HR Global Performance System (GPS)
Application Development Plan



Introduction

The Application Development Plan (ADP) describesin detail the structure and functionality of phase Il
updates to GPS, a Web-based system for managing employee performance documents. GPS phase |
focused on KTOs. GPS phase Il will focus on the Mid-Y ear Review.

The purpose of this ADP isto specify the complete phase Il site functionality from the end-user’s
perspective. The document will attempt to specify this functionality to adegree of detail that will ensure
understanding by everyone involved with the project.

Scope of Document

This ADP describes the output of the entire development effort for this project. Anything not explicitly or
implicitly included in this document is considered out of scope. Any changes to scope after business and
technical signoff on this document will need to go through the change request process. The ADP will be
updated to reflect any significant changes; minor changes may not be reflected.

Change History
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Leah Buley & First Draft
Jeffrey Coleman




Overview

GPS is designed around the concept of employee performance “documents” organized into “employee
records.” Each employee record contains one or more performance documents. At a minimum, this will
eventually include KTOs, the Mid-Y ear Review, and the End-Y ear Review. It may also include other
documents yet to be determined.

Each employee has primary ownership and control over his or her documents, but an employee’s direct
manager also contributes by approving what the employee has written and in some cases adding comments.
Line managers and designated “ super viewers’ may access a given employee’ s documentsin order to view
them, but only the employee and the manager can change the text or status of a document.

Site Structure

Users enter GPS through the home page or a system-generated email and launch one or more employee
records. The small group of userswith the necessary permissions may also navigate through the home
page to the administration, super view, and reporting pages.
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Document Types

GPS currently includes two types of performance documents. KTOs and Mid-Y ear Reviews.

KTOs

KTO document functionality was implemented in phase | of the GPS build, and is beyond the scope of this
document.

Mid-Year Reviews

The Mid-Y ear Review contains a mid-year update on the progress of KTOs and a section on the
employee' s personal development.

Page Flow

This document is structured like awizard, with prominent buttons and progress indicators guiding users
through each of the pages.

First the employee writes his or her comments on these areas, then the manager adds comments, and finally
the employee reviews and acknowledges the manager’ s comments, indicating that the review is complete.

The following diagram illustrates the sequence of pages employees and managers will follow in filling out
the mid-year review.

[insert mid-year flow diagram here]
Roles & Statuses

Thefollowing list describes everyone who is allowed to access agiven Mid-Y ear Review. Users who do
not fit into one of theserolesin relation to a document should be prohibited from accessing it.

Employee — the owner of the document. Drafts employee comments, submits the review, and
completes the review by acknowledging manager comments.

Manager — the direct manager of the owner of the document. Drafts manager comments, and
approves empl oyee comments.

Line Manager — an indirect manager of the owner of the document. May view review onceit has
been acknowledged by employee.

Super Viewer — a user with rights to view other people’ s documents (assigned by an administrator).
May view review once it has been acknowledged by employee.

A Mid-Y ear Review goes through the following statuses to become compl ete:
Not started — nothing has been done

Drafted by employee — the employee has started the review and most likely added comments. No
part of the mid-year review isrequired, however, so thereview is considered “ drafted by



employee” as soon as he or she has visited any editable page in the review, whether or not he or
she has added comments.

Submitted — the employee has submitted the review to his or her manager.

Drafted by manager — the manager has viewed an editable page and may or may not have added
comments. Asfor the employee, no part of the mid-year review isrequired, so as soon as the
manager has visited any editable page, the review is considered “drafted by manager.” At this
point if the manager is dissatisfied with what the employee has written he or she canroll the
document back to Drafted by employee status and ask the employee to make changes.

Approved — the manager has approved the employee’ s comments and sent the review back to the
employee along with any manager comments for acknowledgment. At thispoint if the manager is
dissatisfied with what the employee has written he or she can roll the document back to Drafted by
employee status and ask the employee to make changes.

Acknowledged — the employee has reviewed and acknowledged the manager’s comments. The
review is complete. At thispoint if the employee is dissatisfied with what the manager has written
he or she can roll the document back to Drafted by manager status and ask the manager to make
changes.

Users have varying access rights depending on the status of the document at the time.

Employee M anager Line Manager Super Viewer
Not Sarted N/A N/A N/A N/A
Drafted by View employee Suppress all Suppressall Suppress all
Employee comments comments comments comments
Submitted View employee View employee Suppress all Suppress all
comments comments/ comments comments
manager
comments N/A
Drafted by View employee View al Suppress all Suppress all
Manager comments / comments comments comments
Suppress manager
comments
Approved View all View all Suppress all Suppress all
comments comments comments comments
Acknowledged View all View al View al View all comments
comments comments comments




Page-Level Specifications

Home Page

Home Page

All users of GPS are redirected to the home page after logging in.

The home page displays several modules that serve as pathways to employee performance material. All
users see a standard module that allows them to view their own documents. Users with management
responsibilities, shared documents, super view rights, administrative rights, or reporting rights see
additional modules or links.
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Home Page (0.1)
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Employee Record Pages

Each employee record opens into a separate window, making it possible to compare emp loyee records

onscreen.

Employee records are accessibl e through the GPS home page, system-generated emails, or links in other

employee records.



Standard Elements

All employee record pages follow a standard template. General information identifying the enployee and
tabs for navigating between documents appear at the top of each page. Individual page contents take up the
rest of the page.

Employee Header Bar

The following employee information appears at the top of all employee record pages in the standard header
bar:

Employee name;
Employeetitle;

The employee’ s direct manager and any direct reports. If the user is allowed to access any of the
manager’ s or direct reports’ documents, their names will be hyperlinked. The link opensthe
appropriate employee record to the all documents page; Confirm with Jeff that thisis OK

A link to detailed instructions relevant to the current page. Clicking thelink toggles apanel inthe
page with detailed instructions. The link text changes from “show instructions” to “hide
instructions.”

Document Navigation Bar

All documents Documents by Year | v | Wid-year Roview

The document navigation bar appears directly beneath the employee header bar on all employee record
pages. It provides a means of navigating among all documents available for an employee. It shows:;

A tab leading to the All Documents page (1.1);
A dropdown listing all the years within which documents are available for that user;

A tab for each document available in the selected year. The KTO tab linksto the KTO View page
(2.1). The Mid-Y ear tab links to the Mid-Y ear Overview page (3.1).

Changing the year in the dropdown refreshes the page and the available document tabs.
Documents tabs are shown under three circumstances:

A document is current (asindicated in the table of active document types). This means that thisis
the main document in play in the system at the time. A tab should appear for the current document
whether or not it has been started by that user (i.e., whether adocument has been saved in the
database);



A document is active (asindicated in the table of active document types). This meansthat the
document should be accessible and editable, though it is not the current document.* A tab should
appear for the active document whether or not is has been started by that user;

An older document that is no longer active or current but its status is anything greater than not
started (i.e., it's been saved in the database). Note that the contents of the actual document pages
may be somewhat restricted, if the document was never completed. Does the team agree?

If for whatever reason thereis agap in the years of available documents (because an employee left and then
returned to the company, for example), the dropdown should list only years for which documents exist,
skipping any years with no documents.

All users with permission to access an employee record will see the navigation bar and have full ability to
toggle years. However any documents the user does not have permission to view will not be hyperlinked
and will have avisual appearance that reflects their disabled state.

MidYear Printable Version Link

All Mid-Year Review pageswill contain alink to the Mid-Y ear printable version page
(3.13). Thislink opensin anew window. If the page the user is coming from contains F:;*;:'-'
editable information, clicking thislink should first submit the page form handler, so the

printable version displays the |atest content.

