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What’s	happening	with	  
Office	365	in	your	work?



What	Does	Effec-ve	Use	Look	Like?
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What	Does	
Effec-ve	
Use	Look	
Like?

The	Reoccurring	Problem
1



New	Tools,	No	Improvement.



Lotus	Notes	only	for	email.



SharePoint	as	the	new	file	server.



Lync	as	only	the	new	phone.



Work	must	be	done	at	the	office.



Open	plan	offices,	no	talking.



AIIM	(2009)



AIIM	(2011)



Biggest	Ongoing	Issues	for	SharePoint	(AIIM,	2013)



Organisa-onal	Problems	Experienced	with	the	Use	of	IBM	Connec-ons



Is	there	a	beWer	way?
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STAGE	4 
Making	  
It	Real
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Applicability

STAGE	2 
Cul-va-ng	
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Effec-ve	 
Use

Valued	
Outcome

Someone	needs	to	get	 
something	of	value

Ini-ator	or	
Recipient(s)

Immediate	
term	or	long-

term

Many	profiles	
of	value

Communica-ng	an	Idea	
Seeking	Help	

Sharing	Exper-se



Effec-ve	 
Use

Produc-ve	
Behaviours

Produc-ve	and	effec-ve	behaviours	
aligned	with	the	outcome	need	to	be	
put	into	prac-ce

Staffing	a	  
Call	Centre

Regular	opportunity	  
to	talk	together

Making	
Decisions

Explore	op-ons	 
before	seWling	on	 

an	answer

Co-Authoring	
Documents

Broad	sweep	  
before	spelling	  
and	grammar



Effec-ve	 
Use

Efficient	
Process

The	way	the	process	is	designed	  
is	efficient

Eliminate	
waste

Engineer	
non-value	
added	steps	

out

Learning	&	
con-nuous	

improvement



Effec-ve	 
Use

The	Best	
Tool

The	best	tool	for	the	task	is	used	
within	the	process	or	ac-vity

Single	tool	or	
mul-ple	tools

Balancing	
the	pros	and	
cons	of	tools

Simple	
heuris-cs	for	
the	best	way



For	example	…



Effec-ve	 
Use

Valued	
Outcome

Produc-ve	
Behaviours

Efficient	
Process

The	Best	
Tool

Keep	employees	informed	of	new	happenings	across	the	
organisa-on

Clear	and	concise	communica-on	of	facts	and	details	
An	ability	to	seek	clarifica-on	or	give	feedback

Communicators	can	write	/	create	/	record	the	update	and	
get	feedback	from	co-creators	in	context	
Employees	get	alerted	to	new	updates,	and	can	respond

SharePoint	announcement	(with	an	alert)	
Yammer	announcement	(on	All	Company)	
Video	announcement	via	the	Video	Portal



“When	customers	use	the	service 
on	a	regular	basis,	realise	the	value	 

of	the	service,	and	the	service	becomes	 
cri-cal	to	their	daily	lives	and	work.”

Microsod

Use	
regularly

Realise	
the	value

Cri-cal	to	
daily	stuff



What	does	effec-ve	use	look	
like	in	your	work?



Organisa(onal	and	Business	Context
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How	It’s	Purchased	Makes	a	Difference

• Driven	by	IT	=	less	effec(ve	

• Business	group	involvement	=	beQer
Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



AIIM	(2013)	on	SharePoint

Surrounding	
Context

Technology	
Acquisi(on	
Approach
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McKinsey	(2008)	on	Approach

Surrounding	
Context

Technology	
Acquisi(on	
Approach
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Some	Changes	are	Almost	Invisible

• Exchange	On-Premises	to	Exchange	Online	
• Les	Mills	(November	2011)	
• Exchange	on-premises	failed	for	two	weeks	
• Shi\ed	to	Office	365

Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



Other	Changes	are	Not	Invisible

• New	ways	of	working:	
• Communica(ng	through	Lync	
• Collabora(ng	via	SharePoint	
• Interac(ng	through	Yammer	

• Requires	interac(on	/	engagement	with	
business	groups	and	users

Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



Case	Study:	Financial	Services

• 500	people,	3	offices	across	the	world	
• IT	sees	opportuni(es	for	Office	365	(SharePoint,	
Yammer)	

• Various	aligned	business	drivers	

• IT	seeks	out	business	involvement	and	
engagement	

• Discussions,	Interviews,	Workshops,	Coaching

Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



Case	Study:	Professional	Services

• Global	professional	services	firm	
• Business	trend:	compe(tors	talking	up	their	journey	
with	Enterprise	Social	

• Business	need:	track,	understand,	adjust	or	ignore?	
• Office	365	offers	new	ways	of	doing	current	work		

• Strong	business	drive	for	Yammer

Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



Conclusion	and	Discussion

• Office	365	cannot	be	successful	for	an	
organisa(on	when	IT	works	in	isola(on	
from	business	groups	and	teams.  

• DISCUSSION	QUESTION 
What’s	the	approach	at	your	firm?

Surrounding	
Context

Technology	
Acquisi(on	
Approach

1



Surrounding	
Context

Changing	Nature	of	Work
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Changing	
Nature	of	
Work

Surrounding	
Context

Business	  
Model

Org	  
Culture

Org	
Structure

Work	
Process

Technology

+ + +
++++

Office	365	=	
Digital	Office	

Virtual,	
Seamless,	

Digital	Place

Openness,	
Transparency,	
Outcomes

Find	the	Best	
Talent	Across	
the	World
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Changing	
Nature	of	
Work

Surrounding	
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Organisa(onal	changes	can	drive	rapid	change

• “Organisa(onal	chaos”	
• Merger	or	acquisi(on	
• Natural	disaster	(earthquake)	
• Bribery	scandal	
• Market	collapse	
• Approaching	bankruptcy

Changing	
Nature	of	
Work

Surrounding	
Context

2



Conclusion	and	Discussion

• Environmental	changes	are	forcing	a	 
re-think	of	more	than	just	work	prac(ce.  

• DISCUSSION	QUESTION 
What	is	changing	in	your	environment,	
and	how	do	these	create	drivers	for	
change?

Changing	
Nature	of	
Work

Surrounding	
Context

2



Surrounding	
Context

Scenarios	of	the	Possible
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What	could	Office	365	transform?

