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Setting up and Using Yammer

Social networking has changed the way people interact with each other, not just at home and in the workplace
but also in schools, colleges and universities. Teachers and educators across the world are embracing the
potential of digital tools to make learning more relevant and engaging. Education institutions are no longer
debating whether online networking should play a role in the classroom, and instead the debate has shifted to
which social networking tools work best for education and how to deploy them to enhance learning and
teaching as well as for administration and staff communications.

Yammer is a social network that is now included with Office 365 for Education.
Here are some of the great features available to you with Yammer:

* Yammer is a social media networking service that is similar to Facebook and Twitter.

* Unlike these other social networks, however, Yammer is only accessible to users who have been set up
with an account in your institution, and it is therefore a completely safe and secure internal social
network for your education institution.

*  You must have an email address associated with your domain name in order to be able to use your
institution’s Yammer network, however, external networks can be created in order to allow users
from outside of your institution to connect with your users.

*  You can change the design and brand your Yammer service to fit the look and feel of your education
institution.

*  Yammer can be used to send and receive messages, share images and other files, and keep all the
users in your institution connected.

*  You can set up file repositories from which users can download important documents.

*  You can collaborate on group, class or team pages.

e Posts and keywords can be #hashtagged to make searching easier and more effective. Yammer posts
also appear in all SharePoint searches you make.

*  Yammer can be used for quick communication with colleagues and students, and could help to reduce
the amount of email you send out in your institution.

*  Your users can use Yammer on almost any device and platform, and there are apps for cell phones and
tablet devices using Windows 8, iOS and Android. Users can be connected 24/7!

* There s a selection of useful apps that can be added to your Yammer service.

Yammer is replacing the Newsfeed component of Office 365 in all new education accounts, and can be
activated if you are already using Office 365 in your school or education institution. This guide will take you
through the process of changing your existing Newsfeed to Yammer, and then setting it up so that all your
users will be able to start working with it.

New Office 365 for Education plans come with Yammer activated. You will find it on the blue toolbar at the
top of your Office 365 homepage. If you already had an Office 365 account before 1 April 2014 you will need
to change to Yammer yourself.
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1. Convert your existing Newsfeed to Yammer

This is a quick and easy process and it will not take long to follow these steps.

* Log into Office 365 and go to your admin center dashboard.
e Select the Admin tab and choose SharePoint from the drop-down menu.
*  Your screen will now look like this:

Calendar People Yammer LCLILIR G maria DeBruyn ~ £ 72

SharePoint admin center

site collections eReCoeaon ‘

OneDrive for Business
4
infopath New  Delete | Properties Owners Sharing SS’J:?; Stg’ua;ae Seweéﬁsgé:urce Upgrade | Rename Add | Recycle
; Contribute Manage Public Website _ Restore
user profiles
Search by URL... L 24594 MB available ME_—_——"] 5000 resources available B_—————]
bes
[ URL STORAGE QUOTA (MB) SERVER RESOURCE QUOTA VERSION
term store Public Website
http://nomsindoed-public.sharepoint.com 1000 0 2013
records management el B B
Site Collections
search https://nomsindoed.sharepoint.com 1000 300 2013
https://nomsindoed.sharepoint.com/search 1000 0 2013
secure store
https://nomsindoed.sharepoint.com/sites/SchoolStudents 2000 300 2013
apps https://nomsindoed.sharepoint.com/teams/TeachingStaff 1000 300 2013
https://nomsindoed-my.sharepoint.com 50 0 2013
settings
Microsoft: © 2012 Microsoft Corporation  Legal | Privacy Community | Feedback

e Select settings from the menu on the left of the screen.

*  You will see that the default setting to use Newsfeed is selected, indicated below by the arrow:

] Office365 Outlook Calendar People Yammer OneDrive Sites

LCIUTLIR G maria DeBruyn ~ 3 2
SharePoint admin center

Enterprise Social Collaboration Use Yammer.com service

Make Yammer the primary social experience for everyone in your organization. Switching ® Use <harePoint Newsfeed (default)
services will replace Newsfeed and change the Office 365 global navigation. This update might

take up to 30 minutes for us to complete.

To learn more click here.

Yammer is not a covered service under the 0365 Trust Center at this time. Please review
bes Yammer's privacy statement. Enabling this feature will allow Yammer to have read and copy
access to your company's user and group information.

Privacy statement

External sharing Don't allow sharing outside your organization
Control how users invite people outside your organization to access content Allow external users who accept sharing invitations and sign in as
authenticated users
® Allow both external users who accept sharing invitations and anonymous guest

links
apps
) Global Experience Version Settings Allow creation of old version site collections, but prevent creation of new
SEEIER Control which version of site collections can be created by end users, and whether users can version site collections. Prevent opt-in upgrade to the new version site collections.
upgrade them. Allow creation of old version site collections, and creation of new version site

collections. Allow opt-in upgrade to the new version site collections.
¢ Prevent creation of old version site collections, but allow creation of new
version site collections. Allow opt-in upgrade to the new version site collections.

Information Rights Management (IRM) Use the IRM service specified in your configuration
Set RM ities to SharePoint for your ization (requires Office 365 IRM service) ® Do not use IRM for this tenant

e Select Use Yammer.com service. Scroll down to the bottom of the page and click on OK.
e After about 30 minutes your Yammer service will be activated. Sometimes it doesn’t even take that
long.
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* Log out of Office 365. When you log back in, you will notice that Newsfeed on the top blue toolbar
has changed to Yammer.

* You are now ready to start setting up and using Yammer in your education institution.

2. A good Yammer profile helps others to connect with you
*  When you click on Yammer on the top blue toolbar, you will be prompted to set up your profile. Just
follow the steps as they appear on the screen and add your personal details.
*  You will be asked for the names of some of your co-workers. These will be other users in your
education institution. When you add their names they will be sent an invitation email.

