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Adoption guide overview

Purpose of this document

Adopting new technology brings change, and change can be daunting. The purpose of this document is to help you
successfully navigate attaining company-wide adoption of Microsoft Viva Engage. This how-to guide will walk you

through the steps of deploying Microsoft Viva Engage to your organization and driving adoption to help ensure your
employees reach their learning objectives.

Plan: Assess: Deploy: Train and adopt: Drive value:
Develop a strategy with Ucr:ﬁferzia:cdo?asl?[:;] ;/:(;Jr Set up and configure Viva Roll out Viva Engage to the Monitor success of
Viva Engage and align Y Engage. Roll out to a pilot rest of your organization adoption and reinforce
what scenarios you are

stakeholders. trying to enable. group. and train all users. value.



Understanding Viva Engage

Start by working in partnership with your IT department
to establish technical needs like mobile access and

network support.
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For more about Viva Engage, download the Viva
Engage Look book. -
€



https://learn.microsoft.com/en-us/viva/engage/eac-overview
https://learn.microsoft.com/en-us/viva/engage/overview
https://learn.microsoft.com/en-us/viva/engage/eac-overview

Sample project plan

Plan Identify core team and R&Rs Customer organization, service partner (opt) [Fill out with dates]
o demmetseniss  Cstomerogamaatonsenicepsrnerlop)
Define success criteria and goals Customer organization, service partner (opt)
Asess Asesogmmtoalreadness  Gsomeroanzatonsevicepartner(op)
Understand your environment and gaps Customer organization, service partner (opt)
C Tewlednescheddst  Gsomeroganaatonsenicepartner(op)
Deploy Deployment resources Customer organization, service partner (opt)

Train and adopt Communication plan Customer organization, service partner (opt)

Align training strategy to launch plan Customer organization, service partner (opt)

Reinforce adoption Customer organization



Sample timeline

Weeks 8-11
Weeks 1-5 . Weeks 12-13 Week 13
Deploy to pilot grou )
Plan, assess current ploy to p group Feedback/ Pilot
. . Readouts
Perec_sv)osralstem/plan strategy Pilot communications End

Week 5 Weeks 6-7 Week 10
Finalize use Configure Viva Begin company rollout
cases/goals/core teams Engage (continuous)

Pre-work Pre-work

Pre-work: 7 weeks Deployment and pilot: 6 weeks



Audiences for this document

&

IT leads/admins in charge of deployment and adoption, and who
need to frame adoption requirements, resourcing, and effort to

business stakeholders.

Business users looking to revitalize their organization’s
Employee Experience, including, but not limited to: Champions,
change management/adoption specialists, HR, and internal
communications teams. Also, the person (or persons) made
accountable by the business stakeholders to achieve maximum
satisfaction of the Employee Experience.

&



Plan




Assemble your team

Adopting new technology requires buy-in and support from across the business. Below are
key groups and team members who can help bridge technology and business outcomes that
matter to your organization. Note that for successful rollout, IT, and HR departments will have
to partner to align technical and employee experience scenarios and goals.

Responsibilities

Communicate high-level vision and values of Viva Engage. Help identify and prioritize top HR needs.
Executive Sponsor Connect regularly with HR and IT leaders across the organization. Actively participate in and use Viva
Engage capabilities to help drive and reinforce adoption.

Success Owner Ensure the business goals are realized from adoption of Viva Engage.
Program Manager Oversee Viva Engage deployment process and logistics.
il Champions Help evangelize Viva Engage communities and manage objection handling.
S
E Training lead Help train the early adopters and oversee training content. Could also be a Champion.

Department Leads

(Stakeholders) Identify how department will use Viva Engage and encourage engagement.

Oversee all technical aspects of the setup, deployment, and rollout. Partner with HR to develop plan for
IT Specialists fitting Viva Engage into company technology stack. IT specialists must have necessary admin permissions to
set up and configure the product.

Communication Lead Oversee company-wide communications about Viva Engage.

Help develop plan for how Viva Engage will fit into the rest of the employee ecosystem, inform company

AR g rollout, and drive adoption.

Community Managers Manage day-to-day network activity; provide guidance and best practices.




Vision, needs, goals

Align Viva Engage vision to the existing mission and goals. You will use this vision statement in upcoming
communication and launch efforts.

What are company values? How will Viva Engage help? What are your top 5 business priorities?

How will the organization know if Viva Examples can include a focus on future growth,

excellence in integrity, teamwork, Engage is successful? on improving efficiency, on a management
customer satisfaction, learning, What problems will it solve? effort, or on market changes. Write out your
and quality. How will it benefit employees? list of values and initiatives.

Core values often align to



|dentify target scenarios

Target scenarios describe how your employees will use Microsoft Viva Engage
to address business challenges and achieve organizational, cultural, tangible, or
Individual adoption outcomes.

Scenario identified How it applies to the organization

Product and research teams needs to stay connected to what

Customer Feedback loop customers are thinking as they release products

Accelerate the employee onboarding process with a way for

Newy i Clserielng new hires to connect with others and get questions answered.

Learn about our competitors and express advantages of our

C = product/services for our customers.

Engage leaders Involve leaders in two-way dialog with employees



Target adoption scenario example: Sales and Marketing

As someone in...

(Team)

As someone in
Sales Lead

| want to....
(Description of
what | want to do)

Q

| want to

Stay up to date on product
news, announcements and
changes.

