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Introduction

Determining and achieving what you want to accomplish and develop is important in 

every organization. We are happy to help you with that!

In this guide you will discover the most important functionalities of our online 

platform. We will take you through a couple of easy steps to get you started.

Have fun and good luck!
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1. Registration

You have received an invitation email or SMS to register for the online platform. 

Click the button in the invitation to go to the registration screen. Haven’t 

received anything? Then ask your manager for your unique code and go to 

app.dialog.nl/account/register.

Check  Click the button to register your account!
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One of these two options applies to your organization:

1 Create a new account (with e-mail or phonenumber)

2 Log in directly with your company account (Single Sign-On)

Note: With SSO you will go directly to the login screen.

Create a secure 

password (min. 8 

characters)

Upload a photo to make 

sure you are recognizable 

to colleagues in the 

platform.

Check  Click the button to register your account!
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2. Create a personal plan

Focus is crucial while achieving  goals. In the online platform you therefore record 

what you want to achieve (performance goals) and develop (development goals) 

in the upcoming period.

To get you started, you can create goals related to your position.

Check  Create your first goal now

In the step “My position” you 

determine for yourself what  

you can do to become even 

better at your current job.

Or create your own 

goal.

Easily create a goal based on 

one of your job’s 

responsibilities.
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Afterwards you will be able to create goals that directly contribute to a team or 

organizational goal.

Check  Add a goal that makes your contribution visible

Here you can see which 

organization or team 

goal your goal 

contributes to.

Break down your goal into 

actions or  measurable results

In the step “Team goals” you 

determine what you can 

contribute to the goals of your 

team or organization.

Keep the goal 

name short,  

so that you  

keep your goal 

overview read­

able. If you want  

to give more  

information,  

write this in  

the description.
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What do you want to develop in the coming period? And how does this tie in with 

the competencies that are related to your position and the core values of your 

organization?

Check  Create your first development goal

Determine what 

behavior you will 

practise. Press the 

dots if you want to 

change a behavior.

In the step “Competencies” you 

determine for yourself in which 

competencies or core values 

you can still grow.
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What other areas of personal growth would you like to focus on in the upcoming 

period? Think about your personal development goals such as your career path, 

education, or personal skills.

Check  Create a personal development goal

In the step “Development” 

you determine for yourself 

what you want to develop 

further.

For example, you can indicate 

the next step(s) related to  

your career aspirations and 

development.
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3. Keeping goals top-of-mind

It is important to keep enough focus on your goals in order to achieve them. That is 

why you can choose to receive an e-mail periodically with what you intend to achieve 

and develop. Determine the frequency with which you want to receive this e-mail.

Check  Choose how often you want to be reminded of your goals

Determine for yourself how 

often you want to be reminded 

of your personal plan. The more 

you reflect, the faster you grow.

See which goals you’ve 

added to your plan at any 

time.
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4. Tracking progress

You optimally learn from what is going well and what can be improved if you 

regularly reflect on your goals. Moreover, it prevents any surprises during your 
periodic evaluation.

Check  Use the smiley to indicate how much confidence  
you have in your goals

Use a smiley to indicate how 

confident you are that you 
will achieve a goal.

Regularly write down what 

your progress is, what you 

have achieved and what you 

still have to do.

Define who can see 
your update.



Dialog - Discover the possibilitiesof our online platform Page 11

Transforming Performance Management

5. Ask and give feedback

It is valuable to hear from others what you are already doing well and how you can 

improve in order to learn as much as possible. Feel free to ask your first feedback 
from a colleague now.

Take the opportunity to compliment a colleague. Your colleague will certainly 

appreciate that.

Check  Send your first feedback request to a colleague immediately

Define who can see 
the feedback.

Click here to ask for or 

give feedback.

Want to receive feedback 

on a specific goal or 
competency? Indicate this 

here.
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6. Write your periodic evaluation

At the end of a period you look back on what you have achieved and developed.

While writing your evaluation in Dialog you immediately have all updates and 

feedback at hand. This saves you a lot of time and you and your manager have 

a complete picture of the entire evaluation period.

Check  Track progress on your goals. This way you save time in the evaluation.

Save your evaluation as 

a draft without anyone 

else being able to view it.

Here you can see your own 

updates and the feedback 

you have received about 

the goal you are evaluating. 

This makes evaluating your 

progress a lot easier!
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7. Install our mobile app - Android

Update your goals and request or provide feedback when it suits you. That is of 

course easiest if you always have the app at hand. So put it on your phone now. 

With an Android phone you do this like this:

Check  Immediately download the app from the Google Play Store

Step 2: Click ‘Install’

Step 1: Search for 

‘Dialog HR’ in the 

Google Play Store
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7. Install our mobile app - iPhone
Update your goals and request or provide feedback when it suits you. That is of 

course easiest if you always have the app at hand. So put it on your phone now. 

With an iPhone you do this like this:

Check  Immediately download the app from the App Store

Step 2: Click  ‘Get’

Step 1: Search for 

‘Dialog’ in the App 

Store
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More information

Do you have any questions about the online platform? Check out our FAQ page 

(dialog.zendesk.com). Here you will find explanations and tips about all the 
possibilities of our platform.

Prefer personal contact? Mail or call our service staff:  
support@dialog.nl or +31 030 7600 290.

https://dialog.zendesk.com/hc/nl
mailto:support%40dialog.nl?subject=

