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For employees




CM methodology
Prosci ...

PEOPLE. CHANGE. RESULTS™
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Home

Get Trained

Use with Customers
Prosci at Microsoft
For Trainers

FAQ

Prosci IP (OneNote)
Prosci Yammer Group
WW ACM Community
Contact Us

Recent

Recycle Bin

# EDIT LINKS

Microsoft-Prosci® Strategic Partnership

In 2014, Microsoft entered into a significant, million-dollar investment and long-term partnership with Prosci® — the global industry leader in the professional discipli
this blog article.

This partnership gives us industry credibility to engage with customers using a standardized approach to both Individual Change and Organizational Change. It also a
Change. This partnership allows anyone in Microsoft to use the Prosci® tools and approach internally, allows anyone in Microsoft to evangelize Change Management
Practitioners to use this IP with customers via the Adoption and Change Management portfolio of offers.

Microsoft has certified over 5,000 Change Practitioners globally.

Microsoft has 16 Prosci® Certified Advanced Instructors so far, the largest number of instructors of any company worldwide outside of Prosci®.

Prosci® ADKAR® Model

Reinforcement

| am a Microsoft FTE and want to
use Prosci's IP externally with
Customers and Partners

| am a Microsoft FTE or Vendor
and want to use Prosci's IP
internally within Microsoft
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Building our CMO capabilities




{n} Landing Framework Request Form Welcome, Matt Wilson (MSUS) “B

@

? Change Summary Business Impacts Field Impacts Review & Submit
L]
Description of Landing Framework Support Required A
Title: | | A
Format - B / U ‘ @ | e | = = |
Type of Initiative (select all that apply): /\
[1 Communication & Newsletters [ Com pete/CPE (] Culture & Internal Events
(1 Incentives & Contests [] Marketing & Customer Events [] MSUS Priority Play
(] Onboarding & Rale Readiness [J Process & Regulatory Change [] Reporting Change
[ Role Enablement [ Systems Change O Other
Requested target release date for initiative comms, readiness, and landing:
9/11/2020 /L\ Please select 3 future date
Primary Initiative Owner: Find Primary Initiative Owner JoN
Request Timeline Details: A
itiat . nd S ndary Initiative Cwner
Secondary Initiative Owner: Find Secondary Initiative Own S . ‘ B / U | > ‘ A ‘ - = ‘
Executive Sponsor: Find Executive Sponsor Foy

Provide a brief description of the Initiative scope /A

Format = B / U ‘@J "k}‘

Attach any supporting documents below:

There is nothing attached.

0 Attach file

ﬁ_\ Indicates Required Field
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MSUS Landing Framework

LFID
1

(T3]
(%)

Created

T/B202

Created By
John Kelliher

Last Modified

9/1/2020 4719 PM

Last Modified By

Activity Name Landing Modality Roles - Action Roles - Awareness Start/Finish
Cascade Communication T ;tLrLa?;;iLstl?A%l)Tluu o -
Customer Success - T/26/2020
Manager (CSM), F: 7/26/ /
Custamer Success .
h Customer Success Customer Success
Tech Talks Readingss - Manager (CSM), Specialist  Manager (CSM), Specialist S: 7/26/2020 Not Started
VILT (Modern Workplace), Manager (Modern
Technical Specialist (MW-  Werkplace), Technical .
Teams), Specialist Manager F: 8/16/2020 /
(Modemn Workplace),
. . Customer Success
Champs Kickoff Readiness - Manager (CSM), S: 7/26/2020 Not Started
VILT Customer Success
Manager (CSM) F: 7/30/2020
Manager, Specialist ’ /
(MW-MS Managed
. ) Account Executive (AE),
Fast Five Fast Five Customer Success S: 8/2/2020 Complete
Manager (C5M),
Technical Specialist .
(MW-Teams), Specialist F: 8/2/2020 /
(MW-MS Managed
mmlekmet Taclealaal - = -
, Technology Strategist
MCD Office Office Hours / (ATS), Custijmer Success o S: 8/9/2020 Not Started
Hours Support Manager [CSM)
Manager, Specialist < 12/20/2020
{Modern Workplace), F. 120/ /
Technical Specialist .
Account Team Unit
MCD Manager Manager Packet (ATU) Manager, S: 8/10/2020 In Progress
Pack - Managers - Mgr Custormer Success
Only Manager (CSM) F: B/10/2020
Manager, Specialist ’ /
Manager (Modem
Account Team Unit (ATU)
Zoom Compete Manager Packet Manager, Customer S: 8/11/2020 Not Started
Offer - Mgr Success Manager (CSM)
Manager, Specialist < 8/11/2020
Manager (Modem F: 811/ /
Workplace),

