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Welcome! 
We’re so excited you’re giving 15Five a try! This simple and 
powerful SaaS app is designed to surface critical insights by 
asking powerful questions to keep management informed, 
employees engaged, and teams aligned in just minutes each 
week. It is our mission to empower organizations to create 
powerful feedback loops and build cultures that are founded 
on truth and insight.

How does 15Five do that?

EmPloYEES STArT bY ANSWErINg 
PoWErFUl QUESTIoNS.
Each week employees respond to insightful, conversation-
provoking questions about their successes, challenges and 
great ideas in just minutes each week. 

mANAgErS rESPoNd ANd SUPPorT. 
Managers offer feedback and recognition, start meaningful 
dialogue, and pass up important highlights. Manager-
employee relationships are strengthened, morale improves 
and employees feel heard and focus on what’s most 
important. 

ThE WholE TEAm STAYS hEAdEd IN ThE 
rIghT dIrEcTIoN. 
Get timely insight for informed and effective leadership so 
teams can make confident decisions and take action with 
clarity and purpose across your organization. .

I



Quick Start: If You do Just 3 Things
1. INVITE USErS  

Start by inviting 2 or 3 colleagues who will write 15Fives 
during the first week --this is a tool for teams. The most 
important information flows when multiple teams and levels 
are engaged with the app, but start with your core group. If 
you skipped this during setup, simply go to your settings to 
add more people. We’ll send them instructions and help them 
get started. 

2. ASk & ANSWEr QUESTIoNS 

Once you’ve invited your team, 15Fives will be generated 
regularly and automatically. A reminder email will be sent 
to all reporters the day that their reports are due (you can 
change this weekly due date at any time). They log in, take 15 
minutes to answer the questions, and submit their report!

3. rEVIEW rEPorTS (ANd WrITE YoUr oWN)

Even as a reviewer, you can still submit your own 15Five.  
You can have other members of your team follow your 
reports, or join a Peer View Group for total transparency and 
collaboration. 15Five visibility settings are customizable so all 
relevant parties can be involved in the conversation, while still 
maintaining the privacy you require. More on this below. 
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http://success.15five.com/article/92-why-you-should-invite-your-colleagues
http://success.15five.com/article/82-how-do-i-create-a-group-or-separate-my-team-into-departments


Setting Up For Success: best Practices
ExPlAIN ThE bENEFITS oF 15FIVE To YoUr TEAm

Whether you’re rolling out the tool to 5 or 500 employees, 
send everyone a quick email (or better yet, have a chat) and 
let them know what 15Five is all about. Explain the ways that 
you hope to use it --to hear about what’s important in their 
world, to learn about their challenges, and to give them a 
place to contribute great ideas. Be sure to explain how you 
think it will benefit them AND your team as a whole.
 
ENgAgE WITh rEPorTS

Once your team starts submitting 15Fives, you’ll be privy 
to a lot of interesting insight. To keep communication alive 
and thriving, provide feedback during your review process. 
It can be as simple as “Thanks for letting me know!” or 
giving a “Like” to anything you want to acknowledge. If your 
employees know they are being heard, they are less likely 
to disengage and more likely to keep sharing the important 
stuff.

kEEP IT FrESh

15Five begins with four great questions, but you can (and 
should!) customize your questions periodically to gain a fresh 
perspective. We recommend putting a new question in the 
mix every 6 to 8 weeks. Read more about the power of asking 
the right questions and find an arsenal of company-wide and 
team specific questions below.
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Navigating the App
UNdErSTANdINg FEATUrES

Reviewing and engaging with 15Five reports are the most 
important things you can do to keep your team invested in 
building a stronger communication channel. Not unlike a real-
life conversation, no one wants to talk to a wall. Even a quick 
comment can go a long way in making people feel heard. 
Following is a quick overview of essential features.

AcTIoN bAr

Start conversations and engage with your team right from 
within your 15Five reports.

Comment: This one makes a case for itself. Use comments to 
speak up and weigh in on anything included in a 15Five.

Like: On the flip side, not everything requires a written 
response. You can also ‘like’ an answer to acknowledge a job 
well done. 

Pass It Up: Want to share something from the team with your 
reviewer?  You can pass up answers so that they are included 
in your own weekly 15Five.
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Follow Up: If you want to flag an item for future resolution 
or perhaps an offline conversation, mark a "Follow up". 
Each item will show up in your inbox-style Follow Up tab 
which is personal to you. Use it to create meeting agendas, a 
highlights reel, or any other items you’d like to keep top-of-
mind (without having to shuffle through past reports).

@Mentions: This feature enables you to loop others into to a 
conversation. Include a colleague by typing @ and then that 
person’s name in a comment. They’ll then be notified and 
shared on the thread --a great way to share accomplishments 
or begin collaborations. 

mANAgINg YoUr AccoUNT

Your settings are located right under your name in the top 
right corner of the account page. Manage your settings and 
customize your account by clicking “Edit Profile” (or “Manage 
Company” if you’re an administrator).

 



Want to learn more? Check out the following how-to articles 
for more details about getting started on the right foot.

hoW do I?

