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Introduction

This document covers the following features:

Certifications
Competencies

Job Profiles

Goals

Performance Appraisals

Certification Manager

Certification Pools

You can create certification pools to group related certifications for easy reference.

To create and configure certification pools, go to Manage Center > Learning > Certification Manager
> Certification Pool.

Certification Pool

The list below indicates those pools currently configured. Pools are used as a means to group related items for easy reference and assignment. To add, update, or delets

Maintenance Form

<

Certification Pool General

Permissions

New Name:

Add Update selection Delete selection

To create a Certification Pool:

1. Enter the name of the certification pool in the New Name entry field.
2. Click the Add button to append the new entry.

To update a certification pool:

1. Select the certification pool you want to modify.

2. In the New Name entry field, enter the new name of the certification pool.
3. Click the Update Selection button to save the updates.

4. Click the Permission button to launch the Permissions Selector

To remove a certification pool:

1. Select the certification pool you want to remove.
2. Click the Delete Selection button.

Certification Types

You can create certification types to categorize certifications, such as internal, external, or level of
attainment.

To create and configure certification types, go to Manage Center > Learning > Certification Manager
> Certification Type.
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PeopleFluent Learning 21.04 HR Administration April 2021

Certification Type

The list below indicates those types currently configured. Types are used as a means to categorize certifications. To add, update, or delete an entry. click the appropriate button.

Maintenance Form

Certification Type Course Completion Ii

New Name:

Add Update selection Delete selection

To create a new Certification Type:

1. Enter the name of the new certification type in the New Name field.
2. Click Add.

To modify a Certification Type:

1. Select the certification type you want to modify.
2. Enter the new name of the certification type.
3. Click the Update Selection button.

To remove a Certification Type:

1. Select the certification type you want to remove.
2. Then click the Delete Selection button.

Certifications

To manage certifications, go to Manage Center > Learning > Certification Manager > Certifications.
From here you can:

1. Create a New Certification
2. Search existing certifications
3. Edit existing certifications

Copyright © 2021, Learning Technologies Group, Inc. Page 5
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Certifications

Certification Name/Description Certification Code Certification Pool Certification Type

All v All v
Status Issued By
Active A
e
Results per Page: 10 v
Showing: 1 - 10 of 49 H'
Bulk Action ¥ + Create Ceriification
Certification Name/Code Certification Pool Type Status Issued By Date Entered

EuEl General External Certification Active Feb 25, 2014 11:26 AM HKT
EoompBae Sales Course Complation Active Jul 22, 2012 1:12 PM HKT

#X New Hire Orientation JEA New Employes Course Complation Active Jool Atkins 0ct 29, 2015 12:24 AM HKT
Winning Teams 1 General Intermal Certification Active 0ct 26, 2016 10:49 PM HKT
University Diploma Open Status Testing University Diploma Active Jan 13, 2017 11:46 AM HKT
o) General Intemal Certification Active Apr&, 2018 8:32 PM HKT

Treining Certficats General Intemal Certification Active Dec 24, 2015 547 PM HKT
thai General Intemal Cerification Active Mar 24, 2015 7:47 PM HKT

Form Fields for PDF Certificates

PDF generation for Certificates supports a number of fields to allow you to populate your PDF

templates with data dynamically.

Object
Certificate
Certificate
Certificate
Certificate
Certificate
Certificate
Certificate
Certificate
Course
Course
Course
Course

Course

Field

Certificate 1D
Certification Code
Certification Name
Award ID

Award Date
Expiration Date
Serial Number
System Timestamp
Course ID

Course Name
Duration Comments
Course start date

Course end date

Copyright © 2021, Learning Technologies Group, Inc.
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Certificateld
CertificateCode
CertificateName
Awardld
AwardDate
ExpirationDate
SerialNumber
SystemTimestamp
Courseld
CourseName
CourseDuration
CourseStart

CourseEnd
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Course
Course
Course
Course
Course
Course
Course
Course
Course
Course
Course
Learner

Learner

Learner
Learner
Learner
Learner
Learner
Learner
Learner
Learner
Learner
Learner
Learner
Instructor
Instructor

Instructor

Instructor's Direct
Appraiser

Instructor's Direct
Appraiser

Obijectives

Module Description
Session Title

Facility Code
Updater's legal name
Signed Date

Update Meaning

All Module Attributes
Performance Grade
Score

Credits

User Name

User Name (First Name then
Last Name)

First Name

Last Name

User ID

Employee Number

Job Title

User Attributes

Date of Birth

Address 1

Address 2

City

Department Name
Instructor Name

Instructor Job Title
Instructor Department Name
Instructor's Direct Appraiser
Name

Instructor's Direct Appraiser
Job Title

Copyright © 2021, Learning Technologies Group, Inc.

Obijectivel, ..., ObjectiveX
ModuleDescription
SessionTitle
FacilityCode
UpdaterLegalName
SignedDate
UpdateMeaning
AllModuleAttrs
PerformanceGrade
FinalScore
TrainingCredits
UserName

UserFirstLastName

UserFirstName
UserLastName
CurrentPid
EmployeeNumber
JobTitle

UserAttrl, ..., UserAttr8
DateOfBirth

Addressl1

Address2

City

DepartmentName

April 2021

InstructorlName, ..., InstructorXName

InstructorlJobTitle, ... , InstructorXJobTitle

InstructorlDepartmentName, ...,

InstructorXDepartmentName

InstructorlDaName, ..., InstructorXDaName

InstructorlDaJobTitle, ...,
InstructorXDaJobTitle
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Instructor's Direct
Appraiser

Task Approver

Instructor's Direct Appraiser

Department Name

Approver Name

InstructorlDaDepartmentName, ...,
InstructorXDaDepartmentName

ApproverName

April 2021

Individual Dynamic Attributes can also be used to populate the Certificate PDF Fields by using the

following keys:

1. For module attributes, "ModuleAttr-AC" where "AC" should be replaced by the respective

attribute's code
2. For User Attributes, "UserAttr-UA" where "UA" should be replaced by the respective attribute's

name

f NetDimensions
Talent Suite

Certificate Name:
Certificate ID:
Award ID:
Award Date:
Expiration Date:
Serial Number:

System Timestamp:

User Name:
Job Title:
Date of Birth:

Address 1:

Address 2:

City:

Module Description:
Session Title:

Facility Code:

Instructor Name:
Instructor Job Title:
Department Name:

Instructor Signature:

CertLast a Year

276401
EKP-0055-3610-1831-0793
September 2, 2013
September 2, 2014
101-276401

October 22, 2013

Leamer PID
MyJobTitle
February 3, 1981

MyAddressl

MyAddress2

MyCity

My Module Desc
My Session Title 1

Various Locations

Direct Appraiser Pid
PidDirectAppraizser
PidDept

Course Name:

Course ID:

Course Duration:

Course Start:

Classroom With Cert

CLASS-003

MyDurationComment

September 1, 2013

Course End:  September 2, 2013
Job Type:  Permanent
Blood Type: O
Gender:  Male
Nationality:  British
MyExt1Value
MyExt2Value

My Objective 1
My Objective 2
My Objective 3

Director Name:
Director Job Title:
Department Name:

Director Signature:

A sample certificate PDF with dynamically populated fields

Copyright © 2021, Learning Technologies Group, Inc.

Administrator Pid
PidAdmin
PidDept
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Searching for a Certification

April 2021

Under Manage Center >Learning > Certification Manager > Certifications, the Users can search for
a certification with the filters. The search can be done:

Certification Type

E All

1. With "Name/Description” containing a search term;
2. With "Code" equal to a search term;
3. With "Status" as "Active", "Inactive”, or "All";
4. With the certifications in a certain "Certification Pool";
5. With the certifications of a "Certification Type";
6. With "Issued By" containing a search term.
Certifications
Certification Name/Description Certification Code Certification Pool
Zcorp
Status Issued By
Active |”
Reset
Showing: 1 - 10 of 37
Bulk Action |~
O Certification Name/Code Certification Pool Type
Web Infrastructure Certification .
[ & Zcorp Internal Certification
Training Risk Awareness Certification .
[ & Zcorp Internal Certification
Tour Intro Certification .
[ & Zcorp Internal Certification
T & E Intro Certification .
0 & Zcorp Internal Certification

The search filters are also available in the Certification Selector.

Certification Details

Status

Active

Active

Active

Active

Issued By

Zeorp

Zeorp

Zeorp

Zeorp

Results per Page: 10 j
EHEEDE
+ Create Certification

Date Entered

May 12, 2020 1:10 AM UTC
May 12, 2020 1:10 AM UTC
May 12, 2020 12:55 AM UTC

May 12, 2020 1:02 AM UTC

The CERTIFICATION DETAILS Section is for modifying the basic certification details. You can

configure the following properties:
Permissions

Certification Code
Certification Name
Certification Pool
Certification Type
Language

Active

Issued by

Certification Description

Copyright © 2021, Learning Technologies Group, Inc.
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Info: Inactive Certifications
For Inactive Certifications:

® They will not be assignable to any users, either manually or automatically;

® They have been excluded from automated tasks. They will not result in automated
notifications or enroliments;

® They will not be listed for Learners as Current (My Certifications) or Expiring (Widget).

The Users are not allowed to do the following concerning Inactive Certifications:

® They cannot award or request approval of certificates that are of inactive status in the
Certifications of the Learner's Career Development Center.
® They cannot approve Inactive Certifications at Certification Approval.

According to the certification awarding logic, only active certificates can be awarded to
Learners under all situations, including:

® All places that will trigger the auto award task when Learners complete Learning
Modules linked to a certificate, or

® The time when a user tries to award certificates using the Awarded Certifications CSV
Loader.

-
PeopieFluent
L Mansge Center

Cvervew Lizarning Tabeml Lorrmanscic Ut

Edit Certification ZE4W

Carmcation (Haails

HEERA

Award Method

Select the time of awarding by selecting either one of the following:

®* Immediately; or

® Award this certificate on the following date(s):
Every {Date} of {Month} - the Certification is to be awarded on the selected date of the selected
month every year. Click + Add another date if necessary.

Copyright © 2021, Learning Technologies Group, Inc. Page 10
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Award Message

Click Select to bring out the E-mail Template Editor window to configure the Award Message .

Assigned certificate exam

If the Certification will be attached to a module / program, Click Select to bring out the Selector to
configure this association. There are two conditions for awarding the Certifications:

® On completion of the course; or
® On passing the exam, if there is an associated exam.

Certificate

The CERTIFICATE Section is for assigning certification templates.

® Press . This will bring up the Repository Manager window to select the template.
® Check Allow user to print the certificate if required.

® For Attach certificate to notifications to:
® Check the personnel if the certificate is to be attached to the notification email sent to

them.
® Its check box will be automatically selectged once any staff member(s) under it is / are

ticked.

CERTIFICATE

Certification Template {PDF form) Reference
Certificate of Completion.pdf o

Allow user to print the certificate
¥ Attach certificate to notifications to:

Approver

¥ Participant
Direct Appraiser

¥ HR Manager
Course Specific Instructor(s)

¥ Default System Approver
Default System User/Administrator
External E-mail
Appraisal Reviewsr
Appraisal Super-Reviewer

Organization Approver

Expiration / Renewal Policy

The EXPIRATION/RENEWAL POLICY Section is for setting and modifying the details concerning
expiration and renewal of the certifications.

For Expiry Date

® If the certificate is not supposed to expire, select Never.

Copyright © 2021, Learning Technologies Group, Inc. Page 11
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® The Expiration / Renewal of Certificates can be set After Day(s) / Year(s) from award
date.
® Expire Grace Period
®* None: No Grace Period for the Expiry Date;
®* End of Month: A Grace Period till the end of the expiry month will be granted.
® Based on previous expiry date:
* Applicable to the certifications awarded at course completions but not by Direct
Appraisers.
® If the previous certification is still valid - once checked, the Expiry Date will be
calculated based on the expiry date of the previous certification.
® |f the previous certification is expired - once checked, the Expiry Date will be
calculated based on the Award Date of the new certification.
®* The Expiration / Renewal of Certificates can be set On a specific date (Date; Month; Year).
When a specific date is chosen, a renewable period can be entered by checking And every
__ Day(s) / Year(s) thereafter, inputting the number in the text box, and selecting Day(s) or Y
ear(s). The System will display a tooltip showing the upcoming expiry date and the next three
expiry dates calculated based on the input settings.

EXPIRATION/RENEWAL POLICY
Expiry Date
® Never
After from award date

Expire Grace Period

Base on previous expiry date
On

And every thereafter

0 Days Prior to Expiration for Sending a Reminder Message and to Reenroll User in Module/Program

Certification Expiration Reminder Message
Default Certification Expiration Reminder @

When this certification expires, automatically enroll the leamer in selected module:
Select

Only learner who meet following criteria can be automatically enrolled.

Grace Period
Certifications may employ "grace” periods before and after the expiration. These settings control grace period handling based on required regulations

Renewal Reqgulation

N/A v =

# of Days Grace Prior to Expiration
0

# of Days Grace After Expiration
]

®  Day(s) Prior to Expiration for Sending a Reminder Message and to Reenroll User in
Module/Program: this setting determines whether to send a reminder message to the users and
re-enrol them into the module / program a certain number of days before expiration; the number
is entered into the text box.
® Setting this field to zero means that no reminder will be sent prior to expiration, but the
LMS will still proceed with assigning the users to a module / program.
® The contents of the Certification Expiration Reminder Message can be set by clicking Def
ault Certification Expiration Reminder to bring out the E-mail Template Editor window

Copyright © 2021, Learning Technologies Group, Inc. Page 12
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®* When this certification expires, automatically enroll the learner in selected module: -
Select this check box to automatically enroll the learners to an assigned learning module once
the certification expires.
® Click Select to bring out the to choose the required module(s).
® Only learner who meet following criteria can be automatically enrolled - Select this
check box to set the criteria of the learners to be included. A list of criteria will be
displayed; click the desired item(s) to expand for setting:

[+ When this certification expires, automatically enroll the learmner in selected module:
Select
[#| Only learner who meet following criteria can be automatically enrolled

» Users/Organization/Role
» Employment Information

= Job Profiles & Competencies

Jab Profile

P
Competencies
Users should meet . Any v of the following Competency criteria

Selected Competencies:
Name From Proficiency Level To Proficiency Level

There are no items to display.

v User Attributes

» Organization Attributes

For Grace Period, you can configure:

®* Renewal Regulation: Select the requirements for Renewal from the drop-down list.

® # of Days Grace Prior to Expiration (Text Box): Set the number of days before the Expiry Date
for the Period.

* # of Days Grace After Expiration (Text Box): Set the number of days after the Expiry Date
for the Period.

Grace Period

Certifications may employ "grace” periods before and after the expiration. These settings control grace period handling based on required regulaticns.

Renewal Regulation

Use Settings Configured Below + =

# of Days Grace Prior to Expiration

2

# of Days Grace After Expiration

Certification Status Widget

Expiring certifications can be highlighted on the legacy home page or widget page with the Expiring
Certifications homepage widget.

® Only expiring/expired certifications will be listed in the widget.

Copyright © 2021, Learning Technologies Group, Inc. Page 13
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® While an expired certification has passed the associated expiry date, an expiring certification
has not yet expired but only passed the date after which an email reminder should have been
sent, prior to expiration (this date is based on the Days Prior to Expiration For Sending a
Reminder option in the Edit Certification page).

® At the bottom of the widget there is a link to all Certifications.

Certification CSV Loader

The Certification CSV Loader allows certificates to be awarded in bulk. For more information, please
refer to EN145 Data Import / Export.

Self-Award Certification

Self-award certification allows users to award themselves pre-defined certifications (subject to approval
by the user's direct appraiser). You can also upload certificate attachments and approve certifications
using the Awarded Cetificates CSV Loader. This enables digital proofs to be uploaded if necessary,
and shares the same approval process. Other features available for self-awarded certifications include:

® Notification and automatic re-enrollment for expiring certifications
® Reports associated with certifications awarded
® The certificationsAwarded API

To see your current and expired certifications, and to self-award a certification, go to Home > Learning
Center > Certifcations. The Certifications page opens.

To self-award a certifications, subject to approval, click the Self-Award Certification button on the
Certifications for Approval tab.

Selection certifications is subject to the user’s permissions. For instance, if User B doesn’t have
permission for Certification A, then they won't be able to self-award Certification A. In addition, if Expire
Date is not entered at the time the self-award certification is saved, the Expire Date is automatically
calculated according to the default Expiry Date settings of the selected certification.

A notification message is shown when the self-award certification is saved.

When a user creates a self-awarded certification, the default Status of the certification is set to Open for
Editing. This allows the user to make changes to the certification until it is finalized for approval, when
the status is changed to Pending for Approval.This triggers the approval process (sending the request
to the direct appraiser) and details of the self-awarded certification can no longer be edited.

Once the self-awarded certification is saved, it is listed in the Certifications for Approval tab on the
Certifications page. The user can view and modify details of the self-awarded certification by clicking on
the certification name. Remember that users are only allowed to make changes to their self-awarded
certifications if their certifications have a status of Open for Editing or Approval Denied.

If the user decides to cancel or even delete the self-awarded certification permanently, the user may
update the Status to Cancelled or click the Delete button respectively.

The Self-Award Certification button is only available for users who have Unrestricted access rights to
Certifications. Depending on access rights granted to users, users are able to view, do self-award
certifications or update these certifications.

The Awarded Certificates CSV Loader

The Awarded Certificates CSV Loader has several fields that support self-awarded certifications:

®* |S_SELF _AWARDED - An indicator whether or not the certification is self-awarded.
® STATUS - The certification’s current status; it also serves as a trigger for the approval process.

Copyright © 2021, Learning Technologies Group, Inc. Page 14
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* ATTACHMENT_URL - A valid URL where the digital proof is saved and is accessible by the
LMS without any additional authorization, such as Single Sign-On (SSO) authorization.

Viewing/handling of Certification Approval Requests by Direct Appraisers

To process certification approval requests go to Home > Workspace > Certification Approval. The
Certification Approval page opens and lists your direct employees.

To approve a certification award request, change its status to Approved. In cases where the Expire
Date is not entered at the time the self-award certification is saved, it is automatically calculated
according to the default Expiry Date settings of the selected certification. If a certification approval
request is no longer valid, you can either Cancel or Delete the request permanently.

Certification Approval Role Access Control

To approve certifications, your user role must have Unrestricted access rights to Certification Approval.

Self-Award Certifications - Approved

Once the self-award certificate is approved, the certificate details will appear in the Certifications
Awarded page, Certifications Review page, and Certification page of the users CDC. The certificate is
flagged as Y in the Is Self-Awarded column.

If a digital proof is available, the External Reference column shows the file name as a link to download
the file.

certificationsAwarded API

The API result is updated that Self-award Certificates are properly identified (<is_self_award> value Y)
along with other awarded certificates. Also included is the file name of the digital proof and the URL to
download the file if provided in the self-award certification approval process.

v<award id="EKP-8818-7757-776R-6B73">
¥ <certification>
<name>CRTE16</ nams>
<issuer/>
</certification:
<issued>2016-858-01TAE:00: 88 . BO0+AE:00</issusd>
<comments>CRTELE Certification</comments:
v<certificate:>
curl:certificate?awardId=EKP-8018-7757-7768-6873</url>
</certificate>
<is_self_award:Y</is_self_award:
¥ <external certificate:
<external_reference_name>wwct.pdf</external_reference_name>
v<file url:
Jekpmain/servlet/ekp?TX=PREVIEWSELFANARDFILERATTACHMENTID=EKPREA1ATT5SE
<ffile url:
</external_certificate>
<jawards>
<fawards:

E-Signature for Certifications

An E-Signature option, Enable E-Signature for Certification update/delete, is available to control
whether E-Signatures should be prompted for when modifying certifications. If this option is enabled, an
E-Signature is required when updating or deleting a certificate. Similar to other E-Signatures, the
associated meaning is not editable by the end user but can be customized by updating
custom.properties and restarting the system.

Copyright © 2021, Learning Technologies Group, Inc. Page 15
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Certification Editor 0D B & & b4

Cerfication Pool . e NIl Expiration/Renewal Policy  Certificate

Update the fields as required. Certifications marked CLOSED are only shown in user records

General -
and are not available for new assignments. Also, the assigned exam (if any) is invoked from the
® CERT4 Knowledge Center for the course.to .which this certification is attached.
Access control Permissions
Trm Eramit Sep 23, 2013 4:37 PM CST
|

Certification Code® CERT1

Certification Mame* —
E-Signature ®
Certification Pool

- User ID: I |
Certification Type

Password:

Current Status
Edit or Delete a

Issued By certificate

Meaning:
Certification Descript

Sign & Save Cancel

A
Award Message Select
Assigned certification Select
exam

If the certification is attached to a module/program, then: Certificates are typically awarded on
completion of the course or, if there is an associated certification exam, on passing the exam.

The E-Signature information can be retrieved from the standard reports R505 and R506.

eSignature for Awarding Certifications

Certification awarding can require an eSignature to verify the logged in user prior to awarding/deleting
certifications and log these activities. A user who has permission to view Compliance Reports can
view certification awarding related activities in reports R505 and R506.

To require/disable an eSignature for awarding certifications, turn on the Enable E-Signature for
awarding/deleting User Certifications setting for the relevant organization.

To Award a Certification, in the CDC, Learning Center Tab, Certifications, click the Award New
Certification button.

After filling in the required information, click the Award Certification button. The system will ask for an
eSignature.

To delete an award, click the cog icon next to the certification you want to delete, and click Delete. The
system will ask for an eSignature.

The eSignature information can be retrieved from standard reports R505 and R506. In report R505,
please be sure to select Certification Users (certusers) or Certification Renewal (cert_renewal) from the
Audit Items list in order to view certification award activities.

Configure Certificate Award Attributes

You can configure Certificate Award Attributes much like how Module, Session, and Transcript
Attributes are set up.

To configure Certificate Award Attributes, go to Manage Center > Learning > Certification Manager >
Certificate Award Attributes.

Copyright © 2021, Learning Technologies Group, Inc. Page 16
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You can do the following:

Create Certificate Award Attribute - Create a Certificate Award Attribute.

Edit under the Gear Icon - Edit an existing Certificate Award Attribute.

Delete under the Gear Icon - Delete an existing Certificate Award Attribute.

Permissions under the Gear Icon - Set Permissions for an existing Certificate Award Attribute.

When creating or editing the attributes, the standard attribute data types are available in the Type field:

Free Text
Text Area
Drop-down
Numeric
Check Box
Date

Setting Certificate Award Attributes

If Certificate Award Attributes have been configured, they will be prompted for when awarding a

certificate to a Learner:

They can also be set when using the Awarded Certificates CSV Loader to import awards.

Certification Reports

To run standard reports relating to Certifications, go to Manage Center > Reports > Certification

Reports.

The following reports are available:

R601 - Certificate Awards Due to Expire

R602 - Participants Not Certified

R603 - Awarded Certificates Export in CSV Data Uploader Format (by Organizations)
R604 - Awarded Certificates Export in CSV Data Uploader Format (by Participants)

You can also report on the following columns in the Report Wizard:

Column

Certification Code
Certification ID
Certificate Name
Type

Primary Language
Status

Issued By
Description

Certification Pool

Column Set

Certifications

Certifications

Certifications

Certifications

Certifications

Certifications

Certifications

Certifications

Certifications

Description

The Certification Code

The Certification ID Number

The Certification Name

The Certification Type

The Certification Primary Language

"Active" or "Inactive" depending on the Certification Status
The issuing party for the Certification

The Certification Description

The pool to which the Certification belongs
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[Attribute Name] Certificate Value entered for the "[Attribute Name]" Certificate Award
Award Attribute
Attributes
[Drop Down Certificate Value entered for the "[Drop Down Attribute Name] - Code"
Attribute Name] - Award Certificate Award Attribute
Code Attributes
[Drop Down Certificate Value entered for the "[Drop Down Attribute Name] - Label"
Attribute Name] - Award Certificate Award Attribute
Label Attributes

You can also filter the data based on the above column values. For example, a learner's current
certifications can be viewed by selecting and Adding from Filter:

® Certifications - Status Equals "Active"
* Awarded Certificate - Latest Award Equals "Yes"

Proficiency Levels

(available for Performance and Learning only)

Creating a New Proficiency Level Group

To add a new proficiency level group, go to Manage Center > Talent > Competency Manager > Profic
iency Levels. This leads you to Proficiency Level screen. On the Proficiency Levels section, click the
Plus button. A new entry field for the proficiency level group appears on the bottom of the proficiency
level group list. Enter the name of the new proficiency level group and then press enter. The new
proficiency level group will be added on the list.

Competency Manager

Job Profiles  Assessment Management  User Search

I I

Mote: Proficiency levels are ordered from lowest to highest in the scale.

Library

Proficiency Levels a m
a L[ Al Add Catalog |
| Default Level Grou

=R

Competency Models

Renaming the Proficiency Level Group

On the Proficiency Levels tab of the Competency Manager, click the proficiency level group you
want to rename. Click the Tools menu and then select Rename.

Competency Manager

Library ~ Competency Models [ESIGGERSERIEEN Job Profiles  Assessment Management  User Search

Proficiency Levels

o Default Level Group
|| National Occupational Standard Mote: Proficiency levels are ordered from lowest to highest in the scale.

4

The selected proficiency level group will be editable. Start modifying the proficiency level group name
and then press enter.
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Competency Manager

Library  Competency Models

Proficiency Levels [SGIESIGHIEERIEE

Proficiency Levels n ' m

.,[_, Default Level Gmup

Note: Proficiency levels are ordered from lowest to highest in the scale

ment Manag t  User Search

Setting a Proficiency Level Group as the Default

On the Proficiency Levels tab of the Competency Manager, click the proficiency level group you
want to set as default. Click the Tools menu and then select Mark as default

Competency Manager

Library  Competency Models  EGHISTGISREEEE

Job Profiles  Assessment Management  User Search
Proficiency Levels n . m

| DefaultLe Mark as default

|7 Mational Fundamental
4

Comrmaon Knowledge and unt
technigues and concepts

~ Awareness

Note: The default proficiency level group must have at least one level therefore

® A proficiency level group with no levels cannot be marked as default
® You cannot delete the last remaining level in a proficiency level group that has been marked as
default.

Adding a New Levels to the Proficiency Level Group

To add a new level, click the Proficiency Level Group where the new level will be added. On the left
table, click the Plus sign link.
Manage »

Competency Manager

Library Curn_peiency Models

| o
‘ Proficiency Levels --m
o Default Level Group

| Mational Dccupational Standards Mote: Proficiency levels are ordered from lowest to highest in the scale
\F Sample

Job Profiles

Assessment Management

User Search

A new entry fields are displayed. Provide the required parameters

Manage »

Competency Manager

Library  Competency Maodels

Proficiency Levels -m ‘

s ([ Al
| Default Level Group

|| Mational Occupational Standards o | o |
\F| Sample

Job Profiles

Assessment Mahagemem

User Search

Leva| Title

b

Mote: Proficiency levels are ordered from lowest to highest in the scale
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PeopleFluent Learning 21.04 HR Administration April 2021

Click the Gear icon and then select the Save button.
Manage »

Competency Manager

Library ~ Competency Models

| Prnfimency Levels --m |

Job Profiles Assesement Management  User Search

Level Title

a [ al
) Default Level Group s = = = = = =
|| National Occupational Standards L Provide leadership | Ensures lifevime consumer
.LE Sample : . relationship
i i

frarn lowest to highest in the scale

Note: To add another level, click the Plus sign link or click the Tools icon and then select Add
Manage »

Competency Manager

Library Competency Models Job Profiles  Assessment Management  User Search

| Prufcmncy Levels --m

o Default Level Graup

|| Mational Occupational Standards L Frovide leadership Ensures lifetime consumer relationship
[l Sample S Ur Organisation
Add
4
Mote: P Egit from lowest to highest in the scale
Delete

Editing a Proficiency Level

To edit a proficiency level, select the Proficiency Level group where the proficiency level you want to
edit is located. Click the Gear icon of the proficiency level you want to modify and then select Edit.

Manage »

Competency Manager
Library  Competency Models Sl Job Profiles  Assessment Management  User Search

T

Prowide leadership Ensures lifetime consumer relationship
Jur organisation

Pmﬁclency Levels --m

4 |7 Al
| Default Level Graup
|7 National Occupational Standards
[ Bample

Mote: from lowest to highest in the scale.

Delete

The proficiency level you want to modify will be editable. Start modifying the proficiency level.

After modifying the proficiency level, click the Save button to keep the changes.
Manage »

Competency Manager

Library  Competency Models

| Proficiency Levels --m |

Job Profiles  Assessment Management  User Search

a ([ al
o Default Level Group . _— . - E—
||| Mational Occupational Standards |Provide leadership | Ensures lifetime consumer
L[ Sample ~ relationship
Add |
4 13 <
Mate: P frotn lowest to highest in the scale
Delete
Caneel
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Permissions on Proficiency Level Scales

Permissions checking is available in the feature. Note that user actions will be restricted by privileges
granted on the Proficiency Level Scales.
Read Permission

* View the detail of Proficiency Level Scales in Competency Manager > Proficiency Levels
® Selectable when add/edit Competency in Competency Manager > Competency Model

Unrestricted Permission

* Add/edit/delete levels in Competency Manager > Proficiency Levels
®* Rename/delete Proficiency Level Scale
® Assign/un-assign default Proficiency Level Scale

Competency Manager

Library ~ Competency Models [iiiel=lle¥ M Job Profiles  Assessment Management  User Search
a ([ Al 1 1 1
| Default Level Group 2 2 9

\[] Proficiency Level
\[F| Proficiency Level 2

] 3

Note: Proficiency levels are ordered from lowest to highest in the scale.

Log-in user with read permission sees limited Proficiency Level Scales with limited actions

Competency Manager

Job Profiles  Assessment Management  User Search

Library ~ Competency Models

Proficiency Levels a m | Save al
o I 1 1

| Default Level

[l For Designers Mark as default

LE| My Proficienc Permissions
\[| Proficiency Le . a’ 2 2 2
|| Proficiency Level 2 ) ) )
Note: Proficiency levels are ordered from lowest to highest in the scale.

1 "
Log-in user with unrestricted permission can perform more actions

Note:

® Assuming Proficiency Level Scale A associated with Competency X, logged-in user without
permission on Proficiency Level Scale A can still see it when editing Competency X. However,
he/she would not be able to associate it again, once having selected another Proficiency Level

Scale.
® Default Proficiency Level Scale is always available when adding/editing a competency.

® Setting a Proficiency Level Scale as default requires unrestricted permissions on both the new
and existing Proficiency Level Scales.

Deleting a Proficiency Level

Select the Proficiency Level group where the proficiency level you want to remove is located. Click the
Tool icon of the proficiency level you want to remove and then select Delete.
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Mlanage »

Competency Manager

Library  Competency Models ESGTEEGSREYEEE  ob Profiles Assessment Management  User Search

| Proficiency Levels .m |

a [ Al

| Default Level Group
|[[] Mational Occupational Standards k-3 i Provide leadership Ensures lifetime consumer relationship
[ Sample ©ur organisation
7 R Add
Mote: P Egit fram lowest to highest in the scale.