Using...
(Specific application
of the technology)

O

Using
a Viva Engage community, | can
post questions, get answers, and
find updates related to products
that my customers are asking
about. This community (s a
space where product and sales
teams work together to share
knowledge about what's coming
and when.

I'll know this is

successful when....
(Solutions success
measure)

&

I'll know this is successful
when
| can provide customer accurate
information about our product
and services.



Define success criteria

Define goals

- What are you trying to accomplish?
- What does success look like?

- l.e, increase engagement with leaders, answers to questions,
accelerate onboarding etc.

Identify key initiatives

These should improve based on adoption and will show
leadership the impact of Microsoft Viva Engage

Establish benchmarks

©

Determine ways to gather and measure user
satisfaction and progress against benchmarks

®

11111111111






Assess organizational readiness

What is readiness @ Readiness assessment questions

Willingness and preparedness of your users and your

IS _ _ Determine readiness by asking these questions:
organization to use Microsoft Viva Engage.

- What were the success factors when previously rolling out new

. . . . ? i ?
It's important to determine how receptive your users will eI WAMER e il= Pl

likely be to changing the way they work and adopting new - Are there other major rollouts happening in the organization?
technology. Your rollout plan should reflect the readiness of ,
your organization. - What internal resources can be leveraged to help spread

awareness? (i.e, communication channels, training cadence,
leadership events, etc.)

Readiness factors - What are the benefits and risks with this roll out?

o How can you highlight benefits?

.. : : : How can you mitigate the risks?
Determining readiness and appetite for change requires: ° Y 2

- Clear vision of organization shift

- Clear vision of user shift

What will the impacting changes be?

- Amount of overall change required
Identify who will be most impacted by the change of Viva Engage adoption. Create a
collaboration space for these individuals to discuss experiences, tips/best practices
for driving adoption, and scenarios. For example, this may be the early adopters at
your company who wouldn’t normally interact much with each other.

- Executive alignment




Assess your environment

Take inventory of your current investments
- Does your organization subscribe to any community platform providers (Workplace by Facebook, FirstUp, Jive)?

« Does your organization use social communities or an intranet for employee conversations, communities, events,
and knowledge sharing? How do you use it — as a place for leadership engagement? Scaling culture? Social
campaigns? Strengthening employee relationships? Crowdsourcing?

Determine gaps

« What does community and employee experience currently look like across your organization?
- Do employees consume community content, events, social campaigns, or social conversations elsewhere?

- Do employees have (or feel that they have) enough time to dedicate to community and communication? Are
employee connections an important part of your company culture?

 Are there any other investments/solutions that are not being utilized?

For example, many organizations see low engagement beyond their team and departmental silos. A successful
community-forward organization builds communication and connection into company culture.



Assess your technical readiness

Technical readiness is key to ensuring your organization is ready for launch. Use this
checklist to identify items that need to be completed before go-live.

Readiness Item Complete? Y/N Plan to Complete

Complete legal & security review

Review service capabilities with legal & security teams

Decide guest access and provisioning policies

Whitelist Microsoft 365 URL's & IP addresses

Implement enterprise policies and Microsoft 365 group governance policies

Develop usage policy and guidance that aligns with company policy, code of conduct and culture.
Set up keyword monitoring, report conversation and other governance processes

Identify mobile device and remote connectivity strategy

Review Microsoft 365 Admin reporting tools, Assign report reader roles as necessary
Determine IT standards around email archives, file retention, and external sharing policies.
Prepare help desk

[Add your own]



Deploy




Resources for planning your deployment
Leverage these resources to plan for your Viva Engage deployment.

Setting up Viva Engage Get started with Microsoft Viva Engage

Article + 02/21/2023 + 2 minutes to read « 4 contributors &) Feedback
Viva Engage brings people together across the organization to connect with leaders and coworkers, find
answers to questions, share their unique story, and find belonging at work. Viva Engage builds on Yammer,
S I. . f V. E and brings together Yammer's experiences—communities, open conversations, and personalized discovery
et u p ICenSI ng or Iva ngag e —with new capabilities for self-expression and sharing through storyline and stories, and upcoming

innovations.

If a user is enabled for Yammer, they are also enabled to use Viva Engage. Viva Engage is included

as a part of the existing Yammer license. This is unchanged from the Yammer Communities app for Learn more: What is Yammer?

Microsoft Teams that Viva Engage replaces.

Learn more: Manage Yammer licenses in Office 365 . )
Microsoft Viva

Configure and review privacy and security Engage
settings
The Yammer admininstrator can manage the content in Yammer and Viva Engage. Privacy and °

« el

security controls from Yammer are shared with Viva Engage.

Learn more: Overview of security & compliance for Yammer

Installing Viva Engage

Set up and launch Viva Engage Get started with Viva Engage

'U‘TIP Be sure to review and understand the adoption recommendations detailed in this document before
= you begin the deployment phase.


https://learn.microsoft.com/viva/engage/setup
https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284

Advanced Deployment Guides

Advanced Deployment Guides are step-by-step online guides that are embedded
within your tenant’s administration experience. They allow you to track every
step of your deployment journey, and in some cases help you automate it.

To locate the Advanced Deployment Guide,
click on the Help & Support button in your
Microsoft 365 admin center and search using
the plain text search. Here is an example for
Viva Connections.

