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Evaluation User Guideline (Sync)

Version: 1.0 12-23-2013

. How to log into EEC

In [E browser, type the address below.
Internal: https://192.168.20.10/EECSystem
External: https://61.130.10.180/EECSystem

In EEC Login Page, type your User Name, Password and Check Code. (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.

Who We are ...

E&E Co,, Ltd is a globally integrated company specializing in providing quality
products for every lifestyle. From Home Fashion to Apparel, pet products to decorative
accessories. we provide strategic market and design directions, manage production and
distributicn for our retail trade partners. From concept to final product, our giobal design
and product develocpment teams collaborate with each individual customer to create and
source products, that not ocnly meet their objective but consistently deliver strong
profitability.

Founded in 1583, E&E has grown rapidly. Our success begins with a unique business

model that offers depth and breadth of capability unmatched in the industry. Our talented

design team bring criginality and freshness to each fashion season by researching and
understanding market and trend evolution. From licensing te private label, our collective

design experience and production execution are the foundations for our success at retail.
Using innovative tools and strategies, E&E creates synergies in design,global sourcing and

manufacturing.

Figure 1-1 EEC Login Page

User Name

Password

Check Code: |:] 88~86

[Jremember User Name

[v ok | [ Reset |

| Foraot Your Password? |
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2. How to go to Evaluation Application

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

N

N, Evaluation

| (S Evaluation Applcaion ). |
L] 3

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)

Search Criteria

Evaluation Info.

Function Buttons

| Assigned Employee List .

aluation Name [2013 US Evaluation ] Date: iy A Evaluation Status: [Goen
Hame: Evaluation Role: ~ Relatonship TUpe: 1 ~
[Alter Name: Organization Name: v Status: o
Eeaiiation || Sabaut e 7 et [T A
LER Z 24 B
1 = I

TeEmE156 Page numberii/8 Paginalio0 fems

Self
[0 hnadn Saoftware 3 Supenvior
Supervisor
[0 dusne.baley w 2 Supenvisor
Subordinate
[ lnzhw Software: 3 statf
0 nzheo Software 3 statf
Peer
[ cosFul Sales1 3 ‘Supervisor
[ TracyBames Sales1 3 ‘Superviar
[ Devid wright{Canada Office) sales10 3 Supervsor
[ e Cardemss Sales1l 3 ‘Superviser
[0 |GoeZechery salesia 3 Superviscr
[ scatt Hovard Sales3 3 ‘Supervisar
[0 move salest 3 superviser
[ amBemersan Saless 3 ‘Supervisor
[0 ynngosswan Saless 3 Supervisor
[ CwStoup Sales7 3 Supenvisor
[0 rthurviente Saless 3 Supenvisor
L1 scomtvhite Salesd 3 ‘Supervisor
0 sadal Salesl 3 ‘staff
(1 Dot Hodur Salest0 E staff
[]  Matine Tavior Sales10 3 stalf
(] |esterlobo sales1o 3 staff

nina.jin@izhome. com

duane. belsiey@jizhome. com

ian zhu@jlahome.com
Jane zhaofahome.com

gna.fruk@jlsheme. com
tracy.bames@jisheme.com
d.wrightajiecanada.con
arita.cardenas@jishome. com
@ina.zachary@lahcme. com
scotthoward@jahome.com
. cdelyiahome. com

‘ann. reynertson@jlahome.com
lynn rossmansjahome. com
hip.stroup@johome. com
arthus.vientejshome.com
scott white@jahome.com
hsa.hal@fehome.com
d-hadur@lacanada.com
n.tayiorGahomecanada. com
pIobogjishomecanada.com

Figure 2-2 Evaluation Application Page Layout

Page 2



SYNU

3. How to do the Emplovee Evaluation

3.1 How to do Self Evaluation

You are required to do self-evaluation. It is mandatory.

1) Click iour name under Self section.

Self
O Nina Jin ‘, IT3 (Software) 3

2) It will open the Evaluation Application Detail Page. (See Figure 3-1)
(See Appendix B for Evaluation Application Detail Page Layout Introduction)

12 Does not mest requirement Fals to mest requirements

)

n) c: the funchons of each within the organization 3< wel 35 company’s calture.
B) Knowiedge of instaling & troubleshooting saftware & hardware for all company's application & equipment. {Computers, servers, and ete.)
[C) Knowledge of company's aperating systems, senver system and back up systen.
) Knoviedge of maintaining company's emall cystes through esal peovad

4 technical to protect company's data & equipment from outside hackers and virss.
2. Quality of Work and Accuracy{20.00%)
[A) Time and accuracy to diagnsi, troubleshaot & resolve company i ge, networking and connectiy
[B) The Accuracy rate b provide remate tech support bo out of state offices in 2 timely fashion.
C) Albsity bo effectively mainkan company'’s computer systems (desk top & laptops)
D) Be able to utize up and to wpdate and b nokogies.
E) Abiity to assistin resolving issues with Hacola & EEC connectivity to company's computers.
3. Work Focus and Efficiency(20.00%)
[A) Be able to soive the problem in a tmely manner,
[B) Abifty to ewecute assigned department project effectively with 2 satisfactory end resuki.
) Abity to respand and rescive technical isues within 24 hours of coourrences.
D) bty to prioritize tise and resource using 820 ruke vith great efficiency. (Defined as Focus 80% resource & effort to 20% of prajects which produce 80% of the total result).

4. Commamication Skills{15.00%)

) Clar, concie, and tively i oleague on chna)

[B) Abiity to maintsin ip k and vend 5 cation systest.
) Abikty o peroackwely provide altemative and constructve solubions to manager of techecal sues.

5. Team Work Interpersonal Shills{10.00%)

[A) Wilingraess bo folow company’s teammork direcbon and aboksh poltcs.

) Wilingness to theres 2 need.

€} Conmunicate to coleagues with respect, and orly express ssues/concems of coleagues through the 1 Department or Hever make neg: ts

6. Attendance/Working Manner(7.50%)

[R) Properdy advises company of PTO for al perscnal Eime offin a tmely fastion by own intiative.
1B) Adheres to estabihed work hours and a schedule that enbances productivty.

) Demonstrate self-discipine by working without superviser's oversight.

7. Pro-company(7.50%)
[A) Abiity to d  positive attitude toward: ¥ dedisions, worki L and only ' the proper chasnels.
B) willngness to support and fikow company’s quidsines.

