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So you’re deploying
Webex Teams in
your company?
We’d like to make
it easy.

In this book, you
can find
	Documents to help you
make a successful Webex
Teams adoption plan.
	Best practices for
using Webex Teams.
	Documents made to inspire
knowledge workers to use
Webex Teams in their
lines of business.
At the bottom of each document,
find a download link to access each
individual file to share as you need.

Made for you
If you want to customize the
files for use in your company,
no problem. At the end of each
section, find a link to all editable
file types. Make changes as
you please.
To leave feedback or to request
more of this content, click:

Love this?

Want more?
Unlock your productivity by joining
Cisco Webex Quick Classes. You'll
learn best practices and top tips
through live, interactive product
demonstrations.
Get on-the-spot answers to your
questions from a Cisco expert.
Learn more and register at
cisco.com/go/quickclass
Join the Cisco Collaboration
community, where you can ask
questions, find all of the great content
discussed in this playbook, and more.
Questions/comments? Join the
Webex Adoption space or email
WebexAdoption@cisco.com
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SECTION 01

Deployment
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Welcome to Cisco Webex Teams

Thank you for choosing Cisco Webex
Teams as your collaboration platform.
We’re passionate about creating
a simple, intuitive collaboration
experience for your business. In this
book, we’ll discuss tips to get the
most value from your investment in
Webex Teams based on thousands of
successful customer deployments.

By clearly explaining the value Webex
Teams brings to individual employees
and lines of businesses, your whole
organization will realize the value
of Webex Teams in the fastest
possible time.

To start, we recommend that you
determine your business goals, desired
outcomes, and definition of success.
Next, form a shared understanding
of what the plan will be to get there.
Agreeing on these details before
deployment will help you design an
effective on-boarding process.
You’ll be able to select content that
guides people in your organization
on how to embed the way they work
into Webex Teams.
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Before you begin
Why not launch your deployment using
Webex Teams? This will get everyone on the project
familiar with the platform and sold on the possibilities.
Simply create a team called “Webex Teams deployment”
and invite all project stakeholders. Be sure to let everyone
know what the purpose of the team is by posting in the
General space. Then create additional spaces in the team
for different project workflows, e.g. “Network readiness”,
“Communications”, “Training”, etc.
Be sure to read the best practices sections
for further guidance.
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Planning
Cisco Webex Teams planning
is about capturing a wide range
of information to understand,
plan, and successfully execute
the launch of Webex Teams.
Clearly establish the experience
you want your end users to have
with video meetings, file sharing,
whiteboarding, and group
messaging. It is important to
tie features to the specific
business outcomes you are
looking to achieve.

Planning captures insights from key stakeholders to understand:

01

Business outcomes

03

User devices

05

Education & support

07

Teams & spaces

How will the business
benefit and what’s in it
for employees?

How will users access
Webex Teams?

How will people learn how
to use Webex Teams and
get help?

02

User populations

04

Deployment

06

Use cases

Who will get
Webex Teams
and when?

How will new accounts
be created and new
versions be deployed?

What new ways of working
will Webex Teams enable?

How will Webex Teams
be structured for your
use cases?
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Why do you
need to plan?
Webex Teams is so much better than
email and phone calls, so people
should jump at the opportunity to
use it... right? That’s only part of the
story. To drive behavioral changes,
employees need to buy into the
benefits of the new tool at a personal
level - as this requires the voluntary
effort of employees.
For that reason, we encourage you to
ensure their very first experience with
Webex Teams is delightful. Their first
experience makes one of the biggest
impacts on the adoption of Webex
Teams in their daily work routines.

Who conducts
Webex Teams
planning?
Typically change managers and IT
project managers conduct planning
activities. Early engagement with
stakeholders from a wide variety of
lines of business is recommended.
They can provide input on how best
to land Webex Teams in their area
of the business.

What format?
Planning workshops with key
stakeholders capture the operational,
technical, and change process
information required to prepare and
execute the launch of Webex Teams.
Getting everyone together in person is
best. If that isn’t possible, use a series
of short online meetings and send out
questionnaires to gather input from
across the organization. Whatever
approach you use, we recommend
that all contributions are shared with
the whole group, so that everyone can
review, comment, and give feedback.
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Who should participate?
Engage and ask for input from the following representatives:

Executive sponsors

Internal communications

assign resources to execute the plan
and are ultimately responsible for the
success of the investment. They will
articulate why Webex Teams is important
to your organization.

is a key resource for authoring and
distributing communications for launch
and can advise on the most effective
channels to promote and advertise
Webex Teams internally.

IT infrastructure teams

Service desk /
Technical support

advise on the technical aspects of getting
Webex Teams to large numbers of people
and devices in a timely, reliable fashion.

Webex service owner
is responsible for the day to day operations
of the Webex Teams service and can
provide advice on how it transitions from a
project to a ‘business as usual’ service.

Human resources
advise on a wide range of policy issues,
from policies around working from home
to country-specific regulations related to
employment laws and practices.

are essential partners who can create
a simple employee support experience
when people need help, when there are
updates, or when there are technical
issues to resolve.

For larger organizations,
we recommend contributors
make themselves available
for between 1-3 hours

Legal teams

(depending on the size of your business
and complexity of the workflow
you’re targeting)

should be involved as early as possible,
when applicable. They may need to write
legal copy and assist with other compliance
matters.

Line of business
can advise on who needs Webex Teams
by when and which high-value workflows
it can improve. (Like sales, marketing,
engineering, etc.)
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Example email for inviting
workshop attendees

Inbox

We need your help launching Cisco Webex Teams.

Vania Monty - Executive Sponsor
from me

Subject line:
We need your help launching Cisco Webex Teams

We’ve invested in Webex Teams to dramatically improve the
way we work. This transformation can’t happen without high
levels of adoption. Help us make sure our investment works
for you and the whole business.
We’re inviting you to a meeting/workshop to discuss and
agree on various aspects of the Webex Teams deployment.
Your participation will help us capture the information we
need to provide the best possible service to our people.
The format is informal and conversational, conducted as
a Q&A session and we’ll be sure to respect your time.
Please respond and confirm who from your team should
attend the workshop and we’ll coordinate a date and time.
We are happy to meet beforehand to provide a short
summary of the workshop purpose, format, and agenda.

We need your help
launching Webex Teams.

Hello <name>,
We’ve invested in Webex Teams to dramatically improve the way we work. This
transformation can’t happen without high levels of adoption. Help us make sure our
investment works for you and the whole business.
We’re inviting you to a meeting/workshop to discuss and agree on various aspects of the
Webex Teams deployment. Your participation will help us capture the information we need
to provide the best possible service to our people.
The format is informal and conversational, conducted as a Q&A session and we’ll be sure to
respect your time.
Please respond and confirm who from your team should attend the workshop and we’ll
coordinate a date and time. We are happy to meet beforehand to provide a short summary
of the workshop purpose, format, and agenda.
Thank you for your partnership in making Webex Teams successful.
[EMAIL SIGNATURE]

Thank you for your partnership in making Webex
Teams successful.
[EMAIL SIGNATURE]

Download email banner image
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How do I set up planning meetings and workshops?
01
Technology
Deployment

BEST PRACTICE

Run 2 tracks

02
Change
Management
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Technology deployment

The purpose of this track is to
capture and define the technical
requirements for the configuration
and governance of Webex Teams.
This includes setting organizational
level controls/preferences, planning
the user enablement processes,
deciding on service desk procedures,
and setting how licenses will be
managed and distributed.

Typical contributors

Agenda ideas

•

CTO – responsible for approving
network configuration changes.

•

•

IT/Change Manager.

•

IT Service/Support Desk Lead
– responsible for Webex Teams
service acceptance into service/
support.

•

•

•

•

IT Service Introduction
Lead/Analyst – responsible for
service introduction.
IT Desktop Services Lead –
to provide details of desktop
real estate, Active Directory/
identity services and application
delivery processes.
IT Service Owner – your nominated
Webex Teams service owner.

•

IT Information Security (InfoSec)
– to guide on account expiry
issues, password strengths,
compliance and audit policy.

•

 egal Hold/ Legal – to advise
L
on corporate requirements.

 etermine how you will add
D
and maintain user licenses and
who will own this process.

•

 iscuss ways to optimize
D
device management.

•

 etermine type of deployment
D
(cloud and/or hybrid services).

•

 iscuss protocol to register
D
and manage devices in the
Control Hub.

•

 gree what analytics are required
A
to monitor and measure adoption.
Review Webex Teams analytics
and agree high level reporting
requirements in addition to the
dashboard.

IT Reporting Analyst – provide
usage reports, billing data for
existing conferencing and
collaboration services.

•

Review the Control Hub*
Overview screen to understand
Webex Teams licensing: Establish
owners and review process for
enablement. Agree on settings
that will improve adoption.

•

 stablish the flow of internal
E
support process. Review the
troubleshooting analytics and
build this into your existing
process. Plan training for your
support agents.

•

 eview and set options
R
that will ensure a great end
user experience.

•

Ensure network readiness:
review network, firewall,
and bandwidth requirements
More information in appendix

The result of this workshop
will be a document describing
the technical delivery and
support requirements,
recommendations, and an
overall deployment plan.
This can also serve as inputs
to change management
workshops that will drive your
communications plans, training
needs, and self-learning
content.

*The Cisco Webex Control Hub
is the central interface to manage
your organization, manage your
users, assign services, view
usage analytics, and more.
Org admins can log in here.
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Technology deployment: Questions to cover

A

B

C

User populations

User devices

Deploying Webex Teams

1. How many people are getting Webex Teams?
Where are they based?

1. What are the different operating systems
used? (PC, Mac, iOS, Android) Do you have
standalone or virtualized desktops?

1. Are you automatically provisioning accounts
from your master employee directory
(for example Active Directory ‘AD’) or
managing this manually from the Cisco
Webex Control Hub?

2. How can we best segment them?
By role, region, or something else?
3. Is Webex Teams replacing another
collaboration tool?
4. Who are the most frequent users of this tool?
5. Who are the priority groups for receiving
Webex Teams first?

2. How many people have been issued USB
headsets? What brand and model? Do you
have enough?
3. Are your devices BYOD or corporate owned?
Do you use a Mobile Device Management
(MDM) system? If so, how can we introduce
the Webex Teams app?
4. What Cisco supported devices do you own
that can be registered to the Webex Teams
service? Which devices need to be purchased
for launch?

2. Do you have multiple domains? Do you wish to
consolidate these? What is the impact, if any,
on user experience? Have you added, verified
and claimed all domains?
3. Do you have a single sign-on service (SSO)?
Are all users able to login via SSO? Do you
want users to authenticate to Webex Teams
with SSO?
4. If you do not have SSO, what are the security
considerations for logging into Webex Teams?
E.g. password complexity.
5. Do you plan to enable any Hybrid Services
such as Calendar Sync or Hybrid Call?
Review the prequisites and map out
the integrations.
6. How can you package and deploy the Webex
Teams desktop application to everyone who
will have a Webex Teams license?
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Technical appendix

Use the following resources to achieve technical readiness
for your Cisco Webex Teams deployment.
1. Add, verify, and claim domains
You can add and verify your
domains in Webex Control Hub to
ensure the security and integrity
of your organization and help with
user management.

5. Webex Hybrid Deployments
Increase benefits of on-premises
unified communications and
collaboration investment with
Webex Hybrid Services.

2. Directory Synchronization
Deployment Cisco Directory
Connector is an on-premises
application for identity
synchronization into the cloud.

6. Webex Analytics Deployments
Pro Pack for Webex Control
Hub add-on service provides
advanced functionality in security,
compliance, and analytics that
can integrate with your software.

3. SSO Deployment
If you have your own identity
provider (IdP), you can integrate
the SAML IdP with your Webex
organization so that your Webex
Teams users have a single,
common set of credentials.

7. Network requirements
This article is intended for
network administrators,
particularly firewall, proxy and
web security administrators. It will
help you configure your network
to support Webex Teams.

4. Webex Devices Deployments
Improve collaboration with
endpoints designed for every
use case.

8. Bandwidth whitepaper
This paper provides
measurements for the network
bandwidth generated during
a Webex session. It describes
Webex high-quality, highdefinition video technology and
provides details on how it works
in the context of your meetings.

9. Network test
Use this tool to perform
a Webex Teams network
test in all of your locations.
10. Security and Privacy
Webex Teams is an
end-to-end security solution
that keeps your content safe
from everyone. This paper
provides the key information
that enables Cisco’s secure
architecture.
11. Integrations and BOT’s (API’s)
A central hub to discover app
experiences on the Webex
platform.

Top tips
A common mistake is
forgetting to change domain
status from “verified” to
“claimed”. See point 1.
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Change management

The purpose of this track is to
provide business stakeholders
with a detailed understanding
of how Webex Teams will affect
the organization. It captures
guidelines on how to manage
the people side of change and
what you need to do to prepare.

Typical contributors
IT/Change project manager

Human resource (HR) lead

Responsible for the Webex Teams project
change management overall.

Understands the regulatory and policy
landscape in the various locations of your
Webex Teams roll out.

Change manager
Responsible for the people side of change,
helping transition employees from current
process to future state and assesses change
impact to employees.

Internal communications lead
Understands communication channels, content,
tone of voice and options for content and/or
training delivery.

Business case owners

Intranet lead
Advises on how self-learning content can be
published and maintained. (If applicable)

Brand lead
Advises on customization and branding of
content and communications materials.

Line of business representatives
Co-design the highest value use cases to lead
the launch with.

Responsible for calculating individual lines
of business, or workflow-based return on
investment, if required by your business.
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Change management: Questions to cover

A

B

C

Business drivers

Creating awareness

Use cases

Help answer the question
“Why Webex Teams?”.

Inspire a desire for change to secure
employee buy-in.

Create value for the business.

1. What are our key strategic objectives as a
company for the next 1-3 years?

1. Considering our business drivers and goals
for Webex Teams, what are the key benefits
we want to highlight in our communications to
various lines of business?

2. Are there existing initiatives that Webex Teams
can tie into? E.g. flexible working, wellness,
employee engagement.
3. Are we primarily concerned with reducing
costs, driving revenue or making work better
for our people?
4. What are the key challenges for our
business today?
5. Are there specific processes we want to
focus on improving first?

2. What is the value proposition for our
employees? What will resonate? Is it different
depending on employee type, persona, or line
of business?
3. How do we answer the question
“what’s in it for me?”
4. What communications channels do we have
open to us? How can we exploit all of them?
5. Who will create a communications plan?
Who will sponsor and send communications?

1. How is our company organized into divisions
and lines of business?
2. What are the needs of these lines of
businesses, and pain points?
3. How can we best map our divisions and
lines of business to teams and spaces in
Webex Teams?
4. How can we get a full list of our internal email
distribution lists and shared mailboxes?
Do we want to move all of these to Webex
Teams or give people the option?
5. What are the highest value use cases and new
ways of working we would like to showcase in
phase 1 of the rollout?
6. What are the priority workflows and processes
we need to focus our change efforts on?
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D

E

F

Teaching Webex Teams

Supporting Webex Teams

Timeline

Get the team on board.

Make help available.

Make a plan for a smooth roll-out.

1. How will we direct users to Webex Teams
learning content?

1. How do we inform service desk agents
and local IT teams about Webex Teams?
How will we train and prepare them?

1. When will we launch Webex Teams?

2. How will we upskill our internal trainers?
(If applicable)
3. How will users register for training?
(If applicable)
4. Where can users ask questions about
using Webex Teams?
5. How can we identify enthusiasts to act as
pioneers and champions?
6. How will we induct and train our champions?
How will we recognize and reward them?
7. How will users find a Webex Teams champion?
8. What training success measures have
we identified?

2. How will we capture common issues and
share troubleshooting steps?
3. How will we escalate issues to our delivery
partner or Cisco?

2. Will we roll out to different groups in phases?
In what order? How many users per phase?
3. What needs to happen first? What are the
milestones and dependencies?
4. Are we retiring another collaboration service at
the same time? By when must this happen?
5. What dependencies do we have from
elsewhere in the business?
6. Do all of the activities in our timeline have
owners? Do we have sufficient resource to
deliver on time?
7. What risks have we identified that may impact
the rollout?
8. What is the timing of the commitment from
our sponsors to promote and reinforce
Webex Teams?
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Preparing the Webex Teams environment
Once you have discussed and agreed on all
factors relating to the technical deployment
and change management of Cisco Webex
Teams, you will need to prepare the
environment so it’s clear how to get started.
Preparing your Webex Teams environment
includes four steps:

01

Map organizational structure
Understand how departments and business
functions will be represented by teams and
spaces, and who should be members of them.

02

Migrate email groups and
instant messaging (IM)

03

Discover new ways of working

04

Setup and invite

Determine how email distribution lists,
shared mailboxes, and legacy (IM) tools will
be migrated to Webex Teams.

If you are unfamiliar with how Webex
Teams is structured with teams
and spaces, please read before
proceeding with this section.
When people log into Webex Teams
for the first time, the experience will
be much better if a sample team is
set up as an example for users to see
and use. It’s important to create a
structure for first time users to jump
in and immediately see value.
People will continue to build teams
and spaces alongside the initial
structure you create.

Determine which workflows and processes
will be targeted for transformation in Webex
Teams and how they will be enabled with
teams and spaces.

Create the teams and spaces required for
steps 1, 2, & 3 and get ready to invite users.
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1. Map organizational structure

Most organizations create a few
‘organizational level‘ teams and
spaces to get started. For larger
organizations, just one per LOB is
manageable. For smaller businesses,
you can create specific teams and
spaces for a more tailored experience.
If you want to set up this way,
we recommend:
•

 apture all divisions, lines of
C
business, and the teams they’re
made up from.

•

Decide how best to represent
them with teams and spaces.

•


Determine
a naming convention
for teams and spaces.

•

 btain a list of email addresses
O
for the people who should be
added to each team.

While a complete list of divisions and
lines of business should be available
through your HR department, directly
contacting each line of business
often offers more insight into the
structure of individual teams.
When mapping your organizational
structure to Webex Teams, it may
make sense to represent divisions
and lines of business with teams.

Use spaces in each team to
subdivide various teams and
functions. Ask someone who
understands at what level their
functional working groups begin.
For larger organizations, teams
might be used to represent a global
line of business, and other teams
for regional divisions. Up to 5000
members can be in any space.
These larger organization teams
often use the “General space” for org
announcements that used to come
through e-mail. You can encourage
the ‘org leader’ to add additional
spaces to their main team, such as
“Watercooler” or “In the news”.
These organizational spaces are just
intended as a starting point. This will
serve as an example to show users
that they can start other spaces and
teams as they wish, for their
functional working groups or
projects. In this way, users will get
organizational announcements from
their leaders in the pre-setup spaces.
In addition, they will be able to do
their own work in the spaces they
set up themselves as they go.

Before ‘Creating’
teams and spaces,
here’s a brief
reminder of how
they differ.



Team

A team is a group of
people who are connecting
for a longer-term community,
a larger project or business
objective. Each team has a space
called General that everyone
belongs to and any number of
additional spaces that divide
up the work or priorities
of the team.

Space
A space is a group
of people who have been
invited to work together. Spaces
typically have names that describe
what they’re for or are named after
the people in them if they’re
1 on 1. A space can either be
standalone or within a team.
They can grow or shrink
as needed.

Top tips
Give teams and spaces
meaningful names that
say something about
their purpose.
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2. Migrate email groups and IM
4
1
Webex Teams offers an
experience that can’t be
matched by older tools like email.
To help people adopt Webex Teams,
you need to eliminate uncertainty about
which communication platform to use,
and when. The more you can migrate
existing messaging channels and
workflows to Webex Teams
the better.

Next, contact email
group owners and share your
plans for migration. In the change
management section, there is a question
about whether you could work with mailer
owners to improve their communications
by giving them a space in Webex Teams.
You may decide to take a blended approach
by migrating the busiest or largest email
groups, and giving everyone else the
option, with instructions for doing
it themselves.

