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introduction

In the future, the Covid-19 pandemic will mark the pivotal moment when common
working practices fundamentally changed.

The necessity of remote working during Covid-19 has given many organisations new
insight into the possibilities of long-term remote and flexible working.

Many are looking into enabling long-term remote working approaches or responding to
lockdown measures easing and adapting their workplaces to enable social distancing.
Some organisations may be contemplating if there is a need for an office, or looking at
reducing the number of offices they have. The majority of organisations (88%) currently
either encourage or require employees to work from home, according to Gartner
research. Inevitably, organisations are not going to be working the same way they did
before. They must look for ways to leverage technology that ensures distanced and
remote collaboration to enable business continuity.

In a post Covid-19 landscape, cloud-based digital solutions will support the dual needs
of this new working way — supporting remote workers and enabling distanced working
in the office while ensuring continued operations and keeping workers safe.

This guide delves into six key challenges now facing organisations in setting up a safe,
flexible working environment and the digital tools and technologies that will enable your
employees to work collaboratively and safely, whether in the office or at home.

Tne guide covers:

* New ways of working
Digital management of a socially distanced workplace
Reducing paper-based processes and boosting team productivity
Managing communication in a hybrid working environment
Managing socially-distanced training and equipment maintenance

Providing employees with desktop access wherever they are

Coordinating and planning the return to the workplace

Digital workplace enablement
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https://www.gartner.com/en/newsroom/press-releases/2020-03-19-gartner-hr-survey-reveals-88--of-organizations-have-e
https://www.gartner.com/en/newsroom/press-releases/2020-03-19-gartner-hr-survey-reveals-88--of-organizations-have-e

New ways of working

The impact of Covid-19 on organisations of all shapes and sizes around the world
has caused a seismic shift in how we conduct our work. Most organisations have
essentially hit the fast forward button on many technologies that were already in place
or were being considered. From enabling remote working and providing access to on-
premises systems, to delivering digital events, these technologies have now become
an essential part of our day to day working life and are here to stay. It's safe to say,
that Covid-19 has been the tipping point for creating a new world of work. So, what
new working ways can we expect post-Covid-19? Below are three ways in which our
workplace will be changing:

1. Flexible by design

Remote working will become more permanent. The
Coronavirus situation has demonstrated the need for
a flexible organisation that can rapidly adapt its way of
working to ensure business continuity no matter what
events unfold.

Some organisations may choose to remain in a complete
remote state, but the majority will embrace greater flexibility
to support different hybrid working situations and scenarios
for their employees.

It's time to think about how to digitally manage shift rotas
and patterns to seamlessly coordinate who is in the
workplace at any given time.

L=\ 2. Contactless office

Organisations now need to focus on creating a safe and
{ healthy workplace, hence the need for a contactless work
] . -
environment will increase.
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Organisations will be rearranging their offices to respect the

social distancing guidelines, which are expected to remain
in place for a long time to come. Steps must be taken to
create a healthy working environment.

It’s time to think about how to eliminate paper-based
processes and ways to do more with less - boosting the
productivity of smaller teams.

3. Re-purposing the workplace

The recent increase in remote working does not mean that
the office space will be banished, but there is a need to
redefine the purpose of the office. The flexible, open office
space is no longer fit for purpose.

The physical office will transition into a place where workers
will visit for specific tasks or interact with colleagues.

It's time to think about tools and technologies that enable
socially distanced instructor-led training and equipment
repairs and to look for ways to manage remote or socially
distanced meetings.
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Digital management of a socially distanced workplace

o © Areturn to the workplaces means taking proactive steps to manage

M M social distancing and reduce physical contact in the workplace. This

“ “ presents significant challenges for many organisations. Changing
internal spaces and access to communal areas while maintaining a full
complement of staff is likely to be very challenging for many. So how

can you ensure you are supporting social distancing in the workplace?

C Al :
SOoiution
Shifts in Microsoft Teams

In many situations, apps like Shifts for Teams can provide the ideal solution to help you
manage this transition. The Shifts functionality uses a schedule or rota based system

to ensure people that need to be in the office can work safely and to allow teams and
working groups to book time in a shared space to get their work done.