) &bl to ahuays set 2 postve tone on behaf of the company.

Emm«se Name: [in3 Jin 1 Organization Hame: |12 (Sofware) Evaluztion Role: [suparvisar
Evaluation Criterion: Score Ranges Lavd Desripaon
» Oustanding Exceedt requremint
& Exceeds Requrement Censistency meets and occasionaly exceeds requiement
57 Meek Requirement Hermaly meets requrements, performs as eqected
34 Needs Improvement Has mot performed as expected, improvement is needed

Evaluation Criterion

Evaluation Glossary

e conmen

Sere: |

Score:

Score: l

Seare:

Comment:

Sore: [

Comment:

Total Score

}-{l’ulﬂ:

l Self Summary -'E

Scif Summary BT e E:

Suggestion MEE T

|| swve | subm Ir'{ Save & Submit J
Figure 3-1 Evaluation Application Detail Page Layout

3) Enter Score between 1 and 10 for each subject and write down Self Summary and Suggestion and click Save.

(See Figure 3-2)
<> Comment is required for the the score is lower than 4.5 or higher than 8.5.
<> The formula is Sum of (Score of each subject*Score Percentage of each subject).

<> Self summary is required and you can write it in Chinese or English. If it is Chinese, you need include a

brief English summary. Suggestion is optional and can be in Chinese.
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4)

5)

N

Evalual

1. Job Knowledge( 20.00%)
a) of Ehe functiens of cslture.
nstaling & hardware for ll company's pplcation & equpmant. [Computars, servers, sed skc.)
c systems, server .
B) Enontedge o
v o protect & equpment from outside hackers and vinss.
2. Quality of Work and Accuracy [20.00%)
A) Teme: o dagnoss, nebworking
B) The Accuracy rate s - )
C) bl to effectvely computer (des top & itaps)
0 Sestierw e i nclogies.
‘Albity 10 asSt 0 res0MNG SsUes With Macols 5 EEC CONNectvEy be COMaNy's Compaters.
3. Work Focus and Efficency(20.00%)
A)n.mnumm-wu—...mm
B) Ablity to ed ectively with

(%M(uuwﬂwwdw%’lh—v-’u(wrcw
{Defined as focus B0% resouce & effort to 20% of projects which produce 50% of the total result).

s

A) Clear, concise, wth China)
8) ] s system.
C)Ahllvln o
('S, Team Work /Interpersonal Skils(10,009%)
A) Wilngness to fobors company's teamock drection and abolsh poltics,
l)mss!n olfer uncondbons help wheneves theie is a need.
olesgue s v L e comments or
6. Attendance /Working Momner(7.50%)
A) Prearty PO for a persona e off i
€) Demonstrate self-dscpine by worting withcut supervsor’s aversght.
7, comgany(7 50}
posit ORIy decming, and onky progeer channels.

)W‘-w o support and follow compenns
€) Able to shways et a poskive tone on behall of the company..

[Emplayee Hame: Mina in Organization Mame: T3 (omware) Evaluation Role:
= Evaluation Criterion:  geore Range Levd Deseription
1w Gutstandng Exceeds requement
&0 Exceeds Requeenent Condtency meets and sccasionaly exceads requrement
B Pheet Requrement ormaky meets requierents, performs o5 expected
4 Needs improvement a5 expected,
12 Do not meet requsement. Fats o meet requrements

lower than -
min score
conments

semine. T
shoala e

Iopman
T Gthar Teasons.On the Sther

|

Figure 3-2 Self Evaluation Page with the entered score

Once it is saved successfully, you can review the system automatically calculated total score at the bottom

right. (See Figure 3-3)

aslture.
hardware for al company's applcation & equpmant, (Computers, senvers, and ste.)

) Systens, server
D) Knowledge o

¥ to protect & equpment from outside hackers and vinus.
2 Qualty of work and Accuracy(z0.00%)
A) Tene En dagnosss, nebworking

B} The Accuracy rate ta pe 4
C) bty to meﬂ;mmgﬂd&w&w

D) B abie to utze u S
Ay b acmint I ek e e i & e ity b ey e
3. Work Focus and I ]

Qi Feopaed s resciv bothricl e vithin 24 b o SwrinCHR:
(Defined as focus 80% resource & effort tn 0% of projects which produce 8% of the total resut)

4. Comemunication Skills{15.00%)

A) Clear, concie, China)

) bty to mantan a s srstem.

) Abdity ko to
5. Team et [ e

A) Villengnes to follow compamy’s teammrvoek deection and abolsh pobiis,
l)wss!n nrhr help wheneves there & a need.
obesgue s v = Never comments o

6. Attendamce,/Working Hamner(7.50%)
e e s e e

C) Disanstrate self-dciplne by working wRCUE SUperviSors oversght.

7. Pro-company(.50%)
A) Ay company decisans, and anby ough the proger channels,
)vﬂnw o suppart and follow company's

) Al ta shwmys 524 & poskie bone on behal of the company.

pezro E vhe memn
warem and mhey wane = Efeon .
Smmnm.Firmely. e shouls fozar
Crmatic emr.and wo on.AT @

m on regular cime.It is impo:

[Employee Hame: Nina Jin Organization Mame: T3 (Bohwars) Evaluation Role:
==tz tein i . ~cou Fanges Levd Description
1 Outstandng Exceeds requrement
9 Excerds Requresent Consstency meets and occasonady exceeds roqurement
w7 Teeet Fequrement tioemaby meets requeements, pesforms as epected
B eeds Improvemen a5 expected,
12 Cocs not meet regurement Fa s et pesuseenments

G
i nn

besr performance fo

=

30

lower than -~
min score

coming. T

' Figure 3-3 Self Evaluation Page with Total Score

Click Submit to submit the score. You will get the warning message below since the evaluation application

cannot be modified after it is submitted.

e Are you sure to submit 7

OK ]| Cancel
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< Ifyou click OK, the score will be submitted and you will get the successfully submit message below.

Submit successfully!

< Ifyou 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, Submit and Save button will be grayed out and the status will also change to “Close”. You
cannot make further changes.

I S =S Py Y I S NN
Self

Mina Jin IT3 (Software) 3 Supervisor 7.49

3.2 How to do Supervisor / Subordinate / Peer Evaluation

< You are HIGHLY recommended to evaluate Supervisor. You can be assured that all your evaluation input will
be kept 100% ANONYMOUS. (See Evaluation Result)

< Subordinates evaluation is required.

