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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.

v Click the button to register your account!

W2 Invitation
N\ D Dialog

stefan@dialog.nl

Invitation Dialog

Enter your goals in Dialog and set reminders to periodically reflect
on your goals. You can then view the goals and track the progress
you've made. This way you avoid surprises at the end of the year
and, if you wish, you can discuss this with your manager.

We would like to invite you to keep track of your goals with Dialog.

What is Dialog?
© Insight into the progress of your goals
Q Set reminders

B — -
«— All notes in one place



D Dialog | Transforming Performance Management

One of these two options applies to your organization:
1 Create a new account (with e-mail or phonenumber)
2 Log indirectly with your company account (Single Sign-On)

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

v Click the button to register your account!

fect
Upload a photo to make i

sure you are recognizable
to colleagues in the
platform.

hdy have an account? Login here

Unique code Unigue code...

Name First name... Surname...

E-mail Emailaddress (optional)... Create a secure
password (min. 8

Mabile Mobile phonenumber (optional)... characters)

phonenumber

Password & Password...

| consent to the use of my personal data in order to
improve this platform's services.

You can read our privacy declaration and cookie

paolicy here
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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.

v/ Create your first goal now

£ = Planil)

MMy posiliun Team goals i D Reminders

< B MNoles

In the step “My position” you
determine for yourself what

you can do to become even
better at your current job.

What can you do to become even better in your current position?

Customer service agent

As a customer service agent you are the first point of contact for our customers. You therefore promote
the values of our organization and always do your best to exceed the expectations of our customers.

i
Answer customer questions efficiently

Maintain customer service scripts
Directly transfer customers to the right department

| | Keep industry knowledge up to date

Easily create a goal based on

one of your job’s + Add your own goal
responsibilities.

Or create your own

goal.

s —
| € Previous | Next »
N =g
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Afterwards you will be able to create goals that directly contribute to a team or
organizational goal.

v/ Add a goal that makes your contribution visible

£ = Plani2)

My position Competencies o

< B Motes

In the step “Team goals” you
determine what you can

contribute to the goals of your
team or organization.

To what can you contribute?

@ Support

Improve customer satisfaction

| Optimise processes

New performance goal @ Performance gozl 3 Compatencies

Mame goal
1wl contrioute to 2 team or organization
Giva your goal a name (max 10 words)... goal {aptional)
Describe what you want to achieve {aptional) © Improve customer satisfactiog
Keep the goal
Give yol al a desciption [optional}... Ontimis SAREAS )
name Short ve your goal a desciption (optiona plimise processes Here you - Whlch
so that you Improve emplayability organization or team
kee p yO ur g (oF:] | Which steps are you going to take? (optional) i 2020 g Oa | yO ur g 0a I
(0)V/<] ereW read = + Add aztion, result or training co ntrl bUtes to

able. If you want
to give more
information,
write this in

the description.

Break down your goal into

actions or measurable results

& Colleagues i 2020 Cancel Create goal
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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?

v/ Create your first development goal

£ I= Plani3}

My pasition Team goals Development Reminders

< B Mows

In the step “Competencies” you
determine for yourself in which

competencies or core values
you can still grow.

What do you want to develop further?

e Competencies

Teamwork

Result driven

New development goal .\ t qa
P g ¥ Development gaal Team goals Competencies

Mame goal
I'm going to practice with competencies
Teamwork ;
O Teamwaork b
Describe what you want to achieve [optional) If you Improve your teamwork skills,
wou invest in improving relations with
Describe what you want Lo achieve (optional) olhars and increase tha chances of

suncesfully achieving teamgoals.

Result driven
Which steps are you going to take? (optional)

@ Identify and celebrate successes Customer centerad

@ Keep your promises

@ Share your thoughts and feelings

44 AR

@ Ask others for their ideas Dete”:nme Wha't
@ Ask others for feedback behaVIOr YOU W|||

practise. Press the
dots if you want to
change a behavior.

=+ Add action, result or training

8 Colleagues B 2020

77 . bR
| € Previous |
i s
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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.

v/ Create a personal development goal

< i= Plan|d)

My pasition Team goals Compatencies Reminders

< B Moles

In the step “Development”

you determine for yourself

what you want to develop
further.

Are there other things you want to develop?

Would you perhaps like to take the next step in your career?

For example, you can indicate
the next step(s) related to
your career aspirations and
development.

Woaould you perhaps like to take a certain (traini

Waould you perhaps like to further develop somd

+ Add goal

./ -\.
| ¢ Previous | Next »
M A
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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.

v/ Choose how often you want to be reminded of your goals

< = Flanid)

T See which goals you've

added to your plan at any
time.

D Dialog

How often do you want to be reminded
of your goals?

Hi Michael,

How are your goals progressing? Here you find an overview of
the things you want to achieve and develop.

all Every week
Performance goals

Every other week e
ul Everyo ! © Answer customer questions efficiently

= t!
© . Every month © Project: from customers to fans

Determine for yourself how
often you want to be reminded

Manday =
I\':‘:) Edit customer service script

« Everyquarter
¥ Development goals

X Mever .
Teamwork

© Grow to senior

of your personal plan. The more

you reflect, the faster you grow.

./ & \.
| ¢ Previous | Complete
. Dt —
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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.

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

D ® Goals W Feedback = Reviews % Team - ﬁ Michael Sanders «

? Michael Sanders

\.__.;‘;’ Customer service agent

Use a smiley to indicate how

@) Performance goals confident Yyou are that you

will achieve a goal.

Customer service agent
Answer customer guestions efficiently

How is this goal going?
Develop mail templates for top 10 asked questions 2010
Lower the average time for a phone call {3 minutes) BEY
@ Add an astion or kay resull

Write a reflection or note...

