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Evaluation User Guideline

Version: 1.0 12-23-2013

. How to log into EEC

In [E browser, type the address www.eecsystem.com

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.
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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
distribution for our retail trade partners. From concept to final product, our gicbal design
and product develocpment teams collaborate with each individual customer to create and
source products, that not cnly meet their cbjective but consistently deliver strong
profitability.

Founded in 15983, 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 to private label, our collective
design experience and production execution are the foundations for our success at retail.
Using inncovative 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
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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 your name under Self section.
T T e

Self
O Nina Jin K 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)

I‘Eﬁfﬁﬁmm’ Thina Jin ] Organization lame: |IT3 {Soktwars) | Evaluation Role: Supervisor == Employee Info. '
Evaluation Criterion:  coppe pangs Levd

Desaripion " P
U] Outstandng Exceeds requement Evaluation Criterion
9 Exceeds Requirement Censistency meets and cccasienaly excesds requirement

57 Hiest Requirement tiermally mests requirements, performs a5 expected Evaluation Glossary
34 Needs Inprovenent Has ot perfomed as expected, ivprovenent s needed
12 Does not meet requrement Fais to mest requienents

_&| Score & Comment
1. Job Knowledge(20.00%) e [
A)C: the functions of each within the organzation 25 wel as company’s cuture
B) Knowledige of nstaling & troubleshcctng software & hardware for al company's application & equipment. (Computers, servers, and etc.) Comment:
C) Knowledge of company's operating systems, server system and back up systen.
D) Knivdedge of maintaining company's emal systess thiough
E) Kncwledge of techrical securiy to protect company's data & equpment from outside hackers and virus.
2. Quality of Work and Accuracy{ 20.00%) Sare: [
A) Tiwe and accuracy to diagaesis, troubleshaak & resohve company issues rek nebworking and connectivty

B) The Accurecy rate to provide remete bech support b out of state oficesin a timely fashion, | Comment:
C) Abiity to effectively maintan company’s computer systens (desk top & laptops)
D) Be able to utize up and jes to wpdat -

tn assitin resohving & Macola & EEC
3. Work Focus and Eficiency(20.00%) Seore: [
) Be able to oolve the preblem in 3 tmely manner,
B) Abiity to execute assigned department project effextively with a satisfactory end recuk. Comment:
) Abity to respend and resolve technical ssues within 24 hours of accurrences.
D) bty bo prioritize i and resource using 20 rode with great efficency, (Defined a5 Focus 80% resounce & eFfort bo 20% of projects which produce 80% of the total resul).

4. Communication Skills{15.00%)

Score:
) Ciear, concise, and tisely da icats wleague on ; ctina) [
B) Abity to mamtain ip with col and vends s systes. | Comment:
C) Aty bo proactively provide altemative and constructive solubions ko manager of techeical insues.
5. Team Work/Interpersonal Skills{10.00%) Score; [
(A) Willingrsess bo folw company's teamwork drection and abolsh pollis.
B) Wik £ there 52 need. Comment:
€) Communicate to coleagues with respect, and onky express ssues/concems of coleagues through the HR Department or department managers. Hever make i i
6. Attendance Working Manner(7.50%) sore: [
R) Properyy pay of PTO for al #fin 2 tmely fashion 2
B) Adheres to establched work hours and a schedule that enhances productivity. | Comment:
C) Demanstrate seF-dsdpline by working wthout supervisar’s sversight.
7. Pro-company(7.50%) Score: [
A} bty to d a poskive attitude toward: decisions, worki related i and orly communicate hrough the soper chisncls,
B) Wilingness to support and folow company's quideines.. Comment:

C) Ablsto ahiays set a pesitive tone on behalf of the company.

