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SECTION 1: PERFORMANCE CONTRACTING

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

1. After the HR team has initiated the process, a Performance Contract item will appear in
your ESS. Click on the inbox item, then click on the Performance Contract line item.

+ Sage 300 People =24

My Approval ltems

Performance Contracts [1]) I
Unapproved Reviews [2]
Performance Reviews (4]
Review Results (1]
Notifications [15]

2. The following screen will appear.

Performance Contracts

Q Q Q Q el ] -

(All)
TESTO0111 Drttest

TEST Finance Department Performance Management 1 Oct 2019 30 Apr 2020  Initiated

3. Look out for the contract with a status of Initiated. Click on the line to open the
contract.

Performance Contracts

Q Q Q Q [ Hile] | MIFZNTY

TEST00111 Drttest TEST Finance Department Performance Management 1 Oct 2019 30 Apr 2020  Initiated ‘ |

4. The following screen will appear.

=5age300Psople @20 & WolcomeMissHCNel ~ | W Workingas MissHCNel ~ | [ ~

Inbox

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

Performance Contracts

My Submitted Items
Leave

Personal Details

Bank Details

Free Text

Claims

Checklist

B Darfarmnnnn Bamme

Performance Contract - 2034 - Dr t test - @

Performance & -
Perspective: Internal Proce... 10% gii}nmam pectiv - - . ;zﬂmmm Bpecin - TuT
Company Policies e a
Digicall Policy and Procedurs  100%
Perspective: Internal Proce... 0% Weight et
Operationsl S -
Prompt Call Answering 14% U;ﬁ."\,e Adherence/Compliance
Asking relevant qusstions 14%
Book the Boardroom and kep 2%
Direct service providers to ap 14%
Use a professional, pleasant 2%
Attentive listening 1o take acc... 14%
Pariray good image to customer
Physical appearance and tele 100%
Sub Key Digicall Policy and Procedure
Perspective: Leamning and . 5% Performancs
Learning and Development | indicator -
Cance
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Interpreting the Performance Contract:

Performance Contract - 2034 - Dr ttest - @

=5age300Psople @20 & WolcomeMissHCNel ~ | W Workingas MissHCNel ~ | [ ~

My Approval ltems Performance + -
Leave Key y
s Perspective: Internal Proce. 10% 2 pey
_ Performance Performance
Cancelled Leave Company Policias Area Area
Personal Details Digicall Policy and Procedure 100%
Weight Waight
Free Text Perspective: Internal Proce. 70% el Sl
Claims Operational Strategic Strategic AdherenceCompliance
Prompt Call Answering 14% Objective Objective
Checklist
Asking relevant questions 14%
Performance Contracts Book the Boardroom and kep 2%
Direct service providers fo ap. 14% Key Key
My Submitted Items Use a professional, pleasant 2% Performance Performance
Indicator Indicator
== Attentive listening to take acc 14%
Personal Details Perspective: Customer 15%
Bank Details Portray good image to customer
Physical appearance and tele. 100%
Free Text . v Leami " Sub Key y Digicall Policy and Procedure
erspective: Leamning and . 5% erform S
Claims Performance
Learning and Development || indicator . -
Checklist
J =

B Dasfarmanman Banas

The Original Contract

represents the Job The Proposed Changes
Description  that s section is where you will
currently loaded in the edit the performance
back end of the contract. This is what the

Use the Summary tab on
the left-hand side of the
screen  to  navigate
through the performance
contract. Click each line

to  open

performance item.

system.
next y

5. Navigate from one KPI to the next by using the
Summary tab on the left-hand side of the screen.

Employee will see once
you have submitted the
performance contract.
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PeErformance + ~
Perspective: Internal Proce... 10%
Company Policies \ This indicates the weight of the
Digicall Policy and Procedure 100% Perspective section. The weight
Perspective: Internal Proce... 70% ofall PerSpeCtlve sections
should always add to 100
Operational
Prompt Call Answering 14%
Asking relevant questions 14%
Book the Boardroom and kep. . 29 |« Thisindicates the weight of the KPI. The
Direct service providers to ap... 14% weight of all the KPI's in the same section
Use a professional, pleasant ... 22% should add to 100
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

6. Managers can make changes to the performance contract by clicking in any field in the
Proposed Changes section and deleting or altering the text. Any changes made to the
original contract will be highlighted in green.

Performance Contract - 2034 - Dr t test - @ -
Performance o+ ~

Perspactve: emal Proce. 010%

Company Policies

Digicall Policy and Procedure 100% Key Perspective: Internal Procedures (Governance) Key Perspective: Internal Procedures (Governance)

Performance Performance

Perspective: Internal Proce... 0% Area Area

Operational

Prompt Call Answering 14% Weight 11 kA o

Asking relevant questions. 14%

Book the Boardroom and kep 22% Strategic Adherence/Compliance Strategic This is a changg|

. Objective Objective 0

Direct service providers to ap 14% Y 2

Use a professienal, pleasant 22%

Attentive listening to take acc 14% Accept ¥ ‘ ‘ Decline x ‘
Perspective: Customer 15%

Portray good image to customer

Physical appearance and tele.. 100%
Perspective: Learning and ... 5%
Learning and Development -

‘ Gancel | ‘ Save and close | _

7. Accept the change that you made by click on the Accept button that appears below the
field that you altered.
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Performance Contract - 2034 - Dr t test - @ -

o Original Contract Proposed Changes

Performance o+ ~

Perspective: Internal Proce... 0 10% | CeEEiEnREm [

Company Policies

Digicall Policy and Procedure 100% Key Perspective: Internal Procedures (Governance) Key Perspective” Internal Procedures (Governance)

Performance Performance

Perspective: Internal Proce... 0% Area Area

Operational

Prompt Call Answering 14% Weight 1 % Weight 1( %

Asking relevant questions 14%

Book the Boardroom and kep 22% Strategic Adherence/Compliance Strategic This is a change

i o Objective Objective 0

Direct service providers to ap 14% ¥ '

Use a professional, pleasant 22%

Attentive listening to take acc 14% ‘ Accept ¢ Decline % ‘
Perspective: Customer 15%

Portray good image to customer

Physical appearance and tele.. 100%
Perspective: Learning and ... 5%
Learning and Development -

‘ cancel | ‘ Save and close | _

The following pop-up will appear. Confirm the change by clicking on Yes.

9 Contract Criteria

Are you sure you want to accept the changes?

8. You will notice that all KPIs that were changed will now have a green checkbox next to
them in the Summary tab.

Performance +=

Perspective: Internal Proce... v 10%

If you made changes to a KPI without clicking Accept, the Summary tab will look as follows

(blue i icon). You will not be able to submit the performance contract without going back and
accepting the change.

Performance o+ ~

Perspective: Internal Proce... + 10%
Company Policies

Digicall Policy and Procedure e 100%
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9. 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 - Dr t test - @
" ginal Contract Proposed Changes
Performance ] +R
Perspective: Internal Proce. . v 10% Key Perspective: Internal Procedures (Operational) Key (Operational)
Performance Performance
Company Policies Area
Digicall Policy and Procedure © 100%
7 Weight 7i
Perspective: Internal Proce... 70% ! % L %
Operational
Strategic Sy: ss Optimisation Strategic Systems/Process Optimisation
Prompt Call Answering 14% Objective Objective
Asking relevant questions 14% % 2
Book the Boardroom and kep 22%
Direct service providers to ap 14% © Created from Position. @ Created from Position.
Use a professional, pleasant 22%
o
Attentive listening to take acc 14% Key Operationa Key Operational
Perspective: Customer 15% Performance Performance
Indicator Indicator
Portray good image to customer
Physical appearance and tele . 100%
Perspective: Learning and ... 5%
Learning and Development -
Cancel ‘ ‘ Save and close ‘ _

The following screen will appear. Click on Search.

