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Welcome to Recognize

Q, Search Workplace

Home [Zi Create

Recognize is an
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Connecting to Recognize

1 . To connect your Recognize A new window will open, asking 3. Congrats! You have now
[ o e ° ) °
account to Workplace, type you to log-in to your Recognize connected the Recognize Bot
° ° ® )
Get started in the Recognize account if you aren’t already. Enter to your account and can start
chat bot. your credentials, and click Go. sending Recognitions! .
@ Recognize X Sign in to install automatically @ Recognize 2
@ New to Recognize? Nice WOI’k,
Recognize is
- Sign up for free installed! To
Recognize .
recognize
Bot
someone, open the
EXisting users bot menu (3
12/13/21, 9:42 PM horizontal lines in

Email

the text box), and

Get started —— select "Send
Single Sign On (5350) users, enter your email abowve e n
Recognition” .

Password
: Write help if you
Connect Recognize Password : : !
need anything or

to your Workplace P

started. https://recognizeap

Forgot Password @ p.com/help

Connec‘: Rec' " Sign in with Microsoft  Sign inwith Yammer @

5 Sign in with Google
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@ Recognize

6/20/22, 8:02 PM

Your direct report,
Dani Olsonson, has
been recognized.

View

You have been
recognized!

View

©

O U® D r

Recognize in Workplace

1 You will be notified via

° email, and in the chat bot
when you have been

Recognized.

2 You can interact with the
" chat bot by typing in things

like Recognize, Rewards,

or Profile.

@ Recognize

X

Recognize

Click below to send

recognition.

Send recogni...

©

11:05 PM

Click below to see

your rewards or to
redeem.
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Open the bot menu (3
horizontal lines in the text
box), to send a Recognition
or open the Recognize App.

@ Recognize X

6/21/22, 8:03 PM

Your direct report,
Dani Olsonson, has
been recognized.

View

You have been

[ Send Recognition ]

Open App

Help
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1.

Sending a Recognition

You can select 'Send
Recognition' on the bot menu
or 'Open App' and select the
star icon on the top tool bar
to send a Recognition.

Recognize X

.,93, ok:: BobMartin g, (.,

Recognize Nominate Tasks

Choose a badge

Who do you want to recognize?

Enter an email or a name, and select the recipient

Recipients

No recipients have been added.

Message

B | @ @ [ 4 GIF

Recognize

2.

Select a Badge that
represents the company
value or behavior you would
like to Recognize.

@ Recognize X

O Friend

For being a friend to your fellow
teammates!

O Responsive (10pts)
1 left today

For responding to emails or phone
calls from customers within five
hours.

Bob Martin's Discretionary
Badge (By approval, 5-30pts)

Select the person(s) or team
receiving this Badge and type
in a message telling them why
they are being Recognized.
When ready - click Recognize!

@ Recognize 4

Responsive

+ Edit Badge

Who do you want to recognize?

Enter an email or a name, and select the recipient

Recipients

& Nikki Whitehead x

Message

B /I @& ¢ @ L GIF

Thank you for jumping in to help me on a customer call

today! | appreciate that you are always so quick to lend
a hand!

Recognize




Sharing a Recognition to workplace

1 Once you click Recognize, 2 Select the group you would like to share the

e you will be prompted to * recognition to and make sure you tag the person you
share the Recognition to a Recognized, so that they can see it! When you are
Workplace group feed. ready, select Post to Workplace.

Click Share to Workplace

@ Recognize X

Share on Workplace

Shareina Group

Group: Recognitions

Responsive
Thank you for jumping in to help me on a customer call today! | appreciate
that you are always so quick to lend a hand!

Share to Workpl . .
Link on Recognize

Share to Workplace

Make sure to @tag the recipients & others!

Cancel Post to Workplace



Sharing a Recognition to workplace
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Now that you have shared your Recognition to Workplace, everyone
in that group will be able to see, comment, and like your Recognition!

>

Q, Search Workplace

Home
Posts

Knowledge Library

Groups

5| Directory
=*. Events

See more
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Prioritized groups

(}(:;l Recognitions

Shortcuts

'!#ﬁ! Workplace Tips

<+ Create group

&i Create

Recognitions
Closed Group - @7 2members - Add group description

Posts Chat Rooms Files More =
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Write something...

al Live video _*"_ Achievement I@ Image/video

New Posts ~

™) Bob Martin uploaded a file.
Just now - @

Responsive
@ Thank you for jumping in to help me on a customer call today! | appreciate that
you are always so quick to lend a hand!

From To S
™ Bob Martin Nikki Whitehead 8:45 PM on Tue, Mar 7

o5 Like

() Comment
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Mirite a comment...
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& Add people & [ ] il

Q, Search group...

About
© Mark group as official

Description

Tell your coworkers what this group is
for and how they should use it

Members (2)

Q, Add members
™
Share An Invitation Link

https:/fwork.mefg/1jfFaElrD/V7b6kemh (&

Suggested Members

Alex Grande

J  Joan Franklin

Add

Add

Chats ~




Using the Recognize App

[0 'Open App' to view the

D[] Recognition Badges given
throughout your organization

on the Stream Page.

