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3 steps to provide visibility at hybrid workplace
@ Define work
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@ Track and display work
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@ Communicate
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Clarity is key
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Clarity is key

3.95X

Employees with clarity about work
priorities are more likely stay at the
company for at least two years.

711X

Employees with clarity about

work priorities are more likely

to say they rarely think about
looking for a new job.
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3 steps to provide visibility at hybrid workplace
@ Define work

22| 7} Bj0f BH= ZIR L0| ZAQIX| HO|5HA K.

@ Track and display work

A AN = ol O E=Eo
7(|')K|_|O| —,—%'jo}_ﬂ Ajl\t HT = =

| =0t0] 7FA[H 2 2 £HE|orA]| K.

@ Communicate

BHESIZ YR 2SS .



Microsoft Planner + Teams

TeamsO| A =HE A/ LA O A A2 T =9 K&

QXL of el A& HE

818 PM g 1
Lee Gu 7| ¥ 2% Abg AC)|O|

: £ "HEtC 21|
Web | Frontend Hardware Wet Software | Frontend £ SHEFU

@ Polls(FH|: Megan Bowen) 8:19 PM

Ha x

Megan Bowen & & Z A

@ s $0
Hardware

) O [ereso) 22 sete A B2 HHolE F

Software Backend 7'

O EAMOIE]IZZRHE 7|3 O [BIEY] HE 258 2 E2E e

Web | Frontend E 1031 H 0| H|O|A 7= ® 0| 27H 11A|7}%]

O [JAOIE] Tl xpQl 0t ) OjY 2% 4A|THE|
ool HO|X| CIX

SEHE

@Pous[ﬁil.m 819PM COIEE

0 273 114]

| 100% (2)

e 2% 4A7HX] 0% (0)

2l 8%

2 O & B




3. Microsoft Planner



o
O
|El
H
i
m
_Ilg
Jd
U
4
%

Microsoft &t

x 11— - (i
HAL/
T2HE E |
El Project &
Portfolio Management

v




Microsoft Planner= E%5FE1-T'— =0

O{C| M 2L E| A|Et5}H
8712’

I

E £ Planner® &t2|SIA X} St

Af Z2
A D2 A}



Microsoft Planner A|&F5}7]

1 ZRHE A A

ii

3. 7| 2 Ground Rule ™ 9]

NS

4. Planner A2 2 2]




Microsoft Planner A|2F5}7]

Step #1.

om

o
>

L E

Sales and Marketing

Remote living

Contoso marketing
Communications

Design

SOC Team

Contoso

Mark 8 Project Team

U.S. Sales a
Digital Initiative Public Relations
Retail

wiofzalg

=

EER R

"B AT RO xE

M olg

| 2= AR HH =2 5

BE AN HE SF0M 0| AHE S AS2E EAIZLCL

L
ZEHE NS



Microsoft Planner A| 2o} 7|
Step #2. Microsoft Planner & =7}

A JbSHL| L}
n Sales and Marketing _I_

“ Remote living

B corometeng |27, Planner ¥ To Do B8 X|&E|E Tasks “Planner gql To DO%
. Communicatiane I:Sks% }%j %i;';ﬂner #ToDo e EX%O% e - o L 1/}
< A B Ao e FEos Ao8 BEa,
DS 20| BN T XA TSR, OH X| _'_‘I El TaSkS
{1 AMst "

- ; ﬂ,* =S =7}k C}.

