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Appical off-boarding course - our manager!
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Why use
the Manager Toolkit?

Review Focus Connect
Check progress and See which employee Touch base and engage
View your new hires requires more attention with your new hires even

performance directly. with specific topics. before their first day.



Manager Toolkit — Plan Comparison

Basic Advanced

Creating / using manager presets
Customize emails

Set name for player-side tab
Manager Tips & Tricks

Edit / Customize introduction

O O O & 9

Multi language Tips & Tricks

See essay responses per new hire
Sort by performance

Search bar for new users

Push notifications for managers

O O O O O O O & 00 9O

Add / remove new hires as a manager



Interested In the
Manager Toolkit?

Notifications
9:41 AM

& Bob started following you Follower accepted

A Roy started following you

e Request a demo to learn more about the

[ yon Res e ang Bob e functionalities! *® ~ Click here!

This means that Bob will be your follower.
He can view your progress during the
onboarding process.

You can also view Bob's profile.

e Using the basic Manager Toolkit already and

do you want to upgrade to the Advanced

| understand

version?

- Contact your Customer Success Manager.
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Basic Manager Toolkit
Functionalities
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1.  View all your new hires at a glance. -
#2 New hire list

n My introduction

2. Introduce yourself to your new team members.

Q Tips & Tricks

3.  Tips and tricks for managers. & Tutoria

4.  Checklist for managers.
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Appical 9:41 AM

My introduction

Hi Rosa, my name is Bob. | will be
your manager!

| have over eigth years of experience as a
manager. | am responsible for overseeing
and leading the work of a group of ten
people. If you need any guidance | will
always be there to help you.

2. My introduction

e Create an introduction message by uploading

your personal text and image.

e As a manager, this is your digital introduction

to your new hires.

e Upload a profile picture for a personal touch.

e The goalis to make the new employee feel

welcome along with (or instead of) the

traditional “handshaking round” at the office.




3. Tips and tricks

My introduction v Manager Bob e

‘f’ Manager

A small library with practical tips and N o
B8 My introduction

tricks on how to make new hires feel

& Tutorial ) )
Online networking

welCoOme. | forbegoners

Build a relationship

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nunc sollicitudin varius
o ) velit, ut faucibus odio. Nullam nulla lorem, dapibus in nunc sed, faucibus laoreet
I:S:L;St impression Atrue welcome dolor. Proin justo velit, elementum consectetur finibus a, auctor congue ligula.
Pellentesque est metus, porttitor et fermentum quis, tincidunt in elit. In mi nisi,
fermentum iaculis bibendum id, ullamcorper id purus. Suspendisse nec purus
dignissim, suscipit tellus mollis, consequat magna. Suspendisse a blandit justo,
vitae pulvinar nisi.
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1/3 Tasks completed

General

Jack Johnson

6-Month Performance Evaluation
179 days left

Jack Johnson

Monthly Manager meetup
0 days left

Done

General

Jack Johnson

Order a laptop for your new hire
1 day left

4. Checklist

An easy overview of all your tasks
to guide your new hires to a
successful start.




Tutorial

Of course we help your managers with a
guided tour through the functionalities of
the manager toolkit to make sure your
managers use and understand all
functionalities.

Managers can access the tutorial whenever
they want by clicking on the menu item.

Journey

This is where the magic happens: all
the content for your onboarding is
waiting for you right there. Navigate
through the chapters and kickoff your
new journey!




Advanced Manager Toolkit additions

Search bar:

Course name, department and
job title

To do’s: keep track of your
tasks as a manager

Control options: managers can
add and remove new hires to
their team

(=]

=

®

Push notifications:
receive valuable information
when new hires finishes courses

See and filter essay responses
per new hire

Filter: sort by sort by start date,
new hire performance, activity
and course status



Control Options

Managers can add and remove new
hires to their team straight from the
manager toolkit.

New hires have to be in the app
directory first.

Add new hires

Add new hires to your list to view their performance.

Q. Search

- 216 new hires
We
Martha Marshall

Congratulations on you
to help make your tran:
Here are a few things tt
to know prior to your fi

12114 | 3
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Your journey

James Bond
John Snow
Clark Kent

Megan Wolf




Notifications

& Bob started following you

A Roy started following you

Push
Notifications

e Keep up to date on new hire progress.

e Receive a notification that new hires

checked in, follow you or completed a
course, or when a deadline for a checklist

Iitem Is coming up.




View essay
responses

o Filter essay responses per new hire.

e View responses directly in the
manager toolkit instead of viewing
them in the reporting section.

Appical = 9:41 AM

Notifications

Support Appical

Your First Day / Chapter 1

Introduce yourself

I'm John Cookiedough, 40 years old and currently living in Amsterdam.

Appical Marketing Amsterdam / Your First Day

What are your goals?

I hope to learn a lot and help Appical to reach the next level!




Clear Filters

Any Y. Filters ~

Sort by start date, new hire

iy John Cookiedough

Started Support Appical course

Today pecently performance, activity and
Tomorrow course status.

Course status
Coming 7 days

All statuses
Coming 30 days

All statuses
Performance None started
Any In progress
Any Finished
Need attention
Inactive

Excellent




How does
it work for
your hires?

1. Introduction message
2. View followers

3. Notifications

'- HiRosa, my name is Bob. | will be
' your manager!

Ihave over eigth years of experience as a
manager. | am responsible for overseeing
- and leading the work of a group of ten
- peaple. If you need any guidance | will
- always be there to help you.




.ﬂ Welcome Rosal

Congratulations on your new job! Our goal is
to help make your transition a smooth one.
Here are a few things that we would like you
to know prior to your first day.

’I 2 ’] 4 33 Until your

‘ |
Days Hours Minutes first day!

Your journey

1. Introduction
message

New hires will receive the welcome
message from their manager. This
IS a personalised message to make
the new employee feel welcomed.




2. View followers

Two lines
12 days left

Transparency Is important! ‘

Two lines
12 days left

New hires can always see who is

Checklist item
Two lines
12 days left

following their progress and ‘

Two lines
12 days left

results.

Two lines
12 days left

Category

Checklist item
Two lines
12 days left

Checklist item
Two lines
12 days left
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Welcome Rosal

Congratulations on your new job! Our goal is to help make your transition a
smooth one. Here are a few things that we would like you to know prior to your
first day.

Continue your stories:

Your journey Welcome to Appical onboar Yo ur fOI Iowe rs

6 6 % ( The history of Appical Bob de Bruin

Complete o Manager

Working with A Peter Roosenboom

Assistant manager
Your followers
Bob de Bruin Roy Terenstra
Hanaer Art director

Peter Roosenboom
Assistant manager

Roy Terenstra
Art director




Notifications

A Bob started following you

A Roy started following you

9:41 AM

Follower accepted

Thank you Rosa! You and Bob are
now connected.

This means that Bob will be your follower.
He can view your progress during the
onboarding process.

You can also view Bob's profile.

| understand

3. Notifications

Receive notifications from new
followers (managers).

Managers will receive a message that
new hires checked in.

The goal is to keep new hires and
managers updated on the process and
create transparency.




Interested In the Appical Manager
Toolkit?

Want to upgrade your basic Manager
&~ Request a demo Toolkit functionalities to Advanced?

¢~ Contact your Customer Success

Manager
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