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Introduction to Performance Appraisal

Performance Appraisal is a systematic evaluation of performance of the employees and to understand the
abilities of a person for further career transition. It is generally done by the supervisors based on
measuring criterion such as parameters, questions, ratings and more.

In Sentrifugo, the appraisal is configured for an entire business unit or for a specific department in a business unit.
Factors such as parameters, questions, skills and ratings can be configured by the user. On the basis of these
factors the Appraisal process can be initialized.
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Parameters

Parameters define the performance indicators defined by the supervisors to assess the capabilities of
the employees.

Go to in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Add parameters by clicking on the 299 putton

o 0o T o

Dashboard  Self Service  Service Request  HR Appraisals Talent Acquisition  Background Check  Organization  Analytics  Site Config Modules Time Logs

Configuration Home > Appraisals » Configuration » Parsmeters @ Help ¥ Pin to shortcuts

Questions BARABETERS d GO

Skills Action Parameter Description

Ratings o KRA Key Result Area
Initialize Appraisal © KPI Key Performance Index
Manager Appraisal

[y e Records per page 20 -
Manager Status
Figure 1

In the Add Parameters screen,

e. Enter the parameter
f.  Provide description if necessary

g. Clickon to add the parameter

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check  Organization Analytics  Site Config Modules Time Logs

Configuration Home > Appraisals > Configuration > Parameters > Add

Parameter @ * e Description se— {
Questions
Skills
Ratings
“save | I
Initialize Appraisal ) A Cancel
Manager Appraisal
Figure 1.1
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Questions

Questions are determined for each parameter defined in the parameters section. For each parameter,
the supervisor can provide more than one question in relation with the parameter.

Go to in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Add questions by clicking on the 299 putton

o o T W

Dashboard  Self Service  Service Request  HR Appraisals Talent Acquisition  Background Check  Organization Analytics Site Config Modules Time Logs

Configuration Home > Appraisals » Configuration > Questions @ Help B Pin to shortcuts

Parameters

QUESTIONS d 1d
Skills Action Parameter Question Description
Ratings © KPI What is STLC
Initialize Appraisal © KRA What is Monkey testing? What is Monkey testing?
Manager Appraisal © KRA What is SDLC
Manager Status
[y e Records per page 20 ¥
Employee Status
Figure 2

In the Add Questions screen,

Select an option from the parameters dropdown

Add other parameter by clicking on 9% F=EmEEEr

Enter the question
Provide description if necessary

Click on to add questions for the selected parameter
j. Clickon add questions for the selected parameter

Sm o0

Refer Figure 2.1
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AY

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check  Organization  Analytics  Site Config Modules Time Logs

Configuration Home > Appraisals > Configuration > Questions > Add

Parameters e
Parameter *  Se—

Select Parameter o

Skills Add Parameter emm—f

Ratings
Initialize Appraisal Question @+ w— g Description b
Manager Appraisal

Manager Status

Employee Status T — .
2. ADD NEW QUESTION — 1

Self Appraisal

My Team Appraisal
Feedforward - ]
Cancel

Figure 2.1

Skills
Skills are the skill set that enhances the employee’s profile.

Go to in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Add skills by clicking on the 499 putton

o o T o

Dashboard  Self Service  Service Request  HR Appraisals Talent Acquisition  Background Check  Organization Analytics  Site Config Modules Time Logs

Configuration Home > Appraisals » Configuration » Skills (7] Help % Pin to shortcuts

Parameters

Questions SKILLS d cp

Action Skill Description
Ratings © tesdt test
Initialize Appraisal
(e Records per page 20 v
Manager Appraisal
Figure 3

In the Add Skills screen,

e. Enter the skill
f.  Provide description if necessary
g. Click on Save to add the skill

Refer Figure 3.1
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Dashboard ~ Self Service  Service Request  HR Appraisals Talent Acquisition ~ Background Check  Organization  Analytics  Site Config Modules Time Logs

Configuration Home > Appraisals > Configuration » Skills > Add

Parameters
Skill @ * c— € Description e f

Questions

Ratings

el B
Initialize Appraisal Ll Cancel

Manager Appraisal

Figure 3.1

Ratings

Ratings are defined for each business unit or department for which the appraisal settings are previously
configured. The rating scale 1-5 and 1-10, is decided as per the standards of the organization for appraisal
process.

