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Evaluation User Guideline
1. [bookmark: _Toc357107443][bookmark: _Toc447380876][bookmark: _Toc493945895][bookmark: _Toc493946002][bookmark: _Toc493946040]How to Log into EEC
1) In IE browser, type the address www.eecsystem.com.
2) [bookmark: _GoBack]In EEC Login Page, type your User Name, Password and Check Code. (See Figure 1‑1). EEC Helpdesk will send your login 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.
[image: ]
[bookmark: _Ref356894295]Figure 1‑1 EEC Login Page
2. [bookmark: _Toc357107444]How to Go to Evaluation Application
1) Click Evaluation Application under Evaluation. (See Figure 2‑1)
[image: ]
[bookmark: _Ref358293063]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 Introduction)
[image: ]
[bookmark: _Ref356896082][bookmark: _Ref358299239][bookmark: _Ref358580054][bookmark: _Toc356903973][bookmark: _Toc356904157][bookmark: _Evaluation_Info.]Figure 2‑2 Evaluation Application Page

3. [bookmark: _Toc357107453]
How to do the Employee Evaluation 
3.1 How to Do Self Evaluation
[bookmark: _How_to_do]You are required to do self-evaluation. It is mandatory. 
1) [bookmark: EvaluationApplicationScoreDetail][bookmark: OLE_LINK5]Click your name under Self section.
[image: ]

2) It will open to open the Evaluation Application Detail Page.  (See Figure 3‑1) 
(See Appendix B for Evaluation Application Detail Page Layout Introduction)
[image: ]
[bookmark: _Ref356936875][bookmark: _Ref357080085][bookmark: _Ref357080167][bookmark: _Ref358580040]Figure 3‑1 Evaluation Application Detail Page Layout

3) Enter Score between 1 and 10 for each subject and click Save. (See Figure 3‑2) 
· [bookmark: totalscorefomula]Comment is required for the the score is lower than 4.0 or higher than 9.5. 
· The total score formula is Sum of (Score of each subject * Score Percentage of each subject).
· Self-Review Summary and Comments & Suggestion are optional
[image: ]
[bookmark: _Ref356995043][bookmark: scorefomula]Figure 3‑2 Self Evaluation Page with the entered score

4) Once it is saved successfully, you can review the system automatically calculated total score at the bottom right. (See Figure 3‑3) [image: ]
[bookmark: _Ref357007994][bookmark: _Ref357008168]Figure 3‑3 Self Evaluation Page with Total Score

5) [bookmark: selfstep5]Click Submit to submit the score. You will get the warning message below since the evaluation application cannot be modified after it is submitted.
[image: ]   
· If you click OK, the score will be submitted and you will get the successfully submit message below. 
[image: ]
· 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, Submit and Save button will be greyed out and the status will also change to “Close”. You cannot make further changes.
[bookmark: _Toc357107455][image: ]
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. 
· It is 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[image: ]

2) It will open the Evaluation Application Detail Page. (See Figure 3‑4) 
(See Appendix B for Evaluation Application Detail Page Layout Introduction)
[image: ]
[bookmark: _Ref357003984][bookmark: _Ref357079302]Figure 3‑4 Supervisor Evaluation Application Detail Page Layout
3) Follow the same step 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 Filter the Team or Employee to Evaluate
· Filter the Team
1) Click the organization selection icon in Search Criteria.
[image: ]
2) Select an organization(s) which you would like to evaluate in the popup window and click OK.
[image: ]
3) Click Search button and the grid will list all the employees who are under the selected organization(s).
· Filter the employee
1) Put the name in Name field.
[image: ]
2) Click Search button, the employee will list in the gird.
There are other criteria can be used to search user. More Detail, please see Search Criteria.
3.4 [bookmark: _Toc357107458]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) Put the multiple checks for names under Subordinate section or under Peer section, and click Evaluation. (See Figure 3‑5)
[image: ]
[bookmark: _Ref357017885]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) 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. 
[image: ]
[bookmark: _Ref357021135]Figure 3‑6 Evaluation Page for Multiple Subordinates Layout
4) [bookmark: OLE_LINK10]Follow the same step 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)
3.5 [bookmark: _How_to_Submit][bookmark: _Toc357107462]
How to Submit Multiple Evaluations
To submit the multiple evaluations which you have only saved, but not have been submitted to HR yet. 

1) [bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK7][bookmark: OLE_LINK8]Click Submit, it will open the Submit User Page. (See Figure 3‑7) 
[image: ]
[bookmark: _Ref357096336]Figure 3‑7 Submit User Page

2) 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 Detail Page, please see Appendix B for Evaluation Application Detail Page Layout Introduction.
 