Mid-Year Tabs

Mid-Y ear Review pages include a separate set of tabs that also function as a progressindicator. These tabs
appear beneath the document navigation bar. This only shows the steps that are relevant to the given user
at that point in the process. This breaks down as follows:

Not Started Employee

1 Read 2Upcate 3 Provide 4 AsSEES 5 Write Davelopment B Submit T Acknowledge
Crverview KTOs Comments Sirengths Plan Review Marages Feedt
M anager

Raad 2 Updae 3 Provisa 4 Apsess Wit Diaveinpment ﬁ Approea
Overview KTOs Comments Strengths 5 Plan the Review

All Otherswith Access

COverview KT General Strenghs Dawebapment
Hr, Updase Commants Asscmamont Flan

1 An example of thiswould be when most of the firm is still working on the End-Y ear Review (because it's
December and the year’ s not over, darn it!), but some groups are ready to soldier on with their KTOs. In
that case, the End-Y ear Review would be the current document but the KTOs for the following year would
be an active document.



Drafted by Employee
Employee 1 Reas 2 Updaie % 3 Provids 4 hasoss >5 Wiite Davelopmant > B submi Ul:l 7 Ackrawledas
Overvlew KTos Comments Revew Manager Feedback
M anager
Updaia Provida dea Cravedopment Approva
1 D\-mm:w 2 KTOs 3 Comments 4 Strenghs 5 6 the Reaview
All Otherswith Access
KTO G i Birengh e t
Crvervlew > Update > [‘.‘:larn'znh > AWT:;M> Flan P
Submitted Employee
1 Read 2 Update > 3 Provide > 4 Assecs >5 Write Developmant > 6 submit H[I 7 Ackrowledge
Ovarvlaw KTOs Comments Review Manager Feedback
Manager
3. J2ie oo TRECIENE S [][s .
All Otherswith Access
vendaw > EEJ“- > giwm:nm > wﬂma > E‘a:hmmr
Drafted by Employee
Manager
1 Read > 2 Update > 3 Frovide 4 Assecs 5 Wels Development 6 Submi Ul:l 7 Ackrowledge
Overvlew KTos Comments Strangths. Revew Manager Feedback
M anager
l gvaﬂ_ >2UKTD<1DDW > mﬂa >4S > 5\l'|ﬂbeDEWCWm«11 H:I[“G :“FDTUW_
e 5 reanks renghs Plan the Review
All Otherswith Access
KTO G i Birengh e t
Crvervlew > Update > [‘.‘:larn'znh > AWT:;M> Flan P
Approved Employee

1 Read > 2 Update > 3 Provide > 4 Assess 5 write Dmrolnpmanl)ﬁ Acknowledge Managar

Darviow KTO= Commenis Strangihs Flan Fesdback

M anager
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Overdew KTu General Birengie Daveiapment
-t Updase Comments Aszccemont Plan

All Otherswith Access

T KTO Geners Strengme Digsakapment
it Update Camments Assossment Plan

Acknowledged Employee

Overvdew KTO Lanarai Strengha Ciwedaprment
it Updase Comments Aszccomont Fan

M anager

Overview KTO Ganemd Birengie Davelopment
i Update Camments Asgossment Plan

All Otherswith Access

COverview KT General Strenghs Dawebapment
Hr, Updase Commants Asscmamont Flan

Thetabs are always active. Clicking on atab redirectsto the selected page, though the contents of the page
may be somewhat restricted depending on the status of the document. (See the section on roles & statuses

under the Document Types section of this ADP for a detailed breakdown of who sees what and when.)
The tabs link to pages as follows?:

Overview —linksto Mid-Y ear Overview page (3.1)

KTO Update — linksto Mid-Y ear KTO Update page (3.2)

General Comments— linksto Mid-Y ear General Comments page (3.3)

Strengths Assessment — links to Mid-Y ear Strengths Assessment page (3.4)

Development Plan — links to Mid-Y ear Devel opment Plan page (3.6)

Submit Review — linksto Mid-Y ear Submit page (3.8)

Approve Review —linksto Mid-Y ear Approve page (3.9)

Acknowledge Review — linksto Mid-Y ear Acknowledge page (3.11)

2 Tab labels may change.
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Technical Note

Some version of the steps bar is common to all mid-year review pages, so it can be built asan
include or asingletile.

Open issues

If the employee click one of the mid-year review tabs from the overview page does the doc status
automatically switch to drafted or do they only really start drafting once they explicitly click the
start button?

eWebEditPro Controls

GPS uses athird-party rich text editor called eWebEditPro that makes it possible for users to enter text with
formatting such as bold, italics, and bullets. Most textarea boxes on this site are actually HTML <div>
elements. When clicked, they load the rich text editor, allowing users to enter comments with special
formatting. Clicking off of the element causesit to return to its default visual appearance (like atextarea),
with any updates to the text reflected in the element onscreen. Those elementswill be referred to as
eWebEditPro controlsin this document.

MNew
KTO
BEFORE
[~ clicking on the
control
New |%|iI=i= &= B I U 312pn -
KTO =
-
AFTER
—— clicking on the
control
=




All Documents (1.1)

GPS | Kelley, Mike

All documents Documaents by Year | KTOs Mid-yaar Rewiew

2005

KTOs | Mid-yesr Review | End-year Review | Upward Feedback | Peer Feedback

2006

KTOs | Mid-year Review | End-year Review

2007

KTOs | Mid-year Review | End-year Review

Overview
This pagelistsand linksto all performance documents for a given employee.
Functionality

Since this pageis accessible through the document navigation bar that appearsin all employee record pages,
it may be accessed by anyone with any rightsto view any of the user’ s performance documents.

13



It displaysalist of performance documents grouped by year.
Documents are listed under three circumstances:

A document is current (asindicated in the table of active document types). This meansthat thisis
the main document in play in the system at the time. The current document should be listed
whether or not it has been started by that user (i.e., whether a document has been saved in the
database);

A document is active (asindicated in the table of active document types). This meansthat the
document should be accessible and editable, though it is not the current document. Active
documents should appear whether or not they have been started by that user;

An older document that is no longer active or current but its status is anything greater than not
started (i.e., it has been saved in the database).

All documents that the user has permission to see will be hyperlinked. Documents that the user may not
accesswill simply be displayed astext. CB to verify

Clicking a hyperlinked document name will load the default page for the selected document. Default pages
are:

KTO Document — KTO view page (2.1)

Mid-Year Document — Mid-Y ear overview page (3.1)

Mid-Year Overview (3.1)

Overview

Thisisthe default page for the mid year review and the starting point for all mid-year review activity.

14



Employee Draft & Acknowledge (3.1 ED & 3.1 EA)

All documents

Documents by Year [2005 [ | KTOs | Mid-year Review |

E Printable
Yersion

1 Resd 2 Update 3 Frovide 4 Assess 5 Wrile Development % G Submit T Acknowledge
Dvarview KTOs Commanis Strangths Plan Raviaw Manager Feedback

Complete your review by working through the steps below.

Welcoame to your mid-year review. Maecenas tincidunt aliguam
dui. Integer malesuada iaculis velit. Cras est libero, tincidunt nec,
viverra ac, ullamcorper eu, sem. Integer placerat pede vel massa.
Suspendisse sollicitudin dui vel eros. Nunc vestibulum justo eget elit,

Just the essentials...

+ Steps 2 & 3 are an update

Sed ulrices semper nisl. Cras massa risus, sagittis nec, euismod
pharetra, ultricies ac, eros. Nam auctor Blandit urna. Ut id massa.

Aliquam imperdiet, nisl a aliguet tincidunt, ipsum quam mattis lacus,
nec tempus velit tortor nec justo, Aliguam elit velit, pharetra vel,
dapibus e, dictum quis, felis. Integer impeardiet vehicula orcl. Cum
sociis natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus.

Curabitur vitaa mauris. Maecenas arnare. Lorem ipsum dolor sit
amel, consectetuer adipiscing elit. Pelleniasque malasuada. Mauris

lacus. Fusce fringilla dapibus sem. Suspendisse gravida wisi id enim.

Integer urna augue. lobortis nec, lobortis a, pellentesque ut. pede.

