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APPLAUSE DOCUMENT 
 
The idea for the applause document actually came about when I was visiting with one of our 
companies, demonstrating EmTrak and discussing the importance of coaching and using EmTrak 
as a positive instrument.  They were the ones who noticed I had a Disciplinary Action, but no way 
to recognize someone for outstanding work or effort – thus the APPLAUSE DOCUMENT.  This is a 
simple way to recognize someone for doing excellent work – it’s recorded as part of their electronic 
record but also offers you a simple way to print out an Applause Certificate – an atta’boy they can 
put up on their wall.  And I will note that in response, these are more effective that you would 
immediately realize.  Strongly consider using these. 
 
To get to the APPLAUSE DOCUMENT, open up an Individual Employee’s page.  As a Super 
Manager, click on VIEW EMPLOYEES and the list of all employees will come up. 
 

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you 
have access. 
 
 
 
 
 
 
 

 
Click on the name of the employee you want to create a 
document for and their page comes up.   
Click on create APPLAUSE DOCUMENT. 
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This document will come up.  Notice the pull down menu under Awarded For.  There are a variety 
of reasons preloaded into EmTrak, plus your company can create its own templates of reasons.  
The list of Reasons is edited or created by the Super Manager under EDIT CONFIGURATION.  
Please refer to that chapter for more information 
 
In this case we want to recognize William for Poise under pressure. Click on that and it is inserted 
into the document. 

 
 
Next we will add our comments about what William did specifically – in this case, working closely 
and patiently with the daughter of one of your clients. 
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Once that is entered, then click the NEXT button.  The document below appears.  Simply click on 
Create Certificate.  The certificate to the right will be created.  Click on Print Certificate, sign and 
give to this outstanding staff member (and also remember this will be recorded in their EMPLOYEE 
LOG as a reminder to you when it is time for evaluations). 
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Final Step 
Since there are few reasons you would need to come back in an edit an Applause Document, then 
your final step would be to select the Applause Document Status as SEALED.   
 
If it is not still open, then to come back to it, simply click on this employee’s name on your 
Manager’s Page, then you can either select the document in the Employee Log or click on VIEW > 
APPLAUSE DOCUMENTS.   
 

 
Once the document is open, click on EDIT APPLAUSE DOCUMENT.  

 
 
That will allow you to change the status to SEALED.  Hit the NEXT button and you are done.  Keep 
in mind you can always view the document – SEALED just means it can no longer be edited or 
changed. 

 
 
 
 
 
 
 
 
 


