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1. How to Log into EEC

1) InIE browser, type the address www.eecsystem.com.
2) In EEC Login Page, type your User Name, Password and Check Code. (See Figure 1-1). EEC Helpdesk will
send your login user name and password if you do not have an account. If you have a user ID but forgot the

password, please click Forgot Your Password to reset your password.

_ t: E&E Coy Ltd!h.

Who We are ... User Name

Password
E&E Co,, Ltd is a globally integrated company specializing in providing quality

products for every lifestyle. From Home Fashion to Apparel, pet products to decorative Check Code: [:' 88~86

accessories. we provide strategic market and design directions, manage production and

[JRemember User Name

distributicn for our retail trade partners. From concept to final product, our giobal design
P P P g v 0K Reset

and product develocpment teams collaborate with each individual customer to create and
| Forgot Your Password? I

source products, that not ocnly meet their cbjective but consistently deliver strong

profitability.

Founded in 1583, E&E has grown rapidly. Our success begins with a unique business
model that offers depth and breadth of capability unmatched in the industry. Our talented
design team bring originality and freshness to each fashicn season by researching and
understanding market and trend evelution. From licensing te private label, our collective
design experience and production execution are the foundations for cur success at retail.
Using inncvative tools and strategies, E&E creates synergies in design,global scurcing and
manufacturing.

Figure 1-1 EEC Login Page

2. How to Go to Evaluation Application

1) Click Evaluation Application under Evaluation. (See Figure 2-1)
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Figure 2-1 Evaluation Application Page Path

2) Itwill open Evaluation Application Page. (See Figure 2-2)
(See Appendix A for Evaluation Application Page Introduction)

Funciton Buttons

Bvaluation Info. Search Criteria

Evaluation appncauw,

Assigned Employee List
Status: |Open

Date: 04/25/2018 - 08022018
Name: | | Evaluation Role: 7 I | 7/ Relationship: | |
Job Position: [ v Organization Name% [ y/ State: [ ~]
Job Title: | |
|_gvalvate || submie || sikp | I y/4 [ Search || [2] Allnfa] |
Items:11 Page number:1/1 Paginal:20 Items = = 1 = == |1 a0

Organization Name Evaluation Role Last Updated
Self
[[] Zhu Wenting Global System Support 4 Staff Open zhuwenting@scmhome.com
Supervisor
[ Jessie Hu Administration Center 2 Supervisor Open hulinjuan@syncsoftinc.com
Peer
[[] Zhang Qing China System Support 4 Supervisor Open zhangging@scmhome.com
[] Richard Ye Global Project Dept-1 4 Supervisor Open yexiaomiao@syncsoeftinc.com
[] Jade Fenq Global Project Dept-2 4 Supervisor Open fengjing@syncsoftinc.com
[1 Meteor Zhou QA-1 3 Supervisor Open zhouyafei@syncsoftinc.com
[ steffi ve Global Project Dept-1 4 Staff Open yelinkia@syncsoftine.com
[] Penghougiong Global System Support 4 Staff Open penghougiong@jlachina.com
[] Alisa Qian QA-1 3 Staff Open gianyuhui@syncsoftinc.com
[] DingYi QA-1 3 Staff Open dingyi@scmhome.com
[[] Tang Yaping QA-1 3 Staff Open tangyaping@scmhome.com

Figure 2-2 Evaluation Application Page
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3.

How to do the Employvee Evaluation

3.1 How to Do Self Evaluation

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

1)

2)

Click your name under Self section.
I S T
Self

O Hina Jin A’f IT3 (Software) 3

It will open to open the Evaluation Application Detail Page. (See Figure 3-1)

(See Appendix B for Evaluation Application Detail Page Layout Introduction)

ce Name: Wina Jiw Organizabon Hame: T3 (Sawarel T Evaluation flole: Supervinor - Info. )
% I Stawel e S Sl fee ETTTT
Evaluation Criterion: &0 pon
0= Levd Dascnptan - "
1w OQutstanding Exceeds requirement Evaluation Ci rion
B4 Exueeds Requirement Consistency meets and occasionally exceeds recuremsnt

57 Heet Requirement Vormaly meets reauiements, perfams 5 exsded Evaluation Glossary
34 Weeds Imorovement. Has not performed as expected, mprovement is needed
Does not moet requiement Fals to mect requrements A Score & Comment