Shifts for Teams is commonly used to manage first-line staff in retail and clinical
scenarios, or workshop settings and factory floors. However, it is equally powerful in
managed rotas for the office-based worker, to support the new ways of working.
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Organisations already using Shifts for some areas of their business have been able
to make a quick transition into using Shifts to accommodate the whole business, by
implementing a schedule for:

» Booking days or times to work from office spaces

» Booking meeting spaces on specific days for face to face team collaboration while
maintaining social distancing

» Reserving times for communal spaces for group lunches, informal training sessions or
check-ins with reduced numbers

» Streamlined and targeted messaging on a shift by shift basis, without having to send
blanket emails.

Shifts works across all devices and allows workers to flexibly book their own times, swap
shifts and rearrange schedules while managers or facilities staff have visibility of who is
on-site.

Shifts can also manage group task lists, activities, and responsibilities, making it easier
to communicate everyone’s responsibilities for social distancing, hygiene and
space-sharing.
4
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https://support.microsoft.com/en-us/office/what-is-shifts-f8efe6e4-ddb3-4d23-b81b-bb812296b821#:~:text=Shifts%2520in%2520Microsoft%2520Teams%2520is,members%2520appear%2520on%2520the%2520left.
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Reducing paper-based processes and boosting team productivity

—\ Many businesses, large and small, still use a multitude of paper-based
systems and processes to perform their tasks. Whether it is job sheets
( . .) or expenses reporting, a manual process poses a significant risk to
\_ workers passing paper around offices, and a barrier to those
working remotely.

Additionally, many organisations will be operating with limited teams,
having fewer employees to run key processes. These organisations will
be looking for ways to boost productivity and do more with less.

By implementing simple, manageable and automated digital processes,
you can reduce the reliance on paper systems and physical documents.
Furthermore, automating the manual intensive rule-based processes
can help reduce the burden on the available staff and they can be re-
assigned for more strategic and value-add activities.

So, how can you reduce paper-based processes and lean on automation
to improve efficiencies and productivity with a reduced team?

CAlp i~
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Microsoft Power Apps

The Microsoft Power Platform consists of Power Apps, Power Automate, Power Bl
and Power Virtual Agents.

It provides all the tools to digitise your organisation, from creating simple forms and apps
to automating approval routes and providing useful, focused data representations to
help you improve and streamline your processes.

Leveraging Microsoft Power Apps is a smart way to quickly boost workers productivity.
Power Apps is a no-code way of building and designing business applications to meet
the unique needs of organisations. This encourages the production of mobile and
desktop applications to reduce manual processes. Additionally, Power Apps enables
organisations to securely build, share and connect these apps to external sources
within minutes.

Using Power Apps, your organisation will gain the ability to easily coordinate business
processes in a contactless manner.

Build a safety and compliance

Build an expenditure approval

Power App Power App

Build an app that has health and safety

Automate expenditure approval and

checklists and procedures. Provide a provide automated requests and

simple way to capture and ensure that approvals for employees.
all health and safety processes have
been followed and completed with a

simple audit trail.

Financial
Director


https://incrementalgroup.co.uk/partners/microsoft-powerapps/
https://incrementalgroup.co.uk/services/microsoft-flow/
https://incrementalgroup.co.uk/partners/power-bi/
https://incrementalgroup.co.uk/2019/06/10/microsoft-releases-d365-virtual-agent-customer-service-preview/
https://www.financialdirector.co.uk/2019/06/19/how-inefficient-processes-waste-nearly-a-third-of-employees-time/
https://www.financialdirector.co.uk/2019/06/19/how-inefficient-processes-waste-nearly-a-third-of-employees-time/
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Microsoft Power Automate

Intelligent automation can enable smooth functioning of key processes with reduced
team sizes and give a much-needed boost to productivity levels.

Power Automate is designed to automate and integrate business processes. Tasks that
are otherwise manual, paper-based and repetitive are automated leading to faster, more
efficient processes.

Power Automate provides a robust workflow engine to route data, form submissions or
content for review or approval, update additional data sources or manage content to
automate existing manual, repeatable processes.

Automating processes in Power Automate enables you to remove the need for multiple
hard copy signatures, print and sign processes, and multiple user handling of paper.