3
Work with your
IT department to
understand most used
email mailers. They’re
primary candidates
for spaces.

6
2
A great place to start
migration is with email groups
like distribution lists
and shared mailboxes.
Most organizations have a lot
of these providing departmental
announcements, local office
communications, and social
group updates.

5
Make contact with
the users that have the
largest email footprint in
your organization first, and
encourage them to use Webex
Teams as an upgrade to their
email messages.

In addition to email groups,
also examine any legacy instant
messaging (IM) and communication
platforms. Can they be retired once
Webex Teams is deployed? Can you get
a list of existing user groups with their
members and owners? Again, work with
your IT department to get the data you
need and analyze in the same way
as email lists.
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Example email copy

Inbox

Why we need to embrace Cisco Webex Teams.
Can you help me promote it?
Richard Nickson - IT Services
from me

Example template for the admin to send to the mail
distributor owner/in a 1 on 1 space or email
Subject line:
Why we need to embrace Cisco Webex Teams.
Can you help me promote it?

Dear email list owner,

Dear email list owner,
We are moving our company communications to Cisco Webex Teams! We are
excited to be streamlining our company’s communications in one easy-to-use
place. Please move your email list to Webex Teams, so your group can now
get updates within the app. To get started, you can add large group of email
addresses and users to a space, using the Cisco Power Pack.
We recommend your new team be moderated, so you can still control the
messages shared as you did with your mailer. You can then decide if your new
team will be announcement only (enable the “Turn on announcement mode”
option) - eliminating the “reply all” avalanches we all hate. Or, you can have a
fully open, collaborative space where everyone can post questions and answers!

We are moving our company communications to Cisco Webex Teams! We are excited
to be streamlining our company’s communications in one easy-to-use place. Please move
your email list to Webex Teams, so your group can now get updates within the app. To
get started, you can add large group of email addresses and users to a space, using the
Cisco Power Pack.
We recommend your new team be moderated, so you can still control the messages shared
as you did with your mailer. You can then decide if your new team will be announcement
only (enable the “Turn on announcement mode” option) - eliminating the “reply all”
avalanches we all hate. Or, you can have a fully open, collaborative space where everyone
can post questions and answers!
Please contact IT ______ for questions.
Thank you for being a Webex Teams pioneer,

[EMAIL SIGNATURE]

Please contact IT ______ for questions.
Thank you for being a Webex Teams pioneer,

[EMAIL SIGNATURE]
Download email banner image
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3. Discover new ways of working

Step 3 is about identifying
innovative new ways of working
with the technology. These are
called use cases.

What is a use case?
In this context, a use case is a
group of people doing something
together in Webex Teams to
achieve a business benefit.
Defining and implementing specific
use cases is a great way to ensure
that your rollout of Webex Teams is
focused on your team’s real needs.
These use cases will show users
how to get value from this new
way of working, and will inspire
other people to use Webex Teams
for their own use cases.

WHO?

WHAT?

WHY?

A group of people...

...doing something together
in Webex Teams...

...to achieve a
business benefit.
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Ask people what they need

How do you find out what people
really need to work better together?
It’s simple– just ask! You’ll figure
out what capabilities people find
important, and will also learn why.
To develop user stories about
Webex Teams that will inspire a
whole department, start by gathering
the right information. The user story
method, will help you identify specific
outcomes that specific people want
to achieve.
When beginning conversations
about Webex Teams with different
departments or lines of business,
schedule some time with small
groups who represent key roles
and invite them to join you for the
following fun exercise.

Exercise: Tell us your stories

Participants
5-10 people representing
a mixture of key roles from
a specific business area
(marketing, sales, HR, etc.)

Objective
Understand how different
people work, so you’ll know
how to meet the needs of their
role. See teamwork through
their eyes, so you can launch
Webex Teams in their
language.

Duration
60-90 minutes.

What you
will need
Post-it notes
and pens.
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How to play

Begin the exercise

1. S
 tart with a round of introductions, and let the participants know why they are there.
Explain that you’re trying to get a new understanding of how they work.

1. Ask participants to write as many user stories as they can think
of on separate post-it notes. 15 minutes is usually enough time.
Be available to answer questions as they write.

2. Next, introduce Webex Teams to the group, and explain why your company is trying
something new. Give everyone a brief highlight of what Webex Teams can offer, to get
their brains started. Ask that they keep these capabilities in mind during the exercise.
3. Explain that the goal of the exercise is to capture stories about how they work on
post-it notes using a special format:

I am a...

I want to...

So I can...

[role]

[do something]

[create value]

4. Before starting the exercise, walk through some examples with your team.
The following are examples for a sales audience:

I am a product
service rep.

I am an account
manager.
I want to improve my
customer experiences.
So i can build better
relationships.

I am a sales leader.

I want to meet
my customers.

I want to connect my
teams across
multiple locations.

So i can demonstrate
and sell products
and services.

So i can inspire and
motivate to grow
the business.

2. Once people have finished writing, ask each person to
“call out” their stories by sticking them on a wall and reading
them out loud. As they do this, ask questions to develop your
understanding and to add context. Encourage other group
members to share their thoughts. If patterns emerge,
group similar post-its together.
3. Highlight some of the excellent points that your group brought
forward as a team. Make it clear that you were listening.
Thank them for their time and gather up the post-its.

Analysis
Record user stories along with any notes and contextual
information. Identify what patterns emerged of their needs
and values. Use these stories to create detailed use cases,
communications messaging, and training that matches
their needs.
Prove that Webex Teams can deliver the business results
they need.

5. Let the group know they can write user stories from both their perspective, and from
the perspective of people they interact with. For example, they can write user stories
from the point of view of their customers, managers, or teammates.
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What makes a good use case?

Clear purpose

Solves a problem

Leadership

Membership

Delivers value

Why it’s needed and
what it will do for the
business.

Makes a current
workflow or process
better and fills a gap.

Has an enthusiastic
owner and backing
from senior
stakeholders.
Includes clearly defined
groups of people and
what they will do.

Explains how it
will deliver new or
increased value to the
business.

Identifying potential
use cases

Prioritizing and
selecting use cases

To identify innovative new use cases,
engage with the business to understand
what workflows and processes are not
working well or could be improved.
Ask them:

If you’ve captured a lot of use cases from
across the business, prioritize ones that:

•

Where are the pain points?

•

What is taking too long?

•

Where is quality suffering?

•

What is costing too much?

Discuss how the groups involved can work
together in Webex Teams to solve the
key issues.

•

Have a clear purpose

•

Solve very specific problems

•

Have strong support from leaders

•

Have value that can be easily measured

Once prioritized, select the use cases to
deploy for launch. The number depends
on timelines, resources, and complexity.
Five use cases is often a good number
to start with.

Some of this information can be captured
earlier in change management workshops
with lines of business. See use case
questions in the change management
section. Take note of potential use cases
and the value they can bring.

HOME | DEPLOYMENT | BEST PRACTICES | WORK STYLES | COMPANY WIDE | FINANCE | PEOPLE MANAGER | HR | FIELD WORKER | SALES | MARKETING | EA | ENGINEERING | PROJECT MANAGER

27

Defining use case in detail
It’s now time to flesh out the details of each use case. Identify a use case owner and which groups of people will participate.
You can take a better look and define each use case with the worksheet below.

The main purpose of the
use case is…

The owner of the
use case is…

The current state of the
workflow/process is...

The desired future state
in Webex Teams is…

The key groups of
members are…

The key activities in
Webex Teams are…

The value for
members is…

The value for the
business is…

The teams and/or spaces
required are…

The success criteria are…

We will communicate
and promote this use
case by…

We will assist people’s
learning by…
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Here is an example of a completed use case
The main purpose of
the use case is…

The owner of the
use case is…

The current state of the
workflow/process is...

The desired future state
in Webex Teams is…

The key groups of
members are…

The key activities in
Webex Teams are…

To better coordinate global
marketing teams and create
a single marketing culture.

Seth Martindale
(Marketing Director)

We have grown by acquisition
and each global division has
its own marketing team and
practices. We try to keep
everyone coordinated with
bi-weekly calls but attendance
is poor and we don’t get
many questions. When a new
campaign is launched, it’s painful
getting everyone singing from
the same hymn sheet. There are
often frustrating inconsistencies
in our messaging.

We want to create one global
marketing team with a shared
culture and ways of working.
We want to learn from each other
and build a shared marketing
practice that eliminates
inefficient ways of working.

Marketing teams from each of
the global divisions. We also
need participation from key
people in sales and product lines
who can keep our campaigns
honest. We would also like to
collaborate more freely with our
partner agencies.

• A
 ll marketing personnel in
one team to stay updated
on the latest directives from
the group.

We want to get to know each
other better and be available
for questions, updates, etc. We
want to be able to meet on the
fly and also schedule regular all
hands video meetings. We want
one organized place for sharing
content and getting things done
that’s easily searchable.

The value for the
business is…

The teams and/or spaces
required are…

• M
 embers will be part of one
marketing division and can
learn from the best around
the business.

• M
 ore coordinated global
marketing campaigns.

A team called
“Joined-up global marketing”

• Quicker time to market.

With the following spaces:

• M
 arketing strategies informed
by our best minds everywhere,
not just Group.

• General

• B
 uild networks and discover
advancement opportunities.
• Streamlined working practices.
• F
 ewer mistakes and
redundancies.

• H
 appier, more engaged
marketing employees who feel
part of one team and have
a voice.

• Latest news
• Ask the CMO
• A
 sk sales (includes internal
people from sales)
• A
 sk product (includes internal
people from product)
• Your ideas
• I need help
• Campaign x
• Campaign y
• Agency a
(includes external people)
• Agency b
(includes external people)

The success criteria are…
Moving away from email and
conference calls as the main
means of collaboration between
marketing divisions.
After 3 months, marketing
people in all divisions agree that
we have a much better way of
working together.
Campaigns are delivered faster,
within budget, and consistently
on message.
After 6 months we have
happier, more engaged people,
as measured by the annual
engagement survey.
We have greater staff retention,
demonstrated by HR reports.

• T
 he ability for everyone to
regularly check in on progress.
• Share work-in-progress
campaign content and
give feedback.
• E
 asy access to key people
from sales and product lines.
• S
 mooth collaboration with
external agencies.

It should be really easy for
people to stay in the know
about the latest developments
and know where to go and
who to ask.

The value for
members is…

• T
 he ability to ask questions
and get answers when
needed most.

• O
 n the fly video meetings
with screen sharing.

We will communicate
and promote this use
case by…
• A
 nnouncing and repeating
our plans in all upcoming
teleconferences.
• Emailing plans to all members.
• G
 etting buy-in from marketing
leaders in all divisions and
getting them to spread
the word.

We will assist people’s
learning by…
• M
 aking sure they have access
to the learning guides and
cheat sheets and they’re
translated into local languages.
• M
 aking sure that the
champions are fully trained,
bought into Webex Teams,
and aware of the use
case objectives.

• Identifying and training at least
3 champions in each division.

• M
 aking sure that everyone
knows who their nearest
champion is.

• P
 ut a banner on our intranet
site with a post explaining
what’s happening.

• S
 etting up scheduled training
sessions online.

• S
 howing what people will get
out of it by taking part.
• S
 end use case graphics and
flyers for printing out and
distributing.

• R
 ecording trainings and
making them available on
the intranet.
• E
 ncourage people to use
the “I need help” space when
they have questions about
Webex Teams.
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Monitoring use case success

Success with use cases
isn’t just about definition and
deployment. Monitor them to
ensure that, in practice, they’re
meeting people’s needs, solving
problems, and creating value
for the business. If there’s low
adoption, then investigate and
identify what adjustments can
be made.
Use the success criteria you
identified in the use case
worksheet example to monitor
each use case. You can think
about success in four areas:

01

02

Usage

Business value

Are people actually using
the teams and spaces you
have created for them? If not,
what are they using instead?

Are business goals being
achieved better, faster,
or cheaper than they
were before?

03

Satisfaction
Are people happier with the new
ways of working with Webex Teams?
Is it making their life easier?
How do they react to the thought
of going back to the old
ways of working?

04

Success stories
What amazing outcomes have
resulted from the new ways of
working in Webex Teams? What has
been made possible that wasn’t
possible before? How can you
capture these stories and
play them back to the
business?
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4. Setup and invite

To get things started, make a plan for setting up spaces and
on-boarding new users

Creating teams and spaces
You have a couple of choices, depending on your strategy:

01 Assisted set-up
One person can create all the teams and spaces identified earlier by the
org structure, mailers, and use cases. They can then review these teams
and spaces with the key stakeholders for sign off. They can then invite the
leaders identified as owners to be moderators. This is often successful as an
organizational springboard.

02 Directed set-up
You can connect with organization leaders and encourage them to create
their own organization spaces, determined by the structure, email lists, and
use case identified. They then become responsible for adding their own
team members. This is often successful to catch the smaller groups or more
selective use cases.

03 Self set-up
Additionally, encourage anyone to create extra teams and spaces organically.
Encourage users to make extra spaces with their functional teams or project
groups, for open collaboration as needed.

Space moderating

Inviting members

Space leaders will need to decide
whether to make certain spaces
moderated or not. By default,
spaces are unmoderated, meaning
that any member can invite other
people, both internal and external,
and make changes to space
settings. If set to moderated,
then they will have control over
membership and settings.

Provide each owner with a list
of the members they need to
invite to the teams or standalone
spaces they’re going to look after.
Or in the case of organic teams,
encourage people to include
anyone they need. The timing for
actually inviting members should
be coordinated with your overall
launch plan.

Unmoderated spaces improve
collaboration and organic growth
so it’s good practice to leave them
as such where possible, however
there may be situations that require
control. Read more on moderation.

If member numbers are low (say
less than thirty) then owners can
opt to invite users manually. If
much higher, then they can opt
to use the Power Pack tool to
bulk add new members using a
CSV file.
If you have opted to create teams
and spaces on behalf of certain
teams, then once the owners are
aware and prepared for inviting
users, the person responsible for
initial setup can either leave the
teams and spaces or stay for a
time to monitor how things go
after launch.

Often times, a combined mix of the above strategies optimizes
successful adoption.
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SECTION 02

Best practices
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Space activities

Let’s get your team working better together.
All the action in Webex Teams takes place in your spaces. Each space has an activity menu drop-down arrow, with everything you need.

Message

Call

Meetings

Whiteboard

Files

Send secure, instant messages
to all the people in a group
space, or a 1 on 1 space.
Easily add screen captures,
emojis, and @Mention people
to grab attention.

In a 1 on 1 space, or a multi
person space, make direct
voice and video calls to talk
anytime. All members see
when a meeting has started
and can choose to join or not.

Create and schedule
meetings for everyone in the
space. This opens a calendar
invitation to check team
availability and then send.
Don’t worry - meeting details
are automatically added.

Capture your ideas on virtual
whiteboards. Your team
can continue to edit the
whiteboards independently as
they’re saved in the space for
easy reference.

Files, photos, videos, and
whiteboard images that have
been shared will be saved
in the space too. Use this
activity for easy access.

Top tips

Top tips

First, send a message to let people know
why you’re about to meet, so that they can
decide if they need to join.

Access space settings with the
(i) button near the space name
to adjust notifications.
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Teams and spaces, the basic building blocks of Cisco Webex Teams

Teams are typically named after the project or business function they represent.
Spaces are named after the various topics, sub-projects or workstreams.
Here are some examples:

What is a space?

What is a team?

A space is a virtual place for
a group of people to work
together. Spaces are named by
the people who create them.
1 on 1 spaces are named after the
person you’re in the space with.

A team is a virtual place for a
group of people who will work
together for a longer period
of time or on a variety of
projects. Each team has a space
automatically added, called
‘general’, that all team members
belong to. Teams are different
from spaces, because they can
have many different spaces in
them. Members can choose
which spaces within a team they
need to join, so they’re focused
only on spaces that are relevant
to them.

Spaces can exist as standalone,
or as part of a team. If your
standalone space outgrows its
original purpose, you can easily
move the space into a team.
Learn how to move spaces into
a team here.

Team
Steve’s Direct Team

Team
Project X

Team
Global IT Organization

Spaces

Spaces

Spaces

•

General

•

General

•

General

•

Team budget

•

Planning

•

Telecommunications

•

Activities

•

Feedback

•

Information systems

•

Weekly meeting

•

Fresh ideas

•

Computing support

•

Celebrations

•

Copy writing

•

Technical services

•

Time management

•

Visual design

•

Information security

•

Deliverables

•

IT procurement
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Spaces vs Teams
Here’s a handy guide on when to use a team vs a space.

Typical activity

Space

Team

Focused and
specific.

Distributed and
diverse.

Typical duration

Short to mid-term.

Mid to long-term.

How to retire

If everyone chooses
to leave the space,
it is deleted.

Space moderators
can archive teams,
but not delete.
Learn how.

Relationship

A space may be
standalone or within
a team.

A team has a
permanent space
named ‘general’
and any number of
additional spaces
added by members.

Do you need to control access?
By default all members can invite
others and change space settings.
Moderation can be switched on to
control membership and settings.
Learn how.
The team creator is automatically
made a moderator. Any team member
can create a team space.
Moderators control membership,
assigning others as moderators
and controling team settings.
Learn how.
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User roles
Here’s a handy guide on roles in teams and spaces.

Role: Moderator

Role: Member

In a moderated space, moderators can:

Space

•

Add or remove members

•

Edit space information

•

Make other members moderators

•

Delete other members’ messages

Team creators are automatically moderators. They can:

Team

•

Add and remove spaces

•

Add and remove members

•

Edit team information

•

Make other members moderators

•

 hen a space is not moderated, all members have the same
W
privileges. They can add and remove members and change
the space settings.

•

 hen a space is moderated, standard members do not have
W
these privileges.

In a team, members are:
•

Automatically added to the team space named ‘general’.

•

Can view and join other spaces in a team.

•

 an add new people as guests to unmoderated spaces
C
in a team, but not to the team.
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Working with external people

Webex Teams makes it easy to work with anyone both internal teammates and external vendors, customers,
or partners. You can invite external participants to teams
and spaces by default. If an external person is in your
space, it is always indicated with a yellow icon on the
bottom right of the window.
Click this icon to quickly see
a list of people with email
domains outside of your company.

Role: External
•

Space

Team

•

 ny combination of internal
A
and external people can be
added to a space.
 hen a space includes
W
people from outside the
company, an icon is shown.

•

 team moderator can invite
A
any combination of internal
and external people to a team
and all can participate fully.

•

 embers of specific spaces
M
in a team can invite any
combination of non-team
members, whether internal or
external to your company, but
they don’t become members
of the whole team.

3 best practices for collaborating
with external people:
1. Awareness
When setting up new teams and spaces,
let everyone know if the intention is to
include external people. Be clear about
what should and shouldn’t be discussed
with them. A best practice is to indicate
‘EXTERNAL’ clearly in your space name.

Here’s a quick example
from our Project X space:
Team
Project X

Spaces
•

Spaces

•

General

2. Moderation

•

Planning

For more control, turn on “moderate space”
to control membership. This way, you can
be sure that members don’t accidentally
invite external people to spaces made for
internal people only.

•

Feedback

•

Fresh ideas

•

Copy writing

•

Visual design. (EXTERNAL)

•

Deliverables

3. Spaces
Spaces within teams offer an easy way to
work with external people, without giving
full access to the entire team.

Let’s say that Project X is largely an
internal project. However, for visual
design, you need to work with an
agency. It’s simple. Just add the
external participants to the ‘visual
design’ space. Your team members
will be able to collaborate with them
there, but external members won’t
have access to all the other spaces in
the team.
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Large communication spaces
For larger businesses, Webex Teams can also be used as a slightly more formal communications channel.
Let’s take a look at how leaders can connect to their wider teams on the go:

Executives – keep your finger on the pulse
Executives regularly run “town hall” and other larger meetings to communicate
with the company. Now, keeping conversations and ideas flowing in between
these scheduled sessions is easy.

