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Getting Started

What is Configuration Wizard

Configuration Wizard allows you to configure settings that reflect requirements unique to your organization and
make your application ready to use. Wizard is the first screen that is displayed if you have logged into the
application for the very first time. Wizard enables you to enter the essential information that makes your
application ready to add employees to your organization right away.

How do | go about the Configuration Wizard
Information is gathered in three sections. The first is the Manage Module section.

a. Allthe modules are displayed in circular representation
b. Click on the module icon to make it activate or inactive
c. Click on Save to save the changes made.

For further understanding, refer Figure 1

&% Sentrifugo
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4 Back To Site

Configuration Wizard allows you to configure settings that reflect requirements unique to your organization and make your application ready to use.
0 g"’n Manage Modules -
s’

Manage Modules

Enable the modules that are
essential to your human &
resource process by selecting @ H
or deselecting them

M=y}

Sentrifugo

snkleuy
I
nbay a0

Resource Requisition

. Active In-active Not Available

Refer Figure 1
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In the Site Configuration section, all the countries, their states and cities are displayed by default so as to

empower the application administrator to configure the standards.

d. Make changes to the Site Configurations based on your organization preferences
e. Click on Add Time Zone to add the required time zone
f.  Click on Save to apply the changes to the application

For further understanding, refer Figure 2

4 Back To Site
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Configuration Wizard allows you to configure settings that reflect requirements unique to your crganization and make your application ready to use.

(/)

Site Configuration

—
Employee Code Q- Currency Q- Currency Code o
EMPP
Date Format @ * Time Format @ * Default Time Zone @ *
Select Date Format v Select Time Format v Select Time Zone hd
Add Time zone
—_— d
Site Configuration Country @ * State @ * City @ +
Configure the standaros used India v Andhra Pradesh v Hyderabad v
in your organization by
g iR Si s FEEeE Default Password @ = Employment Status @ *
Select Password Preference v Q.
-

Refer Figure 2
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In the Organization section, provide organization information

g. Enter the information of the organization

h. Click on Add Country to add the required country

i. Click on Add State to add the required state

j. Click on Add City to add the required city
k. Click on Save to save the organization information

For further understanding, refer Figure 3

4% Sentrifugo

K@a¥ open source HRMS

o

ése
Organization

Provide your organization
information to get your system
up and running
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go

4 Back To Site

Configuration Wizard allows you to configure settings that reflect requiremnents unique to your organization and make your application ready to use.

Configure Organization Information

Crganization Q-

Example

Total Employaes @ *

51-100 v

Fax Number @

City @+

Hyderabad v

Add City .
—

Addrass 2@

Upload Organization Logo @

Upload Logo

=) «
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Website @ =

www.example.com

Primary Phone Number @

country @ *

India | -

Add Country h
—

Main Branch Address @

Organization Description (2]

Domain ‘@

Figure 3

Organization Started On @

17-08-2008 ]
Secondary Phone Numper @
State @ -

Andhra Pradesh v

Add State  «
—

Address 1@
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What Can be done with Sentrifugo’s Dashboard:

Dashboard is a new feature in Sentrifugo enabling you to have all the information you need at a glance. You can
decide what elements you need on the dashboard by configuring widgets. Not only that, you can view your
colleague’s daily and upcoming birthdays updates and announcements for a department or for an entire business
unit from your management.

a. Click on the organization logo in the top left of the header
b. Click on Click here link in the Dashboard panel in the left side

For further understanding, refer figure 4

2 o By o £ Ty ™ = i m

4

T
Manage Modules Site Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu
SHORTCUTS

B You have not configured your widgets (Uckk:eret: configure
BEHBO

P Beta

Figure 4

Or
c. Click onlogged in user’s name in the top right of the header

d. Click on Settings in the dropdown
Or
e. Click on Settings icon in the bottom left of the footer
f.  Select Widgets button in the settings page
g. Dragand drop the selected menu item(s) in the widgets box
h. Click on Save to add Widgets in the Widgets panel

© Sentrifugo 2014 - All Rights Reserved Page 7 of 98
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Refer Figure 5

%igﬂgﬂ;ﬁugo - Super Admin v | o
” 5 View Profile
@ O o 5 2

Dashboard Manage Modules Organization Human Resource Resource Employee Self Background Service Request
Requisition Service Checks

Change Password

Mail Settings

Organization Info Home > Settings > Widgets Take Tour

Business Units Upgrade Application

Departments @ Logout
Organization Structure iew Profile 1
W EIOIEE @ Drag & Drop the selected menu to the below box

Organization Hierarchy

Ethnic Codes x
Announcements : g

SHORTCUTS

figure upto

Mail Settings

ntrifugo, 2015 Powered By S

Figure 5
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For announcements:

Click on organization in the top menu

Click on Announcements

Click on Add

Select the business unit(s), department and title
Enter the description and upload attachments if any

-0 o0 oo

Click on Post to post the announcements
Refer figure 6

(33 o s G L : v = i l

Dashboard Manage Modules Site Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service cks Appraisal

A Click Here to Hide Menu

Organization Info Home > Organization > Anno
Business Units

ANNOUNCEMENTS G Cc L
Departments

Action Title Business U Departments Status
Organization Structure

2 ou Announcement Title 1 Announcement Description 1 Business Unit 1 Department 1 Posted

Organization Hierarchy

Lo WA} Announcement Title 2 Announcement Description 2 Business Unit 2 Department 2 Posted

o WA} Announcement Title 3 Announcement Description 3 Business Unit 3 Department 3 Posted
Organization Info Home > Organization > Announcements > Add
Business Units

Business Units * Departments * Title *
Departments
Organization Structure d
Organization Hierarchy

Description *

) P

Normal - A B /7 U iZi= x, ® EE E E = Scoch & — <
SHORTCUTS
A

B
BALA
= B B
B E B
=
e

Figure 6
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How to Set Site Configurations within the Application:

Click on Site Configurations in the top menu
The left side panel will display the submenus
Click on the desired submenu

Click on the Add button on the right side panel
Enter the required details

Click Save button to add the details

S oo 0 o W

For further understanding, refer Figure 7, which explains about adding Ethnic Codes

PR e R R e e

Tl
Dashboard Manage Modules Organization Human Resource Resource oyee Sel Background Service Request Performance Analytics
Requisition Servi Appraisal

A Click Here to Hide Menu

Site Pref - S
Site Preferences Home > Site Configuration > General > E

General
ETHNIC CODES

dentity Codes Action Ethnic Code Ethnic Short Code Description
Gender ozm Roma Roma gypsy WROM Roma/Roma gypsy
Time Zones oZE White Irish WIRI
Marital Status ozw White British WBR White British is an ethnicity classifica..
Prefixes
cC Lo Records perpage | 20 v

Rac

Nationality Context Codes

Y

A Click Here to Hide Menu

Site Preferences Home > Site Configuration > General > Ethnic Codes> Add

General I L L5
Ethnic Code @ * Ethnic Short Code @ * Description

dentity Codes

Gender

Time Zones

Marital Status

Figure 7
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How to Edit Site Configurations within the Application:

Click on Site Configurations in the top menu

The left side panel will display the submenus

Click on the desired submenu

Click on the Edit icon for the record that is to be edited on the right side panel
Make the required changes to the record

S oo 0 o W

Click on Update button to save the changes

For further understanding, refer Figure 8, which explains about editing Ethnic Codes

e e T 3 & B 03

Dashboard Manage Modules Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Requisition Service Checks Appraisal

A Click Here to Hide Menu
Site Preferences Home > Site Configuration > General > Ethnic Codes

General

ETHNIC CODES

dentity Codes Action Ethnic Code Ethnic Short Code Description
Gender o Roma Roma gypsy WROM Roma/Roma gypsy
Time Zones ozm White Irish WIRI
Marital Status Lo MEART] White British WBRI White British is an ethnicity classifica.
Prefixes
Cc P Recordsperpage | 20 v

Race Codes

Nationality Context Codes

Y

A Click Here to Hide Menu

Site Preferences Home > Site Configuration > General > Ethnic Codes> Add

General I I L
Ethnic Code @ * Ethnic Short Code @ * Description

dentity Codes

Gender

Time Zones

Marital Status

f

Cancel

Figure 8
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Need to Delete Site Configurations within the Application:

Click on Site Configurations in the top menu

The left side panel will display the submenus

Click on the desired submenu

Click on Delete icon for the record that is to be deleted in the right side panel

Q 0 T o

For further understanding, refer Figure 9, which explains about deleting Ethnic Codes

v v —
& (o i o 2 2 Ty g ]
P o = [} Oiget™
Dashboard Manage Modules Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Requisition Service Checks Appraisal

- A Click Here to Hide Menu
Site Preferences Home > Site Configuration > General > Ethnic Codes
General
ETHNIC CODES Bre c o
dentity Codes Action Ethnic Code Ethnic Short Code Description
Gender © d Roma Roma gypsy WROM Roma/Roma gypsy
Time Zones ozw White Irish WIRI
Marital Status ozw White British WBRI White British is an ethnicity classifica
Prefixes
Cc L Records perpage | 20 v
Race Codes
Nationality Context Codes
Figure 9

e. Inthe confirmation popup, click on Yes to delete the record

Refer Figure 10

Delete Ethnic Code

If the selected ethnic code is used in the

system, it will be unset. Are you sure you want
to delete this ethnic code?

(-l

Figure 10
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To Set Employee Configurations:

Click on Human Resource in the top menu

The left side panel will display the submenus

Click on the Employee Configurations in the submenu
Click on the Add button on the right side panel

Enter the required details

Click Save button to save the details

S oo 0 o W

For further understanding, refer Figure 11, which explains about adding Pay Frequency

e::» o *‘Q ;:1 é :'E__J A K r;j

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request
Configuration Requisition Servi Checks

to Hide Menu

Employees Home > Human Resource > Employee Configurations > Pa

User Management
PAY FREQUENCY d
Holiday Management
Action Pay Frequency Short Code description
Leave Management
Lo M EART] Quarterly QUAT
Employee Configurations
b Lo M EART] Monthty MON
Employee Tabs
% W On Demand oD
Employment Status oo '
Cc L Records perpage [ 20 v

Remuneration Basis
Job Titles

Positions

Competency Levels

A Click Here to Hide Menu

Employees Home > Human Resource > Employee Configurations > Pay Frequency > Add

User Management L) |} L

2 Pay Frequency @ * Short Code @ * Description
Holiday Management

Leave Management

Employee Configurations y e f
S Cancel

Employee Tabs

Employment Status

Remuneration Basis

Figure 11

Analytics
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To Edit an Employee Configuration:

Click on Human Resource in the top menu

The left side panel will display the submenus

Click on the desired submenu

Click on Edit icon for the record that is to be edited on the right side panel
Make the required changes

S oo 0 o W

Click on Update button to save the changes

For further understanding, refer Figure 12, which explains about editing Pay Frequency

ST o *&& fz_i (V7 E]

Dashboard Manage Modules Site Organization ¢ e Employee Self Background Service Request Performance Analytics
Configuration e Service Checks Appraisal

Employees Home > Human Resource > Employee Configurations > Pay

User Management
PAY FREQUENCY

Holiday Management

Action d Pa cy Short Code De
Leave Management
OD Quarterly QUAT
Employee Configurations
b oz Monthly MON
Employee Tabs
5 oza On Demand oD
Employment Status
Mipayd c L Records perpage | 20 v

Remuneration Basis

Job Titles

Positions

Competency Levels

A Click Here to Hide Menu
Employees

Home > Human Resource > Employee Configurations > Pay cy > Add

User Management L) | ] )
= Pay Frequency @ * Short Code @ * Description

Holiday Management

gancet

Leave Management

Employee Configurations

Employee Tabs

Employment Status

Remuneration Basis

Figure 12
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To Delete an Employee Configuration:

Click on Human Resource in the top menu

The left side panel will display the submenus

Click on the desired submenu

Click on Delete icon for the record that is to be deleted on the right side panel

Q 0 T o

For further understanding, refer Figure 13, which explains about deleting Pay Frequency

& o #, ice E o ]

o Xy 4 i - g

Dashboard Manage Modules Site Organization Employee Self Background Service Request e C Analytics
Configuration n Service Checks

Employees Home > Human Resource > Employee Configurations >
User Management
PAY FREQUENCY B co
y Management
Action d Pay Frequency Short Code Description
Management
© B Quarterly QUAT
Configurations
b 2 o LA Monthly MON
Employee Tabs
2 O 0 d oD
Employment Status °otu fEBeman
Cc L Recordsperpage | 20 v
Remuneration Basis
Job Titles
Positions
Competency Levels
Figure 13

e. Inthe confirmation popup, click on Yes to delete the record

Refer Figure 14

Delete Pay Frequency

If the selected pay frequency is used in the
system, it will be unset. Are you sure you want
to delete this pay frequency?

