English (US)
English (UK)
日本語
Español
Français (France)
Italiano
Português (Brasil)
ภาษาไทย
Tiếng Việt

English (US)



Log inTry Workplace


Contact Sales


Početna

Početna

AboutFeaturesPricingInsightsPartnersResources


Izbornik


	Choosing Workplace



	Solutions



	Security



	Customer Stories



	Workplace for Good



	Getting Started






CHOOSE WORKPLACE
Learn why Workplace is right for you.
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Security


Security is at the heart of everything we do, with world-class infrastructure and features to keep your company safe.
Workplace for Good


We're proud to offer Workplace Core for free to eligible non-profit charitable organizations. See if you qualify.
Getting Started


Read to launch Workplace? Discover how to get your whole company connected in as little as 5 weeks.

GETTING STARTED
Get your whole company connected in as little as 5 weeks.


Choosing Workplace


Let's get into all the reasons that Workplace is the right choice for your business.
Solutions


From leveling-up company communication to building a better culture, we’re here to solve your toughest challenges.
Customer Stories


Find out how organizations like yours are using Workplace to solve their most important business challenges.
Why Workplace


Why Workplace? Because it's familiar, mobile, secure, integrated and connects everyone. Why else?
Diversity & Inclusion


We’re doing our bit for a better world by making sure every employee feels seen, heard and valued.
Future of Work


Learn how to take your first step into the metaverse with Meta's hardware and software solutions.
How can Workplace help you?


From leveling-up company communication to building a better culture, we’re here to solve your toughest challenges.
Business Communication


Our easy-to-use tools will make your most important messages unmissable, and your intranet inspirational.
Employee Engagement


Ditch the email for more engaging company-wide conversations that give every employee a voice.
Strengthen Culture


Show people you’re committed to culture by empowering everybody to be the best version of themselves.
Getting Connected


Bring your entire organization together on Workplace, even if they don't have an email address.
Frontline Workers


61% of frontline managers say there’s a disconnect in communication with head office. We help close the gap.
Remote and Hybrid Working


Whether they’re working from home or the office, Workplace keeps your employees connected to your company’s culture.
Browse All


Organizations of all shapes and sizes are gaining a competitive edge with Workplace. Find your favorite story.
Podcasts


Listen to our Pioneer Podcasts to hear some of our favorite success stories from our biggest champions.
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FEATURES AT A GLANCE
Discover a simpler way to stay connected with familiar features you'll love to use.
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Interactive Demo


Take the tour to see how all our features and technology come together to turn your company into a community.

INTERACTIVE DEMO
Take the guided tour to see all our features in action.


Features


Discover familiar features to share information, engage employees, build culture and connect people everywhere.
Integrations


Workplace brings your favorite tools together. So whatever you need, our integrations have got you covered.
Features at a Glance


Discover familiar features to share information, engage employees, build culture and connect people everywhere.
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Connect to all your tools


See how Workplace easily integrates with all your favorite  business tools.
Workplace & Microsoft


From Teams, to Office 365 to Azure AD, Workplace and Microsoft are better together.
Integrations directory


Check out the full list of our integrations and learn how to customize your Workplace.
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CHOOSE THE RIGHT PLAN
Choose the Workplace payment option that works best for you and your business.






Pricing Plans


Our flexible pricing plans offer unbeatable value, great customization options and advanced security as standard.
Forrester ROI Study


Download the Forrester Total Economic Impact Report to discover the value Workplace can bring to your organization.

Forrester ROI Study
Discover the business value of Workplace in the latest Forrester Total Economic Impact Study.
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NEWS
McDonald’s uses Workplace to enhance its restaurant employee experience. 
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Events & Webinars


Explore upcoming Workplace events and webinars, and register for any that sound exciting (so that's all of them).
Ebooks & Guides


We love sharing what we've learned about the future of work, so download a guide or infographic on us.
Newsroom


Find the latest news about Workplace, our partners and customers, or check out the Media Gallery for useful brand stuff.

NEWS
Workplace and Vodafone renew partnership to build bridges in a hybrid world


Hot Topics


Our latest insights on new ways of working.
Blog


Prepare for the future of work with our collection of articles, insights and interviews on key business topics.
Future of Work


How will the metaverse change how we work?
Employee Experience


Deliver your employee experience strategy with Workplace
Future of Work


How will we work in the metaverse? What does the infinite office look like? Step inside and start exploring.
Business Communication


Discover how to talk and listen to everyone in your organization (and why you need to).
Employee Engagement


Looking to connect more deeply with employees? Learn how to give work more meaning and people a purpose.
Leadership


How will leaders navigate the changing technology landscape? And how do you become a better one? Take a look.
Culture


What is culture? How do you build authentic values? And why does it matter so much? Find out right here.
Remote Working


Remote working is big. Hybrid will be bigger. So how do organizations stay connected in a new world of work?
Team Collaboration


This is where we find out what's really involved in building high-performing teams and a culture of collaboration.
Productivity


What is productivity, how do you measure it and what effect does it have on a business? Let's explore.
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WORKPLACE ONE PARTNER PROGRAM
Want to become a Workplace partner? Discover the benefits and apply today.