B
L 20.00%) 5 T
the fuf h o s wel s company's cullure.
B) Knowdedge of instaling & trou ] ' appication B equiment. (Computers, servers, and elc.) Comment:
€) Enoudedge of conpany's aperating systens, server system and back up systen,
mantaring compaery's enai system hrough emad provider
) Knaedsdge af tochnical securty ta protect company’s data & equipssent From outiade hackers and wnis.
2. Quality of Work and Accuracy(20.00%) e[ |
[A) Tine and accuracy to dagnoss, troubleshost & reseive cumpany isues related Lo sage, networking and comectvay.
[B) The Accuracy rate to provide remote tech suppert to ouk of state offices in a timely Fashion. (Comment:
2 effectively maintain compamy’s computer systems (desk top & bptops)
D) 5 able to utkre up and wpdate and echnologies
) &bty to asset i rescherg mues weh Maccla & EEC connectnaty ta compamy's computers.
5 sore: [ |
Comment:
D) Aty bo prioritize time.
4. € comunication Skills(15.00%) Score: || ]
A" Clear, concse, and timely daiy commurications with collaague on alltechrical issues (US & China)
) Mbity 1o saintzin a swooth i wilh i Comment:
€ A%y to proactively provide akemative and constructive sebutions to manager of tedhnical esues,
5. Team Work/Interpersonal Sklls{ 10.00%) s || |
[} wilngness to folow company's teaswiore divection and abokch poatics.
[B) Willngness to offer uncondiional help whenever there ks a need (Comment:
) Communicate to cobeagues with respect, and only express issues{concerns of coleagues through the HR Department or department managers. Newer make negative comments or resark behind the employee’s back
6. Attendance fWarlang Manner(7.50%) fore: [ I
) £ropery aduises company of FTE) for ol persanal time off i  tanely fashion by cn et
) iclheres tn estabiched work hours and a schedue that enhances productaty. Comment:
O 's oversght.
1. pro ) eore: [ ]
) Aty b cemonstrate o pastve atbtude tawards company decons, working reloted issues, and cely communicate concems through the proper channels.
) Wilingr=sz b= support and folow company's quidelies. Comment:
€) Abke ko shays et & positve Lone on kel of the company.
Total Score otal v

Self-Review Summary

Comments & Suggestion (We value your all comments & input | All your words will be well listened and kept confidential!}

Figure 3-1 Evaluation Application Detail Page Layout

3) Enter Score between 1 and 10 for each subject and click Save. (See Figure 3-2)

< Comment is required for the the score is lower than 4.0 or higher than 9.5.
<~ The total score formula is Sum of (Score of each subject * Score Percentage of each subject).

< Self-Review Summary and Comments & Suggestion are optional

Syncsoftinc.com @AIl rights reserved Page 3 of 16
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Employee Name: [Wra Jin ] Organization Name: [m3 psoftware) ]
= Evaluation Criterion:  5ys gunges: Levél Desaription
n Outstandng Exteeds requisment
FL] Extends Rnqureneet Congistency mests and occasionally exseeds requirenest
\ &7 Meet Requrenent Mormally meets requnements, perfooms a5 expected
M Wl |piovement Ht ot performied i expeched, isprivement s nésded
12 Dots nst meet requrement Fas 1o meet requrements

rpan's culte.
equpment. {Compuiers, servers, and ete.}

ratabrg
(lmnlmmrsmmsm mw&andmmm:e-
nmwmmwwmmsmawmmmwm

2. Quality of Work and Accuracy{20.00%)

A)Tr netwzrkng
et . . rireude- e

€] Aty oy

D)Be ’ " ]

E) bty v Macoka 0 Compuany’s Computers.

3. Wark Focus and Eficency(20.00%)
l:klﬂetsm&euaumnanﬁum

(]memw:wwmrnmdm«u
0 rest effcency. (Defined as foous B3% resource & effort to 204% of projects which produce 5% of the total resul].

) Clear, concive, » . ; 5 & China)

Sl:-M.llnwmmM} R
|lmumwmwmum )

and only 4 theough Pesver maks mpk badc.

. Attendance (Working Masner{7.50%) "
q ol -Sicigine by s oversight,
7.500%)

a:wmmm«m:mmwumm esues, and only prapes channsk,
B) Wilngness be.suppert and fiolem company’s quidelines.
C) Ale b sy set 2 postive tose on behaf of the company.