English (US) @

Create Profile Follow Colleagues Join Groups Add Your Photo

Who do you work with?
Yammer is for connecting with your co-workers at nomsindo.co.za. Follow at least a few colleagues to grow your network. We'll show you
relevant content based on your coworkers. The more you add, the more relevant the content will be.

I work with:
Relevance score:
-

@nomsindo.co.za 10%

@nomsindo.co.za
@nomsindo.co.za
@nomsindo.co.za

@nomsindo.co.za

*  You can skip this step by clicking on Next at the bottom of the screen.

e The next screen contains suggested Groups for you to join or start. This guide will cover Groups in
more detail later, as this is one of the features of Yammer that works so well in education.

*  When you have completed the signup process you will be taken to your home screen, which will look

simil
arto
YeHome | BSInboxB 4 Q Search 2, Invite .
this:
G7 Sharean Update ~ @ Add aDoc/Image Bl PostaPoll  More ~ L
Maria DeBruyn Getting Started
What are you working on? | e
« Write your first post
Groups @ « Follow your coworkers
All Company Top - All - Following B- . startaGroup
- « Get Yammer for deskto,
Maria DeBruyn Get the mobile a ’
Q Browse Groups [YIDB (Deputy Principal) has #joined the nomsindo.co.za network. Take a PP ||
=+ Create Group 278 moment to welcome Maria.
Like - Reply - Share - More - 11 minutes ago o
App Directory see all
Networks ~
# Networks # Joined 6 new featured apps added to the App

Directory this week.

m Wiite a reply...
Suggested People see all

R Jjaye richards-hill -
vuyiseka tomose n director ollow
(Intern) has #joined the nomsindo.co.za network. Take a moment to
welcome vuyiseka.

Like - Reply - Share - More - April 4 at 11:24am

Jacobus Rinkwest

N Follow ~
Director

Follow

Add people to this network Add
# Joined
Suggested Groups see all

Write a reply.. SLT
o] rm Bl o oninenow [N
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* Along the top of the screen you will find the commands you will use most often. These remain on your
Yammer screen at all times.

*  Your Inbox contains all messages sent to or from you, together with any private messages you might
have sent or received.

* Ifyou click on the bell icon you will find notifications of new posts and messages as well as people
starting to follow you and your posts. A typical screen looks something like this:

tablet-academy.com

= Home Inbox Search for people, groups and conversations 2, Invite
2 people, group: -

Notifications

i o : Create Message
-& Jjaye richards-hill *4 Vou have 1 new follower: _

Robert Bennett
RB
Groups @ New

All Company
Dubai Private Scho... 1 3 hours ago
Pad Apps
Africa/Middle East & Pam Currie likes your message in the All Company group.
Business Developm. 1 b= jaye richards-hill in reply to Carole Harper
Us managing directors need to stick together...
Q Browse Groups April 17 at 2:35pm 6h
+ Create Group 4 Pam Curie likes this.
View conversation »
@ Networks ~
23 hours ago
o welcome Pam.
*4. You have 4 new followers: 6h

Mark Yorke Pam Currie Steve Molyneux
Director CEO Scotland CEo

e Selecting Home from wherever you are returns you to your home screen.

*  Use the Search box to search for both people in your institution to follow and topics of interest.

*  Click on Invite to search for and invite other users in your institution’s Office 365 platform to get them
started on Yammer.

* Clicking on the three dots at the right end of the toolbar opens a drop-down menu with more

functions.
'z Home Inbox earch for people, groups and conversations - Invite | eee
H Inb Q, Search I d S, Invi J
Groups
- G Share an Update & Add a Doc/Image Bl PostaPoll More v
[ jaye richards-hill Getting Startt oot
. (Groups ]
What are you working on?  E— Files -
» Get Yammer
Groups ® Apps
Top - All . Following .
All Company . : )
: Recent Activity  Edit Profile
Dubai Private Schools ... Pam Currie
Pad Apps (CEO Scotland) has #jcined the tablet-academy.com network. Take a Robert Bel  Help
) moment to welcome Pam. network.
Africa/Middle East Like - Reply - Share - More - Tuesday at 1:28pm Log Out
Business Developm... a B Steve Molyreun uowmuauca-ar
& Joined image.
Q Browse Groups H Steve Molyneux downloaded an
+ Create Group Show 1 older reply » E image.
Pam Currie Steve Molyneux installed the
& Networks ~ Hey Mrs, how's it goin?

~ Windows 8 application.
Like - Reply - Share - More - 6 hours ago

m David Fuller updated Mobile Phone
= jaye richards-hill B o
sweet :-)
Like - Reply - Share - More - 1 second ago App Directory see all
= 6 new featured apps added to the App
* Write a reply.. Directory this week.

B® Microsoft



Safe and secure social networking

] Office 365

with Yammer

e Go through these options in the drop-down menu to see what they all do. They are very simple to
follow.

*  Groups, People and Files give you information about who you are following, what groups you are or
could be a member of, which files you follow and which are available, along with the option to create
or upload new files to a group or network. A network is all the people in your institution - you can
also create external networks so that people outside of your institution can connect with it, which is
useful for involving parents and caregivers.

*  Apps is where you can see what apps you could install to make your Yammer experience richer and
more fun.

e Edit profile lets you add to your Yammer profile in more detail. You can add a picture, your other
social networking contact details and even integrate your twitter updates.

*  Simply follow the step by step instructions for each of these additional functions. Spending a little
time exploring these features will give you confidence and probably start to generate ideas as to how
you might use Yammer in your education institution.

3. The Basics of Connecting and Communicating with Yammer

Your home screen is where you post general updates to your whole network. They will be ‘public’ within your
Office 365 institution tenancy, which means that everyone in your institution who joins Yammer will be able to
see them.