A confirmation box is displayed. Click OK to delete the level, otherwise click Cancel to retain the level.

Changing the Sequence Order of the Proficiency Level

The sequence order of the proficiency level can be modified by using the drag and drop functionality.
To do this:

® Position your mouse to the Gear icon of the proficiency level you want to move.
® Press, and hold down, the button on the mouse to "grab" the object.
® "Drag" the object to the desired location, then "Drop" the object by releasing the button.

Competency Manager

Library ~ Competency Models Job Profiles ~ Assessment Management  User Search

Proficiency Levels -m 2

o Default Level Group

[ National Occupational Standards 1 Provide leadership  Ensures lifetime consumer relationship
| Sample for your organisation
y
2 Provide leadership Sample

for your organisation

Competencies

(available for Performance and Learning only)

This section details the procedures and functionalities of the Competency Models tab on the
Competency Manager. On Competency Models tab, user can do the following tasks:

Viewing the Competency Model Categories

Creating a New Competency Model Category

Renaming the Competency Model Category

Removing the Competency Model Category

Setting the Permissions to Competency Category

Uploading Competency Data

Mapping the Competency Model to a Job Profile (see the Map the Competency to a Job Profile)
Cloning the Competency Skills

Competency Models

Viewing the Competency Model Categories

Competency models are presented in a hierarchical view. A competency model can be expanded to
reveal the sub competency model, if any exist, and collapsed to hide the sub competency model
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& MOLIMNA Alon Logout

L NetDimensions Talent Suite Manage Center

OVERVIEWY LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

Library [ESIgLEEIRELLELE  Proficiency Levels  Job Profiles  Assessment Management  User Search

— Y, 8 [t

There are no items to display

a [ Models
4 [ Engineering
| Deptl
[ General
[ Training

Creating a Competency Model Category

To add a new competency model category:

1. Using the competency model hierarchical view, select the model where the new competency model

will be added.
2. Click the Add button.

& MOLIMNA Alon ogout

#  MNetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALEMT COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

m Proficiency Levels  Job Profiles  Assessment Management  User Search

Bulk Action z| m + Cre ompetency
'm Compelen:yName -
o #

Facilitating Change

I Engineering
i
[ el [F] % Lathe Operations
([ Training [] % Systems installation/decommissioning
v
[, - ) Systems integration

A text box will be displayed. Enter the name of the new competency model and then press Enter.

Competency Manager

m Proficiency Levels  Job Profles  Assessment Management  User Search
Bulk Action [~ m + (Create Competency
Competency Models ' m n- Competency Name -

o Facilitating Change

4 || Models —
[ Engineering ; —
4 [ Gereral £ Lathe Operations
1 £  Systems installation/decommissioning
[ Training

b L £  Systems integration
The new competency model would be added.

Renaming a Competency Model

To rename a competency model: Using the competency model hierarchical view, select the
competency model you want to rename. Click the Gear icon and select the Rename selected.
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OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

m Proficiency Levels  Job Profiles  Assessment Management  User Search
+ Create Competency
(@] Joomptencyome

There are no items to display.

Competency Models

4 || Models
4 |[| Engineerir competency Data Loader
([ Deptl
|| General
|| Training

« b

April 2021

The selected competency model will be editable. Rename the competency model and then press Enter

OVERVIEW  LEARNING =~ TALENT COMMUNICATE USERS  REPORTS  SYSTEM

Competency Manager

Compete CLCE  Proficiency Levels  Job Profiles  Assesstent Management  User Search

——1 1 WL e —— ———

There are no items to display.

@ Groups | + Create stency

a |[ Models
a || Engineering
'l
[ General
[ Training

Deleting a Competency Model

Select the competency model you want to remove. Click the Delete Competency Model.

OVERVIEW  LEARNING — TALENT  COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

Proficiency Levels  Job Profiles  Assessment Management  User Search
Competency Models n- Competency Name
a || Models [ Delete Competency Model ] There are no items to display

4 [[ Engineering

A confirmation message will be displayed, click OK to remove the selected competency model,

otherwise, click the Cancel button to cancel the deletion of the competency model

Setting Permissions on a Competency Model

Using the competency model hierarchical view, select the competency model where the permission will

be set. Click the Tool button and then select the Permissions option to launch the Permissions

Selector.

OVERVIEW  LEARNING = TALENT COMMUNICATE USERS REPORTS S¥STEM

Competency Manager
M Proficiency Levels  Job Profiles  Assessment Management  User Search
Bulk Action = i + Create Competency
Competency Models . m n- Competency Name =
+ [F Models Rename selected [] % Training Competency
4 [ Engineeri wap Model ta Job Profile
[ Deptl

| General
([ Training  Competency Data Loader
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On the permission selector you can set the following:

Select the type of permission to be given.

Tick the Everyone box only if you want to give permission to everyone.

Click the Users link to select a specific user or users to whom the permission access will be
given. This will open the Selector menu.

All user selected from the Selector menu will be displayed on the box next to the Users link.

In addition to the selected users, view permission can also be granted to anyone who meets the
following criteria:

® All of the following criteria. This means that viewing permission can be granted to all
users belongs to the criteria defined in the Add criteria selector. For instance the user
added the criteria Role and Organization, this means that the user must belong to the
roles AND organization in order for the user to access the permission to view the report.

®* One of the following criteria. This means that viewing permission can be granted to all
users belongs to any of the criteria defined in the Add criteria selector. For instance the
added the criteria Role and Organziation, this means that the user must belong to the role
OR organization in order for the user to access the permission to view the report.

®* To add a criterion, click the selector dropdown button, select the preferred criteria and then click

the Go button.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user,
group or organization that belongs to the criteria, click the link positioned at the right top of

each box.

® Click the Save button to save the setting. Click Close button to exit on this window.

Competencies

Creating a Competency

Select the model where the new competency will be added. Click Create Competency.

#  NetDimensions Talent Suite

OVERVIEW LEARNING TALENT

Competency Models

o]
Competency Models a m
| Models
" 10.0 Demo

I Dutch Competencies Dutch Cor

I General Competencies

[ Julia

I Leadership Competencies
I Marketing Demo

[ National Occupational Standar
[ 0 Guiding Principles

[ Production

[ Sales

I SFIA

I Test

I TNA

Manage Center & YEUNG Kiu-Nei  Logout

COMMUNICATE USERS REPORTS SYSTEM

Bulk Action A + Create competency

Basic Maths (BM)

MetDimensions

Please refer to the Sub-sections "The Details Tab" and "The User Review Tab" under "Editing
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Competencies" in this document regarding configuring the Competency Model.

Removing a Competency

To remove a competency from a model: Under the list of competency, tick the box of
the competency you want to remove. Click the Bulk Action button and then select Delete.

Competency Manager

Proficiency Levels  Job Profiles  Assessment Management  User Search

[ Bulk Action [ Groups ] + Create Compstency
I -

Bulk Action

Competency Models n m Deleta
Clone

« |[| Models Map to Job Profile

+ [ Engineering BF —Tathe Operations
1| Deptl
L] General [[] % Systems installation/decommissioning

1| Training
b [] % Systems integration

[m o Systems integration{1) ]

A message will be displayed on the screen. Click Ok to delete the selected competency, otherwise,
click Cancel.

Cloning a Competency

To clone a competency: Under the list of competency, tick the box of the competency you want to
clone. Click the Bulk Action button and then select Clone.

Competency Manager

Library [Ty S Proficiency Levels  Job Profiles  Assessment Management  User Search

o
Competency Models n u m

a4 | Models
4 [T Engineering
[ Deptl
[ General ~] % Systems installation/decommissioning
[© Training

+ Create Competency

| Bulk Action

Blulk Action
Deleta

Lathe Operations

b [_J ] Systems integration ]

Editing a Competency

To open a Competency for editing:

1. Select the model associated with the Competency to be edited.
2. On the right side of the screen, either click the Competency Name directly, or click the Cog icon

& and then select Edit competency from the menu.
Opening a competency in the Competency Manager will give you access to:

® Competency Details, where you can edit the Competency settings
® User Review, where you can review competency awards

The Competency Settings are categorized into the following sections:

Competency Details
Proficiency Level
Recognition Policy
Learning Modules
Notification Settings
Job Profiles

Save, Delete, Clone, and Cancel buttons are available at the bottom of the screen.
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Competency Details

You can specify the following properties for each Competency:

Reference Code
Title

Model

Source Library
Description
Language
Active

April 2021

Logout

NetDimensions Talent Suite Manage Center & YEUNG Kiu-Nei
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Engineering »

Basic Maths

User Review

COMPETENCY DETAILS

Reference Code”
BM

Title™*
Basic Maths

Model
Engineering

Source Library

Description (maximum 6,000 characters)

B 7 U S Al - 10pt ~ =ETETA-A~-Q M ©

Language
Multi-Language v

# Active

PROFICIENCY LEVEL

Level Group] Mace v | Level| Add ¥

Level Code ~ Level Title Description

1 1 No knowledge or experience aﬂ
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Proficiency Level

PROFICIENCY LEVEL o
Level Groupl Effective Behaviour v | Level] Add =
Level 2 Default Description
Code
Effective Behaviour
. . s
1 Leistungsniveau Displays effective behaviour never

Mace

Mechanix Proficiency Level s

2 ¥ Displays effective behaviour occasionally -
L]

Proficiency

Questionair
3 Displays effective behaviour about half of the time

Rob's scale

Sales 7
4 Displays effective behaviour most of the time

Sample Proficiency Scale

~

= Displays effective behaviour always
Level Title / piay v

o
(&1

There may be multiple Proficiency Level Scales available in the system. In this section, you can

1. Specify which Proficiency Level Scale is appropriate for this Competency
2. Customize the Level Titles and Descriptions for the Competency
3. Add/Remove individual levels as necessary for the competency

Recognition Policy
There are 4 different methods by which a Competency can be acquired by a learner:

Acquisition Method Type Description

Training Formal Competency is automatically awarded to learners based on
training records

(Deploy) Formal Competency is automatically awarded to learners based on the
Assessment outputs of a Competency Assessment

Ad-hoc Self Ad-hoc Learners can award the Competency to him/herself via Career
Assessment Development Center

Ad-hoc Reviewer Ad-hoc Reviewers can award the Competency to Learners via Review
Assessment Career Development Center

These should be checked as necessary for the Competency:
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RECOGNITION POLICY

Formal Acquisition Methods
#| Training
® This competency requires that ALL of the assigned leamning modules be completed.
The target level acquiredis | 2-2 v

of the listed learning modules (including mandatory)

Deploy Assessment
Ad Hoc Acquisition Methods
Ad Hoc Self-Assessment

#| Ad Hoc Reviewer Assessment

Minimum | 30 Day(s) ¥ of Waiting Period for Re-Ad-Hoc Assessment

Ad-hoc Assessment Expiry
Does not expire

Require assessor to specify expiry date

® Expires | 3565 ‘ Day(s) v from date of award

If Training is enabled, you can specify how many of the selected courses need to be complete in order
to acquire the competency

® If ALL is specified, you can select the Proficiency Level to be awarded on completing the final

module here
® If not all modules are required, you can specify the Proficiency Level to be awarded per module

in the Learning Modules section
If any of the Ad-hoc methods are enabled, you can specify

* A minimum Waiting Period before another Ad-hoc Assessment can be performed
* |f the ad-hoc assessment should expire and if so, to require the assessor to provide an expiry
date or to calculate an expiry date relative to the award date.

Learning Modules

In this section, you can

1. Add courses that are relevant to the competency
2. Configure the following per course
a. Mandatory for Training: Should be checked if learners must complete the course before
Competency is awarded via Training
b. Required Revision, "Any" if no particular revision is required, "Effective" if only completing
the effective revision will result in Competency award via Training
c. Validity Period, a period of time after course completion after which the learner must
retake the course in order to retain/reaquire the competency
3. Specify Competency Revocation Settings

Competency Revocation Settings

Sometimes, the intention is for Learners to lose the Competency if they no longer meet the completion
requirements under one of the following circumstances:
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LEARNING MODULES o
/
* 2]
Learning Modules o /
Mandatory Title Leaming ID Revision Valid for
(for Training)
s Maths 101 MOD-0170 Any v 365 Day(s) ¥ ﬂ

¥| Revoke competency when mandatory training material is added to competency or when new revisions of mandatory training requiring
the effective revision is published

Revoke at next Auto Competency Revocation Task

® Revoke aftera grace period of 30 Day(s) v

“| For mandatory modules, apply a renewal period and automatically re-enroll learners Day(s) v priorto module expiration

During the renewal period, on completion of the learning module apply the validity period from
®/the date of completion of the learning module
the previous module expiration date

® The addition of a new mandatory module to the Competency
® The publication of a new revision of a mandatory module
® The Mandatory (for Training) setting is checked for an existing module

To enforce the above:

1. The Revoke competency when mandatory training material is added to competency or
when new revisions of mandatory training requiring the effective revision is published ch
eckbox should be checked

2. If you would like to grant Learners a chance to complete the required learning before losing the
competency, you can specify a grace period. If not, select Revoke at next Auto Competency
Revocation Task

When working with Validity Periods, sometimes the intention is for Learners to only renew the training
within, for example, 30 days of expiry. To enforce this:

1. Set For mandatory modules, apply a renewal period and automatically re-enroll learners
30 Day(s) prior to module expiration
2. If the learner retakes the training during the renewal period, you can opt to calculate the new
Validity Period based on
® the date of completion of the learning module
® the previous module expiration date

Renewals & Expiration/Revocation Notifications for Currently Assigned Job Profiles only
The Process competency renewals and expiration/revocation notifications only for
currently assigned job profiles Setting under System Configuration > Competency Manager
determines if learners are only sent competency related naotifications relevant to their currently
assigned job profiles.

®* When checked, only those notifications of the competencies that are part of a job profile
currently assigned to the learners will be sent. Also, enroliment renewals will only be
performed for modules related to these competencies.

®* When unchecked, these notifications will be sent as long as the learners have the
competencies. Enrollment renewals for competencies will be performed irrespective of
the currently assigned job profiles.

Notification Settings

The NOTIFICATION SETTINGS section is for configuring reminder-related settings.
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® Send reminder day(s) before learning modules expire.: If a notification email is to be
sent to the Learners before the learning modules expire; enter the number of day(s) into the text
box.

® Send notification when this competency has entered the grace period or has been revoke
d.: Check it if a notification email is required for the described situations.

NOTIFICATION SETTINGS

Send reminder 14 day(s) before leaming modules expire.

|#|Send notification when this competency has entered the grace period or has been revoked. @

Job Profiles

The Job Profile(s) mapped to the Competency are listed in this Section.

Click the desired Job Profile in the Job Profile Name Column to launch its Job Profiles Editor. Please
refer to the Section "Job Profiles" in this document for operating details.

JOB PROFILES

Job Profile Name ~ Catalog

Engineen Production

Edit Competency User Review

This Tab lists the Learners awarded with the selected competency.
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Manage Center

COMMUNICATE USERS

REPORTS

SYSTEM

April 2021

Showing: 1-90f 9

Bulk Action

Name (ID)

EDWARDO Sanchez
(EDOWARDO.SANCHEZ)

FINGH Vialet (VIOLET.FINGH]

GARDNER Jan
(JEM.GARDMER)

HASTING Yvenne
(YVONNE HASTING)

LAW Zachariah
(ZECHARIAH LAW)

MCDONALD Fin
(FIN.MCDONALD)

MICHON Xavier
(KAVIER.MICHON)

SINGER Barry
(BARRY.SINGER)

WHITE Gary (GARY.WHITE)

Showing: 1-8of &

Awarding the Competency

» Proficiency Level I}._;::l

(Code)
® 5‘ 5(5)
'S 5‘ 5(5)
'@ '? 5(5)
;9 : 5(5)
® s 50
rs : _-5‘ 51(5)
S s 56
o
® s 505

HNetDimensions

« Acquisition

¥ Mathod

Training

Training

Training

Training

Training

Training

Training

Training

Training

Results par Paga:

0

 Aoquisition
¥ Date

Jul 24, 2015
9:24 AM HKT

Jul 16, 2015
10:03 AM HKT

Jul 24, 2015
10:31 AM HKT

Jull 18, 2015
10:03 AM HKT

Jul 16, 2015
10:03 AM HKT

Jul 24, 2015
251 AM HKT

Jul 18, 2015
10:03 AM HKT

Jull 16, 2015
12:26 PM HKT

Juk 24, 2015
10:01 AM HKT

To award the Competency, click + Award Competency to launch the 4-step flow:
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4 Assigned By (ID)

ADMINISTRATOR
System (NDADMIN)

ADMIMISTRATOR
System (NDADMIN

ADMIMISTRATOR
System (NDADMIN)

ADMIMISTRATOR
System (NDADMIN)

ADMIMISTRATOR
System (NDADMIN)

ADMIMISTRATOR
System (NDADMIN)

ADMIMISTRATOR
System (NDADMIN)

ADMINISTRATOR
System (NDADMIN)

ADMINISTRATOR
System (NDAGMINY

-
v
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1. In the first step, select the Proficiency Level to be awarded then click Next.

Engineering »

Basic Maths

User Revi

April 2021

Showing: 1-90f9

Bulk Action v

Level
Name (1D) ~ Proficiency Level Title

. Acquisition , Acquisition

Results per Page: |?|

+ Award Competency

¢ Assigned By (ID) &

- 0 ¥ Date
(Code) Method Date
EDWARDO Sanchez [Sp————— Jul 24, 2015
v 5 (5 Trainin ‘
o (EDWARDO.SANCHEZ) [ 5 2O & 9:24 AWM HKT
]
o Award Competency
2 o o
Select Level Select Users Confirm Award Award Successful

B &

Proficiency Level *

Level Code Title Description

8 o :

o 1 1 No knowledge or experience
o ﬂ o 2 2 Awareness (needs direction)

Q 3 3 Understanding (application but needs some support)
@ &

f& 4 4 Good (confident)
] ﬁ @ 5 5 Competent (expert - no guidance)
e &

Showino- 1 -90f 9
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2. In the Provide Details Step, select the Learners using the inline or advanced user selector then,
optionally provide an expiry date, click Next.

Award Competency x
= . o) B
Select Level Provide Details Confirm Award Award Successful
Users® 3 selecte
Alex Parker (ALEX.PARKER) =

Barry Singer (BARRY.SINGER.) =
Carrie Law (CARRIE.LAW)x

Search for a user I

Expiry
Dec 31, 2018 [ ]

3. Inthe Confirm Award Step, a summary of the competency awards to be performed is
displayed. If a Learner has already had the Competency, the current level will be shown in the C
urrent Level Title (Code) Column, and the change in level due to this award will be displayed
in Change. Verify the Name List and click Confirm to proceed or Back to edit the List.

Award Competency x
| @ & O —]
Select Level Provide Details Confirm Award Award Successful
Competency Name: Communications
Award Level: Intermediate (3)
Expiry Data: Dec 31, 2018
I Name (D) Current Level Title (Code) Change I
& Alex Parker (ALEX PARKER) N/A
|
| & Barry Singer (BARRY.SINGER) N/A
& Carrie Law (CARRIE LAW) Advanced (4) -1
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4. In the Award Successful Step, a summary of the awards will be displayed.

Award Competency ®
@ & & O
Select Level Select Users Confirm Award Award Successful
Competency Name: Basic Maths
Award Level 4(4)
Users: FOX Adam (ADAM FOX), WOODLEY Adam (ZCORP_ADAM), WEAVER

Adrian (MD_ADRIAN}, LEARNER Ali (ALILEARNER), HOWARD Ben
(ZCORP_BEN)

|-90f8

5. On clicking Close, the list of Competency Awards will be updated.

Revoking the Competency

Engineering »

Basic Maths

Results per Page: 10 ¥

Showing: 1 - 10 of 14 1 -

Bulk Action M

o + Award Competency

Bulk Action

Level

A Proficiency Level Title o GEILEM o LR

¢ Assigned By (ID)

v v
(Code) Method Date
. EDWARDO Sanchez L =) - Jul 24, 2015 ADMINISTRATOR
() 5(9) Training
(EDWARDO.SANCHEZ) [ 5 9:24 AMHKT  System (NDADMIN)
. -) Jul 16, 2015 ADMINISTRATOR
o FIN iolet (VIOLET.FINCH) 5 (9) Training .
[ Bl 10:03 AM HKT System (NDADMIN)
. [=p———— ] Ad-hoc Sep 12,2017  LEUNG Yiu-Kei
¥ ¥ FOXAdam (ADAM.FOX) 3(3) e
[ 5 Assessment 223 PMHKT  (NETD_YK)
Revoke Competency
. = _— Jul 24, 2015 ADMINISTRATOR
O — 5 (9) Training
(JEN.GARDNER) (] 5 10:31 AM HKT System (NDADMIN)
. HASTING Yvonne L =) - Jul 16, 2015 ADMINISTRATOR
() 5(5) Training
(YWONNE.HASTING) ® 5 10:03 AM HKT System (NDADMIN)
- [p———— ] s iu-Kei
@ HOWARD Ben (ZCORP BEN) 33 Ad-hoc Sep 12,2017  LEUNG Yiu-Kei
() 5 Assessment 223 PMHKT  (NETD_YK)
. LAWY Zechariah = _ I Jul 16,2015 ADMINISTRATOR

“TMIN

stem

MIN
stem

MIN
stem

MIN
stem

MIN
stem

MIN
stem

MIN
stem

MIN
stem
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To revoke the Competency:

1. First, check the Learner(s) that the Competency needs to be revoked: either
i. Select Revoke Competency from the Bulk Action Drop-down List (Applicable to multiple
learners); or
ii. Click the Cog icon and then select Revoke Competency from the menu (Applicable only to
the checked learner next to the Cog icon).

2. A Confirm Window will be launched. Click OK to confirm. The Name List for this Competency
will be updated accordingly.

Info

If the "Training" setting of Formal Acquisition Methods in the RECOGNITION POLICY Secti
on on the Details Tab has been enabled, this Competency can later be re-awarded to the
Learners automatically once they meet the Competency Requirements.

Competency Data Loader

The Competency Data Loader allows the import of competencies in bulk. It also allows the creation of
competency models on-the-fly. For more information, please refer to EN145 Data Import / Export.

SFIA Library

(available for Performance only)

Skills Framework for the Information Age (SFIA) assists in evaluating employees skills and
competencies. You can import skills defined in the SFIA up to version 5, presented in categories and
subcategories. The SFIA library functions can be accessed at Manage Center > TALENT > COMPETE
NCY MANAGER > Library. On the Library tab, you can do the following tasks:

Importing the SFIA Skills to LMS
Associating the SFIA Skills to a Competency Model
Removing an SFIA Library

[ ]
[ ]
[ ]
® Removing the competency to an SFIA Library.

Importing the SFIA Library

To import the SFIA library, click "+" icon

#  NetDimensions Talent Suite Manage Center

OVERWIEWY  LEARMING — TALENT  COMMUNICATE USERS REFORTS S STEM

Competency Manager

WIJE Competency Models  Proficiency Levels  Job Profiles Assessment Managerent  User Search

Libearies ) = Cd
4 F

n Competency Mame

There are no iterns to display.

This opens the Import Library dialog box.

1. Enter the assign name for the dictionary.
2. Click the Choose File button to select the file to be imported.
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3. Click Import to start the import process.

NetDimensions Talent Suite Manage Center e

OVERVIEYY  LEARNING = TALENT COMMUMICATE USERS  REPORTS  SYSTEM

Competency Manager

Competency Models ~ Proficiency Levels ~ Job Profiles ~ Assessment Management  User Search

Libraries a m
,

F

n Competency Name

There are no items to display.

| Import Library x|

Library Mame™ o

SFIAE

Import File™ (4
Choose File | sfia_v5.xls

4. Click OK once the process is completed.

“ LUTIRELEIIL I uusS L lunLIsnLy LeYss auL o TuEa MO SSISIISHL WIANAYS T AT OERIL

Doam
2

4

There are no iterns to display.

Import Library ® .

Library Mame®

SFIA

Import File™
Choose File | sfia_v5.xls

Uploading file ...
FProcessing complete.

OVERVIEWY  LEARNING |~ TALENT COMMUNICATE USERS REPORTS  SYSTEM

Competency Manager

Comp Models P Levels  Job Profiles  Asssssment Managemant — User Search

Libraries [+ ] - | = - e
T [ [oompaneytame

[ Business change

[ Client interface []  ©Porting/software integration

I [ Procurement and management suppor Thisdist-displays-
; ] ©@Systems installatian/decommissionin PR ]

» [ Service management & 2 the-sFIASkills. &

4 [ Solution development and implementa al

- [ Human factors © Systems integration

Lm!latmaldintagaw Chaeall I aobico. Th dol ool | Lict i elboctio of copoooo o0 aclle
[ Systems dev\elqpment bubsystems and their interfaces in order to create operational senvices. Diplays-the-level-of-
1 [ Strategy and architecture evel  Level Description eachskill.€ I
< il *

Produces software builds from software source code. Conducts tests as defined in an
integration test specification, records the details of any faillures, and carries out fault

2 3 s

diagnosis relating to simple failures, reporting the results of the diagnosis in a clear and

concise mannar.
The-skills you have: i ;
‘mpmled m-sm- Defines the integration build and produces a build definition for generation of the software
are-divided on- Accepts software modules from software developers, and produces software builds for
categories and loading onto the target hardware from software source code. Configures the hardware
subcategoriest 3

environment, produces integration test spacifications, conducts tests and records the
details of any failures. Carries out and reports fault diagnosis relating to moderately
complex problems

= L Ly S i sy &
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Associating SFIA 5 Skills with a Competency Model

To associate SFIA skills with a competency model:

1. Select the category where the SFIA skill is associated.

2. Tick the box of the SFIA skill that will be added to the competency model.
3. Click the Bulk Action drop down button and then select Add to model.

NetDimensions Talent Suite

OVERVIEYY  LEARNING — TALEMT  COMMUNICATE ~ USERS ~ REPORTS  SYSTEM

Competency Manager

Manage Center

Competency Models  Proficiency Levels  Job Profiles  Assessment Management

User Search

oom

s [[f| SFIA_YS
I ||| Business change
|[F| Client interface
||| Procurernent and manage ment suppor
[ Service management
|[F| Solution development and implementa
I+ L[| Human factors
|| Installation and integration
i+ L[ Systems development
|[F| Strategy and architecture
o« e ] v

[

-

| Bulk Action [+]
Bulk Action

Delete ware integration

[ @ Systems installation/decommissioning

0 Systems integration

April 2021

The menu for selecting a competency model is displayed. Select the competency model, then click the
Add To Model button.

NetDimensions Talent Suite

OVERWVIEW  LEARNING = TALENT  COMMUNICATE

Competency Manager

m Competency Models  Proficiency Levels  Job Profiles  Assessment Management  User Search

Manage Center

USERS REPORTS  SYSTEM

Libraries . m

a [l SFIA_¥S
» | Business change
» L[ Client interface
& L[| Procurement and management suppor
v L[| Service management
« ||| Solution development and implementa
b L Human factors
[[' Installation and integration
[ Systems development
+ [ Strategy and architecture

4| it . 3

Bulk Action [=]

(@ [componypame

T1  OPorting/software integration

¥ O Systems installation/decommissioning

| Add Competency to Model

Select Competency Model

a [ Models
|| General
¢ | Training

A message will be displayed on the screen. Click the Go to Model button to display the competency
model, otherwise click OK to stay on the Library tab.
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#  NetDimensions Talent Suite Manage Center

OVERWIEW  LEARMING =~ TALENT COMMUNICATE USERS  REPORTS SYSTEM

Competency Manager

(NLEldM Competency Models  Proficiency Levels  Job Profiles  Assessment Management  User 3

Libraries BER i 5
4 |[f| SFI&_v5S n Competency Name

\[| Business change
b L[ Client interface [7] @Porting/software integration
¢ [ Procurement and manageme
I+ | Service management
a ||| Solution developrment and i
» |7 Human factors
[} Installation and integratior
|| Systems development
\[| Strateqgy and architecture

Result x

141 competency is added in the competency model "General”

Removing an SFIA Library

To remove an imported SFIA Library,

1. Go to Manager Center > Talent > Competency Manager > Library.
2. Select the library you want to remove.
3. Click the Delete Library button.

L NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS RERPORTS SYSTEM

Competency Manager

Competency Models  Proficiency Levels  Job Profiles  Assessment Management  User Search

Libraries

[ SFIA vS
[ SFI&_V6

n Competency Mame

M b There are no items to display

4. Confirm to delete.

Removing a Competency under the SFIA Library

This section teaches the procedures on how to delete a competency under the SFIA Library:

1. Select the library where the competency you want to remove is associated.
2. On the left side of the competency manager, tick the box of the competency you want to delete.

Note: To delete all competencies, tick the box located on the header of the table. Once this box is
ticked, all boxes of the competencies will be ticked.

Click the Bulk Action drop-down button and then select Delete.
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#  NetDimensions Talent Suite Manage Center

OWERVIEWY  LEARMING — TALENT  COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

Competency Models  Proficiency Levels  Job Profiles ~ Assessment Management  User Search

mLlhrszlrltm a ﬁ

4 ||| SFIA_VS I
||| Business change
4 [ Client interface
|[ Client suppart
||| Sales and marketing
- |[7] Pracurement and management suppo @ ©Sales support ?
- L[ Service management o
- || Solution development and implement3
- |[| Strategy and architecture
|: SFI4_VE

Bulk Action [»]

Bulk Action
Add to model

Delete

OClient services management

A confirmation message is displayed. Click OK to continue with the deletion of the competency,
otherwise, click Cancel.

Job Profiles

(available for Performance and Learning only)

Under the Job Profiles tab, it allows you to perform the following tasks:

® Maintain the Job Profile Catalog
® Maintain the Job Profile

Job Profile Catalog

A huge number of job profiles can easily be managed if they are segregated according to their
category. Like for an instance, you can place all job profiles related to HR into one category. Through
this segregation, a user can easily track the job profile.

On the LMS application, categorization of job profiles can be done through Job Profile Catalog. You can
place and segregate all related job profiles using the Job Profile Catalog. The proceeding section
teaches you the procedure on how to maintain a job profile catalog and maintain a job profile record.

Creating a Job Profile Catalog

Select the Job Profiles tab. Click the Add button, then a text box is displayed. Enter the name for the
new catalog and then press Enter.

Competency Manager

Library ~ Competency Models  Proficiency Levels Assessment Management  User Search

. @ Groups @ Auto-Assign Console
Catalogs &m u- Job Profile Name
4 || Catalogs There are no items to display.

[ General

A confirmation box is displayed. The new catalog will be added on the Catalog Hierarchical Tree.
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Manage »

Competency Manager

BOGNSIGITEER  Accessment Management  User Search

Proficiency Levels

Library ~ Competency hodels

[ j [
a ‘ Bulk Action E W Groups | © Auto-Assign Console

+ Create Job Profile

i Catalogs .-m -hJL' s

[ % Product Management

a [ Catalogs
Catalog for ABC
% Generagl 1 & Thisis the name
\[| The Catalag of Rob

Renaming a Job Profile Catalog

Using the catalog hierarchical tree, select the catalog you want to rename. Click the Tool button and
then select the Rename selected option.