Top tips
•

•

•

•

Experts – ask me anything
Even the most organized teams occasionally just need an answer from an
expert, fast. To help your employees and clients, why not set up an “Ask me
anything” Q&A space for easy access when it matters most?

Top tips

 reate a space and invite
C
the people who attend your
town halls gatherings (up
to 5000 of your closest
colleagues and friends).
 ost an opening message
P
to explain the purpose of
the space.
 sk people what’s top
A
of mind before the next
town hall.
 uring the event,
D
communications and/or
supporting teams can share
relevant files and content
for easy access.

•

 resenters can also
P
encourage people to share
their reactions in the space.

•

 reate spaces for different
C
areas of expertise and invite
the right experts.

•

If you record your town
halls, you can even post the
recording in the space.

•

 ost an opening message
P
to explain the purpose of
the space.

•

 hank everyone for
T
attending and summarize
key takeaways from the
session.

•

•

Encourage continued
discussion and Q&A
between events.

Invite members who might
want access to the experts
and ask them to invite others
they know (up to 5000 of
your closest colleagues
and friends).

•

 ncourage people to ask
E
whatever they want about
the area of expertise.

•

 heck the space regularly
C
to stay updated on your
wider teams top of mind.

•

Initially – make sure experts
answer questions and share
content they think will be
of interest to the group in
a timely manner.

•

 xplain how others can
E
search for older questions
and previously shared
content. The space will
become a valuable
knowledge bank to
query later.
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Large communication spaces

Announcements
Some company departments like Human Resources and Corporate Communications need to ensure
that everyone is informed about the latest news. If you only use traditional methods like email, many
people don’t get around to reading updates and there’s very little feedback. How about taking the
formality down a notch? Create an announcement space in Webex Teams, so you can post bite-size
updates and links to the latest information.

Top tips
•

 reate a space and invite
C
everyone you need to
communicate with (up
to 5000 of your closest
colleagues and friends).

•

 o ahead and share
G
bite-size updates on latest
news, policy changes,
and anything else you
want to - all in one place.

•

If you do this, selecting
colleagues as moderators
means they can share the
responsibility of posting
content too. Easy.

•

 ost an opening message
P
to explain the purpose of
the space.

•

 ake sure you encourage
M
people to share feedback
and ask questions.

•

•

 et people know they
L
can search for previous
information.

•

If the space isn’t for
discussion, switch on
“announcement mode”
in settings to create a
one-way communication
channel.

 or larger spaces, you
F
may want to change your
notification settings to
only @mention so what
matters most gets most
of your attention.
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Too many notifications?

Global
Well, aren’t you popular.
If you are a member of
many different teams and
spaces, you may want to
manage your notifications.
Good news, you can select
which options best
suit you.
Here’s a handy guide of
how you can take control
of your notifications:

Apply the same
notifications settings to
all spaces at once.
See Set notifications for
all spaces if you need
help setting this.

Custom
Customize notifications
for each individual space.
See Set notifications for
certain spaces if you need
help setting this.

In both cases, you can choose the following options:
•

A ll messages
For those spaces that are really important to your role,
use this setting to get notified every time a new message
comes in. We don’t recommend this for larger spaces.

•

 Mentions only
@
A really useful setting that means you get notified when
someone @Mentions your name directly or uses the
@All feature to mention everyone in the space.
We highly recommend this to help you manage what’s
really important, especially in large spaces.

•

 ff
O
To switch-off all notifications. Going on vacation?
This one’s for you.

Learn more at Cisco’s Collaboration Help Portal
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Get camera-ready

40%

of people absorb
and learn faster
with video.*

Lights...

Camera...

Action...

 andwidth is your friend when it
B
comes to high-quality video.
Use Wi-Fi whenever available.

73%

of meetings
end faster
with video.*

 on’t be that person. If you’re in
D
a loud space, mute yourself when
not talking. Background noises like
typing, construction, or chatter can
be distracting for other people.
Your team will thank you.

 void awkward camera angles such as
A
under your chin. Position your webcam
slightly above eye level for the most
natural position.

 emember, people can see your
R
body language, so make sure you’re
actively listening. Stay engaged just
like you would in person.

Be aware of your surroundings. Avoid
sitting in front of a window during the
day, as you will appear shadowed.

 ikewise, be aware of the body
L
language of your teammates, this
real-time feedback means you can
be sure they’re engaged.

That’s pretty cool. So, if you really
want to get your point across and get
more time back in your day - video
beats audio only, any day.

Turn your video on
Go on, be brave! Turn your camera on,
even if you’re having a bad hair day.
Start a movement in your company
that builds closer relationships especially between people who have
never met in person. Vulnerable video
is the way to go.

 rab your headset. Not only will
G
you hear other people better, but your
voice will be much clearer for them too.

Working from home? Make sure you’re
not sharing anything in the background
you don’t want to (personal data etc.).
A view of your busy kitchen or people
walking around can be distracting.

 or more meaningful interactions F
keep your attention on the camera or
your teammates’ faces when you’re
talking to get best eye line.
 void multitasking and heavy typing
A
if you didn’t mute yourself.

Have fun!
Using video means you can enjoy
seeing your teammates. Be lively,
break the ice with a joke, and keep
everyone engaged. Forget about the
technology and act as if you’re all
together in the same room.
*Source: ZK Research,
Unified Communications Survey.
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Share and search

It’s amazing how much you can
get done on Cisco Webex Teams,
even when you’re mobile. No matter
where your team is, working on files
and content together should be
simple. So, we made it that way.

Sharing

Searching

Things you can share:

Search is easy. Click the search
bar and enter your search terms.
As you type, Webex Teams will
present search results grouped into
spaces, messages, and files to help
you pinpoint what you are looking for.

•

Messages

•

Webpage URLs

•

Documents and files

•

Screen captures
and screenshots

•

Images

•

Videos

•

GIF animations
(very cool)

•

Whiteboards

You can upload files up to
2GB file size. Most content
can be previewed in the space,
without the need to download.
This is especially useful when
you’re mobile.
You can share content during
a meeting without sending files.
Each meeting attendee can
share their screen or specific
applications, to make sure
you’re not sharing anything
you don’t want to.

You can filter by

Plus, you can refine your search by
typing “In:” to find something in a
specific space. Or, type “From:”
to search messages or content
sent by a specific person.

You can also use search
to quickly find individuals.
Just start typing their
name to see name
matches appear.
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Events made easy

Events small and large, rely on a
wide variety of suppliers, partners
and employees working together.
Cisco Webex Teams is the perfect
tool to bring everyone together before, during and after the event.
Here’s a handy guide for how you
could host a typical event with
presentations, speakers and of
course, attendees.

Before
We
need to:

On the day

Use Webex Teams to:

We
need to:

Bring the
event team
together

Create a team with a space for
each activity e.g. catering, audio/
visual, security, promotion, budget,
travel, etc.

Communicate
in real
time with
attendees

Connect
regularly in
real time

Schedule weekly meetings in your
team space. When you start the
meeting, everyone on your team
will see an easy ‘join’ button on any
device they want.

Keep
attendees
updated

Create a moderated space to
announce event updates. Members
can only read content, and you can
see who and how many people
have viewed it. Use Power Pack to
bulk upload invitations to the space.

Share
content

Upload images, plans,
presentations, agendas, parking
details and more. Now all your
content for the event team and
attendees are in one place. Don’t
forget, everyone has access to the
same powerful search to quickly
find information.

Use Webex Teams to:
Find parking, get a badge, share
when presentations start and more
- use spaces and teams to publish
on-the-day information and
reminders.
Create a space for presenters and
VIPs to keep them up to date,
provide instructions related to mic
set-up and equipment and a
channel for open communications
throughout the day.

Take speaker
questions
from the
audience
and get
presentation
feedback
from
attendees

Create a space just before the event,
for speaker feedback. Use the Power
Pack to bulk upload the latest list of
attendees. They’ll receive an email
notification and instructions on how
to download the app.

Manage the
event in real
time

Keep in constant contact with your
event team so that the entire day
goes without a hitch.

Invite people to propose questions
for speakers or comment on content
presented throughout the day.
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After the event

We
need to:

Use Webex Teams to:

Have a team
debrief

Congratulate! Time to wrap up the event with
the event team. Now it’s easy to share thank you
messages to the event support team.

Share how
it went

Use spaces to share event highlights, photographs,
metrics and feedback with everyone and provide
information about the next event.

Top tips
Need to catch up with anyone?
Just hit ‘meet’ in your event space
and get whoever is available.
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Power Pack

Power Pack is a collection of
tools for simplifying repetitive
tasks in Cisco Webex Teams.
Power Pack can be found here.
Important note: Power Pack is
a beta service and not subject to
formal Cisco support processes
and service level agreements.

Tools currently available in Power Pack:
Invites allows bulk uploading of
people into a space, instead of adding
them one by one.
Broadcasts sends the same message
to multiple spaces you’re a member of.
Exodus enables you to remove
yourself or others from multiple spaces
at once, to declutter your account.

Alpha tools is a storage place for
extra useful features that have been
requested by some but are too
specific for the core product.
Support tells you where to get help
with Power Pack and has an option for
joining the Ask Power Pack space, so
that you can interact directly with the
Cisco team.

Export is for extracting member
details from a space to use as invites
to a new space. This is useful for
creating a new space for a different
purpose with the same members.
Team space manager is for creating
new teams, and its spaces. Manage
team membership here.
My stats provides details about your
activities. See how many spaces,
teams, and 1 on 1 conversations
you’re in.
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Integrations and bots

Cisco Webex Teams makes it
possible to bring content into
teams and spaces from any other
application. Access business
information and alerts from other
systems. Avoid switching in and out
of different apps to get information.
It’s also possible to create bots
to automate repetitive, high-volume
business processes, that no one
enjoys doing.

Integrations

Bots

Here are some examples:

Integrations connect other
applications to Webex Teams to
publish content in spaces.

A bot is a simple way for users
to use natural language to request
tasks to be completed in another
platform. Let’s use the previous
sales team example. A sales
representative could ask a ‘deals’
bot a question like ‘show me deal
updates for my customers.’ The
bot would go to the previously
connected CRM platform, and take
real-time results of that person’s
deal updates and post them in
the space.

•

Conduct and manage surveys

•

 ubmit expenses and raise
S
purchase orders

•

Onboard employees

•

Sign contracts

•

Pay a bill or invoice

•

Try out integrations and bots

Here’s a few examples:
•

•

If a tool is down, a space can be
automatically created that invites
all the people needed to fix the
problem together.
In sales? If your team needs
constant deal updates, it’s easy
to add updates from your CRM
application to a sales team
space, published automatically
in real time.

In Webex Teams, a bot is a member
of a space just like any other real
person. The possibilities of bots are
endless. They can be as simple as
getting weather updates where you
live, or as complex as booking a
meeting room or a flight.

Jump to Cisco Webex App Hub
to browse integrations available
for popular business applications
and also some that third-party
developers have built that could
be useful to your organization.
Simple integrations and bots can
be built without the need to write
code, but more complex ones will
need software developers. Jump to
developer.webex.com to build your
own integrations and bots.
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Top tips on training

You know how easy Cisco Webex Teams is – now it’s
time to tell your teams! The very best training focuses
on how Webex Teams improves the way people work,
not just how to use it.

Successful trainings have:
•

Simple objectives that the attendees care about.

•

Clear solutions to meet those objectives.

•

Immediate actions attendees can take during and
after the training to change their behavior.

Here’s a handy formula
for effective training:

30%
30%
40%

should cover the basics
of what Webex Teams is,
and how to use common,
basic features.
should be examples of how
different types of teams
work and how Webex
Teams helps them.
should be interactive
brainstorming on how
attendees’ can specifically
change how their teams work.

Use this top ten checklist
to get started:
1. Audience: Make sure you know who’s
attending the training, and what their team
needs to achieve on a daily basis.
2. Background: Provide information on why their
leadership wanted to invest in better team
collaboration, powered by Webex Teams.
Knowing employees are supporting leadership
direction means a lot more organic support
from the start.
3. Relevancy: Come prepared with a few
ways Webex Teams can help them achieve
their specific goals. In particular, make
sure you cover:
– WIFM (“What’s in it for me?”)
– What features really matter to my team?
4. Create a space and give it a name like
“Webex Training for team x”. Invite all trainees
to the space.

7. Ask for interaction before the session.
Ask trainees to introduce themselves in a
message. Ask about where they’re from,
weekend plans, do they have pets? Based
on their answers, ask them to post pictures,
documents or other details.
8. Set small tasks and give positive feedback
along the way!
9. Try and include a wide range of tasks. If you’re
getting good engagement before the training,
ask them to check out other simple tasks, like
playing tic-tac-toe or create a drawing on a
whiteboard. Encourage continued use of the
space by making it fun and competitive.
10. Open any slides, applications, websites,
etc. that you plan on showing. Have your
calendar open, so you can show them calendar
invitation when you cover meeting scheduling
in Webex Teams. Close any applications that
show pop-up notifications.

5. Post a welcome message that introduces
the space and its purpose. Share any Webex
Teams user guides or videos to the space
to build up a bank of useful resources.
6. Create a meeting invite for the training for
everyone in the space.
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Training formats

Because Webex
Teams makes virtual
experiences so
easy, you can deliver
training in-person,
or virtually, or a
combination of both.

In-person training

Virtual training

Hybrid training

If you’re planning on delivering
an in-person training session,
we recommend small groups of
less than 20. It’s just the right size
for a balance of interaction, and
lets the instructors help students
individually when needed.

The key to virtual training?
Keep it interactive! Make sure you
include activities that require active
participation throughout. It doesn’t
need to be complicated. Even simple
activities like “please answer in the
Webex Teams space” keeps
attendees engaged.

Hosting training where some
people are in the same room as
the instructor and others join in
virtually carries the most risk of a
disengaged audience. Generally, we
recommend you separate these out.
Most often, those who are virtual will
be less engaged and less able to
participate than those in the room.

Top tips

Top tips

Top tips

Got a great camera?

Giving prizes - virtually

Connect hubs of teams

Add a little personality to
profile pictures! Hilarious hats,
funny faces – try and make
the initial touch and feel of
Webex Teams fun, human
and personal. In an in-person
setting provide a few fun
props to make setting up their
initial profile fun.

Even virtually, you can reward
participation with cost-free
prizes! People value time more
than anything. How about
running a virtual competition
to get the most number of
colleagues in a space? For
example, “the first person to
get 50 or 100 colleagues into
a space wins a video based
mentoring meeting with a
leader at your company!”

If you have to provide a
hybrid option – do it with hub
locations. Ideally, you would
have 3-5 ‘hubs’ of in-person
teams that would join, and
each have a mix of in-person
and virtual tasks and activities
to complete as they learn.
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SECTION 03

Work styles
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Work styles introduction
Everyone works differently. But what stays the same is that
you all need to connect with your people. Webex Teams
makes it easy, no matter how you work.
These working styles are some of the most common ways
people get things done. Check out the descriptions, and pick
which one fits you.

• The growing team
• The mobile team
• The distributed team
• The creative team
• The project team

Top tips
Use or adapt this copy to describe Webex Teams
to colleagues, in intranet copy, email launch
communications, and in offline social exchanges
in the office or café.
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Work style 1: The growing team

The new employee joining experience is crucial for both
your company and new hire. The company wants new hires
to be productive from day one and new hires want to feel
welcomed and able to jump in as quickly as possible.

With Webex Teams it’s possible to:
•

Webex Teams can be used to enrich the hiring process
from contract signing, meet and greet, to training
and orientation.

New hires need to:
	
Securely exchange personal information
with the company.
Know how to get things done around here.
	
Meet their team as a group and have
1 on 1 mentoring sessions.
	
Read and absorb the information needed to
start work and be productive.
Buddy up with team members for faster orientation.
Get immersed in the company’s culture.

•

 reate a space to
C
communicate with
all new hires. Share
everything they need to
navigate the company’s
culture and processes.
Populate the space
with policy documents,
introduction guides,
essential phone numbers
and addresses,
as well as how to get
technical support.
 reate a private space
C
for each new hire to give
them a personal warm
welcome. Let them ask
questions about anything
like dress code, and
make sure they don’t
have lunch alone on
their first day.

•

 se the space to send
U
offer letters, contracts,
and negotiate a start
date. Automate contract
signature processes with
integrations and bots.

•

 dd new hires to existing
A
spaces and teams, so
they can browse content,
join team meetings and
introduce themselves.

•

 chedule 1 on 1 video
S
meetings with new hires
to explain processes and
culture in more detail.
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Work style 2: The mobile team

Today’s mobile user is not a rare breed. 65% of knowledge
workers require mobile connectivity to do their jobs and each
week, 62% of employees work in multiple locations.

With Webex Teams it’s possible to:
•

 chedule video meetings
S
for screen sharing,
whiteboarding and
recording.

•

 ap into the collective
T
intelligence of the
whole company to get
problems solved faster.

•

 tay in touch with any
S
part of the company by
joining teams and spaces
related to their expertise,
projects, deliverables
and social preferences.

•

 ecurely share any
S
type of content with
anyone, anywhere on
any device.

•

 se spaces to report
U
a wide range of
operational incidents
in the field, to better
serve customers.

The mobile worker needs to:
	
Work in their primary office comfortably, which may be
their home.
	
Stay productive while traveling to another company,
customer, vendor facility, nationally or internationally.
	
Spend the majority of an average day in meetings,
in person, on video, or by phone with screen sharing.

•

 urture relationships
N
with customers and
partners using 1 on 1
spaces and teams on
any device.

•

 uickly share messages
Q
to the team and call from
your smartphone while
in transit.

	
Interact with people in multiple locations and
timezones, using mobile calls, video meetings and
instant messaging.
	
Participate in and lead scheduled and spontaneous
meetings with people in multiple locations working
in different companies.

Source: IBM Click here
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Work style 3: The distributed team

Your team lives the “follow the sun” mentality. You need to
stay closely connected digitally, in order to get things done.
Global teams allow you to attract and retain talent anywhere
in the world, to better serve customers and be closer to
your markets. Distributed teams are often challenging for
leaders, who spend the majority of their work day in meetings
and 1 on 1 discussions, but need to have continuous
high-visibility of the teams outputs and deliverables.

With Webex Teams it’s possible to:
•

 se spaces and teams to
U
access the most valuable
knowledge from people
all over the company.

•

 se spaces and teams as
U
a means of broadcasting
the progress of your
work and be sure about
who’s received it.

Distributed teams need:
	
Access to hands-on expertise across the business
on a continuous ‘follow the sun’ basis.

•

 nswer questions quickly
A
from your mobile at
any time of day. Your
business hours may be
over but others are just
starting.

•

 ake virtual leaders
M
more present by using
HD video for ‘ask me
anything’ sessions,
strategic guidance and
motivational talks.

	
High-quality video meetings as a substitute for the
intimacy of face to face meetings.
	
Rapid exchange of rich information ‘in the moment’.
	
The ability to share the progress of their work to
key stakeholders.
	
Highly visible virtual leaders to create atmospheres
of trust, openness and integrity.

•

 rovide virtual leaders
P
with total transparency of
activities across all their
teams, filtered in a way
that avoids information
overload.

•

Improve inter-team
communication with a
simple modern video
meeting application for
meetings, screen sharing,
and whiteboarding.

	
To exchange unwritten, hidden knowledge held
‘in brain’ based on their experiences, insights, intuition,
observations and internalized information.
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Work style 4: The creative team

Creative teams have to be able to work together any time
their creative juices are flowing. You often work extensively
with external partners and agencies. You create incredible
content related to marketing, advertising and design
initiatives that’s too large to move around in email.
This content is subject to numerous rounds of review and
sign off, internally with peers, and externally with agencies.