Go to in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Add ratings by clicking on the 499 putton

a o T

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check  Organization  Analytics  Site Config  Modules Time Logs

Configuration Home > Appraisals > Configuration > Ratings @ Help  E* Pin to shortcuts

Parameters

dd
Questions RATIHGS d er
SKills Action Appraisal Period Business Unit Department Rating Type Appraisal Status Process Status

© Y1 Appraisal, 2016 Europe Software 1-5 Closed Enabled to Employees
Intialize Appraisal © Y1 Appraisal, 2016 Asia Global ‘Quality Assurance 1-3 Closed Enabled to Employees
Manager Appraisal © Y1 Appraisal, 2016 Asia Global Development 1-5 Closed Enabled to Employees
Manager Status

[e)ye) Records per page 20
Employee Status

Figure 4

Select an option from Business Unit dropdown

Select an option from Department dropdown

g. The Appraisal Ratings range selected in Appraisal Settings for the selected Business Unit and Department
are auto populated

h. Provide rating text for each rating value

i. Click on Save to add the ratings

(']

Refer Figure 4.1
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Configuration Y Home > Appraisals > Configuration > Ratings > Add © Help
Parameters
Business Unit e € Department Q f
Questions = T =
Skills
Initialize Appraisal Quarterly Appraisal (Q1), 2015
Rating Value* Rating Text @ *  esmmm— h Rating Value * Rating Text @ *
Manager Appraisal e
Manager Status
Employee Status
Rating Value * i ¥ Rating Value * i i
Self Appraisal ing Valu Rating Text @ ing Valu Rating Text @
My Team Appraisal g
Feedforward
Rating Value * Rating Text Q-
SHORTCUTS
et

You have not configured your shortcut
icons. Click here to configure

) |
SAVE | [

Figure 4.1

Upon configuring the essential details, the initialization of appraisal process is the next step.

Initialize Appraisal

In the initialization step, the business units or the departments that have their appraisal settings configured
will be displayed.

e Business unit: All the Business Units which have the Appraisal Settings configured will be
displayed
e Frequency: Based on the appraisal settings for the selected business unit, frequency will be
auto populated
e Period: Period will be calculated dynamically based on the previously configured appraisal for
the selected business unit
e Appraisal Status: Appraisal status will be "Open" by default. Upon the initialization of
appraisal, close and force close options will be made available
o Force Close: Closes the Appraisal Process by force. Appraisal Process for the selected
Business Unit can be configured again and for the same appraisal period
o Close: Closes the appraisal process for the selected business unit permanently
e Enable to: The Appraisal Process will be enabled by default to managers. When the settings are
saved, the Appraisal Process will be made available for managers to configure the questions under
the selected parameters. If the appraisal is directly made available for the employees, they will be
able to view the questions configured by the HR.
o Due Date: The due date is for closing the appraisal process for managers or employees
e Consider Management: To consider management group for appraisal process for the selected
period, check the respective checkbox
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e Eligibility: Select the employees eligible for appraisal period based on the employee status
e Parameters: Select the parameters for appraisal process that will be applicable to the employee.

e Ratings : The ratings configured in appraisal setting for a business unit or department will be auto-
populated

Go to in the top menu
Select the option in the submenu on the left side panel
Click on the B8 99 putton

%}, Configuration Wizard

. Super Admin ¥

Modules Time Logs

Self Service  Service Request HR Appraisals Talent Acquisition  Background Check Analytics  Site Config

Organization

Configuration Home » Appraisals > Initialize Appraisal @ Help [ Pin to shortcuts

5 INITIALIZE APPRAISAL c P
Manager Appraisal
Manager Status Action Business Unit Department Financial Year Appraisal Mode Period Appraisal Status Process Status
Employee Status eoE Brooklyn IT 2014-2015 Quarterly 01 Open In progress
Self Appraisal Lo e Asia Global Software 2014-2015 Quarterly Q1 Open Enabled to Employees
My Team Appraisal Log Asia Global Software 2014-2015 Quarterly 01 Force Closed Enabled to Managers
Feedforward Log Asia Global Software 2015-2016 Yearly Yearly Closed Enabled to Employees
SHORTCUTS c Lo Records per page 20 ~

Figure 5

In the Add Initialize Appraisal screen,

d.

e

— X T

© >3

All the business units for which the appraisal settings are configured are populated. Select an option
from business unit dropdown

Select an option from the department dropdown

Based on the selected business unit and department, the appraisal mode is populated

Select the year range

Period will be dynamically calculated and populated

Appraisal Status is by default Open in Initialize appraisal

Select an option in Enable To dropdown

Based on the Enable To option, set a due date to the employees or to managers

Select more than one eligibility criteria for employees who are eligible for the appraisal process
Select more than one parameters

Ratings will be auto populated

Click on Save to initialize appraisal for a business unit or a department

Refer Figure 5.1
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Configuration Home > Appraisals > Initialize Appraisal > Add © Help

Manager Appraisal Configure Line Managers Configure Appraisal Parameters

Manager Status

Employee Status

Self Appraisal

My Team Appraisal In Progress In Progress In Progress

Feedforward Configure Appraisal Details 4 BACK
i it d N f N g
SHORTCUTS Business Unit * e Department e @ Year Range * emm— Appraisal Mode * ex—
ur v Select Department v From Y v To Year 4 ct Appraisal Mode v
You have not configured your shortcut
icons. Click here to configure
period @+ === h Appraisal Status @ * == I Enable To @ * == J Managers' Due Date @ * === k
Open v Managers v \:)
Eligibility @ * =====| SelectAl  parameters @ * e M Appraisal Ratings @ * === 1\
Select Ratings v
e 1 RY
fak Cancel
Figure 5.1

Configure Line Managers

Once the appraisal process is initiated for a department or a business unit, the line managers must be
configured so as to evaluate the employees’ appraisal.

