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Step 1: Set up your work plan
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Step 2: Plan your week and make daily updates using the Places card

Remote view of the Places card
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Step 3: Use location tools for better connections

When scheduling
meetings, you can I e et Clabareepestmncotn
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Step 4: Book the right space for work quickly and easily (premium features)

New Event view in the new Outlook calendar
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New Desk view in the new Outlook calendar

When booking a desk...
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When booking rooms from the
Places card...

In the new calendar in Teams or
Outlook, open the Places card

for a day you plan to be in-office.

Intelligent suggestions may
prompt you to quick book
rooms for your meetings for the
day. Click Book rooms, to view
room suggestions. Browse
available options for each
meeting and uncheck meetings
that don't need a room. Clicking
Book selected rooms will book
rooms in bulk all at once.
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Step 5: Set team guidance to establish a regular rhythm for your team (premium feature)

Create team guidance in the
Places app within Teams or
Outlook by clicking the People
tab. Then navigate to the
lefthand bar to create a new
workgroup for your team
guidance.

After creating the workgroup,
click the "+ Guidance" block in
the calendar to add guidance
for the day. Create a title,
cadence, location and
description to add context to
the suggested team rhythm.
This sends a nonblocking, all-
day calendar invite to
everyone in the workgroup.

Team guidance can be seen as
an all-day event in the Teams
or Outlook calendar and can be
viewable in the People tab in
the Places app by selecting the
workgroup in the lefthand bar.
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