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This workbook is based on the pragmatic and proven
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workplace described in the book Digital Workplace
Strategy & Design.
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INTRODUCTION

A WORKBOOK FOLLOWING THE STRATEGY PROCESS

This workbook is designed to complement the book
'Digital Workplace Strategy & Design' and focuses on
the strategy process described in the book. Its purpose
is to provide you with practical support in carrying out
several key activities that are part of the strategy
process.

To achieve this goal, the workbook is divided into the
different steps of the process, with each step
describing several activities. You will learn the purpose
of each activity, which models and templates to use,
and how to use them.

START-UP

CURRENT STATE FUTURE STATE

To guide you, the templates are filled with real-life
examples. These examples are intended to inspire you
and are not exhaustive. We have included examples
from different types of organizations and have tried to
select those that we believe are easy to understand.

However, as the templates are already partially filled

in, you will need to use separate templates when
working on your own organization.

ROADMAP
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START-UP

a MAP THE STAKEHOLDERS

After realizing the need for a new or revised digital
workplace strategy, it's crucial to engage and involve
the relevant stakeholders in the strategy process.

This activity aims to identify who the stakeholders are,
how they are relevant to the process, and how each of
them should be involved in the strategy development.

N l 7/
< Tip. Create a mind map to facilitate the brainstorming of
possible stakeholders.

“N

Sea=

How to proceed:

1.

2.

Brainstorm about possible stakeholders.

For each identified stakeholder, describe the
following:

What are their roles?

What they mainly work on?

What are the main challenges they face in their
current position?

Place each stakeholder in the Interest and
Influence Matrix.

The template shows some examples of roles that an
international telecom company chose to have in its stakeholder
matrix.

\~,
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STAKEHOLDER PROFILING MATRIX

HIGH INTEREST

LOW INTEREST

EMPOWER TO BECOME CHANGE AGENTS

Super ucere

Buginese managere

Learning Manager

Support

EVANGELIZE & INVOLVE

Adminictrative
Manager

Quality Manager

Salec people

LOW INFLUENCE

RECRUIT TO THE CORE TEAM

Digital ctrategict

HR Manager

Buginece developere

SHOW PROOF OF SUCCESS

CFO

Head of Security

HIGH INFLUENCE

cmo
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START-UP

© ASSESS MATURITY

By using a maturity model, your organization can gain
a quick overview of its current standing and the path
to future growth. This tool can also be used to
compare your business to competitors or other similar
businesses.

The goal of this activity is to develop an understanding
of where the organization needs to go and the amount
of work required to achieve its goals.

N l 7/
< Tip. Let each person highlight where they think the
organization is and explain why. Discuss!

How to proceed:

1.

Position where the organization is in the maturity
matrix and discuss the implications of this.

Assess the location of significant competitors or
other comparable organizations and position
them.

Discuss the organization's ambition levels and the
timeframe for achieving them.

The example is taken from a consulting company that used the
maturity matrix to describe where they were, and the desired
movement based on the positions of key customers and
competitors.

)




MATURITY MATRIX

ENTHUSIAST LEADER

EXPLORING

BEGINNER CONSERVATIVE

NOT EXPLORING

NOT PLANNING PLANNING 9




START-UP

e IDENTIFY INTERNAL DRIVERS

Linking the digital workplace strategy with other
business, staff, and IT strategies, as well as major
ongoing initiatives and programes, is crucial.

This activity aims to identify which of the
organization's strategies have an impact on the digital
workplace and how. The outcome of this activity is
what we refer to as internal drivers.

\I/

I Tip. This activity can also be used to harmonize existing
strategies in areas such as HR, Communication and IT.

N
™

How to proceed:

1.

Review the evidence gathered and notes from any
interviews and identify important key concepts.
Look for business strategies, focus areas and
challenges.

Group any similar keywords into themes.

Now formulate the internal drivers based on the
identified key concepts and how they affect the
digital workplace.

Prioritize the internal drivers in relation to each
other.

The template provides some examples of keywords that a cross-
functional team from an insurance company identified during a
workshop.

)




INTERNAL DRIVERS

STRATEGIES FOCUS AREAS CHALLENGES

HOW THESE INFLUENCE THE DIGITAL WORKPLACE




START-UP

° DEFINE THE MISSION

It's essential to have a clear understanding of the role
that the digital workplace will play in the
organization's operations. The role should align with
the organization's overall mission and set the direction
for the digital workplace.

This activity aims to define the mission of the digital

workplace, which should answer three main questions:

e Purpose: What should be provided?
* User segment: Who is the target audience?
* Means: How is the service delivered?

Note that contemporary trends and technological
concepts should be avoided.

that other organizations have formulated for

|
3{!1 Tip. Find out and be inspired by the missions
their digital workplaces.

A

How to proceed:

1.

Start by looking at the organization's overall
mission to see if and how it can be referenced.

Brainstorm answers to the questions the mission
should answer. Add these to the template.

Discuss and prioritize the answers to find the
most relevant and important ones.

