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HRIS CORE FUNCTION: LOGGING IN

HRIS Core Function

Logging In

Before you can login to the Fusion Human Resources Information System (HRIS) for the first time,
you receive an email from “donotreply@oracle.com” with a subject line of “New Account
Information”. This email contains your User ID, a temporary password, and a link to the HRIS
Fusion login page. After logging in for the first time, you will change your password and register
some challenge questions.

If you have not received your login credentials (or have forgotten your user name), email HRIS
Support at HRIS@unitedlex.com, or contact your system administrator.

¢ India — Sunil Kumar (+91-9818637887)
e US — Shweta Bhatia (913-209-4820) or James Wareham (913-333-3437)

1. Tologin, go to https://hcek.hcm.usl.oraclecloud.com/hcmCore/faces/HcmFusionHome.

2. Enter your HRIS user name and Fusion password and click on Sign In.

Enter wour single sign-on user ID and password.

User ID
127098 |

Password

|||||||... |
~
Sign In j

Forgot Password

HRIS — Employees’ User Guide 1
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HRIS CORE FUNCTION: GETTING STARTED

The HRIS Fusion Welcome Screen is displayed.

@UNITEDLEX g{]ggg; B

Links to access different modules in the new HRIS
& @& o 2
[ #)

+ Toupdate your internal resusse, 2pply to an

open job, or refer womecne for an open poriticn Team Talent Directory Personal
Lalee Recow

Information

"W B A B

Performance and Time Notifications
Career

@ * F

Navigator Getting Started Analytics

On some screens, the icons on the Welcome Screen are available on a horizontal bar
across the top the page. Their function is the same as on the Welcome Screen.

B & 2@ W & B @

Team Talent Directory Personal Performance and Social Notifications Navigator
Information Career

My Team =
V' Filter: Direct Reports Sort By |Name [v]

If the horizontal bar is not visible, click on the home icon to display the horizontal bar.

Getting Started
In addition to this User Guide, you can view online videos for additional training concerning your
personal information, the directory, and requesting absences.

HRIS — Employees’ User Guide 2



HRIS CORE FUNCTION: CHANGING YOUR TIME ZONE

1. To view the videos, from the Welcome Screen (or the horizontal bar of other screens), click
on Getting Started.

B o I a2

Team Talent Directory Personal
Information

ta Pt >

Performance and Notifications

Navigator Getting Started Analytics

2. You can view the available videos by hovering your mouse over the squares at the bottom
of the screen.

Getting Started with Oracle HCM Cloud: Directory

3. To watch the video (if permitted at your location), click on the square and then click on the
play icon.

Changing Your Time Zone

The default time zone for the Fusion HRIS system is CST. If your local time zone is not CST, or if
you are traveling across time zones, it may be necessary to switch the Fusion application to the
appropriate time zone.

1. Use the pulldown menu under your name and click on Set Preferences....

@© Donald Smith -
Sign Out

C Set Prefere FICES._D

Applications Help...

it

Directory Personal

HRIS — Employees’ User Guide 3



HRIS CORE FUNCTION: VIEWING AND EDITING PERSONAL INFORMATION

2. Under Preferences, click on Regional.

Preferences
Tasks

Regional
anguaae
Accessibility
Password
Proxies
Watchlist
Oracle WebCenter Portal

0

3. Use the Time Zone pulldown menu to select the appropriate time zone.

Time Format h:mm a (3:10 PM) m
(UTC-11:00) Pago Pago - Samoa Time (5T)
(UTC-10:00) Honolulu - Hawaii Time (HT)
Number Format | \ ;1 09.00) Alaska Time (AKT)
(UTC-05:00) Los Angeles - Pacific Time (FT)
(UTC-07:00) Phoenix - Mountain Time (MT)
(UTC-07:00) Denver - Mountain Time (MT)
UTC-06:00) Regina - Central Time

Currency

Time Zone

(UTC-05:00) Mew Yark - Eastern Time (ET)
(UTC-04:00) Canada Atlantic Time (AT)

(UTC-04:00) Santiago - Chile Time (CLT)

(UTC-03:00) Godthab - Western Greenland Time (WGET)

L e mm E oy

Note: For the India offices, select the Calcutta time zone.

(UTC+04:00) Dubai - Gulf Time (GT)
T TN EFT T goburg Time (YEKT)

TC+05:30) Calcutta - India Time (IT)
=" =L NFT)

U o o = ma
[UTC+06:00) Almaty - Alma-Ata Time [ALMT)

4. Click on Save.

* P | 2 ™M @ | Romadsmithv O

ncEl

Viewing and Editing Personal Information

You can use the Personal Information page to view and edit personal information, such as, contact
information and documents.

After you have made your edits, any change requests regarding your own personal contact
information, such as your address, are forwarded to Human Resources for approval, and you will
not be able to make any additional changes to your personal information until the first changes are
approved.

HRIS — Employees’ User Guide 4



HRIS CORE FUNCTION: VIEWING AND EDITING PERSONAL INFORMATION

Changes involving Contact Information and Documents are updated immediately and are not
forwarded to HR.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Personal
Information.

s L (=

Wi

Team Talent Directory Personal
Information

Performance and Time Notifications
Career

I o

Navigator Getting Started Analytics

Your My Details page is displayed.
My Details | Edit |

Contact Information

Work Phone 1-913-555-1882
Work E-Mail Kim.Smith@unitedlex.c...

Current Address 22215 W. 177th St.
COverland Park, KS 66062

‘ Johnson
l United States
Primary Mailing Current Address

Personal Contacts

Spouse Lara Smith

2. To make changes or additions to your personal information, click on Edit.

>

Motifications

HRIS — Employees’ User Guide



HRIS CORE FUNCTION: VIEWING AND EDITING PERSONAL INFORMATION

The Contact Information page is displayed.

Edit My Details: Contact Information

Contacts |~
Primary Type Details
- Work E-Mail Kim.Stone @unitediex.com
— Address <
—— Primary Mailing Current Address: 26215 W. 177th St_, Overland Park, KS

x
Type Current Address
Effective Start Date 2/25/15
Country United States
* Address Line 1 26215 W. 177th 5t
City Overland Park
State K3
ZIP Code 66062
Tax District
County Johnson

3. To view or edit other personal information pages, click on the My Information bar.

Contact Information

]

] ]

Contacts

Documents

i

Note: Contact Information contains your own personal information. Contacts contains
others’ information.

HRIS — Employees’ User Guide 6



HRIS CORE FUNCTION: VIEWING AND EDITING PERSONAL INFORMATION

4. To edit a page, click on the pencil icon.

Effective Start Date 1/1/90
Last Mame Stone
First Mame Kim
Title

5. To add family members and/or an emergency contact, click on the Contacts icon
then click on =. Provide information about the contact, including phone numbers. At a

i

, and

minimum, you must fill out the contact’s relationship to you, and their first and last name.

— Contacts @

S~~~ No data toMsplay.

Edit My Details: Contacts

Note: All employees are required to have an emergency contact listed within HRIS. Be sure

to add your emergency contact’s phone number(s).

Effective Start Date
Emergency Contac

« Relationship

4124115

Spouse

* Last Mame |Jones

HRIS — Employees’ User Guide



HRIS CORE FUNCTION: VIEWING YOUR COMPENSATION

6. To provide information concerning your documents (citizenship papers, driver’s licenses,

passports, visas, and permits), click on the Documents icon , and then click on the ==
next to the type of document about which you want to provide information.

Citizenships =

Passports

Edit My Details: Documents

L Driver's Licenses -

7. After making your edits, click on Save and Close.

( Save and Close m

Viewing Your Compensation

1. From the Welcome Screen (or the horizontal bar of other screens), click on Personal

Information.

My Team Team Talent

W @

Performance and Time
Career

® *

Navigator Getting Started

N

Directory Personal

Information

Notifications

Analytics

Your My Details page is displayed.

HRIS — Employees’ User Guide



HRIS CORE FUNCTION: VIEWING LEAVE/PAID TIME OFF (PTO)/ABSENCE BALANCES - US/UK

. L = |/
2. Click on the Compensation icon E'.."' .

My Details

Your salary information is displayed.

- Compensation

_ Salary

= Salary 80,000.00 USD Annually
. Grade PROD-Grade M

5 |

E‘a‘p" Last Change 7.8% (2/22/15)

YTD Change 7.9%
Last Year Change 5.0%

Note: India employees can view their bank account information by clicking on the Pay
icon EO .

Viewing Leave/Paid Time Off (PTO)/Absence Balances — US/UK

Salaried employees in UnitedLex Corp and all UK employees can view any absence balances for
which they may be eligible from the Accrual Balances list. Non-exempt employees in UnitedLex
Corp must continue to use their current process to view absence balances. For UnitedLex India
employees, see Absence Management - India Employees on page 16.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

@ a2 &

Team Talent Directory Personal
Information

BE = »

Performance and Time Social Notifications
Career

®) ¢ &

Navigator Getting Started Analytics

HRIS — Employees’ User Guide 9



HRIS CORE FUNCTION: VIEWING LEAVE/PAID TIME OFF (PTO)/ABSENCE BALANCES - US/UK

Note: You can also access your dashboard by clicking on the Navigator icon along the top
of the page.

Your Dashboard is displayed.
2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
My Portrait
Time

Goals
Performance

Tools
Customization ~
File Import and Export

Person Gallery
Oracle Social Network

3. Click on Manage Absence Records.
FREUD-ULT Cearming &

Department
Development )
Manager "Donna Mellven Contact Information
Hire Date 9/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.cq
({ Manage Absence Records ) )
Snge Martal Status Contact Points
Find Best Fit Jobs P 11501 Outlook
Find Best Fit Persons Work Address OVERLAND PARK, 66211
Manage User Account . UNITED STATES
All Adtions... Building
Floor

HRIS — Employees’ User Guide 10



HRIS CORE FUNCTION: REQUESTING LEAVE, PTO, OR OTHER TYPES OF ABSENCES

Your Accrual Balances list is displayed. The plans available in the Accrual Balances list vary
by location.

Person Gallery
Search  Organization Chart My Portrait  Manage Absence Records: Abner Smith =

View = | Format » Add Dates Last six months Absence Type Status

Absence Type

PTO Leave ULC Hrs
PTO Leave ULC Hrs
FTQ Leave ULC Hrs

Accrual Balances

Flan Balance Calculation Date Balance
Bereavement Leave Plan ULC 123115 3 Days
Bereavement Leave ULC 0 Days
FMLA Leave type ULC_hrs 123115 480 Hours
Jury Duty Plan ULC 0 Days
Military Leave Plan ULC 0 Days
PTO Accrual Plan ULC Hrs 123115 90 Hours
Yoting Leave Plan ULC 0 Days

Requesting Leave, PTO, or Other Types of Absences

Salaried employees in UnitedLex Corp and all UK employees can request absences using My
Portrait in the Fusion HRIS system. Non-exempt employees in UnitedLex Corp, must continue to
use their current process to request absences. For UnitedLex India employees, see Absence
Management - India Employees on page 16.

Note: You can also request an absence retroactively for unplanned absences such as illnesses or
bereavement.

1. From the Welcome Screen (or any other screen), click on Navigator.

B @& & 2

My Team Team Talent Directory Personal
Information

p L ®

Performance and Notifications
Career

Analytics

Your Dashboard is displayed.

HRIS — Employees’ User Guide 11



HRIS CORE FUNCTION: REQUESTING LEAVE, PTO, OR OTHER TYPES OF ABSENCES

Note: You can also access your Dashboard from other pages by clicking on the Navigator

icon along the top of the page.

2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
Time
Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network

3. Click on Manage Absence Records.

Department PRUD-ULT Leaming &

Floor

Development )
Manager "Donna Mellven Contact Information
Hire Date 9/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.cq
{ Manage Absence Records ) )
ange Mantal Statis Contact Points
Find Best Fit Jobs P 11501 OQutlook
Find Best Fit Persons Work Address OVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building

= Pl =y

The Manage Absence Records page is displayed.

HRIS — Employees’ User Guide
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HRIS CORE FUNCTION: REQUESTING LEAVE, PTO, OR OTHER TYPES OF ABSENCES

4. Click on Add.
-
aUNrI‘EDLEx A iRunway”

Person Gallery
Search  Organization Chart My Portrait Manage Absence Records:

View v Format- ( [5f Add Dates Ab

Absence Type

5. Click on the Absence Type pulldown menu and select the type of absence you are
requesting. The selections available in your pulldown list vary by location.

Add Absence Record

* pbsence Type

Bereavement Leave ULC UnitedLex Corporation
Client Heliday ULC UnitedLex Corporation
FMLA ULC UnitedLex Corporation

Jury Duty ULC UnitedLex Corporation

Leave Without Pay ULC UnitedLex Corporation
Military Leave ULC UnitedLex Corporation

Paid Time Off ULC UnitedLex Corporation
Voting ULC UnitedLex Corporation

Sawve and Cl

The Add Absence Record page is displayed.

6. Select Single day if you are requesting only one day.

Add Absence Record

* Absence Type PTO Leave ULC Hrs Unitai[ v |

Details

gle dw
* Start Date )

Note: If your absence is recurring, click on Advanced Mode > Add Weekly Recurrences.

HRIS — Employees’ User Guide 13



HRIS CORE FUNCTION: REQUESTING LEAVE, PTO, OR OTHER TYPES OF ABSENCES

7. Use the Start Date pulldown menu to select the day you want to start your absence.

Details
L] single day
* Start Date [ * End Date
* End Time
# March [v] 2015 % p
Balance |

S5UN MON TUE WED THU FRI SAT

i 2 3 4 5 & 7
&8 9 10 11 12 13 14

15 16 17 18 139 20 21

22 23 24 25 ™ 27 28
9 30 31 1 2 3 L

8. If you are requesting multiple days, use the End Date pulldown menu to select the last day
of your absence.

9. If you are requesting less than 8 hours, enter the Start Time and End Time. Otherwise,
leave the default entries.

Note: Hourly leave applies only to UnitedLex Corp employees.

10. Optionally, enter any comments concerning your request.

11. Use the Descriptive Information pulldown menus and select whether you will be available
on phone and email, and then click on Submit.

Descriptive Information

Available on Phone  Yes -

Available on Email Mo -

Context Segment ﬂ

Save and Close v@ Cancel

Note: If you save and close without submitting the request, you can later open and submit
the request by clicking on the request date and then Submit.

