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Procedure

1. Create New Organization

1) Go to Organization Setting page under Administration > HR Admin

2) Select the Organization and click Add Org. to add a child organization under the selected Organization.

i
E| E&E Corp. QOrganization Name: E&E Level: @
; - Corporate HR Parent Organization: Status: [ Active
: - Corporate HR2 Responsible HR: Corperate HR ha Synchronized: Trace Supv.
3) Enter Organization Name and click Save.
Organization N};&: | | Level: ©
Parent Organization: EEE Status: | Active e
Responsible HR: |CD|'PEME HR V| Synchronized: Trace Supv. [
Note:

e The level will be automatically +1. (e.g. the selected organization level is 1, the added child organization will be 2.)

e Responsible HR: Corporate HR is for US corporate and Oversea HR is none US HR
e Trace Supv.: When it is checked, if employee current organization does not have the supervisor, initialization will
automatically assign one or two level up organization supervisors as his/her supervisor

Click Add Org. to continue adding child Organization for the selected parent organization.

2. Assign Users to the Organization

1) Go to Organization Setting page. Select the organization and click Assign User button.

= EBE

~ll <=
- ERE Corp. .
= Corporate HR | addarg. | [ X oeclete |

é-- WR-CEQ Office Organization Name; [TestOng Level: 3
. i Admin & Support ation; Gorporats HR Status: [Pctive L
i .
i i Facilities Respangif Corperats HR v Synchronized: Trace Supv.
! HR-Carp.1 Suppert Updated Date: 20180512 Last Updated By: zhuwenngi@scmhome com
1
i~ HR-Corp.2 Compliznce
i
i~ HR-Corp.4 Office Admin Test Org (0}
i
{= HR-Corp.5 Legal Supv.:
i HR-DA Support S=ii
i
i~ HR-DA-SAV

2) Select the users in the pop up window and click Add.
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User List
Mame: [ |  Office: [ w|  User Status: ==
Alter Nama: [ |  Department: [ w|  User Type: [ Standard
Email: [ |  Organization Name: E I |E Responsible HR: [
Evaluation Reg.: [ves w|  Evaluation Role: [ v o search || 5]
“+  add
e 2397 Pzae number:1/48 Paginal:50 items co -12345678910.,
Alter Evaluahnn Organization REW!‘ISII]‘E
Name Req T“le
aaliyah.redriguez@warshouse.com  Saaff US Warehousa Stzndard  (California | Active
AalmJenlcins zaron,jenkins@varehouse.com Seaff ‘a5 US Warehouse Standard  California  Active
Bzrmnd gl ] Fanhinmuaifmhzrharhancchame rmm e R RS Muarcaz HR Vac Gtzndzrd  Hana?hro (Arthm
3) After user assigned, it can be viewed in the below.
= E&E .
&- EBE Carp. AlLS
| Corporate HR | Addong. | (Rl "seve [ Assign User || Move Org. || X Do |
T Organization Name: [TestOrg Level: B
1~ Admin & Suppart Parent Organization: Corporate HR Status: [Active N
| — Responsible HR: Corperate FR ~|  synchronized: Trace Supv.
.. HR-Corp.1 Suppert Last Updated Date: 20180512 Last Updated By- zhunrenting@sermhoms com

- HR-Corp.2 Benefits
- HR-Corp.3 Compliance
- HR-Corp.4 Offica Admin

Evaluation Rale Orpanization Name

Swff
Swf Test Org 3

|

- HR-Corp.5 Legal

- HR-OA Suppart 1“; Org (2}
upv.:

- HR-DA-SAV Staff:Aaliyah Rodriguez

~Test Org Aaron Jenkins

= Executive VP
Note: this function can’t be used when evaluation period start. User need to go to HR User List to update the

organization. See How to Make Changes to Existing User.

3. Assign HR to Organizations
1) Go to HR Setting under Administration > HR Admin

(F=] HR Setting

[=] Organizaticn Sefting

2) Assign HR to Organizations.
a. Fornew HR, please select the Responsible HR, HR User Name, Organization and enter the Name then

click Save.

: HR. U -
Responsible HR: f[Corporate HR v] Nam:fr {( [Becky Arcangs! p] v Organization: i

E&E Corp..Carporate HR, Corparste HR| E

Mame: Backy Arcangal
U New ; Save
. HR U =
Responsible#fR: | V] Nam:fr v Organization: ﬁ | ||E
Name: [ |

b. For existing HR, please search out and select the HR, then make the changes and click Save.
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HR Setting

Responsible HR:  [Coporate tR :aknl--ll::er [Becky Arcangel G)rganization: i@ [P AR, ing, Admin &amp; Su;\@
Name: [2ecky Arcanga |

@;pmsn"e HR:  [Gopariz R V] :l:mlj;r [Becky Arcangel v) Organization: ‘E [ ‘EI
MName: [ | o

[5] Al Info.
<< < 1> »>

User | Responsible P Llst

AP, A/R, Accounting, Admin S-8Gpport, Apparel, Art, Art-ATM, Art-Design TX, Art-Design&Graphics, Art-PM, Art-Sales, Bed Esamble
{ Casetfal-DC (ON), Canada2- Sales {ON), Corporate HR, Corporate HR2, Corporate HR3, Corporate HR4, Corporate
R6, Corporate HR7, Corporate HRB, C5R Group 1, CSR Group 2, Customer Service, DesignMerch, DesignMerchi
pes gnMer(hZ (Lighting), DesignMerch3, DesignMerch4 {Creative), Deslg'lMerclﬂ-l (Creative), DesignMerch4-2 (Creative),
h6, Dist E- ce, Dis {Cs E&E Corp., Ecom Marketing-DL, Ecom Team,
‘E-commerce, E:nrn—PM 1, Ecom-PM 2, Ecom-PM, Executive VP, Facilities HR5 Fashion Beds, Fashion Beds-NY, FBA, Finance, FPRA |
Payroll, Furniture, G/L, Graphic 3- Graphics All, Graphic 4- E.K., Graphic 5- T.P., Graphic 7- @, Graphic, HH Group, HHI HR5, Industrial

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

Eng., IT 3 (Software): Web/Graphics, IT, IT1 (EDI), IT2 (Hardwam), IT3 (Software), IT4 (Application Support), Kohls Team, LDC-OP,
Logistics, LVM/LDC, LVM/LDC1, LVM/LDC2, LVM/LDC3, LVM/LDC4 - OP, LVM/LDCS, LVM/LDC5-1, LVM/LDC-M, LVM/LDC-M-1,
Becky B T LVM/LDC-OP, LVM-Maintenance, Maintenance Conveyor Facility, MAINTEMANCE, Marketing, Media, NY-Sheets & Window, OA Express,
[Arcang el Arcangel [Fr OA LOGISTICS, OAE: LVM, OAE: SAY, OAE: WOD, OA-E-commerce, PD Team, Pets PD&TECH, Pets PM, Pets Sales, Pets, Flanning - 1,  becky.arcangel@jlahome.com 03/20/2018
Planning, Poof- Marketing, Poof, Production, Purchasing- Tide Ct, Sales, Salesi0-Canada (ON), Sales11-Latin (CA), SalesiZ-Window
{NY), Sales13-Basic Bedding (TX) Salesl‘l—Fllmrture (ca), SakslS-SEnrszalgEl (M, WT), Salesi6-Sheets (TX), Sales18-1CP/TM (Tx),
Sal

elete

Sdl&l denart (AR) Salﬁz BEB, Sales3 Sales:'l Sals N'(Z Sal

4. View the Organization Users
1) Go to Organization View page under Administration > HR Admin

2) Click the Organization Name on the left side, this organization assigned user will be listed in the right side

in the grid.
- E&E
\ n @
- E&E Corp.