• Common	work	scenarios	in	your	firm	

• Possibili(es	for	re-thinking	/	re-designing	

• Where’s	the	opportunity	to	improve	
produc(vity	(new	tools,	new	approaches)?

Scenarios	  
of	the	
Possible

Surrounding	
Context

3



Common	Work	Scenarios

• Working	on	documents	

• Having	mee(ngs	

• Holding	discussions	

• Capturing	ideas	for	innova(on
Scenarios	  
of	the	
Possible

Surrounding	
Context

3



Common	Work	Scenarios

• Running	projects		

• Sharing	learning	and	best	prac(ce	

• Making	decisions	

• Finding	exper(se
Scenarios	  
of	the	
Possible

Surrounding	
Context

Case	Example	-	Professional	Services	Firm	
Sell	exper(se	(core	currency)	
Need	profiles	plus	analy(cs-based	iden(fica(on

3



Common	Work	Scenarios

• Distribu(ng	updates	

• Crea(ng	efficient	workflows		

• Process	standardisa(onScenarios	  
of	the	
Possible

Surrounding	
Context

Case	Example	-	InternaGonal	Seeds	Company	
Interna(onal	expansion	through	acquisi(on	
Need	a	way	of	enforcing	common	processes

3



Conclusion	and	Discussion

• Office	365	offers	a	set	of	possibili(es	for	
re-thinking	work	scenarios.	  

• DISCUSSION	QUESTION 
Which	ones	make	most	sense	for	your	
organisa(on?

Scenarios	  
of	the	
Possible

Surrounding	
Context

3



Surrounding	
Context

Governance	and	Guidelines
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The	suppor(ng	structure	with	…

• Vision	alignment,	direc(on,	momentum,	
good	prac(ce	controls,	escala(on	paths	

• Poin(ng	the	use	of	Office	365	in	the	 
right	direc(on	(des(na(on,	monitoring)Governance	

and	
Guidelines

Surrounding	
Context

4



Deals	with	issues	like	…

• End	goal	(desired	des(na(on)	

• Guidance	on	methods	of	geong	there:	
• Which	tools	for	which	purposes	
• Roles	and	responsibili(es	(freedoms/requirements)	
• Lifecycle	management	of	sites	and	content	
• Organisa(onal	structure	and	decision	process

Governance	
and	

Guidelines

Surrounding	
Context

4



Conclusion	and	Discussion

• A	mature	approach	to	IT	governance	
sets	a	good	context	for	the	effec(ve	
use	of	Office	365.  

• DISCUSSION	QUESTION 
How	mature	is	your	thinking	and	
approach	around	governance?

Governance	
and	

Guidelines

Surrounding	
Context

4



Surrounding	
Context

Business	&	Financial	Case
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It	worries	me	when	…

• A	business	case	with	financial	analysis	is	
not	done,	or	only	done	half-heartedly	

• The	IT	department	decides	to	“go	Office	
365”	without	the	decision	being	put	under	
the	microscope	by	business	leaders	

• The	vendor	“gi\s	the	tools”	to	a	firm

Business	&	
Financial	
Case

Surrounding	
Context

5



Benefits	of	doing	it	properly

• Forces	careful	thinking	and	analysis	about	
business	impacts	

• Leverages	the	standard	processes	within	
the	firm	for	doing	something	new/
different	

• Strengthens	the	founda(on	for	business	
embrace	and	effec(ve	use

Business	&	
Financial	
Case

Surrounding	
Context

5



Highlights	the	pricing	challenges	ahead

Business	&	
Financial	
Case

Surrounding	
Context

5



Conclusion	and	Discussion

• Going	through	the	process	of	building	a	
business	and	financial	case	is	a	good	
exercise	to	test	thinking.  

• DISCUSSION	QUESTION 
What	does	the	business	case	for	shi\ing	 
to	Office	365	look	like	for	your	firm?

Business	&	
Financial	
Case

Surrounding	
Context

5



What	is	your	organisa(onal	and	  
business	context	for	Office	365?
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Specific	
Real-to-Life	
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Enables	
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Process
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Drivers	for	
Effec-ve	

Use

Enables	Business	Strategy
1



Drivers	for	
Effec-ve	

Use

Business	Strategy	Requires	It

• Strategy	can’t	be	achieved	without	it	

• Various	capabili-es	of	Office	365	enable	
the	business	strategy

Enables	
Business	
Strategy

1



Drivers	for	
Effec-ve	

Use

Case	Example:	Agricultural	Firm

Enables	
Business	
Strategy

1

Interna-onal	
Expansion	
through	

Acquisi-on

Consistent	
Processes	 

and	Blueprint

SharePoint	and	Workflow



Drivers	for	
Effec-ve	

Use

Case	Example:	Financial	Services

Enables	
Business	
Strategy

1

Flexible	
Physical	
Working	

Environment

Flexible	 
Digital	  
Working	

Environment

SharePoint



Drivers	for	
Effec-ve	

Use

Case	Example:	Legal	Firm

Enables	
Business	
Strategy

1

Connect	
Employees	to	

Share	  
Exper-se

High-quality	
audio	and	video	
conferencing	
everywhere

Lync



Drivers	for	
Effec-ve	

Use

Conclusion

• If	the	use	of	Office	365	capabili-es	can	be	
authen-cally	linked	with	business	
strategy,	you	have	a	strong	driver.

Enables	
Business	
Strategy

1

No	 
Linkage

Indirect	 
Linkage

Direct	  
Linkage
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Drivers	for	
Effec-ve	

Use

A	Process	Relies	On	It

• The	use	of	Office	365	is	core	to	a	process	

• The	process	can’t	be	done	without	the	
tool

Core	to	a	
Business	
Process

2



Drivers	for	
Effec-ve	

Use

Case	Example:	Retail	Firm

Core	to	a	
Business	
Process

2

Forms	
for	HR	Tasks,	

Access	to	Store	
Deals,	Work	
Schedules

Online	
Forms,	 

Content,	&	
Schedules

SharePoint



Drivers	for	
Effec-ve	

Use

Case	Example:	Legal	Firm

Core	to	a	
Business	
Process

2

Coordina-ng	
Facility	Repairs	&	
Maintenance	

List	of	
Issues,	

Delega-on,	
Escala-on,	
Alerts

SharePoint	List



Drivers	for	
Effec-ve	

Use

Case	Example:	Legal	Firm

Core	to	a	
Business	
Process

2



Drivers	for	
Effec-ve	

Use

Conclusion

• If	the	use	of	Office	365	capabili-es	can	be	
authen-cally	integrated	with	business	
processes,	you	have	a	strong	driver.