CSeIereview Summary & Suggestion ! Total Scors _j{iott 0
~

Comments & Suggestion (We value your all comments & input | ANl your words will be well listened and kept confidential )

|| save [ suomt \I"'{ Save & Submit J
Figure 3-1 Evaluation Application Detail Page Layout

3) Enter Score between 1 and 10 for each subject and enter Self-Review Summary and Suggestion and click
Save. (See Figure 3-2)

<~ 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.
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Employee Name: Organization Name: T3 (Software Evaluation Role:

=l Evaluation Criterion:

Score Ranges Level Description
Outstanding Exceeds requirement
Exceeds Requirement Consistency meets and occasionally exceeds requirement.
Meet Requirement Normaly meets requirements, performs as expected
Needs Improvement Has not performed a5 expected, improvement s needed
Does not meet requirement Fails to meet requirements

Evaluation
score:  [az0

I

b Knowledge(20.00%)
A) Complete knowlede of he functons of cach dep it
) Knoviledge of instaling & troubleshooting software & hardviare for al (Dmvam/s auuicamn & equpment. (Computers, servers, and etc.) Comment:
C) Knoviledge of company's operating systems, server system and back up systen.

D) Knowledge of maintaining company's emailsystem through emai provider.

z) Knowiedge of technical security to protect company’s data & equipment from outside hackers and virus.

Quality of Work and Accuracy(20.00%) seore: |[770
A) Time and accuracy to diagnosis, troubleshoot & to usage, networking ity

Bty cetia E b L b T e Comment:

) B abl t utioe up and hologies technologies.

E) Abiity to assistin it MacnlaaEEc ity 3

3. Work Focus and Efficiency(20.00%) Scre:  |[730
) Be able to solve the problem in a tmely manner.

B) Abiity to evecute " v end result. Comment:

) abity o respond and resolve technical ssues ihin 24 hours nf occurrences.
D) Abilty to priontize time and resource using 8020 rule with great effidency. (Defined as focus 80% resource & effort to 20% of projects which produce 80% of the total result).

4. Communication Skills(15.00%) 7 20
A) Clear, concise, and timely daily communications vith (nleague on all technical issues (US & China)
B) Ability to maintain a smooth interactive -olleagues company’s tion system.
€) Ability to proactively provide alternative and mnmuc\we solutions to manager of technical issues.
5.Team Work/Interpersonal skills(10.00%) 220
A) willingness to follow company’s teamwork direction and abolish politics.
B) Wlngn:stnoffer unconditional help whenever there is a n:arl
respect, and only of the HR Department or Never t remark behind s back.
6. Attendance/Working Manner(7.50%) Score: G0
A) Property advises company of PTO for al personal time off in a timely fashion by v initiative.
8) Adheres to estabished work hours and a schedule that enhances productivity. Comment: |- 2
Q disciplr Y oversight. min score
comments v
7. Pro-company(7.50%) Seorer boo ]
ds 5, working E and only communicate concerns through the proper channels.
B) wilingness to support and follow company’s guidelines. Comment:
C) Able to abrays set a positive tone on behalf of the company.
Total:
e
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)
Employes Name: ‘Organization Mame: T — Evaluation fiale: remer
= Evaluation Criterion:  geora ange Level Deseription
. i S
] Exceeds Requrement Condmtency meets and occasonaly excesds rogurement
7 Meet Regurement Normally mects requirements, pesforms as expected
34 Meeds Inprovement Mas not performed as expected, improvement & needed
2 [y T
&Em—
llmwg of the functicns of each department within the «umm«uwelu:wnmy!w:. L
staling & & hardware for i {MW Bpphcatn B egupment. (Computers, servers, and etc.) Comment:
anmMndu DmpAnY's
) Eonwdedye of techial i:(mi*rm protect company’s data & equpsient from outisde hackers and varus.
LMMMMM

)
A) Time and acouracy to dagnose, troubleshoot & e CORPANTY ETUES to usage. networking and connectaaty.
l}mkmrmrﬂnhﬁwrm!ﬁhw!nﬂdillun?ﬁsnomﬂm
(}lhlvs‘-u:n effechshy malntam companys computer ystems (dek top & otops)
ta ek
[)Mhamm mwsmmxn:zmmmmsm

B} Abity to execut assgned “effactively with
) bl 10 respend and s echncal s vt ot scrurrences.
0) Abaey 80721 ruke with . (Defined as focus 80% resource & effort 12 20% of profects which produce 80% of the total resul].