Person Gallery
Search = Organization Chart | My Portrait

View » Format « Add Dates

Dates Al
Pd
P4
P4

4/23/15 - 4/24/15

12. Click on OK to confirm.

HRIS — Employees’ User Guide 14



HRIS CORE FUNCTION: REQUESTING LEAVE, PTO, OR OTHER TYPES OF ABSENCES

After your request has been approved (or declined), you receive an email notification.

g Rausmik Gar RETHITIg Manager - JRooararmg
|  HCM-HCEK-TEST-SEMDER.. FYLAbsence Record Creation has been Approved

Hikd Hi"FE TECST CERIMED Artimem Damnirad:Tarmimatisnem far Caem Tactd CANY 39 (0

Deleting an Absence Request

You can delete an absence request after you have submitted it, either before or after it has been
approved, or even after the requested date has passed (if, for example, you requested an absence
but did not take it).

To edit an absence request, delete the original request then add a new one. (To add a new request,
see Requesting Leave, PTO, or Other Types of Absences on page 11.)

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B @& & 2

Team Talent Directory Personal
Information

s A 6

Performance and Social Notifications

Analytics

Your dashboard is displayed.

HRIS — Employees’ User Guide 15



HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
Time
Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network

3. Click on Manage Absence Records.

Department PRUD-ULC Learming &
Development .
Manager "Donna Mellven Contact Information
Hire Date §/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.c
Manage Absence Records 3
Srge FIantal SEatos Contact Points
Find Best Fit Jobs N 11501 Outlock
Find Best Fit Persons Work Address QVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building
Floor

= -

4. Click on to delete the request.

Search  Organization Chart My Portrait = Manage Absence Records: Betty Smith x

Absence Type Duration Status
PTO Leave ULC Hrs 9 Hours %3 Awaiting approval 8

View = Format Add Dates Last six months Absence Type Status =+

Dates
3/18/15

5. Click on Yes to confirm.

A request to withdraw approval for the absence is forwarded to your manager.

Absence Management - India Employees

Viewing Leave, Attendance Regularization, and Absence Balances

UnitedLex India employees can view any absence balances for which they may be eligible from the

Accrual Balances list.

HRIS — Employees’ User Guide 16




HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

Directory Personal
Information

»

Performance and ] Notifications
Carser

Navigator Getting Started Analytics

Note: You can also access your dashboard by clicking on the Navigator icon along the top
of the page.

Your Dashboard is displayed.
2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information
My Account

Time

Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network

HRIS — Employees’ User Guide 17



HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

3. Click on Manage Absence Records.
PRUD-ULL Learming &

Department
Development )
Manager Donna Mellven Contact Information
Hire Date 9/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.cq
({ Manage Absence Records ) i
Srge TIartal Satus Contact Points
Find Best Fit Jobs ‘ 11501 Qutlook
Find Best Fit Persons Work Address OVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building
Floor

You Accrual Balances list is displayed. The plans available in the Accrual Balances List vary
by location.

ik, rdudeg an .+

W

Maruge Tew Crds Mastas Al Recardh ©

A LS O L LI LD
Wi - MA1S Frod_kiwrdancs FiguJsrason LB
18- 10 O L L

Frocd_Camssl Sk Lnwer Pl LY
Frod_Compammondds Leses LD
ot s Lbdes AL THH

il Terure Lingren P L 1Eah & D

Requesting Leave, Earned Leave, Causal Sick Leave, or Other Types of Absences
India Employees can request absences using My Portrait in the Fusion HRIS system.

Note: You can also request an absence retroactively for unplanned absences such as
Compassionate Leave, Earned Leave and Causal Leave etc.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.
@ s 2

Directory Personal
Information

s O 3

Social Notifications

Navigator Getting Started Analytics

HRIS — Employees’ User Guide 18



HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

Note: You can also access your dashboard by clicking on the Navigator icon along the top
of the page.

Your Dashboard is displayed.
2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
My Portrait
Time

Goals
Performance

Tools
Customization ~
File Import and Export

Person Gallery
Oracle Social Network

3. Click on Manage Absence Records.

Department FROD-ULC Learming &
Development )
Manager "Donna Mellven Contact Information
Hire Date 9/1/11 Communication Methods
Phones
E-Mail Details
Actions Waork E-Mail Kim.Smith@unitedlex.cq
({ Manage Absence Records ) )
SnG TIarTal St Contact Points
Find Best Fit Jobs P 11501 Qutlook
Find Best Fit Persons Work Address OVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building
Floor

The Manage Absence Records page is displayed.

HRIS — Employees’ User Guide 19



HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

4. Click on Add.
-
@UNITEDLEK A iRunuway’

[P \o -

Person Gallery
Search = Organization Chart My Portrait  Manage Absence Records:

View v Format- ( [5f Add Dates Ab

Absence Type

5. Click on the Absence Type pulldown menu and select the type of absence you are
requesting. The selections available in your pulldown list vary by location.

Note: “Floating Holiday” is listed as one of the leave types.

tions - Windows Internet Explorer

cloud.com/hcmWorkforceMgmt/faces/Wfr 1d=%3B%3B%3B %3Bfalse %3B256 %38 %36 %3

indreds missing as C... ~

plic...

Add Absence Record

* Absence Type

Mo Biometric ULB LinitedLex B
Prod_Adoption AF ULB United |
= Prod_Attendance Regularizati
Prod_Casual Sick Leave ULE Uj
Prod_Compassionate Leave U
Prod_Compensatory Off ULB
Prod_Farned Leave LLE Urite

Prod_Fioating Holiday ULB Unii
Prod_Leave without Pay ULB

Prod_PAT LLE Days UnitedLe
Prod Tenure Leave LLE Linitel

Note: You cannot apply for two leave types for the same time frame. Either cancel one
leave type first and then apply the other leave type, or split the leave and then apply.

6. Select Single day if you are requesting only one day.

Add Absence Record

* Absence Type PTO Leave ULC Hrs Unitei|[ v |

@ gle day
(&

* Start Date

Details

Note: If your absence is recurring, click on Advanced Mode > Add Weekly Recurrences.
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HRIS CORE FUNCTION: ABSENCE MANAGEMENT - INDIA EMPLOYEES

7. Use the Start Date pulldown menu to select the day you want to start your absence.

Details
L] single day
* Start Date [ * End Date
* End Time
# March [v] 2015 % p
Balance

SUM MOM TUE WED THU FRI SAT
i 2 3 4 5 & 7
8 8 10 11 12 13 14

15 16 17 18 139 20 21

22 23 24 25 ™ 27 28
9 30 31 1 2 3 L

8. If you are requesting multiple days, use the End Date pulldown menu to select the last day
of your absence.

Your remaining balance is visible in the balance field.

Add Absence Record

* Absence Type Prod_Earned Leave ULB Urj

Details Advanced Mode
W single day
*StartDate  11/6/15 & End Date
Start Time End Tims.

Balance 6.5 Day:

Duration 1 Days

Comments

9. Optionally, enter any comments concerning your request.

10. Use the Descriptive Information pulldown menus and select whether you will be available
on phone and email, and then click on Submit.

Descriptive Information

Available on Phone  Yes -

Available on Email Mo -

Context Segment ﬂ

Save and Close v@ Cancel

11. Click on OK to confirm.

After your request has been approved (or declined), you receive an email notification.

@ FaUsHIE Bar RE HITIg Manager - ORooararrg
|  HCM-HCEK-TEST-SEMDER.. FYLAbsence Record Creation has been Approved
Hi"hd Hi"E TECT CERIMED Nrtinm Dannirad:Tarminationn far Carm Tactd AR 38 (7
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Deleting an Absence Request
You can delete an absence request after you have submitted it, either before or after it has been
approved, or even after the requested date has passed (if, for example, you requested an absence

but did not take it).

To edit an absence request, delete the original request then add a new one. (To add a new request,
see Requesting Leave, Earned Leave, Causal Sick Leave, or Other Types of Absences on
page 18.)

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

(2} D 7 2
My Team Team Talent Directory Personal
Information

” Pt ‘

Performance and Social Notifications
Career

Analytics

Your dashboard is displayed.

2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
Time
Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network
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3. Click on Manage Absence Records.

Department PRUOD-ULC Learming &
Development )
Manager "Donna Mellven Contact Information
Hire Date  9/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.c
Manage Absence Records )
Tnge Martal States Contact Points
Find Best Fit Jobs N 11501 Qutlook
Find Best Fit Persons Work Address OVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building
Floor

4. Click on to delete the request.

[zisns Prod_Attendance Regularization LB 1 Days ¥ Awaiting approval

5. Click on Yes to confirm.

A request to withdraw approval for the absence is forwarded to your manager.

Requesting Attendance Regularization on No Bio Metric Days

India Employees can request attendance regularization on no Bio-Metric days from My Portrait in

the Fusion HRIS system.

Note: You can also request an absence retroactively for No Bio-Metric.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B 8 & 2
: [ #]

Team Talent Directory Personal

Information

7 Pt ‘

Performance and Notifications
Career

Navigator Getting Started Analytics

Your dashboard is displayed.

HRIS — Employees’ User Guide
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2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information
My Account

Time

Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network

3. Click on Manage Absence Records.

Department PRUD-ULC Learming &
Development .
Manager "Donna Mellven Contact Information
Hire Date §/1/11 Communication Methods
Phones
E-Mail Details
Actions Work E-Mail Kim.Smith@unitedlex.c
Manage Absence Records 3
Srge FIantal SEatos Contact Points
Find Best Fit Jobs N 11501 Outlock
Find Best Fit Persons Work Address QVERLAND PARK, 66211
Manage User Account o UNITED STATES
All Actions... Building
Floor

= -

4. Click on to delete the request on No Bio-Metric.

Marage Teee Cardds Haintain Absence Records «

Veww Formatw [Fadd Dates Lastsiveonths = | Absence Type =] suas = =
Dates Bepene Type iy Duration Stabus

I LS Mo Besne i LLE 1 Durys of Compicied
s Pio Bometric LB 1 Deays o Compieted

The cancellation must be approved by Manager before applying for any leave/Attendance
Regularization.
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Apply for Leave or Attendance Regularization

5. Click on Add.

Person Gallery
Search  Organization Chart My Portrait  Manage Absence Records:

View » Format» ([ Add Dates Ab

Absence Type

6. Click on the Absence Type pulldown menu and select the type of absence you are
requesting.

Add Absence Record

= Absence Type

No Biometric ULB UnitedLex BH
Prod_Adoption AF ULE United| |
= Prod_Attendance Regularizati
Prod_Casual Sick Leave ULB U]
Prod_Compassionate Leave U|
Prod_Compensatory Off ULB
Prod_Earned Leave ULB Unitef
Prod_Floating Holiday ULB Uni
Prod_Leave without Pay ULB
Prod_PAT ULB Days UnitedLe:
Prod_Tenure Leave ULB Unitef

7. Select Single day if you are requesting only one day.

Add Absence Record

* Absence Type PTO Leave ULC Hrs Unitai[ v |

@ gle day
)

* Start Date

Details

Note: If your absence is recurring, click on Advanced Mode > Add Weekly Recurrences.

8. Use the Start Date pulldown menu to select the day you want to start your absence.

Details
] Single day
* Start Date [ * End Date
' * End Time
# March 2015 5B |
Balance D
S5UN MON TUE WED THU FRI SAT
1 2 3 4 5 & 7
8 8 10 11 12 13 14
15 16 17 18 19 30 21
22 23 324 35 26 37 18
29 3 3} 1 2 3 4
| —|
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9. If you are requesting multiple days, use the End Date pulldown menu to select the last day

of your absence.

10. Use the Reason pulldown menu to select the reason for your absence.

[¥ single day
* Start Date £
Start Time
Duration 0 Days

*Reason hd

Comments

Company Paid Leave

Domestric Travel
Election day
International Travel
Legislative Inforion Duty
Weekly Off
Context Seament | |work From Home

End Date
End Time
Balance [5]

11. Optionally, enter any comments concerning your request.

12. Use the Descriptive Information pulldown menus and select whether you will be available
on phone and email, and then click on Submit.

Descriptive Information

Available on Phone  Yes

Available on Email Mo

Context Segment

Save and Close | »(| Submit [} Cancel

Using the Availability Calendar
You can use Fusion’s Availability Calendar to quickly check the status of your absences.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

® o
? Wi

Team Talent

L

Performance and
Career

Your dashboard is displayed.

HRIS — Employees’ User Guide
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2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
Time
Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network

3. Click on Availability.

“ 4 «d
Activities and Interests Availability Career Planning
Contact Information
Communication Methods Edit
Phones
Home Phone 9811838519 % 45

A calendar is displayed, allowing you to check the status of your absences.

© e o @

Actvities and Interests Availability Career Planning Compensation Contact Information  Bevelopment and Growth
B o
Availability

o 31 1 2 3 4 5 5

8:30 AMNo BiometricULB  8:30 AM Normal Working ot 8:30 AM Normal Working Hot 8:30 AM Normal Working Hot 8:30 AM Normal Working Hot
7 3 9 1 u 2 3

8130 AM Normal Working HoL | 5:30 AM Normal Working ot 5:20 AM Norma Viorking ot | 5:30 AM Normal Warking Hot 5:30 AM Normal Working Hot
1 15 % 17 18 1 »

Important Points Concerning Absence Management
e All Leave Accruals occur at the end of each month.
e Because the accrual is happening at the end of a month, Earned Leave and Casual Sick
Leave can be applied negatively (1.5 and 1, respectively).
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o Employee will be able to apply for future-dated, non accrued leaves within the current
calendar year. (For example, if you are entitled to 18 Earned Leave days, the days accrue at
1.5 days per month. However, you may apply for up to 18 days leave anytime during the
year — you do not have to wait until the leave has accrued.)

Viewing the UnitedLex Directory

You can use the directory to search for anyone in the UnitedLex enterprise (US, India, iRunway,
UPS and UK) to view their organizational structure, email address, contact information, job title ,
and picture.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Directory.

& o (&) =

" Wi

My Team Team Talent Directory Personal
Information

" B = &

Performance and Time Social Notifications
Career

® ¢

Navigator Getting Started Analytics

Your immediate organizational structure is displayed.

a ,', - 2

Directory

2. To view other employees’ organizational information, click on | <
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3. Enter the employee’s first or last name and click on &g -

Q Linda (e

| Mo search conducted.

Note: Click on Advance Search to refine your search criteria.

A list of employees is displayed that meet your search criteria.