Figure 3-2 Self Evaluation Page with the entered score

Evaluation Fiie: [Superisor ]

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

right. (See Figure 3-3)

Emgloyes Hame: T Organization Harme: T —
= Evaluation Critertan:  cogre fanges Lt
io Outstanding
) Exceeds Requsement
57 Mt Requrement
=4 s Improvement ot
12 not meet requremen 3
1. Job Knowledge (20.00%) sow im0
Yedos o the functoes
0] Knowdedae of mitang wers, servess, and etc) ot
) Knoudedi f company’ speatin systns, serer e umlﬂ!ﬂm
D) Knowiedge of mantarn compan's mnmm .
2. Quaiity of Work and Accuracy(20.00%) s [[Tow
R} Tine and accurocy ko dognoss, w 4 comncctnity
BT e - Comment:
©) abiey Goroos)
w o upiate
€ Ay 0 ot i reschmg s wnh Hacoia i EEC conectaty to company's computers
. Work rocus and Efficency(20.00%) s [Foo
) 8 et ke theprblcmm el momney
partmens wah a Comment.
qmu e er e vt 4 o o o
e g B30 rbe i great ffency. (DeFned 3 fous 0% resource & s to 0% of srects wihch produce S0% o the tota ess).
Communication Skils{15.00%) s [
A s, wd i
] aaaty 1o mastan 8 mmooth e Comment:
anary
5. Team 1 kit (10.00%) o [i30
R) Wingnecs o o company's teammork Grecoon sad abolsh pots
o) conbtonsl hep wheneses thert 53 necd Commant
et o Hever make negste
5 Artendance Working anner(z 50%)
) adheres to =
€3 Demonstrate e dcpine by i thout supervrar’s sversgne.
~
7. Pro-company{7.50%) Seore: im. |
s . ok reated s, and oo comeicate concerns thrsugh the pecper channels. |
) Wlngnes 1o spor s el cempany’s ek -
€} i o sk set 3 pockor tone o bl of the compar
Total: -

Figure 3-3 Self Evaluation Page with Total Score

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

cannot be modified after it is submitted.

£ OK | | canca |

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

Syncsoftinc.com @All rights reserved
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ié Submit successfully!

< Ifyou click Cancel, it will be not submitted. You can make further changes and submit it to HR whenever you are ready.

(See How to Submit Multiple Evaluations)

6) Once it is submitted, Submit and Save button will be greyed out and the status will also change to “Close”.
You cannot make further changes.

I S S P Y I S NN
Self

Mina Jin IT3 (Software) 3 Supervisor 7.49

3.2 How to Do Supervisor / Subordinate / Peer Evaluation

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

< Subordinates evaluation is required.

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

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

I S S [
Self

Mina Jin IT3 (Software) 3
Supervisor
O [Bbeser | ™ 2

2) It will open the Evaluation Application Detail Page. (See Figure 3-4)

(See Appendix B for Evaluation Application Detail Page Layout Introduction)

Employes Hame: [usne batatey ] Craanization Name: i ] Evalustion Rele: Supersiser
Descripton
Exceeds

=l Evaluation criterian:

Score Ranges
10

e e
B respect, an o exiress msesfconcerns of coleagues throush the WA Denartment or department managers. Hever make negatse ccmments or remark behind the emgloyes back

& Attendance/Warking Hanner{7.50%)
123 Erpoery sasas comgsmy of O o 88 varpunl e off . e fachicn by own ewge.
2} Achres io ctautehr ek hours and » schedulethet k.

Demonstrate sof-Gucotne by wong rioLE SUBervEars prersa.

Frocompamy(7.50%)

& e sttude tomaeds company deciions, working relsed ues, snd ondy ommunicate concerms theough the proper channels.
B lnancss o suaport sed ok companys s

€] Alie 10 shways S5 5 poskaa tone on BensN af he Company.

Total

Figure 3-4 Supervisor Evaluation Application Detail Page Layout
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3) Follow the same step as < Self Evaluation > step 3 - 5, to enter score in each required subject. Click Save

to save the score, then, whenever you are ready you can submit to HR. (See How to Submit Multiple

Evaluations)
3.3 How to Filter the Team or Employee to Evaluate

» Filter the Team
1) Click the organization selection icon in Search Criteria.

Evaluation Application
Evaluation Name: 2018 Syncscft Date: 04/25/2012 - 0B/I0Z2012 Status: Open
Mame: | | Ewvaluation Role: \5 [ v Relationship: [ v
Job Pasition: [ V] Organization Name: 2 [ | State: [ V]
Job Title: [ |
e sl
2) Select an organization(s) which you would like to evaluate in the popup window and click OK.
E

= Ceae

= [Jsyncsoft N

[[]administration Center
= [Ichina R&D Center
[Ichina E-Commerce
[Ichina oA
[Ichina Project Mgt
[Ichina wms
= []Global R&D Center
[IpBA & Frame
[JEE Develop
[IFrentend Design
[IGlobal E-Commerce
[Iclebal Project Mgt
1T center
= []QA center
[loa-2
Coa-3
[loa-4
[ga-s
= [system Mgt Center
a ~ ©K [ 4 cancel ]

3) Click Search button and the grid will list all the employees who are under the selected organization(s).
» Filter the employee
1) Putthe name in Name field.

