Yammer — How to Guides

D&G Full STEM Ahead Yammer Group
C*RAISE
D [ roising Aspiratons in STEM Ecucaton
Please find below some instructions that will assist you in
the use of Yammer, specifically to encourage you to use the
D&G Full STEM Ahead Yammer page to access and share
information.

It is a closed group and your membership will need to be approved by a
member of the RAISE Team

These sheets have been adapted from the Yammer Support Pages online to be more
specific to D&G colleagues. Those highlighted in yellow are D&G specific/high relevance.

1. STARTER - Say hello to Yammmer

Yammer is a private social network that helps you get connected to the right people,
share information across teams, and organize around projects. Only your co-workers
(Glow Scotland) can join, so your communications on Yammer are secure and visible only
to people within your organization

Office 365 >

Signin to Glow  gw##surnamefirstname@glow.sch.uk
Open your email tab
In the top left corner click on the “waffle”

Then double click to launch Yammer



https://answers.microsoft.com/en-us/msoffice/forum/msoffice_yammer-mso_o365app-mso_o365b/welcome-to-yammer-support/2bdde618-2e1a-4983-9651-4a56f26e8e38
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Now, let's get started

Want a guided tour? Go to the Yammer Quick Start training .

These are the Groups [ am a member of; do not feel you have to join all of these! But

please search for/and join D&G Full STEM Ahead

Office 365

Yammer

S Update [E Poll ¥ Praise

B = 0

£ Search

GLOW SCOTLAND GRDUP% aF
D&G Full STEM Ahead 12

D&G First Lege League Inr

Please post in a specific group, NOT in All Company &

DISCOVERY ~ ALL  FOLLOWING

WL Digilearn 9
GSuite and Google Classroom 3
i0S for Education 4
Eco-Schools
Developing Young Workforce 3
0365 Forms

National Technologies Community
0365 Sway 1
Scots Blether

John Muir Award 1
Outdoor Learning

Learning for sustainability 2
STEM Ambassadors in the west of...

Dlg\ta\ Leammﬁ &Teachmﬁ Comm... 11

All Company ]

View all your groups

PRIVATE MESSAGES aF
Rosanna Grimshaw

Miss Patterson, Carel Moyes

INVITE YOUR COWORKERS ~
& 1@'
>A

NETWORK USAGE POLICY

Yammer works best when
your team is here too.

Invite them now

Glow Yammer Use Palicy (please
read)
SUGGESTED PEOPLE

Mr Munro
Teaching Staff

Follow

@ Eacraig Johnston

Follow

SUGGESTED GROUPS

ti) Highland Learning for Sus..
24 members

New First Day
T 194 members

Join

COMPANY RESOURCES

BB DLT - DSM - Coovriaht and... N

For some quick tips, take a look at the following table. If you're looking for more detall,

see Use Yammer every day.

D&G Full STEM Ahead

Tip How it works...

Look for...

Groups are a great way to get work done
with a team or to stay informed about a
topic. The All Company Group is the default
group everyone posts into—you're
automatically part of this group. You can join
any public group, but need to be invited to a
private group. Click Groups link to find
groups you want to join or Search for a
specific group in the search bar. To create a
new group click the + to create a new public
or private group.

Join a group

= £

£ Search

{n

+

CONTOS0 GROUPS

This will say Glow Scotland Groups

When you follow someone on Yammer it
means you want to see messages from them
in your feed. You can search for people by
name using the search box, or you can scroll
through the All Company feed and follow

Follow
someone

Lynne Robbins

Planner

)

3



https://support.office.com/en-gb/article/sign-in-to-yammer-d863154a-4223-4ea2-8855-ccc971321b8e?wt.mc_id=otc_yammer
https://support.office.com/en-gb/article/video-what-is-yammer-47526868-b136-40cc-a80d-c870eadd9ba5
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Tip How it works... Look for...

someone that's posting about things that
interest you.

