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FANASA Utilizes Microsoft Outlook

to Drive Productivity

“The feedback I've gotten from my
colleagues is that everybody at
FANASA is happy using this
program, so the risk and adventure
we decided to take was worth it.”
— Alonso Vera, IT Director
FANASA

Customer Profile

FANASA is a Health Care and
Pharmaceutical Products distributor located
in Mexico with approximately 2,800
employees distributed in nine offices
throughout Mexico.

Business Situation

The IT Director at FANASA wanted to get
everyone using a unified system for
managing objectives, structuring meetings,
and using e-mail effectively.

Solution

More than 350 FANASA executives,
managers, and supervisors attended
McGhee group sessions and learned
methods for managing projects, conducting
effective meetings, and writing
result-producing e-mail. Overall, the
utilization of Microsoft technology,
specifically Microsoft Outlook, improved at
FANASA because people are using it as a
daily tool for managing their productivity.

Benefits

¢ Established e-mail protocols for the use
of the To, Cc, Bc, and Subject Line

* Gained a structured process for
managing tasks, actions, and projects

¢ Learned McGhee’s Workflow Model for
aligning actions with objectives

* Learned a to use Microsoft Outlook to
plan and schedule effective meetings

FANASA is a Health Care and Pharmaceutical Products distributor located in
Mexico with approximately 2,800 employees distributed in nine offices
throughout Mexico.

The IT Director wanted to get FANASA utilizing Microsoft technology in a way that
would address the communication and productivity challenges apparent within the
culture from meeting agendas hidden in lengthy e-mails to constant interruptions.

He took charge and led the effort to get 350 FANASA managers and supervisors
registered for Take Back Your Life™ group sessions. As a result, the culture at
FANASA changed. With Microsoft Outlook and TBYL methodology, people
became more accountable for their commitments, communication improved, and
individuals reported an increased sense of control over their workloads and the
workloads of their staff.

Situation

FANASA expanded at a rapid pace over the course of the last four years from
four offices: Mexico City, Leon, Guadalajara, and Monterrey to a national
organization with approximately 2,800 employees in nine regional offices. During
this time, FANASA's executives focused on growing the company’s customer
base, logistical capabilities, staff, and distribution territory.

When Alonso Vera joined the company in October 2008 as IT Director, he
realized FANASA's technology needed to be upgraded including deploying the
latest version of Microsoft Office. He was concerned that the existing technology
was being misused and simply upgrading the technology would not create an
effective solution. He knew that he would also need to offer FANASA employees
training for using the technology more effectively. “When | joined FANASA, the
first thing | noticed was that there was no discipline, no methodology, neither a
code nor system to exchange e-mails or to organize meetings, so it was chaos,”
said Vera.

Solution

Alonso Vera contacted Peter Felsmann, McGhee Executive Consultant, and
began to create a plan for replicating the Take Back Your Life™ sessions he had
experienced previously in his career. They initiated a series of seminars with
FANASA'’s Executive Board. Vera’s plan was to captivate the Executive Board
and then convince them to sponsor the program throughout the company.

Immediately following the first Executive Board session, Vera got the approval to
roll out the program to others at FANASA from high and middle management to
supervisors positions, a total of approximately 350 people in eight offices from
Tijuana to Merida.
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“My special regards and During the training sessions, FANASA was introduced to new ideas that shifted
congratulations to Peter Felsmann how the team approaches their objectives and manages their tasks. They also
for helping me contribute to learned practical methods for managing information, e-mail, and meetings more
changing FANASA's culture.” effectively. Each team member developed a system for collecting, processing,
— Alonso Vera, IT Director and prioritizing information and actions using Microsoft Outlook.
FANASA .
Benefits

FANASA shifted from a culture permeated with reaction and chaos to a culture of
efficiency and work/life balance. By utilizing Microsoft Outlook and applying
McGhee methodologies, more than 350 executives, managers, and supervisors
within FANASA learned to write objective e-mails and effectively track projects,
manage priorities, delegate tasks, and manage their calendars. The McGhee
sessions addressed communication barriers that previously led to unreturned
e-mail, ineffective meetings, and uninformed people. “At the beginning, | missed
many meetings because they sent the meeting request with very short notice
without any agenda. Additionally, | received a lot of e-mails with no structure in
terms of subject, actions, and supporting information,” said Vera.

For more information about McGhee
products and services, please call the
McGhee information line and leave a
message at 1-866-400-9948 or send an
e-mail to info@mcgheepro.com.

Now, people write e-mails using a consistent format, the McGhee PASS™ Maodel.
It is easy to see what action to take, if any, within seconds of viewing the e-mail.
Because FANASA employees are using similar protocols for meetings, people

To access information using the show up to the meetings prepared and informed. The time saved provides key
World Wide Web, go to executives and managers the opportunity to focus on strategic initiatives that will
www.mcgheeproductivity.com. help the company continue to prosper and serve their customers.

McGhee Productivity Solutions, Inc. As a standard practice, McGhee collects both qualitative and quantitative data
(McGhee) provides consulting services, prior to and after the consulting session to measure impact and return on

tools and education to increase productivity investment. This group experienced the following results:

and work/life balance. Based in Denver,
CO, McGhee integrates its proven methods
and protocols with Microsoft technology to
deliver innovative action-management
strategies to individuals and organizations
worldwide. From the boardroom to the
knowledge worker, the McGhee approach
maximizes technology investments,
improves job satisfaction and drives
sustainable productivity throughout an
organization. CEO Sally McGhee is the
author of the popular book series Take
Back Your Life! Using Microsoft Outlook to
Get Organized and Stay Organized.

Qualitative Results

* Improved sense of control and work/life balance

* Improved communication and accountability

* Learned a process for effectively managing and tracking information using
Microsoft Outlook

* Increased bandwidth for managing the tactical day-to-day work

Quantitative Results

*  37% decrease in the number of hours spent in meetings each week
*  45% reduction in the amount of time spent looking for information

*  37% decrease in the number of interruptions

* 30% decrease in time spend on urgent or unexpected matters

*  33% reduction in time spend in e-mail each day
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