Sub Key Performance Indicator

Choose the fields you want to search on

Cancel

Sub Key Performance Indicator

Choose the fields you want to search on

Key Porformance Area

DIGI_BEH - Behaviora

ment

Key Performance Indicator

DIGI_BEH - Behavioural

Sub Key Performance Indicator

DIGI_B02001 - Brand Loyalty

DIGI_BEH - Behavioral Assessment DIGI_BEH - Behaviaural DIGI_BO2002 - Customer Focus
DIGI_BEH - Bshavio ment DIGI_BEH - Behavioural DIGI_B02003 - Excellence
DIGI_BEH - Behavioral Assessment Behavioural DIGI_BO2004 - Follow Though
DIGI_BEH - Bahavioral ment - Behavioural DIGI_BO2005 - Job Knowledge
DIGI_BEH - Behaviora DIG1_BEH - Benavioural DIGI_B02006 - Passion
DIGI_BEH - Behaviora DIGI_BO2007 - Problem Soiving
DIGI_BEH - Bah: 08 - Cuality o
DIGI_BEH - Beh 03 - Team Buikling
DIGI_BEH - Bahavio DIGI_BEH - Behavioural DIGI_BO7001 - Brand Loyalty
DIGI_BEH - Behavioral Assessment DIGI_BEH - Behavioural DIGI_BOT002 - Customer Focus
DIGI_BEH - Bahavio ural DIGI_BO7003 - Excellence
DIGI_BEH - Behaviora { - Benavaural DIGI_BO7004 - Foliow Through
DIGI_BEH - Behavioral Assessment DIGI_BEH - Behaviaural DIGI_BOT00S - Job Knowledge
DIGI_BEH - Behavioral Assessment DIGI_BEH - Behavioural DIGI_BOT006 - Passion

Cancel
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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 - Behaviourai

DIGI_BEH - Behavioura

DIGI_BEH - Behavioural

DIGI_BO7004 - Follow Through

il

Cancel

The following screen will appear.

Performance Contract - 2034 - Drttest- @
E Original Contract Proposed Changes
Performance AO+ ~
Key Performance Key Performance
Perspective: Internal Proce... v 10% Y Y
Area Area
Company Policies
Digicall Policy and Procedure @ 100% A Weight Weight
Perspective: Internal Proce... 70%
y Strategic Objective Strategic Objective
Operational
Prompt Call Answering 14% A y A
Asking relevant questions 14% A
Book the Boardroom and kep. 22% A Key Performance Key Performance
Direct service providers 1o ap.. 14% A Indicator Indicator
Use a professional, pleasant 22% A
Attentive listening to take acc. 14% A
Sub Key Sub Key | Follow Through ‘
Perspective: Customer 15% Performance Performance
Portray good image to customer = TEEi
Physical appearance and tele 100% A
Perspective: Learning and ... 5%
Learning and Development Objective Objective
Continous Leaming and Dv] 100%
9 n A y p
Behavioral Assessment 00%
Senavioural o | Accept v | ‘ Decline X ‘
Follow Through oAl ¥
e
\ e | [ sveemacos |

You will notice that:

\

e The Summary tab has red errors. This is because the weight of the KPI needs to be
specified so that all Perspective sections add up to 100, and the KPI's for each section
(perspective) should also add up to 100.

e The Proposed Changes section is completely green as the entire KPI is new. You will

need to Accept the KPI to submit the performance contract.

Click on Accept, then select Yes to confirm.
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9 Contract Criteria

Are you sure you want to accept the changes?

Change the weight by highlighting the field and enter the new weight (you can type in the
weight or use the arrow buttons to increase/decrease the weight).

i/} Original Contract Proposed Changes

Key Performance Key Performance | Behavioral Assessment ‘
Area Area
Weight 0 % ‘Weight %
Strategic Objective Strategic Objective
V W
‘ Accept v ‘ ‘ Decline x ‘

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.

Original Contract Proposed Changes

Key Performarjce Key Performance ‘ Behavioral Assessment |
Alea Area
Weight 0 % Weight |:| %
Strategic Objective Strategic Objective
Vi Z

Confirm the deletion by clicking Yes.

9 Contract Criteria

Are you sure you want to delete the Contract Criteria?

10. After you have edited the performance contract as needed, you can either Save and
Close or Submit the contract.
e Save and Close: This option will save the contract but keep it in your inbox so
that you can access it later.
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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.

Process Notes

1.

2.

After you have edited the performance contract, Submit the
contract to send it to the Employee for review and editing.

After the Employee has completed their suggested changes, the
contract will be returned to your inbox, flagging the Employee’s
suggested changes for you to Accept or Decline.

. At this point, have your Contracting Discussion where you and

the Employee discuss his/her suggested changes and agree on
the final version of the Performance Contract. Submit after you
have reached agreement.

. Lastly, the final version of the Performance Contract will go the

Employee so that they can agree to it. If the Employee checks
the contract and Submits without making further changes, the
contract will be Approved. If the Employee makes changes at
this point, the contract will be returned to you to Accept or
Decline the suggested changes.

. This last step may continue, until the Employee Submits the

contract without making any changes.
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SECTION 2: CREATE A REVIEW

Sage 300 gives Managers the freedom to take full ownership of the creation of reviews. The
Digicall Group has two mandatory, bi-annual reviews (March and October reviews) that
Managers have to create. In addition, Managers can create reviews as needed, e.g. quarterly
reviews or monthly reviews.

1. Click on the Performance Tab, Select Contracts.

W Working as Miss HC Nel ~ | [ ~

-7 & Welcome Miss HC Nel ~

= Sage 300 Peoplo

Latest paysiip
1 i 19

. My Tax Certificates Upcoming Birthdays
V tha

Total employee leave submitted for last 365 days

Q View Inbox Lotast b corifcalo o ' " No data
+ New Loave Application ) Aug
+ Submit Claim
M View Paysips
& Today ™~ € January 2020 > W £ Year £ Month £ Week
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
~

"DIGICALL

2. Search for the appropriate Employee’s contract and click on the line.

B4 Sage 300 People x  + = X
< c & people.payroll.co.za/webselfservice/#/performanceContractList o A ¥ LA C ] [¢] @ e H
i Apps @ Imageresultforwe.. @ Mobile make-upart.. @ Collections & acces.. @ comedy @, PeaceCopsZulul.. @ freeonlinecourse.. @ Circular 50 of 2018... Sage « Zoho

=Sage00Pecple  EE17 & WelcomeMissHCNel ~ | 4 Workingas MissHC Nel ~ | 0§ -

Contracts

[ 8 | crvioyecode 7 | reame |t me ¥ |l e |Gormctone 7| oouacSamwe ¥ | CorracEndDoe 7 | kTde | e | Enplpe Compory
Q Q Q Q Q Q Q

B a B a

0011 test test Digi Bi-Annual Performance Review | Digi Bi-Annual Performance Review 01 Apr 2019 30 Sep 2019 Receptionist £55_TEST_COMP - Standard Com

TESTOO111 test test Digi Bi-Annual Performance Review  Digi Bi-Annual Performance Review 01 Apr 2019 30 Sep 2019 Receptionist ES5_TEST_COMP - Standard Com

T TR Y T

01 Jan 2020 31 Jan 2020 Receptionist ESS_TEST_COMP - Stan

v test test Digi Bi-Annual P
Helena Nel Digi Bi-Annu ew O Apr 2019 30 Sep 2019 'HR Consultant tal Solutic
Helena Ne: Digi Bi-Annual Perfor Digi Bi-Annual Performance Review 01 Apr 2018 30 5ep 2019 HR Consultant al Soluti

