


Etiquette Guide Yammer

As a Yammer Community Manager, you have the opportunity to inform and shape the way that the
members in your Yammer network share information. Often Yammer Community Managers create
guides to help new members understand how they share is as important as what they share. Feel free
to edit to align with your Yammer goals and objectives and use within your own community.

Tips for managing the conversation

Sometimes community members are bold behind a keyboard, so remind the community that every
Yammer post is associated with a name and profile picture. In the likelihood your community
disagrees, remind them to be respectful and to have common sense in each conversation.

e Sometimes people post in one group and another group would be more appropriate. You can
direct the members to the better group or share the post and @mention the person to continue
the conversation.

e Praise and encourage the members who share their work, help others, and respond to posts.
e Draw others to experts and pull in new members to the conversation as necessary.
e Direct members to resources to help them become aware of best practices.

e Loop in a Community Manager or Admin if a conversation needs additional attention or there's
a violation of the usage policy.

Better group to use and include experts

Share this conversation X
248 Post in a Group A Send Private Message

&% Annual Customer Conference X v

I think this group would be better for this conversation. Additionally,
maybe they could add a bit more insight Nestor Wilke Henrietta
Mueller thoughts here?

m &

* Nestor Wilke X * Henrietta Mueller X Notify specific people

Megan Bowen

To Marketing Campaigns and Irvin Sayers

A great presentation from his team about the current status
of the cross-cultural campaign.

View Full Conversation
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Praise for sharing their work

(e Adele Vance - 1 minute ago

Praised Miriam Graham and Christie Cline

“Thanks for sharing your most recent customer visits. The pictures, feedback and stories help
us back at headquarters think bigger about the work we are doing. Keep up the great
sharing. It is so helpful!

cc: Miriam Graham and Christie Cline

& LIKE REPLY < SHARE Z EDIT =

Best practices for creating your own community
etiquette guide

Feel free to customize the following pages to fit your organizational culture and usage policy. Update
the screenshots with examples from your own network if possible.

You can include this guide in your Pinned Company Resources on your Yammer Network, add it to
your Yammer Training, or upload to you Yammer Help Group.
e Include the vision and purpose of your Yammer network to help set the tone of the guide.

e Include specific details relating to employee handbooks and code of conduct that also translates
to Yammer.

e Include a list of do's and don'ts.
e Share clear examples of "Good, Better, Bests" posts.

e Be sure to let your organization'’s culture show in the guide. Be creative!
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Sample [COMPANYNAME] Etiguette Guide

[Insert Yammer purpose, objectives and where to get more information]

Format posts to make them easier to read/scan

e Tryto keep posts short to medium length. About 1-2 sentences per paragraph.

e lLong blocks are difficult to read.

22 Human Resources

Q Nestor Wilke - May 23 at 3:11am
We're creating an online version of our Employee handbook. Please let me know what sections you
would like to see that are not in the current hard copy version. #employeehandbook

& LIKE 4 REPLY <« SHARE /' EDIT
Johanna Lorenz likes this

# #Employeehandbook

Patti Fernandez - May 23 at 3:11am

-]

Thanks for setting up the group, Nestor

& LKE e REPLY < SHARE

[e Adele Vance - May 23 at 3:11am

Great that it's going online! I'd like to see the section on travel expense reporting updated
to reflect the new accounting system. Thanks!

& LKE e REPLY < SHARE

Set a tone that is constructive, helpful, and informal
e  Be honest but respectful.

e Add to conversation to help move it forward.

Destructive Constructive

22 NW Distribution Centers 22 NW Distribution Centers

e Megan Bowen - August 8 at 3:02pm e Megan Bowen - August 8 at 3:02pm
Hi all, | want to stress how important this conference is for Contoso. This is where we give our loyal Hi all, I want to stress how important this conference is for Contoso. This is where we give our loyal
customers center stage and enable them to share with us their thoughts on our products, customer customers center stage and enable them to share with us their thoughts on our products, customer

service, and how we help them be successful. Look for opportunities to capture customer’s stories,
and ask them whether they would consider being involved in a case study. Thanks to all of you for
participating in the planning and execution of this conference. #annualcustomerconference

service, and how we help them be successful. Look for opportunities to capture customer’s stories,
and ask them whether they would consider being involved in a case study. Thanks to all of you for
participating in the planning and execution of this conference. #annualcustomerconference

& LUKE 4\REPLY < SHARE & LKE 4 REPLY < SHARE

# #Annualcustomercon... # #Annualcustomercon..

| am looking forward to seeing how this conference comes together for our customers. | know its
been awhile since we have really connected them to the larger organization and | think we will have
alot to learn.