With Webex Teams it’s possible to:
•

 essage new ideas
M
and share files
(including videos).

•

The creative team needs:
	
The ability to transfer and share large files with internal
and external stakeholders.

•

	
To organize, manage and collaborate on campaigns and
events with a wide variety of partners and agencies.
•
	
To use pictures and drawings, not just words, to
describe their ideas.
	
To give and receive constant, quick verbal and
visual feedback.
	
To frequently meet with peers, partners, and agencies
all in different locations.

•

•

 rainstorm and draw
B
ideas using a digital
whiteboard.

 ag key people in
T
messages to get instant
feedback when you
need it.

•

 uickly have an
Q
impromptu video call
with any internal or
external stakeholder
with one click of a button.

 earch and easily
S
find content, files and
messages previously
shared.

•

 ork from anywhere,
W
using any device on
a web browser or the
mobile app.

•

 ave a space to ask your
H
team for creative advice
all together.

 chedule and attend
S
an online video meeting
to review documents live,
and see facial reactions.
 uickly gather the pros,
Q
when you want to kick off
a new project.

	
To review and sign off creative concepts and assets
with large numbers of internal stakeholders and
external agencies.
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Work style 5: The project team

Project focussed teams have to get organized and deliver.
You’re task-oriented and deadline driven. But, you can’t get
anywhere without the coordination of your team. You have
to be able to sync up, then separate to get work done. It’s
crucial you come back together for status updates to make
sure the group is on track, before everyone gets back to
work again. A combination of internal teammates and
external partners mean you have to make sure to keep
everyone united.

With Webex Teams it’s possible to:

Project teams need:

•

•

	
Clear audio and video meetings for sharing content
to negotiate contracts, agree on plans, and
design deliverables.
Content, conversations and meetings all in one place.

Initiate ad-hoc meetings
for a whole team with
just a couple of clicks,
as well as record and
share with absent team
members.

•

 reate whiteboard
C
project plans digitally
and share for everyone
to see and add to.

	
To distribute and share lots of content with each other.

Efficient ways of communicating change to end users.

 reate and maintain
C
all meeting rhythms
with automatic timely
reminders to all team
members about
upcoming meetings.

•

	
To manage the expectations of a wide range of
stakeholders and sponsors.

	
Collaborate with external vendors, partners
and suppliers.

 reate spaces with a mix
C
of internal and external
people to share project
content, negotiate task
delivery, and stay in
constant contact, all in
one place.

•

Manage stakeholders,
sponsors and steering
groups using spaces
to publish content and
real-time updates.

•

 anage conversations
M
and meetings with
external suppliers and
avoid unnecessary travel.

•

 lways be available for
A
your stakeholders from
your mobile device when
they need you.
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SECTION 04

Company wide
Message, share files, whiteboard ideas
and meet your team on video.
All in one place.
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Teamwork
at its best
This section contains an adoption
toolkit, work styles, banners,
a poster, and a flyer.
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Cisco
Webex
Teams
success
playbook

Preparing for a
company-wide launch
Webex Teams can change the way your company’s people
work, but first you have to show them the value. Luckily,
once you get some people to buy-in, collaboration can
spread like wildfire.
To get started, plan how you will show various groups how
Webex Teams can work for them. Check out some of the
popular working stlyles commonly using Webex Teams.
Share these with people to drive inspiration.
Use this guide to create a plan for starting the buzz about
Webex Teams in your company.
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Adoption toolkit
What?

How?

Effort

Has everyone got Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Enlist the support of senior leaders.

Write to senior leaders asking them if they can send an email to everyone announcing the launch of
Webex Teams. We’ve written an example to help you. Attach one or more of the use cases in this
section that explains why it’s so useful.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the play book to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance

Circulate the ‘workstyles’.

We’ve written five interesting workstyles that show you how Webex Teams solves your everyday
challenges throughout the business. Share them with all of your colleagues, you can email, print and
showcase them on your intranet.

30 mins

Share a snappy tagline using a
banner ad – Make Webex Teams
appeal to your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyers. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Write an email for your senior leader
to send to their teams.

We’ve written an example. Just adapt it for your own culture and organization's personality.

30 mins

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

1 hour

30 mins
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What and why?

What is
Cisco Webex
Teams?

Webex Teams is an app for continuous teamwork with video
meetings, group messaging, file sharing and whiteboarding.
Webex Teams makes it easy to work anytime on any device
with everyone in one place.

What will
Webex Teams
do for you?

Webex Teams takes
away the pain of working
on the go. Connect
and do great work from
anywhere, so you can be
at the places that matter.

At a group level, it opens
up the possibility for
creating high-performing
teams with members
anywhere in world and in
any company. By making it
easy to communicate, you
can bring new products to
market faster, improve
customer satisfaction,
and increase sales.

For the organization,
Webex Teams can improve
engagement and help
you become more agile
and competitive. Your
business can reduce travel
expenses, because the
virtual meeting experience
is so fluid. Finally, it’s
possible to rapidly respond
to the changing needs
of customers, partners,
and markets.

Top tips
Use or adapt this copy to
describe Webex Teams to
colleagues, in intranet copy,
email launch communications,
and in offline social exchanges
in the office or café.

Top tips
This is an example of how to
position Webex Teams with all
areas of the business and why
they should consider using
it. Use or adapt this copy to
describe Webex Teams to
colleagues, in intranet copy,
email launch communications,
and in offline social exchanges
in the office or café.
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Coming soon email
When to use?
Let employees know what Webex
Teams is, why you invested in it, when
it will be available for everyone to use
and known to most employees.
‘What’s in it for me’ for end users.

Best practices
Format
Your email should have the
following sections:
What should the subject
line be?
Come up with a snappy title that will
make your colleagues open your email.
1

What is Webex Teams?
Introduce Webex Teams and the
reason why you have chosen it. If it’s
replacing an older or existing service,
be clear on how Webex Teams is an
improvement to how they work today.
2

Why?
Talk about the business goals and
strategies you have, and why enabling
employees with rich Webex meeting
experiences will help you achieve them.
3

1

Who should send this?
A recognized figure in the organization,
ideally a senior member of staff or
someone who is widely respected.

Inbox

The more intuitive way to work is with Webex Teams.

Steven Price - Company wide mailer
from me

Who should sign off?
If an executive is sending the email,
you may want to have their assistant
or executive communications team
review first.
5

What should the reply address be?
Most executives don’t have time to
reply to questions and comments
coming back from employees.
Depending on your software, try and
configure the email to have a different
reply address, ideally a mailer that
many people can monitor and respond
to. That way the project manager and/
or IT service owners can keep track
and respond appropriately.
Test before sending
Send this email to yourself and a few
colleagues to get feedback on how
they think it will land with people.
Check that all the hyperlinks work.

The more intuitive way to
work is with Webex Teams.

Dear colleague,

2

We are excited to announce we’re providing you with Cisco Webex Teams, a powerful,
modern messaging and meeting solution that puts all the communications and information
sharing tools we need, all in one place.

3

We’re always looking for ways we can connect your teams to do more amazing things,
improve our relationships with customers and partners and offer more flexible ways of
working for our employees.

4

Over the next few weeks, we’ll send you information on how to get started, login details,
training sessions and some self-learning material so you can learn at your convenience.
If you have questions or need more information, please contact [NAME OR TEAM]
Thank you for helping to make the Webex Teams roll-out a success,
Regards

5

[EMAIL SIGNATURE]

How?
Let users know what they can expect
over the next few weeks, and actions
they have.
4

Download email banner image
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Webex Teams launch email

1

Inbox

Webex Teams, making more possible.

Ryan Jones - Company wide mailer
from me

When to use?

How to get support?
Provide clear instructions on who to
contact to get training and technical
support when and if they need it.
4

This email is used to announce to
employees that their Webex Teams
account is ready to use. Include
detailed instructions on how to start
and where to get support. Use links
to online guidance rather than writing
details in an email. That way, if
something changes, you can quickly
edit your content online, rather than
send another email.

Who should send this?
A best practice is to set up a shared
inbox or distribution list with a clear
identity and use it for all emails to
employees e.g. Webex_Support_
Team@yourcompany.com.
5

Test before sending
Send this email to yourself and a
few colleagues to get feedback on
what they think. Double check all the
hyperlinks work.

Best practices
Format
Your email should have the
following sections:

Webex Teams,
making more possible.

Dear Colleague,

2

Today is the day. Webex Teams will help us connect with each other faster, help us grow
ideas together and reduce email traffic. The exciting news, is it’s ready for you to use!
Get started by following this guide <LINK> with steps on how to log into Webex Teams.

3

We’ve created self-service content for Webex Teams <LINK> for you, with guides on how
to use Webex Teams on a desktop, Apple Mac and the mobile application.

4

If you have questions or need help with Webex Teams, contact your Webex support team
at <email_address>.
We hope you enjoy using Webex Teams.

Subject line
Create a short impactful sentence that
grabs attention.
1

Regards,

5

[EMAIL SIGNATURE]

Warm welcome
A friendly opening statement,
announcing Webex Teams availability.
2

How to get started?
Provide steps on how to log in. Attach
a quick start guide, link to self-service
content, and include information
for training sessions.
3

Download email banner image
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Cisco Webex Teams promotion assets – Company wide

All the tools, all the time,
everywhere.

All the tools, all the time,
everywhere.

Download poster

All the tools,
all the time,
everywhere.

Download MPU

All the tools,
all the time,
everywhere.
Download banner

Download skyscraper
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Teamwork at its best flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey team!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

We’re reimaging the way we work.
Meet in a flexible, agile way from anywhere.
Schedule HD video meetings with anyone
in any company. Nurture and cultivate
relationships at a distance. Solve problems
with your team faster thanks to video.

STEP 04

Connect with co-workers.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

D

Hover over their profile picture.

E

Choose to
Message or
Call them.

Download flyer

Hangout with people like me.
It’s not just about work. Create spaces to
organize social events, set up special interest
groups, and connect with co-workers with a
shared interest, issue, or cause.

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

Always be in the know.
Amplify your voice and share what you
know easily, by creating and joining teams
and spaces. Collaborate with colleagues,
customers, and partners. Use messaging,
notifications and content sharing to keep your
finger on the pulse.

A

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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SECTION 05

Line of business
toolkits
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Finance
This section contains an
adoption toolkit, email templates,
use cases, banners, a poster,
and a flyer.
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Cisco
Webex
Teams
success
playbook
for finance

So, you want to launch
Webex Teams in finance?
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what you
have time for that makes the biggest impact. You don’t have
to do everything at once and ask your colleagues to help
you. Phase it out over several weeks, and the more time you
devote, the more people will use Webex Teams.
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Finance teams are changing

Balancing changing
business needs with stable
budgets makes regular
connections with business
partners essential.

23%
71%
*Source:

Meanwhile, less than 23%
of finance workers think their
business has the right tools
to move past unexpected
business obstacles.*

believe concerns about
security are hindering their
ability to innovate.**

Want better
stakeholder
relationships?

Need to
power through
planning?

Worried
about
security?

Meet in crystal clear
audio and flawless
HD video.

Connect your team with
the right people, internally
or externally with ease.

Share encrypted
messages and files
with confidence.

CFOs top goals for 2017

**Source: Digital transformation for the retail banking industry
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Enlist the support of senior leaders.

Write to senior leaders asking them if they can send an email to everyone announcing the launch of
Webex Teams. We’ve written an example to help you. Attach one or more of the use cases in this
section that explains why it’s so useful.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the playbook to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See communications plan for guidance.

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyer. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the finance 'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues, you can email, print and showcase them on your
intranet.

10 mins

Write an email for your senior leader
to send to the whole team.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

1 hour

30 mins
30 mins
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Example email copy

Inbox

Why we need to embrace Cisco Webex Teams in finance.
Can you help me promote it?
David Smith - Director of Finance
from me

To senior leaders in finance
Subject line:
Why we need to embrace Cisco Webex Teams in finance.
Can you help me promote it?

Why we need to embrace
Webex Teams in our organization.
Can you help me promote it?

Dear Colleagues,

We’ve all been given Webex Teams for continuous teamwork
with video meetings, group messaging, file sharing and
whiteboarding. We want to get as many of our people in
finance using it as possible. Webex Teams has some amazing
features we can use to improve the way we work together.
I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone in finance to use Webex Teams. When we’re ready
we’ll send you a draft copy for approval.

We’ve all been given Webex Teams, for continuous teamwork with video meetings, group
messaging, file sharing and whiteboarding. We want to get as many of our people using it
as possible. Webex Teams has some amazing features we can use to improve the way we
work together. I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone to use Webex Teams. When we’re ready we’ll send you a draft
copy for approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working smarter, not harder with Cisco Webex Teams.

Martin Young - Director of Finance
from me

From senior leaders to everyone
in finance
Subject line:
Working smarter, not harder with Cisco Webex Teams.

Webex Teams is an app for continuous teamwork with video
meetings, group messaging, file sharing and whiteboarding.
Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships
with partners, agencies and our colleagues in finance.
Webex Teams will help us connect with each other faster,
reduce email, and allow you to work on the go. This means
we’ll be truly connected wherever you are.
To get started and get support click here <insert links>.

Working smarter,
not harder
with Webex Teams.

Dear Colleagues,
Webex Teams is an app for continuous teamwork with video meetings, group messaging,
file sharing and whiteboarding. Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships with partners, agencies and our
colleagues in finance.
Webex Teams will help us connect with each other faster, reduce email, and allow you to
work on the go. This means we’ll be truly connected wherever you are.
To get started and get support click here <insert links>.
I’m looking forward to seeing finance lead the way for working together on Webex Teams.
Enjoy
[EMAIL SIGNATURE]

I’m looking forward to seeing finance lead the way for
working together on Webex Teams.
Enjoy

Download email banner image
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Cisco Webex Teams promotion assets – finance

The perfect formula for
managing business partners.
Use Webex Teams.
The perfect formula
for managing
business partners.

The perfect formula for
managing business partners.

Use Webex Teams.

Use Webex Teams.

Download poster

Download MPU

The perfect formula for
managing business partners.
Use Webex Teams.
Download banner

Download skyscraper
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Finance use case 1

Hey finance!
Quarter end
without chaos
We know when quarter end is
coming, just by the increase
in questions we get. “What’s
the policy here?,” “Did the
regulations change?.”
In crunch time, your team
needs to connect faster. It’s
crucial you have the right
information in the right place.

Connect your team

Ask the experts

Download the Cisco Webex
Teams app. Create spaces so
your team can communicate
quickly. Eliminate separate email
streams. Connect everyone.

Make spaces for different topics.
People will know where to go
to get specific questions
answered about compliance,
policy, or process.

Create spaces

Add external participants

Keep a record

Plan your meeting

Share documents in your team
spaces. When refreshing your
financial records, quickly see last
quarter’s data to ensure accuracy.

With one button, see the
calendars of everyone in your
space. Look at past messages to
see what matters are pressing.
Your team’s top concerns are
close by when you meet. Set
time to discuss the tough topics,
or call on the fly.

Share files

Send a message
Connect across functions. Easily
add members from other teams
to your spaces. @Mention key
players who can answer your
regulatory questions. Include
external business partners who
can help.

In crunch time,
I need to
connect faster.

@Mention a person

Push through the chaos.

Schedule a meeting
Call your teammate

Keep the ball rolling
Communicate in a continuous
stream across timezones.
Eliminate formality when you need
a quick question answered, and
respond easily from mobile 24/7.

Attack critical issues with
better communication.

Love this?

Download use case
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Finance use case 2

Hey finance!
Make life easier for your
business partners
You need constant communication with your business partners. You aim to
cultivate trusting relationships. You’re their resource for crucial issues like
compliance, regulation, and process. They need a single place to see all the
messages, status updates, and files you’ve shared. With Cisco Webex Teams,
you can be available to help whenever they need.

1 on 1 spaces

Ditch the formality

Download the Cisco Webex
Teams app. Use one persistent
space for just you and your
business partner as your
communication central. You can
always look back to see their
goals and priorities.
Download Cisco Webex Teams

Your business partner can reach
you however is best for them.
Send a quick ping. Seamlessly
switch between chatting and
meeting. You can answer a
question about budget or policy
on your mobile device any time,
any place.

Create spaces

Send a message
Call your stakeholder

All can join
Anyone can create a Webex
Teams account, whether they’re
an internal or external partner.
Add external participants

Share documents

I will always
be there for
my business
partners.

Share key documentation
of process and compliance.
Your space will hold all shared
documents for future searching.

Plan your meeting
With one button, easily
schedule a 1 on 1 catch-up.
Your calendars will remind you
both when you’re meeting. Your
last conversation and shared
priorities are documented
close by when you meet in
Webex Teams. Never have a
conversation without context.
Schedule a meeting

Share files

Build stronger relationships.
Be there when they need you.

Love this?

Download use case
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Finance use case 3

Hey finance!
Budget planning?
Share and align faster
Budget planning can be painful. It involves many stakeholders with constantly
changing information. You want to stop wasting time on the “back and forth”
of getting agreement. You need access to your stakeholders’ plans and
updates, in real time. With easier, consistent communication on Cisco
Webex Teams, plan your budget faster.

Create budget
spaces

Keep tabs on
your people

Download the Cisco Webex
Teams app. Have spaces for each
of your teams to communicate
specifically about budget.

When you need budget
information from a specific
person, @Mention them to get
their attention. Mention @All to
disseminate important updates
and to get everyone’s eyes on
the budget plan quickly.

Download Cisco Webex Teams
Create a team

Create spaces
Share documents. Enable your
stakeholders with the policy,
process, and forecasting records
they need for budget planning.
Your space will hold all shared
documents for future reference.
Share files

I need to unite
my stakeholders
to make the
tough choices.

Get consensus

When numbers are due,
connect everyone to

Everyone can provide feedback
and document requested budget
changes in the same place.
Share revisions and comments
on spreadsheets quickly.
Ensure accuracy.

@Mention a person
@All to your team

Plan your meeting
With one button, see the
calendars of everyone in the
space. Set time to discuss
budget requests and goals.
Your last conversation and
shared priorities are documented
close by when you meet in
Webex Teams. Set team time
to discuss the tough topics,
or call individuals on the fly.
Schedule a meeting
Call your teammate

Send a message

ensure accuracy.
Love this?

Download use case
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Finance flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey finance!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Plan your budget faster with Webex Teams.

E

Choose to
Message or
Call them.

Reduce the pain of budget planning and
unite your stakeholders to make the tough
decisions. Stop wasting time on the “back
and forth” of getting agreement. Use Webex
Teams to access your stakeholders’ plans
and updates, in real time.
Always be there for your business partners.

Download flyer

STEP 04

Connect with co-workers.

Webex Teams is the place to build trusting
relationships. It’s a single place to see
messages, status updates and all files
shared. It’s secure and a place to give and
get help from your co-workers instantly.
When it’s crunch time, connect faster.
It’s crucial to have the right information in the
right place. Using Webex Teams eliminates
separate email streams, making it faster and
easier to communicate with your team.

A

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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People
Managers
This section contains an
adoption toolkit, use cases,
banners, a poster,
and a flyer.
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Cisco
Webex
Teams
success
playbook
for people
managers

So, you want to get your team
using Webex Teams?
Use this checklist and guide to get your team up and running.
Your time is precious so you don’t have to do everything, just
what you have time for that makes the biggest impact. You don’t
have to do everything at once. Phase it out over a few weeks.
Try to sell not tell. The best way to sell Webex Teams to your
co-workers is to use it for all your regular team meetings.
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People management is changing

Great people leaders need
great team tools. Inspire
your people in HD, and
engage your team in full
feature meetings with
Cisco Webex Teams.

87%
3X

of teams feel more
connected when they
use video conferencing.*

Need to inspire
your team?

Need to engage
everyone?

New Project?
Why wait?

Use HD Video and
crystal-clear audio on
any device, no matter
where they are.

Use full feature
meetings, including
whiteboarding
and content sharing.