When you Like a message, the person who
posted the message will receive a

Like notification that you liked it. Use likes to
someone's  indicate agreement with an idea, | & LIKE )4 REPLY o SHARE ---

message acknowledgment that you've seen a N~
message, or just to let someone know you
like what they're saying.

Replying to messages is a core part of what

makes Yammer useful. When you reply toa || |
message, Yammer starts a thread. That
makes it easier to keep track of what
everyone is saying. To reply to a message,
click Reply under the message and a reply m

Reply to a
conversation

o I 5 O

box will appear.

Your Inbox is a single place for you to view,
prioritize, and manage all of the
conversations that are most relevant to you
on Yammer. Your Inbox contains the
messages that you are following. That o

includes private messages, announcements, o = 0 R
and conversations you have participated in J\hj

or have been @mentioned in. You can also
choose to follow any conversation you wish
by selecting the More icon == and choosing
Follow in Inbox.

Check your
Inbox

LG

Join the conversation

The feed is your information hub. There are three feed views that you can toggle
between:

Discovery This is a feed of the conversations most relevant to you, based on what
you subscribe to and your interactions with Yammer network content.

All These are all the conversations to which you have access within your company
network.

Following These are the conversations you actively subscribe to, including
conversations that your followers have participated in or liked and conversations that
have been tagged with a topic you follow. = this is the most relevant feed
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DISCOVERY  ALL @ o
_—

28 Marketing

@ Henrietta Mueller - January 2 at 2:38pm from Desktop

We have some new hires coming in next week in the Web relevant feed
Marketing Group. Where can | find the on-boarding packets
that used to be posted in Operations?

This is the most

& UKE & REPLY < SHARE / EDIT

To view your groups' conversations, use the left navigation and go directly to the group
to see new conversations in your groups.

GLOW SCOTLAND GROUPS

D&G Full STEM Ahead ¢

D&G First Lego League Jnr

WL Digilearn 9

Gsuite and Google Classroom 6 o]

0% fay it 8 D&G Full STEM Ahead a ervare . Joined
oin

Eco-Schools The Yammer group of the D&G RAISE team.

Developing Young Workforce : NEWCONVERSATIONS 11 ALLCONVERSATIONS FILES O SEARCH

0365 Forms

National Technologies Community
0365 Sway 1

Scots Blether

ElUpdate [E Poll @ Praise =3 Announcement MEMBERS (170)

Q2Q@®® -
Share something with this group... @

John Muir Award 1
Qutdoor Learning INFO Edit
Learning for sustainability 2 NEW CONVERSATIONS Clear New Raising Aspirations in Science

STEM Ambassadors in the west of... - . ... . Education (RAISE) is a four-year

Digital Learning & Teaching Comm... 11
All Company 8

Wl T TS

When you're all caught up, click the group-to-group transition link at the bottom of your
feed to go to your next groups' new conversations.

Start a conversation

You can start a conversation easily in order to share good practice or information with the group.

1. Make sure you are in the D&G Full STEM Ahead Group Page

&

D&G Full STEM Ahead a srvsre

The Yammer group of the D&G RAISE team.

+ Joined

SATIONS 11  ALLCONVERSATIONS FILES O SEARCH

aAnnouncement 'MEMBERS (170)
Q2Q@E® -
Share something with this group... &
INFO Edit
NEW CONVERSATIONS Clear New Raising Aspirations in Science

L Education (RAISE) is a four-year

2. In the “Share something with this group” jpox start typing your message — there will be
options to attach files using the paperclip icon — you can attach pictures, pdfs, word
documents etc
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2. Change my Yammer profile and
settings

You can view and change your Yammer profile and picture, view your conversations, networks,
account activity, and applications, and change your notification settings and language
preferences.

To get to your settings, click the Yammer settings icon **, and then click Edit Settings.