Power Apps and Power Automate quickly digitise and automate your processes to get
rid of paper and manual processes for good, meaning your staff can interact with your
data from wherever they are and your audit trails remain robust and reportable.

In-built Power Automate

templates help you to:

» Automate and process expense
claims

» Automate time sheets and
holiday requests

» Automate financial approvals

+ Automate the onboarding of
new staff (particularly useful for
onboarding new remote
workers).
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Managing communication in a hybrid working environment

Remote workers have recently been thrown into a world where informal
corridor conversations, hot-desking and cramped meeting rooms are

a thing of the past. Video conferencing and better use of technology

i)
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have enabled geographically remote teams to work efficiently and
productively during lockdown.

As lockdown eases with the gradual return of employees to the

workplace, many organisations will be looking to create a hybrid working
environment. Many workers may choose to spend most of their working

time at home, whereas, some will opt to venture into the workplace for
most of their working week or only occasionally. Either way, creating a
flexible hybrid working structure is essential to keep workers safe and

ensure they are comfortable with how they work going forward.

So, with a more hybrid approach to working an imminent practicality,
how will organisations keep their teams productive to ensure business
continuity?

C Ay o+
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Microsoft Teams calling and video conferencing

Global usage of Teams has increased exponentially since lockdown measures were
implemented. Teams has become a key technology for collaboration, communication
and calling. In a hybrid workplace, Teams offers seamless meeting environments for
small groups in the workplace as well as remote workers in their home offices.

Teams Room Systems

Teams Room Systems allows seamless access to Teams meetings through video
conferencing facilities and enhances the ability to whiteboard and brainstorm with
colleagues whether they are in the room or joining virtually.

_—

Chat and conversations in Teams

Persistent chat and conversations in Teams provides a place for those water-cooler
and corridor chats to continue, with the added advantage of being able to share the
outcomes with all project colleagues easily.

The combination of informal and formal communication methods in Teams means
individuals can instigate those quick chats with their team-mates in a central location
when working from home, or post a quick update in a Team for any in-person
conversations that have led to new decisions.
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https://incrementalgroup.co.uk/services/microsoft-office-365/microsoft-teams/
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/across-devices

Voice calling in Teams

Avoiding contact with shared devices such as desk phones in a post Covid-19 world is
just one of the challenges we have to get used to. However, organisations still need the
ability to make and receive phone calls and transfer these calls as they usually would.

Microsoft Teams supports being able to make and receive voice calls to the outside
world via the public telephone network. With a simple headset and your laptop running
Teams, your desk phone follows you wherever you are working.

Microsoft Teams live events

Live events is an extension of Teams meetings, enabling users to broadcast video and
meeting content to a large online audience. Live events are designed for one-to-many
communications where the host of the event is leading the interactions and audience
participation is primarily to view the content shared by the host. Attendees can watch
the live or recorded event in Yammer, Teams, and Stream, and can interact with the
presenters using moderated Q&A or a Yammer conversation. Teams live events provide
a broad-reaching solution to share rich content with up to 10,000 attendees, and can
take the place of in-person conferences, training and learning sessions and global town

hall sessions.
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https://support.microsoft.com/en-us/office/get-started-with-microsoft-teams-live-events-d077fec2-a058-483e-9ab5-1494afda578a
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Managing socially distanced training and equipment maintenance

7\ In many industries, hands-on learning and troubleshooting is the only
\/@\D way to get things done. This often requires an instructor/trainee or staff
‘ J member/maintenance engineer to be working in close proximity with
I | others on the same equipment and using the same tools.

In the new world of work, greater care must be taken to maintain
distance from colleagues and reduce contact with the same equipment,
making it much more difficult to see what's going on and intervene to
provide assistance and guidance.

So, how do you safely execute the inspection or repair of equipment, for
example, without a team of engineers working side by side?

C AL+
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Dynamics 365 Remote Assist on HoloLens

Microsoft Dynamics 365 Remote Assist on HoloLens allows people to work together
from any location. It is part of Microsoft's mixed reality range for Dynamics 365.

