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     Synergita-Go Live Document
Go-Live Readiness
Synergita helps you to manage the end-to-end performance of your entire workforce. The SMART goal setting process sets clear expectations for the employees. The system enables the progress of the goals to be tracked on a continuous basis, regular conversations between employees and managers. Depending on the product edition, you have implemented, various other processes such as Performance Improvement Plans, promotion processes are also available.
[image: ]The Go-Live process is very important in creating awareness about the new performance system across your Organization. Each employee and manager must know about the new system, understand the goal setting, performance review processes and so on. This document helps customers rollout Synergita in the most effective manner in the Organization.
1. Are you ready for the launch?

Here is quick checklist to check the readiness of the product launch (customers shall fill the checklist)
	Activity
	Completed (Yes/No)

	User acceptance testing is completed
	

	HR admin training is completed to the HR team
	

	Login/Authentication is tested in production (either SSO or standalone)
	

	The application URL us accessible within and outside the office network
	

	Checked the delivery of email notifications with 1 or 2 employees
	

	Optional – Dry run the goal setting or the review process for 1 or 2 employees from the HR team in production – It is possible to delete the data after this testing
	


2. Internal Announcements/ Launch Emails (From – CEO, CFO, VP or HR )

· Once the Live Environment implementation is complete and the system is all set to Go Live, you can send the communication i.e. internal announcement regarding PMS launch in the organization which can be sent through CEO, CFO, VP or HR to all the employees. This will show the commitment from the top for this initiative. 
· Sample announcement emails for your reference 

[bookmark: _MON_1667732101]              
	System sends out the credentials to access the system for all the employees. Here is the sample content of this email. Incase of SSO implemented, you can just inform the employees about the launch and steps to access the system.
3. Poster Designs for Announcements

Give a heads-up to your employees about the upcoming Appraisals/Reviews.  The following poster templates are some of the sample posters. You can also create your own posters and display across the organization. 




                         	
4. Celebration

Cut a cake to celebrate internally for the big change what you have brought into the organization; bring in your business teams (CEO, CTO, CFO, etc.) for this cake cutting
5. Training

· HR Admins are already trained to manage the product end to end
· HR Admins can train the employees and managers before launching the system If required (Generally it is not required) 
· Refer the user manual for any clarifications
· Reach out to the implementation consultants for any queries or concerns
PS: The detailed scope is captured in the training plan.
6.  Post Go-Live

Product Access Report

Synergita support team shall help you ensure all the employees are able to access the system as soon as it’s launched.
Synergita customer support team shall provide the product access report in the following format for 1 month (on alternate days for the first 2 weeks and on a weekly basis thereafter.
	Employee Number
	Employee Name
	Email ID
	Designation
	Logged into the web app (Yes/No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Synergita customer support team shall send the weekly reminder emails to those employees who have not logged in to the web application yet. 
Synergita Mobile App

Synergita has a mobile app for iOS and Android platforms. Mobile App helps you to share continuous feedback anytime, anywhere with instant awards, appreciation. Approvals and status can be checked easily. 
Here are the links to download the mobile apps. 
https://play.google.com/store/apps/details?id=com.asteor.synergita&hl=en_IN&gl=US
https://apps.apple.com/us/app/synergita/id1305021356
These links are also provided in the home page of the product.
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Synergita customer team will provide the mobile app download & accessed report on a weekly basis. 
	Employee Number
	Employee Name
	Email ID
	Designation
	Logged into the mobile app (Yes/No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Synergita customer support team shall send the weekly reminder emails to those employees who have not downloaded the mobile app yet. Here is the format of the email.
==============================================================
Greetings from Synergita!!!
Would you like to provide an instant feedback to your teammates? 
Download our mobile app today to stay connected with your teammates and foster employee engagement via ongoing feedback.
We have few more additional features you might like
View key performance trends & progress through a powerful dashboard. Managers can check out the team level and HR the organization level trends.
· Check out your goals, its status and update the achievements instantly.
· Share continuous feedback, appreciations, and comments to your colleagues
· Give virtual awards and rewards
· Have instant check-ins with continuous conversation specific to each goal
· Review and approve or reject the ratings or recommendations
· Provide values adherence rating to your peers & leaders (Core Values Rating)
To motivate and track your workforce today's achievement and overcome tomorrow's challenges download and install the latest version of our mobile app using Google Play Store/ App store
Here are the links to download the mobile apps. 
https://play.google.com/store/apps/details?id=com.asteor.synergita&hl=en_IN&gl=US
https://apps.apple.com/us/app/synergita/id1305021356
==============================================================
Monitoring the goal setting/review process:

