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SECTION 1: PERFORMANCE CONTRACTING

Performance Contracting is the process by which an Employee and Manager agree on the KPI's
that will be considered in the Performance Reviews for the next performance cycle. The
Employee will be rated on these agreed-upon KPI's.

1. Navigate to the performance contract in your inbox by clicking on the red inbox item.
Select the Performance Contracts inbox item.

i Welcome Drtlest - | 4 Working as Drttest ~ -

My Approval ltems.

Performance Contracts
Inbox

My Approval Items otifications

Leave
Cancelled Leave

Performance Conlracts

My Submitted Items
Leave

My Performance Items
Reviews

Review Results

My Notifications
Notification Inbox

2. The following screen will appear. Select the performance contract by clicking anywhere
on the line item.

Performance Contracts

= -
-

= )

TEST00111 Drt test Test (contract) 1 Jan 2020 31Jan 2020 In Process

3. The Performance Contract will open. Use the Summary tab on the left-hand side of the
screen to open each KPI (clicking on each line will open that KPI).

Page 1 of 21



Performance Contract - 2034 - Dr t test - @

- -
Summary s

Performance + ~ Hey Performance Area Perspective: Internal Procedures (Governance

Perspective: Internal Proce... 10%

Company Policies M . o

|
igicall Pol |4
Digicall Policy and Procedure 100% rategic Objective

Adherence/Compliance
Perspective: Internal Proce. .. 70% P
z
Operational
Prompt Call Answering 14%
Hey Performance Indicator ompany Polic
Asking relevant questions 14% i pany -
Book the Boardroom and kep. w
Direct service providers to ap 14% Created from Position.
Use a professional, pleasant 22%
Attentive listening to take acc 14%
ub Key Performance Indicator Digicall Policy and Procedure
Perspective: Customer 15%
Portray good image to customer orm 3 - 3 - Full Performer - Weight 101 %
Physical appearance and tele 100%
Perspective: Learning and ... 5% with and abide by all Policies and Procedures set out by the company and ensure that -
) s reporting to you do same
Learning and Development -

~

in the Proposed Changes section and deleting

‘ Cancel ‘

4. Edit the contract by clicking in any field
or altering the text.
5. You can also add or remove KPI's:

Add KPI's by clicking on the plus icon next to Performance on the summary tab.

Performance Contract - 2034 -Drttest - @

AI

Performance +

Perspective: Internal Proce... %%
Company Policies

Digicall Policy and Procedure 100%
Perspective: Internal Proce... 70%
Operational

The following screen will appear. Click on Search.

Sub Key Performance Indicator

Choose the fields you want to search on

Cancel _

Alist of all KPI's that are currently loaded on the system will appear.
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Sub Key Performance Indicator

Choose the fields you want to search on

Sub Key Performance Indicator

DiGI_B

Excslience

Fallow Througn

Click on the KPI that you would like to add, then click on Select. Please note, if you want to add
a KPI that has not been pre-defined on this list, search for ‘Free Text" and a list of blank KPI's
will appear that you can add and edit.

Sub Key Performance Indicator

Choose the fields you want to search on

Key Performance Area Key Performance Indicator Sub Key Performance Indicator

DIGI_BEH - Behavior DIGI_BEH - Benavioural

Cancel Select

After adding a KPI, be sure to edit the weights of the KPI so that you adhere to the weig
requirements (all Perspectives should add to 100, all KPI's should add to 100).

Remove KPI's by selecting the KPI that you want to remove, then clicking on the delete button
in the left corner of the KPI.
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Performance Contract - 2034 - Dr ttegst - © -

Summary

Performance + A Ke#emjrm nce Area Perspective: Internal Procedures (Governance)
Perspective: Internal Proce... 10%
Company Policies Weig 10 %
Digicall Policy and Procedure 100%
Strateg|c Objective Adherence/Compliance
Perspective: Internal Proce... 70% P
4
Operational
Prompt Call Answering 14%
Key Perfc Indicate Com ci
Asking relevant questions 14% ey Perfoymance Indicator Company Policies
Book the Boardroom and kep. 22%
Direct service providers to ap.. 14% @ Creatad from Position.
Use a professienal, pleasant 22%
Attentive listening to take acc. 14%
Sub Key Perfgrmance Indicator Digicall Policy and Procedure
Perspective: Customer 15%
Portray good image to customer Norm 3 - 3 - Full Performer . Weight 100 o
Physical appearance and tele 100%
Perspective: Learning and 5% Objective Comply with and abide by all Policies and Procedures set out by the company and ensure that -
) : employees reporting to you do same
Learning and Development - i

Cancel ‘

Confirm the deletion by clicking Yes.