Planner

@ Mark 8 Project Team

] X E =
:ja::rm:r MedxPlanner gl:t::‘iirti:s Plandisc Planit .:‘ ol Elo| 7| = A2 A2 e P | a r] r] e r O-I =
Ol 24 St | |-

U.S. Sales
. O Uil 71E A0l s A ESHCL Bo2 o5t E 7| Al 2 dEotA|

=

Digital Initiative Public R

Retail

pis} 2t g S 2o AlAl




Microsoft Planner A|&F5}7]

Step #3. Z == Ground Rule 9|

= Ground Rule

HzlEE 188 v EE

Ax|L|of~E

+ e : =)

=

o

&

N
0%
1o

Web | Frontend Hardware E
O zzge 7" HE Am Ay

= 1 %S

& %
o
lo

O el Holxl 7|

) HE Ml Holx| 71

) ZH Ho|X] 7|

50
w e

In oX

10 Q@
1A
0x

@ Qo3 Hardware I _I
) O ==z=eg A% o
Software

Web  Frontend 1031 L P O Hole

CIRpel Z= o
(O oiel Holx| cixtel 09.02.
ZHE S HO[X| ElAHRI

(O ZH HoIX| gixtel
@ Qo3

08.31

( 7 3. Software

4. Frontend
5. Backend

O 6.MKT

it



Microsoft Planner A|&F5}7]

Step #3. Z == Ground Rule 9|

[uE!

%= Ground Rule

Web | Frontend

02
o
lo

O A= 4H HolF 7|2

w e
In ox

10 1Q

Oz Holx 71

I:II:I&
T
N
0%
10

o 1A

il
0x

@ Qo3 Hardware

) O zz=ely A

Web  Frontend 1031 L P O dole
O

Software

»
s

N

rx
A
£

09.02

AR TVRNY NN
2 4o

o U
oy
= W

Rhl

3.201&
O 1.Web
(O 2. Hardware

O 3. software
(O 4. Frontend
ﬁt 5. Backend

O 6.MKT

it



Microsoft Planner A|&F5}7]

Step #3. Z == Ground Rule 9|

4 == Ground Rule

ojgez g% ~

D Hardware D Software D MKT

+ el + =z

o

&
N
0%
I

Web  Frontend Software  Backend Software

O oixrer z=ot - O Hole Hjoj~ 2= ! QO dlole

HEH] A Agw Mee

w0
o
1o

O ®e Holx Xt

w e
In ox

-

O == &M HolA| dAtel 09.02 O ot ol 09.02

O ZH Ho|x| clxtel

a

L]
%" g
L]

A A
17
0%

L

Web  Software | Frontend

10 @

@ @ous Hardware

@
I
0

=
ug
oo |H

0831 ) O zz=setg Mz

XL

o
N
o
At
1
i)

Web  Frontend

Izl

T

Im
y

e

O zZ=gey & 1031

©

O gl Holx 712

HE &M HOIA 7|2

@D
3
&

O zZH Ho|x| 712
@ Qs

Frontend

it



Microsoft Planner A|&F5}7]

Step #3. Z == Ground Rule 9|

O 1.Web

O 2. Hardware
O 3. software
(O 4. Frontend
ﬁt 5. Backend

O 6.MKT

Frontend X

2022.04.04.

o=

A S5 03

O ol Holx| 7|=

) 0X

O HE gH Holx|

O ZH Hojx| 7|=

e

=
=
X

@ Y=
713

2022.07.29.

AR

T
N

s
1)

L

1031

IQEI H
>||§
10 1@

0

Software

O dole

09.02

oz
I

w e
In ox

2= Ground Rule

10

13
0x

T
IT



Microsoft Planner Dem



4. Microsoft Planner 22 A}Z



Microsoft A2l - HR 22 & Eejj4

A LAALE ?lTt M3 AEE MSEL L

HAEZ 89 v #H v 5=

(O Don't edit this planner here!

Please don't edit planner here. You can

create your own planner after you copy this

planner

New Hire
(O How to use this planner

@ How to use onboadring planner

21

Manager  Onboarding Buddy

(O Manager & Onboarding Buddy

Please use this planner to assign and track
onboarding tasks of New Hire,

Day 1 - Welcome!

