Stale Hansen, CEO & CloudWay
Microsoft Regional Director

https://cloudway.com

Digital Wellbeing

Working smart in Microsoft 365
with Viva

A



‘ ‘ Lesley CrooK
A 5,14:37

4
here's the draft for your €

omments Wordpress

process_docx

¢

Microsoft*
Most Valuable
Professional



Microsoft®
Most Valuable
Professional




Tasks by planner

() stale Hansen here's the draft for your comments ...

Create in Priority

Tasks Medium

Due date

Notes

Lesley Crook in C\oudWay;‘Speaking and Community at December 5,

2022 at 2:37 PM:

ctale Hansen here's the draft for your comments Wordpress
rocess.docx

https‘.,r‘,-’teamc'uoudway.s'narepoi.nt.com;‘:w:!s{C'uoudWay53,’F.)(UUSVZO

V'.RFV9WthEmK'| ABuDo34Sn\’yq6qXD‘30quAiO?e:wui6dw

Add task

¢

Microsoft*
Most Valuable
Professional



Microsoft
Most Valuable
Professional

Tasks

Sorted by Creation date v



yz Viva Insights

Virtual commute

Meetings  Tasks Wind down

P

Review today's tasks

powered by ¥ To Do

' You have 1 suggested task

Your tasks
+ Add a task

comments Wordpress process.doc

Stale Hansen here's the draft for your
/:w:/s/CIoudWay53/EXUUSVZoleF

@) https://teamcloudway.sharepoint.com
e=wuibdw

¢

Microsoft®
Most Valuable
Professional



Microsoft®
Most Valuable
Professional

Q Remembe”
@ -
-+

O ”’Cfude -

Peakertags

Reck-for-Met

adata tag

§Rg-whigl

Hs-eq

Next Step

O Add to My Day

Q

Reming Mme

Ad

d due date




Microsoft®
Most Valuable
Professional




Speaking and Community

Dec 5,14:37

here's the draft for your comments Wordpress
process.docx

ﬁ W"ordpress process.docx

4.09 KB

; You Decb, 17:39

© thanks, updated, set text in red where | added major
changes

é

\/l\/A

¢

Microsoft®
Most Valuable
Professional



| . Microsoft®
m Most Valuable
_ Professional
| Q Lesley Crook &
| Dec 5,14:37

. 0

la ' here's the draft for your comments Wordpress
process.docx

“1 Wordpress process.docx .
24.09 KB

; You Dec6 17:39

© thanks, updated, set text in red where
changes

| added major

G




Microsoft®
Most Valuable
Professional

JivA *



Digital
Wellbein

¢

Microsoft®
Most Valuable
Professional



Digital
Wellbeing

¢

Microsoft®
Most Valuable
Professional



¢

Microsoft®
Most Valuable
Professional



Microsoft®
Most Valuable
Professional

JivA *



Microsoft®
Most Valuable
Professional

@% PO
Teams
Culture




Teams

Culture

¢

Microsoft®
Most Valuable
Professional



Microsoft®
— Most Valuable
Professional

ay / Speaking and Community

Lesley Crook
Dec 5, 14:37
v 0

here's the draft for your comments Wordpress

process.docx

"ﬁ }M"ordpress process.docx

.09 KB

; You Decb, 17:39

© thanks, updated, set text in red where | added major
changes

é

VIVA Expit



Culture




JivA

e

Chat

0 - Announcements
1 - Business Case

2 - Deployment

3 - Adoption

4 - Operations

5 - Change Management

0o
A

rofessmEIo

Teams
Culture




JivA

Activity

B

=/
Chat

%,

e

. Project X

[

0-
1-

oA wN

Announcements

Business Case

- Deployment
- Adoption
- Operations

- Change Management

Channel notifications >

0 & 7 3|0

Pin

Hide

Manage channel
Get email address
Get link to channel
Edit this channel
Connectors

Delete this channel

0o
A

2oN

All activity
Posts, replies, mentions

Off

Except direct replies, personal mentions

1S€ Q

v/

Teams
Culture




(A

Teams
Culture

< o2 o - 15€
-| L) Channel notifications > All activity
. Posts, replies, mentions
/ .
LA <> Pin
Y . Project X Off v
'>& Hide Except direct replies, personal mentions
\f‘?_/ General
Chat 0 - Announcements €§3 Manage channel Custom
ses 1 - Business Case
Lo 9 Get email address
C 2 - Deployment
& 3 - Adoption & Get link to channel
4 - Operations X X
Calendar /’  Edit this channel