Keeping in touch by posting and following updates

e Open up your Yammer home screen by selecting Yammer from the blue toolbar at the top of your
Office 365 homepage. Your screen will look similar to this:

tablet-academy.com }

YeHome | BRInboxB = 4 Q, Search for people, groups and conversations &, Invite

= G Share an Update @ Add a Doc/Image B PostaPoll More v 5 I
E jaye richards-hill Recent Activity

Demonstrating Yammer for Microsoft MEA Yammer 'n education guide...
Pam Currie liked HAMLET by

William Shakespeare - FULL

AudioBook | Greatest Audio Books
Groups © Notify specific people. in Scoop.it I

All Company B
. " " Pam Currie scooped HAMLET by
Vi Add: Fil T -

Dubai Private Schools ... @ File & Topic Post to My Colleagues m . William Shakespeare - FULL
Africa/Middle East AudioBook | Greatest Audio Books
1Pad Apps Top - All - Following o, in Scoop.it.
Business Development... Pam Currie Pam Currie liked Playing ‘

To All Company S’hakespeare (1982): 2. Using the
Q Browse Groups Verse in Scoop.it.

http://www.scoop.it/t/hamlet-by-pam-currie/p/4020863937/...
4+ Create Group

HAMLET by William Shakespeare - FULL App Directory see all

# Networks ~ fudicbeoklliGreatestiAudiolBocks 4 new featured apps added to the App

www.scoop.it Directory this week.
HAMLET by William Shakespeare - FULL AudioBook |
Greatest Audio Books - The Tragedy of Hamlet,
Prince of Denmark is a tragic play by William Shak...
Add people to this network Add

Like - Reply - Share - More - 14 hours ago from Scoop.it
Suggested Groups see all

* There are different options along the top of the page. Type your update in the Share an Update box.
When you are finished, simply select Post and your message will be published.
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tablet-academy.com H

Yz Home

g jaye richards-hill

Groups ®

All Company

Dubai Private Schools ...
Africa/Middle East

IPad Apps

Business Development...

Q Browse Groups
+ Create Group

® Networks ~

B34 Inbox 'y

G Sharean Update & AddaDoclmage B PostaPoll  More ~

¥ Praise Someone
What are you working on? )
B Post an Event

Top - Al - Following .

F) jaye richards-hill
To All Company
Demonstrating Yammer for Microsoft MEA Yammer in education

guide...
Like - Reply - Share - More - 10 seconds ago

Pam Currie
To All Company

http:/fwww.scoop.it/t/hamlet-by-pam-currie/p/4020863937/...

HAMLET by William Shakespeare - FULL
AudioBook | Greatest Audio Books
www.scoop.it

HAMLET by William Shakespeare - FULL AudioBook |
Greatest Audio Books - The Tragedy of Hamlet,
Prince of Denmark is a tragic play by William Shak...

Like - Reply - Share - More - 14 hours ago from Scoop.it

Q Search for people, groups and conversations

-, Invite

Recent Activity
Recent Activity

. Pam Currie liked HAMLET by

William Shakespeare - FULL
AudioBook | Greatest Audio Books
in Scoop.it.

. Pam Currie scooped HAMLET by

William Shakespeare - FULL
AudioBook | Greatest Audio Books
in Scoop.it.

Pam Currie liked Playing
Shakespeare (1982): 2. Using the
Verse in Scoop.it.

App Directory see all

4 new featured apps added to the App
Directory this week.

Add people to this network Add
Suggested Groups see all
Social Media =

*  You can add documents, images and other files to your messages.
*  Remember to #hashtag keywords in your posts so that they can be found by searches.
*  Polls are useful for quick feedback on a topic or item.

* You also get an option to notify specific people. Entering their names means they get a message
informing them of your post. This is a useful function if your Yammer feed is particularly busy.

* Selecting the More tab opens up a drop-down menu with additional functions, which let you publicly

praise someone or add upcoming events you'd like to notify other users about.

* The person being praised has a message published about their achievement to all users in the whole
institution, as indicated by the arrow:

All Company

Dubai Private Schools ...

Africa/Middle East
IPad Apps

Business Development...

Q Browse Groups
=+ Create Group

# Networks ~

10p + All - Following

- jaye richards-hill
: To All Company

praised jaye richards-hill.

U "Writing a thoroughly useful guide to Yammer in Education”

Like - Reply - Share - More - 40 seconds ar

b jaye richards-hill
: To All Company

Demonstrating Yammer for Microsoft
guide...

fer in education

Like - Reply - Share - More - 9 minutes ago

Pam Currie
To All Company

http://www.scoop.it/t/hamlet-by-pam-currie/p/4020863937/...

- TNV

Pam Currie scooped HAMLET by
William Shakespeare - FULL
AudioBook | Greatest Audio Books
in Scoopiit.

Pam Currie liked Playing
Shakespeare (1982): 2. Using the
Verse in Scoop.it.

App Directory see all

4 new featured apps added to the App
Directory this week.

Add people to this network Add

Suggested Groups

ofn Social Media
“n

* Events can be posted by clicking on the option in the same drop-down menu and following the step-
by-step instructions.

* Every update message, praise or event that is posted gives users options for responding to that post.
The options are listed across the bottom of the update message - Like, Reply, Share and More.

* Liking a post activates a thumbs up icon and opens up a box in which you can type a message to go
with your Like. You also get an option to deactivate your Like should you change your mind later!

* Reply lets you type in a comment.
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e Share lets you send out the update again to everyone in your institution (or just selected users and

groups) along with a comment and an attachment if you choose. The Share screen should look like
something this one:

blet-academy.com

Yz Home B3 Inbox 'y

= 53 Upg
@ jaye richards-hill Share With Group

-, Invite

Van Drieberge and Robert

&% Africa/Middle East Troy Reid Jacobus Rinkwest hnett are now following David
Gro Add people to notify vington.
Top - A

All Company . X . van Drieberge and Robert

mpany A great way of keeping up to date with the latest Windows 8 apps:-) r Yan brieberge ar !
ubat Private Schoole — nnett are now following John

o - well.