Summarize and formulate the assignmentin a
single sentence based on the answers.

The example is taken from a global consumer electronics
company. The assignment was formulated during a workshop
with representatives from several business areas.

)




MISSION CANVAS

WHAT WILL IT DO? FOR WHOM? HOW?
Effective Collaboration Po-waliars Digital Services
Concultants Acceccible Cocure

Effective Communication

External partnere Mobile

Eagy to uge

WORDING OF THE MISSION STATEMENT

Provide digital cervicec that enable effective communication
and collaboration for employeesc and other ctakeholders in

a Simple, accecsible and cecure way.

13



START-UP

° DEFINE THE VISION

The vision for the digital workplace is a future state
that the organization aims to achieve, ideally beyond
five years.

A good vision:

* Describes the desired future state of the digital
workplace

* Creates a vivid mental picture for everyone who
hears it

* Motivates and captures people's interest

This activity aims to formulate a draft vision to guide
the rest of the strategy work. At this stage, a textual
version is adequate. The vision is then refined and
enhanced in the Future State step when you have a
better understanding of where you need to go."

A

How to proceed:

1.

Brainstorm how the digital workplace can create
more value given its mission. Add the ideas to the
template.

Identify the characteristics that the digital
workplace should have to create this value. Insert
these in their place in the template.

Organize and prioritize the identified values and
characteristics.

Try to summarize and formulate the vision in a
single sentence using the highest priority values
and characteristics as a basis.

reasonable level of ambition for the vision. It must be company. The assignment was formulated during a workshop

3{!1 Tip! Use the maturity analysis as a starting point to find a The example is taken from a global consumer electronics
achievable even if it is far away. with representatives from several business areas.




VISION CANVAS

WHAT PRINCIPLES SHOULD IT LIVE UP TO?

Increace knowledge Build trust through
charing trangparency

Facilitate decentralized Encourage and cupport

N . increaced creativit,
dec:g’:on —»\Mlhg Y

Getting more people to
Increace agility contribute

WHAT VALUES SHOULD IT BE BUILT UPON?

Secure
Eagy to uge

Acceccible

Relevant

In Sp irin g

WORDING OF THE VISION STATEMENT

An ingpiring and collaborative digital

workplace that enables innovation and

engagement acrose all borders.
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CURRENT STATE /“\

a ASSES THE DIGITAL EMPLOYEE EXPERIENCE \A/

The digital employee experience is the overall How to proceed:

experience an employee has while using digital tools

and systems at work. It encompasses the experience of 1. Gather input from employees on how they

using the digital work environment over time. experience the digital work environment using
appropriate techniques such as surveys,

This activity aims to create an understanding of how interviews, observations and focus groups.

employees generally perceive the digital work

environment, i.e., what the current digital employee 2. Organize this input, discuss and try to identify

experience looks like. what characterizes the experience of the digital

work environment in the current state.

Optional: Add keywords regarding the organization's
values and brand in the relevant place in the template
to compare the actual employee experience with what
the organization wants the employees to experience.

employee's experience. Try having some employees fill in company and is based on input from a number of workshops and

|
—\{!ﬁ Tip. The template can also be used to capture an individual The example comes from a global consumer electronics
the template as a basis for this activity. an open-ended questionnaire sent to all employees.




EMPLOYEE EXPERIENCE

THINK DO

THE CURRENT DIGITAL

WORKPLACE

FEEL SAY




CURRENT STATE

a IDENTIFY USER GROUPS

Understanding the users and their needs is crucial to How to proceed:

determine the capabilities they require from the digital

workplace, including how they should function, 1. Start by listing the roles that exist in the
appear, and be provided. organization and place them where they best

belong among the four different user segments.
This activity aims to identify user groups, i.e., users
with similar needs and expectations of the digital 2. Tryto find roles that have similar needs and
workplace and its services. behaviors and create user groups for them. Give
each user group a name.

3. Describe each user group by creating a user
profile.

4. Prioritize the user groups among themselves to
identify whose needs are most important to meet.

NV The example is taken from an international company producing
I Tip. Use materials such as organizational charts and role oil products. The business had a variety of user groups, some of
descriptions to identify roles. which are shown on the next page. The example shows selected

user groups and has not been prioritized.




USER SEGMENTATION MAP

LEADING

Businece Manager

Store Manager

Project Manager

ADMINISTRATIVE WORK

Payroll Adminictrator

Office Adminictrator

Support Agent

Customer Service Agent

SPECIALIST WORK

FIELD WORK

nce Worker

1

person




CURRENT STATE

6 DEFINE USER GROUPS

The purpose of this activity is to gain a deeper
understanding of the identified user groups and
document this understanding for further strategy and
design work.

This includes identifying the typical tasks that users in
the current user group perform, the devices they use,
and the usage situations they commonly encounter.

|
>N<  Tip. Among the use cases, it can be useful to list the
different situations where individuals within the user group

need to cooperate with others.