Tip: You can select multiple contracts by checking the boxes on the left-hand side of
each contract.
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B Sage 300 People x 4+ _ a8 %

< c @ peoplepayroll.co.za/webselfservice/#/performanceContractList o Q % * e 0o® e i
3 Apps @ Image resultforwe.. [ Mobile make-up art.. @ Collections & acces.. @ comedy @, Peace Corps Zulu L @ free online course 7. @ Circular 50 of 2018, Sage « Zoho

2 Sage 300 People =17 & Walcome Miss HC Nel ~ @ Working as Miss HC Nel ~ 7. -

Contracts

First Name Last Name Template Name Contract Start Date Contract End Date Job Title Job Grade Employee Company Rule

Q Q
v TERTO01M test test Digi Bi-Annual Performance Review Digi Bi-Annual Performance Review 01 Apr 2019 30 Sep 2019 Receptionist ESS_TEST_COMP - Standard Com
v TEfTOO11Y test test Digi Bi-Annual Performance Review  Digi Bi-Annual Performance Review 01 Apr 2013 30 Sep 2019 ESS_TEST_COMP - Standard Com
ef10011 test test Digi Bi-Annual Perforn gi Bi-Annual Performance Review | 01 Apr 2019 30 Sep 2019 ESS_TEST_COMP - Standard Com
v TEfToOIN test st Digi Bi-Annual Performan jew  Carla Test (use this one) 01 Jan 2020 31 Jan 2020 ESS_TEST_COMP - Standard Com
ngvoss Helena Ne Digi Bi-Annual Perfor Digi Bi-Annual Performance Review | 01 Apr 2019 30 Sep 2019 HR Consultant VA - Nova Capital Solutic
V¥  nquoss Helena Nel Digi Bi-Annual Performance Review  Digi Bi-Annual Performance Review 01 Apr 2013 30 Sep 2019 HR Consultant 012_NOVA - Nova Capital Solutic

Note: The contract status should be Approved — check the status by scrolling to the far right-
hand columns. Tip: Frist scroll down (use the big vertical scroll bar on the right-hand side of the
screen) and then to the right (use the horizontal narrow scroll bar on the bottom of the screen).

#=Sago300People @817 & Woicomo Miss HCNel ~ | i Working as Miss HC Nel - | [ -

Employee Code First Name Last Name Template Name Contract Name

v TESTO0111 test test

NOVOSS Helena

NOVOSS Helena

First,
Scroll

Down
Second, Scroll Right

v
<
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After scrolling, you will see the Contract Status (look out for Approved contracts).

W Working as Miss HC Nel ~ | (B ~

= Sage 300 People =17 & Welcome Miss HC Nel ~

Currently Assigned

Employee Date Engaged

Q ;B @an - Q (alry
30 Sep 2019 el 01 Mar 2019 Closed
30 Sep 2019 el | 01 Mar 2019 New Clased
30 Sep 2019 01 Mar 2019 Approved
1 Jan 2020 HC Mel 01 Mar 2019 New Approved
30 Sep 2019 Botha 06 Mar 2019 ctiv own Closed
30 Sep 2019 Mr VB Botha 06 Mar 2019 Active =] Approved

3. After selecting the appropriate contract, click on the Create Review icon
Tip: If you hover over each button, it will display the meaning of the button.

=Sago300Poople @17 & WolcomoMiss HCNol ~ | 4 Working as Miss HC Nel - | [ -

Contract End Date Job Title lob Grade Employee Company Rule

Contract Start Date

Contract Name

Last Name Template Name

55_TEST_COMP - Standard Comy

TESTO0111 Digl Bi-Annual Perfor \pr 201 30 Sep 2019 E
TESTO011 test test Digi B 01 Apr 2019 30 Sep 2019 ESS_TEST_COMP - Stan
TEST0O0111 test test Digi Bi-Annual P 019 30 Sep 2019 ESS_TEST_COMP - Standard Comy
v TESTOO111 test test al Performance Review  Carla Test (use th ne) 01 Jan 2020 31 Jan 2020 ESS_TEST_COMP - Standard Comg
NOVOSS Helena Nt Digi Bi-Annual P v 01 Apr2019 30 Sep 2019 HR Consultant apital Solu
NOVOSS Helena w | Digi Bi-Annual Performar v 01 Apr2019 0 Sep 2019 HR Consultant pit

4. After clicking on the Create Review Button, the following screen will open (see below).
You will now need to populate the review selection.
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Review Selection

Review Selection

Review Selection ~
Category ¥ |+ Review Type ME

Review Name

8 |* Cycle End Date [ |* Review Completed By a8

1 |* Review Weight 0

Reviewers A~

Q, add Additional Reviewers

- Overall
Selection Use
Weight
Competency
Key Performance

Values

Overall

Self Weight Owner Weight Welght

Free Text 1

Free Text 2

Free Text 3

Free Text4

Overall Weight 0

Populating the Review Selection (from left to right).

Review Name
Review Category

Review Type

Cycle Start Date

Cycle End Date

Review Completed By

Issue date

Review Weight

Enter the name of the Review, e.g. January Performance review.
Click on the drop-down to select Performance Review as the
Review Category.
Select from the following options:
Annual review
Bi-Annual review
Quarterly review

e Discretionary review

e Probationary Review
Click on the calendar button in the field to select the start date for
the review. The date ranges refer to the performance period that
you are assessing, e.g. for a monthly review, the dates will range
from the 1% to the 315 of a month.

NB Dates for Bi-Annual Reviews for Bonuses and Increases:

For the March increase review:

T November (Cycle Start Date) to 31 March (Cycle End Date)

For the October bonus Review:

1 April (Cycle Start Date) to 31 October (Cycle End Date).

Click on the calendar button in the field to select the end date for
the review. Tip: The review will still be available after the end date
has been reached.

Click on the calendar button in the field to select the date that the
review should be completed. Tip: This date will also display in the
email notification sent to the Employee (e.g. please complete your
review by [Review Completed By] date).

Click on the calendar button in the field to select the issue date of
the review (use today’'s date).

Enter the weight of the review (you can either use the up and down
arrows to increase or decrease the weights, or you can highlight
the field and type in the weight). At the end of each performance
cycle, the system will work out the average for all the reviews (as
per their Review Weights) so that a final Contract Score is
available.

Page 13 of 44



5. After completing the review selection, you will now complete the Reviewers section.

Review Selection

f lection
Review Selection A
anu view Categos ce Review v v

Reviewers A
Q, Add Additional Reviewers

Review Type Discretionar,

B | Review Completed By 31Jan 2020 ]

Selection

Use

Overall
Weight

Self

Weight

Owner

Weight

Overall
Weight

Competency

Free Text 2

Free Text 3

Froe Toxt 4

Overall Weight

Populating the Review Selection.
Add Additional Reviewers

Should you need the Employee to be rated by
an additional rater (i.e. someone other than
yourself and the Employee), you can click on
the Add Additional Reviewers field.

Q. Add Additional Reviewers

A search bar will pop up, click on Search to
see all Employees that can be added as
Additional Reviewers.

Search

Choose the fields you want to search on

Select the Employee that you want to add and
click on the Select button on the bottom right-
hand side of the popup.