Figure 14
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Want to Configure Tabs for Employees:

Click on Human Resource in the top menu
The left side panel will display the submenus
Click on Employee Tabs

Q 0 T o

Click on Edit button to configure tabs for employees

Refer Figure 15

& (o) By P “ = 2o m

Dashboard Manage Modules Site Organization e oyee Seli Background Service Request Performance Analytics
Configuration 5 e Checks Appraisal

A Click Here to Hide Menu

Employees 2 > Human Resource > Employee Configurations >
User Management
@ configured @) Not Configured
Holiday Management
Leave Management Employee Leaves ° Employee Holidays °
Employee Configurations
Salary Details (/] Personal Details (/]
Employment Status Contact Details (] Employee Skills (V]
AR Employee Job History ° Experience Details °
Remuneration Basis
oD Titles Education Details ° Training & Certification Details °
Positions Medical Claims ° Disability Details °
Figure 15

e. To enable specific tabs for employees, check individual checkboxes with respect to desired tabs
To enable all the tabs for employees, check “Check All” checkbox
g. Click on Save to save the changes

Refer Figure 16

Employees Home > Employee Configurations > Human Resourc

User Management

EMPLOYEE CONFIGURATION *

Holiday Management
Leave Management
Employee Configurations

Employment Status y
Remuneration Details S ) S Additional Details

Pay Frequency

Remuneration Basis f

Job Titles

%ar\cel

Positions

Figure 16
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Do You Want to Add an Organization:

Click on Organization in the top menu

The left side panel will display the submenus
Click on Organization Info

Click on Click Here link in the right side panel

Q 0 T o

Refer Figure 17

gL o *& T &:= e ki E/J IZ]

Dashboard Manage Modules Site Z Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu

N

Home > Organization > Organizati

b Business Units

Departments Please click here to add

Organization Structure d
Organization Hierarchy
Announcements
SHORTCUTS
Figure 17
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e. Enterthe required details
f.  Upload your organization logo
g. Click on Save to add the organization

Refer Figure 18

A Click Here to Hide Menu

Home > Organization > Org, nfo> Edit
Business Units s
Organization * Website * Organization Started On Q Total Employees *
DEDAITIEN Sapplica www.sapplica.com 2008/08/17 [ - —
Organization Structure
Organization Hierarchy
Primary Phone Number Secondary Phone Number Fax Number Country*
Announcements
v
SHORTCUTS
3 3 State * City* Main Branch Address Address 1
v
Andhra Pradesh v derabad v e
ﬁ Add State Add C
Address 2 Organization Description
Domain
o

Upload Organization Logo (2]

Upload Logo

arres |8
UPDATE |l bl

Figure 18
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How to Add Business Units:
Click on Organization in the top menu

The left side panel will display the submenus
Click on Business Units

Q 0 T o

Click on Add button on the right side panel

Refer Figure 19

&, ' v 4] s 3 n
= g TRV v -
2 : 2 2 vy - e 1
Dashboard Manage Modules Site Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu

Organization Info Home > Organization > Business Units

Departments BUSINESS UNITS

Organization Structure Action Name Code Started On Street Address it State Country
Organization Hierarchy oz Firmware Unit FRM 2010/03/15 FRM ware Hyderabad Andhra Pradesh ndia Asia/Kolkata [IST]
Announcements Lo ML) Hardware Unit HRD 2010/03/15 Hardware Hyderabad Andhra Pradesh  India Asia/Kolkata [IST]
oLu Power unit PWR 2010/03/15 Dethi Hyderabad Andhra Pradesh ndia Asia/Kolkata [IST]
SHORTCUTS
o M EA ] Cements Unit Cem 2010/03/15 nalgonda Hyderabad Andhra Pradesh India Asia/Kolkata [IST]

Figure 19
e. Enterthe necessary details
f.  Click on Save button to save the Business Unit

Refer Figure 20

n . O
Organization Info Home > Organization > Business Units > Add
g Name * Code @~ Description Started On (7]

Departments —
2=
=)

Organization Structure

Organization Hierarchy

SHORTCUTS Time Zone * Country ™ State * City*

E . Select Time Zane v Select Countr v Select State v Select Cit v e
X 1 Add Time Zone Add Country Add State Add City

mEn

Street Address 1 * Street Address 2 Street Address 3

f

-can(el

Figure 20
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Steps to Add Departments:

Click on Organization in the top menu
The left side panel will display the submenus
Click on Departments

Q 0 T o

Click on Add button on the right side panel

Refer Figure 21

CEGIG ) Service Request Performance Analytics
Checks Appraisal

wt o *.u- ¢ : E i8] E/J

Dashboard Manage Modules Site Human Resource Resource
Configuration Requisition

A Click Here to Hide Menu

Organization Info Home > Organization > Dep.
DEPARTMENTS
Organization Structure Action Name Code S Department Head Time Zone
Organization Hierarchy ozZu PWR Two PT Management One Asia/Kolkata [IST] Power unit
Announcements Lo WA PWR One PO Management One Asia/Kolkata [IST] Power unit
ozZu FRM Three FTH Management One Asia/Kolkata [IST] Firmware Unit
SHORTCUTS
ozE FRM Two FT Management One Asia/Kolkata [IST] Firmware Unit
Figure 21
e. Enter the necessary details
f.  Click on Save button to save the Department
Refer Figure 22
A Click Here to Hide Menu
Organization Info Home > Organization > Departments > Add
Business Units . )
Department Name * Business Unit Department Code @ * Department Head *
No Business Unit v Select Department Head v
Organization Structure Add Department Head
Organization Hierarchy
SHORTCUTS Started On @ Time Zone * Country * State *
Select Time Zone v v v ()
$¢ 3
42y 2
City * Street Address 1* Street Address 2 Street Address 3
E] m B m v | | roade 10jubitee hits
Description
a—l

Figure 22
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How do | Set Site Preferences:

a. Click on Site Configuration in the top menu

b. The left side panel will display the sub menus

c. Click on Site Preferences

d. Click on Click Here in the right side panel
Refer Figure 23

iss

Organization

o (o]

Dashboard

7y I 200

Manage Modules Human Resource Resource

Requisition

Employee Self
Service

A Click Here to Hide Menu

ome > Site Configuration > Site Preferences

General

b ) Site Preference is not yet set. Click here to add the site preference
Locations T

Currency

SHORTCUTS

Figure 23

Select date format in the Date Format dropdown
Select time format in the Time Format dropdown
Select time zone in the Default Time Zone dropdown

> 0 ™

Select currency in the Default Currency dropdown

‘.«l 5'

e

E/J (o]

Background
Checks

Service Request

Sentrifugo
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v —
= [
Dogeth

Performance

Appraisal

Analytics

If the desired time zone is unavailable in the dropdown, click on Add Time Zone link to add the time zone

j. If the desired currency is unavailable in the dropdown, click on Add Currency link to add the currency

k. Select a password format from Default Password dropdown
|.  Provide description, if necessary
m. Click on Save button to add the site preferences

Refer Figure 24

A Click Here to Hide Menu
Home > Site Preferences > Add

SHORTCUTS

Date Format * |— ¢ Time Format*

v Select Time Format v

Default Password * Description

ri

v

k

faE Cancel

Figure 24
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How to Activate and In-activate Modules:

Click on Manage Modules in the top menu

All the modules are displayed in a circular representation

Click on the icon of a module to make it active or in-active
Click on Save button to save the changes made to the modules

Q 0 T o

Refer Figure 25

“ of L E] = ﬁ_‘(h l"

Dashboard Site Organization Human Resource ce ) Self 3 d Service Request Performance Analytics
Configuration S Appraisal

A Click Here to Hide Menu
SHORTCUTS Home > Manage Modules

m & m You can manage your Sentrifugo system by selecting or de-selecting the below modules.

. Active In-active Not Available
B =
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S
35
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Figure 25
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Do you want to Add Roles & Privileges:

Click on User Management in the top menu
The left side panel will display the submenus
Click on Roles & Privileges

Click on Add button in the right side panel

Q 0 T o

Refer Figure 26

[ o *&'t d_:? E:J P @

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

k Here to Hide Menu

Employees Home > Human Resource > User Management > Roles

User Management
ROLES & PRIVILEGES

b Manage External Users Action Rate Hame SIS Group
Holiday Management o M EANT] Management Management Management
Leave Management o M EANT] Employee Employee Employees
£ Employee Configurations ot HR Manager Hitianages HR
Lo WA Manager Manager Manager
SHORTCUTS © i Executive Executive Emplovees

Figure 26

© Sentrifugo 2014 - All Rights Reserved Page 23 of 98



‘.«l 5'

e

Sentrifugo

open source HRMS

In the Add page, select a role group

Enter the role name, role type and role description if necessary

Check the checkboxes against the necessary menu item(s)

Upon checking the checkbox, Add, Edit, Delete and View privileges respective to the selected menu item

> @ ™

will be displayed
i.  Check the checkboxes against the privileges to assign them to the role
j. Click on Save button to add the role

Refer Figure 27

H; > Human Resource > User b ment >
(i ]
— H | I f
nt (2 Role Name * Role Type * Role Description
Manager (1)
HR (1
—c
SHORTCUTS Employees (3) Privileges *
External Users (1)
System Admin (1)
— g Add Edit h, i
» [ Organization
» [ Human Re
» [J Rescurce Requisition
» [0 Employee Self Service
»[Os
» [se
j [ Analytics
Canzel
Figure 27
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How do | Add an External User:

Click on Human Resource in the top menu

The left side panel will display the submenus

Click on Manage External Users under User Management
Click on Add button in the right side panel

Q 0 T o

Refer Figure 28

v -
T N m ~ - ll
@r o *& 6_:_i Y - Cigath l
Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu
P Employees Hom

e > Human Resource > User Management > Manag

User Management

MANAGE EXTERNAL USERS Addl C O
Roles & Privileges d

b . Action User ID Email Role Status
Holiday Management o E USER0024 external@example.com External User Active
Leave Management (655 9] Records perpage | 20 v
- Employee Configurations
SHORTCUTS
Figure 28

Click on Configure Identity Codes to add the identity code for users
Enter the Full Name
Enter the Email

> @ ™

Select a role in Assign a Role dropdown

Provide comments if necessary
j.  Click on Save to add an external user

Refer Figure 29

Employees Home > Human Resource > User Management > Manage T —
pecCHaanement User Type FullName* assignRole* |
Roles & Privileges
Users (USER) v Role v
R Configure Identity Codes Please select role.
Holiday Management Le

Leave Management .
Comments |

Employee Configurations

SHORTCUTS

Bl |cancel

Figure 29
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How do | Add an Employee:

Gathering Management Details is an important aspect of an organization. Using Sentrifugo, obtaining the
management details is simple. Upon usage of the application for the first time, the management details are
acquired right before adding employees to the organization.

Click on Human Resources in the top menu
Click on Employees submenu on the left side panel
Enter the management details

o 0o oo

Click on Save to capture management details

Refer Figure 30

= (X X 7
o= g D
PR (o) i, ey 2 (] ™
Dashboard Manage Modules Site Organization ] Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu
Home > Human Resource > Employees

User Management

MANAGEMENT DETAILS
Holiday Management Employee ID * First Name * Last Name * Prefix -
Leave Management EMPP0002 Select Prefix v
Employee Configurations

Role * Email * Job Title Position
SHORTCUTS

Select Role v SelectJob Title v

MG S e = |
5]

Date Of Joining * Management Description

Refer Figure 30

After the management details are gathered, the privilege to add employees to the application will be enabled.
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e. Click on Add button in the right side panel

Refer Figure 31

P23 o By ss L “ B il

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu

Home > Human Resource > Employees

User Management
mport Employees mport format Help

Holiday Management

Leave Management EMPLOYEES g

Employee Configurations Action First Name ast Name E-mal Employee ID a User Status

A v

SHORTCUTS

oL Management Emp management@example.com EMPP0002 Active

Figure 31

f.  The Employee ID will be auto populated by the application
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g. Enter the details respective to the employee

h. Click on Save to add the employee

Refer Figure 32

Official

Leaves

Holidays

Salary

Personal

Contact

Skills

Job History
Experience
Education

Training & Certification
Medical Claims
Disability
Dependency

Visa and Immigration
Corporate Card

Work Eligibility

Employee ID
EMPPO013

Configure |dentity Codes

Prefix

Select Prefix

Add Prefix

Last Mame *

Email *

Reporting Manager *

Select Reporting Manager

Employment Status *

Select Employment Status

Add Employment Status

Years of Experience

Fax

h

Cancel
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Mode of Employment *

Direct

Business Unit

Mo Business Unit

lob Title

Select Job Title
Add Job Title

Date of joining Q-

Work Telephaone Mumber

Figure 32
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First Mame *

Role ®

Select Role

Department @ *

Select Department

Position @
Select Position

Add Position

Date of Leaving (7]

Extension

go
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How can | Update My Details:
a. Click on Employee Self-Service in the top menu
b. Click on My Details in the submenu on the left side panel

c. Intheright side panel, click on Add to add the Contact Number

Refer Figure 33

p Dashboard Organization 3 Human Resource = Resource 209 ®] Service Request J . Performance
o 3 o= a8 o

Requisition O™ Appraisal

A Click Here to Hide Menu

Home > Employee Self Service > My Details % Pin hortcu
Leaves
b

My Holiday Calendar y Employee Name : Joseph B
Myea Employee Id : EMPP0021
SHORTCUTS Email Id : joseph@example.com

You have not configured your shortcut B Contact Number z d

icons. Clic e to configure.
Figure 33

d. Inthe popup, enter the Contact Number
e. Click on Ok to add the Contact Number to My Details

Refer Figure 34

Add Contact Number

Figure 34
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f.

