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Book focus time with Viva Insights

In MS Outlook, you can set your working days and times. You can use Viva Insights in Teams to get various

insights and advice regarding productivity and well-being. This includes: a proposal from Microsoft to book

Focus Time within you previously specified working hours and days.

» Step 1: In Outlook, set your working days and times.

» Step 2: Book Focus Time via Viva Insights.

: . / Already done it?
» Step 1: In Outlook, set your working days and times. Then go straight to step 2.
Outlook Options ? X
1. Open Outlook Calendar Genet) ﬁ Change the settings for calendars, meetings and time zones. =
and click the File tab. _
Work time
2. Click Options. —_—_—
i Start time:
3. Click Calendar. ot i
That'll open this screen— Work week: [ ]S BTve BWed BThu BFi []sat
q First day of week: | Mond v
4. Under Work time enter the Language .Stdayo - ,
First week of year:
appropriate settings that Greeti S
| i K Advanced i
apply to your working week. T b F'/ Add online meeting to all meetings

Default duration for new appointments and meetings:

[ PP —

Quick Access Toolbar



Book focus time with Viva Insights

» Step 2: Book Focus Time through Viva Insights.

1. Open Microsoft Teams.

Qw . Viva Insights Home Stay connected Protect time  Effective meetings  Inspiration library (R C -
2. Click on the three dots >
!L Activities for you \

in the left menu. ® \
Teams Q Praise . Responses are private to you
. . Send praise to your colleagues How are you feeling about the day?
. Sea rc h V|Va I nsi ghts Souode: Show gratitude for peers who went above and beyond at work. Taking a moment to reflect each day can help you see trends
D over time,
4. Open Viva Insights. o « oo
P g . . leccee
V'”m:x Send praise  Praise history # Reflection history
. b <ol O Protect time
Book focus time
' There is a free spot in your agenda tomorrow between 11:00
and 12:00.
Zoom out Take a breather break
Retro-futuristic sounds to energize your focus. Spend one minute focusing on your breathing to help reduce
stress.
Play See more Play See more
Viva Insights automatically selects the next Need to book multiple time blocks? Or make
available focus block for you, book it by clicking recurring focus blocks? Find them under

this button. “More Options”.




Book focus time with Viva Insights

If you need more options, recurring Focus Blocks or an overview of upcoming available moments — you can
either press the “more options” button in the Book Focus Time panel or click the “Protect Time" tab in the Viva

Insights dashboard (as shown on the previous slide).

.5;3“ . Viva Insights  Home Stay connected  Protecttime Fffective meetings  Inspiration ibrary (&
O]
o Book focus time Virtual Commute
&
e Tuesday, 28 February Wednesday, 1 March > ¥ Virtual commute
Insights can help you wrap up
Calendar Focus time Focus time and mindfully disconnect from
(] 09:00-09:30 09:00-11:00 theworkiday
s o Ol e e o Sjis s xbred Set reminders to finish up work. We'l
help you prepare for the next day and
& Focus time 2 Focus time d with mindful activities.
Viva sghts
. 13:00-15:00 11:00-12:00 Book time
Get started & =
This allows you to adjust the title of a
focus block.
2 Quiet time @
Insights can help protect your quiet time from work-related
notifications
X :}II dOf:e! Viva Insights is now booking focus Set up your quiet time and we'l mute mobile notfcations from Outlook
& Check which and how many focus e eyt st o o
time blocks you really need and what
@_ View settings Get started
Help

kind of work fits in them!
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