You will see that an additional column with
the name of the Additional Reviewer has now
been added to the Reviewers section.
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Review Selection

Review Selecfion

Review Selection A

Review Name January Review Review Category Performance Review T Review Type Discretionary
Cycle Start Date 01 Jan 2020 Cycle End Date 31 Jan 2020 B Review Completed By 31 Jan 2020 =

21 Jan 2020 Review Weight 0

MrA
y Overall . Qverall
Selection Use Weight Self Weight Owner Weight Dai ng.’gem bizi Weight Weight

Competency
Key Performance

Values

Free Text 1

Free Text 2

Free Text 3

Froe Taxt 4

Overall Weight 0

[ ) -

Populating the Review Selection (continued, from left to right)
Key Performance Under the Selection heading, we will only be using Key
Performance. Tick the checkbox under the Use column that
corresponds to the Key Performance row

Reviewers

Q Add Additional Reviewers
) Overall : ) Mra ) )
Selection Use Weight Self Weight Owner Weight Danga;i:'embm Weight Overall Weight
Key Performance v 0
Values
Free Text 1
Free Text2
Free Text3
Free Text4
Overall Weight [ 0o |
Key Performance (row) In the same row, enter 100 under the Overall Weight Column.

Tick Self (this indicates that we would like the Employee to do a
self-rating) and enter the Weight as zero (0). Employee scores
are specified as zero because we want to give them input in the
process, however, the final decision still lies with the Manager.
Tick Owner (this indicates that we would like the Manager to rate
the Employee) and enter the Weight as 100. Note: If additional
raters were added, the Manager weight needs to be specified as
zero, and the additional reviewer can be specified as 100%.
Should you need assistance with regards to the review weights,
please contact your HR team.

If you have additional reviewers, you can tick the checkbox under
their name and assign a weight to their rating as well.

NB The Overall Weight field should always add up to 100.
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Q, Add Additional Reviewers
Overall MrA
Selection Use Weight Self Weight Owner Weight Dangarembizi Weight Overall Weight
o
1

Key Performance v | 1002 | v 0 v 100 v 0 100
Values

Free Text 1

Free Text 2

Free Text3

Free Text4

Overall Weight 100

6. After completing all the information on the review selection screen, click on Load
Employees on the bottom right-hand side of the screen.

Review Selection

Review Selection
Review Name January Review Review Category Performance Review Y Review Type Discretionary M
Cycle Start Date 01 Jan 2020 Cycle End Date 31 Jan 2020 B | Review Completed By 31 Jan 2020
ssue Date 21 Jan 2020 Review Weight 0

Reviewers A

Q Add Additional Reviewers

MrA
Overall
Selection Use w:;n Self Weight Owner Weight Dangarembizi Weight Overall Weight
Competency
Key Performance 2 100 @ 0 ¢ 100 @ 0 100
Values
Free Text 1
Free Text2
Free Texts
Free Text 4
Overall Weight 100

The Employees whose contracts were initially selected will now appear as tabs on the top part
of the screen. Note: If multiple contracts (for multiple Employees) were selected, all the
Employee names would have displayed as tabs.

Review Selegtie

Review Selection

Review Selection

° Employee(s) Loaded

Review Name January Review Review Category Performance Review ¥ Review Type Discretionary
cle Start Date 01 Jan 2020 B Cycle End Date 31 Jan 2020 B  Review Completed By 31 Jan 2020 i
Issue Date 21 Jan 2020 Bl | Review Weight o
Reviewers A~
Q add Additio:
Overall e A
Selection Use " Self Weight Owner Weight Dangarembizi Weight Overall Weight
Weight p
Competency
Key Performance 7 100 v o Pl 100 v ] 100
Values
Free Text 1
Free Text2
Free Text3
Free Toxt4
Overall Weight 100

You can now click on each Employee’s separate tab and make changes to the review selection
for specific Employees. This is useful in cases where a Manager has to create reviews for
several Employees, but where only one Employee needs Additional Reviewers. (Note: If dates
were entered incorrectly (cycle start date & cycle end date), there would be an error I next to the
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Employees’ name. If this is the case, you can click on the delete icon o on the tab next to the

Employee name, fix the error, and click on load Employees again.
Drttest®

Raview Selection Drttest fiy

Review Selection ~

Review Name January Review Review Category Performance Review ¥ Review Type Discretionary v
Cycle Start Date 01 Jan 2020 B Cycle End Date 31 Jan 2020 B Review Completed By 31 Jan 2020 2]

Issue Date 21 Jan 2020 B Review Weight 0

Reviewers

|

Q Add Additional Reviewers

overall MrA
Selection Use w;;:« Self Weight Owner Weight Dangarembizi Weight Overall Weight
Compatency
Key Performance @ 100 100

Values

Free Text 1

Free Text 2

Free Text3

Free Text4

Overall Weight 100

If you scroll down (use the scroll bar on the right-hand side of the screen), you will also see the
Employee’s KPA's and KPI's as they will display on the review.

Drttest®
Reviewer Detail
Performance - Key Performance Area Ser tormal Procedures (Govemnencel
Perspective: Internal Proce. 10%
Company Policies Weight 0
Digicall Policy and Procedure 100%
Strategic Objective -
Perspective: Internal Proce... 70 CenEE
Operational
Prompt Gall Answering 14%
Asking relevant questions 14% Key Performance Indicator Company Policies
Book the Boardroom and kep 22%
Direct service providers to ap... 14%
p P @ Created from Position
Use a professional, pleasant 22%
Attentive liskening o take acc 14 Sub Key Performance Indicator Digicall P
Perspective: Customer 15% Norm S -1 weign -
Portray good image to customer
Physical appearance and tele. 100% Objective omply with and abide by all Policies and Procedures set out by the company and ensure that employees reporting to you do same
Perspective: Learning and 5%
Leaming and Development
Continous Leaming and Dvip 100%

Page 17 of 44



7. Click on Create to create a review for the selected Employees.

Drttest@®
Reviewer Detail ~
Performance o Key Performance Area Perspective’ Internal Procedures (Governance)
Perspective: Internal Proce.... 10%
Company Policies Weight 10
Digicall Policy and Procedure 100%
Strategic Objective Adherence/Compliance
Perspective: Internal Proce. 70%
Operational
Prompt Call Answering 14%
Asking relevent questons 145 Key Performance Indicator Company Policies
Book the Boardroom and kep 2%
Direct service providers to a 14%
P P @ Created from Position
Use a professional, pleasant . 2%
Attentve listening lo ke acc s Sub Key Performance Indicator Digicall Policy and Procedure
Perspective: Customer 15 Norm DIGI3 - 3 - Full Performer Weight 100
Portray good image to customer
Physical appearance and tele. 100% 2ield Comply with and abide by all Policies and Procedures set out by the company and ensure that employees reporting to you do same
Perspective: Learning and 5
Leaming and Development
Continus Learning and Dvip 100%

Cance! Create

8. Click on Yes to confirm.

9 Create Adhoc Reviews

Create the Adhoc Reviews?

9. You will receive the following notification to confirm the creation of your reviews (top
right-hand side of the screen).