Africa/Middle East

. r Van Drieberge and Jacobus
IPad Apps e t are now following jan

ar orke -
Business Development... rrison.
To All Company

Q Browse Groups Good source for Windows 8 Apps. Worth joining their mailing list r Van Drieberge and Robert

to ad they send you new apps each month with videos of how
teachers use them http://apps.innteach.com/apps-in-
alphabetical-order/ ecton see 3

+ Create Group

# Networks ~ atured apps added to the App

View Full Conversation 41 S this ok

Post to Group

I'm planning to use screenshots from our Yammer in the guide I'm

* You also get an option to look at the entire conversation which might have taken place following an
update, including the Likes and Praise and any other attachments that have been made.
e Selecting More opens a drop-down menu with other functions. It looks like this:

tablet-acade o)

YeHome = BRinboxB = g Q, Search for people, groups and conversations &, Invite | eee
= G3 Share an Update @ Add a Doc/Image B PostaPoll More ~ e
f jaye richards-hill Recent Activity
What are you working on? . Pam Currie liked HAMLET by
William Shakespeare - FULL
Groups @ AudioBook | Greatest Audio Books
Top - All - Following . in Scoop.it.
All Company 3
Dubai Private Schools ... = jaye richards-hill x [ Pam currie scooped HAMLET by
[ To All Compan: William Shakespeare - FULL
Africa/Middle East pany AudioBook | Greatest Audio Books
1Pad Apps praised jaye richards-hill. in Scoop.it.
"Writing a thoroughly useful guide to Yammer in Education” ) )
Business Development... 9 S 9 . Pam Currie liked Playing
Shakespeare (1982): 2. Using the

Q Browse Groups Verse in Scoop.it.

Unlike - Reply - Share - More - 14 minutes ago

=+ Create Group ‘W Stop Following

Add topic 3 View Conversation (2% Done App Directory see all
# Networks ~ 4 new featured apps added to the App
& Youlikethis, | & AddTopics Directory this week.
N Bookmark
Jjaye richar
nice B3 Email Me Suggested People see all
Like-Reply| @ Delete sago
E Robert Bennett Tolow |
g Write a reply...
Add people to this network Add

— 3
Online Now
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* Explore these additional functions. You can tag updates (useful for later searches), email them to
yourself and others, delete them from your own Yammer stream, or even stop following the person

who posted the update.

You can choose between three Yammer feeds by selecting any of the options that are displayed under the

update text box on your Yammer home screen. These options are:

* Top - these are the most relevant updates to you (Yammer decides this based on your own updates)
e All - this feed has every update from all users in your institution

*  Following - this feed contains updates from those users you have chosen to follow (read more on
following and being followed later in this guide)

The arrow in the following screenshot indicates where to find these three options:

tablet-academy.com H

Yz Home

B3 Inbox 'y

’.& jaye richards-hill

©3 Share an Update

Q Search for people, groups and conversations

@ Add a Doc/Image B Post a Poll

What are you working on?

Groups ®

All Company

Dubai Private Schools . g
Africa/Middle East '
Pad Apps

Business Development...

Q Browse Groups

+ Create Group

# Networks ~

Top - All - Following

Currie
mpany

e SCOOP.it/t/hamlet-by-pam-currie/p/4020863937/...

HAMLET by William Shakespeare - FULL
AudioBook | Greatest Audio Books
www.scoop.it

B HAMLET by William Shakespeare - FULL AudioBook |
Greatest Audio Books - The Tragedy of Hamlet,
Prince of Denmark is a tragic play by William Shak...

$ply - Share - More - 15 hours ago from Scoop.it

wam-Currie
To All Company

https//wvw.scoop.it/t/hamlet-by-pam-currie/p/4020863929/...

Playing Shakespeare (1982): 2. Using the
Verse

More ~

Recent Activity

. Pam Currie liked HAMLET by

William Shakespeare - FULL
AudioBook | Greatest Audio Books
in Scoop.it.

. Pam Currie scooped HAMLET by
William Shakespeare - FULL
AudioBook | Greatest Audio Books
in Scoop.it.

Pam Currie liked Playing
Shakespeare (1982): 2. Using the
Verse in Scoopiit.

App Directory see all

4 new featured apps added to the App
Directory this week.

Add people to this network Add

Company Resources

Network admins can post files and
Notes here for auick access bv

* If you only want to post an update to members of a group you have joined, then select the group from
the list on the left of your Yammer home screen and type your update there.

e Posting from a group page means that your update will only appear in the feed for that particular
group and not the all institution feed.

Inviting other people from your institution to connect and collaborate using Yammer

e From your Yammer home screen, click on the Invite button at the top right of the screen.
*  Yammer shows how many users from your institution have not yet signed up to use the service. Click
on the green Invite Them box (indicated by the arrow in the next screenshot) to bring up the list of

these users.

10
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tablet-academy.com

YzHome = BRinbox @ Q, Search for people, groups and conversations 2, Invite

B e Invite New Members R —————

Groups ® Import frr k
All Company
Dubai Private Schools ... @tablet-academy.com

Af Middl it
ica/Middle Eas @tablet-academy.com

1Pad Apps
Business Development... @tablet-academy.com
Q Browse Groups @tablet-academy.com

+ Create Group @tablet-academy.com

% Networks ~ @tablet-academy.com

* Select those users from the list you'd like to invite to use Yammer and they will receive a notification
message with instructions on how to join up.
*  You can then start to follow them as soon as they sign in.