*  Task Name

Sponsor Email Cascade

Task Description

Welcome, Matt Wilson (MSUS) b?
F

Email me a link directly to this project

Project Governance Change Council

send an email to field outlining the goals of the MCD program

Roles Action

Select All Roles

Account Team Unit (ATU) Manager

Roles Awareness

7 items

Landing Modality

Targeted Communication

Task Status

In Progress

Weekly News Week

WN / MP Status

Select All Roles

Start Date Finish Date

7/26/2020

Impact Hours (Actual)

7/26/2020

Impact Hours (Baseling)

0.25 0.25
Manager Pack Month
Task Owner Task Change Manager
Find People Find items

Weekly News / Manager Packet Comments:




Select Project Originator

ATO ‘ Azure ‘ BizApps

Changes Submitted by Month

100
75

33

Changes Launching by Month

100 83
54 e
50
27
10
I 1 3 2 11 ’
0 — — - |
z
&
Change Title Change State
Active
Active
Complete
Active
Active

‘ BSO H

Changes by Change State

Complete I 16

New | 1

0 100 200
Changes by Impacted Segment/Org

RI
SMC
EC
ocCP 145
Federal 105
M&O 90
MCS 68

CcDO 65
0 100 200

Project Description
v

CMO

222
221
219

‘ Compete Cross-Collab FED

Changes by Landing Framework Service Level
100%

TBD - In Progre...

Self-Service

Change Manage...

Full Service Ch.. n

8.1%

Changes by Prosci Impact Level N Y B2

High 9

Medium 24

(Blank)
36

Low 188

Launch Date

11/1/2020

11/1/2020

7/27/2020

11/1/2020

8/1/2020

Success Measures

L&R MCS
Changes by Priority Play
131130 129 126 126 125 123 1
Changes by Industry
Retail

Manufacturing

Federal Government
Financial Services
Healthcare

Media & Communications

State & Local Government

o

Seismic click-through, Pipeline Acceleration

Engagement with community

Number of attendees, number of leads

Y B2
MW+S >

Fiscal Year Data
FY19
FY20

3122121 18 & e
Change State
Select All

Complete
New

Active

Prosci Impact Level

urface

Azure-18
Azure-1
Azure

c

Select All
(Blank)
High

Low

Medium

Impacted Role(s)

Select All
(Blank)
ATU

csu
M&O
MCS
OCP
Other

(%)
o

Sales Excellence
Services

chas

Launch Date
(Blank)
FY20
FY21

FY21-Q1
Fy21-Q2
FY21-Q3
FY21-Q4

Project Originator (MSUS Team)
Select All
ATO
Azure
BizApps
BSO



CHANGE PORTFOLIO | FIELD IMPACT HOURS

Select Impacted Orgs

| ATU

| csu

STU

Select Project Originator

| ATO Azure

BizApps

BSO

CDO CMO

Compete “ Cross-Collab "

L&R MW+S

OCP

Other

August 2020 Monthly Impact Hours

@ Role Impact Hours @ Saturation Point (32 Hrs)

a0
a0

CI||||||IIIII|||||--
- ~

A

Role Title

September 2020 Monthly Impact Hours

@ Role Impact Hours @ Saturation Point (32 Hrs)

40

r
(=3

S

A

- B,

Role Title

W e A SR oL Ve Lt - aliaey .