o Ee Susan Wang Supervisor Corporate HR

- Corporate HR3
Corporate HR4 Corporate HR (1)

Supv.:Susan Wang

[+ Corporate HRS Staff:
i+ Admin & Support ‘
i Facilities HRS | | | | ‘ |
- HHI HR3

.. Corporate HRG Corporate HR2 (1) || Corporate HR3 (2) || Corporate HR4 (4) Corporate HR5 (1) Corporate HR6 (2) || Corporate HR

Supv.: Supv.:Becky Arcangel Supv.: Supv.:Nancy Hattersley Supv.: Supv.:
Cerporate HR7 Staff:Jude Anthony || Staff:Henry Nguyen Staff:Donna Tom Staff: Staff:Anni Liang Staff:Jinkun (Ivc
Corporate HR8 Erica Sevilla | Erin Giang —_—
H Fabiola Mortner
= Executive VP
7 Execu e Sonia Tolentino ‘ | |
- DesignMerch
i.. DesignMerch1 (Bath) Admin & Support (2) || Facilities HRS (2) || HHI HR5 (0)
N Supv.: Supv.:Tony Poh Supv.:
: DesignMerch2 (Lighting) Staff:Amy Wu Staff:John Zhou Staff:
+ DesignMerch3 Jennifer Wong
£+ DesignMerch4 (Creative)
- DesionMerchd-1 (Creative)

Note:

e HR can only see the Organizations which have been assigned to them on HR Setting page

e Ifthe user is already initialized in the User page, click the name will open this user’s relationship chart
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Corporate HRS
Admin & Support
Facilities HRS

- HHI HRS

& DesignMerch
- Designierch1 (Bath)
- DesignMerch2 (Lighting)

~

&=

Name

‘Supervisor

Evaluation Role
P

‘Corporate HR

User Evaluatiol

lationship Chart

Supervisor
Edmund Jin
Evalu

~

Organization Name l
2

1

forporate HR7 (1)

Supv.:
pffiJinkun (Ivery) Li

Corporate HRS (1)
Supv.:Dung Trinh (Jennifer)
Staff:

DesignMerch3

DesignMerchd (Creative}

i DesignMerch4-1 (Creative)
DesignMerch4-2 (Creative)

ﬁ‘ﬁ

Peer Subordinate
Abel Valencia Anni Liang
Adriana Divizich Becky Arcangel
Agustin Gonzalez Dung Trinh (Jennifer)
Ailene Locquiao Erin Giang
Aldrin Fonseca Jinkun (Ivory) Li
Alex Gonzalez Jude Anthony
Alexa Wang Nancy Hattersley
Alexander Acevedo
Alexander Lomeli
Alexandra Augustine
Alexi Josephs

i}

Designierchs
- DesignMerche
E-commerce
Bed Esamble (OLLIIX)
Ecom Marketing-DL
Ecom Team

Sales

- Sales10-Canada (ON) Alfredo Flores y.
i Canada1-DC (ON) izl
H Alicia Menchaca
Canada2- Sales (ON) Alicia Morales De Valdez
Sales11-Latin (CA) Alina Garcia

Allen He
Allison Hocker
Amber Baldwin

Sales12-Window (NY)
‘Sales13-Basic Bedding (TX)

5. Setup the Peer Organization

1) Open Peer Organization page under Evaluation - Maintenance.

Evaluation

] Evaluation Name

o] User

2) Enter the data in the fields and click Save. After saved successfully, the company and Organization cannot

be changed. Once the organization has the peer organization, during the “Initialization” process it will

automatically assign its peer organization’s users as its peers.

Peer Organization

Company: [ M or jon: 1| ||E| Apply to Sub-organization: L]

\Reer Organization: _| 4 |z
et

e Organization: List the selected company’s child organizations and it is single selection

e Peer Organization: It is multiple selection

e Apply to Sub-organization: It is used by parent organization. If checked, system will copy the peer organization

3)

to the sub-organizations under the selected organization and the sub-organization will also peer each other

Click the Delete button in grid can delete the peer organization.

Oiin

AJR, Admin & Support, Apparel, Art, Art-AIM, Art-Design TX, Art-Design&Graphics, Art-PM, Art-5ales, Bed Esamble (OLLILX), Blankets,
Canadal-DC (ON), Canada2- Sales {ON), Corporate HR, Corporate HR2,..

AJP, Accounting, Admin & Support, Apparel, Art, Art-AIM, Art-Design TX, Art-Design&Graphics, Art-PM, Art-Sales, Bed Esamble (OLLILX),
Blankets, Canadal-DC {ON), Canada2- Sales (ON), Corporate HR...

6. Setup the Glossary

1) Open Glossary page under Evaluation = Maintenance
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Evaluation

2) Enter the data in the required fields and click Save button to create a new glossary subject.

Glossary

Gla Subizol

i ee— Evaaton Rok: Ralo ()
upject: [ |
Alt. Subjec \ |

S
Subject: Evaluation Role: v Company: v

3) After saved successfully, sequence No. will be automatically configured. User can change the No. manually

to resort the glossary subject.

Glossary
Glossary Subject | Glossary |
Company: Evaluation Role: Ratio (%): 20,00
Subject: |Job | @o.: 1 ) |
Alt. Subject | |
4) Click the Delete button in grid can delete the glossary subject.
Subject: | | Evaluation Role: |

ltems:124 Page number-1/7 Paginal:20 items

I S S L[
Select Delete

]nh I(nwdedge 20.00

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

5) Go to Glossary tab to setup the glossary. Select Evaluation Role, Company, and Organization, enter
Glossary Name, then click Save button. After saved successfully, “Evaluation Role” and “Company” cannot
be changed anymore.

Glossary

| Glossary Subject | Glossary

Evaluation Rale: [ w Company: [ ~] Organization: 52 |:
Name: [ | Bilingual: OJ

(7 New | [ seve |[Enc |

Note: If organization is already assigned to other glossary, the checkbox will be gray out
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¥mpany: |E&E Comp. bl OrganizahE

= []E&E Corp.
= [ _grporate HR
[_I\orporate HRZ
orporate HR3
orporate HR4
= orporate HRS
[]Admin & Support
[IFacilities HRS
LIHHI HR3
O Corporate HR6
O Corporate HRY
O Corporate HR8

6) After glossary created, click EN Contents button to open glossary contents edit page.

Glossary
Glossary Subject Glossary
Evaluation Role:  [Supervisar Company: [E&E Gomp. Organization: 2 e
- =

Mame: | Accounting '+ | Bilingual: J

e ||ism | Eni contents )}

Glossary :
- Subject contents
Information )
Glossary Content
{ |
Q‘al‘ne: |A°°°Untm9 \ Ewaluation Role: |Super\risor |
ganization: __|secounting smaF | Company; [E2E cop.
1
ubject 1 Job Hnowledge (20000%) '
e | \E N
Content A: |Fu|l and précis knowledge of updated financial compliance of a L (Far actively managed by accountant.) ‘
Content B: |Fu|ly understand the finansial requirement including inveice farmat, payment terms for fhe customeis managed by accountant. \
Content C: [complete knowledge ans tinn of company's working tools such as Macala & EEC System |
Content D: [cknomledge of company's intemal financial procedure. |
Content E: | ‘
Content F: [ |
Content G: | ‘ =
Content H: | ‘
Content I: | ‘
\Qontent 3 | y
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 requiremnent including invoice
Select 1 Job Kniowledge (20,00%) Format, payment terms For the customers managed by sunxiaohe@ijlachina.com  0Sf30/2013
accountant, =
C) Complete knowledge and operation of company's warking
tools such as Macola & EEC System.
D) Acknowfdge of compan: 'z inkernal financial procedure,
A) Ability o utlize company’s tool efficiently and accurately,
{Macola & EEC) . .
B) (For AR Ability to Follow custamer’s procedure and First time apen
requirement in order to make the collection smoathly without Contents page with
any problem. default selected
C) (For AR Abilicy to send out 100% accurate invoice.
" D) (For AR Ability to keep tracking and list all the oukstanding
Select z Ez%agtgﬁ.?; iork and Accuracy invoices in order to make precisely collection without any sunxiaohe@jlachina.com  05/30/2013
ks delay.
E) (For AP) Ability to Follow customer's procedure and
requirement in order ko make the payment smaothly without
any problem,
F) (For &P} Ability to keep tracking for the wrong invaices and
enable ta catch up the problems before making the payrment,
G) iFor AP) Abilicy to make 100%: payment without mistake,
A Ability to work on mulkiple customers with great: efficiency
. - work Focus and Efficiency E':'d.fc.'..c.us.' o Ve - e et v

7) Type in the contents for the selected subject and click Save button.
8) Click Next button or directly click Select button in the grid to select the next subject to edit.
9) Click View button to open the Glossary contents preview page.
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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 problems 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.
MNever 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 oversight.