Click on the desired tab in the right side panel to add or edit details

g. Click on Edit in the respective screen to add or edit the details

h.

Click on Save to add or update the details

Refer Figure 35

Official

Leaves

Holidays

Salary

Personal

Contact

Skills

Job History

Experience

Education

Training & Certification

Medical Claims

Disability

Dependency

Visa and Immigration

Corporate Card

Work Eligibility

Additional Details

Remuneration

Security Credentials

Employee ID

EMPPOS76

Configure ldentity Codes

Last Name *

Email *

Reporting Manager *

Select Reporting Manager

Employment Status *

Select Employment Status

Add Employment Status

-
&
»
>
Prefix
Select Prefix hd
Add Prefix
Mode of Employment *
Direc v
Business Unit
Mo Business Unit hd
lob Title
Select Job Title -
Add Job Title

Date of joining @ *

‘Years of Experience Extension
Fax
h
Cancel
Figure 35
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First Name *

Role*

Select Role

Department @ *

Select Department

Paosition @
Select Position

Add Position

Date of leaving 7]

Work Telephone Number

-
-
-
=B
-
-
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How to Add Employee Documents:

All the essential documents pertaining to an employee can be make available in Sentrifugo. These documents are
added by the employee, HR and super admin. The managers can view the documents of their team members

For employees to add documents:

Click on Employee Self Service in the header
Click on My Details in the left side menu
Click on Document

Click on New Document

Enter the Document Name

Click on Save to save the details

@ 0 Qoo T oW

These documents can be edited, deleted and downloaded

Refer Figure 36

F}‘\’ Dashboard = Organization “ Human Resource .fg Resource - Service Request ;’= Performance
% (V]

Requisition O@get™ Appraisal

A Click Here to Hide Menu

Home > Employee Self Service > My Details

Leaves
My Holiday Calendar Employee Name : Emp Ten

My Team

Employee Id : EMPP0010
SHORTCUTS Email Id :  empten@example.com
You have not configured your shortcut Contact Number o+ Add
icons. Click here to configure
Official d| & New Document
Documents C
Document Name *
Leaves I &) Upload Attachment | e
Salary
—
SAVE
Cancel
Personal
Contact Birth Certificate 1 Attachment(s) ) [# Edit T Delete &% Download
Skills g
Figure 36

© Sentrifugo 2014 - All Rights Reserved Page 31 of 98



5% Sentrifugo

‘as’ open source HRMS

Want to Add Leave Management Options:

Click on Human Resources in the top menu
The left side panel will display the submenus
Click on Leave Management Options

Click on Add button in the right side panel

Q 0 T o

Refer Figure 37

e e e B R e e e

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

=3 A Click Here to Hide Menu

Employees Home > Human Resource » Leave Management > Leave

User Management
LEAVE MANAGEMENT OPTIONS

b Holiday Management
Action Start Month Week-end 2 Department Hours Halfday Skip
Leave Management
Lo MEART] January Monday Friday Recruitment 9 Yes No Yes
Employee Leaves Summary (&1 o) Records perpage | 20 v
=
Employee Configurations
Figure 37
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Select a business unit from Business Unit dropdown
Select a department from department dropdown
Select month from Calendar Start Month dropdown
Select weekendl from Weekend1 dropdown

Select weekend?2 from Weekend2 dropdown

j.  Enter number of working hours

> @ ™

k. Provide permissions for Half Day Requests

|.  Provide permissions to Allow Leave Transfers

m. Provide permissions to Skip Holidays

n. Click Save button to add leave management options for department

Refer Figure 38

LRl EIEIEL R Business Unit == @ Department @ *emm f Calendar Start Month " ) Weekend 1 *==m= |
Holiday Management s = ol R i = Select Calendar Start Month | w: Sl Waakand S s v
Leave Management
ETplayec Leaves Ay Weekend 2 * emm i Working HOUrS * ems J Half Day Requests * k Allow Leave Transfers? * emms I
Employee Configurations = 8 7 YEN IR = . — o -
SHORTCUTS
(]
. Skip Holidays? * === T} Description
e v
n

Cancel

Figure 38
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What if | want to Apply a Leave Request:

Click on Employee Self-Service in the top menu

The left side panel will display the submenus

Click on Leave Request

The current month calendar will be displayed on the right side panel

Click on previous and after arrow buttons to move to previous or next month

-0 a0 T

Click on the day you want to apply for leave to apply leave for one day

For further understanding, Refer Figure 39, which explain about adding leaves for the month of September

P Dashboard Organization “ Human Resource .'% Resource d g o Service Request ‘;= Performance
o« &zi o= [ ]

Requisition oget™ Appraisal

A Click Here to Hide Menu
My Details Home > Employee Self Service > Leaves > Leave R

= e
Leaves y
I <> I Toda IApril 2015 |d

Pending Leaves SUN MON TUE WED THU FRI SAT

% Pin to shortcuts

Approved Leaves 29 30 31 1 2 3 4
Cancelled Leaves
Rejected Leaves

My Holiday Calendar

»
o
~
o

10 131

My Team

SHORTCUTS

You have not configured your shortcut f
icons. Click here to configure.

12 13 14 15 16 17 18

Figure 39
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g. To apply leave for consecutive days, drag the mouse on the calendar for desired number of days

Refer Figure 40

Dashboard Organization 3 Human Resource =W  Resource
et &:

Requisition

v
; Service Request J ' Performance

oget™ Appraisal

A Click Here to Hide Menu

My Details Home > Employee Self Service > Leaves > Leave Request % Pin to shortcuts

Leaves )

< | > | Today April 2015

Pending Leaves SUN MON TUE WED THU FRI SAT
Approved Leaves 29 30 31 1 2 S -
Cancelled Leaves

Rejected Leaves

My Holiday Calendar

e 5 6 8 9 10 11

SHORTCUTS

You have not configured your shortcut g
icons. Click here to configure.

12 13 14 15 16 17 18

Figure 40
h. Inthe popup, enter the required details
i. Click on Apply to apply for leave(s)
Refer Figure 41
Create: Leave Request x
Available Leaves* Reason * Leave Type * -
v
Leave * From @ *
Full Day v 2015/04/08 h
Number of days Reporting Manager *
3 Manager

— .~ 1L
APPLY Cancel
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Figure 41

How do | Cancel my Leave Request:

™ o 0o T o

Refer Fi

é;;p Dashboard = Organization “ Human Resource ‘] Resource ; Service Request 7= Performance

f.

B My

Leav

Click on Employee Self-Service in the top menu

The left side panel will display the submenus

Click on Pending leaves

Leaves that are pending for approval are displayed in the right side panel
Click on Cancel Leaves icon

gure 42

L Requisition Appraisal

A Click Here to Hide Menu

Details Home > Employee Self Service > Leaves > Pending Leaves % Pin to shortcuts
es

PENDING LEAVES c L
Leave Request

Action Leave type Leave duration From date To date Reason Reporting Manager Leave count Applied On
Approved Le e Leave Full Day 2015/04/10 2015/04/10  personal reason HR Manager 1.0 2015/04/10 — d
Cancelled Le

Cc L Records perpage | 20 v
Rejected Leaves

My Team
Figure 42

In the popup, click on Yes button to cancel the leave

Refer Figure 43

Delete Pending Leave

Are you sure you want to cancel the selected
leave request?

Figure 43
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How to Approve or Reject Leave Requests:

Click on Employee Self-Service in the top menu
The left side panel will display the submenus
Click on Manage Employee Leaves

Q 0 T o

The leaves applied by the employees working under the logged in user will be displayed in the right side
panel
e. Click on Edit icon of a leave request

Refer Figure 44

ﬁ(‘h *& "z} “ C/J [E]

Dashboard Site 0Organization Human Resource Re! Background Service Request Performance Analytics
Configuration equisitiof Checks Appraisal
- A Click Here to Hide Menu
My Details Home > Employee Self Service > Leaves > M, % Pin
Leaves \/ L
MANAGER EMPLOYEE LEAVES C L
Leave Request
Pending Leaves Action Employee name Leave type Leav From date To date Reason Status Leave count Applied On
b Approved Leaves e Daisy Leave Full Day 2015/04/16  2015/04/16 self Pending for approval 1.0 2015/04/13 4
Cancelled Leaves oL Joseph B Leave Full Day 2015/04/15  2015/04/15 for self Pending for approval 1.0 2015/04/13
Rejected Leaves
C L Recordsperpage | 20 v
Ny
=
My Holiday Calendar
— My Team

Figure 44

f. Select approve/reject status in the Approve or Reject dropdown
g. Click on Save button to approve or reject the leave request

Refer Figure 45

A Click Here to Hide Menu

My Details Home > Employee Self Service > Leaves > Manage THTNCYEENEaEe
Leaves
Approve or Reject *
Leave Request
Approve -
Pending Leaves
Approved Leaves = — f
Approve
Cancelled Leaves
: Reject Reason Leave Type Leave
Rejected Leaves
ork Administrative F
My Holiday Calendar
iy et From Date To Date Status Number of days
2014 03/12/2014 Pending for approva
Applied On

Figure 45
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How do | Raise a Resource Requisition:

Click on Resource Requisition in the top menu
The left side panel will display the submenus
Click on Openings/Positions

Click on Add button in the right side panel

Q 0 T o

Refer Figure 46

P ey e e o BT 2 =

Dashboard Manage Modules Site Organization Human Resourc? ] Self Background Service Request Performance Analytics
Configuration e Checks Appraisal

A Click Here to Hide Menu

% Pin to shortcuts

Home > Resource Requisition > Openings/Positions

Approved Requisitions

b Rejected Requisitions ORENINGS/POSTTIONS
CV Management Action Requisition Code Job Title Requisition Status Raised By Reporting Manager Approver -1 Status Approver -2
Schedule Interviews No data found

Shortlisted & Selected Candidates

SHORTCUTS

i B & &
4t}

Figure 46
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e. Enterthe required details

f.  Select the approver(s) in the approverl, approver2 or approver 3 dropdown
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g. Click on Save button to raise the requisition and send it for approval

Refer Figure 47

equisitions

d Candidates

SHORTCUTS

= =
Home > Resource Requisition > Cperu‘gs-‘F:sltl:rsW

Requisition 1D~ Due Date @ =

REQU/017
Job Title * Position *

Select Job Title A v
Add Job Title Add Position
Job Description Required Skills *
Required Experience Range @ * Employment Status *

Select Employment Status |
Add Employment Status

Approver -1 * Approver -2

Select Approver -1 v Select Approver -2 v

go

Business Unit

Reporting Manager *

Selact Reporting Manager

Additional Information

Priority *

Select Priority

Approver -3

Department *

Select Department

Required no. of Positions *

Required Qualification *

Requisition Status *

nitiated

Figure 47
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Where do | Add Screening Type for Background Checks:

Click on Background Checks in the top menu

The left side panel will display the submenus
Click on Screening Types
. Click on Add button in the right side panel

o N T

Refer Figure 48

o i sy

Dashboard Manage Modules Site Organization Human Resource Resource
Configuration Requisition

Here to Hide Menu

Configurations ' Home > Background Checks > Configurations >

SCREENING TYPES

Agencies

= Action in

Screening
2 o EART] Address verification

SHORTCUTS orm Identity Verification

8 P okzu Gaps in Employment History
v

ozT Character Reference check

ﬁ Lo WEAT] Employment Reference
c Lo Records per page | 20

Figure 48

e. Enter the Screening Type and Description if necessary
f. Click on Save button to add the Screening Type

Refer Figure 49

e

P i
&5 Sentrifugo

' = l

—
o ~
- o

Service Request Performance Analytics
Appraisal

Configurations Home » Background Checks > Configurations > S:wm

I I
Screening Type ® Description

Agencies

ning

SHORTCUTS

=

‘C:am:el

Figure 49
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How do | Add an Agency to Perform Background Checks:

Click on Background Checks in the top menu
The left side panel will display the submenus
Click on Agencies

Click on Add Button in the right side panel

Q 0 T o

Refer Figure 50

o 13 F:1 >0 | [e]
e
o ‘a o gp -
Dashboard Manage Modules Site Organization Human Resource Resource Employee Self 8 Service Request Performance Analytics
Configuration Requisition Service Appraisal
A Click Here to Hide Menu
Configurations Home > Background Checks > Configurations > A
Screening Types
AGENCIES
N