How to proceed:

Describe each user group by creating a user profile and
document the following in the appropriate section of
the template:

1. Typical tasks that this user group performs in their
work.

2. Usage situations that the user group needs to
access the digital workplace services when
performing their work.

3. Digital devices that the user group normally has
access to in the different use cases.

4. Success factors for this user group to succeed in
their work.

The example is an excerpt from a profile created by
representatives from a retail chain with practical experience in
retail work.

)




USER GROUP PROFILE

NAME

Salecpercon
DESCRIPTION

The calecpercon ic the face of the bucinece. The daily work of a calecpercon in a store meang
that you will alternate between meeting customers, working at the cach regicter and in the
warehouse and picking up goods.

TYPICAL TASKS DIGITAL DEVICES

Check work cchedule and

ctore ctatue Decktop computer Cachier

Receive deliveriec

Smart mobile Kiock

Participate in morning

meeting

TYPICAL USAGE SITUATIONS
Open the chop

Home Collection point
Sit at the cach regicter
Staff room Cachier
Serve cuctomer
The ctore floor Warehouce

"Customere chould alwaye feel
welcome and that they can learn

comething from uc”

TYPICAL QUOTE

SUCCESS FACTORS &
CHALLENGES

Clear communication

Common routines

Fewer and cimplified
Systems

Quickly find info

Better planning and
handovere

Mobile accece

23



CURRENT STATE

° MAP DIGITAL CAPABILITIES

Digital capability refers to a set of digital services and How to proceed:

ways of working. The digital workplace revolves

around capabilities in the following five areas: 1. Ask the following questions for each capability
information, communication, collaboration, workflows, and record the answers in the appropriate place
and improvement. in the template: What services/tools are

provided? Are there common ways of working?
This activity aims to map the current digital capabilities
to meet the needs of user groups. 2. Then assess how each capability works
today on a scale from 1 to 5, with 5 being the
best.

3. Also note the current problems and challenges
and any ideas on how to improve the capability.

N l 7/
< Tip. Use the capability model described in the The example is a sample taken from an international
book for this activity. organization working on aid for people living in poverty.




DIGITAL CAPABILITIES MAP

SERVICES

MS OFfice, Ohe/l/ote,

— OneDrive, Qutlook, Teame
— SharePoint, Public 360
INFORMATION Dropbox, Slack, Intranet...

Slack, MS Teame
Q Outlook, WebEx, MS Skype,
# Intranet, Telephony, SMS,

COMMUNICATION  Facelime...
e o

COLLABORATION

L.

WORKFLOW

IMPROVEMENT

OFten uged from many
different locatione. High
volume information i¢ chared

with colleaguec and partnerc.

Uced danily.

Emailing dominates.
Different employeec uce in
different waye

WAYS OF WORKING

Ditficult to accecs. (imited
space . (ack of quidance .
Email uced for file charing

Too many toole. Ignorance.
Emaile ctrece, overload and
breache¢ information

cecurity...
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CURRENT STATE

° MAP DIGITAL SERVICES

Examining the current digital services can provide a
quick understanding of the needs that the digital
workplace is currently fulfilling.

This activity aims to identify and classify the existing
digital services provided.

It is also an exercise in describing the current digital
workplace as services that add value to the users,
rather than as individual systems and programs.

>N< Tip. Use icons or illustrations to describe the different
services. This makes them more concrete and easier to
distinguish.

How to proceed:

1.

Make an inventory of existing digital services
based on available documentation, your own
experience, and other sources.

Group the services into relevant categories and
enter them in the template.

The example comes from a global manufacturing company and
was compiled during some workshops with participants from the

communication and IT departments.

)




SERVICES CATALOG

CATEGORY: - CATEGORY: CATEGORY: -

SERVICES SERVICES SERVICES

CATEGORY: - CATEGORY:

SERVICES SERVICES SERVICES

CATEGORY:




CURRENT STATE

e MAP DIGITAL PLATFORMS

A digital platform is a package or group of How to proceed:

functionalities. The digital services used within an

organization may be based on one or more different 1. Using the nine types of digital platforms as a
digital platforms. starting point and list the vendor offerings your

organization has of each type.
This activity aims to map the existing digital platforms.

It is accomplished using a model for digital platforms 2.  Map where each vendor offering belongs in the
that is vendor-independent but can be linked to template. If they span several different types,
different vendor offerings (e.g., Microsoft 365). mark this appropriately.
o : i . ) . The example comes from a Swedish public authority and shows
QD B Document any proplems, s'uggestlons aficliasaspal some of their digital platforms. The data made it clear that they
come up with during this exercise. had several competing platforms of the same type and also

several versions of the same vendor offering.




DIGITAL PLATFORMS MAP

PORTALS & APPS PUBLISHING & EXPERIENCE FINDABILITY
R N~ |
N\ 7’ -
N\ _ 7’ 1
S -,
N\ /7 -
N\ 7’
\ 7’
N -
A S
~
~
A S
PRODUCTIVITY COLLABORATION N N CONTENT MANAGEMENT
~

N

LEARNING & IDEA MANAGEMENT WORKFLOW MANAGEMENT BUSINESS INTELLIGENCE & ANALYTICS




CURRENT STATE

a MAP INFORMATION ASSETS

Information is the fuel that drives business operations,
including communication, collaboration, knowledge
sharing, and various business processes. However, not
all information is equally important. Some information
has significant value to the business, and its absence or
poor quality can disrupt business operations.