7. Pro-company (7.50%)

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

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

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

7. Setup the Report Department

1)

2)

3)

Open Report Department under Evaluation - Maintenance.

Evaluation Name
Glossary
Peer Organization
Score
User

Enter the data and click Save to create a new report department. Users who with the same report

department will compare the scores and list the result in the Self Review page.

Report Department
«Lompany: [ b Organization: 3 | m Report Department:

T Mew EH sew

] P 1 =al I T
Click Delete button in the gird can delete the report department.
=
Accounting AfPA/R Accounting,Finance FPEA [ Payroll,G/L,Logistics E&E Corp.
Back Office Dist E-commerce, Distribution (Corporate), Distribution E&E Corp.
Coo Art Distr, Art Warehouse E&E Corp.
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8. Score Maintenance
1) Open Glossary page under Evaluation - Maintenance

", Ewaluation

/Score Range: || | Score Name: | | Company: | \j
Description: | |
Score Name: | | Company: v
o SroRrem——

3) After saved successfully, sequence No. will be automatically configured. User can change the No. manually
to resort the score description.

Score

Evalustion Critarion | ScoreRatis | Scora Threshold |

o g s Hame conpay._[EE535 >
Score Descr [ i | Co.: |1 D)

4) Go to Score Ratio tab to setup the score ratio. The final score calculation will based on the ratio.

| Evslustion Criterion || ScoreRatio | Socore Threshald |
aluation Raole: [Supenisar M Company: [E2E comp.
upenvisor (%) [0.00 | Peer (%): [40.00
7 tew [ swe W

5) Go to Score Threshold tab to setup the score threshold. For evaluation, users have to input comments if
their score is not within min-max threshold.

Score

| Evslustion Criterion | Score Ratic | Soore Threshold

€core Threshold Min_- [4.00 | Score Threshold Max - [o.50 |

-~ - PEEETS 1

Company: [ E2E Corp. 3

- - @ aaaa 1

9. Setup the Email Template
1) Go to Email Template under Administration > EEC Setting.

Administration

2) Select the Email Type and enter the Email Name, then click Save button.
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Email Template

Type: | v] Name:
Thmmm e Memmem mmnbmead 4 Mmmim=le 20 kmmn—

3) After saving successfully, there will be Content button appear. Click the Content button to open the Email
Detail page.

Email Template i
Type: |Evalustion Starting Wﬁ ‘Main
[# dew | [l save ([ Content ] |l v

Items:22 Page number:1/1 Paginal:3Q ite| Title: |

Select Delete

Email Detail

T Elsource O G &lE R W] B b o) A< - o ] © ol B [ER o = By,
Select Delete 20174ESyncsoftiE & T {5 I EEH B I U X, x2 @ = i= E|Muw EE EE | n B P EORDEST O
Select Delete WSS Document submitted Email @ N - - =T
Selet Delete VSS Shipment Doc. Reversed Em| yies —| § Fonmat 7§ ot — ) Size TR Aem A fa

Select Delete VS5 Shipment Doc, Accepted Em|
ect Delete VWSS PO Reversed Email
ect Delete WSS PO Available Email

&

i
=3

4) Editing the email content and click Save. The Email Template will list at the bottom.

Title: Email subject when send out

[ wew | [ save || TestSend Email |

Items:2 Page number:1/1 Paginal:30 items €€ <€ 1>3>> 1 go

e wese | e e —

E&E Annual Employee Performance Evaluation startin "

Select Delete o= 5]2212017"!::?6,’2}‘2017 9 Chinese 5/15/2014 05:54:26 5/18/2017 16:35:56 becky.arcangel@jlshome.com
E&E Annual Employee Performance Evaluation starting . ac. .

Select Delete from 5/22/2017 to 6/2/2017 English 5/15/2014 05:45:39 5/19/2017 16:36:12 becky.arcangel@jlahome.com

Note: Each Email Template must contain both language
5) Select one email and click Test Send Email button, type the valid email address and click OK. This
template will be sent out to the email address.

Items:2 Page number:1/1 Paginal:30 items
Send Enhﬂ\‘

cdect  Delete E&E Annual Employee Performance Emﬂ;l

from 5/22/2017 to 6/2/2017 e
Select  Delete E&%E Annual Employee Performance Evi
=L =EE from 5/22/2017 to 6/2/2017

10. Setup the Evaluation Name
1) Open Evaluation Name under Evaluation - Maintenance.

2) Enter the required field and click Save.
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3)

4)

Evaluation Name

aluation Name: Company: E&E Corp. - Status:
o Self-Review
Start Date: s End Date: NI (e
ain Reminder Email: Other Reminder Email: Reminder Send Date
ain i Otner Emsi Sutiec e
Dugplay Attendance: [1
[ sevew]
Evaluation Name: Companv: W Status: ~

e Start Date: Default =Current date + 1 week

e End Date: Default =Start Date +1 month

e Main Reminder Email/Email Template: Select the email template from dropdown list

e Other Reminder Email/Email Template: Select the email template from dropdown list

¢ Reminder Send Date: reminder email send date

o Self-Review Summary Req.: If checked, the user must enter self-summary in self-evaluation page

e Subject Req.: If unchecked, user can save and submit the scores even some subjects are missing scores
o Display Attendance: if checked, annually attendance will display on self-evaluation page

New period is created and the status is Pending.

Evaluation Name

Ewvaluation Name: Company: E&E Corp. -

Start Date: E_, End Date: gﬁ::rﬁ:;vri\;ageq.:

Main Reminder Email: Other Reminder Email: Reminder Send Date

Main Email: Other Email: Subject Req.:

Display Attendance: [l

[ tew ][ save [ tnitialization |

Eveluntion Name: R Company: Stats:

After run Evaluation Service, if current date is >= Start Date, the status will change to Open, user can do
evaluation. Then when current date is > End Date, the status will change to Closed.

11. Initialize Users

Initialization is used to generate the user’s relationship according to the assigned organization and it's peer

organization. It will update the related users' supervisor, peer and subordinate.

11.1Initialize Multiple Users

There are two ways to initialize multiple users.

» Initialization on Evaluation Name page

After Evaluation Name saved successfully, there will button Initialization appear. Click the button, there will

be a warning message “Are you sure to initialize all user evaluation settings for the selected company?” Click “Yes”,

all the users under the company and who’s initialization status is “No” will be initialized.