Vivamus nec guam porta nunc ncidunt evismod. Vivamus at uma
sad magna venenatis pharetra. Duis vitae turpis in nunc vulputate
variug. In hac habitasse platea dictumst. Pellentesque viverra libera
id augue. Duis rhoncus ultricies justo. Sed libere nisl, sagittis eget,
tincidunt vitae, bibendum &, nsus,

on your progress. Steps 4
& 5 are a place for you to
think about your personal
development {and they're
optional),

After step 6 your manager
will need to add feedback
before you can move on
to step 7.

You can save at the end
of each step and quit the
system at any time,

It's a good idea to print
the review and think about

what you'll write before
you begin,

* Have a conversation with
your manager if you have
questions!

K QuIT FOR NOW

START THE REVIEW >

This page displays content delivered through the content management system and/or summary information
about the document.

When the document statusis not started or drafted by employee the content will include a general
introduction to the mid-year review, and a sidebar calling out the core steps employees should
follow.

15



When the document status is submitted or drafted by manager this page should display a message
that manager is working on the document and that the employee will receive an email when the
document isready for acknowledgment.

When the document status is approved this page should display text explaining that the document
is ready to be acknowledged and what that means. It should also include a sidebar calling out what
employees need to do in order to acknowledge their review.

When the document status is acknowl edged this page should display a message that the document

iscomplete. Should it also display data points like when it was approved, whether a meeting took
place, etc.?

16



Manager Draft & Approve (3.1 MD & 3.1 MA)

All documents Documents by Year [ | o

Mid-year Review

H H Pririzabl
Add feedback to this review by = prosae
working through the steps below.
Read the General Strangths Personal
Dverview >2 m”"*") Daunfkl"nanm > A nopessnent > 5 Develogmean |—|H 6 remiaw
Your feedback is essential. Maecenas tincidunt aliquam
dul. Integer malesuada laculis velit. Cras est libero, Just the
tincidunt nec, viverra ac, ullamcorper eu, sem. Integer essentials
placerat pede vel massa. Suspendisse sollicitudin dui vel
eros. Munc vesfibulum jusio eget elit. Sed ultrices semper
nisl. Gras massa risus, sagittis nec, euismod pharetra, * Steps2&3 gre an
ultricies ac, eros. Nam auctor Blandit urma. Ut id massa. update on this
employee's progress.,
Aliquam imperdiet, nisl a aliquet tincidunt, ipsum guam Steps 4 & 5 are an
matiis lacus, nec tempus velit tortor nec justo. Aligueam elit optional place for them
velit, pharetra vel, dapibus et, dictum quis, fefis. Integer to think about personal
imperdial vehicula orcl. Cum sociis natogue penatibus et development
magnis dis parturient montes, nascetur ridiculus mus. )
Curabitur vitae mauris. Maecenas omare. Lorem ipsum * Youcan save W!"r
dalor sit amet, consectetuer adipiscing elit, Pellentesgue feedback and q_u|t the
malesuada. Mauris lacus. Fusce fringilla dapibus sem. system at any time.
Suspendisse gravida wisi id enim. Integer urna augue,
lobortis nec, lobortis a, pellentesque ut, pede. + |U's recommended that
you have an offline
conversation to discuss
your feedback before
filing the review,
K QuIT FOR NOW START ADDING FEEDBM:K>

This page displays content delivered through the content management system and/or summary information

about the document.

When the document status is not started this page should display a message that the document has

not been started yet.




When the document status is drafted by employee this page should display a message that the
document has been started but that the manager will not be able to view what the employee has
written until it has been submitted.

When the document statusis submitted or drafted by manager this page will display a general
introduction to the mid-year review, and a sidebar calling out the core steps managers should
follow.

When the document status is approved this page will display a message that the document has
been sent to the employee for acknowledgment.

When the document status is acknowledged this page should display a message that the document
iscomplete. Should it also display data points like when it was approved, whether a meeting took
place, etc.?

View (3.1V)

This page displays content delivered through the content management system and/or summary information
about the document.

For all other userswith access, when the document statusis not started this page should show a
message that the document has not been started yet.

When the document status is drafted by employee, submitted, drafted by manager, or approved,
this page should display a message indicating that the document has been started but that
comments will not be visible until after the employee has acknowledged the review.

When the document status is acknowl edge, this page should display overview document
information such as when the document was approved, whether a meeting took place, etc.

Buttons

This page will include one or two of the following buttons depending on the status and role of the viewer of
the document.

Button Properties

Name L abel Behavior

Start Start the Review - Checksoff step 1

Progresses the document to the next status (not
started to drafted by employee or submitted to
drafted by manager)

Redirectsto Mid-Y ear General Comments page
3.3)

Next Next . .
X Redirectsto MidYear General Comments page (3.3)
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Quit Quit for Now

Closes the employee record window

Display Combinations

Employee Manager All Others
Not started Start Quit Quit
Quit
Drafted by Next Quit Quit
Employee Quit
Submitted Next Start Quit
Quit Quit
Drafted by Next Next Quit
manager Quit Quit
Approved Next Next QUlt
Quit Quit
Acknowledged Next Next Next
Quit (label just reads Quit (label just reads  Quit (label just reads
“Quit” here) “Quit” here) “Quit” here)
Open Issues

Should the overview page once the document has been acknowledged show document summary
information such as when it was approved, whether a meeting took place, etc.?

Mid-Year KTO Update (3.2)

Overview

This page lists employee and manager mid-year comments on a given employee’ s KTOs. It also includes
the employee’ s unplanned accomplishments.
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Employee Draft (3.2 E)

GPS | Kelley, Mike

All documents Documerllsby‘rear | KTOs | Wlid.year Review |

Complete your review by working through the steps below. oo’

2 Update > 3 Provide >4 Asness >5 :.":.. Developrvent > Submit ”H 7 Acknowledge

KTOs Commants Strangths Riaviaw Manager Feedback

KTO #1

Maecenas tincidunt aliquam dui. Integer malesuada iaculis velit. Cras est libero, tincidunt nec, viverra ac,
ullameorper ew, sem. [nteger placerat pede vel massa. Suspendisse sollicitudin dui vel eros. Nunc vestibulum
justo eget elit. Sed ultrices semper nisl. Cras massa risus, sagittis nec, euismod pharetra, ultricies ac, eros. Nam
auctor hlandit urna.

[[] This KTO s Inactive (learn more)
D This is a personal development KTO (learn mora)

Employee's Comments

-~
b
Add additional KTOs
Unplanned Accomplishments
b s i i i
o~
w
K SAVE & QUIT FOR NOW < GO BACK SAVE & CONTINUE >

If the document statusis not started or drafted by employee, this page appearsin editable form.

Each KTO islisted and numbered sequentially in order of entry into the database. KTOs that
have previously been marked inactive will appear at the bottom of thelist and be grayed out.

For all active KTOs there will be a checkbox for marking the KTO inactive. Next to the checkbox
will be a“learn more” link.® Mousi ng over the “learn more” link will expose a panel with a

3 Linktext may change.



description of what it meansto mark aKTO inactive. Mousing off the panel will hide it again.
This checkbox isinitially unchecked. The system should remember and display as checked any
KTOsthat have been marked asinactive if the user leaves and then returns to the system before
submitting the Mid-Year Review.

For all active KTOs there will be a checkbox for marking a personal development KTO. Next to
the checkbox will be a“learn more” link that shows a explanation of what it means to mark a
personal development KTO. Thislink will exhibit the same behavior described above. This
checkbox isinitially unchecked. The system should remember and display as checked any
personal development KTOsif the user leaves and then returns to the system before submitting the
Mid-Y ear Review.

For each KTOs (active or inactive) there will be an eWebEditPro control where employees can
enter freeform comments. These fields are optional.