Create a space for
your project, don’t wait
for a kickoff meeting
to get to work. Start the
conversation now.

people feel three times
more engaged when they
meet regularly.**

*Source: “Why video conferencing is critical to business collaboration”
**Source: HBR, What Great Managers Do to Engage Employees

HOME | DEPLOYMENT | BEST PRACTICES | WORK STYLES | COMPANY WIDE | FINANCE | PEOPLE MANAGER | HR | FIELD WORKER | SALES | MARKETING | EA | ENGINEERING | PROJECT MANAGER

81

Adoption toolkit

What?

How?

Effort

Has everyone got
Cisco Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the playbook to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what.

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyer. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the people manager
'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues, you can email, print and showcase them on
your intranet.

10 mins

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

30 mins

1 hour
10 mins
1 hour
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Cisco Webex Teams promotion assets – people manager

Be there for
your team, to keep projects
moving forward.
Try Webex Teams.

Be there
for your team,
to keep projects
moving forward.

Be there for your team,
to keep projects moving forward.

Try Webex Teams.

Try Webex Teams.

Download poster

Download MPU

Be there for your team, to keep
projects moving forward.
Try Webex Teams.
Download banner

Download skyscraper
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People manager use case 1

People manager!
Hey, are you there?
You need constant 1 on 1 communication with your team members. You aim to
cultivate a trusting relationship where they can ask anything. If you want to go to a
single place to see all the messages, status updates, and files you’ve shared, use
Cisco Webex Teams. With one flow of conversation, you can always know how
your team members are doing.

1 on 1 space

Share documents

Download the Cisco Webex
Teams app. Use one persistent
space for just you and your team
member as your communication
central. You can always look back
to see their goals and priorities.

Enable your team member
with the documents they need.
Your space will hold all shared
documents for future searching.

Download Cisco Webex Teams

Plan your meeting

Create a space

Ditch the formality
Reach out any way that’s best
for you. Send a quick ping.
Seamlessly switch between
chatting and meeting.
Send a message

Call on the fly
Make a quick call to your team
member to get the answers
you need instantly. Use video
for more effective, rich
communication.

I will always
be there for
my team.

Call your teammate

Build stronger relationships.
Be there for your people
when they need you.

Share files

With one button, easily schedule
a 1 on 1 catch-up. Your calendar
will remind you both when
you’re meeting.
Schedule a meeting

Jump-start your
meeting
Your last conversation and shared
priorities are documented close
by when you meet in Cisco
Webex Teams. Never have a
conversation without context.

Visual thinker?
Use a shared whiteboard to draw
and simplify ideas. Or, check off
items on a shared to-do list.
Share a whiteboard
Love this?

Download use case
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People manager use case 2

Hey people manager!
Keep your finger
on the pulse
When your team has conversations in
so many different places, it’s hard to
keep track of what everyone is doing.
You need a way to quickly check
in on your team’s progress, so you
can be available to answer questions
and give direction. Keep your eye on
everything, in one place with Cisco
Webex Teams.

Form your team

Be the connector

Download Cisco Webex Teams.
Make one “headquarters” for all
of your team’s communication by
creating a team.

Keep an eye out for what your
teammates need. Add key people
to their spaces who can help.
Add external participants

Download Cisco Webex Teams
Create a team

Enable teamwork
Team members can start spaces
based on what they’re working
on. As the team owner, you’re
a member of their spaces too.
Whether or not you’re needed
that day, you can look to see
what’s happening.
Create a space

Keep an ear to
the ground

I want to be
a better, more
informed leader
for my team.
Don’t chase information.
Have a line of sight into
the big picture.

You can read team chats as you
see fit. Check in on projects of
high priority. Your team can
@Mention you when they need
your attention.
@Mention teammates
Send a message

Keep a record
All your team’s conversations are
in one place. Make onboarding
a new member faster. Easily
catch-up when coming back
from your personal time off.

Query for what
you need
Easily search for an old document
that is now relevant. Share it from
one space to another to spread
knowledge across your teams.
Share files

Choose your
meetings wisely
See what meetings are happening
at the same time. Check out the
active participants before joining,
to make sure your time is well spent.
Love this?

Download use case

HOME | DEPLOYMENT | BEST PRACTICES | WORK STYLES | COMPANY WIDE | FINANCE | PEOPLE MANAGER | HR | FIELD WORKER | SALES | MARKETING | EA | ENGINEERING | PROJECT MANAGER

85

People manager use case 3

Hey people manager!
Get the ball rolling
Create a space
for your project

Your ideas grow best when
they’re shared. Don’t wait for your
teammate’s calendars to line up to
start talking. Have open dialogue
when the plan is fresh in your mind.
Cisco Webex Teams allows you to
sync up and brainstorm around the
clock, at your convenience.

Start by downloading the Cisco
Webex Teams app. Add the
people to a space that you need
to get started.
Download Cisco Webex Teams
Create a space

Callout key people
@Mention the people whose
opinion you want. Easily notify
key players. Get answers fast!
@Mention teammates

Share documents
Share files that will help your
team brainstorm. They are
automatically stored in your space
for later reference.

Busy calendars
aren’t the barrier
anymore.

Share files

Get things started faster.
Help your team achieve,
together.

Share
Pose your introductory thoughts,
questions, or rationale. Don’t wait
for the meeting to build interest.
Send a message

Jump-start your
meeting
Serious brainstorming happened
before the meeting. Your ideas
and agenda are close by when
you meet in Webex Teams.
Permanent chat enables you
to track deadlines, work, and
accomplishments in one
shared space.

Follow up
If you need quick answers on the
fly, press call and talk it over with
everyone who answers.
Call your teammates

Plan your meeting
With one button, see the
calendars of everyone in the
space. Schedule a time to
collaborate face-to-face.
Schedule a meeting

Love this?

Download use case
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People manager flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey people manager!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

STEP 04

Connect with co-workers.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Always be there for your team.

E

Choose to
Message or
Call them.

Cisco Webex Teams is the single place to see
all your team’s messages, status updates, and
files shared. With one flow of conversation,
you will always know how your team members
are doing and when you are needed.

Download flyer

Busy calendars aren’t a barrier anymore.
Don’t wait for your team’s calendars to line
up to start a discussion. Have open and
constant communication with your team
anytime. Brainstorm and build interest in
an idea on the fly.

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

Keep your finger on the pulse.
No longer are your resources disconnected.
With Cisco Webex Teams you have line of
sight of the big picture and can keep your
team on track. Your team can @Mention you
when they need your attention.

A

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Human
Resources
This section contains an
adoption toolkit, email templates,
use cases, banners, a poster,
and a flyer.
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Cisco
Webex
Teams
success
playbook
for human
resources

So, you want to launch
Webex Teams in HR?
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what you
have time for that makes the biggest impact. You don’t have
to do everything at once and ask your colleagues to help
you. Phase it out over several weeks, and the more time you
devote, the more people will use Webex Teams.
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Human resources teams are changing

HR teams are all about
people. Streamline your
recruitment processes and
connect, engage and support
your people with tools built
for modern teamwork.

50%

of candidates expect to
use their phones to apply
for a job.

87%

of remote workers feel more
connected to their teams when
video conferencing.

*Source:

Want better
candidate
experiences?
Interview in HD video and
send follow-up messages
to make an offer faster.

Want a
culture of high
performing
teams?

Need to
keep
stakeholders
updated?

Allow teams to quickly
connect, share ideas
and brainstorm over a
whiteboard from anywhere.

Create spaces for top HR
topics of interest and post
updates and files for easy

Jobvite Research

**Source: Why video conferencing is critical to business collaboration
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Enlist the support of senior leaders.

Write to senior leaders asking them if they can send an email to everyone announcing the launch of
Webex Teams. We’ve written an example to help you. Attach one or more of the use cases in this
section that explains why it’s so useful.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the playbook to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance.

1 hour

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyer. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the HR 'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues, you can email, print and showcase them on your
intranet.

10 mins

Write an email for your senior leader
to send to the whole team.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

30 mins
30 mins
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Example email copy

Inbox

Teams get connected over Cisco Webex Teams.
Can you help promote it?
Sarah Lovejoy - VP of HR
from me

To senior leaders in HR
Subject line:
Teams get connected over Cisco Webex Teams.
Can you help promote it?

Teams get connected
over Webex Teams.
Can you help promote it?

Dear Colleagues,

We’ve all been given Webex Teams for continuous teamwork
with video meetings, group messaging, file sharing and
whiteboarding. We want to get as many of our people using
it as possible. Webex Teams has some amazing features we
can use to improve the way we work together. I’ve attached a
couple of examples use cases for HR.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone in HR to use Webex Teams. When we’re ready we’ll
send you a draft copy for approval.

We’ve all been given Webex Teams for continuous teamwork with video meetings, group
messaging, file sharing and whiteboarding. We want to get as many of our people using it
as possible. Webex Teams has some amazing features we can use to improve the way we
work together. I’ve attached a couple of examples use cases for HR.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone in HR to use Webex Teams. When we’re ready we’ll send you a
draft copy for approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working smarter, not harder with Cisco Webex Teams.

Sarah Lovejoy - VP of HR
from me

From senior leaders to everyone
in HR
Subject line:
Working smarter, not harder with Cisco Webex Teams.

Working smarter,
not harder
with Webex Teams.

Dear Colleagues,

Webex Teams is an app for continuous teamwork with video
meetings, group messaging, file sharing and whiteboarding.
Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships
with partners, agencies and our colleagues in HR.
Webex Teams will help us connect with each other faster,
help us grow ideas together and reduce email traffic. You no
longer have to be chained to your desk, meaning we truly are
a connected business.

Webex Teams is an app for continuous teamwork with video meetings, group messaging,
file sharing and whiteboarding. Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships with partners, agencies and our
colleagues in HR.
Webex Teams will help us connect with each other faster, help us grow ideas together and
reduce email traffic. You no longer have to be chained to your desk, meaning we truly are a
connected business.
To get started and get support click here <insert links>.
I’m looking forward to seeing HR lead the way with new ways to work together on Webex
Teams.
Enjoy
[EMAIL SIGNATURE]

To get started and get support click here <insert links>.
I’m looking forward to seeing HR lead the way with new ways
to work together on Webex Teams.
Enjoy

Download email banner image
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Cisco Webex Teams promotion assets – human resources

Webex Teams is connecting
our people everywhere.
Find out how.

Webex Teams
is connecting
our people
everywhere.

Webex Teams is connecting
our people everywhere.

Find out how.

Find out how.

Download poster

Download MPU

Webex Teams is connecting
our people everywhere.
Find out how.
Download banner

Download skyscraper
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Human resources use case 1

Hey HR!
Scale to everyone
You need an easy way to handle all the questions that come your way.
Work is even easier if you can answer the same question for many at once.
Move repetitive tasks to Cisco Webex Teams. Free up your time to work on
strategic initiatives and improve company culture.

Connect your team

Spread the word

Download the Cisco Webex
Teams app. Create a space to
keep your team in sync. Create
spaces about specific HR topics
to keep employees informed.
Answer their questions and
keep your finger on the
organizational pulse.

Launch new initiatives or events
with impact. Seek feedback
and spread the word, fast.
@Mention people whose
attention you need. High visibility
will help drive awareness,
adoption, and success.
@Mention a person

Download Cisco Webex Teams
Create a team

Work together
Share crucial information. Use
spaces as discussion forums
so employees can learn from
peers. Post updates to benefit
packages, share policies, and
promote development programs.
Employees can search for
documentation and updates in
topic-specific spaces.

Before, we
were stretched.
Now we add
more value across
the business.

Be available
Use 1 on 1 spaces for employees
with specific, private questions.
When needed, they can have
a video call with you, the HR
specialist, to resolve issues
quickly. Enable employees to get
answers and to get back to work.
Make a video call

Include everyone

Turn human resources

Add people outside your
company to spaces so you can
communicate with suppliers and
partners effectively and securely.
Use Webex Teams as your
meeting platform too.

into human capital.

Include external participants

Send a message
Share files

Love this?

Download use case

HOME | DEPLOYMENT | BEST PRACTICES | WORK STYLES | COMPANY WIDE | FINANCE | PEOPLE MANAGER | HR | FIELD WORKER | SALES | MARKETING | EA | ENGINEERING | PROJECT MANAGER

96

Human resources use case 2

Hey HR!
Be a top talent magnet
Finding, interviewing, and selecting new people can often be a long and
disjointed process. Don’t let email and busy calendars slow you down. Go from
potential to possibility in half the time so you get the best candidates out there.

Create a space for
the hiring team

Create a space with
each candidate

Have your team download Cisco
Webex Teams. Start talking to
gain consensus on the skill set
you need.

Easily stay in touch and keep
them informed every step of the
way. Provide interview details
and get fast feedback. If they
impress you, impress them back
with quick communication. Use
the shared space to host all
interviews via video.

Download CIsco Webex Teams
Create a space

Share resumes
and explain the
interview process
Use the space to keep the hiring
team in sync. Share feedback and
thoughts about applicants.
Share files

We now interview
and make offers
faster, all in one
digital place.

Meet with the
hiring team

Amazing people want to
work in amazing teams.
Find the right people fast.

Before interviews start, have a
meeting with your hiring team in
Webex Teams. See the team’s
schedules with one click of a
button. Use video for better
communication.
Schedule a meeting

Add external participants
Call the candidate

Offer fast
Once you’ve made a decision,
don’t let them go. Use their space
to discuss the offer together and
adjust where necessary.
Send a message

Streamline
onboarding
Keep things moving and start
the on-boarding process quickly.
Begin form-filling now so when
they start, they’re already part
of the team and ready to make
an impact.
Love this?

Download use case
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Human resources use case 3

Hey HR!
Turn employees
into teams
Your people are your business. As teams are more global and mobile
than ever, it can be hard to come together. Cisco Webex Teams gives
you a way to foster connections within your team. Build a better team
culture to drive your business forward.
Download the Cisco Webex Teams app

Form your team

People like me

Download the Cisco Webex
Teams app, and your team can
start connecting. Create a team
as your one communication
hub. Within the team, people
can create spaces to work on
projects and solve problems
as groups.

Connect people with common
interests or cultures in spaces
to foster a sense of community
in the workplace. Encourage
sharing across groups of people
– it’s easy to opt in or out of
notifications.
Manage notifications

Create a team
Make spaces

Break silos

Send a message

When the holidays or special
occasions come around, teams
can get together and share
activities, have digital parties,
and post pictures that will put a
smile across the company’s face.

Add external participants

Plan a video meeting

Connect dispersed teams
across the organization and
encourage collaboration
across departments.

People make teams.
Teams bring out the
best in people.

Make spaces
for fun!

Share the best
Better alignment.
Faster brainstorming.

Create an environment for team
excellence by encouraging
the sharing of success, killer
material, best practices, industry
news, or business opportunities.
Share files

More sharing.

Love this?

Download use case
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HR flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey human resources!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Scale your HR organization.

D

Hover over their profile picture.

Before, we were stretched. Now we add
more value across the business.

E

Choose to
Message or
Call them.

Don’t spend all your time answering questions,
move your manual and repetitive tasks to Webex
Teams. Free yourself up to work on strategic
initiatives and improve company culture.
Uncrack the code to identifying and
onboarding the best talent.
Reduce interview and onboarding time.
Don’t be slowed down by email, calendars
and disjointed processes. Streamline all this
and more by using Webex Teams today.

Download flyer

STEP 04

Connect with co-workers.

Turn employees into teams.
With more employees spread across the
globe it’s getting harder for teams to work
together and collaborate. With Webex Teams
be more social and less siloed. Enjoy being
more connected and have a real team culture.

A

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Field Worker
This section contains
an adoption toolkit, use cases,
banners, a poster, and a flyer.
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Cisco
Webex
Teams
success
playbook
for field
worker

So, you want to launch
Webex Teams in the field?
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what
you have time for that makes the biggest impact. Enlist the
support of a co-worker to help you. Phase it out over several
weeks, and the more time you devote, the more people will
use Webex Teams.
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Field worker teams are changing

Field workers are the new
knowledge workers. Take the
expertise of your field support
team on site, with Cisco
Webex Teams in your pocket.

40%

faster absorption rate
of information when
using video.*

87%

teams feel more
connected when they
use video conferencing.**

*Source:

Need expert
eyes on site?
Share critical knowledge
from your expert support
teams in carpeted space,
to your field workers on
site in full HD.

Need to work
with external
teams?
Securely add suppliers,
first responders, inspectors
and external teams to
a space using just an
email address.

Need the
latest?
Whether an inspection
report, health and safety
information, or photographs
from on-site, its easy with
mobile sharing.

ZK Research, Unified Communications Survey

**Source: Why video conferencing is critical to business collaboration
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

In most cases everyone will be able to download the app to mobile devices and login using the
company's system login. Ask your IT team or supervisor about how to get Webex Teams on
desktops and laptops.

30 mins

Enlist the support of senior leaders.

Write to senior leaders and supervisors asking them if they can send an email to everyone
announcing the launch of Webex Teams. Attach one or more of the use cases in this section that
explain why it’s so useful for people working in the field.

20 mins

Cook up a simple timing plan.

Get some of your co-workers together and come up with a plan for the best way to communicate
new ideas to co-workers in the field.

1 hour

Share a snappy tagline using a
banner ad.

Find a high-traffic page or site on your intranet that belongs to people working in the field. Find a
space on the page to place the banner. You can also use it in emails and upload to Webex Teams
when you create spaces. Change the tagline to suit your company personality and link it to places
to get more information.

2 hours

Show you care. Print a flyer and the
Field Worker use cases.

Print out flyers and use cases, hand them out at your next team meeting, give them out to
co-workers, or drop onto the seat of vehicles, or place with equipment used in the field.

30 mins

Go the extra mile. Print a poster.

Print the poster. Put the poster anywhere back at base where everyone will see it even if that’s
the restrooms!

10 mins

Create a space and invite people in.

Create a space in Webex Teams for your area of expertise, hobby or special interest. Before you invite
anyone in, think about what content you can share to get the conversations going. Got some files,
videos or images on your mobile phone? Upload what you think your special interest group needs
to know.

30 mins
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Example email copy

Inbox

Cisco Webex Teams will help us improve customer service.
Can you help me promote it?
Rachel Morgan - Field Team Manager
from me

To senior leaders in the field
Subject line:
Cisco Webex Teams will help us improve customer service.
Can you help me promote it?

Webex Teams will help us
improve customer service.
Can you help me promote it?

Dear Colleagues,

We’ve all been given Webex Teams, for continuous teamwork
with video meetings, group messaging, file sharing and
whiteboarding. We want to get as many of our people using
it as possible. Webex Teams has some amazing features we
can use to improve the way we work together. I’ve attached a
couple of examples use cases for the field.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone to use Webex Teams. When we’re ready we’ll send
you a draft copy for approval.

We’ve all been given Webex Teams, for continuous teamwork with video meetings, group
messaging, file sharing and whiteboarding. We want to get as many of our people using it
as possible. Webex Teams has some amazing features we can use to improve the way we
work together. I’ve attached a couple of examples use cases for the field.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone to use Webex Teams. When we’re ready we’ll send you a draft
copy for approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working better together with Cisco Webex Teams.

Rachel Morgan - Field Team Manager
to me

From senior leaders to everyone in
the field
Subject line:
Working better together with Cisco Webex Teams.

Working better together
with Webex Teams.

Dear Colleagues,

We've all been given Cisco Webex Teams for continuous
teamwork with video meetings, group messaging, file
sharing and whiteboarding. Our investment in Webex Teams
is motivated by the need to keep our people in the field
connected to each other and the center to share insights and
best practice.
We can use it to get help from each other to fix customer
issues in real time, report a wide range of information about
customers back to people that need it, and create special
interest groups.