Boost your personal learning network by following other users from your institution

Although you can see the Yammer activity of everyone in your organisation by simply selecting All from the
three activity stream options, one of the really fun features of Yammer is that you can choose to follow those
users in your institution who are particularly interesting or are friends or close colleagues.

Following other Yammer users is quick and easy.

e Click on the icon that looks like three dots at the top right of the screen. This opens a drop-down
menu with some more functions and options. It will look something like this:

tablet-academy.com ]

YzHome | BSInbox =@ Q Search for people, groups and conversations =2, Invite

Groups

@ jaye richards-hill People DIrQCtory People
; People
Everyone People I'm following Files
Groups @ Apps
All Company Al A/B C/D E F G/ H I|J/K/L/M N O P Q R S T UV YV
- Edit Profile

Dubai Private Schools ... People Joined On Followers
Africa/Middle East Help

@ jaye richards-hill Apr02, 2014 23

IPad Apps
PR Managing Director

Log Out
Business Development...

Q Browse Groups

+ Create Group a o ?Eege Molyneux Jan 29, 2014 12 f B

@ Networks ~

O Mark Yorke Apr22,2014 12
Director

- 0 David Bevington Apr 27, 2014 e v Followina
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* Selecting People brings up a list of everyone in your intuition who is using Yammer.

*  You follow people by clicking on Follow to the right side of the user's name, as indicated by the
orange arrow in the below screenshot. When you select someone to follow, you will get a message
confirming that your follow request has been successful.

e Selecting the People I'm Following tab (indicated by the green arrow in the below screenshot) will
show a list of everyone you are following in your institution.

tablet-academy.com

YzHome = BRInbox =@ Q Search for people, groups and conversations 2, Invite

’.& jaye richards-hill People Directory

Everyone | People I'm following
Groups ®
All Company allalBlciD GlH I/J/K/LIMIN/O/PIQIRISITIU|V W|X|Y|Z
Dubai Private Schools ... - Joined On Followers
Africa/Middle East

®jaye richa Apr02, 2014 23
Managing

IPad Apps

Business Development...

Q Browse Groups

O Steve Mo Jan 29, 2014 12

Create Grou
+ P CEO

v Following

1 Networks ~

© David Bevington Apr27, 2014 1
Trainer

Director

line Now

4. Connecting and Collaborating in Yammer through Groups and
Networks

Posting messages and following those from all of the users in your institution is great, but sometimes it is useful
to narrow this activity stream down a little. This is where the Groups feature is very useful. You can set up and
join groups for:

*  Special topics of interest

* People working together on projects or assignments
* Departments and faculties

* Management and senior leadership teams

e Collaborating on documents and other files

Joining an existing group is easy - simply use the Browse Groups function on the left side of your home screen
to search through the list of groups. Select the group or groups you wish to follow.
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tablet-academy.com

Click On Groups That Interest You

@ jaye richard Competitive Intelligence  Social Media Development Scotland

. O . ing Daid
Groups O

All Company
Dubai Private Schoold

Africa/Middle East

Jacobus

1Pad Apps wing jan

Business Developme

Q Browse Groups Robert

+ Create Group

& Networks - Create New Group to the App

m View more groups see

*  The popup window also gives you the option to create a new group.

e Alternatively, you can create new groups by using the + Create Group command on the left side of
your Yammer home screen, or by selecting the + icon next to the Groups heading on the left of the
screen.

e Using any of these three options will bring up a new popup window with step-by-step instructions to
help you set up your new Yammer Group.

tablet-academy.com

Yz Home B34 Inbox Iy Search for people, groups and conversations -, Invite

@ jaye richards-hil Create A New Group
erge and Robert
‘m‘ Internal Group External Network ow following David
Groups To collaborate with people inside To collaborate with people outside
your company. of your company.
All Company erge and Robert
w follow hi
Dubai Private Schools ... oW following John
Group Name
Africa/Middle East
) | erge and Jacobus
Pad Apps now following jan
Business Development. Group members

Q Browse Groups + Add people to this group by name or email erge and Robert

=+ Create Group
Who can view content? see 3l

& Networks - ® Public - Anyone in this network ps added to the App
© Private - Only approved members .

Create Group

¢+ Development

| Join _~

* Decide ifitis to be for internal or external Yammer users, name your new Group and invite members.
You can also choose to make your Group private for invited members only.
e Once your new Group has been created, it will appear in the list on the left of your home screen.
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Using Networks to make connections beyond your own education institution

Sometimes you might want to share information with Yammer users outside of your education institution. You

can do this by creating Networks, which allow you to communicate safely with invited users. Such networks
might be for:

* Parents and caregivers

e Suppliers

*  Area ordistrict education officials

*  Local community networks (employers, business sponsors and other support services)

Creating Networks is also easy. Click on Create a New Network on the left of your home screen, and a popup
window will appear. You will then be able to select the option to create an external network.

tablet-academy.com

Z box = Invite
YeHome [EEREES Create A New Network > o=, Invite
@ jaye richards-hill ‘m‘ Internal Group External Network
To collaborate with people inside To collaborate with people outside

your company. of your company. berge and Robert
ow following David

All Company

Network Image
Choose Fik do.
i oose File | nomsindo.png berge and Robert

savec low following John
Dubai Private Schools ... S gJo

Africa/Middle East
) Network Name | yomsindo Name is available. berge and Jacobus
1Pad Apps now following jan

Business Development Description For interaction with Tablet Academy Africa’s Digital Services partner

Q. Browse Groups berge and Robert

c a 81 characters remaining
+ Create Group

& Networks « Permissions

e — & Open- 21 nesvork members can v new membes

® @ Closed- Ony network sdmins can invite new members

Browse External Netw.
(L) Allow tablet-academy.com members to join without an invite etwork Add

Create Network C see 3l

Create a New Network

*  Enter the name and other information and chose privacy options for your network.
* Select Create Network and it will be set up for you.
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YzHome = BRInboxB = 4 Q, Search for people, groups and conversations

=, Invite
= CA Update [EF Poll P Praise [ Event
‘.& jaye richards-hill App Directory see
\ . ) 4 new featured apps added to the App
t jou w ? !
What are you working on @ Directory this week,
Groups ®
Top - All - Followin: -
All Network L 9 Add people to this network Add
§ F) jaye richards-hill
Q Browse Groups has created the Nomsindo external network. N ETOT R oI CES
+ Create Group Like - Reply - Share - More - 50 seconds ago
Network admins can post files and
Notes here for quick access by
@ Networks « everyone in their network. Upgrade
tablet-academy.com yzur network to become a network
admin.
Nomsindo

Upgrade Your Network
Browse External Netw...