Communication Skilis(15.00%)
) G, concie, with cobs China)
u)mw-m- o s sitem

5 Team WorkInterpersonal Skils(10.00%) s [gm
) Willngness to follow company's beamwork direction and abolh paltcs.

B} Willngness to offer wondtionsl help whenever there i a need. Comment:
IS

6. Attendance  Working u--ner(r 50%) Score: ':, )
A) Progarty off in & tmely . L

lower than A

D e T L e e

T oompen©ly 24%)
A) Akt to demonstrate Mnm\wam company decimans, worling and ony ough the proper channels.
) Wiimoness o support and fokw compenn's o4

e e eor omie tame o ol o the company.

Totak 7.49
————  ———
T = - = = < o mze Al e

refrasn we 7, wemmire

Tror ship busincss. We developsd
R mohedie, mAKe Aure GuE SYATem Tun6sng
mtyla, and awoid redundancy. 2014 im coming. T

Comments & Suggestion (We value your el comments B input | All pous words sl be Tha kmpt confidentiali

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.
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| QK | | Cancel |

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

ii 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 Yy IS 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

Page 5
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I S Ry [T
Self

Mina Jin IT3 {Software) 3
Supervisor
R m 2

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

Empioyes Name: [ ] Organization Hame! Evalustion Role: [uparvinar
=l Evamauan criterion:

Scors Ranges

[ =]

Figure 3-4 Supervisor Evaluation Application Detail Page 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, 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) Put the multiple checks for names under Subordinate section or under Peer section, and click Evaluation.

(See Fiiure 3-5 :
Evaluation Application

e b B s
Name: Evaluation Role: Relationship Type:
Alter Name: Organization Name: Status:
me155 Page number:1/8 Paginali20 frems . ,234 5 678> >>
mmm-z-
lina Jn T3 (Software) 3 supervisor 749 Closed nina jn@jahome.com 0572112013
Supervisor
duzne.baley m 2 supervsor 896 Open duane.basey @jahame.com 0s/22/2013
Subordinate
tan zhy 173 (Software) 3 saff Open ian zhuiahome.con
Ln Zhao T3 (Software) 3 [staff Open lane.zhao@ahome.con

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
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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 Qutstanding 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 a comment.
[Evaluation:
1. Job Knowledge(20.00%) score: |[3 Score:
) Complete knowiedge ofthe functons of each department vithin the orgarization as well s company’s ctur
8) Knouledg of mstahng & rubleshastng softwere & hardware ot 3l campany's appkcation & equpment. (Computers, servers, and etc.) Comment: |[Tre score A comment:

1y's operating systems, server system and back up system. below 4.0
ntaining company’s emai system through email provider. P v
E) Knowledge of technical security to protect company’s data & equipment from outside hackers and virus. Fequires a
2. Quality of Work and Accuracy(20.00%) Score: Score:
G erEnrey s Pl o e S I TR S R
n) The Accuracy rate to provide remote tech support to out of state offices in.a tmely fashio Comment: Comment:
biliby to effectively top & laptops}
n) Be able to utiize up and coming technologies to update and i
E) Abiity 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 col ol technical issues (U5 & China)
B) Abilty to maintain a smooth interactive relati ith colleagues: on company’s ication system. Comment: Comment:
€) Abikty to proactwvely provide altemative and constructive solutions to manager of technical ssus.
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 uncondiional help whenever there is a need. Comment: Comment:
€) Communicate to colleagues with respect, and onfy 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.
8) 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: |[o | seore [ ]
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 ahways set 2 postive tone on behalf 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
Ian Zhu I3 (Software) 3 Staff 6.70 Closed| ian.zhu@jlahome.com 06/07/2013
[ Lin Zhao I3 (Software) 3 Staff 7.13 Closed lane.zhao@jlahome.com 06/07/2013