0 Contract Criteria

Are you sure you want to delete the Contract Criteria?

6. After you have Edited the performance contract as needed:
e Save and Close: This option will save the contract but keep it in your inbox so
that you can access it later.
e Submit: This option will submit the contract as final and remove it from your
inbox completely.

e Cancel: This will cancel all the changes you made to the contract but still keep
the contract in your inbox.

7. After you have read through the performance contract, click Submit.

8. You will receive the following notification to confirm submission of your performance
contract.

L4
]
(%3]

o Contract Submitted
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Once you have submitted your performance contract, your suggested changes will be sent to
your Manager for approval. At this point, have the contracting discussion with your Manager so
that you can discuss the suggested changes and your Manager can Accept or Decline the
suggested changes on the system.

After your contracting discussion, your Manager will Submit the contract and it will be
returned to your inbox for a final time. This is so that you can see the final version of the
contract that you will be rated on during the review. As a last step, you can either:

1. Submit the contract without making any changes, if you are satisfied with the
contents of the contract, OR

2. Edit the contract again, which will return it to your Manager for approval if these
suggested changes.

Note: If you Edit the contract at this point, the contract will be sent to your Manger's inbox for
approval. After the Manager Submits the contract will be sent to you again (you are the last
approver in the contracting process). Please refer to the process map.

x >4 +
Performance Contracting Manager approves/dedlines If Unsanisfied, Edit
suggested changes, Submits contract, Submit
B SO =)
HRinittes | [ | Mansger )\ [ Employee Menage receives Sohects
——»  Empl ! —_— — -
Peg;)nr"tp:c'lce ¥ Performance Performance sng?sg Contracton  [“~._ —
Contract Contract changes 10 the system - —
- - Performance N n Approved
Edit (if needed), Submit Contract Performance Contracting Edit (if needed), F Satisfied with Contract
Submit Discussion Submit changes, Submit |

SECTION 2: COMPLETE A REVIEW

Employees will receive an email (and WebSS notification) to announce that the performance
review is ready for completion.

Note: Your Manager needs to give you a deadline for completion of the review.

Contract Review Notice

Notification Details

Dear Ena

Please complete the Performance Review for Miss HCN Nel on your Self Service portal by 2019/09/30.

Footnote Information

Kind Regards, Digicall HR Team

1. Navigate to your inbox and select Performance Reviews. Select the applicable review
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Working as Miss HC Nel

5 Wy Approval ltems
napproved Re o
(2] Edit Layout
[+]
" Nolifcations 52
m My Esysioe Sl rarsmpreyeswave submitted for last 365 days
Latest paysiip Leava Claims
11 Dec 2019 )
My Tax Certificates Upcoming Birthdays
Latest tax certificate Vaughn Botha & Na data
View Inbox (e
Helena Nel
New Loave Application
Submit Claim
View Payslips
(4 Today w . 'y January 2020 > & £ Year £ Month [ Week
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
‘DIGICALL

Page 6 of 21



The following screen will open, with a list of all the performance reviews that have not been

completed yet.

Inbox

My Approval items
Leave
Cancelled Leave
Personal Details
Free Text
Claims
Checklist

Unapproved Reviews

My Submitted Items
Leave
Personal Details
Bank Details
Free Text
Claims

Checklist

#=Sage 300 People @19 & Welcome Miss HC Nel ~ | 48 Working as Miss HC Nel ~ "y -
Incomplets @)
test test Carla - Test Review Date: 21 Jan 2020
test test Helena Test Review Date: 21 Jan 2020
test test January Review Review Date: 21 Jan 2020
test test Carla Test Review Date: 15 Jan 2020
2. Click on the review that you want to complete.
#*Sage300Pecple @19 & Welcome MissHC Nel ~ | i Working as Miss HC Nel ~ | 7§ ~