& Action Agency Name Phone Address Website URL User ID
Screening S

Lo WEAT] Agency 1 1234567890 2952 E Kings Hwy Jonesboro, AR 72404, U. www.agencyl.com BGCK25
SHORTCUTS
c Lo Records perpage | 20 v
s ¥ & &
Figure 50
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e. Provide the required details
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go

Assign a specific Screening Types to the Agency by selecting one or more screening type from Screening

Type dropdown
g. Click on Save to add the Agency

Refer Figure 51

A Click Here to Hide Menu

Configurations Home > Background Checks > Configurations > Agereiee
Screening Types
LSS LYe Agency Name * Website URL * Primary Phone * Secondary Phone
Screening
Employee/Candidate Screening
SHORTCUTS Screening Type * Address *
]
e
Add Screening Type
POC DETAILS
Contact 1 First Name * Last Name * Mobilte *
Contact 2
Contact 3
E-Mail * Location * Country *
A ntr
State * City * Contact type *
e v e v
A ate A
Contact type *
ele e v
Figure 51
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Can | Send an Employee for Background Checks:

Click on Human Resources in the top menu
The left side panel will display the submenus
Click on Employees

Q 0 T o

Click on Edit icon corresponding to an employee in the right side panel

Refer Figure 52

= (o) By se : 2 4 = 4 ml

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

o9
N"‘?.‘.‘)

A Click Here to Hide Menu
Home > Human Resource > Employees % Pin to shortcuts

User Management
mport Employees mport format Help
Holiday Management

Leave Management EMPLOYEES

Employee Configurations Action Eirst Nam

me Last Name E-mai Employee ID

SHORTCUTS
© d Joseph Lincoln bsoujanya@example.com EMPP0021 Active

w E m oL Noah Calleston drakesh@example.com EMPP0023 Active

Figure 52
e. Inthe edit screen, click on Send for background checks link to send that employee for Background Checks

Refer Figure 53

Home > Human Resource > Employees > Edit

anagement Employee Nama = Joseph Lincoln Send for background checks
e —————————
SEOBEIEIED Employee Id - EMPPO021 e
Email Id :  josephl@example.com

SHORTCUTS Contact Number I+ Add
—- " Inactive

&8

Figure 53
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Want to View & Generate Reports:

a. Click on Analytics in the top menu
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b. You will be redirected to Analytics page where graphical representation of organization statistics are

displayed
c. Click on a menuitem in the Analytics menu
Click on the corresponding submenu

Refer Figure 54
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Dashboard
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Figure 54
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e. Inthe selected submenu page, click on Export to PDF or Export to Excel to generate report

Refer Figure 55

Home > Analytics > Employees Report 4 Back to Analytics 4 Back to Dashboard
X 4 s
]
e 3 & vy Y] -
Organization Users RES'_‘ ree Enpivee Holidays g Audit Logs Service Request
Reguisition Leaves Checks
_,}; Export to PDF xport to Excel @
Generate Custom Report n EMPLOYEES
Employee ID Employee Email Mobile Role Reporting Manager Job Title Position
Reporting Manager
EMPP-0008 Mr. Joseph joseph@example.com - Software Engineer = Anderson neo Software Engineer  SrEmployee
EMPP-0020 Mr. Jacob harith08 @yahoo.com - Management Paul Manager Manager
Department EMPP-0011 Mr_Jim manager. hrms@gmail.com - Manager Paul Manager Manager
Selact Depantment - EMPP-0010 Mr. James management hrms@gmail.com = Management Paul Managing Director ™MD
EMPP-0012 Miss. Sheela sheela@example.com - Management lames Team Lead Lead
Role EMPP-0046 Miss. lana lana@example.com = Systerm Admin James Quality Analyst Employee
Select Role - EMPP-0022 Mr. kiran Manager kiran@example.com - Manager jacob Manager Manager
EMPP-0023 Mr. sashi employee haritha.murari@sagarsoft.in = Employee kiran Manager Software Engineer SrEmployee
lobTrtle EMPP-0037 | Mr.Ramya emppL2@example.com ~ | Employee jacob Software Engineer St Employee
i EMPP-0006 Miss. Sharon haritha.murari1 @sagarsoft.in - HR manager Paul Manager Manager
EMPP-0026 Mr. candid candid@example.com - Employee Sharon Software Engineer  SrEmployee
Pasition
EMPP-0038 Mr. candidate eight empp3@example.com - Software Engineer  jacob Quality Analyst Employee
Select Position v
EMPP-0003 Mrs. Anderson neo Anderson@example.com - Manager Thomas Manager Manager
EMPP-0005 Miss. Jennifer Jennifer@example.com - Software Engineer = Anderson neo Team Lead Lead
Employment Status
EMPP-0007 Mr. Adams Adams(@example.com - System Admin Anderson neo Systemn Admin Sysadmin
Select Employment Status |
EMPP-000% Mr. Employee HRMS  hrmsemployee001@gmail.com = Software Engineer = Anderson neo Software Engineer  SrEmployee
Joined Date EMPP-0013 Mr. externaluser.hrms = externaluser hrms@gmail.com - Software Engineer = Adams Software Engineer  SrEmployee
EMPP-0017 Mr. Joshua empppl@example.com = Employee lennifer Quality Analyst Employee
EMPP-001% Mrs. Daniel vsunitha32@yahoo.com - Employee reciever and manager Software Engineer SrEmployee
Mode of Employment EMPP-0034 Miss. gigfdg gfi@example.com = Employee Anderson neo Quality controller  SrQC
Select Mode Of Emplo
elect Moge Of Employm... | ¥ Records perpage | 20 Pagelof2 B
Raset

Figure 55

Or, to generate custom reports
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f.  Provide the specifications required to generate report
g. Click on Generate Report to generate a custom report

Refer Figure 56

=]
Home » Analytics » Employees Report 4 Back to Analytics 4 Back to Dashboard
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& Loy
Organization Users Employees Resource Employee Holidays Audit Logs Service Request
Requisition Leaves
0 & Export to PDF Export to Excel
Generate Custom Report n EMPLOYEES
. Employee ID Employee Email Mabile Role Reporting Manager Job Title Position
Reporting Manager
EMPP-0008 Mr_loseph joseph@example.com - Software Engineer | Anderson neo Software Engineer  SrEmployee
EMPP-0020 Mr_lacob harithD8@yahoo.com = Management Paul Manager Manager
Department EMPP-0011 Mr_Jim manager.hrms@gmail.com - Manager Paul Manager Manager
Select Department - EMPP-0010 Mr. James managementhrms@gmail.com - Management Paul Managing Director  MD
EMPP-0012 Miss. Sheela sheela@example.com - Management James Team Lead Lead
Role EMPP-0046 Miss. lana lana@example.com - System Admin James Quality Analyst Employee
Select Role - EMPP-0022 Mr. kiran Manager Kiran@example.com - Manager jacob Manager Manager
EMPP-0023 Mr. sashi employee haritha.murari@sagarsoftin = Employee kiran Manager Software Engineer  5rEmployee
JobTrtle EMPP-0037 Mr. Ramya emppll@example.com - Employee jacob Software Engineer  5rEmployee
Selectlob Title = EMPP-D006 Miss. Sharon haritha. murari1 @sagarsoft.in = HR manager Paul Manager Manager
f EMPP-0026 Mr. candid candid@example.com - Employee Sharon Software Engineer  SrEmployee
Position
EMPP-0038 Mr. candidate eight empp3@example.com = Software Engineer | jacob Quality Analyst Employee
Select Position v
EMPP-0003 Mrs. Anderson neo Anderson{@example.com - Manager Thomas Manager Manager
EMPP-0003 Miss. Jennifer lennifer@example.com - Software Engineer | Anderson nec Team Lead Lead
Employment Status
EMPP-0007 Mr. Adams Adams@example.com - System Admin Anderson neo System Admin Sysadmin
Select Employment Status v
EMPP-0009 Mr. Employee. HRMS  hrmsemployee001@gmail.com - Software Engineer | Anderson neo Software Engineer  SrEmployee
Joined Date EMPP-0013 Mr. extemnaluserhrms = externaluser.hrms@gmail.com - Software Engineer | Adams Software Engineer  SrEmployee
EMPP-0017 Mr. Joshua empppl@example.com = Employee lennifer Quality Analyst Employee
EMPP-001% Mrs. Daniel vsunitha32@yahoo.com - Employee reciever and manager = Software Engineer SrEmployee
Mode of Employment EMPP-0034 Miss. gfgfdg gf@example.com = Employee Anderson neo Quality controller  SrQC
Select Mode OF Emplo
Select Mode Of Employm hd Records perpage | 20 v Page 1of 2 b »
GENERATE REl Raset

Figure 56
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Where can you View Activity log:

Click on Logs in the top menu

The left side panel will display the submenus

Click on Activity log

View the logs of all the activities in the right side panel

® oo T oo

Click on View Record to view the modified record.

Refer Figure 57
o By

vlanage Modules Site

Configuration
[ User Log

ice 2 h O m

Organization Performance

Appraisal

Human Resource Resource Background

S Service Request
Requisition Se Checks

Analytics

Home > Activity Log

ACTIVITY LOG c L
Menu Name Employee ID Action Last Modified Date
Agencies Super Admin EMPP0001 Add 2015/04/14 3t 11:19 AM
SHORTCUTS Screening Types Super Admin EMPP0001 Add 2015/04/13 at 03:55 PM
. m Leave Request Syemployee One  EMPPOO13 Add 2015/04/13 at 02:47 PM
Leave Management Options Super Admin EMPP0001 Add View Record 2015/04/13 at 02:46 PM
Employees Super Admin EMPP0001 Add View Record 2015/04/13 at 02:44 PM
Roles & Privileges Super Admin EMPP0001 Edit View Record 2015/04/13 3t 02:32 PM

Figure 57

Where can | View User log:

a. Click on Logs in the top menu
The left side panel will display the submenus
Click on User log

o 0o o

View the logs of all the users in the right side panel

Refer Figure 58

o y e 2 it 0 , m

vlanage Modules Site
Configuration

Organization Human Resource Resource Employee Self Background

Requisition Service Checks

Service Request Performance Analytics

Appraisal

A Click Here to Hide Menu
b[ Activity Log Home > User Log
USER LOG Cc L
User Employee ID Group Rote Emait Login Time p Address
Super Admin EMPP0001 Super Admin manager@example.com 2015/04/14 3t 02:45 PM 192.168.169.68
SHORTCUTS Super Admin EMPP0001 Super Admin manager@example.com 2015/04/14 at 02:21 PM 192.168.100.86 d
m Super Admin EMPP0001 Super Admin manager@example.com 2015/04/14 3t 02:20 PM 192.168.100.86
Super Admin EMPP0001 Super Admin manager@example.com 2015/04/14 at 11:16 AM 192.168.169.68
ﬁ Super Admin EMPP0001 Super Admin  manager@example.com 2015/04/14 3t 11:13 AM 127.00.1
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Looking to Set Shortcuts:

i.  Click on the organization logo in the top left of the header
j. Click on Click here link in the Shortcuts panel in the left side

Refer Figure 59

% ES"DEE‘!&USO . Super Admin ¥
o (o) By ss 2 2| S&ih “ = m

Manage Modules Site Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu

SHORTCUTS

You have not configured your shortcut Click here t

cons. here to configure

Company
Announcements

Figure 59

Or
k. Click on logged in user’s name in the top right of the header

I.  Click on Settings in the dropdown
Select Shortcuts button in the settings page
Drag and drop the selected menu item(s) in the shortcuts box

© 2 3

Click on Save to add shortcuts in the Shortcuts panel

Refer Figure 60

Sent”fugo o3 Configuration Wizard . Super Admin v
open source HRMS Ll

T

e o]

@& O H I e M -

Dashboard Manage Modules Site Human Resource Resource Employee Self Background Service Request ERIE  Change Password
Configuration Requisition Service Checks Ap|

Mail Settings

Organization Info Home > Settings > Shortcuts Take Tour

Business Units Upgrade Application

Departments [
P s Shortcuts Logout

Organization Structure

View Profile W Drag & Drop the selected menu to the below box
Organization Hierarchy
Announcements # & Departments x |
&
SHORTCUTS Settings

Change Password

spto 16 shortcut icons.