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)

Evaluation Application

Evaluation Name: Date: 0ei1012013 - 0612112013 Evaluation Status:
Name: i Search Criteria
Alter Name: A
Evaluation
Nome: . i V] i
Alter organ ]} zarte: — = <c 1> ]
T
Peer A———
Hope Tan Evaluation Last -
O foorrun N gt
Yan Li
Jessica Js X
[ Jessicateng [] Gina Fruik Salest 3 Supervisor 6.60  Open gina fruik@jiaheme. com 05/23/2013 com
1 belle Monte ido e X 05/23/2013
[ Inenorbele Honteoqudo [] lsenorbelle Monteagudo AP 3 staff 681 Open j.monteagudo@jlahome.com  05/23/2013 e-com /231
Menchie Felici hy X 05/23/2013
O Eesosem [] Menchie Feiciana AP 3 Staff 8.37  Open menchie. feliciano@jlahome.com 05/23/2013 ome.com 1231
O Trevouven [] IrevHowven AP 3 stff 8.00  Open trey.nguyen@jlahome.com  05/23/2013 freom (D
L1 |Vivian Yao [ vovian van AP 3 staff 9.00  |Open vivian.yao@jlahome.com 05/23/2013 om (D
1P |Haotuang [] Hao Huang AR 3 staff 7.00  Open hao.huang@jlahome. com 05/23/2013 [om (D
[} feannchm oo [] 3eannehyn.Basiio AR 3 Staff 6.00  Open jeannelyn.basiio@jiahome.com 05/23/2013 ome-com EREEE
[ | Jessica Baley e.com
[ sarahvuan Lcom
[ SuniaManrso e.com

Figure 3-7 Submit User Page
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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.

2) 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.
P 13:- pe g

Submit User page x»
Evaluation Application

. Evaluation Relationship
Mame: | Role: | V| Type: | V|
Alter COrganization . o
Mame: | Name: | V| Tl spen A

[ ] [

Items:, Page number:1/1 Paginal:20 items P e |

go
Organization Evaluation Last
| Vi Lo FUREET | seore | status | mmat | oy

_E| Eﬁna Fruik Salesl 3 Supervisor 6.60 Open gina.fruik@jlahome.com 05/23/2013
-E EDenorbele Monteagudo AfP 3 Staff 6.81 QOpen j.monteagudo@jlahome.com  05/23/2013
_E| ;-1enchie Feliciano AP 3 staff B.87 Open menchie.felidano@jlahome.com 05/23/2013
_E '_I'rg'g Mauven AfP 3 Staff 8.00 Open trey.nguyen@ijlahome.com 05/23/2013
_E ;l'iuian Yao AP 3 Staff 9.00 Open vivian.yao@jlahome.com 05/23/2013
_E| ;—Iau Huang AR 3 staff 7.00 Open hao.huang@jlahome.com 05/23/2013
_E| Eeann n.Basilio AR 3 staff 6.00 Open jeannefyn.basiio@jlahome.com 05/23/2013

Figure 3-8 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.

4) You will get the successful message below and click OK to close the message.

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

Evaluation Name:

|uar1u-2013 - 06/21/2013 Evaluation Status:

[

Marme: | JLSkipUserpage Search Criteria
Alter Name:
n Evaluation Relationship
[ Evalvation || submit | | 5 | Role: | V] Type: | v
Items:12 Page number:1/1 Paginal:20 iten| st Organizati
ganization . oo
pleer | | [@raant | v| status: Ope hd
T T
Peer Items:37 Page number:1/2 Paginal:20 items e 212> > m
[] HopeTang Organlzahon Eualuahon Last
Updated

[0 Yanl

[]  Jlessicaleng |:| Tracy Barnes Sales1 3 Supenvisor Open tracy.barnes@ijlahome.com