< Itis not mandatory to perform peer evaluation. However, your participation is highly recommended &
appreciated. You can skip the peers who you are not familiar with, (See How to Skip Peers) or leave it without
submit the evaluation if you will work with them in the near future.

1) Click the name under Supervisor ( Or Peer, or Subordinate ) section
- ———

Self
Mina Jin IT3 {Software) 3

Supervisor

duane.balsleyw IT 2
[

2) It will open the Evaluation Application Detail Page. (See Figure 3-4)
(See Appendix B for Evaluation Application Detail Page Layout Introduction)

[ ] Organization Hame! I Evelusonro [uparvinar

= Evamuaton Criterion: | scoe Ranges

Lot

Figure 3-4 Supervisor Evaluation Application Detail Page Layout
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3) Follow the same steps as < Self Evaluation > step 3 - 5, to enter score in each required subject. Click Save to
save the score, then, whenever you are ready you can submit to HR. (See How to Submit Multiple Evaluations)

3.3 How to do Multiple Subordinate or Peer Evaluations

You can also select multiple Subordinates or Peers to do the multiple evaluations at once which can help you to
compare and save time.

1) Putthe multiple checks for names under Subordinate section or under Peer section, and click Evaluation.
(See Figure 3-5 :

Evaluation Application

Evalution Name: Date: Evaluation Status:

Eualuation ol et s
G stat:

Name:

Alter Name:

ms:155 Page number:1/8 Paginal:20 items

lina Jin 173 (Software) 3 Supervisor 749 Closed nina.jin@jlahome. com 05/21/2013
Supervisor

duane.balsley m 2 Supervisor 896 Open duane.balsley@ijlahome. com 05/22/2013
Subordinate

Ian Zhy 173 (Software) 3 staff Open ian zhu@jlahome. com

Lin Zhao T3 (Softwiare) 3 staff Open lane.zhao@jiahome. com

Figure 3-5 Select Multiple Subordinates / Peer Selection

2) It will open the Evaluation Application Score Detail page for multiple subordinates. (See Figure 3-6) (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 Outstanding Exceeds requirement
89 Exceeds Requirement Consistency meets and occasionally exceeds requirement
57 Meet Requirement Nomaly meets requirements, performs as expected
34 Needs Improvement Has not performed as expected, improvement is needed
2 Does not meet requirement Fais to meet requirements
=Special Attention” Score must between 1 and 10 Score below 4.0 or above 9.5 requires 3 comment.

T T
1. Job Knowledge(20.00%) score:  |[z5 Score: ’='¢ B

A) Complete knowledge of the functions of each department within the organization as wel as company’s cuture.
B) Knowledge of instaling & treubleshuoting software & hardware for all company’s appcation & equipment. (Computers, servers, and etc.) Comment: |[Tre scoze A comment: (e ~
©) knowledge of company's operatng systems, server system and back up system. Eeiow 1.0 bl
D) Knowiedge of maintaining company’s email system through emai provider. v v poove 9.8 v
E) Knowledge of technical security to protect company’s data & equipment from outside hackers and virus. Fequires a Ieguires =
2. Quality of Work and Accuracy(20.00%) Score: Score:
A) Time and accuracy to diagnosis, troubleshoot & resolve company issues related to usage, netwiorking and connectivity.
B) The Accuracy rate to provide remote tech support ta out of sate offices in a tmely fashion. Comment: Comment:

to effectively maintain company’s computer systems {desk top & laptops}
D) Be able to utiize up and coming technologies to update and mprove company’s communication technologies.
E) Abity to assist in resolving issues with Macola & EEC connectivity to company’s computers.
3. Work Focus and Efficiency(20.00%) score: [ | Score:  [arm ]
A) Be able to solve the problem in a tmely manner.
B) abiity to execute assigned department project effectively with a satisfactory end result. Comment: Comment:
€) Abilty to respond and resofve technical issues vithin 24 hours of occurrences.
D) Abilty to prioritize time and resource using 80/20 rule vith great efficiency. (Defined as focus 80% resource & effort to 20% of projects which produce 80% of the total result).
4. Communication Skills(15.00%) score: [3 | Score [sam ]
A) Clear, concise, and timely daiy ications with colleague on al technical issues (U5 & China)
B) abiity to maintain a smooth interactve relationship with colleagues and vendors on company’s network/communication system. Comment: Comment:
©) Ability to proactvely provide alternative and constructive solutions to manager of technical issues.
5. Team Work;/Interpersonal Skills(10.00%) score: |[g | s [ ]
A) wilingness to folow company’s teamwork direction and abolish poitics.
B) Wilingness to offer unconditional help whenever there is a need. Comment: Comment:
€) Communicate to colleag respect, and only oncerns of colleagues through the HR Department or department managers. Never make negative comments or remark behind the employee’s back.
6. Attendance Working Manner(7.50%) score: [ | Score [ ]
A) Properly advises company of PTO for al personal tme off in a tmely fashion by own intiative.
B) Adheres to established work hours and a schedule that enhances productivity. Comment: Comment:
©) Demonstrate self-discipine by working without supervisor's oversight.
7. Pro-company(7.50%) Score: [e | score: [ |
A) Abiity to demonstrate a positive attitude towards company dedisions, working related issues, and only communicate concerns through the proper chann
B) Wilingness to support and folow company’s guidelines. Comment: Comment:
€) Able to ahvays set a positive tone on behaif of the company.

Total: o 0

Figure 3-6 Evaluation Page for Multiple Subordinates Layout

3) Follow the same steps as < Self Evaluation > step 3 - 5, to enter score in each required subject. Click Save to
save the score and then, whenever you are ready you can submit to HR. (See How to Submit Multiple Evaluations)
Once it is submitted successfully, the checkbox for evaluation will be grayed out and status will change to
“Closed”.

