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Instructions
Please review and complete this worksheet in preparation of our Admin Workshop together. Once completed, your project team at O.C. Tanner will review these decisions ahead of our Workshop and come prepared to take a deeper dive into the tools that are important to you. 
Admin Tools are role-based permissions for reporting and program budget allocations or management planning. Admin tools include: dashboards, reports, budget tool, employee activity tool, recognition management and group deposits. 

Who will be a program administrator? Will there be global administrators?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
We recommend 2-3 administrators. 

Who needs access to reports?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Report access is provided by role. Principal admin/s can see everything, admins can see select reports, and managers can see relevant data about their direct reports in their manager-specific dashboard. 
What metrics are important to you for reports?
………………………………………………………………………………………………….
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

Who will manage the budget?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………

Will hierarchy impact the budget?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

The budget can be managed at the corporate, regional, country, manager, or individual level. What level will your organization manage the budget?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

Are you interested in the Recognition Management tool? 
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………

The Recognition Management tool is designed to stop monetary recognition after a certain number of instances or a specified monetary amount.

Do you plan to use the program’s Budget Tool to manage the budget? 
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
The Budget Tool tracks and controls spend and is tied to the business unit hierarchy built by the data file. When a nomination is approved, the system will first look at the employee’s business unit for funds. If there are no funds, the system will look up the hierarchy until it finds funds. 

If you plan to use the Budget Tool, you’ll need to think about how it should be set up. The next 5 questions are specifically about the Budget Tool. 

1. Budget Tool type: will you use business unit or people hierarchy in the Budget Tool?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
‘Business unit’ uses business unit hierarchy from the data file.

‘People hierarchy’ utilizes the manager hierarchy on the data file to create the people structure.

2. Budget Tool charges: will you charge the nominee or nominator’s budget in the Budget Tool?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Best practice is to charge the nominator because it provides visibility and controls to the user.

3. Budget Tool currency: will you use currency (USD) or points to track the spend in the Budget Tool?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
If you answered ‘people hierarchy’ for the Budget Tool type in Question #1 above or are a global organization, we recommend using points to track the spend in the Budget Tool. 

If you answered ‘business unit’ for the Budget Tool type in Question #1 above, we recommend using currency to track the spend in the Budget Tool. 

4. Budget Tool tracking: will you track at issuance of points or redemption of points in the Budget Tool?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Best practice is at issuance of points.

5. Budget Tool spend control: how will you control spend limits in the Budget Tool – unlimited spend, controlled overspend or no overspend?
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
Unlimited overspend = there is no cap on the amount of spend 

Controlled overspend = the tool allows spend to go over budget by a pre-determined amount, such as 10%

No overspend = once the budget is reached, no more monetary recognition can be given
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Report Capabilities 
Activity can be combined into a single report. Reports can be configured and filtered, but are not customizable. Reports can be downloaded via a CSV file or scheduled and sent to an SFTP location for pick up.
Report Requirements
Appropriate payroll details must be provided so that employees are taxed accurately. Access to reports is limited by role and is permission based. 


Prepare for our Admin Tools & Population Data Workshop
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	DURATION
90 – 120 minutes
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	REQUIRED PARTICIPANTS
· Project Manager / Project Lead​
· Core Project Team​
· Program administrators​
· HRIS Stakeholders / IT Resource
· Stakeholders interested in reporting outputs​
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	PREREQUISITES​
· User experience workshop complete
· Provide O.C. Tanner your data change order process ​
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	PRE-WORK
· Complete Admin Worksheet​
· Complete Data Worksheet​
· Complete Workday Integrations Questionnaire​ (if applicable)
· Review data overview documents​
· Review reporting capabilities and example reports​
· Confirm who will manage budgets​
· Identify if there is hierarchy impact to the budget​
· Confirm who should have access to reports​
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	AGENDA
· Reporting​
· visibility into the Data Export Tool and Tableau Dashboards including ​
· live stats​
· reach and utilization by department and geography​
· weekly comparisons to chart program improvements​
· culture impact including Employee Net Promoter score​
· flight risk (the connection between recognition and retention)​
· Manage budget​
· visibility to the budget tool​
· confirm if budget tool will be managed by business hierarchy or people hierarchy​
· Employee activity​
· gives program admins the ability to view, edit, approve, or transfer eCard, monetary eCards, nominations​
· gives program admins the ability to view or edit anniversary activity​
· Recognition management​
· This tool was designed to stop monetary recognition after a certain number of instances or specified monetary amount. ​
· Group deposits​
· gives the ability to quickly deposit points to groups of users​
· Product updates​
· houses the quarterly platform updates for clients to reference​
· Employee Data​
· Review standard and client defined data fields​
· Discuss data file format and exchange​
· Identify SFTP contact to send credentials to for data file transfer​
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	OUTCOME
· Initial understanding of admin features and tools. More training and support of these features and tools will be provided to the program administrators after the program is live and throughout the life of the program.​
· Test of SFTP upload ​
· Send test file to O.C. Tanner (continue to send until data file is validated to begin User Acceptance Testing)​
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