Figure 60
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You can also create Shortcuts as you browse through the application

p. Click on a desired module in the top menu

g. Click on the desired submenu in the left side panel

r. Click on Create Shortcut in the right side panel

5% Sentrifugo

‘as’ open source HRMS

For further understanding, Refer Figure 61, which explains about creating a shortcut as you browse through the

application

S o By

Dashboard Manage Modules Site

Configuration

Configurations

Agencies
= Action
Screening
ozm
SHORTCUTS oFm
o
2 o LA
oLzm

Looking to Set Widgets:

Organization

Home > Background Checks > Configurations > Scri

ide

Resource
Requisition

Human Resource

to Hide Menu

SCREENING TYPES

Screening Type

Address verification

Identity Verification

Gaps in Employment History
Character Reference check

Employment Reference

Figure 61

a. Click on the organization logo in the top left of the header
b. Click on Click here link in the Widgets panel in the right side

Refer figure 62
Sentrifugo

open source HRMS

- ;‘(h o *ﬁ‘

Manage Modules Site
Configuration

SHORTCUTS

You have not cor ed your shortcut
icons. Click here to configure

ies 2 2

Organization

o9
w&‘u

Human Resource Resource Employee Self

Requisition Service

A Click Here to Hide Menu

Figure 62
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Background Service Request Performance
Checks Appraisal

Analytics

Company
Announcements
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Or

c. Click onlogged in user’s name in the top right of the header
Click on Settings in the dropdown
Or

Click on Settings icon in the bottom left of the footer

Select Widgets button in the settings page

Drag and drop the selected menu item(s) in the widgets box
Click on Save to add Widgets in the Widgets panel

> @ ™

Refer Figure 63

4 Sentrifugo e
R T e e

Dashboard Manage Modules Site Human Resource Resource Employee Self Background Service Request L Change Password
Configuration Requisition Service Checks

Mail Settings

Organization Info Home > Settings > Shortcuts Take Tour

Business Units Upgrade Application

Departments (] : i Logout
[ f Widgets
Organization Structure View Profi L .
SIEWNETRES W Drag & Drop the selected menu to the below bo
Organization Hierarchy .
Announcements # g
x
SHORTCUTS ety

&

Change Password

1+
>

SAVE | h You can configure upto 16 shortcut icons.
Mail Settings Cancel

Figure 63
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Want to Configure Service Request:

Click on the Service Request in the top menu
The left side panel will display the submenus
Click on desired submenu

Click on Add button on the right side panel
Enter the Required details

Click Save button to add the details

S oo 0 T W

For further understanding refer to Figure 64, which explains about adding Settings

e T e e D T T

Dashboard Manage Modules Site Organization Human Resource Resource npl IF Background Performance Analytics
Configuration Requisition S e Checks Appraisal

A Click Here to Hide Menu

Configurations Y Home > Service Request > Configurations > Settings
Categories
b SETTINGS
Request Types
Action Department Applicabitity Category Attachment
Lo M EAT) Banajara Hills No department Business Unit wise General admin No
SHORTCUTS
C Lo Records perpage |20 v
A Click Here to Hide Menu
Configurations / Home > Service Request > Configurations > Settings > Add -
ies
Saieaoles Business Unit * Applicability * Category * No. of Approvers *
Request Types = (@ Business unit wise () Department wise s = e 0. OF Approvers =
Attachment Description Executors * Request Viewers €
SHORTCUTS SO i 8
(OYes (@No

’ o

Figure 64
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Want to Edit Service Request:

Click on the Service Request in the top menu

The left side panel will display the submenus

Click on desired submenu

Click on Edit icon for the record that is to be edited on the right side panel
Make the required changes to the record

S oo 0 o W

Click Update button to save the changes made.

Refer Figure 65

& £ 3 Ly ™ (]

Dashboard Manage Modules Site Organization Human Resource Resource Employee Self Background Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu
Configurations Y, Home > Service Request > Configurations > Settings
Categories
b SETTINGS co
Request Types
A(tiond Business Unit Department Applicabilit; Category Attachment Description
Banajara Hills No department Business Unit wise General admin No
SHORTCUTS
(o e} Records perpage [ 20 v
Configurations Home > Service Request > Configurations > Settings» Edit =
Categories
Categories Business Unit* Applicability * Category * No. of Approvers *
Banajara Hi ®) Business unit wise Department wise General Admin 3 -
Approver 1* Approver 2 * Attachment Description
SHORTCUTS P P i ' P e
Select Approver 1 A Management Emp A L e e
Executors * Request Viewers
Q 2y
—

f
Cancel

Figure 65

© Sentrifugo 2014 - All Rights Reserved Page 52 of 98



5% Sentrifugo

‘as’ open source HRMS

How to Delete Service Request:

Click on the Service Request in the top menu

The left side panel will display the submenus

Click on desired submenu

Click on Delete icon for the record that is to be deleted on the right side panel

Q 0 T o

Refer to Figure 66

(42 (o) %, eoi 2 gp ™ : m

Dashboard Manage Modules Site Organization Human Resource Resource Employee Self Background Performance Analytics
Configuration Requisition Service Checks Appraisal

Here to Hide Menu

Configurations Y Home > Service Request > Configurations > Settings
Categories
b SETTINGS
Request Types
Action Business Unit Applicabilit; Category Attachment
Lo4 d Banajara Hills No department Business Unit wise General admin No
SHORTCUTS
Cc R Records perpage | 20 v
Figure 66

e. Inthe Confirmation pop up, Click on Yes to delete the record

Refer to Figure 67

Delete Setting

Are you sure you want to delete the selected

e

setting?

Figure 67

© Sentrifugo 2014 - All Rights Reserved Page 53 of 98



e

% Sentrifugo

&
‘4'.,' open source HRMS

How do | set Cron Jobs:
You should have received an email upon successful installation of Sentrifugo.
a. Copy the link in the Cron Job section in the email
The first link in the Cron Job section is used to send application related emails to the employees
c. Thesecond link is to send emails to the employees to intimate them regarding the expiration of their

identity documents
d. Configure the Cron Job in your server to execute it periodically

Refer Figure 68

Cron Job

http://sentrifugo/cranjob/

http://sentrifugo/cronjob/empdocsexpiry

Regards,

Sentrifugo

Figure 68

© Sentrifugo 2014 - All Rights Reserved Page 54 of 98



Sentrifugo

open source HRMS

How to Download Import Format

Click on Human Resources in the top menu
Click on Employees submenu on the left side panel
Click on Import Format link above the employee details grid on the right hand side

Q 0 T o

For further guidance, click on Help link

Refer to figure 69

(8 (o) By ios Iy ] 4] = 2o m

Dashboard Manage Modules Site Organization 2 Resource ¥ lid Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu
Home > Human Resource > Emp % Pin to shortcut:
User Management
mport Employees mport format  Help
Holiday Management [ d
Leave Management EMPLOYEES a Add C
Employee Configurations Action First Last Name E-ma Employee ID User Status
A v
SHORTCUTS
oz Ben Tyler ben.t@example.com EMPP0007 Active
oz Jackson Alda jackson.a@example.com EMPP0022 Active

Figure 69

You should be able to download an excel sheet which defines the import format to add employees

Refer Figure 70 for the import format

& - fi || torie-witson@examy

Business Unit Department Reporting manager employee I Job Title Position Employment Status Date of joining Date of leaving Experience Extension Work telephone number Fax Salary CurrencyPay Fraquency Salary
v oz Var Manegse ) 2
ace s = Tainen FRoB 22003

Figure 70
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From where do | pick the Import format details

a. Prefix
l. Click on Site configurations in the top menu
I. Click on General submenu on the left side panel
I. Click on Prefixes link
V. Add the required prefix by clicking on Add button
V. Use the Prefix to enter in the import excel

Refer Figure 71

ﬁ;u o % & iy [_’-_/J (-] 'll

Dashboard Manage Modules ; Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Requisition Service Checks Appraisal

A Click Here to Hide Menu

Site Preferences Home > Site Configuration > Currency > Currencies
General

CURRENCIES
Locations

Action Currenc sCri
Currency

Lo WA Indian Rupee
- |

7 S
Currency Conversions °oLw 1S Dollas 18D

(o] Recordsperpage | 20 v

SHORTCUTS

Figure 71
Note: You can only enter prefixes that are existing in the application.

b. Enter the First and Last Name of the employee
I.  These fields are mandatory and accept only alphabetic characters

Refer Figure 72
A B C D E

Prefix |First Name |Last Name_RoIe Type Email

Figure 72
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c. Role Type
l. Click on Human Resource in the top menu

I. Click on User Management submenu on the left side panel

. Click on Roles & Privileges link

V. Add the required roles and provide privileges to the role by clicking Add button

V. Use the Role Type to enter in the import excel

Refer Figure 73
R < e - 2 = M

Dashboard Manage Modules Site Organization Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

re to Hide Menu

Employees {ome > Human Resource > User Management > Roles

User Management
ROLES & PRIVILEGES v

Manage External Users Action Role Name RoleType \/ Role Description Group

Holiday Management Lo MEART] Manager Manager Manager

okzw Employee Employee Employees

Leave Management
Figure 73
Note: You can only enter roles that are existing in the application
d. Enter the email of the employee
l. Email address should unique and of a valid format

I. Email field is mandatory

Refer figure 74

ne Role Email_Business Unit

Figure 74
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e. Business Unit
l. Click on Organization in the top menu
I. Click on Business Units in the left side panel
lll.  Click on Add button to add the desired business unit
V. Use the Code to enter in the import excel

Refer Figure 75

v 4 . n
e TR\
(23 (o *, gy - 1
Dashboard Manage Modules Site ¢ Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu

Organization Info Home > Organization > Busines

BUSINESS UNITS
Departments

Organization Structure Action Name e n Street Address City State Country Time zone
Organization Hierarchy Lo WEART Firmware Unit FRM 2010/03/15 FRM ware Hyderabad Andhra Pradesh ndia Asia/Kolkata [IST]

Announcements Lo WEART Hardware Unit HRD 2010/03/15 Hardware Hyderabad Andhra Pradesh India Asia/Kolkata [IST]

Figure 75
Note: You can only enter business units that are existing in the application

f. Departments
|. Click on Organization in the top menu
I. Click on Departments in the left side panel
. Click on Add button to add the desired department
V. Use the Code to enter in the import excel
V. Please make sure that Department should fall under the Business Unit entered in import excel

Refer Figure 76
& o %, *a 2

Dashboard Manage Modules Site q Human Resource Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
A Click Here to Hide Menu
Organization Info Home > Organization > Departments
Business Units

DEPARTMENTS

Organization Structure Action Name Code O Department Head Time Zone

Organization Hierarchy Lo MEART] PWR Two Management One Asia/Kolkata [IST] Power unit

Announcements ozm PWR One Management One Asia/Kolkata [IST] Power unit

Figure 76

Note: You can only enter departments that are existing in the application
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g. Enter the Reporting Manager employee id

h. Job Title
l. Click on Human Resource in the top menu
Il Click on Employee Configurations in the left side panel
I. Click on Job Titles link
V. Click on Add button to add the desired job title
V. Use the Job Title Code to enter in the import excel

Refer Figure 77

& o , o v 4] = 4 m

Dashboard Manage Modules Site Organization 5 Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

A Click Here to Hide Menu

Employees Home > Human Resource > Employee Configurations >

User Management

JOB TITLES IV]E c o
Holiday Management
Action Job Title Job Description Min Experience Required Job Pay Grade Code Job Pay Frequency Comments
Leave Management
Lo MEAT] SE Software Engineer 0 A Monthly
Employee Configurations
eoezu TL Team Lead Ateam leader 0 B Monthly
Employee Tabs
Employment Status CcC L Recordsperpage | 20 v

Pay Frequency

Remuneration Basis

Positions

Figure 77

Note: You can only enter job titles that are existing in the application
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i. Position
l. Click on Human Resource in the top menu
I. Click on Employee Configurations in the left side panel
. Click on Positions link
V. Click on Add button to add the desired position
V. Use the Position to fill in the import excel
VI. Please make sure that Position should fall under the Job Titles entered in import excel

Refer Figure 78

T (o) By P : 32 v 4 a ; m

Dashboard Manage Modules Site Organization ] Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal
re to Hide Menu
Employees Home > Human Resource > Employee Configurations >
User Management
POSITIONS A\ CcC P
Holiday Management
Action Job Title Description
Leave Management
Lo M EAT] PM Project Manager
Employee Configurations
2 o W EAR T L Team Lead
Employee Tabs
% @ Sr Software Engineer
Employment Status otu N 9
Pay Frequency Cc o Records perpage |20 v
Remuneration Basis
Job Titles
N
Competency Levels
Figure 78

Note: You can only enter positions that are existing in the application
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j. Employment Status
l. Click on Human Resource in the top menu

I. Click on Employee Configurations in the left side panel

. Click on Employment Status

V. Click on Add button to add the desired status

V. Use the Work Short Code to enter in the import excel

Refer Figure 79

528 o By e - & ] ' 3 [

Dashboard Manage Modules Site Organization 250 Resource Employee Self Background Service Request Performance Analytics
Configuration Requisition Service Checks Appraisal

Here to Hide Menu

Employees Home > Human Resource > Employee Configurations >
User Management
EMPLOYMENT STATUS c L
Holiday Management
Action Work Code Description
Leave Management
Lo M) Temporary
Employee Configurations
Lo WA Part Time PT
Employee Tabs
Lo MEAT] Full Time FT
Y
Pay Frequency oD Cogiact <
Remuneration Basis c o Records per page | 20 v