A link to add additional KTOs will appear beneath the list of KTOs. Clicking the link will show a
new eWebEditPro control where users can enter the text of anew KTO. Thisnew KTO will also
have an inactive checkbox, a personal development checkbox, and an employee comments
eWebEditPro control. Each time the user clicksthe “add additional KTOs” link another grouping
of KTO controls will appear onscreen. If auser attempts to inactivate, mark as development, or
add commentsto anew KTO without providing the actual text of the KTO he or she will see an
error message and be prevented from proceeding when attempting to submit the form.

There will be one extra eWebEditPro control where employees can enter unplanned
accomplishments. Next to this control will be a“how isthis different from aKTO” link. Mousing
over thislink will expose apanel with an explanation of what a user should enter into this box.
Mousing off the panel will hideit again. Thisfield is optional.

If the document status issubmitted or drafted by manager the employee’ sinputs will appear in view

mode. The manager’s comments will be restricted.

Each KTO islisted and numbered sequentially in order of entry into the database. KTOs that
have previously been marked inactive will appear at the bottom of the list and be grayed out.

KTOs that have been marked as inactive or development KTOs will be [abeled accordingly.

All employee comments will be listed beneath their respective KTOs. If the employee did not
enter comments under any particular KTO, there will be a message in place of the employee
comment explaining that no comments were added.

Beneath each KTO will be a placeholder for manager comments with a note indicating that
manager comments will become visible once the Mid-Y ear Review has been approved.

The employee’ s unplanned accomplishments will be listed if the employee has entered any. If the
employee has not written any, the unplanned accomplishments label will appear with a note
beneath indicating that no unplanned accomplishments were added.
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If the document status isapproved or acknowledged the page will appear in view mode. Both
employee and manager inputs will be visible.

Each KTO islisted and numbered sequentially in order of entry into the database. KTOs that
have previously been marked inactive will appear at the bottom of the list and be grayed out.

KTOs that have been marked as inactive or development KTOs will be [abeled accordingly.

All employee and manager comments will be listed beneath their respective KTOs. If the
employee or manager did not enter comments under any particular KTO, there will be a message
in place of the comment explaining that nothing was added.

The employee’ s unplanned accomplishments will be listed if the employee has entered any. If the
employee has not written any, the unplanned accomplishments label will appear with a note
beneath indicating that no unplanned accomplishments were added.



Manager Draft (3.2 M)

GPS | Kelley, Mike

All documents Documants by Year v | e Midopoar Review
Add feedback to this review by -~
Warson

working through the steps below.
Vin. veme Yo e [[|[6 o

KTO #1
Personal Development KTO

Mullam ut lectus. Donec tincidunt malesuada ipsum. Phasellus est dolor, dictum malesuada, egestas In, mollis
zed uma. Proin nec sapien =it amet nisl commodo wehicula.

Employee's Update
Fusce rutrum, wisi vel mattis mollis, dui nulla dignissim dui, ut porttitor risus massa id pede. Sed et
lectus, Aenean ut ante, Mauris vitae ipsum,

Manager's Update

i»

Unplanned Accomplishments

Integer quis dolor eu sapien lobortis accumsan. Nam eros libero, imperdiet eget, ulirices id, dapibus nec, massa, Nunc
e tortor, Mascenas comvallis dodor in leo, Vestibulum nisl mauris, commodo vitae, varius eget, porta vehiculg, ipsum.
Vestibulum orcl jusio, venenatis vel, luctus at, tempus sad, eros. Curabiiur neque. Pellentesgue habitant morbl
tristique senectus et netus et malesuada fames ac turpis egestas.

R saves quiT For Now | [ %, RecommeNn cHances < GOBACK || SAVE & CONTINUE >

If the document status is not started this page will show a message that the document has not been
started yet.

If the document status is drafted by employee this page will show labels for each of the sections (KTOs
and Unplanned accomplishments) with a note underneath each explaining that employee comments
will become visible once the Mid-Y ear Review has been submitted.



If the document statusis submitted or drafted by manager this page will appear in editable form.

Each KTO islisted and numbered sequentially in order of entry into the database. KTOs that
have previously been marked inactive will appear at the bottom of the list and be grayed out.

Any KTOs that have been marked inactive or development by the employee will be labeled
accordingly.

Employee comments will be displayed beneath their respective KTOs (not editable by manager).
If the employee has not entered comments for a particular KTO, anote will appear in place of the
comments explaining that none were added.

An eWebEditPro control where managers can enter comments will appear beneath the employee
comments areafor each KTO.

The employee’ s unplanned accomplishments will be listed if the employee has entered any. If the
employee has not written any, the unplanned accomplishments label will appear with anote
beneath indicating that no unplanned accomplishments were added.

If the document status isapproved or acknowledged the page will appear in view mode. Both
employee and manager inputs will be visible.

Each KTO islisted and numbered sequentially in order of entry into the database. KTOs that
have previously been marked inactive will appear at the bottom of the list and be grayed out.

KTOs that have been marked as inactive or development KTOs will be labeled accordingly.

All employee and manager comments will be listed beneath their respective KTOs. If the
employee or manager did not enter comments under any particular KTO, there will be a message
in place of the comment explaining that nothing was added.

The employee’ s unplanned accomplishments will be listed if the employee has entered any. If the
employee has not written any, the unplanned accomplishments label will appear with a note
beneath indicating that no unplanned accomplishments were added.
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View (3.2 V)

GPS | Kelley, Mike

All documents

Dﬂcumgntsby Year | KTOs | Mid-year Review

Review your manager’s comments, then indicate
your approve by acknowledging your review.

Frintable
Warsion

dui. Integer malesuada iaculis velit. Cras est libero, tincidunt nec,
vivarra ac, ullamcorper eu, sem. Integer placeral pede vel massa,
Suspendisse sollicitudin dui vel eros. Nunc vestibulum justo eget elit
Sed ulirices semper nisl. Cras massa risus, sagittis nec, euismod
pharedra, ultricies ac. eros. Nam auctor blandit urna. UL id massa.

Aliquam imperdiat, nisl a aliguet tincidunt, ipsum quam maitis lacus,
nec tempus velit toror nec juste. Aliquam elit velit, pharetra vel,
dapibus et, dictum quis. felis. Integer imperdiet vehicula orci. Cum
saciis natoque penatibus &t magnis dis parturient montes, nascetur
riciculus mus.

Curabitur vitae mauris. Maescenas ornare. Lorem ipsum dolor sit
amet, consectetuer adipiscing elit. Pellentesque malesvada. Mauris
lacus. Fusce fringilla dapibus sem. Suspendisse gravida wisi id enim
Integer urna augue, lobortis nac, lobortis a, pellentesque ut, pede.

i rd . ra d &
f Raad the fltTf‘t fﬁ.:--::r:ll fﬁ'.r\qra;;ltr. ypnrmnnl f 7 Acknowledge
Cruarviaw Update Comments AssaEEMAant Disvelopment Manager Feedback
Your manager has added feedback. Maecenas tincidunt aliquam What's next?

Go through each
step and review the
feedback added by
your manager.

If you disagree with
anything, you can
request changes at
any time.

If you have no
objections, finalize
your review by
acknowledging your
manager's feedback
instep 7.

K QuIT FOR NOW

REVIEW MANAGER FEEDEACK >

For all other userswith access, if the document status not started this page will show a message that
the document has not been started yet.

If the document status is drafted by employee, submitted, drafted by manager, or approved this page
will show labels for each of the sections (KTOs and Unplanned accomplishments) with anote
underneath each explaining that employee and manager comments will become visible once the Mid-
Y ear Review has been acknowledged.
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If the document status is acknowledged, the page will appear in view mode. Both employee and
manager inputs will be visible.

Each KTO islisted and numbered sequentially in order of entry intothe database. KTOs that
have previously been marked inactive will appear at the bottom of thelist and be grayed out.

KTOs that have been marked as inactive or development KTOs will be [abeled accordingly.