Successfully Created the Adhoc

Reviews

10. Your review has now been created and will show in your inbox as an Unapproved Review.

Tip: If you do not see the Unapproved Review in your inbox immediately after creating
the review, sign out and back in to refresh the system.
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=18 & Waelcome Miss HC Nel ~ W Working as Miss HC Nel ~ g -

o
Review Results (1]
5 = Notifications [ 12 ]
[ wssvcne | M Eeroln b it fowrs ey eata submited for last 365 days
Latest payslip Leave Claims
. 31 Dec 2019 )
- My Tax Certificates Upcoming Birthdays
Latest tax certificate Vaughn Botha o 3 Apr No data
G Vi Inbuxc test tost 29 May
Helena Nel 30 Aug
+ New Leave Application
+ Submil Claim
) View Payslips
) Today . 'y January 2020 Y & £ Year i Month [ Week
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

"DIGICALL

o New Inbox Item(s)

‘You have new ilems in your Inbox

11. Click on the Unapproved Review Inbox item. The following screen will open.

= Sage 300 People =18 & Welcome Miss HC Nel ~ & Working as Miss HC Nel - '-'n -

Unapproved Reviews
Inbox PP

My Approval ltems

Cancelled Leave L K
Personal Details TESTOO111 Dr test test Helena Test 1Jan 2020 31 Jan 2020 Receptionist
Free Text TESTO0111 Dr test test January Review 1 Jan 2020 31 Jan 2020 Receptionist

Claims
Checklist

Unapproved Reviews

My Submitted Items
Leave
Personal Details
Bank Details
Free Text
Claims

Checklist

12. Now we need to Release the review so that it will display as a performance review in the
Manager and Employee’s inbox. Select the appropriate review, and click on the play
button to release the review

#Sage300People  EE18 & WolcomeMissHCNel - | i Working as MissHC Nel - | 3§ -

Unapproved Reviews

My Approval Items
Loave S yde | o e
Cancelled Leave A A 3 ) m a =
Personal Details ] TESTO0111 Dr test test Helena Test 1 Jan 2020 31 Jan 2020
Free Text TESTOO111 Dr test test January Review 1 1an 2020 31 Jan 2020

Claims
Checklist

Unapproved Reviews

My Submitted Items
Leave

Personal Details
Bank Details
Free Text
Claims

Checklist

B Darfarmnnan lbame
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13. Click Yes to confirm that the review can be released.

9 Release Review(s)

Selected review(s) will be released to all the reviewers. Do you want to continue?

—

14. The Unapproved Review will now show in the Manager and Employee inbox as a
Performance Review. It will no longer be available in your inbox as an Unapproved
review, as it has now been approved and sent out. Tip: If you do not see the Performance
Review in your inbox immediate, sign out and back in to refresh the system.

Go to SECTION 3: COMPLETE A REVIEW to learn more about

completing performance reviews.
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SECTION 3: COMPLETE A REVIEW

Employees and Managers will receive an email (and WebSS notification) to announce that the
performance review is ready for completion. NB Both the Manager and Employee will receive
their reviews at the same time, and the process of completing the review is also the same for
both.

Note: As a Manager, you may ask the Employee to complete their review
first so that you can view their ratings before submitting your own review.

To view the Employee’s rating, go to SECTION 4: REVIEW RESULTS. To pull
reports, go to SECTION 5: REPORTS.

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

17 & Wokcome MissHCNel ~ | i Working as Miss HC Nel ~ | (1§ ~

Review Resulls
2]
m My Paysiips Wy Bubmitied tema preyesreave submitted for last 365 days

" Nolifications
ubmi
Latest payslip Leave Claims
1 19 )
ing Birthdays
tha "

- My Tax Certificates Upcoming Birthday:
[

Latest tax certificate Ve Bo

a View Inbox

Helena Nel
+ New Leave Application

+ Submil Claim

@) View Payslips

4 Today - € January 2020 > & £ Year £ Month £ Week

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
h |

"DIGICALL
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The following screen will open, with a list of all the performance reviews that have not been
completed yet.

#=Sage 300 People @19 & Welcome Mrss HC Nel & Working as Miss HC Nel ~ "y -
Incomplets @)
Inbox
My Approval items test test Carla - Test Review Date: 21 Jan 2020
Leave
Cancelled Leave test test Helena Tost Review Date: 21 Jan 2020
Personal Details test test January Review Review Date: 21 Jan 2020
Free Text
Claims test test Carla Test Review Date: 15 Jan 2020

Checklist

Unapproved Reviews

My Submitted Items
Leave
Personal Details
Bank Details
Free Text
Claims

Checklist

2. Click on the review that you want to complete (this could be your own review or a review
for an Employee).

= Sage 300 People =19 & Welcome Miss HC Nel ~ 4 Working as Miss HC Nel ~ 'y -

Incomplete @)
Inbox

My Approval ltems test test Carla - Test Review Date: 21 Jan 2020
Leave

Cancelled Leave tost test Helena Test Review Date: 21 Jan 2020

Personal Details test test January Review Review Date: 21 Jan 2020

Free Text

Claims test test Carla Test Review Date: 16 Jan 2020
Checklist

Unapproved Reviews

My Submitted Items
Leave

Personal Details
Bank Details
Free Text
Claims

Checkiist

Bl Darfarmanman lane

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

oW =

- Exceptional Performer

5. The Actual Result field can be used to capture more specific evidence or results for the
Employee (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.

Comment on Review

7. Complete overall comments. Provide overall comments on performance in the Overall
Comments block. Examples of overall comments could include your overall satisfaction
with the performance of the Employee, or noting any significant developmental areas
that the Employee needs 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 ‘ﬁ.

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.

e 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 Employee.
You can now use this information to prepare. Go to SECTION 4: REVIEW

RESULTS to access the review ratings and comments.
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SECTION 4: DEVELOPMENT PLANS

The Development Plan functionality allows you to keep track of your professional development.
The development plan is an agreement between the employee and their manager that will allow
to load new development items for the employee on his Employee Self Service development
plan.

The Development Plan consists of the following sections:

e My Development Plans
e My Completed Items
e Team Development Plans (for Managers)

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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Development Plans «

My Development Plan
My Completed Items

Team Development Plans

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. 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

Short Term Goals

Long Term Goals

LA RS K

Performance Development

Current Position Development

Succession Role Development

i evi v
Personal and Compulsory Development -

The following screen will display.

Add Current Position Development ltem

Development ~

Attachments ~

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 Date | Defaults the date when the employee started in this position.

Area Select the Performance option (you will notice that there are options for
(Mandatory) Competencies and Skills, however these fields are not currently available).
What The Performance Indicators linked to the position will appear as a drop-down
(Mandatory) list. Select which Performance Area you would like to develop.

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

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

Development Description
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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.

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

Training Course

Training Description

PR

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.

Section 2: My Completed Items
This section shows a historical record for completed development items.

Section 3: Team Development Plans

Managers can view, track, and update the statuses of the development plans and items for their
teams.

1. Expand Development plans, Click on Team Development Plans.

Development Plans - Job H

My Development Plan

My Completed Items
r Team Development Plans | -I

2. Alist of your team’s development plans will appear here. Click on the Employee’s name to
open their development plan.

Team Development Plans

Display Name Jab Title

TEST39 Judge T PDP Test Employes DIGI_C03 - Call Centre Manager DIGI_TEST39 - PDP Test Emplayee
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3. Use the action buttons to update the status of the development item, leave a comment for
the Employee’s reference, or open the item for more detail.

Performance Development A~

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.
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 5: REVIEW RESULTS

After completing their ratings, the Manager and Employee can now have their face-to-face
performance discussion. To prepare for this session, the Manager can access the Review
Results screen or pull Reports to view Employee scores.