3) 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. [image: ]

[image: ]
[bookmark: _Ref357096304]Figure 3‑8 Submit User Page with Selected Names
4) You will get the successful message below and click OK to close the message.
[image: ]
3.6 [bookmark: _How_to_Skip][bookmark: _Toc357107463][bookmark: Howtoskipthepeers][bookmark: Howtoskippeers]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 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 Page. (See Figure 3‑9) 
[image: ]
[bookmark: _Ref357099718]Figure 3‑9 Skip Peer Page

2) This page will list peer names who 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 list the sales organization peers. Since the page layout is very similar as Evaluation Application Detail Page, please see Appendix B for Evaluation Application Detail Page Layout Introduction.
3) Put the multiple checks for the names you want to skip and click Skip. (See Figure 3‑10)
[image: ]
[bookmark: _Ref357099665]Figure 3‑10 Skip Peer Page with Selected Name

4) You will get the warning message below and click OK.
[image: ]
5) 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. 
[image: ]
4. [bookmark: _Toc357107464][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK1][bookmark: OLE_LINK4]How to go to your Evaluation Result
1) Click Self Review page under Evaluation Review of Evaluation Module (See Figure 4‑1) 
[bookmark: _Hlk356994769][image: ]
[bookmark: _Ref357077257]Figure 4‑1 Self Score Page Path

2) It will open Self Review page. This page allows the employees to review the self score. (See Figure 4‑2)  
[image: ]
[bookmark: _Ref357083178]Figure 4‑2 Self Review
Note: When the evaluation is in "Open" status, the score is not finalized. When the employee click this page, it will get a warning message below. If the employee click OK, it will open "Self Review" page. (See Figure 4‑3).  If it in “Close” Status, it is the final & accurate score. If it in “Complete” Status, the score is archived and you cannot review it any more. 
[image: ]
[bookmark: _Ref357083188]Figure 4‑3 Self Review warning message for the open evaluation.
4.1 [bookmark: _Toc357107467]How to read your Evaluation Result
You can see Total Score of Overall Score, Self, Peer Ave. and Supervisor Avg. and Average Score for each subject.  (See Figure 4‑4) 
[image: ]
[bookmark: _Ref357083466][bookmark: _Ref357083448]Figure 4‑4 Evaluation Result

1) [bookmark: TotalScore]Total Score
[bookmark: PeerAvg]Peer Avg. = (P1 total+P2 total+…)/Total Peer Number 
[bookmark: SupervisorAvg]Supervisor Avg. = (Supervisor1total+Supervisor2 total+…)/Total Supervisor Number
Overall Score = Peer Avg. * 40% + Supervisor Avg. * 60%
Self = Sum of (Score of each subject v* Score Percentage of each subject).
[bookmark: ANONYMOUS]Note: To keep the evaluation result to be 100% ANONYMOUS, all subordinate scores will account as a part of peer score. Peer names will displayed as "P1", "P2" etc.

2) Average Score for each subject = Peer Avg. of each Subject * 40% + Supervisor Avg. Of each Subject * 60%

3) Comment Flag
If there is any score has a comment, it will have a red flag ([image: ]). You can click the score which has the hyperlink to review the comment. (See Error! Reference source not found.). The score is less than 4.0 or higher than 9.5 will have a comment.
[image: ]

4) [image: ] Collapse /[image: ] Expand
Click [image: ]/ [image: ]icon to hide or display the detail score for Peer Avg. or Supervisor Avg. 

5) Excel
It is used to export Self Score to an excel file.
4.2 [bookmark: _Toc357107468]Evaluation Comparison
[image: ]
[bookmark: _Toc357107469]Self VS Peer: (Self -Peer Avg.)/Self * 100%.
· If the percentage is positive, it means Self-score is higher than Average Peer Score. 
· If the percentage is “0”, it means Self-score is equal to the Average Peer Score. 
· If percentage is negative, it means Self-score is lower than Average Peer Score.

[bookmark: _Toc357107470]Self VS Supervisor: (Self -Supervisor Avg.)/Self * 100%. 
· If percentage is positive, it means Self-score is higher than Average Supervisor Score. 
· If the percentage is “0”, it means Self-score is equal to the Average Supervisor Score. 
· If percentage is negative, it means Self-score is lower than Average Supervisor Score.
4.3 [bookmark: _Toc357107472]Evaluation Overall
[image: ]
[bookmark: _Ref357104545]Figure 4‑5 Evaluation Overall 

[bookmark: _Toc357107473]Compared Score  
It will list the Highest, Lowest and Average of Peer Avg. Score/ Supervisor Avg. Score / Overall Score.
Note: For the Regular Employee, it compares the employees having the same report department. For the Executive employee, it compares the employees having the same “Executive” role.

