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EVALUATION ALERT SYSTEM (EASY)

1.0 Business Objectives

Performancdevaluation Alet System (EASY) is a weapplicationwith workflow to remind
Manages to complete the evaluatioocumentsfor their direct reportsThe EASY
application includeseminders for Classified, Faculty and Executive Staff with the ability to
attach digital pgormance evaluationga a Managers Performance Appraisal Workbench for
processing, anehcludesmanagement reporting for completion and aging status.

Note: This does not include Student Workers, Unclassified or Elected Members of the Board
of Trustees.

The evaluation for an employee is dogsed upon Collective Bargaining agreements and
Board Rules as follows:

EMPLOYEE GROUP BARGAINING PSA'S: TIMELINE
UNIT
Academic Vice Presidents AM Annually (May 1- June 30), comprehensive every three years
Classified Management CM Annually (May 1- June 30)
Classified Supervisors S.E.LU. cs Annually (July 1)
Local 721
Classified Vice Presidents CM Annually (May 1- June 30)
Clerical/Technical AFT Staff Guild Unit 1 CP/CT | Annually (birth month)
Local 1521A
Confidential and CN/CU | Annually (May 1- June 30)
Unclaimed
Crafts Building and CR Annually (birth month)

Construction Trades
Council — Unit 3

Academic Supervisors Teamsters AS Annually (anniversary date)
Local 511

Faculty Faculty Guild FR/FA | Probationary Faculty: Every fall semester until Probation is completed.
Local 1521 Tenured Faculty: Every 3 academic years in the fall or spring semester,

alternating between basic and comprehensive evaluation.
Adjunct and Temporary Faculty: Before the completion of the second
semester and every six semesters thereafter,

Maintenance & Schools Employees oP Annually (birth month)
Operations Union
Local 59

The term AManager 0 orgahizatiosal strustureé thvehonp am ensployee i n
reports as identified in tHeACCD SAP HRsystem. In some cases, the manager may want the
ASupervisor 0, t o oiyrapons,tolcenpletenthe lappraisaibanges to the
routing of evaluations are maintained within Organizational Management. ContaColtage

HR Departmentor changes.For Facultythe workflowfor adjuncts andeimporary faculty wilbe

sentto the Dept. Chair.The workflowfor ProbationaryandTenuredaculty will besent tathe Dean

or next higher manager.

2 Thedue dates for Classified Management, Confidential, Unclaimed and Classified Vice
Presidentsvascorrected to b&ay 1- June 30 baseabonPersonnel Commission Rule 702.

t
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EVALUATION ALERT SYSTEM (EASY)

2.0 OVERVIEW

The system is designed with the following major features.

i

Managers are identified for all employees (except Student & Unclassifidens,
and the elected members of the Board).

Managers are reminded of the appraisal due dates stftiagd 30 daybefore the
evaluation due date ardice after the evaluation is dueAutomatic reminders to
Managersare senvia outlookto inform hemthat performance evaluations are due.

Appraisal (evaluation) Workbench Completion Process

Managers ugating the Status dhe PerformanceEvaluationdocument as completed
and attaching a digital copy of the evaluation to the SAP HR system eiigitred
need to mail hard copies$ the documents to HR

Ability to search and view previous digital copies thgpartmentbusiness area
(college) and employd®y year

Analytical reports identifying Business Area (College), Department, Managers
performance ealuation completion rates, aging, and overall status.

Work Itemfor processing i©utlook/UWL (Portal)/ Inbox (SAP GUI

Workflows with actionablework items for direct access to the Appraisal workbench
and for notifying the local HRepresentative of aryrganizational changes that affect
the identification of the appropriate performance evaluation manager.

HR Reviewand Quality Assurance Audit built in to notify the performance evaluation
manager that the evaluation has been readdwy HR for appropriat attachment and
for HR to monitor and track status and completion rates.

Ability for evaluation mangers to send ESC HR message and comments directly
within the Evaluation Appraisal Workbench.

Ability for ESC HR to send the performance evaluation masagessagedirectly
within the HR Quality Assurance Performance Evaluation Workbench.

Access for Managers to view and download evaluation form templates from Manager
Self Services.

Ability to setup departmental delegates who can upload the documentséoager.