FY21-P03.Sep

pepeom

October 2020 Monthly Impact Hours

@ Role Impact Hours @ Saturation Point (32 Hrs)

40

=

>

i
(@ 3

-

Role Title

9/11/2020 1:12:15PM

Report Slicers

Fiscal Year Data
(Blank)
FY20

B rFr2i

Impacted Role(s)

Launch Date
»O #y21

Project Originator (MSUS Team)
[ select Al

0O aro

[ Azure

[ 8izApps

0 s8so

0 ¢oo

O emo

[] Compete

O Mwass

Landing Activity Modality Type
0 select A
B ca




For customers
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Explore & focus

Comprehensive
services
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For partners




Example — Adatum Case Study
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pradsrmip eyl ke ’ 1] Office 365

Stakeholder engagement plan

2, Communication & Community
Change Management Framework

ge Marusgervent 1 wtor o

3. Work from Anywhere
4. Training & Onboarding
. Discover People & Content

6. Team Collaboration

hedule and

Smarter Meetings 1 Office 365

Communication plan Recommended training roadmap
FEDEON IO

Tactic or Phase
Wesks before | Weeks bafore
(160 days) | {1-30 days)

Month
ays da
Newsletter
IT Preparation
Sponsors * Auditorium Training

* Managers + Administration < ?mm/ On Dwtieic + Lunch & Learn
. rainin

Ambassadors course for IT 9 « Tips and Tricks
+ Change Champions resources +/Brown Bag seisions

« Formal accreditation

es and Core Team
Certifications - Initial introduction
Website

https://www.microsoft.com/microsoft-365/partners/changemanagementframework



https://www.microsoft.com/microsoft-365/partners/changemanagementframework

Common approach Ideal approach

User focus is an afterthought. Rather than engaging users in the process, an User adoption is a parallel, integrated work stream that includes deployment.
email containing a link to training, for example, is sent post-deployment.

. Project management

B Change management

Rollout resources

Rollout resowrces

Rollout timeline

Rollout timedine

Change Management Framework

The Change Management Framework for Partners, offers a simplified
change-management approach, tailored for partners like you who help

to drive Office 365 customer adoption. The plans included in the
framework apply to the people who lead the change and to those
who'll be affected by the change and the new ways of working they
need to adopt.

» Adoption and Change Managemen inar recording
» Adoption and Change Management webinar presentation




The key to a successful adoption is to create a dynamic team of committed individuals—or
change network—made up of sponsors, stakeholders, and change agents who represent a
cross-section of your customer’s organization and who can drive and effect change in other
staff. Key team members include:

* Sponsors. Key leaders within the organization. Their participation is essential to driving
employee adoption. Key leaders have the greatest influence on company culture and can
actively communicate the rationale for and the value and benefits of a new technology and
new ways of working throughout the organization.

¢ Active involvement in the project: 2 hours per month
e Target 4 - 5 executives
* Ambassadors. In most organizations, directors or vice presidents who drive and encourage
staff in a region or function to engage in the change.
e Active involvement in project: 4 hours per month

e Target 5 - 10 director-level or above staff

Gaining buy-in from every user across an organization is a challenge. Broad engagement from
the change network will help alleviate this adoption challenge.

Resources
e Adatum Corporation Stakeholder Engagement Plan

e Adatum Corporation Stakeholder Engagement Plan — Background to Roles and
Responsibilities

e Office 365 Adoption: Identify Key Stakeholders Guide

e Office 365 Adoption: Build A Champion Program Guide

Stakeholder engagement plan

¢ Change champions. Success owners who take responsibility for ensuring individuals use the
service, get value from it, and become high performers. Establishing change champions is
important to ensure the business goals set for Office 365 are realized. Change champions are
knowledgeable, committed to furthering their expertise, and are willing to provide peer
coaching and assistance. They help advocate and showcase how Office 365 technology can
meet the needs their department and team.

e Active involvement in the project: 10 hours per month
¢ Target 20 - 40 employees at various levels
¢ All managers or supervisors. Lead change with their direct reports. An employee'’s direct
supervisor is crucial in delivering the most personal messages for that employee.
* Active involvement in the project: 4 hours per month

¢ Target all staff managers

Executive Sponsor

Sponsor Coalition

Core team

Ambassadors

Change Champions

Managers and Supervisors

Extended team

Employees




Communication plan

Awareness Availability Adoption
Tactic or Phase Service
Weeks before | Weeks before | Days before EETIETT1114Y Week after Month after At any time
(t-60 days) (t-30 days) (t-7 days) day (t) (t+7 days) (t+30 days) (t~)
Newsletter . 4 L 4 ¢ . 4 ¢
Posters
First Touch Event ¢
Brown Bag Sessions ¢ ¢ ¢ o
Early Adopter Video . 4
Auditorium Training <& <&

Online / On-demand Training

Lunch and Learn ]

Tips and Tricks ’

Awards or Incentives and
Certifications

]
Website ]



Smarter Meetings

Provide productive, engaging and valuable meeting experiences.

