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1. HR User List

1.1 How to search a user?
1. Open HR user list after login: click “HR User List” in navigation bar, see Pic1-1.

Business Unit| Home_Apparel |

Picl-1
2. System will open HR user list page, see Picl-2.

HR User List

MName: Email: Email Vs

Alter Name: [ | Status: [Active | Responsible HR: [ ~]
Organization Name: | ~v|  oOffice: | | Executive: | v
Evaluation Role: [ |  Evaluation Req.: | ~|  Evaluation Type: [ M|
Employee ID: [ Job Position: [ ~|  Job Title:

[ new || copv || Disable || Activate |[[F History | Buttons

Items:2555 Page number:1/86 Paginal:30items A - ¢ . S0 3455750910

Lyaluanon Urgamzanon Kesponsivie - = = Anmorzea
Name Rale sName HR Create Date  Last Update Updated By Page

1 [A)China Team chinadesigner@jlahome.com Active California 3?:;%315 ea jlachina.com | Auth. Page
] [A}Customer customeri@jlahome.com Active California Auth. Page
[ ([;Ae};il"n"& inhousedesign@jlahome.com Active California Auth. Page
] (ALJLA Fabric efabricdesian®i ) )

_:‘ Desian jlafabricdesign@jlahome.com Active California Auth. Page
1 (Al-Licensed licensed@jlahome.com Active California Auth. Page
L1 abby =X hou com Staff ERRETE Adive OverssaHR  HangZhou ?1_3’ 13_2‘:'3'7'“ Auth. Page
1 % accounting@jlahome. com Active California E’g‘ggu g‘“g@gu hulinjuan@jlachina.com Auth. Page
ul ,,, i _ 10/30/2014  11/18/2014 )
I Ada? =i com P! TR AEITHS Adive Oversea HR HangZhou 23:33:14 D5:54:43 ehr@jlachina.com Auth. Page
1 ADA3 B xueyanggin@taclivingconcept.com  Supervisor HEH Active  Oversea HR HangZhou ég’;g”g“ ;;‘{;gffgm ehr@jlachina.com Auth. Page
[ Adam WA 130198@evaluation.com Staff LI Acive OverseaHR  HangZhou 71_2’ igﬂ'“ ;;";g’}uo“ sunxiache@jlachina.com  Auth. Page
l Adelfo Dumlag adelfo.dumlac@warehouse.com Staff WwoD2-1 Active  Corperate HR  California i?;;’gglz l;:iggiégl-s zhanglihua@syncsoftinc.com . Auth, Page
1 adella Weston adella.weston@warehouse.com Active Savannah g};‘a,'gsmz gg{;zﬁgm drbalsley@comcast.net Auth. Page
;‘ Adrian Cruz adrian.cruz@warehouse.com Active California x‘%:‘?gls g:"z:&gm ian.zhu@jlah com Auth. Page
L1 mnu adrian.rodriguez@warehouse.com Active California %};:,’gl:! 2;"3:%213 nina.jin@jlahome.com Auth, Page

Pic1-2
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< Search area: HR can search out user by Name (English Name), Alter Name, Email, Employee ID,
Job Title and Job Position, etc.

<> Buttons: “Search”, “All Info.” and “Excel” button. “Search” button is to search users based on
typed keyword; “All Info.” is to display all users in the grid; “Excel” is to export all users in the
grid to an excel file.

< Grid: users’ basic information show in the grid, including Name, Alter, Email, Evaluation role,
Organization Name, Status etc.

3. Type in keyword, then click “Search” button. For example, type in “Laurie” in “Name” text field.
Result see Picl-3.

HR User List

Name: Laurie Email: Email valid: [ v
Alter Name: [ | Status: [ Active | ible HR: [ ]
Organization Name: [ ~v|  office: [ v|  Executive: [ v
Evaluation Role: [ ] Evaluation Req.: [ | Evaluation Type: [ ]
Employee ID: | ‘ Job Position: [ v Job Title: ‘ ‘
|7" mew || Copy || Disable || Activate || T History | E T v | [ 5] All Tofo. Excel
Items:1 Page number:1/1 Paginal:30 items <<€ <l1>>>
q Evaluation Role  Organization Name Status Responsible HR ~ Office  Create Date Last Update Updated By l.&nﬂmn'zed Page
O @ ES iaohe@jlachina.com Supervi: ‘Analysis Active  Oversea HR HangZhou 05/18/2015 16:11:18 i jlachina.co |

Pic1-3
4. Click “Auth. Page” hyperlink (Pointl in Pic1-3), system will open User Auth. Pages, see Pic4. All
pages, which the user can access to, will list on this page.

Export2Excel
Name: Laurie Sun Alter Name: F/-55%
Rale Page Read Only o
Analysts Evaluation > Evaluation Review > Comments & Suggestion Review No
Documentation & Training > FAQ > Frequently Asked Questions No
Maintenance > Location No
Production Resources > E-Commerce > Retail Transfer Queue No
Documentation & Training > User Manuals No
Customer Service Customer Service > Address Auto Correction No
Customer Service > Claim & Case Mgmt. No
Customer Service > Claim Subject No
Evaluation > Evaluation Review > Comments & Suggestion Review No
Customer Service > Consumer No
Customer Service > Controller Model No
Customer Service > Customer Claim No
Customer Service > Customer Service Report No
Customer Service > Email Template No
Sales Order Management > Error Report No
Documentation & Training > FAQ > Frequently Asked Questions No
Customer Service > General Service Log No
Administration > Homepage No
Warehouse Queries > Incoming Containers No
Distribution > Incoming Shipments No
Production Resources > Ttem Master List Yes
Customer Service > Line of Business No
Administration > Modify Password No
Sales Order Management > Olliix Order List No
Warehouse Queries > Outbound Truckload No
Customer Service > Product Registration No
Customer Service > Purchase From No
\Warehouse Management > Replenish > Repl. History No
Warehouse Management > Replenish > Repl. Quantities No
Customer Service > Resolution No
Warehouse Management > Return Order List No
Customer Service > Service Type No
Documentation & Training > User Manuals Yes
DC Admin Warehouse Management > Barcode No

Pic1-4
5. Click “Name” hyperlink (Point2 in Pic3), system will open User detail page, see Picl-5.