Inbox

My Approval ltems
Leave
Cancelled Leave
Personal Details
Free Text
Claims
Checklist

Unapproved Reviews

My Submitted Items
Leave

Personal Details
Bank Details
Free Text
Claims

Checklist

Bl Darfarmanman lane

Incomplets @

test test Carla - Test Review Date: 21 Jan 2020
test test Helena Test Review Date: 21 Jan 2020
test test January Review Review Date: 21 Jan 2020
test test Carla Test Review Date: 15 Jan 2020

3. Use the Summary tab on the left-hand side of the screen to navigate to each level of the

performance review.
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Summary T LMe—]— Thisindicates the percentage of

completion for the whole review

Performance v ~

Perspective: Internal Proce... 10% @ .
Always click on the lowest level to

Company Policies @ /
___wDigicall Policy and Procedure ~ 100% © rate (the rows indented furthest to

the right)
Perspective: Internal Proce... 70% @

Operational ® L
The green checkbox indicates

Prompt Call Answering 14% @ /
Asking relevant questions 14% @ that the KPI has been completed

Book the Boardroom and kep. .. 2% @

Direct service providers to ap.... 14% @

Use a professional, pleasant ... 22% @ Once the section has been

Aftentive listening to take acc. . 14% @ completed, the Perspective will also
Perspective: Customer 15% @ 4/ have a green checkbox next to it
Portray good image to customer ®

Physical appearance and tele...  100% @ /  Weight of the section
Perspective: Learning and ... 5%%|

Learning and Development @ - — Weight of the KPI

Continous Learning and Dvlp  100%%]

Overall Comments O

Note that you will only be able to score on the lowest level (on the example below, you
will not be able to rate on the Perspective: Internal Procedures line, nor on the company
Policy line, but on the last level of the section, Digicall Policies and Procedures.

= Sage 300 People =19 & Welcome Miss HC Nel ~ & Working as Miss HC Nel ~ 5y -

Performance Contract - Drttest - @ &

Summary 0% @ Crealed from Position
My Approval ltems [P — .
Leave I .
Perspective: Internal Proce... 0%0 Sub Key Parformance In Digical
Cancelled Leave Company Polces
Personal Detalls Digicall Policy and Procedure  100% O s
Free Text Perspective: Internal Proce... 70%0 Obiective
Claims Operational o
: Prompt Call Answering 14%0
LI Asking relevant questions 14%0
Unapproved Reviews Book the Boardroom and kep 2%0 ) N/A - Not Applicable =
Direct service providers fo ap 14%0 1 - Non Performer
My Submitted Items Use a professional, pleasant 2%0 deTn e
= Aftentive listening to take acc 14%0 3 - Full Performer
4 - Exceptional Performer
Personal Details Perspective: Customer %0
Actual Result
Bank Detais Portray good image to customer o wal Resu
Physical appearance and tele. 100% 0
Free Text
. Perspective: Leamning and . %0 R —
= Learning and Development o -
Checklist

[T Ve ey rowvy

4. Complete the rating by selecting the applicable radio button. Choose from the following
list:

1 — Non-Performer
2 — Developing Performer
3 — Full Performer
4 — Exceptional Performer
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- Non Performer
- Developing Performer

- Full Performer

B T L N

- Exceptional Performer

5. The Actual Result field can be used to capture more specific evidence or results (e.g.
sales targets or a number of calls). However, this field is not mandatory.

Actual Result

A

6. Complete the Comment on Review field (this will always be a mandatory field, and you
will not be able to submit your Review without completing this field for each KPI). Use
the Comment on Review field to briefly motivate why you gave a specific rating for
yourself on this KPI.

Comment on Review

7. Complete overall comments. Provide overall comments on performance in the Overall
Comments block. This field can be used to capture any general comments that you
have regarding your performance or noting any significant developmental areas that
you feel you need to focus on.