4. Click on the employee’s name to view their contact information and office location, or click
on the directory icon to view their organizational structure.

(m linda.narci@discar...
HRODFRECTaier

5. To expand the employee’s direct reports (if any), click on the triangle below their picture.

Janit Desi Jett Slade Manjit Bug

0O
)

[

é

Note: You can access a matrix view of the directory by selecting Directory > | % | >
Advanced Search > Organization Chart tab > View Matrix Chart.

Editing Your Email and Phone Information

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

iy din a
[ §)
Team Talent Directory Personal
Information

I

Performance and Notifications
Career

Analytics
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Note: You can also access your dashboard by clicking on the Navigator icon along the top
of the page.

Your Dashboard is displayed.
2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information

My Account
My Portrait
Time

Goals
Performance

Tools
Customization ~
File Import and Export

Person Gallery

Oracle Social Network

3. Inthe Contact Information panel, use the Edit pulldown menu to select the communication
type you want to edit.

el )~ 4
jvities and Interests Availability Career Planning
nation
n Methods Edi Work Location
Phone Details u
prk Phone 1-913-555-1882 % {5 E-Mail Details | 3
I Other Communication Accounts |u Leg
ork E-Mail Kirk.Smith@unitedlex.com <« Order of Preference |
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4. To enter a new phone or email address click on ar

Edit Phone Details

View ~ Format 3 <l Wrap
Primary  * Type Country
3 [l Work Phone [ ~]  United

5. Enter the information and click on Save and Close.

Edit Phone Details

View ~ Format~ o 3¢ < Wrap
Primary * Type Country Code Area Code  * Number
» I Work Phone [~|  United States 1(+| 913 555-1882

Extension

From Date
3/13/15

Tao Date

) )

' Save and Close tancel

6. The updated information is displayed on your My Portrait page.

Contact Information
Communication Methods

Phones

{ Work Phone 1-913-555-1@ =

E-Mail Details
Work E-Mail Kim.Smith@unitedlex.com «*

Changing Your Marital Status
You can use My Portrait to change your marital status. Do not change your name in the system until
after you have legally changed it.

HRIS — Employees’ User Guide

After you have made your edits, changes to your marital status and name changes are forwarded to
Human Resources for confirmation, and you will not be able to make any additional changes to your
matrital status or name until the first changes are approved.
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1. From the Welcome Screen (or any other screen), click on Navigator.

2} an din 2
[ §)
Team Talent Directory Personal
Information

L @B = &

Performance and Time Notifications

Career

@ *

Navigator Getting Started Analytics

Note: You can also access your dashboard by clicking on the Navigator icon along the top
of the page.

Your Dashboard is displayed.
2. Click on My Portrait.

Navigator

Welcome Dashboard

My Information
My Account

Time

Goals

Performance

Tools
Customization -
File Import and Export

Person Gallery

Oracle Social Network
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3. Click on Change Marital Status.

Department Development

Manager Donna Mellven
Hire Date 9/1/11

Find Best Fit Persons
Manage User Account
All Actions...

= - =

PRUD-ULT Learmming &

Contact Information
Communication Methods

Phones

E-Mail Details
Waork E-Mail Kim.Smith@unitedlex.cq

Contact Points

11501 Qutlook
OVERLAND PARK, 66211
UMNITED 5TATES

Building
Floor

Work Address

4.

Use the pulldown calendar to select the date that the change was (or will be) effective.

Change Marital Status
Marital Status
* Effective Start Date  3/12/15 B
. = w
¥ March w015 5 b
SUN MOM TUE WED THU FRI SAT
Name i 2 3 4 5 & 7
8 9 10 11 12 13 14
GlobalN | ;5 ;¢ 17 18 19 20 =
22 23 24 25 326 27 128
22 2 3} 1 2 3 4

5. Use the Marital Status pulldown menu to select your new status.

Marital Status

Name

Global Name
Last Name Smith

* Effective Start Date | 3/10/15

Marital Status [
Civil union

Commaon-Law

Divorced

Legally separated

Married

Reqistered domestic partner
Single

Widowed

e

First Hame Bonal

HRIS — Employees’ User Guide
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6. If your name changed as a result of the change in marital status, click on Edit.

Change Marital Status

Marital Status

* Effective Start Date  3/10/15 B
Marital Status Married ﬂ

7. Make any necessary changes to your name.

Edit Name

Mame Style United States
Global-Name Language
* Last Name Smith

* First Name Donna

Title [w]

8. Click on OK.

The name change and marital status is forwarded to HR for confirmation. The change is not
reflected in HRIS until it is approved by HR.
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Goal Management
Goal management consists of creating, maintaining, and tracking your goals and the tasks that
need to be performed to complete your goals.

You have two types of goals:

o Performance Goals — objectives established for specific duties associated with your current
job position that are related to the company’s overall goals. Performance goals may consist
of one or more tasks. Your evaluations are based upon your completion of these goals.

o Development Goals - increase your knowledge and skills related to your current or future
job position. Attainment of these goals are not directly related to your evaluation.

Note: BPO and iRunway employees will not be using development goals for fiscal year
2015. The US and UK will create and approve development goals at the beginning of
the rating period.

Performance Goals

Viewing and Adding a Performance Goal
You can add new goals for yourself, or you can add a goal that already exists from the goal library.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

& ®© & &
4 [ §)

Team Talent Directory Personal

Information

" B = 5

Performance and Time Notifications
Career

@ *

Navigator Getting Started Analytics

Your Dashboard is displayed.
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2. Under My Information, click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time
Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.
Goals

Hide Personal Information

Mame "R
Assignment Number E
Position 5
l Location"C
Performance Goals) Development Goals  Personal Goals

View  Current Goal LV

The Performance Goals page is displayed. Your current performance goals are listed.

Performance Goals Development Goals  Personal Goals

View  Current Goals

Actions ~ View ~ Format- o Add Goal =, Print Goals

» Retention

» Performance management
> One O One

Columns Hidden 6

Note: The first time you view your goals, you may already have some goals listed that were

submitted by your manager to HR. If no goals are listed, work with your manager to
add your goals.
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4. To add a performance goal, click on Add Goal.

Performance Goals Development Goals  Personal Goals
View  Current Goals
Actions « View » Format » (o Add Goal IEI Print Goals

Goal Name

» Retention

= Performance management

» One O One

Columns Hidden 6

5. Perform one of the following:
e To add a goal from the goal library - select Add from goal library and use the Goal
Name pulldown menu to select a goal. See Searching the Goal Library on page 43 for
instructions on using the goal library search function.

Note: You cannot change the name of goals that have been added from the goal library.

Add Performance Goal

* Goal Name Communication
Description ‘Communication
Client Centric

ASDASa
Priofity Cace Management
Start Date Client Centric
Target Completion Date CI!ent Cummun!cat!on
Client Communication & Engagement
Status  Communication
IP_Associate_Communication
IP_Associate_Process Compliance
| 55 fA=senciate Tnitiative

Completion Percentage

e To add a new goal - enter the goal name.

Add Performance Goal
(®) New goal ) Add from goal library
* Goal NamG"rwidE end wser support for Vidyo }

Description

Priority Medium| w |
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6. Enter a brief description of the performance goal.
Add Performance Goal

® New goal () Add from goal library
* Goal Mame Provide end user support for Vidyo

Description{” Respond to calls and emails requesting assistance )

Priority Medium| v |

7. Select the goal’s priority, and enter the start date and target completion date. Both dates
must be within the current review period so that the goal can be transferred to your
performance document.

Priorify High
Start Dafe 8/14/15
Target Completion Dale 331716

Note: If a goal is ongoing, enter the end of the rating period for the target completion date.

8. Select the goal’s current status.
on Date 3/31/16 E‘"@

Stab
In progress
centadg | Completed

If the status is Not Started or Completed, the completion percentage is auto populated (“0”
or “1007, respectively).

9. If the status is In progress, select the approximate percentage of completion.
Status ' In progress| ¥

Completion Percentag

10 Save | | Submit

Note: You may select Save at any time if you do not want to submit the goal at this time and
want to complete it later (you will be returned to the Performance Goals page). To
return to it later, see Completing a Draft Goal on page 50.

10. To continue adding the performance goal, click on More Details.
SLIG £ ]

it started ﬂ
v

More Details

Save || Submit || Submit and Add Another || Cancel
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11. A Goal Plan is a list of goals for specific roles. Goals named “Goals_[Rating Year]” are
blank goal plans.

If you only have one goal plan listed, leave it selected.

Goal Plan

Indude in Goal Plan { [ Goals_15-16

Start Date 4/1/15 End Date 3/31/16 Priority Hedium Weight

If you have more than one goal plan listed, do not select the plan named “Goals_[Rating
Year].”

Goal Plan

Indude in Goal Flan [ | Goals_15-16

Start Date 4/1/15 End Date 3/31/16 Priority Hedium Weight

@ ULE_People ManageD

Start Date 4/1/15 End Date 3/31/16 Priority Hedium Weight

12. Click on Weight for the selected goal plan.

rt Date 4/1/15 End Date 3/31/16 Priority Hedium

13. Enter the weight for the goal. Total goal weights must add up to 100.

Goal Weights
ULB_People Manager : Provide end user support for Vidyo
Goal
Goals Status Weights
Provide end user support for Vidyo 4
Performance management [ 40
Professional Development ] 40
Total 100
QK | | Cancel
14. Click on OK.

15. Click on the Measurement expansion triangle to expand the measurement section.

@"Ieasu rement

Success Criteria and Addi
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16. Click on the Type pulldown menu and select the type of measurement that will be used to
measure success.

Measurement

17. Enter a name for the measurement.

Measurement
Type Qua nﬁtatiueﬂ

Juceessful resolution of problems

Toroot Tiomnm Blimimssins \.JI

18. If the measurement is quantitative, complete the following fields (if the measurement is

gualitative, skip this step):

e Target Type — indicate whether the target is a “no greater than” (Maximum) value, or a
“no less than” (Minimum) value.

e Target Value — enter the numerical value of the qualitative measurement

e Actual Value — leave blank initially (unless you already have measurable data for the
goal). Enter the actual value as you begin to achieve measurable results.

¢ Unit of Measurement — indicate whether the target value is a Currency, a quantity
(Number), or a Percentage.

*Name Successful resolution of problems

Target Type Hinimumﬂ { Target Value EJD @ual Value )

nit of Measurement Percent ﬂ

raernare | nnnnnonte

19. Enter any comments to clarify the measurement.

Measure-spedific Comments Calls that are user-resolved before completion are not included in the total.
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20. In the Success Criteria field, enter an explanation of how you have accomplished this
performance goal and a summary of how your individual tasks were accomplished. To
ensure that it is clear who wrote the comment, add your initials after the comment.

Success Criteria and Additional Details

Success Criteria  Tahoma ] 1; B @@ ||@ 7

11/14 — From August through COctober, | successfully resolved
B4% of all assigned tickets - 10J

Note: BPO and iRunway employees use this field to list tasks and update the
accomplishments of the tasks.

pr— — 11—

21. Use the Level pulldown menu to select Stretch or Target.
e Stretch — difficult or complex goals that are outside what is normally expected.
e Target — goals that fall under normal job responsibilities.

evel

ctratch |
Cadggory | Target J bl

"

22. Optionally, use the Category pulldown menu to select the type of company goal that is
supported.

Level Target ﬂ

Category
Source Career
Employee Related
Comments Community
Customer Related
Customer satisfaction

Financial
Other
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Note: You can add one or more attachments or links to additional information by clicking on
the appropriate % link.

nal Details

Success Criteria  Tahoma [~] 1; B @O g ||E| # .; ]

-
=3 EE &% &2

BJIU s, ¢85 =

Success is achiewved when the user receives a "issue resolved” email and does net reply within 3 business days.

Level Target [w] Attachments None b
Category Business Processes bl Aligned to Goal None +
Source Waorker % Related Link None 9P

23. Optionally, you may share the goal with another employee. The employee determines
whether to accept the goal into their set of goals.

a. To share a goal with another employee, click on Search and Select.

Share

View v Format~ | o Search and Select ) 3¢ Dele

Name
Mo data to display.

b. Enter the search criteria for the employee and click on Search.

Search and Select: Person

Search
** At least one is reguired
** Name  Gary Garvey
** Department
** Job
** E-Mail

c. Highlight the employee with whom you want to share the goal, and click on Done.

d. Use the Share tasks pulldown menu to select Yes if you also want to share the
associated tasks.

View » Format- o Search and Select 3§ Delete

Name Department Job Share tasks
3 .Garvev, Gary PROD-ULC Leamning & Development PROD-Instructional Designer

u Y
= Miller, Ron PROD-ULC Learning & Development PROD-Manager Of Learning And Development —
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Note: The employee with whom you share the goal has the option of accepting or
declining the goal. They can also edit everything except the goal name.

24. Click on Submit (in the upper-right corner).

) @ @ |Dondones > O
8, Social m:EI
Last Updated 5/12/15

Updated By 25046

25. Click on OK to confirm. You receive an email indicating that the goal has been forwarded to
your manager for approval.

You receive another email notification after your manager either approves or rejects your
goal.
Searching the Goal Library

1. From the Add Performance Goal window, select Add from goal library and use the Goal
Name pulldown menu to select Search....

Add Performance Goal

O New ao (®) Add from goal IibraD

* Goal Name
Description ASDASa
Case Management
Client Centric
Priority Client Communication
Client Communication & Engage:
Communication
Target Completion Date External Communication
Statys IP_Associate Com
IP_Associate_Prpfess Compliance
Completion Percentage

' . Initiative

HO

Start Date

Save || Submit || Submit and Add Another || Car
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2. If you know a portion of the goal name or the description, enter it and click on Search.

search and Select: Goals b

Search Advanced

Goal Name  Client

Description

{ | search ]- Reset

The results of the search are displayed.

Search Reset

Goal Name

Client Centric

Client Communication

Client Communication & Engagement

3. If the goal you are searching for is listed, highlight it and click on OK.

4. To use the advanced search, click on Advanced.

Search and Select: Goals =
-
Goal Name
Description
Search Reset

5. Use the search pulldown menus to select the search parameters, and then click on Search.

Search and Select: Goals *

Search Basic

Goal Name  Starts with j Client
Description  Starts with ﬂ
Level Equals [ [~
Goal Type Eguals ﬂ ﬂ
Subtype Equals ﬂ ﬂ
Category Equals ﬂ ﬂ
Author  Starts with [

(| Search |)) Reset Add Fields || Reorder

HRIS — Employees’ User Guide 44



GOAL MANAGEMENT: PERFORMANCE GOALS

6. Highlight the goal you are searching for and click on OK.

Accepting a Shared Goal

Other employees, including your manager, can share goals with you. If you accept the goal, it is
added to your list of goals.

