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1. What is OpenBlend?
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OpenBlend is a platform designed to enable effective 1:1s to boost performance 
and develop people. 

This guide is here to help you navigate the platform both alone and in a 1:1 with 
your direct reports.

Topics to discuss in your 1:1s

This guide focuses on navigation only however it’s worth highlighting that there 
are several topics and features available with OpenBlend. 

The topics that you have access to are dependent on what has been requested 
to be set up for your company.

By default, your admin will have set a first topic that you will discuss in the first 
1:1 with each direct report.

All other topics that are available to you will be locked after the first 1:1 has been 
held. 

For example, if you have Objectives, Motivators, and Wellbeing, with the 
Objectives being your first topic, then Motivators and Wellbeing will be unlocked
after you have successfully navigated through Objectives, creating at least one 
and have discussed it in a 1:1.

OpenBlend Topics:

• Objectives
• Motivators
• Wellbeing
• Develop
• Evaluate
• Feedback
• High fives
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2. Your homepage
Your homepage will be the first page you land on after logging into OpenBlend or 
being re-directed after signing in via your company’s systems. 
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2.1. Navigation: 

In the left-hand navigation, you will see:

• Home – Easy access back to the homepage
• My 1:1s – Review past or upcoming 1:1s with your direct reports 
• My Team – Access to data for each of your direct reports and to Team  

Tools showing key data for each of the licensed topics for your team
• Me – Access to your data
• Lightbulb – (only if licensed) – Lightbulb gives you access to a library of 

dynamic coaching video guides to support highly effective 1:1s
• Notepad – This is where you can make any notes for yourself, or for you to 

discuss with your direct report in your next 1:1, by adding the notes to your 
agenda or logging as an additional 1:1

• Admin – (only if you are a manager and admin. This provides access to 
admin functions)
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2.2. Assistance:

• Knowledge base – Access to the OpenBlend knowledge base, including 
FAQ’s and How-to’s

• Announcements – System-wide announcements
• Log a support ticket – Access to log a ticket with OpenBlend
• Show a guided tutorial – Launches tutorials of OpenBlend
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2.3. ‘Me’: 

In your navigation panel, you’ll be able to:

• View your activity
• This is an audit trail of everything that you have done within the 

OpenBlend application 
• View your agenda 

• If you have not created an agenda for an upcoming 1:1, this is where 
you can do that

• If you have started creating an agenda, details of that will also be 
shown here 

• View your actions 
• This is a list of things that you and/or your direct report have decided 

in 1:1s that need to take place outside of the 1:1 
• A list of all the modules that you have available to you 

• These will be listed. If you see any locked modules, these will be 
unlocked once you complete your primary module and have your first 
1:1

Your homepage
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2.4. Main homepage:

• Your icon or avatar in the top right corner:

• Provides access to your personal information and notification 
settings

• My Direct Reports: 

• Shows key information related to the 1:1’s with each of your direct 
reports and allows you to book or begin a 1:1 and/or create an agenda

• My 1:1:

• Shows information for the 1:1’s you have with your manager

• Actions: 

• Outlines all actions you have completed, or that are 
outstanding/overdue

• My Snapshot: 

• This shows a snapshot of your OpenBlend data

Getting Started For Managers: Making 1:1s Easy

Your homepage
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3. Booking a 1:1 with a team member
A 1:1 is a session booked and held between a manager and their team member. 
Both a manager or team member can book a 1:1 and add items to the agenda. 

1:1s in OpenBlend can be booked or edited on desktop and mobile. 

Under ‘My Direct Reports’ at the top of the page, looking to the right shows the 
‘Manage your 1:1’s’ option. 