@ Recognize X

i}- 2 O & PNt

Responsive
; Nikki Whitehead

Thank you for jumping in to help me on a customer call
today! | appreciate that you are always so quick to lend
a hand!

Bob Martin about 3 hours ago

Leave a comment

. Friend
® Joshua Greenwood
o0

~ Great job!

O) Find peers to send a
) Recognition Badge to in

the User Directory.

©
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NAME

Adam
Prishtina

Alex
Grande

Angela
Martin

Anuj
Shilpakar

Beca
Caldwell

Recognize

BobMartin

User Directory

Show 25 v |entries

Search:

DEPARTMENT COUNTRY
None None
Executives United
States
None None
None None
None None

X

&b

TEAMS

Advertis

None

None

None

Advertis

9

On the Badges Page, you
can see a list of Badges
based on your company's
values and initiatives.

@ Recognize X

oo %@ﬁ ST g

Dunder Mifflin Inc badges

Recognitions Nominations

XYY
XY




Using the Recognize App

- === yOU and your teammates

rank for total points earned.

@ Recognize X

38 w|=]2 0 Q & 2" &b

Filter by badge ~

Month Year Custom

* =— The Stats Page shows how

The Hall of Fame shows the
top employees across each

badge and time period.

@ Recognize X

Hall of Fame

This shows the top employees across each badge and
time period. The information on the right is overall
winners across time periods (year, quarter, month,
week).

X
B w=20 9@ [al

Select New Window in the
Settings to view Recognize
in a full sreen window.

@ Recognize

H Team Directory

Q Product Updates
-o- Manager Portal

i+ Company Admin

Q12023 S
@ Help
Year 2022 Q42022 February Z
;, .
YOU e @ ﬁ% @ New Window
N U Logout

1 ﬂ Madeleine Hi” 1200 Siddhartha paudel Toby Flenderson Michaele Bol
2. @ Toby Flenderson 61 Bob Martin 2 days ago

Byweek ~ Group by badge ¥ | | Allcompany ~
3. B Nancy Waters 40 SIEI5053 Leave a comment
4. K Bob Martin 39 8
5. = Michaele Bolton 20 Friend

Peter Philips
: Q

6. % AngelaMartin 15 £ Joshua Greenwood

Spotlight Award:




Redeeming Points for Rewards

1 You can redeem the points you 2 Once you have chosen a 3 You will receive an email with
* have earned for a selection of * Reward, you can select your * your reward redemption
Rewards, customized by your desired variant, if applicable, details, and you can also view
organiztion. and click Redeem! your redemptions from your

Profile page.
@ Recognize X @ Recognize e @ Recognize X

BobMarti
31 e {g} [_)

Rewards 31 pts discover almost anything you want to buy online Click below to see
Points available to redeem at a great price. your rewards or to
redeem.
Rewards
amazon 2 @
— 4 Points - $1 g
edaeem
Redeemable for 4 points Click below to see
your profile.

Amazon.com

Redemption requested

Profil

You will be contacted @ rorie
O L ® jpa S =
h PR



1.

Viewing your Profile

Type Profile in the chat bot or 2 Under Recognitions, you 3 Select Redemptions to see
'Open App' and click on your can see all of your sent and * your Reward redemption
name in the top tool bar to see received Recognition Badges details. click 'view details' for
your Profile Page. instructions on fulfillment.

@ Recognize X @ Recognize @

o8| 7 2,

Recognize

BobMartin
BobMartin
8 12 2 0

Ar Points  -o- Direct reports

-0~ Direct reports

" Recognitions i
Bob Martin = ECEmpOons
auditor, CEO 914 118
Received Redemptions
) 7 years -o-16 21
Start Date June 7, Direct reports  Advertising 6 37 3 2
2015

Sent Approved
Edit Profile
Top badges
Received Sent
DATE REWARD STATUS CONTACT

Creative Proactive

792 times 28 times )
Fhiend February Amazon.in $25.00 Approved Alex Grande
N o B . 24,2023 |

View alex@recogn
Recognize 7:10AM details




Editing your Profile

To edit your profile, go to

* your Profile Page and click

Edit Profile.

©

Bob Martin

auditor, CEO
] 7 years -©-16 21
Start Date June 7, Directreports  Advertising
2015
—> Edit Profile
Top badges
Creative Proactive
792 times 28 times
. B sc W 3%

Recognize X

The personal profile
information that can be
edited will depend on your
organization settings.

©

2.

Recognize X

BobMarti
bl £ 15

A O

Edit Profile

Save

First Name

Bob

Last Name

Martin

Display Name

Bob Martin

Email

bob.martin@planet.io

Upload an avatar

Choose File | No file chosen

f you wish to receive your
birthday or anniversary
Recognitions privately check the

noxes below those attributes.

©
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Recognize

(GMT+00:00) London =

Select atimezone

Job Title

auditor, CEO

Phone

+9779863473720

Date work started at Dunder Mifflin Inc for years of
service recognition.

2015 v June v 7 v

(] Receive service anniversary recognitions privately

1

Birthday

June v 10 v

(] Receive birthday recognitions privately

?

Language

United States English v




For additional information
visit our Help Page


https://recognizeapp.com/help