1. You are notified via email that a goal was shared with you. Open the email.
7% [ W] Fram subject

4 Date: Today
3 CBCM-HCEK-SENDER@waorkflow.mail.usl.doud.or... FYEGoals Were Shared Py

moa H TN etk Mo

LT - 1

A brief summary of the goal is displayed.

Target Completion

Goal Name Description Start Date Date Status Priarity
Respond to calls

Provide end user  and emails .

support for Vidyo  requesting 611/15 8/28/15 Mot started High

assistance

2. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

iy din a
[ #)
Team Talent Directory Personal
Information

¥ X k
A B

Performance and Notifications
Career

Analytics

Your Dashboard is displayed.

HRIS — Employees’ User Guide 45



GOAL MANAGEMENT: PERFORMANCE GOALS

3. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time
Goad

Performance
Person Gallery

Oracle Social Network

4. Click on the Performance Goals tab. The shared goal is displayed in the page’s right

column.

T6/15 [

[5/15 Shared Goals
/31/16 | Managers

/31/16 |

Mo goals shared by managers
bk

# completed @ Overdue © Canceled Colleagues

; « Team work and professionalism @

5. To accept the goal, click on it.

D High
-Geam work and professionalism %

6. Use the Add to My Goals pulldown menu and select whether the goal will be a
Performance or Development goal.

e —

Goal Details i

Collzague Garrelts, Amvy Ehared
Goal Name Team work and professionalism jagers
Target Completion Date
Pricrity High
Goal Type Performance

oals shi

eagues

Add to My Goals | || Align to This Geal | ligh

Team
Performance —

Development
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7. If necessary, change the goal name and enter the start and target completion dates.

GOAL MANAGEMENT: PERFORMANCE GOALS

Add Performance Goal

Start Date 5/4/15
Target Completion Date

* Goal Name Team work and professionalism

]
]

QK || Cancel

8. Click on OK. You receive an email indicating that the goal has been forwarded to your

manager for approval.

You receive another email notification after your manager either approves or rejects your

goal.

Editing a Performance Goal

You can make changes to the performance goals in your goals list. Changes that you make are

forwarded to your manager for approval.

Note: You cannot change the name of goals that have been added from the goal library.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

&

Team Talent Directory

2

Performance and
Career

Navigator Getting Started Analytics
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2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time

Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.

4. Click on the goal you want to edit.

GOAL MANAGEMENT: PERFORMANCE GOALS

Performance Goals  Development Goals

View  Current Goals [~

Actions = View - Format «

Goal Mame

» Performance management

)
s 0
L I
] £
] o
i
I

Columns Hidden

Personal Goals

e Add Goal [ Print G

5. Make the necessary edits.

Note: When a goal is complete, enter the date it was completed in the Actual Completion
Date field. If the goal is ongoing, the completion date is the end of the rating period.

6. Click on Submit (in the upper-right corner).

U ] @ |Donldones ¥ O
8, social ncel
Last Updated 5/12/15

Updated By 25046

7. Click on OK to confirm. You receive an email indicating that the edit has been forwarded to

your manager for approval.

You receive another email notification after your manager either approves or declines your

edit.
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GOAL MANAGEMENT: PERFORMANCE GOALS

Note: If the only edits you made were to the Measure-specific Comments field or to the
success criteria Comments field, your manager is not notified.

Deleting or Cancelling a Performance Goal
You cannot delete or cancel performance goals that were assigned to you, but you can delete or
cancel goals that you created. Also, after a goal has been used to create a performance document,

you cannot cancel it or delete it.

When a goal is deleted, it is completely removed from HRIS. When a goal is canceled, it remains on
your goal list with a status of “Canceled.”

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B @& & 2

Team Talent Directory Personal
Information

s LE @&

Performance and Social Notifications

Analytics

2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account

My Partrait

Time

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.
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GOAL MANAGEMENT: PERFORMANCE GOALS

4. Highlight the goal you want to delete. (Do not click on the name of the goal, just highlight it.)

Performance Goals  Development Goals = Personal Goals

View  Current Goals ﬂ

Actions » View » Format - Ei-.ﬁ.ddﬁual IEIF'rinthals E}Af

Goal Name
L} Performance management )
Rows Selected 1 Columns Hidden [

5. Use the Actions pulldown menu to select Cancel Goal or Delete.

Performance Goals Development Goals

View  Current Goals ﬂ

Actions v | View v Format~ o Add
Add Goal
Add Task

Cancel Goal nent
Delete

cubmit for Approval Columns Hidden

Print Goals

Assign

Fad

6. Click on Yes to confirm that you want to delete (or cancel) the goal.

/& Warning

The selected goals will be deleted. Do you want to continue? (HRG-3120109)

7. Click on OK to confirm. The request is sent to your manager for approval. If you requested
to delete the goal, it remains on your list until it is approved for deletion by your manager.

If you requested to cancel the goal, it remains on your list until it is approved by your
manager. It then remains on your list, but its status is listed as “Canceled.”

Sharing a Goal

You can choose to share a goal while you are creating the goal (see Viewing and Adding a
Performance Goal on page 35), or you can share it after the goal has been approved. After you
share the goal with the employee, they are notified via email and can choose to accept (or reject)
the goal.

HRIS — Employees’ User Guide 50



GOAL MANAGEMENT: PERFORMANCE GOALS

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B @ o 2

Team Talent Directory Personal
Information

L @B = &

Performance and Time Notifications
Career

@ *

Navigator Getting Started Analytics

Your Dashboard is displayed.
2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account

My Partrait

Time

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.
Goals

Hide Personal Information

Mame "R
Assignment Number E
Position 5
‘ Location"C
Performance Goals) Development Goals  Personal Goals

Wiew  Furrent Gnals LY

HRIS — Employees’ User Guide 51
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4. Highlight the goal that you want to share. (Do not click on the name of the goal, just highlight

it.)

Development Goals

Actions = View » Format -

Performance Goals

View Current Goals

Goal Mame

Personal Goals

. = Professional Development

» RecordKeeping
> Provide end user support for Vidyo

Rows Selected 1 Columns Hidden

o Add Goal |5 Print Goals [} Share & Align | Su
Priority Al

> o

IFI

1]

]

5. Click on Share.

Development Goals

Performance Goals

Goal Mame

. = Professional Development

» RecordKeeping
» Provide end user support for Vidyo

Rows Selected 1 Columns Hidden

Personal Goals

View  Curmrent Goals
Actions » View v Format~ o Add Goal E] Print Goals F.g'a Share Hﬁ Align | 54

]

Priority Al
|F|

Cd

6. Enter the search criteria for the employee and click on Search.

Search and Select: Person

Search

** Name Gary Garvey

** Department
** Job
** E-Mail

** At least one is required
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7. Highlight the employee with whom you want to share the goal. If you want to share the tasks
associated with the goal, select Share tasks.

View ~  Format Freeze <= Wrap
Full Hamea Department Joh
'Garl.re',-', Gary PROD-ULC Learnimg PROD-Instruction
'Garvey, Ron PROD-ULC Learning PROD-Manager O

Ehare tasks

8. Click on Done.
9. Click on OK.

Completing a Draft Goal
A draft goal is a goal that you started to add, but instead of submitting it, you saved it.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

2} an din p

- [ #)

My Team Team Talent Directory Personal
Information

” PR S

Performance and Notifications
Career

Navigator Getting Started Analytics

Your Dashboard is displayed.
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GOAL MANAGEMENT: PERFORMANCE GOALS

2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time
Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.
Goals

Hide Personal Information

Mame "R
Assignment Number E
Position 5
‘ Location"C
Performance Goals) Development Goals  Personal Goals

View  Current Goal LV

The Performance Goals page is displayed. Your current goals are listed.
Performance Goals = Development Goals

@-r Current Goals

Actions v View v Format~ < Add Goal (=} Print Goals

Personal Goals

Goal Name

» Retention

» Performance management
» One O One

Columns Hidden 6

4. Click on the View pulldown menu and select Draft Goals.

T

ool [ TR |
ULB_Peoplz Manager

Completed Goals
View [ERIEhigeit

(] Draft Goals

yment {

&
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5. Your draft goals are listed. Select the draft goal you want to edit.

Performance Goals Development Goals = Personal Gi

View  Draft Goals
Actions  View v Format- o Add Geal & Pri

Goal Mame

CPrwide end user support for Vidyo )
Rows Selected 1 Columns Hidden [

6. Complete the goal and submit it as described in Viewing and Adding a Performance Goal on
page 35.

Tasks

Tasks are the action steps that need to be done in order to complete goals. You may have one or
more tasks to support the completion of each of your performance goals.

Tasks may be added by your manager, or you can add your own tasks, which must then be
approved by your manager.

Note: Currently, only US and UK employees add tasks using this method. BPO and iRunway add

tasks using the Success Criteria field (refer to step 17 of Viewing and Adding a Performance
Goal on page 41).

Viewing and Adding a Task

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B @& & 2

Team Talent Directory Personal
Information

p .

Performance and Notifications
Career

Analytics
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2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time
Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.

GOAL MANAGEMENT: TASKS

4. Highlight the goal you for which you want to add a task. (Do not click on the name of the

goal, just highlight it.)

View  Current Goals

Actions = View » Format -

Goal Name

Performance Goals Development Goals = Personal Goals

o Add Goal 5 Print Goals [ Ag

i % Performance management

D

Rows Selected 1 Columns Hidden [

5. Use the Actions pulldown menu to select Add Task.

View  Current Goals

| Actions | View » Format
Add Goal
Cancel Goal nent
Delate

Print Goals

Assign

Fad

Submit for Approval  Columns Hidden

Performance Goals  Development Gualg

ok Add
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6. Enter a brief description of the task.

Add Task

613me Create a detailed schedule for Erart:aru_

* Twne  Stratenic L% |

7. Use the Type pulldown menu to select the task type. (Some of the task types overlap — try
to select the one that best fits the task overall.)

Add Task

* Mame Create a detailed

* Type
__ |Conference
Priority | gperational
Mentoring

Start Date
Target Completion Dat( Prujett'_')

Completion Percentage | Taskforce
Training

LY 5

8. Select the task’s priority, and enter the start date and target completion date.

Priorify High |
Start Dafe 8/14/15
Target Completion Dale  3/31/16

P al

Note: If a goal is ongoing, enter the end of the rating period for the target completion date.

9. If the status is In progress or Overdue, select the approximate percentage of completion.
Target Completion Date &

Completion Percentage [

10. Select the goal’s current status.
Target Completion Date 6/5/15

Completion Percentage
Mot started
Status UYL

Completed
RE|atEd Unk Duerd =]

Comments

If the status is Not Started or Completed, the Completion Percentage is auto populated (“0”
or “100”, respectively).
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11. Optionally, you can enter a link in the Related Link field that can provide additional
information about the task.

Status In pmgress
(Related Link hitp://unitedlex.com/ )

Comments

12. Enter any task comments. To ensure that it is clear when the comment was written and by
whom, add today’s date before the comment and your initials after the comment.

Commentg 1049 — schedule must be approved by PM and
Manager - SBO

Save and Close || Cancel

13. Click on Save and Close.
14. Click on OK to confirm.

15. To confirm that the task has been added, click on the goal’s expansion triangle to view the
task.

erformance management
{Lreate a detailed schedule for Barton projecty
> Retention

Editing a Task
You can edit or make status updates to a task.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

s dia p
[Ee
Team Talent Directory Personal
Information

2 3
H B

Performance and Social Notifications
Career

Navigator Getting Started Analytics
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2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time

Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.

4. Click on the name of the goal you for which you want to edit a task. The Goal Details page is
displayed.

erFormance management
Retention

5. Click on the Tasks tab.

Goal Details  Target Gutcume

All of the tasks associated with the goal are displayed.

6. Make the desired updates or edits to the task.

Set up a weekly project meeting for all Barton team members

* Name Set up a [loe, project meeting for all Barton team m
*Type Team

Sy Mot started

In progress
Completed
Comments  Fd Querdue

2
BJI U S g§ == == &=

Completion Percentage
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7. Click on Submit (in the upper-right corner).

B @ @ |DonJones > O
8, Social m:EI
Last Updated 5/12/15

Updated By 25046

8. Click on OK to confirm.

Deleting a Task

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

(2} oD 7 ¥ 3
[T
Team Talent Directory Personal
Information

i @ %

Performance and Notifications
Career

Analytics

2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account

My Partrait

Time

Performance
Person Gallery

Oracle Social Network

3. Click on the Performance Goals tab.
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4. Click on the name of the goal you for which you want to edit a task. The Goal Details page is
displayed.

erfnnnance management
Retention

5. Click on the Tasks tab.

Goal Details  Target Outmme

All the tasks associated with the goal are displayed.

6. Locate the task you want to delete and click on the Delete button to the right of the task.

ect meeting for all Barton team members ¥ Delete

* Name Set up a weekly project meeting for all Barton team m Start Date  5/26/15 E’"@

*Type Team ﬂ Target Completion Date  8/6/15 IE"@
Status In progress| v | 3 Related Link None <P
jority Med
Completion Percentage 50 [w] Priority Mex \umﬂ

Comments Font ) ~| [ -

7. Click on Yes to confirm that you want to delete the task.

,i‘\., Warning

The selectad task will be deleted.

The task is deleted.

Development Goals

Development goals increase your knowledge and skills related to your current or future job position.
Attainment of these goals are not directly related to your evaluation.

Note: BPO and iRunway employees will not be using development goals for fiscal year 2015. The
US and UK will create and approve development goals at the beginning of the rating period.
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Viewing and Adding a Development Goal

GOAL MANAGEMENT: DEVELOPMENT GOALS

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

s

Team Talent

Performance and
Career

®) ¢

Navigator Getting Started

Your Dashboard is displayed.
2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account

My Portrait

Time

Performance
Person Gallery
Oracle Social Network

3. Click on the Development Goals tab.

Directory

2

Personal
Information

»

Notifications

Analytics

Goals

Hide Personal Information

ol

Performance Goals| Development Goals

[

Wissw  Current Snale

Assignment Number E

Mame "R

Position 5
Location™C

Personal Goals
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GOAL MANAGEMENT: DEVELOPMENT GOALS

The Development Goals page is displayed. Your current development goals are listed.