Become A Partner


Interested in becoming a Workplace partner? Learn more about the benefits and apply today.
Service & Reseller Partners


Looking to launch Workplace? Get practical support, technical smarts and hands-on guidance from our partner community.
Integrations Partners


Check out the full list of our integrations and learn how to customize your Workplace.

ALREADY A PARTNER?
Already a Workplace Partner? Sign in to the Partner Portal now. 
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RESOURCES
Everything you need to transform the way you work with Workplace.
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Start Using Workplace


From helpful tutorials to in-depth launch guides and toolkits, get all the resources you need for a quick and easy launch.
Workplace Use Cases


Check out these tips, best practices and inspirational use cases to build a truly connected business on Workplace.
Workplace Academy


Discover new ways to use Workplace and best practices to help you work smarter.
Customer Communities


Get access to an online community of Workplace customers and learn directly from your peers.

TECHNICAL RESOURCES CENTER
Get help with setting up Workplace, managing domains and other technical issues.


Mastering Workplace Features


Ready to become a Workplace pro? Learn all the ins-and-outs of our key features with in-depth guides, step-by-step user instructions and resource hubs.
Technical Resources


You don't have to be an IT genius to launch Workplace, but if you are then these technical resources are for you.
Help Center


Find step-by-step instructions and answers to frequently asked questions.
Support


Still can't find what you're looking for? Get in touch with a team of experts for more hands-on support.
What's New in Workplace


Stay up to speed with all the latest Workplace innovations, feature announcements and product updates.
Set up Guides


From adding a domain to inviting users, follow this step-by-step guide to set up your Workplace.
Domain Management


Find out why domain management matters - and how to do it properly.
Workplace Integrations


Discover how to bring all your tools together. Something missing? Learn how to build your own integrations.
Account Management


Keep your Workplace up to date by creating, maintaining or deactivating user accounts.
Authentication


Make sure you only give access to the right people by integrating with your current identity solutions.
IT Configuration


Learn how to keep Workplace running smoothly with info on networks, email whitelisting and domains.
Account Lifecycle


Understand the process of inviting members of your organization to claim their accounts.
Security and Governance


Get the lowdown on how we keep your people and information safe on Workplace with added technical terminology.
Workplace API


Learn how you can automate and integrate your custom solutions with Workplace using our API.
Getting started


From launching Workplace to paying for it, learn more about those crucial first steps.
Using Workplace


This is where we reveal the hidden depths Workplace has to offer with tips and info on key features.
Managing Workplace


Got a specific question about managing content, data or employees? This is the place to ask it.
IT and Developer Support


Looking for answers to more technical questions about security, integration and the like? Start here.
Support


Still can't find what you're looking for? Get in touch with a team of experts for more hands-on support.
Get in touch


Need help with your Workplace account? Fill out this form to get all the answers you need from our customer support.
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How to stay productive? 25 productivity tips
Start working smarter with the help of these 25 productivity tips. Stop email from sapping your time, and get the most out of your productivity planning tools.

PRODUCTIVITY | 9 MINUTE READ
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Productivity tips for teams Productivity tips for teams 

1. Remember to explain ‘why’

 Putting tasks in context can motivate teams to tackle them. Ensure people know how each piece of work will impact the project, how it will benefit the company or customer, and how it can count towards their personal development. The more clued-up your team feels, the more eager they’ll be to get down to work. 

2. Think twice before booking meetings

 The stats about time wasted in meetings are pretty scary. Here are just a couple: 67% of employees say too many meetings stop them from getting their best work done, while 68% of US professionals say poorly organized meetings are wasting their time. So first of all, don’t have a meeting unless you really need to. When you do, schedule it first thing, have a plan, and don’t invite people who don’t need to be there. At the end, make sure everyone leaves with a list of next steps. For more great tips on making meetings more effective, check out effective meeting strategies. 