The Line Managers can be configured in the appraisal process in two ways:

1. Choose by Organization Hierarchy

e Establish appraisal process as per the organization hierarchy where line manager will be
same as the reporting manager

e Define the number of appraisal levels and assign line managers to the employees
e Save the configuration to apply to the selected department or business unit

a. Click on Choose by Organization Hierarchy

b. Click BEEM in the Confirmation alert box

Refer Figure 5.2
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Business Unit : Jubliee Hills Quarterly Appraisal (Q 1) - 2015

4 BACK

Establish appraisal process as per the organization
hierarchy where line manager will be same as the
reporting manager

Define the number of appraisal levels and assign line
managers to the employees

Save the configuration to apply to the selected
department or business unit

Choose by Organization Hierarchy a

Confirmation

You choose to configure Lline managers by
Organization Hierarchy. Please confirm.

Yes Mo

Figure 5.2

c. Manager and the employees under the manager are displayed
d. On the right side, configure line managers by selected the number of appraisal levels

e. Click on IEZH

Refer Figure 5.3
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Configure Appraisal Parameters

Business Unit : Brooklyn  Department : IT

Configure Line Managers by Organization Hierarchy

Jim Carol

EMPPODO3 L1 Manager Employeels)

1

c Employees under L1 Manager

tseter tester
(EMPPOD10}

2. Assign Line Managers to Employees
e Define the number of appraisal levels

Quarterly Appraisal (Q1), 2015

4 BACK

®

Configure Line Managers
Select Appraisal Levels

4 -
L2 Manager

Select L2 Manager -
L3 Manager

Select L3 Manager -
L4 Manager

Select L4 Manager b4

(= CAMNCEL

Figure 5.3

e Determine the line managers as per the selected appraisal levels
e Add or remove employees based on the selected line managers

a. Click on Assign Line Managers to Employees

b. Click [ es | in the Confirmation alert box

Refer Figure 5.4

© Sentrifugo 2015 - All Rights Reserved
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v Define the number of appraisal levels

< Determine the line managers as per the selected
appraisal levels

v Add or remove employees based on the selected line
managers

Assign Line Managers to Employees a

\l

Confirmation

You choose to configure line managers by
assigning line managers to Employees. Please
confirm. b

Figure 5.4

. +Add Line Managers
Click on

Select the number of appraisal levels

Based on the number of appraisal levels, select the line managers
Employees are displayed in the left side panel

Click on the employee to select for appraisal process

Click on IEZH

Sm .0 oo

Refer Figure 5.5
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Hame 3 Appraisals + Imitislize Appraizsls Ecit @ Help

Initialization Configure Appraisal Parameters

cone

Business Unit : Brooklyn  Department: IT Quarterly Appraisal (Q1), 2015
Configure Line Managers 4 BACK
+Add Line Managers e €

Select Appraisal Levels

L1 Manager L2 Manager
Micheal John v im Carol -
Employees (Click on an emplayee to ead to group) Employees (Click on an employee to remave)
Search Employes Q Search Employes Q

28 kiran taeter taster
(EMPPDOL1} f EMPPOO1D — g

Figure 5.5

Discard Line Manager Configuration

You can discard the line managers’ configuration after saving the appraisal process in step two.

. Discard . . .
a. Clickon to remove the line manager configurations

Refer Figure 5.6
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Home > Performance Appraisal » Initialize Appraisal » Edit o Help

'

Initialization Configure Line Managers Configure Appraisal
Parameters
nitizlize appraisal for 2 Configure line managers by using Set the appraisal parameters for
department or 2 business unit the existing crganization hierarchy sl the employses or for an
and enable to manzagers or igning line managers to employee group for 2 department
employees employees manually or a business unit
Business Unit : Sancta Clara Quarterly Appraisal (Q0), 2015
Configure Line Managers by Organization Hierarchy 4 BACK

Reporting Manager

Employees Appraisal Levels _ "
EMPPOODZ L1 Manager
Manager L 1 1 Edit @

a
Reporting Manager Emplovees
EMPPODDZ L1 Manager ploy @
Manager 1
OR
Business Unit : Sancta Clara Quarterly Appraisal (Q0), 2015
Configure Line Managers 4 BACK

+Add Managers

Reporting Manager

EMPPO0O2 11 Manager Appraisal Levels Employees B |®
a

Manager 1 1

Figure 5.6
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Configure Appraisal Parameters

