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1. Welcome to Answers in Viva

Welcome to Answersin Viva!

This guide is your trusted roadmap to get
comfortable and confident with Answers,
showcase its value, and seamlessly integrate with
other Viva Engage capabilities.

Our goal is to get over 100 questions into Answers
in Viva.

Let's navigate this path together and supercharge
your organization's knowledge management
through Answers in Viva.




Find your team — who you need:

You will need to recruit some help during this
getting started phase. i < ([
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Read more about Answers admin roles here


https://learn.microsoft.com/en-us/Viva/engage/eac-answers-admin-scenarios

2. Getting started
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There are a few quick steps to ensure you are
ready to get started in your journey.
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https://learn.microsoft.com/en-us/Viva/engage/eac-answers-admin-scenarios

Enable Rewards and Recognition

Viva Engage admins can turn on
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Choose starting topics

When you post a question in Answers,
you are required to add topic. Topics are
labels that allow Answers to categorize
similar questions and help champions
find questions they can answer.

If you are already using topics in Viva
Engage, these will be available in
Answers.

We recommend picking five topics to get
started. You will use these in your
questions on the next page.

We recommend champions follow the
topics for which they are a champion.
They should also click on the topic

and bookmark that topics page URL for
easy access.
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3. Getting familiar — the first five questions

The first step is for you and at least five others
(suggestion: all the answers admins) to try out

Answers.

Book a one-hour meeting with this group.

Each take turns posting at least one question in
Answers . Even better, post a few more questions.

Discuss what topics you will use for the initial
questions and add those topics.

Then everyone head to Answers > Questions for
you > filter by "All Questions" and "Sort by Recent

question®.

Answer the questions you all posted earlier in the

meeting.

Make sure to upvote and mark “Best Answer” too
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https://support.microsoft.com/en-us/topic/answers-in-viva-answer-upvote-or-react-to-a-question-18446401-7118-43bb-843a-d6ec7b63d896

4. Expanding participation: 20 questions

Y . r % ms @D
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https://adoption.microsoft.com/en-us/viva/engage/
https://adoption.microsoft.com/en-us/viva/engage/

Sample community announcement :

Hello [enter name] Community,

We need your help! 8

We're assembling a select group of pioneers — our first 20 individuals to dive into Viva Answers and
post a question.[[p

Why join this exclusive club? Well, it's a chance to get a sneak peek and start using Viva Answers
and help others now! Your insights and questions will help shape our strategy as it evolves.@

Ready to take the lead? Head over to Viva Answers, post your question, answer another, and be part
of our pioneer group. Put your thoughts, feedback, and suggestions back in this community. S

And guess what? B We'll also be hosting an info session on [enter date], where you can learn more
about Answers in Viva and how you can play a vital role. Don't miss out!

Let's explore, learn, and make our mark together.$%



Second example Announcement:

Hello again [enter name] Community,

Your active participation in enriching Answers in Viva is incredibly valuable. Answers use is taking off with
[insert some data of interest, perhaps # of questions asked]!

We need your expertise again! )
Are you knowledgeable in a certain field? Step up as a champion on Answers!

Here's how: Go to Answers, find your topic,  'Follow' (you will then see relevant questions in "Your
Questions"), click on the topic, and bookmark URL. Check daily to help answer questions and help others

Earn Scholar badges! Share successes within our community.

Help enlighten many minds with your mastery. Together, shape Viva Answers into a top source of wisdom. $%

Thanks for driving Viva Answers' success!



5. Accelerate growth: Leadership Announcement

To get 100+ people posting questions we need
to expand the scale of our adoption efforts.
Viva Engage offers other capabilities that will
help make this easier.

We suggest you find a lead or leader in your
organization who will make an
announcement post on their storyline or a
large community.

This post will help get people engaging with the
leader and Answers in Viva.
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Patti Fernandez
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Hello Team!

I've got something exciting to share that's going to make our work lives smoother. It's an
opportunity to kickstart a whole new way of collaborating and tapping into our collective
knowledge.

I don't know about you, but | get asked the same question multiple times a day. Not only
this, | ask others the same question many times over! For me, it's the monthly financial
reports. Remembering the precise steps to wrap things up smoothly can sometimes be a bit
of a puzzle. Every month, | reach out to our fantastic finance team for the same guidance. Of
course, they help...but I'm interrupting their work.

Now, picture this: What if we'd been using Answers in Viva all along? | could've skipped the
guilt trip and found the answers myself - no interruptions required. Answers in Viva
captures an expert's response to a question just once, and then it's there for anyone else
facing the same head-scratcher. It's like having a cheat code for finding information and
knowledge.

And guess what? Remember that question | bug the finance team with every single month?
Well, I've cracked it. Now | can find the answer myself, month after month! I've gone ahead
and posted my first question on Answers in Viva - you can check it out here and see for
yourself how smooth it is to join in!