+ st

New Hire HR Team
(O Welcome Session @ HR

C@> Firstday session

21

New Hire

O signing Activity
Sign on your (1) Employment contact (2)
Personal information agreement (3)

Corporate card app

21

New Hire

O Workplace Set Up

Reach to RE&F

New Hire

(O Technology Set Up

Week 1 - Get Familiar!

+ =yl

Onboarding Buddy ~ New Hire

8] Welcome Meeting @ Onboarding
Buddy

Suggested conversation topics to help you

prepare for your first 1:1 meeting with your

onboarding buddy

21

Manager New Hire

o) Conversation with your manager
(Week 1)

Understand your business role when you
have conversation with your manager

21

New Hire

(O Stakeholder meeting

New Hire

(O Get familiar with HR WEB

21

Month 2 - Let's Settle Down!

+ =g

Manager New Hire

0 Conversation with your manager
(Week 2-4)

Help your manager work effectively with
you

21

New Hire
(O Compliance Training

Check compliance meeting schedule

21

Manager New Hire

(O Connect for Co-Priority

Use it to complete your Connect form and

to guide your Connect discussion
21
New Hire  HR Team

(O KOREA NEO (MS Korea 101)

New Hire  HR Team

(O APACNEO

3 Months - E

+ =

New Hire
O McCAP

Please 1
(3 days,

0 21

New Hire

O Role-B

Check ¢
experie

21

New Hire

O Requir
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Power Bl €0| Contoso Operations > Strategic Initiatives @) Newlookoff ./ @ & N 4

File v Viewv Editreport O Refresh 52 Pinalive Page @ Comments [ Bookmarks v | Usagemetrics g Viewrelated ¥ Favorite [ Subscribe

Task Status Project Manager Project Name

g Task Overview

Projects Tasks Completed Tasks Future Tasks On Track Tasks Late Tasks Overdue Tasks

17 113 28 75 5 4 1
Tasks by Status Tasks by Project > Bucket Effort by Project > Bucket Effort

15K

\ " Effort Completed
‘ 5,900

Track upgrades (miles 3 ...

W Effort Remaining
I 9,052

KPl Task Project Start Finish rogress  Effor Effort Completed Effort Remaining

overdve | tate (@ OnTrack () Future (@) Completed

@  Confirm health and safety certifications Vendor Onboarding 04-Oct-19 18-0ct-19
Accident Report Form Accident Investigation Reporting and Complian. 08-Oct-19 04-Nov-19
Health and Safety Reporting Requirements Acc stigatio r > 15-0ct-19

Traffic Analysis and Schedule Optimization = 07-Oct-19
Vendor Onboarding @ 21-Oct-19
21-Oct-19

15-Oct-19 11-Nov-19
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Solar Investments Grid Board Timeline ot 1K
Mar 10 - May 7 J—

Solar Investments
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() v Market research 18 days g Project Manager

(00 D e
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Name Owner
4+ O Check with friendly competition ‘ Grow revenue for Northvind 10 $6M © 03 Dosn 3
y Grow Northwind Premium to $1.5M © Simon Richert
s O Opportunity proposal | bt 4 2
- Connect to Planner
I Grow Northwing Enterpeise 1o $2M © O Bichiastwili
6 (0 wvCost comparison
l Grow Northwir @ Justyna Lucenik
Plan View in Planner (2
° Widespread adoption through total MALS of 1M @ Nikhil Gaek 3

Marketing Blog Plan v

Fixed cost | 350K MAL for Norttvain @ Bogdan Crivat a

Tasks assigned to

400K MAL for Northing

@ Priya Satty

s O Understand useful life Anyone “

250K MAU for Northwind Enterprise Sarina Stevens

Preview

Contractor qualifications z = : - 9
Back Done ‘

32 Tasks

Create persona based LinkedIn ads for AMB

v Installation

Teams launch

New vendor contract/integrations

Prepare-contracts

13 QO Set up sites o ° @ @ 1day 10
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Update ads with remote messaging

Update website forms
Put together content programs st

Complete Sales stages & status flow

t Add new task up page
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