EVALUATION ALERT SYSTEM (EASY)

3.0 EMAIL ALERTS, UWL (PoORTAL)/INBOX (SAPGUI)

Thenotificationprogram rums every dayto generate alerts f@erformancevaluation
reminders Work items& emailsare sent to th8 AP ERPBusines3Norkplace (nbox) of
theManagerand to the Inboxf Outlook The same work items can also be accessed via
the Work/Inbox of the LACCD &tal andthe Manager Self ServicAppraisal

(evaluation) workbench

EMAIL ALERT
Typical reminder email note:

From: HR : Workflow Agent [mailto:do - not - respond@laccd. edu]
Sent: Monday, February 20, 2017 9:57 AM

To: Duran, Andrew <DuranA@email.laccd.edu>

Subject: Reminder: Performance evaluation is due for -002 E

Reminder: Performance Evaluation is due for the following Employee

Employee Name: Mr. Walt Disney

Employee No.: 00000000

Department: IT - SAP/ERP

Title:  Chairman of the Board and Chief Executive Officer

You may use the following link to complete the Evaluation form
http:/  /www.laccd.edu/FacultyStaff/forms/Documents/FORM - PE_CM.PDF
https://sapprd.laccd.edu:8080/sap/bc/nwbc/Z1 EVAL ALERT HELP

Please select the attached link (url to the Appraisal W orkbench) and
attach the completed performance evaluation
HTTPS://PORTAL.LACCD.EDU:50001/irj/portal/easy

If you feel that you have received this e - mail in error, please log on
to the portal a nd select [Forward to SPOC] through your Universal Work
List (Work tab).

EVALUATION SYSTEM (EASY)

The workflow sends the email at intervals of 60 and 30 days before due date; 14 and 28
days after due date.

For Faculty, a single email will be senteaich interval reminding managers that
appraisals are due.


http://www.laccd.edu/FacultyStaff/forms/Documents/FORM-PE_CM.PDF
https://sapprd.laccd.edu:8080/sap/bc/nwbc/Z1_EVAL_ALERT_HELP
https://portal.laccd.edu:50001/irj/portal/easy

EVALUATION ALERT SYSTEM (EASY)

INBOX SAP GUI

In the SAP GUIERPBuUsiness Workplacehe performance evaluation alerts appear as
shownbelow:

Business Workplace of .

TP New message  [HiFind folder  (Hl Find docurnent 21 & Distribution lists

"y ) () e ) (S P

+ ¥l Unread Documents 1 zeasy_task40
+ #] Documents 1

E...| Title Status | Creation D... | Creation......

- [ workflow 38 @ Bl forMs - - , Reminder-001 @ 11/03/2015 05:01:02 ¢
~ 33 Grouped accarding to task W EvalforMs... - . :Reminder-001 53 11/02/2015 05:00:49 ¢

: I”b°“”d' error message with IDoc ® EvalforMs - v werninder-001 €  10/10/2015 05:00:45 °

* R eeay it @ EvalforMe,® ' “Reminder-001 ©  10/01/2015 05:00:19 ¢

UWL PORTAL

In the LACCD SAPPortal theperformancesvaluation work item loaklike the
following located in the Universal Work LisakaUWL). As in SAPERPBusiness

Workplace, the manager must click the work item to open the web application and update
the status of the evaluation form.

Inbox /Work > Work > Universal Worklist

Tasks (1721/1726) Alerts ( Notifications ( SAPoffice Mails Tracking

ShoW: New and In Progress Tasks (1721 /1726) = Al

Tasks

E} | Subject ‘ ! | From Sent Date Priority
SW: ER Role Request S &= ) Rt . - T Today Medium
J SW: ER Role Request - *= B - - : = - Today Medium
- _ Feb 16, 2017 Medium

| Performance Evaluafion Reminder -~ ~Reminder-001 Feb 15, 2017 Medium



EVALUATION ALERT SYSTEM (EASY)

4.0 WORKFLOW

The workflow follows the arrent HR Organizational structure. The employees with

Afhat so are recognized as Managers and th
Manager feels that the appraisal alert is not relevant to him/her, it can be forwarded to the
designatedHR Represeativeat his/her location. The alert could then be forwarded to the
appropriate Manager. All the Managers are expected to have valid portal access and
active email addresses (in SAP).