This activity aims to map information assets, i.e.,
information with significant value to the business. By
examining collections of content, rather than specific
content, we can create a high-level map of the most
critical assets.

\I/

I Tip. Keep it at an overall level and focus on what is
requested by the user groups.

How to proceed:

1.

Start listing together what information has
significant value for the business. Consider the
main content formats: web pages, documents and
data.

Now consider how the content is intended to be
used: management, process, collaboration,
personal. Is there any important content that you
missed? Add it to the list.

Prioritize the identified information assets based
on their value to the business.

The example is from an international consulting company and
shows some of their current information assets.

)




CONTENT INVENTORY MAP

®

MANAGEMENT
o O
.H.

PROCESS

COLLABORATION

PERSONAL

WEB PAGES
Webeite
Manager Portal
Intranet
Support Portal
Procece Map
Collaboration Spaces
Chat Covercations

DOCUMENTS & FILES

Vicion & aluec
Policiec
OrgChart
Procese Deccriptions
Cloud Architecture
Project Plane
Meeting Notee
Reporte
Tack (icte

Financial Data

Time Reporte

DATA

Recource

Ueage Statistics

Expenges
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CURRENT STATE

° SUMMARIZE THE CURRENT STATE 1 [

An organization must gain an overall understanding of
the digital workplace to develop it in the right
direction and address general issues such as redundant
functionality and unnecessary complexity.

This activity aims to create an overview of the current
state of the digital workplace using a canvas. The
canvas displays the most critical aspects and their
relationships with each other. It provides a surface for
stakeholders to gather around, see the big picture,
discuss, and make decisions.

|
>N<  Tip. The canvas is intended to provide an overview and a
holistic approach. It may therefore be sufficient to list the

most important user groups, digital capabilities and so on.

How to proceed:

1. Enterthe results of the completed activities in the
canvas. If necessary, summarize the information
to make room. Use the previous priorities to
include the most important information in the
canvas.

2. Review the questions asked in the book about
each element of the canvas. Discuss the extent to
which these questions are answered.

3. Discuss what general problems and challenges
you see in the current digital workplace.

The example shows selected parts of a Current State canvas for
a company in the installation sector.




INTERNAL DRIVERS

EXTERNAL DRIVERS

VISION & GOALS

DIGITAL PLATTFORMS

Eif erver System
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FUTURE STATE Y ¢
G EXPLORE EXTERNAL DRIVERS AR

New digital opportunities continually emerge and must How to proceed:

be considered. Since digitalization is mainly driven by

external factors, it's crucial to stay informed and 1. List key concepts from your business strategies
understand these factors and prioritize them. and place them in the center of the template.
This activity aims to identify and select the trends and 2. Brainstorm the trends and drivers that are

drivers that are considered the most crucial and have relevant to your organization. Go back to previous
the most influence on the digital workplace. material that describe the current state and draw

from external sources.

Xerci nerate new ideas, approaches and solutions s . .
exercise to generat , app providing various forms of support to businesses.

N | 7/ . o .
—{}- Tip. Use the trends and drivers that emerge from a creative The template lists some examples taken from an authority
for the digital workplace.




EXTERNAL DRIVERS

NEW BEHAVIORS & EXPECTATIONS

Expectation of digital

interaction

Calle for increaced
trancparency

Improved cervice

CHANGING EXTERNAL FACTORS TECHNOLOGICAL DEVELOPMENTS
New requlatory Robot-driven procece
framework automation
Suctainability Artificial intelligence
(A1)
Increaced complexity

HOW THESE INFLUENCE THE DIGITAL WORKPLACE

Traceability in information Simplify external
management cooperation
Facilitate decicion-

Simplify remote work

making
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FUTURE STATE

© MAKE THE VISION CONCRETE A

The vision formulated in the start-up phase provided How to proceed:

direction for further strategy work. Defining the

current state requires creating a more concrete vision 1. Start from the vision formulated in the Start-up
of the future digital workplace, which can help step and the values and characteristics identified
generate interest and engagement, as well as in that step. Also use the external drivers noted.

providing clarity.
2. Create a headline and an article (spread) that

This activity aims to solidify the vision with various summarizes the story with main headlines, short
visualizations and descriptions. This is achieved by paragraphs, quotes, fact boxes and success
imagining a future state, perhaps three years from stories.

now, in which the digital workplace has become a

success. The outcome is an article and a cover of a 3. Extra: lllustrate on a separate paper some
popular magazine. situations and concrete suggestions on how the

digital workplace enables you to work in the
future state.

focus on how the digital workplace is perceived and what it developed to concretize the vision for its headquarters' digital

|
—\{!1 Tip. Avoid referring to tools and technologies. Instead, Examples show some phrases that a Swedish retail chain
enables in terms of working methods. workplace.




