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Implementation Guide

v Determine strategy & timeline Remind leadership why to recognize

v Configure program
v’ Setup integrations
v Launch

Determine strategy

Checklist

70% lower absenteeism (Gallup)
40% lower tumnover (The Hay Group)
65% Lower turnover in low-turnover companies (Gallup)
10% Higher customer metrics (Gallup)
40% Higher profitabilit (Hewitt Quarterly)
gherp y y
78% Higher productivit (Hewitt Quarterly)
gherp y

Expectation

Decide on initial role-out strategy

Choose initial badges and graphics

Decide if points makes sense for you

Decide on rewards if applicable

Incentives or nominations

Choose to use role-based recognition
Bulk recognition based on past
behavior

Anniversary recognition

Ongoing strategy

Introducing the program

What programs do you want to start with? Nominations, peer-to-peer,
manager-to-peer, rewards, and anniversaries are all options.

Get at least three badges ready that represent your company values. Don't
worry, badges will change over time so it doesn't have to be perfect.

A lot of companies choose to disable points in the beginning and turn them
on with a rewards catalog later.

You can do company-fulfilled rewards or automatic gift cards. Staff can
redeem with the points they earn from recognitions.

Do you want to roll out incentive tasks or nomination votes now or later?
Which badges will only be sent by a manager or director? Sky is the limit!

Survey staff and have them fill out a spreadsheet of great moments in last
year. Bulk recognize your staff to preload with past behaviors.

We can sync your start date if you have AD Azure or have staff enter
manually to recognize for anniversary and birthdays.

Are monthly gatherings in your ability? Decide how to keep people engaged
through weekly and monthly updates.

You can easily email the staff when the program starts, are you going to
couple it with any other kind of announcement?
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Timeline
Timeline  Expectation Responsible
Party
Week 1 | Recognize admin kick-off call to set up badges and training Recognize's Company Recognize
Admin.
Week 1 | IT meeting to discuss on-boarding of staff (spreadsheet import, active directory sync/ Recognize +
import, and integrations, if applicable). Customer [T

Single Sign On is implemented by IT with Recognize team or on their own using
recognizeapp.com and the guides.

Week2 | HRorITuploads user information spreadsheet for import inside Recognize or active Customer +
directory information for setup. Customer IT

Week 2-4 | Send out instructional PDF for staff to familiarize themselves with Recognize (if Customer
applicable).

Week 3 | Badges are complete and uploaded. Customer +
Staff import is completed, ITintegrations are complete (ie Outlook, Workplace, etc). Customer [T
Badges, rewards, anniversaries, or any other programs such as Tasks are setup and ready
to go live.

Test users are invited into the program.
Optional manager training webinar for best practices.

Week 4 | Staff install browser extension and mobile apps (if manually applicable). Recognize +
Staff understand how to send and have sent a recognition. Staff know how to access their - Customer
profile.

Week 5 | Post launch call to review progress. Recognize

Rewards Optional both gift cards or company-fulfilled

Employee recognition Required

Roles Recommended

Incentives Optional

Nominations Optional

Anniversaries Optional
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The lifecycle of an employee recognition strategy

Analyze KPlIs

What levels are you trying to move? What
is the past experience or improvements?

v A

—\

Launch Strategize Recognize
mod u Ies What are low hanging fruit to really move KPIs?

What is the strategy to
launch? Can you anchor the
launch to an existing program

or event?
A E
Communicate Configure program &
program customize modules
What is the internal marketing — Choose the modules that fit into this strategy.
strategy? \ /8
- + Anniveraries

+ Emails + Nominations
+ Town hall + Employee recognition
+ Newsletter + Rewards
+ Posters . . + Theming
+ Mugs Enable integrations + Incentives
+ Desk cards
+ Yammer / Workplace How are staff going to interact with Recognize?

+ Outlook

+ Intranet

+ Workplace by Facebook

+ Mobile

+ Text message
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Configure program
Best Practices: https://recognizeapp.com/best-practices-handbook.pdf
To administer each module, go to Menu > Company Admin. Administrative permission in Recognize is required.