Now, think about the bigger picture - imagine if we all pitch in and add our most frequently
asked question in Answers in Viva. We have a goal of getting to a least 100 questions this
week. This will kickstart our journey towards being powerhouse of knowledge, sharing
solutions, smart workarounds, and valuable insights.

I'm extending a personal invitation to you to jump right in, as | did. Click on Answers in Viva
Engage, pose your question, and let's make knowledge-sharing our superpower. Together,
we're amplifying our collective intelligence and fostering a culture of continuous learning

Thank you!

Patti
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Sample announcement text:

Hello Team!

I've got something exciting to share that's going to make our work lives smoother. It's an opportunity to kickstart a whole new way of collaborating and
tapping into our collective knowledge.

| don't know about you, but | get asked the same question multiple times a day. Not only this, | ask others the same question many times over! For me, it's
the monthly financial reports. Remembering the precise steps to wrap things up smoothly can sometimes be a bit of a puzzle. Every month, | reach out to
our fantastic finance team for the same guidance. Of course, they help...butI'm interrupting their work.

Now, picture this: What if we'd been using Answers in Viva all along? | could've skipped the guilt trip and found the answers myself —no interruptions
required. Answers in Viva captures an expert's response to a question just once, and then it's there for anyone else facing the same head-scratcher. It's like

having a cheat code for finding information and knowledge.

And guess what? Remember that question | bug the finance team with every single month? Well, I've cracked it. Now | can find the answer myself, month
after month!I've gone ahead and posted my first question on Answersin Viva—you can check it our here [insert link] and see for yourself how smooth it

is to join in!

Now, think about the bigger picture —imagine if we all pitch in and add our most frequently asked question in Answers in Viva. We have a goal of getting to
a least 100 questions this week. This will kickstart our journey towards being powerhouse of knowledge, sharing solutions, smart workarounds, and

valuable insights.

|'m extending a personal invitation to you to jump right in, as | did. Click on Answers in Viva Engage, pose your question, and let's make knowledge-sharing
our superpower. Together, we're amplifying our collective intelligence and fostering a culture of continuous learning.

Thank you!



Sample senior leader question and answer(s)

Question details

a Patti Fernandez « 25m a Seen by 2« Best answer

What is the correct process for finalizing monthly executive financial reports?

| have to finalize the executive financial reports every menth. The process is quite complicated
and uses different systems. Please can you outline the process so that | can finish my reports this
month?

| ask this of our finance team every month so I'm using Answers to allow our team to Answer it
once and I'll be able to find it next month.

Financial Reports

) Best answer
£} Megan Bowen 7ma
Great question Patti! It's not a simple process. But here is the process to follow:

* assign yourself as the signee for Report 1
= complete the financial sign off for Report 1
* assign yourself as the signee for Report 2
= complete the sign off for Report 2

* [repeat this process for any other repaorts]

* inyour email inbox, find each email that was generated by the sign offs (there will be
one email per report)

= click the submit button each email
= finally, head to the finance reporting tool

* add your name in the "attestation” line {only one place - all the reports will be
grouped together now)

* hit "complete”

* 2 ¥ H B

3 Patti Fernandez om ag
This is perfect - thank you W
it W 0]

r'a Adele Vance 4m ago

This seems such a convoluted pracess. We should look te make this much simpler with
Power Automate. Mestor Wilke is this something we can make easier for the leadership?

Lt LY 5]




6. Drive Answers adoption with Viva En

You can use other capabilities in Viva Engage
and Answers in Viva to recruit more people to
adopt Answers.

1.  Check your Answers Analytics to see how your
adoption work is going.

2. Ask other community managers to share the
Answers in Viva story and ask their members to
participate

3. Find other leaders who will join the enthusiasm
and make storyline or community posts with links
to the questions they are posting.

4. Find popular FAQs and use your champions to get
the questions and answers into Answers.

5. Thank and Praise people frequently for
contributing questions and answers.

< > L Searc

@ Time saved estions with best answer 41.0%

@ Time saved sestions without best answer 59.0%

@  Every question answered and asked saves people a

Is this helpful? & <
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95% -2 50% s
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line workers, 90 min saved

especially those who work on the retail end of

a In light of recent COVID restrictions, what are the
top guidelines you have for front line workers,

40 min saved

especially those who work on the retail end of

in average of 15 minutes by reducing the time spent

Answer summary

12,902 12%.

User summary
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searching and gathering information.

® Share
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7. Further Suggestions

=

- = @ vivaEngage Home Communites  Storylines  Answer:

If your users want suggestions of what to post in
Answers, this might help:

o
e é Lydya Bauer

Achievements and awards

Answers badges
Badges are awarded based on your contributions to questions and answers

Questions | ask all the time

. . O Ve L'g & % %
Questions | am asked all the time .l - s . -
Questions | hear others ask all the time Cp———g—.

Or

If you own or frequently use an FAQ, take that
FAQ and cut and paste the questions into
Answers. Then find a colleague or FAQ owner to
post the answers, which could include a link back

to the FAQ



@ Microsoft Viva

Thank you!
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