Evaluation Application

Evaluation Name: [foe ezt | Date: [o4zsre0te —oamzzote | Status: [open ]
@me: ) Evaluation Role: [ ] Relationship: [ ]

Job Position: v] Organization Mame: i [ | State: [ v]

Job Title: | |

[ Eveluste ][ bt ][ slp | [ s [C

2) Click Search button, the employee will list in the gird.
There are other criteria can be used to search user. More Detail, please see Search Criteria.

3.4 How to Do Multiple Subordinate or Peer Evaluations

You can also select multiple Subordinates or Peers to do the multiple evaluations at once which can help you to

compare and save time.

Syncsoftinc.com @AIl rights reserved Page 6 of 16
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1) Putthe multiple checks for names under Subordinate section or under Peer section, and click Evaluation.

2)

4)

(See Figure 3-5)

Evaluation Application

|2012 US Evalustion Date:

Evaluation Name:

|05/22/2013 - 05/3012013

Evaluation Status:

Name: Evaluation Role: Relationship Type:

Alter Name:

Organization Name: Status:

(((1234567E>>> o

Hina Jin 173 (Softwiare) 3 supervsor 7.4 Closed nina jin@jlahome.com 05/21/2013
Supervisor
dusne.bacey m 2 Supenvsor 896 Open duane.balsley @ahome.com 05/22/2013
Subordinate

7| manzh T3 (Software) 3 s open an.hujhome.com
Ln Zhao 73 (Saftware) 3 Open ane zhaojahome.com

Figure 3-5 Select Multiple Subordinates / Peer Selection

It will open the Evaluation Application Score Detail page for multiple subordinates. (See Figure 3-6) By
default, it depends on your computer screen, you may only see the first three or four names. If you have
more people than it displays, you can simply move the horizontal scroll bar to right in order to see & enter
score for more names. There is no Max names you can select to do multiple evaluations.

=l Evaluation Criterion:

Scone Ranges Level Description

10 Outstanding Exceeds requrement

Lx] Exceeds Requirement Consistency meets and occasionaly exceeds requrement
57 Meet Requirement Normaly meets requirements, performs as expected

34 Keeds Improvement Has ot performed as expected, imgrovesent is needed
12 Does ot meek requirement Fals ko meet requirements

*Special Attention™ Score must between 1 and 10 Score below 4.0 or above 9.5 requires a comment.

Evaluation

Tan Thu 1in Than
Knowledge(20.00° Score: m Score: oo
Complete Imwdeduecl the functsons of each department within the organization a5 well s company/'s cuture.

B}W«me of instaling & troubleshoating software & hardware forai{omnan\fs applcation & equpment. (Computers, servers, and etc.} Comment: ||The score a| Comment: frre score A
€} Knowledge of company’s operating systems, server system and back up balow 4.0 L row '9'5
D) Knowledge of mantaining company’s emai system through emal provider. e v Bbove 9. w
E) Knawdedge of technical security to protect company’s data b equipment from outside hackers and vinss. Feguizes a Iequizes a
2. Quality of Work and Accuracy( 20.00%) Score: '—rﬁ Seore: IXR
A) Time and accuracy bo diagnosis, troubleshoot & reschve companry msues related to usage, networking and connectty.
B) The Accuracy rate to provide remote bech suppart to out of state offices in a tmely fashion. Comment: ‘ ‘ Comment: ‘
C) Ablity to effectively maintain company's computer :ysmms {desk top & laptops)
D) Be able to utize up and comng to update an
E) Aty to assst in ¥ Hacola & EEC npany's comgmitens.
3. Work Focus and Efficency(20.00%) score: |7 Seore: are
A) Be able to sobve the probilem in a tiemely manner.
B) Aty to execste assigned department project effectsvely with a satisfactory end result. Comment: Comment:
€) Abiity to respond and resolve technical issues within 24 hours of occurrences.
D) bty to pricritize tme and rescurce using 60/20 nue with great efficiency. (Defmed as focus B0% resource & effaet to 20% of projects which produce 80% of the total result).
4. Communication Skills[15.00%) Score: [s | scoee 550

Oear, concise, and timely daity with coeague [ & China)
B) Abiity ks mainkain 8 hip ol d vendors on company < systess, Comment: ‘ ‘ Comment
C) Ablity to proactwvely provide akermnative and to manager of
5. Team Work/Interpersonal Skills(10.00%) Scare: lg Srore: o
A) Willingness to folow company’s teamwork drection and abokhn-ohc . -
B) Wilingness to offer unconditional help whenever there is  need Comment: Comment:
C) Comesmicate to coleagues with respect, and onby express issues/concems of coleagues through the HR or d managers. Never make neg; remark behind the employee’s back.

