include:
e Person query - Extract person metrics for analysis of aggregated employee data.

e Meeting query - Extract meeting-related metrics for analysis of aggregated meeting data.


https://docs.microsoft.com/en-us/viva/insights/tutorials/power-bi-intro#power-bi-dashboards

D Workplace Analytics

G Home

[l Analyze
Query designer
Business process analysis
Peer analysis

8 Plans

Controls
B8 Datasources

g Lesder&manager
settings

5 Analyst settings

M Analyst usage

Query designer

Create Results

Templates

Analyze workplace patterns and trends with these Power Bl templates that enable you to visualize actionable insights.

Festured templates

Ways of working assessment

See a broad analysis of your company's
collaboration culture and employee
experience.

Transform meeting culture  +2 more

Other templates

Return to worksites

Get cujective guidance on tea
from retuming to a limited capacity w

Enhance organizational resilience

Manager effectiveness

Gain insight into collaboration pattems of peopie
managers and find ways to improve their effectiveness.

Business continuity
Learn hew your business is responding to rapid changes

in work settings, lie remote work.

Enhance organizational resilience

Behavior patterns for Glint

Combine Glint survey data with Workplsce Analytics
insights to understand the impact of work habits on

¥ Filter

Ways of working tracker

Track collaboration over time and
measure changes in your company's
culture and employee experience.

Transform meeting culture  +3 more

Microsoft Teams insights

Analyze your company's adeption of Migrosoft Teams
and uncover collsboration habits and trends.

Accelerate change  ~1 more

Sales business continuity

Learn how your sales organizations are adapting to rapid
changes in work settings, like remote work.

2 7 @

Query

Creote a custom query to leam more sbout
how your organization works.

Get started

employee sentiment.

Develop effective managers Boost employee engagement  +1 more Increase customer focus  +1 more

Contact admin

Queries report the same underlying data, but the type of query determines the structure of the
output. For example, each observation in a Person query represents a person, their measured
collaboration, and their descriptive attributes. Each observation in a Meeting query represents a
meeting, its attributes, and the total collaboration associated with the meeting attendees.

Query steps
1. Open the Query designer.

2. Select Get started under Query, and then select the query type, such as Person for this
example.

3. Select Start a new query, and then select Set up query.
4. Enter a name and description for the query.

5. Select the Group by timeframe (day, week, or month), the applicable Time period, and if you
want the query to Auto-refresh.

6. In Exclusions, select the meeting and attendee exclusions to exclude any irrelevant calendar
activity from this analysis.

Workplace Analytics

Query designer > Person To get the estimated cost of the query, select the metrics, Learn more & Reset @ Run
@ Home
®
bl Analyze -
Add an optio
Query designer
Group by Time period Exclusions
Business process analyss Week - ‘ Last 3 months ™ | B suto-refresh © to (2) Selected exclusions

Feer anaysis

8 Plane

o Select metrics



https://workplaceanalytics.office.com/Analyze/QueryDesigner/NewQuery

In Select metrics, select what metrics you want to include from the list. You can also
customize one or more metrics by using filters. For example, the following shows how to

filter for meeting hours with the word "budgeting" in the subject line.

7.

QJEF}' dE‘Sigl'lE'r > Person D Estimated 37.79 units will be consumed to run this query. Learn more 4 Reset @ Run
o Select metrics
What do you want to know about these employees?
Meeting hours v
Baze Metric Type Disnlay Mame
Mesti.. ™ Hour Meeting hours ﬁ M [
\

Meeting hours where

Contains bl

Subject

Meeting's

budgeting =

AND o) Meeting Initiator Participant

" Dependencies

In Select filters, you can change the scope of the data you'd like to analyze by limiting it to
active employees and applying additional filters to organizational attributes. In this view,
we've applied a filter to look at the Human Resources group at Contoso. (Active employees
are defined as employees who sent at least one email or Teams chat in a given week.)




Query designer > Person 1) Estimated 2.51 units will be consumed ta run this query. Leam more 2 Resef 3 Run

e ) Sebect filters

Which measured employees do you want to include in your query results?

Employees

Measured emplopees: 2,326 Estimated filter group: 155

o Organizational data

9.

10.

Which arganizational data columns do you want to include for these emplayees?

of 18 selected - ] i
—— =

show kess

]

In Organizational data, select which organizational attributes to include in your output, and
then select Run (top right) to run the query.

In Query designer > Results, you can select to view only your results (My results) or all query
results. Select the Download icon to download a query's results as a .csv file or to copy the
OData link for loading the data into other business intelligence apps (such as Power Bl). For
gueries that show the Visualization icon, you can also visualize the results directly from this

page.

Business process analysis
Business process analysis can help you

identify seemingly well-defined and
undefined business processes that have quietly grown beyond their intended scope.

This gives you better visibility into how these processes impact your business and helps you
identify opportunities to improve efficiency.

To analyze a business process:

1.

Define a dataset that only analyses the data that's relevant, such as organizationally and
geographically.

Define a business process to analyze within the dataset that you defined in the preceding
step.

Analyze a business process through a query where you select the business process as a
parameter.



https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/create-analysis#define-a-dataset
https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/create-analysis#define-a-business-process
https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/create-analysis#analyze-a-business-process

Workplace Analytics

= Business process analysis

Business processes Data sets

Business process
analysis

Learn more

(@ Add business process

Author Name Last modified Description Status

Define a dataset
e Before you can analyze a business process, you need to create a dataset for it.

e Use the Query designer to create a query that includes only the organizational data
required for this analysis. For example, the following steps define a query for meetings of a
particular length that were attended by at least one sales representative.

1. Open Business process analysis.

2. Select Data sets, and then select Add data set.

Workplace Analytics =N e

Workplace Analytics is becoming part of Microsoft Viva. Learn more about Microsoft Viva Insights

¥ Home

Ul Analyze Business process analysis > Data sets > New data set

Identify your data set

Business process Give your data set a name. We recommend also adding a Name * Insight Sales Data
analysis description,
Peer analysis
Description
& Plans
Controls
Activity to include Data set Meetings

B8 Data sources

3. In New data set, enter a name (for example, Sales data) and a description, and then
select Continue.

4. For Time period, select the start and end dates. For this example, all meetings that occurred
outside of this time period are excluded from the dataset.

5. For Meeting exclusions, specify a meeting exclusion rule or accept the default.


https://workplaceanalytics.office.com/Analyze/BusinessProcessAnalysis/BusinessProcesses

6. For Which meetings do you want to include in your query results, define the filters to scope
the dataset for the analysis. For example, to filter out specific meetings, select Add filter,
and then select Meeting with a Duration of less than or equal to one hour. Or specify the
duration you want to analyze or don't define this filter if you want to include all meeting
hours regardless of their duration.

7. Select Attendee, and then select the group (such as Sales) for the meeting attendees.

8. Select Organizer, and then select the group (such as Sales) for the meeting organizer.

\ j) Workplace Analytics
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9. Select Submit to create the dataset that matches these criteria (and no other data). The
process time for the dataset varies depending on its size.

Define a business process
e Before you can analyze a business process, you need to define it.

e You do this by assembling a list of keywords that are typically found in the dataset that are
associated with the process you want to analyze, such as in meeting subject lines.

e This list defines the business-process filter.



Note

Currently, you can only use English keywords for defining a business process, even when your
instance of Workplace Analytics is in a language other than English.

1. Open Business process analysis.

2. Select Add business process.

3. In New Business process, enter a name and an optional description for it, such as Sales
interactions, and then select Continue.

4. In Data set, select what to use for this analysis.
5. For Content type, keep Meetings selected, and then select Continue.

6. In Enter a search term, enter a keyword that represents a common term about this business
process. The system then uses this to show you related words found in the dataset. For
example, the following shows words related to purchase.

purchase =
(¥} Add selected to... Cx Find
Rank 1 Keyword Attendee meeting hours Number of meetings

5 > purchase B 144 56
2 1 account 79 27
) 2 lead 85 10
e 3 escalation a3 g
’ ] renewal 35 9
4 5 budget 37 |
> G approvals 32 2
> 7 ticket 611 2
¢ B license 36 2

7. Optionally, you can sort the keyword columns by selecting a header in the table, such
as Rank.

Note

The Rank column indicates relevance ranking. In the preceding image, a rank of 1 indicates the
"account" keyword is the most relevant to the specified search term "purchase," which is similar to
the ranking in a browser search.

8. Scan the words in the Keyword column to find what closely relates to this business process,
such as "Sales activities." To confirm relevance, do the following:


https://workplaceanalytics.office.com/Analyze/BusinessProcessAnalysis/BusinessProcesses

10.

11.

Note

o Find related keywords - Expand the keyword by selecting the > (greater-than) sign
to see multiple-word phrases that include it. For each keyword, you can see
the Number of meetings with this word in the subject line and the amount of time
spent in those meetings (Attendee meeting hours).

o View the meeting metadata - Select a keyword to see a list of meetings with this
word in the subject line, the number of attendees, and whether the meeting is
recurring. If these meetings are relevant, select them.

After you decide that a keyword is relevant, hover your cursor over the keyword's row to see
and select the checkbox to the left of the word. Then select Add selected to, and then
select Included keywords.

After you include a term, you'll see it in the Included keywords list to the right of the results
table.