@  Help & support

] Give feedback

LD

How can we help?

Tell us your problem so we can get you the right help and support.

how do | deploy Viva Connections? p

View insights

Prepare your organization for Viva Connections

For a step-by-step checklist to enable Viva Connections, see
the Viva Connections Deployment Guide.

The deployment guide helps you:

+ Plan Viva Connections
» Deploy Viva Connections
» Measure and manage Viva Connections

Show more

O-TIP

You can also go directly to your tenant'’s
Advanced Deployment Guides repository for
Employee Experience by visiting
https://aka.ms/EmployeeExperienceDashboard.



https://aka.ms/EmployeeExperienceDashboard

Viva Engage Advanced Deployment Guides

Culture and communications
Service: 8 SharePoint 55 Microsoft Teams 9 Yammer (& Viva Connections & Viva Engage

Keep everyone informed, connected, and inspired to bring their best to work every day. You can
complete the guides in any order.

Microsoft 365 admin center v Guide Description Tasks updated Target completion date

Home Advarnced deployment guides 8l assistance Employee e ~  Viva Guides

it Home Enable Microsoft Viva Engage E?“a::::‘ eszna;;cyees to better connect with others across your org and share their 015 12/6/2022
A Users v Employee experience dashboard
Enable Microsoft Viva Connections Make the Viva Connections app available to all users and pin it for ease of access. — (/14 8/18/2022

A Teams B groups e .

Transform how your employees work together by using Microsoft 365 and
B Billing b These guides explain how to enable use cases and features that bring togd

knowledge, learning, resources, irsights and purpese into an integrated es .
2 sew plaorm. Yo o complt h s nany rcr The two Advanced Deployment Guides currently

o available for Viva Engage.

‘What's new - August 2022:
1) Frontine worker guide - Added 3 new guide; (2) Viva Goals guide - Added 3
Wiva Connections guide - Cormected and added new task guidance to address o

Enable Microsoft Viva Engage

4 Export task progress
Viva Engage helps you build community, spark engagement with leadership, harness knowledge and answers, and

Foundation build personal networks.

Ensure and enable the best experience for your users by reviewing and co
quide, You can get started with the ather guides and revisit the faundatior

Create and join employee communities

Join the discussion, @mention coworkers, and have conversations across teams and departments. Bring leaders
and employees together for townhalls and virtual events that include video and Q&A. Announcements keep

The Employee Experience dashboard in
Microsoft 365 admin center. everyone informed across the web and mobile devices.

Share and discover knowledge

Ask questions, participate in polls, praise colleagues, and vote on answers. Upvote replies and mark best answers to
crowdsource solutions.

Each guide allows you to track every step in the deployment,
provides detailed guidance, and allows you to assign tasks with
due dates to your team and track progress.



Train and adopt




Develop a launch plan and materials

Keep your team on schedule and prepared with a work back plan for the months, weeks, and days leading up to
launch. This should include key dates for announcements, training sessions, and developing materials.

 Build awareness of your network

- Show support for the network’s goals

« Demonstrate leadership within the community
 Drive user adoption and engagement

« Train your team on how and why to use Viva Engage

- Use Viva Engage for company announcements

Activity

| GI\ ZINGS

#GwmgCampa.Qn S 10l Fallow

Welco: o the ual Giving Campaign! We aim to connect employees with cpportu
Frlm:\ac n \ ommunities.

é Share thoughts, ideas, or updates

Goal tracker &
.‘I Discussion “ Question Q Praise = Poll 3%
-
0 of $10,000 USD
~ Pinned Conversa tion
(a E!\;lao Atkins Seenby 2250 Pinned +

Add files or links that are important to

Volunteer or donate for Giving Day! . .
this campaign.

Our annual Employee #GivingCampaign is here and it's a great way to help your
community and support organizations you care about.

E tive sponso +
M P added yet.
Summar y analytics

Pro tip: Pair your launch to support an existing initiative, campaign or event like the
launch of Microsoft Viva, company rebrand, or the start of new senior leadership.

L)

FHBB LG

«



https://aka.ms/VivaEngage/Resource/Campaigns

Raise awareness and communicate

Share about what's happening in your organization by making Viva Engage the hub of company communities and

their activity:

0
[ ]

Spark engagement with a Viva Engage
launch event, like an official campaign
or an Ask me Anything (AMA) where
employees can contribute to the
conversations.

Inspire leadership to ask for feedback and
challenges, such as one customer who
hosted a cost-savings challenge.Encourage
executives to log on weekly to react or
respond to the conversations in the
network.

Q

AL

Use champions to identify “wins” big
and small, then celebrate by sharing
on communication channels beyond
Viva Engage.


https://support.microsoft.com/topic/campaigns-in-viva-engage-d7b05128-f80b-4c16-b561-3ddce518eb14
https://support.microsoft.com/topic/ama-events-in-viva-engage-2cacf1e5-d1c1-4570-ad16-9ca088bb3535

Communication plan

Teaser campaign

Communicate to employees and leaders to raise
awareness across your company about the value
Viva Engage will provide.

« Email or Viva Engage announcement to
company introducing Viva Engage.
Highlight scenarios of value that Viva
Engage will provide.

* Generate excitement and awareness
regarding the app.

» Gain employee buy-in for project by
outlining ‘what’s in it for them".