Evaluation Name

Evaluation Name: [2012 US Evalustion | Company: E&E Corp. - Status: Pending
Self-Review

: 04/24/2018 : 05/24/2018
Start Date: [ ] End Date: | |2 Summary Req.:
Main Reminder Email: [ E&E Evalustion Reminder b: V| Other Reminder Email: [ E&E Evalustion Reminder Ct V| Reminder Send Date
Main Email: [ E&E Evalustion Main Emsil v| Other Email: [ E&E Evalustion OtherEmail /| Subject Reg.:
Display Attendance: O
[7 wew |[E seve {{ mitislization
Evaluation Mame: | Company: N Status:
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» Initialization on User page

1) Open User page under Evaluation - Maintenance.

Evaluation

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

2) Select one or multiple users and click Initialization button. There will be a message: “Are you sure to
initialize the evaluation setting for the selected user(s)?” Click Yes, the selected users will be Initialized.

Employes Name: | Evaluation Role: Initializati v
o — F— & Responsile i
Email Addr. 1 Evaluation Type: Multiple Org.:

[ search | [ [T All tnfo. | | Exception | [ 3] Exce
<< <1283456788910 .5 >

ge number:1/32  Paginal:20 items

Evaluation [Evaluation| ”
Em““ Subo = M
Aqustin Gonzalez, Ailene Locquiso, Aldrin Fonsacs,
Abel 3 5 \Alejandra Bacarra, Alexa Wang, Alexander
bel com
1 yalen cia i Stendard  Benjamin Hung \Acevedn, Alexandar Lomeli, Alexi Josephs, Alfredo LM /LDeL
Floras, Alicia Menchaca,..
v Tam ter i il Staff Standard AR
Ailene Locquiao, Aldrin Fonsca, Alexa Wana, Alicia
delfa Menchaca, Alicia Morales De Valdez, Allen He, -
Borges adelfa.borges@warehouse.com Staff Standard  Rosario Hernandez Allisan Hocker, Amber Baldwin, Anabel Chavez, WD2-2 Tide Ct
Angie McNally,..
Amy Vangraafeiland, Annette Kelly, Catharine
. #ilena Locquizo, Aldrin Fonseca, Alexa Wang, X ! .
[ Adriznz adriana.diviach@jlshome.com  [Suparvisor  [Standard |Edmund Jin, Michasl Mullen T mim Arapr e S A o Epery || S B G0 (T Decaaa st
Divizich i, Michalla Moreno, Nicols Moreirs, Paless (Creative)
He, Allison Hocker, Amber Baldwin, Amy Wit... I a
Nicolini, Quesn Lit...
Al ki il § o Abdoin Enmree
Note:

o Ifthe useris notinitialized, the Initialization status is “No” in the grid, otherwise is “Yes”

o  When there is score with the user, the checkbox will be gray out. HR can re-initialize the user by clicking each user’s
initialization button. See How to Re-initialize User

11.2 Initialize Single User
1) Click the user name in the grid, whose initialization status is “No”".
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?” Click OK to initialize this user
and User setting page will be opened after initialized complete.
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User

Email Addr.: l:l Evaluation Role: Initialization:
Employee Name: l:l Organization Name: Responsible HR:

Alter Name: I:l

b 5=-~"d-\li»"r--fm|\ i F@Emﬂl

Items:309 Page number:1/16 Paginal:20 items - 12345678910... > >>

Alte Evalua

adriana.divizich @jlahome.com Supervisor

|:| Alex Gonzalez alex.gonzalez@oalogistics.com Supervisor

[] Alexander Acevedo .acevedo@oalogistics. com Staff

["] Amanda Favorite

sage from webpage M
[] Amanda Inman amandainm .
["] Amy Vanaraafeiland amy.vangl}

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

% Gonzalez, Ana Montes, Ana Torres, Analisa
nueva, Angie McNally, Ann Reynertson, Anne
Anni Liang, Antonio Costa, Arthur Viente,
ustin Gonsalez, Barbara Feng, Benjamin Hung,
ndon Rees, Brittany Houser, Bylinda Dalton,

in Baumann, Carlos Cervantes, Carlos

olds, Caral Krawiec, Ching Liu, Chip Stroup,
istina Tan, Christine Sun, Cinny Lee, Clarita
denas, Crissy Burk, Daisey Martin, Daniel Chen,
nny Li, David Ambroze, David Kiggins, David
Moare, David Pham, David Wright, Denise Brown,

Pk Kl mimm Dialaene Mamirne Denne Alkeibee

[ ok |[ concel

12. Manually Adjust Relationship after Initialization

After initialization, user’s relationship can be viewed on User Setting page and the relationship can be
manually adjust if necessary.

User-Setting

Mame: [ Adrizna Divizich v Alter Name: | | Organization Mame:  |Designhierchd (Grestive) |

Ernail Addr.: [drians.divizich@jlshome.com | Evaluation Role: [Supervisor | Initialization

Type: [Avsilsbl v Name: | | organization: & [EEE Carp. ||E|

Alter Name: [ | Role |Supervisor f " search | [ [5]-All-Tnfo. |
(_ Supervisor " Fear || Subordinate || Cither _)

Availlable Assigned

Ewva Lu: E&E Corp. Edmund Jin: E&E Corp.

Xingming (Frank} Yu(Frank Yu): Flanning ~ Michael Mullen: Executive VP

Ron Perkuchin: OA-E-commerce

Gary Tam: LVM/LDC

Benjamin Hung: LVM/ALDC1

Krystal Rodriguez: LVM/LDCZ2

Ping Gao: Distribution (Corporate)

Alex Gonzalez: WOODLAND

Tom Seow: Maintenance Conveyor Facility
Pat Miegg: WD2- Tide Ct

Diana Wilson: Purchasing- Tide Ct

Lisa Fuller: Customer Service

Maria Martinez: LVM/LDC3
Joe Lin: LVIM/LDC4

Carlos Reynolds: WOD1- Beamer
Jeff Pinkerton: WOD2- Beamer
Frank Staudenraus: OA Express

Melissa Brown: CSR Group 1
Wuhong (Richard) Xu: Poof
Susie Cassidy: OAE: WOD
Enrigue Osorio: WD2-1 Tide Ct

Supervisor Tab

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

e Assigned: For supervisor it will automatically assign one level higher organization supervisor as his

supervisor; for staff role user, it will automatically assign his current organization’s supervisor as his
SUpervisor.

Peer Tab

e Available: List all users under the same company. If the user who has been assigned to "Supervisor” or
Syncsoftinc.com @AIl rights reserved Page 13 of 26
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"Subordinate”, it will not be listed here.

e Assigned: For supervisor role user, it will automatically assign the user whose role is supervisor within
the same organization level and the staff users one level higher as his peer; for staff role user, it will
automatically assign the user whose role is staff within the same organization level as his peer.

Subordinate Tab

This tab is only available if the user with the evaluation role Supervisor.

e Available: List all users under the same company whose role is staff and the organization level is lower
than his own organization level.

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

Other Tab

This tab is used when some employee who are not involved in evaluation but have to evaluate others.

e Available: List all users

e Assigned: Empty

User can search the user by search criteria, select the users in the available fields and click “>>" icon to add the
users to the Assigned field.

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

Note: After Re-initialization, the manual adjustment will be cleared.

User-Setting @

Mame: |Adriana Divizich bt | Alter Name: | |0rganization Name: |Desi-;r'h-1erch4 {Creative) | A
Email Addr.: |adﬁans.-:li'.rizich@.laﬁc-me.mm | Evaluation Role: |Sunervisc—r |

Type: Avsilable v (flame: | | Organization: & E&E Corp. X
é“;er Mame: ) Role |5uoervi5c-r il E,- Search i Al Info.
| Supervizor | Feer Subordinate Cther

Available Aszsigned

Eva Lu: E&E Corp. Edmund Jin: E&E Corp.