S

(5o | [F] exel |

Name: |Leurie Sun | Email: sunxisohe@jlachina.com Organization Name:
Alter Name: 2. EE) Email valid: ] Supervisor Email: 3. 1
Employee ID: 08145 Job Position: B Job Title: HESZR

Evaluation Req.: =i Evaluation Role: [Sopervisor <] |Evaluation Type:

Executive: O Expired Date: [ [ Language:
Office: [Fangznou ~] Default Location: [t ~] additional Org.:i2. I |
Remark: Status: Active A

Pic1-5

6. HR can edit this user as necessary.

1.2 How to create a user?

1. Open HR User List page, see Pic1-2, click “New” button.

2. System will pop up user detail page, see Pic1-6.

[E sove |

Name: \ | emai \ | organization ame:
Alter Name: [iz2 Email Valid: Supervisor Email:[iz2. ]
Evaluation Req.: Evaluation Role: [ starr v Evaluation Type:

Executive: O Expired Date: | [#  tanguage:
Office: \ W Default Location: \ v\ Additional Org.: E I:'
Remark: [ | status: Adtive v
Pic1-6

3. Fillin fields, then click “Save” button.

< If the user will participate in annual evaluation, Please check “Evaluation Req.” and set
evaluation role and evaluation type.

< Ifthe useris “Executive” role, please check “Executive”.

< If email is valid, system will automatically send an email to created user’s email.

1.3 How to copy a user?

1. Open HR User List page, search and select a user in the grid. For example, select the user in Pic1-7.

Name: ,Laune—| Email: ’—| Email valid: [ w]
Alter Name: | | Status: [ Active | Responsible HR: [ V]
Organization Name: [ v|  Office: [ v|  Executive: [ v
Evaluation Role: Step? | | Evaluation Req.: [ | Evaluation Type: [ ]
Employee ID: | 0b Position: | v|  Job Title: [ |
[ wm|L_Coov_ |- Do ][ ctiate | 5ty [Fymrmr i ETr
ems:]l Page number:1/1 Paginal:30 items == <1 2>

Alter Name Evaluation Role  Organization Name Status Responsible HR ~ Office  Create Date Last Update Updated By

Laurie Sun & Gaohe@jlachina.com Supervi: ‘Analysis Active  Oversea HR HangZhou 05/18/2015 16:11:18 he@ilachina.com Auth. Page

Pic1-7
2. Select the user and then click “Copy” button. System will pop up below pop-up, see Pic1-8.
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[ § 0 F 1]
User Copy X
User Co|
n
Ermail: | | Name: | |
Password: | | Confirm Password: | |
Ermail valid:
[ —ox—| [-[I] close-| W
Pic1-8
3. Type in email, name, password, confirm password, see Pic9, then click “OK” button.
User Copy
User Copy -
Email: |nea|.zhang@jlahume.com | Name: |Nea| Cat |
Password: . | Confirm Password: . |
Email Valid: [+
[ —ok—| [[IJ clse| -
Pic1-9

< If copy successfully, system will copy following fields: “Evaluation Req.”, “Evaluation role”,

» o« » o«

“Evaluation Type”, “Organization Name”, “Office” and “Language”.
< Email and name can’t be reduplicative in EEC system.

4. After successfully copy, HR can search out new user and edit the new user as need.

1.4 How to activate/disable a user?

If user leaves office, HR can disable this user, steps as below:

1. Open HR User List page, search and select an active user in the grid. For example, select the user in

Pic1-10.

HR User List
Name: ,Lsune—| Email: ,—| Email Valid: [ ~]
Alter Name: | | Status: [Active | ible HR: [ ]
Organization Name: [ ~|  Office: [ ~|  Executive: [ v
Evaluation Role: Step? ™ Evaluation Req.: [ | Evaluation Type: [ v
Employee ID: Job Position: [ ~| Job Title: | ‘

T New Copy Disable [ [ wistory F Caarch 3 [ [0 allinfo. | [[BI] Excel |

ems:1 Page number:1/1 Paginal:30 tems e = 1> >

Alter Name Evaluation Role  Organization Name Status Responsible HR  Office  Create Date Last Update Updated By Aunthorized Page

Laurie Sun F & iache@jlachina.com |Supervi ‘Analysis Active  Oversea HR HangZhou 05/18/2015 16:11:18 i jlachina.com Auth. Page

Pic1-10
2. Select the user and then click “Disable” button. System will pop up confirm pop-up, see Pic1-11.

(T ]



o User's status will change to disabled. Do you want to continue?

Pic1-11

3. Click “OK” to disable selected user; If want to cancel it, click “Cancel” button.

4. After system successfully disables selected user, pop up below message, see Pic1-12. Click “OK” to
close it.

éi Status: User Laurie Sun has been disabled.

Pic1-12
HR also can activate disabled user, steps as below:

1. Open HR User List page, search and select a disabled user in the grid. For example, select the user in

Pic1-13.
HR User List
Mame: Allsn Email: Email Valid: [ v
Alter Name: | ‘ Status: | Disabled | Responsible HR: | |
Organization Mame: [ ~v|  Office: [ v|  Executive: [ ~]
Evaluation Role: [ v Evaluation Req.: [ ] Evaluation Type: [ ]
Employee D: | StEP2 | Job Position: [ v]  Job Title: [ |
Items:1 Page number:1/1 Paginal:30 items €< < 1> >>

Evaluation
Role

Organization

3 Responsible
Name o HR

Office Create Date Last Update Updated By

10/30/2014 08/03(2015
22:15:07 18:54:34

wangdingkai@scmhome.com Staff Disabled Oversea HR HangZhou jlachina.com  Auth. Page

Pic1-13
2. Select the user and then click “Activate” button. System will pop up confirm pop-up, see Pic1-14.
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o User's status will change to active. Do you want to continue?

Pic1-14

3. Click “OK” to activate selected user; If want to cancel it, click “Cancel” button.

4. After system successfully activates selected user, pop up below message, see Pic1-15. Click “OK” to
close it.

Status:User Alex Shen has been activated. Please remember to update
alter name,

Pic1-15
2. Organization Setting

2.1 How to create the Organizations

1. Click Organization Setting page under EEC Administrator 2 HR Setting = Organization Setting
(See Figure 2-1)

= W, Administration

Figure 2-1
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2. Click “E&E". See Figure 2-2.
< The selected organization will be in blue color.
< Root organization: The level is 0 and cannot be deleted.

ZEBED) | addorg. |
=) E&N Organization Name: EZE Level: o
[=- Accounting Parent Organization: Status: [Active v
AJP Responsible HR: Corperate HR A Synchronized: Trace Supv. ¥
L.oaR
Figure 2-2

3. Click Add Org. button to add a child organization.
4. Enter Organization Name and click Save.
Note:

< The level will be automatically +1. (E.g, the selected organization level is 0, the added child organization
will be 1.) See Figure 2-3

< Organization name is required field.

< Parent Organization will be the selected Organization.

< Responsible HR: Corporate HR is for US corporate and Oversea HR is none US HR.