Performance Goals  Development Goals  Personal Goals

View Current Goals

Actions v View -~ Format~ o Add Goal IE, Print Goals

Goal Name

Gmmulete HLAE Training Course ]-
T Hidden 6

4. To add a development goal, click on Add Goal.

Performance Goals  Development Goals  Perszonal Goals

View Current Goals

Actions » View » Format» (o Add Goal IE, Print Goals

Goal Name

» Complete HLAB Training Course
Columns Hidden &

5. Perform one of the following:
e To add a goal from the goal library - select Add from goal library and use the Goal
Name pulldown menu to select a goal.

Add Development Goal

* Goal Name Communication
Description ‘Communication
Client Centric

ASDASa

Priofity Cage Management
Start Date Client Centric
Client Communication
Client Communication & Engagement
Status  Communication
IP_Associate_Communication
IP_Associate_Process Compliance
| 55 fA=senciate Tnitiative

Target Completion Date

Completion Percentage

Note: You cannot change the name of goals that have been added from the goal library.

e To add a new goal - enter the development goal name.

Add Development Goal

i® New goal ) add from goal library
GGDE' Mame Complete HLAB Training Cnurse)
Descrniption

Mirinrit: Madinm! s
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GOAL MANAGEMENT: DEVELOPMENT GOALS

6. Enter a brief description of the development goal.

Add Development Goal

®) New goal ) add from goal library
* Goal Name Complete HLAB Training Course

DESCFipti@nline course available on Le@

Mot Madiven[ ool

7. Select the goal’s priority, and enter the start date and target completion date.

Note: If a goal is ongoing, enter the end of the rating period for the target completion date.

Pricrify Medium| w
Start Dafe 8/14/15
Target Completion Dale  3/31/16
P PR el

Note: You may select Save at any time if you do not want to submit the goal at this time and
want to complete it later. However, you will be returned to the Development Goals
page, and the goal becomes a Draft Goal. To return to it later, see Completing a Draft
Goal on page 50.

8. To continue adding the goal, click on More Details.
SLIG £ ]

it started | w |

~]

More Details

Save || Submit || Submit and Add Another || Cancel

9. Click on the Measurement triangle to expand the measurement section.

@Vleasu rement

Success Criteria and Addi

10. Click on the Type pulldown menu and select the type of measurement that will be used to
measure success.

Measurement
Qualitative
Type | Quantitative
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11. Enter a name for the measurement.

Measurement
Type Qua nﬁtatiueﬂ

Quccessful completion of course

Tompmome Toopmm Blimmimnnimmm \..ll

12. If the measurement is quantitative, complete the following fields (if the measurement is
gualitative, skip this step):

Target Type — indicate whether the target is a “no greater than” (Maximum) value, or a
“no less than” (Minimum) value.

Target Value — enter the numerical value of the qualitative measurement

Actual Value — leave blank initially (unless you already have measurable data for the
goal). Enter the actual value as you begin to achieve measurable results.

Unit of Measurement — indicate whether the target value is a Currency, a quantity
(Number), or a Percentage.

*Name Successful completion of course

Target Type Minimumﬂ { Target Value D @ual Value

nit of Measurement Number ﬂ

raernarie | nnnnononte

13. Enter any necessary comments to clarify the measurement.

Measure-specific Comments Complete the course within less than 5 months

14. In the Success Criteria field, enter an explanation of how you have accomplished this
development goal and a summary of how your individual tasks were accomplished. To
ensure that it is clear who wrote the comment, add your initials after the comment.

Success Criteria and Additional Details

Success Criteria  Tahoma ﬂ 1: B O g @ g

pr— — ]
—_— P

e

11/14 - I received a completion certificate on 11/10/15 - RDL

15. Use the Level pulldown menu to select Stretch or Target.

Stretch — difficult or complex goals that are outside what is normally expected.
Target — goals that fall under normal job responsibilities.

Stretch |
--

Source Worker
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16. Use the Category pulldown menu to select the type of company goal that is supported.
Level Target

Category

Short-term
Medium-tarm
Long-term

17. Click on Submit (in the upper-right corner).

B @ @ |DonJones > O
8, Social m:EI
Last Updated 5/12/15

Updated By 25046

18. Click on OK to confirm. You receive an email indicating that the goal has been forwarded to
your manager for approval.

You receive another email notification after your manager either approves or rejects your
development goal.

Editing a Development Goal
You can make changes to or update the development goals in your goals list. Changes that you
make are forwarded to your manager for approval.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

an dia a
1§
Team Talent Directory Personal
Information

.

Performance and Notifications
Career

Navigator Getting Started Analytics
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2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time

Goad

Performance
Person Gallery

Oracle Social Network

3. Click on the Development Goals tab.

4. Click on the goal you want to edit.

Performance Goals  Development Goals PersunalGuaIJ

View Cumrent Goals v
Actions » View v Format~ o Add Goal IE, Print g

Goal Mame

>@-nn1ulete HLAE Training Cuur@
Columns Hidden 6

5. Make the necessary edits.

Note: When a goal is complete, enter the date it was completed in the Actual Completion
Date field. If the goal is ongoing, the completion date is the end of the rating period.

6. Click on Submit (in the upper-right corner).

) @ @ |Dondones > O

% Social I'IEE|
Last Updated 5/12/15

Updated By 25046

7. Click on OK to confirm. You receive an email indicating that the edit has been forwarded to
your manager for approval.

You receive another email notification after your manager either approves or declines your
edit.
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Note: If the only edits you made were to the Measure-specific Comments field or to the
success criteria Comments field, your manager is not notified.

Deleting a Development Goal
You cannot delete development goals that were assigned to you, but you can delete goals that you
added.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

an dia a
1§
Team Talent Directory Personal
Information

2 k
H B

Performance and Social Notifications
Career

Navigator Getting Started Analytics

2. Click on Goals.

Navigator

Welcome Dashboard

My Information
My Account

My Portrait

Time

Performance
Person Gallery

Oracle Social Network

3. Click on the Development Goals tab.
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4. Highlight the goal you want to delete. (Do not click on the name of the goal, just highlight it.)

Performance Goals Development Goals PersunaIGuaIJ

View Curmrent Goals v
Actions = View ~ Formatw o Add Goal =, Print ¢

Goal Name

%t Complete HLAB Training Course

m~ — 1 4 ¥ a -1 MR ]

5. Use the Actions pulldown menu to select Delete.

Performance Goals  Development Goals

View Current Goals ﬂ

Actions » View » Format» o Add
Add Goal
Add Task

Cancel Goal nent

Delete

Submit for Approval  Columns Hidder

Print Goals

Assign

o

6. Click on Yes to confirm that you want to delete the goal.

Iri\., Warning

The selected goals will be deleted. Do you want to continue? (HRG-3120109)

7. Click on OK to confirm. The request to delete the goal is sent to your manager for approval.
The goal remains on your list until it is approved for deletion by your manager.
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Performance Management

Performance management is the process of administering and recording your manager’s evaluation
of your performance.

Performance Management Overview
The evaluation cycle begins with an email with a subject line of “FYI:Performance Notification
Upcoming Performance Review.” The following paragraphs provide a brief overview of the process.

1. After you receive the email, create the Performance Document as described in Creating
Your Performance Document on page 71. Both you and your manager work to create the
document.

2. After the Performance Document is created, you can request feedback from coworkers as
described in Requesting Participant Feedback on page 74. Your manager may also request
feedback from additional employees that you have worked with.

3. You can begin your self-evaluation as described in Performing Your Self-Evaluation on
page 78. You will provide a summary of your accomplishments and challenges and then
rate yourself. When your self-evaluation is complete, your manager creates the evaluation
and then submits it to their manager.

4. After the evaluation has been submitted, you meet with your manager to discuss the
evaluation. Ratings are not provided during this meeting. After the meeting, your manager
confirms that the meeting occurred, and then you do the same.

Reguest Participant
Feedback

Create Performance Cofififim Meeting
EmP'WEE Document (Set Goals)
Perform Self-

Evaluation

Evaluation Cycle
Begins

M Create Performance Create & Submit Confirm Meeting
anager Document (Set Goals) Evaluation

Reguest Participant

Feedback
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5. After you have both confirmed the meeting, your manager submits the ratings for approval
to their upline manager. After their manager has approved the ratings, they share the ratings
with you. You acknowledge the Performance Document and share your feedback as
described in Acknowledging Your Performance Document and Sharing Feedback on page

86. After your manager shares (submits) yours and their feedback, the evaluation cycle is
complete.

Employee Acknowledge PD &
Share Feedback

Evaluation Cycle
Complete

M Submit Ratings for Share Performance Share Yours &
anager Approval Document w/Employee Employee's Feedback

Creating Your Performance Document

The evaluation cycle begins when you receive an email with a subject line of “FYI:Performance
Notification Upcoming Performance Review.” Before evaluations can begin, you must create the
performance document and set your goals.

-]  Kelly Spencer RE: Bill's curriculum
i~ HCM-HCEK-SEMDER@workflow.mai.. FYLPerformance Motification Upcoming Performance Review }
.~ W Eric Mayugar Mew Paperwork

Note: As you create your performance document, you can click on Share to provide your manager
with access to the document.

Printable Page Actions v Save | v

1. Open the email and click on the Open Performance Overview link.

The annual performance review cycle is about to start. This is a valuabl
performance and discuss your career development with your manager.

sim,mmpnss.l.ble____
QOpen Performance Qverview
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2. Login to HRIS. Your Evaluations page is displayed. (You can also access the Evaluations
page by clicking on Navigator > My Information > Performance.)

Throughout the review cycle process, your next task is always indicated.

Performance Management

My Evaluations My Feedback Requests

My Evaluations

Rod Smith
ULC Annual Performance Review 15-16 My Tasks Left: 3
PROD-Senior Technician 5
I search Performance Document My Next Task: =
Set Goals
ULC Mid Year Performance Review 15-16 My Tasks Left: 5
' My Mext Task:
y ask:
A8 fm e, Calf O 1 i E‘

Note: If you do not see the performance document you are looking for, click on Search
Performance Document and enter either “ULC” (for US or UK) or “BPO” (for India)
and then click on Search.

T Sr. HR Coordinator Search Performance Document »
Search
(:E:_earch Performance Dncume@.\

3. Click on the triangle to expand the review cycle tab.

ULC Annual Performance Review 15-16

O

4. All of the steps in your evaluation process are displayed. Click on Begin (across from Set
Goals).

Set Goals (

Worker Self-Evaluation Not Available Yet

My Mext Task:
Set Goals

Begin

D

Manage Participant Feedback Begin

Confirm Review Meeting Held Not Available Yet

Share Performance Document

Provide Final Feedback

Mot Available Yet

Mot Available Yet
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PERFORMANCE MANAGEMENT: CREATING YOUR PERFORMANCE DOCUMENT

5. Unless instructed otherwise, leave the default start and end dates. Click on Continue.

Create Performance Document

* Start Date  #/1/15 x (&
*End Date 3/31/16 &y
Performance Document Manager Smith, Rod Ck

Continue | YCancel

6. Click on OK to confirm. The performance document is created.

Your manager is notified via email that the document has been created.

7. Review your Performance Document to ensure that the goal information is correct. Do not
change or add goals in the Performance Document. (If you edit a goal or add a new goal
within the Performance Document, the change does not flow back to the goals section.) If
edits need to be made, refer to Updating Goals or Importing New Goals to Your
Performance Document on page 74.

8. Check your goal weights in the upper-right corner to ensure they are correct and add up to
100%. If the weights are correct, skip to step 12. If you need to edit the weights, continue

with step 9.

Lancel Weights
Goals Weight (%)
Professional Development 20
Provide end user support f... 30
RecordKeeping 50
Total 100

9. Click on the goal whose weight you want to change. The currently selected goal is bolded.

Goals

« Professional Development + [ RecordKeeping ]

« Provide end user support for Vidyo

10. Click on the Weights triangle to expand.

 Measurement

@Heighis
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

11. Enter the correct weight in the Weight field.
Weight fn

12. If necessary, repeat this process for additional goals.

13. When all your goals appear to be up-to-date, click on Submit (upper-right corner).

Save Cancel Weig

Goals

Profeccin

14. Click on Yes > OK to confirm.

Your manager is notified via email that your goals have been set.

Updating Goals or Importing New Goals to Your Performance Document

If you add a new goal or update an existing goal (in the goal management section of HRIS) after
your performance document has been created, you must use Update Goals and Competencies or
Import Goals and Competencies to update the goals in the performance document.

o Import Goals and Competencies — adds new goals to the performance document.
o Update Goals and Competencies — changes existing goals, competencies, or other goal
details.

Caution: Go to the goal management section of HRIS to edit your goals or add new ones. If you
edit goals or add new goals within the performance document, the change does not flow
back to the goals section.

1. After adding or updating a goal or goals, use the Actions pulldown menu to select Import
Goals and Competencies or Update Goals and Competencies.

Printable Page || Actionz | = || Share Save | v

Import Goals and Competencies )

Update Goals and Competencies

2. Click on OK.
3. A confirmation window appears. Click on OK.
Goals in your performance document are updated, or new goals that you have added are

imported into your performance document.

Requesting Participant Feedback

You can request feedback from other employees that you have worked with during the review cycle.
The employee completes a questionnaire, which is then forwarded to your manager. You will not be
able to view the feedback.
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

You can request participant feedback any time after the performance document is created.

1. From the My Evaluations page, click on the triangle to expand the review cycle tab.

ULC Annual Performance Review 15-16

©)

2. All of the steps in your evaluation process are displayed. Click on Begin (across from
Manage Participant Feedback).

My Mext Task:

Waorker Self-Evaluation
Set Goals
Worker Self-Evaluation Begin
Manage Participant Feedback C Begin )
Confirm Review Meeting Held Not Available Yet
Share Performance Document Not Available Yet
Provide Final Feedback Not Available Yet

3. The Manage Participant Feedback page is displayed. Click on Add Participants.

Manage Participant Feedback: C

> Show Person Information

Performand

Performance Dog

Performance Do

Feedback

View »| o Add Participants 3% Ren|

Mame
Mo data to display.
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

4. The Add Participants window is displayed. Use the Relationship to Worker pulldown
menu and select the relationship that the participant has with you.

o Peers — Employee who reports directly to your manager.

o All Internal — All UnitedLex/iRunway employees.