Summary 100 %

Performance v ~
Perspective: Internal Proce... 10% @
Company Policies @
Digicall Policy and Procedure 100% @
Perspective: Internal Proce... 70% @
Cperational @
Prompt Call Answering 14% @
Asking relevant questions 14% @
Book the Boardroom and kep... 22% @
Direct service providers to ap... 14% @
Use a professional, pleasant ... 2% @
Attentive listening to take acc... 14% @
Perspective: Customer 15% @
Portray good image to customer @
Physical appearance and tele...  100% @
Perspective: Learning and ... 5% @
Learning and Development ®
Continous Learning and Dvip  100% @

Overall Comments ¢
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8. When completing the review, it is important to save regularly. Click on Save and Close to
ensure that your work is not lost (i.e. in case the system times out, or the internet
connection is interrupted).

Please note that once the review has been submitted, it will be removed from your inbox
completely. If you want to continue working on the review later — please make sure that you
select Save and Close and NOT Submit.

9. Add Attachments (if applicable). Any supporting documents or performance evidence
can be attached by clicking on the paperclip and attaching the document as you
normally would. This is not a mandatory field.

@ Attach

Click the button above or drag your files in to upload supporting documentation

Cancel Save ‘W.

10. Once your review is fully completed, you can Submit the review.

Remember:

e Save and Close: This option will save the review and keep in in your inbox for completion
later.
e Submit: This option will submit the review as final and remove it from your inbox.

Please note that once the review has been submitted, it will be removed from your inbox
completely. It is therefore important to ensure that you are completely satisfied with your ratings
before clicking Submit.

11. The following notification will appear. Click on Yes to submit your review.

9 Submit Review

Please note the review will be saved and removed from your Inbox, do you want to
continue?

12. Once both the Manager and Employee have submitted their ratings, the review is now
captured and complete.

Now it is time to have your face-to-face discussion with your Manager. After this face-
to-face discussion, your Manager will be able to capture discussion ratings. Calibration
may also be required (top management). After this, your Manager will release your

review results to your inbox - you will need to acknowledge these results. Go to
SECTION 2: REVIEW RESULTS to find out how to acknowledge review results.
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SECTION 3: DEVELOPMENT PLAN

During your Performance Review, you would have identified areas of development and training
needs with your Manager. Use the Development Plan section to capture the intervention or
steps needed for you to develop in these identified areas.

The Development Plan consists of the following sections:

My Development Plans
My Completed Items

For all other Development Plan items, the Reports To Manager will be responsible to approve
or decline the specific development items. This information is then provided to the HR team
and considered for inclusion in the training plan.

Section 1: My Development Plan

Please note the meaning of the Action buttons that appear on each section:

lcon Description Function

Add When you add a new item, a detailed development plan
screen will open to define the specific developmental item.

Edit Edit an existing development item. This functionality is
limited on training items which follow a workflow.

Delete Delete an existing development item. The delete
functionality is limited on training items as these items are
submitted to a workflow.

Status Update the development item status using this button.

Export Export the current list of development items here. All fields

will be exported to Excel.

Expand / Collapse

Use these buttons to expand or collapse different sections.

1. Tolog your Development Plan, log into ESS and expand the Development Plans tab. Select
My Development Plan.
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Home Leave - My Details ~ Reports Documents - Free Text Workflow Performance ~ Development Plans ~

My Development Plan
My Completed Items

The following screen will display. Note the different sections to the Development plan below.
We will be making use of those highlighted in green (although you can use more of these
sections should you choose to do so).

d) Current Position Development
e) Succession Role Development

f) Personal and Compulsory Development

My Development Plan

Long Term Goals ~
. 2

2. Short- and Long-Term Goals

The system will open with the Short- and Long-Term Goals displayed. The user can load his
personal goals here. These fields have unlimited characters and will be saved by selecting the
Save button at the bottom of the screen. No history will be kept on changes made to the Short

A
and Long-Term goals. These two sections can be collapsed or expanded by selecting the .
icons or by clicking on each header.

3. Performance Development

After completing a Performance Review, capture the developmental areas that you identified in
your review here. Expand the Performance Development section. Click on the plus icon.
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My Development Plan

Performance Development

<

Current Position Development

Personal and Compulsory Development

The following screen will display.

Add Current Position Development ltem

Development

Attachment:

] 1 " - H
wli <
< 5] 3

> >

Upload supparting documentation

4. Complete the fields as guided below.

Field Name Description

Position The Position field will default to the current position linked to the
employee.

Position Start | Defaults the date when the employee started in this position.