Dynamics 365 Remote Assist on HoloLens uses mobile devices or mixed reality
headsets with built-in text and imaging to support collaborative working. Remote
Assist allows a remote technician to see what their on-site colleague sees, provide text
information through the HoloLens device and direct on-site technicians step by step to
complete procedures. Dynamics 365 Remote Assist enables organisations to:

» Share a real-time view with experts in remote locations to get the help needed and
stay hands-free

* Bring critical information into view

* Pull in work order information from Dynamics 365 Field Service and schematics and
diagrams from familiar applications

» Reduce costs with remote inspections - combine video, screenshots, and annotations
for more seamless workflows on the devices you already use.
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https://dynamics.microsoft.com/en-gb/mixed-reality/remote-assist/

Dynamics 365 Remote Assist with HoloLens use cases

Technician

A technician can use Remote Assist on their HoloLens or mobile device to share what
they are seeing and receive remote assistance.

Inspector or auditor

An inspector or auditor can use Remote Assist on their HoloLens or mobile device to
collaborate with remote inspectors and auditors. Together, they evaluate and document
asset quality.

Remote collaborator

A remote collaborator can use Microsoft Teams on PC or mobile to join a Remote Assist
call, see what a technician or inspector sees, and provide guidance in context — it is all
possible with the Teams client.

Knowledge sharing and training

Collaborative maintenance Carry out remote inspections

and repair

Empower onsite inspectors to Document repairs via photos and

Empower technicians to solve collaborate with remote inspectors to videos and share them with the rest of

problems faster the first time with your organisation.

evaluate and document asset quality.

Microsoft Dynamics 365 Remote

Assist. By using heads-up video calling

on Microsoft HoloLens and mobile
devices, technicians can receive
guidance in context from remote

collaborators.

Remote Assist with HoloLens is very popular in the manufacturing and energy sectors.
It can also be used by trainers to demonstrate how to use specific pieces of equipment
with trainees joining remotely and with sessions recorded to be re-used later.

However, it is increasingly being used in office environments to facilitate remote
training and meetings, with the trainer/collaborator sharing and recording content
through HoloLens.
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Providing employees with desktop access wherever they are

Providing workers with access to applications and services used in the
office, while they work remotely, is critical to maintaining operations.

In the new world of hybrid and remote working, giving workers the ability
to access what’s on their PC, which is physically housed elsewhere,
ensures that productivity levels are not negatively impacted.

So, how do organisations provide remote workers with access to

the apps and services that reside on their PC to ensure they remain
productive? How do employees work with secure data from an on-site
system without having to be physically present?

C Ao+
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Windows 10 Virtual Desktop

Running a Windows 10 Virtual Desktop with all your applications loaded on it has
been possible for many years.

Many organisations use these solutions to provide workers with access to their
applications when working remotely. As a result of Covid-19, the usage of virtual desktop
technologies to access on-premises applications and data has increased considerably.

Microsoft Windows 10 Virtual Desktop is a comprehensive desktop and app
virtualisation service running in the cloud. Windows Virtual Desktop delivers simplified
management, multi-session Windows 10, optimisations for Microsoft 365 Apps for
Enterprise, and support for Remote Desktop Services environments.

Running Windows 10 in the cloud gives workers the same, familiar end-user experience
that they have in the office.

Windows 10 is also optimised to run Office 365 and Teams in the cloud allowing
security-conscious organisations to keep all their data within the secure cloud boundary.

If combined with the migration of applications and data to the cloud, organisations
have access to a secure, scalable environment that can be accessed from user home
locations without compromising on security.
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https://azure.microsoft.com/en-gb/services/virtual-desktop/
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Coordinating and planning the return to the workplace

With lockdown easing, organisations are starting to reopen for business. Organisations
everywhere face the daunting task of minimising risk in meeting rooms, factory floors,
storefronts, and more to ensure the safety of every employee and customer.

As organisations return to the workplace, it will be a phased process with the employee
and organisational safety at its core. The process will be different for everyone and

will require organisations to be agile and proactive. As a result, organisations will need
to maximise resources by quickly making data-driven decisions when it matters most
to maintain safe work environments. By adapting business workflows and processes

to changing needs, organisations can save time and money by reducing risk and
streamlining their workplace reopening process.