[bookmark: _Toc357107474]Current Employee Score
See Overall Score, Peer Ave. Score and Supervisor Avg. Score in Total Score of Evaluation Result.
5. [bookmark: _Toc357107475]Where to Get the Help If You Have Question or Problem
[bookmark: _Appendix_A][bookmark: _Appendix_A:_Evaluation]If you have any questions and issues during the evaluation process, please sent email directly to eechelpdesk@jlahome.com or you can always chose to contact HR at hrdept@jlahome.com for their assistant.
6. [bookmark: _Appendix_A:_Evaluation_1]Appendix A: Evaluation Application Page Introduction
(See Figure 2‑2 Evaluation Application Page Layout)
6.1 Evaluation Info.  
· Evaluation Name: Name of Annual Employee Performance Evaluation. 
· [bookmark: EvalautionDate]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. 
6.2 [bookmark: _Search_Criteria][bookmark: _Toc357107446]Search Criteria    
You can search for a particular employee you want to do the evaluation. 
· [bookmark: OrganizationName]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 employee under IT, you can simply select the organization “IT. 
[image: ]
· [bookmark: _Toc357107452]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 Assigned Employee List
· Checkbox: Use to select the employees to do the multiple evaluation. It will be greyed 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. [image: ]

7. [bookmark: _Appendix_B:][bookmark: _Appendix_B:_Evaluation]
Appendix B: Evaluation Application Detail Page Layout Introduction
(See Figure 3‑1 Evaluation Application Detail Page Layout)

· [bookmark: ScoreDetailfieldExplanation]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[image: ]/[image: ]button to hide/show it.
[image: ]
[bookmark: _Ref357062711][bookmark: _Ref357064532][bookmark: _Ref357064985][bookmark: _Ref357077871][bookmark: _Ref357101948]Figure 7‑1  Evaluation Criterion

· 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 7‑2)

[image: ]
[bookmark: _Ref357064802][bookmark: _Ref357075683][bookmark: _Ref357089151]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 4.0 and higher than 9.5, the comment is  requried. (See Figure 7‑1  Evaluation Criterion)
· [bookmark: OLE_LINK6]Total Score:  System will automatically calculate it. The formula is Sum of (Score of each subject*Score Percentage of each subject).  
· Save & Sumbit:  Save the score and submit it.
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A) Time and accuracy to diagnosis, troubleshoot & resolve company issues related to usage, networking and connectivity.

) The Accuracy rat t provideremote tech supportto ut of tte ofice n a el fashon. Comment:

©) Abitty to effectively maintain company's computer systems (desk top & laptops)
) 8e able to utize up and coming technologies o update and mprove company’s commuricaton technogies.
E) Abiy to assit i resolving ssues with Hacola & EEC connectty to company's computers.

3. Work Focus and Efficiency(20.00%) Score:
A) Be able o soive the problem n 3 tmely manner.
B) Abity to execute assigned department project effectively vith a satifactory end resut. Comment:

Q) Abiity to respond and resolve technica ssues vithin 24 hours of occurrences.
) Abiity to pririize time and resource using 80/20 rule vith great effciency. (Defined as focus 80% resource & efort to 20% of projects which produce 80% of the total reuit).

4. Communication Skil(15.00%) score: o
A) Giear, concse, and tmely dady commurications vith coleague on al technical ssues (US & China)
B) Abity to maintan 2 smooth nteractve elatonship with coleagues and vendors on company's network/commurication ystem. Comment:
C) Abiy to proactivey provide aemative and constructive solutons to manager of technical ssues.

5. Team Work/Interpersonal Skils(10.00%) Score:
A) Wilingness to follow company's teamvork direction and aboish poltics.
B) Wilingness to offer unconditonal help whenever there is a need. Comment:

©) Communicate to colleagues with respect, and only express issues/concens of collcagues through the HR Department or department managers. Hlever make negative comments or remark behind the employee's back.

6. Attendance/Working Manner(7.50%) Score:
) Properly advses company of PTO for all personal tme off i a tmely fashion by own ntative.
B) Acheres to establshed work hours and a schedule that enhances productvty. Comment:

©) Demanstrate self-dscpine by viorking vthout supervisor's oversight.

7. Pro-company(7.50%) Toe |jos
A) Ability to demonstrate a positive attitude towards company dedisions, working related issues, and only communicate concerns through the proper channels.

B) Wilingness to support and follow company’s guidelines. Comment:
C) Able to abays set postive tone on behal of the company.
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