Its about time we do something for our customers. | think we've forgotten about them this past
year and it has shown in our NPS results and bottom line.

g8 y: &
@ y: &

Notify additional people.
Notify additional people.
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Sample list of do’s/don’ts

These are sample suggestions, and these may vary based on your organization's specific usage
policy guidelines.

Do’s

e Share what you are working on, what you are learning.

e Keep your posts short and easy to scan.

e Be positive by liking, sharing, and commenting on conversations.

e Ask questions.

e Respond to @mention and tag others who may have insight to contribute.

e Search before your post, someone may have already posted it.

e  Offer critiques with respect. Be mindful of the tone.

e Use your judgment and common sense.

e Keep private or confidential things private.

Don’ts

e Solicitation.

e Personal attacks, be careful of inside jokes, sarcasm, and blame. These do not translate
well online.

e  Use of profanity.

e  Public embarrassment, including birthdays or performance issues.

e Talk about religion or politics should abide by our organizations handbooks and

code of conduct.

Yammer
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How you share is just as important as WHAT you share

Before posting to the network, be sure you are sharing articles from sources that are known
and confirmed professional sources that would meet your network’s usage policy guidelines.

Best practices when sharing:

e Post to the correct group.

e Summarize key points, giving a sneak preview.

e Include relevant topics.

e Ask a question.

e Include alink.

e Upload a relevant picture if no thumbnail is attached.
e Tag other group members.

For example, here's a few posts of community members sharing something of interest. None of them
are "wrong", but some add additional context for others to gain insight directly from the post.

Good: Member posted to a group, and included a link and a comment. Post has comments, and has
been liked.

22 New Hires Fall 2017 Cohort Join

@ Ben Walters ~ July 3 at 1:34pm
| found these really great time management courses hosted by a retired executive from Contoso. |
really like them and thought I'd share!
https://www.lynda.com/Productivity-tutorials/Time-Management-Tips/440668-2.html

¢

TIME MANZ

Time Management Tips Weekly
www.lynda.com

& LKE REPLY < SHARE =
Isaiah Langer, Emily Braun, Megan Bowen, and Miriam Graham like this

W Show 1 previous reply »

s Emily Braun - July 3 at 1:36pm
| love that idea! I'll set up the weekly invite
@ LUKE @ REPLY < SHARE -
Isaiah Langer likes this

ﬁ Alex Wilber - July 3 at 1:41pm
I really liked last week's episode about reducing interruptions and setting up an effective
work environment. | thought he provided really good, actionable tips for managing email
flow!
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Better: Member posted to group, added a bit of context, recording, and relevant hashtag.

22 CEO Connection Join

“ Patti Fernandez - June 29 at 9:39am

“¥ | recently met with CEO of Microsoft - Satya Nadella and had a wonderful conversation about our
individual workstyles. He shared a video he recently filmed and allowed me to share with our
company ! I've started a personal Learning from Leaders Stream channel to help drive inspiration for

our company and how we all work! #learningfromleaders

https://web.microsoftstream.com/video/be35c35e-7f4b-49d7-bb04-d62b7637b139

Microsoft CEO Satya Nadella How | Work

& LIKE 4 REPLY « SHARE e

# #Learningfromleade...

Best: Member shares within group, includes own insight/opinion, includes an attachment, adds
relevant context, ends with a question.

Q Nestor Wilke - July 6 at 4:20pm - Edited
Please take a moment to review the most updated safety training attached. This is for all NW
Distribution Center employees. It will review: Standard handling procedures, Escalation steps and
Key contacts. Many areas have been updated based on last year progress and your suggestions.

After you read it, what concerns do you have about the future safety of our distribution center?

NW DISTRIBUTION CENTER
SAFETY TRAININ

|

NW Distribution Center Training

NW Distribution Centers > Files

@ LIKE e REPLY <« SHARE / EDIT
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Encourage one another

Engage with others to share, like, and comment. Tag someone in a conversation if you think
their opinion or insight would be valuable. Showcase your success with connecting across
the organization.

Additionally, encourage leader, including managers to engage and like posts. This helps validate the
contributions of others. Yammer serves as a tool to promote engagement and encourages members
to continue to share their work.

Finally, if something doesn't seem quite right, loop in the Community Manager to help address
the situation.