QUOTE

"We are developing our

c 2 digital workplace while
to
S o ko how creating a harmonious
w W tivé
NO o the collect . workplace”
o e loye®
er
po” IDEAS
SPREAD
Smart
Dngoing conching meeting culture
Cmart digital A ablec you 0 'Ag'/e
technologies make PR digit N office cpace

everyday life easier
and help employees
get the job done-

cervices and woy< of No daily commaute

working- by air

Cover story game, Gray et. al. (2010): Gamestorming - A playbook for Innovators, Rulebreakers and Changemakers. O Reilly.

FACTS

Sweden'c moct
creative office with
croce-functional
teame and engaging
meetingg.

Tt prize Bect head
office

NMI up 100%

SUCCESS STORY

Key to cuccece: A
Hexible and
customized digital
work environment
that createc a cence
of belonging and

cuctainability.
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FUTURE STATE /
©

e DEFINE AND PRIORITIZE GOALS

Clear and well-defined objectives provide guidance on How to proceed

what needs to be prioritized and what changes need to

be made. Objectives should express the impact that 1. Review the impact of the internal and external

the organization aims to achieve through the digital drivers on the digital workplace and the

workplace. concretized vision.

This activity aims to define SMART objectives that are: 2. Identify goals and prioritize them.

* Specific: Clear and concrete, stating precisely what 3. Do the following for each of the goals identified:
the organization wants to achieve.

* Measurable: Progress towards achieving them can +  Specify it briefly and concisely using active
be tracked and evaluated. words such as "increase", "decrease" and

* Achievable: Feasible and realistic, alighed with the "develop”
organization's resources, capabilities, and . Specify what can be measured, how and
priorities. when.

* Relevant: Aligning with the organization's goals, +  Assess whether there is acceptance of the
values, and mission. goal and among which stakeholders.

* Time-bound: time-boxed with a realistic +  Assess whether it is realistic or not.
timeframe, indicating when they will be achieved. +  Set atime limit for when the goal should be

achieved.

achievement of objectives with already existing methods, authority.

% Tip. Explore the possibilities of measuring th
% 1. EXplOre the PossIbIITIES OF measuring the The example is based on an objective formulated for a Swedish
such as employee surveys.




SMART GOAL DEFINITION

What do we want to accomplish and why? What are the requirements and constraints?

Increasing employee caticfaction with the digital workplace

SPECIFIC

What do we want to accomplish and why? What are the requirements and constraints?

|ll|Ql The target ic a 15% increase

— Employee caticfaction index measured in annual employee curvey

MEASURABLE

How can we achieve the goal, what logical steps should we take?

2]
DO
ﬂ Required to meet the ctrateqy to become a more attractive employer

Trade unions are informed and cupport the objective

ACHIEVABLE
Will it be worthwhile to pursue the goal? Will it bring us closer towards our vision?
9 Other organizations have achieved increaced employee catisfaction through improvemente in the digital work environment
and better IT cupport.
RELEVANT Strece and health iccues related to digitalization will increace if nothing ic done

How long will it take to accomplish the goal? What is the due date?

@ The target chould be met within 2 years

A cignificant pocitive impact chould be achieved within 12 monthe
TIME-BOUND

41



FUTURE STATE

0 CAPTURE USER GROUP NEEDS @

To define the future state for the digital workplace, it's How to proceed:

crucial to understand the needs it must address and

for whom. 1.  Tryto answer what the user groups need to be
able to do and experience in order to do their

This activity aims to provide an overview of the needs work. Include these in the needs section.

of the identified user groups. This is accomplished by

asking two main questions: 2. Assess whether the key needs of the user groups
have been captured by asking the following

1. What do user groups want to achieve in terms of guestions:

"knowing" or "doing"?
Will the user group be satisfied if these needs are
2. What do user groups want to experience in terms met?
of "feeling" or "avoiding"?
If the needs are met, will this contribute to the
identified objectives?

3. Then prioritize the identified needs in relation to
the previously set objectives.

1
>N<  Tip. Needs are only hypotheses until they are validated
with representatives of the user groups. Do this with, for

example, interviews and field studies.

The example is taken from a Swedish authority carrying out
workplace inspections and shows some of their needs.




NEEDS & OFFERING MAP

USER GROUP: Health and cafety ingpectore
SERVICES
Monitoring
what i¢
happening in
the bucinecs
environment
CHARACTERISTICS

Be able to use
the cervicee in
the field

Inspired by Osterwalder et. al. (2014): Value Proposition Design: How to Create Products and Services Customers Want. Strategyzer

WHAT
TO DO

Get newe from
different

areac of the

buginece
Store and
chare content
Share meeting and files
notec with
colleagues
WHAT TO
EXPERIENCE
Be able to
accece cervices
without hascle
Avoid time-
conguming
training

,eeport time
spent

Able to uce
own computers
and mobiles
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FUTURE STATE aal

° IDENTIFY THE OFFERING

A user group's needs in terms of 'knowing' or 'doing' How to proceed:

can be met by one or more digital services.

