Manage the Employee Recognition Public Tab

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.

1. Enable the Employee Recognition 2. Enable the Global Public Employee 3. Delete a Public or Private
Page and Employee Recognition Recognition Feature Recognition on the Public Tab
Deletion Feature for an

Administrative Group. . 9

A. Click Performance » Employee

Recognition. The screen opens on
the Public tab.

] A. Click the Administration icon.

A. Click the Administration icon. 9

. . L 4
B. In the Global Settings section,
L under System Administration, click B. Locate the item to delete and
B. In the Global Settings section, Features. click the Delete icon.
under System Administration, click ']
T, C. Select Global in the Select a Group
field.
C. Select the Administrator group 9
from the Select a Group field. D. Expand Performance » Employee
L Recognition.
9
D. Expand Performance » Employee E. Expand Employee Recognition
Recognition and select Employee Page and Public Employee
Recognition Page and Employee Recognition.
Recognition Deletion. L 4

F. Click Update Features.
L 4

E. Click Update Features.

Navigation:
* Use the Page Down key to proceed through the quick steps.
DEItEk e Use the Page Up key to return to a prior slide.
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. Click the Administration icon.
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1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step A
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360s Administration
360 Workflows
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Buildings
Equipment
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Dynamic Forms
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1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step B

Scales

Skills

Users

View Off-Boarded Users
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Employees - Search... 'j_?} e ]‘. —
Administration / Global 5ettings / System Administration / Features
Features
Groups
SELECT AGROUP * C
-- Select -- w

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

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




Employee Recognition Elq

\ Enable All Disable All
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Under the Performance section,
expand Employee Recognition
and check the boxes for Employee
Recognition Deletion and
Employee Recognition Page.

Employee Recognition Badges

Enables administrators to create/administer re

U Employee Recognition Deletion

Enables option to allow user to delete private or public recognition in the Public Recognition tab.

L Employee Recognition Page & Enable All | Disableall

Enables Employee Recognition page to be accessed by the allowed user group.

Public Employee Recognition @

Enables viewing and usage of the public recognition board

U Employee Views Other Appraiser Line Scores

This feature allows the employee of the appraisal to view what each appraiser rated each competency on the appraisal

Events @

ature grants users access to the Events page where you can Close All Appraisals and manage Scheduling

Goals @@

Enables poals for employees

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




Performance Workflow B

This feature allows users to create, edit and manage existing Workflows

JRating Gap Chart

iis feature gives the user access to the Rating Gap Chart via an employee's appraisal

Require Final Approver @

Automatically uses a special field from the set up wizard as the approver for all appraisals.

B View Workflow

=E

his feature allows users to display the details of a Workflow [including weight distribution, appraisers, etc.

Development

B Learning

Demo Site @

CoreHR
Click Update Features.

«" Update Features @ Cancel Reset

1. Enable the Employee Recognition Page and Employee Recognition Deletion Feature > Step E
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2. Enable the Global Public Employee Recognition Feature > Step A

= Score this Appraisal - Appraisal (Project Appraisal) Justin Zinn
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A

Click the Administration icon.
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2. Enable the Global Public Employee Recognition Feature > Step B
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Employees = Search... N K~
Administration / Global 5ettings / System Administration / Features
Features
Groups
SELECT AGROUP * C
-- Select -- w

Select the Global group.

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




Ed Continuous FeedbDack [ ke

Enables Continuous Feedback features for employees

Employee Manager

Enables managerial assignment of an appraisal to this user

Recognitions can be marked Public or Private. If your
company has enabled the Public Employee Recognition gl

@ sub-feature, all recognitions marked Public are visible
/Under T B e \ companywide on the Public tab.

section, expand

Employee Recognition »

Employee Recognition

Page and check Public
Employee Recognition.

\' ploy g Yy,

Employee Recognition E@@

Employee Recognition Badges

Enables administrators to create/administer recognition badges.

Employee Recognition Deletion

Enables option to allow user to delete private or public recognitpgf

Enable All Disable all

| Employee Recognition Page @

Enables Employee Rocogl‘.[tion page to be acccssclb'_.rthc llowed user group.