· Encourage the respective managers and department heads to track the status of the review process in the system
· Have frequent conversations on the overall progress.
· View key performance trends & progress through powerful dashboard. Managers can check out the team level and HR the organization level trends.
Manage the employee data

HR Admin will be responsible for managing the entire employee data.

Scenario 1 – Synergita is integrated with HRIS

Employee data changes including the new joiners, relieved employees, work details, reporting changes flow seamlessly into Synergita. When the integration fails, our customer support team shall inform you and work you in case of any data related issues.

Scenario 2 – Synergita is not integrated with HRIS

Have an identified person from the HR team to regularly update the employee data changes in the system. 
System reminder notifications
[bookmark: _GoBack]
Depending on the implementation, the following email reminder notifications go to the employees automatically from the system.
· Reminders for goal setting and review activities 
· Continuous feedback reminders on weekly basis
7. Support
· The implementation consultant will provide Hyper Care support for 15 business days after Go-Live.
· Post Hyper Care Support you will be moved to our regular customer support team. The team will provide the support basis the support plan you have subscribed to.
· For any queries send an email to “support@synergita.com”, the system will create a ticket and a support executive will respond to your queries through the ticket. For the first time you will receive “Synergita Support Portal” login credentials to track all your tickets.
· Support Hours: 9 AM to 6 PM (Monday - Friday)
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Sample 1: 

===========================================================================

	Welcome to Synergita - our online Performance Management Software that will help you to complete the appraisal process efficiently. Synergita will help you with:

· A simple and structured goal setting process

· User friendly review and approval screens

· Robust and seamless approval process

· Peer feedback process for Senior Managers and above

· Continuous feedback process through the year (including recognition)

· Competency based appraisal

· Access to performance dashboards

============================================================================

Sample 2: 

Dear Colleagues,

 As we draw closure to another successful year for Company (XXXXX), it is time to start documenting your 20XX-XX accomplishments and contribution to achievement of Company Name business targets. Annual performance assessment is a critical step in our growth journey and provides us with an opportunity to reflect on our achievements and improvement areas for the past year and prepare us better for the next year. Please make the performance assessment process a priority and strive to get the most out of it to help you expand your contribution and grow your career.

============================================================================







Sample 3: 

Hi Team,

[Intro]

We are very excited to announce our launch of Synergita, our new performance management system. In an effort to continually improve our Performance process, we will begin using Synergita to help us set clear goals that are aligned with our team and company objectives, give ongoing Feedback, which allows you to praise your peers, celebrate wins together or ask for and provide constructive feedback, which will help facilitate conversation between employee and manager. Finally, we will start running our annual Review cycle through Synergita. Review cycles are meant to help team members know how they are performing, so that they can take steps to enhance their professional development even further. Within Synergita, we will be using the following modules

· Goals	

· OKR

· Reviews

· Continuous Feedback

============================================================================

Sample 4: 

Hi Team,		

This year, we're going to be rolling out an employee-centric model of performance management through Synergita that focuses on helping people set clear goals that are aligned with the company, and on facilitating development conversations on a regular basis.

Each quarter, we will enter the company and department goals. This will provide employees full transparency into what’s being worked on at the company. After setting high level goals, managers and reports work together to set individual goals that are directionally aligned with the company and department goals.





