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Before You begin

This section outlines the permissions you will need before beginning the
installation procedure. To begin, carefully follow the instructions.

1.1 Required Permissions
e Toinstall SPPAS, you must be a Global Office 365 Admin or SharePoint administrator.
e You need to be the Site Collection Administrator for the Site Collection you are installing

SPPAS on
e You need to be a Power Bl administrator or a User with permission to install Power BI

apps.
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Purchose a SPPAS Subscrﬂp’ciow

This step explains how you can purchase a subscription for SPPAS.

We provide free 14 days trial. If you want to try it before you purchase a subscription, you can skip this
section.

Before We Begin

¢ You need to be a Global Office 365 Admin

2.1 Register an Account

Go to https://platform.sppas.net. Login in with your Microsoft work account

1.2 Subscribe to a plan

From the portal

Subscriptions

MY SUBSCRIPTIONS
Licence Managers
= Add Subscription
Tickets

Logout Subscription Name Start Date End Date Licence Count Auto Assign Licence Active Fows: |25 w

Copyright © 2023 by SPPAS.
Al Rights Reserved.

1. add a subscription by clicking the Add Subscription button.
2. Fill the form and complete the purchase.
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Pre-installation

The prerequisites for installing SPPAS are all covered in this section. This entails
obtaining the most recent SPPAS SPFx version by submitting a trial request.

3.1 Submit a trial request.

To access our trial page, go to https://www.sppas.net/ and select Download at the top right
corner.

Fill in the trial request form.

You will receive an email with the link to download the package.

3.2 Extract the SPPAS SPFx File

Open the downloaded archive file and extract the contents. You will see a readme.txt, a PDF
installation guide, and the sppas.sppkg file in the ZIP archive.
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Section 4

Install SPPAS itn Your app catalog

This section will help you install the SPPAS SPFx in the team site you created
earlier.

Before We Begin

¢ You need to be a Global Office 365 Amin or SharePoint Administrator.

4.1 Go to SharePoint administration Site

Head over to your SharePoint administration page. Select More features from the left menu. Then
in the Apps section from SharePoint admin, click Open.

SharePoint admin center

More features
@ Home Access familiar features from the dlassic SharePuint admin center
B Sies A\
Actie chos Term store User profiles

romove adming 1or & user

Deleted sites

dicable OneDrive crention tor &
more. Leamn @
5 Policies v
o i
% Setlings Open Open
B?  Content services v
&  Migration
Search Apps
k2 Reports v
Help users find what they're looking for. Lear Configue SharePoint St
maore USEQL, MANage app lhcey arn 1y
a G
o Advanced v
I 2 s fare /
Open Open

Z  Customize naviaation

You will arrive at your App Catalog site. Click Upload
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IE Monage Manage apps
B Apprequests v
Uplosd, ansble. s manige spp.To update SharePoit Siore apps 5 t the csic xparince.
"+ More features
s S AR s

() SharePoint Store

= fpes v
£ AP access
8 SharePoint admin center Apps for SharePoint
icon Title App version state Added to allsites -~ Available for Valid app packa... - Modified | App type -
3 Event Timeline 1130 © Eradied Yes & Ve Manday st
= SP Stream 1010 © trabied Yes & Yes Merch 22 Custom
R User Spotlight 1010 © Enstied Yes & March 16 Shareoint Store
(o] WordPress Posts 1080 © trabied ves & & ves Macch & Custam
3 Lists To FAQs 1040 © crovied Yes [ Yes February 21 Custam
3 Announcements Ticker © Enstled Yes % Yes February 15 Custom
3 Pages Organizer @ Ensbled Yes & & Yes February § Custom
3 Organization Chart 1000 @ Enadled Yes & & Ves Janusary 10 Custom
3 retail-loan-client-side-solution 1000 © Erasied Yes & @ ves December Custom
3 Modern Script Editor 10.180 © Enstied No & @ Yes November 7, 2022 Custom
F Imege Caccusial 1000 P— " &
3 Staff Directory 1000 [ Ves & & ves

Find the sppas.sppkg file you extracted earlier and click Open.

On the next screen, click Enable app.

Enable app

&P SPPAS - SharePoint Performance Appraisal System

The app package has finished uploading. Would you like 10 enable the app now?

The app you re about to enabe will have access to data by using the identity of the
person using it. Enable this app only if you trust the developer o publisher,

This app gets data from:

Enabling this app makes the app available for site owners to add from the My apps
page. The option to 3dd this app automatically to all sites isn't available for this app.

Learn how 10 add an app to a site

You will see a notification that the app has been enabled. Click Close
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@ This app has been enabled

The functionality provided by this app is now available on all sites.
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Create a Team Site

This section requires creating a team site (not linked to a group) which will be
the site that will store SPPAS data and users will access the app from.

Important:

We recommend you use a team site not linked to a group.

Before We Begin

¢ You need to be a Global Office 365 Admin or SharePoint Administrator.

5.1 Sign-in to SharePoint Admin.

Sign-in to SharePoint admin center.