Figure 79
Note: You can only enter work short codes that are existing in the application
k. Enter the employee Date of Joining in “Day, month and four digit year with dashes”

format
I.  Thisis a mandatory field

Refer Figure 80 for guidance

K L M

ient Status |Date ofjoining__Date of leaving
20-12-2014
20-12-2014
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Figure 80
. Enter the employee Date of Leaving
l. Date of Leaving column can be left empty unless the employee Employment status is “Left”,
“Suspended”, or “Resigned”
Il Date of Leaving must be greater than the Date of Joining

Refer Figure 81

K L M

f joining |Date ofleavingi_Experienc

Figure 81
m. Enter the employee Experience
I.  This field is not mandatory
Refer Figure 82
L M M

te of leaving | Experience _Extension
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Figure 82
n. Enter the employee Extension
I.  This field is not mandatory
Refer Figure 83
M N

kperience |Extension _\Work tele

Figure 83

o. Enter the employee Work Telephone Number
I.  This field is not mandatory

Refer Figure 84

M O F

Extension |Work telephone number _Fax
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Figure 84
p. Enter the employee Fax
I.  This field is not mandatory
Refer Figure 85
O P Q

ione humber |Fax

Figure 85

q. Salary Currency
l. Click on Site Configurations in the top menu
I. Click on Currency in the left side panel
M. Click on Currencies
V. Click on Add button to add the desired status
V. Use the Currency Code to enter in the import excel

Refer Figure 86

iy (o] e & ' ™ O m

Dashboard Manage Modules ; Organization Human Resource Resource Employee Self Background Service Request Performance Analytics
Requisition Service Checks Appraisal
A Click Here to Hide Menu
Site Preferences Home > Site Configuration > Currency > Currencies = o shortcu
General
CURRENCIES
Locations
Action Currency Des ior
Currency
Lo MEART] Indian Rupee NR
. |
7, W S S|
Currency Conversions °ozT 45 Dot HeD
(o] Records perpage | 20 v
SHORTCUTS

Figure 86

Note: You can only enter Currencies that are existing in the application
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r. Pay Frequency
l. Click on Human Resource in the top menu

I. Click on Employee Configurations in the left side panel

. Click on Payment Frequency

V. Click on Add button to add the desired status

V. Use the Short Code to enter in the import excel

Refer Figure 87

& (o) By se v 4 & m

Dashboard Manage Modules Site Organization Resource Emplo elf Background Service Request Performance Analytics
Configuration Requisition Sei Checks Appraisal

A Click Here to Hide Menu

Employees Home > Human Resource > Employee Configurations > % Pin to shortcuts

User Management
PAY FREQUENCY IV c P
Holiday Management

Action Pay Frequency Description
Leave Management
ozw Quarterly QUAT
Employee Configurations
oI Monthly MON
Employee Tabs
4 W
Employment Status oL O Bemand oY
Cc L Records perpage | 20 v

Remuneration Basis

Figure 87
Note: You can only enter Pay Frequencies that are existing in the application

s. Enter the employee Salary
I.  This field is not mandatory

Refer Figure 88

S T )

Pay Frequency | Salary _|

Figure 88
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Performance Appraisal

Performance Appraisal is a systematic evaluation of performance of the employees and to understand the
abilities of a person for further career transition. It is generally done by the supervisors based on measuring
criterion such as parameters, questions, ratings and more.

In Sentrifugo, the appraisal is configured for an entire business unit or for a specific department in a business unit.

To configure the appraisal process, first the appraisal settings for the selected business unit or department must
be configured.

© Sentrifugo 2014 - All Rights Reserved Page 66 of 98



e

g‘! Sentrifugo

W/
'.,' open source HRMS

Appraisal Settings

Appraisal Settings set the mode and ratings for the selected business unit or department. The appraisal mode can
be quarterly, half yearly, or yearly. The ratings can be 1-5 or 1-10 depending on the appraisal architecture of the
organization. Ratings are provided with description signifying each ratings definition in the appraisal process.

Click on Performance Appraisal in the header
Click on Configurations on the left side panel
Click on Appraisal Settings submenu

Click on Add in the right side panel

o0 oTo

Refer Figure 89

Z / (] 'I
SN (o) i, T 2 ™ = |
Dashboard Manage Modules Site Organization Human Resource Resource Employee Self Background Service Request Analytics
Configuration Requisition Service Checks

ick Here to Hide Menu

Configurations f Home > Performance Appraisal > Configurations >

— APPRAISAL SETTINGS d G b

Questions Action Business Unit Department Applicabilit Appraisal Mode Ratings nitialization Status

Skills oL Business Unit 1 Business Unit wise Half yearly 1-10 Enabled to Managers Open

Ratings oL Business Unit 2 cakephp Department Wise Quarterly 1-5 Not configured yet

Figure 89
In Add Appraisal Settings screen,

Select an option in Business Unit dropdown

Select the applicability

Select the department based on the previous selections
Select an option in Appraisal Mode dropdown

Select an option in Appraisal Ratings dropdown

j.  Click on Save to save the Appraisal Settings

> Q@ ™o

Refer Figure 90

Configurations Y; Home > Performance Appraisal > Configurations > Appr

© Help
Business Unit * e=m € Applicability * e f Departmentess & Appraisal Mode *wm h
Parameters Business Unit 8 -~ (O Business unit wise (@) Department wise -~ Select Appraisal Mode =

Questions

Skills

Appraisal Ratings * e |
Ratings i g !
Select Ratings v
nitialize Appraisal -

Manager Appraisal

Manager Status SAVE J
Cancel

Employee Status

Figure 90
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Parameters

Parameters define the performance indicators defined by the supervisors to assess the capabilities of the
employees.

Click on Performance Appraisal in the header
Click on Configurations on the left side panel
Click on Parameters submenu

Click on Add in the right side panel

o0 oo

Refer Figure 91

e L T T % & 020@

Dashboard Manage Modules Site Organization Human Resource Resource mployee Self Background Service Request Analytics
Configuration Requisition Service Checks

A Click Here to Hide Menu

Configurations 4 Home > Performance Appraisal > Configurations > Par

Appraisal Settings
PARAMETERS

Questions Action r Description

Skills © Key Performance Index

Ratings o
Figure 91
In the Add Parameters screen,
e. Enter the parameter
f.  Provide description if necessary

g. Click on Save to add the parameter

Refer Figure 92

A Click Here to Hide Menu

Configurations 4 Home > Performance Appraisal > Configurations > Parameters> Add © Help
Appraisal Settings
i N Parameter @ * = @ Description emm f
Questions
Skills
Ratings Cancel
nitialize Appraisal
Figure 92
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Questions

Questions are determined for each parameter defined in the parameters section. For each parameter, the
supervisor can provide more than one question in relation with the parameter.

Click on Performance Appraisal in the header
Click on Configurations on the left side panel
Click on Questions submenu

Click on Add in the right side panel

o0 oo

Refer Figure 93

& o By it - : 0

Dashboard Manage Modules Site Organization Human Resource Ci Employee Self Background Service Request
Configuration Requisition Service Checks

Analytics

K Here to Hide Menu

Configurations Home > Performance Appraisal > Configurations >

Appraisal Settings
QUESTIONS

Parameters

Action Parameter Question Description
Skills © KP1 Product Quality
Ratings © KP1 Projects/ Work areas
nitialize Appraisal o KP1 Personality
Figure 93

In the Add Questions screen,

Select an option from the parameters dropdown

Add other parameter by clicking Add Parameter

Enter the question

Provide description if necessary

Click on “Add New Question” to add questions for the selected parameter
j. Click on Save to add questions for the selected parameter

>0 ™

Refer Figure 94

Configurations
Appraisal Settings

Parameters

b Add

o —f
Skills
Ratings Question Q= 8 Description e h
nitialize Appraisal

Manager Appraisal

Manager Status

Employee Status

Self Appraisal

My Team Appraisal —— ]
: L fnE C]ancel

Figure 94
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Skills are the skill set that enhances the employee’s profile.

Click on Performance Appraisal in the header
Click on Configurations on the left side panel
Click on Skills submenu

Click on Add in the right side panel

a.
b.
c.
d.

Refer Figure 95

8 O *, 1) 2 2

Dashboard Manage Modules Site Organization Human Resource Resource
Configuration Requisition

A Click Here to Hide Menu

Configurations y Home > Performance Appraisal > Configurations > Skills

Appraisal Settings

Parameters SKILLS
Questions Action Skit
L © Java
Ratings P =
nitialize Appraisal o MySQL

Figure 95
In the Add Skills screen,
e. Enter the skill
f.  Provide description if necessary
g. Click on Save to add the skill
Refer Figure 96
Configurations 4 Home > Performance Appraisal > Configurations > Skills> Add
Appraisal Settings il @ *emm @ Description e f
Parameters
QLIES-(IOHE
Ratings éncel
nitialize Appraisal
Figure 96
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Ratings

Ratings are defined for each business unit or department for which the appraisal settings are previously
configured. The rating scale, 1-5 and 1-10, is decided as per the standards of the organization for appraisal
process.

Click on Performance Appraisal in the header
Click on Configurations on the left side panel
Click on Ratings submenu

Click on Add in the right side panel

o0 oo

Refer Figure 97

(428 (o t*, o 2 T ™ 0]

Dashboard Manage Modules Site Organization Human Resource Resource Employee Self Background Service Request Analytics
Configuration Requisition Service Checks

A Click Here to Hide Menu

© Help [ Pin to shortcuts

Appraisal Settings
Parameters RATINGS d C 0

Configurations f Home > Performance Appraisal > Configurations > Rat

Questions Action Appraisal Period Business Ur Department Rating Type mptementation nitialization Status Status

Skills oL Quarterty 1-2015 Business Unit 1 No department 1-5 Business Unit wise Enabled to Managers Close

oL Quarterly 2-2015 Business Unit 2 No department 1-5 Business Unit wise Enabled to Managers Open

nitialize Appraisal © Quarterty 1-2015 Business Unit 3 No department 1-5 Business Unit wise Enabled to Managers Close
Figure 97

In the Add ratings screen,

Select an option from Business Unit dropdown
. Select an option from Department dropdown
g. The Appraisal Ratings range selected in Appraisal Settings for the selected Business Unit and Department
are auto populated
h. Provide rating text for each rating value
i. Click on Save to add the ratings

Refer Figure 98

appratzal Setings Business Unit e=s @ Department @ e f
Parameters raiara M - ot Banatmant -,
Questions
. Quarterly Appraisal (Q 2) - 2015
il Rating Value * Rating Text @ * == by Rating Value * Rating Text @ * =
3 d prove 2 Needs Improvementsd
nitialize Appraisal
Manager Appraisal Rating Value * Rating Text @ * Rating Value * Rating Text @ *
Manager Status et expe 4 FrequentlyExceeds expectations g
Employee Status
Rating Value * Rating Text @ *
Self Appraisal
Exceeds Expe
My Team Appraisal
=

Feed Forward

Figure 98
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Upon configuring the essential details, the initialization of appraisal process is the next step.

Initialize Appraisal

In the initialization step, the business units or the departments that have their appraisal settings configured will
be displayed.

e Business unit: All the Business Units which have the Appraisal Settings configured will be displayed

e Frequency: Based on the appraisal settings for the selected business unit, frequency will be auto
populated

e Period: Period will be calculated dynamically based on the previously configured appraisal for the
selected business unit

e Appraisal Status: Appraisal status will be "Open" by default. Upon the initialization of appraisal, close and
force close options will be made available

o Force Close: Closes the Appraisal Process by force. Appraisal Process for the selected Business
Unit can be configured again and for the same appraisal period
o Close: Closes the appraisal process for the selected business unit permanently

e Enable to: The Appraisal Process will be enabled by default to managers. When the settings ae saved, the
Appraisal Process will be made available for managers to configure the questions under the selected
parameters. If the appraisal is directly made available for the employees, they will be able to view the
questions configured by the HR.

e Due Date: The due date is for closing the appraisal process for managers or employees

e Consider Management: To consider management group for appraisal process for the selected period,
check the respective checkbox

e Eligibility: Select the employees eligible for appraisal period based on the employee status

e Parameters: Select the parameters for appraisal process that will be applicable to the employees

e Ratings : The ratings configured in appraisal setting for a business unit or department will be auto-
populated

a. Click on Performance Appraisal in the header
b. Click on Initialize Appraisal in the left side panel
c. Click on Add in the right side panel

Refer Figure 99

& o) #e % 32 a2

Dashboard Manage Modules Site Organization Human Resource Resource Employee Self 3 Service Request 0 3 Analytics
Configuration Requisition Service

A Click Here to Hide Menu
Configurations Home > Performance Appraisal > Initialize Appra

INITIALIZE APPRAISAL
Manager Appraisal

Manager Status Action Business Unit Departmen Financial Year Mode Period

Employee Status oL Business Unit 1 2015-2016 Half yearly H1 Enabled to Managers

Self Anprajsal o Business Unit 2 2015-2016 Quarterly Q2 Enabled to Managers

Figure 99
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In the Add Initialize Appraisal screen,

d. All the business units for which the appraisal settings are configured are populated. Select an option from
business unit dropdown

Select an option from the department dropdown

Based on the selected business unit and department, the appraisal mode is populated

Select the year range

Period will be dynamically calculated and populated

Appraisal Status is by default Open in Initialize appraisal

Select an option in Enable To dropdown

Based on the Enable To option, set a due date to the employees or to managers

Select more than one eligibility criteria for employees who are eligible for the appraisal process
Select more than one parameters

Ratings will be auto populated

Click on Save to initialize appraisal for a business unit or a department

© = 3

Refer Figure 100

A Click Here to Hide Menu

Configurations Home > Performance Appraisal > Initialize Appraisal > Add © Help

Marageroppreisa; Configure Line Managers Configure Appraisal
Manager Status Parameters

Employee Status

Self Appraisal

My Team Appraisal

Feed Forward

In Progress In Progress In Progress

SHORTCUTS
Configure Appraisal Details < BACK
Business Unit @ *eme d Department* emm € Appraisal Mode @ * e f YearRange * e §
Business Unit 1 v Select Department v From v To Yea v
Period @ * == h Appraisal Status @+ == | Enable To @ * == j Managers Due Date @ * == k
Open v Managers v ‘,J
Eligibility @ * == | SelectAll  parameters @+ == m Ratings @ == N
s | O
SnE Cancel
Figure 100
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Configure Line Managers

Once the appraisal process is initiated for a department or a business unit, the line managers must be configured
so as to evaluate the employees’ appraisal.