Core	to	a	
Business	
Process

2

Usage	is	  
Op-onal

Some	  
Integra-on

Core	to	  
Process
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Drivers	for	
Effec-ve	

Use

An	Execu-ve	Champions	or	Mandates	It

• The	framework	of	words:	
• “Use	this	tool	…”	
• “Do	it	this	way	…”	
• “Here’s	the	reasoning	…”Execu-ve	

Mandate

3



Drivers	for	
Effec-ve	

Use

An	Execu-ve	Champions	or	Mandates	It

• The	evidence	of	aligned	ac-on:	
• He/she	uses	the	tool	in	the	prescribed	way	
• Walks	the	talk,	sets	an	example

Execu-ve	
Mandate

3



Drivers	for	
Effec-ve	

Use

Case	Example:	Professional	Services	Firm

Execu-ve	
Mandate

3

What	leaders	
do,	employees	

copy

Inten-onal	
cul-va-on	of	
ac-ve	use	
among	
leaders

Yammer



Drivers	for	
Effec-ve	

Use

Case	Example:	Agricultural	Firm

Execu-ve	
Mandate

3

Recent	
years	have	

been	difficult,	
hard,	and	
painful

Leaders	very	
mo-vated	to	get	
it	done	right

SharePoint



Drivers	for	
Effec-ve	

Use

Case	Example:	Manufacturing	Firm

Execu-ve	
Mandate

3

Manager	
learnt	the	new	

repor-ng	
system

“I	won’t	
read	any	

reports	that	
aren’t	in	the	
system.”



Drivers	for	
Effec-ve	

Use

Execu-ve	
Mandate

3

Many	shades	of	execu-ve	support

Rapid	Fan

Interested	&	
Suppor-ve

Cool	
Indifference

Outright	
Hos-lity



Drivers	for	
Effec-ve	

Use

Conclusion

• If	the	use	of	Office	365	capabili-es	are	
mandated	by	respected	execu-ves,	you	
have	a	strong	driver.

Execu-ve	
Mandate

3

No	 
Mandate

Mandate	  
by	Words

Mandate	  
by	Ac-on



Drivers	for	
Effec-ve	

Use

Consultancy	Process
4



Drivers	for	
Effec-ve	

Use

Another	Pair	of	Eyes

• Job	task	analysis	to	determine	what	tools	
and	approaches	would	help	

• For	individuals	
• For	groups,	teams,	departments	

• Requires	the	right	person	(or	people)	
• Can	see	opportuni-es	for	improvement	
• Knows	what	is	possible

Consultancy	
Process

4



Drivers	for	
Effec-ve	

Use

Variety	of	Engagement	Strategies

• Interviews	

• Workshops	

• Proof-of-concept	examples	

• Pilot	projects	

• Internal	surveys

Consultancy	
Process

4



Drivers	for	
Effec-ve	

Use

Case	Example:	Accountancy	Firm

Consultancy	
Process

4

Interviews	
with	execu-ves	
to	understand	
workflows

Scenarios	for	
improvement

SharePoint



Drivers	for	
Effec-ve	

Use

Case	Example:	Agricultural	Firm

Consultancy	
Process

4

Monthly	
Board	report;	
up	to	1,000	
copies	per	
month

Versioning	
in	a	SharePoint	
Document	
Library;	send	

links

Document	Library



Drivers	for	
Effec-ve	

Use

Conclusion

• If	job	task	analysis	can	iden-fy	authen-c	
ways	of	leveraging	Office	365	capabili-es,	
you	have	a	strong	driver.

Consultancy	
Process

4

No	Authen-c 
Opportuni-es

Some	  
Opportuni-es

Many	Authen-c 
Opportuni-es



Drivers	for	
Effec-ve	

Use

Self-Iden-fied	Opportunity
5



Drivers	for	
Effec-ve	

Use

Some	People	Already	Know	What’s	Possible

• Previous	experience	at	another	firm	or	
another	department	within	the	firm	

• Self-study	on	own	-me	to	further	their	
educa-on	

• Exposure	to	new	possibili-es	at	
conferences	or	during	civic	du-es	(PTA)

Self-
Iden-fied	

Opportunity

5



Drivers	for	
Effec-ve	

Use

Case	Example:	University

Self-
Iden-fied	

Opportunity

5

Execu-ve	
moved	from	one	

school	to	
another

Championed	
use	of	the	 
new	tool



Drivers	for	
Effec-ve	

Use

Case	Example:	Engineering	Firm

Self-
Iden-fied	

Opportunity

5

Lync	
introduced	
across	the	  

firm

Engineers	
leave	and	go	

somewhere	that	
doesn’t	have	

Lync

“That	firm	was	prejy	cool.”



Drivers	for	
Effec-ve	

Use

Case	Example:	Training	Firm

Self-
Iden-fied	

Opportunity

5

Firm	shiks	
from	file	shares	
to	SharePoint	
(“so	hard”)

Trainer	
leaves	and	

goes	elsewhere,	
and	misses	
SharePoint	

“Why	can’t	they	use	it?”



Drivers	for	
Effec-ve	

Use

Conclusion

• If	you	have	people	who	know	what’s	
possible,	and	their	ideas	would	work	for	
your	firm,	leverage	their	insights.

Self-
Iden-fied	

Opportunity

5

Low Some High



Drivers	for	
Effec-ve	

Use

Specific	Real-to-Life	Scenarios
6



Drivers	for	
Effec-ve	

Use

Descrip-ve	ways	of	changing	work	ac-vi-es

• Combines:	
• Knowledge	of	a	current	way	of	working	(process	
flow,	challenges,	pain	points)	

• New	possibili-es	through	Office	365	capabili-es	
• Bejer	behaviours	

• Results	in	a	different	way	of	achieving	
valued	outcomes

Specific	
Real-to-Life	
Scenarios

6



Drivers	for	
Effec-ve	

Use

Many	possible	scenarios

• Look	for	the	common	ac-vi-es	that	
people	do	in	your	firm;	how	could	these	
be	improved	by	using	Office	365?	