For Facultythe workflowfor adjuncts andemporary faculty wilbe sento the
DepartmenChair. The workflowfor ProbationaryandTenuredaculty will besent to
the Dean or next higher manager.

If you believe there is a problem with workflow, please speak with your campus SPOC to
check the organizational structure.



EVALUATION ALERT SYSTEM (EASY)

5.0 ACCESSING PERFORMANCE EVALUATION S AND THE PERFORMANCE
EVALUATION WORKBENCH

When theManagerreceiveshe work itemvia email (outlook) and clidkthe URL T link
to the EvaluatiotWorkbenchand after signing int will access the LACCD SAP Portal
and display thepage as shown below. After selecting the execuieon [Excuie] the
performance evaluation workbench is displayed

Note: Once the evaluation form igploaded the workflow closes anstops sendinghe
reminder email.

The Performance Euadtion workbenk can be accessed using several methods.
The easiest method is identified above via the alert reminder email.

@ LOS ANGELES g
COMMUNITY COLLEGE DISTRIG

Please update the status of Performance Evaluation Form for the following employee. If the employee does not report to you, please click the
button "Forward to SPOC" to send to the SPOC at your location.

Please send the completed Performance Evaluation Form to the Personnel Office at your location.

Name
Department Name IT - SAP/ERP
PSA/EG/ESG D000/S/S2

Designation SENIOR SAP ABAP PROGRAMMER

Note: Comments more than 250 ¢ would be truncat

['URL to Apprai | [Forward to College HR Reprt

If the Manager thinks that the employee forms are not under his purview, he/she may
click the b uChmposHR Répresenasiveltie Marmager must add some
comments to the work item giving reasons for forwarding.

Oncea work item ¢ forwarded to thelR RepresentativéheRepresentativean forward
this to the rightManager The comments from the earligtanagermay help determine
the nextManager

When theManagerclicks onfi F oard t@ Campus HR Representativéhe Managercan
search a person to be forwarded by enteri
for User Nameo.

From the list searched, select the person to wiiomwant to forwardand click on
AForward too.



EVALUATION ALERT SYSTEM (EASY)

INBOX SAP GUI

In the SAP GUI ERP Business Workplatiee performance evaluation alerts appear as
shownbelow:

Business Workplace of .

§New message IH Find folder IH Find docurnent =1 Appointment calendar B Distribution lists
B e TES) ELE ) S E L
+ ¥l Unread Documents 1 zeasy_task40

+ ] Docurments 1

E... Title Status | Creation D... Creation......
= [ workdiow 38 @ Bl forMs - - , Reminder-001 @ 11/03/2015 05:01:02 ¢
~ 3 Grouped accarding to task @ EvalforMs... - - . :Reminder-001 ) 11/02/2015 05:00:49 ¢
: I”b°“”d' error message with IDoc #® EvalforMs - v erminder-001 € 10/10/2015 05:00:45 °
* I zeasy_task4n % EvalforMe.,* = Reminder00L B 10/0/2015 05:00:19 ¢
You can double click on a work item. When the screen below appears, chitkRinto

Apprasal Workbench.

LOS-ANGELES

COMMUNITY COLLEGE DISTRIC :

Please update the status of Performance Evaluation Form for the following employee. If the employee does not
report to you, please click the button "Forward to SPOC" to send to the SPOC at your location.

Please log into Portal to access Appraisal Workbench and attach the completed performance evaluations.

Name I
Department Name "
PSA/EG/ESG

Designation

Note: Comments more than 250 characters would be truncated automatically !

[ URL to Appraisal Workbench | | Forward to College HR Representative |




EVALUATION ALERT SYSTEM (EASY)

UWL PORTAL

Anotherway to access the Evaluation Workberglvia the LACCD SAP Portal Manager

Self Service link.

In the LACCD SAP Portal, the performance evaluation work item looks like the
following located in the Universal Workidt (AKA UWL). As in SAP ERP Business

Workplace, the manager must click the work item to open the web application and update
the status of the evaluation form.