Subordinate
7] 1an zhu IT3 (Software) 3 Staff 6.70 Closed| ian.zhu@jlahome.com 06/07/2013
[ Lin Zhao IT3 (Software) 3 Staff 7.13 Closed lane.zhao@jlahome.com 06/07/2013
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3.4 How to Submit Multiple Evaluations

To submit the multiple 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 3-7)

2)

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

Evaluation Application

Evaluation Name:

[2012 US Evalustion

Date:

[osr1072013 - 081212013

Evaluation Staf

tus:

Name:
Alter Name!
Itemsi12 Page numBer1/1 Paginal:20 ite

e
Peer

Hope Tang

Yanli

Jessica Jeng
Joenorbelle Monteagudo
Menchie Felidano

Trey Nauven
Vivian Yao

Hao Huang
Jeannekyn.Basiio
Jessica Ballev

Sarah Yuan

Oooooooooooo

Sunita Manrao

Submit User page

Search Criteria
Evaluation Applicatir.”

peme: [ g ~ e \ v]

" -

= el o suw o v
e geareh ) [ (7] Al Info.

Items:7 Page number:1/1 Paginal:20 items

[] Gina Fruik

[] leenorbelle Monteagudo
[] Menchie Feliciang.

[] IreyMauven

[] vivian Yao

[] Hao Huang
[] Jeannelyn.Basiio

sales1
AP
AP
AP
AP
AR
AR

Supervisor
Staff
Staff
Staff
Staff
Staff

Staff

6.60

Open
Open
Open
Open
Open
Open

Open

<< 21>

Organization Evaluation
I el o S S TN
Peer

gina.fruik@jiahome. com

05/23/2013

ey
o<l

Last om
Updated

j-monteagudo@jiahome.com  05/23/2013 =-com (D
menchie. feliciano@jlahome.com 05/23/2013 AT (D
trey.nquyen@jlahome.com  05/23/2013 frcom SRR
vivian.yao@jlahome. com 05/23/2013 o EREEE
hao.huang@jlahome. com 05/23/2013 [cem EREEE

\ome.com 05/23/2013

jeannelyn. basio@jlahome.com 05/23/2013

Figure 3-7 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. (See Figure 3-7) Since the page layout is very similar as Evaluation Application Page,
please see Appendix A for Evaluation Application Page Layout Introduction.

Put the multiple checks for the names you want to submit the scores and click Submit. (See Figure 3-8) If you

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

o 1E} =F

Submit User page

Evaluation Application

Name: | | Evaluation

’ Role:
Alter | | COrganization
MName: Name:

Peer
Gina Fruik

Joencrbelle Menteagudo
Menchie Felidano

Trey Mguyen

Vivian Yao
Hao Huang

Jeannehyn. Basilic

NEEEEEHEA

age number:1/1 Paginal:20 items

——

Sales1 3
AP 3
AP 3
AP 3
AP 3
AR 3
AR 3

V| ?Siljagionship | V|
V| status: Open W

Supervisor
Staff
Staff
Staff
Staff
Staff
Staff

6.60
6.81
8.87
B8.00
5.00
7.00
6.00

Open gina.frutk@jlahome.com 05/23/2013
Open j.monteagudo@ijlahome.com  05/23/2013
Open menchie.felidane@jlahome. com 05/23/2013
Open trey.nguyen@jlahome.com 05/23/2013
Open wivian.yao@jlahome.com 05/23/2013
Open hao.huang@jlahome. com 05/23/2013
Open jeannetyn. basiio@ijlahome.com 05/23/2013

&

search | [ [Z1] all info. |

Organization Level Evaluation Last
Name Role Updated

= d = == |1 go

Figure 3-8 Submit User Page with Selected Names
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You will get the successful message below and click OK to close the message.

ii You have successfully submitted evaluation(s) for the selected user(s).

3.5 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 do not
skip them and 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 Pa

Evaluation Application

e. (See Figure 3-9

Evaluation Name: [2012 US Evalustion | Date: [08110/2013 - 06/21/2013 Evaluation Status: [
Mame: Search Criteria
Alter Name: Evaluation Application
| | ‘Evaluation | V| ‘Relationship |
&ﬁ = _—— i Role: Type:
Itemns:12 Page number:1/1 Paginal:20 iten| ey Organizati
ganization . T
Name: | | Name: | V| THEE ~ he
| e e ==
Peer Items:37 Page number:1/2 Paginal:20 items . o q 2> E
[] HopeTang Organlzahon E\raiuahon Last
Updated
[] Yanl
Jessica ]
[ Jessicateng |:| Tracy Barnes Salesl 3 Supervisor QOpen tracy.barnes@jlahome.com
1 belle Monteagqudo I 3 o _
8 e ——— [] David Wright Sales10 3 Supervisor Open davidwright@jlachina.com
[ Menchie Felicano [[] Clarita Cardenas Sales11 3 Supervisor Open darita.cardenas@jlahome.com
D Trey Nauyen |:| Gina Zachary Salesiz 3 Supervisor Open gina.zachary@jlahome.com
Vivian Y
B |vwian Yao [] Scott Howard Sales3 3 Supervisor Open scott.howard@jlahome.com
[ |taotiuang [ 1m o'Del Saless 3 Supervisor Open tim.odel@jlahome.com
D Jeannelyn.Basiio [[] LynnRossman Salest 3 Supervisor Open hynn.rossman@jlahome.com
Jessica Bail
L] |Zessica Baley [] Chip Stroup Sales7 3 Supervisor QOpen chip.stroup@ijlaheme.com

Figure_3-l9“ Skip Peer Page

This page will list peer names that do not have the scores. (See Figure 3-9) You can use the top search criteria to look for
a particular employee you want to skip. In the below example, it only lists the sales organization peers. 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 multiple checks for the names you want to skip and click Skip. (See Figure 3-10)

e
Evaluation Application
Mame: [ | |Ereloaren [ ~] Relationshic I ~]
- i o
e | | |gresmimavion [ Fee=— <T] status: o =

Page number:1/2

Irracy Barnes
D awid veright

fslarita Cardenas

jcina Fachare

[scott Howard

i O Dell
Lynn Rossman
Chip Stroup
Scott White
Lisa Hall
Dorota Hodur
Madine Tawior
Peter Lobo
SanurnRawvsan
MNorma Fadilla
Trewveoer Tran
Daisew Martin
Loredana Simicne

Eachel Karsch

0000000 0OCOopOuDEmDE

Sabrina Cassara

Sales1
sales10
Sales1il
Sales12
Sales3
Saless
saless
Sales?
Salesg
Sales1
sales10
sales10
Sales10
Sales10
Salesi1
sales12
Sales3
Sales3
Saless

saless

Paginal:20

Organization
Name

items

Supervisor
Supervisor
Supervisor
Supervisor
Supervisor
Supervisor
Supervisor
Supervisor
Supervisor
Staff
staff
staff
Sstaff
Staff
Staff
staff
Sstaff
Staff

