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Shoutout!

Let’s walk through how to do a
Shoutout! Recognition.




Step 1: Find the recognition prompt on the home page.

MAXIMUS Sandbox X There are two ways you can access

the recognition prompt.

HOME FEED RECOGNIZE SPEND POINTS

Employee Recognition

Platform

@ Good Afternoon, Maximus Employee Who do you want to recognize?

You have 250 Points to spend

‘ Type a name fo search...

Suggestions from My Circle Go to My Circle
Opportunities to Recognize ©

SHOUTOUT!
Available

Option 2:
Type the name of the person you want

Option 1:
Click SHOUTOUT!

to recognize and click Next.
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Step 2: Choose the person you want to recognize.

Recognize *

Who If you access the prompt by choosing the
@ program first (opt 1), you’ll start here.

If you access by choosing the person first
(opt 2), you'll bypass this step.

1. Search for the person
you want to recognize.

Who do you want to recognize?

@ Maximus Employee

‘ Search ‘

) Recognize a large group v MNext
@ g ge group

’ t You can recognize a group of people
by uploading a bulk user file.
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Step 3: Fill out the recognition prompt.

Recognize

Why

9, 9, ©,

Shoutout! ’ ( Click Global Core Values

for reference.

Recognize your coworkers for the amazing work they dol

Global Core Valuas

Recson for recognition (this will display en the feed)

Refer to the appendix for
guidance on writing a
recognition post.

1. Fill out the reason

for the recognition.

If you would like to add a picture to your recognition, please select one below: (optional)

4 ™
| Browse Images |
A S

Select Image

2. Click Browse Images if you gl
like to select one to accompany su E— .
jof ATy u

your recognition.

e
Ve

Ve N
canceL )
A 4

3. Choose the core value that aligns
with the reason for recognition.

Core Values

[Accoun‘rubiliw [:]] [Colluborction D] [Compcssion D] [Cusiomer Focus [:]]
[Innovcfion D] [ Respect D]

Visibility (@ Everyone  Private

/7 ™
[ Back |
M v

4. Choose the visibility
of your recognition.

5. Click Recognize
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Step 4: Complete the recognition.

Recognition Submitted

© 9 9

Nice work!

Your recognifion has been submitted.

4 ™
I:k Recognize More ,x:l Go fo Feed

’ t You can recognize more people by
clicking Recognize More.

Click Go to Feed to see

your recognition.
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Step 1: Find the recognition prompt on the home page.

*x,

MAIMUS Sandbox

HOME FEED RECOGNIZE  SPEND POINTS

ere are two ways you can access
the recognition prompt.

Employee Recognition

Platform

Who do you want to recognize?

| Type @ name to search...

Suggestions from My Circle Go to My Circle

Opportunities to Recognize @

Option 1:

Option 2:

SHOUTOUT!

Aveilale Click GOING ABOVE
AND BEYOND!

Type the name of the person you want
to recognize and click Next.

125 Points to give ressts in 20

- GOING ABOVE AND BEYOND

days

Recognition Feed [ All ~ ]
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Step 2: Choose the person you want to recognize.

Recognize *

Who If you access the prompt by choosing the
@ program first (opt 1), you’ll start here.

If you access by choosing the person first
(opt 2), you'll bypass this step.

1. Search for the person
you want to recognize.

Who do you want to recognize?

@ Maximus Employee

‘ Search ‘

) Recognize a large group v MNext
@ g ge group

’ t You can recognize a group of people
by uploading a bulk user file.
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Step 3A: Fill out the recognition prompit.

Recognize

Why

Employee

*This section outlines the following points limits within a specific period:
*  Number of points the person you are recognizing can be awarded in
the period

Employee can be awarded 485 more Points this period (01/01/2023 - 12/31/2023) * Number of points you can award the person in the period
* Number of points you have left for the period

Going Above and Beyond!

You can award Employee 85 more Points this period (01/01/2023 - 12/31/2023)
You have 110 Points left for this period (10/01/2023 - 12/31/2023)
Award out points to employess who go above and beyond
Globol Cor Valuse 1. Fill out the reason
for the recognition.

Reason for recognition (this will display on the feed)

Refer to the appendix for
guidance on writing a r
recognition post.

If you would like to add a picture to your recognition, plecace celect one below: (optional) s SR @ 2 Cl |Ck Browse Images |'F

L S you like one to accompany
u"( »_,?'”f'”h ¢ _;m':

your recognition.
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Step 3B: Select Core Value and Points.