S,

o
Someone considers all
possible options for
achieving their outcome
and makes a conscious

. decision to have a meeting.

“%

%....WD

®.
8

They plan, schedule and
prepare for the meeting
after drafting an agenda

and identifying participants.

Behavioral Changes

A meeting requires a purpose and agenda. We reduce the
number and length of meetings and more effectively work
together in between meetings.

We use a joint notebook to prepare, conduct and follow up
meetings. We allow and encourage people to participate and
contribute remotely. We respect other peoples time and
accept or dedine meeting invitations promptly. We
differentiate between people who are required and optional.

— Participants receive an

— invitation to the meeting
including a link to a shared
Notebook and the Skype
meeting connection details.

R R

Participants accept the invitation if they
are available and prepare for the meeting
creating, discussing and sharing with
colleagues.

— stop

+The Group Notebook/OneDrive is the primary
shared source of information for a meeting

v Cancelling meeting slots that are not needed
anymore

v Free up meeting rooms that are no longer needed

v Use video (where appropriate) as much as possible
to make the meeting experience an interactive one

v Assigning actions through Groups/Planner.

The meetings is held allowing
people to participate and

contribute remotely. R

. n Cg

Q0=

People can be added
to the meeting when
they are required to
contribute.

IJ Office 365

7R Gl s oSS I ol v ST

The agenda is followed and all
participants contribute to taking
shared minutes and notes.

Actions are assigned and monitored,
reminding people of their
commitments and responsibilities.

ﬁj

Actions are recorded and assigned
to people electronically, reminding

8

The meeting is recorded
for those people who
were unable to attend.

*e
.
...'.
.
®e
e g

= Sending emails with meeting-relevant

information

*  Storing content on your local computer orin

emails.

= Requiring everyone to be in the room at the
same time for a meeting.

«  Stop the availability of meetings rooms delaying

the holding of a meeting.
* Neglecting video opportunities

them of their responsibilities.

Those who were not able to
attend the meeting can view
the recording and access the
shared minutes, notes and
files online or offline to keep
up to date.

R-

v Setting up meetings for virtual participation
v Being prepared for the meeting

v'Having objectives and participation defined and
communicated in ime, upfront at the meeting

v Choosing the right meeting setup according to the
purpose of the meeting

v Cancelling meeting slots that are not required



First Line Worker
b p- ‘F 0 )

CAPABILITY NEEDS

DEVICE NEEDS

Current Technology

Real-time Communication

Collaboration

Finding Information & People

LOB Applications

Reporting &

! I"

] Office 365

A DAY IN A LIFE

6:30am 9:00am 12:00pm 2:00pm 5:30pm
Minimal work related Schedule for the Responding to Responding to Closing issues and tasks
activity. day/shift customer/client enquiries customer/client enquiries for the day
New requests Review company Reviewing upd_ated Minimallwork ralsted
U " bulletins and product/service Setivitias
CLNALE S announcements information from :
suppliers

KEY SCENARIOS ’%5:;

1. Smarter Meetings

2. Communication & Community
3. Work from Anywhere

4. Training & Onboarding

5. Discover People & Content

6. Team Collaboration

7. Schedule and Task Management



Recommended training roadmap

Ongoing engagement

IT Preparation )
/Sponsors o (+ Auditorium Training A to end of project
* Managers « Administration ) ?rg:lnnlﬁ/ On Demand  Lunch & Learn
« Ambassadors | course for IT J : « Tips and Tricks
» Change Champions resources » Brown Bag sessions
« Formal accreditation
IT, Sales, Customer

— Core Team N / p— Service, Finance etc —

Initial introduction




Technology: an enabler for CM?