All employee and manager comments will be listed beneath their respective KTOs. If the
employee or manager did not enter comments under any particular KTO, there will be a message
in place of the comment explaining that nothing was added.

The employee' s unplanned accomplishments will be listed if the employee has entered any. If the
employee has not written any, the unplanned accomplishments label will appear with a note
beneath indicating that no unplanned accomplishments were added.

Buttons

This page will include some combination of the following buttons depending on the status and viewer of

the document.

Button Properties

Name L abel Behavior
Continue Save & Continue Submits the KTO update page form
Checks off step 2
Redirectsto Mid-Y ear General Comments page (3.3)
Next Gotothe Next Page  Redirectsto Mid-Year General Comments page (3.3)
Back Go Back Submits the KTO update page formif pageisin editable
format
Redirect to Mid-Y ear Overview (3.1)
Recommend Recommend Submits the KTO update page formif pageisin editable
format
h h
Changes Changes Redirectsto Mid-Y ear Recommend Changes page (3.10)
Request Request Changes Redirect to Mid-Y ear Request Changes page (3.12)
Changes
Quit Quit for Now Submits the KTO update page formif pageisin editable

format
Closes the employee record window

Display Combinations

Employee M anager All Others
Not started n/a Quit Quit
Drafted by Continue Quit Quit
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Employee Back

Quit
Submitted Next Continue Quit
Back Back
Quit Recommend Changes
Quit
Drafted by Next Continue Quit
Back Back
manager Quit Recommend Changes
Quit
Approved Next Next QUIt
Back Back
Request Changes Quit
Quit
Acknowledged Next Next Next
Back Back Back
Quit (label just reads Quit (label just reads Quit (label just
“Quit” here) “Quit” here) reads “ Quit” here)
Open Issues

Will recommend changes and request changes | abel s be modified to reflect the concept of handing a
document back and/or unlocking it?

Mid-Year General Comments (3.3)

Overview

This page lists employee and manager general comments on KTOs for agiven employee’ s KTOs.
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Employee Draft (3.3 E)

GPS | Kelley, Mike

All documents

Docum&msby Year | KTOs | Mid-year Review |

Complete your review by working through the steps below. Prosle

ra ra
v o ¥ e N\ 3 Provide >4 Assass >5 Writs Davalopment %, B Submit HH 7 Acknewiedge
Overdiaw KTOs Commants Strangths Plan Revisw Manager Feedback
Your Overall Comments on KTOs
.A-
)
I SAVE & QUIT FOR NOW < GO BACK SAVE & CONTINUE >

If the document statusis not started or drafted by employee this page appear in editable format.

A single eWebEditpro control appears where employee can enter general comments.

If the document status is submitted or drafted by manager this page appear in view mode with
restricted manager comments.



Employee comments will be displayed beneath “your overall comments” label.* If the employee
has not entered general comments a note will appear in their place indicating that no general
comments were added.

A placeholder for manager general comments will appear beneath the employee general
comments section, with a note indicating that manager general comments will become visible once
the Mid-Y ear Review has been approved.

If the document statusis approved or acknowledged the page appears in view mode.

Employee comments will be displayed beneath “your overall comments” |abel. If the employee
has not entered general comments a note will appear in their place indicating that no employee
general comments were added.

Manager comments will be displayed beneath “manager’ s overall comments” label. If the manager
has not entered general comments a note will appear in their place indicating that no manager
general comments were added.

4 Label text may change.



Manager Draft (3.3 M)

GPS | Kelley, Mike

All documents Documents by Year | e

Mid-year Review

Add feedback to this review by = | pimate
working through the steps below.

EMCHES 0 o=

Employee’s Overall Comments on KTOs

Maecenas ornare. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Pellentesque malesuada. Maurs lacus.
Fusce fringilla dapibus sem. Suspendisse gravida wisi id enim. Integer urna augue, lobortis nec, lobortis &, pellentesque
ut, pede. Wivamus nec quam porta nunc fincidunt euismod. Vivamus al urna sed magna venenatis pharetra. Duls vitae
turpis in nune vulputate varius. In hac habitasse platea dictumst. Pellantesgue viverra libaro id augue. Duis rhoncus
ultricies juste. Sed liberc nisl, sagittis eget, tincidunt vitae, bibendum a, risus.

Manager’s Overall Comments on KTOs

R SAVE & QUIT FOR NOW ‘ XREGOMMEND CHANGES | < GO BACK SAVE & CONTINUE >

If the document status is not started this page will show a message that the document has not been
started yet.

If the document status is drafted by employee this page will show labels for each of the sections
(employee general comments and manager general comments).

A note beneath the employee general comments label will indicate that employee comments will
bevisible once Mid-Y ear Review has been submitted.



A note beneath the manager general comments label will indicate that managers can add their
general comments once the Mid-Y ear Review has bee submitted.

If the document statusis submitted or drafted by manager this page will appear in editable form.

Employee comments will be displayed beneath the “ employee’s overall comments” label. If the
employee has not entered general comments a note will appear in their place indicating that no
employee general comments were added.

A single eWebEditpro control will appear where the manager can enter general comments.

If the document statusis approve or acknowledged this page will appear in view mode.

Employee comments will be displayed beneath the “ employee’s overall comments” label. If the
employee has not entered general comments a note will appear in their place indicating that no
employee general comments were added.

Manager comments will be displayed beneath “ manager’s overall comments” label. If the manager
has not entered general comments a note will appear in their place indicating that no manager
general comments were added.
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View (3.3 V)

All documents

DOCUIHEHTSby Year | KTOs | Mid-year Review |

Review your manager’'s comments, then indicate Elk=y
your approve by acknowledging your review.
e ) Yy ) Ve I o [T

Employee's Overall Comments on KTOs

Mulla dignissim pasuera elit. Mascenas pulvinar. Fusce rutrum, wisi vel mattis mallis, dui nulla dignissim dui,
ut portitor fsus massa id pede. Sed et lectus. Asnean ut ante. Mauris vitae ipsum. Cras ultricies purus et
justo. In lacinia. Suspendisse leo nune, pellentesque eu, auctor vel, vulputate id, wisi. Mulla gravida ante guis
diam. Proin congue lacinia lorem. Phasellus et enim. Pragsant sit amet magna guis tortor nonummy
sollicitudin. Suspendisse sodales condimentum massa.

Pellentesque habitant morbi tristigue senectus et netus et malesuada fames ac turpis egestas. Vestibulum est
lorem, commodo a, posuere non, accumsan id, pede. Suspendisse ut lacus ac mauris fringilla fincidunt.
Mullam aliquet leo in odio, Aliguam lacus pede, mattis &l, rutrum quis, consequat ac, nunc, Mascenas neque
nisl, sollicitudin ew, vulputate quis, dignissim nec, orci. Asnean ut eral. Pellentesque eu pede. Duis massa
nune, suscipit vel, adipiscing id, tempus eu, ipsum,

Manager's Overall Comments on KTOs

Maecenas tincidunt aliquam dui. Integer malesuada iaculis velit. Cras est libero, tincidunt nec, viverra ac,
ullamcorper eu, sem, Integer placerat pede vel massa, Suspendisse sollicitudin dui vel eros, Nunc vestibulum
Jusio eget elit. Sed uliices semper nisl. Cras massa risus, sagittis nec, eulsmod pharetra, uliricies ac, aros.
Mam auctor Blandit urna. Ut id massa. Aliquam imperdiet, nisl a aliquet tincidunt, ipsum quam mattis lacus,
nec tempus velit tortor nec justo. Aliquam elit velit, pharetra vel, dapibus et, dictum guis, felis. Integar
imperdiet vehicula orci,

k REQUEST CHANGES

K QuIT FOR NOW |

<GOBACI‘.'

GO TO THE NEXT PAGE >

For all other userswith access, if the document status not started this page will show a message that
the document has not been started yet.

