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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. 





	Start Using Workplace



	Mastering Workplace Features



	Workplace Use Cases



	Technical Resources



	Workplace Academy



	Help Center



	Support



	Customer Communities






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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10 tips to maximize your Personal Productivity
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 What is personal productivity and how do you improve it? Follow these easy steps and achieve your productivity goals. 

 You might be used to thinking about productivity in terms of your team – but what about your own productivity? Whether you’re a manager, team member or freelancer, there are many simple things you can do to get more out of your day. Let’s take a look. 

How to make frontline workers more productive
Frontline employees can deliver great customer experiences. But only if you connect and empower them. Download the checklist to find out how.
Learn More

























What is personal productivity? What is personal productivity? 

 Personal productivity refers to the efficient management of your time, energy, and resources to achieve your goals. It involves strategies, tools, and a focused mindset to work smarter and maximize your potential. 

 This includes setting clear objectives, prioritizing tasks, and organizing work effectively. Personal productivity also emphasizes self-care and well-being to sustain long-term success. It is a lifelong journey of self-discovery and optimization, empowering us to take control of our time and accomplish our goals while leading fulfilling lives. 

Why is personal productivity so important? Why is personal productivity so important? 

 The COVID-19 pandemic has turned the world of work upside down. Businesses have had to be super-agile - pivoting their services, reorganizing their workforces, and making a rapid move to flexible or remote working. 

 This has increased the focus on productivity. Organizations are worried about whether people will still be as productive when working remotely, In fact, 78% of business leaders think hybrid and home-working will harm productivity, according to the World Economic Forum. 

 But while the jury is still out, the signs so far are pretty good. Several studies have noted an uptick in productivity rather than a fall. In one survey, 94% of employees said their productivity was higher or the same as it was pre-COVID. Another piece of research shows remote employees are experiencing less unproductive time and fewer distractions than office-based staff. 

 As organizations focus on measuring employee productivity and team collaboration, how are we, as individuals, evolving the way we work? Remote working means having more responsibility for managing our personal productivity, but how do we do it? 

 While traditional productivity trackers look at tasks, perhaps it’s time to look at productivity more flexibly. Maybe we should even start to measure productivity ‘backwards.’ To begin looking at output first and then find the actions and behaviors that led to success – and those that got in the way. 

 We’ve got to look at productivity holistically in terms of wellbeing, too. It’s widely known that there’s a connection between productivity and stress: The more stressed someone is, the less productive they’re likely to be, while a drop in productivity may be a sign that there’s something wrong with  a person’s mental wellbeing. 

How to measure personal productivity?How to measure personal productivity?

 There’s a simple equation for measuring productivity: The amount of value you create divided by the number of hours you work. A person with high productivity will create the same amount of value for an organization in a shorter time or create a more significant amount of value in the same amount of time. 

 The problem is, it’s hard to measure personal productivity this way as you won’t always have a clear understanding of the value you create. This is especially true if your work doesn’t involve creating a physical product, making output harder to measure. 

 So it might be easier to think about productivity in terms of the total number of productive hours you have on an average day or week. A productive hour is one where you get stuff done - where you feel you can concentrate on a task and complete it, free from distractions. 

 Many of us feel more productive at certain times of the day or week than others. And distractions range from sudden meetings and phone calls to chat notifications to having too many small or odd jobs getting in the way - all of which prevent you from getting the “big stuff” done. 

 A 2019 study reported by the UK’s Economic Research Council found that the UK average worker was only productive for 2 hours and 53 minutes in every working day. Assuming the average working day is around 8 hours, this leaves nearly 5 hours of doing... not so much. This leads to the eyebrow-raising conclusion that if your personal productivity is above 3 hours per day, you’re already more productive than the average employee. 

 When it comes to measuring your personal productivity, you might want to ask yourself questions like: 

How much time do you have on an average day to focus on one specific task?

 If your calendar is full of admin blocks or if you tend to work on two or more projects simultaneously, this may affect your productivity. 

How many meetings do you usually have in a day?

Do you regularly find yourself juggling multiple tasks or unrealistic deadlines?

 If this often happens, it suggests you need to reassess your approach to work – do you need to delegate more? 

Are you able to take regular breaks, including a lunch break?

 Breaks are essential for maintaining focus, so you need to carve out time to step away from the screen. 

Top tips to improve your personal productivityTop tips to improve your personal productivity

 The most important thing to keep in mind when it comes to maximizing your productivity is that it begins with a shift in mindset. All the time management apps or productivity tracking software in the world won’t make a difference if your head isn’t in the right place. 

 Here are our top 10 tips for switching your brain into a higher gear: 

1. Think about what’s holding you back

 Do you feel distracted, overwhelmed or bored at work? Being aware of your workload and your feelings is the first step to understanding and improving your productivity. 

2. Visualize what a productive day looks like for you

 Try to picture the thoughts and feelings you associate with being productive. Where are you? What sort of mindset are you in? What does your working pattern look like? 

3. Create stepping stones to try and achieve this ideal day

 Don’t assume that you can achieve the vision in your head just by wishing for it, and don’t try to do everything at once. Instead, work out a strategy to make it happen, then go through it step-by-step. 