Competency Manager

Assessment Management  User Search

Library ~ Competency Models  Proficiency Levels

Bulk Action | | m B Auto-Assign Console reate Job Profile

£ Product Management

Cata!ogs

PR | Feniane selected

Cata Permissions
E General 1 4% Thisis the name
[, The Catalog of Reh

The selected catalog model will be editable. Rename the catalog and then press Enter.

Manage »

Competency Manager

Proficiency Levels |[RARIEHTIEEN  Assessment Management  User Search

i a ‘ , W Groups | @ Aute-As
Catalogs .m | n- Job Profile Mame
There are ho iterns to display

4 [ Catalogs

Library ~ Competency Models
+ Create Job Profile

gn Consale

[ General
|| The Catalog of Rab

Setting Permission on a Job Profile Catalog

To set permission to a catalog, using the catalog hierarchical view, select the catalog where the
permission will be set. Click the Tool button and then select the Permissions option to launch the

Permissions Selector.

Assessment Management  User Search

Library ~ Competency Models  Proficiency Levels  [EELIEIEES
@ Groups | ® Auto-Assign Console | + Create Job Profile
Catalogs ._ u- Job Profile Name
There are no items to display.

Rename selected

0
s

| Genera
\E| The Catalog of Rob

Removing a Job Profile Catalog
From the Catalog Hierarchical Tree, select the catalog you want to remove. Click the Delete Catalog b

utton.
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Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels m Assessment Management  User Search

m B Auto-Assign Console + Create Job Profile

Catalogs .m n- Job Profile Name i
There are no items to displa
« [ Catalogs Delete Catalog B
|| Catalog for 4BC
|| General

L[| The Catalog of Rob

A confirmation message will be displayed, click OK to remove the selected catalog, otherwise, click the
Cancel button to cancel the deletion of the catalog.

Adding a Job Profile on a Job Profile Catalog

Select the job profile catalog where the job profile will be added. Click the + Create Job Profile button.

Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  [EGLNSIGHIEEE  Assessment Management  User Search

a @ Groups | © Autobssign Console | + Create Job Profile
- B
4 [} Catalogs ' There are no items to display.
|[F| Catalog for 4BC
L[| General

|| The Catalog of Rob

This leads you to Job Profiles Details screen, where you can enter the following information:

Competency Manager

Library  Competency Models  Proficiency Levels m Assessment Management  User Search

Catalog for ABC > [no narﬁelm

Job Profile Details

Reference Code il
New Job Profile

Name

Job Profile Catalog m
Catalog for ABC _'J

Description
B I U x| FontFamy -~ FontSze - = = |A-w - B

1P Active

A. Displays the Breadcrumbs which provide links back to previous page.
B. Enter the job profile reference code.

C. Enter the job profile name.

D. You can change the job profile catalog using the dropdown list button.
E. Provide the job profile description.
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[0 Active
[ Allows Seli-Assignment

[ Allows Reviewer Assignment

Required Competencies

Search and add a Model/Competency to the job profile Pm
Mandatary m Library Source Required Level

There are no items to display.

To complete this job profile, complete

@ All listed competencies

of the listed competencies (including mandatory)

F. Tick the corresponding check box if you want the job profile to be:

® Active
® Self-Assigned
® Review-assignment

G. Search and add a Model and a competency. To search, click the Search button to display the list of
available competencies.
H. Display the list of selected model and competency.

tandatory Model Marme:

B: Providing B12 Promate equality of opportunity, diversity and inclusion in
direction your grganisation

I. Tick the box of the selected competency model to indicate that the corresponding competency is
mandatory.

To save the job profile details, click the Save button, otherwise click the Cancel button to disregard the
information you have entered.

Editing the Job Profile Details

To modify the details of the job profiles, select the catalog where the job profile is associated. The list of
available job profile will be displayed. Click the Gears icon of the job profile you want to modify and
then select Edit Job Profile or click the job profile name.

Competency Manager

Library ~ Comp ¥y Models  Proficiency Levels m Assessment Management  User Search

|1 Bulk Action |Z|' m @ Auto-Assign Console | + Create Job Profile
- o e L —— — |
4 || Catalogs [[] % Job Profila 2

Catalog for ABC
E Ganaragl [[1 |# Quality Management
[ The Catalog of Rob
»

This opens the job profile details. Start editing the job profile details. To keep the changes, click the Sav
e button. To remove the job profile, click the Delete button. To cancel the changes and to return from
previous screen, click the Cancel
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Manage »

Competency Manager

Library  Compelency Models  Proficiency Levels m Assessment Management  User Search

General » Quality Management

Job Profile Details

Reference Code

Quality Mhitp. & curreanagement

Marmne

Quality Management

Job Profile Catalog

General E

Description
B J U & | FontFamby - Font Size - i e é - 2 - | wm

Quality Managemant

¥ Active
¥ Allows Self-Assignment

[#] Allows Reviewer Assignment

Reguired Competencies

Search and 2dd 2 ModelCompetency to the job profile o

Librar Required

5 ; 4-
o Managmg Fektsnu A3 Develop your parsonal networks a F B
personal skills |
-5
0: Waorking with 017 Build and sustain collaborative o cla |» n
people relationships with other organisations o

To complete this job profile, complete
@ Alllisted compatencies

of the listed competencies {including mandatory)

Cloning a Job Profile

This section teaches you the procedure on how to clone a job profile. Select the catalog where the job
profile is associated. The list of available job profile will be displayed.
Tick the job profile you want to clone. Click the Bulk Action drop down button and then select Clone.

Competency Manager

Library ~ Competency Models  Proficiency Levels RENASIIEEN Assessment Management  User Search

Bulk Action [=] L + Create Job Profile

Bulk Action

oo (EDERD |0 I
- Clone
+ [ Catalogs T —e——eeile 2
| Catalog for ABC T
I General [E] Quality Management

[ The Catalog of Rob

Note: You can also clone a job profile by clicking the Clone button on the Job Profile details.
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personal skills B e ST . . )
g

[ Working with D17 Build and sustain coliaborative pd |

people relationships with other organisations a

Cfe

To complete this job profile, complete

@ All isted competencies

of the hsted competencies (including mandatory)

(@ Sae Q6 Occte ] & Cione Jil & Concel

De-assigning Learner to a Job Profile

1. From the job profiles editor, click the Usage button.

2. Tick the box of the learner you want to de-assign to the job profile.
3. Click the De-Assign Job Profile.

Competency Manager

Library ~ Competency Models ~ Proficiency Levels m Assessment Management  User Search

General » Quality Management

Usage
Filter. | Show 10 [+]
Showing: 1-5 of5
Baker Jamie Zoorp_jarmie
Bishop Alan zcorp_alan
Student MNew empnol0i
Student2 New?2 empnol02
Student3 Mew3 empno003

Assigning a Learner or Group of Learners to a Job Profile

April 2021

This section shows how to assign a learner or group of learners to a job profile. To do this, select first

the job profile where the learner will be assigned.

From the job profiles editor, click the Group-assign button. Click the Select User(s) link to select the

the group of users.
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Competency Manager

Library ~ Competency Models — Proficiency Levels Assessment Management  User Search

Details General » CMC Lathe Operator

Usage Group-assign

Group-

Group Assign to users:
Auto-assign

Note:

® The user can enter search keyword into the quick search box, and the system will return
matching results as the user types.

Owner

sﬂ
STUDENT lane 9
STUDENT Jack

STUDENT lohn

STUDENT loe

STUDENT Tom

STUDENT Louis

STUDENT Vivian

STUDENT Lily

STUDENT Angel

e B [

® The user can choose from one of the results before the keyword is complete. Then, the
selection will be shown as a token within the user selector box.

Owner
STUDENT Jack na

[T &itamaticalhe nndata trackina fram eohardinata anale 8

® The user can remove any user selection with the cross on the right-hand side.

Owner
STUDENT JacO
Aitamatee sl imdasta trae s fram enilberrdinats anale B3

®* To open the advanced search interface, the user can click the "..." box beside the quick search
box. This opens the menu for selecting the learners.
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User Selector x

a8

Ovganization Usier Group

®* The user can switch between horizontal arrangement and vertical arrangement for the search
result box and the selection box. The switch link is located at the top-right-hand corner of the
two boxes.

® The selection from the quick search box will appear in the advanced search selected box, and
the selection from the advanced search interface will also show in the quick search box as user
tokens after clicking OK.

® Also, when there are more than 10 users selected, there will only be 10 user tokens shown
within the user selector box, and there will also be a "show all" button. Note that the number of
selected users above the right-hand side of the quick search box always shows the total number
of selected users, no matter how many user tokens are being shown within the user selector
box. Clicking the "show all" button will display all the user selection within the user selector box.
If there are 50 or more selected users, clicking the "show all" button will just show the advanced
search pop-up instead of showing all the user tokens within the user selector box.
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ENENdl » ACCUUTILEnL

Group-assign

Group Assign to users:
ADMIMISTRATOR System HUI Danny
LEARMER Mary LIM Garbo STUDENT Angel
STUDEMNT George STUDENT Jack
STUDENT Jane STUDENT Joe

STUDEMT John Show all

® When all user tokens are shown, the user can click the hide button to hide the other user tokens
and show only the first 10 user tokens.
® The User Selector can now displayed more users which matching search keywords.

#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

Library ~ Competency Models  Proficiency Levels Assessment Management  User Search

Details General » Job Profile One

Usage Group Assign

Group Assign to users

Auto-assign large|

LARGE-
LARGE-
LARGE-

Click the Save button to keep the changes.

Auto-Assigning Group Users to the Job Profile

Allows the automatic assignment of job profiles based on targeting criteria. To do this, on the job profile
details, click the Auto-assign.

1. Tick this box if you want to automatically assign the job profile to all users.
2. Specify the criteria to enable the automatic assignment to the job profile. Criteria can be filtered into
the following:

¢ QOrganization
® User Group
® Attributes

You can also assign the job profile base on the following categories.
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Job Title
Language
Join date start
Join date end

Manage Center

OVERVIEYY  LEARNING  TALENT  COMMUNICATE  USERS REPORTS SYSTEM

Competency Manager

Library ~ Competency Models  Proficiency Levels [ENGSIGIEEE  Assessment Management  User Search
Details General > CNC Lathe Operator
USQQS Auto-assign

Group-assign

Specify criteria to enable automatic assignment of this job profile to & specific group of users

Auto-Enroll Targeting Activation: Inactive

Edit Organization Targets

Edit User Group Targets

Edit Attribute 1 Targets

Edit Attribute 2 Targets

Click the Set-Auto Assign Targets button once all the information has been provided.

Edit Attribute 8 Targets

Joh Title

Language Al |L|
Join Date Start
Join Date End @

[ Join Date is at least ago
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Status Filter at Manage Job Profiles

On the Job Profile administration screen, it would be helpful to show a status indicator for each job
profile. A sortable "Status" column has been added to the listing screen on the right. On the left, there
are checkbox options to filter on active or inactive job profiles under a selected catalog, count
information is provided for each status.

Competency Manager

Library  Competency Models  Proficiency Levels ~ JODProfiles  accocoment Management  User Search

' Bulk Action v 2 Aute n Consale | + Create job Profile
Catalogs - m u Job Profile Mame Status
+ IE| Catalogs £  Chief Technology Offic
S h y Officer Active
18] General
- £¥  Direct of Global Product Management Active
Refine By
¥ Al status %  Head of Release Development Inactive
actheL) £ Product Manager Active
IArtive (4)
£ Software Engineer Active
] &% TeamLead Inactive

Job Profile Management

® Job Profiles Redesign

When you are handling tens or hundreds of job profiles on a specific catalog, you might need to scroll
quite a bit to find your targeted job profile. With the help of the paginator, you don't need to scroll
endlessly.

1. Pagination features

With the help of the paginator, you could sort the "job profile name" and "status" as well.
Competency Manager

Competency Models  Proficiency Levels User Search

Job Profile Name

Catalogs ’ m Search Results For Sales Results per Page: | 10 B
4 | Catalogs
[ Finance

[ General Showing: 1- 10 of 12

| General management

[ Legal related BulkA:linnH =
E

) - Job Profile Name:
Refine By
All Status & Floor Manager (electronic gadgets) Active
D inactive (0)
et g |} ﬂn Floor Manager (general) Active
B Active (10
] ﬁ Promoter (electronic gadgets) Active
£ Promoter (general) Active
B a- Promater (househaold) Active
.l ﬁ Promater advanced (electronic gadgets) Active
| 'n- Sales (general) Active
F1 &  Sales (household) Active
'ﬂ! Sales (kids' wear) Active
] ﬁ- Sales advance (general) Active

2. Print feature
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A print feature is added on the "User Review" page. So nhow you could print out the user results
assigned with that job profile on the screen when necessary.

Details Sales » Floor Manager (general

USER REVIEW

Group Assign

Auto-assign

Organization Job Title

All Job Titles B

First Mame
Cl

Last Name

Job Profile Status
All |

Competency Profile as of

Nov 5, 2015 [x )

[C] Show learners with closed a

Results per Page: 10 H
Showing: 1- 1 of 1

Bulk Action >

[ Name

Job Profiles

[ - I KID Jeremy

« Floor Manager (general)
ALL/Managers/Flaor Managers

+ Floor Manager (general)

Showing: 1- 1 of 1

Once you press the Print button, you would see a print preview along with the browser print options
dialog.

Competency Manager

Competency Uodels  Pmiciency Lisis m User Search

Daals Sales + Floor Mansger (geners

m USER REVIEW

Group

Assign

F— Organization Job Tille st W

Al Job Titles -
Last Name
ok P Status Competency Profie as of
A Novs, 2015 Q
now leamers with closed o

Filler

Showing: 1-10f1
Hame
Job Profiles

o - KID Jeremy

ALLM anagers/Ficor Wanagers

» Floor Manager {genana}

® Catalog Filtering in Job Profile Selector
When your organization grows, there might be hundreds or thousands of job profiles for you to pick.

Even worse, you might come up with similar job profile names after a search, so it would be more
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convenient if we could add a "Catalog" filter in the selector to narrow down results.

1. Performing "auto enroll" in the learning module page
€ Catalog Editor 0O B & X

Module Properties h
_Session Properfies W T
Logical Domain

Sales Strategies In The Big Data World
(MOD-0071)

Online Session

Session Setup - the following steps help you to Organization
define a session.
1. Edit session
2. Enter cost information
3. Participants
4 Instructors
5 E-mail Preferences Setup
6. Cost Accounting Information
7. View usage statistics
8. Checklist
9. Define Session Secunty
10. Associated Programs

»  Employment Information

» Job Profiles & Competencies

Job Profile

Session Utilities - before you use these utilities
please save any changes you have made
2 T o
13. Group Training Plan
14. Knowledge Center Preview Competencies
Users should meet  Any v | of the following Competency criteria:

Crlnnbrd Maranedemesine

Once you click on the "Job Profile"” link, a selector would pop up. When selecting a job profile
filter by job profile name/code and/or catalog:

Check here to switch between horizontal/vertical screen layouts: ¥

Lob Profile Name/Code Catalog
risk Finance
[Rosel

Available Choices
risk management officer

# Records Retrieved: 1

Organization and Job Profile Enrollment Restriction

April 2021

, you can

You can restrict the number of participants that can be enrolled onto a session for a given organization
and job role (as needed) during a pre-defined period. The participant's organization and job profiles will

be checked against the configured limits when enrolling to the course.

On session level, there are three options for handling enroliment restrictions:

1. Unrestricted — Override module level enroliment restriction rule (if any). Skip restriction check

and apply normal enroliment flow.
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2. Use Session restriction — Override module level enrollment restriction (if any). Apply session
level enrollment check.

3. Use Module Restriction — Apply module level enroliment check (default option)

The session level rule is checked first. If there is ho enroliment restriction on session (or restriction
period expired), module level enroliment restriction is applied. If there is no enrollment restriction,
passed restriction check, restriction period expired or unrestricted enrollment is set on session level,
normal enrollment flow is applied. The following shows the restriction check flow.

Emzliment Aekiiclion.
Seanan lvel
el
Unrastrict Cisrrart Sanion ban Vv Corrant day o within .
"::'l prreliment cepriction |::b_""=:: restrichion period

PAotubs laranl

%\f“"-ﬂ

_.- Current Migdule has Eurri it gy b slihins Mo
] o WAL P e S TN '-{:: retiresns parad
e
L. - -
- -\-\-""\-_
sormal Enraliment Chec FaL hd
] ’:*
_ Enraliment
= +
I/’ Failed
Enrallment
Succeis

Enrollment Restriction

An enrollment restriction page is available in the catalog editor:
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Gatalog Editor 0 & 5o @ X

Enroliment Restriction

“tester” st 20U (EKPOOI0IOTAD)
ResTiction Process L Meduls Restiction *

Restriction Pericd

Srart Date: Jul 24, 2018 (n)

A Db | Jul 27, 2018 (n )
Rule(s)
o+ :
- " o
L]
1.6 Eanw piaal) Selad crgarizaions
3 BrawAscign CEnler Seup
} L Lamit par Qe pancrationds |
4 Liraich S 0.0 Coma {peoprammer
i 1 Diadine | aunch Fropartss Seted Job Profiels
4 7 Purssira Ramiove Jab Profie
4.3 Prooded Launch Packae
Aed Lraclerasrd Resndon

A similar page is also available at the Session level. The following describes all the input fields for
"Enroliment Restriction™:

Field Name Description Mandatory

Restriction Process Indicates the restriction should apply to which level Yes

® Unrestricted : No restriction for the selected
module/session.

® Use Session Restriction (Session Properties Only):
Apply the defined restriction to the selected session.

® Use Module Restriction: Apply the module restriction
to the selected session.

Start Date The validity of the restriction Yes
End Date

Select The organizations which are restricted (supports multiple Yes
organization(s) input)

Limit per organization(s) = The enrollment limit of any each of the organization Yes
Select Job The job profiles which are restricted (supports multiple No
Profile(s) input)

Add Enrollment Add new restriction rule N/A
Restriction

When Module restriction process or Session restriction process (for session level) is selected, removing
the last enrollment restriction rule triggers the restriction process to switch back to 'Unrestricted’ and all
other components are disabled.
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Enrollment Restriction Checking

The LMS executes the restriction checking when user attempts to enroll the learning object and prompt
for error message when the restriction is violated. If enrollment restriction is violated, seats are
displayed as restricted with red icon.

Enrollment Restriction
by Unikryim

0 Reviews Session

Leaming Type: Classroom
Subject: Linassignad
Lamguage Enrolled: Mulb-Language
Oibjectives:
More Information:
Suppon Contact:

Session|s): [ Encllment Restcian ®35:als Restricted

Ar211 5 9:00 AM - 82116 500 PM CST Enrollment 8520015 9:00 AM - 87215 8:00 PM CST
B Show mode infa

assion has an enmdment restiction. Please contact your Systam Adminsdrator & you have any

The checking also applies to the enroliment wizard for batch enroliment.

e R b -
- [+ acsho 4 =
P— o e i
Erealment Wiizard o
SETTHGS
Saoct m n
o
i
L i

3 B3 A LTt NLADM M
v by T, X6 S T N 5T ADABNETRSTCE S, NTADM M < Fs £ Exw Fapan
ATt N T ACABNETR8TO8: Symmars INDADA

Caga Frecarment Suds ol 11, X008 A28 N 5T MOABNETRATOR: Sy (NDADU = £ Farar Rt

AMBNETAATOR Sy (NDADU B

Enrollment Restriction Matrix
The following table shows different combinations of the enroliment restriction rules with their description

Restriction Description Sample valid
combinations

Organization=0rg1 ¢ Maximum one enroliment for the entire
Limit per Organizations=1 Org1l organization structure (includes all
its children structure)
® Other organizations cannot enroll
during the enrollment restricted period
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Organization=0rg1 ,
Org2Limit per
Organizations=2 OR Organiz
ation=0rg1 Limit per
Organizations=2
Organization=0rg2

Limit per Organizations=2

Organization=0rg1 ,
Org2Limit per
Organizations=2

Job Profile=Engineer,
System Analyst

Organization=ROOT, Orgl
Limit per Organizations=2

OR

Organization=ROOTLimit per
Organizations=2
Organization=0rg1 Limit per
Organizations=2

Organization=ROOTLIimit per
Organizations=1
Organization=0rg1Limit per
Organizations=2

Maximum two enrollments for each of
the entire Orgl and Org2 organization
structure (includes all its children
structures)

Other organizations cannot enroll
during the enrollment restricted period

Maximum two enrollments for any
engineers or system analysts for each
of the entire Orgl and Org2
organization structure (includes all its
children structures)

Other job profiles and organization
cannot enroll during the enroliment
restricted period

Maximum two enroliments for the entire
ROOT organization structure (includes
all its children structures), the Orgl
value has no effect here as it is under
the ROOT organization

Maximum one enrollment for the entire
ROOQOT organization structure (includes
all its children structures), the Orgl
value has no effect here as it is under
the ROQOT organization

Job Profile Assignment Notifications

Six options are listed as global settings in System Configuration:

April 2021

® 2 engineers
(Orgl) and 2
system analysts
(Org2)OR

® 1 engineer (Orgl)
and 1 system
analyst (Orgl) and
2 engineers
(Org2)

* Job Profile Assignment Notification for Assignee: Notification will be sent to the user.

® Job Profile Assignment Notification for Direct Appraisers: Notification will be sent to the
direct Manager of the user with separate custom messages

®* Job Profile Assignment Notification for Job Profile Owner: Natification will be sent when Job
Profile will be assigned to the Job Profile Owner

* Job Profile De-Assignment Notification for Assignee: Notification will be sent to the user
when the job profile gets de-assigned

* Job Profile De-Assignment Notification for Direct Appraiser: Notification will be sent to the
direct Manager when the job profile gets de-assigned

® Job Profile De-Assignment Notification for Job Profile Owner: Notification will be sent to the
Job Profile Owner when the job profile gets de-assigned

Copyright © 2021, Learning Technologies Group, Inc.

Page 56



PeopleFluent Learning 21.04 HR Administration April 2021

Job Profile Assignment Notification for Assignee E-mail: System Assign Assignee il T | 11.2 ﬂ
Job Profile Assignment Notification for Direct Appraisers E-mail System Assign DA Sl 12 @
Job Profile Assignment Notification for Job Profile Cwner E-mail: System Assign Owner T 121 @
Job Profile De-Assignment Notification for Assignee E-mail System Deassign Assignee == [ 121 @
Llob Profile De-Assignment Notification for Direct Appraisers E-mail System Deassign DA Lo | 121 0
Lob Profile De-Assignment Notification for Job Profile Owner E-mail | W 121 @

Job Profile Natification Options in System Configuration under Competency Manager
Notifications are sent out when the Job Profile is assigned via:

Group Assignment

Auto Assignment

Admin or Reviewer Assignment
Self Assignment

When editing a Job Profile, the "Notification Settings" allows further configuration of the email to be sent
out. For each action, we can configure whether:

® A system default email template should be sent
® A customized email template should be sent
® No email should be sent

When a new Job Profile is created, the default option is to send the default email template. By selecting
the second option, an email selector is enabled, bringing up the Email Template Editor and thus
customized templates can be selected.

~ Notification Settings

Job Profile Assignment Notification for Assignee E-mail

® Send in system default template : Lou test
Send in custom template oW
Do not send

Job Profile Assignment Notification for Direct Appraisers E-mail

® Send in system default template - Not Specified
Send in custom template - W
Do not send

Job Profile Assignment Notification for Job Profile Owner E-mail

® Send in system default template - Not Specified
Send in custom template -
Do not send

Job Profile D i Notification for Assi E-mail

® Send in system default template : Not Specified

Send in custom template - W
Do not send

Job Profile De-Assignment Notification for Direct Appraisers E-mail

® Send in system default template - Not Specified
Send in custom template W
Do not send

Job Profile De-Assignment Notification for Job Profile Owner E-mail

® Send in system default template : Not Specified
Send in custom template - W

Do not send

Notification Settings on Job Profile detail page
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Job Profile CSV Loader

The Job Profile CSV Loader allows administrators to add, update and delete Job Profiles as well as a
ssign or de-assign Competencies to existing Job Profiles, using a single CSV file. For more information,
please refer to EN145 Data Import / Export.

Job Profile Owner

In some organizations, a person is assigned to be responsible for a job profile, the owner of the job
profile would like to receive any notifications related to the job profile. Therefore, a Job Profile Owner
field has been added to specify a person with this role. This field is available to be defined at the
following locations

® Job Profile Details Page
® Job Profile List Page
® Email Placeholder Parameter

Job Profile Details Page

A standard inline user selector field is added to the details page of the job profile to select the Job
Profile Owner.

® Label: Owner
® Optional
® Only one user can be selected

JOB PROFILE DETAILS

Reference Code”
JP1

Name*
Java Developer

Job Profile Catalog

General v

Owner

Description

Job Profiles List Page

Job Profile Owner is displayed on the Job Profiles list table. If no owner is selected, "Not specified" is
displayed.
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Search Results For General Results per Page: 10 v

Showing. 1-20of 2

Bulk Action ¥ )

+ Create Job Profile
Java Developer Active Hot Specified

Software Engineer Inactive System Administrator (NDADMIN-1)

Showing 1-2of 2

E-mail placeholder parameter

Job Profile Owner First Name and Job Profile Owner Last Name are made available as E-mail
placeholder parameters in a job profile context notification.

Parameters[ Job Profile Owner First Name v |
| Job Profile Owner First Name -
m Job Profile Owner Last Name _
Select an at Join Late
Assign attac Launch appraisal link
Linked Goal Program Name

Remove ass Linked Organizational Goal Title
Location Code

Mapping Competencies to Job Profiles

Mapping the competency to a job profile can be done in two ways:

®* Map the Competency to a Job Profile using the Competency Models Tab
* Map the newly created Job Profile to a Competency Model using the Job Profiles tab.

To access the Competency Model Page, Go to Manage Center > TALENT > COMPETENCY
MANAGER > Competency Model.

Mapping Function at Competency Models

On the Competency Models tab, select the competency model.

NetDimensions Talent Suite Manage Center

OWERVIEYY  LEARMING — TALEMT  COMMUMICATE  USERS  REPORTS  SYSTEM

Competency Manager

Library [ROSIGWECHIEGLLEEN Froficiency Levels  Job Profles Assessment Management  User Search

a & Groups
Competency Models u - Competency Mame

4 [ Models There are no items to display.

|| General
i+ L[ Training

From the list, select the competency you want to map.

There are two ways to map the competency to a job profile. First, tick the box of the competency you
want to map, then click the Bulk Action drop-down button and select Map to Job Profile:
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#  NetDimensions Talent Suite Manage Center & WOLINA Alon

LEARNING TALENT  COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

m Proficiency Levels  Job Profiles  Assessment Management  User Search
‘ Bulk Action |z|I

Bulk Action
Competency Models n a m I De\ete
4 [ Models e -
[ General
[ Training [ € Lathe Operations

b A -3 Systems installation/decommissioning

H -3 Systems integration

The second way of mapping the competency to a job profile: Click the Tools icon of the competency
you want to modify and then select the Map to Job Profile.

Manage Center

LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Competency Manager

Proficiency Levels  Job Profles  Assessment Management  User Search

Bulk Action \j
competeney wodets () (D) (CHED I:I-

+ | Models Facilitating Change
R EdMNggmpeten:
[ Training | D ¥

al - BCOmmMISsioning

[] % Systems integration

The menu for selecting job profile will be displayed.

Click the Search button to display the list of job profile. Select the job profile and then click the Next but
ton.

| Map to Job Profile ® |

Job Profile Mame | Catalog =
CNC Lathe Operatar General
Fire Safety Officer SH

A

The menu for selecting the required proficiency level is displayed. Select the required proficiency level.
Click the Map to Job Profile button.

| Map to Jnh Profile x |

Mame Reguired Level

{
‘ General > Quality Management
|

A3 Develop your personal networks 4-4 E”

| # Map to Job Profile
%

A confirmation message will be displayed. Click the Go to Job Profile if you want to proceed to Job
Profile details, otherwise, click OK.
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Assigning Competencies when Editing Job Profile

While editing a job profile, you can assign competencies under the Required Competencies section. Cli
ck the search button to display the list of competencies.

L NetDimensions Talent Suite Manage Center
CVERYIEWY LEARNMING TALENT COMMUNICATE LISERS REPORTS SYSTEM
Competency Manager

Library  Competency Models  Proficiency Levels m Aszsessment Management  User Search

General » CNC Lathe Operator

Usage

Job Profile Details
Group-assign
Reference Code™

JLO

Auto-assign

Marme®

CNC Lathe Operator
Jab Profile Catalog

General Tl

Description

VI Active
O Allows SeitAssignment
[V Allows Reviewer Assignment

Required Competencies

Search and add a Model/Competency to the job profile o
General Lathe Operations 1 - Default |_ ﬂ
General Facilitating Change 1 - Default F B

To complete this job profile, complete
@ Al listed competencies

)2 of the listed competencies (including mandatory)

oD oD X

The menu for selecting competencies is displayed. Select the competency:
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Required Competencies

April 2021

Model: i _ Required Level .

Model: B: Providing direction Ry
Model: C: Facilitating change
Model: Dt Working with people
Model: E: Using resources
Model, F: Achieving results
odel: General
Wodel: National Occupational Standards
E Group: dd
Cormpetency: Al - Manage your own resources

ws =l = o=

Dizplaying 1-10 of 17 resuts

The competency model will be listed on the table. Click the Save button to keep the changes.

Reguired Competencies

Marme

el C1 Encourage innovation in your team

change

C: Facilitating C2 Encourage innovation in your area of

change responsibility

£ Ty 3 Encourage innovation in your organisation

change

C: Facilitating €4 Lead change

change

C: Facilitating 5 i hang e

change

& Faniliating CE Implement change

change

& eI Systerms integration SFIA v
change -

To complete this job profile, complete

@ All listed competencies

@ 7|~ | ofthe listed competencies (including mandatory)

@ Delete

| —-select--

—-select--

1.1
2-2

By - |
[ s ]

—

—-select--

—-select--

--zelect--

--select--

=
-
=
B

A. This column allows you to change the sequence order of the competency model. To do this:

"Drag" the object to the desired location,
"Drop" the object by releasing the button.

Move and point your mouse the competency model you want to move.
Press, and hold down, the button on the mouse to "grab" the object.

Tick the box of the selected competency model to indicate that the corresponding competency is

mandatory.

B. Displays the competency model.

C. Displays the name of the competency. The name of the competency display on this column is
clickable. Once clicked, it will open the Competency Details screen.

D. Displays the library source.

E. Allows you to specify the required level of the corresponding competency model. To select, click the
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drop-down button to display the list of available levels.

F. This button allows you to remove the competency model from the list. To delete, click the Remove b
utton.

Auto-Assign Console

(available for Performance and Learning only)

Auto-assigning Console

This section teaches you on how to configure properties for auto assigning job profiles. At login, a
check is typically made against job profile auto-assignment criteria to see if they match the user
properties. A check is usually made whenever the user or profile setting change, but you can force a
specific interval check with the settings.

From the Job Profiles tab, click the Auto-Assign Console button.

Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels [EGINSIGTEEM  Assessment Management  User Search

! 8
i Catalogs -m i In:ih Profile Marme

a |[7 Catalogs
L[| Catalog for 4BC
|| General
|} The Catalog of Rob

There are no items to display

The Profile Auto-Assign Console is displayed on the new window. Click the Profile Auto-Assign
Console tab. Enter the following parameters:

Profile Auto-Assign Console

Frofile Aut A Auto-Assign User List

Critetia Scah |nterval

At login, a check is typically made against job profile auto-assignment criteria to see if they match the user properties. A check is usually
made whenever the user or profile setting change, but you can force a specific interval check with the settings below

Mote that checking is only performed when a user logs into the system.

Critetia Scan Interval: Initiate Mew Check Only When Criteria or User Attributes Change |Z||

Interval (sec) for processing assignments at \ogin:o 3|]

MOTE: You can always cause a specific user to "scan” again by modifying their properties in the User Editor. Likewise, you can cause a
new scan check for a specific job profile by setting the auto-assign targets again. Both of these actions reset timestamps for individual
entities.

Oifline Bulk Auto-Assig

To force assignments even when users are not logged in, offline assignment processing must be configured. This option is typically
DISABLED by default, as it can have a big impact on the system.

Offine Bulk Auta-Assign: [ Disablad =

et

1.Criteria Scan Interval
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This option allows you to set the criteria scan interval. Currently, here the list of available interval:

Initial New Check Only when Criteria or User Attributes Change
Initiate New Check at Every Login

Initiate New Check Each Week

Initiate New Check Each Month

2.Interval (sec) for processing assignments at login
Allows you to specify the interval (sec) for processing assignments at login.

Note: You can always cause a specific user to "scan" again by modifying their properties in the User
Editor. Likewise, you can cause a new scan check for a specific job profile by setting the auto-assign
targets again. Both of these actions reset time stamps for individual entities.

3.0ffline Bulk Auto-Assign

To force assignments even when users are not logged in, offline assignment processing must be
configured. This option is typically DISABLED by default, as it can have a big impact on the
system.

4.Click the Execute button. A confirmation message will be displayed on your screen. A confirmation
message will be displayed on your screen.

Click OK to proceed, otherwise, click Cancel. When OK is selected, a message is displayed to confirm
that the new setting is saved.

Listing Auto-Assign User List

This section teaches you on how to generate the auto-assign user list base on the specified dates. To
do this:

Click the Profile Auto-Assign Console tab. Select the assignment dates.

® Click the Calendar button to display the calendar.

* Specify the start time and end time of the execution. Use the hour drop down button and the
minute's drop down button located after the calendar button. Click the Execute button. A
confirmation message will be displayed on your screen

Profile Auto-Assigh Console

Profile Auto-Assign Console Ry 1 User List

Select a date range to list those users who were assigned job profiles in the intereal - auto assignments are explicitly tagged in the listing.

not spacified) [ o [=] o=

Select Assignment Dates Between... And

fnot specified) [ 9 0 [=] oo

The result gives you the auto-assign user list. Click the Submit button.
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Profile Auto-Assign Console

Profile &Auto-Assign Consale

Select a date range to list those users who were assigned job profiles in the interval -- auto assignments are explicitly tagged in the listing.

a1, 202 [BF® |7 @ofE]

Select Assignment Dates Between And

_E)c-t sz B [uR ok

Submit

Auto-Assign User List

Ao &

>

Jab Profile 2 STUDENT Mew (EMPHOO01} Qct 29, 2012 5:53 PM GMT+08:00
Job Frofile 2 STUDENT Mew (EMPMNOO04) Oct29, 2012 5:53 PM GMT+08:00
Jab Profile 2 STUDENT2 Mew2 (EMPNOOOZ) Qct 29, 2012 5:53 PM GMT+08:00
Product Mananement STUDENT Mew (EMPMNOO01) Qct29, 2012 5:59 PM GMT+08:00
Product Management STUDENT Mew (EMPROO04) Cct 29, 2012 6:00 PM GMT+08:00
Product Management STUDENT2 Mew2 (EMPNOOOZ) Qct29, 2012 6:00 PM GMT+08:00
This is the name STUDENTZ Mew?2 (EMPNMODO0ZY Oct29, 2012 5:47 PM GMT+08:00

Competency Group Editor

(available for Performance and Learning only)
The Competency Group Editor allows you to do following tasks:

Create and Manage the Job Profile Groups

Create and Manage the Competency Groups

Associate the Job Profile Group with the Catalog and Job Profile
Associate the Competency Group with the Catalog and Job Profile

Creating a Job Profile Group

Click the Groups button under Job Profiles tab.
Manage »

Competency Manager

Library  Competency Models  Proficiency Levels [ELLEGIEEE Ascessment Management  User Search

a | w G s | B Auto-b

-
[ catatngs - 1= - N M [ [UobPoieame

" [F) Catalogs There are no items to display
[ Catalog for ABC
|7 General
|[F The Catalog of Rob

The Job Profile Group Editor displays on the new window. Click the New icon.
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Competency Group Editor - @B BREEH 0 2?2 X

_Job Profile Groups

Competency Groups

General [«]/Job Catalogs  Click on a tab in the left frame to switch between Job Profiles and Competencies, and lis

— items in a given catalog by simply selecting the name in the drop-down list.
(catalog is empty) : S i : )

All items are organized into catalogs for controlling access to collections of profiles and
competencies. Leamers and mana?ers do not see these catalogs, but are restricted to
selecting iterns from those for which they have read permissions

The screen refreshes. Click the Create Job Profile Group hyperlink.

Competency Group Editor DEHRZEHT ?2 X
~Job Profile Groups -:3_5.
Competency Groups

General |Z| Job Catalogs

(catalog is empty)

Create/Edit

Create competency objects for inclusion in the job profile and competency
catalogs. Permissions on these objects will depend upon the catalog to which
they are assigned.

Create Job Profile Group

Create Competency Group

Enter the job profile details as listed:

® Reference code
®* Name (Job Profile Group Name)
® Job Catalog (the job catalog where the job profile group is associated)
® Description
® Active (tick the box to make the status of the job profile group to become active)
® Select the certification associated with the job profile group.
Competency Group Editor NER&EZR T 2 X
Job Profile Groups
WW\\ Create Job Profile Group
General Pl Reference New Job Profile Group
(catalog i= empty) Code:
Name:
Joh
Coatalugs: e |Z|
Description
{maximum
2,000
characters):
4
[T Active
(é:)rtificalion: IE gl

Click the Save icon.

Adding a Job Profile to Job Profile Group

From the job profile group editor, click the Add Job Profiles... link. The menu for adding job profile
displays. Use this menu to select a job profile. The selected job profile is displayed on this box. If you
want to remove the job profile, click the Remove Job Profiles Group.
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Competency Group Editor | DEHBRZBDO ? X

Job Profils Groups ‘
 Competency Groups New Job Profile Group 1
General B Job Catalogs

(catalog is emply)

Reference Code: New Job Profile Group 1

Name: New Job Profile Group 1
Job Catalogs: General E|
Description Mew Job Profile Group 1
{maximum 2,000
characters):
4
¥ Active

Certification: @ I |

Job Profiles

Add Job Profiles ..,
Remove Job Profiles

Job Profile 2

This job profile group contains the job profiles listed below.

Thare are no ftems fo display,

Click the Save icon to save the updates. Once saved, the job profile will be listed on the job profile list.

Competency Group Editor | DCEBER&EFHO ? X
~Job Profile Groups W
Competency Groups ‘.

New Job Profile Group 1
| General E Job Catalogs

catalog is empt
¢ : Pty) Reference Code:

Wew Job Profile Group 1
Name: Mew Job Profile Group 1
Job Catalogs: General [z
Description New Job Profile Group 1
(maximum 2,000
characters):

¥ Active
Certification: (3)

8] @l
Job Profiles

Add Job Profiles ..
Remave Job Profiles

This job profile group contains the job profiles listed below.

JP2 Job Profile 2 General Remave from Group...

To remove the job profile from the list, click the Remove from Group...link.

Modifying Job Profile Group

Click the Groups button under Job Profiles tab.
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Manage »

Competency Manager

Library  Competency Models  Proficiency Levels Assessment WManagement  User Search

I. _a ! i . @ Groups | ©@ Autos gn Consale ; ;
Icm,ngs v ]-1= - | [ W[ [k Profls Hame :

a |[| Catalogs
[ Catalog for 4BC
[ General
|[F| The Catalog of Rob

There are no items to display

The Competency Group Editor displays on the new window. Click the Job Profile Groups tab. Select
the job profile group you want to modify.

Competency Group Editor | OBR& DO ? X
Joh Profile Groups %
__CompetencyGroups__ %
[zl E:Joh Catalogs  Click on atab in the left frame to switch between Job Profiles and Competencies, and list the

— — items in a given catalog by simply selecting the name in the drop-down list.
= Mew Job Profile Group 1
All iterns are orﬁanized into catalogs for controlling access to collections of profiles and
competencies. Learners and manaﬂers do not see these catalogs, but are restricted to
selecting items from those for which they have read permissions.

The Competency Group Editor displays on the new window. Start modifying the job profile group
details.

Competency Group Editor | OBREEHO ? X
_ Job Profile Groups W
Cormpeteney Groups Nk New Job Profile Group 1
General [=]|Job Catalogs
(catalog is empty)
Refarence Code: Mew Job Profile Group 1
m Ll Mew Jaob Profile Group 1
Job Catalogs: General Lﬂl
Description New Job Profile Group 1
{maximum 2,000
characters):
4
¥ Active
Certification: (3) _U @.J
Job Profiles
Add Job Profiles -

Remove Job Profiles

This job profile group contains the job profiles listed below.

JP2 Job Profile 2 General Remove from Group..

Click the Save button to keep the changes.

Creating a Competency Group

Click the Groups button under Job Profiles tab.
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Manage »

Competency Manager

Library  Competency Models  Proficiency Levels Aszessment Managerment  User Search

a s Groups | ©@ Auto-

Catalogs E

4 [ Catalogs
[| Catalog for 4BC
[ General
|[F| The Catalog of Rob

There are no items to display

The Job Profile Group Editor displays on the new window. Click the New icon.

Competency Group Editor DCER&ZE O 2 %

Joh Profile Groups

Campetency Groups T\-&

General E| Job Catalogs ~ Click on a tab in the left frame to switch between Job Profiles and Competencies, and list the
itemns in a given catalog by simply selecting the name in the drop-down list.

(catalog is empty) . . . . .
All items are orEanlzed into catalogs for controlling access to collections of profiles and
competencies. Learners and mana%ers do not see these catalogs, but are restricted to
selecting items from those for which they have read permissions.

The screen refreshes. Click the Create Competency Group hyperlink.

Competency Group Editor | OB R & G 2 X

: Competency Groups Q&_
General |Z|: Job Catalogs

{catalog is empty)

Create/Edit

Create competency objects for inclusion in the job profile and competency
catalogs. Permissions on these objects will depend upon the catalog to which
they are assigned.

Create Job Profile Group

Create Competency Group

Enter the competency group details. Once you have entered the details, click the Save icon.

Competency Group Editor DEBRZIDO ?2 X
_Job Profie Oroups "l
S Create Competency Group
General q Job Catalogs
Reference Code: New C Ie]
= New Job Profile Group 1 sw Competency Group (2)
Name:
. Competency General [~
Reftesh Catalog:
Description
(maximum 2,000
characters):
| Active

Enter the following competency group details:

Reference code
Name (Competency Group Name)

Description
Active (tick the box to make the status of the job profile group to become active)
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From the competency group editor, click the Add Competencies... link. The menu for adding
competency displays. Use this menu to select a competency. The selected competency is displayed on

this box. If you want to remove the competency, click the Remove Competencies.

Competency Group Editor

Competency Groups New Competency Group (2]
General [=] Job Catalogs
= New Job Profile Group 1
Reference Code:

Competency Catalog:

New Competency Group (2)

New Competency Group (2)

Description (maximum

New Competency Group (2)
2,000 characters):

¥ Active
Competencies

Add Competencies

I Remove Competencies

This competency group contains the competencies listed below.

Reference Code A m Catalog -

There are no items to display.

DBREBVO ? X

General (=]

Al - Manage your own resourc

Click the Save icon to save the updates. Once saved, the competency will be listed on the competency

list. To remove the competency from the list, click the Remove from Group...link.

Competency Group Editor DEHR&EEFO 7 X

Job Profile Groups \
Competency Broups New Competency Group (2)
General [+] Job Catalogs
v New Job Profile Group 1
Reference Code:

eiest o

Competency Catalog:

MNew Competency Group (2)
New Competency Group (2)

General -

Description (maximum 2,000

New Competency Group (2)
characters):

4 Active
Competencies

Add Competencies.

Remove Competencies

This competency group contains the competencies listed below.

Al - Manage your own resources Al - Manage your own resources A Managing self and personal skill§ Rernove from Group. .

Searching for Job Profile Group and Competency Group

To search for a job profile group or competency group:
1. From the competency group editor, Click the Search icon.

2. Filter the search result using the parameters stated just below the image.
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® Tick the active box to display all active groups
® Select which group you want to display (Job Profile Group or Competency Group)
® You can enter the name of the group or the reference code.

3. Click the Search button to start the searching process

Competency Group Editor | DCBREEHNT ?2 X
Job Profile Groups % 2
Search Job Profiles and Competencies

Competency Groups

[ =] Joh Catalogs
L Geneeel IZI! ) When searching, a wildcard match is pedformed against the title text for entries in
pools you are authorized to use.

GEMERAL Active: ]
= Pleve Job Profile Group 1 Type: @ Job Profile Groups
O Competency Groups

Name: | |
|

Reference Code: | |

Search

Ranking Users

User Ranking is an administrator function that allows you to search for and rank users according to the
number of competencies satisfy. You would first construct a Job Profile containing the three
competencies below then use the User Ranking function to retrieve a list of users ranked according to
how well they satisfy the profile's requirements if want to find out which users satisfy the following
competency requirements:

®* Time Management
®* Project Management
® Word Processing

1. From the competency group editor, Click the User Ranking icon.
2. Select a job profile from the drop down list box.

3. Users with one or more competency that matches the job profiles will be listed.

Competency Group Editor | DE®EEno?x

“Competency Grows W HeprRanking

Ganeral |Z| Job Catalogs

= New Job Profile Group 1
A search is done to match learners with the set of competencies within the selected Job Profile, The
leamer does not need to have been assigned the profile, as the search checks for completed
competencies only, with a percentage ranking then returned.

Joh Profiles

29

Select a job profile set from the drop down box. Users with one or Quality Management [+

mare competency matches are then listed below.

Rating

STUDENTS New3 (EMPNODO3) 50%
STUDENT2 New?2 (EMPNOODZ) 50%

Generating Competency Reports

To generate competency reports:

Copyright © 2021, Learning Technologies Group, Inc. Page 71



PeopleFluent Learning 21.04 HR Administration April 2021

1. From the competency group editor, Click the Competency Reports icon.

2. The Report Listing is displayed. From the list of competency reports, select the report you want to
generate by clicking the report name or the book icon. Each report may be prompted for some
additional parameters.

Competency Group Editor DERE E.“" ? X

~Job Profile Groups W
".‘.nmpetgnr\f Groups :-._§, Repol‘t Listing
General [z]|Job Catalags

= New Job Profile Group 1

Click on the icon to start the report process. Depending on the repart selected, you may be prampled for same
additional parameters

Q__ R112 - Competency Report by Organization

Y

t R113 - Job Profile Report by Organization @

@ R116 - Job Profile Status Sumrmary Repont by Organization @

6_ R117 = Job Profile Status Summary Report by Organization (Tabular) @
-

Assessment Management

(available for Performance only)

The Assessment Management allows the user to maintain the assessment templates. These
Assessment Templates are templates used by the managers to assess the competency of the
learner(s). On the assessment management you can do the following tasks:

Create a new assessment template
Edit an assessment template

Clone an assessment template
View an active assessment template
Delete an assessment template

There are two ways to get into Assessment Management, first, from Manage Center scroll down the
screen until you find Talent > Competency Manager > Assessment Management . The other way is
from the Manage Center main menu, click Talent > Competency Manager > Assessment
Management.

#  NetDimen Talent Suite Manage Center
OVERVIEWY ~ LEARNING ~ TALENT OMMUNICATE ISERS  REFORTS  SYSTEM
Compliance Anahdics Competency Manager ‘Goal Manager Appraisal Manager
Organization Analysis Library Goal Manager Templates
Org Summary Analysis Competency Maodels Appraisal Status Category
Appraiser Analysis Proficiency Levels Group Email
User Group Analysis Job Profiles Appraisal Search

Assessment Management
User Search

LT TSSO AU S PO T ST TIDOT G s

Creating an Assessment Template

The assessment template allows you to define the requirements on assessing the learner. On the
assessment template you can specify the following:

The source of competency to be used for assessment
Validity of the competency assessment template.
Specify the appraisal type

Specify the naotification email to be sent to the learner.
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To create a new assessment template, go to Manage Center > Talent, under the Competency

Manager click the Assessment Management. This opens the Assessment Management screen. Click
the Create Assessment Template button.

#  NetDimensions Talent Suite

Manage Center

& MOLINAAlon  Logout
OVERYIEW LEARMING TALEMT COMMURNCATE USERS REPORTS SYSTEM

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles

ent Management  [REEEEEET

UREIGHEIEEN  Active Assessments

Bulk Action E

nent Template

@] e [emom :

&  Assessment Template 1

The new assessment template will be displayed:

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles

User Search

Active Assessments

Detai |°

Title*

Description

Instructions

“alid From

{not specified) E 7
“alid To

(ot specified) 3 #

Fermissions. ..

Competency SGUFEQ

Competencies for assessment are selected from™
#ze competencies from job-profile

IUse reviewee's competencies
Ese competencies selected at time of deployment
" se competencies selected below

A. The Detail section requires you to enter the following:

® Title or name of the assessment template
® Description of the assessment template
® Instructions on how fill up the assessment template
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® Validity dates (to and from)Permission to access this object

B. Competency Source

Allow the users to optionally specify a list of competencies (or competency models) within the
assessment templates. This list of selected competencies will then be automatically added to the
assessment at the time of deployment.

Rater Op:iong

Reviewes Options
W Allow Employee to participate
=] = . Wik
Due Date || &P ar @ Days from Assignment: | 30 WWeight ratio: 1.0

Primary Reviewer Options

o

Due Date | @ Days from Assignment: | 30 Weight ratio: 1.0

Secondary Reviewer Options
Peer
Mumber of Reviewers: | 1

or @ Days from Assignment: | 30 Weight ratio: 1.0

[

Due Date:
Subordinate
Mumber of Reviewers: | 1

Due Date: || or 9 Days from Assignment: | 30 Weight ratio: 1.0

Additional Manapger
Mumber of Reviewers: | 1

Due Date: I':‘] or 9@Days from Assignment: | 30 Weight ratio: | 1.0

ACcess Controﬂ

Display Seftings
Display required proficiency level on assessments
Display reviewer name of peers, subordinates and additional managers
Display reviewer evidence/overall comments of peers, subordinates and additional managers
Display reviewer ratings of peers, subordinates and additional managers
Display reviewee's previous proficiency level

Access Control Settings
‘Allow secondary reviewers to finish partial assessment
Allow Reviewee to select secondary reviewers
Allow pnmary reviewer to control final rating

C. Rater Options
Secondary reviewers have been categorized into three separate groups for a more granular control of
the assessment:

® Peers
® Subordinates
® Additional Managers

D. New Display Settings
New display settings have been incorporated into the assessment template as follows:

* Display reviewer name of peers, subordinates and additional managers
® This setting controls whether the name of secondary reviewers will be displayed on the
"Sign Off" page for primary reviewer and on the "Assessment Report" page for the
reviewee.

® Display reviewer evidence/overall comments of peers, subordinates and additional managers
® This setting controls whether the evidence and overall comments entered by the
secondary reviewers will be displayed on the "Sign Off" page for primary reviewer and on
the "Assessment Report" page for the reviewee.
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® Display reviewer ratings of peers, subordinates and additional managers
® This setting controls whether the rating entered by the secondary reviewers will be
displayed on the "Sign Off" page for primary reviewer and on the "Assessment Report”
page for the reviewee.

® Display reviewee's previous proficiency level
® When this option is ticked in the Assessment Template, users are able to view the
reviewee's previous proficiency level from the proficiency level popup.

Competency Assessment

— Employee Details
Name:
Select a level ®
Assigng RATOR 5ystem
Network design
— Deescriy
Job Pro
— Instrug
Job PFro Does not meet any criteria
G 5 Produces outline system designs and specifications, and overall
ompe architectures, topologies, configuration databases and design
- QA documentation of networks and networking technology within the
organisation. Specifies user/system interfaces, including validation
and error correction procedures, processing rules, access, security and
audit controls. Assesses associated risks, and specifies recovery
routines and contingency procedures. Translates logical designs into
Data physical designs.
& Takes responsibility for major aspects of network specification and 1 Previous Level
design within the organisation. Produces network design policies,
philosophies and criteria covering connectivity, capacity, interfacing,
security, resilience, recovery, access and remote access.
P
Network design

New Access Control Settings
The following settings have been added to the assessment template to control access:

® Allow secondary reviewers to finish partial assessment
® This setting allows the secondary reviewers to select "N/A (Not Applicable)" as the
proficiency level when performing a competency assessment. This scenario may be
applicable when a secondary reviewer does not want to rate the reviewee on a
competency that he/she has no knowledge of.

* Allow Reviewee to select secondary reviewers
® This setting allows the reviewee to select his/her own set of secondary reviewers.
Selecting this option in the template will delay the secondary reviewer selection until after
an assessment has been deployed (Direct appraiser is no longer required to select the
secondary reviewers during deployment stage). Once the reviewee selects the secondary
reviewers, they will need to be approved by the primary reviewer before assessments by
those secondary reviewers can be carried out. (See Performing Formal Assessments)

® Allow primary reviewer to control final rating
® This setting allows the primary reviewer to override the calculated average rating with
his/her own final rating during the Sign off stage. Selecting this option means the primary
reviewers will not be able to begin the competency assessment until all other reviewers
have finished their assessments. (See Performing Formal Assessments)
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Nutificatiung

Send Motifications

After Deployment:

Sign Off Reminder

After Sign Off

Reminders

Overdue notification:

Reviewer Finishes Assessment:
Requiring reviewee to select reviewsrs:

Approval for reviewse selected reviewers:

Primary reviewer accepts selected reviewsrs

To: Al participants
To: Primary reviewer
To: All patticipants
Tao: Al participants
To: All patticipants
Ta: Primary reviewer
To: Reviewse

Ta: Primary reviewer

o
o

: All participants

E. Competency Assessment Notifications
This feature allows the user to designate email templates for the following type of competency

assessment notifications:

reviewers

Email notifications to all participants after the deployment

Email Sign Off Reminder to the primary reviewer

Email notifications to all participants after signing off

Email notifications Reminders for all participants

Email overdue Noatification for all participants

Review Finishes Assessment email notification for the primary reviewer

Email notification for the reviewee about requiring him/her to select reviewers

Email notification for the primary reviewer for approving the the selected reviewers

Email notifications for all participant informing that the primary reviewer accepts the selected

To assigh an email template:

® Click the Select button of the competency assessment notification. The menu for selecting email
template is displayed.

® Using the email template editor, select the email template from the list.

® Click the Select button to choose. This leads you back to the Assessment Template screen.

E-mail Template Editor

Templates -—-—
IE-Q System Default
E"ﬁ User Templates

= APPRAISAL WORKFLOW TRAINING
REQUEST

= Approval Expired Notification

= Copy of-SUBMIT AGREED APPRAISAL

= Not-Yet-Accessed Reminder

= Seszsion Completion Matification

= SUBMIT AGREED APPRAISAL

= SUBMIT PENDING APPRAISAL

= SUBMIT REVIEW APPRAISAL

= SUBMIT STARTED APPRAISAL

D@a@? R

AN Add New Language
== (oo ]

BRI 2 <<ion Completion Notificatio
Sender

Specify the sender of the email.

Redpients

Select from the List below the intended recipients for this message.

Ta C Ornitted
Approver )
Particpant o
Direct Appraiser R 9
HE Mananar = &

Note: To remove the assigned email, click the Remove button of the preferred competency

assessment notification.
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—Notifications
Send Metifications

After Deployment: |SUBMIT AGREED APPRAISAL m To: All participants
Sign Off Reminder: LEQ_J To: Primary reviewer
After Sign Off: |3J To: All participants

Modifying the Assessment Template Details

To modify the assessment template, from the Assessment Templates screen, click the assessment
title or click the Tools icon and then select Edit Template.

Manage »

Competency Manager

Library ~ Competency Maodels  Proficiency Levels  Job Profiles

Active Azzessments

{[ Buk Action = [ Create . ant Termplate
n- ment Title

[l & Sample3 Jul 20,2012

El 8 Assessment Termplate 1 Mov 30, 2012

1 Edit Template Moy 30, 2012

|} & Assessment Termplate 3 Cct 31,2012

This opens the Assessment Template details. Start modifying assessment template.
Competency Manager

Library =~ Competency Models  Proficiency Levels  Job Profiles User Search

SUERELT ETCE  Active Assessments

Details

Title®
Assessment Template 1

Description

Azzessment Templace 1

Instructions

Azsesspent Template 1

“alid From
{not specified)

a

Walid To
(not specified) = &

Permissions

Competency Source

Competencies for assessment are selected from®
WilJse competencies from job-profile

¥IUse reviewee's competencies
#Ize competencies selected at time of deployment
Wliiea ramnatancies calartad halow
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= - o

Rater Options

Reviewee Options
[¥] Aiow Employee to participate
B P = o ®Days from Assignment. | 30 Weight ratio: | 1.0 r

Primary Reviewar Options

E |
<

i spac or @ Days from Assignment. | 30 Weight ratio- | 1.0

ODue Date
Secondary Reviewer Options
Peer

MNumber of Rewewers: | 1

e
Jecifiad — % @
®Due Date F = or Days from Assignment: 30 Weight ratio: | 1.0

Sihordinate

Numiber of Reaewers: 0

i
L

Due Date G or Days from Assgnment | 30 Weight ratio- | 1.0

E
!

Additional Manager
Number of Rewewers: 0

[l
L

©1Due Date or SDays from Assignment: | 30 Weight ratio:| 1.0

ACTEss Controls

Display Setings

[WiDisplay required proficiency level on assessments

[#Cusplay reviewsr name of pears, subordinates and additional managers

[¥Display reviewer svidence/overall comments of peers, subordinates and additional managers
¥iDisplay reviewer ratings of peers, subordinates and additional managers

[FDisplay reviewee's prevous proficiency livel

Access Control Settings

[Viadiow secondary reviewers to finesh partial assessment
[Millow Revewse ta select secondary reviewers
[¥ladiow primary reviewer to control final rating

Naotifications
Send Notifications
Afier Deployment L!JI.G To: All participants
Sign O Reminder mlﬁ To: Prienary reviewsr
Adter Sign Off ng@ To: All paticipants
Rermindars Onc - mlﬁ To: All participants
Cwerdue notification: mﬂ To: Al participants
Reviewer Finishes Assessment mlﬁ To: Primary reviewer
Requinng reviewes 1o select reviewers: mﬂ To: Rewewee
Approval for reviewse selected reviewsrs mlﬂ To: Primary reviewar
Prifary reviewsr accepts selected reviewsrs mg Toc Al paticipants

Once the changes have been made, click the Save button to keep the updates.

Cloning the Assessment Template

There are two ways to clone an assessment template:

The first method is using the Clone button on the Assessment Templates page. Tick the box of the

template you want to clone then click the Bulk Action dropdown button and then select Clone.
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Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles User Search

Active Assessments

| Bulk Action ‘ C nt Ternplate
Bulk Action z -
W Delete =EY A RERRTEE A
mple3 Jul 20, 2012
E 4  Assessment Template 1 Mov 30, 2012
el #  Assessment Template 2 Mow 30, 2012
£ Ascessment Template 3 Cct 31, 2012

The other way of cloning the assessment template is using the Clone button on the Assessment
Template Details page. To do this, click the assessment title or click the Tools icon and then select Edi
t Template.

Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles

[ TEECEE  Active Assessments

|| Bulk Action [+] Crea sment Template

[ #  Sample3 Jul 20, 2012

|} B Assessment Template 1 Moy 30, 2012
[ Mov 30, 2012
) f# Assessment Template 3 Oct 31,2012

This opens the Assessment Template details. On the Assessment Template Details page, click the CI
one button located at the bottom of the page.

H Firishes ent &)L 107 PIMary reviewer
Requiring reviewee to select reviewers: LBJQ> To: Reviewee
Approval for reviewee selected reviewers: |3_|Q. To: Primary reviewer
Primary reviewer accepls selected reviewars mg To: All participants

=D OED D OEm

Deleting the Assessment Template

There are two ways to delete an assessment template:

The first method is using the Delete button on the Assessment Templates page. Tick the box of the
template you want to remove, then click the Bulk Action drop down button and then select Delete.
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Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles

Active Assessments

Termplate

| | Bulk Action |Z||
Bulk Action 5
Delete

Jul 20, 2012
|} ¥ Assessment Template 1 Moy 30, 2012
[F] B Assessment Template 2 Moy 30, 2012
¥ Assessment Termplate 3 Oct 31, 2012

The second method is using the Delete button on the Assessment Template Details page. To do this,
click the assessment title or click the Tools icon and then select Edit Template.

Manage »

Competency Manager

Library ~ Competency Maodels  Proficiency Levels  Job Profiles

MR TEEE  Active Assessments

Template

|| Bulk Action [=]|

3 | Expiry Date

[l & Sample3 Jul 20,2012
El 8 Assessment Termplate 1 Mov 30, 2012
[l Mo 30, 2012
|} & Assessment Termplate 3 Cct 31,2012

This opens the Assessment Template details. On the Assessment Template Details page, click the D
elete button located at the bottom of the page.

FInIsnes ent LR 107 FHMary reviewer
Requiring reviewee to select reviewers: I.B_JIQ.} To: Reviewee
Approval for reviewee selected reviewers: L&_LQ: To: Prirmary reviewer
Primary reviewer accepls selected reviewars L&JQ} To: All participants

% Cance

Viewing the list of Active Assessments

To view the list of active assessments, click the Assessment Management tab, then click the Active
Assessments tab to see the list of active assessments.

Manage >

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles Uszer Search
Assessment Templates
Bulk Action [ =]
] Assessment Template 1 Oct 30, 2012 STUDENT New MOLINA Alon STUDENT New, STUDENT3 New3, MOLINA Alon  In Process
] Assessment Template 2 Oct 30, 2012 STUDENT3 New3  MOLINA Alon In Process
] Sample3 Jul 16, 2012 STUDENT New  MOLINA Alan In Pracess

The page displays the following information
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Assessment template
Date created
Reviewee

Primary reviewer
Secondary reviewer
Status

Also, on this page, you can delete an active assessment. To do this, tick the box of the template you
want to remove and the click the Bulk Action drop down button and select Delete.

Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles S ant Management [EREECTR=CETIH

Assessment Templates

| Bulk Action |T||

Bulk Action

er ] Secondary Reviewers ¢ m

Delete Tt~
[¥] Assessment Template 1 Oct 30, 2012 STUDENT Mew MOLIMA Alon STUDENT New, STUDENT3 New3, MOLINA Alon  In Process
7] Assessment Template2 Oct 30, 2012 STUDENT3 Mew3 MOLINA Alon In Process
7] Sample3 Jul 16, 2012 STUDENT New MOLINA Alon In Process

User Search

This feature allows you to search user base on the job profile or competency. To do this:, click the User
Search tab.

Manage »

Competency Manager

Library ~ Competency Models — Proficiency Levels  Job Profiles  Assessment Management [USEIRS=ET]

Search Criteria

Find users who have | Job Profiles z containing

Search result can be filtered according to any the following:

® Users who have job profiles or competencies
® Searching the text that matches the text entered on the containing field box.

Click the Search button to start the searching process. The search result will be listed
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Manage »

Competency Manager

Library ~ Competency Models  Proficiency Levels  Job Profiles  Assessment Managemant m

Search Criteria

Find users who have | Job Profiles =] containing

Show: | 10 [=] Filter
empno0D1 Mew Student This is the name
empnol01 Mew Student Job Profile 2

empnolli New Student Product Management
empnol01 Mew Student Quality Management
empnoll2 MNew2 Student2 This is the name
empnoll2 Mew2 Student2 Job Profile 2

empnoll2 Menw2 Student2 Product Management
empnol02 Mew2 Student2 Quality Management
empnoli3 Mew3 Student3 Cluality Managament
empnolDd New Student Job Profile 2

Search Result: 1 to 10 of 13 - p

Goal Management

(available for Performance and Learning only)

Goal Management features allows the user to create hierarchical goal management

Goal Access Controls
The "Goals" access control has now been divided into two distinct controls, the "Development Goals"

access control and the "Performance and Organizational Goals" access controls. System
administrators now have the option to allow roles to have access to one type of goal and not the other.

Review Development Goals .
Review Performance and Qvganizational Goals L]

The above are the new access controls for reviewing goals

Goal Program

Creating a Goal Program

This section shows how to create a goal program: Go to Manage Center > Talent > Goal Programs.

The Goal Manager main menu appears. Click the Add Goal Program button.
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Goal Manager

Goal Programs & m ©ZCorp Goal Program 2012 {Jan 1, 2012 - Dec 31, 2012)

7 ZCorp Goal Program 2012
Fi SY Test Plan 2012

Filter by Category E| m

Organizational Goals Category

£ © Improve Profitability Financial

o Decrease cost of sales by 15% Financial

£ © Reduce Operating Costs Financial

£ © Minimise Debt Financial

£ O Efiicient Billings Financial

£ © Improve Customer Satisfaction Customer

4% © Increase Cusiomer Retention Customer

% © Extend Customer Loyalty Program Customer

43 © Open New Regions Learning & Growth
o Recruit Partners Learning & Growth
£ © Launch New Products Learning & Growth
£+ 3 Paperless Ofice Internal Process
3 Centralize IT Internal Process
o Fill Empty Vacancies Intemnal Process
£ © Employee Retention Internal Process

The Add Goal Program screen appears. Enter the following information:

®* Name (name of the goal program)
® Description (brief description about the goal program)
® Start Date and End Date (refers to the period covered by the goal program)

Add Goal Program 2

Mame *
1

Description *

Start Date *
(not specified) >

End Date *

(not specified)

s
Click the Save button to keep the data. The goal program is displayed on the screen.
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Manage »

Goal Manager

st Oua Goal Proar 012 - Nov 1, 2013
SRl Bida A nnm 02013 1st Quanter Goal Program (Mov 1, 2012 - Nov 1, 2013)

12013 1st Quarter Goal Program + Add Organizational Goal Filter by Categary F m
Pl ZCorp Goal Program 2012 =
FI SY Test Plan 2012 Organizational Goals Category

Setting Permission to a Goal Program

This section shows the procedures on how to set permission to a goal program.

Note: A user would not be able to link his/her performance goals to an organizational goal if permission
is not provided to the user.

To set permission to access:
On the Goal Manager, select the goal program where the permission will be configured. Click the Gear

icon and then select Permissions.

Goal Manager

Goal Programg

Filter by Category E‘

Organizational Goals Category

2013 1st Gy
= ZCorp Goa| Clone
SY Test P|errmeere

The Permission Selector pops up on a new window

Permission Selector

@ Read Only Access # Unrestricted Access

Apply User Targeting Template @

Do not apply, use customized cnteria below ¥

Users

In addition to the previously selected users, include anyone who meets
All of the following cnteria
® One of the following critena

Add cntena by

User Group v m

Crganization ©
nclude Organizations
ALL

Exclude Organizations

To know how to use this menu, refer to Setting Permission to a Competency Model.
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Cloning a Goal Program

This section shows how to clone a goal program. Select the goal program you want to clone, then click
the Gear icon and then select Clone.
Goal Manager

Goal Progrants .m ©2013 1st Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)

Ecit
f 3%13 13 Cl)ne + Add Organizational Goal Filter by Category F m
F Z0orp Go
Organizational Goals Category

[ SY Test P} permissions

The screen refreshes and the cloned program is displayed with the original filename followed by a
number enclosed in parenthesis. The number represents the number of cloned program. For instance,
the first cloned represents (1), the second cloned is (2) and so on...

Manage >
Goal Manager

Gl Biiia e 'm ©2013 15t Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)

2013 1st Quarter Goal Program + Add Organizational Goal Filter by Category |L| m
2013 1st Quarter Goal Program(1)
ICorp Goal Program 2012 Organizational Goals Category

SY Test Plan 2012

Note: The system will clone the hierarchy tree of the organizational goals from the goal program
including the ownership of the organizational goals. However, the system will not clone the tracking
information of the organizational goals.

Removing a Goal Program

This section shows how to remove a goal program: Select the goal program you want to remove. Then
click the Delete Goal Program button.

Goal Manager

Goal Programs + B & - ©2013 15t Quarter Goal Program(1) (Mov 1, 2012 - Nov 1, 2013}
PI2UT3 Tst Liuarter (3oal Frogram + Add Organizational Goal Filter by Ca!agory?] m
[ 2013 1st Quarter Goal Program(1)
Fi ZCorp Goal Program 2012 Organizational Goals Category
Bl SY Test Plan 2012

Note: Deleting the goal program will also delete all associated organizational goal and categories
associated.

Click OK to proceed.

Delete Goal Program ®

Are you sure you want to delete the selected goal program? This will also delete all associated organizational goals and categories.

Editing a Goal Program

This section shows how to edit a goal program: Select the goal program you want to modify. Then click
the Gear icon and then select Edit.
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Goal Manager

02013 1st Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)

Filter by Categaory F m

Organizational Goals Category

[ ZCorp God Clone
[/SY Test PF permissions

The menu for editing the goal menu appears.
Manager

'rograms MW P O Goals 2013 (Jan 1, 2013 - Dec 31, 2013)

Edit goal program x
Corp Goal F

soals 2013 MName* iteg

ustomer Se | Goals 2013

Corp Goal E Description® B

JE B AR201; Excepteur sint obcaecat cupiditat non proident,
sunt in culpa qui officia deserunt mollit anim id
est laborum. Lorem ipsum dolor sit amet. Stet
Corp Goal F clita kasd gubergren, no sea takimata sanctus
est. Ut wisi enim ad minim veniam, quis nostrud

eyerri tatinn ullameorner snsecinit lnhortis nisl ot £

B Save + Cancel

lechanix Ga

Adding an Organizational Goal to a Goal Program

To add an Organization Goal to a Goal Program: Select the Goal Program where the Organizational
Goal will be added. Click the Add Organizational Goal button.

Manage >

Goal Manager

Goal Programs u’m ©2013 1st Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)

1 2013 1st Quarter Goal Program + Add Organizational Goal Filter by Category |T m
Pl ZCorp Goal Program 2012
¥ 5Y Test Plan 2012 Organizational Goals Category

The New Organizational Goal screen appears. Enter the required parameters as listed

Title: a required field
Category: an optional field
Description: an optional field
Owner: an optional field which the employee that manager wants to assign to
Automatically update tracking when linked performance goals' tracking are updated: Enabling
this option will auto calculate and update the given organizational goal's progress whenever a
directly or indirectly linked performance goal's progress has been updated, taking on the average
of all the progress percentages and the most common status amongst the linked goals.
® Show all trackings: When disabled, tracking records will be filtered such that only records that
meet any of the following criteria are displayed:

® Tracking added manually

® Tracking that have resulted in a progress or status change

® Most recent tracking entry
® Allow inclusion in owner's appraisal: If the option is checked, the goal can be loaded in user
appraisal.

Note: The Category field allows you to categorize the organizational goal. You can create categories
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using the category tools. See the next section to know the procedures on how to create category.
Goal Manager » Increase Sales by 10% »

New Organizational Goal

Details

Title®

Catagary

(none) [+

Dascription

Cwner

[ automatically update tracking from subordinate goals @
[ Show all trackings

[T Allow inclusion in owner's appraisal

To save, click the Save button.

The New Organizational Goal will be listed.

Manage 3

Goal Manager

Goal Programs nam ©2013 15t Quarter Goal Program (Mov 1, 2012 - Nov 1, 2013)

2013 15t Quarter Goal Pragram
ICorp Goal Program 2012
FISY Test Plan 2012

+ Add Or ational Goal

Filter by Category t[ m

Category

Organizational Goals

-3 Increase sales by 25%

Note: You can add a sub-organizational goal by clicking the tool button of the organizational goal and
then click Add.

Manage »
Goal Manager

Goal Programs um ©2013 15t Quarter Goal Program (Mov 1, 2012 - Mov 1, 2013)

2013 1st Quarter Goal Program

ganizational Goal Filter by Categary E m
ZCorp Goal Program 2012
SY Test Plan 2012 Organizational Goals

Category
o Increase sales by 25%

Delete

This leads you to the "New Organizational Goal" editor screen as shown on the previous step of this

section. Once the new sub-organization has been entered and saved, the sub-organizational goal will
be displayed under the selected organizational goal.
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Manage »

Goal Manager

Goal Programs 'm © 2013 15t Quaner Goal Program (Nov 1, 2012 - Nov 1, 2013)

SY Test Plan 2012 Organizational Goals Category

4 © Increase sales by 25%

L+ 3 Improve project planning technigues

To display the sub-organizational click the expand/collapse button. Do the same step if you want to add
another sub-organizational goal to a sub-organizational goal.

Listing the Organizational Goal

This section teaches you on how to view the list of the organizational goals. To do this, select the Goal
Program where the Organizational Goal you want to view is associated.

Goal Manager

Goal Programs 'm ©2013 15t Quarter Goal Program (Nov 1, 2012.- Nov 1, 2013)

I 2013 1st Quarter Goal Program + Add Organizational Goal Filter by Category |T m
F ZCorp Goal Program 2012
[E SY Test Plan 2012 Organizational Goals Category

The list of organizational goals associated to the selected goal program is displayed. Click the
expand/collapse button of the Organizational Goal to display the sub-organizational goals.

Manage »

Goal Manager

Goal Programs ,m ©ZCorp Goal Program 2012 (Jan 1, 2012 - Dec 31, 2012)

F 2013 1st Quarter Goal Program + Add Organizational Goa Filiter by Category 'Tl
I ZCorp Goal Program 2012
& SY Test Plan 2012 Organizational Goals Category
£ © Imprave Profitability Financial
o Increase US profits by 10% Financial
o Increase EMEA Profits by 10% Financial
£ O Increase APAC Profits by 13% Financial
k- ] Orgl Learning & Growth
& Decrease cost of sales by 15% Financial
£ © Reduce Operating Costs Financial
& © Minimise Debt Financial
£ © Efficient Billings Financial
£ © Improve Customer Satisfaction Customer
& © Increase Customer Retention Customer
£ © Extend Customer Loyalty Program Customer
£ © Open Mew Regions Leaming & Growth
o Recruit Partners Learning & Growth

You can also view the list of the organization goals according to its category. The Filter by Category is
the default option and lists all the organizational goals in the goal progam. The <no category> option
only lists the organization goals that are not categorized.

Updating the Progress of the Organizational Goal

This section shows how to update the development of the organizational goal by specifying the
percentage completion and the status of the goal (pending, critical, behind, on target, completed).

From the list, select the organizational goal you want to update.
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Goal Manager

e ’m 02013 1st Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)
|7 2013 15t Quanter Goal Program + Add Organizat Goa Filter by Category IT
[ ZComp Goal Program 2012 - m
[F S¥ Test Plan 2012 Organizational Goals Category

£ @ Increase sales by 25%

-3 Improve project planning techniques

The organizational goal editor is displayed on the screen. Under the Progress section, click the Add bu
tton.

Increase sales by 25%

Details

Title™

Increase sales by 25%

Category

{none) Tl

Description

Increase sales by 25%

Owner

¥l Automatically update tracking from subordinate goals @
¥] Show all trackings

J Allow inclusion in owner's appraisal

Progress

@3
eent _Jose __Jwo JResuts Jewgess fowns | |
0%

Created Nov 14, 2012 MOLINA Alon Pending

This opens the Add Progress screen. Enter the required parameters:

® Result to Date (allows you to enter other pertinent details information regarding the result of the

organizational goal).

Results Archived

Progress (percentage completion)

Status (pending, critical, behind, on target, completed)
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Add Progress x

Progress
Detail*:

Progress
Date™:

Progress™: 0%,

(not specified) . E >

ALY | Pending

A

Click the Add button to update the organizational goal progress. The updates will be listed on the
table.

Improve client communications

Details
Titlex: Improve client communications
Category Staff Development =] [ allew inclusion in owner's appraisal
Description;
Qwner: i
&) G

¥ automatically update tracking when linked performance goals' tracking are updated

[¥ show all trackings
Progress
T T S (YR 7S C S N
Created Jul 19, 2012 YOUNG Steve 0% Pending
Updated 23 JUL 2012 MOLINA Alon (NETDALON) Sample 0% Fending a

Click the Save button to save the updates.

Setting Email Notification on Changes to Organizational Goals and Sub Organizational
Goals

Email notifications are automatically send to the user once a modification is made on the organizational
goals or sub-organizational goals. Users who will receive the notification are the following:

®* The owner of the organizational goal
® The direct owner of the sub organizational goal
®* The owners of the performance goals which are linked to the organizational goal.

To do this. click Manage Center > System > General Settings > System Configuration. Select the
category "Goals". This shows the Goals setting email configuration.

Email sent to reviewer if An email notification using this email template will be sent to the
reviewee changes his/her reviewer when the reviewee changes his/her performance goal.
performance goal: If no email template is selected, a email notification will not be

sent to the reviewer when the reviewee changes his/her
performance goal
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Email sent to reviewee if An email notification using this email template will be sent to the
reviewer changes a reviewee when the reviewer changes a performance goal of the
performance goal of the reviewee.

reviewee: If no email template is selected, a email notification will not be

sent to the reviewee when the reviewer changes a performance g
oal of the reviewee.

Email sent to owners of goals A natification based on the selected email template will be sent to
that are linked to an owners of goals that have been linked to the edited organizational
organizational goal that has goal.

been changed: Goal changes that will trigger the notification do not include

changes in tracking data and ownership

Once the email configurations has been setup, click the Save button to keep the updates.

Goal Programs on Appraisal

This section discusses on how the goal programs and performance goals can be setup to Appraisal.

Setting Up Goal Result Section for Appraisal

Performance goals could be added to user appraisal past achievements for reviewing the performance
later.
Note: User can define multiple goal sections within the same page.

From the Structure tab of the appraisal template, select the page where the goal result will be added.
Click the Gear icon and then select Add New Section.

New Templ ate [Preview]

General  Workflow  Ratings SIS Target Audience

1. Past Achievements 3 CreatelEdit Page

Page Title
I B testify = :
testing
Add New Sactlon =
step

2. Future Plagn Rename this Page
Delete this Page

3. Sign Off
Cancel
i B Sign Of -]
4 M Sign Off o

|
The screen refreshes and displays Create/Edit Section screen. Under the section type, select Goal
Results.
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New Template [Freview

General  Workflow  Ratings |REUMOLEE Target Audience

1. Past Achievements

2. Future Planning

3. Sign Off

Create/Edit Section

Put the section to the page

M teshng ‘You can drag and drop to change its position later

testing [=]

Section Type
Choose a Type [+]

Choose a Type

Free Text

Learning Path
Training Record
Rating Summary
Single Choice

Past Achievernents
Competencies
Appraisal Dimensions

I B Sign Off

- SN - SR - S - B - B -

i W Sign Off

Goal Results

This opens the Goals Details screen, which allows you to provide the information such as Section
Title, Section Code, Description, and Visible Statuses. Apart from this information, this section also
allows you to configure the following:

Goal Selection Mode
The goal selection mode determines how goals will be added to this section:

Automatic

® All Selectable Goals will be added automatically.

Selectable Goals

If an appraisal template has included Goal Result or Goal Plan sections, it must be activated with
a period.

For performance goal, if its start/target date lies within the template's defined period, it can be
selected.

For organizational goal, in addition to the time constraint (considering the associated goal
program's start/end date), it can be selected only if it has "Allow inclusion in owner's appraisal”
being turned on.

Manual

® Allow to select goals from user's goal list;
® Allow to create/edit performance goals for appraisal because once an appraisal is started,

appraisee's goal list will be locked and he will not able create/edit goals even they find some
goals missing or incorrect; more about the locking will be discussed in Locking of Goals. Goals
created within an appraisal will be included by default.

Comment/Rating Inputs

® Access for editing
* Allow edit by" defines who can edit the content in this section. Editing would mean updating the

comments, ratings, selecting & creating goals.
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DISPLAY

Goals Selection
Manual
&) Automatic

Rating Scale

Ratingone v

VTR )
Minimum number of goals
1 L

Maximum number of goals

3 v

Administrators can also specify the minimum and maximum number of goals per section. When
completing the appraisal, warning messages will be shown at the relevant sections if the number of
goals does not meet the configured minimum and maximum and the user will be unable to submit the
appraisal.

Note: These settings cannot be modified once appraisals based on the template have been started.

Once completed, click the Save button to keep the record.

Creating a Goal Plan in the Appraisal Future Planning

As an Administrator, user could setup a new goal section in user appraisal's Future Planning so that
appraisee can create performance goals and add them to the appraisal future planning. The
Administrator fills in the title, description and permissions then it is ready for use.

From the Structure tab of the appraisal template, select the Future Planning section. Select the page
where Goal plan section will be added by clicking the Tools icon and then select Add New Section.

New Template [Freview

General ~ Workflow  Ratings Target Audience

1. Past Achievements o
& B testing o @ A Step
0 1 and Ster be turn f ecting "Hide in Appralsal’. The "Sign Off' step is
required and cal jrned ts of one or more page:
2. Future Planning -
o A Page
ag al with the page fitle as the tab label. A Page consists of
i B testing ane
. - = ° A Section
3. Sign Off Rename this Page Avariety of seclion types are available to capture different kinds of appraisal data. Choose the
Delete this Page section type you want and customize the title and details

£ B Sign O

i M Sign Of o

.Y

The screen refreshes and displays Create/Edit Section screen appears. Under the section type, select
Goal Plan.
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Manage » Appraisal Templates »

New Template prevew

General  Waorkflow  Ratings m Target Audience

R it & Create/Ediit Section
B i Put the section to the page
fuikteiting ¢ You can drag and dlupptngchange its position later
festing [+]
2. Future Planning o
Section Type
Choose a Type -
£ [ testing £+ ] » L
Choose & Type
Free Text
3. Sign Off -] Learning Path
Training Record
Rating Summary
£ [ Sign OF £ Single Choice
Future Objectives
Career Deve!oimem
i M Sign Off o

This opens the Goals Plan details screen, allowing you to provide the information as stated below:

Section Title
Section Code
Description
Visible for status
Allow edit by

Basic Info

Section Title

Section Code

Description

ACcess Control

Yigible for Statuses
[¥] Started

Cormpleted

Allow edit by
Employes

Appraiser
Super-Appraiser

When complete, click the Save button to keep the record.
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Once the performance review is executed the learner can create his own performance goal using the
future planning part of the appraisal the same as the appraiser can assign personal goal to the learner.

Adding Existing Goals to Appraisal Future Planning Sections
In Appraisal Future Planning, users can add existing goals to Performance Goal and Development Goal

sections with the new "Select goals" button. A new dialog will be shown after clicking the select goals
button and users can then add goals to the appraisal by clicking button on the respective "+" button.

Select goals ®

Perfomance Goals

Title Target Date Status Progress Category Weight
Perf goal 1 Jul 31, 2016 Pending 0% - 10%
Perf goal 2 Jul 31, 2017 Pending 0% — 20%
Select goals S

Deve\clpmem Goals

Title Target Date Status Progress Weight
Dev goal 3 Aug 31, 2016 Pending 0% 1%
Dev goal 4 Dec 31, 2016 Pending 0% 22%

Editing Goals in Appraisal Future Planning Sections

In Appraisal Future Planning, users can edit goals in Performance Goal and Development Goal
sections. Users can click the link on goal title or use the "Edit" option under the gear button. A dialog is
shown for the user to edit the contents.

Performance Goal

¢ Perf goal 3
ul 1, 2076 - Jul 31, 2016

Perf goal 3 description
(Click to show details.)
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Performance Goal

# Perf goal 3
Lul 1 201A - Il 31 IN1R

Edit

Remove from this appraisal

Remove from this appraisal and permanently delete geal

[UlicK o show detalils. )

Deleting Goals while Appraisal in Progress

Users can delete goals by using the "Remove from this appraisal and permanently delete goal" option
under the gear button, available for all goal related section types. If the intention is to keep the goal but
remove the goal from the current appraisal/section, the user should select the "Remove from this

appraisal" option.

Performance Goal

+ Select goals + Create goal

'n. Perf goal 3
Al 1 2MMA -l 31 MR

Edit

Remeove from this appraisal

[Remwe from this appraisal and permanently delete goal l

[Llick to show details )

To permanently delete a goal, the goal must not be in use in other appraisals.

Goal Category

Creating a Category

On Goal Manager, click the category gear icon and then select Add.
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Manage Center & SAPLALA Kafrina  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Manager

Goal Programs . m © ZCorp Goal Program 2013 (Jan 1, 2013 - Dec 31, 2013)
+ Add Organizational Goal v
(B ZCorp Goal Program 2013 e me
IE Goals 2013 o Add
B Gosls Organizational Goals o
[F Customer Service
naudar hiffa llsc haftskapit
E ZCorp Goal Program 2012 £ © Donaudampfschiffahrtsgesellschaftskapitan Financial
\E A3 BtR2012 ﬁ Decrease cost of sales by 15% Financial
I Mechanix Goals £ © Reduce Operating Costs Financial

W ZCorp Goal Program 2011

M Minimica Nakt Einancial

The New Goal Category screen appears on the screen. Enter the name of the goal category.
|.' HMew Goal Category x

Goal Category Mame *

To save, click the Save button.

To check if the new category is saved, click the Filter by Category drop down button and see if the
category you added is included on the list.

Manage »

Goal Manager

Goal Programs am ©2013 1st Quarter Goal Program (Nov 1, 2012 - Nov 1, 2013)
I 2013 1t Quarter Goal Program + Add Organizational Goal [ Filter by Category [=] m
F ZComp Goal Program 2012 [Fiebocoesr |
F SY Test Plan 2012 Organizational Goals ¥ gory

<no category>
£ 0O Increase sales by 25% W

Modifying a Category

From the Category drop down menu, select the category you want to modify. Click the Gear icon then
select Edit.
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NetDimensions Talent Suite Manage Center & SAPLALA Katrina
OVERVIEW  LEARNING  TALENT  COMMUNICATE  USERS  REPORTS  SYSTEM
Goal Manager
Goal Programs ' m © ZCorp Goal Program 2013 (Jan 1, 2013 - Dec 31, 2013)
Add O zational Goal i "
F| ZCorp Goal Program 2013 Filter by Category ¥
B G 5 Filter by Category
El Goals 2013
i Organizational Goals category>
E| Customer Service Fi ‘
T e Ischaftskapita inancial
| 2Corp Goal Program 2012 & © Donaudampfschifahrisgesellschaftskaptan Intemal Process
El A@ 8152012 o) Decrease cost of sales by 15%
[l Mechanix Goals £ © Reduce Operating Costs Financial
[l ZCorp Goal Program 2011
£ © Minimise Debt Financial
£ © Eficient Billings Financial

The Edit Goal Category appears on the screen. Modify the goal category name.

AR -

Edit Goal Category x

Goal Category Marne ; E__Sales

Click the Save button to keep the changes.

Removing a Category

Logout

April 2021

From the Category drop down list button, select the category you want to remove. Click the Tools butt

on then select Delete.

NetDimensions Talent Suite Manage Center

& SAPLALA Katrina

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

so0al Manager

Goal Programs a m 0 ZCorp Goal Program 2013 (Jan 1, 2013 - Dec 31, 2013)

Logout

£ ZCorp Goal Program 2013 et R B AR ——mpintemal Process  * ([EJED)

I Goals 2013 - Add
- Ooas Organizational Goals
LE| Customer Service Edit

Paj ffic
[ ZCorp Goal Program 2012 & Paperess Office

Delete

I Mechanix Goals £* Fill Vacant positions Intemal Process

The Delete Goal Category appears on the screen. Click Ok to remove the category otherwise click Can

cel to cancel the deletion of the goal category.
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Uraanizational Goals

Delete goal category *

Are you sure to delete the selected category? Intemnal Process?

¥ Improve Employee Retention in the USA

Goal Templates

April 2021

Goal template ease the creation of performance and development goals. Users can go to the Goal
Template page through the manage center. Upon clicking on the 'Goal Templates' link, a listing page

will be shown:

NetDimensio Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates

Bulk Action ¥

| | Template Name Template Type Goal Title
¢ team development goal template Development Geal
L3 team peformance goal template Performance Goal

This page lists all Goal Templates the user has access to

If a user has 'Unrestricted' access to Goal Templates, he can:

edit the goal template

delete the goal template

change the permission of the goal template
create a new goal template

Manage Center & ADMINIS

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates

Bulk Action v
| | Template Name Template Type
a team development goal template Development Goal

Edit Performance Goal

Delate

Permissions

The User can edit, delete, and edit the permission of goal templates if he has 'Unrestricted' Goal

Template access control

However if a user has ‘read only' access on goal templates, he can only view the goal template
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#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates

Template Name Template Type Goal Ti
ﬂ- team development goal template Development Goal
I View }mplate Performance Goal

User can only view goal templates if he has 'Read' Goal Template access control

Clicking on 'Create Goal Template' will direct user to a new create goal template page

#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates »

New Goal Template

TEMPLATE PROPERTIES
Template Name®
Template Type

® Performance Goal
Development Goal

DETAILS
Title
Weight

%

Description (Maximum 2000 characters)

Start Date

Start on a specific date (not specified) =
® Date of Assignment
Target Date

Target on a specific date (ot specified) H *
® Target Day(s) * from start date

Measurement and Milestones

Goal Templates support all goal properties. But please note that:
1. User can choose between creating a goal template for 'Performance goal' and
‘Development Goal'.

If a goal template is for 'Performance goal', the 'Linked Organizational Goal' section will be displayed

Template Name*

Template Type

® Performance Goal
Development Goal

NETAN €
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LINKED ORGANIZATIONAL GOAL

# Link Goal | % Unlink Goal

NOTIFICATION SETTINGS

Camnlatinn Remindars

Linked Organizational Goal' section will appear if 'Performance goal' template type is selected

If a goal template is for 'Development Goal', the 'Linked Learning Requirement' section will be displayed

-

Template Type
Performance Goal

® Development Goal

DETAILS

Title

Weight
%

Description (Maximum 2000 characters)

Start Date
Start on a specific date (not specified) v

® Date of Assignment

Target Date

Target on 3 specific date (not specified) D -
® Target Day(s) v from stant date

Measurement and Milestones

LINKED LEARNING REQUIREMENT

& Link Leaming Module

NOTIFICATION SETTINGS

Completion Reminders

Send completion reminder ¥ to Owner day(s) before Target Date v

‘Linked Learning Requirement' section will appear if 'Development Goal' template type is selected

2.'Start date' and 'Target date' are configurable

Start Date
Start on a specific date (not specified) : >
® Date of Assignment
Target Date
® Target on a specific date (not specified) D 4
Target Day(s ¥ from start date
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The actual date will be calculated once the template is applied.

Permissions of Goal Templates
Permission can be set for each goal template

Goal Templates

Bulk Action ¥

. Template Name Template Type Goal Title

£#  team development goal template Development Goal

|} Edit amplate Performance Goal

Dalate

Pemmissions

Set permission for each goal template

'‘Write' permission means user can edit/delete the goal template

Goal Templates

Bulk Action ¥

+ Create Goal Template

L] Template Name: Template Type Goal Title

q- team development goal template Development Goal

1 || Edit Emplate Perormance Goal
Delate

Permissions
Available actions for "Write' permission

'Read' permission means user can only view the goal template

Goal Templates

Bulk Action ¥

+ Create Goal Template

| | Template Name Template Type Goal Title

&% team performance goal template

Performance Goal

Available actions for 'Read' permission

In terms of using the goal template to create goals, 'Read' only access will be suffice.

Apply Goal Templates when Assigning Goals

Goals can be generically assigned to employees on a regular basis. To simplify the goal setup
procedure, a Goal Template is being introduced.

When assigning a goal to users, assigner is allowed to apply a Goal Template which:

® Takes Start Date depending on whether it is "Fixed" or today
® Calculates a target date if assignment specifies "X Time From Start Date"

Select goal section will only appear when creating new goals in the following areas:

®* My Goals
®* Review CDC
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* Appraisal: performance goal result, performance goal plan, development goal plan

My Goals:

New Performance Goal

GOAL TEMPLATE

Do you want to use goal template?

Mo v

Performance Goal 3
Performance Goal Template 2
Performance Goal Template 1

DETAILS

Title*

Required

Performance Goal Template selector on My Goals

New Development Goal

GOAL TEMPLATE

Do you want to use goal template?

Mo v

Development Goal Template 1
Development Goal Template 2
Development Goal 3

DETAILS

Title*

Hequired

Development Goal Template selector on My Goals

Review CDC:
O Name

[ - 3 FOUR User
OrgGroup2

O -~ @y ONE User

A AR ~i I
Review Employee Profile
Review Leamning Center

Review Career Center

Deploy Assessment

Assign Performance Goal

Shpu Assign Development Goal

Assign Goal To a user on Review CDC
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Appraisal: performance goal result, performance goal plan, development goal plan

o : 2. Sign Off -.‘

Create goal x

GOAL TEMPLATE

Do you want to use goal template?
No T |

Performance Goal 3
Performance Goal Template 2
[ Peﬁorn&ang& Goal Template 1

Title™
Weight*

%

Description (Maximum 2000 characters)

Performance Goal Template selector on Appraisal-Goal Result

Note that the Default is not using any templates.

License Checking on Goal Templates

Development Goals Templates are available on Learning licenses. Performance Goal Templates
however, are disabled for non-Performance licenses. Goal-related system configuration options are
available for Learning licenses (provided that organizational goals have not been changed). For
Performance license, users can create, edit and see both Performance and Development Goal
templates.

