


Working 

Remotely

We recognize that, for many of you, working from home is new 

and can feel difficult. With this guide, we have collected 

resources, guidance, and tips to help you stay healthy, engaged, 

and productive.

This guide is for you – to help you set up your workspace, stay 

connected to each other, and manage your time and well-

being. 



Guide to working from home

Set up your workspace Stay connected to each other Manage your time and well-being



Set up your physical and virtual workspace



Set up your physical workspace

A safe and secure space Minimize distraction and disruption A place for equipment and materials

Modern Workplace Program

https://www.mass.gov/modern-workplace-program


Set up your virtual workspace

Use your best connection Think secure, be secure Mobile when you need it

mobile apps

Microsoft mobile apps.

Commonwealth VPN

https://telework.digital.mass.gov/-M2eNTjtfqjnJw4InYnq/security/multi-factor-authentication-mfa
https://www.microsoft.com/en-us/mobileapps?activetab=pivot_1%3aprimaryr3
https://telework.digital.mass.gov/-M2eNTjtfqjnJw4InYnq/


Get your video ready

Video on (when possible) Check your surroundings Camera framing

Office support site

https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?wt.mc_id=otc_home


Stay connected to each other



Communicate
There are many ways to stay connected while working from home. 

Communicate often Make space for connection Virtual ‘water cooler’

Channel conversations in Teams

Quick Start Video

https://support.office.com/en-us/article/chat-and-share-files-in-teams-d7978db0-33b5-4ad3-93ac-ef0bd3c2a670
https://support.office.com/en-us/article/video-welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12


Don’t miss a beat by using technology to connect and collaborate, regardless of location.

Ideate and iterate – real time Switch to digital events Virtual ‘huddle’

Watch training on how to produce a Teams live event or a guide on the Modern Workplace site.

Send materials in advance of the meeting and make sure your content is accessible.  
• Use the Accessibility Checker in Office 365 and be sure to turn on subtitles in the Slide Show tab when sharing slides in PowerPoint

https://support.office.com/en-us/article/video-produce-a-live-event-34c89e79-ffd4-4a6a-baf6-77055e0709cb
https://www.mass.gov/doc/teams-live-events-for-public-hearings/download
https://support.office.com/en-us/article/Improve-accessibility-with-the-Accessibility-Checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f


Lead inclusive online meetings

Be present and respectful

Limit multitasking during meetings. Turning 

on your video can show that you are paying 

attention and allow you to focus on the 

person or people on your call. In Microsoft 

Teams, you can blur your background to 

reduce distractions.

Pause for others to speak Monitor meeting chat

Make sure all meetings have a virtual “join” option to create an online conference room.

https://support.office.com/en-us/article/join-a-meeting-in-teams-1613bb53-f3fa-431e-85a9-d6a91e3468c9


Think about accessibility 

Include captions if possible Make sure your content is accessible

Send materials before your meeting and 

use the Accessibility Checker to check that 

your documents are inclusive to people 

with disabilities. Remember ~70% of 

disability is invisible; you never know who 

needs accessible content.

Make Windows 10 easier to see

Is your cursor hard to see? Need 

to increase font size or distinguish 

colors more easily? You can 

change all of these and more in 

the Windows 10 Ease of Access 

Center.

For more tips on accessibility, check out Microsoft's Accessibility site

If you are a person with disability needing assistance with accessibility features, contact the Disability Answer Desk

http://www.microsoft.com/accessibility
https://microsoft.com/disability-answer-desk


Manage your time and well-being



Share your schedule and signal availability

Set expectations for availability See what is important Set boundaries

Set a status message

Focus Assist 

https://support.office.com/en-us/article/Set-your-status-message-in-Teams-22e02023-3840-40c7-b701-6676821aeab3
https://support.microsoft.com/en-us/help/4026996/windows-10-turn-focus-assist-on-or-off


Role of the manager

Model Coach Advisor

this article

https://techcommunity.microsoft.com/t5/enabling-remote-work-blog/managing-your-availability-in-microsoft-teams/ba-p/1516651


Take care and be mindful

Don’t forget to take breaks Work-life harmony Check in with yourself (and others)

Commonwealth's guide for help on setting up telework and other tips.

https://telework.digital.mass.gov/-M2eNTjtfqjnJw4InYnq/