Untangle work with Workplace
From informing everyone about the return to the office to adopting a hybrid way of working, Workplace makes work more simple.
Learn More

























3. Improve time management

 Organizing your day effectively doesn’t just help you get more out of it - it can reduce the productivity-sapping stress of jobs piling up. So when team members are working remotely, good time management becomes even more critical. If people don’t control their working hours, it can be easy for boundaries to blur, work-life balance to suffer, and productivity to dive. Get on top of your time management with these time management techniques. 

4. Recognize and reward your team

 There’s a link between rewarding a job well done and team productivity. Employees certainly see it that way - according to one survey, 78% of workers say recognition makes them more productive. Rewards and recognition have had to change with the move to remote and hybrid working - you can’t, say, take someone out for lunch - but they’re just as important. Organizations can use communication platforms to recognize achievements through team-wide notifications and send rewards like vouchers and gifts to remote and frontline workers. 

5. Encourage short, frequent breaks

 Presenteeism - working long hours - doesn’t improve productivity. In fact, working for hours on end can fast-track burnout. But taking regular breaks from desks or workstations can help people feel refreshed and clear their minds. It can also help avoid the musculoskeletal problems that desk workers can face, especially when working from home. Taking regular lunch breaks will help teams recharge their batteries too. Find ways to make this your policy, and find ways to remind people about it regularly. 

6. Automate where you can

 Technology has never been more efficient or more readily available – so why waste time on tasks that could be taken care of by artificial intelligence or automation software? A small investment in automation today could free up time and resources, helping people concentrate on more interesting, valuable and rewarding work. 

7. Delegate efficiently and work collaboratively

 If there's an uneven spread of work across your team, it’s time to redress the balance. Ensure you have visibility of team members’ workloads and empower people to delegate tasks when they need to. Set an example by delegating your work, too. Not only is this a great way to improve personal productivity, but it can also empower other team members to become more productive and more collaborative. 

8. Organize regular check-ins with team members

Remote or hybrid working brings many positives, but employees may start to miss the opportunity to socialize in the workplace after long periods in relative isolation. Luckily, there are many ways to keep in touch with team members even when you can’t meet face-to-face. Book regular times in the week to have one-to-one or group catch-ups. Helping people feel connected could go a long way in improving their productivity. 

9. Take stock of results at the end of each period, then aim to beat them

 There’s no use trying to improve productivity if you don’t know your current productivity levels. Consider ways to measure output and performance by tracking hours against value creation and understand the challenges people faced along the way. Then, during the next work cycle, try to tackle those challenges and see if it improves performance. 

10. Use productivity tools and planners

 From smartphone apps to online collaboration platforms, productivity tools and planners have come a long way – and given the rise of remote and hybrid working, they’re likely to increase in popularity. There are many types of productivity tools out there to suit all types of business, so why not take some time to find the right one for you? 

9 email management tips to keep you productive9 email management tips to keep you productive

 Despite the rise of instant messaging in business, email is still very much a thing. Email management plays a big role in maximising productivity while at work. It’s also one of the most significant challenges to productivity in the modern workplace. The average office worker receives over 120 emails a day - if it took one minute to read one email, they’d spend around two hours a day just plowing through them. 

 So, what to do? First, send fewer (and better) emails. Second, deal with them more efficiently. Here are some email management tips that can help you and your organization. 

1. Tailor your channels to suit your communications

 Want to thank a team member for something, get information on an internal project, or share a joke? Don’t email. Set up instant messaging and project groups so you’re not continually cluttering up each other’s inboxes. 

2. Schedule set hours of the day to answer emails

 One way of dealing with email is to look at them only at set times of day – ideally first thing in the morning and then after lunch. Emails that arrive late in the day can be left to one side and answered the next day. Batching up your email responses like this will give you more time to work without being interrupted. And to really get our inbox under control, set up times to receive emails. 

3. Turn off email notifications when you do not need them

 If you know you have to get down to some uninterrupted work, try turning off your email notifications for a few hours - this will mean you have fewer distractions. You might want to put on an out of office message, so people will know not to expect a reply until you’re done. 

4. Organize your inbox

 Redirect emails to different inboxes. This will sort the emails you need to respond to - those from clients, for example - from sales and marketing emails that you can look at when you have the time. 

5. Write better emails

 Send an email the way you’d like to receive an email. Always use a subject line, be concise, and make clear at the outset what actions you’re asking for. 

6. Have a cut-off time

 Setting yourself windows during the day to respond to emails is no good if you’re constantly running into overtime. To stop this from happening, set yourself a cut-off point where you switch off notifications and relax. 

7. Do not write long emails

 If you find yourself writing more than a couple of paragraphs it might be easier to pick up the phone or video call instead. Not only will you deliver your message much faster, the person you’re calling can respond right away, saving everyone’s time. 

