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Evaluation User Guideline

Version: 1.0 12-13-2013

1. How to log into EEC

1) InIE browser, type EEC System address: https://eecsystem.cn/

2) In EEC Login Page, type your User Name, Password. (See Figure 1-1). EEC Helpdesk will send you user name
and password if you do not have an account. If you have a user ID but forgot the password, please click Forgot

Your Password? to reset your password.

(] REMEMBER ME (@) FORGOT PASSWORD ?

SIGN IN

Figure 1-1 EEC Login Page
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2. How to go to Evaluation Application

1)

2)

Click Evaluation Application under Evaluation. (See Figure 2-1)
Business Um

N i
]

-/, Evaluation

VN -

N -

| (] Evaluation Appiction
b

Figure 2-1 Evaluation Application Page Path

[t will open Evaluation Application Page. (See Figure 2-2)
(See Appendix A for Evaluation Application Page Layout Introduction)

Evaluation Infor. Hari
Evaluation Application — Search Criteria
| H 121152014 - 12/31/2014

| ] — W

Fame:

Function BUttons

ob Position: Organization Name:

gb Title:

Items:6 Page number:1/1 Paginal:20 Items ez = ] = = |1

go
| meme ] orvaniationtame | tovol | evoot (RSN ste | Emal | Lastupdated |00
Peer -

Wan Jiamin IAcct & EDI 3 ISupervisaur [ Inpen Iwanjanin@jachina.cum
-|:| Jessie Hu BDM 2 Supervisor open hulinjuan@jlachina.com
-|:| Wan Acct 4 Staff open wangmengyi@twhome.com.cn
-|:| Daisy Liu Acct 4 Staff open liudan@twhome.com.cn
-D Rita Shentu Acct 4 Staff open shenturun@ijlachina.com
\ Xue Tianhui Acct 4 Staff open xuetianhui@scmhome. com

Figure 2-2 Evaluation Application Page Layout
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How to do the Employee Evaluation

3.1 How to do Multiple Peer Evaluations

1)

2)

You can click the employee name to do the individual peer evaluation and also you can select multiple peers to
do peer comparison evaluation.

Put the checks for names you want to evaluate under Peer section, and click Evaluation. (See Figure 3-1)
Evaluation Application

Evaluation Name: [po1smmwE | Date: [1215/2014 - 12/31/2014 | Status: [open |
Name: | | Evaluation Role: ‘ V| Relationship: ‘ V|
Job Position: [ v| Organization Name: BOM,Acct & EDI,Acct,EDI Macols £ E State: ‘ V|
Job Title: | |

—_— =

Itemge6 Page number:1/1 Paginal:20 Ttems —— go
e e T I S T N T

Peer
Wan Jiamin Acct & EDI 3 Supervisor open wanjiamin@jlachina.com
Jessie Hu BDM 2 Supervisor open hulinjuan@jlachina.com

Wan Acct 4 Staff apen wangmengyi@twhome.com.cn
Daisy Liu Acct 4 Staff open iudan@twhome.com.cn
Rita Shentu Acct 4 Staff open shenturun@ijlachina.com
Xue Tianhui Acct 4 Staff open xuetianhui@scmhome. com

l-i'ig-ure 3-1 Select Multiple Peers to Evaluate

If you have more than one page peers to evaluate, you can use the top search criteria to only list the peer you want to

evaluate. In the above example, it only lists BDM organization peers. (See Appendix A for Evaluation Application Page
Layout Introduction).

It will open the Evaluation Application Score Detail page for multiple peers. (See Figure 3-2) (See Appendix B
for Evaluation Application Detail Page Layout Introduction) By default, it depends on your computer screen, you
may only see the first three or four names. If you have more people than it displays, you can simply move the
horizontal scroll bar to right in order to see & enter score for more names. There is no Max names you can
select to do multiple evaluations.