Here, you can ‘Book a 1:1’ with a team member if there isn’t one booked or ‘Edit 
Booking’ for an existing 1:1. 
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3.1. How do I book a 1:1?
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When booking a 1:1, you can decide to book in a recurring 1:1 or a one-off. The 
options available to you are set by your company admin. The options are: 

• Fortnightly:
• This is a session that will be booked every 2 weeks on a day set by you 

• Monthly:
• OpenBlend recommends monthly 1:1s at a minimum but your admin 

may have set a shorter/longer recommended frequency. This option 
will book a session that will occur once a month on a date/time set by 
you 

• Custom Frequency:
• Here, you can decide to create a recurring 1:1 at a frequency you set, 

e.g., every 3 weeks on a Monday 
• One-off:

• This option allows you to book a one-off 1:1 session 

It is not possible to book recurring and one-off 1:1s at the same time, multiple 
bookings can be made one after another. 
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Once you have selected the frequency of the session, you can then set the 
details. Once saved by clicking, ‘Complete Booking’, the single or recurring 
session will be booked into the calendars of both you and the person you are 
having a 1:1 with. 

When you book a session in OpenBlend, it will be added directly to your 
calendar. If you book your 1:1 from your calendar, please remember to copy in 
calendar@openblend.com. We can then remind you of your upcoming session 
and prompt you to create your agenda. 

The next session will be visible on your homepage, and for recurring sessions, all 
upcoming can be seen via ‘My 1:1s’ on the navigation panel. 

Selecting a specific focus of a 1:1 is not necessary at the time of booking the 
session. The focus of a 1:1 session is set when an agenda is created.
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Booking a 1:1 with a team member

3.2. Booking recurring or one-off 1:1s

mailto:calendar@openblend.com
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3.3. 1:1 notifications and reminders 

When a 1:1 is booked, both the manager and talent will be informed that a 
session has been booked via email or your instant messaging application. If an 
agenda is already in place, the email will contain the details. There is more about 
the agenda later in this document.
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Both managers and their direct reports will be notified 24 hours before a 1:1 is 
due to take place. This reminder encourages both parties to ensure that the 
agenda is up to date and that any updates within OpenBlend are made in time. 

In the case that no session is booked, the homepage will show ‘No 1:1 booked’. 
We will remind you that you do not have a 1:1 booked in, by your company’s 
recommended frequency settings. 

If you miss a 1:1, we’ll notify you by email and your preferred communications 
platform and provide you with a new link to rebook. 

Getting Started For Managers: Making 1:1s Easy

Booking a 1:1 with a team member
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3.4. Editing an existing 1:1 booking

It is possible to edit a 1:1 once a booking is in place. 

All 1:1s are listed in order under the ‘Manage your 1:1s’ on the homepage. Selecting 
a 1:1 here will display the details of that 1:1 in the booking panel. 

Details can be updated and saved here. 

4. Creating an agenda

Within OpenBlend, the agenda outlines the items that are to be discussed within 
a booked 1:1. An agenda can be created without a booked 1:1 in place. When 
creating an agenda, all changes are automatically saved. 

4.1. What is an agenda?

Getting Started For Managers: Making 1:1s Easy

Booking a 1:1 with a team member
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Selecting a focus

The focus defines at a high level the type of 1:1 to be had. OpenBlend will provide 
some by default. Your admin may also make some bespoke options available to 
you. 

In most cases, the selected focus will auto-populate the purpose of the 1:1. The 
‘purpose’ provides additional information on what is to be achieved in the 1:1. It is 
possible to update the pre-populated purpose if necessary. 
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4.2. How do I create an agenda?

The agenda for a 1:1 can be accessed from the ‘Manage Your 1:1s’ section of the 
homepage or the left navigation panel for any of your direct reports. In the case 
that no agenda exists, the option on the homepage will read ‘Create agenda’. 

In the case that an agenda has already been started, the option on the 
homepage will read ‘View/Edit Agenda’. Creating an agenda consists of: 

1. Selecting a focus 

2. Adding agenda items 

Creating an agenda
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Agenda items are listed in the right-hand panel of the agenda screen. Agenda 
items fall into three categories: 

• Suggested 

• Topics 

• Custom 

Under ‘Suggestions’, you will see a list of suggested agenda items. These 
suggestions are based on settings by your admin and are related to your team 
members’ engagement with the modules available. For example, ‘Wellbeing’ 
may be suggested to you if it has not been updated in the last 60 days, or 
there may be items your company thinks are valuable to be discussed in this 
particular type of 1:1.