Related Networks
+ Admin ~ elated Networks

Tablet-academy.com (parent)

© 2014 Yammer
English (US)
Privacy » Terms » More ~

The new Network will have all of the same functions and features that your main institution network
has.

e Itwill appear in the list of Networks in the menu on the left of your home page.
*  From here you will be able to select which Network to work within.
*  Your main institution network is the Parent for all other Networks you set up.

5. More ways to Connect, Communicate and Collaborate

Your Yammer homepage has additional information and help for you down the right side of the screen.

YzHome | BSInbox @ Q Search for people, groups and conversations &, Invite | ees
= CA Update [R Poll P Praise [ Event o H
‘.& jaye richards-hill Recent Activity
What are you working on? @ | Cor Van Drieberge and Robert
Bennett are now following David
Groups @ Bevington.
All Company Top - All . Following .

Y Cor Van Drieberge and Robert

Bennett are now following John
Dubai Private Schools ... Mark Yorke Cowell wing
Africa/Middle East To All Company
1Pad Apps Good source for Windows 8 Apps. Worth joining their mailing list toad ~ Jg8J Cor Van Drieberge and Jacobus
they send you new apps each month with videos of how teachers use Rinkwest are now following jan
Business Development... them http://apps.innteach.com/apps-in-alphabetical-order/ harrison.

Unlike - Reply - Share - More - 24 minutes ago from iPhone

Q Browse Groups _a Cor Van Drieberge and Robert

+ Create Group % You like this.
_ App ory ee 3
& Networks - '& Write a reply... @ 4 new featured apps added to the App
Directory this week.
F) jaye richards-hill

To All Company Add people to this network Add

I'm planning to use screenshots from our Yammer in the guide I'm

writing for MS. Obviously, I will check content in updates before taking Suggested Groups see all

the screengrabs so don't worry; But if you'd rather not have your

name in a screengrab and thus in the guide, please just let me know... ’ Competitive on

Like - Reply - Share - More - Wednesday at 12:27pm Intelligence

Join

Mark Yorke

T Development

Recent Activity gives you the latest information about who has joined Yammer and who has followed
who in your institution.

Recent Activity also lets you know what apps have been installed, which groups have been set up and
who has ‘liked’ Yammer posts. There is a scroll bar on the right side of this window.
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* App Directory gives you up to date information about new apps and a full list of all available apps to

download.

* Add People is where you can quickly invite users in your institution who are not on Yammer to sign up

and join in.

* The Suggested Groups window suggests groups you might want to join from the list of groups within

your organisation.

e Selecting the Online Now tab opens up a window showing you which of the people you are following

is active and using Yammer at that moment. A green dot next to their name indicates that they are

online.
YzHome | BInbox g Q, Search for people, groups and conversations &, Invite | eee
CA Update EJ Poll 9P Praise [HF) Event o
& jaye richards-hill App Directory see all
P > 4 new featured apps added to the App
What are you working on? @ Directory this week
Groups @
Top - All - Followin: &
All Company P 9 Add people to this network Add

Dubai Private Schools ...
Africa/Middle East
1Pad Apps

Business Development...

Q Browse Groups
+ Create Group

® Networks ~

Mark Yorke

To All Company

Good source for Windows 8 Apps. Worth joining their mailing list to ad
they send you new apps each month with videos of how teachers use

them http://apps.innteach.com/apps-in-alphabetical-order/
Unlike - Reply - Share - More - 39 minutes ago from iPhone

% You like this.

@ Wiite a reply.. @
jaye richards-hill
To All Company

I'm planning to use screenshots from our Yammer in the guide I'm
writing for MS. Obviously, I will check content in updates before taking

the screengrabs so don't worry; But if you'd rather not have your
name in a screengrab and thus in the guide, please just let me know...

TR (e
Company Resources Search for People

Network admins can post files an
Notes here for quick access by g Jacobus Rinkwest
everyone in their network. Upgrai Director

your network to become a netwo
admin.

Upgrade Your Network

© 2014 Yammer
English (US)
Privacy » Terms « More +

Mark Yorke
Director 0

Carole Harper
B Tablet academy Scotland o
Steve Molyneux
- CEo g
Pam Currie
CEO Scotland
E Cor Van Drieberge

* The cell phone icon indicates that they have Yammer on their cell phones working for messages.

*  Select one of your contacts and box appears to allow you to send them a private message.

tablet-acade 0 1
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YzHome | BB Inbox
’.& jaye richards-hill
Groups ®
All Company

Dubai Private Schools ...
Africa/Middle East
IPad Apps

Business Development...

Q Browse Groups
4+ Create Group

1 Networks ~

'y Q. Search for people, groups and conversations &, Invite | ees | |
GJ Update [ Poll P Praise [ Event )
Recent Activity
What are you working on? @ Y Cor Van Drieberge and Robert

Top - All - Following &

Mark Yorke

To All Company

Good source for Windows 8 Apps. Worth joining their mailing list to ad
they send you new apps each month with videos of how teachers use

them https//apps.innteach.com/apps-in-alphabetical-order/
Unlike - Reply - Share - More - 43 minutes ago from iPhone

 You like this.