» Install the app and pin it in Microsoft Teams
for your users

Download templates and materials on the
adoption.microsoft.com.

First day set up

Share user guides and help articles to help
employees get set up quickly and easily.

Launch/buzz campaigns

» Highlight a demo and success story in
company Town Hall

* Announcement or email communications with
links to how-to instructions to help end users
get set up quickly and easily.

 Scenario-focused events and campaigns that
showcase the user experience.

Tips campaign

Create employee engagement focused content
that highlight key scenarios. Share tips to help

employees get the most value from using Viva

Engage.

« Make it top of mind for staff regarding how
to work in new ways with Viva Engage.

* Encourage champions to help introduce and
encourage new behaviors and resources to
support — outline key stop, start, continue
behaviors.

* Encourage employees to download the
mobile app or pin the Viva Engage app in
Microsoft Teams.

Share common scenarios with the Viva Engage
Look book.

PRE-LAUNCH

LAUNCH

POST-LAUNCH



https://adoption.microsoft.com/
https://aka.ms/VivaEngage/GetStarted
https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284
https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284
https://aka.ms/VivaEngage/Lookbook
https://aka.ms/VivaEngage/Lookbook

[Sample] Launch Communication Plan

Select communications and events for your launch and organize them here in chronological order.
Below is a sample timeline that can be adjusted for your organization.

Communication or Event Owner(s) Status
Now Meet with stakeholders to define you vision, identify business outcomes & develop use cases.
Now Create a Help Community and upload educational content.
Now Create a Ideas Community. Throughout the launch process, encourage your coworkers to share ideas here

about how to improve work processes at your company.

3-4 weeks before launch Send executive email introduction.

2 weeks before launch Send department introductions via email.

2 weeks before launch Notify your company about the launch AMA, Live events, trainings, campaigns
1 week before launch Remind your company about the launch AMA, Live events, trainings, campaigns
Week of launch Host training with first high-priority department.

Week of launch Share and pin announcements in Viva Engage communities to spark activity
Week of launch Pin Viva Engage in Teams to merge notifications into Teams activity feed

Week of launch Host Lunch & Learn.

Week of launch Host AMA.




Training strategy ‘ I lql “

@ Focus on the why

Make sure employees know why you are introducing Viva
Engage, what’s in it for them, and why they’re being asked to
participate in the communities and conversations.

£ 1) Use real work scenarios
AA/8 .

Use tasks or processes familiar to your audience to draw them
into learning how to use the technology. Ask champions to
help build scenarios for their communities.

@ Use multiple formats

Training end users should take on multiple forms to
accommodate different learning styles, geographical barriers,
and resource constraints.

Reinforce
v

Make the training stick with reinforcement options like on-
demand training, lunch and learn sessions, and options for
new employees.




Align training strategy to launch plan

Design your training strategy to scale with your launch. Start with the groups that will champion Viva
Engage before launching to the broader organization.

Audience Core team Stakeholders Company-wide Ongoing engagement
group
« Success Owner - Executive Sponsors All users All users
« Early Adopters / champions « Department Leads
, - Program Manager (Stakeholders)
Audience - IT Specialists + Manager focused training

members « Communications Leads

Type of

. . Full user and admin training User training User training User training
training

.. « Live training sessions - Live training sessions « On-demand training « Lunch and Learns
Tralr;lmg « End-user support « End-user support « Live training sessions « Tips and tricks
el  Microsoft Learn  Microsoft Learn « End-user support

« Admin Documentation » Microsoft Learn



https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284
https://learn.microsoft.com/viva/engage/overview
https://learn.microsoft.com/viva/engage/eac-overview
https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284
https://learn.microsoft.com/en-us/viva/engage/overview
https://support.microsoft.com/topic/get-started-with-microsoft-viva-engage-729f9fce-3aa6-4478-888c-a1543918c284
https://learn.microsoft.com/viva/engage/overview

Drive value



Viva Engage for different departments

As part of Microsoft Viva, Viva Engage connects
people across the organization so everyone feels
included and invested.

Use Microsoft Viva Engage to...
Strengthen employee relationships

Build communities that support diversity, shared
interests, and business initiatives

Give employees a voice and empower leaders to
listen, learn, and engage everyone

Share updates, experiences, and perspectives

Mobility, Security, and Compliance backed by Microsoft 365.

Communications
Modernize communications
with announcements, polls,
video and Q&A that reach
your target audience across
applications.

Marketing

Listen and collect customer
feedback. Amplify messaging
and campaigns. Crowdsource
feedback and ideas.

Leadership

Align people toward shared
vision and objectives to drive
organizational change. Shape
culture and foster two-way
dialogue with employees.

IT

Drive IT transformation and
change management. Share
announcements, training and
tips. Nurture peer-to-peer
support communities.

Human Resources
Support diversity and
inclusion, employee advocacy
and resource communities
Connect everyone to support
hybrid and flexible work.

&

Sales

Share best practices and
competitive insights between
sales teams. Improve
responsiveness by
connecting field reps with
internal product teams.



Gather insights

Leverage built-in Viva Engage reporting
(available in the Microsoft 365 admin center)
and insights and analytics directly available
within Viva Engage to monitor product
adoption and understand learning behavior in
your organization.

Present trends and progress on key initiatives
identified earlier to leadership.

Capture success stories from champions and
showcase them to stakeholders and beyond.