Configure the appraisal parameters after configuring the line managers. Here, the appraisal process can be
made applicable to employees. This step can be done in two ways:

1. All Employees
e (Questions created for the selected parameters in initialization step will be displayed

e Choose or add questions to be enabled to all employees for the selected business unit or
department

e Choose ratings and/or comments for each question by line manager and employee

a. Click on ‘All Employees’
b. Click on ‘Yes’ in the Confirmation alert box

Vv v

Initialization Configure Line Managers

Carpite

Business Unit : Sancta Clara Quarterly Appraisal (Q2), 2015

All Employees I— d

Y

Confirm

You choose to set the appraisal parameters to
All empleoyees. Please confirm

b
Figure 5.7
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c. Select Questions individually by checking the checkbox respective to each
question
Or

d. Select all the questions by checking the Check All option in the table header
e. Select ratings or comments of manager or employee individually for all the

questions
Or

f. Select ratings or comments of manager or employee by checking the Manager Rating,
Manager Comments, Employee Ratings and Employee Comments
g. Click on Add New Question to add more questions to the appraisal process

h. Click on Save & Initialize to initialize the appraisal

Or

i. Click on Save & Initialize Later to only save the appraisal process

Home » Appraisals » Initislize Appraisal » Edit @ Help

Initialization Configure Line Managers

Cormpleted Completed

Business Unit : Brooklyn  Department - IT Quarterly Appraisal (Q1), 2015
Configure Questions For All Employees 4 BACKK
All | Selected
p— —
Manager Comments Manager Ratings
check All | 4 Questions
Employee Comments Employee Ratings f
Manager Comments Manager Ratings
C Verification
Employee Comments Employee Ratings | @
Manager Comments Manager Rati
Explain about new technologies that you have leamed? anagertommen anager Ratings

How you achieve your goals?
h i Employee Comments Employee Ratings

SAVE & INITIALIZE SAVE & INITIALIZE LATER DISCARD

Figure 5.8
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2. Customized Employee Groups
e Apply appraisal parameters by grouping employees
e Choose or add questions to be enabled to all employees for the selected business unit or
department
e Choose ratings and/or comments for each question by line manager and employee

a. Click on Customized Employee Groups

b. Click in the Confirmation alert box

Business Unit : Sancta Clara Quarterly Appraisal (Q2) , 2015
4 BACK

v Questions created for the selected parameters in
initialization step will be displayed

v Choose or add questions to be enabled to all employees
for the selected business unit or department

Choose ratings and/or comments for each question by
line manager and employee

All Employees

& Assign appraisal parameters by grouping employees

‘, Choose or add questions to be enabled to all employees
for the selected business unit or department

Choose ratings and/or comments for each question by
line manager and employee

Customized Employee Groups a

Y

Confirm

You choose to set the appraisal parameters to
customized employee groups. Please confirm.

[

Figure 6
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c. Click on Create New Group

d. Enter group name

e. Select employees applicable for the appraisal process

f. Select Questions individually by checking the checkbox respective to each question
Or

g. Select all the questions by checking the Check All option in the table header

h. Select ratings or comments of manager or employee individually for all the questions

Or

i. Select ratings or comments of manager or employee by checking the Manager Rating,
Manager Comments, Employee Ratings and Employee Comments

Click on Add New Question to add more questions to the appraisal process

k. Click on Save to Configure Appraisal Parameters

—

Refer Figure 6.1
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Business Unit - Cyber Towers

Department : Development

Customized Employee Groups

TE NEW G I

Group Name * s d

Employees

Search Emplo

Dolce Wamer
(EMPPO043)
Software Engineer

Al |

Checkall | B

Selected

Quarterly

Selected Employees (0)

Questions

Search Employee Q,

Appraisal (Q1), 2015

1 BACK

Manager Comments

Employee Comments Employee Ratings

-
Manager Ratings

Projects/ Work areas Manager Comments Manager Ratings
"Briefly explain 1. At a high level, the h
projects you have worked on Employee Comments Employee Ratings
Personality .

M G t M Rat
‘Briefly explain 1. The qualities/traits Fnager Lomments anager fatngs
that you have honed in the past one
yeary P Employee Comments Employee Ratings
Skills
"Briefly describe 1. The skill sets that Manager Comments Manager Ratings
you have worked on and the areas in
which you have bettered over the Employee Comments Employee Ratings
past one year

o
Figure 6.1

I. Upon Saving the appraisal parameters, click on initialize to initialize the appraisal process
m. Click on Initialize Later to only save the appraisal process
n. Click on Yes in the confirmation box to initialize the appraisal

Refer Figure 6.2

© Sentrifugo 2015 - All Rights Reserved
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nitialize appraisal fora
department or a business unit
and enable to managers or
employees

L7
Y
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W

Configure Line Managers Configure Appraisal
Parameters

Set the appraisal parameters for
all the employees or for an
employee group for 2 depariment
or a business unit