Xingming (Frank) Yu(Frank Yu): Flanning fa) Michael Mullen: Executive VP

Ron Perkuchin: OA-E-commerce

Gary Tam: LVM/LDC

Benjamin Hung: LVM/ALDCA

Krystal Rodriguez: LVM/LDC2

Fing Gao: Distribution (Corporate)

Alex Gonzalez: WOODLAMD

Tom Seow: Maintenance Conveyor Facility
Pat Miegg: WD2- Tide Ct

Diana Wilson: Purchasing- Tide Ct

Lisa Fuller: Customer Service

Maria Martinez: LVM/LDC3 '
Joe Lin: LVIW/LDC4

Carlos Reynolds: WOD1- Beamer
Jeff Finkerton: WOD2- Beamer
Frank Staudenraus: OA Express

Melissa Brown: CSR Group 1 ‘-.
‘Wuhong (Richard) Xu: Poof
Susie Cassidy: OAE. WOD
Enrigue Osorio; WD2-1 Tide Ct

13. Checking the User Exception
After all the users are initialized, HR can go to User Exception report to check users who are missing supervisor,
peer or subordinator.

1) Go to User Exception under Evaluation - Maintenance.

Syncsoftinc.com @AIl rights reserved Page 14 of 26
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Note: User can also click Exception button on User list to open the exception report.

User

Enpoyeetame: ||
Alter Name: L 1
Email Addr.: I:l
Relationship:

Evaluation Role:
Organization Name: &
Evaluation Type:
Relationship Mame:

2) Select the Evaluation Name and click Search.

User Exception

Evaluation Name:

2017 US Evalustion =l

Items:296 Page number:1/15 Paginal:20 items

Employes Name:
Alter Name:
Evaluation Type:

alnation (Evaluatior

Alter Ev:

E&E Corp. Production,Finsnce, 0] [:3¢]

Multiple Org.:

" Saarch 1 [ [ All info. (_ Exception [ EI] Excel |

—t

Exception Type: - Responsible HR:
Evaluation Role: 5 = =
e — ntlzation:

Adelfa Borges adelfa.borges@warehouse.com Standard  Yes

ustin Gonzalez agustin com Staff Standard  Yes Yes
Aisha Gardner aisha.gardner@oalogistics.com Staff Standard  Yes Yes
Alejandra Becerra | dra.bec logistics.com Supervi: Standard  Yes No

No WD2-2 Tide Ct
Mo Mo LVM/LDC1
Mo No 5D2-1 Shipping
SAV3-Order
= N Processing

== =<12345678910...> =>

Organization [Responsible|Evaluation .
(pinc 3

2017 Us
Evaluation
2017 US
Evaluation
2017 Us
Evaluation
2017 US
Evaluation

Corperate
H
Corperate
HR
Corperate
HR

Corperate
R

Evaluation Service

Evaluation Service is run regularly.

1. If the Evaluation start date on Evaluation Name is <=current date, the status of period will change to Open.

System will send email to the Employees and Employees can start to evaluate.

Evaluation Name

Evaluation Name: [2018 Synesoft |

Start Date: [0ar14/2018 ]

Main Reminder Email: [E&E Evaluation Reminder Mc[ ™ |

Main Email: 20 TR TR AR
Display Attendance: O

[ New |[E sove [ Reverse |

Company:

End Date:

Other Reminder Email:

Other Email:

Syncsoft -

[o5118r2018 [

[E&E Evalustion Reminder ot ™|

oA V]

Status: = )]
Self-Review Summary 0

Req.:

Reminder Send Dste
Subject Req.: |

2. If Reminder Send Date = current date, system will send a reminder mail to Employees.

If the Evaluation end date is < current date, the status of period will change to Closed. System will send closed

email to the Employees.

Evaluation Name

Evaluation Name: [z015 Syncsat |
Start Date: [04r14/2012 ]
Main Reminder Email: [E&E Evaluation Reminder Ms[~ |
Main Email:
Display Attendance: O

(7 Mew [ swe |[ O complete || weigt Avg. |

Company:

End Date:

Other Reminder Email:

Other Email:

Syncsoft -

04/17/2018 I E

[E&E Evaluation Reminder Gt ]

201 TEESyncsoft SEERER 251 -

status: o= )
Self-Review Summary |

Req.:

Reminder Send Date
Subject Req.: O

Syncsoftinc.com @All rights reserved
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4. Click Complete button, the period status will change from Closed to Complete. Users cannot access the

Evaluation Application anymore.

Evaluation Name

Evaluation Name: 2017 Syncsoft Evaluation Company: Syncsoft - Status: m
Start Date: 121262017 End Date: 01/20/2012 gﬁﬁm:m_: |

Main Reminder Email: 201 7ESynesof SEERTEER v Other Reminder Email: 201 TEESyncsof EEEHEEENR W Reminder Send Date 01/02/20128
Main Email: 20T TR v Other Email: 201 TESynosot EEREEEE W Subject Req.: o

Display Attendance: o

Evaluation Result Review

Supervisor can review his team’s evaluation result on Summary Review page.

Evaluation

Note:

e This page only allows the employee who has the Supervisor evaluation role to access. Each supervisor can only review
his own organization evaluation result. HR Manager can review the whole company evaluation result.

e  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.

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 closed.

1. Summary Review

Summary Review Search Criteria
T BT U Cveluston =1 Report Department:

Organizaion Name: [Z omporste i Gomerste 7205 [ Level:

L
Excutve: Rank 8y: = 5
2ob Tite: — Responsile HR:
8.15 Supv. Avg: 8.53 only Evaluated Users: (| j
Self Avg: 7.58 Peer Avg: 7.58 i Al info, || 5] Exeel
Score Comparison

Items:6 Page number:1/1 Paginal:20 Items

‘Organization Name Evaluation Role Evaluation Type De‘;:?t‘::ent

O Jessica Jeng . .. g Accounting Supervisor Standard Accounting jessica.jeng@jlahome.com
[ Susan.wang . u K X CEO Office Supervisor Standard Executive susan.wang@jlahome.com
[] mancy Hattersley . . . CEO Office Standard CED Office nancy.hattersley@jlahome.cd

[] Erin Giang ! . i . CEO Office Standard CEQ Office erin.giang@ilahome.com

[ Anni Liang £ . . CEO Office Standard CEQ Office anni.liang@jlahome.com

AP Standard Accounting trey.nguyen@ilahome.com

1.1 Search Criteria
e Report Department: Search out the employee who have the selected report department
e Organization Name: Search out the employee who are assigned to the selected organization

Syncsoftinc.com @AIl rights reserved Page 16 of 26
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Missing Score: Search out the employee missing Peer or Supervisor or Self Score
Level: The level of the organization

Rank By: the ranking will be different according to the rank by

Level: It is the default value, result will rank by Level--> Evaluation Role-->Overall score
Overall score: Rank by Overall score

Peer Score: Rank by Peer score

Report Department: Rank by Report Department--> Evaluation Role-->Overall score
Supervisor Score: Rank by Supervisor score

Executive: Search out the employee having the executive role

1.2 Evaluation Result

2.