&. Attendance [Working H)mf('!.ﬂl%} Score: [? | Soore ®
A}pmnem v #f in a timely Fashion by

mhm:ﬂ»ﬂr\ME umla schedule that enhances producthity. Commenk: {Crmmmart:
c}Dmnwale self-disciphee by working without supendser's oversight.
7. Pra-compamy(7.50%) Soore: |? 1 Stere le
A) Abiity to demonstrate a positive atttude towards company decesions, working related ssues, and only communicate comcemns through the proper channgls. - -
B} Willingness to support and follow companys guidelines. Comment: Comment:
€ Able to ahvys st a positive bone on behalf of the company

Totak o o

Figure 3-6 Evaluation Page for Multiple Subordinates Layout

Click Save
to save the score and then, whenever you are ready you can submit to HR. (See How to Submit Multiple

Follow the same step as < Self Evaluation > step 3 - 5, to enter score in each required subject.

Evaluations)

Syncsoftinc.com @All rights reserved
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3.5 How to Submit Multiple Evaluations

To submit the multiple evaluations which you have only saved, but not have been submitted to HR yet.

1) Click Submit, it will open the Submit User Page. (See Figure 3-7)

2)

3)

Evaluation Application

Evaluation Name: [0z Us Evaluation | Date: [poitomotz-caizzorz | Evaluation Status: fopen ]
Name: Submit User page Search Criteria
e Evaluation Applicatir.?
[ evaluation | [ s | Name: raie | v Tope: [T Atk |
Items:12 Page number:1/1 Paginal:20 iten Q!;,E: [ I ﬁ;m [ ] status: — o ——
- — —
peer Items:7 Page number:l/1 Paginal:20 items ——— |

0 T i P Y T T e -

L ey Peer

[0 zessicaseng [ Gina Fruik Sales1 3 |supervisor 6.60  Open gina. fruik@flshome. com 05/23/2013 —

I lacnorbele tonteaquds [ loenobele Montesquds AP 3 staff 681 Open j.monteagudo@ilshome.com  05/23/2013 e.com RS

[T enche Pelcans ] Menchie Fefigano AP 3 staff 867  Open menchie. feicano@ilahome.com 0512372013 | ["ome-0™ RS

I Loevmigwen [ Trey Nouven AP 3 staff 800 Open trey.nquyen@jehome.com 052372013 | [T RS

00 vesenveo [ Vivizn Yae AP 3 staff 9.00  Open vivian.yao@jshome.com  05/23/2013 o RS

L] tao Huang [ Hao Huang AR 3 staff 7.00  Open hao.huang@ijahome.com 052372013 | [ TS

L] 1eamneln fasio [ 2eannebvn.Basiin AR 3 staff 600 Open jeannelyn.baskio@ilshome.com 05/23/2013 lome.com RS

[]  essica Bailey e.com

[] sarahvuan | com

[]  Sunita Manrao e.com

Figure 3-7 Submit User Page

This page will list all employees you have saved the scores before. You can use the top Search Criteria to

look for a particular employee to submit. (See Figure 3-7) Since the page layout is very similar as Evaluation

Application Detail Page, please see Appendix B for Evaluation Application Detail Page Layout Introduction.

Put the multiple checks for the names you want to submit the scores and click Submit.

e 1E} ==

Submit User page

Evaluation Application

Name: | E\;laell:Jation | V| $;La:ionship | V|
rer, | Srmizion | V] st o v

e ]
Items:gl Page number:1/1 Paginal:20 items R e | go
A e I Y T R
Name Role Updated
Peer

Gina Fruik Sales1 3 Supervisor 6.60 Open gina.fruik@jlahome.com 05/23/2013
Joenorbelle Monteagudo AP 3 Staff 6.81 Open j.monteagudo@jlahome.com  05/23/2013
Menchie Feliciano AP 3 Staff 8.87 Open menchie.felidano@jlahome.com 05/23/2013
Trey Nguyen AP 3 Staff 8.00 Open trey.nguyen@ijlahome.com 05/23/2013
Vivian Yao AP 3 Staff 5.00 Open vivian.yao@jlahome.com 05/23/2013
Hao Huang AfR 3 staff 7.00 Open hao.huang@jlahome.com 05/23/2013
Jeannehyn.Basilio AfR 3 staff 6.00 Open jeannetyn.basiio@jlahome.com 05/23/2013

Figure 3-8 Submit User Page with Selected Names

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

(See Figure 3-8) If
you have more than one page, you can click the next page number to see the names you have saved scores.