We’ve all been given Cisco Webex Teams for continuous teamwork with video meetings,
group messaging, file sharing and whiteboarding. Our investment in Webex Teams is
motivated by the need to keep our people in the field connected to each other and the
center to share insights and best practice.
We can use it to get help from each other to fix customer issues in real time, report a
wide range of information about customers back to people that need it, and create special
interest groups.
To get started and get support click here <insert links>.
Looking forward to seeing us as early adopters and pioneers of new ways to delight
our customers.
Enjoy!
[EMAIL SIGNATURE]

To get started and get support click here <insert links>.
Looking forward to seeing us as early adopters and pioneers
of new ways to delight our customers.
Enjoy!

Download email banner image
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Cisco Webex Teams promotion assets – field worker

Take your teammates
with you on the road.
Use Webex Teams.

Take your teammates
with you on the road.
Use Webex Teams.

Take your teammates with you
on the road.
Use Webex Teams.

Download poster

Download MPU

Take your teammates
with you on the road.
Use Webex Teams.
Download banner

Download skyscraper
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Field worker use case 1

Hey field workers!
Fix problems faster
You know those times when you’re on site fixing a problem, can’t access a
knowledge base, but you know someone in your team has fixed this problem before?
Wouldn’t it be easier to ask a whole team a question and get an instant answer
from anyone versus hunting for the right person?
Cisco Webex Teams makes it easy to create special interest groups of any size
to bring people together. Access the rich, applied knowledge that’s in their heads
and not written down anywhere. It could be a workaround,
quick fix or even a software patch. And because you get
a rapid response, you can delight customers by exceeding
their service expectations.

Ask the experts
Browse the list of teams and
spaces you’re in and write a call
to action in one or more spaces,
‘I need help with…’ or ‘does
anyone know how to fix this
problem?’. Wait for answers.
They will come.
How to send a message

Communicate
clearly
Crowdsource from
the pros to get
answers when you
need them most.

Upload images or videos of the
problem, adding comments to
each one to make it easier for
your coworkers to diagnose.
How to upload images and files

Real-time access
to experts.
Powerful
knowledge
search.
Video calling with
one click.

Access past
knowlege
Use search to find out if this
problem has been diagnosed
before. You can search keywords
across all of the spaces you’re in
and filter by spaces, messages
and files. When you find
something relevant click and
you’ll be taken straight to the
content in that space and who
created it.
How to search Webex Teams

Get help now
Sometimes messaging isn’t
enough. You need to speak to
someone in real-time to pick
their brains. You can video call
a whole team or just one person.
Problems that used to take hours
to solve now take minutes.
How to make a video call

To get the Cisco Webex Teams
app contact your supervisor or
IT Help Desk.

Love this?

Download use case
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Field worker use case 2

Hey field workers!
Heard it through
the grapevine
Fed up of receiving second hand information about the company
through the grapevine? Working out in the field often means you
can’t catch the company news that’s relevant to you and your job.
With Cisco Webex Teams, there’s no need to wait until the next
meeting with your supervisor to get information.
Webex Teams gives you access into all the spaces where
information will be published in real time by head office.
Keep up with pay, rewards, new hires, health and safety
procedures. All updates arrive on your mobile device,
with notifications set to your liking.

Get connected

Stay organized

Post questions in a space for your
manager or team. Spaces can
be used as discussion forums,
places for announcements, best
practice tips, and operational
updates to be shared. When one
asks, all can know.

See a file, image or message
you’re too busy to read, but
might need later? Just flag it and
Webex Teams will keep it in a
list you can go back during your
downtime
How to flag messages and files

How to send a message

Spread knowledge
Use spaces to upload images
and files to inform co-workers.
Show pictures of faulty equipment
and explain repair needs. Warn
about traffic, plan changes, and
delivery issues.
How to upload images and files

No more fear of
missing out with
company news at
your fingertips.

Too much
information?
If you get too many notifications,
particularly in spaces with
hundreds of people, you don’t
have to leave. Just customize
your notifications or switch them
off completely.
How to customize notifications

Always be in the know.
Stay connected.
Get information from the source.

Love this?

Download use case
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Field worker use case 3

Hey field workers!
See it. Say it. Fix it.
When you’re providing a service onsite or in the field, there’s always a
need to report equipment faults, hazards like spillages and leaks, or even
security breaches. Typically, these issues are reported by calling a hotline
and raising a trouble ticket or sending an email.
With Cisco Webex Teams you can set up spaces to snap photos and
videos of leaky, faulty, broken pieces, quicker than ever before. The big
difference with Webex Teams is that you’ll know everyone’s listening.
You’ll know exactly who, when and how many people
have seen your message instantly, right
from your mobile phone. Engineers
can be dispatched faster because
they have more information at their
disposal. If they need even more
information they can video call
you in a couple of clicks.

Taking care of
our facilities and
environment.

Report incidents

Share knowledge

Browse the list of teams and
spaces you’re in, that have been
set up to report incidents in the
field. Upload images or videos of
a problem, adding comments to
each one, to make it easier for
your co-workers to diagnose.
Wait for answers. They will come.

When you know the answer to
someone else’s question, share
the answer in the space. You
won’t just be helping that one
person, you will be helping your
whole team.

Send a message

Can’t find a team or space to
report your incident? Create a
space of your own for a specific
location, hazard or customer. Invite
specialists and engineers to work
with you to solve problems faster
as a team. @Mention anyone
who’s eyes you specifically need.

How to upload images and files

Get help now
Sometimes messaging isn’t
enough. An engineer might need
to call you for more details, or
you may want to provide more
situational information by calling
them. Use your mobile phone to
make a video call from the field to
show exactly what’s going on.

Connect your team

How to create a space
@Mention someone

How to make a video call

Field reporting made easy.
Faster fix times.
Field workers more engaged.

Love this?

Download use case
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Field worker flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey field workers!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

STEP 04

Connect with co-workers.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Delight customers by fixing problems faster.

E

Choose to
Message or
Call them.

Crowdsource from your team to get solutions
quickly. It could be a workaround, quick fix
or a simple answer. Delight your customers
everytime with a rapid response.

See it. Say it. Fix it.

Download flyer

Use Webex Teams to help take care of
our facilities and environment by reporting
equipment faults, hazards or even security
breaches. You’ll know exactly who, when and
how many people have seen your message
instantly, right from your mobile phone.

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

Heard it through the grapevine.
No more fear of missing out with company
news at your fingertips. Webex Teams gives
you access to all of the spaces, updates and
latest information from your team or head
office, all on your mobile phone.

A

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Sales
This section contains an
adoption toolkit, email templates,
use cases, banners, a poster,
and a flyer.
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Cisco
Webex
Teams
success
playbook
for sales

So, you want to launch
Webex Teams in sales
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what you
have time for that makes the biggest impact. You don’t have
to do everything at once and ask your colleagues to help
you. Phase it out over several weeks, and the more time you
devote, the more people will use Webex Teams.
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Sales teams are changing

Sales is a team effort.
Stay competitive and up
your game by breaking
down communication
barriers.

52%

of sellers believe collaborative
selling has increased pipeline
activity by up to 25%.*

73%

of sellers say cross-department
collaboration is ‘critical’ or ‘very
important’ to sealing the deal.*

Want better
business
customer
relationships?

Would access
to experts
help you seal
the deal?

Need to
close business
faster at
quarter end?

Make your next pitch in
flawless HD video.

Put experts in your field’s
pocket with screen sharing
and whiteboarding
on mobile.

Share deal information
in real time with messaging,
meeting and calling on
the fly.

*Source: Second annual state of sales report
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Enlist the support of senior leaders.

Write to senior leaders asking them if they can send an email to everyone announcing the launch of
Webex Teams. We’ve written an example to help you. Attach one or more of the use cases in this
section that explains why it’s so useful.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the playbook to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance.

1 hour

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyer. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the sales 'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues, you can email, print and showcase them on
your intranet.

10 mins

Write an email for your senior leader
to send to the whole team.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

30 mins
30 mins
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Example email copy

Inbox

Why we need to embrace Cisco Webex Teams in sales.
Can you help me promote it?
Ryan Jones - Director of enterprise sales
from me

To senior leaders in sales
Subject line:
Why we need to embrace Cisco Webex Teams in sales.
Can you help me promote it?

Why we need to embrace
Webex Teams in sales.
Can you help me promote it?

Dear Colleagues,

We’ve all been given Webex Teams, for continuous teamwork
with video meetings, group messaging, file sharing and
whiteboarding. We want to get as many of our people using
it as possible. Webex Teams has some amazing features
we can use to sell faster as a more connected team.
I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone in sales to use Webex Teams. When we’re ready
we’ll send you a draft copy for approval.

We’ve all been given Webex Teams, for continuous teamwork with video meetings, group
messaging, file sharing and whiteboarding. We want to get as many of our people using
it as possible. Webex Teams has some amazing features we can use to sell faster as a more
connected team. I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone in sales to use Webex Teams. When we’re ready we’ll send you a
draft copy for approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working better together with Cisco Webex Teams.

Ryan Jones - Director of enterprise sales
to me

From senior leaders to everyone in sales
Subject line:
Working better together with Cisco Webex Teams.

Webex Teams is a simple modern video meeting solution for
global workforces. Our investment in Webex Teams is motivated
by the need to improve the way we cultivate and nurture
customer relationships and our work-life balance.
We can use it to save time, delight customers and reduce travel.

Working better together
with Webex Teams.

Dear Colleagues,
Webex Teams is a simple modern video meeting solution for global workforces. Our
investment in Webex Teams is motivated by the need to improve the way we cultivate and
nurture customer relationships and our work-life balance.
We can use it to save time, delight customers and reduce travel.
To get started and get support click here <insert links>.
Looking forward to seeing sales leading on new ways of working with Webex Teams.

To get started and get support click here <insert links>.
Looking forward to seeing sales leading on new ways of working
with Webex Teams.

Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Cisco Webex Teams promotion assets - sales

Build relationships
and seal deals with
Webex Teams.

Build relationships and seal deals
with Webex Teams.

Download poster

Build relationships
and seal deals with
Webex Teams.

Download MPU

Build relationships
and seal deals with
Webex Teams.

Download banner

Download skyscraper
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Sales use case 1

Hey sales!
Time is money

Connect your team

Call on the fly

You’ve been there. It’s quarter end. Your customer needs
more details before they sign. That means you need answers,
now. Use Cisco Webex Teams with your team to meet your
deadline. Here’s how:

Download the Cisco Webex
Teams app. Get everyone in
a space, together. Create a
team with spaces for different
deals or topics. You’re all set to
collaborate on a great proposal
for your customer.

You can see when the expert
reads your message. They can
review the history in the deal
space. With one touch, you can
video call them to get assistance
in real-time.
Call your teammate

Download Cisco Webex Teams
Create a team
Create spaces

Ask the expert

Being able to
answer customer
questions quickly
while mobile
is critical.

Awesome pitch! But now your
customer has more questions.
From your mobile device, add
the expert who will know the
answers. Ask questions right in
your deal space and @Mention
the expert. No need to schedule
a follow up. Keep the deal going.

Follow up
After the call, that expert
can create a space with your
customer to share supporting
documentation. Your customer
is assured that the expert will
be available to help until the
deal is signed. Success!
Add external participants

Send a message
Share files
@Mention a person

Access your teams in real-time.
Communicate better.
Close deals faster.
Love this?

Download use case
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Sales use case 2

Hey sales!
Have a direct line with every client

1 on 1 spaces

Share documents

Your relationships with customers can only be as good as your
communication tool allows. Customers need to be able to reach you
at any time and you need to keep a pulse on how they’re feeling.
Cisco Webex Teams lets you chat and meet flexibly, frequently,
and informally from wherever you are.

Download the Cisco Webex
Teams app. External customers
can use all Cisco Webex Teams
features too. Use one persistent
space for just you and your
customer as your communication
central. You can always reference
their past messages and
priorities.

Share key deal documents.
Store large files securely for later
reference. Give your customer
all the information they need to
move the deal forward.

Download Cisco Webex Teams

With one button, easily schedule
a 1 on 1 catchup. The meeting
will appear on both of your
calendars. Webex Teams will
remind you when you’re meeting.
Their questions are documented
close by when you meet.
Never have a conversation
without context.

1 on 1 spaces
Add external people

Ditch the formality

Be more
accessible and
reactive to
customers than
ever before.

Tear down communication
barriers. Your customer can
reach you however is best
for them. Send a quick ping.
Easily switch between chatting
and meeting. See their facial
reactions. Answer questions on
any device, at any time.

Share files

Plan your meeting

Schedule a meeting

Send a message
Call your customer

Communicate better.
Build closer relationships.

Love this?

Download use case
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Sales use case 3

Hey sales!
Commit or upside?

Be accountable

Team weekly

Forecasting is a team effort. It’s more than just predicting numbers.
Its discussing opportunities, planning steps to close and discussing how
confident your team feels about hitting their number.

Once you have received your
quota, share it in the space
and have your team flag it. This
makes it easy to track progress
as you go.

Face to face meetings are
hard when you’re on the road
constantly. Click to add a live
meeting to any team space.
Now you can have a live
discussion and hit your quota!

Cisco Webex Teams brings your numbers and conversations together.
Now you have one place for your team to message, meet and share files
on the go. Take the stress out of forecasting with a more connected team.

Flag messages and files

Schedule a meeting

Real-time
forecasting
Create a space to provide deal
updates. Not only do you get
real- time updates on the fly
about deals in upside or commit
- but your team can share in the
excitement and celebrate those
closes with Gif’s and emoji’s!

Forecast faster
by connecting your
team on the go.

Create a space

Best practice
sharing
Great sales teams learn from
each other. After team calls,
have everyone share their best
customer presentations, demo’s
and objection handling tips to
your team space.
Share files

See deal confidence in real-time.
Real time deal updates.
Easy mobile presentation sharing.

Love this?

Download use case
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Sales flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey sales!
Get started with
Webex Teams today

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Work how you do, but faster.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

D

Hover over their profile picture.

E

Choose to
Message or
Call them.

Download flyer

Call

STEP 03

Start conversations.

Use Webex Teams to nurture your customer
relationships. Keep your conversation alive
and more dynamic than ever before.

When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Forecasting is a team effort. Use Webex
Teams to prepare your forecasts faster
reducing the stress and creating a more
connected team.

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

Have a direct line with every client.

Commit or upside?

A

STEP 05
Message

Time is money.
It’s quarter end. Your customer needs more
details before they sign. Use Cisco Webex
Teams on the road to tap into your team’s
knowledge and get the deal signed.

STEP 04

Connect with co-workers.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Marketing
This section contains an
adoption toolkit, email templates,
use cases, banners, a poster,
and a flyer.
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Cisco
Webex
Teams
success
playbook for
marketing

So, you want to launch
Webex Teams in marketing?
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what you
have time for that makes the biggest impact. You don’t have
to do everything at once and ask your colleagues to help
you. Phase it out over several weeks, and the more time you
devote, the more people will use Webex Teams.
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Marketing teams are changing

Marketing teams are more
collaborative than ever. Create
captivating content, designs that
dazzle and host less stressful
events with Cisco Webex Teams.

68%
72%

of marketers need to regularly
collaborate with external
partners, customers, suppliers
and experts.*

of marketers value effective
team communication.*

Want real
reactions?

Reviewing
creative?

Need to react
quickly?

See the feedback on
their faces by holding
campaign reviews in
HD Video.

Meet your creative
deadlines by reviewing
in real time – annotate over
designs with ease.

Calm a social media
crisis by quickly connecting
a response team in
a space.

*Source: Harvard Business Review research
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

Ask your IT team to confirm everyone has a Webex Teams account. Find out how new joiners
get a Webex Teams account and instructions on how to log in.

Enlist the support of senior leaders.

Write to senior leaders asking them if they can send an email to everyone announcing the launch of
Webex Teams. We’ve written an example to help you. Attach one or more of the use cases in this
section that explains why it’s so useful.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the playbook to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance.

1 hour

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization’s personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyer. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the marketing 'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues in marketing, you can email, print and showcase
them on your intranet.

10 mins

Write an email for your senior leader
to send to the whole team.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

30 mins
30 mins
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Example email copy

Inbox

Why we need to embrace Cisco Webex Teams in marketing.
Can you help me promote it?
John Lovis - Digital Marketer
from me

To senior leaders in marketing
Subject line:
Why we need to embrace Cisco Webex Teams in marketing.
Can you help me promote it?

Why we need to embrace
Webex Teams in marketing.
Can you help me promote it?

Dear Colleagues,

We’ve all been given Webex Teams, for continuous teamwork
with video meetings, group messaging, file sharing and
whiteboarding. We want to get as many of our people using
it as possible. Webex Teams has some amazing features we
can use to improve the way we work together. I’ve attached a
couple of examples use cases for marketing.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone in marketing to use Webex Teams. When we’re
ready we’ll send you a draft copy for approval.

We’ve all been given Webex Teams, for continuous teamwork with video meetings, group
messaging, file sharing and whiteboarding. We want to get as many of our people using it
as possible. Webex Teams has some amazing features we can use to improve the way we
work together. I’ve attached a couple of examples use cases for marketing.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone in marketing to use Webex Teams. When we’re ready we’ll send
you a draft copy for approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working better together with Webex Teams.

John Lovis - Digital Marketer
to me

From senior leaders to everyone
in marketing
Subject line:
Working better together with Webex Teams.

Webex Teams is an app for continuous teamwork with video
meetings, group messaging, file sharing and whiteboarding.
Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships
with partners, agencies and our colleagues in marketing.
Webex Teams will help us connect with each other faster,
help us grow ideas together and reduce email traffic. You no
longer have to be chained to your desk, meaning we truly are
a connected business.
To get started and get support click here <insert links>.
I'm looking forward to seeing marketing leading on new ways
of working together with Webex Teams.

Working better together
with Webex Teams.

Dear Colleagues,
Webex Teams is an app for continuous teamwork with video meetings, group messaging,
file sharing and whiteboarding. Our investment in Webex Teams is motivated by the need to
improve the way we work together and build relationships with partners, agencies and our
colleagues in marketing.
Webex Teams will help us connect with each other faster, help us grow ideas together and
reduce email traffic. You no longer have to be chained to your desk, meaning we truly are a
connected business.
To get started and get support click here <insert links>.
I’m looking forward to seeing marketing leading on new ways of working together with
Webex Teams.
Enjoy
[EMAIL SIGNATURE]

Enjoy

Download email banner image
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Cisco Webex Teams promotion assets – marketing

Deliver campaigns faster
with a more united team.
Check out Webex Teams.
Deliver campaigns
faster with a
more united team.

Deliver campaigns faster with
a more united team.

Check out
Webex Teams.

Check out Webex Teams.

Download poster

Download MPU

Deliver campaigns faster
with a more united team.
Check out Webex Teams.
Download banner

Download skyscraper
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Marketing use case 1

Hey marketing!
Social media crisis?
When you see a public statement that could harm your brand’s reputation,
you need to address it fast. It used to take hours to develop a response.
The right people weren’t available. Now, you can have all the experts in
one place. We are able to deliver a response in half the time.

Organize your team
Download the Cisco Webex
Teams app. Open a space with
the crisis team to gain consensus
on how to address the issue.
Everyone can participate no
matter where they are.
Download Cisco Webex Teams
Create a space

Strategize together
Share links to the issue, post
documents, and give background
on what is happening. Start
strategizing right away.
Send a message
Share files

Immediate
access to the
right people and
information means
a faster and better
response.

Add the experts

Chat immediately.

Include experts as they’re
needed. They can read the
history in the space to easily
catch up. Include both internal
and external participants.
Add external participants

Meet on the fly.
Protect your brand.

Communicate
quickly
Instantly escalate from a chat to
a meeting. Just click on the call/
meet button and all members of
the space will be called instantly.
Call on the fly

Next steps
Once you address the social
media issue, you can spin off
other spaces to implement
long-term fixes. Plan proactively
to decrease future response
time even more.

