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Focus hours are uninterrupted stretches of time in 

your day to get your most important work done. 

However, meetings and interruptions prevent most of 

us from having adequate time to focus.

Time to focus increases productivity, improves 

decision-making, and boosts creativity.



Healthy focus hours

Proactively schedule blocks of time on your calendar to focus

Schedule focus blocks during periods when you perform at your peak

Schedule focus time with intention by dedicating the time to specific tasks

Take a few 15-minute breaks during the day to restore your ability to focus

Break down work into time intervals and use a timer to stay on track

Eliminate as many distractions as possible during a focus session

• Work in a quiet and private location

• Put away your phone

• Turn off extra screens

• Shut down email, Skype, and other collaboration apps

• Close unnecessary application windows on your desktop

• Consider wearing headphones as a focus time signal

Common objection: I can’t block time on my calendar to focus on my work 

without interruptions because that’s not part of our team culture.

Recommended solution: Have a conversation with your manager. Explain 

that you need time to focus on your most demanding work to be more 

productive. Acknowledge that both meetings and focus time are important 

to your job and agree on your optimal mix. Then schedule your time 

accordingly and spread the word to your teammates to set boundaries.

Hidden Brain Podcast: Deep Work, Cal Newport >

Mini behavioral science lesson
Multitasking is a myth

Remove barriers
Agree on your focus time needs with your manager
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Research shows that multitasking damages productivity - it slows you down, 

causes mistakes, impairs decision-making, and impedes creative thought. 

Humans have a limited capacity for simultaneous thought. This applies to 

nearly everyone, and studies show that people who think they are good at 

multitasking generally have a lower capacity for simultaneous thought. 

Why You Shouldn't Multitask >

http://www.npr.org/2017/07/25/539092670/you-2-0-the-value-of-deep-work-in-an-age-of-distraction
http://fortune.com/2016/12/07/why-you-shouldnt-multitask/


How do I turn 
behaviors into 
habits?
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“Typically, doing just four to five things differently can enable 

people to claw back 18% to 24% of their collaborative time.”1

Rob Cross, Professor of Global Leadership, Babson College

How to make 
it a habit
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1Reclaiming Your Day Research

Goal set

Diagnose your problem using 

MyAnalytics data

Define a measurable goal using a 

specific MyAnalytics metric

• Select a time period to monitor 

your change

• Pick a behavior to turn into habit

• Write down why this habit is 

important and how it will make 

you a better teammate

Plan Practice Celebrate

• Identify barriers to change and 

take actions to remove them

Use the MyAnalytics share feature 

to share your data along with 

your plan with a manager or 

teammate(s) 

Use the MyAnalytics Outlook 

Add-in for daily support

Keep track of your progress by 

checking your data weekly in the 

MyAnalytics Dashboard

• Ask a teammate to develop the 

new habit with you—consider 

making it a friendly competition

When you achieve your goal, use 

the MyAnalytics share feature to 

share your data and success with 

your manager or team

• Keep practicing the behavior!

• If you were not successful, try 

another behavior

The Power of Habit Resources

When

CUE

, I will

BEHAVIOR

because

it provides me with 

REWARD

.

https://www.robcross.org/wp-content/uploads/2017/10/reducing-collaborative-overload-how-efficient-collaborators-reclaim-time-connected-commons.pdf
http://charlesduhigg.com/resources/


Here are some 
examples
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Book focus time in advance

Habit playbook

Multitasking impairs our performance because when we process tasks in parallel, our brains are actually switching our attention from one 

activity to another. When switching, our brains struggle to cleanly discard the first task and move on to the next one. Constant switching 

creates “attention residue” and prevents us from following a train of thought long enough to generate innovative ideas.

Bonus read

Productivity in Peril: Higher and Higher Rates of 

Technology Multitasking

7

Goal set Plan Practice Celebrate

Sources: How to Have a Good Day, by Caroline Webb, Why You Shouldn't Multitask and How Can I Use More of My Brain?.

When I plan my week, I will book 

focus time in advance because it 

provides me with the ability to 

avoid after-hours work.

Idea

MyAnalytics Dashboard

MyAnalytics Dashboard

Over the next two 

weeks, add four 

hours of focus 

hours per week.

Outlook Add-inSpecific example

http://behavioralscientist.org/productivity-peril-higher-higher-rates-technology-multitasking/
http://fortune.com/2016/12/07/why-you-shouldnt-multitask/
http://time.com/4817946/brain-games-distraction-attention/


Batch process emails 2 to 3 times per day

Habit playbook

Processing emails constantly throughout the day subjects us to lower productivity and increased stress. It takes us longer than we think to 

fully return to a task after an interruption. Research shows that it takes 23 minutes to get back on task after an interruption and 16 minutes 

when the interruption is specifically email.