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates

Bulk Action ¥ Create Goal Template
| Template Name Template Type Goal Title
ﬂ- Development Goal 3 Development Goal Development Goal 3
[ 4% Development Goal Template 1 Development Goal Development Goal Template 1
ﬁ Development Goal Template 2 Development Goal Development Goal 2
[ £ Performance Goal 3 Performance Goal Performance Goal 3
[0 &% Performance Goal Template 1 Performance Goal Performance Goal Template 1
[ & Performance Goal Template 2 Performance Goal Performance Goal 2

Goal Templates listing page for Performance license

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates »

New Goal Template

TEMPLATE PROPERTIES

Template Name*

Template Type
® Performance Goal

() Development Goal

Create/Edit Goal Template page for Performance license
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For Learning license, users can create, edit and see only Development Goal templates.

& ADMINIS em Logout

#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates

Bulk Action ¥ + Create Goal Template

£ Development Goal 3 Development Goal Development Goal 3

tﬁ- Development Goal Template 1 Development Goal Development Goal Template 1

ﬁ Development Goal Template 2 Development Goal Development Goal 2

Goal Templates listing page for Learning license

OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

Goal Templates »

New Goal Template

TEMPLATE PROPERTIES
Template Name™
Template Type

Performance Goal
Development Goal

Create/Edit Goal Template page for Learning license.

Locking of Goals

Personal Goals of a learner is locked (disallow creation, update & deletion of goals) once the learner
has an appraisal in progress. Moreover, goals are not allowed to be deleted if it has been associated
with any existing or past appraisal. Locking of goals ensures appraisal can always capture accurate
goal result information; otherwise, goals may be changed during appraisal and the participants may not
be reviewing the same matter, this violates the purpose of appraisal.

My Goals

Organizational Goals

Title

Get good engineers Mar 29,2013

Acquire related personel 100%

My Goals

Personal Goals [EEIGERTFENGLE

Editing of goals has been locked as an appraisal with goals is in progress. Any changes should be made from within the appraisal.

Acquire related personel 2012/13 execution Pending o

However, the locking does not apply inside an appraisal and user can create/edit his performance goals
or add progress tracking records for organizational goals. This is allowed because there may be
situations user needs minor changes on his goals or even adding a new goal to better reflect his past
achievement. This does not conflict with the locking on the goal list because ultimately, the locking
mechanism is to ensure users would be aware of goal changes during appraisal.
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Completion Reminders for Goals

Completion reminders for goals have been added in both Performance Goals and Development Goals
input page. Users can now configure completion reminders for goal owner or owner's direct appraiser.

ADMINISTRATOR System Manage Center Help ContactUs Logout

& NetDimensions
Talent Suite

d

Home Learning Center Career Center | Workspace Connect Reports Teach

Learn Java
Last Modified by: System Administrator on: Jan 30, 2014

DETAILS

Title*®

Leam Java
Weight*

100 %

N A AL \ 4 \
W NAAAAATATACASACASACANAINNN AN N AAAAANAAAAAAAA

NOTIFICATION SETTINGS

Completion Reminders

[Z] Send completion reminder € to Owner day(s) before Target Date

[] Send completion reminder = | to Owner's Direct Appraiser day(s) before Target Date

Once the reminder is enabled, notifications will be sent to the target recipients on daily basis until goal
is closed.

NOTIFICATION SETTINGS

Completion Reminders

[#] Send completion reminder,

Ifte Owny(s} before Target Date

[ Send completion reminder| | o Owner's Direct Appraiser day(s) before Target Date
;’Weekly
[Every 2Weeks
IMonthly

User can now configure email templates for goal assignment notification or goal completion reminders
in System Configuration.

System Configuration

Select a specific configuration category from the drop-down menu below. Subsequent screens allow you to edit the properties associated with the selected category. When you click
Save, the cument customization. properties file is updated

Select a category

Goals [=]

You must save all changes. Before Selecting another category.

> ('Sual Asswgne.d Nol’iﬁca'licn Io. 53!))3} Owner Erma.\l Te.mplaie p ; T i i ; o =iz s L&,J@ 10.0 0
; Completion Reminder to Goal Owner E-mail 'femplal‘s. 5 i : =R e s &,@ " 100 [7]
Compietion Reminder to Goal Owner's Direct Appraiser E-mail Template [RlG 100 @

Goal Assignment Notification

Goals can be assigned to a user via various means, assignment notification is needed or else a user
may not be aware that new goals have been created and assigned to the user to complete. The
notification can be configured from the System Configuration screen (as shown above).

Notification may be triggered when:
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1. an appraiser assigns a performance/development goal to an appraisee

a reviewer assigns a performance/development goal to a reviewee in the appraisal

3. amanager assigns an organization goal to an employee, or changes the goal owner to someone
else

4. a manager clones a goal program which has organization goals underneath

n

o (]
- (EE|

e#

e =] .

014 (| Confirmation x
ent and Milestones Do you want to send goal assignment notification?
ad

R |—

| (2|

When there is a notification warranted situation, the assigning person will be prompted to confirm if
notification should be sent.

Goal related e-mail parameters include:

¢ Development Goal Linked Learning Requirement
® Goal Description
® Goal Latest Progress
® Goal Measurement and Milestones
® Goal Start Date
® Goal Target Date
® Goal Title

® Goal Type

® Goal Weight

® Linked Goal Program Name

¢ Linked Organizational Goal Title

Linking Modules to Development Goals

A development goal can be configured to require taking a course in the system, so it would be easier to
manage such a requirement by specifying it in the goal setup. There is a "Linked Learning
Requirement" section on the setup page to handle this which has the option to link or unlink a learning
module.

Date Closed

LINKED LEARNING REQUIREMENT

@ aicc Flash Workshop - PPT to web examples (123456)

# Link Leaming Module X Unlink Leaming Module

When the linked learning requirement has been achieved after the goal start date, a 100% progress
record with a completed status will be automatically added to the goal. Once the auto 100% progress
record has been added, the linked course, the progress percentage and the status cannot be
changed. Any subsequent insertion of progress update records will have these fields populated with
values taken from the last auto 100% progress message.
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PROGRESS

Updated Jan 16, 2014 ADMINISTRATOR System (ndadmin) Linked learning requirement complete: Online1 (MOD-0000) 100% Completed
Created Jan 16, 2014 ADMINISTRATOR System (ndadmin) 0% Pending
Updated Jan 7, 2014 ADMINISTRATOR System (ndadmin) jki 5% Completed

Note: Deletion of learning module would delete links in development goals.

Performance Appraisals

(available for Performance only)

Configurable Appraisal Forms
A template consists of three parts:

* Past Achievements
® Future Objectives

® Sign Off

Each part has a number of pages and each page is built up from one or more sections. A section can
be one of the following types:

Free Text

Learning Path
Training record
Rating Summary
Single Choice

Past Achievements
Competencies
Appraisal Dimensions
Goal Results

Future Objectives
Career Development
Goal Plan

An appraisal template can have one of two statuses:

® Active means any user starting a new appraisal will be presented with a form based on this
template. Only one template can be active at any point in time - activating a particular template
will automatically cause the other templates to be set to inactive.

® Inactive means that the template exists but will not be used by users currently starting new
appraisals. Templates with this status will typically be one of the following:

1. Templates that are currently being configured and not yet ready for use
2. Templates that were previously active and have users' appraisals associated with them

Each time a user starts a new appraisal, the system will generate an appraisal form based on the
template that is active at the instant the user starts the appraisal. The appraisal will then be tied to that
template and will remain the same thereafter even if a different appraisal template is activated. As such,
only templates with '0' as No. of Appraisals can be deleted.

To create new Appraisal Templates: Click Manage Center > Talent > Appraisal Manager >
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Templates. then Create Template.

Appraisal Manager

AEIUGICICEN  Appraisal Status Category  Group Email — Appraisal Search

Bulk Action [=] + Create Template
I T T e

[ -] Competencies Active Annual 2 Jan 29, 2013 10:32 AM ADMINISTRATOR System

1 ¥  Steve Young Inactive Annual 0 Jan 15, 2013 5:55 PM YOUNG Steve

O & Default Template Active Annual o] Jan 11,2013 3:20 PM ADMINISTRATOR System

This leads you directly to Details page. Admin can select who will be the super-appraiser in the
appraisal. By default, it is set to the Direct Appraiser of the Direct Appraiser:

Appraisal Templates »

2014 Appraisal Template (preview

SUCEIN Workflow  Ratings  Stucture Target Audience

Template Name*

2014 Appraizal Template
Period Start Date

Jan 1,2014 |-| »
Period End Date

Dec 31, 2014 =
Appraisal Type

@ Annual

™ Midyear
= Project

Template Status

2 Inactive
@ Active
On stasting an app Al set Super-Appraiser o be
@ The Direct Appraiser of the Direct Appraisar
Specific Appraiser

Search for 2 user

Access to appraisal

Action Empioyee Appraiser Super-Appraiser
Craate appraisal [Ei] = B
Change appraiser (] [ L}
Change super-appraiser ] [l ]

Anatomy of an Appraisal Template

A template will have the following parts:

® Past Achievements Part
® Future Planning Part
® Sign Off Part

Section Type Past Achievements Future Planning Sign Off
1  Career Development [E3
2 Free Text (]

3 Future Objectives [ x |

4  Learning Path (]
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5 Past Achievements
6  Competencies

7  Rating Summary

8  Appraisal Dimension
9 Single Choice

10 Training Record

11 Goal Result

12 Goal Plan

Appraisal Flows

A template will take one of two flows:
® "Basic": Started - Completed

® "Complex": Started - Pending - Review - Agreed - Completed

"Basic" Flow Action "Complex" Flow Action Resulting User Appraisal Status
Starting a new appraisal Starting a new appraisal Started

n/a Appraisee submits appraisal Pending

n/a Appraiser submits appraisal Review

n/a Appraisee submits appraisal Agreed

Appraiser submits appraisal Appraisal submits appraisal Completed

Configuring General Properties of an Appraisal Template

To configure the general properties, click either the name of the template you wish to configure or click

the Gear icon and then select Edit.

Appraisal Manager

ICIHEEEN  Appraisal Status Category  Group Email Appraisal Search

Bulk Action |:
I O e o N Y S T s
New Template Inactme Annual Jan 31,2013 4:24 PM MOLINA Alon
| Active  Annual 2 Jan 29,2013 10:32 AM ADMINISTRATOR Systern
Activate
[l Inactive Annual 1] Jan 15, 2013 5:55 PM YOUNG Steve
Delete
I} - UEEI TR Active Annual 0 Jan 11,2013 3:20 PM ADMINISTRATOR System

The Appraisal Template Editor screen opens in a new window.
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Appraisal Templates :

New Template [preview

EINCEIN  \Workflow  Ratings  Strueture  Target Audience

Temnplate Mams® a

Appraisal Template 1

Period Start Date
(not specified)
Period End Date
(not specified)
Appraisal Type

9@ Annual

Mlid- ear
Project

Template Status

Inactive
@ Active

Access to Appraisal

Create Appraisal Fi v
Change Appraiser

Change Super-Appraiser

Once completed, click the Save button keep the changes.

Note #1: You can use the breadcrumbs located at the right top part of the Appraisal Templates screen
to navigate from the previous screens.

On the general details of the appraisal template enter the following information:

® Template Name - e.g. 2012 Annual Appraisal
® Period Start Date - This is the Appraisal Period Start Date
® Period End Date - This is the appraisal Period End Date

(Appraisal Period Start and End dates are mandatory for appraisals which use Goal Results or Goal
Planning sections.)

Note#2: The appraisal period is mandatory for templates with Goal Results sections and only goals that
fall within this appraisal period are eligible for inclusion in the appraisal.

Appraisal Type — Describes the purpose of the template:

Annual - For appraisals running for a full year

Mid-Year - For appraisals covering part of the year

For project based appraisals

Template Status — Indicates the status of the template. This allows you to select from the

following:

® |nactive — Indicates that the template is inactive and not available when creating a new appraisal
for an appraisee.

® Active — Indicates that template is active and available when creating a new appraisal for an
appraisee.

® Access to Appraisal - Defines the permissions given to various participants within the appraisal
process, e.g.

®* Employee - the user who is being reviewed

® Appraiser - the reviewer who is, by default, the employee's Direct Appraiser

® Super-Appraiser - an optional participant who is, by default, the Direct Appraiser of the

employee's Direct Appraiser

Note#3:Click Preview to see what the template would look like to a user. This can be opened at any
point in the configuration process. The preview is Read Only and would not contain any user specific
information such as training records.
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Configurable Appraisal Workflow

The appraisal process will differ across organizations and perhaps even across different departments of
the same organization. Each template can have its own workflow, catering for a wider range of
appraisal processes.

The Default Workflow

When a template is created it will have a two status workflow by default, namely:
®* STARTED, editable by Appraisee/Appraiser

Default Template [preview

M Ratings  Structure  Target Audience

Workflow Status

~ Collapse All

& = Started

Code™ @ Text to Display to User on Submission &
(maximum 15 characters)

STARTED

appraisal.text.submitReview.BASIC.STARTED

Categary @

— E-rnails to Send on Submission @
Started -
— 1. Select

Status Description @ 2. Select

Started [F] Require Signature @

Access Control @

Employee Super-Appraiser

© No Access © No Access @ No Access
© View O View O View
@ Perform @ Perform O Perform

- i 1. d il act and Mand .2

® COMPLETED, viewable by Appraisee/Appraiser
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> Completed {Last and Mandatory) L]
Code” @
— 1. Select
Status Description @ 2. Select
Stanted ] Require Signature @

Access Control @

Employes Super-Appraiser

) Mo Access ' Mo Access @ No Access
O Wi 0 View ) Wiew
9 Perform @ Perform ) Perform

Code* @

(maximum 15 characters)
COMPLETED

Category @
Campleted (=]

Status Description @

Completed
Access Control @

© No Access ©) No Access @ No Access
® View @ View © View

The two statuses can be modified and additional statuses can be added but the workflow must always
maintain a minimum of two statuses. A new appraisal will always take on the first status in the workflow
and each "submit" will move the appraisal on to the next status in the workflow. Submissions will be
allowed until the appraisal reaches the last status, when it is no longer considered "current" and will be
listed under "Past Reviews ...". Once appraisals exist for the given template, you will not be able to add
or delete statuses though the configurable properties for existing statuses can still be changed.
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Configurable Properties of an Appraisal Status

Property

Code

Category

Status Description

Access Control

Viewer(s)

Text to Display to
User on
Submission

E-mails
Templates to
Send on
Submission

Require Signature

Allowed Values

Any String (Max 15
characters)

Any of the configured
Appraisal Status
Categories

The label or the label
key corresponding to
the translated label in
the language properties
files. (Max 100
characters)

Appraisee / Appraiser /
Super-Appraiser

Appraisee / Appraiser /
Super-AppraiserAny
String (Max 2000
characters)

Any String (Max 2000
characters)

Up to two e-mail
templates

Sign Enabled /
Disabled

Usage

A mandatory identifier for the status - the system will
not enforce uniqueness but making codes unique
within the workflow is recommended for user clarity.

For reporting purposes - now that statuses are
specific to individual templates, this property will tie
similar statuses between different templates together
making it possible to report on all appraisals,
regardless of the appraisal template, with statuses
that are in a particular status category.

For displaying the status to the user in the LMS. If the
site does not support multiple languages, the label
can be entered directly into the text field. If the site
does support multiple languages, the label key should
be entered and a matching entry should be placed in
the relevant custom.properties language files. If this
field is left blank, the status code will be used when
displaying to users.

To specify who can edit the appraisal when it is in this
state.

To specify who can view the appraisal when it is in
this state.

To convey information to the performer before
submission e.g. "On submission of this appraisal, you
are responsible for organizing a 1-2-1 meeting with
your manager to discuss your performance”. For
multilingual sites, the label key can be entered here
and the system will look up the appropriate text to
display from the custom.properties language files.

The specified e-mail templates will automatically be
sent when the appraisal is submitted i.e. moves onto
the next status in the workflow. See E-mail Template
Editor for Appraisal E-mails for more information.

If enabled, the system will prompt the performer for
an e-signature (consisting of the user's user ID and
password) on submission. If disabled, the user can
simply click "Submit" to submit the appraisal. See
Signature and Circulation Records on Sign-Off Page
for more information.

Click the Save button to keep the configuration settings.

Note: If the new template requires a new status, apart from default statuses, which are the Started and
Completed, you can also create a new status by clicking the Create Status.
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Default Template [preview

M Ratings  Structure  Target Audience

April 2021

Workflow Status

* Collapse All

§ = Started

Code* @
(maximum 15 characters)
STARTFD

Configuring Rating Scale

=

&

Text to Display to User on Submission @

appraisal.text.submitReview, BASIC. STARTED

Involving a rating scale is optional in Past Achievements sections but mandatory in Past Competencies
sections. The Ratings tab in the Appraisal Template Editor allows you to configure any humber of rating
scales for the appraisal and each scale can be used by any number of sections in the template.

Appraisal Templates »

New Template (preview;

General  Workflow [SSOUEN Structure  Target Audience

Rating Scales Overview

Bulk Action [=]

n- Rating Scale Name

There are no items to display.

Overall Rating Overview

Bulk Action [=]

_ Title Key™ Description Key™

There are no items to display.

Diescription Key

+ Create Rating Scale

Dizsplay Format

+ Create Overall Rating

Explanation Kay

By default, you can create a rating scale for Rating Scales Overview and Overall Rating Overview.

Creating New Rating Scales

To create a new rating scale overview, on the Appraisal Templates, click Ratings and then Create

Rating Scale button.

Appraisal Templates »

New Template (preview

General  Workflow Structure

Target Audience

Rating Scales Overview

Bulk Action [=]

n- Rating Scale Name

There are no items to display.

Overall Rating Overview

Bulk Action [=]

There are no items to display.

Diescription Key

Dizsplay Format

Explanation Kay

+ Create Overall Rating

The Rating Scale editor appears on the screen.
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Appraisal Templates »

New Template [preview;

General  Workflow |[EEENEUES Structure  Target Audience

Rating Scale Overview »

Rating Scale

Marne™

Display Format
@lcons

“Drop down selectar
Ratings

Bulk Action [=] + Create New Rating

O eenry
B [q |
@

Required

Access Control

m Employes Rating Appraiser Rating

Started @ @

The Rating Scale editor requires you to enter the following parameters:

Rating Scale Name
Display Format: Allows you to select on how the rating scale will be displayed. Currently there
are two options are available: Icons and Drop down selector.
Rating: refers to the rating scale which may vary from 1to 5 or 1 to 4.
Description Key: refers to the short description of the rating scale. Resource bundle may be
specified.

® Explanation Key: Allows you to provide additional information or instruction regarding the rating
scale.

® Access Control. Allows you to provide access control to rating scale.

Note: To add a new rating, click the Create New Rating. A new row is added for the new rating.

Ratings

|mﬁ. + Create New Rating ‘
I T T T S
=T |

Click the Save button to keep the newly added rating scales and returns to Rating Scale main editor
with the newly created Rating Scales. The new rating scale will be added on the list.

Appraisal Templates »

New Template (prevew)

General ~ Workflow [EZEVOLEM Structure  Target Audience
Rating Scales Overview 0
(| Teoraseaoime
1 Sample Description Sample Description
[] & Rating1 |cans
2 Sample Description Sample Description
Overall Rating Overview a
Bulk Action E| + Create Overall Rating

_ Title Key™ Description Key™

There are no items to display.
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Editing a Rating Scales

To edit a rating scale, on the Ratings tab, under the list of Rating Scales Overview, click the Rating
Scale Name or click the Tools icon and the select Edit.

Appraisal Templates »

New Template [preview

General  Workflow Ratings Structure Target Audience
Rating Scales Overview B
Bulk Action [=] + Create Rating Scale
n- Rating Scale Name Description Key Explanation Key Display Format
Sample Description Sample Description
& Rating1 Icons
_ 2 Sample Description Sample Description
Edit
Delate
Overal " 0
Bulk Action [=] Create Overall Rating

There are no iterns to display.

This leads you to Rating Editor screen. Start modifying the details and then click the Save button to
keep the updates. To cancel the modification, click the Back button to return from the previous screen.

Removing a Rating Scales

There are two ways to remove a rating scale. You can either delete a rating scale individually or delete
a rating scale in bulk.

To remove a single rating scale:
Click the Gear icon of the rating scale and then click Edit

Home Learning Centre Career Centra Workspace Connect Reports Teach Manage

Manage » Appraisal Templates »

New Template Frevew

General  Workflow

Structure  Target Audience

Rating Scales Overview a
Bulk Action =] ) |
u- Ratihg Scale Name Description ey Explanation Key Dlspfa, Format
1 Sample description Sample description
[ &  Rating! g ‘p £ ‘m Ieons
2 Sample description Sample description
Overz Delete 0

or Tick the box of the rating scale you want to remove and then select the Delete action under the Bulk
Action drop down button.

Rating Scales Overview

|\ Bulk Actio

1 Bulk Action

Delste [¥ ame Rating Description Key 2
1 Sarmple 2 Sample 2
o Sample 2 : B lcons
2 Sample 2 Sample 2
1 Sarmple description Sarmple description
] #  Rating! p .p . p .p lcons
2 Sarnple description Sarnple description
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To remove rating scale in Bulk:

Tick all the rating scales or the scales you want to remove and then select the Delete action under the
Bulk Action drop down button.

Rating Scales Overview a

|‘ Bulk Action EH + Create Rating Scale ‘

1 Bulk Acti . - -
el i Descnption Key Explanation Key Display Format

Delete

1 Sample 2 Sample 2

- Sample 2 lcons
2 Sarnple 2 Sarnple 2

- 1 Sarnple description Sarnple description

o Ratingl B : i : lcons
2 Sample description Sample description

Creating Overall Rating

Sections that involve rating scales can be configured to display the average rating as a summary. The
system will calculate the average rating for the specified set of ratings e.g. Appraiser Rating. The
degree of precision will depend on the values entered in the template's Overall Rating, please see the
examples below.

Suppose a six point rating scale, a three point summary, and a desired precision of one decimal place.
The possible values for the average will be 1.0, 1.1, 1.2, ..., 5.9, 6.0, and thus the overall rating
statements could then be configured as follows:

To create an Overall Rating, on the Appraisal Template Editor, click Ratings tab and then Create
Overall Rating button.

Appraisal Templates »

New Template preview

General  Workflow

Structure  Target Audience

Rating Scales Overview

Bulk Action [=]
|:|-
Sample Description Sample Description
[] # Rating1 Icons
2 Sample Description Sample Description
Overall Rating Overview a
Bulk Action =] Create Overall Rating

There are no items to display.

New blank parameters are displayed for creating the Overall Rating. Enter the required parameters.
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Appraisal Templates »

New Template preview

General  Workflow Structure  Target Audience

Rating Scales Overview (o]
Bulk Action [x] + Create Rating S
[ 1 Jrars s
Sample Description Sample Description
I Rating 1 lcons
2 Sample Description Sample Description
Overall Rating Overview a
Bulk Action L

Click the Save button to keep the settings.

Editing an Overall Rating

To edit an Overall Rating, on the Ratings tab, under the list of Overall Rating Overview, click the Title
Key or click the Tools icon and the select Quick Edit.

Overall Rating Overview

|| Bulk Action EH R ‘
Buick B —

| Delete | Sample 250

& 2 Sample 251 400

o5

Start modifying the details and then click the Save button to keep the updates. To cancel the
modification, click Reset.

Removing Overall Rating

There are two ways to remove an Overall Rating. You can either delete an Overall Rating individually or
delete a rating scale in bulk.

To remove a single overall rating:

Tick only the overall rating you want to remove and then select the Delete action under the Bulk
Action drop down button.

Overall Rating Overview a

|| Bulk Action [=]| Create Overall Rating ‘
[ oo Jronvwe v ]
Sample 1.00 250

& 2 Sample 251 400

o=

To remove rating scale in Bulk:

Tick all the rating scales or the scales you want to remove and then select the Delete action under the
Bulk Action drop down button.
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Overall Rating Overview

i.Bqu Action B| + Create Overall Rating
| Bulk Acti i 7
el [
| Delete | Sample 1.00 250
= 2 Sample 251 400
o

Calculation of Appraisal Overall Rating
Calculation of an appraisal's overall rating will assume the following formula:
SUM secti on averages) / Nunber of sections

The calculation will yield the same result no matter how the sections are grouped in different pages.

pasl 2 raling Summany description

Page Tithe Section Title Rating

Objective
past 1 past Competencies
past 1 demenson
past 2 past Compatencies 2

Overall Ratimg: 2.75

myCreerall Rating
MusrallZatinn

Section averages are shown alongside section titles

Configuring Appraisal Structure

This section shows you the basic procedure in adding pages and sections for Past Achievements, Fut
ure Planning, or Sign Off tabs.

The appraisal template has the following structure:

1. Step
Step 1 and Step 2 can be turned off by selecting "Hide in Appraisal”. The "Sign Off" step is required
and cannot be turned off. A Step consists of one or more pages.

2. Page
Pages are seen as tabs in the appraisal with the page title as the tab label. A Page consists of one or

more sections.

3. Section
Varieties of section types are available to capture different kinds of appraisal data. Choose the section
type you want and customize the title and details.
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To configure appraisal structure, on the Appraisal Template page, select the structure tab.

Appraisal Templates »

New Template [preview]

General  Workflow  Ratings Target Audience

1. Past Achievements o +_ Add New Page A ST
2. Future Planning o A Step
Step 1 and Step 2 can be turned off by selecting "Hide in Appraisal". The "Sign Off" step is
3. Slgn Off ,n regquired and cannot be furned off. A Step consists of one or more pages
' A Page
i [ Sign Off & Pages are seen as tahs inthe appraisal with the page title as the tab label. A Page consists of
: ohe or more sections.
= W Sign Off & © A section

Avariety of section types are available to capture different kinds of appraisal data, Choose the
section type you want and customize the title and details.

By default, the page displays the three steps in creating the appraisal templates, which are the
following:

® Past Achievements
® Future Planning
® Sign Off

All steps has the functionalities to add add a new page, rename the step, and hide the step in the
appraisal EXCEPT for the Sign Off step wherein it can ONLY add a new page.

Renaming the Step

To rename a step, under the Structure tab, click the Tool icon of the the step you want to rename and
then select the Rename this Step.
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Manage » Appraisal Templates »

New Template rreview

General  Workflow  Ratings ESGI={TCE Target Audience

1. Past Achievements o

Add New Page

2. Future Plann ETEERERIER o A Step
tep 1 and St in Appraisal’. The "Sign O step s
Hide in Appraisal oo L If-;.-|...;l.-_ 1an Pl

3. Sign Off L+

o A Page
§ [ Sign OF ¢_ - ' seens as labs in the appraisal with the page title as the tab label. A Page consists of
A Section
i W Sign Off o o_ &

1ds of appraisal data. Choose the

The screen refreshes and displays the Edit Steps screen. Rename the steps by modifying the name
inside the Title field.

Manage » Appraisal Templates »

New Template preview

General  Workflow  Ratings [RSU0EOICE Target Audience

1. Past Achievements 3 Edit Steps
Title
2. Future Planning ) )
Fast Achievements
3. Sign Off 33
Cancel
¢ @ Sign OF &
i W Sign Off 32

Click the Save button to keep the changes or click the Cancel button to ignore the changes.

Hiding the Step in Appraisal

To hide the step in appraisal, under the Structure tab, click the Tools icon of the the step you want to
hide and then select Hide in Appraisal.
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Manage » Appraisal Templates »

New Template prevew

General  Workflow  Ratings Target Audience

Mew Section

1. Past Achievements o
Add New Page
2, Future Plann  Renarme this Step o A Step
. tep 1 and Ste sal'. The "Sign Off' step I
a required ar ® page:
3. Sign Off -
o Sign Off o s the tab label, A Page consists of
| ign
¢ M Sign OF o ° K _Ssj_ct_\_on

dinds of appraisal data. Choose the

The screen refreshes and put a single strike-through on the step you hide.
Manage » Appraisal Templates »

New Template [Freview

General  Workflow  Ratings  |RSUI=OCE  Target Audience

+ AddNewPage | + Addh

-PastAehievemenis £
2. Future Planning L A Step
: Step 1 and Step 2 can be turned off by selecting "Hide in Appraisal”, The "Sian OfF step is
required and cannot be turned off. A Step consists of ane or more pages.
3. Sign Off &
: OA Page
§ @ Sign O o Pages are seens as tabs in the appraisal with the page title as the tab label. A Page consists of
: one or mare sections.
i W Sign Off & o A Section

Avariety of section types are availahle to capture different kinds of appraisal data. Choose the
section type you want and customize the title and details

To show again the step in appraisal, click the Tools icon and select the Show in Appraisal.

Manage » Appraisal Templates »

New Template prevew

General  Workflow  Ratings [ESH{I=0C8 Target Audience

2. Future Plann.. . n A Step
. Step 1 and Step 2 can be turned off by selecting "Hide in Appraisal". The "Sign Of" step is
required and cannot be turned off, A Step consists of one or more pages.

Adding a New Page

This section discusses the procedure on how to add a page on a step.

To add a new page, under the Structure tab, click the Tools icon of the step where the new page will
be added or click the Add New Page button.

Copyright © 2021, Learning Technologies Group, Inc. Page 123



PeopleFluent Learning 21.04 HR Administration April 2021

Manage » Appraisal Templates »

New Template preview

General  Workflow  Ratings  [ESUNSIIEE  Target Audience

+ Add New Page | + Add Mew Section

1. Past Achievements &

2. Future Plann  gename this Step A Step
; Step 1 and Step 2 can ecting "Hide in Appraisal”. The "Sign Off step is
Hide in Appraisal eduited and cannot be tured off of o te pag
3. Sign Off o
9 A Page
Page eens as tabs inthe a sal with tha page title as the tab label A Page consists of
I B Sign Off o ..:..Ir‘.‘- ; .‘r.‘h.- in isa pa 35 th n
A Section
i M Sign Off & o e . " '
\variet ection types are available to capture diffierent kinds of appraisal dat
section type you want and customize the title and details

The screen refreshes and displays the Create/ Edit Page. Enter the Page Title in the Page Title field.
Under the Step, you can change or select the step where you want to add the page.

Manage » Appraisal Templates »

New Template rreview

General  Workflow  Ratings RS0l Target Audience

1. Past Achievements £ Create/lEdit Page
Page Title
2. Future Planning £
ot
3. Sign Off ] il
Fast Achieverments |Z|
i [ Sign Off )
+ Cancel
: M Sign OF 8+

Click the Save button to save the entered data.

