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Our Premise

• Our institution, BILH, rolled out Office 365, but we received no 
training on the many features it has that can improve our workflows.

• We recognized that this same process has occurred in other 
institutions.

• Objective: Create a session focused on 13 “micro-skills” that can 
improve efficiency of practice and coordination among 
research/clinical teams.



Disclaimers



Notes





Scheduling Strategy #1:
Responding as a meeting invite











Scheduling Strategy #1:
Responding as a meeting invite

Best Use: One person asking to meet with 
you and they offered times

…or they keep their outlook calendar updated



Scheduling Strategy #2: 
Bookings













Scheduling Strategy #2: 
Bookings

Best Use: Multiple 1:1 meetings with 
different people 

Meeting is automatically put on both of your 
calendars and you get an FYI email that 

someone booked with you (can turn off)



Scheduling Strategy #3: 
Scheduling Poll







Scheduling Strategy #3: 
Scheduling Poll

Best Use: Need to meet with 2+ people



Questions or Ideas to Share?



Inbox Rules









End of 
Day 

Review

Pin 
Visibly

Context 
Specific



Zeigarnik Effect

Andrey Zeigarnik, "Bluma Zeigarnik", Public domain, via Wikimedia Commons



Zeigarnik Effect

People remember unfinished tasks more than 
completed tasks.
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Zeigarnik Effect

Masicampo. Journal of Personality and Social Psychology. 2011
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Snooze







Send Later













Email Templates





Less Time on Email Requires 

• Filters coming in

• and/or

• Faster responses going out 







Embed Polls







Sending Files
(Choose Attachment v. OneDrive link)











In-Line v. Attached Images





Signing and sending back PDFs 
(without downloading or printing)











Notes Feature





Only available in web app
(not on downloaded Outlook app)



Questions or Ideas to Share?





Shared Documents



OneDrive

•Cloud-based storage

•Microsoft version of 
“Google Drive” or 
“iCloud”

•Can be accessed via 
browser, app, or synced 
to desktop folder

•Web and desktop 
applications

•Web apps work with 
OneDrive files

•Desktop can work with 
OneDrive or locally 
saved files



Office.com











OneDrive

“Office.com”

Icon from outlook

Bookmark bar/saved hyperlink

Desktop app on your computer













Questions or Ideas to Share?

























• Inbox Rules: Similar emails that you want to handle the 
same way automatically

• Snooze: Emails that you need to see at a certain time

• Scheduling Assistant: Great for 1:1 (or more) if 
everyone keeps their calendar updated

•Booking: Great for you to share with others

• Scheduling Poll: Coordinate ≥2 people



•Anything can be stored in OneDrive – figure out how you 
like to see files and how you want to access it

• You can open OneDrive files in the web apps or on the 
computer

• Shared documents let 2 or more people work on a file 
simultaneously or asynchronously

•Comment, tag (@) and even assign tasks to each other

• You can choose whether to send a file as a shared doc or 
an attachment



Share with us!

What other tools and strategies

have you used?
jlberry@bidmc.harvard.edu

jfreed@bidmc.harvard.edu
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