Proposal for Final Assignment:
Knowledge Article: How-To Guide for Creating a Focus Plan using Viva Insights Wellbeing Tab
Purpose:
The intended audience of this document is corporate users of Microsoft Viva, an extension of Microsoft Teams.  The concept and purpose of the document will detail how to: navigate to, implement, and track progress of the Focus Plan within the Microsoft Viva Wellbeing Tab.  This document will also include a short Frequently Asked Questions section.  This document will use chronological organization and include graphics for how-to steps.  
Outline:
This document is a step-by-step guide to implement a Focus Plan through Microsoft Viva, an extension of Teams.   Focus plans are an effective tool for managing work time, and this tool directly integrates into the Microsoft Outlook application.  The Microsoft Viva application tracks the utilization and effectiveness of the Focus Plan.  This guide will include a Frequently Asked Questions section.  
How-To Access and Implement a Focus Plan:
1. Navigating to the Microsoft Viva Tab within Teams
2. Navigating to the Wellbeing Tab
3. Navigating to Focus Plan
a. General Overview of Focus Plan Layout 
i. Note: Within the tab, nomenclature changes to Focus Time
4. Defining Rules and Scope
a. Outlining Days of Focus Time Application
b. Do Not Disturb Option
c. Duration of Focus Time
5. Book Time
a. Navigating to Book Time
b. Review in Microsoft Calendar
Tracking Progress:
1. Navigate to Microsoft Viva Wellbeing Tab
a. Review section “Insights”
2. Review Results
a. Analytics of Focus Plan results
b. Activities performed during Focus Plan
3. Continue to Review results and revise Focus Plan, as needed.
Frequently Asked Questions:
1. What if I need to schedule another appointment during my Focus Plan?
2. What if the time of day is not working?
3. What if the amount of time seems too long/not enough?
4. How do I stop my Focus Plan?