• e.g.,	working	on	documents	together,	
holding	mee-ngs,	having	discussions,	
running	projects,	sharing	learning,	etc.

6
Specific	

Real-to-Life	
Scenarios



Drivers	for	
Effec-ve	

Use

Scenario:	Co-Authoring	Documents

• Current	reality:	
• Documents	distributed	by	email	
• Prolifera-on	of	copies,	mul-ple	pain	points	

• New	approach:	
• Check-in/check-out	in	SharePoint,	or	real--me	co-
authoring	and	co-edi-ng	using	Word	Online	

• Poten-al	saving:	50%	of	-me	and	effort

6
Specific	

Real-to-Life	
Scenarios



Drivers	for	
Effec-ve	

Use

Case	Example:	Manufacturing	Firm

6

Group	uses	
email	for	
everything

Show	the	
group	a	

discussion	
forum

Specific	
Real-to-Life	
Scenarios



Drivers	for	
Effec-ve	

Use

Conclusion

• Strong	real-to-life	scenarios	help	business	
groups/teams	see	the	possibili-es	of	
Office	365	within	their	work	reality.

6

Few Some Many

Specific	
Real-to-Life	
Scenarios



Drivers	for	
Effec-ve	

Use

In-Group	Social	Expecta-on
7



Drivers	for	
Effec-ve	

Use

Social	expecta-on	of	usage

• It’s	how	a	group	works	
• …	the	way	we	share	updates	/	news	/	wins	
• …	the	way	we	work	on	documents	
• …	the	way	we	get	stuff	done	
• …	the	way	we	talk	to	each	other	

• New	people	are	inducted	into	the	way	of	
working	together

In-Group	
Social	

Expecta-on

7



Drivers	for	
Effec-ve	

Use

Quietly	Effec-ve

• Manager:	

• “I	don’t	read	email	ajachments.	Put	them	in	

SharePoint.”	

• “If	you	want	to	talk	to	me,	send	a	message	in	 
Skype	for	Business.”

In-Group	

Social	

Expecta-on

7



Drivers	for	
Effec-ve	

Use

Conclusion

• When	groups	develop	a	strong	culture	of	
working	in	a	par-cular	way	with	Office	
365,	it	becomes	a	strong	driver.

In-Group	
Social	

Expecta-on

7

Weak Medium Strong



Drivers	for	
Effec-ve	

Use

Self-Assessment	Tool
8



Drivers	for	
Effec-ve	

Use

General	Recommenda-ons	by	Job	Type

• Aker	analysing	how	work	gets	done	
across	your	firm,	and	looking	for	possible	
improvements,	link	new	ways	with	job	
types	

• Individual	employees	can	review	the	
recommenda-ons	and	select	the	most	
relevant	approaches

Self-
Assessment	

Tool

8



Drivers	for	
Effec-ve	

Use

Example

Self-
Assessment	

Tool

8

Role	1

Role	2

Role	3

Call	Centre	Agent	
SharePoint	Wiki	
Yammer	Group

Project	Manager	
Office	365	Groups	
Project	Online,	Word	Online,	Excel	Online

Sales	Manager	
Dynamics	CRM	
Yammer	Group	+	Word	Online



Drivers	for	
Effec-ve	

Use

Conclusion

• If	there	are	common	job	roles	in	your	firm	
that	can	be	linked	to	specific	Office	365	
capabili-es,	you	have	a	strong	driver.

Self-
Assessment	

Tool

8

Few	  
Common	Roles

Some Many	  
Common	Roles



What	are	the	drivers	for	
Office	365	in	your	work?



Developing	Competence	for	Effec3ve	Use

Michael	Sampson



Effec3ve	 
Use

Surrounding	
Context

Developing	
Usage	

Competence

Extending	
Effec3ve	
Use

Drivers	for	
Effec3ve	
Use



Devices	
Available

Computer	
Tablet	

Smartphone	
Watch

Iden3ty	
&	Access

User	Name	
Password	

Web	Address

Apps	&	
Data

Online	
Offline

Skill	&	
Ability

Know	What	
Know	Why	
Know	How	
Willingness



Developing	
Usage	

Competence
Self-Study	
Materials

Classroom	
Training

One-to-One	
Coaching

Group	Study	
Materials



Classroom	Training
1

Developing	
Usage	

Competence



Many	design	varia3ons

• Trainer	(internal,	external,	mixture)	

• Material	(general,	specific)	

• Approach	(listening,	hands-on)	

• People	(peers,	colleagues)	

• Extent	(star3ng,	everything)	

• Dura3on	(hours,	days,	weeks)

Classroom	
Training

1

Developing	
Usage	

Competence



Core	Behaviours	for	Effec3veness

• Fresh	and	relevant	material	

• Hands-on	ac3vi3es	

• Part	of	a	larger	process	

• Fewer	people	beUer	than	many	people
Classroom	
Training

1

Developing	
Usage	

Competence



It’s	Cri3cal	to	Get	Various	Things	Right

• The	right	trainer	

• The	right	level	

• The	right	group	of	people	

• The	right	3ming	in	the	process	

• e.g.,	thought	required.

Classroom	
Training

1

Developing	
Usage	

Competence



Case	Example:	Pharmaceu3cals	Firm

Classroom	
Training

1

Developing	
Usage	

Competence Two	half-day	
classroom	

sessions	with	
site	owners

Teach	
skills,	make	
connec3ons,	
highlight	local	

support

SharePoint



Conclusion

• Classroom	training	can	be	an	effec3ve	
method	for	developing	competence,	if	
done	right.