5 - Change Management
& @8 Connectors

1] Delete this channel

VA *



9 - 9

P = 1)

before during after
#HybridMeetings

JivA *



9 - 9

P = 1)

before during after
#HybridMeetings

JivA *



Teams

Culture

¢

Microsoft®
Most Valuable
Professional



=
Notifications

Teams
Culture

¢

Microsoft®
Most Valuable
Professional



Viva

Microsoft®
MVP Valuable

Quiet time

C'Jz Quiet hours/days don't apply to your
Personal account

Quiet hours

Teams
Culture

09:00

When enabled, ¢

aily quiet hours Mutes
Notifications ont

all Teams
his device.

Quiet days

ations for

When enabled, qQuiet d

ays mutes all Te
24 hours On selected ¢

ams notific
lays,




Microsoft®
Most Valuable
Professional




O
1 Challenge

(Y




T

(Y

Challenge
e



Microsoft®
Most Valuable
Professional

® “If you're not paying for the
product, then you are the
product” -The Social Dilemma

1T AYInG
Y




Microsoft®
Most Valuable
Professional

Source: https://office365foritpros.com




(Y

in 2020s






=3
'\Notifications

ail and incomin

n th

Settings

General
Accounts
Privacy
) Notificatio
Dewices &
+) App -pfrm-ssmm
Captions and transcripts

Files

Calls

Email

nd calling s©

Missed activity emails

Appearance and sound

Notification style

Show message preview

Play sound

for incoming calls and

notificaions

unds

Teams built-in

in the next decade

QA subscribe

at the

Microsoft®
Most Valuable
Professional



Microsoft®
Most Valuable
Professional

Settings X
5% General Email
B3 . o o
2l Accoont Missed activity emails Off v
() Privacy
< D 3 Notificatiops Appearance and sound
£9 Devices .
Notification style Teams built-in v
.1 0 App permissions
i Show message preview D

(€5 Captions and transcripts

D Files Play sound for incoming calls and notifications
& calls

oga Teams and channels

IEDJ You will get desktop and activity notifications for

eams

All activity Mentions & replies Custom
New messages, reactions, Personal mentions and Your custom settings are
and all mentions replies to your messages active.
Calls Chat
Edit
Messages, mentions and reactions.
v
Tasks by Pl o
) Meetings and Calls i
Edit
Control notifications and reminders during your meetings and calls
People =
Keep track of someone's status and get notified when they appear Edit

available or offline.

Viva Insights




- Z

- Microsoft®
C— Most Valuable
Professional

| \Notifications






D —
P —
—_—

Viva Insights

Settings

Protect time

Configure your quiet time ©
Mobile notifications for Outlook email ang Teams are muted during quiet time.
Mute mobile notifications for certain hours:

Start time 17:00 v End time 06:00

Mon Tue Wed Thu Fri [ ] sat Sun

Mute mobile notifications al| day: ©

Mon Tue Wed Thu Fri Sat Sun

' \Notifications

®
©
B
C
3

oD
[S)

How it works
Privacy

Terms of service
Refresh
Settings

Give feedback

Get support

oun

¢

Microsoft®
Most Valuable
Professional



=
Notifications

Teams
Culture

¢

Microsoft®
Most Valuable
Professional



=
Notifications

Microsoft®
Most Valuable
Professional



Microsoft®
Most Valuable
Professional




°_x
° °
- x
 r°

Capture
mg

1y

VivA *

M

é General &

Customers

((®)

POSTS FILES MORE

&’ Reply

1. Maurice Daly
o Feb 2,19:31
Vik @rsta

General

could you please create a project in Tripletex for this
customer.

Broken down into:

See more

Y 1
14 replies from Ben, You + 3 others
You Feb10,12:50

this should go in the 0.projects channel btw, which is reserved
for this type of discussion

&’ Reply e

e

Microsoft®
Most Valuable
Professional



Microsoft®
Most Valuable
Professional

¢ veeoae

Ben Whitmore 16-Feb 13:06
Modern Endpoint Management Summit 2022 5
>peaking and Communit &R Mark as unread

Save this message

I will be hosting 2 sessions. We already have 1,700 signed up for the event.