Optionally, you can explicitly exclude terms from the keyword list by repeating these steps
and select Excluded keywords in the previous step.

As you add keywords, the system becomes more context-aware and will automatically start
uncovering more content that's relevant to the keywords that you've added and will show them in
the results list.

12.

13.

Note

You might already know the keywords your company uses for a business process. To
manually enter them, select Included keywords > Add, and then enter the keyword (or
multiple words separated with a semicolon), and then select Enter. Similarly, for keywords
you want to explicitly exclude, use the Excluded keywords option.

Confirm the totals at the top of the page that reflect meeting hours and meetings in the
entire dataset. The smaller totals reflect the number of meeting hours and meetings in the
data that are associated with the currently selected keywords. These smaller numbers
change as you add or delete keywords. If you are familiar with the hiring process, these
numbers could indicate that your defined keywords are too narrow (too few meetings and
hours) or too broad (too many), after which you can adjust accordingly by adding or deleting
keywords.

If you're not finished, but want to save what you've entered so far, select Save draft to return later
and resume where you left off.

14.

Select Submit, which is only available when at least one keyword is listed in Included
Keywords, to start the processing. You'll see In progress status during this phase.

Analyze a business process
You analyze real-world business processes by creating a query with metrics that filter by a digital
business process to focus it on a set of collaboration activities, such as relevant meetings.

You can filter by business processes wherever the Meeting is available as a filter or a customizable
metric. For example, the following steps use Meeting as an available filter.

1.

Open the Query designer.


https://workplaceanalytics.office.com/Analyze/QueryDesigner/NewQuery

2. Select Get started under Query, and then select Meeting > Next.

3. Select Set up query and enter the initial information about it, such as a name, time period,
and which exclusions to use.

4. In Select filters, select Meeting.

5. Select Business process, and then select an available business process. Only business
processes with a Ready status are available.

6. In Organizational data, select BusinessProcesses as an attribute to include in the query.
7. Finish defining your query, and then select Run.

Interpret the results
e The meeting query results will include a BusinessProcesses column where each meeting row
that matches the business process name will show it.

o If multiple business processes match a single meeting, this column will contain a comma-
delimited list of matched business process names for the meeting.

For general information about query results, see View, download, and export query results.

Peer analysis

You can use Peer analysis to compare the collaboration behaviours of two different groups within
your organization. This can help you understand how two teams in the same function work
differently, or how work-life activities differ across the organization.

To create peer analysis:

1. Open Peer analysis in Workplace Analytics.

2. Select New analysis, select your Reference group, enter a name and date range for this
analysis, and then enter a name for the reference group.

3. Identify the group members, as follows:

o Upload a .csv file with the email addresses of the people you want to include in the
reference group.

o Use filters to filter by the HR (organizational) attributes in the uploaded .csv file
(with the group's email addresses) or by applying filters to the organizational data
attributes within Workplace Analytics.

4. Choose the Other group as the comparison group and enter a name for that group.
5. Identify the group members, as follows:

o Upload a .csv file with the email addresses of the people you want to include in the
other (comparison) group.

o Use filters to filter by the HR (organizational) attributes in the uploaded .csv file
(with the group's email addresses) or by applying filters to the organizational data
attributes within Workplace Analytics.


https://docs.microsoft.com/en-us/viva/insights/use/view-download-and-export-query-results
https://workplaceanalytics.office.com/Analyze/PeerAnalysis

6. Apply Conditions (optional) with filters that specify the attributes that should be similar for
comparing the groups. For example, to compare Reference group's managers to the Other
group's managers, add a conditional filter to include only managers in the output.

7. Select Submit. When the analysis is ready, select the View (eye) icon to see the results on
the Peer analysis page.

Peer analysis ®

Reference group Other group Conditions Submit

Analysis details

Provede a name and a date range for this

analysis. Analysis name * | |

A date range of three menths or more is

depending on the frequency e

Date range
vanous evaluation processes in your company.

Reference group

Provide a name for this group. This group

represents employees in your oo y [re—— |
would like to wse ac a reference point or

baseline

Upkoad a .csv file that contains email addresses oad 5 e filte I
of the people to be in i o I @ Upload csv () Use filters

can also use the Filter

Note: Minimum group s2e s 5.

Peer analysis results include the date range, a Highlights section with differences in the three most
variant metrics between the groups, and charts that compare raw averages for multiple metrics.

Peer analysis example scenario

You would like to understand the difference in collaboration patterns between the corporate finance
office and regional finance offices at Contoso. In Peer analysis, create a new analysis with Corporate
finance as the Reference group, and Regional finance groups as the Other group, and then

select Submit.

The results show that Corporate finance employees have 22 percent larger internal networks, but
their external network connections are 17 percent smaller.



Date range

Oct 4, 2020 - Jan 16, 2021

& Analysis for Team_comparison

Reference group: Other group:
Finance Group 1 Finance Group 2
Group size:45 Group size: 80
Highlights ©

222.3 % +221.8 % $17.1 %

Internal network size Manager's internal network size Percentage of network from external relationships
Reference group averages 115 internal Reference group’s managers average Reference group averages 3.4 external
connections compared to 94 internal 106 internal connections compared to connections compared to 4.1 external
connections by Other group. 87 by Other group's managers. connections by Other group.
Internal network size ©
L
Reference group Other group

1 1 5 people 94 people
_ Reference group averages 22.3% more internal

Network size connections compared to Other group

m “ Why it matters?

@ Referencegroup @ Other group

Plans
e You can gain a lot of information about how employees in your organization get work done

from the other Analyze features.

e  With Plans, you can transform these insights into actions.

e Enrolment in a Plan requires that an employee has access to Personal insights in Viva
Insights.

e A Plan combines the team goal setting and tracking with useful suggestions through their
personal insights with Viva Insights to help them shift their ways of working.

= Plans
@ Home e
New plan | Opportunities Manage Track
W Ansyze .
f o
& Settings

How does this work? ~

< - s &

SEmEm—— Y O ,,:-»,7_1 ‘ - .—' - ‘ >
Start a plan Engage with participants Track progress
Pick from one of the plans below and Plans recommends an action plan to Neasure the improvement in focus,
add partiGpants. participants the Ivellbeing and collaboration for

= e



The following plans are currently available:

e Focus plan - Helps participants get more time to do deep-dive work and reclaim their
calendar for work that matters most.

e Collaboration plan - Helps participants reduce the number of excessive meetings that the
group schedules.

e Wellbeing plan - Helps participants unwind and protect their personal time by
disconnecting outside of work.

e Seller success plan - Helps participants prioritize time, increase network quality and size,
and connect with the right roles.

3 Workplace Analytics

How Plans will help participants ~

vyAnalytics helps participants 1o see how tt pend their tims in meeting: s and chats with intemal and with extemna borators. MyAnakytics also provides friendly, data-driver a

iL Dashboard niine suggestions and Monthily Qutiook add-in
wep dive into their data and track the Digest st real-time updates and toolsfinchudin

Available plans

Focus plan Collaboration plan wellbeing plan seller success plan

oo . ol mare time 1o d {elp particpants reduce the numbes of elp participants unwind ar pip participants prioritize time
i thesr eaberdar oot mestnas that th " Bh parsondl i Mhaze 5kt

For each plan type, you can select Analyze and get answers to questions involving relevant metrics.
Then select Start plan to create, manage, and track a specifically targeted plan for employees in your
organization.

Plans help give managers and employees visibility into how they are spending time to increase their
focus and improve collaboration and wellbeing.

Data sources
e Workplace Analytics enables analysts and admins to check the quality of the data sources.

e In Data sources, view the Microsoft 365 collaboration data for your measured population
over time. Use this view to identify any dates or date ranges you should include or exclude
from your analysis, such as scheduled holidays.



O Workplace Analytics

Data sources

B Ande Office 365 data

Who you're analyzing in Workplace Analytics
Settings

= 2326 | O 964...

How do your organization's measured employees collaborate?

Average weekly collaboration hours by type

You can also assess the quality and completeness (coverage) of the uploaded organizational data (HR
attributes) for your measured population as the following shows.

\J)  Workplace Analytics

far  Hoeme Data sources

ifice 365 data Organizational data (CRM dals

Week of 01/26/2020 : Data quality for 2.326 measured employees™

Additionally, if your admin has uploaded CRM data, you can also confirm the quality of join coverage
(the percentage of CRM contact and sales assignment data associated with CRM accounts).

Example scenario for Data sources
You want a high-level look at some fourth-quarter custom metrics by using a query and you
probably need to exclude specific dates as outliers.

Go to Data sources and look at the collaboration data over time for the measured population. For
this example, you see two dips in the data, both national holidays. So when you run the query, you
can filter out the holiday dates from the query results for more accurate analysis.

Exclusions

Not all scheduled meetings are business-related. People often have personal appointments or
holidays scheduled in their work calendars. For analysis in Workplace Analytics, you might also want
to exclude excessively long or large meetings, or attendees who haven't responded or have
responded as "tentative."

Workplace Analytics has a built-in solution to address these issues called Exclusions. Analysts can
use meeting or attendee exclusions to create specific rules for which meetings or attendees to
exclude while adding each rule to a dropdown list of rules for specific analyses.