& ate [E Poll % Praise =JAnnouncement

5 Contoso Demo

Change your Yammer profile

1. Inyour settings, click Profile.

Profile

PROFILE ORG CHART  METWORKS ACCOUNT ACTIVITY MY APPLICATIONS  NOTIFICATIONS  PREFERENCES

2. Fill'in the information you'd like to share with your co-workers, and then click Save.
Note: If you sign in to Yammer via Office 365, your Yammer profile is automatically populated

with your Office 365 profile information. If your Office 365 profile information changes, it will
overwrite any changes you make to your Yammer profile.

How other people view your profile information

e When a person hovers over your name anywhere in Yammer, they see your email. *They
will only see your phone number if you have added it.*

{e Adele Vance

Retail Manager

Email: adelev@m365x511756.0nmicrosoft.com
Work number: +1 425 555 0109

Groups: Sales, Innovation Comer, Leadership
Connection, Marketing Campaigns, Quad Copter
Enthusiasts, and 5 more

% Send Message (8) Call with Skype

Adele VanCﬁ - February 7 at 4:27pm
o
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e Other people can search for you by name/email — this is no different from Glow Email
search facilities.

Change which naotifications you get in email

***This is the really important part — so that you do not constantly get email notifications about
“random stuff” that is of no interest to youllll***

1. Inyour settings, click Notifications.
2. Select the naotifications you want (See screen shot below with suggested boxes to
tick/select), and then click Save.

@ P
=) @ Notifications
O seorch PROFILE ~ NETWORKS ~ ACCOUNTACTIVITY MY APPLICATIONS ~ NOTIFICATIONS ~ PREFERENCES
—
GLOW SCOTLAND GROUPS + Select the network you'd like to change your notification settings for:
D&G Full STEM Ahead 12 * Glow Scotland

D&G First Lege League Jnr
Email me when...

WL Digilearn 9 . [ N .
y IZTlreareupdates from my groups (daily) TheSe W||| mlﬂlmlSe IﬂbOX
GSuite and Google Classroom 6
. . [ 1 rfceive a message in my inbox
i05 for Education 4
I det new followers VO|Ume @
Eco-Schools
[JTigstall a new application
Developing Young Workforce 3
W 18g in from so ere new
0365 Forms
Ol ;gt Ssage via email (This will send a confirmation email.)
National Technologies Community @S it : B | ) h )
eone invites me to a group
0365 Sway ! [ Sdineone likes messages I posted (daily) y unse eCtl ng t IS you
Scots Blether N N . H H
[ Sineone requests to join a private group I administer WI | | Stop recelvi ng
John Muir Award 1

Qutdoor Learning

[ Tigere are new suggestions for people to follow (ws I'a ﬂd O mn Ot|f| CaU O N S @
Learning for sustainability 2

[] Tigere are highlights from groups I haven't joined (weekly)
r features are available

[+ Tifls and important updates about
STEM Ambassadors in the west of...

Digital Learning & Teaching Comm... 11 y in the following groups:
All Company 8
View all your groups D&G First Lego League Jnr Deﬂn]te|y select

De:;\::\"n::::n; V\j’r;rbdmce D&G FUH STEM Ahead @

[ Digital Learning & Teaching Community
Miss Patterson, Carol Moyes [ Eco-5chaols

PRIVATE MESSAGES A

Rosanna Grimshaw
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FAQS

Q: How does an All Company announcement differ from a group announcement?

A: All Company announcements are immediately sent to all users' Yammer Inboxes and to
all users via email regardless of their notification settings.

Group announcements also immediately generate notifications to the Yammer Inboxes of
all group members, but only send email notifications to users if:

e The user has selected to email when they receive content in their Yammer Inbox.
e The user has not yet read the announcement post in Yammer web or mobile
applications, within the specific delay interval explained in the next FAQ.

Q: When does a thread become an unread push notification?

A: A push notification (subject to delay logic) goes out when there is activity on any
Yammer Inbox conversation that makes the thread state change from read to unread
AND is not a direct reply, an @mention, or a private message.

Q: How do I control settings for push notifications on my phone?

These settings are available in the Yammer app for some phones. On the phone, select
the menu for the Yammer app, and look in the settings.