Learn more about analytics in Viva Engage.

Q = n Viva Engage Home Communities Stondines  Answers
f:_?
r € = Analytics
i ;
Tea & Personal analytics 4 Audience analytics & Campaign analytics @ Answers analytics % Global Answers analytics
Audience analytics helps you understand how people in your audience are engaging with each athe
Analytics data is updated every 24 hours
(]
Last 28 day

Sentiment in your audience
Wity it ratters (U

T : it e ——
< Trending positive . —

o e Q
5% J10% |15%
° THSs Suamsrmarizes sentiment across public posts and Comments in Posstive Mot Negativ
your audience
Is thas helpful? & B Share

Themes in your audience

Most popular Trending

@  Most popular themes are the ones with the highest total number of reactions and comments in the time period

8 @ Work-life Balan:ei @ Team @ Focus Friday @ Dewv Ops @ Roe v. Wade @ Holiday Party



https://learn.microsoft.com/viva/engage/analytics

Monitor satisfaction

Surveys are a great tool to gather data about user sentiment toward Viva Engage. The results
can help you determine the success of the rollout and get you thinking about next steps.

©0000©

Circulate a baseline survey shortly before users begin using
Microsoft Viva Engage.

Conduct a survey halfway through launch to gather data about

users’ experiences.

Use the results to make any necessary adjustments.

Create or modify awareness materials or training content to
address outstanding needs.

Release final survey 90 days after launch, and then in quarterly
increments, to help measure user satisfaction and productivity.

Example questions for survey:

Please indicate how much you agree or disagree with the
following statements (on a scale from strongly disagree to
strongly agree):

| feel connected to my coworkers, even ones | don't actively
work with.

| can participate in conversations about the experiences
and knowledge employees share.

| wish | spent less time on finding answers to my questions.

| have access to community and knowledge resources that
help me be successful at work.

| feel like | know how to engage in communities at work.

| don't know which community would be the most valuable
for me.

| find it difficult to prioritize community engagement in my
current role/team.

Compare results before and after rolling out Viva Engage.



Reinforce adoption

Cultural evolution is critical to adoption. Continuous
adoption activities are the key to long term
engagement.

Update examples and trainings often so employees
can relate to them. Share success stories of Viva

Engage
Add Viva Engage training to employee onboarding

process and help onboard employees through
communities

Teach people to use the tools as a set —talk about
Microsoft Teams and Microsoft Viva Engage together

Continue to find and empower Champions — advocates for change
within the business — including executives, managers, and admins

& @ @ @

Stth
l.h'




Adoption best practices

-



Viva Engage Adoption best practices

Understand the technical lift needed to configure Viva Engage for your
organization, considering your unique set of business, culture and employee
experience needs.

Determine a date for employees to begin using Viva Engage, mostly likely tied
to a company announcement or an upcoming organizational change or
Initiative.

Test and rollout Viva Engage to a pilot group before rolling out to your whole
organization. Continuously gather feedback that influences your launch.

Introduce employees to specific scenarios and uses of Viva Engage, such as a
community they could join, or a leader they could follow.

Leverage and empower champions throughout rollout. Adjust parts of the
rollout plan based on feedback from these employees as you continue to learn
from them.

Configure admin settings to encourage Viva Engage usage; for example, pin
Engage in Microsoft Teams toolbar by default, and make Viva Engage
notifications automatically enabled.




Recommended best practices from the Viva Engage community

Involve your leaders Use All Company strategically Pin the Viva Engage App in Teams

» Encourage leaders to post, react and « Customize and update branding and « Configure this at the network level
reply . guidelines « Encourage employees to adjust

» Set up audiences, delegates for « Grant roles and responsibilities, notifications directly within teams
leaders including corporate communicators

« Encourage leaders to download and admins
mobile apps or use Outlook to reply « Create additional communities,
directly determine Official Community

program requirements



Best Practice # 1

Involve leaders




Authentic Ieadership By connecting leaders and employees to openly share,

problem solve, and contribute across boundaries, Viva
Engage empowers people and teams to be their best,
have a voice, and feel included in the workplace.

Specific opportunities:
 Build two-way dialog between leadership and employees

« Unite and align employees around a common vision, shared
objectives and campaigns

- Enable employees to contribute to ideas and feedback

« Host and attend virtual events like ‘Ask me anything’ or virtual
townhalls

 Foster a sense of belonging

Viva Engage solution

Viva Engage can create a more effective communications
strategy for leaders and their organizations. By facilitating two-
way conversations between leadership and the wider employee
base, Viva Engage can drive open discussions to the entire
organization using modern tools like townhalls, announcements,
pinned posts, and Q&A.




What should leaders post?

Q = . Viva Engage Home Communities  Storylines

Start by sharing highlights of the work you are doing. Post a s
recap after an important meeting or event.

Post photos and tag your team when you are together in O
person or virtually.

Carole Poland Communities 17 Followers 8,674 Following 107 (3 &

Celebrate work milestones, promotions, and post Siorine  Alaci My bookmars
announcements. x

10:28 wl =

Officially starting the promotion season!

%5 VivaEngage

Share conference presentations, or customers, or products in
the news.