(OKR Example) 

In terms of our goal setting, we're going to use OKRs (objectives and key results) as our goal setting method, which is simply a structured way to write goals. OKRs are useful because they emphasize focus on measurability, transparency, and alignment, which are all things we want to promote at [COMPANY]. These goals will help us provide clarity around our priorities as a company and give teams more visibility into how their work effectively ties into that. Furthermore, when it's time to have performance conversations with our teams we'll have been more aligned throughout the quarter.

(Goals Example) 

In terms of quarterly goal setting, we will be using our regular goals for managers and employees to help ensure that you have clear direction on where your focus should be throughout the quarter. Only you and your manager will have insight into the goals, so it will allow you to openly communicate your progress and any challenges you are facing in meeting your goals.

The company and department goals will already be input into Synergita when you login for the first time. Using these, you will be setting your own individual goals with your manager for this upcoming quarter.

Ideas when thinking about your own goals:

· What are the things you are working on that could be most impactful to [COMPANY] overall?

· What could you do to drive the most success for your team?

· What would you personally most like to accomplish for your own development?

We'll share more about the Goal process in the coming weeks, but for now download the Synergita’s Mobile App. You will be able to see employee's goals from the Mobile App.

If you have any questions about Synergita or the goal setting, please reach out to us or your manager.

============================================================================





Sample 5: 

Hi Team,

This year, we're going to be rolling out an employee-centric model of performance management through Synergita that focuses on helping create a culture of continuous conversation and feedback. 

Synergita offers a real-time feedback to help build a culture of continuous feedback all year long for [COMPANY NAME]. You can use it to give public praise or private feedback to anyone at the company. 

We want to ensure that the only time you are getting feedback isn’t during a performance review. Using this will ensure that there is a continuous feedback loop and then when it comes time to complete performance reviews, you will have plenty of context to make those as seamless as possible. There should never be a surprise during the performance review.

Here’s how we will be using Continuous feedback:

Giving Appreciation:

· To thank someone for going above and beyond

· To publicly recognize someone for their hard work

· To give the rest of the company insight into someone’s hard work on a specific project/task

Tag to Goals:

· Set the right SMART goals to bring clarity and transparency

· Update achieved metrics throughout to monitor the progress

· Have continuous feedback conversation tagged to specific goals, that can be referred during appraisal feedback

Giving Private Feedback:

· To give direct feedback to an employee about something they can improve upon

· To provide actionable feedback following a meeting

· To help an employee develop in a specific area





Giving Feedback Directly to a Manager:

· To provide direct feedback to an employee’s manager after working closely with them

· To give managers insight into how their direct reports are performing

· To let a manager know that one of their employees is doing a great job

We'll share more about the review process in the coming days, but for now download the mobile app to start seeing and sharing public feedback.

If you have any questions about Synergita or giving feedback within Synergita please reach out to us or your manager.

========================================================================

         New this year: Complete your performance activities on PMS portal

 This year, you’ll capture all your performance activities (and any feedback requests) on PMS portal. The system opens today and you, along with your manager and reviewer, are requested to complete all annual appraisal activities on the portal. 
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Here's a sneak peek at the exciting new features of 
the soon to be launched 


"Performance 


Management 


System"


Timely & transparent performance 
reviews


 East-to-use online interface


Regular feedback


Real-time analytics and tracking 
for startegic decision-making
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“


“


Our performance management process 
is getting a whole new upgrade! In 


addition to being completely 
transparent and paperless, the new 


online PMS platform will also usher in a 
culture of  regular and timely feedback


Our Latest Blockbuster
Portal 


Releasing Soon...
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With continued focus on High
Performing team, our
Performance Management
Process is getting a whole
new Upgrade! The new PMS
platform will make our PMS
process more systematic,
transparent & empowering
This will also serve as a
platform for our Rewards &
Recognition and continuous
feedbacks.
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