4. Set yourself a productivity plan (to-do list) for each day

 Using a productivity planner to map out each day is a great way to approach the day more productively. It also helps you visualize your priorities – so if extra work arises, you’ll instantly know where it slots into your schedule. 

5. Get the big stuff out of the way early

 If there’s a task looming over you, be sure to tackle it as early as you can in the day or week. Getting your most stressful job done can help you feel much more positive about approaching the other things on your to-do list. 

6. Break big tasks into smaller ones

 If you feel overwhelmed looking at the sheer scale of a project, try breaking it down into lots of smaller responsibilities. Once you start ticking little things off your to-do list, you’ll feel like you’re making progress towards completing the bigger goal. 

7. Reward yourself with small incentives

 For every task you tick off your to-do list, give yourself a treat. Whether it’s a 10-minute screen break, a drink or a few minutes scrolling your social media feed, you’ll feel much more incentivized to complete your work quicker if something is waiting for you at the end. 

8. Make sure you take your scheduled breaks

 Taking a break helps with everything from concentration to reducing stress. So while you might think working through lunch is the key to getting your work finished, you might be slowing yourself down. 

9. Delegate or automate tasks if and when you can

 When you find yourself with too much on your plate, don’t be a martyr. Instead, find someone to help you, or better yet, find a way to let technology do the work for you - like using a bot to send and collect survey results, for example. 

10. Track your productivity over time and look for trends (e.g. things that regularly trip you up)

 Keep track of the hours you spend and be honest about recording your productive and non-productive time. Once you’ve collected some information, take a look at the data and try to find a pattern of things that made you more productive and those that slowed you down. You can use this as the basis of a strategy for working smarter. 


Let's Stay Connected
Get the latest news and insights from the frontline of work.
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9 methods to boost your personal productivity further9 methods to boost your personal productivity further

 Of course, if you want to boost your personal productivity further, you can always teach yourself tried-and-tested productivity techniques – there are lots to choose from, so you can find the one that suits you. 

 Here are some to try: 

1. The SMART Method

 SMART stands for Specific, Measurable, Achievable, Relevant, Time-Bound. First defined by Peter Drucker, this method is a step-by-step sequence to help people set realistic goals, then achieve them by working in a consistent, straightforward way. 

2. The Pomodoro Technique

 Francesco Cirillo’s time management technique follows a simple system of working in 25-minute bursts with regular breaks in between these short sprints. It’s named after the Italian word for tomato because Cirillo used a tomato-shaped egg timer to create the technique while he was a university student. 

 3. Personal Kanban

 Kanban is a simple but effective project management technique. All you need are some sticky notes and a table with three columns labeled “To-do,” “In progress,” and “Done.” By moving the notes left to right across the table, you help to visualize how you're completing tasks while getting a full overview of your other responsibilities for the day. 

 4. Eat the frog technique

 A method inspired by Mark Twain’s quote, “Eat a live frog first thing in the morning and nothing worse will happen to you the rest of the day.” Brian Tracy framed this productivity hack around one simple concept: Get the most challenging task done first thing in the morning and the rest of the day will feel much more straightforward. 

 5. The MoSCoW Method

 This acronym stands for “must have,” “should have,” “could have” and “would have.” It’s a simple method of putting your tasks into a hierarchy of most to least urgent. “Must” tasks are the ones you should focus on right away (like replying to an important message), while “would” tasks are the vague goals you set yourself in the future (like getting a promotion). 

 6. The Systemist Method

 The brainchild of a computer science student, the Systemist method combines with the Todoist app to streamline multiple workflows while also helping to balance other responsibilities on the side. 

 7. Getting Things Done

 David Allen’s well-known GTD technique works by treating your mind like an email inbox and designating tasks in five categories: capture, clarify, organize, reflect and engage. It encourages users to focus on one thing at a time by allowing other, less critical tasks to be stored – or even thrown in the recycling bin. 

 8. Zen to Done

 Zen to Done, or ZTD, takes David Allen’s GTD one step further. Building on the behavior changes necessary to adapt to GTD, ZTD removes the need for people to pause and think about their tasks and instead encourages them to push on. It’s much more useful for people who prefer action rather than reflection. 

 9. Don’t Break the Chain

 Also known as the Seinfeld Method (although Jerry himself claims to have had nothing to do with it). Don’t Break the Chain teaches the user to think of every item ticked off their to-do list as another step towards building a better version of themselves in the future. It’s a great way to incentivize people who value personal progress. 

Best personal productivity tools Best personal productivity tools 

 When it comes to the best personal productivity tools, you’ve got a choice: 

Productivity planners
Productivity planners can help you keep track of you and your team’s schedules, tasks, projects and goals. There are lots of digitized planners - and some people still prefer the paper variety. 

Time trackers
Time Trackers can combine project tasks and milestones with to-do lists. You can also use them for scheduling in advance. One advantage they offer is that you can use the stats they generate to see how long doing different tasks takes you. 

You might also be interested in:You might also be interested in:

 • Time management techniques
 • What is productivity and why does it matter?
 • 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 | 9 minute read
Top productivity tips


Be more productive while adjusting to the new world of work. Here are 25 ways to boost general productivity, stop email from sapping your time, and get the most out of your productivity planning tools.
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