We've recently started a new quarter and with that the window for promotions has
officially opened. Managers have been instructed with the proper information to update
their teams and should soon be reaching out for upcoming reviews and quarterly 1 on 1s.
Feel free to ask your manager for the meeting if you don't see one pop-up soon.
Congratulations to everyone eligible for a promotion and hope to see you all at next
week's office event. Let's have an awesome new quarter team!

Carole Poland B e & ﬁ My storyline  Adr

Record a weekly video of the ‘top of mind'. e [ [

Storyline  Allactivity My bookmarks

R T— =
Include a link to a podcast you've listened to, or article or book —

) et e 2T i
you've read and share takeaways. @ o & im

R = B 7

¢
[

C) This storyline announcment will notify your direct connections through Yammer, Viva Engage, Microsoft Teams and email. Se

ttings
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e oo [
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-

>

» Officially starting the promotion season!

We've recently started a new quarter and
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Chat Teams Calendar More
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Every leader needs to find their voice

Focus on the value of direct engagement with employees at all levels and across all areas of the business.

Encourage leaders to React and Reply as well as start new discussions — this signals that they are engaging with
what's happening, not just using Viva Engage as another ‘broadcast’ channel.

Set up audience for leaders and determine when leaders need to use delegates.

Ask questions

Stay in the context of the
conversation

Assume positive intent - Write how you speak

Try to keep short or break up the
paragraphs to make it easier to read or

ScCan.


https://support.microsoft.com/topic/delegation-and-audience-configuration-in-viva-engage-2f0a64a3-c5c0-45cd-b3f1-e1e06732f89f

10 ways for leaders to engage

1. Use the leader’s storyline or establish a community for the leader as a source of ongoing
conversation such as executive top of mind and commentary for travels, and Q&A.

2. Employees will be watching how the leader acts and responds, a like or reply from a
leader can encourage engagement. Try to keep posts short or break up the paragraphs
to make it easier to read.

3. Use Viva Engage as an extension of communication channels, not just to re-share what's
been previously shared. You'll benefit from rich analytics.

4. Encourage leaders to download mobile apps and share pictures, videos and stories from
the road or customer visits.

5. Help the leader to draw in their own network by @mentioning other leaders.

6. Ask questions, create polls to get a pulse on the community, or use announcement for
organizational updates, and new policies.

7. Set delegation for posting and create audiences for leaders to reach their people.

8. Use Viva Engage in Outlook for replying directly to conversations from email.

9. Host an Ask me Anything event quarterly.

10. Use live events in Viva Engage for video broadcasts, moderated question and answers,
and ongoing community discussion.

Posts with photos get 1.5x as many replies as those without and posts with videos get

over 2x more replies and over 2.5x more reactions.



https://support.microsoft.com/topic/delegation-and-audience-configuration-in-viva-engage-2f0a64a3-c5c0-45cd-b3f1-e1e06732f89f
https://support.microsoft.com/topic/ama-events-in-viva-engage-2cacf1e5-d1c1-4570-ad16-9ca088bb3535
https://resources.techcommunity.microsoft.com/live-events/

Best Practice #2

Use All Company as a
strategic communication

channel




Use A/l Company as strategic communication channel

Microsoft Teams Q_ Search

Customize All Company - including name, icon, and cover

photo. Tk;!dm a Viva Engage Home Communities Storylines Leaders Answers

A

Activity Members + 28
Assign roles, such as leaders, corporate communicators, and )

ER 02w

Mews and information for all employees
Edit description

admins for All Company.

i \
o B 58
20 PR
o

Define its purpose and add community guidelines and

= Info &
,
reso u rces- o Welcome to the All Company
Vi\rac% s community!
& All Company % s and oo ram scioe the
Seed with some initial content so that there is content to Conversations  About  Fles  vents R
. . . o ] Please ensure your posts and
engage with immediately, pin a post to the top of the feed. - o et ool ond
% @ Share thoughts, ideas, or updates Efs;?;ﬂ?:liﬂa:iz?t’::i\t‘he e
.o o« . P a Discussion a Question Q Praise E Poll ;ﬁ::;":;5;5;\:5;;’;1%3;:2?95'
Encourage employees to use specific and official communities, =
how to create new conversations, and where to engage with ® et
~ Pinned announcement More
|eader5. @ @ Nes?orwilke Seenbyl -

Pinned
| am delighted to announce the launch of our “Above and Beyond” campaign, a corporate

initiative designed to recognize and reward emplo... see more

Host townhalls and company meetings using live events in All R B The Landing
Company.

& Like @ Comment B share Be the first to like this
Community resources
. . . . . All conversations Recent posts ~ o
Determine who can post in All Company, restrict posting with o ey
. . . SharePoint site
only admins can start conversations. Use pinned posts to ® & Contoso Communications S OneNose

redirect employees to other appropriate locations. Start conversations on topics that you know employees are passionate

about and focused on employee experiences, making it simple and
relevant for employees and leaders to contribute.




Send announcements to promote events or campaigns

Schedule a town hall live event and send an announcement to let employees know about upcoming events or
campaigns. Ask employees to submit questions prior to see what questions are top of mind for employees. Announce
any type of post and include details about how employees can patriciate and contribute to the conversation.

Create a new event

Event name

Company Strategy Series
Past as: Megan Bowen

Presenters

e =
@ Nestor Wilke x Join Nestor Wilke for this month's Company strategy series about our sales organization.