Classroom	
Training

1

Developing	
Usage	

Competence



One-to-One	Coaching
2

Developing	
Usage	

Competence



Sharing	an	
Idea

Coaching	People	to	Produc3vity

• Working	with	one	person	in	their	normal	
work	environment

One-to-One	
Coaching

2

Developing	
Usage	

Competence

Observe	
what	is	

happening

Encourage	
new	

approaches
Seeking	
Help

Sharing	
Exper3se



Coaching	People	to	Produc3vity

• A	general-purpose	strategy,	but	can	
par3cularly	be	used	with:	

• Execu3ves	(3me-pressed)	
• Blockers	/	nega3ve	people

One-to-One	
Coaching

2

Developing	
Usage	

Competence



Benefits	for	Coaches

• Sees	what	does	and	doesn’t	work	in	the	
“real	world”	

• Builds	a	network	of	contacts	

• Reinforces	and	extends	own	exper3se	

• Gets	early	alerts	to	new	possibili3es

One-to-One	
Coaching

2

Developing	
Usage	

Competence



Case	Example:	Religious	Organisa3on

Developing	
Usage	

Competence

One-to-One	
Coaching

2

New	
approach	for	
handling	digital	
documents

Manual	(4h)  
Video	(2h)	

Coaching	(.2h)



Case	Example:	Research	Firm

Developing	
Usage	

Competence

One-to-One	
Coaching

2

IT	
selected	the	

tool,	but	worked	
with	internal	

groups	

Biggest	
request	was	for	
one-to-one	
coaching

SharePoint



Varia3ons	on	a	Theme

• Each	one	teach	one	(responsibility)	

• One-to-two	coaching	(mul3plica3on)	

• Desk-to-desk	(viral	flow-through)
One-to-One	
Coaching

2

Developing	
Usage	

Competence



Conclusion

• One-to-one	coaching	can	be	an	effec3ve	
way	of	developing	competence	in	Office	
365	capabili3es.

Developing	
Usage	

Competence

One-to-One	
Coaching

2



Self-Study	Materials
3

Developing	
Usage	

Competence





Many	Op3ons	Available

• Online	video	courses	
• lynda.com	
• sharepoint-videos.com	

• Books,	websites,	and	blogs	

• Internal	webinars

Self-Study	
Materials

3

Developing	
Usage	

Competence



Many	Op3ons	Available

• Conference	talks	
• AUend	in	person	
• Watch	the	video	recording	

• Develop	your	own	internal	materials	
• WriUen	guide	
• Video	tutorials	
• Benefit	=	specific	context	and	user	interface

Self-Study	
Materials

3

Developing	
Usage	

Competence



Case	Example:	Consul3ng	Firm

Developing	
Usage	

Competence

Self-Study	
Materials

3

Live	webinars	
every	three	

weeks

New	people	
inducted;	staff	
can	brush	up	on	

key	skills

SharePoint



Case	Example:	Healthcare	Firm

Developing	
Usage	

Competence

Self-Study	
Materials

3

Open	Clinic	
every	Friday	at	

4pm

People	
can	ask	

ques3ons,	learn,	
seek	guidance	

and	help

Yammer



Conclusion

• There	are	various	ways	of	using	self-study	
materials	to	develop	competence	with	
Office	365	among	employees.

Developing	
Usage	

Competence

Self-Study	
Materials

3



Group	Study	Materials
4

Developing	
Usage	

Competence



Shared	Knowledge	on	How	to	Work	Together

• Shared	group	experience	with	the	tools	

• Group	agreement	on	how	to	use	

• Group	accountability	for	effec3ve	use
Group	Study	
Materials

4

Developing	
Usage	

Competence



Various	Group	Study	Materials

• Books	on	core	behaviours	

• Videos	on	essen3al	skills	

• Discussion	on	applying	new	approaches	
within	the	context	of	the	team/group	

• Key	aspect:	Group	Co-Learning

Group	Study	
Materials

4

Developing	
Usage	

Competence



Case	Example:	Banking	Firm

Group	
workshop	on	

leveraging	BI	for	
decision	
making

Developed	
new	approach	
with	the	new	 

BI	tools

BI

Developing	
Usage	

Competence

Group	Study	
Materials

4



Conclusion

• When	groups	learn	together,	they	can	
strongly	integrate	new	capabili3es	with	
group	prac3ces	and	behaviours.

Developing	
Usage	

Competence

Group	Study	
Materials

4



What	approaches	have	you	embraced	to	 
develop	competence	in	using	Office	365?



Strategies	for	Cul/va/ng	Effec/ve	Use

Michael	Sampson



Effec/ve	 
Use

Surrounding	
Context

Developing	
Usage	

Competence

Extending	
Effec/ve	
Use

Drivers	for	
Effec/ve	
Use



Effec%ve	 
Use

Produc/ve	
Behaviours

Efficient	
Process

The	Best	
Tool

Valued	
Outcome



Core	to	
Work

Effec%ve	
Use

One-to-One	
Coaching

Embedded	
Champions

Community	
Managers

Remove	
Alterna/ves



Effec%ve	
Use

Core	to	Work	
1



The	tools	have	to	be	used	to	do	the	work

Effec%ve	
Use

Core	to	
Work

1

Write	a	proposal Use	the	template	in	
SharePoint

Seek	feedback	from	
colleagues	and	others

Ask	in	a	Yammer	
community

Create	a	new	posi/on,	
apply	for	leave

Fill	out	an	online	form	on	
the	intranet

Hold	your	weekly	team	
mee/ng

Schedule	in	Outlook,	hold	
using	Skype	for	Business



Get	core	data	into	the	new	tools

• Automated	data	migra/on	
• From	file	shares	to	OneDrive	for	Business	
• From	file	shares	to	Document	Libraries	

• “Bulk	Loading	Party”

Effec%ve	
Use

Core	to	
Work

1



Case	Example:	High	Security	Firm

Effec%ve	
Use New	

intelligence	
system

Weekend	
migra/on	of	7	
years	of	dataCore	to	

Work

1



Conclusion

• Making	Office	365	capabili/es	core	to	
work	forces	regular	use.Effec%ve	

Use

Core	to	
Work

1



Effec%ve	
Use

Embedded	Champions
2



Nominated	co-workers	in	a	department

• Direct	colleague
Effec%ve	

Use

Embedded	
Champions

2 Do	the	
direct	work	of	
the	group

Encourage	
be\er	use	 
of	new	tools

Trying	to	find	the	benefit



Credibility	is	important

• The	more	credibility	with	other	colleagues	
the	be\er	

• Don’t	want	“loose	cannons.”	