Plan a meeting
Schedule a meeting for everyone
in the space with just a simple
click. All names and meeting
information are populated
automatically into the invite.
You can see when everyone is
free on their calendars, so just
pick a time and date.
Schedule a meeting

Love this?

Download use case
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Marketing use case 2

Hey marketing!
Eventful events,
made easier
The success (or failure) of an event directly reflects on your company and
you. Whether a large tradeshow or intimate customer affair, you have the
responsibility to make it all go well. Relying heavily on formal meetings
and emails to align the team can be too slow and taxing. With Cisco
Webex Teams, you can assemble people and see their statuses faster.
With less meetings, you have more time to focus on what matters.
Download the Cisco Webex Teams app

Organize everyone
and everything
by event
Open a team for each event and
add the appropriate people. In
each team, create spaces based
on different event activities. Ideas
for spaces are booth planning,
product demos, giveaways,
and speakers. @Mention the
lead for that sub-team and let
planning begin.
Create a team
Make sub-team spaces
@Mention

Spread information
Share files and ideas to level-set
in the appropriate spaces. Don’t
wait for the kick-off meeting to
build interest and start work.

Be more organized,
have more control,
and feel less
stressed.

Send a message

Keep a finger
on the pulse
Toggle between teams and
spaces to see how each of your
teams is doing. Permanent chat
allows you to track deadlines and
accomplishments, making less
meetings needed.

Schedule
meetings when
you need them
Use spaces to schedule meetings
with one simple click. All the
names of people in the space
and the meeting information
automatically populates into
the invite. You can see when
everyone is free on their
calendars, so just pick a time
and date.
Schedule a meeting

Share files

Don’t chase information.
Have a line of sight into
the big picture.

Love this?

Download use case
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Marketing use case 3

Hey marketing!
Campaigns without
the pain
Building marketing campaigns involves a lot of moving parts and a
lot of moving people. Coordinating the team and getting content
over the finish line can be an uphill struggle.
Webex Teams makes organizing your team simple.
Pull your team together before and after the kick
- off meeting, to get input from the agencies and
product experts when it matters most.
Webex Teams lets everyone work together
closely, no matter where they’re located.
Share ideas, review content, give rapid
feedback, and move seamlessly
between messaging and video
meetings. Plan and design an
amazing campaign to drive
business forward.

Stronger
connections

Bring your ideas
to the table

Download the Webex Teams app
to get things started. Open a
space for your campaign team.
Send a message and reach your
team anytime, on any device.
Create a space

During your meeting, start a
whiteboard to sketch diagrams,
doodle ideas and perfect plans
– everyone can join in. All
whiteboards are saved in the
space to access later.

Send a message

Start a whiteboard

Creative flow

Do away with
formality

Share draft content in your
spaces, debate pros and
cons, and spark creativity for a
successful campaign. All files
remain in the space for easy
access anytime, anywhere.

the

Share files

Better connection
means better
content.

Need an expert to advise?
Invite them to your space, and
@Mention them to share thoughts
and ideas on how to move
forward with the next big thing.
@Mention someone

Face to face

Pull the team
together quickly.
Move seamlessly between
chat and video.
Whiteboard together

Schedule a meeting, or jump into
an on-the-fly HD video call with
the team in seconds to discuss
the game plan. Share screens
and see how people react to
your content.
Start a video call

in your space.

Love this?

Download use case
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Marketing flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey marketing!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Social media crisis?

E

Choose to
Message or
Call them.

Webex Teams provides immediate access
to the right people and information, meaning
a faster and better response when a crisis
hits. Webex Teams brings you all together
instantly and effortlessly, enabling you to
protect your brand.
Eventful events made easier.
Webex Teams gives you more time to focus
on things that really matter. You no longer
need to chase for information, you have
constant line of sight into the bigger picture.

Download flyer

STEP 04

Connect with co-workers.

Campaigns without the pain.
Webex Teams helps you to coordinate your
marketing team easily, allowing everyone to
work together closely, no matter where they’re
located. Creating better connections enables a
successful campaign to be delivered faster.

A

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.

HOME | DEPLOYMENT | BEST PRACTICES | WORK STYLES | COMPANY WIDE | FINANCE | PEOPLE MANAGER | HR | FIELD WORKER | SALES | MARKETING | EA | ENGINEERING | PROJECT MANAGER

135

Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Executive
Assistant
This section contains an
adoption toolkit, email templates,
use cases, and a flyer.
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Cisco
Webex
Teams
success
playbook
for executive
assistants

So, you want to launch Webex
Teams for executive assistants?
Use this checklist and guide to get support from executive
assistants, create awareness, and stimulate demand. Your
time is precious so you don’t have to do everything, just what
you have time for that makes the biggest impact. Enlist the
support of a co-worker to help you. Phase it out over several
weeks, and the more time you devote, the more people will
use Cisco Webex Teams.
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Executive assistant teams are changing

Executive management
has never been more real
time. Keep your executives
organized, connected and
effective with tools built for
modern leadership.

50%
3X
*Source:

of global workers will be
remote by 2020. Help your
executives keep in touch in
gorgeous HD video.*

Employees are three times
more engaged when meeting
regularly. Keep your executive
teams connected.**

Need your
executive to win
hearts and minds?

Need to plan an
inter-company
meeting?

Need to
stay in
the know?

Give them the tools their
leadership deserves, 87% of
teams feel more connected
when videoconferincing.***

Easily add external
presenters, coordinators
and contacts using just
their email address.

Follow project spaces,
check in on top priorities,
and pitch in to help
when you are
@Mentioned or needed.

London business school research

**Source: HBR, What great managers do to engage employees
***Source: Why video conferencing is critical to business collaboration
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Adoption toolkit

What?

How?

Effort

Has everyone got
Cisco Webex Teams?

In most cases everyone will be able to download the app to their mobile device and login using
the company’s system login. Ask your IT team or supervisor about how to get Webex Teams on
desktops and laptops.

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the play book to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Within the playbook, you will find posters and banners which target several departments. Find a
space on your intranet to place a banner e.g. the HR section. You can also use it in emails and
PowerPoint. Change the tagline to suit your organization's personality and link it to a ‘how-to‘ guide.

2 hours

Show you care. Print a flyer.

Print out flyers and hand them out at your next team meeting, give them to co-workers, or leave
on desks.

30 mins

Go the extra mile. Print a poster.

Print the poster. Put the poster anywhere with high footfall traffic – the lobby, reception, outside
elevators or even in the restrooms.

4 hours

Circulate the executive assistant
'use cases'.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues, you can email, print and showcase them on
your intranet.

10 mins

Set up your team with a space
in Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

30 mins

1 hour

10 mins
1 hour
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Example email copy
Notes for executive administrator
Use this example to write to your peers to get them excited about what Webex
Teams can do for them. Don’t forget to attach the three examples in this
section of how it can be used by executive administrators.

From executive administrator champion to their peers

Inbox

Working better together with CIsco Webex Teams.

Wendy Marcus - Executive admin
to me

Working better together
with Webex Teams.

Subject line:
Working better together with CIsco Webex Teams.

Dear Colleagues,
We’ve invested in Webex Teams, a simple modern messaging and meeting solution to help
global teams communicate faster. Everyone’s getting Webex Teams soon. I’m sold on it and
think we should use it with our executives and between us as well.

We’ve invested in Webex Teams, a simple modern messaging and meeting
solution to help global teams communicate faster. Everyone’s getting Webex
Teams soon. I’m sold on it and think we should use it with our executives and
between us as well.
Our executives will love the mobile app because its chat feature is a faster way
of getting just in time information from us when on the move. The video calling
feature is a really convenient way to get connected when only a call will do,
wherever they are in the world.

Our executives will love the mobile app because its chat feature is a faster way of getting
just in time information from us when on the move. The video calling feature is a really
convenient way to get connected when only a call will do, wherever they are in the world.
We can use it to speed up working with external people for travel arrangements, speaker
events, and off-site meeting planning. Best of all, we can use it as our private watercooler
chat group, to exchange ideas and learn from each other. I’ve attached some examples of
what we can use it for.
To get started and get support click here <insert links> or reach out to me for more info.
Thank you.
[EMAIL SIGNATURE]

We can use it to speed up working with external people for travel
arrangements, speaker events, and off-site meeting planning. Best of all, we
can use it as our private watercooler chat group, to exchange ideas and learn
from each other. I’ve attached some examples of what we can use it for.
To get started and get support click here <insert links> or reach out to me for
more info.
Thank you.

Download email banner image
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Executive assistant use case 1

Hey executive assistant!
Hangout with people
like me
Bring together all the executive assistants to share knowledge and best
practices with Cisco Webex Teams. Use one space to store important
procedures, emergency numbers, IT and facilities contacts.
Ask ‘how do I’ questions to your peers for fast answers you can read on
any device. Use the powerful search feature to find any piece of information
previously shared.
Use the space to give new co-workers a warm welcome and
onboard them faster with up to date accurate information about
how things work around here. Use it to organize social events and
as a virtual watercooler to exchange experiences, news,
and laughter.

With a
tighter exec admin
community, work
is easier and
more fun.

Build your
community

Help when you
need it

Create a team for your network of
admins and give it a descriptive,
memorable name. Make different
spaces for talking about different
topics that are relevant to you.

When you want a second opinion
or need help with a task, post a
file or picture in the space. Share
the things you’ve learned with
your exec admin community.

How to create a space

How to upload files

Invite people

Keep organized

Invite your co-workers to join the
space. It’s private and invitation
only, no one else in the company
will know it exists. Write a
message asking everyone to
introduce themselves to get the
conversation going.

Over time some content will be
more important and have a longer
life. Bookmark files and messages
by flagging content to easily
refer back to key documents
and conversations.
How to flag content

Send a message
How to invite people to spaces

Share best practices.

Make work fun
With your colleagues, you can
have a bit more fun. Use emojis,
host digital events, or send gifs to
encourage your teammates and
react to events.
Share emojis and gifs

Chat by a virtual watercooler.
Have help and support on tap.

Love this?

Download use case
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Executive assistant use case 2

Hey executive assistant!
Always be there for
your executive
There’s no such thing as a typical day in the life of an executive assistant.
You’re constantly providing your executive with the information they need in the
office and on the go. You send the quick, short confirmations and addresses.
You find, edit and share the right reports and presentations at the right time.
What if you could send all this content in one place that automatically alerts your
executive? They can read it anywhere, anytime, and on any device. You can
know for sure they’ve seen it. Here’s how to do it with Cisco Webex Teams.

Get started

Stay organized

Invite your executive to join a
Webex Teams 1 on 1 space
with you. Use this single, secure
space to have all conversations
with your executive.

Simply flag key documents or
messages. Teach your executive
how to flag content so what they
need is always at their fingertips

Stay in touch
Send messages and links to
important information. If you’re
furiously messaging, escalate to a
quick video call to have the best
communication right away.
Send messages
Call on the fly

Access what
you need
Delight your
executive by giving
them the information
they need all in
one place.

Upload any file your exec needs
access to. Everything you shared
will be stored for later. They can find
all your old messages and shared
files with a simple keyword search.

Reduce emails.

How to flag content

Invite people to spaces

Be the connection
Facilitate the conversations your
executive needs to have quickly.
Start a group space with you,
your executive, and anyone else
they need to connect with. You
can ask the question the exec
needs, and then the executive
can immediately see the answer
from the expert. @Mention your
executive to make sure they see
the response right away.
Create a space
@Mention

How to upload files

Know what they’ve seen.

How to search

Connect while mobile.

Love this?

Download use case
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Executive assistant use case 3

Hey executive assistant!
Error-free travel and
event planning
As an executive assistant, you have a big responsibility managing someone
else’s life. You have to adapt your technological skills to create and manage
time-saving solutions.
An executive’s speaking engagements have to go without a fault. If they’re
travelling to a speaking engagement, that’s a lot of moving parts involving a
lot of people from outside the company. It’s easy to make mistakes when email
is used for everything like flight changes, developing speaker content,
and constant re-scheduling.
Cisco Webex Teams can bring
together people from inside and
outside the company to work on
every detail. Put the conversations
and content all in one place,
so your executive can give a
perfect performance.

Connect your team
Create a space for all travel
related arrangements and another
for the event. Give each one a
name that describes the purpose.
How to create a space

Invite people
Add people into the space. It’s
easy to find co-workers by typing
their name. Include key people
by typing in their email address.
Everyone involved with organizing
your executive’s affairs can talk
in one place. Spaces are secure
and by invitation only.
How to invite people to spaces

Make a plan

Get off to a
flying start with
Webex Teams.

Supplier conversations
in one place.
Stay connected

Your first message should
describe the purpose of the space
and what everyone should use
it for. Copy and paste a relevant
email thread to transfer the
conversation to Webex Teams.
Start discussing travel details.

Share travel
documents
Share the necessary content to
get the conversations going like
a draft itinerary or speaker brief.
Go to the files section of each
space to browse all past files.
Download the Webex Teams
mobile app to access everything
on the go.
Download the Webex Teams app
How to upload images and files

Connect when you
need it most
If something comes up that
needs immediate attention,
simply escalate from chat to a
video call. Use video for crystal
clear communication, when it
really matters.
How to make a video call

How to send messages

while mobile.
Just in time planning.

Love this?

Download use case
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Executive assistant flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey executive
assistant!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Work how you do, but faster.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

D

Hover over their profile picture.

E

Choose to
Message or
Call them.

Hangout with people like me.
Bring together all the executive assistants
to share knowledge and best practices.
With a tighter executive assistant community,
work is easier and more fun.
Always be there for your executive.
Use Webex Teams to delight your executive
by giving them the information they need all
in one place.

Download flyer

Error-free travel and event planning.
Webex Teams can bring together people
from inside and outside the company to work
on every detail. Put travel conversations and
content all in one place, so your executive
has all the information at hand.

STEP 04

Connect with co-workers.

A

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Engineering
This book contains an
adoption toolkit, use cases,
banners, a poster, and a flyer.
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Cisco
Webex
Teams
success
playbook for
engineers

So, you want to launch
Webex Teams to engineering?
Use this checklist and guide to get support from your leaders,
create awareness, and stimulate demand. Your time is precious
so you don’t have to do everything, just what you have time
for that makes the biggest impact. Enlist the support of a
co-worker to help you. Phase it out over several weeks,
and the more time you devote, the more people will use
Webex Teams.
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Engineering teams are changing

Engineering teams have
never been more agile.
Ideate, design and bring
winning ideas to market
in record breaking time!

40%
50%
*Source:

faster absorption rate of
information on video means
less time explaining ideas, and
more time perfecting
your designs.*

of workers will be remote by
2020. Validate designs with a
wider set of stakeholders with
simple virtual collaboration.**

Big idea but
no time?
When there’s no time
to plan a presentation,
share in real time with
digital whiteboarding.

Validating
the business
need?
Get real feedback
in clear audio and
facial-cues in HD video.

Want easier
retrospectives?
Webex Teams makes
scheduling and joining
full-feature meetings
one-click easy.

ZK Research, Unified Communications Survey

**Source: London Business School research
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Adoption toolkit
What?

How?

Effort

Has everyone got Cisco
Webex Teams?

In most cases everyone will be able to download the app to mobile devices and login using the
company’s system login. Ask your IT team or supervisor about how to get Webex Teams on
desktops and laptops.

30 mins

Enlist the support of senior leaders.

Write to senior leaders and supervisors asking them if they can send an email to everyone
announcing the launch of Webex Teams. Attach one or more of the examples in this section that
explain why it’s so useful for people working in engineering.

20 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the play book to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

1 hour

Cook up a simple timing plan.

Get some of your co-workers together and come up with a plan for the best way to communicate
new ideas to co-workers in engineering. See Communications Planning for guidance.

1 hour

Share a snappy tagline using a
banner ad – Make Webex Teams
appeal to your departments.

Find a high-traffic page or site on your intranet that belongs to engineering. Find a space on the
page to place the banner. You can also use it in emails and upload to Webex Teams when you
create spaces. Change the tagline to suit your company’s personality and link it to places to get
more information.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyers. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues’ desk. If you’ve got digital signage in your buildings use that as well.

2 hours

Circulate the engineering use cases.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues in engineering. You can email, print and
showcase them on your intranet.

Write an email for your senior leader
to send to everyone in engineering.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space for your area of expertise, hobby or special interest. Before you invite anyone in think
about what content you can share to get the conversations going. Got some files, videos or images
saved? Upload what you think your special interest group needs to know. Start your conversation today.

1 hour
20 mins
1 hour
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Example email copy

Inbox

Why we need to embrace Cisco Webex Teams in engineering.
Can you help me promote it?
Ryan Jones - VP of software engineering
from me

To senior leaders in engineering
Subject line:
Why we need to embrace Cisco Webex Teams in
engineering. Can you help me promote it?

Why we need to embrace
Cisco Webex Teams in
engineering. Can you help
me promote it?
Dear Colleagues,

Our company invested in Webex Teams, a simple modern
messaging and video meeting solution for global workforces.
We want to get as many of our people using it as possible.
There are ways we can use it to collapse the distance
between development teams and business stakeholders.
I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the
difference if you could send an email that encourages
everyone to use Webex Teams. When we’re ready we’ll send
you a draft copy for approval.

Our company invested in Webex Teams, a simple modern messaging and video meeting
solution for global workforces. We want to get as many of our people using it as possible.
There are ways we can use it to collapse the distance between development teams and
business stakeholders.
I’ve attached a couple of examples.
We’re writing a launch plan and it would make all the difference if you could send an email
that encourages everyone to use Webex Teams. When we’re ready we’ll send you a draft
copy for approval.
Thank you
[EMAIL SIGNATURE]

Thank you

Download email banner image
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Example email copy

Inbox

We’ve got upgrades. Working better together with
Cisco Webex Teams.
Ryan Jones - VP of software engineering
to me

From senior leaders to everyone
in engineering
Subject line:
We’ve got upgrades. Working better together with
Cisco Webex Teams.

We’ve got upgrades.
Working better together
with Cisco Webex Teams.

Dear Colleagues,

Webex Teams is a simple modern messaging and video
meeting solution for global workforces. Our investment in
Webex Teams is motivated by the need to get closer to our
customers and key stakeholders.

Webex Teams is a simple modern messaging and video meeting solution for global
workforces. Our investment in Webex Teams is motivated by the need to get closer to our
customers and key stakeholders.
We can use it for scrums, ideation, real-time meetings and as a forum for bringing together
subject matter experts.
I encourage everyone to use it in their daily work.
Looking forward to seeing us as early adopters and pioneers of of a better way of working.

We can use it for scrums, ideation, real-time meetings and as
a forum for bringing together subject matter experts.

Enjoy!
[EMAIL SIGNATURE]

I encourage everyone to use it in their daily work.
Looking forward to seeing us as early adopters and pioneers
of of a better way of working.
Enjoy!

Download email banner image
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Cisco Webex Teams promotion assets – engineering

Upgrade your engineering
team communications.
Download Webex Teams today.
Upgrade your
engineering team
communications.

Upgrade your engineering
team communications.

Download Webex
Teams today.

Download Webex Teams today.

Download poster

Download MPU

Upgrade your engineering
team communications.
Download Webex Teams today.
Download banner

Download skyscraper
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Engineering use case 1

Hey engineering!
Be connected coders
Software projects used to be lonely places for developers. You used to
check out code and commit changes in isolation from operations and service
management teams. Today we have the latest in DevOps tools that join up
and automate coding and deployment processes, but our users and business
stakeholders don’t live there.
Cisco Webex Teams fills the
communications gap between
coders, end users, and business
stakeholders by providing one
easy-to-use platform for messaging,
meeting, and file sharing.
Use Webex Teams to have
conversations along the entire
software development lifecycle,
to ensure you build the
best product.

Get connected

Virtual brainstorming

Create a space to keep in touch
with operational teams, testers,
product managers and end users
for each project. Use this as your
hub to share iterations and to get
feedback.
How to create a space

Start a whiteboard to visually
think through information flows
and complex problems with
your team and stakeholders.
Whiteboards are automatically
saved in a space for future
reference.