= EBE AI Addorg. || save |[ &9 cancel |
: o
- ASyncsoft Organization Name: [!!! H — @
[=- E&E Corp. Parent Organization: EZE Status: [Active ]
;- Accounting Responsible HR: Synchronized: Trace Supv. ||
Figure 2-3

5. Click Add Org. to continue adding child Organization for the selected parent organization.
6. Select one organization and click Delete button to delete the selected organization.

Add Org. EHSM lx DEIe‘DeI

Organization Name: [Accounting | Level: 2

Parent Organization: E&E Corp. Status: [Active v
Responsible HR: Corperate HR N Synchronized: Trace Supv.

Last Updated Date: 2013-05-27 Last Updated By: sunxiaohe @fiachina.com

Figure 2-4

2.2 How to assign Users to the Organization
Open User List page under EEC Administrator = HR Setting = HR User list (See Figure 2-5)
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Business Unit| Home_Apparel |

Figure 2-5
Click user name to open the user detail page. See
Orgemization  gio;  ReBORSBe  Office  CreateDate  Last Update Updated By

O ;uﬂ;" susan.miller@warehouse. com Active California 33’2;13214 ég,’l:;’f;ilm ian.zhu@jlahome.com  Auth. Page
@ https://eecsystem.cn/EECWebPages/Admin/HRUserDetailPage.aspx?UserlD=2883 aB
s ] abouttabs
Name: [Busan miter | Email: | susan miller@warehous com | IO:ganizalion Name: 2 [ 1[=] |
Alter Name: @ [ Email Valid: O Supervisor Emall:@ [ |
Employee ID: | |@ Job Position: ‘ Job Title: | |
Evaluation Req.: ] Evaluation Role: ~| Fvaluaﬁun Type:
Executive: O Expired Date: [ Language: [Engiish V]
Office: [Calitomia ~|  Default Location: [ v additional Org.: [ [
Remark: [ | status: [ Active V]

1. Figure 2-6.

2. Select Evaluation Role, Organization Name and check Evaluation Req. checkbox for the user.

Note:

<~ Evaluation Req. is checkbox, Checked by default. With this checkbox the user will be listed in the
“Organization view” page and “Evaluation User” page.

<> Evaluation Role is required if Evaluation Req. is checked.

Syncsoftinc.com @AIl rights reserved



Evaluation Organization o Responsible T . Authorized
Role Name Status HR Office Create Date Last Update Updated By Page

O ;uﬂ;" susan.miller@warehouse. com Active California 33’2;13214 ég,’l:;’f;ilm ian.zhu@jlahome.com  Auth. Page
@ nttps.//escsystem.cn/EECWebPages/Admin/HRUserDetailPage.aspx?UserlD=2853 a2
{g @ abouttabs
(B 5o ]
Name: [susan Miler | Email: ‘susan. miller@warehovse.com IOganizalinn Name: [id] [ 1[2] |
Alter Name: @ [ | Email valid: J Supervisor Email: i [ |
Employee ID: [ |E| Job Position: Job Title:
Evaluation Req.: 1 Evaluation Role: | | Fvaluaﬁun Type: v
Executive: O Expired Date: [ ﬁ Language: |Engiisn v
Office: [California ~|  Default Location: [vm v] Additional Org.: [ [
Remark: | ‘ Status: Active v
Figure 2-6

3. Click Save button to save the changes. After user updated successfully, the updated data is show

in the grid. See Figure 2-7.

Name: Sussn Milar Email: Email Valid: [ v
Alter Name: [ ] Status: [Active v ible HR: [ |
Organization Name: (@ [ [ offiee: [ v]  Executive: ‘ ]
Evaluation Role: [ ~|  Evaluation Req.: [ v|  Evaluation Type: [ v
Employee ID: [ ] Job Position: [ v Job Title: [ ]
Items:1 Page number:1/1 Paginal:30 items << < 1> >>
e sion Orgmniation  goms  ROPOSP O CreaeDate  LastUpdate Updated By

O :JIE' susan.miller@warehouse.cony Staff Accounting Ative ‘Corperate HR. California ég"g;‘g'lnq ggﬁgls penghougiong@jlachina.com  Auth. Page
Figure 2-7

2.3 How to view the Organization users

Open Organization View page under EEC Administrator->HR Setting—> Organization View (See Figure
2-8)

Figure 2-8

Left side lists the evaluation organization multiple tree. See
1. Figure 2-9
2. Click the Organization Name on the left side, this organization assigned user will be listed in the

right side in the grid.

Syncsoftinc.com @AIll rights re
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- ERE
& E&E Corp.

~
m—— Jessica Jeng Supervisor Accounting 2
{ AR ita Manrao Staff Accounting 2
&~ CEO Office

Accounting (2)
; Supv.:lessica Jeng
- Excutive WP Staff:Sunita Manrao

; - DesignMerch
DesignMerchl

- Customer Service

i~ DesignMerch2
I A/P (5) A/R (4)
;- DesignMarch3 Supv.:Hope Tang Supv.:¥an Li
i DesignMerch4 Staff:Joenorbelle Monteagudo | | Staff:Hao Huang
DesignMerchs Menchie Feliciano Jessica Bailey
) Trey Mguyen Sarah Yuan
i DesignMerchs Vivian Yao
- E-commerce

Figure 2-9

3. Underneath lists the organization and his child organizations structure.
This organization structure will list each organization assigned users and users evaluation
settings in graphic charts. See
Figure 2-9
(How to assign users to Organization see 2.2)

4. If the user is already initialized in the Evaluation User page, click the user name, this user’s
relationship chart will be listed in the pop up window. See

5. Figure 2-10

11



|Jessica Jeng

Supervisor
Sunita Manrao

2

Accounting
Staff ‘Accounting 2
Y
User Evaluation jonship Chart

Supervisor
Jessica Jeng

Peer
Adriana Divizich
Alex Gonzalez
Alexander Acevedo
Amanda Favorita
Amanda Inman
Amy Vangraafeiland
Ana Fregoso
Ana Montes
Ana Torres
Analisa Villanueva

Andrea Mitchell
\ Angie McNally /
Ann Reynertsan
Anne Hu
Annette Kelly
Anni Liang

Figure 2-10

Note: If the user is not initialized, click the user name, there is a message: This view is only available until the
user evaluation setting is initialized. (See Figure 2-11)

(Initialization details see How to initialize a UserError! Bookmark not defined.)

12



Supervisor WoD
Staff

Alter Name Evaluation Role Organization Name
3
waoD 3

User E\r\uation Relationship Chart LX)

: Customer Service
Executive VP

E| DesignMerch
DesignMerchi
DesignMerch2
DesignMerch3
DesignMerch4

DesignMerchs
- DesignMerche

E-commerce

& Salest ﬁ\ This view is only available until
D the user evaluation setting has
been initialized.

i Bentonville Office = |
i Sales10
i Salesil “
: i

i Sales12

i Sales13
i Salesid
- Sales2
- Sales3
L=
- Saless
o Saless

&~ Sales?