Missing Score: If user missing score, there will be a red flag

Peer
A
.00 QA3

Ranking: System automatically generated rank according to the rank by

Employee Pear | Owerall Organization Evaluation Evaluation
R e e S s e s e P e s

O Nina Jin 1 8.58 8.23 7.37 IT3 (Software) 3 Supervisor Standard iy

[ Karen Liu 1 [ 7.85 7.96 7.69 &.10 IT3 (Software) 3 Staff Standard IT I
[] Lane Zhao 2 5 7.80 8.07 7.40 7.98 IT3 (Software) 3 Staff Standard iy I
|:| Ian Zhu 3 11 7.66 8.05 7.08 6.15 173 (Software) 3 Staff Standard IT i
Average 7.94 B.17 7.60 7.40

Overall Avg.: It is average of the peer score based on your search result excluding the employee missing
Peer or Supervisor Score

Self Avg.: = (Employee 1 Self Score + Employee 2 Self Score +...)/Total Employee Number excluding the
employee missing Self Score

Supv. Avg.: = (Employee 1 Supervisor Score + Employee 2 Supervisor Score +...)/Total Employee Number
excluding the employee missing Supervisor Score

Peer Avg.: = (Employee 1 Peer Score + Employee 2 Peer Score +...)/Total Employee Number excluding the
employee Peer Score

Crverall Avg.: 7.22 Supv. Avg.: 7.12
Self Ava. 7.70 Peer Avg.: 7.37

Export Button: click to export the result to excel file
Score Comparison Button: It is used to compare the scores for multiple employees. If the evaluation role
contains supervisor and staff, it will group the evaluation result by evaluation role.

Job Knowledge | Qualty of Work and Accaracy | Work Focas nd Effciency | Commumication Skls | Team Work/nterpersanal Kl | Attendance/Woeking Maner Pmmm..
SEpaTE LAl 20.00% 20.00% 15.00% 10.00% 7.50%

any
Nina Jin 8.05 8.22 B8.74 B8.14 B8.42

m Quality of Work and Accuracy Work Tocns and Efﬁﬂenc\- Team “nﬂdlnterpemnl Skills 'lllem‘llncn'“ ur]:mg Manner
7.8 8.0

Karen Liu 7.87 7.63
Lane Zhao 7 BD B 30 7. 66 7. 70 B.14 7.19
Ian Zhu 7.66 744 8.29 7.76 7.52 7.92 7.54 7.45

Individual Employee Review
Click the employee name to open the evaluation result of individual employee.
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Overall Organizal Evaluation | Evaluatio
(1]
Cosretome |_perkes i S rterper et e e P i

10 8.36 8.50 8.16 8.61 3 Supenvisor  Standard

D William Stewart 1 1 8.31 B.51 8.00 8.23 WoD 3 Staff Standard 0A
[] cades Revnolds 1 4 747 7.46 7.48 9.00 WOD1 4 Supervisor Standard 0A
D Louis Little 1 4 7.59 7.13 8.27 B8.23 WoD2-1 5 Supervisor Standard oA

Self Review
Ermpleyes Name: ReportDeprtment: Evalusion Roe: vauation tame:

2| Click + icon to view evaluation criterion.

Evaluation Result: -

.HI Job::.nm.:lrdge Quality ol'“nrkanll Accuracy | Work Fucns nlﬂ Eﬁ:lenn Tum“urk.‘lnterpenona] Skills Attend.‘mm’“ orthM.'mner
8.7

Overall Score 8.06 9.18 8.89

B.61 8.75 8.50 8.50 M 8.75 9.00 8.00

=l Peer lllg 8.16 8.47 8.16 8.44 7.59 7.59 8.69 7.97

P1 9.65 v ¥ 9.50 10.00 10.00 10.00 5.00 9.00 9.00

P2 9.35 pd 10.00 5.00 9.00 10.00 5.00 9.00 9.00

P3 9.00 9.00 5.00 9.00 9.00 5.00 9.00 9.00

P4 8.58 8.50 8.50 8.50 8.50 8.50 9.00 9.00

PS 8.32 8.25 8.25 8.50 8.25 8.25 8.50 8.25

P& 8.18 pd 9.00 8.00 9.00 7.00 6.50 9.00 8.00

P7 8.08 8.00 8.00 8.00 800 8.00 9.00 8.00

P8 7.16 8.00 8.00 9.00 4.50 4.00 9.50 5.00

P .63 7.00 .50 6.50 5.50 7.50 6.50 7.50

P10 6.50 v F 7.00 7.00 7.00 4.00 5.00 8,00 7.00

=] Supervisor Avg 8.50 9.00 8.00 9.00 7.50 7.50 9.50 9.50

Rodney Dickey 8.50 ¥ 2.00 800 2.00 750 .50 8.50 2.50

=l Evaluation Comparison: Evaluation Overall:
Comparision Type Comparison Percentage Curreat Employee

Self VS Peer 5.23% Peer Avg 8.60 2.45 7.25 8.16
Self VS Supervisor 1.28% Supervisor Avg 9.33 2.45 7.18 8.50
Overall Score 8.80 245 7.21 8.36

I Comments & Suggestion: Self-Review Summary: Supervisor Suggestion:

2.1 Evaluation Result

Evaluation Result: (ET excal D

. 5 4 Quality of W nrk :mll Accuracy | Work Focus alrl Eﬁﬁclenn Commlmcauon Skills | Team World]merpersonll Skills Altend:mm‘“ orking Manner | Pro- mmpaln
ot |oorsor v | i i

Overall Score .36 8.06 2.18 8.89
self - 8.50 w M ﬂ £.00 8.00

= Peer Avg . 8.16 844 7.59 7.59 8.69 7.87
PL 9.65 10.00 10.00 10.00 2.00 2.00 2.00

] 9.35 5.00 .00 10.00 2.00 2.00 2.00

=] 2.00 5.00 9.00 5.00 5.00 2.00 2.00

P4 8.58 B.50 8.50 8.50 8.50 9.00 S.00

o5 3.32 8.5 8.50 8.25 8.25 850 835

3 .18 8.00 9.00 7.00 £.50 2.00 3.0

o7 3.08 8.00 8.00 8.00 8.00 2.00 3.0

8 7.16 8.00 .00 4.50 4.00 9.50 5.00

=] 6.63 6.50 6.50 5.50 7.50 650 7.50

P10 5.50 7.00 7.00 4.00 5.00 2.00 7.00

= CSupervisor Avg 8.50 8.00 2,00 7.50 7.50 2.50 250
Rodney Dickey 8.50 8.00 9.00 7.50 7.50 9.50 9.50

e Total Score:

Overall Score = Peer Avg. * 40% + Supervisor Avg. * 60% (The percentage is maintained by HR on Score/ Score Ratio)
Self = Sum of (Score of each subject* Score Percentage of each subject)

Peer Avg. = (P1 Total Score + P2 Total Score +...)/Total Peer Number

Supervisor Avg. = (Supervisorl Total Score + Supervisor2 Total Score +...)/Total Supervisor Number

o Ref.: the highest and lowest score will have a check

e Comment Flag: If there is a comment for any score, it will have a red flag ¥ . You can click the score having
the hyperlink to review the comment

o Excel: export the evaluation result to an excel file

e The score for each subject is an average score = Peer Avg. of each Subject * 40% + Supervisor Avg. of each
Subject * 60%

Evaluation Result:

-dge | Quality of Work and Accuracy | Work Focus and Efficiency | Commumication Skills | Team Warl/Interpersonal Skills | Attendance/Warking Manner

Overall Score 8.79 8.06 8.78 7.54 7.54 9.18

Self 8 Gl 8.75 8.50 8.50 8.75 8.5 5.00

=l Peer Avg 8.16 847 8.16 B.44 7.59 7.59 8.69
P1 9.65 v ¥ 9.50 10.00 10.00 10.00 5.00 9.00
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2.2 Evaluation Comparison

=l Evaluation Companson:

Comparision Type Comparizon Percentage

Self WS Peer 5.23%
Self VS Supernvisor 1.28%

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

e Ifthe percentage is positive, it means self-score is higher than Average Peer Score
e Ifthe percentage is “0” it means self-score is equal to the Average Peer Score

e If percentage is negative, it means self-score is lower than Average Peer Score

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

e Ifpercentage is positive, it means self-score is higher than Average Supervisor Score
e Ifthe percentage is “0” it means self-score is equal to the Average Supervisor Score
e Ifpercentage is negative, it means self-score is lower than Average Supervisor Score