=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=

Staff

W

staff

[ e

4 2 = ==

atbed

[ score | starus | emas | i,
Wl

Open
Open
open
Open
Open
Open
Open
open
Open
Open
Open
open
Open
Open
Open
open
Open
Open
Open

open

tracy.barmes@jlahome.com
dawadwrightajlachina_com
darita.cardenas@jlaheme.com
gina.zachary@ijlahome.com
scott_howard@ilahome.com
tim_odell@jlahome. com
hrnn.rossman@jlahome.com
chip.stroup@ijlahome. com
scott.white@ijlahome.com
lisa._hall@jlahome. com
d-hodura@jlacanada.com
n.taylor@jlahomecanada.com
p.lobo@ijlahomecanada.com
r.sanun@jlacanada.com
norma.padilla@jlahome_com
trewvor.tran@ijlahome.com
daisey martn@ijlahome.com
loredana.simicne@ilahome_com
rachel karsch@jlahome.com

sabrina.cassara@jlahome.com

Figure 3-10 Skip Peer Page with Selected Name

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.

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

How to go to your Evaluation Result

1) Click Self Review page under Evaluation Review of Evaluation Module (See Figure 0-1)

Business Unitchlme_Anpﬂrel e

Customer Service

Sales Order Management

Product Merchandising

Accounting Management

Management Reports

S
Figure 0-1 Self Score Page Path
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It will open Self Review page. This page allows the employees to review the self score. (See Figure 0-2)
Employee Name Evaluation Criteria

Ewvaluation Result

Self Review

Employee Name:
Evaluation Criterion:

Evaluation Role: [Supeq for

Evaluation Name: |2013 Evaluation US

Score Ranges Level Description

10: Outstanding Exceeds requirement

8-9: Exceads Requirement Consstency meets and occasionally ex s requirement
5-7: Meet Requirement Normaly meets requirements, perform: expected

3-4: MNeeds Improvement Has not performed as expected, improf jement i needed
1-2: Does not meet requirement Fails to meet requirements

~fvaluation Result:

Fvaluation Total Job Quality of Work Work Focus and Communication ea erpe . Attendance/Working Pro-
e o Knowledge and Accuracy Efficiency Skills Manner company
20.00% 20.00% 20.00% 15.00% D.00% 7.50% 7.50%

OverallScore  6.71 6.87 7.47 5.40 6.87 7.33 6.13 7.13
Self 7.49 ¥ 8.20 7.70 7.30 7.80 8.20 3.90 7.60
=l PeerAvg.  6.53 6.67 6.67 6.00 6.67 6.33 6.33 7.33
P1 6.58 7.00 6.00 5.00 7.00 8.00 7.00 8.00
P2 7.00 7.00 8.00 7.00 7.00 5.00 6.00 8.00
P3 600 ¥ 6.00 6.00 6.00 6.00 6.00 6.00 6.00
= s"'f:;_"‘" 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00
\  duanebasky  6.83 7.00 8.00 5.00 7.00 8.00 6.00 700

aluation Comparison: aluation Overall:

(:::I:::eanrtlas;: Score Type Highest Lowest Average

Sef VS Peer 12.82% Peer Avg. Score 7.00 6.19 6.57 6.53

Seff VS Supervisor 8.81% Supervior Avg. Score 7.28 6.00 6.73
L Overal Score 717 6.08 6.67
Evaluation Comparison Suggestion & Self Summary
suggestion tor software development team and developmen procedure.Un the one side,Share point 15 share paltrorm.We can wnte and quote usetul techmical

A
l Evaluation Overall I
articles as developing resource.We can write or copy some other categories articles if it is important or other reasons.On the other side,We can hold a technical

discussion for our team on regular time.It is important and useful way to improve our business and technolegy level.For me,] need find better way to do the
work.

Current Employee

A

007 REHEAT. RNPEECERERLANLSSTHETSERUEET. 2 £4. RETHREDEFTH.
FEGEPRFNPEATSLETEDRIEENEE. IR T S EaHatnEratED. EEEHEER. A, SETHEATILEENTIRE. RE.
AERNBERELEECL. RERCEIRENATRE: MRESIEEHDE. REESERHENE. S8, 41 BERSHTE.

EENENEY. dxdLfEF RN ER. OnEFEESEREE REHTE. OIFESERRXRERNRME MAERERAEEFNLEE. 0SEERE
EESRREFFONE. DRRISRALESHEE. 5. RiReXEEE

Figure 0-2 Self Review

Note: When the evaluation is in "Open" status, the evaluation result is not finalized. When the employee clicks this page, it
will get a warning message below. If the employee clicks OK, it will open "Self Review" page. (See Figure 0-3) Ifitisin
“Close” Status, it is the final & accurate score. If it is in “Complete” Status, the evaluation result has been archived by HR
department and you cannot review it any more.

The evaluation result below is only for your reference since the
evaluation is not closed and there are rmore users who might submit the
evaluations for you, ¥You can review the final & accurate score once the

evaluation is closed.

Figure 0-3 Self Review warning message for the open evaluation

Page 10



SOFT

3.6 How to read your Evaluation Result

3.6.1 Employee Info.

Report Dept.: [t is used in Compared Score of Evaluation Result. For a regular employee, it is the report department
they assigned to. (See Figure 0-4) For an executive employee, it is the role of “Executive” they assigned to. (See Figure 0-5)

Employee Name: |Nin5 Jin ‘ CReport Dept.: |\T D Evaluation Role: Evaluation Name:
Figure 0-4 Regular Employee Report Dept.
Employee Name: |DuanE Balslay | @eport Dept.: |Exenutwe D Evaluation Role: Evaluation Name:

Figure 0-5 Executive Employee Report Dept.

3.6.2 Evaluation Result

You can see Total Score of Overall Score, Self, Peer Ave. and Supervisor Avg. and Average Score for each
subject. (See Figure 0-6)

| Supervisor Avg.
Duane Balsley

Figure 0-6 Evaluation Result

Total Score

Peer Avg. = (P1 Total Score + P2 Total Score +... + PN Total Score)/N (N=Total Peer Number). P1 is Highest
Score and PN is the lowest score. To be ANONYMOUS and CONFIDENTIAL, all subordinate scores will be
accounted as a part of peer score. Peer names will be displayed as "P1", "P2" etc.