Syncsoftinc.com @All rights reserved
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ii You have successfully submitted evaluation(s) for the selected user(s).

3.6 How to Skip Peers

For the peer that you are not familiar with, you can remove them from your peer list by skipping them or do not
skip them and just do not do their evaluations since you might work with them in the near future. You can only
skip peers which do not have the scores.

1) Click SKip, it will open Skip User Page. (See Figure 3-9)

Evaluation Name: [2012 US Evalustion | Date: [o8r10/2012 - caiz1sz012 | Evaluation Status:

Evaluation Application

Name: Search Criteria

Alter Name:

Evaluation |
Role:

Relationship

v

Type:

| | S;E:;:lzatlon | V| Status: Open
. Search MIInh.
Peer Itemns:37 Page number:1/2 Paginal:20 items g2 o=
[[] HepeTang Organlzahon E\rduahon Last
Updated
] |Yanli
[]  3essicalenq
|:| Tracy Barnes Sales1 3 Supervisor Open tracy.barnes@ijlahome.com
il belle Monteagude . _ L -
["]  Joenorbelle Manteaqu [] David wright Sales10 3 Supervisor Open davidwright@jlachina.com
Menchie Felici
[0 Menchie Feidano [ Carita Cardenas Sales11 3 Supervisor Open darita. cardenas@jlahome.com
[l Trevhauven [] Gina Zachary Sales12 3 Supervisor Open gina.zachary@jlahoeme.com
[l vivian Yao [] Scott Howard Sales3 3 Supervisor Open scott.howard@jlahome.com
Hao Huang . _ N p
= 80 Huan [] Tim Q'Dell Salest 3 Supervisor Open tim.cdel@jlahome.com
1 .Basilie
= £annen.ta [ Lynn Rossman Salest 3 Supervisor Open bynn.rossman@jlahome.com
[]  Jlessica Baley [] chip Stroup Sales7 3 Supervisor Open chip.stroup@jlahome.com

Figure 3-9 Skip Peer Page

2) This page will list peer names who do not have the scores. (See Figure 3-9) You can use the top search
criteria to look for a particular employee you want to skip. In the below example, it only list the sales
organization peers. Since the page layout is very similar as Evaluation Application Detail Page, please see

Appendix B for Evaluation Application Detail Page Layout Introduction.

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

Syncsoftinc.com @AIl rights reserved Page 9 of 16
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Skip User page
Evaluation Application
e [ | | EmlomEEn I ~] $5L=et!onsmp [ ~]
| | |Ratmer =™ I Feaies ~ 1] stetus: onen =
” [ search | [[E] all 3nfo. |
Paginal:20 items - e - 3 2 = ==
[ score [ stares | emaa ] Lo,
EaaTe Updated
1 [rrace Barnes Sales1 T s Superdasor open tracy.barnesmilahome. com
[ |pavid waht Sales10 4 ] Superviser Open dawidwright@ijlachina.com
=1 kanta cardenas Sales11 - 3 Supersiser Open darita_cardenas@ijlahome. com
=1 kzna zachan sales12 M = Superviser Open gina_zacharr@jlahome. cam
[ |fecott tHoward salesz El Superviser open scett-howard@jlahome.com
] fom open Sales4 S Superviser Open tim.odell@ilahome.com
T 1 Lenn Rossman Saless £ Supervisor Open henn_rossman@jlahome. com
[1 chip Stroup salesT EY Superviser open chip_stroup@jlahome. com
[ Scott white Salesg 3 Supervisor Cpen scott.white@jlahome. com
[1 Lisa Ham Sales1 E] staff Open Esa.halli@ilahome.com
[] Dorota Hodur Sales10 ] Staff Open d_hodur@ijlacanada.com
[] Madine Tawloc Salesi0 El Staff Open n_taydor@jlahomecanada.com
[ Petericbe sales1o = staff open p-lebo@jlahomecanada.com
[ sSanurRawan Sales10 3 staff Copen r.sanuri@jlacanada.com
[] Morma Padilla Sales11 S Staff Open norma.padilla@jlahome. com
[ Trewor Tran Sales1z £ Staff Open trever tran@jlahome. com
[] Daisew martn saless EY staff open daisey . maron@jlahome_com
1 Loredana Simicne Saless 3 staff Cpen leredana.simione@ijlahome.com
[1 Rachel Karsch Saless E] staff Open rachel karsch@jlahome.com
[] Sabrina Cassara Sales3 ] Staff Open sabrina.cassara@jlahome.com

Figure 3-10 Skip Peer Page with Selected Name

4) You will get the warning message below and click OK.

e Are you sure to skip the selected user(s)?