How to send messages

How to use whiteboards

Spread information

Keep the
business informed

Send messages to your team
anytime, and attach files to
show your progress. Share UI
screenshots to explain features or
troubleshoot bugs with end users.
How to share files

Collapse the
distance between
coders and the
business.

Upgrade to
real-time
conversations

Frequent, clear
stakeholder updates.
Video conversations anytime.
Better connected
DevOps teams.

Use announcement-only spaces
to publish priority messages
and updates to different groups
of stakeholders. You can set
up some spaces where only
moderators can post. You can
view a count and list of people
who read the updates.
How to set up
announcement spaces

When only a call will do, schedule
a meeting or talk face-to-face
instantly over HD video. Share the
content on your screen that you
want to discuss.
How to start a video call
Love this?

Download use case
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Engineering use case 2

Hey engineering!
Share collective
intelligence
When you’re developing a new solution, or you’re stuck on a problem,
you need new ideas. The best way to get new ideas is by connecting
with the best people.

Get the right people

Create a space for each key
subject matter and give each one
a purposeful, descriptive name.

Know someone who can help?
Use @Mention to grab their
attention. They’ll be notified,
so you get a response quicker.

Write a short purpose statement
describing who and what this
space is for. Select some of the
spaces for including external
subject matter experts.

Engineering often takes a team of advice.
You should be able to reach a team of experts
anytime, so you can get answers and get
back to work.

How to create a space

Cisco Webex Teams makes hands-on
knowledge available to everyone. By creating
spaces for conversation around the top topics
or struggles, you can have one place to go
when you need help. Use Webex Teams
to store collective memory to get answers
to the most difficult questions from the
best brains.

Your teammates
will have your back
when you need
them most.

Pick key topics

Connect the experts
Add subject matter experts into
the spaces. It’s easy to add them
by typing their name or email
address. Encourage people
to invite their co-workers to
contribute too. Anyone can send
an invite. This way, when you
need help on a key subject, all
the experts will be in one place.

@Mention people

Always access
information
Now that you have a specific
forum where people are posting
key questions and tips, you can
always access the information
later. Use the powerful keyword
search to find experts, files
and past conversations about
something you need help with.
You can narrow your search by
people, spaces or messages.
How to use search

How to invite people to spaces

Ask the experts.
Get answers on demand.
When one knows all know.

Save the best
When you see something, you
know you’ll need later, flag it. You
can bookmark those important
files or messages that bubble up
from the community.
How to flag content

Love this?

Download use case
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Engineering use case 3

Hey engineering!
Hold scrums on the run
Scrum planning has traditionally relied upon the intimacy of everyone being in
the same physical room. Daily stand-ups, where team members exchange vital
information about their activities and deliverables, rely heavily on audio and visual
communication because, by design, they shouldn’t last more than ten minutes.
Today development teams are spread all over different countries and
timezones. The greatest challenge for scrum masters and product owners is
to have the same offline agile environment in the online world.
It’s now possible to reproduce the formal and informal communication
styles of agile teams online. Your team can have productive
scrums wherever you are with Webex Teams.

Get connected
Create a team with different
spaces to reflect the structure of
your engineering organization.
Give teams and spaces purposeful,
descriptive names. Create spaces
for conversations with external
partners and suppliers. Share
links, post burn down charts, and
upload velocity reports.
How to create a team
How to share files

Daily stand up

Have the agile,
quick sync-ups
that keep your team
moving forward.

Access your scrum

Schedule HD quality video scrum
meetings, for a few minutes to
start every day. Webex Teams
gives visual reminders that make
people show up on time. For
ad-hoc meetings with groups,
you can call a space and get
connected faster

in your pocket.

How to meet on Webex Teams

Foster high-performing
agile teams.
Reach experts when
you need them.

Run your scrum
Use screen sharing to display
product backlog apps and status
reports. Over video, you can
gauge non-verbal reactions and

engagement. Use the whiteboard
to visually co-create solutions.
How to whiteboard

Keep posted
Use messaging to get answers
in real-time from subject matter
experts. @Mention the person
you need. Use spaces as an open
discussion forum and a place to
announce deployment progress,
collaborate with product owners,
and run operations.
How to create a message

Integrate apps
Create some RESTful integrations
to DevOps apps to notify
everyone of code drops,
releases, and test results. Add
the integration to a space and
invite people who need to know.
How to integrate apps with
Webex Teams

Love this?

Download use case
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Engineering flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey engineering!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Collapse the distance between coders
and the business.

E

Choose to
Message or
Call them.

Cisco Webex Teams fills the communications
gap between coders, end users, and
business stakeholders, by providing one
easy to use platform for messaging, meeting,
and file sharing.
Collective intelligence.

Download flyer

STEP 04

Connect with co-workers.

Use Webex Teams to store collective
memory and get answers to those tough
questions from the best brains. Webex
Teams makes hands-on knowledge available
to everyone. It’s the one place to go when
you need help.
Scrums on the run.
Webex Teams enables agile, quick sync-ups
that keep your team moving forward wherever
they are and on any device.

A

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Project
Manager
This book contains an
adoption toolkit, use cases,
banners, a poster,
a flyer and use cases.
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Cisco
Webex
Teams
success
playbook
for project
managers

So, you want to launch
Webex Teams to project
managers?
Use this checklist and guide to get support from your
leaders, create awareness, and stimulate demand. Your time
is precious so you don’t have to do everything, just what
you have time for that makes the biggest impact. Enlist the
support of a co-worker to help you. Phase it out over several
weeks, and the more time you devote, the more people will
use Webex Teams.
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Project management is changing

Most projects mean
connecting diverse teams
from around the world,
managing deliverables and
communicating around
the clock. Next time, use
Cisco Webex Teams to
deliver on time!

+

50%
50%
*Source:

of all project budget
risk is due to ineffective
communication.*

of workers will be remote by
2020 meaning it’s more crucial
than ever to keep your project
team digitally connected.**

Too many
updates to
check?

Need to
solve issues
fast?

Working
internally and
externally?

Keep your project
plan and project updates
in one place, with files
and conversations in
a project space.

Collaborate on the
fly to solving problems
with simple team
whiteboarding on
any device.

Easily add project team
members like vendors,
consultants and suppliers
to a space, securely using
just their email.

The Essential Role of Communications

**Source: The London Business School
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Adoption toolkit
What?

How?

Effort

Has everyone got
Cisco Webex Teams?

In most cases everyone will be able to download the app to mobile devices and login using the
company’s system login. Ask your IT team or supervisor about how to get Webex Teams on
desktops and laptops.

Enlist the support of senior leaders.

Write to senior leaders in the change community asking them if they can send an email to all project
managers announcing the launch of Webex Teams. Attach one or more of the use cases in this
section that explain why it’s so useful for project managers.

30 mins

Need some guidance with
Webex Teams?

Need help getting started? Use the best practices section of the play book to get all the information
you need. You can also use the Collaboration Help Portal to find more information, and there's lots
of step-by-step guides for you to use too.

10 mins

Cook up a simple timing plan.

Get some of your colleagues together and come up with a communications plan that describes
when each promotion will go out and who does what. See Communications Planning for guidance

Share a snappy tagline using a banner
ad – Make Webex Teams appeal to
your departments.

Find a high-traffic page or site on your intranet to promote Webex Teams. Find a space on the page
to place the banner. You can also use it in emails and upload to Webex Teams when you create
spaces. Change the tagline to suit your company’s personality and link it to places to get more
information.

2 hours

Show you care. Print a poster or flyer.

Print the poster or flyers. Put the poster up in the office, the restroom, meeting rooms and the flyers
on colleagues' desk. If you’ve got digital signage in your buildings use that as well.

4 hours

Circulate the project manager
use cases.

We’ve written three compelling use cases that show you how Webex Teams solves your everyday
challenges. Share them with all of your colleagues in project management, you can email, print and
showcase them on your intranet.

10 mins

Write an email for your senior leader
to send to the whole team.

We’ve written an example. Just adapt it for your own culture and organization's personality.

Set up your team with a space in
Webex Teams.

Create a space in Webex Teams but make sure you add a description for what the space is to be
used for. Give it a purpose, set the tone so everyone knows why they are there. Start your
conversation today.

1 hour

1 hour

30 mins
30 mins
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Example email copy

Inbox

Webex Teams will help us improve the way we deliver projects.
Can you help me promote it?
Ryan Jones - Project Manager
from me

To senior leaders in project management
Subject line:
Webex Teams will help us improve the way we deliver
projects. Can you help me promote it?

Webex Teams will
help us improve the way
we deliver projects.
Can you help me promote it?

Dear Colleagues,

We’ve invested in Webex Teams, a powerful, modern
messaging and meeting solution that puts all the
communications and information sharing tools we need
for project delivery, all in one place.
We want to accelerate its adoption in our project and
change communities.
We’re writing a mini launch plan, and it would make all the
difference if you could send an email that encourages all of
us to use Webex Teams. When we’re ready, we’ll send you a
draft copy for your approval.

We’ve invested in Webex Teams, a powerful, modern messaging and meeting solution that
puts all the communications and information sharing tools we need for project delivery,
all in one place.
We want to accelerate its adoption in our project and change communities.
We’re writing a mini launch plan, and it would make all the difference if you could send an
email that encourages all of us to use Webex Teams. When we’re ready, we’ll send you a
draft copy for your approval.
Thank you.
[EMAIL SIGNATURE]

Thank you.

Download email banner image
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Example email copy

Inbox

Working better together with CIsco Webex Teams.

Ryan Jones - Project Manager
to me

From senior leaders in project
management to all project managers
Subject line:
A new kind of science for project success.
An invitation to Webex Teams.

Webex Teams is a powerful, modern messaging and meeting
solution that puts all the communications and information
sharing tools we need for project delivery, all in one place.
We’re rolling it out to all project managers: I encourage
everyone to try it out and use it in their projects.

A new kind of science
for project success.
An invitation to Webex Teams.

Dear Colleagues,
Webex Teams is a powerful, modern messaging and meeting solution that puts all the
communications and information sharing tools we need for project delivery, all in one place.
We’re rolling it out to all project managers: I encourage everyone to try it out and use it in
their projects.
To get started and get support click here <insert links>. Please read the attached use case
for more information about how Webex Teams can make us more successful.
Looking forward to seeing us as early adopters and pioneers of new ways of working.

To get started and get support click here <insert links>.
Please read the attached use case for more information
about how Webex Teams can make us more successful.

Thank you.
[EMAIL SIGNATURE]

Looking forward to seeing us as early adopters and pioneers
of new ways of working.
Thank you.

Download email banner image
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Cisco Webex Teams promotion assets – project manager

We’ve re-imagined
project management with
Webex Teams.
Find out how.
We’ve re-imagined
project management
with Webex Teams.

We’ve re-imagined project
management with Webex Teams.

Find out how.

Find out how.

Download poster

Download MPU

We’ve re-imagined project
management with Webex Teams.
Find out how.
Download banner

Download skyscraper
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Project manager use case 1

Hey project manager!
Effortless stakeholder
management
As project managers we know how vital it is to keep sponsors and stakeholders
constantly up to date with progress, risks, and issues. Some stakeholders want
more information than others at different levels of detail. Some just want to know
about specific milestones, while others want a complete view of progress
across all works streams.
With Cisco Webex Teams, project managers can create spaces to publish
general and personalized updates. Allow your stakeholders to pull
information towards them rather than it
being pushed to their email inboxes.
Even stakeholders in external partners
and suppliers can join spaces. You can tell
when and who has viewed updates so that
when one knows, all know.

Get organized
Create a team with spaces for
each group of stakeholders.
Use the general space for
announcements that pertain to
everyone. Post more specific
announcements in the specific
spaces. These teams and spaces
are private and invitation only.
How to create a team

Connect your
stakeholders
Invite your stakeholders to join
a space. External parties will
receive an email notification to
join the space with instructions.
@Mention people in the space
when you need their attention.
How to invite people to spaces

Boost the signal
and reduce the noise
around stakeholder
updates.

Update a team, not an inbox.
Personalized stakeholder updates.
A lot less email.

Spread
information
Upload files and share updates
you’d usually transmit via email.
Keep all conversations in one place.

Access what
you need
Over time some content will be
more important and have a longer
life. Flag files and messages
to easily refer back to key
documents and conversations.
If you didn’t flag something you
need to find, you can always
search with keywords.
How to flag content
Search older content

Communicate
clearly
Need to have a 1 on 1 verbal
update with a stakeholder outside
of a space? Send them an
individual message. To escalate
to a call, either schedule a
meeting for later or call them
on the fly. Enjoy a full-featured
meeting where you can record,
screen share, and whiteboard.
Schedule a meeting
Make a call

How to upload files
Send a message

Love this?

Download use case
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Project manager use case 2

Hey project manager!
Get changes approved
before submission
Decisions authorizing change are made in steering groups and executive
committees. IT project managers spend a lot of time in front of change boards
with their technical resources to get formal approval to implement changes to
systems. Your change procedures and impact assessments are scrutinized to
ensure other systems aren’t affected by changes.
Every company has its own approval process for
implementing change. Use Cisco Webex Teams to
communicate alongside these processes to
improve the success of the approval for high-risk,
high-impact change requests. Use Webex Teams
to bring together approvers, implementers, and
project managers to review changes prior to formal
submission. Keep the group informed on the progress
of the change as it’s happening in real time.

Fewer rejections
of high-impact
change requests.

Organize
your plan

Communicate
faster

Create a space for the high-risk,
high-impact change requests for
your project. Name the space to
describe the purpose and who
it’s for. Share links to change
requests, upload plans, and post
supporting documents. Create
additional spaces for specific
high-impact changes that take
longer to implement.

Use messaging to stimulate
conversations about the
upcoming high-impact change
request. Use the space as a
discussion forum and a place to
announce progress, success, and
diagnose failed change requests.

How to create a space

Connect
your team

Pre-approval conversations

Add people into the space. It’s
easy to find them by typing their
name or email address. Include
approvers, implementers, and
end user reps.

in one place.

How to invite people to spaces

Real-time updates on

How to send a message

Simplify
processes
Create an integration to the
company’s change request app
that publishes the progress of
all the changes related to your
project. Add the integration to a
new space and invite members
of your project team that need
notifications of change requests.
How to integrate apps with
Webex Teams

change progress.
Sync up change request
submission planning.

Love this?

Download use case
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Project manager use case 3

Hey project manager!
A new way of
delivering projects
As a project manager, it’s your job to keep your eyes on all the different
moving parts of a project. When information sharing between people
and tools is disjointed, it slows down the project and reduces visibility
for you.
Try something new. You can reflect the entire structure of a project
plan, its teams, and meeting rhythms in Cisco Webex Teams.
Manage project delivery within one place with integrated messaging,
meeting and file sharing.
Easily communicate current project status and discuss progress
through messaging. Move faster as a team, and don’t wait for
the weekly calls to get connected.

Organize
your team
Create a team with a meaningful
name and description. Create
a space for each project group
and use the project RACI to guide
and inform the team and space
structure. Share links, upload
plans, and post supporting
documents relevant to each space.
Use the ‘general’ space for
announcements for everyone
working on the project. Adjust your
notifications settings to increase or
decrease the volume of alerts.
How to create a team
How to adjust notifications

Include everyone

A new way
of delivering
projects.
High visibility of activities.
Steady meeting rhythms.
Agile information exchange.

Add project members into the
spaces. It’s easy to find them
by typing their name or email
address. Invite internal and
external people. External people
will receive an email and link to
download Webex Teams. The
space will denote if external folks
are included, for security.
How to invite people to spaces

Share updates
Insist on using messaging for
those quick updates you need.
Have an easier way of exchanging
documents too. @Mention people
whose attention you need. You
will see peoples’ avatars under
your last message, to know who
has seen the latest conversation.
How to send messages
Share files

Meet and talk
Plan meetings for each working
group, by scheduling your
meetings from within the space.
With one click, you can see
everyone’s availability. Everyone
gets a reminder of upcoming
meetings. For on-the-fly updates,
use the call feature to start an
instant meeting with everyone in
a space. You can screen share,
record the meeting, and post
updated status reports during
the meeting in the space.
How to schedule a meeting
How to make a call
Love this?

Download use case
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Project manager flyer

STEP 01

STEP 06

Make your presence felt.

Create spaces and teams.

You’re on Webex Teams. What now?
First, upload your profile picture because
people are more likely to connect and
respond when they can see it’s you.

Create your own teams and spaces to share
ideas, best practices and collaborate to
achieve common goals and outcomes.

A

Click on your profile image
with your initials.

B

Click inside the large
profile image holder.

C

Browse for the picture you
want to use and upload.

D

Click off the screen to save
your changes.

SB
Sam Black

Hey project manager!

STEP 07

Flag content.
See a message, file or image you want to
come back to because you’re too busy?
Flag it and view your flagged list by clicking
into the search bar.

Get started with
Webex Teams today

STEP 08

Find content.
Search for anything and filter by files,
people, spaces and messages to narrow
the results.

Join

STEP 09

Start meetings.
Use Webex Teams to create and join online
meetings. Get notifications of upcoming
meetings and join with one click. Send
messages and share content to everyone
during the meeting. Recorded meetings are
automatically shared in your space, after.

STEP 02

Cisco Webex Teams
brings everyone and
everything together in one
simple-to-use, secure space.
Moving work forward has
never been easier.

STEP 04

Connect with co-workers.

Meet your co-worker in seconds.

Start a 1 on 1 space when you need
to reach your team member. Exchange
ideas quickly. All your conversations and
documents will be saved in the space for
later reference. Unlike email, there’s a visual
indication of who has seen a message.

Many instant messages are a prelude to
a real-time call. In a video call, you can
communicate more in five minutes than you
can in hours via email. It takes two clicks.

A

Click the plus icon at the
top of the screen.

B

Click Contact a Person.

C

Type the person’s name.

Work how you do, but faster.

D

Hover over their profile picture.

Effortless stakeholder management.

E

Choose to
Message or
Call them.

As project managers, we know how vital it is
to keep sponsors and stakeholders constantly
up to date with progress, risks, and issues.
Use Webex Teams to boost the signal and
reduce the noise around stakeholder updates.

Download flyer

A new way of delivering projects.
Webex Teams keeps all project communications
and content in one place, with integrated
messaging, meeting and file sharing.
Create high-visibility of all activities with agile
information exchange.

Click the space activity
button top right in the
app window.

B

Click the Call button to
be connected.
Call

STEP 05
Message

Call

Get changes approved before submission.
Use Webex Teams to bring together
approvers, implementers, and project
managers to review changes prior to formal
submission. And keep your team informed of
the progress as it happens in real time.

A

STEP 03

Start conversations.
When sending a message in a space,
use the rich text editor to write longer,
formatted messages with attached
files. There’s also a neat way of taking
screenshots that are automatically placed
into the message stream.

Manage notifications.
You’ll already be in a few spaces. Some of
these will be very active. Control alerts and
notifications to minimize interruptions and
see the content you want. Here’s how.
A

In any space, click the icon
at the top left in the
spaces screen.

B

Click Notifications.

C

Choose how you want to be notified
from the pop-up window.

D

Click Save.
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Going the extra mile

More questions about driving
adoption of Webex Teams?
Join our “Ask Webex Adoption” space in Webex Teams
to post your questoins or thoughts.
Or, email WebexAdoption@cisco.com for more help.

How can we help?
Our Collaboration Help Portal is where you will find
quick help guides, step-by-step instructions and
technical information. Use the search bar to find
everything you need about Webex Teams.

Want to put your stamp on it?
Would you like to rebrand or edit the content we’ve
assembled here.
Click here to download a .zip of source files
to share with your designers.
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Questions/comments?
Join the Webex adoption space or email WebexAdoption@cisco.com
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