• Need	to	be	seen	as	a	good	/	great	
contributor	within	the	life	of	the	team

Effec%ve	
Use

Embedded	
Champions

2



Get	extra	insight,	direc/on,	and	development

• Annual	face-to-face	training	

• Monthly	get	togethers	

• Online	community	to	share	ideas	/	
experiences	

• Funding	to	a\end	a	relevant	conference

Effec%ve	
Use

Embedded	
Champions

2



Case	Example:	Agricultural	Firm

Effec%ve	
Use Rolling	out	

new	SharePoint-
based	system

Asked	for	
3-4	champions	
per	department	
to	help	lead

SharePoint

Embedded	
Champions

2



Case	Example:	Engineering	Firm

Effec%ve	
Use Introducing	 

Skype	for	
Business	(calling,	

mee/ngs)

Nominated	
sec/on	buddies	
to	help	staff	get	

going

Skype	for	Business

Embedded	
Champions

2



Conclusion

• Colleagues	with	credibility	on	gecng	
work	done	can	be	an	authen/c	voice	for	
new	ways	of	working	with	Office	365.

Effec%ve	
Use

Embedded	
Champions

2



Effec%ve	
Use

Community	Managers
3



Normally	associated	with	“communi/es”

• Cross-firm	communi/es	of	prac/ce	and	
interest	

• Execu/ve	Assistants	
• Alterna/ve	Fuels	
• OneNote	Users	
• Project	Managers

Effec%ve	
Use

Community	
Managers

3



Employees	with	a	specific	cross-firm	mandate	

• Encourage	effec/ve	use	

• Working	toward	a	specific	outcome	
• Sharing	exper/se,	Leveraging	previous	learning	
• Developing	connec/ons,	Building	rela/onships

Effec%ve	
Use

Community	
Managers

3



Employees	with	a	specific	cross-firm	mandate	

• Have	responsibility	and	accountability	
within	the	community	

• Developing	competence	in	others	

• Oeen	a	specific	job	func/on	OR	a	por/on	
of	someone’s	job	

• e.g.,	Engineering	firm	in	the	UK	-	20%	of	/me

Effec%ve	
Use

Community	
Managers

3



Case	Example:	Professional	Services	Firm

Effec%ve	
Use Introducing	

new	ways	of	
building	
exper/se

Specific	
people	

recruited	to	be	
community	
managers

Yammer

Community	
Managers

3



Conclusion

• Community	managers	provide	a	focus	for	
gecng	a	business	outcome	while	using	
Office	365	capabili/es	to	get	there.

Effec%ve	
Use

Community	
Managers

3



Effec%ve	
Use

One-to-One	Coaching
4



Direc/ve	coaching	to	effec/veness

• Working	one-to-one	to	lead	the	individual	
to	effec/ve	use	

• Structuring	a	OneNote	notebook	
• Running	online	mee/ngs	in	Skype	for	Business	
• Leading	a	group	in	Yammer	

• Directed	training	and	next	steps

Effec%ve	
Use

One-to-One	
Coaching

4



Gecng	them	to	effec/veness	…

Effec%ve	
Use

One-to-One	
Coaching

4

Is	enough	/	
sufficient

Execu/ves

Drives	  
flow-on	
effec/ve	 

use

In	a	group	or	team



Case	Example:	Manufacturing	Firm

Effec%ve	
Use An	individual	

wants	to	

become	more	

competent

Schedule	

10x	30min	

mee/ngs	via	

Skype	to	

explore

e.g.,	OneNote

One-to-One	

Coaching

4



Conclusion

• One-to-one	coaching	helps	lead	people	to	
effec/ve	use	of	new	tools	within	the	
context	of	the	work	they	have	to	do.

Effec%ve	
Use

One-to-One	
Coaching

4



Effec%ve	
Use

Remove	Alterna/ves
5

Our	Old	Intranet  
2005-2014	



Take	away	older,	redundant,	outdated	systems

• Previous	systems	are	decommissioned	
• File	shares	…	read-only	
• Old	intranet	…	archived	
• Paper	forms	…	deleted	(and	not	accepted)	

• New	social	expecta/on	of	usage

Effec%ve	
Use

Remove	
Alterna/ves

5



Integrate	the	new	system	with	other	systems

• Interlinked	dependencies	
• To	do	THAT	you	have	to	do	THIS

Effec%ve	
Use

Remove	
Alterna/ves

5



Case	Example:	Sales	Group

Effec%ve	
Use

Remove	
Alterna/ves

5

Slide	deck	
presented	to	get	
approval	for	
proposal

Present	live	
from	the	CRM	

system

Dynamics	CRM



Conclusion

• Providing	mul/ple	equally-valid	
approaches	for	gecng	things	done	only	
confuses	people.	Remove	outdated	
alterna/ves.		

Effec%ve	
Use

Remove	
Alterna/ves

5



How	are	you	cul/va/ng	
effec/ve	use	of	Office	365?



Extending	Effec,ve	Use

Michael	Sampson



Effec,ve	 
Use

Surrounding	
Context

Developing	
Usage	

Competence

Extending	
Effec,ve	
Use

Drivers	for	
Effec,ve	
Use



Dynamics	to	Balance

Some	
people	have	
no	valid	need	
for	more

Office	
365	can	

support	many	
ac,vi,es

It’s	worth	
exploring	the	

“more”



Extending	
Effec,ve	

Use Train	on	  
Core	

Behaviours

Exemplar	
Stories

Internal	
User	Group

Train	on	
Basic	  
IT	Skills

Time	and	
Growing	

Confidence
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Internal	Stories	of	Awesome	Outcomes

• An	internal	case	study	of	how	a	group,	
team,	or	individual	used	Office	365	in	a	
great	way	

• Your	firm,	your	people,	your	challenges,	
your	culture,	your	tools	

• What	happened?

Exemplar	
Stories

1

Extending	
Effec,ve	

Use



Share	the	story	across	your	firm	…

• Brown-bag	lunches	

• Intranet	news	item	or	video	interview	

• Internal	user	group	discussion	

• Conference	presenta,on
Exemplar	
Stories

1
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Effec,ve	

Use



Case	Example:	Legal	Firm

Exemplar	
Stories

1

Extending	
Effec,ve	

Use
“I’m	BeNy	from	
facili,es	…	”

“Can	I	have	one	
of	those?”