Personal Dashboard

Transforming employee productivity and satisfaction with small data

Direct feedback
about time use...

i Office 365

Gain insights into
how you spend your
time at work

Set and track
goals to improve
how you use

your time
Understand your Add your
top connections and important
recent interactions contacts to stay
up to date
and

relationships.
M= MyAnalytics



Outlook Add-in

Contextual
MyAnalytics
experience directly
in Outlook

Email
relationships
and response
times

M= MyAnalytics

Outlook - Mail

SO Search mail and people

~ Folders

Deleted

Categories
Family
Newsletters
Shapping
Social Updates

Travel

+ New & Reply v [ Delete & Archive

Great news!

Max Morris 9 Replyall v
u 43:01 PM
Miguel Garcia, Max Headroom Stefani Dash

Thanks for sharing! That is incredible news! What a great opportunity to deliver the key note! Do you guys want to meet to
start outlining what we want to talk about? We only have a couple weeks so we need to move fast.

I've created a Word Doc for the team to start documenting our notes on what we want to share. Please feel free to add your
content to the slides.

Thanks,
Max

@ Miguel Garcia
. 4 2:25 PM

WOW!! That's incredible!

Thanks for sharing Stefani!

@ﬂ Stefani Dash
! 1

You guys, we did it!

Delve Analytics

| Most people read this mail 10 minutes
after it was sent.

12 replies | 8 forwards

Read Pattems (min)

Note: We can only show statistics for qualified
recipients. La

Improve reach and
impact of
communications



Weekly Digest

Weekly digest to
keep time use top
of mind

Feedback on
goals

M= MyAnalytics

Qutlook - Mail

£ Search mail and people

A Folders
Inbox
Archiv
Junk
Nrafts
Sent

Deleted

Categories
Family
Newslellers

Shopping

Socal Updates

Travel

® New

[Inbox

Groupon Getaways

Great Wolf Lodge | Washington Coa...

Groupon Ge See Al Gei D

Anna Gonzalez; Diane Krug...

Can someone share the latest releas_

What < us and what lies &

Max Headroom; Miguel Ga...

Great news! (2)

Thanks for sharing! This is incredible r

CBSSports.com
There's $till Time To Get Into The G...
BUT THERF S STI11 TIME TO GET INTO:

Jack White
Check out these photes..,
I he difference betwzen doers and dre

Yesterday

Kat Larsson
Reminder: Submit HOA Dues

Believing 's one thing, doing snolher
Showbox Presents
ON SALE NOW Broken Bells at Para_

ON SALF R ker Rells - Auq.

Gilt City Seattle

Last week's stats

m Delve Analytics
To: Kat Larsson ¥

Email Hours Forus Hours

Gaal £ 10 ha

hours

vou spent e o ermail
T an e el 12

Get stats on any email message

Look for the Delve Analylics add-in.

ol

Meeling Hours

hours

£ Replyall | v

Tue B10/2004 3207 PRI

Email Hours

Because how you spend your time

is how you spend your life.

See more stats >

Suggestions on how
to improve your time



MyAnalytics — Manager view (sneak peek)

Office 365 | MyAnalytics & Microsoft 8 A & 2?2 issone %‘
Month 80 7
Time pressure Cross-team collaboration
Detect strain through trends of time allocation Collaboration trends between your teams

For six consectutive weeks, Engineering saw a
decrease in focus hrs and an increase in after hrs.

Engineering appears to be under stress

Manager engagement Network dynamics
lime invested by managers in supporting teams Where teams build their influence /\
Responsiveness Email impact Mostinstlarteam:
IThrs response rate Read rate is 46% Design
people
Meeting behavior Network Most external facing team:
Urgent mtgs T 14% 0.5 hr of 1:1 time Marketing

Outside team

MICROSOFT CONFIDENTIAL



Workplace analytics metrics

help organizations understand how people spend their time

How is Finance spending its 40-hour work week? Who is Finance spending its time with?
Finance
4 :
. . Director Manager IC
4 % of
Hours/ = ¢ . Corporate 25% 20% 5%
week collaboration
- time HR 15% 10% 5%
T 10% 5% 5%
Legal 10% 10% 5%
Other 0% 5% 5%

Director Manager C
B Internal Meeting Hours ) ) )
Finance ICs are spending 5% of their

W External meeting hours ; i X
collaboration time with Legal

Internal Mail Hours
External Meeting Hours

Focus Hours
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Thank you



