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There are two approaches to conversations within betterworks. 

1. Scheduled Conversations are set around a specific process related to OKRs, performance, or perhaps just 
a check-in. These conversations are pre-set for you by HR or your system admin.

2. Anytime Conversations are created by the user rather than scheduled for you, and can be launched by 
choosing from a list of templates available in the conversations module. These are conversations you may 
start at any point in the year to maintain an ongoing dialogue with your direct report or manager.

Notifications: Depending on your 
organization’s process, you may receive an 
email notification and/or a system 
notification ahead of time.

● System notifications will appear under 
the bell icon in the top right hand 
corner of betterworks. 

Conversations in betterworks



• Log in to your betterworks account and click on the conversations tab in the header menu. 

• From the Conversations tab, you will see a list of current conversations along with the conversation name, type, end date, and 
participants. 

• The name listed for the conversation is based on who you are having the conversation with. The green check mark indicates who 
has completed their step in the process already. 

• Open the conversation by clicking on the conversation name or the Answer button shown below. This button will change as you 
move through the process of completing the conversation, based on what action is required. 

Accessing Scheduled Conversations 



• Answer the questions in the conversation template based on the instructions provided. You may have different types of questions 
from open text, to rating scales, or multi-select. 

• Depending on your organizations set-up, you may also have access to your current objectives within the conversation template, 
on the right hand side. 



• As you complete the conversation you can save it at any time using the Save Answers button. 
• Saved responses will remain private until Shared.

• When you are ready to finalize, you’ll select the Share button. 
• Once you have shared, the other party will be able to view your responses and prepare for the discussion.

• The tool will prompt you one time to ensure you are ready to share, as shown below. 

• If you are viewing your conversation from the conversations 
tab , and have answered all of the questions, the share 
button will also be visible from that view. 

• What was formerly the answer button will now prompt you 
to share with the user the conversation is with. 



• Log in to your betterworks account and click on the Conversations tab in the header menu.

• Click on the Create button in the top right hand corner of the screen, under your name. 

Starting an Anytime Conversation 

• Select a person to start a discussion with and choose from a 
pre-populated list of conversation templates, depending on 
what type of discussion you want to create. 

• To launch the Anytime Conversation, click Start.

• When you are ready to finalize responses, you’ll select the Share 
button. 

• Once you have shared, the other party will be able to view your 
responses and prepare for the discussion.



• As you complete the conversation you will notice previous conversations with this person are available on the left hand panel of 
the page. 

• You may open and access past conversations for reference, if there are any, by clicking them individually.  
• This can be helpful supporting information along with the feedback and objectives mentioned on the prior page of this 

guide. 



Appendix



• These questions are often indicated with a yellow box notifying 
you that only Admins will have access to your answers once 
shared.

Confidential Questions

• You may have “Confidential Questions” to answer during a 
conversation or after a conversation has been completed.

• Confidential questions are used to capture information for 
talent reviews, to collect feedback on a manager or employee, 
and other use cases based on your organizations process. 



• If there is an admin or HR review period, you will see a 
“Submit” button in blue. 

• You will need to Submit your answers to your HR 
Department for their review prior to having the option to 
Share.

Additional Completion Indicators

Your organization process may determine confirmation of a meeting is required as a final step to complete the conversation in its 
entirety or for the conversation to be submitted for admin/HR review.

• If confirmation of meeting is required, you will notice one 
last and final button which says “Confirm meeting”. This 
feature is used to encourage an in person discussion 
outside of the interaction completed in the tool. 

•  If you do not see this button, you are not required to 
confirm you have met. 



Saving Answers as a Draft

• You can save your work as you answer questions, 
using the Save Answers button. 

• This option enables you to continue where you left off 
without losing information if you need to complete the 
conversation at another time. 

• Saving your answers will not finalize or share your 
responses with the other party. 

• Once all of the mandatory questions have a saved 
response drafted, the Share button will appear.



• Towards the end of the conversation you will notice a notes 
option appear. 

• This is meant to allow you to track notes during the 
in-person discussion if one occurs, or in general for 
information that may be relevant but was not captured in 
the questions.

• Conversation Notes will be visible to the other conversation 
participant once saved.

Conversation Notes



• You can access any previous or past conversations after the end date has passed by selecting the drop-down menu in the top left 
hand corner of the conversations list view, as shown below.

• If for any reason you need to make changes to a past conversation, you may open the conversation and 
make a request to edit by clicking on the gear icon shown below. This request will send a notification to 
HR to approve and open access for you to make changes to a conversation after the due date. 

Request to Edit Past Conversations



• For more information about conversations 
best practices and additional resources, 
access the betterworks support portal 
directly from within the tool. 

Questions?



Additional Resources for 
Managers



• Managers will have access to a Performance Snapshot as well as additional insights relevant to keeping conversations on track.
• The Performance Snapshot provides access to a high level overview OKR progress, completed conversations, feedback/ 

recognition received, and if used, calibration placement. 

• Please note that the performance snapshot is optional and may or may not be used by your organization. 

• You may access this the Performance 
Snapshot within the conversation or from 
the employee’s profile page. 

Performance Snapshot



• The performance snapshot will provide clickable metrics showing how many conversations have been completed for each 
employee based upon your business calendar set up in the system. 

• For example, clicking into the conversations total will open and display the overall details of the conversation. 

• You may also use the print icon to open a more detailed pdf to save to your desktop or print. 



Thank you!