@ Workplace Analytics <0 (3 9 ©
Analyst settings > New exclusion
a
Criteria to analyze Steps to create an exclusion rule
ul We have found some common parameters to exclude & Exclude cancelled meetings
meetings not related to business. We will walk you — lud .
0o through those steps and you can decide on the & Exclude appointments
exclusions. T Exclude large meetings
B Exclude long meetings
¥2 Exclude meetings by topics
& R Exclude attendees based on meeting invitation response
£33
£ i .
e Identify your exclusion
o Start by identifying yo_ur.exclusion with a friendly name Exclusion type * Meeting exclusiar{ -
- and an optional description.
Meeting exclusion
Name your exclusion * Attendee exclusion
Description (optional)
Cancel Next
%

With meeting exclusions, you can:
e Exclude cancelled meetings.
e Exclude appointments (time schedule with only one attendee).
e Set thresholds for attendance size and duration of meetings to include.

e Exclude meeting subjects by topic.

Workplace Analytics

Analysis settings > Exclusions > New exclusion
@ Home
New Meeting exclusion

bl Analyze .
Add an optional description

Plans
Summary of meetings that remain Attendee meeting hours Mumber of meetings
9 Settings
updates to reflect what remains in your
Sources analysis 100% 360K of 360K total 100% 340K of 320K total
Analysis
settings

Cancelled meetings

Workplace Analytics has a default meeting exclusion rule that excludes meetings with

e only one attendee,




e meetings longer than eight hours,
e meetings with 250 or more participants, and
e cancelled meetings. This rule is used if no other meeting exclusion is selected.

With attendee exclusions, you can:
e Exclude invitees who did not respond to meeting invitations.
e Exclude invitees who accepted meeting invitations as tentative.

9) Waorkplace Analytics
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Analyst settings > New exclusion

New attendee exclusion

B3 — Exclude meetings calculations by acceptance state
Exclude invitees who have:

& Did not respond to meeting invitation

D Accepted meeting invitations as Tentative

B

Potential impact of exclusion (mHis is what would be removed from your meeting data I you use this exclusion)

Excluded attendees
28.5%

457K out of 2M total meeting attendees will be excluded.

u Apply this exclusion for metrics in the "Explore the stats” pages.

Previous Publish

You can use meeting and attendee exclusions to exclude meetings or attendees you don't want to
include in your analysis (or include meetings excluded in the default meeting exclusion rule).

Example scenario for exclusions
e You want to analyze when people are working remotely from home.

e People at Contoso let their managers know they are working from home with a one-person
meeting that's titled Remote day.

e Because the default meeting exclusion rule excludes these meetings, you need to create a
new rule.

e To do so, go to Analyst settings > Meeting exclusions and select Add exclusion to create a
new meeting exclusion rule that includes meetings with only one person and with that
meeting title.



Additional resources
You'll find the following additional resources in the upper right of the Workplace Analytics app.

Blog

Privacy guide
Privacy policy

Resource playbooks

e Select the New features (megaphone) icon to get information on new feature updates and
releases.

e Select the Notifications (bell) icon for notifications and alerts about recent activity in
Workplace Analytics. These show dates for recent data refreshes, organizational data
uploads, newly created exclusions, and query auto-refreshes. They also alert you when a
query finishes running.

e Select the Help (?) icon for the following:

o

Documentation - Links to product documentation with more extensive information
about Workplace Analytics and Viva Insights.

FAQs - Find frequently asked questions with the answers you are looking for.

Blog - Learn about past feature updates and product releases. See the new Viva
Insights Community that's replacing the blog for the latest news about feature
updates, new releases, industry articles, learning paths, and community forums.

Privacy guide - Links to in-depth information about data protection, how you can
control your data, and who has access to that data.

Privacy policy - Shows the general privacy policy.

Resource playbooks - Links to a list of available playbooks for more in-depth
information about how to use the features in Viva Insights and Workplace Analytics.

e Feedback - Use to send Microsoft your comments and questions.

e Usericon - Shows your account information, including what roles you're assigned, and
the Sign out option.

Understand setup and privacy
Completed100 XP

e 7 minutes


https://community.vivainsights.microsoft.com/
https://community.vivainsights.microsoft.com/

Set up Workplace Analytics
Setting up Workplace Analytics is a straightforward process. Here's an overview of the primary

steps:
1.

2.

3.

4,

Your Microsoft 365 or Azure Active Directory admin assigns the licenses and roles.

The designated Workplace Analytics admin sets up the system defaults and privacy
settings.

The Workplace Analytics admin then prepares and uploads the organizational data.

Workplace Analytics validates the upload and then processes the data.

After these steps are complete, your organization has full access to all service features (except for
admin-only settings, such as for uploading HR data and the privacy and system default settings).

Organizational data contains effective dates that map to the Microsoft 365 data.

This data should be uploaded on a regular (monthly) schedule to reflect changes in your
organization.

The Microsoft 365 collaboration data updates weekly.

For more information on system requirements and data processing, see Learn more.

Workplace Analytics and data privacy

As a Microsoft 365 service, Workplace Analytics resides within the Microsoft 365 trust
boundaries as defined by organization for privacy safeguards and protections of individual
employees.

By default, only metadata is processed for generating metrics that do not include personal
information.

Your organization has full control over how Workplace Analytics is used, deployed, and the
visibility it has in your organization.

The following are user-specific controls.

Scope of population (with the option to exclude sensitive groups).

Analyst (role-based) access to Workplace Analytics analysis and to specific population
scopes.

Visibility to meeting subject lines.

Exclusions set for all meetings and emails based on keywords (in subject lines) that you
deem sensitive.

Specific individuals or domains.

Organizational attributes loaded.

With Workplace Analytics, the objective is not to examine individual activity, but to
recognize group-level trends occurring in your organization.

It uses header level metadata and not content, such as body of emails or email
attachments


https://docs.microsoft.com/en-us/learn/modules/workplace-analytics-discover/setup-privacy#learn-more

Features in Workplace Analytics default to non-personal information and a minimum
aggregate threshold of five

Summary and knowledge check

200 XP

5 minutes

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 Bl, 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 plans to improve focus, collaboration, wellbeing, and 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. Workplace Analytics only uses header level metadata. 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.

Check your knowledge

1.

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



r

Microsoft 365 and HR organizational data are required; CRM data is optional.

o~

Microsoft 365 and CRM data are required; HR organizational data is optional.

~

HR organizational and CRM data are required; Microsoft 365 data is optional.
2.

Where can leaders go to view out-of-the-box insights on important business outcomes in
Workplace Analytics?

-
Query designer

-

Peer analysis

-

Home page

3.

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

r

Email attachments

~

Header-level data

~

Body of emails

Check your answers



Check your knowledge

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

( ® Microsoft 365 and HR organizational data are required; CRM data is optional. \/)

Correct. Microsoft 365 data and HR organizational data are required in Workplace Analytics;
CRM data is optional.

O Microsoft 365 and CRM data are required; HR organizational data is optional.

O HR organizational and CRM data are required; Microsoft 365 data is optional.

2. Where can leaders go to view out-of-the-box insights on important business outcomes in Werkplace Analytics?

O Query designer
O Peer analysis

( ® Home page \/>

Correct. The Home page provides leaders with quick insights into research-based business

outcomes.

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

O Email attachments

( ® Header-level data \/)

Correct. Workplace Analytics does not look at email body text.

O  Body of emails

Module complete:

Watch the Sample Exercise Output video



https://aka.ms/SampleExerciseOutput
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- Exercise for Group A

: Scenario

. The CHRO at Contoso has pointed us to employee engagement survey results, indicating
- that a I§rge percentage of employees suffer from overload and burnouj. She wants help
o doing the following:

i « |ldentifying pockets of employees that are at risk of burngut, and

. « [Finding opportunities to improve employee wellbeing

Which page(s) in the Power Bl template can help address this question?
X : e X o

Please take 10 minutes to summarize your findings on a slide, supporting with
screenshots from the dashboard. We'll ask for 1 volunteer to share with the main group.
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significant swath of each week - regularly eating into time outside of working hours. This analysis shows
where

thin the company the bumout risk is most acute, at both the IC and manager leve

Risks

* R&D




Solution Options

* Reduce All Sipenissdadieiinr
Hands recur. L
Meetings e .

* Reduce bloated |
meetings i

* 203k Hours @
$15=S53min
lost
Rroductivity.

educe long
meetings by 5%
would result in
$152K of saved
productivity for
other tasks.

Durstion (howry)

Why & matters
Whie s0me cOlSbOraton i best conducted through large meetings (e.g. all-handa. bioated. lengthy or

ces can s2all or hinder productivity and chip away

that are large, long. or both provides a glmpte into

Watch the video about additional PBI templates including the Business Continuity Dashboard

Workplace Analytics Power Bl templates

Workplace Analytics currently has additional prebuilt Power Bl dashboards available:

Gain insights into how your organization is being impacted by remote work.

B Business continuity ]
e Microsoft Teams insights

Analyze Microsoft Teams collaboration and adoption across your organization.

Ways of working assessment Conduct a broad diagnostic of your organization’s collaboration culture and work experience.

Influence insights Visualize and explore where influencers exist and who makes decisions in your organization.

o Ways of working tracker Track changes in collaboration over time and target opportunities to improve work culture.