= a—

Figure 2-11
3. Evaluation maintenance

3.1 Glossary maintenance
Open Glossary page under EECUS - Evaluation - Maintenance - Glossary

Figure 3-1

3.1.1 Glossary Subject

1. Open Glossary Subject page.
2. Click New button to create a new subject.

13
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[5 0 FT]
Glossery Subject | Glossay |
Company: ST —
Subject: [ |
Alt Subject | |

I-‘\? HNew |.5a~e

Figure 3-2
3. Enter the required fields and click Save button. Sort No. will be automatically configured by the

system. (User can change it manually to reorder the subjects.)
Glossary

Glossery Subject | Glossay |
Company: Evaluation Role: Supervisor ~ Ratio (%) lmm—|
Subject: [Jab Knowiedge | —— I No. [ | I
Alt. Subject |

o hew Save.

Figure 3-3

4. Click the Delete button in the grid to delete the subject.

Note: If the subject is used in the glossary page, or Evaluation is “Open” or “Close” status, it cannot be deleted.

3.1.2 Glossary

3.1.2.1 Create Glossary

1. Open Glossary page.

2. Click New button to create a glossary.

| Glossary Subjest | Glossary

Evaluation Role Company: Organization: 2 B
Name: [ | Bilingual: O
Figure 3-4

3. Select Evaluation Role, Company, Organization and type Glossary Name.
<~ Company: All the Organization Names with level “1” in the organization setting page.

< Organization: Click EA button to open the multiple tree of the selected Company. If
organization is already assigned to other glossary, the checkbox will be gray out. See Figure 3-5.




S

= EEE Corp.

= [¥]accounting
AP
&R
CEC Cffice
Excutive WP
Graphic
IT
oA

QA-E-comimerce

B B

H B =

Plarnning
Production

Figure 3-5

4. Click Save button to save the Glossary. After saved successfully “Evaluation Role” and “Company”
cannot be changed anymore.
5. Click the Delete button in the grid to delete the glossary.

3.1.2.2 Glossary Contents
1. After glossary created, click Contents button to open Glossary contents edit page. See Figure 3-6

Glossary
| Glossary Subject | Glossary

Evaluation Role Company: EBE Corp. Organization: i [Acsounting ARAIP At Acsaunt] | -]
Hame: |Aoeoumng ‘ Bilingual: [l

(@ e ] (B swe (oM Contmnts D

Figure 3-6

15



The default selected is the first subject.

User can click Next button to show next subject, or direct click Select button in the grid to select
the next subject. See Figure 3-7.

< User can type maximum 10 contents for one subject. Detail see Figure 3-7.

Glossary :
I Subject contents
Information g
Glossary Content
- 1 ~
(Name: |Accounting |\ Ewvaluation Role: |Super\risor A
ganization: |Accounting AR A | Company; [z Coip,
1
ﬁbject 1 [vE Rrowi=dge 20.00%) \ 7\
1
Content &: |Fu|| and précisknowledge of updated financial compliance of collecting p d a qui t. (For cust: actively managed by accountant.) |
Content B |Fully understand the financial requirement including invoice format, payment terms for fhe customers managed by accountant. |
Content |E‘ mplete k ledge and operation of company'swoking tools such as Macola & EEC System. |
Content D |Ad<now|edge of company's internal financial procedure. |
Content E: | |
Content F: | |
Content G: | |
Content H: | |
Content I: | |

ontent J:

Subject Content Updated By Last Updated
A) Full and précis knowledge of updated financial compliance

of collecting procedures and requirement. {For customers
actively managed by accountant.)
B} Fully understand the financial requirement including invoice

Select 1 Job Knowledge (20,00%:) format, payment terms For the customers managed by sunxiaohe@ijlachina.com  05/30/2013
accountant,

C) Complete knowledge and operation of company’s working

tools such as Macola & EEC System, \
D) Acknowfdge of compan 'z internal financial procedure,

AY Ability to utilize company’s ool efficiently and accurately,
({Macola & EEC)

B} (For AR} Ability to Follow customer’s procedure and First time open
requirement in order to make the collection smoothly without Contents page with
any problem,

C) (For AR} Ability to send out 100%: accurate invoice, default selected

D} (For AR} Ability o keep tracking and list all the outstanding
invoices in order to make precisely collection without any
delay,

E) {For AP Ability to Follow customer’s procedure and
requirement in order ko make the payment smoathly without
any problem,

F) {For AP Ability to keep tracking For the wrong invoices and
enable to catch up the problems before making the payment.,
G} (For AP Ability to make 100% payment without mistake,
AY Ability b work on multiple customers with great efficiency
and focus, W

Guality of Work and Accuracy

2elecs (20,00%)

sunxiachedjlaching, com 053002013

[ - ‘Wark Focus and Efficiency

Figure 3-7

2. After select the second or after (Not the first or last subject) subject, there will be Prev and Next
buttons. Click these buttons to select previous or next subject. See Figure 3-8.

16
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Glossary Content

Bl

Mame: ‘Accounting | Evaluation Role: |Super\risor |
Organization: ‘Accounting.NR.NP | Company: |E&E Carp. |
Subject 2 \Qualiw of Whark and Accuracy (20.00%) |
Content &: ‘Abi\ityto utilize panys tool efficiently and tely. (Macola & EEC) |
| Content B: ‘(FOIAR)ADI\ItytD follow sp and req in arder to make the collection smoothly without any problem. |
Content C: ‘(FolAR)Abi\ityto send out 100% accurate invoice. |
Content D ‘(FolAR)Abi\ityto keep tracking and list all the outstanding inwoices in arder to make precisely collection without any delay. |
Content E: ‘(FolAP)Abi\ihrto fallow cust =3 d and i tin orderto make the payment smoothly without any problem. |
| content F: ‘(FolAP)Abi\ityto keep tracking for the wrang invoices and enable to catch up the problems before making the payment. |
| content G: (For AF) bility to make 100% payment mithout mistake. |
{ Content H: ‘ |
Content I: ‘ |
: Content 1: ‘ |

Content

AYFull and précis knowledge of updated financial compliance
of collecting procedures and requirement. (For cuskomers
actively managed by accountant.)
) B} Fully understand the financial requirement including invoice

Select 1 Job Knowledge (20f.00%) format, payment terms For the customers managed by sunziaohe@ilaching.com  05/30/2013
accounkant, "
C) Complete knowledge and operation of company's working
tools such as Macola & EEC System,
D Acknouledge of ‘s inkernal financial procedur

[ AY Ability to utilize company’s bool efficiently and accurately, "
1 ({Macola & EEC)
B) {For AR} Ability ta Follow customer’s pracedure and
requirement in order to make the colleckion smoothly without
arvy problem,
C) {For AR} Ability ko send out 100% accurate invaice.
D} (For AR} Ability to keep tracking and list all the outstanding
invoices in order to make precisely colleckion without any sunziaohe@ijlaching.corm  05/30/2013
delay.
E) {For AP} Ability ko Follow customer’s procedure and
requirement in order to make the payment smoothly without
arvy problem,
F) {For AP} Ability o keep tracking For the wrong invoices and

enable ko catch up the problems before making the payment.