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

2.3 Evaluation Overall

Evaluation Overall:

Peer Avg

compared score current employee score

Supervisor Avg
Overall Score

e Compared Score
List Highest, Lowest and Average of Peer Avg. Score/ Supervisor Avg. Score / Overall Score in the same
report department
Note: If the 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.

e Current Employee Score
See Overall Score, Peer Ave. Score and Supervisor Avg. Score in Total Score of Evaluation Result

Appendix
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Page Role Control

Working Page Page Functionality Roles Detail
» HR Director
* CH-HR Director
0 ization Setti Setuy izati
rganization Setting etup organizations « HR Mer
* CH-HR Mgr
* HR Director
* CH-HR Director
Organization View View the organization users |+ HR Mgr See the assigned organizations
* CH-HR Mgr
+ HR Coordinator
+ HR Director
CH-HR Direct
HR User List Setup users and assign the| : HR Mer Hrector 1. Default display all employees in assigned organizations
organization to users e 2. HR cannot see Delete and Password buttons
* CH-HR Mgr
» HR Coordinator
* HR Director
* CH-HR Director
HR Setti Assi izati to HR
etting ssign organizations to « HR Mer
+ CH-HR Mgr
HR Direct
Maintain  Score [:r'iter'iurl.: o Hlﬂreﬂi:;'ctur
Score score  ratio  and  score| « HR Mgr
threshold )
resho + CH-HR Mgr
» HR Director
* CH-HR Director
Glossary Maintai y
OSSary aintain glossary « HR Mer
* CH-HR Mgr
* HR Director
* CH-HR Director
Maimtai
Report Department {aintain report department « HR Mgr
* CH-HR Mgr
* HR Director
N~ Setup  peer organization|s CH-HR Director ] N
P 0 i HR nly setup th d ti
eer Organization between organizations « HR Megr can only setup the assigned organizations
* CH-HR Mgr
+ HR Director
Initialize the wusers and|+ CH-HR Director
User manually adjust the|* HR Mgr Only display the employees in assigned organizations
relationship * CH-HR Mgr
» HR Coordinator
HR Direct
Check the users who are| trecter
+ CH-HR Director
User Exception missing supervisor, peer orf HR Mgr Only display the employees in assigned organizations
bordinat .
subordinator « CH-HR Mer
Create an evaluation plan|e HR Director
Evaluation Name setup the start date and end|s CH-HR Director
date of the evaluation » CH-HR Mgr
1. All evaluation users can access this page during the evaluation peried.
2, When the current evaluation period status is Pending and Close,
Evaluation Application |Do evaluation * Evaluation Evaluate, Submit and Skip button will hide.
3. When the current evaluation period status is "Complete”, user cannot]
access this page anymore,
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Review the score from peers|

Self Review .
and supervisor

» Evaluation

1. User can access this page when the current evaluation status is Open
or Close.

2, If the user role is Top manager, the score is blank since Top
management only need do evaluation for the subordinator.

Supervisor review his team's|
evaluation result and)|
compare user's scores

Summary Review

* Supervisor Evaluation Role
+ HR Director

* CH-HR Director

+ HR Mgr

+ CH-HR Mgr

* Top Management

1. For evaluation role is supervisor and without HR role, user can see the
users in the organizations which are assign to them.

2. For HR Manager, if evaluation role is supervisor, it will list all assigned|
organization in the HR User Setting Page and her/his assigned
organization in the user list. If evaluation role is staff, it will list assigned|
organizations in the HR User Setting Page.

4. Top management role can see all the users in the evaluation.

Supervisor review the
Comments : i
. ) suggestion and comments of]
Suggestion Review )
his team

* Supervisor Evaluation Role
+ HR Director

* CH-HR Director

« HR Mgr

+ CH-HR Mgr

* Top Management

Same as above

FAQ

How to Move the Organization

1) Select an organization and click Move Org. button.

= E&E
E| E&E Corp.
E| Corporate HR
B Corporate HR2

Corporate HR3

~ Addorg. | |[E] Save Assign U!

Organization Na:
Qrganization:
Responsible HR:
Last Updated Date:

Mave Org #  Delete

[testaza

Level:

Corporate HR2 Status:

Corperate HR hat Synchronized:

2018-04-26 Last Updated By:

2) Choose an organization in the pop up window and click OK.

[ addorg. |[E swve || Assignuser || Moveorg.

| [¢ Detete |

Organization Name:

roanizab

Parent

[testaza

| Level:

Fat o LIE

Respons)

Last upd = ERE

= [JeaE corp.
= DCorporate HR.

[ corporate HR2
DCurporate HR3
DCDrporate HR4

DCurporate HR3S
DCurporate HR&
[ lcorporate =l
@Curporate HR8

= [Executive VP

[IDesignMirch

[1E-commenge

[sales

= [IFBA -Richard X
[JPoof- Marke

= [Finance
Lla/r

DAccounting
CIrpea f Payroll
[ Logistics

= [Graphic

(Y

D [@ cancel |

By:

3) There will be alert message, click OK to continue to move the organization.
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Organization test333 and his sub-organizations will be
moved to selected organization, Do you want to continue?

o] 4 Cancel

4) After the organization moved successfully, it will list under the selected organization.

=~ EXRE
EI E&E Corp.
EI Corporate HR
- Corporate HR2
- Corporate HR3

- Corporate HR4

I';'l Corporate HRS
Admin & Support
. Facilities HRS

- Corporate HRE
- Corporate HRY7
[=l- Corporate HRE

5) The Glossary, Peer Organization and Report Department will be removed after Organization moving. Go to
the maintenance page to setup accordingly.

Note: Move Org. function can’t be used when evaluation period start

How to Delete the Organization
Select one organization and click Delete button to delete the selected organization.

= ERE Add Org. XK Delete )
: ~ -
= E&E Corp. ganization Name: |CﬂrPUrElE HR | Level: 2
; (&-Corporate HR Parent Organization: E&E Gorp. Status: [Active v

i~ Corporate HR2 Responsible HR: Corperate HR 7 Synchronized: Trace Supv.
i~ Corporate HR3 Last Updated Date: 2017-05-09 Last Updated By: becky.arcangel@jlahome.com

HE S T Y

Note: User will receive below error if there is user assigned to the organization or the organization has the peer organization.

From eecsystem.cn

=

You can not delete it since have been used by EEC user.
There is user assigned to “

organization, need go to HR User
List to update user's organzation.
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From eecsystem.cn

You can't delete this organization since it has been used for

evaluation. \

Organization already has the peer
organization, need go to Peer Organization

page to delete the relationship

How to Create a New User
1) Go to HR User List page under Administration > HR Admin

2) Click New to open Edit User page. Put in Name and email address. Select Organization Name,

Evaluation Role and Evaluation Type, then check Evaluation Req. checkbox for the user.

Name: | | Email: | | Email valid: | ~
Alter Name: | | Status: |Aulive V| Responsible HR: | ~
Organization Name: E [E&E Corp..Symesoft Production (FM).H E Office: | Vl Executive: | ~
Evaluation Role: | Vl Evaluation Reg.: | Vl Evaluation Type: | ~
Emplyee 1D: | | Job Paosition: | V| Job Title: |

[t [—Gorw—] [ il [kt [ ] ] (e (B
Items:765 Page number:1/26 Paginal:30 items .. .32345678910..