Cenfigure line managers by using
the existing organization hierarchy
or by assigning line managers to

employees manually

€

Completed

Business Unit : Banajara Hills

Quarterly Appraisal (Q1), 2015

Customized Employee Groups 4 BACK
0 Once appraisal process is initialized and employees start filling their appraisats, questions cannot be edited or added.
Support Group
Employees Questions
2 2
Confirm
- Line Manager(s) cannot be edited after initialization.
Appraisal will be initialized. Do you wish to continue?
n
Figure 6.2
© Sentrifugo 2015 - All Rights Reserved Page 21 of 36
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Manager Appraisal

In the first step of Initialize appraisal, if the appraisal is enabled to managers, managers can configure the
appraisal parameters. Once the parameters are set, manager creates employee groups and applies the
appraisal parameters to the group. Upon saving the appraisal settings, the HR will be able to change the status
of appraisal process from “Enabled to Managers” to “Enabled to Employees”.

a. Login as a manager
b. Goto in the top menu

Select the option in the submenu on the left side panel
d. Click on edit icon with respect to an appraisal process

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check  Organization Analytics  Site Config Modules Time Logs

Configuration Home » Appraisals » Manager Appraisal © Help [P Pinto shortcuts

Initialize Appraisal

MANAGER APPRAISAL G PO
Manzger Status Action Business Unit Department Financial Year Appraisal Mode Period Appraisal Status Process Status
Employee Status 0 d Brooklyn IT 2014-2015 Quarterly 01 Open Enabled to Managers
Self Appraisal © Asia Global Software 2014-2015 Quarterly 01 Closed Enabled to Employees
My Team Appraisal Lo d Asia Global Software 2014-2015 Quarterly o1 Force Closed Enabled to Managers
Feedforward Azia Globa Software 2015-2 early early Closed nabled to Employees

© Asia Global Soff 2015-2016 Yearly Yearly Closed Enabls Ei Y

SHORTCUTS Records perpage | 20 ¥

You have not configured your shortcut
icons_ Cl = to configure

RECENTLY VIEWED

Figure 7

» Self Appraisal x » Manager Appraisal x » Manager Appraisal-Edit x

Create new group (E.g., Support, Testing, Development, etc.)
Add employees to the group by clicking on an employee
Click on Add New Question to add questions for a particular group of employees

> @ o0

Select Questions individually by checking the checkbox respective to each question
Or

i. Select all the questions by checking the Check All option in the table header
j.  Select ratings or comments of manager or employee individually for all the questions

© Sentrifugo 2015 - All Rights Reserved Page 22 of 36
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Or

k. Select ratings or comments of manager or employee by checking the Manager Rating, Manager
Comments, Employee Ratings and Employee Comments

|. Click on Save

Initialization Details 4 BACK
Business Unit Jublee Hills Department =

Appraisal Mode Half yearly From Year 2014

To Year 2015 Period H1

Status Open Eligibility Full Time,Permanent,Probationary

Enable To Managers Parameters Generic

Managers Due Date 05/27/15 Process Status Enabled to Managers

Appraisal Ratings 1-5

Group Details
CREATE NEW GROUP [l SUBMIT INITIALIZATION |

Group Name *

- 0
Employees Selected Employees (0)
Search Employee Q ‘ Search Employee Q ‘
57— Employeel [ Employees
(EMPP0029) f (EMPP0029)
t Software Engineer Software Engineer

Configure Appraisal Parameters for All Employees

All | Selected I + Add New Question I g

Manager Comments Manager Ratings
Questions k
Employee Comments Employee Ratings

Check All

New Technologies/skills learn and
implemented

What are the new technologies/skills
you explored and implemented?

Manager Comments Manager Ratings

Employee Comments Employee Ratings

Responsibility Manager Comments Manager Ratings
Have you taken complete ownership
of the task/project/product assigned Erployee Comments Employee Ratitigs

tovou?

| e

Figure 7.1
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Upon saving appraisal details, the manager must submit the appraisal process for initialization.

m. Click on Submit Initialization

Initialization Details 4 BACK
Business Unit Jublee Hills Department

Appraisal Mode Half yearly From Year 2014

To Year 2015 Period H1

Status Open Eligibility Full Time,Permanent,Probationary

Enable To Managers Parameters Generic

Managers Due Date 05/27/15 Process Status Enabled to Managers

Appraisal Ratings 35

Group Details

Support Group

Employees Questions

8 5

" susMIT INITIALIZATION | IRg)

Figure 7.2

The HR, then, will update the appraisal process by changing the process status from “Enable to Managers”
to “Enable to Employees” and providing Employee Due Date.

a. Goto in the top menu

c. Select the option in the submenu on the left side panel
d. Click on edit icon with respect to an appraisal process