If the document status is drafted by employee, submitted, drafted by manager, or approved this page
will show labelsfor each of the sections (employee general comments and manager general comments)
with anote underneath each explaining that employee and manager comments will become visible

once the Mid-Y ear Review has been acknowledged.



If the document status is acknowl edged, the page will appear in view mode. Both employee and
manager commentswill be visible.

Employee comments will be displayed beneath the “employee’s overall comments” label. If the
employee has not entered general comments a note will appear in their place indicating that no
employee general comments were added.

Manager comments will be displayed beneath the “ manager’ s overall comments’ label. If the
manager has not entered general comments a note will appear in their place indicating that no
manager general comments were added.

Buttons

This page will include some combination of the following buttons depending on the status and viewer of
the document.

Button Properties

Name L abel Behavior
Continue Save & Continue Submits KTO Genera Comments form
Checks off step 3
Redirectsto Mid-Y ear Draft Break page (3.4)
Next Gotothe Next Page  Redirectsto Mid-Y ear Strengths Assessment page (3.5)
Back Go Back Submits the KTO General Comments page formif pageis

in editable format
Redirectsto Mid-Year KTO Update page (3.2)

Recommend Recommend Submits the KTO General Comments page formif pageis
in editable format

Changes Changes Redirectsto Mid-Y ear Recommend Changes page (3.10)

Request Request Changes Redirectsto Mid-Y ear Request Changes page (3.12)
Changes
Quit Quit for Now Submits the KTO General Comments page formif pageis

in editable format
Closes employee record window

Display Combinations

Employee M anager All Others
Not started n/a Quit Quit
Drafted by Continue Quit Quit
Employee Bagk

Quit
Submitted Next Continue Quit

Back Back

Quit Quit




Recommend Changes

Drafted by Next Continue Quit
Back Back
manager Quit Quit
Recommend Changes
Approved Next Next Quit
Back Back
Request Changes Quit
Quit
Acknowledged Next Next Quit (label just reads
Back Back “quit” here)
Quit (label just reads  Quit (label just reads
“quit” here) “quit” here)

Mid-Year Draft Break (3.4)

Overview

This page isamid-way point between the KTO section and the development section f the mid-year review.
It displays a message indicating to employee and managers they have finished the first section and are
about to move on to the second. This page can only be accessed through the form post from the button on
the editable Mid-Y ear General Comments page (3.3), which limits this page to managers and employees.



Employee View (3.4 E)

GPS | Kelley, Mike

All documents

Dﬂcumgmsby Year | KTOs | Mid-year Review |

Complete your review by working through the steps below.

Frintainla
Wersion

6 submit
Raview

B Wirits Davalopmant
Plan

Franyidd
Comments

> f'll 4 muss
KT Wﬂ

Dl

[

Acknowledge
Manager Feedback

You’re done with the KTO update
section of the mid-year review.

The next two steps are new!

review now by clicking on step & in the bar above.)

They give you an opportunity to think about your personal
development. (If you want to skip them, you can just submit your

K GUIT FOR NOW

<BAGK

CONTINUE >

If the document statusis not started, submitted, drafted by manager, approved, or acknowledged,

this page is not accessible.

If the document status is drafted by employee this page shows ablock of text served through the
content management system indicating that the first part of the Mid-Y ear Review is done and the

user is now moving on to the second part, which, by the way, is optional.




Manager View (3.4 M)

GPS | Kelley, Mike

All documents

Documents by Year Y | KTOs Wid-year Review

Add feedback to this review by =| it
working through the steps below.

" s

Vir. Wee SYex. T [[6 v

You're done adding feedback to the
KTO update section of the review.

The next two steps are new.
They relate to the employee's personal development goals.

I SAVE & QUIT FOR NOW < GO BACK SAVE & CONTINUE >

If the document statusis not started, drafted by employee, submitted, approved, or acknowledged,
this page is not accessible.

If the document status is drafted by manager this page shows a block of text served through the
content management system indicating that the user is done with the first part of the Mid-Y ear
Review and that they are now moving on to the second part.



Buttons
This page will include the following three buttons depending on the status and viewer of the document.

Button Properties

Name L abel Behavior
Continue  Continue Checksoff step 4

Redirect to Mid-Y ear Strengths Assessment (3.5)
Back Go Back Redirectsto Mid-Year KTO General Comments (3.3)
Quit Quit Closes employee record window

Display Combinations

Employee M anager All Others
Not started n/a n/a n/a
Drafted by Continue n/a n/a
Employee Bapk
Quit
Submitted n/a Continue n/a
Back
Quit
Drafted by n/a Continue n/a
manager Back
Quit
Approved n/a n/a n/a

Acknowledged n/a n/a n/a




Mid-Year Strength Assessment (3.5)

GPS | Kelley, Mike

All documents

Documents by Year | TG | Midyear Review |

Review your manager’s comments, then indicate e
your approve by acknowledging your review.

rd

ad I ra Va -
v o ¥ Ui > f:.:.-,-i:-.: >fa;;se.-,-;u W virila Davelopment > « brnit HH T Acknowledge
Ovaniew KTOs Ravian

Comments Strangths Plan Manager Feedback

Selected competencies Mike does this...  Never  Somelimes Ofien Al the time
Vision & Strategy ]
Employee's Ratings
Manager's Ratings
Developing People
Manager's Ratings

Lorem ipsum dolor sit amet
Managers Ratings

K  QuIT FOR NOW | | x REQUEST CHANGES | < GO BACK GO TO THE NEXT PAGE >

Overview

This page lists competencies that are relevant for the completion of agiven employee’ s KTOs and includes
employee and manager ratings on how frequently the employee demonstrates the selected competencies.

Access & Views

The standard view is atable of selected competencies and ratings. If the enployee and the manager have
provided ratings for the selected competency, both ratings will be displayed. If only one of those people has
provided arating, only their ratings will be shown.

Depending on the status and viewer of the document, this page may appear in editable form.



Document Owners

If the document statusisnot started or drafted employee and the user viewing the document isthe
owner, he or shewill see an editable version of this page as depicted below.

Complivie your revies by working Seoegh the steps belosw,
= = e V= |
Pick 37 compabancies St ars img far |

If the document status issubmitted or drafted by manager the employee will see a message

indicating that manager selections will become visible once the document has been approved.

Direct Managers

If the document status issubmitted or drafted by manager and the user viewing the documentis
the manager of the owner, he or she will see an editable version of this page as depicted below.

Ardd dpadhnck fo Shis review by e
wrhing throagh e sepa below.
(=" W= T Tl | | s ===
Pick BT hat o imp for the
KOs

Raim shis svpfoyes on the competanciee you ploked
o e ey =

e e G e
e |
e
[ mt e e l‘\_-m.—l------—h| {'-;:';—HTM-H&}

If the document status isnot started or drafted by employee the manager will see a message
indicating that the employees selections will become visible once the document has been
submitted.



All Others

All other users with access rights on the given document will see the standard view, unlessthe
document has not been acknowledged yet. In that case, such users will see a message indicating
that the contents will become visible once the document has been acknowledged.

Functionality

This pageincludes a“see examples” link next to each competency. Scrolling over thislink exposes a
hidden panel listing examples. Scrolling off the panel hidesit again.

Document Owners

The employee's editable version shows alist of all BGI competencies (with three placeholders for
additional competencies) and adjacent checkboxes.

Vislon & Strategy (sce ckamples)
Develaping Paogle (sce cxamaies)
Exercising Control (ses examplas]

L E L]

Managing Change & Conflict (ges exampglest

The user will tick the checkboxes to select individual competencies that they consider important
for completing their KTOs. As acheckbox isticked, the selected competency will also be
populated in the table at the bottom of the page, where the user can provide arating for the
selected competency. Desel ecting a competency in the top section should aso remove it from the
table at the bottom.

Direct Managers

The manager’ s editable version shows the same list of BGI competencies with adjacent
checkboxes, but it also includes a separate column of disabled checkboxes indicating the
competencies that were selected by the employee.