Import users

o Manual entry: Company Admin > Accounts
o Spreadsheet import: Company Admin > Accounts > Spreadsheet import
o Nightly sync: Company Admin > Settings > User sync
e See https://recognizeapp.com/docs/getting-started/recognize-user-sync-guide.pdf
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Set up badges

x 9 @ Y Recognize PEEE bt

Users Badges Fame Rewards 2018 Points 372 Menu

Description?
Dashboard Innovative For thinking outside the box and coming up with a new killer concept. Or for building

Custom Badges something challenging that we need.

Rewards - Y

Tasks < g Additional details?

Nominations

e v
Anniversaries

OFF |Nomination badge

Accounts
‘ Change ‘
Top Employees e
— Points
Recognitions ‘ Enable ‘ 10

Comments
Badge sending limits (per user) ?

Settings

Am Weekly s

Roles (0 people) Learn more

Managers | Create custom roles in the
Roles view. Add those roles
to users in Accounts. They
can send badees with that

Set up rewards

Peter Philips
2018 Points 372
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Company Dashboard

DASHBOARD  CATALOG  REDEMPTIONS  POINTS  TRANSACTIONS
Recognize

Dashboard

Edit reward

Custom Badges
| T— Title of reward Vendor image
Tasks Amazon.com
Nominations How often can this be redeemed by each employee? optional amazoncom
10 NoLimit 4 ~ gift
Roles
Anniversaries Reward options
Min: $0.01 Max: $2,000.00
Accounts
5.0 Remove
Top Employees
10.0 Remove
Recognitions Vendor description’
Comments 25.0 Remove Amazon.com Gift Cards® never expire and can be redeemed
towards millions of items at www.amazon.com,
Settings 1000.0 Remove www.myhabit.com, and certain of its affiliated websites.
Amazon.com’s huge selection includes products in Books,
Add variant Electronics, Music, MP3 Downloads, DVD, Clothing, Video
Games, Software, Sports & Outdoors, Toys, Baby,
Rewards Manager optional® Computers & Office, Home & Garden, Jewelry, Beauty, Cell

Dhnnac £ Arracenriae Hama Imnravamant Nffira

Configure settings



©Recognize

Stream Recognize Users Badges Fame Rewards

Company Dashboard Settl n gS

Dashboard DISDlay name

Custom Badges Recognize e
Rewards

Tasks

Moo Configuration

Roles

: " Restrict users from editing profile avatars
Anniversaries Cl7 €

Accounts m | Allow teams

Top Employees m | Allow users to import their google contacts

Recognitions
OFF |Send daily recognition summary email to all users

Comments

Settings

m | Allow SMS Notifications

Set up integrations

See the associated documentation for the integrations you will be using.

o Overview: https://recognizeapp.com/docs/integrations/integrations-overview.pdf
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Settings are instantly set, but may require you to reload your page to see the changes.

m | send updates to all users who are the winners for the previous Year

o Yammer: https://recognizeapp.com/docs/integrations/yammer-overview.pdf

support@recognizeapp.com

Q Peter Philips
2018Points372  Menu

More theming settings

Choose colors for your email, upload
certificate background, and more.

Theme customizations

o Workplace by Facebook: https://recognizeapp.com/employee-recognition-facebook-workplace

o Azure: https://recognize.zendesk.com/hc/en-us/articles/115001535971-Setting-up-single-sign-on-SSO-with-Azure-via-

Azure-Gallery-

o Office365: https://recognizeapp.com/docs/getting-started/recognize-user-sync-quide.pdf

o Outlook: https://recognizeapp.com/docs/integrations/recognize-outlook-implementation-quide.pdf

o Sharepoint: https://recognizeapp.com/docs/integrations/recognize-0365-sharepoint-implementation-quide.pdf

o Slack: https://recognizeapp.com/slack-employee-recognition

o Browser extensions:
e hitps://recognizeapp.com/download

o https://recognizeapp.com/recognize_ie_extension_user_quide.pdf

e https://recognizeapp.com/recognize-chrome-grouppolicy-v2.adm

Launch!

Launch Checklist: hitps://www.recognizeapp.com/docs/qetting-started/launch-checklist.pdf

Post Launch Strategy: https://www.recognizeapp.com/docs/getting-started/recognize-strategy.pdf

Best Practices: hitps://recognizeapp.com/best-practices-handbook.pdf
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