¢ Matrix Managers — Project managers to whom you report for specific projects. This is
applicable only if a Matrix Manager(s) has been defined for you in Fusion.

Add Participants

Relationship to Worker fi==¢
All Internal
Name | Matriv. Managers

Participant Job Name

5. Use the Name field to select the person to whom you want to provide feedback, or click on
Search... to search for employees that are not in the pulldown menu.

Add Participants

Relationship to Worker Peers [v]

Name O

Participant Job Name Turin, Cain
Tess, Rennie

Search...

Selected Participants

6. Click on Add to add the employee’s name to the list of participants.

Add Participants *

Relationship to Worker Peers ﬂ

Name Turin, Cain x|
Particdpant Job Name 5r. HR Coordinator

Reset

7. Use the Role pulldown menu to select the feedback role that the participant is performing.
This field determines the type of questions that are provided to the participant. A “Managee’
is one of your direct reports.

Selected Participants

View w
Mame Job Role Remove
* Turin, Cain 5r. HR. Coordinator ﬂ

Participant

Save and Close || Cancel
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

8. Repeat steps 4 through 7 to add additional participants.

9. When you have finished selecting participants, click on Save and Close.

10.

Job Role Remaove
Software Project..  Peer-Feedbac| v | ®
5r. HR. Coordinator Peer—FeedI}ac b4

[ Save and Close Eancel

Highlight one or more participants to whom you want to send the request.

Feedback Requests

ap Add Participants 3§ Remove Participants

MName Job
Software Project Manager
5r. HR. Coordinator

| ! -
Tess, Rennie

| ! . .
Turin, Cain

Rows Selected 1

@ Add Question
Role

Participant

Participant

£9 Send Requests 2§ Change Role
Due Dats

11. Click on Send Requests.

B8 ndd Cl_ue5ti {5 Change Role

Role Due Date
Peer-Feedback
Peer-Feedback

12. Use the Calendar pulldown icon to select the due date.

Send Reguests

Turin, Cain

Parficipants Tess, Rennie

* Due Date

2015 5 b

5UM MON TUE WED THU FRI SAT
31 1 2 3 4 5 6
7 B 9 10 11 1 13

4.4 4K 4 43 46 Ain ¥,

# June

13. Enter any message you want to provide to the participants.

* Due Date  5/30/15 E]B

Message to : provide feedback by the due date|
Participants
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

14. Click on OK.
/15 )

vide feedback by the due date.

15. Click on OK to confirm. An email notification is sent to the participants.

Providing Feedback for Other Employees
When another employee requests feedback from you, you receive an email with a subject line of,
“FYI:You are Requested to Provide Feedback for [Requester Name].”

[ KellySpencer RE: Bill's curriculum
=l HCM-HCEK-SENDER@wnrkfInw.mai(F\"I:\"nu Are Requested to Provide Feedback for Vaibhav Pawar _)
[-—] W Eric Mayugar Mew Paperwork

1. Open the email and click on Provide Participant Feedback.

You are requested to provide feedback for the performance evaluation for Vaibhav Paw

Your feedback is due by 6/10/15. Click the link to provide your feedback.

Comments
Please provide feedback regarding my contributions during the Barton project.

(ﬁjmid& Participant FEEI:”:IEED

2. Login to HRIS. The Feedback Questionnaire is displayed. Provide feedback by filling out the
form.

Performance Manag ement
My Evaluations My Feedback Regquests  Vaibhav Pawar: ULC Mid Year Performance Review 15-16 x

Participant Feedback: ULC Mid Year Performance Review 15-16

» Show Person Information

ULC Mid Year Performance Review  Ewvaluated B
15-16
Performance Document Start 4/1/15
Date
Performance Document End  9/30/15
Date

Performance Document

Questionnaire

Questionnaire

Participant Feedback

Project or Initiative where you worked together with this team member:
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

Note: If you need to save the form and complete it later, you can click on Save or Save and
Close (located in the upper-right corner) at any time. To reopen the feedback, see
Opening a Saved Feedback Form on page 80.

Submit

Save and Close

3. If necessary, you can provide attachments for some of the questions.

Please list key strengths of the reviewee that he/ she should continug

Add Attachments

Please list improvement areas of the reviewee that he/ she should wd

Add Attachments

4. When you have completed your feedback, click on Submit (located in the upper-right
corner).

Performance Management
My Evaluations My Feedback Requests Vaibhav Pawar: ULC Mid Year Performance Review 15-16

Participant Feedback: ULC Mid Year Performance Review 15-16 Save Qancel

> Show Person Information

ULC Mid Year Performance Review  Evaluated By "Smith, Rod
15-16
Performance Document Start 4/1/15
Date
Performance Document End  9/30/15
Date

Performance Document

Questionnaire ~
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PERFORMANCE MANAGEMENT.: REQUESTING PARTICIPANT FEEDBACK

Opening a Saved Feedback Form

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

@ in &

Team Talent Directory Personal
Information

»

Performance and Notifications
Career

Navigator Getting Started Analytics

Your Dashboard is displayed.

2. Under My Information, click on Performance.

Navigator

Welcome Dashboard

My Information
My Account

My Portrait

Time

Goals

Performance

Person Gallery

Oracle Social Network

3. Click on the My Feedback Requests tab.

Performance M
My Evaluation My Feedback Requests

My Evaluations

“Corp Test1

Document Review Site Manager

Search Performance Document
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PERFORMANCE MANAGEMENT: PERFORMING YOUR SELF-EVALUATION

4. Click on Continue.

Performance Management
My Evaluations My Feedback Requests

My Feedback Requests
JEELIZEIL Requested By Performance Document
“*Vaibhav Pawar C — )
Sr. HR Coordinator ontinue

“Turin Cain Due Date 7/31/15
ULC Mid Year Performance Review 15-16

5. Continue filling out the feedback form.

Performing Your Self-Evaluation
Once your goals are set by your manager, you can perform your self-evaluation, which will be
forwarded to your manager. You are notified via email when you can begin your self-evaluation.

You must rate yourself (and provide comments) for all goals. You then provide an overall summary,
consisting of a rating and supporting comments.

While preparing your self-evaluation, you can click on Save or Save and Close to close the
evaluation and return to it later.

Printable Page Actions | = Save | | Submit Cancel

Save and Close

1. From the My Evaluations page, click on the triangle to expand the review cycle tab.

ULC Annual Performance Review 15-16

©)
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PERFORMANCE MANAGEMENT: PERFORMING YOUR SELF-EVALUATION

2. All of the steps in your evaluation process are displayed. Click on Begin (across from
Worker Self-Evaluation).

My Mext Task:

Waorker Self-Evaluation
Set Goals
Worker Self-Evaluation C Begin )
Manage Participant Feedback Continue
Confirm Review Meeting Held Not Available Yet
Share Performance Document Not Available Yet
Provide Final Feedback Not Available Yet

3. Select the first goal that you want to evaluate. The currently selected goal is bolded.

» Show Person Information

. L] .
Parformance Document JLC Annual Performance Review Evaluated By ~Smith, Rod
15-18 Attachment None b

Performance Document Start  4/1/15
Date

Performance Document End  3/31/16
Date

Goals Overall Summary  Questionnaire

Add
G [ Professional Development D s Recordkeeping
» Provide end user support for Vidyo
Professional Development Remove| | Edit Previous | Next

4. If the Worker tab is not already open, click on the triangle to open it.

> Goal Details

»» Success Criteria and Additional Details
» Measurement

> Weights

Ratings and Comments

Onrker

7 Performance Rating
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PERFORMANCE MANAGEMENT: PERFORMING YOUR SELF-EVALUATION

5. Use the Performance Rating pulldown menu to select what you believe your performance
rating should be for this goal (1 = lowest; 6 = highest).

Ratings and Comments

Worker

% Performance Rating

Comments

= Pd L Lo

Note: To view a description of what the ratings mean, click on the Performance Rating
Descriptions triangle.

7

> Goal Details

» Success Criteria and Additional Details
> Measurement

> Weights
Ratings and Comments
‘Worker »
% Performance Rating 4ﬂ

Comments  Font [+] 2 = @@
BIUYU 8,85 === £ 8 24

Kudos 5 rformance Rating Descriptions

Mo data to display. » Performance Rating Summary

6. Enter detailed text in the comments section to justify your rating. Comments must be
provided for all goals.

omments  Tahoma [wv] 12 B O g |||E| iy .; 53
BIU S s§ = = = ==

s E®E £
I completed the MLC course on 5/11 with an "outstanding” rating. I also interviewed my
assoriates to create a "best practices” document that can be used not only by me, but the &
department. Having now had & menths of experience in my current pesition, I believe Iam r

7. Repeat steps 3 through 6 until all goals have ratings and comments.
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PERFORMANCE MANAGEMENT: PERFORMING YOUR SELF-EVALUATION

8. When all goals have been rated, click on the Overall Summary tab. The calculated average
of your ratings is displayed.

Performance Rating

Goals Weight (%) Worker

Professional Development 50.3
Provide end user support for Vidyo 304
RecordKeeping 20. 4

Overall Rating and Comments

Worker Overall Rating
% Calculated Rating

Comments Font 2

Dee @o B #d

9. Use the Worker Overall Rating pulldown menu to select what you believe your overall
rating should be. This rating should equal or be close to your Calculated Rating.

g
151 ]\
5.0
4.9
Overall Rating and Commenis s s
4.7

4.6
Worker Overall Rating |4 5

% Calculated Rating |44
4.3

Comment§ |4.2 2B

4.1
4.0 U s, 8§
3.9
g

o~

10. Enter detailed text in the comments section to justify your rating.

Overall Rating and Comments

Worker Overall Rating 4.4[ |
% Calculated Rating 4.3 4.3

Comments  Tahoma 15 B 3 g ||@ @

— o — — — =

g g X‘s
In addition to completing all my goals, I also trained the junicr members
department, preparing and delivering training sessions, bwice per month.,
request, I prepared our first departmental standard operating procedu
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PERFORMANCE MANAGEMENT: CONFIRMING YOUR REVIEW MEETING WITH YOUR MANAGER

11. When you are ready to submit your self-evaluation to your manager, click on Submit
(located in the upper-right corner).

Printable Page || Actions |- Save Eﬂl'lff|

12. Click on OK to confirm. Your manager is notified via email that you have completed your
self-evaluation.

Confirming Your Review Meeting with Your Manager

After your manager submits your performance document to their manager for approval, your
manager schedules a meeting with you to discuss your evaluation. The actual ratings are not
presented during this meeting, just general feedback concerning your performance.

After the meeting, your manager confirms that the meeting was held. You will receive an email with
a subject line of “FYI:Review Meeting held for BPO (or ULC) Annual Performance Review [Rating

Year].”

[~ Kelly 5pencer RE: Bill's curriculum
( [~ HCM-HCEK-3ENDER@workflow.mai.. FYLReview Meeting Held for ULC Annual Performance Revi@
[.—4 W Eric Mayugar Mew Paperwork

1. Open the email and click on the Open Performance Overview link.

Kirin Patel indicated the performance evaluation review meeting for the performance|

mance Review 15-16 was held on 6/30/15.
Open Peformance Overview

2. Login to HRIS. The Evaluations page is displayed. Click on Confirm Review Meeting Held.

Performance Management
My Evaluations = My Feedback Requests

My Evaluations

Rod Smith ULC Annual Performance Review 15-16 My Tasks Left: 3
PROD-Senior Technician 3
search Performance Document My-HretFesk: IE!
Gonﬁrm Review Meeting Held)
ULC Mid Year Performance Review 15-16 My Tasks Left: 5
>
St &
3. Click on Yes to acknowledge that the review meeting was held.
/& Warning X
The application will record that vou acknowledged the review meeting. Do you want to continue? [HRA-
960187)
e
85
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PERFORMANCE MANAGEMENT: ACKNOWLEDGING YOUR PERFORMANCE DOCUMENT AND SHARING
FEEDBACK

4. Click on OK to confirm. Your manager is notified via email that you have confirmed that the
meeting was held.

Acknowledging Your Performance Document and Sharing Feedback
After your performance document ratings have been approved, your manager can share your
ratings with you.

After the ratings are shared, you receive an email with a subject line of “FYI: BPO [or ULC] Annual
Performance Review 15-16 is Ready for Review.”

[ KellySpencer RE: Bill's curriculum
=l HCM-HCEK-SENDER@wnrkfInw.mai(F\"I:ULC Annual Performance Review 15-16 Is Ready for Review )
[-—] W Eric Mayugar Mew Paperwork

1. Open the email and click on the Open Performance Overview link.

The performance document ULC Annual Performance Review
15-16 is available for you to review.

Comments

Approved by Mr. Salman.

@_l:uen Performance Ovewie@

2. Login to HRIS. The Evaluations page is displayed. (You can also access the Evaluations
page by clicking on Navigator > My Information > Performance.)

3. Click on Acknowledge and Provide Final Feedback.

Performance Management
My Evaluations My Feedback Requests

My Evaluations

Rod Smith ULC Annual Performance Review 15-16 My Tasks Left: 3
PROD-Senior Technician 5
M. Rating: 3.9 .
Search Performance Document e S ST E
C Acknowledge and Provide Final FeedhacD
ULC Mid Year Performance Review 15-16 My Tasks Left: 5
2 My Mext Task
ask:
- =)

T |

Your overall Performance Rating is displayed.

> Show Person Information

- u
Performance Document ULC Annual Performance Review Evaluated By Sharma, Bhan

15-18 Attachment None g
Performance Document Start 4115
Date

Performance Document End  3/31/16
Date

@erﬁnrmance Rating 3.9)
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PERFORMANCE MANAGEMENT: ACKNOWLEDGING YOUR PERFORMANCE DOCUMENT AND SHARING
FEEDBACK

4. Click on the Goals tab to view your ratings for your individual goals.

Performance Rating 3.9

5. Click on a goal to view yours and your manager’s rating and comments. (The bolded goal is

6.

the goal that is currently selected.)

Goals  Overall Summary ~ Employee Final Feedback — Questionnaire

Co [ Professional Development ] V) « Recordkeeping &%
« Provide end user support for Vidyo

Professional Development Remove

Goal Mame Professional Development
Description  Professional Development

 Goal Details

_» Success Criteria and Additional Details
» Measurement

> Weights

Ratings and Comments

Worker

Manager
% Performance 4
Rating Performance 4
Rating
Comments X
I completed the MLC course on 5/11 with an "outstanding” rating. I also interviewed my Hide Comments

associates to create a “best practices” document that can be used not only by me, but the
entire department. Having now had & months of experience in my current position, 1

Rod lorem ipsum dolor sit amet, consectetur adip

Click on the Overall Summary tab to view your ratings for your individual goals.
Performance Rating 3.9

Font 2 He @0 B F

Yours and your manager’s overall comments and rating are displayed.