Inbox / Work > Work > Universal Worklist

Tasks (1721/1726) Alerts | Notifications f SAPoffice Mails | Tracking

Show: [New and In Progress Tasks (1721/1726)  |<|/Al |+
Tasks
E| Subject ‘ ! | From Sent Date | Priority
SW. ER Role Request - - ) o _ . Today Medium
J SW. ER Role Request - *= Today Medium
- Feb 16, 2017 Medium
| Performance Evaluation Reminder - - ~_~'Reminder-001 Feb 15, 2017 Medium

Access via the LACCI3AP Portal Manager Self Services (M3SvaluationAlert
Systenor via Managers Desktop

.o,‘ Manager Services
ala
(8

Manage your team data and manage your budget. View al data associated ith
the employees in your team and perform services on behalf of these
employees. Approve team fime sheet data, wite performance appraisals,
monitor employee assets and equipment, intiate personnel change requests
and view and print reports.

Quick Links
Time Sheet Approval (New*) Attendance Detail

Team Absence Calendar (New) Manager Deskop
Employee Review Reporting

PCR My Budget Reports
valuation Alert System

Manager's Deskto
[Menu | | | V/.L

Selected functions

+ 5 Performance Appraisal
[Z) Appraisal Workbench
[2) Appraisal Alert
[Z) Detai by Dept. / Campus
[2) Appraisal Aging Report
[Z) Appraisal Templates

Appraisal Workbench with full view and access to report

Mansger Evakaation Wark Bench




EVALUATION ALERT SYSTEM (EASY)

6.0 MANAGER APPRAISAL WORKBENCH

The Appraisal Workbenchis used to load waluation documentsand mark it as
completed. The Workbenatill alsoshow yu an overall view otompleted appraisals

and appraisals which are due. Yoan use thisworkbenchto upload evaluation
documentsA manager can choose to include only their direct reports or also indirect
reports by clicking on the button at the bottainthe selection screerfTo access
organizational units which are not under your area of responsibility, you will need to be
setup as a delegate.)

The selection screen and the outputtf@ WorkbencHooks as follows. Enter the
evaluation year andick execute.

Evaluation Work Bench by Due date

Il | 4 [Save as Variant... | Back] || [Execute | Get Variant.. | Sort Order | Selection Fiekis | [ Dynamic Setectons | [0 ] [ Search telp |

Period

Reporting Period Today ~[5]

Selection Criteria

Personnel Number (I = =]

Employment Status [o] @]

Pers J =]
L1 =]

=

| =]

Select Evaluation Year

Evaluation Year

Reporting Structure
<) Direct Repariees

7 Indirect Reporiees

Appraisals which are due will appear. Click on the attachﬁ to upload aPDF

version of your appraisalyou can use the icon toad additonal attachments toa.date
will then appear in théLast Appraisal Datecolumn anda check nark will show in the
Appraisal Completed column.

Note: Always loadPDF versions of the evalatuion and otltercumentation.

Appraisal Workbench for the Year: 2017 for Mr. Al Ervin , SAP/ ERP Man ‘”a';iff’_:::q“‘ the
Venu 4 [Bock ][ Cancel | Sysem e
Click here o delete an
Empioyees Appeaisal Stats for the next 12 months. Click here to select an existing Arachment
a9 HE 2% Qs - achment from the =

& Kopand Aach  Jlamen vl oo | o apscapus®  Los pranal A o by

oa0as2e Mkl A ] s

A & 171 A, il 228

oa0asae Ml | X s

oeseasee Ml | X 203

oa0asae {0 - X s

oeseasee Ml X 203

oaanasae (AR AN | X s

oonanas Ml [ | =X a3

pesnany [hIZIAL £ ey

oonaae (il X a3

pesnany [MIBTALT £ ey

orenane [hIZIAL & B

pesnany [hIElAL 0O ey

oonaae (miZlAL 0O a3

pesnany [hIZIAL 0O ey

oonaae Cml [ 0 a3

pesnany [hIZIAL 0O ey

oonaae (miZwlAL 0O a3

pesnany ChIZIAL 0O ey

ouoneIes W2 — s




EVALUATION ALERT SYSTEM (EASY)

Stepsto AttachEvaluations from AppraisaMWorkbench:

7

7
7
7

Click

Select Yen

on NAttacho

Select the document from Desktop (PDF Format)

button t

(0]

Confirmation message At t ac hmen't

successfull

selected Employee

Manager Services > Manager's Deskiop

Appraisal Workbench for the Year: 2017 for Mr. Al Ervin , SAP/ ERP Man

[tenua] | ] 4 [Back] [Concel] [System.] |

Employees Appraisal Status for the next 12 months.