© seles business continuity
o Return to worksites

Determine how to allocate limited capacity seats to employees.

o Behavior patterns for Glint View workplace behavioral patterns with employee sentiment scores.

e Quickstart overview Get a quick perspective on how your organization is collaborating.

|
|
|
l
|
| Gain insights into how sellers and Sales are being impacted by the shift to remote work.
|
l
l
|

See where overall collaboration patterns, time fragmentation, or meeting quality could improve

@ Collaboration overload

_mnnager impact

$§ 3§ 3 3 3 3 3 3 3 33



https://aka.ms/additionalPBItemplates

Business Continui

Weekly collaboraton

« How ars collaboration activities changing?
- What are the impacts of work-life 31.9.. 33.9.. +6%
integration? Surmg baseine tme perod sy e nange

Are external relationships being
maintained?

+ Are employ d and

949

T80%

Ad-noc Teams & Toom call tme

+90%

Teams & Slack chat Sme

How are work patterns evolving?

+ How can remote work effectiveness be 12
improved? Emal tme

internat IMCcrosort vniy

Comparison between Ways of working Assessment and BCD

Comparison of pre and post shift to remote work collaboration patternJ and answers high-level questions for the business:
— How are collaboration activities changing?

— What are the impacts of work-life integration?

— Are external relationships being maintained?

— Are employees engaged and connected?

— How are work patterns evolving?

— How can effectiveness be improved?

¢ The customer can customize the dates for pre and post shift to remote work that better reflect their reality.

* Provides comparisons and trendlines for selected collaboration metrics

Two ples of how a ct might want to approach time periods in Ways of working Assessment and Business continuity dashboard
Jan 2020 Feb 2020 Mar 2020 Apr 2020 May 2020 Jun 2020
. Analysis Time WPA Assessment Deep Dive
Option 1 3
prion Period BCD Baseline BCD Current
Jan 2020 Feb 2020 Mar 2020 Apr 2020 May 2020 Jun 2020
o [
P Period BCD Baseline BCD Current
The Business continuity dashboard provides a comp between both periods, but it does it from a high-level perspective. If the customer wants a detailed comparison of the specific business outcomes in

the Collaboration Assessment, they can focus the Collaboration Assessment on either pre or post shift to remote work and after or during the engagement, their analyst can run the Collaboration Assessment
template and do the comparisons.



Burnout risk

1in 10 Contoso employees appears to be at high burnout risk -

for Sales and Strategy, that proportion rises to above

Distribution of work k

span and cc

R

Tin 3.

ation hours by employee I
+

Avg workweek span

Avg collaboration hours

Module 3: Viva Insights Analysis (2 videos,

;
#

Strategy
Sales
Product Management

Program Management

v
*®

R&D

Professional Services
Engineering

Software Development
Operations engineering

Company Avg.

®Long span & high collab @ High collab ® Long span  ® Other

2 exercises)

Watch the Workplace Analytics Analysis training video

Agenda

10 minutes

60 minutes

10 minutes

60 minutes

10 minutes

;mp;e l:ns;g;ts; change to reflect your

dataset

* For Strategy, Sales, and Product
Management, at least 30% of
employees fall in the burnout risk
category

* Burnout risk is lowest for Engineering,
Software Development, and Ops
Engineering

Why it matters

Employees who have both long workweek
spans and high average weekly
collaboration hours may be at risk of
burnout; they are consistently
collaborating the most hours, and those
hours are extending over a significant
swath of each week - regularly eating into
time outside of working hours.

I Introductions and Q & A

|Manager effectiveness

Use case overview

Ways to present the data

.
» Person query review and analysis activity
.
.

Develop effective managers insights activity

I Break

|Expensive meetings |

Use case overview

* Meeting query review and analysis activity

Ways to present the data

Transform meeting culture insights activity

I | Wrap up and Q&A |



https://aka.ms/WpAAnalysis

Why

earn about WpA queries

and custom analysis?

» A pre-built Power Bl template may not answer every customer

question

> Learning how to build custom queries|will enable you to develop

you own unique capabilities

‘>| Building this skillset will help you explore custom hypothesis|and

Manager Effectiveness

expand the scenarios in which you can apply Workplace Analytics
data

Use case overview: Manager effectiveness

Management and Coachind metrics measure collaboration between leaders, managers, and employees. Time

with Teaders and managers is often a key factor of employee engagement. Using the metrics, we can identify
areas of manager effectiveness and begin to identify opportunities for delegation and coaching.

Percentage of time in
meetings with manager —

by Organization

Time in Meetings with Manager:

One on one time with Manager:

Why it’s important?

Management and Coaching

| Why it's important:l

Depending on roles and tenure, it can be
important for employees to have time with
their manager on a regular basis to encourage
open communication, feedback cycles, and
opportunities for growth.

Data can reveal inconsistencies in how
managers collaborate with their teams and
whether leaders and managers are available
to their employees.

e ;. W . N
Managers are present in 40% of their direct reports’ 40% of employees spend less than 15 minutes per
meetings. week in manager 1:1s.

% of meeting time with manager Managers’ meeting hours Distribution of employees by weekly manager 1:1 time
(% of total time in meetings) (hours/week)
- [ sues o
ool < | Product Mgt 2
p— p—
e - | Oparations 2
) S f A
Manager total Percentage of employee one on one
meeting hours time by Organization and time bucket

One on one time with Manager:

40% of employees spend less than 15 minutes per
week in manager 1:1s.

Customer Support

Distribution of employees by weekly manager 1:1 time

Engincering




e Person queries

Person Queries

Use a person query to analyze data from ﬂwe person point of view. f{ou can aggregate metrics by attribute —
like team, level, or location — to compare and contrast behaviors of different groups in the organization.

Person queries return one row per person, per period
(day, week, or month).

Use the person query to learn: Each row includes:

" « Standard or customized metrics you specify
* How s_pecnflc groups spend + Organizational attributes you select for
their time summarization

—— + How time use varies between

Options for metrics can include criteria related to their
groups

work activities, such as:

« Day of week and time of meeting

*  How many people were invited

« Attendee/organizer attributes

*  When emails were sent

*  How many people were included in emails
« Recipient/sender attributes

« Email and meeting subject line keywords

* How one aspect of
collaboration influences other
workplace behaviors

e  Metric Definitions

© Metric Definitions — Develop effective managers

% Meeting hours with manager 1:1 8&&

Total number of meeting hours involving only
the person and their manager.

Number of hours the person spent in
meetings with at least on other person
Meeting hours with manager one on one is

from the employee's perspective.

m]
1| Meeting hours with manager
oog

Total number of meeting hours where attendees
included at least the person and their manager.

e Activity
@ Activity — Query Exercise: Develop effective managers

www.workplaceanalytics.office.com

Select Person Query

Choose metrics, filters, and organizational
attributes

o Select metrics:

» Meeting hours with manager 1:1
* Meeting hours with manager

*» Meeting hours

e Select filters: None required, unless there
is a[specific grouplyou want to analyze

e Organizational da

Download CSV from:
Effective manager query, from
In the Class folder




Workplace Analytic

Queries
Home

B Anaze Newquery  Results

Continue editing

Start custom query

g Group-to-group

Person-to-group Peer Comparison
D Settings e " ,

Network: Person to Persor

erload Manager impact

Build focus hours

Meetings duration query Meetings start time query

- @
inuit Microsoft Teams insights

Create a new query

You can create maximum of 20 auto-refresh queries. You have reached the limit, Please delete or tum off auto-refresh for at least one such query. Query results page

Queries > Person o reser [JOTRR
Bl Analyze
Queries Develop effective managers |
1
. Goup by Time perod

Exclusions
Neok - | Last3 months ~

2) Selected exclusions Y

o Select metrics

What do you want to know about these employees?

Meet

Dispiay Name

o

Meeting

Meeting hours wi... ~

Meeting hours w

Mesting hours

Meeting hours wi... ~

Meeting hours with mana

Home
~ Dependencies
w Analyze
Queries
Which measured employees do you want to include in your query results?
8 Pans

Employees

Add filter

Messured emploees: 2,326  Estimated fiter group: 155 ©

"
o Organizational data -

Which organizational data columns do you want to include for these employees?




Home

Bl Analyze

Queries

4

Analyze

Queries

8 Pans

g hours with manages

Meeting hours wi.. ¥

' Dependencies

o Select filters

Which measured emplayees do you want o include in your

Employees

Add filter

Measured employee

2,326  Estimated filter group: 2,326

Which organizational data columns do you want to include for these employees?

You can create maximum

# 20 auto-refresh queries. You have reached the limit. Please elete or tun off auto-refresh for at least one such query. Query results page

Queries > Person

Develop effective managers

Add a nai ptior
Group by Time period Exclusions
Weak - Last3m - G to 2

o Select metrics

What do you want to know about these employees?

Meeting hours -

Display Name

- Hour Meeting hours

manage




Workplace Analytic

) Queries

w Home

Bl Analyze New query Results
Querles

My results Al results

Peer analysis

& Plans Submitter Type

S Settings

X X X

e It'sin class folder.

Query Name

Develop effective managers

Catalyst Change Dast

Catalyst Change Dashboar.

Catalyst Change Dashboar

Catalyst Change Dashboar

Catalyst Change Dashboar

e [nterpreting raw query output.