‘Topics’ relate to the topics that you have access to and allow you to discuss, 
for example, Objectives overall, rather than choosing to discuss just one 
objective in the 1:1. You do not have to use the suggested agenda items when 
you are creating your agenda, they are there as helpful prompts. 

Adding or removing agenda items 

12Getting Started For Managers: Making 1:1s Easy

Creating an agenda
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Each suggestion can be added to the agenda by selecting ‘Add to Agenda’. 
Likewise, items can be removed from the agenda using the ‘trash’ icon. 

Agenda items can also be ordered differently from your initial selection order, 
by clicking, holding, and moving the square of dots on the left of each agenda 
item. They can be made to recur each time a 1:1 is held by choosing the arrows 
on the right of each agenda item. The eye icon allows you to view the specific 
agenda item in more detail on the right-hand side of the screen. 

Both you and your talent will be made aware of the contents of an agenda 24 
hours before a booked 1:1. Each party is not notified every time changes are 
made to the agenda. 

You can edit a 1:1 agenda at any time. In the case that no agenda is in place 
before a 1:1 has started, it is still possible to create an agenda during a session.

You will see your agenda items:

• In your session booking in your calendar 

• When you receive reminders via email and your communications 
platform

• By clicking ‘View/ Edit Agenda’ on your homepage 

Under ‘Custom’, you can create a custom agenda item:

13Getting Started For Managers: Making 1:1s Easy

Creating an agenda
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You will be notified either by email or your preferred communications platform 
if anyone in your team updates their data ahead of your 1:1 conversation. 

If your direct report has created an agenda, you will have the option to edit the 
agenda. When you edit, you can add your agenda items. 

OpenBlend will nudge both parties to add to the agenda ahead of the upcoming 
1:1 conversation. 

Reviewing your team’s data, past 1:1s, and actions 

As a manager, you can look back at past 1:1s by clicking on a direct report in the 
left-hand navigation to view their summary page and selecting ‘Activity’ at the 
top of the page. 

You can also look at their data under their profile before the 1:1, or during it by 
simply choosing the ‘Explore and discuss’ button. 

Preparing for the conversation

Making notes ahead of the 1:1
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Your notes are private. Your direct report will only be able to see the notes you 
make before the 1:1 if you decide to add them to the agenda of your next 1:1. 

Creating an agenda
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It is possible to create an agenda within a 1:1. If you don’t have a 1:1 booked, and 
you log in and start a 1:1, you will be offered the opportunity to create an agenda 
in the moment. The system will guide you through this process. 

What happens if I start a 1:1 with no agenda?

5. Starting a 1:1

A manager or their direct report can start a 1:1 whether a booking is in place or 
not, by clicking ‘Begin 1:1’. Options to start a 1:1 can be found in the top navigation 
on the right or the homepage. 

OpenBlend should be visible to both parties involved in the 1:1 session, whether 
in person or by sharing a screen virtually. In the case of virtual sessions, only one 
user needs to begin the 1:1. and share their screen.

15Getting Started For Managers: Making 1:1s Easy

5.1. How do I start a 1:1?
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During a 1:1 session, managers and their direct reports have an opportunity to 
discuss items that have been added to the agenda by both parties. Selecting 
each item will change the right-hand side of the screen to follow a set 
sequence to discuss each time. Most of these follow the GROW framework:

G (Goal) – What was the original SMART goal for this topic?

R (Reality) – What’s the status?

O (Obstacles) – What obstacles are there in the way of progress? 

W (Way Forward) – What actions need to be taken and by whom?

Once an agenda item has been discussed it will have a green tick next to it. If 
for any reason an agenda item is not discussed in the current 1:1, it will be 
carried over to your next conversation and will have a delete option if it is not 
appropriate for your next 1:1.

If you’d like to make notes during your 1:1, as you discuss each topic, there is the 
opportunity to add notes at the bottom of the screen. Your notes will be saved 
in your activity feed and stored in ‘My 1:1s’. 