Date

Area Select the Performance option (you will notice that there are options for
Competencies and Skills, however these fields are not currently

(Mandatory) .
available).

What The Performance Indicators linked to the position will appear as a drop-
down list. Select which Performance Area you would like to develop.

(Mandatory)

How Select from Training Mentoring, Self-study, or Other. This is the method
by which you will develop this Performance Area.

(Mandatory) y y P
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Note, if you select Mentoring, Self-Study or Other, you will only be asked
to describe the development in more detail.

Development Description

However, if you choose the Training option, you are conveying a specific
training need to the HR team for consideration. Here you will need to
complete at least the Training Course and the Training Description.

Click on the Magnifying Glass to view a list of pre-populated training
courses.

o This transaction will be added to the Self Service Training Workflow and in the 300 People system.

Training Course Q

Training Description ‘

Why

Motivate why you need development in this area, and why the method
chosen above is appropriate.

Desired Outcome

Explain the outcome you would like to achieve.

By When Specify the date of completion.
Cost If applicable, specify the cost of the intervention.
Priory This is an optional field that you can use to place a list of developmental

items in order of priority.

5. Once you have completed, click on Save.
6. Your Manger will now receive a notification that you have submitted a new Development
Item. They will be able to Approve or Decline this item, as well as leave comments.

Note the meaning of each status for your Development Item:

Awaiting Approval

The item needs to be approved by the Manager.

In Progress

Will display if the item has been Approved. This indicates
that the employee has started with the development item.
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This option will only display when Mentoring, Self-Study or
the Other option was previously selected.

Completed Indicates that the items have been completed be the
Employee, once the status is changed to completed the item
will be moved to the My Completed Items section.

Completed Indicates that the items have been completed by the

Employee. Once the item is marked as Completed, it will be
moved to My Completed Items section.

Closed-Incomplete

Indicates that the item has not been completed but will not
be done anymore and therefore needs to be removed from
the Employee’s development plan.

Section 2: My Completed Items

This section shows a historical record for completed development items.

SECTION 4: REVIEW RESULTS

Your Manager will release the review results to you after the final Discussion Rating and
Calibration scores have been completed.

e What is a Discussion Rating? After having the face-to-face performance review
discussion, Managers can capture a Discussion Rating in case they need to amend their
original rating for the KPI. This is a third rating that overrides the original rating of the
Manager.

e Whatis Calibration? Calibration takes places when managers present their team ratings
to a more senior manager - ratings can then be amended if needed, to ensure that
ratings are consistent, fair, and as objective as possible.

When your Manager has released the results to you, the system will send the final results to
your inbox. Note: These results will remain in your inbox and will not be removed. You will now
need to acknowledge these results to complete the performance review process.

1. Navigate to the review results by clicking on the inbox icon.

=3 & Welcome Miss T Test ~

2. Select Review Results.

My Performance ltems

Review Results
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3. The following screen will appear. Search for the review that has a status of
Awaiting Acknowledgement.

Review Results

Q Q Q Ba B a

Status.
TEST FarmSol Standard Performance Template 1 Jan 2020 31Jan 2020 Disputed
Jap Test Review Liaining Contract 11302020 311302020 Disputed
Feb Performance Review FarmSol Standard Performance Template 1 Feb 2020 29 Feb 2020 Awaiting Acknowledgement *

4. Click on the appropriate review, then click on the eye icon to view.

Review Name

Q a a B a [}

TEST FarmSel Standard Performance Template Disputed 1Jan 2020 31 Jan 2020
Jan Test Review Training Contract Disputed 1 Jan 2020 31 Jan 2020
v/| Feb Performance Review FarmSol Standard Performance Template Awaiting Acknowledgement 1 Feb 2020 29 Feb 2020

5. The following screen will appear.

Employee - Miss T Test @
Inbox s

My Submitted ltems e & Weight Total Actual Rating

Leave

Calibrated Rating

Percentage Of Horm

Pei

My Performance ltems

Review Results

My Notifications

Noificabon Inbox

Performance Results v

‘ Cance Ackgostedge & Agree Acknowledge & Dispute

Employee - Miss T Test &
Inbox
My Submitted ftems Review Area Weight Total Actual Rating Total Rating | + Calibrated Rating Norm [ [ ——
Loae -
Pe
My Performance ltems
Review Results
My Notifications
Noiificabion Inbox Performance Results v

Ackgostedge & Agree Acknowledge & Dispute
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7. The following screen will appear. Scroll down, then to the right, to view ratings
and comments.

