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Evaluation User Guideline 
Version: 1.0 12-13-2013 

1. How to log into EEC
1) In IE 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.

Figure 1-1 EEC Login Page 

https://eecsystem.cn/
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2. How to go to Evaluation Application 
1) Click Evaluation Application under Evaluation. (See Figure 2-1) 

 
Figure 2-1 Evaluation Application Page Path 

 
2) It will open Evaluation Application Page. (See Figure 2-2)  

(See Appendix A for Evaluation Application Page Layout Introduction) 

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

3.1 How to do Multiple Peer Evaluations 
You can click the employee name to do the individual peer evaluation and also you can select multiple peers to 
do peer comparison evaluation. 

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

 
Figure 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). 
 

2) 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. 

 
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 

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) 
 

 
 

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

 
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. 

 
5) 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.  

 
 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) 
 

6) 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) 

 
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)  

 
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.  

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

 
 

3.3 How to Skip 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)  

 
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) 

 
Figure 3-8 Skip Peer Page with Selected Names 

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

 
 

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.  

 

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). 
 
 

mailto:eechelpdesk@syncsoftinc.com
mailto:eechelpdesk@jlahome.com
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5. Appendix A: Evaluation Application Page Layout Introduction 

 
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.  If it is 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: It’s the organization which the employee belongs to. If you want to see all employees 

under BDM, you can simply select the organization “BDM”.  
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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. 
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6. Appendix B: Evaluation Application Detail Page Layout Introduction 

 
Figure 6-1 Evaluation Application Detail Page Layout 

 
 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 / button to 

hide/show it. 

 
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) 

 
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. 