@ %, Feedback from Chris Gilsing
ke Regularly write down what
Coing well. Try to involve colleagues e your prOgreSS iS What you nd provides new insights.
& oues .
i have achieved and what you
~f2+ Michael Sanders still have to do.

5= 0n average my convarsations last muc

because | give people (too] much room to talk. As a result, |
regularly lose control. In the upcoming petiod | will try summarizing after the inventory phase and clearly state what | will do {apply structure),

& Colleagues

18 Colleagues & Ask for feedback

Define who can see
© Project; frd your update_ ‘

L:) Edit customaer sarvice script ¢
ik -
%" Development goals {+ et goal )
i T

Teamwork <

@ Grow to senior <
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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.

v/ Send your first feedback request to a colleague immediately

D @ Goals W Feedback = Reviews i Team - e Michael Sanders »

About me Given

Search for goal, competency or employee,,, il Glve feedback

2 ol ibubalB \/\/ant to receive feedback
. 12 Apr. 2020 G Colleagues = .
on a specific goal or Click here to ask for or

Michael Sanders: I'm curious whet CompetenCY? |ndicate th|s have are more than welcome. g|Ve feedbaCk-
here.

Goalt Ask feedback My goals My compalancies

an Ask feedback from: Parfarmance goals <
o “nter & —rmai = . -
3‘ Enter anamis soe nall addies Answer customer questions efficiently
T k
" ® Goals and compatencies Froject: from customers to fans
Ask your feedback guestion here... Edit customer service script
Tei i
P, Development goals
4
i Teamwork
f Optional: 4sk for feedback on your goals or competencies
£ tha ight si r all goa =
Selact thase on the right side or add all gaals Grow to sehior
< 2020 >
Wi

Mic & Col eagues Cancel @ i

Define who can see

the feedback. bk the lead a bit too much &t certain moments, The effect of which was that people didr't share all
put perhaps you can pay attention to it next time.

Thanks Daniell Nice to read that you liked working with me. | will definitely pay more attention to the way | organize information in a next
project.

Write your reaction 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.

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

D @ Goals W Feedback = Reviews % Team 5 ﬁ Michael Sanders

< Back to reviews

- -ﬁ“ Review 2 020 S Customer servica agant

" A ¢ 1il ticiantl
1?9 Michael Sanders. January 1st 2020 - December 31st 2020 DEdel-FUBIoIR HRsIINS LI

el Write your self-evaluation
Submit before December 31st 2020 Key results and actions A
Develop mail templates for top 10

asked questions

610
© Performance goals
Lower the average time for a phone
:
Answer customer guesticns efficiently call (2 minutes)

What have you achieved? Updates ~

= 3’ Michael Sanders

Project: fram customers to fans "9 | have developed 6 tamplates! This helps
both my colleagues and me 1o work faster
What have you achiaved? and more effectively. My average call time

has also gone down. Clients I've spoken to
still call back too often with follow-up

Edit customer service script guestions though. So that is not effective!

il . hi P £ Callsnias
What have you achieyved? Here you can see \/OUF own & Colleaguas
updates and the feedback  FREUEEUEENS

% Development goals you have received about "= On average my conversations last much
. longer than those of my colleagues. This is

the goal YOU are eV8|Uatlng- mainly because | give people (too) much

Teamuorlc Th|S ma kes eVaIUating your room o talk. As a result, | regularly lose

5 - cantrol. In the upcoming period | will try
What have you learned? progress a lot easier! summarizing after the inventory phasesand

clearly stale whal | will do (apply structure].

Grow to senior
& Colleaguas

Feedback v

Save your evaluation as

a draft without anyone - NabilCan
else being able to view it. e

The mail templates that you have developed
work welll Your conversations are also shorter,

. " but there are still many customers that call
[ B Save as concept | «d Save & send ; Y )
e B back with guestions. Make sure you summarize

and structure your conversations.

VIITE Your answer here
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/. 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:

v/ Immediately download the app from the Google Play Store

dialog hr
4.0+ % 4.5+ % Editors' Choice

Dialog
Dialog HR - Business

PEGI 2 @

Dialog

Dialog HR

Step 1: Search for

‘Dialog HR’ in the

Google Play Store
1al0g.cl

CriticalMass + Communication
100+

HR Square
HR Square * Business
100+

BizCare Lite
@ Dialog Axiata. « Business

3.2% 1K+
About this app
French conversation

net app gems + Communication
414% [ 1K+

Dialog supports your HR cycle

u@ﬂ Cultures in Dialogue

Llnmdafin Cuntamn |40 - Wiand -
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/. Install our mobile app - iIPhone

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:

v Immediately download the app from the App Store

14:59 ¥ 15:00

Q, dialog & Cancel < Search
Dialog

[:.iia.h:rg DialogHR
Business Step 1: Search for
ok dek = )
Dialog’ in the App

aTm— Store

; Michasl ten Kata

5.0
ook dok

What’s New
Version 9.0

In deze versie zijn een aantal bugs m.b.t inloggen

RS (O O Y opgelost,

Kgislag Preview

Y

~Z Michael ten Kate o
o ﬁ Klantenservice mes

‘5') Klantenservice medawsrker

[ annwitl R ® — ® -
_ Foal e B Prestatiedoslen L+ restatiedoelen
he MyDialog App - F et
Complete contral to @ Klanteregen snal en afficient beantwoorden <
you!

© Project: ven klanten near fans i
() Miantensersize script aunpassen 4
% Ontwikkeldoslen :+:

Samenwerken

Q e «

Search oelay Games
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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=