[ Joenorbelle Monteaqudo [[] Dawvid Wright Sales10 3 Supervisor Open davidwright@ijlachina.com

"] Henchie Feiidano [] Carita Cardenas Sales11 3 Supervisor Open darita.cardenas@jlahome.com

Trey Mguy:

] L L¥En [] Gina Zachary Sales12 3 Supenvisor Open gina.zachary@jlahome.com

[l \ivian Yao [] Scott Howard Sales3 3 Supervisor Open scott.howard@jlahome.com

["]  HaoHuang [ 1m O'Del Sales4 3 Supervisor Open tim.odel@jlahome.com

1 .Basilio
= £annekm.ta [ Lynn Rossman Salest 3 Supervisor Open fynn.rossman@ijlahome.com
[]  Jessica Baley [] Chip Stroup Sales7 3 Supervisor Open chip.stroup@jlahome.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).

2)

Skip User page

Ewvaluation Application

Mame: [

Role: Type:
e——_n i || —— =T status: = =
[ —search ] | - Al Info. |

Page number:1/>

Ewaluation

Paginal:20 items

Organization
AT

~]

Put the multiple checks for the names you want to skip and click SKip. (See Figure 3-10)

Relationship [ ~1

[ scor= | stmeu= | emaa ] Lodiiea

fracw BEarnes Salesl o= Supervisor open
[1 [pawid wwright Sales10 4 3 Supervisor Open
[Clarita Cardenas Sales11 o E Supervisor Open
f=ina Zachar,: Sales1z 3 El Supervisor Open
[1 jBcott Howard saless 3 Supervisor open
[ oD ell Salesd 3 Supervisor Oopen
[] Lwvnn Rossman Saless 3 Supervisor Open
[] cChip Stroup Sales¥ El Supervisor Open
[] sScottwhite saleso = Superssor Open
1 Lisa Hall Salesl 3 staff open
[] Corcta Hodur Sales10 El Staff Open
[] Madine Tawloc Sales10 El Staff Open
[ Peteriobo sales10 EY sStaff Open
1 sSanunRawsan Sales10 3 staff open
[1 mMorma Padila Sales11 El staff Open
[[] Trewer Tran Sales12 E Staff Open
[] Daisew Markin Saless El Staff Open
[] Loredana simicne saless = staff Open
[l Rachelkarsch Sales3 3 staff open
[] Sabrina Cassara Sales3 El Staff Open

e g 2= ==

tracy.barnes@jlaheme. com
dawidwright@jlachina. com
darita_cardenas@jlahome_com
gina.zachar,@jlahome_com
scott.howard@ijlahome.com
om. odelli@jlahome. com
henn.rossman@ilahome.com
chip_stroup@jlahome_com
scottwhite@ijlahome._com
Esa.hali@jlaheome. com
d.-hodur@ijlacanada.com
n_taylor@jlahomecanada.com
p-lobomjlahomecanada. com
r.sanun@ilacanada.com
norma.padilla@jlahome.com
treweor.tran@ilahome.com
daisey _martin@jlahome.com
loredana_simicne@jlahome_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.
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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.

éi You have successfully skipped evaluation(s) for the selected user(s).
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4. How to go to your Evaluation Result

1)

2)

Click Self Review page under Evaluation Review of Evaluation Module (See Figure 4-1)
Business Uni@

Customer Service

Sales Order Management

Product Merchandising

Accounting Management
Management Reports

Evaluation

Figure 4-1 Self Review Page Path

It will open Self Review page. This page allows the employees to review the self score. (See Figure 4-2)

Evaluation Result

Employee Info. Evaluation Criterion

Self Review

ioyee Narme? CE— T S T S
> - anges /5 Levd o

10: Outstanding ceeds requirement

8-9: Exceeds Requirement Consistency meets and occasionally exceeds requirement

5-7: Meet Requirement Normally meets requirements, performs as expected

Needs Improvement Has not performed as expected, improvement is needed

Does not meet requirement
Score must be between 1 and 10

A Job Knowledge  Quality of Work/Accuracy Ci n Team Work/Interpersonal Skills
Evaluation From Total Score Ref. 20.00% 20.00% 10.00%