5.2 Create a Team Site

Select Active Sites, then click + Create site and choose the Other option.
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to sort and filter sit

Create a site

Chaose the type of site you would like to create or learn more about team

- Team site
Create a private space to collaborate with your team.

M Track and stay updated on project status

Share team resources and co-author content

% All site owners and members publish site content

Need to move content or sites to Microsoft 3657 It's easy!

ses sites &

Other options o

Project Web App si
ooll

Migeste yeur an

o
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Communication site
Share information that engages and informs viewers.

E7 Create portals or subject-specific sites

Engage dozens or thousands of viewers

B Few content authors and many site visitors
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ot center, Enterprise wiki, Publishing portal or
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Other options

Choose a template

Site name *

Primary administrator *

Team site ~ |

A site for a team of people to share content when they work
together. This option does not create a Microsoft 365 Group,
shared Qutlock inbox, shared calendar, OneNote notebook, or
Planner plan.

Start typing a name

Select a language

English

Select the default site language for your site. You can't change this
ater.

Advanced settings

Cancel

e Give your new team site a name and, in the Primary administrator, select yourself as
primary administrator.
e Select a language for your site and timezone.
Click Finish.
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Install SPASS L the Team Site

This section will help you install the SPPAS SPFx in the team site you created

earlier.

Before We Begin

¢ You need to be a Site Collection Administrator and Global Office 365 Amin or SharePoint
Administrator.

6.1 Install SPPAS on Team Site

From the Team site you just created, go to Settings {x and then select Add an app.

Settings

SharePoint

Add a page

Add an app

=
5

Ite contents

ite settings
On the filter on the left, choose From my organisation. Search for SPPAS and select to install on

the site.
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My apps ), Saarch byapprameor pL

Filter Apps you can add S

All 1 These are SharePoint Store or custom apps allowed by your organization. Built-in apps such as Custom List, Document Library, Calendar and ot

in the classic experience,
From my organization

From SharePoint Store !
Modern Script Editor

SPPAS - SharePoint
Performance Apprais...

Find more apps in
My organization SharePoint Store

Add -

Added apps
No apps have been added yet.

6.2 Verify that SPPAS is installed

After you’ve installed an app, you can find it in the Site Contents page. Go to Settings Lo ,
select Site contents, and your app will be listed.

p —

H Installing SPPAS Home  Documents  Pages  Sitecontents  Edit * Following 1 Share
+ New ~ 4 Siteusage () Site workflows 15} Site settings [ Recycle bin(0) 7
O AppraisalObjective Lis 0 9/3/2022 7:56 PM
MO AppraisalObjectiveGroup Lis PM
O AppraisalTask Lis o 032002 756 PM
M@ appraisalTemplate List 9732022 7:56 PM
O Goal List 91372022 7556 PM
o pip Lis 9/3/2022 7:56 PM
@ PIPTopic Lie ! 9732022 7556 PM
M Rating L PM
O Review Lis 0 9/3/2022 7:55 PM
M ReviewObjective List 9372022 7:56 PM
O Scoredudit List 9732022 7556 PM
0 TeamMembers Lis ( 9/3/2022 7:56 PM
@ TeamTag List 0 97372022 7:56 PM
Bl events Events list 1/2022 5:15 AM
Site Pages Fage library 1/2022 5:15 AM
{ & 5PPAS by Envogon Software Apr ] 9/3/2022 755 PM

Verify that additional lists have been created.
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Section 7

Create a full-page app tn SharePolnt

This section will guide you create a page for the SPPAS SPFx in the team site you
created earlier.

Before We Begin

¢ You need to be a Site Collection Administrator

7.1 Create A Page

From the home page of your site, click New and then click Page.

1 SharePoint O Search this site g B ? KF
(] .
W Installing SPPAS # Following B2 Share
@
| Home + New ~ Page details Analytics Published Edit
=)
Notebook ist
0O Document library Quick links
Documents
Ps
B B age @ Learn about a team site
ages Space Keep your team updated with
@ e coments _— news on your team site @ Leam how 10 add a page
From the site home page you'll be able to
Recycle bin News link - y author a st - a status updat...
App Documents
s All Documents
Name
Activity
a
TeamTag StePages Installing SPPAS
jE5wuBmS
This folder is empty
% Alex Wilber Kwesi O. Frimpang Kwesi O. Frimpong

7.2 Add SPPAS to page
Click the Apps tab.

e Select the SPPAS app you installed.

If it does show immediately, click the templates tab, then the app tab again.

You should not be worried if the preview shows there is an error.
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Templates  Apps A SharePaint Perfomance Appraisal System

Featured

: contents Video
Gallery HollardApp
e bin Player . Retallloan s
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Click Create page.
Wait while the application installs

7.3 Give the page a Name
In the App page details pane on the right

)? —
@ . i
LW AppraisalApp # Folowing B Share App page details =
] Title
a Chall - Name your app page
Requred
1) @ Comﬂgure SPPAS B show in site navigation
Properties
=] Configure the following mandatory properties and settings:
XFillin your company name. Settings
@ XSelect a date format
Company
Date Format

]

Natification Messages

Appraisal Start
Use the following placehelders in your
message.

