
The Public Employee Recognition feature is one of four sub-features of the Employee Recognition feature. To manage Public 
recognitions, the Public Employee Recognition and Employee Recognition Deletion features must be enabled. 

Manage the Employee Recognition Public Tab

Navigation:
• Use the Page Down key to proceed through the quick steps.
• Use the Page Up key to return to a prior slide.

1. Enable the Employee Recognition 
Page and Employee Recognition 

Deletion Feature for an 
Administrative Group.

A. Click the Administration icon.

B. In the Global Settings section, 
under System Administration, click 

Features.

C. Select the Administrator group 
from the Select a Group field.

D. Expand Performance » Employee 
Recognition and select Employee 
Recognition Page and Employee 

Recognition Deletion.

E. Click Update Features.

2. Enable the Global Public Employee 
Recognition Feature

A. Click the Administration icon.

B. In the Global Settings section, 
under System Administration, click 

Features.

C. Select Global in the Select a Group
field.

D. Expand Performance » Employee 
Recognition.

E. Expand Employee Recognition 
Page and Public Employee 

Recognition.

F. Click Update Features.

3. Delete a Public or Private 
Recognition on the Public Tab

A. Click Performance » Employee 
Recognition. The screen opens on 

the Public tab.

B.  Locate the item to delete and 
click the Delete icon. 



Click the Administration icon.

A

1. Specify 9 Box Performance Content > Step A1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step A



Click Features.
B

1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step B



Select the group you want to 
manage the Public tab. For 
example, Administrator.

C

1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step C



Under the Performance section, 
expand Employee Recognition 
and check the boxes for Employee 
Recognition Deletion and 
Employee Recognition Page.

D

1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step D



Click Update Features.

E

1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step E



Click the Administration icon.

A

2. Enable the Global Public Employee Recognition Feature > Step A



Click Features.
B

2. Enable the Global Public Employee Recognition Feature > Step B



Select the Global group.

C

2. Enable the Global Public Employee Recognition Feature > Step C



Under the Performance
section, expand 
Employee Recognition » 
Employee Recognition 
Page and check Public 
Employee Recognition.

D

Recognitions can be marked Public or Private. If your 
company has enabled the Public Employee Recognition 
sub-feature, all recognitions marked Public are visible 

companywide on the Public tab.

2. Enable the Global Public Employee Recognition Feature > Step D



Click Update Features.

E

2. Enable the Global Public Employee Recognition Feature > Step E



3. Delete a Public or Private Recognition on the Public Tab > Step A

Expand the Performance menu and click 
Employee Recognition. The screen opens 
to the Public Recognition tab.

A



3. Delete a Public or Private Recognition on the Public Tab > Step B

Locate the item to 
delete and click the 
delete icon    .

B

Administrators are granted permission to delete items 
on the Public tab to ensure only content that is meant 

to be visible remains and all else can be quickly 
removed. Those with access to the Employee 

Recognition Deletion feature can view both Public and 
Private recognitions on the Public tab. Private 
recognitions are noted with the private icon.



This concludes the Manage the Employee 
Recognition Public Tab quick steps.
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