Overall Score 7.01 7.27 7.73 7.13 7.60
Self 8.20 7.70 7.80 8.20 A g
= Peer Avg. 7.29 7.67 7.33 6.83 7.33 7.00 6.93 8.00
P1 8.40 v 8.00 8.50 8.80 7.50 9.00 9.00 8.50
P2 8.29 » 5.00 8.00 8.50 8.00 8.00 7.80 8.00
P3 7.00 7.00 8.00 7.00 7.00 5.00 6.00 8.00
P4 6.58 7.00 6.00 5.00 7.00 8.00 7.00 8.00
I PS5 6.00 v |¥ 6.00 6.00 6.00 6.00 6.00 6.00 6.00
=l Supervisor Avg. 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00
Duane Balsley 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00
( Evaluation Comparison . ( Evaluation Overall .
6aluation Comparison: [Evaluation Overall:
Comparison Type Comparison Percentage Score Type Current Employee
Self VS Peer 2.67% Peer Avg. Score 7.78 7.29 7.56 7.29
Self VS Supervisor 8.81% Supervisor Avg. Score 7.80 6.31 7.12 6.83
\ Overall Score 7.79 6.80 7.30 7.01

| Suggestion & Comments and Self-Review Summary

More outgoing Activities 2014 is also a refresh year, we launched our new DL website, redesigned the VIN system, we are also re-launching new Olliix website.

Keep optimizing our drop ship business system, make it more efficient and stable, we launched new convey system and replenishment system for drop ship business, We developed company
evaluation system and did a successful companywide evaluation. As the team leader, I do my best to make sure projects launch on schedule, make sure our system running smoothly. I listen
attentively to our users. Make a good effort to design our system, make sure our designer is reasonable, has same style, and avoid redundancy. 2014 is coming. I have lots of expectation for
me and our team.

Figure 4-2 Self Review
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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 4-3) 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 4-3 Self Review warning message for the open evaluation
4.1 How to read your Evaluation Result

4.1.1 Employee Info.

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

Employee Name: |NinBJiﬂ ‘ CReport Dept.: |\T D Evaluation Role: Evaluation Name:
Figure 4-4 Regular Employee Report Dept.
Employee Name: [Dusne Baisiey | Report Dept.:  [Ex=autive T>  evaluation Role: Evaluation Name:

Figure 4-5 Executive Employee Report Dept.

4.1.2 Evaluation Result

You can see Total Score of Overall Score, Self, Peer Ave. and Supervisor Avg. and Average Score for each
subject. (See Figure 4-6)

Duane Balsley 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00

Figure 4-6 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. = (Supervisorl 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).

>
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2. =l cCollapse / Z 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 4-6 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 4.0 or higher than 9.5 will have a comment.

View Comment
Employee: Hina Jin Relation: Salf
I R
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 waork hours and a schedule that enhances productivity.
C) Demonstrate self-discipline by working without supervizor’s oversight.
6. Excel

[t is used to export this employee evaluation result to an excel file.

4.1.3 Evaluation Comparison

Ewvaluation Comparison:

Comparison Type

Self WS Peer 2.67%
Self VS Supervisor B.B1%:

Self VS Peer: (Self -Peer Avg.)/Self * 100%.
1)
2)
3)

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.

Self VS Supervisor: (Self -Supervisor Avg.)/Self * 100%.
1)
2)
3)

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.

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

Compared Score Current Employee Score

Evaluation Owverall:

Current Employee

Peer Avg. Score
Supervisor Avg. Score
Overall Score

Figure 4-7 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: [iina Jin | ReportDept.: [T >  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.

4.1.5 Comments & Suggestion and Self-Review Summary
You can click =l Collapse to hide to hide it. It is the employee’s Self-Summary and Comments & Suggestion for the

company.