MODERN ENDPOINT MANAGEMENT € Copy link
SuMmMIT —
S x e Soeaking at vy &3 Share to Outlook
° ° — ‘e
x )

a5 Translate

Y Immersive Reader

Stéle Hansen Yesterday 23:46 A .

; : : 57~ Pin
© published the event on cloudway website ¢

N Turn off notifications

odern Endpoint Management Sumenit 202 Modem Man
Join our Mvp, g
in preparation f

Create a new poll More actions >

son NDES /...

Capture

my

B Create task

|
% g | Create task
cloudway.cor Create a !,

<’ Reply Create issye

See more

Ty

o= Create new action




Capture
oy

. Y
A
S

LJ
L2/

i stale Hansen

stale. lmnwmfrlnudw(w no %
search

My Day

|mportant

planned

Completed

Assigned to me

flagged email

Tasks

Quotes and thinking

Current
CloudWay
personal
Customers
ActiveTasks
WEH and Viva
Viva |deas
Video Ideas
0365800k

For investigation

O Modern Endpoint

Management summit
2022

:0: Addto My Day

Remind me

C}
Add due date
&

Repeat

4 Addfile

gen Whitmore in CloudWay/Speaking and
Community at 16 February 2022, 1:06 pM:
Modern gndpoint Management summit 2022
speaking and Community

| will be hosting 2 gessions. We already have
1,700 signed up for the event. Added to planner

https://teams micr

ge/194 28e89a30708

_ ja-95al
-ﬂ\eof‘g’mplrj f56777ab A4f0-434D 8

3 :‘#.‘5b\‘)e&parsnt.‘.ﬂesmgeld 16450132130

Microsoft*
Most Valuable
Professional



12:36 Sun 26 May ® = 99 % (mmm
G 7| & o) =) Microsoft®
®) Inbox @ | o o = ACHOSOI
Professional

Focused Other Filter  Re: That site you talked about in the meeting

Stale Hansen 12:28 A
Workshop Microsoft 365 @ Stale Hansen

e No Conflict To You
STALE@MSUNIFIED.NET appears similar to someone
who previously sent you email, but may not be that Feedback
person. Learn why this could be a risk
Stale Hansen
Microsoft 365 project
Ti

Thanks for a good and insightful meeting. Can you send me
the link to the guide you talked about? Thanks

/from a customer

- Stale Hansen 24
at site you talked about in the meeti...
E NIFIED.NET ¢ ars

know-that-you-can-c I-notifications-from-
microsoftteams-channel-mentions/

Get Outlook for iOS

Reply to All




12:37 Sun 26 May
® Inbox “

Focused Other

Stale Hansen
Microsoft 365 project

1h leve

Stale Hansen
That site you talked about in the meeti...

® = 98%mm

Microsoft 365 project

1 Stale Hansen
< To You

The project is a GO, can you create the high level design for
the migration and process for implementing secure

productivity?

Stale Hansen | CEO
Office Apps and Services MVP
Web: loudway.no

Reply

Microsoft®
Most Valuable
Professional



15:45 Sun 26 May ® =88%mm
G 7 Microsoft*
m |nb0X 4 Most Valuable

. Professional
Focused Other (Z) Filter olessiona

|

No email selected

All done for the day!

Enjoy your empty inbox.




Capture

my

1y

VivA "

&
&

16:20 Sun 26 May

@@» = 86%mm!

¢

Microsoft®
Most Valuable
Professional



Capture

my

NATY/ *

T T

el

o 8 www.forbes.com = 0O

— Forbes Subscribe sign In

EDITORS' PICK | Sep 19, 2021, 06:00pm EDT | 1,413,133 views

Empathy Is The Most Important Leadership
Skill According To Research

X Tracy Brower cContributor O

[ Careers Follow
% § I write about happiness, work-life fulfillment and the future
’ of work.

Listen to article 7 minutes

Cookies on Forbes




Professional

Microsoft®
Most Valuable
y 4 A}
c vi

JivA *



=
Notifications

Process
&

D—
e Execute He
—
—

Microsoft®
Most Valuable
Professional



yz Viva Insights €3

Virtual commute

Meetings  Tasks Wind down - ﬁ'-\,_.'