=l Evaluation Criterion:

Score Ranges Leve Description
10 Perfection Perfect, no improvement can be made at all.
8.5-9.99 Excellent ‘Outstanding performance, Excellent, exceeding job requirement in most areas.
7-8.4 Satisfactory Meet Job requirement, Good - Fair in performance, growth & improvement still needed.
5.6-6.9 Acceptable Meet entry level job requirement, limited in performance , improvement needed.
4.5-5.5 Need Improvement Unsatisfactory performance, need major improvement.
1-4.4 Unsatisfactory, Failed Fail to meet requirement, lacking satisfactory performance, Major improvement needed.
*Spedal Attention® Score must be between 1 and 10 Score is less than 5.5 or higher than 8.5, the comment is required.
e Dot T -
1. Job Acknowledge, Technical Skill & Creativity (% 8 B ARk peore: I:l Score: [ | score: [ | |seore: [ |
1. &Feh) (10.00%)
A) Technical acknovdedges & Skills Levels Comment: ‘Comment: Comment: Comment:
B) Job Creativity & Talents
©) Ability in adopting & learning new industry technology
2. Job Quality & Accuracy (I {4 5 2 #8 £) (10.00%) Ecore: l:l Score: Score: Score:
A) Provide quality job, pay attention to details
B) Work for perfection & have high accuracy level [Fomment: ‘Comment: Comment: Comment:
'C) Abiiity to provide high satisfactory work result
3. Working Attitude & Professional Dedication (T fE#& B Bak # Ecore: l:' Score: Score: Score:
E) (10.00%) |
A) Have a positive & dedicated working attitude [Comment: ‘Comment: ‘Comment: Comment:
B) Willingness in taking on new tasks and challenges
©) Honest & willing to accept other's critics
4. Problem Solving Skill & Ability, Independence (A£kiE S 5. Fcore: l:l Score: Score: Score:
o5 R 3 T fE 885 (10.00%) B
A) Be able to work independently and identify key issues Comment: Comment: Comment: Comment:
1B) Be able to find problem, and resolve it independenthy
Fcore: l:l Score: [ | score: [ | seore: [ |
V]
Fomment: [ | Comment: | | Comment: | ] Comment: | ]

Figure 3-2 Evaluation Page for Multiple Peers Layout
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3) Enter Score between 1 and 10 for each subject and click Save. (See Figure 3-2)
Comment is required for the the score is lower than 5.5 or higher than 8.5.
The total score formula is Sum of (Score of each subject * Score Percentage of each subject).
You can leave score blank if you are familiar with the certain evaluation glossary subjects of an employee. However, the total score

4)

5)

<>

<>
<>
<>

for this employee will be in red.

You will get below warning massage if submitting the incomplete score evaluation applications. You can go to Submit Page to
submit them. (See How to Submit Evaluations)

The score(s) for Amy Wang has/have been successfully submitted.

However, the score(s) for Daisy Liu, Rita Shentu, Xue Tianhui isfare not

submitted due to the incornplete score(s). Please submit them in the

submit page after further review.,

Once it is saved successfully, you can review the system automatically calculated total score at the bottom
right. (See Figure 3-3)

=l Evaluation Criterion:

Evaluation:
ENADIILY o LILCYTILY VAR 55 IR+ %4 38 0% FLIL L] LAU-UU7D)

i

Score Ranges Level

10 Perfection

8.5-9.99 Excellent

7-8.4 Satisfactory

5.6-6.9 Acceptable

4.5-5.5 Need Improvement
14.4 Unsatisfactory, Failed

=5pecial Attention™

Score must be between 1 and 10

Description
Perfect, no improvement can be made at all.

Outstanding performance, Excellent, exceeding job requirement in most areas.

Meet Job requirement, Good - Fair in performance, growth & improvement still needed.

Meet entry level job requirement, limited in performance , improvement needed.
Unsatisfactory performance, need major improvement.

Fail to meet requirement, lacking satisfactory performance, Major improvement needed.

Score is less than 5.5 or higher than 8.5, the comment is required.