E Comments & Suggestion: Self-Review Summary:

More outgoing Activities 2014 is also a refresh year, we launched our new DL website, redesigned the VIN system, we are also re-launching new Olliix website.
Keep optimizing our drop ship business system, make it more efficient and stable, we launched new conwvey system and replenishment system for drop ship business. We developed company
evaluation system and did a successful companywide evaluation. As the team leader, I do my best to make sure projects launch on schedule, make sure our system running smoothly. I listen
attentively to our users. Make a good effort to design our system, make sure our designer is reasonable, has same style, and avoid redundancy. 2014 is coming. I have lots of expectation for
me and our team.

5. How to go to Your Team Evaluation Result

1) Click Summary Review under Evaluation Review of Evaluation Module. (See Figure 5-1)

Iy

Figure - Summary Review Page Path
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2) Itwill open Summary Review Page. (See Figure 5-2)

Summary Review
Evaluation Mame: [2013 US Evaluation Iz Report Department: Evaluation Role:
Employee Name: ] Organization Name: Level: ]
Alter Name: 1 Missing Score: Executive:
Rank oy: Responsible AR
Overall Avg.: 7.42 Supv. Avg.: 7.66

Neelf Avg,: Peer Avg.; 7.06
|| Score Comparizan | " Score Comparison )} Search Result
Items:5 Page number:1/

ninajin@jlahome.com

[] Emplovee A
[ Empovee & 2 774 799 7.37 7.60 Sales

1 5 supervisor
1 3

[ Empovee C 2 7 750 784 6.99 8.28 Sales 3 staff Sales lane.zhao@syncsoftinc.com
3 3
4 3

Staff Sales sumiaohe@ilachina.com
[ Employee 0 7 741 7.63 7.09 7.50 Sales Staff Sales Jasmine.huang@syncsoftinc.com
] Employee £ 15 6.37 6.63 5.99 6.18 Sales
Average 7.42 7.66 7.06 7.33

staff Sales ian.zhu@jlahome.com

Figure 5-2 Summary Review Page Layout

5.1 How to read Your Team Evaluation Result

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

i s1E}45678”>> Z ] [eo]

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.

;

5.1.1 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”.
Rank by: Default to Level, it will affect the ranking in the search result. click Ranking to see more detail

R R

Rank By:
Overall Avg.: E::s:!;zﬂm
Self avg. Repor Desartment

Supervisor Score

Level: Ranking is by the same Level first and the same Evaluation Role second and Overall Score third
Oversall score: Ranking is by Overall Score

Peer Score: Ranking is by Peer Score

Report Department: Ranking is by the same Report Department first and Evaluation Role second and
Overall Score third

Supervisor Score: Ranking is by Supervisor score
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5.1.2 Evaluation Result

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

Daniel Chen 0.00 0.00 0.00 0.00
Duane Balsley ¥ 2 0 0.00 0.00 0.00 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)
< Ranking: System automatically generated rank basic on Rank by selection (See Rank by). In the below
example for sales organization in the same level 3, since the default Rank by is “Level”, for supervisor
“Employee A” the ranking starts at 1 and for staff “Employee B” to the ranking restarts at 1.
Rank By ) Responsible HR: ERUE
Overall Avg.: 7.42 Supv. Avg.: 7.66
Self Avg. : 7.33 Peer Avg.: 7.06
Items:5 Page number:1/1 Paginal:20 items
e e R R T
[] Employee & (1) 19 8.08 8.23 7.86 7.11 Sales 3 CGupervisor) Sales
[ ] Empoyee B " 5 2 . 7.99 737 7.60 Sales 3 a Sales
[] Empoyee C 2 7 . 7.84 6.99 8.28 Sales 3 || staff Sales
[] Employee D 3 7 o 7.63 7.09 7.50 Sales 3 Staff Sales
[] Emplovee F 4 15 6.37 6.63 5.99 6.18 Sales 3 Staff Sales
Average 7 7.42 7.66 7.06 7.33 / \
Ranking by "Level" is basic on
the same 1 and 2 and then by 3. ¥ Overall Score Z: The same Level C1: The same Evaluation Role j
< Peer Count: Total number of peers evaluated an emploee.
< Peer Avg.: Team Peer Avg. = (Employeel Peer Score + Employee2 Peer Score +... EmployeeN Peer Score)/N