| =N | | B[] | [Tjgy SaveEntries |[[ g Cancel Changes [Ty Change Vear |

Click here to select an
attachment from the
desktop and Attach

Click here to view the
attachments

Click here to delete an
existing Attachment

" Last Appraisal| QA done by HR | Mail

™ Emp ldéAssgn No. First Name Last Name \Appr. Due Appr. completed Job Code | Job Descl e o icapie®™

] 773010 M. Lucia Vicki Abraham 0630/2024 5051 5051 E] - 2023 [m]
D 775039 Ms. Retha Ava Guillory. 06302027 C5440  SAPBusiness Analyst (HR) IT- SAPERF ' ¢ 2026 ) o
[ 799026 Ms. Deanna Sophie  Potter 06302024 C5440  SAPBusiness Analyst (HR) IT- SAP/ERP. 2023 m] [m]

anager Services

Appraisal Workbench for the Year: 2017 for Mr. Winfred Godwin , SAP/ E

Step 1: Click here

to attach a
[ienu ] | [ ] 4 [Back] [Gancel| [ system 4| |
Step { Select Year ' Document\
Step 3: Select
Employees Appr|  Appraisal Dogument rear.
| [ | ave s || g Cancel Changes o »

e Assign StartDt  Appr.Due | Apor. orgunit [Agacn | vien

T - SAPERP

T - SAPERP 3
Look Evaluation Act Sydem - EEE) mosapERp [

7= Name Date modfied Type UASREEy

= “TJEASY Cheat Sheel 2017 Final 022217 2/24/20179:36 AM__ Adabe A T - SAPERP

Recent Piaces | | [ EASVAppraicaiDogument 1/21720161:33 P Adobe A T - SAPERP.

Z5D0-04-KM4 216111018280 MOU 10/14/201611:22 .. Adobe A T - SAPERP

! T TestiD's in QAL 020317 2/3/2017112PM  Adobe Ac T - SAPERP
Desktop 7
= b2
=) - z
e O [retacment Successtuly created for M. cara =
A Katelyn Mulins with Emp Id/Assqn No. 01038041 e
o 2
a =
w Z
«» o 7
Netwark e
File name: EASYAppraisalDocumert & Gen &

Fies of e AlFiectn = [ Coee | £

A message will appear when you have sucessfully uploaded an appraisal document.

Information

0 Attachment Successfully created for Mr. Adrian
Jake McCloud with Emp k/As=gn No. 00777393

You mayuse theother icons to view or delete the document prior to HR reviémce

HR reviews and approves the attachnteht e

AnQA done HRO wi

by

Note: One HR has reviewed the documémg evaluation document can no longer be

deletedand a check mank/ i | |
above.

appear i

n the AQA done

10

y

by

proceed

at



EVALUATION ALERT SYSTEM (EASY)

ICON Legend
ICON LABEL FUNCTION
@ Attach Click to upload an evalation document. T
= document must be a PDF file.
|Fy || View Click to view the document which has bs
= attached. This icon indites that one document w/|
attached.
| @ | Delete Click to delete an attachment. Please notee the
form has been reviewed by HR, it can no longe
deleted.
[ Elr., | View Click to view the documestwhich hae been
D attached. This icon indicates that multi
documents have been attached.
Mail Click on this icon to send an email to the Collg

g

HR department or your manager.

Note Employee names will remain on the workbench up to 60 days after separation so

that the manager has time to upload the appraifedn employee has been separated
from that asginment for more than 60 days, the manager will need to forward the
evaluation document to HR in order to upload the attachment.

11



EVALUATION ALERT SYSTEM (EASY)

7.0 APPRAISAL WORKBENCH SPECIAL CIRCUMSTANCES

Separated Employee$ An employe namewill remain on the workbench up to 60 days

after separation so that the manager has time to upload the appraisal. If an employee has been
separated from that agament for more than 60 days, the manager will need to forward the
evaluation documend HR in order to upload the attachmeBeparated employee

assignments will be highlighted on any of the workbenches.

