SONOMA
STATE

UNIVERSITY Telecommuting Resources

Below you will find resources to help you and your team transition and thrive with a hybrid
work schedule. Included are online courses, articles, and podcasts that provide training
on how to stay productive while working on campus and/or at home.

CSU Learn Content

Hybrid Teams Learning Bundle

Learn and review tools to lead a hybrid team, contribute as a hybrid team member, have
a meeting that works for everyone and stay visible while some are on campus and some
are working from home.

e Leading in a Hybrid Workplace

« J[Article] Staying Visible When your Team is in the Office, But You're WFH

¢ How to Have a Hybrid Meeting that Works for Everyone

¢ JArticle] How to Successfully Manage

¢ [Article] How Leaders Should Approach Today's New Hybrid Workforce

¢ JArticle] Leading Hybrid and Virtual Teams Video Series

Exploring Virtual Collaboration

In this course, you'll learn the benefits of virtual collaboration when working with others,
best practices for its successful implementation, and how to choose the right collaboration
technology. You'll learn how to avoid common mistakes when rolling out virtual
collaboration. And you'll explore the key steps for leading and being a part of a team.

Can You Hear Me? How to Connect with People in a Virtual World

In this CSU's Got Talent webcast, Dr. Nick Morgan reveals five major problems with the
virtual world and the way we communicate in it and dozens of common-sense ways to
make that communication better.

Articles

11 Ways to Create Community in a Hybrid Work Environment

As with any distributed workforce, the tricky part is helping remote team members feel a
sense of community. If their in-office colleagues are interacting face-to-face on a daily
basis, what steps can leaders take to ensure that remote team members feel that same
sense of camaraderie and belonging?


https://csu.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2FCSU.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D66224%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252FCSU.sumtotal.host%252Fcore%252FsearchRedirect%253FTopicId%253D1816%2526TopicName%253D%25252ACSU%252527s%25252520Professional%25252520Development%2526SearchText%253D%25252Ahybrid%2526SortField%253DName_Sortable%2526SortDirection%253Dasc%2526startRow%253D0%26SearchCallerID%3D1
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D66631%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D66234%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D66235%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D66230%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D66236%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D42340%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D42453%26UserMode%3D0
https://www.forbes.com/sites/forbescommunicationscouncil/2021/06/16/11-ways-to-create-community-in-a-hybrid-work-environment/?sh=2cf873a968b3

How to Manage a Hybrid Team

In this article, learn how to create practices that ensure employees in the office are in
sync with those working from home, talk with your team about how you can best work
together in this new environment, and discuss when and how you’ll communicate with
your team.

6 Productivity Tips for Your New Hybrid Work Life

Read this New York Times article to learn 6 productivity tips for managing a hybrid work
schedule.

Suddenly Working from Home?

Four ways to help you stay productive — and sane.
Podcasts

How to Have a Hybrid Meeting That Works for Everyone

As workplaces take tentative steps towards a new normal, social psychologist Heidi Grant
shares best practices for interacting when some are in the office and some are remote.

Zoom Resources

Stay Connected with Zoom Meetings

Collaborate more seamlessly using Zoom, the popular video conferencing tool. Learn how
to schedule, moderate, and participate in Zoom meetings

Zoom Web and Video Conferencing

An overview on how to download and utilize Zoom at Sonoma State! Here you will find
FAQs, Zoom features, webcam etiquette tips, support and training.

Google Apps

e The New Gmail- Using the Calendar Tools

e Google Team Drives: Organizing Documents

e Google Hangouts on the Web

e Google Docs: Sharing and Collaborating on Documents



https://drive.google.com/file/d/18lmwFMK5CiTbOt9hfNBjVcntkd98wcc8/view?usp=sharing
https://www.nytimes.com/wirecutter/blog/productivity-tips-for-hybrid-work/
http://www.steelcase.com/research/articles/topics/working-from-home/suddenly-working-home/
https://www.youtube.com/watch?v=qRSrgLtok7I&list=TLPQMTMxMDIwMjFhVjdpQ1kbtg&index=3
http://www.linkedin.com/learning/learning-zoom/stay-connected-with-zoom-meetings?u=37042460
https://it.sonoma.edu/kb/computers-software-devices/zoom-web-video-conferencing
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D24494%26UserMode%3D0
https://csu.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D2444%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D3096%26UserMode%3D0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D48538%26UserMode%3D0

LinkedIn Learning

Sonoma County Library cardholders have access to the complete LinkedIn Learning
(formerly, Lynda.com) collection of courses and award-winning video tutorials taught by
industry experts.

Enhance Productivity in a Hybrid Work Environment

In this course, productivity author and Emmy-winning producer Paula Rizzo shows you
how to revamp your productivity style to help you stay on task when switching between
locations.

Leveraging Virtual and Hybrid Teams for Improved Effectiveness

In this course, Keith Ferrazzi shares his hard-won knowledge with you, spelling out how
to develop agile and resilient virtual and hybrid teams that genuinely care about each
other's success.

When Not Everyone is Virtual

In this short video, learn best practices to participate in and run a hybrid meeting.

Microsoft Teams Essential Training

Discover the core features of Microsoft Teams and see how you can bring together
colleagues, create conversations and content, and collaborate more effectively.

Leading at a Distance

In this course, instructor Kevin Eikenberry lays out how to lead effectively from a distance.
He dives into the basics of remote leadership, such as how working remotely changes
interpersonal dynamics.


https://sonomalibrary.org/library-collection/linkedinlearning
https://www.linkedin.com/learning/enhance-productivity-in-a-hybrid-work-environment/what-is-hybrid-working?u=37042460
https://www.linkedin.com/learning/leveraging-virtual-and-hybrid-teams-for-improved-effectiveness/leveraging-virtual-teams-for-increased-effectiveness?u=37042460
https://www.linkedin.com/learning-login/share?account=37042460&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fleading-virtual-meetings%2Fwhen-not-everyone-is-virtual%3Ftrk%3Dshare_video_url%26shareId%3DW3wiNqtHRuy6LTW4LcnnIA%253D%253D
https://www.linkedin.com/learning/microsoft-teams-essential-training-5/communicate-effectively-using-microsoft-teams?u=37042460
http://www.linkedin.com/learning/leading-at-a-distance/remote-workers-are-the-future-of-business?u=37042460
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