Last updated |

Duration

Is Recurring

Status

=) Please delete or turn off auto-refresh for at least one such quenes below. You might not see all results due to limited nghts. Learn more

@|Interpreting raw query outpu:c'

Raw query data can be analyzed in a variety of tools including Excel, Power BI, R, and more

Row index Metrics

Each query returns one ] ! T v
row index per person, per
period. Personld Date Meeting_hours | Meeting_hours_with_manager |Meeting_hours_with_manager_1_on_1 |FunctionType LevelDesignation Supervisorindicator |Laye

T HIE 3C3E6AC37D1140FD128B) 8/4/2019) 1.75 0.25 0 G_and_A T Lead M: 3
The file will include any ,I ,I and J eam Lea anager
standard or customized

. o 3C3E6AC37D1140FD128/ 8/11/2019| 8 8 0 G_and A Team Lead Manager 3
metrics you specify.

—_— 3C3E6AC37D1140FD128) 8/18/2019| 3 2.5 0.25 G_and A Team Lead Manager 3

Your results will include any
organizational data 3C3E6AC37D1140FD12818/25/2019 075 0.75 0 Gand A | Teamlead Manager 3

attributes that have been
uploaded.

e Management and Coaching




40% of employees spend 1€
per week in manager 1:1s

Distribution of employees by weekly manager 1:1 time _

What insights do you see here?

Management and Coaching 282

i
42% of employees have!
less than 15 minutes of 1

i
i
i
manager 1:1 timeina | 1
week - § 685
: ! 109 79
0 <15 min 15<30min 30 <45min 45 < 60 min 1 hour + Why it matters

Total 17% 25% 34% 14% 5% 4%
Consistent 1:1 meetings help to develop

e Dot 10% ik Lot Bl ol ol ] | rapport between employees and their

Engineering 8% 16% E 33% 22% 15% 2% b managers, and are an opportunity
SRR T 3% 3%+ 20% |1 B% 3% | - 0% | i to discuss concerns, obstacles,
e $ i opportunities, and strategic direction.
i Product Mgmt 12% 25% 28% 20% 10% 5% i Z
1o T | [ B ; Past Workplace Analytics research has
{'"‘. Operations | ol 2% 25% 16% 1% 5% | shown employees who get twice the
N e 72% of Engineering  NUMber of one-on-ones with their

Operations employees employees have manager relative to their peers are 67%

have <15 min of manager >15 min of manager  |ggg likely to be disengaged.

1:1 time in a week 1:1 time in a wee|

(What Great Managers Do Daily, HBR)

e Excel Develop effective managers

@ Excel Analysis Activity: Develop effective managers

Using the results from the Management and coaching query, evaluate the
0 following?

*  What percentage of employees receive adequate 1:1 coaching?

*  Which organizations have the biggest opportunity for improving manager 1:1
coaching?

2 Exercises

know how to use Workplace Analytics Queries

| Final 15 minutesl

We will conduct a
walkthrough and discussion

Next 10 minutes

@ Download Effective
manager CSV form the

class folder

Determine whether you
can complete the exercise
without further guidance

“Effective manager exercise”

Lo
me

e Walkthrough and Discussion

Raw Query



G1 v [t £ || LevelDesignation

4 A | 0§ e D Ex ) | N S R |t | 9 | K | b | M | N CL I e (
1 |Personid  Date Meeting_hours Meeting_hours_iMeeting_hours_\ ype [Levense dsup Layer  Region  Org: IsActive gS! Work
2 3C3E6ACITDL 8/4/2019 175 0.25 0G_and_A Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
3 3C3E6AC37D1:  8/11/2019  7.883333333  7.883333333 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830
4 3C3E6AC37DL. 8/18/2019 3 25 0.25 G_and_A Teamlead  Manager 3us Customer Pacific Sta 75 TRUE TRUE 830 1
5 3C3E6AC37DL  8/25/2019 0.75 0.75 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 !
6 3C3E6AC37DL 9/1/2019 15 15 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
7 3C3E6AC3TDL: 9/8/2019 6.5 3.75 0G_and_A Teamlead  Manager 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 !
B 3C3E6AC37D1 9/15/2019 105 6.75 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE TRUE 8:30 1
9 13C3E6AC37DL.  9/22/2019 3 3 06G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
10 3C3E6AC37D1:  9/29/2019  14.86666667  14.86666667 0G_and_A Teamlead  Manager 3US Customer Pacific Sta 75 TRUE  TRUE 830 1
11 3C3E6AC3701 10/6/2019 9 85 0.25 G_and_A Team Lead Manager 3Us Customer Pacific Sta 75 TRUE TRUE 8:30 1
12 |3C3E6AC37D1:  10/13/2019 6.5 2 0G_and_A Team Lead Manager 3Us Customer Pacific Sta 75 TRUE TRUE 8:30 1
13 3C3E6AC37DL:  10/20/2019 6.25 1.25 0 G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
4 3CIEGACITDL  10/27/2019 5.5 3 0G_and_A Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 !
|3C3E6AC37D1:  11/3/2019 3.25 3.25 0G_and_A Teamlead  Manager 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 !
11/10/2019 5 s 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
17 3C3E6AC37DL:  11/17/2019 8 275 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
18 3C3EGAC37DL:  11/24/2019 2.75 275 0G_and_A Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
19 3C3E6AC370L  12/1/2019 0.5 0.5 0.5G_and_A Teamlead  Manager 3US Customer Pacific Sta 75 TRUE  TRUE 830 1
20 3C3E6ACI7DL:  12/8/2019 0 0 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
21 3C3E6AC37D1:  12/15/2019 0.5 0.5 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
22 3C3E6ACITDL:  12/22/2019 3.25 05 0G_and_A Teamlead  Manager 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 !
23 3C3E6AC37DL:  12/29/2019 1 0.5 ¥ Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 !
24 3C3EGAC37D1: 1/5/2020 5.75 25 0G_and_A Team Lead Manager 3us Customer Pacific Sta 75 TRUE TRUE 8:30 1
25 3C3E6AC37DL:  1/12/2020 0.75 0.25 0G_and_A Teamlead  Manager 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
26 3C3EGAC37DL:  1/19/2020 0.75 0.75 0G_and_A Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
27 3C3E6AC3701:  1/26/2020 8.25 7.5 Teamlead  Manager 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
28 20EEDBF30A1] 8/4/2019 0.25 0.25 Senior IC Ic 3us Customer Pacific Sta 75 TRUE  TRUE 830 !
29 20€EDBF30A1]  8/11/2019 8 75 Senior IC (4 3Us Customer Pacific Sta 75 TRUE  TRUE 830 1
30 20EEDBF30A1]  8/18/2019 9.25 75 Senior IC ic S Customer Pacific Sta 75 TRUE  TRUE 830 1
31 20EEDBF30A11  §/25/2019 0.25 0.25 Senior IC Ic 3us Customer Pacific Sta 75 TRUE  TRUE 830 !
32 20EEDBF30A1 9/1/2019 05 0.5 Senior IC ic 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
33 20EEDBF30A11 9/8/2019 175 175 Senior IC ic 3uUs Customer Pacific Sta 75 TRUE TRUE 8:30 1
34 |20EEDBF30A11  9/15/2019 8.25 .75 0.75 G_and_A Senior IC Ic 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
5! 9/22/2019 5.25 3 0G_and_A Senior IC Ic 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 1
36 20EEDBF30A1]  9/29/2019  15.11666667  12.86666667 0G_and_A Senior IC Ic 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 1
37 206EDBF30A1]  10/6/2019 1161666667  11.11666667  0.366666667 G_and_A Senlor IC 4 3us Customer Pacific Sta 75 TRUE  TRUE 830 !
38 |206EDBF30A11  10/13/2019 2 2 0G_and_A Senior IC Ic 3us Customer Pacific Sta 75 TRUE  TRUE 830 1
39 20EEDBF30A11  10/20/2019 225 15 0G_and_A Senior IC ic 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 1
40 | 20EEDBF30A11  10/29/8040m HE 275 0G_and_A Senior IC ic 3uUs Customer Pacific Sta 75 TRUE  TRUE 830 1
| Guidance] | 1. Raw query | 2aladate Average | 3. Assigntoabucket | 4. Calculate percentages | (&) 4
s
Power Pivot
Row Labels - Average of Meeting_hours_with_manager_1_on_1
100 48077 0.384615385
J6FBS8FCS! 0.028846154
o
A30 Value Field Settings ? X
799A17FAC 7c 20845225
|/} - FDIF D68 Source Name:  Meeting hours_with_ manager_1_on_1 I
) A BBCCASSFIF Custom Name:  Average of Meeting.hovurs. with_mansger_1_on_{
1| 0oc OCF6ACB2AB2EOCEBOEFBACICCAZ71 I
: wy Summarize Valoes 8y Show Values As I
3| 013A867C0CSOEBFCFC B04SC Summarize vaiue fleld by
) BZARIGED o i
$]0184035C7AC data from the sefected feld
5 7A1 Sum ~ i
7oL C01C 333E0EB1
Houmeosaene ocussen [ r— ;
3 0101 7143C B
1|01e33c5A68F2¢F 183BE28CCOCS6C :0688CES [ Product v :
1 01F 9ATC §
3 cC 1 2246
3 7CTAEBCTAC 3 Bomber format o] o
+10250022146CEOA7AC6BA3B0CIDFET1E29234ECBBI609F 752CC2EE1CIADBEFFS0 viazesvrere : s
il 14488534C088655C9B862 0.269230769
5 C6F C639 0134615385
2l A624F7C48 766483 0.317307692
il FFOC 0.336538462
3/028A047C 8E067611132B2FEAICF2CC22F 2C25EC8646A3 0.192307692
3| 02CSAEESDCA02C9CI8503 CAS1 0.614102564
1| 02DESCACI2F 0.288461538
2 8843CFEDDE’ 3356 0.057652308
3 1378C41 ABSC 0.519230769
£ 10324341C D3B600CES2CST6CADATIB226C! ] 0.259615385
5 033CF791: 75¢ 3912F 1
£ c 23¢ 0.067307692
Al 0.326923077
3 1F71EC 12656 0.412461538
3 03DC 0.125
3 0404708 6368750 0.365384615