‘_Z' Vision & Strategy (ses sxamples
:il Developing People (see sxamples)

Managerswill tick the checkboxes in the enabled column to select the competencies they consider
important for the employee to complete hisor her KTOs. All competencies that were selected by
the employee will be pre-populated in the table at the bottom of the page, with the employee's
rating displayed beneath. As the manager ticks a checkbox, if the employee has not already
selected the competency, it will be added to thelist at the bottom of the page with controls for the
manager to input arating. If the employee has already selected the competency, controls for the
manager’ s rating will simply be added to the existing competency listing in the table at the bottom
of the page. Deselecting acompetency will reverse the behavior.



Fidds

Buttons

Document Owners

The editable version for employees will include a checkbox for each competency. Three empty
textboxes will be provided with a 255 character limit where employees can enter additional
competencies. These textboxeswill also have a checkbox to indicate selection. (JavaScript should
be added so that if the user clicks onto the textbox the corresponding checkbox is checked
automatically and if the user desel ects the checkboxes next to atextbox the contents of the textbox
are removed.)

The editable employee version will also include aradio button grouping for each selected
competency. The grouping will contain four radio buttons that the employee will chose fromin
order to rate how often they use the given competency.

Direct Manager

The editable version for managers will include one enabled checkbox and one disabled checkbox
for each competency. The employee’ s selection will be pre-populated in the disabled checkbox,
whererelevant. Three empty textboxeswill be provided with a 255 character limit where
managers can enter additional competencies. These textboxes will also have a checkbox to
indicate selection. Any custom competencies previously entered by the employee will appear in a
disabled textbox — also with a disabled and an enabled checkbox.

The editable manager version will also include as many as two radio button grouping for each
selected competency — a disabled grouping for the empl oyee rating and an enabled grouping for
the manager selection. Each grouping will contain four radio button.

Technical Note

The behaviors described in the functionality section should be handled in client-side code, so the page does
not need to refresh each time the user selects an additional competency.
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Mid-Year Development Plan (3.6)

GP5 | Kelley, Mike

All documents Documents by Year u | T | Midycar Revien |
Review your manager’s comments, then indicate By

your approve by acknowledging your review.

Y

Development Plan: Possess strong work ethic

d

ad - £
a {pl:l'.'ilh‘: fﬁ;::n:’:ﬁ > y'ﬁrilﬂi Davelopmant > V’

Comments Srengths Flan

T Acknowledge
Manager Feedhack

Employee's Plan for Developing Skills

Vestibulum orci justo, venenatis vel, luctus at, tempus sed. eros. Curabitur neque.
Pellentesque habitant morbi tristique senectus et netus. Aliquam ac quam quis pede varius
aliqguam. Integer quis dolor eu sapien lobortis accumsan.

Manager's Comments

Westibulum orei justo, venenatis vel, luctus at, tempus sed, eros, Curabitur neque.
Pellentesque habitant morbi tristique senectus el netus. Aliquam ac quam quis pede varius
aliquam. Integer quis dolor eu sapien lobortis accumsan.

Overall Comments on Personal Development

Employee’s Comments
Vestibulum orci justo, venenatis vel, luctus at, tempus sed, eros. Curabitur neque.
Pellentesque habitant morbi tristique senectus et netus.

Manager's Comments
WVestibulum orei justo, venenatis vel, luctus at, tempus sed, eros. Curabitur neque.
Pellentesque habitant morbi tristique senectus et netus.

K  QUIT FOR NOW ‘ |x REQUEST CHANGES ‘ < GO BACK ” ACKNOWLEGE THE FEEDBACK>

Overview

This page displays the employee’ s devel opment plan with manager comments, as well as general
comments on personal development for a given employee.



Access & Views

=T -

=T = |
S Add fosstack 10 this review by HE=
Eamplete your revies by warking through the steps be o, =-— working throwsgh fhe stops below,

- L

RN | " I~ | (| )




Functionality
Fidds
Buttons

Open |Issues

Mid-Year Draft Done (3.7)

GPS | Kelley, Mike

All documents Documents by Year | KTOw | Midysar Review |

Complete your review by working through the steps below. Vosen

Vi, Yo e e . ||| e

Comments Strengths Pl Manager Feadback

You're done entering information, but you need to submit
your review to your manager.

Or you can quit for now and submit your review at another time.

R QUIT FOR NOW < GO BACK | ‘ CONTINUE TO SUBMIT >

Overview

This page indicates the end point for the data-entry portion of the mid-year review. It displaysa
message indicating to employees and managers that they have finished drafting their comments
and what their next steps are.



Access & Views
Functionality
Fields

Buttons

Open |Issues

Mid-Year Submit (3.8)

GPS | Kelley, Mike

All documents Documents by Year | KTDa | Midyar Review |

Complete your review by working through the steps below. E|

Vi;;'.

KTO:

>¢|.;. ate >‘g: *’m;;m\“ >¥\;::; Dowsiopmant y, B Submil

ants Slrengths Raviaw

Hl | 7 Acknowledge

Manager Feedback

The following items will be submitted to your manager:

v’ KTO Update

v General Comments

v’ Strengths Assessment
v Development Plan

Add a message below for the email that is sent to your manager. {optional)

Send a copy of this email to myself

K  QuITFORNOW < GO BACK H SUBMIT REVIEW >




Overview

This page allows the document owner to submit what he or she has written to his or her manager.
The document’ s status i s updated, locking the employee’ s comments and transferring the
document to the manager to add his or her comments.

Access & Views

Fields

Buttons

Thispageis only accessible to the employee.

After the mid-year review has been submitted (document status is Submitted, Approved or
Acknowledged) this page only shows a message saying that the review has been submitted to the
manager.

When the mid-year review isin Drafted status the editable version is shown. When the employee
comes to this page (either through the step navigation or from Error! Reference source not
found.) introductory text is shown, followed by alist of the document steps that the employee has
completed.

In the editable version:

Thereis atext areawhere the employee can type comments that will be sent to the
manager in an email. These commentswill not be stored in the system.

Thereis an option to have a copy of the email sent to the employee. Thisoptionis
selected by default.

The Submit to Manager button updates the document status to Submitted and sends an email to the
manager (Needs to reference the standard email page...). The email will contain whatever
message the employee entered into the text areafield. If the “send copy” field was checked, the
same email is al'so sent to the employee.

For the actions of the other buttons see need reference to standard buttons section.



Mid-Year Approve (3.9)

GP5 | Kelley, Mike

All documents

Documents by Year | KTOs | Mideyear Review |

Share your feedback by approving the mid-year review ey

- -

-
‘/ Fagdl {' Ipdata { Frovide ABBESS "‘.\-rrc Approve
Dverview KTO= Camments Sirargths Devaloamen Flan the Review

Meeting with the employee is recommended

before approving the review.
[[]1 hawe met with this employee to discuss my feedback

Additional Comments (cptional):

Send a copy of this email to myself

K  QuIT FOR NOW ‘ I \RECOMMEND CHANGES‘ < GO BACK ” APPROVE REVIEW >

Overview

This page allows the manager to indicate that he or she is done adding comments and signal
acceptance of what the employee has written by formally approving the mid-year review. This
action locks both manager and employee comments.

Access & Views
This pageisonly accessible to the manager.

After the mid-year review has been approved (document statusis Approved or Acknowledged)
this page only shows a message saying that the review has been approved and returned to the
employee for acknowledgement.
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When the mid-year review isin Submitted or Manager Drafted status, the editable versionis
shown.

Fieds
In the editable version:

Thereis atext area where the manager can type comments that will be sent to the
employeein an email. These commentswill not be stored in the system.

Thereisan option to have a copy of the email sent to the manager. This option is selected
by default.

There is a checkbox where the manager can indicate that a meeting with the employee
occurred. Thisfield is optional and is not checked by default. If athe manager has
previously indicated that a meeting occurred, the checkbox should be checked.”