Supervisor Avg. = (Supervisor1 Total Score + Supervisor2 Total Score +... + SupervisorN Total Score)/N
Overall Score = Peer Avg. * 40% + Supervisor Avg. * 60%

Self = Sum of (Score of each subject* Score Percentage of each subject).

>4 o

N

=l collapse / # Expand Click them to hide or display the detail score of Peer Avg. or Supervisor Avg.

However, for CONFIDENTIAL purpose, the employee whose evaluation role is staff and have less than 5 peers,

they cannot see the detail of Peer Avg. of "P1", "P2" etc. in their own Self Review Page.

3. Ref.: Highest and Lowest of Peer Score will have the checks for Ref. (Reference Only) if the employee has
more than 4 peers since Highest and Lowest Peer Score will not be counted as part of Peer Avg.. In this
example, the employee has 5 Peers. P1 and P5 have the check + for Ref. to indicate their scores are reference
only. (See Figure 0-6 Evaluation Result)

4. Average Score of each subject = Peer Avg. of each Subject * 40% + Supervisor Avg. of each Subject * 60%

5. Comment Flag If there is a comment for any score, it will have ared flag ¥ . You can click the score having

the hyperlink to review the comment. The score less than 5.5 or higher than 8.5 will have a comment.

View Comment

Employee: Mina Jin Relation: Self
“
Attendance/Working Manner(7.50%) 3.90 lower than min scores

A) Properly advises company of PTO for all personal time off in a timely fashion by
own initiative.

B) Adheres to established work hours and a schedule that enhances productivity.
C) Demonstrate self-discipline by worlking without supervisor’s oversight.
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6. Excel
It is used to export this employee evaluation result to an excel file.

3.6.3 Evaluation Comparison
You can click =l Collapse to hide to hide it.

=l evaluation Com parison:

Comparison Type

Self V5 Peer 2.67%
Self VS Supervisor B.81%

Self VS Peer: (Self -Peer Avg.)/Self * 100%.

1) Ifthe percentage is positive, it means Self-score is higher than Average Peer Score.
2) Ifthe percentage is “0”, it means Self-score is equal to the Average Peer Score.

3) If percentage is negative, it means Self-score is lower than Average Peer Score.

Self VS Supervisor: (Self -Supervisor Avg.)/Self * 100%.

1) If percentage is positive, it means Self-score is higher than Average Supervisor Score.
2) [Ifthe percentage is “0”, it means Self-score is equal to the Average Supervisor Score.
3) If percentage is negative, it means Self-score is lower than Average Supervisor Score.

Note: If the employee has no Self or Peer or Supervisor Score, Evaluation Comparison will be blank.

3.6.4 Evaluation Overall

Compared Score Current Employee Score

Evaluation COwverall:
Current Employee

Peer Avg. Score

Supenvisor Avg. Score

Cverall Score

Figure 0-7 Evaluation Overall

Compared Score
It lists Highest, Lowest and Average of Peer Avg. Score/ Supervisor Avg. Score / Overall Score.

Note:
» For the regular employee whose the Report Department is not “Executive”, it compares the employees having the
same report department. For the executive employee whose Report Department is “Executive”, it compares the
employees having the same “Executive” role.
Employee Name: [Nins Jin | Creportpept.:  |iT ) Evaluation Role: Evaluation Name:
» Ifthe employee is missing Supervisor or Peer Score, it will not be counted as part of Highest, Lowest and Average of
Peer Avg. Score/ Supervisor Avg. Score / Overall Score.

Current Employee Score
See Overall Score, Peer Ave. Score and Supervisor Avg. Score in Total Score of Evaluation Result.
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3.6.5 Self Summary & Suggestion

You can click =l Collapse to hide to hide it. It is the employee’s self summary and suggestion for the

companz/ department.
= Suggestion:

Eg)ﬁ!hﬁrﬂjl ! suggestion for software development team and developmen procedure.Un the one side,Share point Is share paittorm.We can write and quote usetul technical
articles as developing resource.We can write or copy some other categories articles if it is important or other reasons.On the other side,We can hold a technical

discussion for our team on regular time.It is important and useful way to improve our business and technology level.For me,I need find better way to do the o
work.

2007ERENEET. RINDEECEGEELTFUSETHERBRERYANT. g3+, ZETRSANEFI(E.
EEHHFHZNOFAXIBASTINENEZNEE. IFRAXT FETURMZFTADER. aZTHERR. T6. QETWS%TH#‘-EQW?T'H&E -
AERMPESTLLE LU, REFSRNEGORATRE: SRFRMNRGHDE. REEHETNIERE. B4, IR EEELH

RENENEY. ERBLOTAREINEE, INERAFETEARNTELABHIfE. RNTERRARIITRERE. mﬁ!«ﬁﬁﬁiﬁ!hm&é‘é 2008E2&IF. v
BAERNESFLORE. DRRNEBARCHFIRE, €. RNITERFHRS

4. How to go to Your Team Evaluation Result

1) Click Summary Review under Evaluation Review of Evaluation Module. (See Figure 4-1)

- 5 Customer Service

- , Sales Order Management

- , Product Merchandising

- , Accounting Management
' ; Management Reports

, Bvaluation

Fgure 4-1 Summary Review Page Path

2) Itwill open Summary Review Page. (See Figure 4-2)

Evaluation Result

Summary Review

aluation Name:

‘Evaluation Role:

I
Employee Name:

v Level: [ |
Alter Name: | | Missing v Executive: [
Overall Avg.: 7.25 Supv. 4. . Responsible HR: | _ )
Self Avag. : 17.70 Peer Afa.: 7. I . Search All-Info.| G

Items:4 Page number 1/1 Paginal:20 items

= =1 > ==

Employee Nlme Bepurt

Department

Evaluation Role

Organization

Lane Zhao 1 1 7.79 7.80 7.78 7.60 IT3 {Software) 3 Staff T lane.zhao@syncsoftinc.com
Jasmine Huang 2 2 7.57 7.54 7.62 B8.13 IT3 (Software) 3 Staff ing jasmine.huang@syncsoftinc.com
Nina Jin 3 5 7.01 6.83 7.29 7.49 IT3 (Software) 3 Supervisor i nina.jin@jlahome.com

Ian Zhu 4 1 6.80 6.31 7.54 7.56 IT3 (Software) 3 Staff i ian.zhu@jlahome.com

7.29 7.12

Figure 4-2 Summary Review Page Layout
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4.1 How to read Your Team Evaluation Result

This page only allows the employee who has the “Supervisor” evaluation role to access. Each supervisor can only
review their own organization/team evaluation result. HR Department can review the whole company evaluation
result. If there are more than 20 employees, please click the next page number to see all evaluation result.