N - .
| Guidance | |.Ra-qu«y]l 2. Calculate Average l!.Ass:qnmabudn | 4 Cakulate percentages | @)



LS
»

| PersoniD
|
[} BS8FCS:
+
D
§ 799ALTFAC x
v" D68
il CASSF7F
1 looc e
0 00EEBB1E4C 0
1 -CFC
2] B2AA160
3 4
‘;
5
6 BOA0G4C 83BFCGFED
7]
8 01E33C5A68F2CH 1838E28CCOCS6C CES
THEBCTAC ce
F90
o ce3s

2.<15min

0.125 Financial Planning
0451923077 Finance-South 3.15<30min

0.125 G&A South 2.<15min
0.182692308 Finance-West 2.<15min
0480769231 Finance-East 3.15<30min
0.567307692 GBA East 4.30<45 min
0278846154 Facilities 3.15<30min
0.394230769 Human Resources 3.15<30min
0538461538 Biz Dev 4.30<45 min
0.067307652 Finance-Corporate 2.<15min

0.267348718 Inventory Management 3. 15 <30 min

0.048076923 Finance-East 2. <15 min
0.076323077 Finance-West 2.<15 min
0 Finance-West 10

0.25 Biz Dev 3.15<30min
0.596153846 Finance-West 4.30<45min
0.105769231 Facilities 2.<15min
0.192307692 Financial Planning 2. <15 min
0.269230763 Finance-Corporate 3.15<30min
0.134615385 G&A Central 2.<15min
0.317307692 Biz Dev 3.15<30 min

0.336538462 Inventory Management 3. 15 <30 min

bith manager per week

ol
1l
2]
3
¢
5]
8
7|02AA047CBIB 10885 CEE067611132B2FEAICF 2CC22F PAFBEDTESCC2SECE646A3 0.192307692 Inventory Management 2. <15 min
8 0.614102564 Facilities 4.30<45min
) 0.288461538 Facilities 3.15<30min
o 0.057692308 Finance-Corporate 2. <15 min
1 "A8SC 0519230769 Finance-West 4.30<45 min
2 0 0.259615385 IT-East 3.15<30 min
3 033t 1G&A Central 6.1hour+
4 0.067307692 G&A Central 2. <15 min
5] 0.326922077 Facilities 3.15<30 min
L CSE 0.413461538 IT-Corporate 3.15<30 min
7 030C! 0.125 Inventory Management 2. <15 min
8 6368750 0.365384615 Finance-West 3.15<30 min
9 0.548076923 G&A Central 4.30<45min
o P 0.094871795 IT-£ast [=7125 min
Guidance | 1.Raw query | 2. Calculate Ave | ® <
&) Add.ins loaded successtuly @ Oupiay Settings | B8 (B -
a Addin dll - W %
. e - i
H of s @~ LS - e
Charts i Tours Sparkiines Filters |

um - X v =IF(82=0,"1.p",
1F(B2<0.7p,"2. <15 min",
IF(82<0.5,"3. 15 < 30 min",
IF(B2<0.75,"4. 30 <45 min",
IF(B2<1,"5, 45 <60 min",
"6. 1 hour +")
m
o | IFflogical test,  H_true] [value__false]) o "
_PersoniD | average of Meeting_hours_ with_manager 1 on_1 Organization A meeting hours with manaj er week
oac isic AR e
6FBS8FCS33F. 1620 0.028846154 IT-East 2. <15min
DAB931A025E1DA3F73388CA5A23B8814 0.365384615 Customer Service 3.15<30min
i A30 —
Zooszssumeacmamm 7C 20845225 0.451923077 Finance-South 3.15<30min
1 71A FD9F7000A 068 0.125 G&A South 2. <15 min
i 2792C 4CD9A27131CBBCCASSF7F 0.182692308 Finance-West 2.<15 min
100c COCFGACB2AB2EQC 84ACICCSA271 0.480769231 Finance-East 3.15<30min
1 BF (] 0.567307692 GRA East 4.30<45min
;Ol:ml\.wmrui. 9B3EGEE B0O49C 0.278846154 Facilities 3.15<30min
| AFSS5 B2AA16D 0.394230769 Human Resources 3.15<30min
! 7AC ¢ 201 DE 0.538461538 Biz Dev 4.30<45min
i 212163€; \6C27A1 0.067307692 Finance-Corporate 2. <15 min
o1a C01C 333£0EB1 0.267348718 Inventory Management 3. 15< 30 min
_' BOADGAC AC83BFCGFED 0.048076923 Finance-East 2. <15 min
10101 7C 7143C 0.076323077 Finance-West 2. <15 min
|01E33CSAGBF2CF 183BE28CCOCS6C 06B3CES 0 Finance-West 1.0
01F. 1 9ATC 75466 0.25 Biz Dev 3.15 <30 min
248F 807008 CDCA C1 1F 0.596153846 Finance-West 4.30<45min
B7C74EBC74C CE 0.105769231 Facilities 2. <15 min
10250022146CE0A7TAC68A3BOCIDFEI1E29234ECBBBG0IF752CC2EEIC3ADBEFFI0 0.192307692 Financial Planning 2. <15 min
i -088655C9B862 0.269230769 Finance-Corporate 3.15 <30 min
i C6F 10240E4F 7BD9! 639 0.134615385 G&A Central 2. <15 min
i 7CABF. 766483 0.317307692 Biz Dev 3.15<30 min
_‘ FFDC A4 0.336538462 Inventory Management 3. 15 <30 min
02A, 8E06761113282FEAICF2CC2F 2C25EC8646A3 0.192307692 Inventory Management 2. <15 min
02CSAEEGDCAD2CICIB50377093232ACCA5174DFDI1BATOEI67163377FABL0D6D 0.614102564 Facilities 4.30<45min
(02DESCACI2F73. 1 219798BF 0.288461538 Facilities 3.15<30 min
02F 4216F 8843CFEDDE 23356 0.057692308 Finance-Corporate 2. <15 min
13FBCAL ABS(C B19141 0.519230769 Finance-West 4.30<45 min
032A341C D3B600CE42CS76CADA79B226C 0. IT-East 3,15 <30 min

0
| Guidance | 1.Rawauerv | 2. Calculate Averace | 3. Assian to abucket | 4. Calculate percentages | +