1 \ G) (For AP) Ability to make 100% payment without mistake, .
AY Ability towork on mulbiple customers with great efficiency

. and focus,
ol = wark Facus and Efficiency D ALl b mwisibine, b b amd mFFak eolen Fom collosbine, bl nnbin e e REMRISAE T

Cuality of Work and Accuracy

|| (20.00%)

€

Figure 3-8

3. Type the contents and click Save button, glossary is updated successfully.
4. Click View button to open the Glossary contents preview page. The title of the view page is:
Evaluation Glossary-Glossary Name-Evaluation Role (Percentage). See Figure 3-9
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Evaluation Glossary - Accounting - Supervisoir{ (100.00%)
1. Job Knowledge (20.00%)

A) Full and précis knowledge of updated financial compliance of collecting procedures and requirement. (For customers actively managed by
accountant.)

B) Fully understand the financial requirement including invoice format, payment terms for the customers managed by accountant.

C) Complete knowledge and operation of company’s working tools such as Macola & EEC System.

D) Acknowledge of company’s internal financial procedure.

2. Quality of Work and Accuracy (20.00%)

A} Ability to utilize company’s tool efficiently and accurately. (Macola & EEC)

B} (For AR) Ability to follow customer’s procedure and requirement in order to make the collection smoothly without any problem.
C) (For AR) Ability to send out 100% accurate invoice.

D} (For AR} Ability to keep tracking and list all the outstanding invoices in order to make precisely collection without any delay.
E) (For AP} Ability to follow customer’s procedure and requirement in order to make the payment smoothly without any problem.
F) (For AP) Ability to keep tracking for the wrong invoices and enable to catch up the proablems before making the payment.

G) (For AP} Ability to make 100% payment without mistake.

3. Work Focus and Efficiency (20.00%)
A) Ability to work on multiple customers with great efficiency and focus.
B) Ability to prioritize the time and effort make the collection (for AR) or payment (AP) by the due date to lessen company’s loss.

4, Communication Skills (15.00%)

A) Clear, concise, and timely daily communications with customer and colleague on financial related issues.

B) Demonstrate effective negotiation skill with difficult customers relating to collection problems.

C) Ability to fight for the charge back and reduce the company loss to the minimal.

D) Proactively provide alternative and constructive suggestions to supervisor for decision making on issues outside of their authority.

5. Team Work/Interpersonal Skills (10.00%)

A) Willingness to follow company’s teamwork direction and abolish politics.

B) Willingness to offer unconditional help whenever there is a need.

C) Communicate to colleagues with respect, and only express issues/concerns 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%)

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 working without supervisor’s aversight.

7. Pro-company (7.50%)

A) Ability to demonstrate a positive attitude towards company decisions, working related issues, and only communicate concerns through the prope
channels.

B) Willingness to support and follow company’s guidelines.

C) Able to always set a positive tone on behalf of the company.

Figure 3-9

3.2 Score Maintenance
Open Score page under EECUS = Evaluation = Maintenance = Score

= Ei Maintenance
Evaluation Period

Figure 3-10

3.2.3 Sore Distr.&Desc.
1. Click Score Distr.&Des. page
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2. Click New button to create a new score description.

Score Distr. & Desc. | ScoreRatio | Score Theshold |

Score Description: | |

Figure 3-11
3. Enter Score Range, Score Name, Score description and select Company, click Save button.

| ScowDist 4Desc. | ScomFatio | Scom Thisshold |

Score Range: Score Narme: Nizst Reguirsmant Compary: | E&E Coro. v

Score Description: Mormally mests requirements, parforms a3 sxpectsd |

Figure 3-12

4. After saved successfully Sort No. will be automatically configured. User can change the No.
manually to resort the score description.

[ Score Distr. & Desc H Score Fatio || Score Threshold |

Score Range ScaeMeme: [Vi=st Requieman: Campery: [ €32 core — v
Score Description: ‘Narmsll} mests requirements, parforms a5 expactsd | @_: 3 D

[ wew J[E sme ]

Figure 3-13

3.2.4 Score Ratio
5. Click New button to creation page.

| Evaluation Griterion | Score Ratic | Score Threshold |

Ewvaluation Role: W | Company: | W |

Supervisor (%) | | Peer (%): | |

—— |

Figure 3-14

6. Select Evaluation role, Company, Type the ratio and click Save button.

| Evalustion Criterion | ScoreRstic | Score Threshold |

Evaluation Role: | Supervisor V| Company: | E&E Corp. V|

Supervisor (%) |BD.00 | Peer (%) |40 .00 |

[ e (o D

Figure 3-15

Syncsoftinc.com @AIl rights reservec
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3.2.5 Score Threshold

1. Go to Score Threshold page.
2. Click New button to creation page

| Score Digtr. & Desc. ” Score Ratio | Secore Threshold

Figure 3-16

3. Type the required fields and click Save button.

| Score Digtr. & Desc. ” Score Ratio " Score Threshold I

Score Threshold Min.: 200 Score Threshold Max.: Compary:
e @ e )

Figure 3-17

Note: Sore Threshold will be displayed in Application page and Self score as “Evaluation Criterion”.

3.3 Peer Organization
Open Peer Organization page under EECUS - Evaluation 2 Maintenance = Peer Organization

Figure 3-18
1. Click New button to create a new peer organization.

Peer Organization
Company: v Crganization: v Peer Organization: =z

)i
Figure 3-19

2. Type the required fields:

Peer Organizatinn

Organization:

Syncsoftinc.com @AIl rights reservec
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a).Company: Dropdown list with the level one organization name.
b).Organization: List the selected company’s child organization name.

c).Peer Organization: Pop up window with the selected company and child organization. The

selected organization in b) is gray out. See Picture...

= E&E Corp.
[Ieentonwille office
[Jcanada Office
[Jcustomer Service
OEe-commerce
[Oeack Office
T
CIPlanning

[JProduction
[sales

Figure 3-21

3. Select value for the required fields and click Save button. After saved successfully the company

and Organization cannot be changed.