HR/Delegate Appraisal Processing Workbench for the Year: 2017

R/ Emp. pemr | First Name Last Mame  Appr. Date Job Code Job Description Campus| Org Unit Appr. Done Attach View Delete Mot Applicable Last Appraisal QA done by HR
606226 Ms. Lou Candida Kirk 06/30/2018 C1010  Chief Financal Officer/ T D000 Finance and Resource Deve [ | | ] ] 2017 7 |
629919 Mr. Sammy Eliott Emerson  12{15/2020 A0741  Instructor POO0  English /| % o | ] ] v [
629919 Mr. Sammy Eliott Emerson  12/15/2020 A0741  Instructor TO00  Health and Exercise Scien /57 a | ] ] 2017 v |

Org Changei An employee who moves from one location to another in the same job code

will appear on the workbench of both the old aew managgand will appear twice on the

HR Workbench as shown below}his will give theprevious manager time to upload

evaluation. Once an evalation is added, it will appear on the new managers workbench and be
marked as completed. After 60 dathe assignment will no longer appear on the former
managers workbench.

HR/Delegate Appraisal Processing Workbench for the Year: 2017
| Emp. pernr First Name Last Name| Appr. Date | Job Code Job Description  Campus Org Unit Appr. Done Attach View Delete Mot Applicable Last Appraisal QA done by HR Mail Manager Manager Email Address
1007494 Ms. Carmen Toni Cash 12/17/2017 A0748  PACE Instructor POO0  PACE ‘ ] H H || ] | @ GILLISAA LHuerta@PIERCECOLLEGE.EDU

1007494 Ms. Carmen Toni Cash AD741  Instructor 000 IV 5| 0o 1 [ ]

Employees on Leavé For enployeeswho are on a leave and cannot be evaluated because
they are not available, click on tfidot Applicable® c heck box.

Employees on Leavéo Higheri For enployeeswho are on a leave to higher ( a temporary
transfer) both managers will receive the evaluation notification. The manager of the position
from which they are on leave should click onithBl o t A p phledk loor. brheenanager
from the rewest position for that employee should compleate the evaluation.

Z Basis Assignments- Some employees may appear on your workbench because the have an
active assingment, however, an evaluation may not be required. This would include faculty

whoworkab Z6 basis (summer or winter intercessi
The |l etters OENRO will display in the Appra
SAP

B[22 Sa\'e Entries ”L@Cancel Changes ‘@Mass Upload \\@Temp\ates ‘
HR/Delegate Appraisal Processing Workbench fc ear: 2017
‘u Code Job Description Campus| Org Unit Appr. Done| Attach View Delete Not Applicable| Last Appraisal QA done by HR Mail Manager Manager Email Address

B Emp. pernr | First Name Last Namd]
807156 Ms. Barbara Myrtle Wills [ ENR 0830 Counselor, Adjunct PO00  Matriculation (& ]

12



EVALUATION ALERT SYSTEM (EASY)

Special Assignments- For academicraployeein an elected position (such as Bargaining
Unit Representative or Academic Senate Offidex)assginment will not display on the
workbench. The following job codes are not included in EASY:

Object abbr.|Hame

ROT1AO Counselor, Coll Barg Replacement

ROT44 Instructer, Coll Barg Replacement

ROTSS5 Bargaining Unit Representatiwve

EOTSE Academic Senate Officer

ROZEE Bargaining Unit Representatiwve Adjunct
ROE31 Counselor, Adjunct, Collectiwve Bargainin
OS9G Ancillary Rdjunct Service (60% exempt)
ROT54 Academic Senate President

ROSEE Bargaining Unit Bep Adjunct (&0% exempt)

For any of the Special Circumstances, you can adceavhath will mark the evaluation as

ANot Applicabl eo.

Steps to enter a Na to have the staus ¢chg e SNotto A@ p:l i cabl ed

Mot Applicable

Click on the 51 box on the line for the employee.

| @l\ =R ER | | | Save Entries ||L’5?>Cancel Changes HEEIndirect Reportees ||@Change Year H@ Prev. Year ||#Next Year |EM355 Upload ||@|Heln ‘@

Employees Appraisal Status for the next 12 months.
£\ Emp Id/Assgn No. First Name | Last Name Appr. Due | Appr. completed Job Code Job Description Org Unit| Attach View Deletel TIot Applcable |Last Appraisal QA done by HR Mai

772017 | Benny Barger  12/17/2017 [ ADB11  Instructor, Adiunct At [(Fg | | |
700043 Mima Trejo  12/17/2017 m AOB11  Instructor, Adjunct At [ || o] & [
A pop-up text box will appear. Click o nthe appropirate link.
|@' Reqgular Comments | |@ Ermp M/A Comments
T A
I_Selv:ar:ting this option keeps the Evaluation . Selecting this option sets the Evaluation as
ACTIVE. Comments can be entered anytime. INACTIVE. Comments must be entered the first time.