Renaming a Page

To rename a page, under the Structure tab, click the Tools icon of the step you want to rename. Click
the Rename this Page.
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Manage » Appraisal Templates >

New Template prevew

General  Workflow  Ratings [RE{0=UIEE  Target Audience

+ Add New Page

1. Past Achievements %

@ Performance Against Ob... o

Hide in Appraisa

Add New Section r'e-' uir of one or more pa
PR SN ERAEDT] Rename this Page
Delete this Page 9 A Page
Pages are seens as tabs inthe appraisal with the page tille as the tab label, A Fage cc is of
3. Sign Off L one or more section
A Section
5 @ Sign Off o o e om0 o
Avariety of section types are availahle to capture diffierent kinds of appraisal data. Choose the
type you want ar tomize the title i details
i M Sign OF o
N 1 ] ¥

The screen refreshes and displays the Create/ Edit Page screen. Start renaming the page title.
Manage » Appraizal Templates »

New Template prevew

General  \Warkflow  Ratings n Target Audience

1. Past Achievements -3 Create/Edit Page
Page Title
i B Performance Against Ob... - 2
Performance Against Ohje
Ste
2. Future Planning & £
Past Achieverments
3. Sign Off o
=D
I B Sign Off &
i M Sign Off -3

Click the Save button to keep the changes.

Removing a Page

To remove a page, under the Structure tab, click the Tools icon of the the page you want to remove.

Manage » Appraisal Templates »

New Template rreview

General  Workflow  Ratings Target Audience

+ Add NewPage | + Add New

1. Past Achievements -
i @ Performance Against Ob... &% A Step
Step 1 and Ste ting "Hide in Appraisal’. The "Sign O step is
Add New Saction required a ts of one or mare page
2. Future Plann Rename this Page
Dealete thig Page o A Page
ages are ns as tabs In the appraisal with the page title as the fab label A Page consists of
3. Sian OFf = o e

A confirmation box displays on the screen. Click OK to remove the page, otherwise click Cancel to
cancel the deletion of the page.
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Confirmation *®

Canfirm to delete the selected items

Adding a New Section to a Page

To add a new section to a page, under the Structure tab, click the Tools icon of the page where the
new section will be added or click the Add New Section button.

Manage » Appraisal Templates »

New Template prevew

General  Workflow  Ratings m Target Audience

+ Add New Page | + Add New Section
1. Past Achievements &
i B Performance Against Ob & o A Step
__ 3 Step 1 rmed off by selecting "Hide i ™ Sign O step is
Add Ne tion regL ed off. & Step consists of one o
i B Strengt Rename this Page
Delete this Page 9 A Page
F seens as tabs in the appraisal with the page title as the tab label. A Page consists of
2. Future Planning & 3
& 9 A Section
3. Sign Off Avariety of section types are avallable to capture different kinds of appraisal data. Choose the
and customize the title and details
| B Sign Off o

i M Sign Off o I I
=

The screen refreshes and displays the Create/Edit Section screen. You can select or change the page
where the section will be added

Note: You can drag and drop to change the position of the section. Choose the section type using the
Section Type drop down button.
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Manage » Appraisal Templates »

New Template [preview

General  Workflow  Ratings  EES{0EOICE  Target Audience

Llsstlehiavaments i Create/Edit Section
i Fut the section to the page
i B Eeomnance dgaincl OO o You can drag and drop to change its position later
Performance Against Objectives |E|
i @ Strengths and Areas fo.. o -
Section Type
Choose a Type
2. Future Planning 2 .
3. Sign Off £ + 3 Learning Path

Training Record
Rating Summary

i [ Sign Of £+ 3 Single Choice
Past Achievements
Competencies

; Appraisal Dimensions
W b Goal Results

Once the section type is selected, you will be required to enter the required parameters and each
section type requires different parameters. The next section discusses the required parameters for
each section.

Once the section has been saved, the screen refreshes and displays the new section under the page
where it is inserted.

Manage » Appraisal Templates »

New Template revew

General  Workflow  Ratings [RSHUEUGEE Target Audience

+ Add New Page | + Add New Section

1. Past Achievements -
| B Performance Against Ob & A Step
Step 1 and Step 2 can be furned off by selecting "Hide in Appraisal®. The "Sign Off" step is
required and cannot be tumed off. A Step consists of one or more pages
A sample &
9 A Page
Pages are seens as tabs in the appraisal with the page title as the tab |abel. A Page consists of
I [ Strengths and Areas fo... & one \ore sections
9 A Section
2. Future Planning 'ﬂ‘ Avariety of e ypes ) capture different kinds of appraisal data, Choose the
vantan itle and details
3. Sign Off L
I @ Sign Of %

Section Types

This section discusses the different required parameters for each section types.
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Free Text

The Free Text section is a section where a user is expected to enter sentences.

Basic Info

Section Title
Section Code

Description

Access Caontrol

Wisible for Statuses
[¥] Started

] Completed
Allowe edit by

@] Appraiser
[¥] Super-Appraisar

Display

Input Type
© Text Field
@ Text Area

O] Allaw Copy

Properties

Copy Key

To configure a free text section, a user needs to provide the following parameters:
1.Section Title

2. Section Code

3. Description

4. Visible for status

Each section can be configured to be visible to the user only when the appraisal is in a certain
state.

5. Allow edit by

This property allows you to specify who is able to edit the section:
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®* None implies the section is read only and nobody is able to edit
® Appraisee implies the section is read only for the Appraiser
® Appraiser implies the section is read only for the Appraisee

Both implies the section is editable for both the Appraisee and Appraise
6. Copy Key and Allow Copy

Appraisals typically involve objectives and other information which are carried forward from
previous sections or even previous appraisals. In the Appraisal Template Editor, there is a
configuration called Copy Key which can help to automate this process for users. The
administrator can enter a value (up to 15 characters) in this field and link to another section of the
same type by ensuring the same value is entered as the copy key for both sections. The source of
the copied data will depend on which part of the appraisal the user is completing - please refer to
the below example.

Assume a simple template with a Free Text section in the Past Achievements part and a Free Text
section in the Future Planning part, both with the same value as Copy Key.

User starts a new appraisal

User enters "Some free text in past achievements" in the Past Achievements Free Text section
User enters "Some free text in future planning” in the Future Planning Free Text section

User completes the appraisal

User starts a new appraisal

User will see "Some free text in future planning" in the Past Achievements Free Text section for
the new appraisal, copied over from the previously completed appraisal

In the above example, the data is copied over from the previous appraisal on starting a new
appraisal. However, it may be necessary in some cases for a user to copy data from a section in
Past Achievements to a section in Future Planning, all in the same appraisal. To accomplish this,
in addition to the Copy Key configuration, the Allow Copy checkbox should be enabled for the
section the user should copy to.

The flow would then be similar to:

User starts a new appraisal

User enters "Some free text in past achievements" in the Past Achievements Free Text section
User navigates to Free Text section in Future Planning which is empty

User clicks Copy from Past Achievements button and "Some free text in past achievements" is
copied into the text area

® The same concept applies to competencies and objectives

7. Input Type
Allows you to select input type. Currently, there are two input types are available, namely:

® Text Area. Use this if you expected to enter sentences.
® Text Field. Use this if you expected to enter short sentence.

Learning Path

A Learning Path section simply displays the current learning path of the appraise. To configure a
learning section, a user needs to provide the following parameters:

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
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Basic Info

Section Title
Section Code

Description

Access Control

YWisible for Statuses
[#] Started
[ Cornpleted

® Cancel

Training Record

The Training Record section is a read-only section that displays the appraisee’s transcript records for
the appraisal period. The appraisal period is the start of the previous appraisal to the start of the current
appraisal and any training that was enrolled upon or completed during this period is included.

To configure a training record section, a user needs to provide the following parameters:

® Section Title

® Section Code

® Description

® Visible for status

(See the description on the Free Text section)
® Display

This gives you an option on how the training records will be display. Currently there are two (2) options
to select:

® Summarized table
® Full transcript details
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Basic Info

Section Title
Section Code

Description

Access Control

Yizible for Statuses
[¥] Started

[@] Completed

Display

Format
@ Summarized table

2 Full transcript details

* Cancel

Rating Summary

Sections that involve rating scales can be configured to display the average rating as a summary. The
system will calculate the average rating for the specified set of ratings e.g. Appraiser Rating. The
degree of precision will depend on the values entered in the template's Overall Rating tab.

To configure the rating summary section, a user needs to provide the following parameters:

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
® Summary type
Allows you to select from the following options:

®* Average

With all appraisal sections configured to show Rating Summary, the overall rating summary will be
calculated by summing up all the points scored in those sections and then divided by the number of
items (e.g. number of objectives).

® Total Percentage

With all appraisal sections configured to show Rating Summary, the overall rating summary will be
calculated by summing up all the point scored in those sections. A total percentage will also be
calculated by dividing the total score by the maximum points that the user can be scored with the
configured rating scales.
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* Apply weighting to Rating Summary

In some cases, different appraisal sections may have different importance. This can be set up by
setting weight on each appraisal section.

Note: Sections that are applicable for setting weight will show up for configuration after saving the
section the first time.

Basic Info

Section Title
Section Code

Description

Access Control
“igible for Statuses
[¥] Started
[¥] Completed

Display
Summary Type ()

Awerage E

[T1 Apply weighting to Rating Summary

The fallowings are the pages that contain section(s) configured with Rating Surmmary:
Currently, there is no page that contains section configured with Rating Summary

&  Cancel

Single Choice

This section allows the user to create statements to be selected by the appraisee or appraiser. To
configure the single choice section, you are required to enter the following parameters:

® Section Title

® Section Code

® Description

® Visible for status

(See the description on the Free Text section)
* Allow edit by
(See the description on the Free Text section)

® Display in Summary
® Single Choice Options

For every single choice section, you can configure a set of single choice options that will be specific to
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that section. To add options to the section, enter the option text (or bundle key) into the text field and
click Save. Once the option has been added, a new text field will appear for you to add subsequent
options. There is no limit to the number of options you can have.

Basic Infa

Section Title
Section Code

Description

Access Control

Visible for Statuses
[#] Started

[¥] Completed

Allow edit by
[¥] Employee

[¥] Appraiser
[¥] Super-Appraiser

Employee Selection can only be made when submitting:

Started [+

Appraiser Selection can only be made when submitting:

Slaﬂedm

Agreed Selection can only be made when submitting:

Slaﬂelﬂﬂ

Display

Display in summary

None [=]

Single Choice Options

9| Hide rating until this section has been rated by both parties

Past Achievements

This section allows the appraiser and appraisee to evaluate the appraisee's objectives, achievements,
and employee's performance. It shows if the appraisee has fully, partially or never met his/her
objectives.

To configure the single choice section, you are required to enter the following parameters:
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Create/Edit Section

Basic Info

Section Type: Past Achievements

Section Title

Section Code

Description

Access Control

Visible for Statuses
Started
Completed
Allow edit by
Employee

[¥] Appraiser
Super-Appraiser

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
* Allow edit by

(See the description on the Free Text section)
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Display

Max objectives
3 (=

MNumber of entries per objective

1

Rating Summary
MNane |Z|

Rating Summary Label Key

[ Jput [ LabelKey Locale Formatted Labol

Objectives label Areas_for_Improvement Areas for Improvement

[C] Target Date

How label Evidence Evidence

[C] Details
Employee Rating Employee Rating
Appraiser Rating Appraiser Rating
Agreed Rating Agreed Rating

Allow Copy

[ Automatic Copy
Rating Scale

(none) |Z|

Hide rating until this section has been rated by both parties

Properties

Copy Key
AREAS

B Save @ Delete + Cancel

® Maximum Objectives

Enter the maximum number of objectives to be entered in the past achievements section.
®* Number of entries per objective

Set the number of entries per objectives.
® Rating Summary & Rating Summary Label Key

Sections that involve rating scales can be configured to display the average rating as a summary. The
system will calculate the average rating for the specified set of ratings e.g. Appraiser Rating. The
degree of precision will depend on the values entered in the template's Overall Rating tab, please see
the examples below.

® Columns

Columns that can be incorporate on the past achievements section:

Objectives Text Area

Target Date Date Selector
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How Text Area
Details Text Area
Measure Text Area

Employee Rating Rating Scale
Appraiser Rating  Rating Scale
Agreed Rating Rating Scale

Allow Copy Check Box

Note: For the Allow Copy check box, even this option is ticked, this will not be shown in the past
achievement page if there is no corresponding future objectives section.

* Copy Key
(See the description on the Free Text section)

®* Rating Scale

Option to use the rating scale
Involving a rating scale is optional in Past Achievements sections but mandatory in Past Competencies

sections. The Ratings tab in the Appraisal Template Editor allows you to configure any number of rating
scales for the appraisal and each scale can be used by any number of sections in the template.

Option to use the individual competency proficiency scale instead of appraisal ratings

This option allows the users to rate each competency using the proficiency level scale specified in the
competency instead of the appraisal rating scale. When this option is selected, the rating results will not
be included in the rating summary calculation. Choosing this option will result in user's competency
level being updated after the appraisal is signed off. Depending on the configuration, the final
competency level assigned to the user will be in the order of agreed rating, or appraiser rating, or
appraisee rating, whichever is first available. Since the appraisal rating scale is no longer used with this
option, administrators are required to configure extra rating editing rules for this section (these rules are
usually defined together with the appraisal rating scale).

® Hide rating until this section has been rated by both parties

This gives you an option to hide the rating provided by raters until this section has been rated by both
parties.

"Copy from Past Achievements" button

a. If Past Achievement has items selected,
1. "Copy from Past Achievements" will show in Future Objectives
2. Clicking on it will copy the data over

b. If Past Achievements is not available or is configured with a different COPY KEY
1. "Copy from Past Achievements" will be hidden
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This button will be hidden |
| inunnecessary cases

Automatic Copy Option In Past Achievements Section

A new "Automatic Copy" option has been introduced in the Past Achievements section. It can only be
chosen when "Allow Copy" is set. When this "Automatic Copy" option is chosen, a button will replace
the "Allow Copy" (Carry Over) check-box.

When this button is pressed for a particular objective in the Past Achievements section, the objective
data is automatically copied to Future Objectives section. This removes the need for a 'Copy from Past
Achievements' button, which thus will not be displayed in the Future Objectives section when the
"Automatic Copy" option is chosen. Once this button has been activated for a particular objective in the
Past Achievements section, it cannot be activated again.

Past achievements The "Copy" button

replaces the "Allow

past achievement description. | CODV check-box

Objectives Label Key Target Date Label Key How Label Key Details Label KeY
aa ad bb NS

Ny

Jan 24, 2013 .4

4 P A
Objectives
[ [ objectives Target Date
\ ]"'JThere isn'tany "copy
I {not specified) E ™. from past achievemnents"

™ button if the automatic
| cony has been set.

Transferring Objective Data from Previous Appraisals

Objectives are always appraised within the Past Achievements section of an appraisal. Where these
objectives have been set in a previous appraisal and this data needs to be brought forward, the system
previously assumed that it would be held in the Future Objectives section of the previous appraisal.
However, while this approach is appropriate when only annual appraisals are in use, it did not take
account of mid-year appraisals, which commonly do not contain a Future Objectives section.

This behavior has now been changed. The system will now try to find objectives in Past Achievements
when the previous appraisals do not contain a Future Objectives section. Following is an example.
Here is the full appraisal timetable for an organization which operates three monthly midyear appraisals
alongside annual appraisals:
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Appraisal No. (For
Reference Only)

1

2

Type

Annual

Mid -Year

Mid -Year
Mid -Year

Annual

Mid -Year

Period Start

1st Jan 2011

1st Jan
2012

1st Apr 2012
1st Jul 2012

1st Jan 2012

1st Jan 2013

Period End

31st Dec 2011

31st Mar
2012

30th Jun 2012
30th Sep 2012

31st Dec
2012

31st Mar 2013

April 2021

Objectives are brought

forward from

Future Objectives of 1

Past Achievements of 2
Past Achievements of 3

Past Achievements of 4

Future Objectives of 5

When the previous appraisal has no Future Objectives section, the system will instead bring objective
data forward from the Past Achievements section of this previous appraisal.

Competencies

The Competencies section type list the competencies associated with the job profile (or profiles)
assigned to the appraisee so that they can be rated against. In the below example, the check boxes
under 'Development Needs' allow the appraisee to mark competencies which she/he may need to work
on. The competencies with the checkbox enabled can later be copied to a Future Objectives section if

suitably configured.

The Future Objectives section can be set up using the following configuration:
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Basic Info
Section Title
Section Code

Dascription

Access Control

Visible for Statuses
] Started

] Completed
Allow edit by

@] Employee

W] Appraiser

V] Super-Appraiser

Competency Source

Competencies for assessment are selected from
/] Use competencies from job-profile

W] Use appraisee’s current competencies

7] Use competencies selected below

Display

.m Label Key Locale Farmatted Label

/] Use appraisee’s current competencies

[ Use competencies selected below

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
* Allow edit by
(See the description on the Free Text section)

® Rating Summary and Rating Summary Label Key
® Rating Scale
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Display

.m Label Key Locale Formatted Label

[#] Employee Rating appraisal heading. appraiseeRating Employee Rating
[¥] Appraiser Rating appraisal heading, appraiserRating Appraiser Rating
[¥] Agreed Rating  appraisal heading. agreedRating Agreed Rating
[[] Allow Copy
Rating Surmmary

Mone -

Rating Surnmary Label Key

Rating Scale
From rating scale @

Rating 1 E‘

@ From individual competencies @

Employee Ratings can only be edited when submitting:
Started |Z|
Appraiser Ratings can only be edited when submitting:

Started [»]

Agreed Ratings can only be edited whan submitting:
Started [=]

¥] Include ratings from individual competency in the average rating calculations
[¥] Hide rating until this section has been rated by both panies
[] Display required proficiency level on appraisals
[ Display appraisese's previous proficiency level

Properties

Copy Key

® Columns

Columns that can be incorporate on the past achievements section:

Competencies Competency Source (see the competency source below)
Employee/Appraiser Free Text

Comments

Employee Rating Drop down selector

Appraiser Rating Drop down selector

Agreed Rating Drop down selector

The competency column displays the competencies specified in the "Competency Source":

Option to include Job Profile based competencies in appraisals

If this option is checked, all the competencies of the job profiles assigned to the appraisee will be
selected for the appraisal. It does not matter if competencies in the job profiles are acquired by
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training, by assessment, or by ad hoc assessment methods. In other words, no filtering is done for
these competencies. By default, this option is turned on. If this option and the option to include
existing user competencies in appraisals are both checked, the selected competencies for the appraisal
would be the same as what are being selected for the past competencies appraisal section.

Option to specify the list of competencies to use in appraisals

Administrators can optionally specify an extra list of competencies to be included in the appraisal. The
list of competencies will always be added to the appraisal regardless of which competencies the
appraisees already have.

Option to include existing user competencies in appraisals

If this option is checked, all competencies awarded to the user will be selected for the appraisal. These
are the competencies shown in the "My Competencies" in Career Development. By default, this option
is turned on. If this option and the option to include job profile based competencies in appraisals are
both checked, the selected competencies for the appraisal would be the same as what are being
selected for the past competencies appraisal section.

Include ratings from individual competency in the average rating calculations

This option lets the HR manager who is editing the template to choose whether ratings from
competency section are to be included in average rating calculations when the source of the rating is
"From individual competencies".

The option by default is checked which means the competency proficiency level would be taken into
account when calculating the average rating in rating summary section.
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Appraisal Dimension

Appraisal Dimensions is a section type that allows comments and ratings to be made against a fixed
set of "dimensions".

Employee Comments Appraiser Comments MiA | Employee Rating | Appraiser Rating | Agreed Rating

Leadership skills 123 = 123

Manager's skills 1 123 sl Yas

Sample Appraisal Dimension

The appraisal dimension has the following configurations:
Basic Info

Section Title

Section Code

Diescription

]

Access Control

Yigible for Statuses
Started

Completed
Allow edit by
Employes
Appraiser
Super-Appraiser

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)

* Allow edit by
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(See the description on the Free Text section)

Display

Rating Scale
[nane) E|
[ e [Labeikey Losale Formatted Label

Employee Comments heading.appraisal. appraiseeCormments Employee Comments

Appraiser Comments  heading. appraisal appraiserComments  Appraiser Comments

[| Employes Rating Employee Rating
[ | Appraizer Rating Appraiser Rating
[ Agreed Rating Agreed Rating

[C] Hide rating until this section has been rated by both parties
Rating Summary

Mone E

Rating Surnmary Label Key

Properties

Appraisal Dimensions

Dirnension

4

w  Cancel

® Rating Summary and Rating Summary Label Key
®* Rating Scale

If ratings are required, a rating scale should be selected and the appropriate rating column(s) enabled.
If comments are required, the appropriate comments column(s) should be enabled. In this case, all
comments and rating columns are required and are thus checked.

Columns

Appraisal Dimensions Text areas

Employee's Comments  Text areas

Employee Rating Rating Scale
Appraiser Rating Rating Scale
Agreed Rating Rating Scale
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Goals Result

Determines on how goals will be added on the section. Below is a sample image on how a goal
selection appears on the appraisal review.

Goals
Goals within the target period of appraisal will be considered. 1 No
2 Partial
3 Yes
M/A Not Applicable for this Review
Focis on knowledge mgt 123 (restricted) TS
Improve technical writing A {restricted) 123 8

Once the Select Goals button is clicked, the menu for selecting menu is displayed as shown below:

Select Goals ®

AR ERICRC LM Organizational Goals

Jun 1, 2012 - Jun 30, 2012 Jul 27, 2012 Pending 0% 1%

Description
Aim to increase daily productivity by 5%

Measurement & Milestones
The number of tasks done per day

Progress Detail
Completed task 1 and 2 within 1 day

Status
Pending

The menu allows you to select which goals to add (Performance Goals or Organizational Goals). It
displays details such as start and Target Dates, Description, Measurement and Milestones, Progess
Details, and Status.

To add the goal, click the O Plus button positioned at the end of each goal. This section can be
configured when selecting the Goals Selection section types:
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Basic Info

Section Title

.Section Code

Diescription

Access Control

Yisible for Statuses
[¥] Started

[] Completed
Allow edit by

[¥] Employes

[¥] Appraiser
Super-Appraiser

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
* Allow edit by
(See the description on the Free Text section)

® Goal Selection
® Automatic All Selectable Goals will be added automatically.
®* Manual Allow goals to be selected from the appraisee's goals;Allow performance goals to
be created/edited from within the appraisal because once an appraisal is started,
appraisee's goal list will be locked and he will not able create/edit goals even they find
some goals missing or incorrect; Goals created within an appraisal will be included by
default.
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Display
Rating Scale
(none) E|
. Lozale Formatted Label

Ermployee Comments heading.appraizal appraiseeComments Employee Comments

Appraiser Comments  heading appraisal appraiserComments  Appraiser Comments

[] Employee Rating Employee Rating
|| Appraiser Rating Appraiser Rating
[ Agresd Rating Agreed Rating

[C] Hide rating until this section has been rated by hath parties
Fating Surmmary

Mone E

Rating Surnmary Label Key

Properties

Appraisal Dimensions

Dirnension

® Rating Scale
® Rating Summary and Rating Summary Key Label

Columns

Goal Selection Text areas
Employee Comments Text areas

Appraiser Comments = Text areas

Employee Rating Rating Scale
Appraiser Rating Rating Scale
Agreed Rating Rating Scale
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Future Objectives

Future Objectives sections allow the user to set objectives for the coming appraisal period. If
configured, user entered data can be copied from past achievements or past competencies sections
and can also be carried forward to the user's next appraisal.

The Future Objectives section can be set up using the following configuration:

® Section Title
® Section Code
® Description
® Visible for status

(See the description on the Free Text section)
* Allow edit by

(See the description on the Free Text section)
* Allow Copy and Copy Key

(See the description on the Free Text section)

® External Content URL
® With
®* Height
® Maximum Objectives
Enter the maximum number of objectives to be entered in the past achievements section.
®* Number of entries per objective
Set the number of entries per objectives.

® Columns

Columns that can be incorporate on the past achievements section:

Objectives Text Area
Target Date Date Selector
How Text Area

Details Text Area
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A

Access Control

“isible for Statuses
[@] Started

[ Completed

Allow edit by
[¥] Employee
[¥] Appraiser
[¥] Super-Appraiser

Display

External Content URL

Width
1]

Height
0

Min objectives
6 [x]
Max objectives
6 [

Nurnber of entries per objective
1

. avel ey Locale Formatted Label

[7] Objectives

[¥] Target Date
[#] How
Details

[T Allow Copy

Properties

Copy Key
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Career Development

The Career Development section type offers an objective defining matrix that is grouped by labels.
Users can enter as many rows under each grouping as required and, for convenience, the objectives
entered here will automatically be copied over to the appraisee's next appraisal.

Clear Selected

B Objective Target Date Action Required Cornpany Benefit Meastirerment.
Six Months

| inot specified) | |

| inot specified) | |

| inot specified) | |

One Year

] .___:(_no.t s_pec.iﬁe"j _.

| A - =

:(nﬁt s_pec.iﬁe"_)_.

Typically, the labels would be time intervals though they can in fact be any text up to 1000 characters in
length. The labels are specific to each Career Development Section and are configured under Career
Development Intervals. See Appraisal Columns for more information on how to configure the columns
in the table. The above form can be produced using the following configuration:
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| BasicInfo

mection Title

Section Code

Description

Access Control

Yisible for Statuses
Started

Completed

Allowe edit by
Employes

Appraiser
Super-Appraisar

| Display

. Lahil Key Locale Formatted Lakel

[T Objectives

Hiwy
Details
[¥] Measure

Target Date

Career Development Intervals

Label Key

Copyright © 2021, Learning Technologies Group, Inc. Page 150



PeopleFluent Learning 21.04 HR Administration

Goal Plan

April 2021

Users can create performance goals via the past achievements part or the future planning part of their
appraisal, and these goals will be viewable from the appraisal and in his/her own Performance Goal list.
After the appraisal is completed, the user can continue to manage his/her goals in the Performance

Goal area.

Goal Plan

-
S Ty e 2 = N (2 I
0% 9
0% B

Increase Sale by 25 % Jul 28, 2012 Pending Incraase salas by 25% 12%

Derrease Cost by 5 % lul 27, 2012 Fending 0% Imprave project planning techni ques 15% n

The Goal Plan section can be set up using the following configuration:

Section Title
Section Code
Description
Visible for status

(See the description on the Free Text section)
* Allow edit by

(See the description on the Free Text section)

Note: The goals created in the appraisal also shows in Career Development, Goals.
Basic Info

Section Title
Section Code

Description

Access Control

“isible for Statuses
Started

Completed

Allow edit by
Employee

Appraiser
[¥] Super-Appraiser
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Succession Planning

Succession Planning is a new section type that allows managers to establish the promotion
characteristics and retention risk for each of their staff:

® Users, with access rights to both Manage Menu and Appraisal Manager, can manage the
Succession Planning Section in an Appraisal Template with different question types and user
defined scores.

® Users, with access rights to do appraisals, can perform a Succession Planning Review in an
Appraisal.

* "Plot 9-box Promotion Potential Report" has been added to Review Bulk Action.

The section type is only available in the Sign Off step of the appraisal. At most one Succession
Planning section can be added to a Sign Off page.

® Access Control

As with all other appraisal section types, Section title, Section Code, Description, and Visible for
Statuses can be specified. This section type can be configured to Allow edit by the appraiser and/or
the super appraiser, but never by the appraisee at any point. Also, in the appraisal template, users can
configure the status under which Appraiser Selection must have been made when submitting the
appraisal form.

® Setting up Succession Planning Questions

In the Succession Planning section, at least one single choice question should be setup, with each
guestion associated with at least two answer options. There are three types of questions,

namely Promotion Potential, Retention Risk, and Reason for Leaving. For Promotion Potential and
Retention Risk question types, distinct non-negative scores should be given to the answer options for
future promotion/retention analysis.

To create a new question, click the "Create New Question" button at the bottom of the Display legend.
Once a question is created, Select a Type, enter the question Description and Option Description. If
necessary, click on the last empty option field to create new options, click the cross button at the right
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end of an option to delete the option, and click the gear button to popup the action menu to delete the
question.

Display

Question 1 &
Select a Type*

Promotion Potentiall=]
Promotion Potential
Retention Risk
Reason for Leaving

Options Descrption (Label Key)*
Descnption {Label Key)

Has the potential to move up two or more levels
Has the potential to move up a level

Woell suited to cument position

Needs to develop into current position

Unsatisfactory in current position

Question @

Reason for Leaving@

Dealete

Description (Label Key)"

Reason for Leaving

Options Description (Label Key)®
Description (Label Key)

Lack of career progression
More compensation
Returning to full ime education
Other reason

Unlikely to leave

® Update Restriction after the Appraisal Started

In general, any major structural change to an appraisal template is disabled after an appraisal has been
started using the template. In the Succession Planning section, after appraisal start-up, users cannot
add/delete questions/options or change the question type. Users can still edit the question description,
option descriptions and scores.

Display

Question 1 T &~

Select a Type™

e

Description (Label Key)®

Promote this guy to senior developer in 2013

Options Description (Label Key)*

T A TN
Promote 3 level to manager 99
Promote 2 level to senior 88
Suite current position 77
Unsatisfactory in current position 55

® Succession Planning Section - Review in Appraisal

After starting an appraisal with a template with a succession planning section, the appraiser or super
appraiser, but not the appraisee, can view the succession planning questions. Depending on the "Allow
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edit by" setting in the template, the appraiser or super appraiser may answer the questions (by clicking
the radio buttons).

® All questions must have been answered before submitting the appraisal form under the status as
configured in the template.

®* Any new attempt of the questions, if not explicitly saved/submitted by the user, will be
auto-saved after 5 seconds.

® After save, the scores of the selected answer options, as defined in the template, will be stored
in the system for further promotion/retention analysis (such as plotting the 9-box report).

(@] Print Preview

Performance Review for STUDENT U 1

1. Past Achievements o 2. Future Planning o ' 3. Sign Off )

sign Off

Succession Planning in Performance Review 2013

Succession Planning in Performance Review 2013

Potential for Promotion
Has the potential to move up two or more levels
Has the potential to move up a level
Well suited to current position
Needs to develop into current position

Unsatisfactory in current position

Rate the appraisee on the likelihood of their leaving the organization
2 Likely to leave within a year

) Likely to leave within three years

2 Likely to leave within five years

' Unlikely to leave

Leaving Reason

~) More compensation

) Returning to full time education
_! Other reason

~) Unlikely to leave

Click Submit to proceed to the next stage of this appraisal.

Setting Target Audience of the Appraisal Template

This feature allows the appraisal template to be visible or available for specific users only. To do this,
click on the name of the template you wish to configure.

Manage »

Appraisal Manager

m Status Category  Group Email  Appraisal Search

Bulk Actiorn |—:-| + Creat B
W[ Jromoiterame
] # hew Template < Inactive  Annual 0 Moy 5, 2012 1201 PM MOLIMA Alon
& New Template * Inactive Annual 0 Mov 5, 2012 9:45 AM MOLIMNA Alon
& New Template Inactive  Annual O Oct 31, 2012531 PM HUELGAS Andrew
8 Mew Template Activa Annual 1 Jul 16, 2012 10:18 AM MOLINA Alon
£ Default Ternplate Active Annual 4 dul 12, 2012 12:25 PM ADMINISTRATOR System
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The Appraisal Template Editor screen opens on a new window. Click the Target Audience Tab. Click
the Save button to keep the settings.

# NetDimensions Talent Suite Manage Center & SAP
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Appraisal Templates »

New Template review

General  Workflow  Ratings  Structure  JEIETG N LT

Users

A

In addition to the previously selected users, view permissions will be granted to anyone who meets
All of the following criteria

® Cne of the following criteria

Add criteria selector:

User Group v

On this tab you can set the target audience the following way:
® To select a specific user click the Users link. This opens the menu for selecting the user.