8. Deal with urgent messages

 When someone emails you wanting an urgent response, but you need more time to think it through, send a holding email and tell them when you’ll get back to them with a full answer. This will give you some breathing space. 

9. Cull your contacts

 Take a look at all the newsletters and marketing emails you receive, then unsubscribe from the ones you don’t want any more. 

Bonus productivity tip: How to use a daily plannerBonus productivity tip: How to use a daily planner

 One of the most simple and effective ways to measure and improve productivity is to use a productivity planner. 

 Productivity planning software helps you do many things more efficiently, including setting deadlines and assigning tasks. They can also help your team to stay aligned, work collaboratively and maximize the time they spend working - so you can achieve your goals more easily, faster and more efficiently. 

 Here are some top tips to help you get the most out of your productivity planning tools. 

1. A good productivity planner starts with a good dashboard

	Which team members are working on which task
	How long each person should spend on a task 
	How you'll measure each task
	Who’s responsible for signing it off 
	Which jobs are in the pipeline, are in progress, and those the team have completed 


 There should also be a place to store essential data and files related to each task. Most importantly, everyone in your team should have access to the dashboard, so everyone has a complete overview of the project. 

 2. Assign tasks at the end of each day for people to begin the next day

 Make sure everyone can hit the ground running. At the end of the day, look at the progress of each task in your workflow, and assign tasks for your team to start the next morning. That way, everyone has a clear, actionable plan. 

 3. Track time against each task

 To measure productivity, you need to know how much time each person is spending on each task. One way of doing this is enabling people to track their own time using timesheet software. For this to work, people need to be honest, so make clear that this isn’t about looking over their shoulders or expecting them to work 100% of the time - you just want to get a clear idea of how long things take. 

4. Ensure people have everything they need to get started

 Some productivity planners let you attach documents to each assignment. This will help people to get started right away – and prevents them from missing critical information. 

5. Tick each task off as you go

 It’s essential to keep an accurate count of which tasks your team has finished and how long they take. Time tracking software will help you visualize whether a job was completed on time, whether it took longer than expected, or if the team completed it more quickly. 

6. Use what you’ve learned to optimize

 Once you have a clear overview of your workflow, you’ll find it easy to spot opportunities to improve productivity. After discovering which tasks tend to be the least productive, you may spot opportunities for further training or investment in technology. You may also notice gaps in leadership, for instance, if employees regularly feel they don’t have the necessary resources to complete a task. Knowing which tasks you need to optimize is the first step to boosting overall productivity in your organization. 

How to measure and improve productivityHow to measure and improve productivity

 Measuring and improving productivity needn’t be a headache. If you approach it with a simple three-stage strategy, you’ll find it much more manageable. 

Measuring productivityMeasuring productivity

 The most important step you can take is to either build or buy a dashboard. This should help you to quickly visualize the number of tasks going on in your team, the hours spent on each one, and – once complete – how profitable each job was when you measure it against the forecast. This data will prove essential when it comes to the next stage. 

Improving productivityImproving productivity

 Your dashboard should make it immediately apparent where there’s room for improvement by showing where time spent was more than forecast. Sometimes, it will be immediately clear what has caused this shortfall in productivity, but if you can’t spot the answer straight away, ask these questions: 

	Are we allocating team members the right kind of tasks? 
	Is the amount of work right for the number of team members involved? 
	Is the work evenly distributed? 
	Is the technology we’re using up to date and right for the task? Do team members understand how to use it? 
	Do team members need training or refresher courses?
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Get the latest news and insights from the frontline of work.
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Optimizing productivityOptimizing productivity

 Once you identify areas of improvement, don’t stop! Optimizing productivity is a constant process. Each revision, no matter how big or small will deliver benefits to your business. Stay on top of trends in your industry, be prepared to make adjustments when you need them, and always be on the lookout for the technology to empower greater productivity in your organization. 

You may also be interested in:

	Time management techniques
	How to improve your personal productivity
	Product management: what is it and how does it affect team productivity?


Was this article helpful?
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Productivity | 11 minute read
What is productivity and why does it matter?


Productivity was a hot topic even before global lockdowns. Now it’s business-critical. Discover what we mean by productivity, how to measure it, and how you can boost productivity post-pandemic.







Productivity | 10 minute read
Time management techniques


As the way we work - and where we work - continues to change, it’s essential to help remote and frontline workers stay engaged and productive. These time management techniques can help.







Productivity | 7 minute read
How to improve your personal productivity


What is personal productivity and how do you improve it? Follow these easy steps and achieve your productivity goals.
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