E blic Employee Recognition @

E viewing and usage of the public recognition board.

Employee Views Other Appraiser Line Scores

This feature allows the employee of the appraisal to view what each appraiser rated each competency on the appraisal.

Events &

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




g T R R e T T TR T el TR O B ey L i e pr T D e T L T e e S N R SRS

Performance Workflow &

This feature allows users to create, edit and manage existing Workflows.

JRating Gap Chart

This feature gives the user access to the Rating Gap Chart via an employee's appraisal.

Require Final Approver @

Automatically uses a special field from the set up wizard as the approver for all appraisals.

B View Workflow

This feature allows users to display the details of a Workflow (including weight distribution, appraisers, etc.)

Development

Learning

Demo Site @

CoreHR
Click Update Features.

« Update Featu @ Cancel Reset

2. Enable the Global Public Employee Recognition Feature > Step E
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£ Main Menu Performance Employees v

Employee Recognition

PERFORMAMNCIE
Badge Management
Employee Recognition

Approvals

My Appraisals PUBLIC RECOGMITION MY RECOGNITION GIVE RECOGNITION
My 360s
My Goals

Browse Organizati .
& Expand the Performance menu and click

QUL Employee Recognition. The screen opens
to the Public Recognition tab. Displaying 1 250f49 10 [fE] 50 100 perpags

+ Daiki Mori Director of Human Resources ® & x

Training session
Recognized by Dylan McKenzieon 02/08/2021 8

Your presentation today was awesome. | think you totally nailed it and even though the clients were pretty silent, | could
see by the looks on their faces that they were impressed. I'm pretty sure we'll close this deal because of your hard work
today. I'm super excited.

= |Daiki Mori Director of Human Resources * X

Awesome presentation
Yarteron 02/08/2021 &

3. Delete a Public or Private Recognition on the Public Tab > Step A
surprise today when | came in and found out that you'd taken care of running the month end reports
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£ Main Menu Performance Employees v

Employee Recognition

PERFORMAMNCIE

Badge Management
Employee Recognition

Approvals

My Appraisals PUBLIC RECOGNITION  MYRECOGNITION  GIVE RECOGNITION 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

My 360s
My Goals

- : Y Filter removed. Those with access to the Employee
Browse Organizational Goals s . . .
Recognition Deletion feature can view both Public and
Continuous Feedback Private recognitions on the Public tab. Private
‘] recognitions are noted with the private icon. St & L

+ Daiki Mori Director of Human Resources ® 2x
Training session This _re.cugnmun is prwatg. As an < B \
Recognized by Dylan McKenzieon 02/08/2021 B R / 1

delete private recognition.

Your presentation today was awesome. | think you totally nailed it and even though the clients were pre| Locate the item to
see by the looks on their faces that they were impressed. I'm pretty sure we'll close this deal because of delete and click the
today. I'm super excited. delete icon x.

. .

= |Daiki Mori Director of Human Resources * X

Awesome presentation
rteron 02/08/2021 &

3. Delete a Public or Private Recognition on the Public Tab > Step B
urprise today when | came in and found out that you'd taken care of running the month end reports
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Badge Management

Approvals

My Appraisals PUBLIC RECOGMITION MY RECOGNITION
My 360s

sltuats Y Filter (

Browse Organizational Goals

Continuous Feedback

l’_ ]

This concludes the Manage the Employee

Recognition Public Tab quick steps.

) & & X

Training session

Recognized by Dylan McKenzieon 02/08/2021 8

Your presentation today was awesome. | think you totally nailed it and even though the clients were pretty silent, | could
see by the looks on their faces that they were impressed. I'm pretty sure we'll close this deal because of your hard work
today. I'm super excited. %

= |Daiki Mori Director of Human Resources * X

Awesome presentation

Recognized by Chad Harteron 02/08/2021 &

It was such a great surprise today when | came in and found out that you'd taken care of running the month end reports
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