5) Once it is successfully skipped, you will see the message below. System will automatically remove them from
your peer list. However, your name will not be removed from their peer list. Therefore, you will still be
evaluated by those you have removed from your peer list.

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

4. How to go to your Evaluation Result

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

Customer Service
Sales Order Management
Product Merchandising

Accounting Management

Management Reports

Figure 4-1 Self Score Page Path

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

Employee Name Evaluation Criterion Evaluation Result

Employee Name: ‘Evaluation Name: [2013 Evaluation US

[Nina Jin Organization Name: [IT3

/=l Evaluation Criterion: 'Score Ranges Level f Description ™
10: Outstanding Exceeds requirement
8-9: Exceads Requirement Consistency meets and occasionally ex s requirement
5-7: Meet Reguirement Normally meets requirements, performd ps expected
3-4: Needs Improvement Has not performed as expected, improf fement is needed
\ 1-2: Does not meet requirement Fails to meet requirements

,ﬁraluation Result:

. - Job Quality of Work | Work Focus and | Communication |Team Work/Interpersonal| Attendance/Working P
Evaluation | Total nd g Kill 1
From Score Knowledge and Accuracy Efficiency Skills Manner npany
20.00% 20.00% 20.00% 15.00% 7.50% .50%
Overall Score 6.71 6.87 7.47 5.40 6.87 7.33 6.13 7.13
Self 7.49 ¥ 8.20 7.70 7.30 7.80 8.20 3.90 7.60
=l Peer Avg. 6.3 6.67 6.67 6.00 6.67 6.33 6.33 7.33
P1 6.58 7.00 6.00 5.00 7.00 8.00 7.00 8.00
p2 7.00 7.00 8.00 7.00 7.00 5.00 6.00 8.00
P3 6.00 v 6.00 6.00 6.00 6.00 6.00 6.00 6.00
= S"‘fv'; SOr 683 7.00 8.00 5.00 7.00 8.00 6.00 7.00
duane.balskey 6.83 7.00 8.00 5.00 7.00 8.00 6.00 7.00

6aluati0n Comparison:

valuation Overall:

Self VS Peer 12.82% Peer Avg. Score 7.00 6.19 6.57 6.53
Self VS Superviscr 8.81% Supervisor Avg. Score 7.28 6.00 6.73 6.83

\ Overal Score . 7.17 6.08 6.67 6.71
| Evaluation Comparison l C—‘ ‘ﬁ
P Evaluation Overall

Figure 4-2 Self Review

Note: When the evaluation is in "Open" status, the score is not finalized. When the employee click this page, it will get
a warning message below. If the employee click OK, it will open "Self Review" page. (See Figure 4-3). Ifitin “Close”
Status, it is the final & accurate score. If it in “Complete” Status, the score is archived and you cannot review it any

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

evaluation is closed.

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

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

Evaluation Result:

Dverall Score

Self 7.80 8.20 7.60
Peer Avg. 6.67 6.33 6.33 7.33
PL 7.00 8.00 7.00 8.00
P2 7.00 5.00 6.00 8.00

Pz 6.00 6.00 6.00

Supervisor
Avg.
duane.balsley

7.00 8.00 6.00 7.00

7.00 8.00 6.00 7.00

Figure 4-4 Evaluation Result

1) Total Score

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

Supervisor Avg. = (Supervisorltotal+Supervisor2 total+...)/Total Supervisor Number

Overall Score = Peer Avg. * 40% + Supervisor Avg. * 60%

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

Note: To keep the evaluation result to be 100% ANONYMOUS, all subordinate scores will account as a part of peer score.

Peer names will displayed as "P1", "P2" etc.
2) Average Score for each subject = Peer Avg. of each Subject * 40% + Supervisor Avg. Of each Subject * 60%

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

Employee: Nina Jin Relation: Self

“

Attendance/Worling Manner(7.50%) 3.90 lower than min scores
A) Properly advises company of PTO for all personal time off in a timely fashion by

own initiative.

B) Adheres to established work hours and a schedule that enhances productivity.

C) Demonstrate self-discipline by working without supervisor's oversight.

4) =l CcCollapse / 2| Expand
Click =l / 2l icon to hide or display the detail score for Peer Avg. or Supervisor Avg.