Core Valuss

[.&ccuun‘mbiliw C]] [Cc:ulll::b-::lrmﬁn::-n C]] [Ccampﬂss.ic:n [:]] [Cusmmer Focus C]]
[ Innowvation D] [ Respect D]

This recognitien program awards

[1[1 Points O] [15 Points O] [ED FPaoints O] [25 Peints O] [ 50 Points O] [ Cusfom O]

Vieibility () Everyone Private

5. Choose the visibility

of your recognition.

6. Click Recognize

* You will select a value to align with

your recognition. Click Global Core
Values to reference them.

3. Choose the core value that aligns

with the reason for recognition.

4.Select the number
of award points.

’ k You can choose a custom number of points if
you are within the limits that are outlined in the
section at the top of this page.

Once you choose custom, a will populate
allowing you to manually enter in the number
of points. See below.

Thie recognition program awarde

['IO Points O] [15 Faoints O] [ 20 Paoints O] [25 Points O] [ 50 Paoints O] [Cusfom @]

Points *
L]

maximus



11

Step 4: Complete the recognition.

Recognition Submitted

© 9 9

Nice work!

Your recognifion has been submitted.

4 ™
I:k Recognize More ,x:l Go fo Feed

’ t You can recognize more people by
clicking Recognize More.

Click Go to Feed to see

your recognition.

maximus



Reason for Recognition
Guidance

Learn what to do and what not
to do when writing your reason
for recognition.



Reason for Recognition Guidance and Examples

13

SHOUTOUTI

| greatly appreciate the marketing expertise Riley brings to the team. Riley 's positive
demeanor and sense of teamwork make the partnership a great experience. Thank
you, Riley, for being an awesome teammate!

Jules was such a huge help in getting the Tuition Reimbursement platform up and
running in time for our launch! Thank you for being a great partner.

Maria helped me out when | was sick and completed a project for me. Thank you,
Maria, couldn't have done it without you!

GOING ABOVE & BEYOND!

Amrit is a top performer who brings efficiency and collaboration to projects with our
cross-functional counterparts. Thank you, Amrit, for being organized, communicative,
reliable, and always willing to help.

Thank you, Lamar, for assisting with the big launch. We appreciate your willingness to
help, your dedication, and the time you took outside of your daily responsibilities to
make sure everything went smoothly.

Alex jumped in to help our team during a busy season and took the lead without
needing any guidance. Your ability to take initiative in any situation brings so much
value to our department and the business. Keep up the great work!

« Congrats on your 1st work anniversary, [Employee]!
* Happy birthday, [Employee]!
« Congrats on buying your new home!

Recognition is not to be used for birthday
wishes, life events, or anything unrelated to
work performance.
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Spend Points

Let’s walk through how to
spend your recognition points.




Step 1: Locate the page and browse your options.

HOME FEED  RECOGNIZE ~ SPEND POINTS 1 Click SPEND POINTS tab.
’ ( You can spend your points on

All  Virtual Prepaid Cards  eGift Cards Amazon Tickets Wellness Prepaid or eGlft Cards/ Tickets, and
— Amazon or wellness products.

2. Browse by categories
Amazon or scroll down. eGift Cards

Popular Choices
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Step 2: Choose what you like to purchase with your points.

< Back to Amazon

Item added to cart! X
Apple 20W USB-C Power Adapter - iPhone Charger with Fast Apple 20W USB-C Power
Charging Capability, Type C Wall Charger Adapter - iPhone Charger...

Brand: Apple

Category: Wireless

2. Click View Cart to
check out.

Manufacturer: Apple In Your Cart

Details

The Apple 20W USB-C P¢
home, in the office, or on

Pair it with iPhone 8 or la Available Points: 250
around 30 minutes.
porormanca, |
performance
Works with all iPhone, Air Cost: H
| ost 17 Points

USB-C wall charger only,

Quantity:1 & 77 Wishlist

1. Click Add to Cart Add o Carl Apple Z0W USE-C Power Adapter -
iPhone Charger with Fast...
*C/ick Browse More Items
* Add To Wishlist
You can add the item

to keep shopping.
tO _your WIShIISt |'/- Browse More Items -\'I
.\- /'
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Step 3: Proceed with checkout process.

VY Shopping Cart
Order Summary

Apple 20W USB-C Power Adapter - iPhone Charger with Fast
Charging Capability, Type C Wall Charger

17 Points Quqnhfy.
Available Points: 250

Remove Move To Wishlist Cart Total: 17

1 CickCheckout.___
(m Select Address
2. Click Add New Address. (nda Now Adaress )

No addresses on file

Items: 1

Order Summary Order Summary

toms: 4. Review your order and

click Submit Order.

Items: 1

3. Click Checkout:
Available Points: 250 ReVieW order. Cart Total:

Balance After Order
Cart Total: 17

Checkout: Review Order

17

233

Submit Order

maximus
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