©Recognize

Workplace Implementation Guide

Installation

1) Log into your Workplace account and click on the Admin Panel
(Please note: In order to add the Recognize integration to Workplace, you must be an admin of your Workplace account.)
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2) Once the Admin Panel is open, click on Intéérations
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3) Scroll to the bottom of the page, and select Browse Integration Directory
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4) Once inside the Integration Directory, go to the Human Resources section and locate Recognize.

(Workplace by facebook Why Workplace? ~ Success Stories ~ Security  Pricing  Customer Resources  Contact Sales
CATEGORIES
Analytics .
iyt ° Py
Bot Platforms 20 R o m
ALL °
File Sharing
Human Resources Temporall CW Enboarder Chia HCM ADP Virtual Assistant
, Organisational Insights Create onboarding One stop shop for Easy employee access to
identity Provicers Platform ‘experiences that wow! Ramco's HCM Suite workforce info
Learning
Media
Productivity
D)
Sales and Marketing g !
Security and Compliance
ial
Soo Tanda Safety Officer Cortado Recognize
Survey and Feedback #1 Platform for Workplace Track employee safety with Mentoring and networking Social employee
Success Workplace done right recognition & rewards

Task Management

Voice & Video

5) Choose Add to Workplace.
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Recognize

RECOGNIZE SERVICES, INC.

Human Resources

Recognize is an employee recognition & rewards platfor
while communicating company values.

v Peer-to-peer, role-based, social/private recognition

v Add your own rewards & company values

Add to Workplace

Learn more

v 400+ international gift cards

v Service anniversaries, birthdays, nominations & more
v Inside Workplace, Outlook, Office 365, & many others
¥ Fair pricing for all workforces

m. Retain top employees
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6) Choose which groups you would like to add Recognize to. You can add Recognize to All Groups or Specific Groups.
When you are happy with your group selection, click Add to Workplace.

Add Recognize to Workplace Add Recognize to Workplace
Recognize Recognize
Social employee recognition & rewards Social employee recognition & rewards
Created by Recognize Services, Inc. Created by Recognize Services, Inc.

See the Recognize Terms of Service and Privacy Policy See the Recognize Terms of Service and Privacy Policy

Learn more L
earn more

Recognize needs permission to . L
Recognize needs permission to

@ See any group member's email address
© Send messages to any group mermber © see any group member's email address

© see links added to posts in order to display previews for certain @ Send messages to any group member

domains, including: recognizeapp.com © see links added to posts in order to display previews for certain
domains, including: recognizeapp.com

Add Recognize to groups

Group-based permissions will only apply to the groups you add here Add Recognize to groups
All groups Group-based permissions will only apply to the groups you add here
* Specific groups e All groups
leroup name Specific groups

Cancel Add to Workplace Cancel Add to Workplace

Congratulations! You're now ready to start using Recognize with Workplace.
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Usage

Connecting the Recognize Bot to your Recognize Account.

1) Locate the Bots section in the left hand menu and select Recognize.
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2) Read the message about the bot and click OK, Got It.
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Timeline Chat

Recognize

About

Hi Bob! Recognize is helping companies have great company
culture through positive staff feedback and customized
rewards.

This bot has been added by your administrator

Q Search chat...

About

This is a private chat between you and Recognize.

Shared
Files

Files shared in this chat will be collected here
for you to find easily later.

Media

Photos & videos shared in this chat will be
collected here for you to find easily later.
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3) Select or type Get Started.

Recognize
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Timeline Chat

4) Click Connect Recognize.

Recognize
©) recos

Timeline Chat

4:15 PM

Connect Recognize to your Workplace by
Facebook to get started.

- @ Connect Recognize

o
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5) Anew window will appear, asking you to log-in to your Recognize account if you aren't already. Enter your credentials,
and sign-in.

© Recognize Schedule Live Demo Pricing  Product ~  Strategy ~  Case Studies Free Trial Signlin ~

the Recognize bot forFacebook Workplace b signing up or logging in.

Signintoinstall automatically

New to Recognize?

Sign up for free

Existing users

Email

name @email.com
Single Sign On (SSO) users, enter your email above.
Password

Password

=) T

Forgot Password

Sign in with Microsoft ~ Sign in with Yammer

G sign in with Google

6) Congrats! Now you have connected the Recognize Bot to your account and can start sending recognitions!
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Timeline Chat

]

Connect Recognize to your Workplace by
Facebook to get started.

Connect Recognize

Nice work, Recognize is installed! To recognize

someone, open the bot menu (3 horizontal

lines in the text box), and select "Send

Recognition" . Write help if you need anything
@ or go to https://recognizeapp.com/help
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Sending Recognition

1) Tosend a Recognition, click the three horizontal lines on the left hand side of your text box to open the bot menu. Then
click Send Recognition.
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Timeline Chat

Get Started
o

Connect Recognize to your Workplace by
Facebook to get started.

Connect Recognize
Nice work, Recognize is installed! To recognize
someone, open the bot menu (3 horizontal
lines in the text box), and select "Send

Recognition" . Write help if you need anything
@©  orgo to httpsi/lrecognizeapp.com/help

Menu
» Send Recognition
Open App
Help

Type a message...

e}
2) Fill out the Recognition Form with the badge, the recipient's name, and a message. Then, click Recognize.
© Recognize X
Creative

+ Edit Badge

Who do you want to recognize?

Enter an email or a name, and select the recipient

@ PeterPhilips %

Good job on designing those new posters! The customers
are going to love them! y

Private’

=N
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3) Toshare your recognition on the Workplace feed, click Share to Workplace.

© Recognize X

Share to Workplace

Make sure to @tag the recipients & others!

Share to Workplace

4) Then select the group you would like to share the recognition to and make sure you tag the person you recognized, so
that they can see it! When you are ready, select Post to Workplace.

Share on Workplace
Shareina Group ¥
Group: ® Recognitions

Bob Martin

o
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" Check out this recognition | sent Peter Philips!
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7) Now everyone will be able to see, comment, and like your recognition!

g::) Bob Martin shared a link.

. Just now
Check out this recognition | sent Peter Philips

@® Creative

Good job on designing those new posters! The customers are going to love
them!
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™ Bob Martin Peter Philips
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