If for any reason you would like to change the focus of your session, you can do 
this at any time by clicking ‘Edit’ next to the Focus and Purpose section on the 
left-hand side, or the ‘Edit Agenda’ button. 

If you’d like to see additional data about your talent during the 1:1, click on 
‘Explore & Discuss [Name]’s data’ in the left-hand navigation to see all current 
data for the individual.

At the bottom of your agenda, you may see some URL links. These are created 
by your organisation as links that could benefit discussions in your 1:1. 
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Starting a 1:1

5.2. What happens in a 1:1?
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Actions are takeaway tasks that are expected to be completed either by the 
talent or manager that has been part of the 1:1. These can be seen on the 
homepage or accessed via the left-hand navigation bar. All actions will have a 
due date. 

As you discuss each agenda item following the GROW model with your talent, 
you’ll agree on actions in the ‘Way Forward’ section towards the bottom of the 
page. 

What is an action?

What is a ‘wrap up’?

Every 1:1 will end with a wrap up, this will show you the actions created in the 1:1, 
an opportunity to add any additional notes, and remind you of the date of your 
next 1:1. 

To close an objective in a 1:1, simply click on the objective item in the agenda, 
discuss, and then click ‘Close Objective’ either top right of the screen or 
towards the bottom. As you close the objective you will be able to score how 
well your direct report delivered on the objective and add any retrospective 
comments. Once closed, the objective becomes read-only. 

Closing an objective in a 1:1

17Getting Started For Managers: Making 1:1s Easy

Starting a 1:1

Anna

Anna
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Following your 1:1, you will receive a summary email and/ or instant messaging 
notification with all actions discussed as part of the conversation. Your top five 
actions will be on your homepage. Alternatively, you can see all your actions in 
the ‘Me’ section in the left-hand navigation. You will also be notified on the due 
dates of your actions. 

The summary of each 1:1 will be stored in ‘My 1:1s’ that you can access anytime. 

It is important to end a 1:1 once the session is complete. This is only necessary 
for the person who started the 1:1 or who is sharing their screen. 1:1s can be 
ended by clicking the ‘End 1:1’ option in the top navigation panel.

Ending a 1:1

After your 1:1

Starting a 1:1
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When selected, the Team Tools option will display Team Insights for all your 
reports. 

6.1. Team Tools 
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6. Manager specific features

Your homepage will be slightly different (showing a list of your direct reports). 
Below are the additional features and pages within OpenBlend that are available 
to you. 

Within the navigation panel, you will see an option labeled ‘My Team’. When 
expanded, the options available to you are as follows: 

1. Team Tools 
2. My Reports

a. This will show a list of all of your reports by name. When you select 
one of your reports, you will be taken to their Summary Page 
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Snapshot:

1. Details of the next 1:1 or invitation to book one plus the ability to 
create/view/edit an agenda

2. Actions related to the direct report
3. A snapshot of all their data
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6.2. Direct reports summary page

When clicking on any of your direct reports under the left-hand ‘Direct Reports’ 
option, a summary page showing all details on that person’s use of OpenBlend 
will be displayed. These include but are not limited to: 

1. Their activity in the form of a timeline 

2. The agenda for a forthcoming 1:1, whether booked or not 

3. The modules that are available to them 

4. Their assigned actions 

You will be able to see at a high level, key data for your team. This page aims to 
give insights on the effective use of OpenBlend by your direct reports and 
between you as a manager and your direct reports. 

Manager specific features
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7. Lightbulb 
Your organisation may have decided to use Lightbulb, OpenBlend’s bite-sized e-
learning helping you have better quality 1:1’s. 

Lightbulb content, for the topics licensed for your organisation can be accessed 
by clicking ‘Lightbulb’ in the left-hand menu. 

You can access these anytime, either before or after your 1:1, but if there is a 
particular topic you are concerned about discussing during a 1:1, they could be 
particularly useful when preparing for the conversation. 
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