A7 > S || Customer Service
4 A L ¢ | o | E T |- (A E [ ) Lok ] e | om | N | o | e | @i |
L 4
! t:nummo Columy ~
<1Smin 3.15<30mif 4.30<45min 5.45<60min 6.1hour+ Grand Total Labels v 10 2.<15min3.15<3014.30 <4515, 45 <600 6. 1 hour +
s B 13 4 155 Biz Dev 0% 3% a1% 8% 3% 0%
1 CEO 100% 0% 0% 0% 0% 0%
a9 B 31 10 1 155 Customer Service 1% 32% a% 20% 6% 1%
 Facilities 7 B 2 1 155 Facilities 1% 8% 37% 12% 1% 1%
T 56 -3 Finance-Corporate 0% 36% 48% 14%
10 Finance-East 1 55 7 6 155 Finance-East 48% 12%
11 Finance-South 61 n 4 1 155 N " .
12 Finance-West 2 63 58 7 155 Finance-West 1% 1% 37% 16% 5% 0%
13 Financial Planning 1 81 59 2 155 Financial Planning 1% 52% 38% 8% 1% 0%
14 G&A Central a3 67 6 1 155 G&A Central 0% 28% 43% 25% 4% 1%
15 G&A East 58 62 4 155 GRA East 0% 37% 40% 20% 3% 0%
16 G&A South a 58 63 3 1 155 G&A South 3% 37% a1% 17% 2% 1%
17 Human Resources 46 59 6 1 155 Human Resources 0% 30% 38% 28% a% 1%
18 Inventory Management 1 6 68 1 155 Inventory Management 1% a% aa% 14% 1% 0%
19 T-Corporate 1 52 kel 6 155 IT-Corporate 1% 34% 48% 14% 4% 0%
201IT-€ast. 3 88 _30 1 155 IT-East 2 ST 32% 8% 1% ___ %
21 }MTN 17 923 964 66 6 2326 Grand Total 0.73% 39.68% 41.44% 15.05%  2.84%  0.26%
22
2|
2
25
Draw  Pagelayout  Formulas  Data  Review Vien TR mnmru e ——
~E- N~ & .
BBDY Qe Boss @ Dme | 7 OTENQ G R s i
P-cl:ns 9\:95 lcons. Moi . O My Addins ~ \C:;::; [ People Graph R«o:mh::sded O L:- M:ps PwolVCMn sz Line Column m/ Sticer Timeline nk Comment
Mustrations Add.ins Charts & Tours Sparkiines Filters Links. Comments
a - fe || 2.<15min
i A | 8 (= ) E | F | @& | W | ¥ ) Lok | & | ™ N | © P | e | R | s
] ab Countof Personid  Columi ~
IMM r 10 min 4.30<45min 5.45<60 min 6.1hour+ Grand Total Row Labels v 10 2.<15min3.15<3014.30<4515.45<60 1 6.1 hour +
|Biz Dev 63 13 4 155 Biz Dev 0% as% a1% 8% 0%
\cE0 1 ceo 100% 0% 0% 0% 0% 0%
| Customer Service 63 31 10 1 155 Customer Service 1% 32% a% 20% 6% 1%
[Facilities 58 18 2 1 155 Facilities 1% a8% 37% 12% 1% 1%
 Finance-Corporate 56 74 21 4 155 Finance-Corporate 0% 36% 48% 14% 3% 0%
) Finance-East 1 55 74 19 6 155 Finance-East 1% 35% 48% 12% 4% 0%
I Finance-South 61 n 18 4 1 155 Finance-South 0% 39% a6% 12% 3% 1%
2 Finance-West 2 63 58 5 7 155 Finance-West 1% a% 37% 16% 5% 0%
§ Financial Planning 1 81 59 12 2 155 Financial Planning 1% 52% 38% 8% 1% 0%
£ G&A Central a3 67 38 6 1 155 GEA Central 0% 8% 43% 3% 4% 1%
5 GA East 58 62 31 4 155 GRA East 0% 37% 40% 20% 3% 0%
5 /G&A South 4 58 63 26 3 1 155 G&A South 3% 37% a1% 17% 2% 1%
T |Human Resources 46 59 43 6 1 155 Human Resources 0% 30% 38% 8% a% 1%
3 Inventory Management 1 6 68 2 1 155 Inventory Management 1% 4% 4% 14% 1% 0%
3 IT-Corporate 1 52 75 2 6 155 IT-Corporate 1% 34% 48% 4% 0%
2 M-East — 3 88_ 250 13 1 _155 JT-East 2% S7% 32% 1% 0%
I]@-I'I‘M 17 964 350 66 6 2326 Grand Total 0.73%  39.68%  41.44% 284%  0.26%
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40% of employees spend 1ess than 1> minutes

per week in manager 1:1s

Management and Coaching 282

Distribution of employees by weekly manager 1:1 time Insights

What insights do you see here?

i
42% of employees have!
less than 15 minutes of 1
manager 1:1 time in a :

week y 685
i 287
: 109 79
B 15<30min  30<45Smin  45<60min  1hour+ Why it matters
Total 17% 25% 34% 14% 5% 4%
Consistent 1:1 meetings help to develop
(GlomegSupport 10% i) st e b S B 2% rapport between employees and their
Engineering 8% % 1 33% 22% 15% 2% managers, and are an opportunity
fedes | % | 3% L 20% | 1 w% | % % | | to discuss concerns, obstacles,
e AT T P S : i opportunities, and strategic direction.
Product Mgmt 12% 25% 28% 20% 10% 5% i X
R T [ e ! Past Workplace Analytics research has
Bperatons S 125 . A, 25% 16% dix 2% i shown employees who get twice the
. ; 72% of E number of one-on-ones with their
gpﬁr‘;:‘gf‘f:;ﬁcﬁfsd oites v manager relative to their peers are 67%
have <15 min of manager 1>115:.':‘I: Iﬁfam;::fe’ less likely to be disengaged.
R (What Great Managers Do Daily, HBR)
L]
[ENEE)EA | | Stop presenting
Develop effective managers
Open Discussion:
How did the exercise go?
How can you use person gueries to analyze manager effectiveness?
Are there any questions or comments?
L

Watch the Expensive Meetings training video

e Custom queries

Understand meeting metric basics

Build an “Expensive Meetings”

Objectives meeting query

Communicate expensive meetings based on low-
quality indicators

e Use case overview


https://aka.ms/ExpensiveMeetings

Use Case Overview] Expensive Meetings

Most Expensive Meetings provides leaders with visibility into costly meetings in the organization and gives
them a simple, actionable insight and the opportunity to weigh in to ensure that time investments are aligned
to their objectives for the team. Expensive meetings can be calculated in terms of time and actual cost.

List od “Expensive” meetings:

(s ) L o )
Selected high impact ings with high multitasking rates
recurring meeting total hours are summed
Errialis Sent per
Attendee Hour
Daily Standup Call 232 36
Weekly Customer Review 209 33
Pipeline Review 197 31
Design Brainstorming 173 29
Training Development 103 27
Analytics Office Hours 278 27
Biweekly Report Review 167 24
Excellence Forum 245 23
Sourcing Weekly Sync 109 22
Operations Review 118 21
. J/
|
Expense in hours and
multitask rate

Meeting queries

Meeting Queries

Use a meeting query to analyze data from the meeting'’s point of view. Use meeting queries when you want to
understand the relationship between different meeting attributes.

- Meeting queries return a row-level list of single
Use the meeting query td: meetings.
* Analyze metrics based on meeting Each row includes:
attributes, such as duration, *  Meeting ID
subject line, or if the meeting is « Start Date and Time
recurring * | Duration Hours
. . . « | Is Recurring
» Examine meeting metrics based on « | Is Canceled
FEEEEEEEEEERE] organizer, attendee, and invitee + |_ Number meeting rooms reserved
Stefaefatafatefatapatefatas attributes « Alias of meeting room primary SMTP
oooocC—oooo0 o - o
+ Use metrics such as attendees - bti'. “"“."IE ebnaleSenttudag-Masing
multitasking to identify and Subject line y
SRS Total Accepted/Declined/No Response
streamline inefficient or low-
uality meetings Total .Nurnber qf Double-_Boqked _
q +  Meeting organizer organizational attribute
+ Standard and customized metrics you specify



@ Metric Definitions — Expensive Meetings

@ Attendee Meeting Hours _E_Emausjen.t_nunng_meetmgs_

otal number of adjusted meeting hours for all Total number of emails sent by all participants
attendees. during all meeting hours

Meeting queries focus on the meeting as the Dividing this total by the total attendee meeting
main entity and report on the various hours vields the multitask rate for the meeting
meeting attributes. High multitask rates are an indicator of low-
This is different from person queries, which is from quality meetings.

a person perspective. Because the two query types
have different purposes, their output differs.

8&& Attendees

Total number of people who attended the meeting.

Includes attendees with non-deleted calendar
activity including “free” and “busy” events.

Customize a base metric in query

@Customizing a base metric in a query |

Metrics can be modified for custom calculations

o Select the base metric I Atiencee mee.. v Hour Customer Service Attendee meeting hours

e Select the edit icon

v || equais

o Customize the metric

Activity: Identify expensive meetings



@ Activity — Query Exercise: I_de_ritify Expensive Meetings

I www.workplaceanalytics.office.com I

Select Meeting Query

Choose metrics, filters, and organizational
—attributes

o Select metrics:
+ Attendee meeting hours
+ Attendee meeting hours (filtered by organization)
* Attendees multitasking
+ Emails sent during meetings

o Select filters: None required, unless there
is a specific group you want to analyze

o Organizational data: Select all

Download CSV:
Expensive Meetings query, from
In the Class folder

Ee

) Workplace Analytics

Queries

s Analyze New query  Results

Start custom query

(&2
H

Start from preselected filters and metrics

= w -
Collaboration overload Manager impact

e 1) Name the query, select time, type of metric, type Customer Service Attendee meeting in
pencil icon



Workplace An:

Queries > Meeting

Analyze
Effective Meetings

Queries Ad

Time period

Exclusions

lAuto-refresh @ to 2)s

G Select metrics

What do you want to know about these meetings?

° Select filters

Add filter and choose any organizational data

Reset | (@) Run

=

° Select metrics

Bl Analyze

Querles What do you want to know about these meetings?

Facilities

Finance-Corporate
Finance-East

Finance-South

Finance-West

Financial Planning
Customer Service Attendee meeting hours where

\
_
N

© Add fitter

G&A Central

Attendee meetin.. ¥ Attendee mestina hours

Add more filters such as Attendees multitasking, Email sent during meeting etc




dd

o Select metrics

What do you want to know about these meetings? (0

*
Emails sent during mee

Base Metric

Emails sent durin... ~

Attendees multita.. ~

Attendes meetin... ¥

Attendee meetin.. ~

Type Display Name

Count Emails sent during meetings

Count Attendees multitasking

Hour Customer Service Attendee meeting hours
Hour Attendes meeting hours

Nl S | N
e 2 & 2

° Select filters

Which meetings do you want to include in your query results? ()

® Add filter

Select Organizational data

i

Que
° Select filters
Peer analyss

Plans

B Settings ~

° Organizational data

o

Select all =

‘ude in your query results? (D
Domain ,{'_’j
FunctionType

LevelDesignation

Layer

Regicn
Organization

2id

GroupNum
izational data columns for the meeting organizer do you want to include? (0

MName
0 out of 29 selected




meetin.. ¥ Hour Customer Service Attendee meeting hours

Home
Bl Analyze b Hour Attendee meeting hours
Queries
° Select filters
21d

ude in your query results?