1. Click on the Performance tab; click on Contracts.

£ Sage 300 People 18 & Welcome Miss HC Mel ~ | W Working as Miss HC Nel - | B -

Edit Layout

Total employee leave submitted for last 365 days

£3 Today . € January 2020 > & (8 Year £ Month (5 Week

Sunday Monday Tussday Wednesday Thursday Friday Saturday

"DIGICALL

2. Select the appropriate contract.
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a 1 a a a a B a a Q a
TesToo1 test Digi Bi-Annual Performance Review -Annual Performance Review | 01 Apr 2019 Recsptionist ST_COMP - Standard Campany Weskly - Miss HC
TesToo1 test Digi Bi-Annual Performancs Review | Digi Bi-Annusl Performance Review | 01 Apr 2019 Recsptionist TEST_COMP - Standard Campany Weekly | NOVOSS - Miss HC
u= v e e R e s I TSI S T ey OIS TR
v TESTOO111 test test Digi Bi-Annual Performance Review  Carla Test (use ths one) 01 Jan 2020 Receptionist ESS_TEST_COMP - Standard Company Weekly - NOWOSS - Miss HC
Helens Nl Digi Bi-Annual Performance Review | Digi Bi-Annusl Performance Review | 01 Apr 2013 HR Consultant 012_NOVA - Nova Capital Solutions NOVOOT - Mr VB Bt
Helens Nel Digi Bi-Annual Performance Review | Digi Bi-Annusl Performance Review 01 Apr 2013 012_NOVA - Nova Capital Solutions NOVOOT - Mr VB Bt

3. Click on the View Contract icon

W Working as Miss HC Nei

t Name Template N ct End Date

1 Y 1 B a =2
TESTOO test Digi Bi-Annual Perfor i Bi-Annusl Performance Re NOVOSS
TESTOO test Digi Bi-Annual Perfo i Bi-Annusl Performance Review NOWOSS
TESTOO test Digi Bi-Annual Perform; Digi Bi-Annusl Performance Review | 01 Apr 2019 Receptionist TEST_COMP - Sta mpany Weekly | N

v TESTOOIN test test Digi Bi-Annual Performance Review  Carla Test (use this one) 01130 2020 31130 2020 Recsptionist £55_TEST_COMP - Standard Company Weekly NOVOSS -

Helen Nel Digi Bi-Annual Performance Review | Digi Bi-Annual Perfermance Review | 01 Apr 2019 30 Sep 2019 HR Consultant 012_NOVA - Neva Capital Solut Nowoo?
Helena Nl Digi Bi-Annual Perform Digi Bi-Annual Perfermance Re Apr 2019 30 Sep 2019 HR Consultant 012_NOVA - Neva Capital Solutian: Nowoo?

4. The following screen will open. Click on the Review Results tab.

Performance Contract - 2034 - Dr t test - @

Setup I Avatable Criteria T Scheduled Reviews ] Probation Review I Coniract Criteria ] Decuments & Pokicied ] Review Results I Contract Resulls

Contract Name Carla Test (use this ane)

Contract End D

Contract Start Date 1 Jan 2020 ]

Standard

all Rating Type 4-Point Perfarmance Rating ¥ | Contract Process Definition

Contract Qwner 2088 - Miss HC Nel Contract Initi

Contract Owner Has View Access ¥ @ Status Approved v

e

Allow Discussion Rating

Results L}

Reviewer Tentati

5. Alist of the reviews for the Employee will show. Double-click on the appropriate review.
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Performance Contract - 2034 - Drt test- @

Setup Scheduled Reviews Probation Review Contract Criteria Documents & Policies Review Results Contract Results

Q Q Q

et

Carla Test 01 Jan 2020 31 Jan 2020 Incomplete

5 a

January Review 01 Jan 2020 31 Jan 2020 Captured |

Tip: If both the Employee and Manager have rated, the Status for the review should be Captured.
Read more about the meaning of each Status in the Table below.

Option
Incomplete

In Progress

Captured

Awaiting acknowledgement

Acknowledged

Disputed

Description

This means that either the Manager or Employee review is
still outstanding. Review results will not be available for
viewing yet.

One, or both reviewers have started completing their
reviews. The review status will remain on In Progress until
both reviewers have Submitted their reviews.

This means that both the Employee and Manager have
captured their reviews. You will be able to view these review
results.

The system allows Managers to release the performance
results (including both the Manager and Employee ratings
and comments) to the Employee. After released, Employees
will have to Accept and Agree, or Accept and Dispute their
results.

The Employee has Acknowledged their review, and agrees
with the results thereof.

The Employee has Acknowledged their review yet disputed
the results. In this case, HR will follow up.

6. The following screen will display. Click View, next to the Performance section.
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Contract Review: Adhoc review for myself on ESS For Employee: 6 - Mr L Draai - @

Heview Area | Weight Total Actusl R

ane Of Total Score

Performance 40 3105 Good 62.1
Tahie 30 2 On Standard 6567
Goals Review Result 30 El 9 €0
Review Totals 342 Good 6284
Performance Results w
Values Results v

Goals Review Result Results

Review Results

Total Actual Rating 3142 S| Total Rating Good Norm Rating Specified Excellent
Total Norm Rating 5 Percentage Of Norm 6284 Percentage Of Total Score 6284
Excluge INCompiete Reviewers' Ratings Refrasn Results. Recalc Results Close

7. From here, Managers will be able to see comments and ratings from different reviewers.
Click on the speech bubbles to see each rater's comments.

Contract Review: Adhoc review for myself on ESS For Employee: 6 - Mr L Draai - @

Values Results ~IB

¢ wary Value Weight [l on

“ Sage Values Rating: 2
Customers first 20 2| Rating: 2 Rating: 2 Rating: 2 Rating: 2 B
Do the right thing 20 2 | Rating: 3 2 Rating: 2 Rating: 2 Rating: 2.8
Innouate 20 2 | Rating: 1 =) Rating: 2 Rating: 2 Rating:12 ) 4]
Make a difference 20 2 Rating: 2 Rating: 2 Rating: 5 (=) = [+]

Values Review Result

Total Actusl Rating z Total Rsting On Standard Narm Rs Zifed On Standsrd

Total Narm Rating 2 Percentage OF Norm 100 Percentage 01 Total Score 567
Values Review Result Calibration

Total Calibrated EE| Total Calibrated Rating Calibration Approved By Q
Percentage Of Nerm 0 Percentage Of Total Seare 0

Exclude Incompiels Reviewers' Ratings Refresh Resulls.

Review Comment - Reviewers Overall Comments
Mr Miles Jackson -
[
ot
s Sally Mpele
Mr Draal
Close
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It may be the case that the Manager and Employee agree on a different score (other than what
the Manager has already captured). A Discussion rating is a third rating that can be used to
capture the agreed-upon scores that resulted from the performance discussion. The
Discussion rating will override your original score, but keep a record of the original scores given

by each eater.

8. To capture a Discussion rating, navigate to the right of the screen until you see the
Discussion column.
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Contract Review: Digicall Performance Reviews For Employee: 2088 - Miss HC Nel - @

Weight | Key Performance Indicator Weight | Sub Key Performance Indicator Weight | Norm | Mr 1 De Kock
(50%)
20

Behavioural

Performance Results

Key Performance Area

Brand Loyalty 3 Rating: 1 Rating: 2

SMUS Nel
(0%)

Rating: 3

Reviewer:' Row
Total

Rating: 268

Rating: 168

Customer Focus 3 Rating: 3 Rating: 2 Rating

»
»

Rating: 2.5

Total Rating 3 - Full Performer Norm Rating Specified

Total Norm Rating

Percentage Of Norm 88.28 Percentage Of Total Score 66.21

3 - Full Performer

Ratina: 2

Performance Review Result Calibration

Total Calibrated Total Calibrated Rating Calibration Approved By

Percentage Of Norm Percentage Of Total Score

9. Next, click on the plus icon in the Discussion column to override your original rating and
provide comments for the change.

Contract Review: Adhoc review for myself on ESS For Employee: 6 - Mr L Draai - &

“ Sage Values Rating: 2

Customers first 20 2 Rating:2 Rating: 2 Rating: 2
Do the right thing 20 2 | Rating:3 Rating: 2 Rating: 2.8
Innovate 20 2 Rating; 1 Rating: 2 Rating: 1.2
Make a difference 2 Rating 2 Rating: 3 ) Rating: 2

Values Review Result

Total Actusl Rating Tots! Rating On Standard Morm Rating Specifisd On Standard

Total Nerm Rating Percentage Of Norm 100 Percentage Of Total Score 6567

il

Total Calibsated Rating Calibration Appraved By

Percentage Of Total Scare

Exclude Incompiete Reviewers' Ratings Refresh Resulls

Recalc Resulls

Save

Close

The following popup will appear. Click on the drop-down and select the Discussion rating. Enter

a Comment to motivate why the score was changed. Click on Save.