[J Jacobus Rinkwest

Bennett are now following David
Bevington.

[ Cor Van Drieberge and Robert
Bennett are now following Jqf

Cowell. Online Now o
( : Search for People
ﬂ Cor Van Drieberge and Jaco p!
Add someone to this conversation Jacobus Rinkwest 0
| Director
Mark Yorke
Director g

Add more people?

jaye richards-hill
To All Company

I'm planning to use screenshots from our Yammer in the guide I'
writing for MS. Obviously, I will check content in updates before 1
the screengrabs so don't worry; But if you'd rather not have your
name in a screengrab and thus in the guide, please just let me kr ||

Like - Reply - Share - More - Wednesday at 12:27pm

Carole Harper
h B\ Tablet academy Scotland v}
Steve Molyneux
- CEo g
Pam Currie
CEO Scotland
n Cor Van Drieberge
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* Clicking on the People icon at the top of the messaging box lets you add others to the private
message. In this way you can start an instant message conversation with one or more of the people
you follow on Yammer.

Yammer is becoming integrated throughout Office 365. You can even use it to share documents and files
straight from where you are working on them.

*  Open your file in a SharePoint group or from your OneDrive. Click on the three dots to the right of
the file name and a popup window will open. The arrow indicates the command options available for
this particular file:

() Office 365 Outlook Calendar People Yammer OneDrive Sites - Admin - [ESETLUTIEETINSSEPORNY

BROWSE | FILES  LIBRARY o)

OneDrive for Business

Documents » Yammer

Setting up and using Yammer in your educat... *

My Documents

Followed Documents

Shared with Me Welcome to your OneDrive for Business, the place to store, sync, and share your

®new FTupload Zsync # edit 4 manage < sharl
Al e Find a file P

v DO nNeme )

@ Setting up and using Yammer in your education institution | fxd

Recent Documents

g Twenty ways to use Yammer in Education v N @ eaceioFw

B - X
Changed by you on 5/12/2014 10:48 AM
Shared with " v-angels@microsoft.com
htps://1 demyuk-my.sharepoint.com/p fjaye_tak 4

EDIT  SHARE  POST

lout this document on Yammer.

* Ifyou select Post you will be able to share the document with individuals, groups, networks or your
whole institution.

“|IF S8 Free tools forteache.. () Windows8 Charms...  Education and Tech... » (] Other bookmarks
https://tabletacademyuk-my.sharepoint.com/personal/jaye_tablet-
academy_com/_layouts/15/WopiFrame.aspx?sourcedoc=%7BC38204D5-645F-4E33-8FFD- Outlook Calendar People Yammer OneDrive Sites ... Admin ~ EEEEELIEEINRgE oMy
A2F42845A8A3%7Da&file=Setting%20up%20and%20using%20Yammer%20in%20your%20education%2 =
Oinstitution.docx&action=default -
Notify specific people...

Setting up and using Yammer in your education institution.docx ==
tabletacademyuk-my.sharepoint.com

@ .
No Thumbnail cuments are private until shared. Learn more here. Dismiss

# Addtopic Post to (type a group name).. -

Type to search for results

i My Colleagues = Sharing Y
Post to My Colleagues =8 Jaye Richards-Hill
PYTY Dubai Private Schools E... £ Jaye Richards-Hill

m Africa/Middle East

PP Pad Apps

P Business Development ..

,-[-J Development

* Thisis another way in which Yammer can be used to connect, communicate and collaborate with
others both inside and outside of your institution to help you complete important tasks.
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This guide has covered the basics for setting up and starting to use Yammer. Spend some time exploring the
various functions and features, and have a look at some of the ideas for how you might use Yammer in your
education institution, which are featured in the next guide.
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20 ways to use Yammer in Education

1. Send out a message to everyone

Encourage all users to start using Yammer for communication and sharing. Post an introductory message
asking for ideas on how Yammer might be used in your institution. You might have to check that everyone has
been invited or has signed up, by sending out more traditional communication like email or even put up
posters around the place, but try and encourage as many people as possible to join.

Put the word out that Yammer is the social network for your institution and watch the ideas flow!

2. Set up some basic groups

Groups can be really useful in education institutions, and there are many different types of group you could set
up, but for now you can start with setting up staff and student groups. Remember to make them private so that
each group of users feels confident about sharing and posting. You don't want students joining your staff

group... or vice versa!

3. Set up an external network for parents and caregivers

Yammer is a fantastic way to keep in touch with the parents and caregivers of your students, and is brilliant for
improving home-school relationships. Why not encourage all of your parents to sign up for Yammer at the
next parents’ evening? You can post regular updates, examination timetables, sports dates, school show
details... and Yammer messages never get lost on the way home like printed newsletters!

4. Use the Praise button!

The Praise function is a lovely way to let your whole institution know about special achievements made by
individual students and staff. You can use this feature for fantastic performance in sports, music and drama, or
just about any special case meriting reward and recognition. Staff promotions and professional recognition
and even births, birthdays and marriages can be shared with everyone or just within groups on Yammer.

5. Advertise a special event

If it's the school show, sports day or any other special occasion in the life of your education institution, why not
use Yammer to let people know about it? Using the Events feature is a great way to remind everybody about
what's happening. Next time you have a parents’ evening, sporting function or other school event, use Yammer
to tell everybody about it.
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6. Schedule staff meetings

You could use the Events feature to schedule your staff meetings, particularly if they are not always on the
same day or at the same time. Use the Events feature in your whole staff group to let everyone know there is a
staff meeting coming up. And you can also attach the agenda and minutes from the previous meeting to
ensure that all staff members receive them before your meeting. You could also use Yammer for staff

professional development activity sessions.

