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Conversations in Betterworks provide an 
easy way to ensure your organization’s 

communication is structured and consistent.

This user manual will provide an overview of 
different settings available to administrators 

that will allow you to create customized 
Conversations for your organization.
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Getting 
Started
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5Admin Settings for Conversations – Getting Started

Step 1
Click on “Admin” in the 
navigation bar at the top 
of the screen.

Step 2
Click on “Program 
Management” just below 
that.

Step 3
Click on “Settings” below 
the “Conversations” 
heading in the left-hand 
sidebar.

Step 4
From here, you can start 
a new Anytime or 
Scheduled Conversation, 
or you can select from 
an available template.
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Anytime 
Conversations
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7Admin Settings for Conversations – Anytime Conversations

• If your Conversation is 
intended to supplement a 
meeting between the Manager 
and the Direct Report, you can 
enable the Confirm Meeting 
button. This will allow 
employees to document that 
the meeting took place.

• The second checkbox in this 
step will enable your end users 
to create goals from within 
their Conversation.

• You can check the third box in 
this step if you only want to 
allow Managers to be able to 
initiate this Anytime 
Conversation.

Step 1: Name This Conversation

This step allows you to create or 
edit your Conversation’s name and 
optional description. This section 
may be updated after the 
Conversation has launched. 

Update your conversation name or 
description and save the changes.

Title Character Limit: 64

Description Character Limit: None

End User View

End User View
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8Admin Settings for Conversations – Anytime Conversations

Step 2: Decide on a Format

This step allows you to 
determine who will be 
answering the questions. The 
responses to these questions 
will be viewable to both the 
manager and the direct report.

Step 3: Permissions

This step allows you to 
determine the level and type of 
access different roles will have 
to the Conversation. You can 
set View or Edit permission, or 
you can limit access entirely.

Note: “Skip-Level Manager” 
refers to leaders with multiple 
layers of direct reports. Skip-
Level Managers with view/edit 
access will see an additional tab 
in the Conversation module 
when this option is enabled.

Skip-Level View

Step 4: Notifications

This step allows you to send out 
a notification to end users when 
your new Anytime Conversation 
has been created.
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9Admin Settings for Conversations – Anytime Conversations

Steps 5 & 6: Direct Report & 
Manager Questions
These steps allow you to create 
questions for Direct Reports 
and Managers respectively to 
answer in their Conversations. 
You can select amongst 
different question types, set 
word limits, and also determine 
whether a response is 
mandatory. Responses will be 
visible to both parties once 
shared.

Step 7: Deploy Conversation

If you select the Deployment 
option, your Anytime 
Conversation will go live. Once 
someone starts the 
Conversation, they will have to 
complete it within the number 
of days you specify here.

Important: Once a 
conversation has launched, un-
deploying the conversation will 
remove any previously shared 
responses.
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Scheduled 
Conversations
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11Admin Settings for Conversations – Scheduled Conversations

Step 1: Name This Conversation

This step allows you to create or edit 
your Conversation’s name and 
optional description. This section 
may be updated after the 
Conversation has launched. 

Update your conversation name or 
description and save the changes.

Title Character Limit: 64 

Description Character Limit: None

This check box will enable your end 
users to create goals from within 
their Conversation.

Step 2: Select Participants

This step allows you to specify to 
whom your Conversation will be 
disseminated. This can include all 
employees, specific departments or 
groups, or the option to upload a 
custom CSV file containing a list of 
specific participants.

Note: Leverage Groups/Custom 
Participant lists. If a new participant 
is added to a Group or Conversation 
participant list during an active cycle, 
the Conversation will launch to the 
employee and their manager at the 
top of the hour. Similarly, if all 
employees are selected, a newly 
provisioned user will receive a 
conversation at the top of the hour.



Be
tt

er
w

or
ks

 C
om

pa
ny

 C
on

fid
en

tia
l 2

02
3

12Admin Settings for Conversations – Scheduled Conversations

Step 3: Decide on a Format

This step allows you to determine 
who will be answering the 
questions. The responses to these 
questions will be viewable to both 
the manager and the direct report.