Additionally, what they want to 'feel' and 'avoid' 1.  Review the needs of each user group to identify
provides essential insights into the characteristics that the services and features they require. List these
the digital services should possess. in the offer section.

This activity aims to identify the digital content and 2. Prioritize the identified services and features in
services needed to meet these needs and the crucial the template according to how the needs are
characteristics they should have. prioritized.

3. Discuss how the offers described will contribute
to the realization of the vision and goals.

. T . services that emerged from work with an authority involved in
services mapping in the Current State step as a basis. ged f y

N 1 v o o o

N~ . . . The example shows user needs and suggestions for digital

% Tip. Use the employee experience assessment and digital P 99 f g
inspections.




NEEDS & OFFERING MAP

USER GROUP: Health and cafety ingpectors
SERVICES
Meeting
New:
e Meeting et
Buginece A i Time Reporting
Intelligence i
CHARACTERISTICS
Decigned for Mobile
mobile cupport
devices
UeerFriendly Eagy accece

Monitoring
what i¢
happening in
the bucinecs

environment

Be able to use
the cervicee in
the field

WHAT
TO DO

Get newe from
different

areac of the

buginece
Store and
chare content
Share meeting and files
notec with
colleagues
WHAT TO
EXPERIENCE
Be able to
accece cervices
without hascle
Avoid time-
conguming
training

,eeport time
spent

Able to uce
own computers
and mobiles
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FUTURE STATE

° DESCRIBE USAGE SITUATIONS &

Identifying use cases provides insights into how digital How to proceed:
services should be provided and used in practice.
1. Start with a user group and imagine what a day in
Additionally, use cases enable us to communicate how the future might look like for someone belonging
the digital workplace is intended to function, clarifying to that user group:
the desired future state.
When, how and where does work begin?

Once several typical use cases have been identified, In which situations does work happen during the
they can be combined to create more cohesive user day?
journeys What is the last thing that happens at the end of

the working day?
2. List the use cases that emerge from this exercise.
3. Fillin the template for each user situation to
better understand the conditions in the current

usage situation.

4. Repeat 1-3 for additional user groups.

what is possible and appropriate to do in a usage situation construction company whose employees wanted to make better

1
:{}1 Tip. Think about how the whole environment can affect The example in the template is taken from an international
- is it messy, bumpy, wet, etcetera? use of their commuting time.




USAGE SITUATION PROFILE

LOCATION

Commuter train

DESCRIPTION OF THE USAGE SITUATION

Commute by train to work. Take advantage of the time to get ctarted on the workday.

ENVIRONMENT

An environment with life and movement in
the curroundinge. Moct cuitable for
concuming information or performing

cimple tacks.

TYPICAL TASKS

Check news feeds, important wotifications
and calendar evente
Plan and ,bkfok/'t/'ze tacke

Apply for leave

AVAILABLE DEVICES & EQUIPMENT

Wi-fi on the train
Smart phone/tablet

Headphonec that remove dictracting noice

DIGITAL TOOLS & SYSTEMS

E-mail

/Vews’ cervice
Calendar cervice
Task lict
Self-cervice cupport

TIME OF DAY AND DURATION

Ca 30 minutec

PARTICIPANTS

Own productive time

SUCCESS FACTORS
Keep track of the working day and

/'m,bo rtant activities.

Eacily perform adminictrative tacks.
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FUTURE STATE @

G ASSESS THE DELIVERY CAPABILITY =

With a better understanding of the digital services that How to proceed:

user groups require, it's essential to consider how

these insights impact the capabilities, digital platforms, 1. Assess what the new demand expressed in the
and information assets that we mapped in earlier steps demand and supply maps requires in terms of
of the process. changes to the capabilities.

This activity aims to identify any gaps between the 2. Highlight which capabilities need to be

current delivery capabilities and those required to strengthened or added and discuss how this can
achieve the desired future state. be done.

3. Identify which digital platforms and information
assets may be needed to strengthen existing
capabilities or enable new ones.

4. Finally, prioritize the capabilities based on the
prioritization of objectives, user groups and
needs.

the digital platforms and assets can be consolidated or Current State step. Changes or focus areas are circled with

1
—\{}1 Tip. Consider how new services can be realized and how The examples in the templates build on the example used in the
improved. dotted lines.




DIGITAL CAPABILITIES MAP

INFORMATION
Prio: 1

®

COMMUNICATION

COLLABORATION

L.

WORKFLOW

W,

L L 4
- L]
) £
b 4

IMPROVEMENT

MS OfFice, Ohe/l/ote,
OneDrive, Qutlook, Teame
SharePoint, Public 360

Dropbox, Slack, Intranet...

Slack, MS Teame
Outlook, WebEx
MS Skype, Intranet,
Telephony, SMS,

Facelime...