(N=Total Employee Number)
wverall fvg.: 7.42 Supv. Avg.: 7.65

@Ifi\vg. s 7.33 Peer Avg.: ?.DS)

<> 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.)
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5.1.3 Score Comparison

1) Putthe check for the employee name you want to see compared score by subject and click Score
Comparison.

Items:5 gPage number:1/1 Paginal:20 items

[&] [&] ] £

<

1
1
2
3]
4

Average

- Peer
I
1%

2

7

7
15

8.08
7.74
7.50
741

6.37
7.42

o i
8.23 7.86

7.99
7.84
7.63

6.63
7.66

7.37
6.99
7.09

5.99
7.06

711
7.60
8.28
7.50

6.18
7.33

Sales
Sales
Sales
Sales

Sales

MW W W

Supervisor
Staff
Staff
staff
staff

2)

It will open Score Comparison page. Supervisor will list on the top and staff will list at the bottom. The

default sort for each evaluation role is by Total Score.

Quality of Work and Acenracy
20.00%

‘Work Focus and Efficiency
20.00%

Team Work/Interpersonal Skills Attendance/Working Manner
10.00% 7.50%

Job Knowledge Quality of Work and Accuracy ‘Work Focas and Efficiency Communication Skills Team Work/Interpersonal Skills Attendance/Working Manner
20.00% 20.00% 20.00% 15.00% 10.00% 750%
B 7.74 8.20 8.50 7.20 6.80 7.30 830
Employee C 7.50 8.28 8.10 7.14 6.63 7.06 692
D 7.41 6.83 7.43 7.68 712 8.22 714
D

6.37 6.07 587 6.17 6.12 711 741

3) You can click Excel to export the compared score to excel.

Employes

5.1.4 Excel

It is used to export your team evaluation result to excel.

5.1.5 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.
I T
-onnt

1 19 8.08 8.23 7.B6 7.11
1 2 7.74 7.99 7.37 7.60
2 7 7.20 7.84 6.99 8.28
3 7 741 7.63 7.09 7.50
4 15 6.37 6.63 5.09 .18

7.42 7.66 7.06 7.33

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

7.1 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.

7.2 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".

Evaluation Name: [2013 Us Evaluation Date: [psrtozota - oaz120m Evaluation Status:
ez

< 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.

7.3 Function Button

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

7.4 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.

.1B4se78>>> m

R
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8. Appendix B: Evaluation Application Detail Page Layout Introduction
(See Figure 3-1 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 8-1) You can click = / 4l button to
hide/show it.
Ll Evaluation Criterion: Score Ranges Level Description

10 Outstanding Exceeds requirement
8-9 Exceeds Reguirement Consistency meets and occasionally exceeds requirement
57 IMeet Reguirement Normally meets requirements, performs as expected
34 Needs Improvement Has not performed as expected, improvement is needed
1-2 Does not meet reguirement Fails to meet requirements
*Spedial Attention™ Score must between 1 and 10 Score below 4.0 or above 9.5 requires a comment. 14

Figure 8-1 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 8-2)

Subject Score Percentage Content

Evaluation--

1. Job Knmﬂed [20.00%) 1
OMpIELE FNOWIEdgE OF the TUncaons o depa PLUIE Grganizaton as wiell as company 5 CUare.

B} Knuwledge of instaliing & truuhle.shuuhng suftware & han:lw e for all company’s application & equipment. {Computers, servers, and etc.)}

C) Knowledge of company’s aperating 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 virus.

Figure 8-2 Glossary Definition

< Score & Comment: Itis 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 8-1 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.

Page 19