Additionally, you can enable 
confidential questions and 
determine who will answer those 
and when. The responses to these 
questions are only visible to the 
person who wrote them and the 
program Admin.

Step 2: Select Participants (Cont’d)

This check box allows Managers to 
invite additional contributors to the 
Conversation. After checking this 
box, you can set the contributors’ 
visibility to other participants’ 
responses.

The direct report cannot view 
contributor responses.

Managers cannot add contributors 
after their conversation responses 
have been shared.

Managers cannot add contributors 
during the grace period (after the 
conversation due date).

If “allow contributors to view others 
responses” is selected, contributors 
will also have access to view the 
manager’s responses once shared.
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13Admin Settings for Conversations – Scheduled Conversations

Step 4: Permissions

This step allows you to determine the 
level and type of access different roles 
will have to the Conversation. You can 
set View or Edit permission, or you can 
limit access entirely.

Note: “Skip-Level Manager” refers to 
leaders with multiple layers of direct 
reports. Skip-Level view/edit access will 
see an additional tab in the 
Conversations module when this option 
is enabled.

Steps 5 & 6: Direct Report & Manager 
Questions
These steps allow you to create 
questions for Direct Reports and 
Managers respectively to answer in 
their Conversations. You can select 
amongst different question types, set 
word limits, and also determine 
whether a response is mandatory.

Note:
• Answer types include Paragraph, 

Scale (25 options), Multi-select (25 
options), and a 5-star rating. 

• The question character limit is 512.

Step 7: Notifications

This step allows you to send 
notifications to your end users at 
various points in the Conversation cycle 
to help drive participation.
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14Admin Settings for Conversations – Scheduled Conversations

Step 8: Schedule Conversation 
Cycles
This step allows you to set Start and 
End dates for your Conversation 
cycle. You may extend the cycle end 
date as long as the date has not 
passed.

If your Conversation is intended to 
supplement a meeting between the 
Manager and the Direct Report, you 
can enable the Confirm Meeting 
button and set the date on which it 
becomes visible to the end user. This 
will allow employees to document 
that the meeting took place.

Within this step, you can also set a 
grace period during which unlocked 
questions can be edited after the 
cycle end date. You may extend the 
grace period as long as the grace 
period due date has not passed. 
Employees will not see the grace 
period due date. The grace period is 
not visible on the Conversation, but 
the Conversation will remain open 
for the set number of days 
configured. 

Within the Additional Lock Options 
drop-down, you can set all or some 
questions to lock once employees 
have shared them. If the question is 
not locked, the employee can edit 
their answers after they’ve shared 
them up until the end date. The lock 
option will prevent them from 
changing responses. If a question is 
locked and a user wants to make 
updates, the user must “request to 
edit.”
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15Admin Settings for Conversations – Scheduled Conversations

Step 8: Schedule Conversation Cycles 
(Cont’d)

Admin Review prevents a party from 
sharing their answers before a 
specified date (review deadline). You 
can also set a submit deadline for 
users to submit their responses to 
Admins for review.

Within this drop-down, you can set a 
timeframe for end users to submit 
their answers to Admins before 
sharing their answers more broadly. 
End users will see the deadline to 
submit their responses to Admins, but 
Admin review deadlines must be 
shared by the Admin/HR team; these 
will not be communicated within 
Betterworks. 

Once the Admin review deadline has 
passed, end users will need to return 
to the Conversation and click the 
“Share” button in order to disseminate 
their responses.

Step 9: Deploy Conversation

When you select the Deployment 
option, your Conversation will be set to 
go live on the dates you specified 
within Step 8.

If the same template and questions will 
be used for future Conversations, you 
may schedule additional cycle 
deployments on the date of your 
choosing by selecting "+ Add Another 
Cycle” in Step 8.