Discussion Rating

Dizcussion Rating

=

Comment

Discussion

Cancel

The following warning will appear, click Yes to confirm.

Page 35 of 44




e Discussion Rating

Save changes to Discussion Rating, this will override the Reviewers Ratings for the line?
Please remember to recalculate to update the overall results

10. To affect these changes, click on Recalc Results on the bottom part of the screen.

Contract Review: Adhoc review for myself on ESS For Employee: 6 - Mr L Draai - &

“ Sage Values Rating: 2
Customers first 0 2 Rating:2 Rating: 2 Rating: 2 Rating: 2 Y b
Do the right thing 0 2 | Rating:3 3 Rating:2 Rating: 2 Reting:28 [+]
Innovate k2 2 Rating: 1 2 Rating:2 Rating: 2 Rating:12 (2
Make a difference a0 2 Rating:2 Rating: 2 Rating: 3 O Rating:2 (3

]

Values Review Result

i

Total Actual Rating 2 Total Rating On Standard Morm Rating Specified ©n Standard

Total Norm Rating 2 Percentage Of Nerm 180 Percentage Of Total Score E5E7

Values Review Result Calibration

Total Calibratad | Total Calibrated Rating Calibration Approvad By Q

Excluge Incompiste Reviewers' Ratings Refresh Resulls Recalc Results h Close

11. After you have recalculated the results, you can Close the screen.

Exclude Incomplete Reviewers' Ratings Refresh Results Recalc Results _ Close

12. The next step is Calibration. Please do not move on to the next step (releasing of results)
before confirmation is received from HR.

Percentage Of Nom 0 Bercentage Of Total Scare 0

What is 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.

13. After confirmation has been received from HR that you may move on to the next step in
the process, you may release the review results to the Employees. This will send the
final results to the Employee’s inbox. Note: These results will remain in the employee’s
inbox and will not be removed.

Navigation path: Performance tab > Contracts > Double Click on the appropriate
Contract > Click on the Review Results Tab at the top of the screen.
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Performance -

Create Review
Edit Review

Contracts

Tax Cel

Contracts

R %

First Name Last Name

Template Name

Job Title

TESTOO111 test test Digi Bi-Annual Performance R Performance Review 01 Apr 2019 andard Company Weekly NOVOSS - Miss HC
TESTOO111 test test Digi Bi-Annual Performance R Bi-Annual Performance Review | 01 Apr 2019 ESS_TEST_COMP - Standard Company Weekly NOVOSS - Miss HC
TESTOD111 test test Digy 8i-Annual Performance Review | Digi Bi-Annual Performance Review | 01 Apr 2019 COMP - Standard Company Weekly NOVOSS - Miss HC

v TEsTOOITT test test Digi 8i-Annual Performance Review  Carla Test (use this one} 01 Jan 2020 31Jan 2020 Receptionist ESS_TEST_COMP - Standard Company Weekly NOVOSS - Miss HC
u Y T ok T DT ST P T - T PTTITTIT T
Helena Nel Digi Bi-Annusl Performance Review nual Performance Review 01 Apr 2019 305¢p 2019 HR Consultant NOVA - Nava Capital Solutions NOVIOT - Mr VB B¢

Performance Contract - 2034 - Dr t test - @

Setup ] Scheduled Reviews I Probation Review ] Contract Critefia ] Documents & Policies I Review Results ]

Contract Name.

Contract Start Date.

Overall Rating Type

Contract Owner

Allow Discussion Rating

Reviewer Tentative Results

Carla Test (use this one)

01 Jan 2020

4-Point Performance Rating

2088 - Miss HC Nel

Contract Owner Has View Accsss ¥ @

i
i}

Confact Results.

Contract End Date

Contract Process Definition

Contract Initiator

Status.

31 Jan 2020

Standard

2034 - Dr t tast

Approved

Close

14. Results can be released by clicking on the play button indicated in red below.

Performance Contract - 2088 - Miss HCN Nel - @

Helena Test

Nowa Bi-Annual September .

Cycle End Date

a @ a @ a

01 Apr 2019 30 Sep 2019

01 Apr 2019 30 Sep 2019

Comments

Incomplete

Incomplete

Review Results

Close
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Three options are available:

Option Description

Release All *preferred option This option will release all comments and ratings. You can
use this if you only had the Manager and Employee as the
standard two raters. If you loaded Additional Reviewers
and select this option, their ratings and comments will
also be released.

Release Limited Will only release the main reports to reviewer and
Employee’'s own comments and ratings. If you have
Additional Reviewers and select this option, only the
Employee and Manager (main reports to) ratings and
comments will be released.

Release Results Only Will only release the final ratings, not the comments.

Performance Contract - 6 - Mr L Draai - ©@

R — — =

== = ‘
Setup Avasable Criiena S Review f Contract €|
| 1
@ ~ 3
\/f @ RS e
Rpease All |
‘\fﬁ e Start Date | Cycle End Date
Release Limsied :
Q Release Results Only 8 a 8 a Q
Mid Year20t% tram 2018 30 Jun 2018 Incomplete
Interim Review 01 Aug 2018 31 Aug 2018 Awaiting ackno...
Adhec review for myself on ... 01 Sep 2018 30 Sep 2018 Captured
Bulk HR Created reviews 01 Mar 2018 30 Jun 2018 Incomplete

15. The following natification will appear. Click on Yes to confirm the releasing of results to
the Employee.

The employee will have visibility of all reviewers' ratings and comments, do you want to

continue?

Go to SECTION 5: REPORTS, to learn more about generating reports.
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SECTION 6: REPORTS

All reports can be exported from the Review Results screen. First, navigate to the screen.
Navigation path: Performance > Contracts > Double click on the appropriate contract > Select
the Review Results Tab > Double click on the review > Click on the View or Edit button.

Performance - Tax Ce

Create Review
Edit Review

Contracts

Contracts

Employee Code first Name Last Name

v TEsTooN1 test test

Performance Contract - 2034 - Dr t test - €

Scheduled Reviews Probation Review Contract Critesia Documents & Polides Review Results niract Resuts

From the Review Results screen (tab), you can access three report options.
Option 1: Click on the Export Selected Result button to download an Excel report. Select

where you would like to download the file.
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Performance Contract - 2034 - Drt test- @

Setup Scheduled Reviews Probation Review Contract Criteria Documents & Policies Review Results Contract Results

Q Q & a & a Q

Carla Test 01 Jan 2020 31 Jan 2020 Incomplete

January Review 01 Jan 2020 31 Jan 2020 Captured

On the Excel document, select the second tab (Performance).