® You can also set criteria wherein the user(s) who will meet these criteria will have the permission
to view or use the appraisal template. To do this:

® Add the criteria using the Add criteria selector drop down menu, then click the Go butto
n.

Add criteria selectaor:

| User Group v |

User Group
Organization
Fole

User Attribute 1
User Attribute 2
User Attribute 3
User Attribute 4
User Attribute 5
User Attribute 6
User Attribute 7
User Attribute 8
Organization Attributes

® The selector of the selected criteria is displayed right after the Add criteria selector. For

instance, you selected the "user group" criteria; the user group selection box is displayed
as shown on the image.
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In addition to the previously selected users, view permissions will be granted to anyone who meets
@ All of the following criteria
) One of the following criteria

Add criteria selector | User Group E

User Groups L]

® Click the User Groups link to display the menu for selecting the user group.

® You can add another criterion using the Add the criteria selector from the drop down
menu. For instance this time you select Organization. The organization selection box is
displayed as shown on the image.

In addition to the previously selected users, view permissions will be granted to anyone who meets
@ All of the following criteria
@ One of the following criteria

Add criteria selector | User Group E|

User Groups [ ]

[ JES

Role

Once you are done in selecting the criteria, you may now select between the following:

All of the following criteria

Choosing this option means that all user who belongs to the selected user groups AND role will have
the access to the appraisal template.

A user who belongs to one of the criteria only will not be given the permission to view or use the
appraisal template.

One of the following criteria

Choosing this option means a user who belongs to any of the criteria will have the permission to view or
use the appraisal template.

For example, a user belong to the user group but not on the role specified on the criteria will still have
the access to view or user the appraisal template.

Resource Bundles

Most text entered in the appraisal template editor can be replaced with a bundle key so that text will be
translated to the target user's language in multilingual sites (provided the corresponding translations are
in the relevant custom.properties files).
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Create/Edit Section

Basic Info

Section Type: Past Achievements

Section Title
Section Code

Description

desc,hssessing Past_Performance

Access Control

Appraisal Enhancements

Multiple Active Templates

This enhancement allows more than one appraisal template to be active and as such, the user interface
of the appraisal template list has changed. The templates are selected with check boxes, and the
administrator can perform batch delete, activate, deactivate and clone on the selected items.

Manage »

Appraisal Manager

Status Category  Group Email ~ Appraisal Search

i Bulk Ac1iun E| Create Template |
I:l-
8 New Template Inactive  Annual MNov5, 2012 12:.01 FM MOLINA Alon
Fl %% New Template Inactive  Annual O Nov 5, 2012 9:45 AM MOLINA Alon
] & New Template Inactive  Annual 0 Oct 31,2012 5:31 PM HUELGAS Andrew
Fl & NewTemplate Active Annual 1 Jul 16, 2012 10:18 AM MOLINA Alon
[[] %% Default Template Active Annual - 4 Jul 12, 2012 12:25 PM ADMINISTRATOR System

Click Activate Selected. Selected items become active.
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Manage »

Appraisal Manager

QEIGIMEICE  Ctatus Category  Group Emaill  Appraisal Search

[Bacrcunte] o
Bulk Acti

Delete late Narme
Clone : emplate Inactive  Annual O Nov5, 2012 12:01 PM MOLINA Alan

[Termplate Inactive Annual 0 Nov 5, 2012 9:45 AM MOLINA Alon
8 NewTe mplate Inactive  Annual O Oct 31, 2012 5:31 PM HUELGAS Andrew
8 New Template Active Annual 1 Jul 16, 2012 10:18 AM MOLINA Alan
£ Default Template Active Annual 4 Jul12, 2012 12:25 PM ADMINISTRATOR System

Users can select the template from the list of active appraisal templates when they start an appraisal. If
selected, the system will generate an appraisal form with a structure as defined in the selected
template. The appraisal will then be tied to that template and will remain the same thereafter even if the
template is deactivated. As such, only templates with '0' as No. of Appraisals can be deleted.

LCreate New Appraisal x

Appraisal Template:

=]
-

Mew Template
Default Template

WACILIMNA Alon

Your Super Reviewer:

Save Cancel
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Audit Log for Status Change of Appraisal Form

Users with appraisal administrative rights can view the change logs of appraisals. To view the change
logs of an appraisal, click Change Logs when an appraisal is opened.

Change Logs

Performance Review for BLOW Joe

1. Past Achievemants -'» 2. Future Planning —., 3. Sign Off

Appralses’s Final Comments

The appraisal change logs display all the details of status changes associated with the current
appraisal.

Appraisal Change Logs

Close Change Logs

iblow Appraisoe Sep 28 2010425 PM Rarted SThiGE1

danny Appraiser Sep 28, 2010 426 P STAGE1 Staried waw
bl Apprases Sep 28, 2010 437 PU Staited STAGE1

danny Appraiser Sep 28, 2010 4:37 FM STAGE1 Starled

Ibiow Appraises Sep 26, 2010 439 FM SRansd STAGET

danny Apprakser Sep 26 2010 440 FM ETAGEY Started L=
Jblow Appraisee Sep 28, 2010 4:52 FM Sarted STAGEY

canny Apprasar Sep 28 2010 454 PM STAGEY Started wdl
Ibiow Appraises Sep 30, 2010 340 PM Started STAGE1

danny Appraiser Sep 30, 2010 3:41 P STAGE1 STAGEZ

ndasin Tupef-Appraser Se@ 30, 2010 £:41 P STAGEZ STAGED

danny Appraiser Sep 30, 2010 4:44 P STAGEZ Compizied

Prompt for Reason when Reversing/Re-opening Appraisal Status

The system will prompt for the reason of appraisal manual status change and appraisal re-open
actions. The reason is mandatory, and will be shown in the appraisal change logs.

¥oul can set ohjectives and review your perfarmancs with your manager using the

i P =
Appratsal process. our Job Profiles:

Maone Assigned
Your Responsibilities

Appraisal Template:

Wou are respoensitle for completing and submiming the appraisal to your managerfor  Danny Termnglate
reviesicornpletion.

Your Reviewer:
Managers Responsibilities

HLA Danny
Tha manager is responsibla far reniewing the appraisal and marking it a5 complate W
Raason for Appraisal Status Change X RS St Lol
ADMIMISTRATOR System

Plaase enter the reason for changing the _

appraisal status.

Meed to make minor adjustments to m

the appraisal.
Your Current Review Staius:
STAGE1 ~

Update Status Delade Apprassal

Cancel m

4 | Last Modified By:
ADMIMISTRATOR System
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Signature and Circulation Records on Sign-Off Page

The signature and circulation records are shown in the sign-off page of an appraisal if any of the status

April 2021

in the appraisal flow requires a signature. It displays the date and time that each status is completed,

and if the status requires a signature, the user ID of the signer is also displayed.

Appraisers Finad Commends

Oucstanding year. Keep up the good work

Compeance atiitude

Please recond here thi edent 10 wheth the indnitual Nas uneersiood and comiplied with all applicabie laws, nies. and regulabions. Please indicate the indiMouars gensdal
SMhude Towards compliancs

Saparale career development dialogue reguired
Appeaisee acceplance

Appeaiser acceplance

Appalzal Signatares snd Circulation

e
Started
STAGE1
BTAGE2
STAGES
Completed

Dt Subimitied | Sigied
Mo specific signaturg required Oct 15, 2010 336 PM

The input boxes for user ID and password are displayed at the appropriate status when a signature is

required.
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Appraiser's Fimal Comments

Outstanding year. Keep up the good work!

Please record ners Me extent i which T inchadual has understood and comphed with all spplicatie laws, rules, and regulabons. Please indicate ihe indiiduals general
Sfifude owards compliance

Separaie caresr development dalogue réquined
Apprases acceplance
Appraises scceplance

Apprasal Signatures and Circulation

T Dot Submond Smed

Started No specfic signalure raquired Ot 15, 2010 3738 PW

Ot 15, 2010 3:40 PM

STAGE1

STAGE2 User ID iblow
Password CLTTRTTE

STAGER

Complated

Submit Currest Review

Appraisal Search

This enhancement allows either of the following:

1. Managers to search for appraisee's' appraisal forms
2. Administrators to search for all users' appraisal forms

To access this function, click Manage Center> Talent >, under the Appraisal Manager click the Apprai
sal Search link.

s Talent Suite Manage Center & MOLINA Alon

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Compliance Analytics Competency Manager Goal Manager Appraisal Manager
Organization Analysis Library Goal Manager Templates

Org Summary Analysis Competency Models Appraisal Status Category
Appraiser Analysis Proficiency Levels Group Email

User Group Analysis Job Profiles —*&ppralsal Search

Assessment Management
User Search

The Appraisal Search page appears. Search for your employee's appraisal here. Use the following
filters to limit the search result.
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Appraisal Manager

Templates  Appraisal Status Category  Group Email  JaNVET

You can search for your employee's appraisal here. Use the following filters to limit the search result

Appraisal Template Appraisal Status Category Emplayee Family Name Employee Given Name
All = Al =

Appraisal Started From To

(not specfied) 'E'l g (not specified) '!‘. v

Appraisal Completed From To

(not specified) j ¥ (not specified) E ¢

Click on the link on User ID to launch the searched appraisal.

Appraisal Manager

Templates  Appraisal Status Category  Group Email

Y'ou can search for your employee's appraisal here. Use the following filters to limit the search result

Appraisal Template Appraisal Status Category Employee Family Name Employee Given Name
Al [=l| A [=]
Appraisal Started From To
(nat specified) ﬂ » (nat specified) ﬂ »
Appraisal Completed From To
(not specified) ﬁ (not specifiad) ﬁ
Results 1-2 of 2
I T S S S T S
- sara HO Sara Competencies Jan 29, 2013 10:35 AW = Started
- empno005 SANTOS Vina Competencies Jan 29, 2013 413 PM - Started

<< Page 10of 1>>

If your user account has the data access role 'Allow Review Employee All User Appraisals' set to Yes,
you can see all of the appraisals for all users normally visible to you. This is usually those users for
whom you are an appraiser. If you do have a system administration role then you may bbe able to see
appraisals for all users.

To open and perform administrative functions on appraisals, your user account must have the data
access role 'Allow User Appraisal Administration' set to Yes. If you open an appraisal that has not been
completed yet, the introduction page of the appraisal form is shown. You can make changes to
appraisal properties like reviewer or super reviewer. If the appraisal has been completed, the appraisal
form opens directly.

E-mail Template Editor for Appraisal E-mails

The Configurable Appraisal Workflow allows up to two e-mail templates to be selected per appraisal
status. Such e-mails will be sent when the performer submits the appraisal in the respective statuses.

® To send to the appraisee, the existing "Participant” recipient should be enabled
®* To send to the appraiser, the new "Appraisal Reviewer" recipient should be enabled
® To send to the super-appraiser, the new "Appraisal Super-Reviewer" recipient should be enabled
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E-mail Template Editor [ Om|as *x
_Tempiates NN
& W Sysiem Defaut Add new languags
i it [ oo A Copy
% ABPRAISAL WORIFLOW TRABHG En E2) =3 2D
RECQUEST
8 Appwercal Expuresd Mol abon
= Camrie Law Scheduled Repon s
= ot walid r[: APPRAISAL WORKFLOW TRAINING REGUEST
u Certific ation Amarded Message -
-mer of-Dufault Ceriific aticn Expiralion Spacify the sonder of the ¢-mail
& Copy of-Default Session Changed Email ADMINSTRATOR System (NDADMIN) =il
Inzlructor
= Copy o Onaut S Changes Emad
A B e Serd Messoge in "To” racipsonts | (o dis-abls "CL” options)
[
= enroliment confamahon ry Sidesc ] (rom P st bk W inbmaid vt ipmenls: for Ues s sage.
= Exam iemnplate adiior emad notific ation for Ta oe Srnilbed
fadesd ol
* Exam Template Email Notificaticn Appre 8
u Gmoneric Schedule Repon Complate Farlicigant &
u |30 Cantithc.ation ¢ omphition Drscl Apprarser .
1 JEA Sample E-mal Template HR Marsger e
& Wuln-lingual email test Conrse Specifec Instiuelons) N
= hotify bafons npnl:m_ol COMpetang g Default System Appreaver -
: g;:; :}‘;:“d Remindes Dedadt Sy stem Usen Admiresd ralor L]
N
u Sampie E-mad Tamplate [ PREERS Sl A .
= Schaduled Faun of Repod R301 Compleis Apprasal SuperFeviewer -4
§ Sission Comalation Notific ation Organization Approver .
u SUSMIT AGREED APPRAISAL Specihe Uner .
1 SUBMIT PENDING APPRAISAL - 8
= SUBMIT REVIEW APPRAISAL
= SUBMIT STARTED APPRAISAL Extemal E-mail L
¥ Task Approval Rermindes Miessnges may be sent bo one or meve extemal e4mad addresses. Use comma () ko separate mulbple sddresses
® Tesk
= Teat Evalustion Femindar
u Tost Params
o Tast Tormplano for anaky2ing issuis e
0 TestCer! emal Erder 2 new message er seesi iexi from cre of the predefned messages (Ehe i may be sitered for thes specific
message). Subsiiviien parameters are indscabed a8 {keywond | lext and oihers may be added unng the drop-down
k31 below
Language English

Group E-mail to Appraisal User

This enhancement allows administrator to send email to a group of users with specific appraisal role
and appraisal status. For example, send a email to all appraiser with Pending status to remind them to
review their appraisees' appraisal form.

To access this feature, click Manage Center> Talent >, under the Appraisal Manager click the Group
Email link.

L NetDimensions Talent Suite Manage Center

OVERVIEW  LEARNING TALENT COMMUNICATE USERS REPORTS  SYSTEM

Compliance Analytics Competency Manager Goal Manager Appraisal Manager
Organization Analysis Library Goal Manager Templates

Org Summary Analysis Competency Medels Appraisal Status Category
Appraiser Analysis Proficiency Levels

User Group Analysis Job Profiles Appraisal Search

Assessment Management
User Search

The Group Email page appears. Click on the link on To/Cc to select recipients of the email. The Select
To/Select CC screen appears.
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Appraisal Manager

Templates  Appraisal Status Category [EGUIISGEIM  Appraisal Search

Send group email to users with particular appraisal role and/or with particular appraisal status category

Send Details

To: 0 selected

- ) selected
Search for a user

Subject:

From here, the user can enter search keyword into the quick search box, and the system will return
matching results as the user types.

Send Details

To:

e
ST R Rt Select To Recipients _
APAC Stevey (STEVEY_APAC)
CALUMBA Ainee (NETD_AINEE)
CHAVEZ Ester (EMPNOOL0)
CHAVEZ Franco (NETD_FRANCO)
CRUZ John (EMPNOOO7)
DELEON Henry (EMPNOOO6)
EVANS Jon (JEVANS)
GURRALA Shravan (NETD_SHRAVAN)
I_HUELEEAS Andrew (NETD_ANDREW)

To open the advanced search interface, the user can click the "..." box beside the quick search
box. From this user selector, you can look for user with basic user information like User ID, Family
Name or Given Name; and appraisal related information like Appraisal Role and Appraisal Status.
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 Select To Recipients x
User ID Last Name First Name
Appraisal Role Appraisal Status Category
All = A [=]
Vertical View

Results: 0

Selected: 0

“#

The advanced search interface looks very similar to the original user selector pop-up box, but the user
can switch between horizontal arrangement and vertical arrangement for the search result box and the

selection box. After selection, the selected recipients will be displayed.

Send Details

4 selected

To:
SANTOS Vina (EMPNOQ05) = ADMINISTRATOR System (NDADMIN) = MOLINA Alon (NETDALON]) =

Search for a user
cc:
Search for a user

Subject:

The user can remove any user selection with the cross on the right-hand side.
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IENENG » ALCDUNILdI
Group-assign

Group Assign to users:
ADMINISTRATOR: System HUI Danny oty
LEARNER Mary LIM Garbo STUDENT Angel
STUDENT George STUDENT Jack
STUDENT Jane STUDENT Joe

STUDENT John Show all

Also, when there are more than 10 users are selected, only 10 user tokens are displayed in the user
selector box, and the "show all" button is displayed.

Note that the number of selected users is shown on the above the right-hand side of the quick search
box. Clicking the "show all" button will display all the user selected within the user selector box.

Super-Appraisers

The role, Super-Appraiser is used to cater for workflows where the appraisal needs to be
counter-signed by someone other than the appraisee or appraiser.

Default Template preview

General Ratings  Structure  Target Audience

Workflow Status C

= Collapse All + Create Status

I = Started

Code* @ Text to Display to User on Submission @
maximum 15 characters) appraisal.text,submitReview,BASIC.STARTED
STARTED
Category @

Started t

E-mails to Send on Submission @
1. Select
Status Description @ 2. Select

Started Require Signature @

Access Control ©
Ervores |

Ne Access No Access @ No Access
View View View
@ Perform 9 Perform Perform

Super-Appraiser

~ Completed (Last and Mandatory) o

Cnda* @

By default, only Appraisal Administrators can change an appraisee's appraiser or super-appraiser but
those involved in the appraisal can be granted permission to do the same under the General tab.
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Default Template (preview

Workflow  Ratings  Structure  Target Audience

Template Name™ a

Default Template

Peniod Start Date

[nat specified) P4
Penad End Date
(nat specified) t »

Appraisal Type
@ Annual

) Mid-Year

D Project
Template Status
© Inactive

® Active

isal
S
&) ¥ 1

Create Appraisal

Change Appraiser F ] E

Change Super-Appraiser (= £ £l

B Save

Involving a Super-Appraiser

If Super-Appraiser is involved in the workflow of the appraisal, his/lher name will be shown on the
appraisal landing page as well as the appraisal printed version.

Create New Appraisal ®

Your Reviewer:

A Alon

Change Reviewer ...

Your Super Reviewer: I

MOLINA Alan (NETDMOLIMNA)

 super Reviewer

Selecting a Super-Appraiser

With appropriate permissions and configuration, any user (except the appraisee) of the system can be
selected to play the role of "Super-Appraiser" via the appraisee's landing page under Career
Development > Performance Review. As counter-signing is typically done by the appraiser's
appraiser, the default Super-Appraiser prior to starting a new appraisal is the Direct Appraiser of the
Direct Appraiser according to system records.
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Appraisal Status Categories

With different workflows for different templates, reporting can become difficult if data across multiple
appraisal templates is required. Appraisal Status Categories can link statuses in any template such that
you can, for example, search for all appraisals currently in a status that is in the "Review" status
category.

The Appraisal Status Categories can be accessed via Manage Center > Talent > Appraisal Manager
> Appraisal Status Categories.

Appraisal Manager

Templates QENWVETERSENEReEEL N Group Email  Appraisal Search

Bulk Action [=] + Create Status

O T e T R
()

Started 0 appraisal status started

[E]1 Pending 3 appraisal.status_pending
[[] Review 4 appraisal status review
[l Agreed 5 appraisal status agreed

[[1  Completed 1 appraisal status.completed

An Appraisal Status Category will have a code that consists of any string up to a maximum of 15
characters. It can optionally have a label or label key (max 100 characters).

See Configurable Appraisal Workflow for information on where appraisal statuses can be assigned a
category.

Appraisal Columns

Past Competencies, Past Achievements, Future Objectives, Career Development and Single Choice
sections involve user data entry through fields displayed in a table. The columns that are included in
such tables are configurable on a section-by-section basis.

® Where the label key is user definable, administrators may use any heading text (or bundle key)
that best suits their purpose for the field.

* Where Allow Copy is available, using copy keys as described previously can allow users to flag
entries for copying and then copy them across to the linked Future Objectives section at the click
of a button.
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Column Field Appraisal Past Past Future Career Single Label Key
Type Dimensions Achievements Competencies Objectives Development Choice
Objectives Text Mandatory Mandatory  Mandatory User defined
Area
Target Date User defined
Date Selector
How Text User defined
Area
Details Text User defined
Area
Measure  Text User defined
Area
Appraisee Rating appraisal.heading.appraiseeRating
Rating Scale
Appraiser  Rating appraisal.heading.appraiserRating
Rating Scale
Agreed Rating appraisal.heading.agreedRating
Rating Scale
Allow Check User defined
Copy Box
Appraisee  Text heading.appraisal.appraiseeComments

Comments Area

Appraiser  Text heading.appraisal.appraiserComments
Comments Area
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Appraisal Missing Required Fields Flagging

Ratings and Single Choice selections (amongst other fields) are checked for when a performer
attempts to submit an appraisal. The example below indicates incomplete fields by using: italics for
parts, italics for tabs, a red message, and red asterisks:

Q] e-ivipreview | seve ]
Performance Review for STUDENT New
1. Past Achievements # 2. Future Planning 4 3. Sign OFf
Barformance Against Objeclves  Strengths and Areas for imarevement (g
0N saved. You should now procead 1o the naxl tab or, if there are no more Labs, the naxt part of the apptais
Taking Inta account perform ance against objectives and feedback from others, make an assessment of the employees cverall perform ance over the past 12
Has exceeded expectad parformance levals
Has melin moest or all specls
Has met in some aspects, fallen short in some aspects
Has not met expected performance levels
A Manraging sell and persanal skills Employes Rating. ‘Apptaiser Rating
A1 - Manage your own resources Select Level [=] Select Level [=] Select Lewel [+]
AZ Manage your ewn rescurces and professional developmant Select Level [=] Select Lavel [=] Selact Level [=]
3 Develop your personal neiarks Selact Lavel [=] Seloct Leve! [=] Selact Lewel [+]
iy cormens soorasrcommans | wa) pass e | dpraie g | pgrd s
Leadership skills [ | ] e o
Manager's skills 123 123 123
NI

The appearance of these indicators can be customized in the skin using the following class names:

Label CSS Class Names
Selected Part appraisal-part-selected
Completed Part appraisal-part-completed
Incomplete Part appraisal-part
Completed Page (Tab) completed-appraisal-tab
Incomplete Page (Tab) incomplete-appraisal-tab

Page Complete Message appraisal-message
Page Incomplete Message appraisal-warning

Incomplete Asterisk appraisal-warning

Depending on whether the appraisal is appraisee or appraiser driven and the number of steps in the
workflow, the status at which the rating or single choice selection is expected to be made will vary from
template to template. In order for the system to execute the appropriate checks at submission then, it is
therefore necessary to specify at which status the rating or selection should be completed. For ratings,
this is configured in the Ratings tab.
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Description kKay

Explanation Key

O |1 | |Did not mest expectations

| IAppraisee has failed to meet the objectives

O |2 | |Meets expactions

| iAppraisse has met the objectives

Display Format
© Icons
J @ Drop down selector

Started :l
Started :l

Agreed Ratings can only be edited when subrmitting:

Started :l

-

Employee Ratings can only be edited when submitting:

Appraiser Ratings can only be edited when submitting:

For Single Choice sections, this is configured in the section itself.

Super Reviewer Signing Off Appraisal

Adding Super Reviewer to the Sign Off Process

April 2021

It's common for an appraisal to require a third party, like the HR department or the department head, to
sign off on it beside the involved manager and direct report, especially if it concerns renumeration

changes based on the review process.

In the Sign Off section, it's possible to enable Super Reviewer Acceptance checkbox as well as the

Final Comments field for the appraisal.

Employee's Final Comments

Reviewer's Final Comments

Super Reviewer's Final Comments

]

Compliance Attitude

Please record here the extent to which the individual has understood and complied with all applic able laws, rules, and regulations. Please indicate the individual's general attitude toward compliance

Separate career development dialogue required
Employee Acceptance

With the super reviewer being able to sign off an appraisal, it adds value to show who is the super
reviewer in the administrative appraisal search screen.
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Appraisal Manager

Templates Status Category Group E-mail Appraisal Search

Appraisal Template Status Category Employes Last Name Employee First Name
2 [=] ]
Appraisal started from To isal completed from To
| J & e} &
Results 1 - 20 of 28
Bulk Action | =
C Employee. Appratsal Reviewer Super Reviewer Created On
£} BHILARYF bHilaryG (BHILARY) Appraisal_35tep BFENGF bFengt (BFENG) BROBF bRobG (BROB) Jun 5. 2014+
€8 BMICHEALF BMichealG (BMICHEAL) Appraisal_3step BFENGF bFeng (BFENG) BROBF bROBG (BROE) Jun 5. 2014+
¥  BSAM bSamG (BSAM) Appraisal_35tep BFENGF bfengt (BFENG) BROBF bRobG (BROS) Jun 5, 20144
& ORG1_121F Org1_121G (ORG1_121) Copy test ORG1_120F Org1_120G (ORG1_120) ORG1_100F Qrg1_100G (ORG1_100) Apr 29, 2014

April 2021

Also, appraisal reporting in the Report Wizard supports the new Acceptance and Final Comments fields
by the super reviewer as well as the Appraisee Right to Reply comment for reporting.

Report ID: RW_User_Appraisal

Properties Columns Grouping Order Filters Summary

Salact the columns you wish to include in your raport.

Ocxpand Al
» User Properties

+ Business Unit Details
+ Organization Attributes

= User Appraisal Proparties

7| Appraisal Template Name

Appraiser First Name Completed Date

[ Average Goal Rating [7] Sign OFf Appraiser Comments

[ Average Objective Rating. Sign OFf Carcer Development Dialogus

Sign Off Compliance Attitude

[1 Appraiser Last Name [ €reated Date
[¢ Overall Rating

7] Sign O Super Appraiser Acceptance
Appraisar Usar 1D 7| Sign Off Super Appraiser Commants
[ Average Appraisal Dimensions Rating

Average Competency Rating

[ Sign OFf Appraisee Comments Sign off Appraisee Acceptance

[ Sign OFf Appraiser Acceptance Status Category Code

Manual Appraisal Status Change Notification

Email templates can be set up for the scenario of an administrator manually changes an appraisal
status. On the particular status that the appraisal gets changed to, if it's been configured with a
notification email then the concerned users would be receiving an email about the status change.
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Appraisal | Prevew |

General WUUGLSIVUE Ratings  Structure  Target Audience

Workflow Status G
~ Collapse All
+ Started
Code* @ Text to Display to User on Submission @
(maximum 85 characters) Click Submit to proceed to the next stage of this
STARTED appraisal
Category @
None \
Status Description @ E-mails to Send on Submission @
1. SUBMIT PENDING APPRAISAL &
Started 2. Select

E-mails to Send on Reverting to this Status by Administrator @
1. Select

2. Select

# Require Signature ©

Access control @

Employes Reviewer ‘Super-Reviewer

® No access. ®! No access ® No access
View View View
Perform Perform Perform

Performance Appraisals

Appraisal fields can be set to Mandatory/Optional in an appraisal template. Now it would be possible to
turn a field on but specify that filling it in is optional.

Specifying Fields as Optional in Appraisals

The new "Mandatory" configuration is added per field. The configuration is active depending on whether
or not the field itself has been enabled. When Not Applicable has been enabled, users who have
checked the Not Applicable checkbox will not be required to fill out the field even if it has been
configured as Mandatory.

The list of fields with Mandatory/Optional configuration added:
PAST ACHIEVEMENTS

(Objectives)
Target Date
How

[ ]
[ ]
[ ]
® Detalils
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Label Key

Objectives

Target Date

How

Details

Mot Applicable  appraisal_heading. NA

Employee Rating
Reviewer Rating

Agreed Rating
Allow copy

[[JAutomatic Copy
Rating Scale

(none) B

[¥Hide rating until this section has been rated by both parties

APPRAISAL_DIMENSIONS

®* Employee Comments
®* Reviewer Comments

Label Key

Locale Formatted Label Enable Mandatory @

Mot Applicable
Employee Rating O
Reviewer Rating O
Agreed Rating O

Locale Formatted Label Enable Mandatory @

Employee Comments heading.appraisal.appraiseeComments Employee Comments

Reviewer Comments heading.appraisal.reviewerComments

Mot Applicable
Employee Rating
Reviewer Rating

Agreed Rating

[[Hide rating until this section has been rated by both parties

Rating Summary

None B

Rating Summary Label Key

PAST_COMPETENCY

®* Employee Comments
®* Reviewer Comments

* Need to add a Rating N/A

Reviewer Comments
Mot Applicable

Employee Rating O
Reviewer Rating O
Agreed Rating O
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Label Key

Employee

heading.appraisal.appraiseeComments
Comments 9-2pp PP

Reviewer Comments heading.appraisal reviewerComments
Mot Applicable appraisal.heading.MA

Employee Rating appraisal.heading.appraiseeRating

Reviewer Rating appraisal.heading.reviewerRating
Agreed Rating appraisal.heading.agreedRating
Allow copy

Rating Summary

MNone B

CAREER_DEVELOPMENT

® (Objectives)
* How

® Details

®* Measure

® Target Date

Input Label Key

Objectives
How
Details
Measure

Target Date

Career Development Intervals

FREE_TEXT

® Input

Input Type
Text Field |~ |

[CAllow copy

Mandatory

LEARNING_PATH
None

FUTURE_OBJECTIVES

® (Objectives)
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Locale Formatted
Label

Employee Comments

Reviewer Comments
Mot Applicable
Employee Rating
Reviewer Rating

Agreed Rating

Enable Mandatory @

[<]

BEEEEE

O

Locale Formatted Label Enable Mandatory

]

]

]

(]
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® Target Date

* How

¢ Details

Input Label Key Locale Formatted Label Enable Mandatory
Objectives ¥
Target Date
How
Details
[C]Allow copy

RATING_SUMMARY
None

SINGLE_CHOICE

® Input

DISPLAY

Display in summary

Mone EI

I [FIMandatory I
Single-Choice Options
Delete Label Key
O

[#]Hide rating until this section has been rated by both parties

TRAINING_HISTORY
None

SIGN_OFF

Employee Comments
Reviewer Comments

Super Reviewer Comments
Employee Acceptance
Reviewer Acceptance

Super Reviewer Acceptance
Compliance Attitude

Career Development Dialogue
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Display field Enable Mandatory
Display employee comments
Display reviewer comments
Display super reviewer comments

Display employee acceptance
Display reviewer acceptance
Display super reviewer acceptance

Display compliance attitude
Display career development dialogue
Display right-to-reply (will be displayed on a separate page) v

RIGHT_TO_REPLY
None

PROBATIONARY_SIGN_OFF
None

GOAL_RESULTS

®* Employee Comments
®* Reviewer Comments

Label Key Locale Formatted Label Enable Mandatory
Employee Comments heading.appraisal appraiseeComments Employes Comments
Reviewer Comments heading.appraisal.reviewerComments Reviewer Comments
Employee Rating Employee Rating O v
Reviewer Rating Reviewer Rating O v
Agreed Rating Agreed Rating O v

[[Hide rating until this section has been rated by both parties
Rating Summary

None EI

Rating Summary Label Key

PERFORMANCE_GOAL_PLAN
None

DEVELOPMENT_GOAL_PLAN
None

SUCCESSION_PLANNING
None
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After the setup of the appraisal, the appraisal fields generated will be based on the configuration. This
affects the validation on clicking save and attempting to submit appraisal.
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