A) Taking responsibility for assignment, follow through on projects

B) Work with strong principles and working ethics
C) Always reliable and accountable for each job assignment

8. Working Efficiency, Focus & Productivity (TfEfB. TIEXER Score:
FEEEF) (10.00%)

A) Ability to focus & execute assignment effectively with great effidency ‘Comment:

B) Abiiity to organize and prioritize on tasks & use resource wisely
€} Abiiity to work with high productivity

9. Team Spirit & Cooperation, Interpersonal Skills (BB & fER#E Score:
AERR) (10.00%)

)

sl

team

B) Put team’s best interest at heart and respect team’s dedsicn & direction
) Genuinely care for other team members, and communicate with team
member with great respect

10. Pro-Company Consciousness (X FRBE A7, A8ZEHRE) Score:
{10.00%)

A) Ability to demonstrate a positive attitude towards company dedsions ‘Comment:

B) Wilingness to support and follow company rules
C) Able to always set a positive tone on behalf of the company
D) Company’s best interest at heart and company’s best interest come first

‘Comment:

ta offer unconditional help vh there is a need in the (Commeniz

80

o o

SLure:

‘Comment:

Score:

‘Comment:

Score:

‘Comment:

Score:

‘Comment:

I D

| e

[ ot

Comment:

Comment:

Score:

Score:

Comment:

‘Comment:

5.90

Score:

6.50

Score:

6.30

‘Comment:

Comment:

Score:

5.70

Score:

Comment:

‘Comment:

sl I Total:

2.44

[ Sve | soome |
Figure 3-3 Evaluation Page for Multiple Peers with Total Score
Note: If there is any subjects missing the scores, total score will be in red.

Click Submit to submit the score. You will get the warning message below since the evaluation application
cannot be modified after it is submitted.
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If you click OK, the score will be submitted and you will get the successfully submit message below.

ih Submit successfully!

If you click Cancel, it will be not submitted. You can make further changes and submit it to HR whenever you are ready.
(See How to Submit Multiple Evaluations)

Once it is submitted, the checkbox for evaluation will be grayed out and the status will change to “Close”. You
cannot make further changes. (See Figure 3-4)

Evaluation Application

Evaluation Name: [porazmee | Date: [12r15r2014 - 127212014 | Status: [open |
Name: | | Evaluation Role: | V| Relationship: | V|
Job Position: [ V| Organization Name: BOM, Acct & EDI Acct EDI,Macols E| @ State: [ V|
Job Title: | |
[ evahate |[ submit |[  skip |
Items:6 Page number:1/1 Paginal:20 Items FEE— go
I S ey ) ey e S T T
Peer
[[] wan Jiamin Acct & EDI 3 Supervisor open wanjiamin@jlachina.com
[[] JessieHu BDM 2 Supervisor open hulinjuan@jlachina.com
Wan Acct 4 Staff 6.06 wangmengyi@twhome.com.cn 12/15/2014

[] DaisyLiu Acct 4 Staff 2.46 open liudan@twhome.com.cn 12/15/2014

[] Rita Shentu Acct 4 Staff 2.44 open shenturun@jlachina. com 12/15/2014

[ xue Tianhui Acct 4 Staff 1.89 open xuetianhui@scmhome. com 12/15/2014
Figure 3-4
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3.2 How to Submit Multiple Evaluations

To submit the evaluations which you have only saved, but have not been submitted to HR yet.

1) Click Submit, it will open the Submit User Page. (See Figure 3-5)

Evaluation Application

Evaluation Name: otazmz=s ] Date: -~ 121152014 - 12312014 | Status: [ |

— ‘Submit User page Search

Job Position: :

EEE ob Position: Organization Name: E State: open v @
Items:6 Page number:1/1 ab Title: l:l Complete Score

Items:3 Page number:1/1 Paginal:20 Items

EE el
Score

c= < > =

O v l-_-mm“-
[] 2essietu

[] AmyWang Daisy Liu Acct 4 Staff 2.46 open liudan@twhome.com.cn 12/15/2014

[[] Daisyliu Rita Shentu Acct 4 staff 2.44 open shenturun@jlachina. cam 12/15/2014

[] RitaShentu Xue Tianhui Acct 4 Staff 1.89 open xuetianhui@scmhome. com 12[15/2014

[ XueTianhui

Figure 3-5 Submit User Page

This page will list all employees you have saved the scores before. You can use the top Search Criteria to look for a

particular employee to submit. (Figure 3-5) Since the page layout is very similar as Evaluation Application Page, please
see Appendix A for Evaluation Application Page Layout Introduction.