SERVICES

OFten uged from many
different locatione. High
volume information i¢ chared

with colleaguec and partnerc.

Uced danily.

Emailing dominates.
Different employeec uce in
different waye

WAYS OF WORKING

Ditficult to accecs. (imited
cpace

(ack of quidance

Email uced for file charing

Too many toole. Ignorance.
Emaile ctrece, overload and
breach information

cecurity...

Inventory the information.
Simplify accece and cearch.
Vicualize waste, ricke and

cocte!

Coordinate recpongibilities.
Clean up the tools.
Coach employeec in cmart

ways of working.
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DIGITAL PLATFORMS MAP (7

s Platforme in focus to reach future state

PORTALS & APPS PUBLISHING & EXPERIENCE FINDABILITY
P RS
7 ~
\ /7 7’ N
\ /
PRODUCTIVITY COLLABORATION CONTENT MANAGEMENT
T T =

LEARNING & IDEA MANAGEMENT WORKFLOW MANAGEMENT BUSINESS INTELLIGENCE & ANALYTICS




CONTENT INVENTORY MAP

WEB PAGES DOCUMENTS & FILES
External Webcite Vicion & aluee ) - -—
Manager Portal
Q I Suctainability Strateqy
— N
w - ~
7 ~ = ~
Intranet ( News App 1 Orgchart i
MANAGEMENT \ /7
~ -
~N =
Concept Development
Support Portal Procece
o O
ﬁ . - ~ N Procece Map 7 N Cloud Architecture
. M/Ais‘t/eé/owing
, Tnnovation Portal A , \
) \ Procedure )
\
PROCESS
~ - - - ~ ~ - -

_— s [ Spre—

Team Sitee Project g
]
- — == Status Report
[ ] 7 N Chat - T T =~
( \ | N
Competence Forume
N P { Meeting Notes \
COLLABORATION ~ -~ \ /7
-~ R - ~ P4
—— - e B
- - ~ —
- Y P AN
/ 7 Perconal Profile r Notee 1
]
S’ \\ 4
"1 Ble h e B - B e
) { °9 -
v \ Curated Content /
N _ 7 Tacke
~
PERSONAL ~ -
~ ~— ) -

-

{\ ) MNew Tnformation Accete

DATA

Financial Recorde

~
\
/
- T TS
7 ~
I Customere \
\ /
~
e = Recource Plan
-~ T T
7 N
I Workplace Analycic \
\ /
~

=

Ueage Statictice

Time Report

Expence Report
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FUTURE STATE

© SUMMARIZE THE FUTURE STATE —

In the Current State step, the results of previous How to proceed:

activities were consolidated into a canvas providing an

overview of the current state of the digital workplace. 1. Enter the results of the activities carried out in the
canvas. If necessary, summarize the information

This activity aims to create an overview of the desired to make room but keep the content at the same

future state by starting from the canvas created in the level as in the baseline step. Build on previous

Current State step. This approach helps identify the priorities to include the most important

differences between the current and future state, information in the canvas.

clarifying what needs to change.
2. Mark appropriately what has been added and/or
changed compared to the baseline.

o ' i . ) e ) K The example is based on the same company as the one in the
L1515 |conshto mha e and Current State step and is based on a desired state 3-4 years
BRI R S I B E TS ahead. Green post-its are used to list examples of new digital

services etc.




INTERNAL DRIVERS

Profitability Health & cafety

An ingpiring and collaborative digital workplace that enables innovation and

S as‘tafnaé//ig/

engagement acroce all borderc.

DIGITAL PLATTFORMS
WCM Syctem CAD System
OFfice 365 Erp
6IC Syctem VR/AR Platform
G, Vo3 -

Syctem ﬁog .

INFORMATION ASSETS .

Procurement
ject Plane
s documentation I
L
Work Ordere Pmcf’ u_ke
__ . Demtmns'
Blueprinte BIM objecte .
3D Manuale Digital Twine .

Attractive Employer

Partnering

VISION & GOALS

DIGITAL CAPABILITIES
Project Planning Budget Planning
”
Coordination g
i Management
t
e Material Handling
Management
Work Order o )
Management Digital Twine
Artificial Meas‘arfng
Intelligence -
Deviatfan §'urveyfn9
Management -
Augmented Reality Virtual Reality
Analytice Simulation

o~

B ‘\\\\\\W////

Increaced employee

caticfaction

EXTERNAL DRIVERS

AT Automation Circular Economy

15% reductio

material wacte

DIGITAL DEVICES

Smart Mobile

Cap top

Smart Glove

Sharing Platforme

Reduced (02
footprint

nin 1004 celf-inspection
carried out

USER GROUPS
Tablet Adminictrator Manager
Smart Glaccee Project Manager Lead Electrician
< Mi Watch Electrician Surveyor
S "‘i"t Mie Smart Accictant

NNy & 4

USAGE SITUATIONS

Meeting Rooms
@office

Congtruction Site

GOVERNANCE & COORDINATION

Workplace @office

Incide fehicle

[ |

Y=
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IDENTIFY AND PRIORITIZE
ACTIONS

a CREATE THE ROADMAP

ROADMAP
START-UP CURRENT STATE FUTURE STATE COMPLETION




ROADMAP

a IDENTIFY AND PRIORITIZE ACTIONS

During the process of describing the current state and
defining the desired future state, numerous problems
and opportunities for improvement may emerge.
Those that are easy to implement and provide high
value should be implemented as soon as possible
without waiting for the roadmap.