= 2119145678>>> [z [ee]

Note: When the evaluation is in "Open" status, the evaluation result is not finalized. When you click this page, it will get a
warning message below. If you click OK, it will open "Summary Review" page. If it is in “Close” Status, it is the final & accurate
evaluation result. If it is in “Complete” Status, the evaluation result has been archived by HR Department.

The evaluation result below is only for your reference since the
evaluation is not closed and there are more users who might submit the
evaluations for you. You can review the final & accurate score once the
evaluation is cldsed.

b

4.1.1 Search Criteria:

Report Department: List the employee having the same report department.

Organization Name: List the employee assigned to your organization.

Missing Score: List the employee missing Peer or Supervisor or Self Score.

Level: The level of the organization.

Executive: List the employee having the executive role. For a regular employee, please select “No”.

R

4.1.2 Evaluation Result:

<~ Flag: Have a red flag for the employee missing Peer or Supervisor or Self Score.
. Peer .
o
] : .

Daniel Chen 1 0.00

&

Cuane Balsley 2 0 0.00
< Supervisor: An Employee Supervisor Average Score. (See detail in Self Review)
< Peer: An Employee Peer Average Score (See detail in Self Review)
< Self: An Employee Self Score (See detail in Self Review)
< Overall Score: = Supervisor * 60% + Peer * 40%. The overall score will be in red font if the employee is
missing supervisor or peer score. (See detail in Self Review)
< Rank: System automatically generated rank for overall score basic on your search result. In this example, it is
the rank for 4 team members in the organization “IT3 (Software)”.
o] 5, Ot | s | or ||
Lane Zhao 1 7.79 7.80 7.78 7.60
Jasmine Huang 2 7.57 7.54 7.62 8.13
Nina Jin 5 7.01 6.83 7.29 7.49
Ian Zhu 1 6.80 6.31 7.54 7.56
Average 7.29 7.12 7.56 7.70
< Peer Count: Total number of peers evaluated an employee.
< Peer Avg.: Team Peer Avg. = (Employeel Peer Score + Employee2 Peer Score +... EmployeeN Peer Score)/N

(N=Total Employee Number)

verall Ava.: 7.29 Supv. Avg.: Fis ¥
Self Avg. : 7.70 Peer &vg.: 7.56
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< Supv. Avg.: Team Supervisor Avg. = (Employeel Supervisor Score + Employee2 Supervisor Score +... +
Employee N Supervisor Score)/N (N=Total Employee Number)

< Overall Avg.: Team Overall Avg. = (Employeel Overall Score + Employee2 Overall Score +... + Employee N
Overall Score)/N

< Self Avg.: = (Employeel Self Score + Employee2 Self Score +... + EmployeeN Self Score)/N excluding the
employee missing Self score.

Note:

< Peer Avg, Supv. Avg,, and Overall Avg. exclude the employee missing Peer or Supervisor Score since their
scores are only for your team reference.

< Peer Avg,, Supv. Avg., and Overall Avg. will match Highest, Lowest and Average in Evaluation Overall part of in
Self Review page for a regular employee in Self Review Page only after you exclude the executive employees in your
team by selecting Executive “No” in the top search criteria because the regular employee does not compare with the
executive employee in self review page. (See Evaluation Overall part in Self Review Page.)

4.1.3 Excel

[t is used to export your team evaluation result to excel.
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4.1.4 How to read Individual Employee Evaluation Result

You can click Employee Name to open the evaluation result for individual employee. Please see detail in the self
review page. (See Figure 4-3)

o o 5, | b i |t

Lane Zhao 1 1 7.79 7.80 7.78 7.60
2 2 7.57 7.54 7.62 8.13

3 S 7.01 6.83 7.29 7.49

4 1 6.80 6.31 7.54 7.56

7.29 7.12 7.56 7.70

Employee Name Evaluation Criteria Evaluation Result

Employee Name:
Evaluation Criterion:

Evaluation Role: |Supeq

Evaluation Name: |2013 Evaluation US

Score Ranges Level Description
10: Outstanding Exceeds requirement
8-9: Exceeds Requirement Consstency meets and occasionally ex s requirement
5-7: Meet Requirement Normally meets requirements, perform expected
3-4: Needs Improvement Has not performed as expected, mprof fement s needed
1-2: Does not meet requirement Fails to meet requrements
Evaluation Total Job Quality of Work Work ‘1:4‘1115 and C:Jnnuljical'iun e erpe A AttendancefWorking Pro-
From Score Knowledge and Accuracy [ﬁlqenqr Slulls Manner company
20.00% 20.00% 20.00% 15.00% D.00% 7.50% 7.50%
Overall Score 6.71 6.87 7.47 5.40 6.87 7.33 6.13 7.13
Self 749 ¥ 8.20 7.70 7.30 7.80 8.20 3.90 7.60
=l PpeerAvg. 6.53 6.67 6.67 6.00 6.67 6.33 633 7.33
P1 6.58 7.00 6.00 5.00 7.00 8.00 7.00 8.00
P2 7.00 7.00 B.00 7.00 7.00 5.00 6.00 B8.00
P3 600 ¥ 6.00 6.00 6.00 6.00 6.00 6.00 6.00
= s"'f:;_m’ 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00
duane.bakley 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00 J,

Zlvaluation Comparison: aluation Overall:

- Co rison
Comparison Type Pe::!antaqe

Sef VS Peer 12.82%

Score Type Average Current Employee

7.00

Peer Avg. Score

\ Self VS Supervisor 8.81% Supervisor Avg. Score 7.28 6.00 6.73
L Overal Score 7.7 6.08 6.67 .
5
Evaluation Comparison Evaluation OF;D Suggestion & Self Summary

& Suggestion: Self Summary:
: suggeston for sottware development team and developmen procedure.Un the one side,Share point s share paittorm.¥We can white and guote usetul techmical
articles as developing resource.We can write or copy some other categories articles if it is important or other reasons.On the other side, We can hold a technical
discussion for our team on regular time.It is important and useful way to improve our business and technology level.For me,I need find better way to do the
work.