2) Put the checks for the names you want to submit the scores and click Submit (See Figure 3-6). If you have more

. = =
than one page, you can click the next page number to see the names you have saved scores. =~ = 1

Submit User page

Evaluation Application

Name: | | Evaluation Role: | V| Relationship: | V|

Job Position: | V| Organization Name: E State: open W

Job Title: | | Complete Score | V|

sl
Ttemsgs Page number:1/1 Paginal:20 Items

<< = 1= >>

e e e B N I R T

Peer

Daisy Liu Acct 4 Staff 2.46 open liudan@twhome.com.cn 12/15/2014
Rita Shentu Acct 4 Staff 2.44 open shenturun@jlachina.com 12/15/2014
Xue Tianhui Acct 4 Staff 1.89 open xuetianhui@scmhome.com 12/15/2014

Figure 3-6 Submit User Page with Selected Names

3) You will get the warning message as below since the evaluation cannot be modified once it is submitted.
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4) You will

0 Are you sure to submit the selected user(s)?

get the successful message below and click OK to close the message.

; i! You have successfully submitted evaluation(s) for the selected user(s).

3.3 How to SKkip Peers

For the peer that you are not familiar with, you can remove them from your peer list by skipping them or d just do

not do their evaluations since you might work with them in the near future. You can only skip peers which do not
have the scores.

1) Click SKip, it will open Skip User Page. (See Figure 3-7)

Evaluation Name:

Evaluation Application

Name:

Job Position:

Job Title:

L]

2014552

| evaluate |[ submit || skip |

Items:6 Page number:1/1 Pagmar:2l

Serach Criteria

lob Position: Organization Name: @ State:

EE
Peer

OOg|mE oo

Wan Jiamin
Jessie Hu
Amy Wang
Daisy Liu
Rita Shentu
Xue Tianhui

) Search Al Info.

<= =1 === |l g2

I S ey ey N I A
Peer

[[] wan Jiamin Acct & EDT 3 Supervisor

Items:2 Page number:1/1 Paginal:20 Items

open wanjiamin@jlachina.com

[ 2essieHu BDM 2 Supervisor open hulinjuan@jlachina.com

Figure 3-7 Skip Peer Page

This page will list peer names that do not have the scores. (See Figure 3-7) You can use the top search criteria to look for

a particular employee you want to skip. Since the page layout is very similar as Evaluation Application Page, please see
Appendix A for Evaluation Application Page Layout Introduction.
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2) Put the checks for the names you want to skip and click SKip. (See Figure 3-8)

i Skip User page

Evaluation Application

Name: | | Evaluation Role: | V| Relationship: | V|

Job Position: | V| Organization Name: @ State: open W
< Job Title:
{ =] T
I

n Jiamin Acct & EDT 3 Supervisor open wanjiamin@jlachina.com

essie Hu BDM 2 Supervisor open hulinjuan@jlachina.com

Items: Page number 1/1 Paginal:20 Items -

i?igure 3-8 Skip Peer Page with Selected Names

3) You will get the warning message below and click OK.

e Are you sure to skip the selected user(s)?

4) Once it is successfully skipped, you will see the message below. System will automatically remove them from
your peer list. However, your name will not be removed from their peer list. Therefore, you will still be
evaluated by those you have removed from your peer list.

iE You have successfully skipped evaluation(s) for the selected user(s).

4. Where to get the help if you have question or problem

If you have any questions and issues during the evaluation process, please send email directly to
eechelpdesk@syncsoftinc.com (China User) or eechelpdesk@jlahome.com (Corporate User).
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5. Appendix A: Evaluation Application Page Layout Introduction

Function BUttons

Evaluation Infor.
Evaluation Application -

Date:

me: Evaluation Role:

Search Criteria

= Status:
Rel aflonshlpr

Organization Name: =3 State: |

ob Position:

b Title:
Cvaiamie et S T i

Items:6 Page number:1/1 Paginal:20 Items 1 N b '_;;

Peer
Wan Jiamin Acct & EDI 3 Supervisor open wanjiamin@ijlachina.com

[] JessieHu BDM 2 Supervisor open hulinjuan@jlachina.com

O Wan Acct 4 Staff open wangmengyi@twhome.com.cn

[] Daisy Liu Acct 4 Staff open liudan@twhome. com.cn

[] Rita Shentu Acct 4 Staff open shenturun@ijlachina.com
Xue Tianhui Acct 4 Staff open xuetianhui@scmhome. com

Figure 5-1 Evaluation Application Page Layout

5.1 Evaluation Info

¢
¢
<>

Evaluation Name: Name of Annual Employee Performance Evaluation.