By taking this approach, you demonstrate that the
strategy is results-oriented and has an immediate
impact. However, other problems and opportunities
for improvement may require more time and
resources to implement.

This activity aims to prioritize the remaining problems
and opportunities for improvement, grouping or
dividing them, and planning them in the roadmap.

|
>N<  Tip. Implement immediately actions that are easy to
implement and provide high value. This will show that your

strategy is results-oriented and has an immediate impact.

<
11

How to proceed:

1. Go through the actions and assess the value that
each could potentially bring to the business and
the effort required to implement it.

2. Place each measure in the prioritization matrix.

Try to place the actions in the same box in
relation to each other's value and effort.

The template gives some examples of measures identified for a
real estate company and how they were prioritized.




VALUE EFFORT MATRIX

HIGH VALUE

LOW VALUE

DO IMMEDIATELY

Collaboration
Spaces

Case Management
System

AD Integration
i Oneflote

CONSIDER ACTIONS

LOW EFFORT

PLAN FOR THESE

Robot Procese
Automation (RPA)
Support Chatbot
Smart Ascictant
WAIT OR AVOID
Find Meeting Room
App

HIGH EFFORT
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ROADMAP

0 CREATE THE ROADMAP

The purpose of this activity is to group or split the
prioritized ideas and proposals for activities and
measures into relevant initiatives and schedule them
in the roadmap.

Initiatives providing high value with lower effort or
involving the creation of basic conditions should be
prioritized and scheduled earlier.

If specific dependencies exist between initiatives, they
must be placed in the right order in the roadmap.

If some initiatives may entail higher risks, they should
be broken down into smaller, more manageable
initiatives.

N | 7/
I Tip. You can use a different breakdown of the roadmap, or
add more dimensions, if necessary.

How to proceed

1.  Group or divide activities and actions into
relevant initiatives. Try to use the different
elements of the canvas as a starting point.

2. Planthe initiatives in the roadmap.

The example is a simplified roadmap based on a plan developed
for a real estate company.

)




DIGITAL WORKPLACE ROADMAP

EXPERIENCE STRATEGY & GOVERNANCE

WAYS OF WORKING

Common Roadimap Vicualized Vficion
7-mns’parent
Top Management Strategy Procece
Commitment
Ectablich Internal
UX Capability

Common Terminology

Online Customer

Covmmon Guidelines Meetinge
Smart Accictant
Knowledge Sharing
Chatbote
Digital Collaboration
Single Sign-On
Online Meetings
Collaboration
Spacee
Collaboration
ile Shari
File Sharing Dlntform

Oneflote

DIGITAL SERVICES

Search Engine

DIGITAL PLATFORMS

CRM System
Case Management
System
UX Guidelines
Ectablich Guidelines for Ways
Governance Forume of working
INFORMATION ASSETS
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° RUN A RETROSPECTIVE

COMPLETION

START-UP CURRENT STATE FUTURE STATE ROADMAP



COMPLETION

G RUN A RETROSPECTIVE

Before completing the first iteration of the strategy Here's how to do it:

process, it's essential to capture insights and lessons

learned. During the retrospective, you can review what 1.  Start with the positive. Ask each participant to

went well during the strategy work and identify areas write down what they think went well on green

for improvement in the next iteration. post-its. Group similar or duplicate items
together.

From this retrospective, you can generate suggestions

for improving the practical implementation of the 2. Repeat the process with what can be improved

strategy work in future iterations and use red post-its. Remind participants that it is

about what was done and how, not by whom.

3. Now identify improvements that can be made for
the next iteration on blue post-its. Group them
and discuss them together, and decide what
actions should be taken, by whom and by when.

|
>n< Tip. Let someone other than the person leading the strategy The template gives examples of typical comments that can
work facilitate this activity. This can bring out important but be made if the representation in workshops is too narrow or
uncomfortable truths. if the process is not digitized.




6 WHAT WORKED WELL? WHAT WORKED LESS WELL? 9

WHAT CAN WE DO
BETTER IN THE NEXT
ITERATION?




Congratulationsa!

Yyou have now completed a number of activities that make up this
practical workbook aimed at guiding organizations through the
process of developing a digital workplace strategy.

You should now have gained insights into your users' needs,
identified gaps in your digital capabilities, and created a vision for a
successful digital workplace. You should also have learned how to
create SMART objectives, prioritize initiatives, and map out the

current and desired future state of your digital workplace.

Don’t forget to utilize the insights and lessons learned from the
retrospective to enhance the strategy process for future iterations!