C Ay
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Microsoft Power Platform return to the workplace solution

To help organisations streamline the return to the workplace, Microsoft has created

a Power Platform return to the workplace solution. The solution comprises a
comprehensive, end-to-end set of four modules that help organisations plan, coordinate,
and manage the return to the workplace with confidence, helping to ensure the health
and safety of employees. The solution is easily customisable, with fast deployment and
built on the Power Platform. Together, the modules provide an end-to-end experience for
executive leaders, facility managers, employees, managers, as well as health and safety
leaders. The modules include:

Location Readiness solution

The Location Readiness solution allows facility managers and task force leaders to
determine the readiness of their facilities and efficiently manage their safe reopening by
making informed decisions using critical factors like Covid-19 infection rates and safety
supply availability.
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https://powerplatform.microsoft.com/en-us/return-to-the-workplace/get-started/
https://docs.microsoft.com/en-us/powerapps/sample-apps/return-to-workplace/dashboard-for-executive-leadership

Employee Return to the Workplace solution

The Employee Return to the Workplace solution empowers your workforce with self-
service tools that help them work safely, confidently, and productively, including a mobile
app that lets them check in to work remotely and self-screen before entering facilities.

Contoso

Welcome Kat!
[ Austin-10900

PASS

ﬂﬂ‘ GET DAY PASS
CJ\ LOOK UP STATUS

Do you feel safe returning to work?

2) (3e)
ST Z/

Yes Neutral

Facility Safety Management solution

The Facility Safety Management solution gives facility managers a detailed view of
the completeness of readiness factors to efficiently manage their safe reopening.

 Facity Satety Managament » Facity > Faciites > HOBATT
@i @ swacon + hew D D

HOBART
Facbty

Virus Spread Employee Activity

Neutral

Workplace Care Management solution

The Workplace Care Management solution helps organisations to actively manage
Covid-19 cases, identify hot spots for safety improvement, and import data from other
systems to aid in case management. Dashboards enable monitoring of all solution data.

- Workplace Core Management  Cae Nanagemnt > Employes Caes 3 CS001017
© @swe &Sweklowe +New [ Deactivate

€5-001017
v Employee Case

General  Case Facilties  Case Contacts  Related

s

A Gm uid Acount
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https://docs.microsoft.com/en-us/powerapps/sample-apps/return-to-workplace/app-for-employee
https://docs.microsoft.com/en-us/powerapps/sample-apps/return-to-workplace/app-for-facility-manager
https://docs.microsoft.com/en-us/powerapps/sample-apps/return-to-workplace/app-for-health-and-safety-lead
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Help your organisation to thrive now and into the future

Creating an effective digital workplace that helps workers socially distance in the office
and work remotely will help your organisation to thrive during the current situation and,
well into the future. The digital solutions outlined in this guide help you create a safe
and productive office environment to empower your workers to get their jobs done
more efficiently than ever before when they work at home or return to the office.

Digitai Workpiace Readiness Assessiment

Our Digital Workplace Readiness Assessment is designed to help you review the
hurdles you face getting your people back to work safely. The assessment identifies
quick and effective solutions that allow your organisation to fully support an increase
in remote workers, develop a hybrid working practice and review modern tools that
enable on-site teams to collaborate while maintaining a social distance.

Find out more >>

o o L
Microsoit incentives

Microsoft has some incentives to support organisations in getting their people back to
work safely. Please get in touch with us to find out if you qualify for the incentives.

About incremental group

Incremental Group is a leading Microsoft gold partner with a strong track record
helping organisations drive digital transformation with Microsoft solutions. We help
organisations with applications, data and process automation using the full range of
Microsoft solutions. We provide consultancy, workshops and Proof of Concepts (POC)
so that you can test these technologies in your organisation with a low

initial investment.

Incremental Group is committed to helping you during this challenging time. Our people
are experts at helping and equipping your organisation with the digital capabilities
required to ensure business continuity.

For more information on any of our resources or if you need guidance on remote
working or enabling quick remote access, then please get in touch, or visit our
business continuity hub to access a wide range of resources.

0345 565 3000

Iil Incremental info@incrementalgroup.co.uk

Group www.incrementalgroup.co.uk



https://www2.incrementalgroup.co.uk/digital-workplace-readiness-assessment
https://www2.incrementalgroup.co.uk/message
https://www2.incrementalgroup.co.uk/message
https://incrementalgroup.co.uk/businesscontinuity/