The Line Managers can be configured in the appraisal process in two ways:
1. Choose by Organization Hierarchy
=  Establish appraisal process as per the organization hierarchy where line manager will be same as
the reporting manager
= Define the number of appraisal levels and assign line managers to the employees
= Save the configuration to apply to the selected department or business unit

a. Click on Choose by Organization Hierarchy
b. Click Yes in the Confirmation alert box

Refer Figure 101

Business Unit : Jubliee Hills Quarterly Appraisal (Q 1) - 2015

4 BACK

Establish appraisal process as per the organization
hierarchy where line manager will be same as the
reporting manager

Define the number of appraisal levels and assign line
managers to the employees

Save the configuration to apply to the selected
department or business unit

Choose by Organization Hierarchy a

Confirmation

You choose to configure line managers by
Organization Hierarchy. Please confirm.

Figure 101
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c. Manager and the employees under the manager are displayed
d. Onthe right side, configure line managers by selected the number of appraisal levels

e. Click on Save

Refer Figure 102

Home > Performance Appraisal > Initialize Appraisal> Edit

v

Initialization

© Help

Configure Appraisal

In Progress In Progress

Business Unit : Cyber Towers Department : Development

Configure Line Managers by Organization Hierarchy

L1 Manager EMpoyEes
Managing Director 1
c Employees under L1 Manager
Dolce Wamer
(EMPP0043)
Software Engineer

Figure 102

2. Assign Line Managers to Employees
= Define the number of appraisal levels

Quarterly Appraisal (Q1) , 2015

4 BACK

)

Configure Line Managers
Select Appraisal Levels

L2 Manager

e I CANCEL

= Determine the line managers as per the selected appraisal levels
= Add or remove employees based on the selected line managers

© Sentrifugo 2014 - All Rights Reserved
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a. Click on Assign Line Managers to Employees
b. Click Yes in the Confirmation alert box

Refer Figure 103

’/ Define the number of appraisal levels

v Determine the line managers as per the selected
appraisal levels

‘, Add or remove employees based on the selected line
managers

Assign Line Managers to Employees a

\l

Confirmation

You choose to configure line managers by
assigning line managers to Employees. Please
confirm.

b
e[|

Figure 103
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Click on Add Managers link

Select the number of appraisal levels

Based on the number of appraisal levels, select the line managers
Employees are displayed in the left side panel

Click on the employee to select for appraisal process

Click on Save

>0 oD oo

Refer Figure 104

# Click Here to Hide Menu

Home » Performance Appraisal » Initialize Appraisal > Edit

v

Initialization Configure Appraisal

Parameters

In Progress

In Progress

Department : Development

Business Unit : Cyber Towers Quarterly Appraisal (Q1), 2015

Configure Line Managers 4 BACK

+Add Managers e= ¢

Select Appraisal Levels

2 v-d

L1 Manager L2 Manager

Manager 1 v Manager 2 v

e

Employees (Click on an employee to add to group)

Search Employee Q

T

Dolce Wamner
EMPPO043

-— f
Software Engineer

AV h
Cancel
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Employees (Click on an employee to remove)

Search Employee Q,
Jack Allen
EMPPO045 — g

Software Engineer

Figure 104
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Discard Line Manager Configuration
You can discard the line managers’ configuration after saving the appraisal process in step two.
a. Click on Discard to discard the line manager configurations

Refer Figure 105

Heme > Performance Appraisal » Initialize Appraisal» Edit o Help

Vv v

Initialization Configure Appraisal
Parameters

Business Unit : Sancta Clara Quarterly Appraisal (Q0), 2015

Configure Line Managers by Organization Hierarchy 4 BACK

Reporting Manager

7 Employees Appraisal Levels ) )
EMPPO0O02 L1 M
anager 1 1 Edit | Discard @

Manager
a

Reporting Manager Emplovees

EMPPO003 L1 Manager [, ®

Manager 1

OR

Business Unit : Sancta Clara Quarterly Appraisal (Q0), 2015
Configure Line Managers 4 BACK

+Add Managers

Manager

Reporting Manager : ;
S Livrager | APSLLs  Emplyes cor [Feme] ©
a

Figure 105
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Configure Appraisal Parameters

Configure the appraisal parameters after configuring the line managers. Here, the appraisal process can be made
applicable to employees. This step can be done in two ways:

1. All Employees
= Questions created for the selected parameters in initialization step will be displayed
= Choose or add questions to be enabled to all employees for the selected business unit or
department
= Choose ratings and/or comments for each question by line manager and employee

a. Click on Assign Line Managers to Employees
b. Click Yes in the Confirmation alert box

Refer Figure 106

Initialization Configure Line Managers

o

m

Completed Completed In Progress

Business Unit : Sancta Clara Quarterly Appraisal (Q2), 2015

4 BACK

W Questions created for the selected parameters in
initialization step will be displayed

v Choose or add questions to be enabled to all employees
for the selected business unit or department

Choose ratings and/or comments for each question by
line manager and employee

All Employees

Y

Confirm

You choose to set the appraisal parameters to
AlL employees. Please confirm.

Figure 106
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c. Select Questions individually by checking the checkbox respective to each question
Or

d. Select all the questions by checking the Check All option in the table header

e. Select ratings or comments of manager or employee individually for all the questions
Or

f.  Select ratings or comments of manager or employee by checking the Manager Rating, Manager
Comments, Employee Ratings and Employee Comments

g. Click on Add New Question to add more questions to the appraisal process

h. Click on Save & Initialize to initialize the appraisal
Or

i. Click on Save & Initialize Later to only save the appraisal process

Refer Figure 107

T A B T
Home > Performance Appraisal » Initialize Appraisal > Edit (7] Help
Initialization Configure Line Managers

Completed Completed In Prog

Business Unit : Cyber Towers Department : Development Quarterly Appraisal (Q1), 2015
Configure Questions For All Employees 4 BACK
All | Selected g |+ Add New Question
Manager Comments Manager Ratings
checkan | d Questions f
Employee Comments Employee Ratings
Projects/ Work areas Manager Comments Manager Ratings
C “Briefly explain 1. At a high level, the projects e
you have worked on Employee Comments Employee Ratings
Personality Manager Comments Manager Ratings
“Briefly explain 1. The gualities/traits that
you have honed in the past one year Employee Comments Employee Ratings
il Manager Comments Manager Ratings
“Briefly describe 1. The skill sets that you g g g

have worked on and the areas in which you

od od i
have bettered over the past one year Employecionpents Employeclizhings
i
SAVE & INITIALIZE SAVE & INITIALIZE LATER DISCARD
Figure 107
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2. Customized Employee Groups
=  Apply appraisal parameters by grouping employees
= Choose or add questions to be enabled to all employees for the selected business unit or
department
= Choose ratings and/or comments for each question by line manager and employee

a. Click on Customized Employees Groups
b. Click Yes in the Confirmation alert box

Refer Figure 108

Business Unit : Sancta Clara Quarterly Appraisal (Q2) , 2015
4 BACK

Questions created for the selected parameters in
initialization step will be displayed

A

Choose or add questions to be enabled to all employees
for the selected business unit or department

A

Choose ratings and/or comments for each question by
line manager and employee

All Employees

Assign appraisal parameters by grouping employees

A

Choose or add questions to be enabled to all employees
for the selected business unit or department

A

Choose ratings and/or comments for each question by
line manager and employee

Customized Employee Groups

Y

Confirm

You choose to set the appraisal parameters to
customized employee groups. Please confirm.

Yes Mo

Figure 108

c. Click on Create New Group
d. Enter group name
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e. Select employees applicable for the appraisal process

f.  Select Questions individually by checking the checkbox respective to each question
Or

g. Select all the questions by checking the Check All option in the table header

h. Select ratings or comments of manager or employee individually for all the questions
Or

i. Select ratings or comments of manager or employee by checking the Manager Rating, Manager
Comments, Employee Ratings and Employee Comments

j.  Click on Add New Question to add more questions to the appraisal process

k. Click on Save to Configure Appraisal Parameters

Refer Figure 109

Business Unit - Cyber Towers  Department : Development Quarterly Appraisal (Q1), 2015
Customized Employee Groups 4 BACK
C

CREATE NEW GR!

=

Group Name * e d

Employees Selected Employees (0)

Search Employee Q Search Employee Q

Dolce Warner dd emplo
(EMPP0D043) - e
Software Engineer

T
i
T
i

All | Selected j + Add New Question
p— —
Manager Comments Manager Ratings
M checkall | B Questions i
Employee Comments [¥] Employee Ratings
Projects/ Work areas Manager Comments Manager Ratings
f “Briefly explain 1. At a high level, the h
projects you have worked on Employee Comments Employee Ratings
IPersonaIny . _ I Manager Comments Manager Ratings
Briefly explain 1. The qualities/traits

that you have honed in the past one
E . Employee Comments Employee Ratings

year

Skills

“Briefly describe 1. The skill sets that Manager Comments Manager Ratings
you have worked on and the areas in

which you have bettered over the Employee Comments Employee Ratings

past one year

o

Figure 109
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|. Upon Saving the appraisal parameters, click on initialize to initialize the appraisal process
m. Click on Initialize Later to only save the appraisal process
n. Click on Yes in the confirmation box to initialize the appraisal

Refer Figure 110

v

Initialization

nitialize appraisal fora
department or a business unit
and enable to managers or

employses

Completed

v

Configure Line Managers

Configure line managers by using
sting organization hierarchy
or by assigning line managers to

employses manually

Business Unit : Banajara Hills

Customized Employee Groups

Configure Appraisal
Parameters

Set the appraisal parameters for
all the employees or for an
employee group for 2 deperiment
Or & business unit

Quarterly Appraisal (Q1), 2015

4 BACK

@ once sppraisat process is initialized and employees start filling their appraisals, questions cannot be edited or added.

Support Group

Employees Questions
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Confirm

- Line Manager(s) cannot be edited after initialization.
Appraisal will be initialized. Do you wish to continue?

Figure 110
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Manager Appraisal

In the first step of Initialize appraisal, if the appraisal is enabled to managers, managers can configure the

appraisal parameters. Once the parameters are set, manager creates employee groups and applies the appraisal

parameters to the group. Upon saving the appraisal settings, the HR will be able to change the status of appraisal

process from “Enabled to Managers” to “Enabled to Employees”.