Peer Organization

Feer Organization:

Company: | EiE Coo Organization:

Figure 3-22

4. Click the Delete button in the grid to delete the peer organization.

Items:8 Page number:1/1 Paginal:20 items

| vt

e
Accounting Canada Office, E-commerce, Back Office E&E Corp. yelinxia@jlachina.com 05/08/2013
Back Office Accounting E&E Corp. yelinxia@jlachina.com 05/08/2013
Canada Office IT, Customer Service, Accounting E&E Corp. ping.gao @jlahome.com 05/07/2013
Canada Office IT, Customer Service, Accounting E&E Carp. yelinxia@jlachina.com 05/07/2013
Canada Office IT, Customer Service, Accounting E&E Corp. yelinxia@jlachina.com 05/08/2013
Customer Service Canada Office E&E Carp. ping.gao @jlahome.com 05/07/2013
E-commerce Accounting E&E Corp. yelinxia@ijlachina.com 05/08/2013
IT Canada Office E&E Corp. yelinxia@jlachina.com 05/07/2013

Figure 3-23
3.4 Report Department

3.5 User Maintenance

Open User page under EECUS = Evaluation = Maintenance = User
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= [ Maintenance

Evaluation MName

Figure 3-24

Note: All the users, which are active, checked with evaluation Req., assigned with Evaluation Role and Organization
Name, which configured in Captain 1.2 will be listed in the user list.

3.5.1 Search field:

oo

In user list users can be searched with following condition.

Email Address: Manually typed.

Evaluation Role: Staff and Supervisor.

Initialization: Yes and No.

Employee Name: Name, manually typed.

Organization Name: It is a drop down list from organization maintenance page. When an

organization is selected, it will list all users under this organization and all the users whose
organization is below this organization.

>4

Responsible HR: Corporate HR and Oversea HR.
Alter Name: It is the user's Chinese Name.

e

atter Name: —
Email Ader.; I
Relstonship:
Figure 3-25

Evaluation Role: Initialization:
Organization Name: 2 Responsible HR:
Evaluation Type: Multiple Org.:

[T eaarch | [ [ Al Tnfo. | [ Exception | ] Excel |

3.5.2 How to initialize multi users with “Initialization” button
If the user is not initialized, the Initialization status is “No” in the grid. Otherwise is “Yes".

1. Select one or multiple users with the checkbox and click Initialization button (See Figure 3-26), there
will be a message: “Are you sure to initialize the evaluation setting for the selected user(s)?” (See

Figure 3--27)
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User
Employee Name: l:l Evaluation Role: Initialization:
Alter Name: l:l Organization Name: E l:l Responsible HR:
Email Addr.: ] Evalustion Type: Multple Org.:
ona Relationhip Name: |

|, search |[[F] Allinfo. || Exception | @]

1488 Page number:1/75 Paginal:20 items << «12345678910..> >>

e Email Addr. Epmaieyt “h"mm Supervisor Subordinate
Name Ruole

&% E zhouchunyue®@harborhousehome.com Staff No Peer

duxuemei(# Z48), huangzuo{F£T), randengrong

FE  qinj hor h om pi Standard  Lai Congrong($t4. %) (#2#), zhangdajun(=)
E#4 xueyanggin@taolivingconcept.com  Supervisor Standard  wise(iLE®) Jeremy(¥FEE) gi)hongtau(ﬁ:é:#}, kevin2(EE 5),
LT 1301 !l com pH Standard
Figure 3-26
i '
Message from webpage - u
/H_H'\
Areyou sure to initialize the evaluation setting for the selected user(s)?
R -
| ok || Cancel
w -
Figure 3-27

Note: The checkbox is active even if the period is started, but there is no score with this user. If there are scores
with this user, the checkbox will be gray out.

2. Click “Yes”, the selected users will be initialized and will get message: “Initialization is Completed!”

F Il
Message from webpage u

ii Initialization is Completed!

Figure 3-28

3. Click “Cancel” to abort this Initialization action.

3.5.3 How to Initialize Single user

1. Click the user name in the grid, whose initialization status is “No”, to initialize single user. (See Figure
3-)
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2. There will be a warning message: “You cannot open this user evaluation setting page since his/her
user evaluation setting has not been initialized. Do you want to initialize it now?” (See Figure 3-)

You cannot open this user evaluation setting page since his/her user
evaluation setting has not been initialized. Do you want to initialize it

now?

Figure 3-29
3. Click “Yes” to initialize this user and User setting page will be opened after initialized complete.
4. Click “Cancel” to abort the Initialization. The user’s Initialization status is still “No”.

3.5.4 Re-Initialization by clicking “Initialization” button in the user setting page

1. Click an initialized user (whose initialization status is “Yes”) to open the user setting page.

2. Thereis another Initialization button in User setting page. (See Figure 3-) By clicking this button,

user can be re-initialized. The warning message see Figure .

| User-setting 3
Name: | Hope Tang Vl Alter Name: Organization Name: A7
Ermnail Addr.: hope tang@|lahome.com Evaluation Role:  Supenvisor ‘.

Figure 3-30

Note: This Initialization button can be used even if the period is started or there is score with this user. After
initialization completed the scores will be cleared.

i '1
Message from webpage u

@ Are you sure to initialize the evaluation setting for the user?

| ok | [ e

Figure 3-31
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3. Click “Yes”, the user will be re-initialized. Click “Cancel”, the initialization will be cancelled and User
Setting page will keep the previous user.

3.5.5 User setting page

Supervisor Tab

Available: List all users under the same Company whose role is supervisor and the organization level is
higher than the user’s organization level.

Assigned: For supervisors, system will automatically assign one level higher organization supervisor as his
supervisor; for staffs, it will automatically assign his current organization’s supervisor as his supervisor.

Example with “A/P” organization supervisor: His assigned supervisor is Jessica Jeng, who is the supervisor
of organization “Accounting”. See Figure 3-.

| User-Setting @
1 Name: [Flora Chu W Alter Name: [ | organization Name:  [wF | ~
| Email Addr.: [Rara.chu@jizhome.com | Evaluation Role: [Supervisor |
1 Type: [Avsilable v Mame: | | arganization: 2 E&E Comp.

Alter Name: | | Role [supervisor [~] . Search i | All Info. |

Peer Subardinste Other
{Evailable Essigned_
Blakely Bering: Art DesignMerch Jessica Jeng: Accounting

Terry Valenciano: At HR

| |Lisa Lai: Art PM

Fredi Claproth: Art Sales1
Susan Collier: Art Sales2
Sylvia Herrera: COO

Edmund Jin: E&E Corp.

Jason Wang: E&E Corp.

Jeff Bruce: EAE Corp.