SharePoint	Custom	List



Case	Example:	Retail	Firm

Exemplar	
Stories

1

Extending	
Effec,ve	

Use Running	out	 
of	Teflon	  

Pain,ng	Trays

“What	a	great	
idea	…”

Discussion	Forum



Case	Example:	Retail	Firm

Exemplar	
Stories

1

Extending	
Effec,ve	

Use Ques,ons	
asked	by	email	
to	one	person	

(delay)

Ques,ons	
asked	openly	to	

all	team	
members

Yammer



Conclusion

• Tell	the	great	stories	from	your	firm	on	
the	effec,ve	use	of	Office	365.  

• DISCUSSION	QUESTION 
What’s	your	favourite	Exemplar	Story?

Exemplar	
Stories

1

Extending	
Effec,ve	

Use



Extending	
Effec,ve	

Use

Internal	User	Group
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Regular	and	ongoing	explora,on	of	use

• What’s	working	(celebrate)	

• What’s	not	(get	it	fixed)	

• What	could	be	done	next	(envision)	

• What	should	be	done	next	(priori,se)	

• Who	is	doing	good	things	(kudos)

Internal	
User	Group

2
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Three	main	ways	of	running	a	user	group

1.		Face-to-face	sessions	

2.		Broadcast	sessions	  
					(Skype	for	Business,	Office	365	Video)	

3.		Online	community	(Yammer,	SharePoint)  

• With	all	of	these,	you’ll	need	a	moderator

Internal	
User	Group

2
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Case	Example:	Insurance	Firm

Extending	
Effec,ve	

Use

Internal	
User	Group

2

Regular	
mee,ngs	via	

Skype

People	present	
on	what	they’re	

doing

SharePoint	in	mee,ngs



Conclusion

• An	internal	user	group	gives	a	structured	
context	for	extending	effec,ve	use	of	
Office	365.  

• DISCUSSION	QUESTION 
What’s	your	experience	with	an	internal	
user	group?

Extending	
Effec,ve	

Use

Internal	
User	Group

2
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Train	on	the	core	human	behaviours	…

Train	on	
Core	

Behaviours

3

Extending	
Effec,ve	

Use

Projects

Mee,ngs

Doing	the	
Work

Project	Management	
Managing	projects	to	improve	success	rate	
Working	with	difficult	people	
Business	improvement

Effec,ve	Mee,ngs		
Mee,ng	design	(agenda)	
Facilita,on,	Nego,a,on,	Mindmapping

Personal	Produc,vity	
Focus,	Concentra,on,	Clarity,	Interrup,ons	
Collabora,ve	interdependence



Train	on	the	core	human	behaviours	…

Train	on	
Core	

Behaviours

3

Extending	
Effec,ve	

Use

Data

Ideas

Change

Business	Intelligence	
Data	analysis,	sta,s,cal	validity	
Working	with	large	data	sets

Effec,ve	Presenta,ons		
Presenta,on	design	(outcome,	flow)	
Communica,ng	ideas,	Engaging	audience

Change	Management	
Theories	of	change,	responding	to	change	
Leading	change



Case	Example:	Food	Company

Extending	
Effec,ve	

Use

3
Train	on	
Core	

Behaviours

New	project	
management	

system

Train	on	
project	

management	
frameworks



Conclusion

• When	the	capabili,es	of	tools	outstrip	
the	capabili,es	of	people	to	act/behave	
in	the	best	way,	tool	usage	is	ineffec,ve.  

• DISCUSSION	QUESTION 
What	core	behaviours	are	lacking	in	
your	organisa,on?

Extending	
Effec,ve	

Use

3
Train	on	
Core	

Behaviours
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Train	on	Basic	IT	Skills
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…	and	yet	…



hNps://www.youtube.com/watch?v=o4MwTvtyrUQ



Lack	of	IT	literacy	will	hold	you	back	

• Lack	of	confidence	with	computers	

• Lack	of	confidence	with	new	soiware	

• Lack	of	confidence	with	when	to	use	what	

• Lack	of	confidence	to	express	oneself	in	a	
professional	manner	in	a	digital	forum	

• Inability	to	type

Train	on	
Basic	  
IT	Skills

4

Extending	
Effec,ve	

Use



If	you	can’t	live	with	it,	deal	with	it

• Internal	training	courses	on	basic	IT	skills	

• Link	up	with	local	community	college	or	
training	ins,tu,on	

• Make	the	demonstra,on	of	IT	proficiency	
a	prerequisite	for	promo,ons	

Extending	
Effec,ve	

Use

4
Train	on	
Basic	  
IT	Skills



If	you	can’t	live	with	it,	deal	with	it

• Refund	courses	at	local	IT	ins,tute	once	
successfully	completed	

• One-to-one	coaching	

• Make	IT	proficiency	a	cornerstone	of	your	
corporate	culture	

Extending	
Effec,ve	

Use

4
Train	on	
Basic	  
IT	Skills



Conclusion

• A	lack	of	basic	IT	skills	will	hamper	
your	efforts	to	derive	business	value	
from	using	Office	365.	  
It’s	hard	to	do	more	if	your	people	
struggle	to	do	basic.  

• DISCUSSION	QUESTION 
How	do	you	deal	with	lack	of	IT	skills?

Extending	
Effec,ve	

Use

4
Train	on	
Basic	  
IT	Skills
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Progressive	capability	development

• Success	breeds	…	
• Jealousy	
• Complacency	
• Willingness	
• Success	mindset

Time	and	
Growing	

Confidence

5
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For	some	people,	early	success	leads	to	…

• A	desire	to	try	more	

• A	drive	to	do	more	

• A	willingness	to	push	the	boundaries	

• An	appe,te	to	go	faster

Extending	
Effec,ve	

Use

Time	and	
Growing	

Confidence

5



Conclusion

• Help	your	people	get	to	success.	Some	
will	remain	hungry	and	use	their	growing	
confidence	to	push	for	more.  

• DISCUSSION	QUESTION 
Do	you	have	people	championing	for	
more?