13



EVALUATION ALERT SYSTEM (EASY)

The text box will turn white. Type in your comments about why this evaluation is not
required. Click exage. ¥|

[ Appraisal Workbench for the Year: 2017 for Ms. Marion Roxanne Jeter ,

E¥  Regular comments E¥  Emp N/A Comments B undo Appraisal Status
a
 Selecting this option keeps the Evaluation N Selecting this option sets the Evaluation as Selecting this option sets the Evaluation as ACTIVE.

ACTIVE. Comments can be enterad anytime. INACTIVE. Comments must be entered the first time. This is to be used when the Evaluation has been set

to Inctive and needs to reversed.

+” To Save changes click on the green chack box to the bottom of the screen

Li1,Col Ln1-Ln 3 of 3 lines

Depending upon the link clickedpap-up message will appear. Click {#licon to confirm the
message.

Regular Comments
[ Information x
r al
o LCurnrnents successfully saved (Mote: Evaluation is .

still Active) for the Employee: Mr. Benny Barger

Employee N/A Comments

[= Information x

-
0 I_Em|:: M/A comments saved and Evaluation successfully
completed for the Employee: Ms. Mirna Trejo
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EVALUATION ALERT SYSTEM (EASY)

Note: comments must begin in the upper left corner, otherwise this message will appear:

[= Information X
A

-
0 I_Curnrnents cannot be empty, please enter comments
before saving

V@

Undo Appraisal Statusi clicking this icon will remove the Appraisal Completed icon and the
appraisal will appear on you report as due.

[= Information X
A

-

thpraisal status reverted successfully and
Evaluation is now ACTIVE for Mirna Trejo with Emp
Id/Assgn Mo. 00790943
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8.0 APPRAISAL WORKBENCH DOCUMENT TYPES

Several different document types can be added to the workbench so that thenttoatene
storted within SAP. Valid Document types can be as follows:

E: Evaluation
S: Supplement
C: Certificates
O: Others

Click on 6 ¥woto seeghe documentation.

Employees Appraisal Status for the next 12 months.

1| Emp Id/Assgn Mo. | First Name Last Name Appr. Due | Appr. completed Job Co... Job Description Org Unit Afta..) View [Delete |
[ 775039 | Ms. Retha Ava Guillory 06/30/2018 = C5440  SAP Business Analyst (HR) IT - SAP/ERP [ [] [

The document type wllcktothaleftsfthé dogmenitypdvgerv 6 Ti t | e
the attachment.

[E Attachment list

(Oniew Jse|@][~]) 0 2) [ (&) [#)E)5FL)

AttachmentFor0102154400252017

Icon | Title Creator Marme Created On” File Name
2 Supplemental Documentation 08/29/2017
d8 Evaluation 06/01/2017
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9.0 APPRAISAL WORKBENCH VIEWS

In the appraisal workbench, you can choose your view. There are two places to do this.

On the selection screen. You can enter the year you want to view.
Evaluation Work Bench by Due date
& [ & )= < oraStructure < Search Help

Period

Reporting Period Today -

a

Selection Criteria
Personnel Number L
Employment Status 0
Personnel area
Personnel subarea
Employee group = |
Employee subgroup

'e|'s| ¢| o9

Select Evaluation Year

Evaluation Year 2017

Reporting Structure

% Direct Reportees
“JIndirect Reportees

In most cases, you will choose the curggrar. However, you can click on orfettee other
buttorsto seea previous year, next year or click on change year if you want to go several years
back of in the future

\ @l = .3 || | Save Entries ||I@Cancel Changes ||@Change Year ||ﬁ Prev. Year ||ﬂNext Year |@Mass Upload ||@.Help ||C§Templates|
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