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AI-generated content may be incorrect.]User Experience Worksheet
Typically, these items are covered by the Culture Consultant if Culture Consulting is in scope. If Culture Consulting is not in scope or the consultant didn’t cover some or all of these items, please review and complete this document. 
Instructions
Please review and complete this worksheet prior to our User Experience Workshop. Your O.C. Tanner project team will review the information you provide prior to the workshop. These decisions from this worksheet will inform the demo provided during the User Experience Workshop.  

What is the program awards budget? Does this budget have final approval? If not, when do you anticipate final approval of the budget?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………

Does your awards budget include shipping, tax and gross up? 
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

What countries are participating in the program? Are there any countries participating that have less than 25 total employees (not applicable for CC ANN)?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………




Which of the following languages are needed for the program?
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[bookmark: Check1]|_| English (US)
[bookmark: Check2]|_| English (UK)
[bookmark: Check3]|_| Chinese (simplified)
[bookmark: Check4]|_| Chinese (traditional)
[bookmark: Check5]|_| Arabic
|_| Czech
|_| Dutch
|_| French (France)
|_| French (Canada)
|_| Spanish (Latin America)
|_| Spanish (Spain)
|_| Italian
|_| Portuguese (Brazilian)
|_| Portuguese (Portugal)
|_| Japanese
|_| Polish
|_| Korean
|_| Indonesian
|_| Macedonian
|_| Thai
|_| Turkish
|_| Vietnamese
|_| German
|_| Greek
|_| Hungarian
|_| Slovenian 


Language capabilities are determined by country and are outlined in the International section of the Project Workbook.

What employee population is eligible to participate in the program? Does the eligible population have company assigned email addresses that they use regularly?
………………………………………………………………………………………………….
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Some populations you might consider for eligibility: full time employees, part time employees, contractors, temporary employees, volunteers, and union employees. 


Is there an employee population that should have restricted program access?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Some people may need access to the program but shouldn’t be able to give or receive. For example, work council members may need to provide approvals for nominations but should not be able to give or receive an award. 

What are the ‘reasons for recognition’? (Please list them below.)
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Typically, an organization’s core values are used as ‘reasons for recognition.’ The program allows participants to select a ‘reason’ they are giving the recognition. For example, a participant can choose to recognize someone for the organization’s core value of “integrity” or their “commitment to customers”.

Have Stakeholders reviewed the program framework? 
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

If customized awards or symbolics are in scope, is the budget finalized? Will all employees receive the same symbolic awards?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
[bookmark: _Billing_on_Redemption][bookmark: _Will_points_be]Customized or symbolic awards exported from the US may be subject to local restrictions, taxes and higher shipping rates.

[bookmark: _Will_gross_up]Additional Information
Workshop decisions
During the User Experience Workshop, we’ll ask you to provide final decisions on award levels, the Award Assistant, SSO, integrations scope, APIs, plugins & extensions scope, and to give us the final approval to proceed with the configuration of the program.
 
Workshop follow up
Following the User Experience workshop, we’ll ask you to provide final decisions on approval paths, security roles & permissions, and provide us with a list of program administrators. 


Prepare for our User Experience Workshop
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	DURATION
120 minutes
	[image: Users with solid fill]
	REQUIRED PARTICIPANTS
· Project Manager / Project Lead​
· Core Project Team​
· Executive Sponsor / Program Owner​
· HRIS​
· SSO​
· Application admins​
· Key stakeholders​
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	PREREQUISITES​
· Budget confirmed
· Strategy Map approved (program decisions validated)​
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	PRE-WORK
· Complete User Experience Worksheet​
· Complete SSO questionnaire​
· Review Integrated Connections information​
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	AGENDA
· Finalize direction of program framework(s)​
· Secure direction on overall user experience​
· Confirm SSO scope and initiate configuration​
· Confirm integrations scope and initiate configuration​
· Introduce user acceptance testing​
· Recognition program demo​
· End to end experience​
· Single sign on​
· APIs, plug-ins, extensions, mobile​
· Roles and permissions matrix​
· Award levels and point values​
· Award Assistant​
· Reasons for recognition​
· Approval paths​
· Program framework​
· Social wall features ​
· Award store features​
· User profile setup and languages​
· Anniversaries program demo ​
· End to end experience​
· Eligibility​
· Leader’s and recipient’s notifications/timing ​
· Login and languages​
· Award experience​
· Award levels​
· Additional events framework ​
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	OUTCOME
· Approval to proceed with configuration and testing​
· Admins confirmed for involvement in Admin Experience Workshop​
· Confirm scope, allocate resources, and align on timing based on project plan for:​
· SSO ​
· Integrations, APIs, plug-ins, and extensions​
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