Date: Start date and end date of Annual Employee Performance Evaluation.

Status: The status of Annual Employee Performance Evaluation. If it is in Open status, you can submit the
evaluation application. Ifitis in Close or Pending status, you can have the read only access. If it is in Complete
status, you cannot access it since it has been archived by HR.

5.2 Search Criteria

You can search for a particular employee you want to do the evaluation.

<>
<>

Evaluation Role: It is the evaluation role assigned to each employee such as Staff and Supervisor.
Organization Name: [t's the organization which the employee belongs to. If you want to see all employees
under BDM, you can simply select the organization “BDM”.

= I
Evaluation Name: [po1amEweE | = [JE’E [Open |
Name: | | = [ syncsoft A v
Job Position: | V| = |+ BDM | V|
Job Title: [ | [¥] Acct & EDI
[ Evaluate || submit || skip | [ Ecom & Dist
Items:6 Page number:1/1 Paginal:20 Items =2 DCorp. Software e — m
peer [1EEC Support
[] Wan Jiamin Acct & EDI L]Front End
[] JessieHu BOM Dloa
= Wan Acct g ﬁ com.cn 12(15/2014
0 |Daisy Liu b [ r&D-Ecom /1200
[] Rita Shentu Acct = JRetail 12/15/2014
[] Xue Tianhui Acct [ISoftware om 12/15/2014
[Isystem
= O
= O&%£AEES R "SRLa
LImtaek
LI v
Moo ] [@emi]
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< Relationship Type: The relationship of the employees assigned to you such as “Peer”, “Subordinate”,
“Supervisor” and “Self”.

< Status: “Open” means the evaluation has not been submitted and “Close” means it has been submitted.

5.3 Function Button

<> Evaluation: See How to do Multiple Peer Evaluations
<> Submit: See How to Submit Multiple Evaluations
< SKip: See How to Skip Peers

5.4 Assigned Employee List

Checkbox: Used to select the employees to do the multiple evaluations. It will be grayed out once the
evaluation application is submitted.
Name: Employee name and you can open the employee evaluation page by clicking it.
Level: It is the level of the organization name.
Score: The score given to an assigned employee.
Pagination: You will see the pagination if you have more than 20 employees assigned to you.
1 @ 45678>>>

R
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6. Appendix B: Evaluation Application Detail Page Layout Introduction