Coco Qiu: Graphic

Brandi Martinez: Graphic2

Jed Hirschfeld: Graphic2
Samantha Treat: LVM/LDC-OP

e

—r—]
El E&E Corp.
7 Aecauntng

Figure 3-32

Peer Tab

Available: It will list all users under the same level organization (the same company). If the user who has
been assigned to "Supervisor" or "Subordinate", it will not be listed here.

25



Assigned: For supervisors, it will automatically assign the users whose role are supervisor within the
same organization level and the staffs who are one level higher as his peer; for staffs, it will
automatically assign the users whose role are staff within the same organization level as his peer.

If the organization has peer organizations, its peer organization’s users are assigned as its peers.

Search Criteria:
You can search by Name (English Name), Alter Name (Chinese Name), Evaluation Role and Organization.

When the user selects the organization and click search, it will list the users who belong to this
organization and also the users under this organization.

Example with “A/P” organization supervisor: His assigned Peer is the same level but different
organization’s Supervisor. His peer organization users are also listed in the assigned field. In Available field
there list all users with the same level. See Figure 3-33.
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1 User-Setting E
1 Name: [Flora Ghu W Alter Name: [ | organization Name:  [wF | A
1 Email addr.: |ﬂom.chu@ilahome.mm | Evaluation Role: |Supervi50r |
1 Type: |Availahle A | Mame: | |0rganization: i E&E Corp.
Alter Name: | | Role [ v E T Gamreh 3 [ [] All Info. |
| Supervisor |® Subordinate || Cither |
vailable thssigned 3
| ristie Ruff: AIM Design riOonna Buenaventura: AJ
Heather Zhu: AIM Office s Janis Auyang: AR The same levels users. A
1 | Tracy Schwartz: AIM Office Kuhwinder Kaur: AR
Blakely Bering: Art DesignMerch Lisa Sneler: A/R
| Douglas Hemandez: Art DesignMerch \WWWinnie Ling: A/R )
Emily DeLeon: Art DesignMerch C - One Level Higher staff.
Megan Swariz: Art DesignMerch P .
Elizabet Leon: Art Disir Rawan Sanuri: Canadat
Sandra Garcia: Art Distr Ailene Locquiao: Canada2
" | Terry Valenciano: Art HR Madine Taylor. Canada2
Richard Hernandez: Art IT Peter Lobo: Canada2
Doris Feng: Art FM Anni Liang: Corperate HR
Jessica RuaniBrs): At PM Erin Giang: Corperate HR
" |Lisa Lai: Art PM Nancy Hattersley: Corperate HR Peer Organization
Betsy Gussack: Art Sales1 Susan Wang: Corperate HR
Fredi Claproth: Art Sales1 Jude Anthony: Corperate HR2 users.
Cristina Pedroza: Art Sales2 Connie Trujillo: Corperate HR3
" |'Susan Collier: Art Sales2 Gil Loredo: Corperate HR3
Beafriz Avilez: Art Warehouse Lydia Marquez: Corperate HR3
Carlos Rodriguez: Art Warehouse Ana Torres: Customer Service
Jesus Guzman: Art Warehouse Connie Laron: Customer Service
1 |Jorge Mendieta: Art Warehouse Emilio Loredo: Customer Service
Jose Salazar Art Warshouse Erlinda Cobb: Customer Service
Crissy Burk: Benfonville Office Gordon Christopherson: Customer Service
Donna Albritton: Bentonville Office (V] Helita Dewitt: Customer Service
9 |Lerrie Engleman: Bentonville Office Krystal Dunbar: Customer Service y.

Figure 3-33

Subordinator Tab

This tab is only available if the user with the evaluation role Supervisor. See Figure 3-34.

Available: It will list all users under the same level 1 organization (The same company) whose role is

staff and the organization level is lower than its own organization level.

Assigned: For supervisor role user, it will automatically assign one level lower organization supervisor as

his subordinates.

Example with “A/P” organization supervisor: His assigned Subordinators are in the same organization

but the role is staff.

27



DY N

skl
SO FT
User-Setting @
Mame: [Flora Chu | Alter Name: [ | organization Name:  [aF | ~
Email Addr.: |ﬂ-3rs.:hu@j|ah-3n1e.:::r" | Evaluation Role: |Su::er\-'isc-r |
Type: [ Available v] Name: | |0rganizati0n: = AP
Alter Name: | | Role [ | £ search | | [21-all Info.|
Supsrvisor Faer || Cther
Available c Assigned )
Eona Sagala: A/P
Hao Huang: AP
Rosie Lee: AP
Stella Hsu: AP
Trey Nguyen: AP
Vivian Yao: AP
Figure 3-34
Other Tab:

This tab is only used for users who have the different level 1 organization (different companies).

Available: All users whose level 1 organization (Company) is different with the current user.

Assigned: Empty

Note: Other assigned tab only will be cleared if the assigned user’s company is changed to the same as the current
user. Otherwise it will be not cleared by the <Initialization> button.

Search Criteria: You can search by Name (English Name), Alter Name (Chinese Name), Evaluation Role
and Organization. When the user selects the organization and clicks search, it will list the users who belong
to this organization and also the users under this organization.
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User-Setting

Mame: |F|-DIE Chu

=

V] Alter Mame: [

2]
=

| organization Mame: |

Email Addr.:

|ﬂora. chui@jlahome com

|Super\.’isor

| Evaluation Role:

| Inialzaton ~

Type:

[Avsilable

V| Mame: |

|0rganization: E L ]

Alter Name: |

| Role [

v] £ Gearch 1| []-All Info.-|

| Supervisor || Pear ||

Available

Subardinste |||

Chris Mai: A/P

Vicki Chu: AP

Moreen Poquiz: AR

Daisy Liu(T])A): Acct

Mally Xue(gEF£) Acct

Jiang Shuping @5 AW
tianxiaoyin([@«[-£R ) AIM

Kristie Ruff: AIM Design
Heather Zhu: AIM Office

Tracy Schwarlz: AIM Office
Blakely Bering: Art DesignMerch
Christopher Moya: Art DesignMerch
Douglas Hemandez: Art DesignMerch
Emily DelLeon: Art DesignMerch
Megan Swartz: Art DesigniMerch
Elisabet Leon: Art Distr

Sandra Garcia: Art Distr

Terry Valenciano: Art HR
Richard Hernandez: Art IT

Doris Feng: Art PM

Jessica Ruan(fn): Art PM

Lisa Lai: Art PM

Betsy Gussack: Art Sales1

Fredi Claproth: Art Sales1
Cristina Pedroza: Art Sales2
Susan Collier: Art Sales2

~

Figure 3-35

How to add /delete users to/from the assigned filed
<> User can select the users in the available fields and click “>>”" icon to add the users to the Assigned

field.