Plans GroupNum
GroupName
Settings
HireDate

attainment
Supervisorindicator
Number_of_directs
o Organizational data

ADO_PersonSK @

AD

Personindicator izational data columns for the meeting organizer do you want to include? @

[(Clear ai

J
— T—

e Download as CSV

Queries
) Home
I Analyze Newquery  Results
Queries

My results JAll results Update list

Peer analysic

L Plans Submitter Type Query Name Last updated | Duration Is Recurring Status

B Settings
Expensive meetings m of . for quer :
Develop effective managers 3m off (@] J > |

Catalyst Chan,

2 Catalyst Change

Dashboar

Q Catalyst Change Dashboar

X o]

e Or Copy Link in Power BI.

e Importing a CSV into Power BI



Importing a CSV into Power Bl
G (o & (HiE

Get Excel PowerBl SQL Ente
datav datasets Server data

Common data sources
1

Open Power BI (@ Excel

6% Power Bl datasets
I:'f_v Power Bl dataflows

The table will load for 8 oataverse
analysis - [® sat sener

Select Get data> Text/CSV

,‘ [% Analysis Services
[}y texvcsv

:[EWeb

" I__E OData feed

]

[Er Blank query

e Fee

Customizing filters

Metrics can be customized

For example Attendee
meeting hours can be
customized to show meeting
hours where the
organization of the attendee
is customer service

e Activity Power Bl Analytics Activity



@| Power Bl Analysis Activity] Identify expensive meetings (gt

€@ Create a list of expensive meetings
* Identify the subjects of the top 10 most expensive meetings
+ Identify the total attendee meeting hours sent during each of the meetings
* |dentify the number of attendees multitasking during each of the meetings

Note: If you don't have the Power Bl application you can try this activity in another program or Excel

How well do you know how to use Workplace Analytics Queries

irst 5 minutes Next 5 minutes Final 20 minutes
Determine whether you If you are stuck reference the Complete analysis to
can complete the exercise “Expensive Meetings Power BI” complete to the questions
without further guidance file

Expensive Meetings discussion

Open Discussion:

How did the exercise go?
How can you use meeting queries to analyze expensive meetings?

Are there any questions or comments?

References

2. www.workplaceanalytics.office.com
3. Microsoft Learn (Module 2)
a) Ways of working assessment module

b) Discover Microsoft Workplace Analytics module
c) Ways of Working Assessment module
4. https://www.aka.ms/AssignWpALicenses

https://www.aka.ms/wpatrust
aka.ms/ost

aka.ms/dpa

aka.ms/onramp

® N o,


http://www.workplaceanalytics.office.com/
https://docs.microsoft.com/en-gb/learn/modules/workplace-analytics-ways-working/
https://aka.ms/discover-wpa
https://docs.microsoft.com/learn/modules/workplace-analytics-ways-working/
https://www.aka.ms/AssignWpALicenses

Global Benchmarks

Boost employee engagement

QD  Workplace Analytics

Workplace Analytics is becoming part of Microsoft Viva. Learn more about Microsoft Viva Insights

| @ Home

Analyze v

Home » Boost employee engagement

£ Plans

Controls

B8 Data sources ~
Supporting evidence |+ Download PowerPoint

£ Analyst settings

[d  Analystusage Promote coaching and development

Manager one-on-one (1:1) time can improve engagement and job performance, while a lack of manager coaching an cause employee disengagement and attrition.

5 50/ Distribution of monthly 1:1 time
o with managers
Of emp|0yee5 haVe |eSS Percentage ot employees

than 15 minutes of 1:1
time with their managers N H H

Supporting evidence
pportng 0-1 hours T+ hours

How we define one-on-one meetings (O Meetings with manager 1:1

1. Promote coaching and development
Employee engagement does more than boost s productivity Engaged employees do more
than boost productivity (microsoft.com)
If Employees are engaged then Organizations will get 22% higher productivity

o Distribution of monthly 1:1 time with managers What Great Managers Do |
Microsoft Workplace Insights

Employee engagement scores and Motivation is linked with manager. 70% of an
employee’s engagement is influenced by his or her manager.

1-1 meeting would really help.

Recommended 1 hour per month.

Increase frequency of coaching

©Q  schedule recurring 1:1 meetings

Require managers to meet with directreports for 30 minutes at least twice 2 month and hold them afcountable
osl

Q :1 meetings, but stay flexible
i that e on deussion po
®) coaching with MyAnalyti

tically schedule 141 time, recei

AR Focus on groups most impacted by a lack of coaching

IT-East Financial Planning Biz Dev
103 97 93
of 155 people of 155 people of 155 people

Explore the stats

2. Prevent employee burnout - Help your team achieve work-life balance, even when you
can’t (microsoft.com)
Nearly half of human resource leaders reported that employee burnout accounts for 20-50



https://workplaceinsights.microsoft.com/productivity/employee-engagement-does-more/
https://workplaceinsights.microsoft.com/productivity/employee-engagement-does-more/
https://workplaceinsights.microsoft.com/productivity/what-great-managers-do-daily/
https://workplaceinsights.microsoft.com/productivity/what-great-managers-do-daily/
https://workplaceinsights.microsoft.com/employee-experience/help-your-team-achieve-work-life-balance-even-when-you-cant/
https://workplaceinsights.microsoft.com/employee-experience/help-your-team-achieve-work-life-balance-even-when-you-cant/

percent of their companies’ annual turnover.

40 % of our creative ideas come when we are taking breaks or allowing our minds to
wander

Q

Help employees disconnect

Add working hours to email signatures

Encourage employees to add working hours to their email signatures to help manage of others.

Learn more

Alternate meeting time zones

Alternate the time of global meetings to become more inciusive and minimize after-hours

Learn more

Use MyAnalytics to

| di
9 ployees to

Use the delay of email delivery feature when sending after-hours and weekend emails.

Learn more

3. Drive employee empowerment

4,

e}

o O O O O O

your team manage its time well is a critical factor
Set an example

Set Goals

Clarify expectations

Encourage open communication

Give team members autonomy

Rethink meetings

Focus on groups most impacted by after-hours work

Inventory Management Human Resources G&A South

99

of 155 people

98 88

of 155 people of 155 people

[Eup‘oulhuslau} Explore in Power BI |  Plans

Research Average of 30 minutes of 1-1 with you and your manager every 2 weeks

Increase information sharing

Say no to meetings

When managers decline meetings that they don't need to attend with a brief explanation, they empower thel
model healthy habits.

Learn mare

Use Teams and OneNote to share meeting notes

Employees can share meeting notes, including decisions and action items, with their managers 35 an alterna
informed.

Learn more

Enable insights for managers

Workplace Analytics 1o managers to identify ways to improve team behavior.

Learn more

Focus on groups most impacted by manager co-attendance

Finance-West G&A Central Finance-East
105 105 105
of 155 pecple of 155 people of 155 people

f employ

e way t

Explore the stats

Improve team cohesion High-performing teams need psychological safety: Here’s how to
create it - % (microsoft.com)

o

There’s no team without trust


https://workplaceinsights.microsoft.com/productivity/high-performing-teams-need-psychological-safety-heres-how-to-create-it/
https://workplaceinsights.microsoft.com/productivity/high-performing-teams-need-psychological-safety-heres-how-to-create-it/

o Approach conflict as a collaborator, not an adversary

o Speak human to human

Strengthen team connections
T Hostinformal gatherings
o s
D) Use MyAnalytics network features
A8 colagans 10 the “mgorand g st in MyAnlyscsand gotremiecrs £ most reguliry 12 reinorce connechcns.
s mare
& swengthen connections with Micrasaft Teams
e A 0P e, SRR o A 0 G038 RSSO T, BrsRatCATIng s e GG
"
A Focus on groups most impacted by team cohesion
Fociities Customar Service Finance-Wirst
m of$1 team: 51 ream

Enhance Organizational Resiliency

1. Protect Employee well being - After-hours Collaboration

= Comoan - WP Pubie Deme.
Sep 12,2001 - Mar 5, 2022

- Enhance organizational resiliency

© vome
. Resilence depends on having the right insights. systems. and taoks to respond to sudden changes.
e recover from disruption, and re-imagine the future for your organization. Learn more 7 levels

8 rem Sepporing exdence & Domnund ot o eag oo s Oy g
ot Protect employee wellbeing

ES Oots soumces Rapid shits  was e y e b, T hour tor of bumout rak.

z . 3 90/ Distribution of weekly after-hours Take action

PR ] collaboration

Help employees disconnect

of employees are warking Fercertage of emyee
after hours for more than -

five hours each week H H [ s o ivigns > |

You have 3 recommended action(s)

Supporting evidence

e et afes hesas slisboration £

—
Practice empathy
Du One-gn-one (1) time measares how much time.
o “
) 5 5 (y Distribution of monthly 1:1 time Take action
b (o} with mananare

testff
Nearly half of human resource leaders reported that employee burnout accounts for 20-50
percent of their companies’ annual turnover. 40 % of our creative ideas come when we are
taking breaks or allowing our minds to wander