o 2088 - Miss HC Nel - Review Result (1) - Excel [m] X
Insert Pagelayout Formulas Data Review View 7 Tell me what you want to do... Helena Nel ;1 Share
o, & cut Calibri -1 AN E== ®- EWeplet General . ,'z [ | W) €= = i %f:wsum " '%Y p
=B Copy ~ " o o 5 - " e .
" romarue B U510 A SRS HE Bhinaconm - $-% 2 U8 ol e 2 i e gou. N
5 Font ] Alignment I Number 5 Styles Cells Editing -~
Al - Ji Key Performance Area ~
A B g D E F
Key Performance Area Key Performance Area Weight Key Performance Indicator Key Performance Indicator Sub Key Performance Indicator  Sub Key Performance Indicat
1 = = v Weight v v Weight
2 Behavioral Assessment 20
3 Behavioural 0
4 Brand Loyalty
5 Customer Focus
6 Excellence
7 Job Knowledge
8 Passion
9 Problem Solving
10 Quality of Work
1 Team Building
12 Follow Through
13 Perspective: Financial 25
14 Financial Management 0
15 Achieved monthly billable targets
16 Adhere to project budgets
17 Provide accurate info for proposal
18 Provide Lead/ Snr Consultant with
19 Perspective: Internal Procedures (i 25 ~
20 Business process management: G¢ 0 =
Summary Performance 4 »

Scroll to the right to see the Employee scores and comments.
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2088 - Miss HC Nel - Review Result (1) - Excel

Insert Pagelayout Formulas Data Review View Q' Tell me what you want to do... Helena Nel ) Share
oo X cut Calibri 1 AN T== - EWepTe General - | [ [ e= =X g Z Autosum - ‘;‘Y p
Pasta 0 COPY 7 : o 0 G0 | Eer G @ | (e ol Sort & Find &
- Format Painter T U-|E-2-Ax|S= 2| E0E ElMege dCerter - | $-% 2 | 533 Formatting = Table~ Styles- - - - o Filter - Select ~
Clipboard . Font v Alignment w Number . Styles Cells Editing ~
M18 - Jo | X000000000000000MMN00L -
K | L M N o P -
Miss C Erasmus's Comment Miss HC Nel (0.00%) Miss HC Nel's Comment Discussion Rating Discussion Comment Total Row Rating
1 = = = = =
2
3
4 3 XXO000OOCOOKNXHNNN
5 3 XX000000CCOCKINNNN
6 4 0000000000000
7 3 XX000000000CCCONNKN
8 3 XX000000000CCCONNKN
9 4 X00000CCOOOKIONO
10 4 00000000000ONK
1 3 XX000000000CCCOMKNNN
12 3 XX000000000CMXOMNKNN
13
14
15 4 X0000XOOKKOO0NK
16 3 XX000000000CCONNNN
17 0 XX000000000CCCOMNNN
18 A[X000000000000C00000C00C ]
19
20 -
Summary Performance @ 4 »
Ready H &3 & - 1 + 100%
Option 2: From the Review Results screen, click on the Print Selected Review button to

export a PDF report. Select the Review Detail Report.

Performance Contract - 2034 - Drt test - @

Setup Scheduled Reviews Probation Review Contract Criteria Documents & Policies Review Results ‘Contract Results

Q Q OB a & a Q

Carla Test 01 Jan 2020 31 Jan 2020 Incomplete

January Review 01 Jan 2020 31 Jan 2020 Captured

Review Detail Report

Review Result Report
el T el T
The Review Detail Report will generate, download it by clicking on the cloud button on the top
right-hand side of the screen.
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PerformanceReviewDetail
Perfomance Review Detail Report

Employee Details

Employee TESTO00111 - Drt test Review Cycle Start 2020/01/01
Review Name Carla Test Review Cycle End 2020/01/31
Review Category Test Review Completed by Date  2020/01/31
Review Type Bi-Annual Review Weight 100
Perfomance Items
Rating Scale
00 NIA-NotApplicable
100 1 - Non Performer
200 | 2-Developing Perform
300 | 3-Full Periormer
400 | 4-Excepiionsl Perior
Rating Scale: 4-Point Performance Rating
Key Key Sub Key Norm Weight Strategic Behaviourall Measuremen Evidence Target Objective
Performance Performance Performance Objective ndicator
Area Indicator Indicator
Perspective 0.00 10.00 Adherence/C
Internal ompliance
Procedures
(Governance)
Company 0.00 0.00
Palicies
Digicall Policy 3.00 100.00 Comply with
and and abide by
Procedure all Policies
and
Procedures
set out by the
company and
ensure that
employees
reporting to
you do same
Perspective 0.00 70.00 Systems/Proc
Internal ess
Procedures Optimisation
(Operational) =
PerformanceReviewDetail
Perfomance Review Detail Report
Employee Details
Employee TEST00111 - Drt test Review Cycle Start 2020/01/01 -
Review Name Carla Test Review Cycle End 2020/01/31
Review Category Test Review Completed by Date 2020/01/31
Review Type Bi-Annual Review Weight 100

Perfomance ltems

Rating Scale
00  NIA-NotApplicable
100 1-Non Performer

200 2-Deusloping Perform
3.00 3 Full Performer

Option 3: Option 2: From the Review Results screen, click on the Print Selected Review button

to export a PDF report. Select the Review Result Report.
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Performance Contract - 2034 - Drt test- @

Setup Scheduled Reviews

Q

Carla Test

January Review

Q Q

Probation Review Contract Criteria Documents & Policies

B a & a
01 Jan 2020 31 Jan 2020 Incomplete
01 Jan 2020 31 Jan 2020 Captured

Review Results

Contract Results

Review Detail Report

Review Result

Report

Tl X

Tl

Review Result Report
Review Results

Review Details
Employee

Review Name
Review Cycle Start
Review Category

Reviewer Details

Reviewer 1
Reviewer 2
Reviewer 3

Review Criteria Results

Review Area Weight Total Actual Rating Total Rating
Performance 100.00 29460 3 - Full Performer 0.0000 3.00
Review Totals 2.9460 3 - Full Performer 0.0000 3.00
Performance
Area Indicator Sub-Indicator Weight
Perspective: Internal 10.00
Procedures (Governance)
Company Policies 0.00
Digicall Policy and 100.00
Procedure
Perspective: Internal 70.00
Procedures (Operational)
Operational 0.00

TEST00111 - Drttest
January Review
2020-01-01
Performance Review

NOV055 - Miss HC Nel

Job Title

Review Cycle End
Review Type

PR0O105 - Mr A Dangarembizi

TEST00111 - Drt test

Prompt Call Answering 14.00
Asking relevant questions  14.00
Book the Boardroom and 22.00
kept it neat

Direct service providers to 14.00
appropricate designated

Use a professional 22.00
pleasant greeting

Attentive listening to take 1400

Receptionist

2020-01-31
Discretionary

Calibrated Rating Norm Percentage Of Norm
98.20
98.20

Norm

3.00

3.00
3.00
3.00
3.00
3.00

300

Percentage Of Total Score

7365
7365

Row Total

3.00

3.00
3.00

278

278
3.00
4.00
400
4.00
1.00

1.00
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Review Result Report
Review Results

Review Details

TESTO00111 - Dr t test
January Review
2020-01-01
Performance Review

Employee

Review Name
Review Cycle Start
Review Category

Reviewer Details

Reviewer 1 NOV055 - Miss HC Nel
Reviewer 2 PR0105 - Mr A Dangarembizi
Reviewer 3 TESTO0111 - Drt test

Review Criteria Results

Review Area Weight Total Actual Rating Total Rating

Performance 100.00 29460 3 - Full Performer
Review Totals 2.9460 3 - Full Performer
Performance

Area Indicator Sub-Indicator

Perspective: Internal
Procedures (Governance)

Company Policies
Digicall Policy and
Procedure
Perspective: Internal
Procedures (Operational)

Job Title Receptionist

2020-01-31
Discretionary

Review Cycle End
Review Type

Calibrated Rating Norm  Percentage Of Norm

0.0000 300 9820
0.0000 3.00 9820
Weight Norm
10.00
0.00
100.00 3.00
70.00

Percentage Of Total Score
7365
73.65

Row Total
3.00

3.00
3.00

278

Thank you for completing the Digicall
Performance Management process!
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