Extending	
Effec,ve	

Use

Time	and	
Growing	

Confidence

5
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Measure	What	MaNers
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Measuring	via	easy	counts	is	misleading

• The	number	of	…	
• SharePoint	sites	
• Skype	for	Business	mee,ngs	
• Yammer	communi,es	

• High	numbers	do	not	equal	high	value	
(e.g.,	email,	mee,ngs)

Measure	
What	

MaNers

6
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Need	good	before/aier	numbers

Measure	
What	

MaNers

6

Extending	
Effec,ve	

Use

ANract	beNer 
applicants  

Win	beNer	talent	
before	others	

Improve	firm	
quality

Measures	of	
Business	Value



Need	good	before/aier	numbers

Measure	
What	

MaNers

6

Extending	
Effec,ve	

Use

Number	of	Video	
Calls  

Average	Call	
Dura,on	

Average	Size	of	
Video	Recording

Measures	of	
Tech	Adop,on



Conclusion

• Measuring	what	maNers	requires	  
that	you	know	what	maNers.  

• DISCUSSION	QUESTION 
What	do	you	measure?	Does	it	maNer?

Extending	
Effec,ve	

Use

Measure	
What	

MaNers

6



How	can	you	extend	the	
effec,ve	use	of	Office	365?



Building	Your	Framework

Michael	Sampson



Building	
Your	

Framework

SWOT	Analysis	on	Effec?ve	Use
1



Review	the	Effec?ve	Use	framework	…

• What	areas	of	Strength	do	you	have?	
• …	Weakness?	
• …	Opportunity?	
• …	Threat?	

• What	ac?ons	do	you	need	to	take?

Building	
Your	

Framework

SWOT	
Analysis	on	
Effec?ve	
Use

1



Effec?ve	 
Use

Surrounding	
Context

Developing	
Usage	

Competence

Extending	
Effec?ve	
Use

Drivers	for	
Effec?ve	
Use



Scenarios	  
of	the	
Possible

Business	&	
Financial	
Case

Technology	
Acquisi?on	
Approach

Changing	
Nature	of	
Work

Governance	
and	

Guidelines

Surrounding	
Context



Execu?ve	
Mandate

Self-
Iden?fied	

Opportunity

Enables	
Business	
Strategy

Core	to	a	
Business	
Process

Consultancy	
Process

Specific	
Real-to-Life	
Scenarios

In-Group	
Social	

Expecta?on

Self-
Assessment	

Tool

Drivers	for	
Effec?ve	
Use



Self-Study	
Materials

Classroom	
Training

One-to-One	
Coaching

Group	Study	
Materials

Developing	
Usage	

Competence



Effec?ve	 
Use

Core	to	
Work

One-to-One	
Coaching

Embedded	
Champions

Community	
Managers

Remove	
Alterna?ves
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Review	the	
Organisa/onal	

Context
2 3 4 5 6 7 8 9

Strategy	behind	
the	acquisi/on	of	

new	tools

Feedback	from	 
the	Engagement	

sessions

10

Type	of	staff,	and	
competence	with	
current	tools



Build	the	 
Team	for	the	
Office	365	
Program

Iden?fy	the	right	
internal	(and	

external)	people

Run	an	effec?ve	
use	workshop	for	
the	new	team

3 4 5 6 7 8 9 101



Iden?fy	Ini?al	
Departments,	
Groups,	and	

Teams

Who	would	benefit	
from	new	ways	of	

working?

Who	has	a	
willingness	to	be	
involved	now?

4 5 6 7 8 9 101 2



Hold	
Exploratory	

Workshops	on	
Work	Prac?ce	
and	Culture
How	do	the	

various	groups	
work	now?

Where	are	the	
opportuni?es	for	
improvement?

5 6 7 8 9 1031 2



Drae	your	
Approach	for	
Office	365

Ini?al	list	of	
strategies	for	the	

program

Prepare	/	shape	
the	required	
resources

6 7 8 9 103 41 2



Implement	
your	Approach

Work	with	the	
ini?al	groups

Apply	relevant	
strategies	to	help	
with	the	transi?on

7 8 9 103 4 51 2



Monitor	your	
Program

How	does	your	
organisa?on	

respond	to	the	
strategies?

Modify	or	fine	
tune	so	as	to	
maximise	

effec?veness

8 9 103 4 5 61 2



Create	
Ar?facts	on	
Effec?ve	Use

Capture	and	
document	good	

ideas	/	approaches

E.g.,	capture	
Exemplar	Stories

9 103 4 5 6 71 2



Plan,	
Implement,	
Monitor,	
Adjust

Focus	on	value	and	
benefit	from	new	
ways	of	working

Implement	
relevant	strategies

103 4 5 6 7 81 2

Monitor	and	adjust	
to	increase	
effec?veness



3 4 5 6 7 81 2 Broaden	the	
Footprint

Expand	into	new	
departments,	
groups,	teams

Leverage	core	
strategies	that	
have	already	

worked

9



Building	
Your	

Framework

Build	a	Team	for	Effec?ve	Use
3



Project	Team	or	Produc?vity	Team

• Coaching	and	mentoring	

• Build	internal	capability	

• Deliberately	capture	and	share	the	stories	
of	enhancement

Building	
Your	

Framework

Build	a	  
Team	for	
Effec?ve	
Use

3



Building	
Your	

Framework

Write	Out	Your	Plan
4



A	wriUen	plan	enables	the	building	of	intent

• Coherent	messaging	

• Running	theme	

• Related	to	the	work	

• High	frequency	

• Formal	approach

Building	
Your	

Framework

Write	Out	
Your	Plan

4



It	gives	you	something	to	evaluate

• An	externalised	document	
• Your	evalua?on	(and	thus	improvement)	
• Share	with	others	and	discuss	
• Build	a	groundswell	of	support	
• Enables	interac?on	with	execu?ves

Building	
Your	

Framework

Write	Out	
Your	Plan

4



What	does	your	framework	for	the	  
effec?ve	use	of	Office	365	look	like?



Closing	Comments

Michael	Sampson



Thank	you.



Ge8ng	to	Effec;ve	Use	with	 
Office	365	is	the	major	game.



You’re	going	to	need	a	plan.



You	can	do	this.



Go	and	do	great	work.



michaelsampson.net



Michael
@collabguy

michaelsampson.net

The	  
Michael	Sampson 

Company

Sampson