Sentrlf % Configuration Wizard . swapna k

open source HRMS

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check  Organization  Time

Configuration Home > Appraisals » Initializ

@ Help [ Pin to shortcuts

INITIALIZE APPRAISAL Add © 0
Manager Appraisal
Manager Status Action Business Unit Department Financial Year Appraisal Mode Period Appraisal Status Process Status
Employee Status © c Brooklyn IT 2014-2015 Quarterly 01 Open Enabled to Managers
SelianiEt=] c P Records perpage | 20 ¥

My Team Appraisal

Figure 7.3
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d. Select “Enable to Employees” in the Enable To dropdown
e. Pick a date for Employee Due Date
f. Click on Update to enable the appraisal process to employees

v v v

Configure Line Managers Configure Appraisal
Parameters

[ =]

Completed Completed Completed

Appraisal Details 4 BACK
Business Unit Business Unit 1 Department
Appraisal Mode Half yearly From Year 2014
To Year 2015 Peariod H2
Eligibility Full Time, Permanent, Probationary Parameters Generic, KRA, KPI
Status Open Process Status Enabled to Managers
Appraisal Status Open - Managers Due Date 05/ ‘fl
Enable To Enable To Employees v |- d Employee Due Date 05/ ‘f, -
Appraisal Ratings 1-5

" UPDATE ctmcet

Figure 7.4

Manager Status

In this page, the HR views the status of appraisal process when it is enabled to the managers.

Goto in the top menu

Select the option in the submenu on the left side panel
Select the Business Unit

Select the Department

Qa 0o o
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e. Select the Manager Appraisal Status if required
f. Managers and their status will be displayed

% Configuration Wizard . Super Admin v

Dashboard ~ Self Service  Service Request  HR Talent Acquisition ~ Background Check ~ Organization  Analytics ~ SiteConfig  Modules Time  Logs

Configuration Home » Performance Appraisal > Manager Status O Help

Initialize Appraisal

Business Unit e C Department @ s dl Manager Appraisal Status @ == ©
Manager Appraisal v IT v Select Appraisal Status v
Employee Status
Quarterly Appraisal (Q1), 2017
Self Appraisal i
My Team Appraisal = — e
Feedforward
Figure 8

My Team Appraisal

Managers will be able to view their team employees' appraisal status. Once the employees completes the
appraisal process, the managers will be able to provide ratings and comments to the employees. Based on
the levels of appraisal, the employee appraisal process will be enabled to the line managers.

Goto in the top menu

Select the option in the submenu on the left side panel
All the employees in the manager’s team will be displayed

The status of each employee’s appraisal is displayed

Click on Expand to provide Manager’s rating

Provide overall rating and comment for an employee
Provide the rating and comments respectively

S ™0 oo oo

Click on Submit to send it for approval based on the levels of appraisal

Click on Save as draft to save the ratings and comments

Refer Figure 9
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Dashboard  Self Service ~ Service Request  HR Appraisals Talent Acquisition ~ Background Check  Organization ~ Analytics  Site Config Modules Time Logs

Configuration Home » Appraisals > My Team Appraisal @ Help [ Pin to shortcuts

Initialize Appraisal

Manager Appraisal Q elect Ap s v e - —
Manager Status
: 3 | L1 Manager Overall Rating =
Employee Status sai kiran Appraisal Status
EMPP0011 f
Self Appraisal
d Collapse a
Feedforward
g
B o [
You have not configured your shortcut . 2 .
icons. Click here to configure Question Employee Rating Rating Comments
Verification s
good
Explain about new technologies 4
tsetk
that you have learned? o
good

How you achieve your goals?

How you plan and organize your
work to improve the quality of the

product? 4 tset
C
How y« or good
SAVE AS DRAFT CANCEL
I
Tom Hanks | Appraisal Status L1 Rating
EMPP0009 2
)

‘ Appraisal Status L1 Rating

T 2

William Wallace ‘ Appraisal Status L1 Rating

EMPPO007 2

Expand v

Figure 9

Self Appraisal

Self-appraisal is displayed to all the employees as each and every employee is subject to appraisal process.
Here, the employees will provide self-appraisal details such as ratings and comments. Upon completion of self-
appraisal, their appraisal will be visible to their line managers for further ratings and comments

a. Goto in the top menu
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Select the option in the submenu on the left side panel
The parameters are displayed above the questions grid

Provide rating and comments for every question

Click on Rating definition to know more about ratings
Click on Send to L1 Manager to send it to manager
Click on Save as Draft to only save the appraisal process

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition ~ Organization  Time

Manager Appraisal

My Team Appraisal

sai kiran

{ Sentrifugo

open source HRMS

. sai kiran

0 Help

Quarterly Appraisal (Q1), 2017

o]

Feedforward el Business Unit : Brooklyn
EMPPOO!
Department : IT Due Date : 26-11-2015

SHORTCUTS
You have not configured your shortcut L1 Manager

icons. here to configure Micheal John

.
Question Rating Comments

Verification

Explain about new technologies that you have
learned?