Assigned

<> User can select the users in the assigned fields and click “<<” icon to delete the users from the
Assigned field to the available field.

3.5.6 Exception button

After all the users are initialized, HR can click Exception button to open the Exception report page. The
users who are missing supervisor, peer or subordinator will be listed in this report page.

(Exception details see User Exception.)

User
erpoyee ame: ||
ke tame: I
Email Addr.: l:l
Relationship:
Initialization
Figure 3-36

3.6 User Exception

Evaluaion Role: intaization
organization Name: B [ Responsile HR:
Evaluation Type: Multiple Org.:

- Search | [0 All tnfo. || Exception|[[BI] Excel |

Open User Exception page under EECUS - Evaluation = Maintenance = User Exception
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Figure 3-37

User Exception

Eveliaton Name: 235 s ten |8 Exception Type: - Respensibe HR:
Employeetome: || Eveluation Role:  [Trumarg ree - e [

Aler Name: I Emai Tt St - —

Evaluation Type: Dl issing Supervisor s | [ Ao [ ]

Figure 3-38

User Exception

Evaluation Name: @ Exception Type: - Responsible HR:
e Evaluation e N |
Al Names 1 o1 — e
Evaluation Type: g

Items:53 Page number:1/3 Paginal:20 items =< <123 > >>

Alter Evaluation (Evaluation| Miss Missing o e Org:mlzltmn I{esponsible E\'alnauon 7 Lrl
Curpemie 2015 Us
Alex Moreng alex.moreno@oalogistics.com Supervisor Standard | Yes es WOD2-1 Y Evaluation sunxiaoche@jlachina.com  05/18/2015
Andi andi.godfrey@oalogistics.com Staff Standard BS SAVZ HR = :3;?.;’1:." eechelpdesk@jlachina.com 12/08/2015
Becky Edward becky.edwards@oalogistics.com  Supervisor Standard es OA HR H&;{memie Es;l?::t:m sunxiaohe@jlachina.com  05/15/2014
Calvin Baumann cal.baumann@jlahome.com Supervisor Standard BS Salesis HR o :35?.:::." sunxiaohe@jlachina.com 05/21/2014

Figure 3-39

3.7 Evaluation Name
Open Evaluation Name page under EECUS - Evaluation> Maintenance - Evaluation Name

Figure 3-40

Syncsoftinc.com @AIll rights reserved
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1. Click New button to create a new period.

Evaluation Name

Ewvaluation Name: l:l Company: - Status: l:'
Start Date: | End Date: him g:gfﬂ\fie"\' SHTIER
Main Reminder Email: Other Reminder Email: Reminder Send Date ﬂ
Main Email: Other Email: Subject Req.: (]
Display Attendance: Il
Figure 3-41

2. Enter the required fields.
< Name: Period name.
< Company: Selected checkbox with Company (Organization level 1).

Company: -
[ E&E corp.
D Syncsoft
D TWHome
Figure 3-42

< Start Date: Default =Current date+ 1 week

< End Date: Default =Start Date+1 month

3. Click Save button, new period will be created. The created period status is “Pending”. See Figure
3-43.

Evaluation Name

Evaluation Name: Company: E&E Corp. - Status: 1»
start Date: oz End Date: sefnevew summary [
Main Reminder Email: Other Reminder Email: Reminder Send Date

Main Email: Other Email: Subject Req.:

Display Attendance: (|

[ tew [ see |[ tnitialization |

Figure 3-43

4. There will be one more button “Initialization”. Click Initialization button, There will be a
warning message “Are you sure to initialize all user evaluation settings for the selected company?”

5. Click “Yes”, all the users under the company and who’s initialization status is “No” will be
initialized. (Initialization more details see How to Initialize Users)

6. Click No button, The Initialization action will be abort.
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Evaluation Name
Evalation Name: - -

Start Date: End Date: g;g'f‘ﬂ‘"ew SRR | )

Main Reminder Email: Other Reminder Eml Reminder Send Date a1
Main Email: Other Email Subject Rea.:

Display Attendance: O

[i7 vew | [[F save || Initialization ||

Figure 3-45

Note: This Initialization button is visible only when evaluation plan is “Pending”.

7. If the Start Date=Current Date, run “Evaluation Service” on Service client, the evaluation plan
status will be changed from “Pending” to “Open”. “Open” plan cannot be edited.

Evaluation Name

Evaluation Name: Company: E&E Corp. - Status: Gron D
Start Date: o Dt Sel R Sy

Main Reminder Email: Other Reminder Email: Reminder Send Date i
Main Email: Other Email: Subject Req.:

Display Attendance: Il

[ New [ save || Reverse |

Figure 3-46

8. If the End Date=Current Date, the period will be changed to “Closed” with Evaluation Service.
There is one more button Complete.

Note: More Evaluation Service information see Evaluation Service.

Evaluation Name

Evaluation Name: Company: E&E Corp. - Status: losed
start Date: End Date: Sel-Revien Summary

Main Reminder Email: Other Reminder Email: Reminder Send Date
Main Email: Other Email: Subject Req.:

Display Attendance: Il

[ vew |[E swwe [0 comploa] [ weigtava. |

Figure 3-47

9. C(lick the Complete button, the Period status will be changed from “Closed” to “Complete”. This
plan’s data will be archived.

Evaluation Name

Esktig]lanes Company: ESE Corp. - Status: Compee 3
Stort e £nd Date: Sel-evien Summary

Main Reminder Email: Other Reminder Email: Reminder Send Date
Main Email: Other Email: Subject Req.:

Display Attendance: O

[ tew |[E sare [ Fectsoore |
Figure 3-50

-
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10. Note:

A) You cannot create a new evaluation period if there is one evaluation period whose status is "Pending"

or “Open” or “Close”. The warning message will be "You cannot create a new evaluation period since there
is one has not completed."

Message from webpage &J
You cannot create a new evaluation period since one of them is not
_I—E completed,
Figure 3-51

B) You can only delete the evaluation plan whose status is pending. If you want to delete a plan, which is not
pending, the warning message is "You cannot delete this evaluation since it has started.”

Message from webpage ﬁ

h You cannot delete this evaluation since it has started.

Figure 3-52

4. Evaluation Service

Evaluation Service will run regular. Evaluation service has following function:

1. If the Evaluation plan start date is <=current date, the service will start the plan.

2. By first time starting service, system also sends email to the users who are in the evaluation plan
and whose “email valid” is checked in user list.

3. If the Evaluation Plan End date is <=current date, the service will close the plan.

a) Level 1 organization is the Company name. If the users are under the same level 1 organization, the
users are in the same company. If the users are in different level 1 organizations, the users are in
different companies.
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