Inbox

My Submitted ltems

Acknowieage & Agee

8. You can now read through the final ratings and comments. Click on the speech
bubbles to view comments.

Inbox

W Mom | MM Test

(100%)

bt Mies T Test

My Submitted ltems

My Performance ltems
Review Results

Notificaion Inbox

Acknowieage & Agee

Comments will display as follows. Click on Close to close the popup.

Review Comment - Discussion Comment

9. Interpret the Performance Review Result section as follows:
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Inbox

My Submitted ltems

Performance Review Result
Tetal Actual Rating 31 Total fating Fully Ackignd Hoem Rating Spec Fuly Achigved

Performance Review Result Calibration

cwieage & Dispute

i m

ltem

Meaning

Total Actual Rating

Digicall uses a 4-point performance rating scale. The
Total Actual Rating refers to your total score out of 4.

Total Norm Rating

The Norm Rating will always be 3, Fully Achieved. This
reflects Management's expectation that Employees
should at least score a 3 — Fully Achieved on each KPI.
In other words, if an Employee scores lower than a 3 they
are under-performing; if they score higher than a 3 they
are over-performing.

Total Rating

The Total Actual Rating converted to a description on the
rating scale.

Percentage of Norm

The percentage of times an Employee has met or
exceeded the specified norm (3). In the example below,
the employee met the expectation of 3 — Fully Achieved
103% of the time.

Norm Rating Specified

The Percentage of Norm expressed in terms of the
rating scale descriptions.

Percentage of Total Score

This is the total score that the employee achieced,
expressed as a percentage.

10. If the Employee’s scores were calibrated, the new calibrated scores would show
in this section. However, your Manager will give you feedback on these possible
changes before releasing these results, so that you understand why calibration

was needed.
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Inbox

Weight Bomm e M Tt
My Submitted ltems

il

My Performance ltems

Review Results

My Notifications = T— g = T——— - ] = = ST
Notification Inbox Performance Review Result
Total Ac a1 Fuly Achigved

a1 fating ‘otal Rating Fully Actiarend Naem Rating Speci

Performance Review Result Calibration
Tota ated Total ated Fat Cakieation Approve.

. Review Results

Acknowieage & Agee

11. After you have reviewed your results, you can now acknowledge your
performance review results. In acknowledging your results, you have two
options: Acknowledge & Agree OR Acknowledge & Dispute.

W3 & Welome Mes TTest =

Inbox

Weight

s M Tt
(100%)

Miss T Test
L]

Nam
My Submitted ltems
Les

il Full compliance o 3 Ratng 3 Oy Ratingd O y Rating: 2 3 b

Rating: 0.15
My Performance ltems
Faniow Fassits Capturs Farmar Applcations sk (V5] 5 3 Rutegd ( Ratingl (Y Rating:d

Rating: 2.3
My Notifications

Natification knbax Performance Review Result
Totad Actual Ratin a1 Total fate Fully Ackipred g Spci Fully Achigved

Acknowiedge & Agee

Note: If you choose to Acknowledge & Dispute, you will be prompted to give a reason
for your dispute.

. Commients
Prease eniee & Comment

Enter your comments and click on OK to submit.
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. Cormmants

12.You will receive the following popup. Click on Yes to confirm the submission of
your acknowledgement.

Tt cerview Hatus will b Changsd 1o DHSputed & your COMMEn:
Contine?

13.The status of your review results will now be changed to Disputed or
Acknowledged depending on the option you chose in acknowledging the results.
These review results will always remain in your inbox for your own records. You
will always be able to access the ratings and comments for this review.

Review Results

TEST FamSel Sadind Perfaimande Templite 1 e 2020 31 56 2020 Diipubid

Fab Pecformancs Rirvdew Farmiel Standand Perfarmance Template 1 Fab 20120 29 Feb 2020 Disputed

Thank you for completing the Digicall
Performance Management process!

Page 20 of 21