Buttons

The Approve Review button updates the document status to Approved and sends an email to the
employee (Needs to reference the standard email page...). The email will contain whatever
message the manager entered into the text areafield. If the “send copy” field was checked, the
same email is also sent to the manager.

The cancel button takes the user back to the previous page.
Open Issues

Where is the value of the “met with employee” checkbox displayed?

® Thiswould be the case if the manager approved the review and then the employee requested changes.



Mid-Year Recommend Changes (3.10)

GP5 | Kelley, Mike

All documents Documents by Year [ | i Midycar Revien

Recommend Changes = | orretie

Fomacd Upclate Prowice Axgems Wit Approe
1 Overign >2 KT8 > 3 Cameonts > 4 Sirangde > 5 Devaloprer Fien |HH| 6 thie Ry

Return the mid year review to this employee with
recommended changes.

Recommend changes:

Send a copy of this emall to myself [7]

Recomero coavGes )

Overview

If the manager does not want to approve the review, he or she can return the document to the
employee by recommending changes. This resets the document’ s status to Drafted and transfers
the document back to the employee to implement changes.

Access & Views

This page isonly accessible to the manager when the document is in the Submitted or Manager
Drafted states. If the document is not in one of these states, there should be no way to reach this
page and an error should be shown.



Fidds

Thereis atext areawhere the manager can type comments that will be sent to the employeein an
email. These commentswill not be stored in the system.

Thereisan option to have a copy of the email sent to the manager. This option is selected by
default.

Buttons

The Recommend Changes button updates the document status to Drafted and sends an email to the
employee (Needs to reference the standard email page...). The email will contain whatever
message the manager entered into the text areafield. If the “send copy” field was checked, the
same email is also sent to the manager

The cancel button takes the user back to the previous page.



Open Issues

Mid-Year Acknowledge (3.11)

GFPS | Kelley, Mike

All documents

Documents b!l' Year | KT | Mid-year Reviews

Complete this review by acknowledging

=
your manager’s feedback.
v/ a I - W i
£8. 2 @ .

Did you meet with your manager and discuss your review?

If you did meet, enter the meeting date: |:I
If you didn't meet, just click the acknowledge bution.

& QuITFORNOW ‘ [x REQUEST CHANGES

Overview

This page allows the employee to acknowledge the manager’ s comments and formally close the

review process. Thisisthelast step inthe mid-year review process. Onceit is completed, the
review is complete and visible to anyone with access rights to the document.

Access & Views

This pageisonly accessible to the employee.
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Before the mid-year review is Approved this page only shows a message saying that the review
will be acknowledged after it is approved by the manager.

When the mid-year review isin Approved status the editable version is shown. When the
empl oyee comes to this page (either through the step navigation or from Error! Reference source
not found.) introductory text is shown followed by the editable fields.

Fields
Thereis atext field where the employee can enter the date a review meeting took place. The field
isoptional.
Functionality
A calendar function should allow the employee to easily select the date that the meeting took place.
Buttons
The Acknowledge button updates the document status to Acknowledge.
For the actions of the other buttons see need reference to standard buttons section.
Open Issues
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Mid-Year Request Changes (3.12)

GPS | Kelley, Mike

All documents Documants by Year u | e Midyear Review

Request Changes Vorgon

wl
"iﬁ BEE yn'\”e Cavetapment « mit Tﬁclmowledge
il Elrenghs Flan T viEw Manager Feadback

.
Ve )Y

Return the mid year review to your manager with a request to change their
remarks. Please describe the changes you are requesting below.

Requested changes:

Send a copy of this email to myself

& QuIT FOR NOW REQUEST CHANGES

Overview

Asan alternate to acknowledging the review, this page allows employees to request changes to
what the manager has written. This unlocks the manager’s draft and transfers the document back
to the manager to implement changes. The document’ s status is set to manager draft.

Access & Views

This pageis only accessible to the manager when the document is in the Acknowledge state. If the
document is not in that states, there should be no way to reach this page and an error should be
shown.



Fidds

Thereis atext areawhere the employee can type comments that will be sent to the manager in an
email. These commentswill not be stored in the system.

Thereisan option to have a copy of the email sent to the employee. Thisoption is selected by
default.

Buttons

The Request Changes button updates the document status to Manager Drafted and sends an email
to the manager (Needs to reference the standard email page...). The email will contain whatever
message the employee entered into the text areafield. If the “send copy” field was checked, the
same email is also sent to the employee.

The cancel button takes the user back to the previous page.



Open Issues

Mid-Year Printable Version (3.13)

Mike Kelley
Mid-Year Review
Status; Ackmowlodged

KTO Update
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Overview

Thisisthe printable version of the mid-year review.



Access & Views

This pageisaccessibleto all userswith access rights to adocument through alink available on

each page of the mid-year review document.

The standard view of this document includes all comments added by the employee and the
manager. Each section of the document and their contents are shown in the same order as they
appear on the standard pages.

Content is suppressed from view based on the document’ s status and the current user.

Not Started Drafted Sumitted and Approved Acknowledged
Manager Draft
Employee N/A Employee’'s Employee's All All
comments comments
Manager N/A Nothing All All All
Others with N/A Nothing Nothing Nothing All
Access

Whenever content is not visible to a user, a message should be shown in its place indicating that
the content is not visible at thistime.

Whenever there is no content for a section a message should be shown indicating that thereis no
content to show.®

Administration Pages

Administration Page

Administration pages are available to the handful of userswith permissions to administer user profiles,
exercise super viewing rights, run reports, or update system settings. Like the home page, administration
pages load into the primary window of the application (not a popup window).

Administration pages are accessible through links in the top right corner of the primary window. These
links are only displayed to users with the appropriate access.

The specifications for the individual administration pages are detailed further in this document under the
Page-Level Specifications

® Thisislike the page on the electric bill that says “ This page intentionally left blank” and is there so that
people don’t wonder why content is“missing.”




User Administration (10.1)
GPS | Home | X

bip Home | g | Diractary | Sihas | Saarch & Archives

human resources global performance system GPS Home | Admirisration | Super Yiew | Repors | EAC | Log Off

| Users Documents | Competencies ! Domains |

Marme: Jefirey Coleman
Find a User
Functional Title: Systems Developmeant Manager
Mame |enter pame ] Group: Global Technology
| . Manager: i Change manager
Roe | select role "l lenag Tim Swan
Direct Reports: Anupa Arora
Group | SElect group | Leah Buley
Christine Lewis
Jason Willams
Juan Thomas  Web Developer Client Technol Al I
i oy B 1 Admin status: OYes @®MNo
Jill Richards  Sales Associate Intarnational Sales |
Reporler status: OYes  @bho
Jamas Li Account Rep International Salas
Heather Thomas Researcher Research & Analysis Add super view privileges
Super Viewer N L
Juan Thomas  Web Developer  Cliant Technology B Jeff currently has no superviewer privileges
rivilages:
Jil Richards Sales Associabe Internalional Sales
James Li Accaouni Rep Internalional Sales
Heather Thomas Researcher Research & Analysis Documents! Add document files
Juan Thomas  ‘Web Developsr Client Technology
Jil Richards  Sales Associate  Intemational Sales 2006
Jameas L Account Rep International Salas KTOs hange status | Share with others |
—_— Status:  Approved
Shares: Anupa Arora Systems Developer remove
Leah Buley Web Developer remove
Christine Lewis  Web Developer remove
Diane Lumley Manager, Global HR Cps
Jason Willlams  Systems Developer remove
Mid-Year Review Change status
Status:  Approved
Peer Review Remove
v
Overview

This page allows system administrators to manage settings associated with a user profile. From
here administrators can change the user’ s manager, assign administrator, reporter, or super viewer
status, share the given users documents with others, or change the status of existing documents.

Functionality

Buttons

Open |Issues
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