ADD PEOPLE
CHANGE A REVIEWER
CHANGE THE REPORT DUE DATE 
CHANGE OUR REPORT QUESTIONS
CREATE GROUPS
GRANT VIEW PERMISSIONS 

controlling Privacy
By default, you will be able to see anyone’s 15Five that 
“reports” to you. 15Five also includes a built-in ‘drilldown’ 
permission, which means that reviewers can see the direct 
reports of their team’s reports, much like looking down a 
tree at all the branches below. At any time, you or your team 
members can make an answer or a comment private to just 
one person.  

hoW do I mAkE AN ITEm PrIVATE?

Just because an answer or comment isn’t private, does NOT 
mean that it’s public. Only the people who are permitted to 
view your 15Five report can see anything you write.  

Sometimes you might have something that you want to share 
with just one other person --your reviewer or someone else 
in the existing conversation. Here’s a primer on how to mark 
private answers and private comments, should the need arise. 

Additional drilldown and visibility settings can be applied-- 
either by group or individual-- based on your organization’s 
needs.

http://success.15five.com/article/92-why-you-should-invite-your-colleagues
http://success.15five.com/article/51-how-do-i-set-up-a-reviewer
http://success.15five.com/article/89-how-do-i-change-due-dates-on-reports
http://success.15five.com/article/20-can-i-change-the-questions-on-the-survey
http://success.15five.com/article/82-how-do-i-create-a-group-or-separate-my-team-into-departments
http://success.15five.com/article/24-how-do-i-request-to-view-someone-elses-reports
http://success.15five.com/article/99-how-to-make-your-answers-private-on-your-report
http://success.15five.com/article/67-what-are-private-comments-how-can-i-make-a-comment-private


WhAT IS PEER VIEWING?

Peer Viewing is a user-enabled feature that allows individuals 
within a group to view and comment on each others’ 15Fives. 
Turning on “Peer View” is a good option for teams that want 
more visibility and collaboration, encouraging a more forum-
style conversation for generating ideas and surfacing issues. 
This is a great option for companies with a more transparent 
communication model.

WhAT IS PEER DRILLDOWN?

Peer Drilldown enables all individuals within a group to 
view the reports that are directly underneath their fellow 
team members. Example: If John reports to Mary, and Mary 
reports to Lisa, with “drill down” enabled, Lisa can see John’s 
reports— even though she isn’t his direct reviewer.

WhAT IS A “VIEWER”?

Other people can request to view your 15Fives, regardless 
of their grouping or position within the company. These 
users are referred to as ‘viewers’, and have commenting and 
conversation privileges like anyone else. Anyone can request 
to be a ‘viewer’, but you’ll need to give your approval before 
they can see your reports. You can also grant another person 
direct access to your reports from the ‘Manage Viewers’ 
screen. 

http://success.15five.com/article/15-what-is-peer-viewing-how-can-i-turn-on-off-peer-view
http://success.15five.com/article/15-what-is-peer-viewing-how-can-i-turn-on-off-peer-view
http://success.15five.com/article/62-how-do-i-request-to-view-someone-elses-reports


The Power of Questions
At the heart of 15Five are questions designed to help you 
and your team get the information you need, give feedback 
and stay on the same page. The following are some essential 
company-wide questions to get you and your team started 
with 15Five. 

1) WhAT’S goINg WEll IN YoUr rolE? ANY WINS ( bIg 
or SmAll ) ThIS WEEk?

Celebrate your week!  Brag about all the great stuff that 
happened, including small things that aren’t related to your 
top priorities.  

By reflecting on your big AND little wins of the week you 
can more easily track your progress and celebrate our 
accomplishments.

2) WhAT chAllENgES ArE YoU FAcINg? WhErE ArE 
YoU STUck?

The quickest way to overcome challenges and get unstuck 
is to say “ I’m stuck!” By identifying challenges and then 
bringing someone else’s attention to them, we are in a 
position to receive the coaching and guidance that helps us 
overcome hurdles and grow in the ways we need to.  
Often just writing about where we’re stuck begins the process 
of getting clear on how to resolve the matter ourselves.
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3) WhAT’S oNE IdEA oN hoW To ImProVE YoUr rolE 
or ThE comPANY?

Harness the unique skills and perspectives of your team 
members. Someone might be sitting on a great idea and not 
sure how or when to bring up. This is their chance.
Asking this question is a low pressure way to throw big or 
little ideas about improving anything and everything. 
We’ve heard stories ranging from new coffee selection to 
whole shifts in company policy.

4) hoW ArE YoU FEElINg? WhAT’S ThE morAlE 
AroUNd YoU?

So, how is everyone really feeling? Stressed by the new 
product launch? Giddy about closing that new deal?  Is 
your team on the edge of burn-out or are they happy and 
energized? 

Answers to this question help you keep the pulse of your 
company and provide opportunity to realign the team (or the 
culture at large) before anything can really go awry. 

For a wealth of team specific and thematic questions visit our 
Question Bank for inspiration.

http://success.15five.com/article/33-need-some-inspiration-for-great-questions


Thank you!
We want you to accomplish great things. Together, with your 
team. And we really hope you love 15Five. Our doors are 
always open, connect with us at support@15Five.com for any 
questions, feedback, or just to say hello. 

There are more helpful how-to articles at 
http://success.15Five.com. And for awesome content around 
leadership, culture & communication check out the (almost) 
famous blog at http://blog.15five.com/.

In Service,
Emily and the 15Five Customer 
Success Team 
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mailto:support%4015Five.com?subject=
http://success.15five.com/
http://blog.15Five.com