5) Excel
[t is used to export Self Score to an excel file.

4.2 Evaluation Comparison

Evaluation Comparison:

Comparison Type Comparison Percentage

Self VS Peer 12.82%

Self VS Supendisor 8.81%

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 Ifpercentage 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 If percentage is negative, it means Self-score is lower than Average Supervisor Score.

4.3 Evaluation Overall

Compared Score Current Employee Score

Evaluation Overall:

Score Type Current Employee

Peer Avg. Score

Supervisor Avg. Scaere

Overal Score

Figure 4-5 Evaluation Overall

Compared Score
It will list the Highest, Lowest and Average of Peer Avg. Score/ Supervisor Avg. Score / Overall Score.

Note: For the Regular Employee, it compares the employees having the same report department. For the Executive
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employee, it compares the employees having the same “Executive” role.

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

5. Where to Get the Help If You Have Question or Problem

If you have any questions and issues during the evaluation process, please sent email directly to
eechelpdesk@ijlahome.com or you can always chose to contact HR at hrdept@jlahome.com for their assistant.

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

6.1 Evaluation Info.

< Evaluation Name: Name of Annual Employee Performance Evaluation.

< Date: Start date and end date of Annual Employee Performance Evaluation.

< Status: The status of Annual Employee Performance Evaluation. If it is in Open status, you can submit the
evaluation application. If it is in Close or Pending status, you can have the read only access. If itis in
Complete status, you cannot access it since it has been archived by HR.

6.2 Search Criteria

You can search for a particular employee you want to do the evaluation.

< Evaluation Role: It is the evaluation role assigned to each employee such as Staff and Supervisor.

< Organization Name: It’s the organization which the employee belongs to. If you want to see all employee
under IT, you can simply select the organization “IT.

valuation Appicatior

Evaluation Status:
Relationship Type: [+
= ]

.
I R T

e jinahone.con
Open duane. balley@jlahome.com

open an.zhugjahome.com
open Ione.zhao@jishame. com

wee.ongDjishome. com

dovid.mooreBlshome. com

< Relationship Type: The relationship of the employees assigned to you such as “Peer”, “Subordinate”,
“Supervisor” and “Self”.

< Status: “Open” means the evaluation has not been submitted and “Close” means it has been submitted.
6.3 Assigned Employee List

<> Checkbox: Use to select the employees to do the multiple evaluation. It will be greyed out once the
evaluation application is submitted.

Name: Employee name and you can open the employee evaluation page by clicking it.

Level: It is the level of the organization name.

Score: The score given to an assigned employee.

e

Pagination: You will see the pagination if you have more than 20 employees assigned to you.

,1@45678>>> go
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7.

<>

Appendix B: Evaluation Application Detail Page Layout Introduction

(See Figure 3-1 Evaluation Application Detail Page Layout)

Employee Info.: Employee Name, assigned Organization Name and Evaluation Role.
Evaluation Criterion: The score range for each subject. (See Figure 7-1) You can click =l / | button to
hide/show it.

=l Evaluation Criterion:

Score Ranges Level Description

10 Outstanding Exceeds requirement

B-9 Exceeds Requirement Consistency meets and cccasionally exceeds requirement

57 Meet Reguirement Mormally meets requirements, performs as expected

34 Needs Improvement Has not performed as expected, improvement is needed

1-2 Does not meet requirement Fails to meet reguirements

“Spedial Attention® Score must between 1 and 10 Score below 4.0 or above 9.5 requires a comment. | 8

Figure 7-1 Evaluation Criterion

Evaluation Glossary: The evaluation glossary assigned to each organization. The glossary contains several
subjects. Each subject has several Contents. The Score Percentage for each subject is located at the end of
the subject. Supervisor and staff might have the different glossaries. (See Figure 7-2)

Subject Score Percentage Content

dU0

1. Job 'Knan‘led [20.00%) 1
TS O each departmen Grganizatien as well a5 company 5 CORare.
B) Knuwledge of instaling & troubleshooting software & hardwate for all company’s application & equipment. (Computers, servers, and etc.)
) Knowledoe of company’s operating systems, server system and back up system.
D) Knowledge of maintaining company’s email system through email provider.
E) Knowledge of technical security to protect company’s data & eguipment from outside hackers and wirus.

Figure 7-2 Glossary Definition

Score & Comment: Itis requried to enter the score for each subject. The score must be between 1 and 10.
If the score is lower than 4.0 and higher than 9.5, the commentis requried. (See Figure 7-1 Evaluation
Criterion)

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

Save & Sumbit: Save the score and submit it.
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