Overall Rating and Comments

Worker 4.4 Manager
Overall Rating Performance Rating 3.9
2 Calculated 4.3 4.3 Hide Comments
Rating
Aliquam finibus ultrices mauris eu rutrum. Nam|
Comments luctus. Cras vitae metus tincdunt, luctus odio i
In addition to completing all my goals, I also trained the junior members of the ordi, id mollis ante. Morbi dapibus ipsum sit am
department, preparing and delivering training sessions, twice per month. At my mang sagittis. Vivamus hendrerit purus felis, ac aligu
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PERFORMANCE MANAGEMENT: VIEWING PAST PERFORMANCE DOCUMENTS

7. Click on the Employee Final Feedback tab, and provide your final feedback.

Goals  Overall Summary C_I_Empluvee Final Feedback ) Questionnaire

Tahoma 15 [‘a ‘-]é' ||E| ﬁ.;
BI U S, 85§ = = &

E a— i— = o=

I have enjoyed working with my manager and the rest of the team this year and am

loaking forward to nesxt ',.lear.|

8. When you are ready to submit your feedback and acknowledgement to your manager, click

on Submit (located in the upper-right corner).

Printable Page || Actions | v | | Save Eancel

Click on Yes > OK to confirm. Your manager is notified via email that you have provided

final feedback.

Your evaluations page indicates that you have no more tasks to perform for this evaluation.

ULC Annual Performance Review 15-16

[
Mamager Rating: 3.9

L 10 Mid Yase Derfremames Doavisee 16 16

Viewing Past Performance Documents

You can view past performance documents, but you are not able to edit them.

1. From the Welcome Screen (or the horizontal bar of other screens), click on Navigator.

B @& & 2

Team Talent Directory Personal
Information

p v .

Performance and Notifications
Career

Analytics

Your Dashboard is displayed.
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PERFORMANCE MANAGEMENT: VIEWING PAST PERFORMANCE DOCUMENTS

2. Under My Information, click on Performance.

Navigator

Welcome Dashboard

My Information
My Account
My Portrait
Time
Goals
Performance

Person Gallery

Oracle Social Network

3. Click on Search Performance Document.
' Sr. HR. Coordinator
@earch Performance Dncumeﬁ_'_f)

4. Enter appropriate search criteria, such as site abbreviations ULC or BPO, and then click on
Search.

Search Performance Document =

Search

CustomaryMam @ X

5. If the Performance Document is not displayed, it may be necessary to click on Load More
Items to view additional Performance Documents.

1=

=l

Load More Items)1-4 of 5 items
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INTERVIEWING JOB CANDIDATES: ACCEPTING OR DECLINING A REQUEST FOR AN INTERVIEW

Interviewing Job Candidates
To interview job candidates, you must accept an invitation, interview the candidate, and then
provide an assessment of the candidate.

Accepting or Declining a Request for an Interview
The Talent Acquisition department initiates interviews within HRIS. You are notified via email that
an interview is scheduled to which you are invited.

= Klaus Baili RE: Hiring Manager - Onboarding
[ Kris Bari RE: Vidyo
E—a UnitedLex / iRunway Care... Invitation to participate in Inweta Bean Interview

Pl LI = e [ =T TR

1. Open the email and click on Interview URL.

Please click the link below ax

Best regards,
Talent Acquisition Team

The Interview Information is displayed.

Interview Information

Proposed Date and Time Candidate

March 3, 2015 10:00 AM - 12:00 PM C3T Lindz Mecate

Interviewers Location

Liz Painter 11501 Qutlook, Overdand Park, KS 66211

Motes to Participants

2. Select Accept, Decline, or Request Reschedule, and click on Submit. If you click on
Decline or Request Reschedule, enter an explanation in the comments field.

Interviewer Response

.-'-‘-an:e pt

() Dedline
() Regquest Reschedule

Comments

I Submit }
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INTERVIEWING JOB CANDIDATES: COMPLETING AN ASSESSMENT SHEET

After you have submitted your response, you receive an interview confirmation email.

3. To add the meeting to your MS Outlook Calendar, double-click on the Confirmation.ics file

attached to the interview confirmation email.
SUDJECT VW CORTIFITETron OT TRTETVTEW [

Attached: (ﬁkﬁnnfirmatinn.ics & K@

Initedl ev [ iBumsay Carears <dn not rg

Completing an Assessment Sheet
After the interview is complete, you will be sent an email containing a link to the assessment form,
which you will use to provide your evaluation of the candidate’s interview.

1. Open the assessment email.

4 Date: Today
.—J  Brent Smith Final - Interview Assessment Sheet

[ I = Tl e Temde H - il Tl 1

A link to the assessment form is displayed, along with a due date for the assessment.

Note: To add the due date to your MS Outlook Calendar, double-click on the
Confirmation.ics file attached to the assessment email.

Final - Interview Assessment Shee
age{ ::ujAppnintment.ics {1,009 B

2. Click on the link to the assessment form.

Expiration Date: 3/3/15

Click the link below to access and save the evaluation.

. @cl‘uﬁcal Assessment Fn@

T - k|
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INTERVIEWING JOB CANDIDATES: COMPLETING AN ASSESSMENT SHEET

The Technical Assessment Form is displayed. Questionnaire Information provides
definitions of the ratings (1 through 5).

Technical Assessment Form

Activated Languages

¥ Questionnaire Information

Candidate

Linda Mecate

Requisition

Evaluator
Applications Support Analyst Liz Painter

Instructions

Please pravide your feedback on the candidate’s overall performance based on the mentiong
parameter for differentiation in each rating given at the end of the form.
Mote : Scroll down to refer the Assessment Chart and use the descriptors there to assess th

Use the pulldown menus to enter the type and date of the interview.

* Questions

1. Maode of Interview
|Fa|:e to Face il

2. Date of Interview
04/2212015 ]

4. Use the pulldown menus to provide ratings for the first category. If applicable, provide
justification for your ratings in the Comment fields. Repeat the process for all categories.
3. Technical Expertise in field of specialization {1-5)

(The extent to which the candidate displays sound knowledge of his core specialization i.e.
|4-*-."er'_-.f Good il

Comment
Blthough Linda doean't have a lot of direct experience in th
extenzive knowledge of all the areas we di=scussed.

Technical Expertise on the domain the candidate is working! Relevant Experience (1-5)
(The extent to which the candidate displays know-how and awareness of subjects from his
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INTERVIEWING JOB CANDIDATES: COMPLETING AN ASSESSMENT SHEET

5. When all categories have been rated, select your recommendation regarding the status of
the interviewee and provide comments in the field below.
10 STATUS
(®) Shortlisted for the next round
() Hire
() Reject
) On Hold

Comment

Linda would be a definite contributor
quickly learn the additional duties reg

Note: Prior to the final interview, use the “Shortlisted for the next round” option to continue
to consider a candidate (not the “Hire option). The “Hire” option should be used only
by the hiring manager after the last round of interviews.

6. Enter your overall recommendation for the interviewee.

Recommendation
I think we should continue to asses
zhe can get the job done and provid

7. When you have completed your evaluation, click on Save.

Note: After you click on Save, you cannot access or edit your assessment.

A confirmation window indicates that you have completed the assessment. You also receive
an email notification.

Your evaluation was successfully saved.

Thank wou for using this Taleo product.
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APPLYING FOR AN INTERNAL JOB POSTING: COMPLETING AN ASSESSMENT SHEET

Applying for an Internal Job Posting
You can use HRIS to apply for a UnitedLex internal job posting (1JP).

While completing the application, you can click on Save and Continue or Save as Draft at any
time to save your work.

Save and Continue | Save as Draft

1. Go to the appropriate website:
e UnitedLex - https://unitedlex.taleo.net/careersection/ulxinijp/jobsearch.ftl?
e iRunway - https://unitedlex.taleo.net/careersection/ulxirinijp/jobsearch.ftl?

2. Click on Sign In.

Welcome. You are not signed in.

Job Search My Jobpage

Keyword | | Job Title| | Location | | Q

View All Jobs
Advanced Search

Job Openings 1-19 of 19

3. Enter your HRIS (Taleo) user name and password and click on Login.

If you have not created your IJP login credentials, refer to Creating a Password for Internal
Job Postings or Referring a Candidate on page A-2.

¢ India — Sunil Kumar (+91-9818637887)

e US - Shweta Bhatia (913-209-4820) or James Wareham (913-333-3437)

Login
To access your account, please identify yours
click "Mew user” and follow the instructions tol

Mandatory fields are marked with an asferisk.

+ser Name
122035 |
+Password

|..l..l..l 4"|

Forgot your user name?
Forgot your password?

mNew User |
s
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APPLYING FOR AN INTERNAL JOB POSTING: COMPLETING AN ASSESSMENT SHEET

4. Alist of the current UnitedLex job openings is displayed. Click on the job in which you are
interested to view details of the position.

Note: To ensure you are seeing all the latest postings, press F5 or click on View All Jobs in
the upper-right corner. It is also a good idea to occasionally clear your cache, as
described in the Appendix, Deleting Your Browser History on page A-5.

Job Openings 1-20f2
B save this Search Multi-line 2
Sort b
Descending v
Requisition Title Location Posting Date Actions
I / Administrative Assistant United States Mar 26, 2015 Re-apply =-
Chief IP Officer United States Mar 26, 2013 Apply =~

A brief job description is displayed.

Note: If you want to store a job so that you can compare several jobs, or if you want to apply
for more than one job, click on Add to My Job Cart. To go back to your job cart, click
on My Job Cart in the upper-right corner. Jobs stored in your job cart expire after the
duration for which an internal job posting concludes.

+ Job Search = My Jobpage

Basic Search |
Return to the home page

Appl}fDnIine(Add to My Job CartB 5H
\_

Job Description
P @E My Job Cart {0 tEI"as gn Out

5. If you want to apply for the position, click on Apply Online.

+ Job Search = My Jobpage

Basic Search | Advanced Search
Return to the home page

| Apply Online |} Add to My Job Cart |§

e

loh Nescrintinn
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6. Read the Privacy Agreement and click on | Accept.

Privacy Agreement

The company will only use information
application process. Examples inclu
suitability for the applied for position, &
the application process. By submitting
his or her information with third partig
include, but are not limited to, entiti
applicant should be aware that applyi
position.

P ——
U | Accept j' | Decline |

Uploading a Résumeé
You can upload a résumé in a Word or PDF format. If you have already uploaded your résumé, you
can skip to the following section (Manually Complete an Online Submission).

1. Select Select the resume file to upload and then click on Browse....

Or upload a resume

Select the resume file to upload

| ( Browse.. |)
Mote: Once the process is completed, p f Ids co

have to manually correct or fill out some of them.

9] Mo thanks, | will fill out the online submission manually

Note: The Profile Upload option allows you to upload your résumé from LinkedIn. However,
you cannot use this option if you are connecting to the job site through the UnitedLex
or iRunway network.

2. Browse to your résumé and click on Open.
3. Click on Save and Continue.
Note: If you later apply for a different position, you will not have to reload your résumé.
Manually Complete an Online Submission

Note: If you have previously applied for a position or have uploaded a résumé, your personal
information is automatically loaded and you need only check the fields and edit if necessary.

1. Select No thanks, I will fill out the online submission manually.

2. Click on Save and Continue.
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3. Enter the required fields in the Personal Information section (indicated by *).
Note: The City field refers to your residence, not your current work location.

Note: The Roles in ULX field refers to current job title or function.

Save and Continue ‘ Save as Draft ‘ Quit |

Personal Information

Please enter all relevant personal information in the fields below.

*First Name Middle Name xLast Name
\Donald K |Jones
*City

|Overland Park

*Primary Number

ICelluIar Phone|v

Cellular Number Work Phone Number
19135554852

*Email Address
|donald.jones@unitedlex_com

*Employee Mumber

30005
Current Salary Current Salary Frequency
| ® Not Specified
@ ) Annual
) Hourly
Expected Salary Expected Salary Frequency
® Not Specified
(7 - Annual
) Hourly
*Roles in Ulx Achievements and Awards
\Accountant
o) )

4. Optionally, enter your work and/or cell phone numbers. If you select either Work Phone or
Cellular Phone, you must enter the number for that phone in the appropriate field. You may
also enter your employee number (which is the same as your HRIS login name), and your
current salary.

5. Click on Save and Continue.
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Enter at least the required fields in the Job Posting Notification and Education sections

(indicated by *).

Job Posting Notification

Select the checkbox below to receive an email notification whenever a new position matching this profile is posted.
] send an email notification whenever a new position matching this profile is posted.

Education

List the educational experiences below, starting with the most relevant education.

Education 1

*Institution
Northeastern Oklahoma., Select
*Program
lmdit and Assurance Select
#Education Level
[Bachelor's Degree
Start Date Graduation Date
[Aug ™ [~][1990[%] May |~][1995[%]

[JAnticipated Graduation Date

City GPA out of
Student name while attending the program @) @

Remove Education

Add Education
Certifications
Start by entering the most relevant certification and continue adding ceriifications until you have entered all that you

feel are important to disclose for this job. Do not list expired certifications.

Certification 1

Certification
Select

Issuing Organization Number/ID

I1ssue Date

|Month . Year .

If this certification will be received in the future, enfer the expected issuing date.

Location
Remove Certification

Add Certification

Save and Continue | Save as Draft | Quit |

Note: To add additional schools you attended, click on Add Education.

7. Click on Save and Continue.

HRIS — Employees’ User Guide

APPLYING FOR AN INTERNAL JOB POSTING: MANUALLY COMPLETE AN ONLINE SUBMISSION

98



APPLYING FOR AN INTERNAL JOB POSTING: MANUALLY COMPLETE AN ONLINE SUBMISSION

8. Answer the four questions in the Questions About Me section. All questions must be
answered.

Questionnaire
To help us better know you, please answer the following questions.