_—

Review today's tasks

powered by ¥ To Do

' You have 1 suggested task

our tasks

—+ Add a task

Stale Hansen here's the draft for your comments Wordpress process.doc
©) https://teamcloudway.sharepoint.com/:w:/s/C|oudWay53/EXUUSVZov|RF
e=wui6dw

Microsoft®
Most Valuable
Professional



aaaaaaaa

What is
Digital Wellbeing?




The
POMODORO

TECHN\QUE

The Acclaimed T'\mc-Managcmcnt

System That Has Tr
How We Work

FRANCESCO CIR

te| LHE .ﬁom&dow'\’n:cuxugu

ans(ormed

Creator of







Gett\ngThmgs Done
the art of stress-ree

product\\n ty

from tboNewYorkT\mes estselling

Da\nd I\\\en

author




This is now built in to
Microsoft 365 &)



Microsoft®
Most Valuable
Professional

L 8

Q Search
protect time 3 more v @

Home Stay connected

- @ vyiva Insights
—
¢s3 Settings \

AC

() Howiit works

Chat

@ Privacy

tivity

Book focus time

@ Terms of service

Thursday, January 5

)
Cale Focus time
@ Focus time booked

8:00 AM-9:00 AM

f Focus time

400 pM-5:00 PM

protect your time

Q Focus plan 0)
January

@ 11 hrs of focus time kept in December —




A

Q_ Search

Microsoft®
Most Valuable
Professional



A

Q_ Search

Microsoft®
Most Valuable
Professional



A

Q_ Search

Microsoft®
Most Valuable
Professional



A

Q_ Search

Microsoft®
Most Valuable
Professional



A

Q_ Search

Microsoft®
Most Valuable
Professional



A

Q_ Search

Type to filter

Unread only
Ready to focus? 15:59
It's almost time to enter foc...
Viva Insights

y

Your status is set to focusing. You'll only get notifications for urgent messages a... Change settint

X Focus mode

Timer Tasks Mindfulness break

—

Ready, set, focus! I

Dividing your focus time into short bursts of productivity followed by short breaks can help ”

you stay energized.

focus timer for?

How long would you like to use the

120 °

mins
yYou'll have 2 breaks.

() skip breaks

P Start focus timer

A Timer Settings

Start focus tone .
Start break tone -

Sounds

Break period

Focus period

Microsoft®
Most Valuable
Professional



A

Q_ Search

Microsoft®
Most Valuable
Professional



et notifications for urgent messages a... Change settint

Your status is set to focusing. You'll only g

Focus mode

X

Timer  Tasks Mindfulness break

——————

Ready, set, focus!

e e o4 by short breaks cé



g - O X |

Your status is set to foc

X
Stile Hansen

Geat status mMess...

Timer Tasks M _
Focusing

———————

Ready, set, focus!

e e o4 by short breaks cé



Calendar

&

Calls
asksiby Pl...
ower Aut...

fiva nﬁmhts

¢

iva Learni...

()

/iva Engage

00
o0

Apps

Help

Dividing your focus time INtO S
you stay energized.

NOIL DUiotlo Wi pi===""+4

How long would you like tou
120 ~
: v

mins

You'll have 2 breaks.

() Skip S(ELS

P Start focus timer

A Timer Settings

Sounds

Break period

Focus period

se the focus timer for?

Start focus tone .
Start break tone -

Microsoft®
Most Valuable
Professional



The Technique
Induce the Flow State

10-25 minutes intervals
and keep going






} 1
\

You are your worst enemy



Microsoft®
Most Valuable
Professional

¥ H
\/ | \/A _Yf(—' https://amp.classicfm.com/music-news/music-to-release-sadness-and-feel-happier-study/



Microsoft®
Most Valuable
Professional

Microsoft
Teams

\/ | \/A dfi—' https://amp.classicfm.com/music-news/music-to-release-sadness-and-feel-happier-study/



PUBLIC PLAYLIST

Microsoft®
Most Valuable
Professional

WalseSpiral for focus work

This is the playlist that | use during my Pomodoro sprints to reach the flow state, deep work
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\/ VA 4
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“If you know the WHY, then you can live by any HOW”

Friedrich Nietzsche

Thanks for watching §}
https://CloudWay.com/digitalwellbeing

Stale Hansen, CEO & CloudWay

Microso ft Regional Director
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