Nestor will share how we empower customers across all industries though the unique

Producers

@ veoons ; value of our products. You'll learn more about our growth strategy, the 5 principles that
egan cowen

guide our business, and how to sell to our customers.

Start date End date From To _ : . . .
Post your questions here for the event, we will answer as many as possible before, during,
Mon,Jan9,2023 &  Mon,Jan9,2023 &  10:00 v 11:00 v o - - :
on.-an J on.-an J and after. If you are not able to join the live broadcast, the recorded video will be made
available later.
Description

To kick off the new year, we'll talk about successes and learnings from the past year
and what the forecast ahead looks like for the company.

(a A 1 1
£ Mestor Wilke 4 Add people

Il

Additional settings Learn more a ﬁ B I L

This is a test event (don't show this event information to my organization when it's

el O Yes @ No ':l 20 people will be notified via Yammer. Change notification settings [
ive) .
Include details about

Enable Q&A and comments for attendees. I) Q&A and recordings.




Notifications for announcements show in Microsoft Teams

Microsoft Teams

D —

N%W = u Viva Engage Home Communities Storylines
@ é Feed = | Adjust notifications
& .

@ Unread only

Updates, thoughts, and experiences from people across your organization

T“ Storylines _ é ﬂ b

Calendar Y Y
L
& Lydia Bauer ] Q Nestor posted an announcement 1/31
Engage L4 .
” & Post @ staryline 4 ® | am delighted to announce the launch of...
P > g All Company
People to follow =
Stay connected by following people to .
see their activity in your feed. 9 Pattl pOSted an annou ncement 1/27
8 please attend the town hall next week!

Principal Design Re

; Leadership Connection
ollow

Darren Mouton posted on their storyline

] - X
Following (20+) = @ Amanda Brady

$ X .
Darren Mouton * Following ¢ ohare + Seenbyi3 Allan Munger e Alex mentioned you 1/18
ago , Senior Data & Appli [ a G t vid £ Mi it ft
reat viaeo mrom MICrosort on some o1 L.
Deepening Creativity: Brainstorm Follow . . .
This month, the UX team, along with our agency partners are taking a course called “ Alex Wilber (He/Him)'s sto ryllne
Deepening Creativity. | am super excited about taking this time to step back and reflect Cecil Folk
on the creative process Principal Program Ma...
' » Foliow Johanna shared a post 1/18
This week’s content was about getting comfortable with making mistakes so that we can - a , .
get the most creative ideas on the table and deliver the best value for our customers. To o Johanna Lorenz's Storylme
help with this, we did an activity called the Deepening Creativity Brainstorm ... see more 9 Lawrence Gilbertson
| CVP - Manager
Follow | Irvin selected a best answer 1/3

- o -
@  You should use your work email address ...
Answers in Viva

Viva Engage Teams Notifications

React, reply or start a post directly
Viva Engage app is pinned to the app launcher in from notifications.

Microsoft Teams.



Create additional and official communities

|dentify subject matter experts in need of
crowdsourcing questions that frequently arise
from a large group of people.

Create community and mark community as

official. a

Customize and brand community and recruit
members to start the conversation.

Empower community owners to answer
questions and manage conversations within
their community.

Mark best answer or encourage employees to
upvote responses.

<

Communities  Storylines  Leaders  Answers

69 viva Engage Home

Communities
Catch up on your communities and discover more across the network

View more

My communities
&n e :
9 @ < alilik

All Company @

6 new conversations

Help Desk Support

8 new conversations

Giving Campaign Women ERG

8 new conversations 20+ new conversations

Sales Best Practices
16 new conversations

Discover communities

Recommended communities

View more

Design Technology Tips & Tools

Learn best practices, find additional training
esources and how-to's to get started using ...

Women in Engineering (WiE) Employee Eats ©
We're here and we belong. Join the

community for women in engineering

If Restaurant Week is the most wonderful
time of the year for you, join us!

'°5°7’ 852 Members

& 3,276 Members & 1,345 Members

Join & Join Join

&




Help curate and manage the conversations

Use best practices for keeping conversation on track and in the best places for continued dialog. Tag
someone in a conversation if their opinion or insight would be valuable. If something doesn’t seem quite
right, reach out to the Community Manager to help address the situation. Employees can report

conversation to alert admins.

Move this Conversation X

This is a public conversation in the Leadership Connection community.

Move conversation to:

. Contoso Life X
‘a Johanna Lorenz
Mon at 2:35 PM
q What's the best way for Contoso employees to give back to t...

() Everyone in this conversation will still have access to it in the selected community, and everyone
in the community you moved it to can see the entire conversation. All conversation files will

remain in the original community.
Move Conversation

Move a conversation to
another relevant community.

Share this Conversation

Hi New Hires - sharing this make sure you are
aware when the giving campaign ends!

g Johanna Lorenz
Oct 30, 2019

“ When does the Giving Campaign end?

%J New Employees X

A : U~ Share

Share this conversation
with another community.

Q Johanna Lorenz
Feb 10

& Like

8]

When will we be able to show customers
the new prototypes for Fiscal Year 2021?

& Share ™ Be the first to like this

Best Answer

Megan Bowen Feb 11
Hey guys, | think this conversation is over. Let's wrap it up.

B X BV -

Megan Bowen closed this conversation. Feb 11

Seenby3

Close this conversation.