7. Set up special interest groups

You can use Groups for lots of different purposes on Yammer. How about having a group for each of your
subject departments or faculties? And how about one for each student year group or even class? Societies and
clubs could also have their own Yammer groups for communication and sharing. Lots of updates might only be
of interest to members of these groups and so the main institution update stream will be less cluttered if
groups are used in this way. The groups can be made private or public and, of course, they have all of the
features of the institution’s main Yammer network, so documents, files and other information can be shared
and stored in the usual way. Why not use groups more widely in your institution in this way?

8. Set up a project Yammer group

If you're working on a special project or initiative, then set up a Yammer group for better and quicker
communication between those involved. You can share work deadlines, schedule significant dates and project
milestones using the Events feature, Share and collaborate on documents and files, and even hold online
Yammer meetings and discussions when decisions have to be made and progress reviewed. All of this makes

Yammer a fantastic project communication tool for educators and students.

9. Use an external network to collaborate with another institution

Using external networks is a good way of involving others outside of your institution in the learning and
teaching within your classroom. You could set up a network with a subject expert from the local college or
university and your class students for discussion sessions and expert input into your work. Simply invite your
expert and your class students to the new network and they will be able to interact together. Yammer brings

the world into your classroom.

10. Use an external network to collaborate with another class

You could also use an external network to join another class and chat about the work you are both doing. You
can try to connect with another institution somewhere else in the world doing similar work to your class and
get your students chatting to the students from the other class using a Yammer external network. All you need
to dois to set up the network and invite them to join. This is a great way to hold weekly discussion sessions
with the two classes working together. After all, anyone can use Yammer for free so there is no cost to the
other institution even if they are not already signed up. Yammer takes your classroom out to the world.
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11. Better staff-student revision sessions

Yammer is a safe way for teachers and students to interact. Teachers in your institution can run easy-to-access
revision and coaching sessions using Yammer to ask questions and offer advice and feedback. By creating polls
and asking questions, teachers can keep in touch with their students, assess their understanding and monitor
progress. Students can ask questions they might not like to ask in class. Social networking is a cultural tool for
students, which educators can tap into and use to help with academic progress in a way that is fun and relevant
to the students’ lifestyles.

12. Hold a debate

Debating can be a fantastic way to help students develop a deeper understanding of different subjects as well
as issues with current affairs. Good debating also helps them develop a tolerance and understanding of
different points of view. Yammer can bring people together to debate without them needing to be all together
in the same room. As it is a social network, students won't take long to get to know how it works, which means
that educators can focus their time on the subject to be debated rather than teaching students how to use the
technology. Yammer is designed for fast, easy communication and is great for encouraging young people to
participate in discussion and debate.

13. Create a mentor programme on Yammer

Yammer groups can be invaluable in bringing together people who would normally not be able to meet up,
like different age groups and full and part time students. You could use Yammer to bring these groups
together in ways that also make a positive impact in your institution. Try using Yammer to enable new students
to connect with seniors and ask questions and share problems they might be encountering as they get used to
their new surroundings. It's often much easier to ask questions and seek advice online rather than face to face.
Yammer groups are a useful way to facilitate this dialogue and make life easier for many students.

14. Create an information hub

Why not try using your Yammer group as an information hub? Posting useful web links for students, as well as
coursework suggestions and advice, deadlines and schedules for meetings and classes or even school notices is
a quick and easy way of getting information out to where it needs to be, but also creates a resource centre that
students can use and keep coming back to. The search function means that anything can be found by using
keywords and easily retrieved. Students will also start to post useful information and engage in conversation
about the work being done. But keep it light, social and fun - try not to post assignments or grades or use it to
manage student performance.
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15. Use Yammer to teach online safety

As Yammer is completely internal to your institution, there is no risk of inappropriate connections being made
with unknown individuals or groups. This means that you could use it as a 'sandpit’ to teach younger students
all about setting up online profiles and responsible use of social networking. This would be impossible to do
with a public network like Twitter or Facebook. These students can now get hands on experience in using

social networking in a safe and secure environment.

16. Brand your Yammer

Why not customise your Yammer so that it fits in with your brand? You can add your logo and masthead
images, have a Yammer email header picture and change the colour scheme. This might be a bit complex for
Yammer newbies, and you need to be an administrator. You can access the tools by clicking on Admin, which
you'll find just under Networks on the menu running down the left side of your home screen. Doing this

branding will make Yammer much more personal to your institution.

17. Yammer is mobile

Yammer can be used on any mobile platform and there are apps for Windows, Android and iPhone. Encourage
your educators and students to download the apps onto their cell phones and tablets and they'll be all set to
carry on the conversations while out and about. Learning though collaboration doesn't just have to take place
in the classroom and Yammer is perfect for helping fit your students’ learning to their lifestyles.

18. Explore the apps

Spend some time going through the apps that are available for Yammer, and encourage other users to explore
and share their discoveries with everyone else. You could set up an apps group on Yammer where you can
share and discuss the different apps users find and how they can be used in learning and teaching. The Links
app is particularly useful - it gives you a list of all the links that have been posted by everyone in your network.

19. Take care with your posts

Remember that your posts on Yammer are public records, so it can be a case of post in haste and repent at
leisure. If you are upset or angry, it is probably a good idea to wait ten minutes before hitting the Post button.
While you can hide conversations by clicking on the X icon, the posts will still appear in searches and
@mentions (you use the @ before a user’s name to search for them). So think carefully before you make a post
you might later come to regret!
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20. Check someone out !

Clicking on someone’s name brings up lots of interesting information about them - their conversations, links,
polls, praise and bookmarks. If you are casually browsing through your Yammer, you can uncover loads of
interesting new information by looking at, for example, the bookmarks of the people you follow or their links.
It's rather like knowledge grazing through your contacts. So go check them all out and see what you can
discover...
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