& Mew User - Internet Explorer

« |8 https://eecsystemn.cn/EECWebPages/Admin/HRUserDetailPage.aspx

Em

e | | Emat: | | omenization Neme iz | I[>)
Alter Name: [iz2| Email Valid: Supervisor Email:j:z2 [ |
Employee ID: | | Job Position: | | Job Title: | |

: Evaluation Reg.: ) (—E\raluatmn Role: | Staff e | Evaluation Type: |Standsrd VD
Executive: O Employed Date: | m L | v|
@Eca: | \__f:b Default Location: | ~ | Additional Org.: E |
Expired Date: | m Status: Active hd
Remark: [ |
Note

e Users who check the Evaluation Req. checkbox will be listed in the “Organization view” page and “User” page

e Evaluation Type: Standard/No Peer/Other. No Peer means users have no peers. Other means users only need

to evaluate their supervisors

e Supervisor Email: If user’s mail is invalid, system generated mail will send to this address

e Additional Org.: only enabled for users whose evaluation role is supervisor. It is used when users are in charge

of more than one organizations

3) Click Save button to save the changes.
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How to Make Changes to Existing User

1) Go HR User List page under Administration > HR Admin.

Organization Setting
ization View

2) Search Out the user by the search criteria.

Search Criteria

ame: ‘ﬂDlEG?II.I | Ernail: ‘ | Email Valid: | \vl
Alter Name: ‘ | Status: ‘ Active V| Responsible HR: | v|
Organization Name: ‘E&ECDI'D Synesoft. Froduction (FM).| F| El Office: ‘ v| Executive: | o4 |
Ewvaluation Role: ‘ Vl Evaluation Req.: ‘ v| Evaluation Type: | v|

ployee 1D: [ Job Position: [ | Job Title:
[—ew—] [ oy [ D] [ At (5 -Fiar ] e

Items:1 Page number:1/1 Paginal:30 items

Alter Fvaluation Organization Responsible Create Last
Immm e |t | updareany | Ao

O Flora Chu

flora.chu@jlahome.com Supervisor

Accounting

Corperate HR.

California

01/05/2015
12:00:06

02/03/2016

21:10:35 penghougiong@jlachina.com

Auth. Page

3) Click the user name and update the info on the User Edit page, then click Save.

HR User List

Name: |ﬁn(a chu | Email:

Alter Name: | | Status:
Organization Name: |EEECD|1: Syneseft, Production [PM]F{E Office:
Ewvaluation Role: | v| Ewvaluation Reg.:
Employee ID: | Job Position:
o] [—cory—] [ bl [ttt [ imerr]

Items:1 Page number:1/1 Paginal:30 items

| Email Valid:

[ Active

| v]
v| Responsible HR: | v|
v| Executive: | hd |
v| Evaluation Type: | v |
V| Job Title: [

) [ e [ e |

< 1 > >>

Alter Evaluation Organization Responsible Create Last Authorized
Immm— e | ey | M

FHlora Chu

flora.chu@jlahome.com Supervisor

Accounting

Corperate HR

California

01/05/2015
12:00:06

02/03/2016

21:10:35 penghougiong@ijlachina.com

Auth. Page

@ Edit User: flora.chu@jlahome.com - Internet Explorer

4 [Flor= chu |
Alfer Name: E
Employee ID: |
Evaluation Reg.:
Executive: (|
Office: [ california v
Expired Date: | ﬁ
Remark: |

QOrganization Nam e|¥l

Email: flora.chu@jlahome.com El
Email Valid: Supervisor Email:@ [ |
Job Position: Job Title:

@aluatinn Role: |Supewisur v| Ewvaluation Type: Standard W )
Employed Date: | m Language: ‘Engl\sl\ v
Default Location: | v| Additional Org.: @ [
Status: Active W

How to Add New Organization to the Existing Glossary
1) Search out the glossary by select an organization.
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Glossary
[ Glossary Subject | Glossary
EvaluaonRole: [ V] Company. 0 2 [
Name: [ | Bilingual: O
[#= new | [[@ save | [ En contents | &_
Name: [ | Status: ¥
]
Items:4 Page number:-1/1 Paginal-20 items

2z <l = >>

I |y

Bed Esamble (OLLILX), Ecom
Ecom Team Complete Supervisor E&E Corp. Marketing-DL, Ecom Team velinxia@syncsoftinc.com 05/22/2017
Select Delete Manager Complete Supervisor E&E Corp. E-commerce yelinkia@syncsoftinc.com 05/22/2017
Bed Esamble (OLLIIX), Ecom _— N
Select Delete Ecom Team Complete Staff E&E Corp. Marketing-DL, Ecom Team yelinkia@syncsoftinc.com 05/22/2017
Select Delete Marketing Complete Staff E&E Corp. E-commerce yelinxia@syncsoftinc.com 05/22/2017

2) Select the Glossary and open the organization selection page. Select the newly add organization and click OK.

Glossary

Glossary Subject Glossary

Evaluation Role;  [Supervisor Company: [E&E Comp. @ |Eenn'| Team.Ecom Marketing-DL | E
Mame: |Eeen1 Team Blmg

—

el = ——

|
)

Evaluation Role: W | = [E&E Corp. ~ nmerce.Bed Esamble (OLLI E
Name: | ! Fate HR - ¥]

= [JHR-CEO Office
(] Admin & Support
[ Facilities

ltems:4 Page number:1/1 Paginal:20 j

I Updated By

dete Ecom Team

yelinxia@syncsoftinc.com
Select Delete  Manager yelinkia@syncsoftinc.com
Select Delete Ecom Team yelinkia@syncsoftinc.com
Select Delete  Marketing yelinkia@syncsoftinc.com

DDeslgnMerch
[ DesignMerché

= [JE-commerce
(¥ ok D |2 concel |

3) Click Save button to save the changes.

Glossary
| Glossary Subject | Glossary

Evaluation Role:  [Supervisar Company: [E2E Gom. Organization: i [Ecom Team Ecom Marketing-DL| EI
Hame: [Ecom Tesm | Bilingual: O

[17 Mew | @ Save )| ENC |

Evaluation Role: /-l_ ~ v Company: v Organization: i [E-commerce.Bed Esamble (OLL| El
Mame:

| | Status: [ v

ltems:4 Page number:11 Paginal-20 items

e i |

Bed Esamble (OLLIIX), Ecom
ct Delete  Ecom Team Supervisor E&E Corp. Marketing-DL, Ecom Team yelinxia@syncsoftinc.com 05/
Select Delete  Manager Complete Supervisor ERE Corp. E-commerce yelinkia@syncsoftinc.com 05/
Bed Esamble (OLLIIX), Ecom . .
Select Delete Ecom Team Complete Staff E&E Corp. Marketing-DL, Ecom Team velinkia@syncsoftinc.com 05/
Select Delete Marketing Complete Staff E&E Corp. E-commerce yelinxia@syncsoftinc.com 05/
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How to Re-initialize User

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

Initialization button in User setting page. By clicking this button, user can be re-initialized.

User

Employee Name: ’_—| Evaluation Role: [ v Initiali li
Alter Name: |: User-Setting ':
Email Addr.: [[| Mame: [ Abel Valencia ~| Alter Name: [ | organization Name:  [LvniLDCi | ~ I
Relationship: [| Email Addr.: [zbel is@warehouse.com | Evaluation Role: [St=f | = ———

Type: [Avsilable ~] Mame: ——JOrganization: & lzl Exe
Items:615 Page number Alter Name: [ Role All Info. ()_

Employee| Alter Supervisar [
Name |Name Available

in: E&E Corp.
Abel "]
14 . abel.v|
Valenda

Eva Lu: E&E Corp.

Michael Mullen: Executive VP
Coco Qiu: Graphic

Ron Perkuchin: OA-E-commerce

Accounting t

H Tem =P | Gary Tam: LVM/LDG

O Adelfa delf Eileen Bradley: DesignMerch1 (Bath)
Rornes & 3| |Winnia Chenna Necinnbarrha

Note: This Initialization button can be used even if the period is

initialization completed the scores will be cleared.

Assigned
Maria Martinez: LVM/LDC3

started or there is score with this user. After
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