Bonus read

Brain, Interrupted
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Goal set Plan Practice Celebrate

Source: Worker Interrupted: The Cost of Task Switching

When I check my emails, I will 

batch process emails 2 to 3 times 

per day because it provides me 

with a way to reduce my stress 

level.

Idea MyAnalytics Dashboard

Over the next two 

weeks, I will batch 

process emails at 11 

AM and 4 PM.

MyAnalytics DashboardSpecific example

Goal is to see 2 or 3 blocks of activity

http://www.nytimes.com/2013/05/05/opinion/sunday/a-focus-on-distraction.html
https://www.fastcompany.com/944128/worker-interrupted-cost-task-switching


MyAnalytics 
features to 
support change
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Select the Book focus time 

card in the Outlook Add-in

MyAnalytics feature
Book focus time

Use book focus time to intentionally protect your 

calendar and get your most important work done

1 2 3
Set your intention to focus 

on your top priorities

Select the best 2-hour 

block available

For definitions of terms and metrics, please visit: MyAnalytics 10

Outlook Add-in

Create a project plan

Create a project plan

The block automatically appears 

in your calendar in green

https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/mya-landing-page


Select the Keep your Important people list 

up to date card

MyAnalytics feature
Unread mails & important people

1 2 3Choose people to add
Stay on top of your relationships by 

selecting the unread mails card

For definitions of terms and metrics, please visit: MyAnalytics 11

Outlook Add-in

Alexandra Macneil

Alexandra
Macneil

Use unread mails and important people to 

focus your email attention

https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/mya-landing-page


Focus on people who are not 

starred as important in your 

closest orbit—should they be 

added to your list, or are they 

people with whom you should 

spend less time?

Also focus on people who are 

in your farthest orbit—do you 

need to reconnect and/or are 

you neglecting some of your 

priorities?

MyAnalytics feature
My network

Use My network to identify ways to optimize time 

with important people

Select an important person in 

your map to see collaboration 

details. 

If Meeting time is high, think 

about ways to divide and conquer 

your shared meetings.

If your Read percent is low, 

you may be neglecting important 

priorities.

If your Response time is long, 

you may be acting as a 

bottleneck. If very short, you may 

be distracted by emails from this 

person.

1:1 meetings are important to 

monitor if this person is your 

manager or a direct report—1:1s 

are correlated with high 

engagement and performance. 

Use this search field to find 

people to add to your 

important people list.

For definitions of terms and metrics, please visit: MyAnalytics 12

Dashboard

1

2

3

1 3

2

https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/mya-landing-page


MyAnalytics feature
My meetings

Use My meetings data to identify meetings 

you can decline

Click here to see the meetings 

you have attended that fall 

into the meeting habits 

categories. Helps you identify 

opportunities to decline 

meetings and improve habits.

Click here to see the list of 

meetings you have attended, 

including meeting name, 

organizer, duration, and date.

Shows how many hours you 

spend in common meeting 

habit categories often 

considered low quality. Helps 

you identify your biggest 

meeting pain points.

For definitions of terms and metrics, please visit: MyAnalytics 13

Dashboard

1

3

1 2

3

2

https://docs.microsoft.com/en-us/workplace-analytics/myanalytics/mya-landing-page


Taking it to 
the next level
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Time blocking
Our single-tasking brains work best when we 

batch tasks into different types of similar work.

Plan priorities for the day in the morning instead of starting your 

day with email.

Batch process emails at set times to avoid being distracted by 

emails throughout your day.

Schedule meetings in blocks whenever possible to avoid time 

fragmentation.

Be disciplined about taking breaks during the day to recharge.

When blocking focus time, schedule during times when you have 

high energy and avoid times that are typically meeting heavy.

At the end of the day, reflect on your achievements and preview 

tomorrow’s calendar.

Be flexible! 

Rework your time blocks throughout the day as circumstances change.
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Bonus read: 
Could time blocking replace your to-do list?

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

23 24 25 26 27

8AM Plan

9AM Batch

10AM Meetings

11AM

12PM Break

1PM

2PM

3PM

Focus time

4PM

5PM

6PM Reflect

https://www.fastcompany.com/3069293/could-time-blocking-replace-your-to-do-list


Time blocking

My Email shows the number of emails read and 

sent during the week by time of day. It can help 

you identify the best times to batch process email 

and monitor your progress.

My Focus shows your daily ratio of meetings to 

focus time. It can help you identify the optimal 

blocks on your calendar for meetings and focus time.
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Bonus read: 
How to be Healthier, Happier and More Productive: It's All in the Timing

Use MyAnalytics to help you identify blocks.

https://www-wsj-com.cdn.ampproject.org/c/s/www.wsj.com/amp/articles/how-to-be-healthier-happier-and-more-productive-its-all-in-the-timing-1514560647


© Copyright Microsoft Corporation. All rights reserved. 