* (lappraisalTitie]] - The Appraisal title
* {fassessee]} - The name of the Assessee
* lfassessor]) - The name of the Assessor
* (ldueDate)} - The appraisal due date

our performance review has started.

{{appraisalTitle}}

Assessee ((assessee))

Assessor: [lassessorl}

Due Date: (igueDate) .

e Enter a name for your page.
e Clear the Show in site navigation checkbox
e Fill in the other options may be available in the App page details pane.
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7.4 Publish the Page
When you are ready for the page to be visible to your page viewers, click Save.

7.5 Make the page Home Page
Go to Site Contents > Site Pages.

AppraisalApp

ok
Site Pages
Doc
Pages [ Name Modified By Madified T Created
Site contents ~  Created By : Kwesi O. Frimpong (1)
Recycle bin (-] B AppralsalApp.aspx = Preview s0ut 8 minute ago 3 minutes ago

Edit Created By : System Account (1)

B Homeaspx

1. Select the page you publish above.
2. Click on the more (ellipses icon), and select Make homepage

hello@sppas.net
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Section 8

install the Power B report

This section will help you install the Power Bl report.

Before We Begin

¢ You need to be a Power Bl admin or a User with permission to installed an app.

8.1 Install the Power BI app

Go to https://appsource.microsoft.com and search for SPPAS Dashboard or use this direct link

Industry Clouds  Partners

= Microsoft | AppSource Apps Consulting Services

Apps SPPAS Dashboard

SPPAS Dashboard

by Envogon Software

A d Power Bl apps
SPPAS m Tr Save to my list

Overview Ratings + reviews Details + support

Power Bl report for SPPAS - SharePoint solution to manage your organisation’s performance reviews.

The intelligent way to do appraisals. SPPAS is an appraisal solution built on top of SharePoint, and integrated with other
Microsoft 365 products and security. It is carefully engineered performance appraisal system using a well proven grading

— PR ST R P PRI

Then, select Get it now. Confirm that you want to install this app.

h hello@sppas.net
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Install this Power Bl app?

SPPAS Dashboard

A. by Envoqon Software
SPPAS View in AppSource

Apps may contain security or privacy risks. Only install apps from trusted authors and sources.

Learn more

By installing this app | agree to the publisher's privacy policy and terms of service

Install Cancel

The Power Bl service displays a success message once the app is installed.

Apps «/ Yournewappis ready!

App 'SPPAS - SharePoint Performance Appraisal
System 12/10/2022, 09:55:01" has been successfully
installed.

Apps are collections of dashboards and reports in one easy-to-find place.

Go to app

N} MName Publisher Published Appt

A SPPAS - SharePoint Performance Appraisal System ... Kwesi Frimpong 12/10/22, 09:4%:54

Select Go to app. The app opens, showing sample data.

8.2 Connect to your own data
Select the Connect your data link on the banner at the top of the page.

[1 File ¥ > Export ™ P ChatinTeams () Getinsights B2 Subscribe

/\ You're viewing this app with sample data

g SPPAS Core Values
IR
0 1 1(20%) 2 -
?,B Total EC Score Total OC Score
Review Type 0 2 2
All bt Total ME Score Total IR Score Total None Score
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This opens the parameters dialog, where you change the data source from the sample data to
your own data source (see known limitations), followed by the authentication method dialog. You

may have to redefine the values in these dialogs.

X x
b Connect to SPPAS - SharePoint %, Connect to SPPAS - SharePoint
J#”y Performance Appraisal System y#”» Performance Appraisal System
Start by filling in the parameters. Then, youll authenticate to all the data
s thi
You are connecting to
Parameters SharePointSiteUrl
M e all n -
?
s-::L?RL- . ) . . . B - o v
Authentication method
Advanced v
Privacy level setting for this data source
Cancel 10 the 200 & tatior Back Sign in and connect Cancel

Once you've finished filling out the connection dialogs, the connection process starts. A banner
informs you that the data is being refreshed, and that in the meantime you are viewing sample
data.

&« [® File ~ > Export ~ ®& ChatinTeams § Getinsights =1 Subscribe

[ * You're viewing this app with sample data. Refresh is in progress. ]

arePoint Core Values Overs

b Appraisal A SPPAS mE oM

IIZC“/‘: 2 (40%)
o
Review Type n 2 2

Your report data will automatically refresh once a day, unless you disabled this during the sign-in
process. You can also set up your own refresh schedule to keep the report data up to date if you

so desire.
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Assion Users Licences

This section will guide you in assigning licences to users.

Before We Begin

e You need to be a Global Administrator to assign licence.

9.1 Login to the Licence management portal
Go to https://platform.sppas.net and login using your Microsoft work account. This is the same

account you used to purchase the licences in step 1.

9.2 Assign licences to users
From the Subscription page, select the cog icon next to the subscription, and select Assign
Licences.

e ° MY SUBSCRIPTIONS

From the ASSIGNED LICENCES page, Click Add User to add assign a licence to a single user or use
the import button to assign licences to multiple users.
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