*1.Did you inform and receive an approval from current reporting Manager for 1JP?
@ Yes
) No

*2 Is your last year's performance rating meeting the eligibility criteria?
® Yes
) No

*3 Were you Part of any Performance Improvement Plan?
O Yes
® po

9. Click on Save and Continue.

10. If Additional Questions are displayed, you must answer all of them.

Questionnaire
Please answer the following questions as accurately as possible.
*1.Do you have professional experience with Business Analysis?
® Yes
) No

Note: Additional Questions includes prescreening questions and competencies. If these

guestions and competencies are not part of the job posting, this page does not
appear.

11. Click on Save and Continue.
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12. Enter all required fields concerning your work experience. If applicable, click on Add Work
Experience to add additional relevant jobs.

Work Experience

List the work experiences below, starting with the most relevant one.

Work Experience 1

*Employer

|UnitedLex Select

#Job Function []Current Job
IQUEllity Assurance Select

xStart Date *End Date

Jan 28 2013 Feb 17 2015

Achievements

Name During Employment

Supervisor's Email Address Supervisor's Phone

Remove Work Experience

@dd Work Experiencr:D

Note: If you select Current Job, leave the End Date blank. If you do not select Current
Job, enter the date that the job ended.

13. When finished, click on Save and Continue.
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14. If you have files, such as a résumé, cover letter, transcripts, etc. click on Browse... and
browse to and attach the file. If the file is a résumé, select the Résumé box.

Attachments

You can attach files to the candidate record (e.g.: cover letter, res
you can overwrite it by attaching a file with exactly the same namg

Select the file to attach

| Browse. .

Comments about the file

This section displays basic information regarding the files attacheq
The "Relevant Files” column allows you to select the files relevand

attached documents is your Resume.

Ei'li?am Resume | File Name Date Comments
] Resume - Kim 223115 | This file inc
=.pdf information

Note: If you previously attached your résumé, it is already shown in the area at the bottom
of the screen.

15. The Summary section is displayed. If anything needs to be changed, click on Edit in the
appropriate section.

My Infarmatio

Personal Information

Dimmeld L Cenithy

16. If everything is correct, click on Submit.

( Submit | ) Save as Draft
i

You receive an email verifying that your submission was received.
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Referring a Candidate for a Job Posting

1. Go to the appropriate website:
e UnitedLex - https://unitedlex.taleo.net/careersection/ulxinref/jobsearch.ftl?
e iRunway - https://unitedlex.taleo.net/careersection/ulxirinref/jobsearch.ftl?

2. Enter your user name and password and click on Login.

If you have not received your login credentials (or have forgotten your user name), email
HRIS Support at HRIS@unitedlex.com, or contact your system administrator.

e India — Sunil Kumar (+91-9818637887)
e US - Shweta Bhatia (913-209-4820) or James Wareham (913-333-3437)

Login

To access your account, please identify youry
click "New user” and follow the instructions tq

Mandataory fields are marked with an asterisk.

#User Name

122035 |
+Password

|'IIIIIIIII - |

Forgot your user name?
Forgot your password?

mr\lew User |
T —

A list of the current UnitedLex job openings is displayed.

3. Click on the job for which you want to make a specific referral.

Job Openings 1-220f 22
Save this Search Multi-line 2
Sort b
Descending
Requisition Title Location Posting Date Actions
Sr. Manager Human Resources IN-Gurgaon Mar 30, 2015 ==
IManager Of Human Resources - US US-Owverland Park Mar 20, 2015 ==
Associate Document Review IN-Gurgaon Mar 17, 2015 =
#  Manager Trademarks IN-Gurgaon Mar 16, 2015 =
HRIS Analyst US-Overland Park Mar 15, 20135 ==
Administrative Assistant US-Overland Park Mar 11, 2015 =
Accictant bianomar LI IM Danaalar MinrAn nn4e
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REFERRING A CANDIDATE FOR A JOB POSTING: MANUALLY COMPLETE AN ONLINE SUBMISSION

Note: If you want to refer a candidate for consideration, but don’t see a current, specific
posting, click on UConnect located at the bottom of the page.

! HR Generalist

HR Executive

u Ni I a friend who might be interested i

4. The Job Details page is displayed. Click on Refer a Friend.

LJob Description

Sr. Assoclate Contract Solutions - UP - (1400002L) Rater a triand foe this o0

Description ol

Overall Responsibilities O

i, Drawing up, vetting and negotiating low to high complexity
jcommercial contracts with third parties/service providers such as Master
Services Agreerments, RFPs, Procurement Agreements, Original
Equipment Manufacturer Agreements, Original Design Manufacturer
Agreements

1. Ensuring compliance with requested services and deliverables with

5. The About Yourself window is displayed. Required information is auto populated. Optionally,
you can edit or add additional information to the fields.

After entering your information, click on Save and Continue.

(Save and Continue\D Quit |
T y

About Yourself

At any time, the person you are referring can edit the information you have provided on his/her beha
Referring a person

The next pages allow you to refer a person to us. Please start by supplying some in

#First Name Middle Name +Last Name
|Sharon | Smith

*Primary Number
|Work Phone

Cellular Number Home Phone Mumber Work Phone Number
| | 0135554800
«Email Address Employee NMumber Organization
|sharon.smith@unitedlex. 29208 % |UnitedLex
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6. Enter the email address of the person being referred, and click on Save and Continue.

Save and Continue | Quit |

About Yourself

At any time, the person you are refermng can edit the in
Referring a person

The following information will help us verify if 3
information requested, then click "Save and C

*Email address of the person that you are refi
|iapplesofi@gmail.com x|

(Save and Conlinueh Quit |
e -

7. Write a brief description of what makes the referral a good candidate, and click on Save and
Continue.

FPlease explain what makes this person a good candidate. H

Information about the referred person
Lots of experience; good people s};j.113|

(Save and Continue\‘p Quit |
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8. The About Your Referral window is displayed. The email address is auto populated. Add
additional information to the required fields. After you select their Primary Number type, you
must enter the number for that phone in the appropriate field.

Optionally, you can enter alternate phone numbers and their address.

After entering the referral’s information, click on Save and Continue.

About Your Referral
At any time, the person you are referring can edit the information you have provided on his/her behal
Personal Information

Please enter all relevant personal information in the fields below.

*First Name Middle Name #Last Name
|Anisha | |Bhat
Cellular Number Home Phone Number Work Phone Number

| |91-7415553547 |

#*Email Address
|iapplesoft@gmail.com

+Primary Number
|Home Phone

Street Address (line 1) Mearest Landmark Zip/Postal Code
|341, Century Business P | |406 710

(Save and Continuc—q Save as Draft | Quit |

9. If you have files, such as a résumé to attach, click on Browse..., browse to and select the
file. Click on Attach and then Save and Continue.

(' save and Continue | ) save as Drant | Quit |
—

oy can attach files to the candidate record (e.g.: cover letter, res
attdched, you can overwrite it by attaching a file with exactly the s

Select the file to attach
|C:\Users‘.l(irk.smith\Documents\‘ Browse. . }

e
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10. The summary page is displayed. If you want to edit an item, click on Edit. If everything is
complete, click on Submit.

About Your Referra

Personal Information

Anisha Bhat

341, Century Business Park
406 710

iapplesoft@gmail.com
Cellular Number

Home Phone Number
Work Phone Number

Primary Number ( Submit | ) Save as Draft
e

The process is complete. Both you and the person you have referred receive a notification
email.
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APPENDIX: HRIS LINKS AND LOGINS

Appendix

HRIS Links and Logins

There are 2 main applications comprising HRIS — Fusion and Taleo. Your user name on both
sites is the same, but your passwords may be different. When you change a password on one
application, it does not change the password on the other application.

Fusion Links and Logins
Fusion contains the “core” HR functions of HRIS. The following are some of the tasks performed
in Fusion:

¢ Viewing/editing your personal information, including emergency contacts, emalil
addresses, and phone numbers

e Viewing compensation

¢ Viewing and requesting absences (only for salaried employees in UnitedLex Corp and all
UK employees)

e Viewing the UnitedLex directory

e Changing marital status

e Accessing UnitedLex social network

The Fusion login site is https://hcek.hcm.usl.oraclecloud.com/hcmCore/faces/HcmFusionHome.

Enter wour single sign-on user ID and password.

User ID
127098 |

Password

| Sign In

Forgot Password
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Taleo Links and Logins

APPENDIX: HRIS LINKS AND LOGINS

Taleo contains functions such as recruiting and internal job applications. The Taleo login site is

https://unitedlex.taleo.net.

User Sign In

indicator.

Select a languag

(=
e

El Remember my selection

* User Name

[27098 |

* Password

Forgot your password?

To access the application, please sign in. Mandatory fields are marked with a red

Sign In

Job Postings Links and Logins

There are two ways to apply for UnitedLex or iRunway job postings, using either the internal
website or the external website. For more information about applying for internal postings, see

Applying for an Internal Job Posting on page 94.

Creating a Password for Internal Job Postings or Referring a Candidate
In order to apply for an internal job posting, or to refer a candidate for a position, you must
create an additional Taleo password that is used to access either of these functions.

1. Go to the appropriate website.

e UnitedLex - https://unitedlex.taleo.net/careersection/ulxinijp/jobsearch.ftl?

¢ iRunway - https://unitedlex.taleo.net/careersection/ulxirinijp/jobsearch.ftl?

2. Click on Sign In.

Welcome. You are not signed in.

Job Search My Jobpage

Job Openings 1-19 of 19

Keyword | | Job Title|

| Location | | Q

View All Jobs
Advanced Search
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3. Enter your User Name and click on Forgot your password?.

Login
To access your account, please identify yours
click "New user” and follow the instructions to

Mandatory fields are marked with an astensk.

*User Name
122035 |
*Password

{ Forgot your password? }

Login | Mew User |

4. Enter your email address and click on OK.

Forgot Your Password?

Please enter your user name and email addre
administrator for assistance at .

Mandatary fields are marked with an astensk.

#User Name
20005 |

#Email Address
|1n.Jones@unitedlex.cc * |

(::%E;I)Cancel|

A message is displayed, indicating that an email has been sent to you.

5. Open the email and complete the steps to create a password that can be used to both
apply for an internal job posting and to refer a candidate.

Date: Today
.~ Unitedlex / iRunway Careers Forgot Your Password?

[ P | Pim Tl Ly & L Temk

Internal Website
If you are connected to the UnitedLex network, either directly or by VPN, you can go to

e UnitedLex - https://unitedlex.taleo.net/careersection/ulxinijp/jobsearch.ftl?
e iRunway - https://unitedlex.taleo.net/careersection/ulxirinijp/jobsearch.ftl?

Use your IJP user name and password to login.
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External Website
If you are not connected to the network, you can apply the same as an external candidate. Use

one of the following links:

e iRunway - https://unitedlex.taleo.net/careersection/ulxirin/default.ftl.
e UnitedLex - https://unitedlex.taleo.net/careersection/ulxexin/default.ftl.

You do not need to login initially, but can create your own user account, including a user name
and password.
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Troubleshooting

Deleting Your Browser History

APPENDIX: TROUBLESHOOTING

Internet browsers use caches of websites you have previously visited to make subsequent visits
to the same website faster. However, as these caches continue to grow over time, your PC can
become bogged down and sometimes the latest data for a site may not be displayed, so you
may want to occasionally empty those caches.

Internet Explorer 11

Note: Other versions of IE use a similar process.

1. Open Internet Explorer and click on the Tools icon

browser window.

[yl |
[kl
Lapd

in the upper-right corner of your

% @HConvert v [GHSelect

|| QuestioTest W Wikipedia & QuestioProd - Login

2.

Select Safety > Delete browsing history....

~u e L

Delete browsing history... Ctrl+Shift+Del
nPrivate Browsing Ctrl+Shift+P

Turn on Tracking Protection
Turn off Do Not Track requests
ActiveX Filtering

Webpage privacy policy...

Print
File
Zoom (100%:)

Add site to Start menu
View downloads
Manage add-ons

F12 Developer Tools

Go to pinned sites

Ctrl+J
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3. Select Temporary Internet files and website files. and Cookies and website data.

Delete Browsing History

Preserve Favorites website data

websites to retain preferences and display faster.

Keep cookies and temporary Internet files that enable your favori

emporary Internet files and website files

viewing.
Jookies and website data

preferences or improve website performance.

Copies of webpaages, images, and media that are saved for fasten

iles or databases stored on your computer by websites to save

4. Click on Delete.

Google Chrome

1. Click on the Chrome menu icon

More Tools.

in the upper-right corner of your browser and select

Mew tab

Mew window
Bookmarks
Recent Tabs

Edit Cut Copy

e, gs
About Google Chrome
Help

Mare tools

New incognito window Ctrl+5hift

o o e ol S o W N

Exit Ctrl+Shift

v
]

Paste
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2. Click on Clear browsing data....

Extensians

Task manager

' Clear browsing data..)

Wiew source

Developer tools
JavaScript conscle

Inspect devices

3. Select the beginning of time and then select the items you want to delete

Clear browsing data

Obliterate the following items fram:| the past hour = |

the past hour

the past day

the past week

the last 4 weeks

thg beginning of time

Browsing history

Download history

Cookies and other site and pluf

& & & &

Cached images and files

Paszeword

Click on Clear browsing data.

Fusion — Blank Screen
If you get a blank screen after clicking on your Fusion bookmark, you may need to replace the
Fusion login URL with the following link:

https://hcek.hcm.usl.oraclecloud.com/hcmCore/faces/HcmFusionHome

After performing the following procedure, you should not have to repeat it.

1. After creating a bookmark for the Fusion login screen, click on your Favorites icon

- 5o
LI s
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2. Right-click on the Fusion Login bookmark and select Properties.

=] Taleo Sign In

O Fusion - Lagﬁ

Open
Open in new tab

Add to Favorites bar

o ol o o

328 A 25

. [El Connected CPruperties)

3. Highlight the bookmark’s URL and delete it.

General | Web Document |5ec1.|rrt}r I Details I Previous ‘u’ersinns|

E@ Fusion Login

URL: onApp 11AG%I0verts301%20crmethod¥3032

Shorteut key:  Mone

Wisits: Unkriown

4. Copy and paste the following URL or enter it into the URL field.

https://hcek.hcm.usl.oraclecloud.com/hcmCore/faces/HcmFusionHome

General | Web Document |5ec1.|rrt}r I Details I Previous ‘u’ersinns|

Ii:a Fusion Login

URL: Geclcuud.ccum.."hcanreﬁaces!HcmFusinanmD

Shortcut key:  Mone

Wisits: Unlkenown

5. Click on OK.
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