> %

me: Jessie Hu Organization Name: BOM Evaluation Role: Supervisor | )
Level Description \ (" Employee Infor. '
10 Perfection Perfect, no improvement can be made at all. -
8.5-9.99 Excellent Outstanding performance, Excellent, exceeding job requirement in most areas.
7-8.4 Satisfactory Meet Job requirement, Good - Fair in performance, growth & improvement still needed. Evaluation Criterion
5.6-6.9 Acceptable Meet entry level job requirement, limited in performance , improvement needed.
4.5-5.5 teed Improvement Unsatisfactory performance, need major improvement.
Unsatisfactory, Faied Fail to meet requirement, lacking satisfactory performance, Major improvement needed. Scores &
5 it be hetween 1 and 10. Score ioless than 5.5 or higher than 8.5, th £ ed Comments
Technical Skill & Creativity (¥ & 818 RE R0, SI3E) (10.00%)
A) Technical acknowledges & Skills Levels
B) Job Creativity & Talents Comment:
C) Ability in adopting & learning new industry technology
2. Job Quality & Accuracy (T &5 & #ERE) (10.00%) Scare: I:l
A) Provide quality job, pay attention to details
B) Work for perfection & have high accuracy level Comment:
) Ability to provide high satisfactory work result
3. Working Attitude & Professional Dedication (1" B B & - #5) (10.00%) Score: I:l
A) Have a positive & dedicated working attitude
B) Willingness in taking on new tasks and challenges Comment:
€) Honest & willing to accept other's critics
4. Problem Solving Skill & Ability, Independence (i EEEY. H5RBTT{EEEH) (10.00%) Score: l:l
A) Be able to work independently and identify key issues
B) Be able to find problem, and resolve it independentty s
5. el Hotwation, D, Intintves (7 fE B354 8 448) (1000%) A E—
A) Seff-Disciplined on attendance, and all company policy without supenvision
B) Selff-Motivated with new challenges & new tasks Comment:
) Taking initiatives in new assignments, suggestions
6. Communication Skill & Ability (F& 2 0 L8 6984 2 #715) (10.00%) Scare: I:l
A) Clear & predse communication verbally with co-worker
B) Clear & predise written communication & documentation Comment:
) General communication Skill in day to day work assignment
7. Reliability & Integrity (R F 35, MRl #8536 0) (10.00%) Score: I:l
A) Taking responsibility for assignment, follow through on projects
B) Work with strong principles and working ethics Comment:
€) Ahuays reliable and accountable for each job assignment
8. Working Efficiency, Focus & Productivity (TfERB. TiEMERLEEE) (10.00%) Score: |:|
) Ability to focus & execute assignment effectively with great effidency
B) Abiiity to organize and prioritize on tasks & use resource wisely Comment:
(C) Ability to work with high productivity
9. Team Spirit & Cooperation, Interpersonal Skills (B B\ & fER# R AFZR) (10.00%) Score: l:l
A) Willingness to offer unconditional help whenever there is 2 need in the team
B) Put team’s best interest at heart and respect team's dedsion & direction Comment:
€) Genuinely care for other team members, and communicate with team member wiith great respect
10. Pro-Company Consciousness (¥ B RIEE£5. £9F FHEHE) (10.00%) Score: l:l
A) Ability to demonstrate a positive attitude towards company dedsions
B) Willingness to support and follow company rules ‘Comment:
©) Able to always set a positive tone on behalf of the company
chmpan)/s best interest at heart and company’s best interest come first /

Save & Submit

[C_seve || submie D
Figure 6-1 Evaluation Application Detail Page Layout

(Total Scores | (Totak
S—

Employee Info.: Employee Name, assigned Organization Name and Evaluation Role.
Evaluation Criterion: The score range for each subject. (See Figure 6-2) You can click =l / Zl button to

hide/show it.

Evaluation Criterion: Score Ranges Leve
10 Perfection
8.5-9.99 Excellent
7-8.4 Satisfactory
5.6-6.9 Acceptable
4.5-5.5 Meed Improvement
1-4.4 Unsatisfactory, Failed
“Spedal Attention™ Score must be between 1 and 10

Description

Perfect, no improvement can be made at all.

Outstanding performance, Excellent, exceeding job requirement in most areas.

Meet Job requirement, Good - Fair in performance, growth & improvement still needed.
Meet entry level job requirement, limited in performance , improvement needed.
Unsatisfactory performance, need major improvement.

Fail to meet requirement, lacking satisfactory performance, Major improvement needed.

Score s less than 5.5 or higher than 8.5, the comment is required.

Figure 6-2 Evaluation Criterion
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< Evaluation Glossary: The evaluation glossary assigned to each organization. The glossary contains several
subjects. Each subject has several Contents. The Score Percentage for each subject is located at the end of
the subject. Supervisor and staff might have the different glossaries. (See Figure 6-3)

Subject [ Score Percentage ] Content

d d O
1. Job Knowledge][20.00%)
2t ns of eacl epa = arganizanion as well as company s culture.

B) Knowledge of installing & troubleshooting software & hardwate for all company’s application & equipment. (Computers, servers, and etc.)
) Knowledge of company’s operating systems, server system and back up system.

D) Knowledge of maintaining company’s email system through email provider.

E) Knowledge of technical security to protect company’s data & equipment from outside hackers and wirus.

Figure 6-3 Glossary Definition

< Score & Comment: It is requried to enter the score for each subject. The score must be between 1 and 10. If
the score is lower than 5.5 and higher than 8.5, the comment is requried. (See Figure 6-2 Evaluation Criterion)

< Total Score: System will automatically calculate it. The formula is Sum of (Score of each subject*Score
Percentage of each subject).

< Save & Submit: Save the score and submit it.
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