How you achieve your goals?

How you plan and organize your work to
improve the quality of the product?
your work to improve

§ il Y t? g

SAVE AS DRAFT SEND TO L1 MANAGER Clear

Figure 10

Employee Status

HR and Management roles will be able to view the employee appraisal status.

Select the Business Unit
Select the Department

o oo o
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Select the option in the submenu on the left side panel
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e. Select Appraisal Status if required
f. Employees and their appraisal status will be displayed

‘% Configuration Wizard . Super Admin

Dashboard  Self Service  Service Request  HR Appraisals Talent Acquisition  Background Check  Organization Analytics Site Config Modules Time Logs

Configuration Home » Performance Appraisal » Employee Status

Initialize Appraisal Business Unites ¢ Department (@) ==— d Appraisal Status Q ——p

Manager Appraisal Asia Globa A4 Software A4 Select Appraisal Status A

Manager Status
Quarterly Appraisal (Q3), 2015
Self Appraisal Y App Q3)

My Team Appraisal

Anderson QA Bill Gates Ron Born

Feedforward

SHORTCUTS
Tom Hanks William Wallace

You have not configured your shortcut S o
icons. Click here to configure +d gl

Figure 11

Feed Forward

Feed Forward is the feedback given by the employees to appraise their respective line managers. All the
configurations are done on management level. Once all the employees have appraised their managers,
managers’ appraisal process will be carried out by the management.

Questions

Questions are added by the Management to evaluate managers’ performance.

Goto in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Click on & ““? in the top right corner of the grid

a 0o o
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Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check

Modules  Time

Organization  Analytics  Site Config Logs

Configuration Home > Appraisals > Feedforward > Questions @ Help % Pin to shortcuts
Initialize Appraisal
QUESTIONS d dd |G £

Manager Appraisal
Manager Status Action Question Description
Employee Status L4 How is your Manager
Self Appraisal Lod What is Technical stuff
My Team Appraisal

Ry c L Records perpage 20 v
Feedforward

Initialize Feedforward

Figure 12

e. Add the question and description if required
f. Click on Add New Question to add more questions
g. Click on Save

Configuration Home > Appraisals > Feedforward > Questions > Add © Help
Initialize Appraisal e
" Question @ * Description
Manager Appraisal =
Manager Status
Employee Status f

Self Appraisal % ADD NEW QUESTION

My Team Appraisal Question Q- Description x

Feedforward

Initialize Feedforward
Appraise Your Manager Question @ * Desoipton x
Manager Feedforward

Employee Status

SHORTCUTS
g

You have not configured your shortcut

icons. Click here to configure Cancel

Figure 12.1

Initialize feed forward
In the initialize feed forward page, only the appraisal that have “Closed” status are displayed.

Appraisal: Select the appraisal from the populated dropdown. The appraisal details grid is displayed in the
screen where Business Unit, Department, Appraisal Mode, From Year, To Year and Period are displayed.
Status: Feed Forward status will be "Open" by default. Upon the initialization of feed forward, close and
force close options will be made available
e Force Close: Closes the Appraisal Process by force. Appraisal Process for the selected Business Unit can
be configured again and for the same appraisal period
e (Close: Closes the appraisal process for the selected business unit permanently
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Employee Details: Here, the Management will determine if the management can view only the feedback given by
the employee or the feedback along with the employee names.

Show: Employee names and their feedbacks will be displayed

Hide: Only the feedbacks will be displayed

Enable to: The Management will determine if all employees can appraise their managers or only the employees
eligible for appraisal

Appraisal Employees: All the employees eligible for appraisal process can appraise their managers

All Employees: All the employees in the organization can appraise their managers

Due Date: The due date is for closing the Feed Forward process for employees

Configure Questions: All the questions added by the Management will be displayed. If more questions are to
be added, Add New Question link is also provided.

Goto in the top menu

Select the option in the submenu on the left side panel
Select the option in the child menu

Click on 299 in the top right corner of the grid

Q 0 T o

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Background Check Site Config Modules Time Logs

Organization

Configuration Home > Appraisals > Feedforward > Initialize Fesdforward @ Help [ Pin to shortcuts
Initialize Appraisal
. INITIALIZE FEEDFORWARD d co

Manager Appraisal
Manager Status Action Business Unit Department Financial Year Mode Period Due Date Appraisal Status Process Status
Employee Status Lo e Asia Global Software 2014-2015 Quarterly Q2 2015-11-20 Open All Employees
Self Appraisal o e Asia Global Software 2014-2015 Quarterly Q1 2015-11-25 Open All Employees
My Team Appraisal © Asia Global Software 2015-2016 Yearly Yearly 2015-11-13 Closed Appraisal Employees
Feedforward