Best Practice #3

Pin the Viva Engage app




Interact with Viva Engage from Teams, mobile or email

©

— . - ; e 0
Q = g Viva Engage Home Communities Storylines Leaders Answers Q Q_l & |
Activity
o
Pin th in Mi ft T g
the app crosoft Teams - 4
D Down | Oa d the O bi | e a Teams é Share thoughts, ideas, or updates 710
— .5
m PP .
v
Calender = 4
D Res O n d to Viva E n a e J Discussion a Question Q Praise  |== Poll .
) s
p g g wy o
. O Engage 9’
Conve rsatlo ns fro Ut|00k Connect and engage with people across =
D @ Announcement posted in All Company the organization. Express yourself and F
D Ad M t M | d t. f. t. ks ’ share your knowledge and experience. -
J U S el | la I a n n O | |Ca |O n { Laurence Gilbertson ; Fllowourcadeof conduct. (A
Seen by 11,750  :
Now
Sett I n g S Welcome Carole Poland, our new Chief Executive Officer!
Events
1028 - Today is the day we welcome Carole to the team! Carole brings over 15 years of industry
¥ VivaEngage = experience and a passion for driving culture. Please send a warm hello, welcome her
) onboard, and visit her storyline to learn more about her.
Home feed Storylines More
» AMA on hybrid work
Sept 28, 10:00 AM - Sept 29, 10:00 PM
AMA Event with Daisy Phillips and 3+
Carole Poland B o Active campaigns
Posts 34 Followers 534 Following 114
#GoGreen &
Storyline Al activity My bookmarks 235 followers
B <o thouahs. idess. o1 undate #CutestDogContest &
lb et . o 52 followers
@ Announcement Posted on Carole Poland's Storyiine
&s ﬁ:a:ole Poland
- ) : People You Might Know <
» Officially starting the promotion season!
Chmis mommartard b fallaaime mammla

We've recently started a new quarter and

with that tha windmw for nrnmantinne hac
o
Q B & B
Activity Chat Team:

Calenda 10



Set notifications

Fine tune notifications to get notified
of activity in Viva Engage.

Settings

3 General Motification style Windows
E3 Accounts Show message preview

|f| Privacy Play sound for incoming calls and notifications

[:L Motifications

8 Devices Teams and channels

You will get desktop and activity notifications for:

(1) App permissions

GO
o)

Your custom settings are

>

Captions and transcripts All activity Mentions & replies Custom
MNew messages, reactions, Personal mentions and
B Files and all mentions replies to your messages e
%, Calls
Chat

Messages, mentions and reactions.

Meetings and Calls

Control notifications and reminders during your meetings and calls.

People
Keep track of someone’s status and get notified when they appear
available or offline.

. e re . Viva Engage
Edlt nOtIflcatlonS. Connect with leaders and coworkers, join communities, and share your

story.

Other

Recommendations, tips, and prompts from Teams

Viva Engage
Meed help? Learn al 9ag
Announcements

@mentions

When added to a community

Posts frem people you follow (coming soon)

Edit

Edit

Edit

Edit

Edit

Media posts from people you follow (coming soon)

Banner and feed ~
Banner and feed “
Only show in feed A
Only show in feed e
Banner and feed ~



Additional resources



Additional Viva Engage resources

@ Microsoft adoption resources Learn more about Viva Engage

* Review and download Viva Engage resources on « Watch the Viva Engage Demo Video.
adoption.microsoft.com, including Viva Engage
training guide, FAQs, playbooks and templates,
and more.

 Catch the Viva Engage Microsoft Mechanics video for
a more in-depth walkthrough including additional
capabilities.

» Microsoft FastTrack for Viva: Deployment
assistance including support from Microsoft
engineers with technical expertise on Microsoft
Viva and other Microsoft tools.

» Read the Viva Engage technical documentation
articles for detailed instructions on technical
deployment and admin setup.

* Need more background or guidance on the rebrand
and positioning? Listen to the Intrazone
podcast episode.

 Viva Engage deployment guide and wizard: self-
service help tool for admins to deploy Viva
Learning.

» Ask your question by posting to the Viva Engage
Customer Community.


https://adoption.microsoft.com/viva/engage/
https://adoption.microsoft.com/viva/engage/
https://www.microsoft.com/fasttrack/microsoft-viva
https://aka.ms/VivaEngage/Demo
https://aka.ms/VivaEngage/MSFTMechanics
https://learn.microsoft.com/viva/engage/eac-overview
https://techcommunity.microsoft.com/t5/microsoft-sharepoint-blog/viva-engage-has-the-answer-the-intrazone-podcast/ba-p/3739563
https://techcommunity.microsoft.com/t5/microsoft-sharepoint-blog/viva-engage-has-the-answer-the-intrazone-podcast/ba-p/3739563

Bonus exercise: Community canvas

1. Purpose — why does this
community exist?

2. Audience - who is this for and
how do they find out?

3. Values — what 3 principles are
important?

4. Goals — what are 3 metrics we can
measure in the next 12 months?

1.

2.

3.

5. Experience — what happens on a
reoccurring basis? How are people
onboarded?

6. Roles — what different roles can
people play?

7. Rules —what guidelines and
boundaries help achieve the purpose
and values?

8. Governance - how do we make
decisions? Who gets to decide?

9. Communication — what are the
channels for us to communicate?
How frequent?

Source: https://community-canvas.orqg/



https://community-canvas.org/
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