A

07EREEEET. RNNEECERAT TN TR SEESEET. £5 &4, RETREOEFTR.
FERAFRRNPHEAISAETENEIERNEE. IRERAT S EEHENTETTRIER. EREHERR. @M. SETREATIARENTIRE. 2L
AERIPEGE LEFLL. RREESENEENATRE. FRESNEGODE. REERSHEERE. S8 L2 EaBLAITE

BE EERY. SRffNEr kB SRS S EREN TR ASAT . BITERRERTREANRE. Mi%fiﬁﬁﬁéi‘&ﬁﬁ‘#_. 20085 EERiE,
EEEFSEELH0E. DRRNSBIERSEEE. €5 BENTEREEE

Figure 4-3 Self Review
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5. 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) or you can

always choose to contact HR for their assistant.

6. Appendix A: Evaluation Application Page Layout Introduction
(See Figure 2-2 Evaluation Application Page Layout)

6.1 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.

6.2 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 IT, you can simply select the organization “IT".

me: [2013 US Evalustion Date: [periozeis -oazizon

O o
Supervisor
duane balgley
Subordinate

]
[m]
[m]
[m]
m]

< 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.

6.3 Function Button

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

6.4 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.

_1PP2s5678=>> [F][eo

e
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7. Appendix B: Evaluation Application Detail

Page Layout Introduction

== Employee Info. l

12 Does not meek requrement Faks b meet requirements

1.Job 20.00%)

) Complets knowedge of the functions of each department vithin the organization 2s vwellas company's auture.

B) Knovledge of instaling & troubleshocting software & hardware for ol comparry's applcation B equipment. {Computers, servers, and etc.)
) Knowlesdpe of company's eperating systems, senver sysbem and badk up system.

D) Knondedge of maintaining company’s emal system through emal provider.

E) Enowdedge of technical security to protect company's data & equipment from outsde hadkers and vins.

2. Quality of Work and Accuracy(20.00%)

) Time: and acuracy ba diagnosis, troubleshoot & resohve company issues related to usage, networking and connectivity.

B) The Acturacy rate to provide remote bech support to out of state offices in 2 tmely fashion.
€) abiity to effectively maintan company's computer systens (desk top & laptops)

D) Be able to utikze up and to update

) Abiity to assist in resohving Esues with Macola & EEC connectivity to compamys computers.
3. Work Focus and Efficiency(20.00%)

) Be able to sslve the preblen in 2 timely manner,
B) Ability to execute d effextively atisfactory end resuk.
) Abiity ko respend and resolve bechnical issues within 24 hours of ocouences,

D) bty to priitize time and resource using 5320 rde with great eficiency. (Defined o focus BO% resource B effort ko 20% of projects which produce 80% of the total resull)

technologies

4, Communication Skills{15.00%)

M) Clear, concise, and timely daiy it
B) Abikty to mantein » smooth inter
€) Abikty a;

pctive releienship wih
by

on al techrical A China)
cobeagues and vendors o compan’s netwarkcommurnication systess.
solstions tu manager of techrucal isues.

5. Team Work/Interpersonal Skills{10.00%)

) Wilingness to follow company’s teamwork drection and abolsh polkics

B) wilingness to offer unconditional help whenever there 5 anaed.

€) Communicate to cobeagues with respact, and only mxpress Esuesconcems of coleagues through the 12 Desartment or department managers. Never make negati

6. Attendance Working Manner(7.50%)

) Propery pany of PTO for al | Eme offin 2 tinely Fashion by own iniiative.
B) Adheres to establched work hours and 2 schedule that enhances productty.

C) Demonstrate se¥-discipine by working thout supervisar's aversight.

7. Pro-company(7.50%])

) Abiity to demenstrote a positive attitude toward:

8] Wilngness to support and follow company's quidelines.
) Ables to abways st & posttive tone on behalf of the company.

y dasisions, work  and only h the proper chesadls.

Employee tame: Hina Jin I Organization Name: 113 Software} Evaluation Role: [suporvisor
Evaluation Criterion: Score Ranpes Levd Descripdion
® Cutstandng Exceeds requirement
89 Exceeds Requrement Consistency meets and occasinaly exceeds requirement
57 Mest Requirement Niormaly meets requirements, perfiorms as epedted
34 Needs Improvement Kas mat performed 25 expected, improvement is needed

Evaluation Criterion

Evaluation Glossary

e conmen

[ —

Score:

Camment:

Q

Self Summary

}-[I'olal:

Total Score

Self Summary m® s

Suggesuon mumER

|| save | subma II‘< Save & Submit )

< Employee Info.: Employee Name, assigned Organization Name and Evaluation Role.

< Evaluation Criterion: The score range for each subject. (See Figure 7-1) You can click
hide/show it.

=l Evaluation Criterion:

= / 2l putton to

Score Ranges Level Descripion

10 Outstanding Exceeds requirement

8-9 Exceeds Reguirement Consistency meets and occasionally exceeds requirement
57 Meet Requirement Normally meets requirements, performs as expected

34 Needs Improvement Has not performed as expected, improvement is needed
1-2 Dees not meet reguirement Fails to meet requirements

“Spedial Attention™

Figure 7-1 Evaluation Criterion

Score must between 1 and 10 Score below 4.0 or above 9.5 requires a comment.

subjects. Each subject has several Contents. The Score Percentage for each subject is
the subject. Supervisor and staff might have the different glossaries. (See Figure 7-2)

Evaluation Glossary: The evaluation glossary assigned to each organization. The glossary contains several

located at the end of
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Subject Score Percentage Content

1. Job Kn' [20.00%) ]
Ns T ead epa e organzanon as well as company’ s culture.

B) Knuwledge of instaliing & troubleshooting software & hardwaTe for all company’s application & equipment. (Computers, servers, and etc.)}
C) 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 & eguipment from outside hackers and virus.

Figure 7-2 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 7-1 Evaluation Criterion)

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

Self Summary and Suggestion: Write down this year performance summary and future plans in self summary

And also provide the suggestion for our company/department.

Save & Submit: Save the score and submit it.
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