= c P Records per page 20 v

Questions

Figure 12.2

e. Select an appraisal process from the Appraisal dropdown

The Status will be by default selected as Open

g. Define whether or not you want to view the employee details along with their feedback ratings
and comments

h. Enable Feed Forward to all employees or only to employees who are eligible for Appraisal process

Pick a date for employees to provide their feedback

Click on Add New Question to add questions for Feed Forward

Select Questions individually by checking the checkbox respective to each question

—h

~

Or
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I. Select all the questions by checking the Check All option in the table header
Select comments individually for all the questions

Or
n. Select comments by checking the Comments checkbox in the table header

0. Click on Save & Initialize to initialize the Feed Forward process
p. Click on Save & Initialize Later to only save the Feed Forward process

{ Sentrifugo

open source HRMS

Home > Appraisals > Feedforward > Initialize Feedforward » Add

Appraisal (7 B Appraisal Status * e f Employee Details g

@ Show @ Hide

Enable To * e by
Appraisal Employees
[C] Al Employees

Select Appraisal b Open hd

Due Date (@ * s i

Configure Questions

All | Selected
1 Questions n Ratings
k How is your Manager m Ratings
What is Technical stuff Comments Ratings
o p

SAVE & INITIALIZE SAVE & INITIALIZE LATER | [

Figure 12.3

Appraise Your Managers

(7] Help

j |+ Add New Question |

The employees will be able to view the questions established to appraise their line managers. They can provide

ratings and comments for each question and the manager feed forward is submitted.

a. Goto in the top menu
b. Select the option in the submenu on the left side panel

c. Select the option in the child menu

Provide ratings and comments
e. Enter additional comments (not mandatory)

o
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f.  Click on Save as Draft to save Feed Forward
g. Click on Submit to submit Feed Forward

Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition  Organization  Time

Manager Appraisal Home » Feedforward > Appraise Your Manager » Add @ Help

Self Appraisal

: 2014-2015, Quarterly Feedforward
My Team Appraisal

Feedforward [ Micheal John
EMPP0002

Due Date: 20-11-2015

SHORTCUTS ) )
Question Rating Comments
You have not configured your shortcut

icons. Cl ere to configure

How is your Manager

What is Technical stuff

Additional Comments

f g
['savemsorart | | susmit |

Figure 12.4

Manager Feed Forward

Only the Management will be able to view managers feed forward. Upon selection of appraisal from the
dropdown, feed forward details along with the manager ratings are displayed. The average ratings of all the
employee will be highlighted. A detailed description of comments and ratings of employees are displayed by
guestion or by employee.

Goto in the top menu
Select the option in the submenu on the left side panel

Select the option in the child menu

Select a process to Feed Forward details in the dropdown

oo oo

Refer Figure 12.5
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Dashboard  Self Service  Service Request HR Appraisals Talent Acquisition ~ Background Check  Organization  Analytics Site Config Modules Time Logs
Configuration Home > Feedforward > Manager Feedforward @ Help [ Pinto shortcuts
Initialize Appraisal Peedtonkand
VEEEAIELE 2015-2016 Yearly Asia GL.. | v | d
Manager Status
Employee Status
ST Feedforward Details
My Team Appraisal
Business Unit Asia Global Department Software

Feedforward

Questions Mode Yearly From Year 2015

Initialize Feedforward To Year 2016 Period Yearly

Appraise Your Manager

Manager Ratings
Employee Status - -
Micheal John Ron Born Bill Gates
EMPP0002 EMPP0004 EMPP0005
SHORTCUTS SE SE
You have not configured your shortcut
= L1 Manager L1 Manager Micheal John L1 Manager Micheal John
icons. Click to configure
Department Department Software Department Software
Business Unit Business Unit Asia Global Business Unit Asia Global

oo

Figure 12.5

g. Select By Employee’ to view the ratings and comments of each employee

Refer Figure 12.6
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Click on individual manager section to view the ratings and comments provided by employees
Select ‘By Questions’ to view the ratings and comments based on questions
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Bill Gates
EMPPOO005 Aclvance
SE
1 8.0 8
Search Employee Q

Click on the Employee to view his/her comments

Anderson QA
EMPFROD06

Good

How is your Manager

What is Technical stuff

Good

Additional Comments

He is good

Employee Status

Figure 12.6
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Department - Software
Business Unit : Asia Global

L1 Manager : Micheal John

f g

1L 8.8 8§

* X RK

Management will be able to view the feed forward status of all the employees.

Goto in the top menu

a.

b. Select the option in the submenu on the left side panel
c. Select the option in the child menu

d. Select a process to Feed Forward details in the dropdown

The employees of the selected process along with their Feed Forward status will be displayed

Refer Figure 12.7
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Employee Status
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My Team Appraisal
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Feedforward
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Service Request HR Appraisals Talent Acquisition

Home > Feedforward > Employee Status

Pending employee ratings

Background Check

Feedforward Status

Select Feedforward Status v
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Figure 12.7
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