Login as a manager
Click on Performance Appraisal in the header
Click on Manager Appraisal in the left side menu

o 0o T o

Click on edit icon with respect to an appraisal process

Refer Figure 111

e Sentrifugo -

open source HRMS

Dashboard Organization ‘ Human Resource = Resource . Employee Self o Service Request
S~ o= it gy -
-2 (V) Requisition Service
A Click Here to Hide Menu
Configurations
Home > Performance Appraisal » Manage Appraisal

Self Appraisal MANAGER APPRAISAL Cc o
M eam Apptlat Action Business Unit Department Financial Year Appraisal Mode Period Status Process Status
EERd o d Business Unit 1 2014-2015 Half yearly H2 Open Enabled to Managers
© Business Unit 2 2014-2015 Half yearly H1 Closed Enabled to Employees
SHORTCUTS i < ;
© Business Unit 3 2014-2015 Half yearly H1 Force Closed Enabled to Managers
Figure 111

Create new group (E.g., Support, Testing, Development, etc.)
Add employees to the group by clicking on an employee
Click on Add New Question to add questions for a particular group of employees

> @ ™

Select Questions individually by checking the checkbox respective to each question
Or
Select all the questions by checking the Check All option in the table header
j. Select ratings or comments of manager or employee individually for all the questions
Or
k. Select ratings or comments of manager or employee by checking the Manager Rating, Manager

Comments, Employee Ratings and Employee Comments
|.  Click on Save
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Refer Figure 112

Initialization Details 4 BACK
Business Unit Jublee Hills Department =

Appraisal Mode Half yearly From Year 2014

To Year 2015 Period H1

Status Open Eligibility Full Time,Permanent,Probationary

Enable To Managers Parameters Generic

Managers Due Date 05/27/15 Process Status Enabled to Managers

Appraisal Ratings 1-5

Group Details
CREATE NEW GROUP SUBMIT INITIALIZATION

Group Name *

- O
Employees Selected Employees (0)
1 I 1
Search Employee Q ‘ Search Employee Q ‘
Employee 1 Employee 8
(EMPP0029) f (EMPP0029)
Software Engineer Software Engineer

Configure Appraisal Parameters for All Employees

All | Selected + Add New Question | 8

Manager Comments Manager Ratings
Questions k
Employee Comments [¥] Employee Ratings

Check All

New Technologies/skills learn and Mansger Eotments ManagaE Rakings

- h implemented J
What are the new technologies/skills
you explored and Imp!emengted? Employee Comments Employee Ratings

Responsibility

Have you taken complete ownership
of the task/project/product assigned
tovou?

Manager Comments Manager Ratings

Employee Comments Employee Ratings

Figure 112
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Upon saving appraisal details, the manager must submit the appraisal process for initialization.
m. Click on Submit Initialization

Refer Figure 113

p" Dashboard 6_3_6 Organization ‘ Human Resource | j Resource ‘,,’,,j Employee Self ®] Service Request )
2l = ‘ ' L
o Ll Requisition ¢ Service [ Pl

A Click Here to Hide Menu

Configurations

Home > Performance Appraisal > Manager Appraisal> Edit

Self Appraisal

My Team Appraisal Initialization Details 4 BACK
Feed Forward

Business Unit Jublee Hills Department
SHORTCUTS Appraisal Mode Half yearly From Year 2014
B m m @ To Year 2015 Period H1

Status Open Eligibility Full Time Permanent, Probationary

P Bets

Enable To Managers Parameters Generic

Managers Due Date 05/27/15 Process Status Enabled to Managers

Appraisal Ratings 1-5

Group Details

Support Group

Employees Questions

8 5

SUBMIT INITIALIZATION m

Figure 113

The Hr, then, will update the appraisal process by changing the process status from “Enable to Managers” to
“Enable to Employees” and providing Employee Due Date.

a. Click on Performance Appraisal in the header

b. Click on Initialize Appraisal in the left side menu

c. Click on edit icon with respect to an appraisal process
Refer Figure 114

«@ SentringO . HR Manager v

open source HRMS

d ‘_23 Organization “ Human Resource Resource & mployee Self 0 Service Request

Requisition Service ‘gjl

A Click Here to Hide Menu

Configurations Home > Performance Appraisal > Initialize Appraisal © Help [ Pin to shortcuts
INITIALIZE APPRAISAL B 6 co
Manager Appraisal
Action s Unit Department Fina Appraisal Mode Period Appraisal Status
Employee Status o C Business Unit 1 2014-2015 Half yearly H2 Open Enabled to Managers
Self Appraisal © Business Unit 2 2014-2015 Half yearly H1 Closed Enabled to Employees
My Team Appraisal © Business Unit 3 2014-2015 Half yearly H1 Force Closed Enabled to Managers
Figure 114
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d. Select “Enable to Employees” in the Enable To dropdown

e. Pick a date for Employee Due Date

f.  Click on Update to enable the appraisal process to employees

Refer Figure 115

Initialization

Initialize appraisal for a

department or a business unit
and enable to manag "

W

Configure Line Managers

Configure line managers by using
the existing organization hierarchy
or by assigning line managers to
employess manually

Sentrifu

open source HRMS

gqo

W

Configure Appraisal
Parameters

Set the appraisal parameters for
all the employees or for an
employee group for a department
or a business unit

Appraisal Details 4 BACK
Business Unit Business Unit 1 Department --
Appraisal Mode Half yearly From Year 2014
To Year 2015 Period H2
Eligibility Full Time, Permanent, Probationary Parameters Generic, KRA, KPI
Status Open Process Status Enabled to Managers
Appraisal Status | Open ‘ \ | Managers Due Date | 05/20/15
Enable To | Enable To Employees ‘ A é |- d Employee Due Date | 03/29/15 |— e
Appraisal Ratings 1-5
Cancel
Figure 115
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Manager Status
In this page, the HR views the status of appraisal process when it is enabled to the managers.

Click on Performance Appraisal in the header
Click on Manager Status in the left side menu
Select the Business Unit

Select the Department

Select the Manager Appraisal Status if required
Managers and their status will be displayed

-0 a0 T

Refer Figure 116

% EEDD(E[JISUQO . Super Admin v
o 2 Z ] ] s = [

Service Request Analytics

o
Dashboard Manage Modules e Organization Human Resource Resource n If Background
Configuration Requisition Si Checks

A Click Here to Hide Menu

Configurations Home > Performance Appraisal > Manager Status

Initialize Appraisal "
PR Business Unitems C Department @ e d Manager Appraisal Status @ === €

Manager Appraisal sanct v Select Appraisal Status v

Employee Status
Quarterly Appraisal (Q0) , 2015

Self Appraisal

Manager
A - f

My Team Appraisal

Feed Forward

Figure 116
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Employee Status

HR and Management roles will be able to view the employee appraisal status.

Click on Performance Appraisal in the header
Click on Employee Status in the left side menu
Select the Business Unit

Select the Department

Select Appraisal Status if required

)

Employees and their appraisal status will be displayed

Refer Figure 117
& o By o 2 i ¥ 0 m

Dashboard Manage Modules Site Organization Human Resource Resource yee S Background Service Request : 2 Analytics
Configuration Requisition

A Click Here to Hide Menu
Configurations

Home > Performance Appraisal > Employee Status o Help
Initialize Appraisal
Manager Appraisal Business Unit e ¢ Department @ = ¢ Appraisal Status @ == €
lee Hills v Select Department v Select Appraisal Status v
Manager Status
Self Appraisal Half yearly Appraisal (H1) , 2015

My Team Appraisal b

yee 2 Employee 3
Feed Forward

SHORTCUTS

Employee 4 Employee 5 Employee 6

Employee 7 Employee 8

Figure 117

My Team Appraisal

Managers will be able to view their team employees' appraisal status. Once the employees completes the
appraisal process, the managers will be able to provide ratings and comments to the employees. Based on the
levels of appraisal, the employee appraisal process will be enabled to the line managers.

Click on Performance Appraisal in the header

Click on My Team Appraisal in the left side menu

All the employees in the manager’s team will be displayed
The status of each employee’s appraisal is displayed

Click on Expand to provide Manager’s rating

Provide overall rating and comment for an employee

@™ 0 a0 oW

Provide the rating and comments respectively

© Sentrifugo 2014 - All Rights Reserved Page 89 of 98



5% Sentrifugo

W,
open source HRMS

“ .,l

h. Click on Submit to send it for approval based on the levels of appraisal

i. Click on Save as draft to save the ratings and comments

Refer Figure 118

Dashboard
»

i‘:} Organization “ Human Resource

Configurations

ne > Performance Appraisal > My
Manager Appraisal

Self Appraisal = =
Search Employee Q

Feed Forward

Resource :,:‘.?‘ Employee Self
Requisition

2

A Click Here to Hice Menu

Service

L1 Manager Overall Rating
Appraisal Status

EMPP
Manager

SHORTCUTS

KRA  KPI  Skill set

Question

Projects/ Work areas

Personality
The qualities/traits that you
have honed in the past one

year
Skills

The skill sets that you have
worked on

Additional activities

Any cultural activity Initiat

New Technologies/skills learn
and implemented

ted?

II SAVE AS DRAFT
i

h

m

2

EMPP(
Software Engineer

Self Appraisal
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Employee Rating Rating

[®] Service Request —]
[_]

Comments

you have excelled

L1 Manager Overall Rating
Appraisal Status

Appraisal Status

Appraisal Status

Figure 118
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Self-appraisal is displayed to all the employees as each and every employee is subject to appraisal process. Here,
the employees will provide self-appraisal details such as ratings and comments. Upon completion of self-
appraisal, their appraisal will be visible to their line managers for further ratings and comments

a.
b.
c.
d.
e.
f.

g.

Refer Figure 119

Click on Performance Appraisal in the header

Click on Self Appraisal in the left side menu

The parameters are displayed above the questions grid
Provide rating and comments for every question

Click on Rating definition to know more about ratings
Click on Send to L1 Manager to send it to manager
Click on Save as Draft to only save the appraisal process

; L o = : ° oy ; D) i & ]
P“F Dashboard g Organization “ Human Resource .fa Re_our.[e % Emp“oA ee Self ; Service Request
L2 (] Requisition () rvice e
A Click Here to Hide Menu
Configurations Home > Performance Appraisal > Self Appraisal > Edit © Help

Manager Appraisal

2014-2015, Half yearly Appraisal

== TS Employee 1 €
My Team Appraisal :;T:p"” Business Unit : Jublee Hills

Feed Forward Manager Department : Software Due Date : 05/26/15

SHORTCUTS L1 Manager L2 Manager

You have not configured your shortcut Reporting Manager1 Reporting Manager2
icons. Click here to configure

Question Rating Comments

Projects/ Work areas
At a high level, the projects you have worked

on L 3 d

Personality
The qualities/traits that you have honed in
the past one year

Skills
The skill sets that you have worked on

Additional activities

Any cultural activity initiatives

New Technologies/skills learn and
implemented

What are the new technologies/skills you

explored and implemented?

SAVE AS DRAFT I SEND TO L1 MANAGER
Cancel

f g

Figure 119

Feed Forward
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Feed Forward is the feedback given by the employees to appraise their respective line managers. All the
configurations are done on management level. Once all the employees have appraised their managers, managers’
appraisal process will be carried out by the management.

Questions

Questions are added by the Management to evaluate managers’ performance.
a. Click on Performance Appraisal in the header

b
C.
d. Click on Add in the right side grid

Refer Figure 120
#,

te

Organization

(28

Dashboard

Site
Configuration

Human Resource

Resource

Requisition

A Click

Click on Feed Forward in the left side menu
Click on Question in the submenu links

(o]
[

Employee Self Analytics

Service

Background
Checks

Service Request

ere to Hide Menu

Configurations Home > Performance Appraisal > Feed Forward >
nitialize Appraisal
QUESTIONS
Manager Appraisal
Manager Status HEEd
Employee Status oLw Was your manager able to manage team?
Self Appraisal ozu Did your manager communicate with you re.
My Team Appraisal ozw How did your manager deal with the clien..
(e} Records perpage |20 v
nitialize Feed Forward
Figure 120
e. Add the question and description if required
f.  Click on Add New Question to add more questions
g. Click on Save
Refer Figure 121
foe e
Configurations Home > Performance Appraisal > Feed Forward > Questions o Help
nitialize Appraisal
Question @ * Description
Manager Appraisal ~ L
Manager Status
Employee Status
Self Appraisal " ADD NEW QUESTION f
My Team Appraisal Question [> & Description x
Feed Forward e
nitialize Feed Forward
Appraise Your Manager Question o Desipron x
Manager Feed Forward
Employee Status =
SHORTCUTS ERE. .
Figure 121
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Initialize feed forward
In the initialize feed forward page, only the appraisal that have “Closed” status are displayed.

Appraisal: Select the appraisal from the populated dropdown. The appraisal details grid is displayed in the screen
where Business Unit, Department, Appraisal Mode, From Year, To Year and Period are displayed.
Status: Feed Forward status will be "Open" by default. Upon the initialization of feed forward, close and force
close options will be made available

e Force Close: Closes the Appraisal Process by force. Appraisal Process for the selected Business Unit can be

configured again and for the same appraisal period

e (lose: Closes the appraisal process for the selected business unit permanently
Employee Details: Here, the Management will determine if the management can view only the feedback given by
the employee or the feedback along with the employee names.
Show: Employee names and their feedbacks will be displayed
Hide: Only the feedbacks will be displayed
Enable to: The Management will determine if all employees can appraise their managers or only the employees
eligible for appraisal
Appraisal Employees: All the employees eligible for appraisal process can appraise their managers
All Employees: All the employees in the organization can appraise their managers
Due Date: The due date is for closing the Feed Forward process for employees
Configure Questions: All the questions added by the Management will be displayed. If more questions are to be
added, Add New Question link is also provided.

Click on Performance Appraisal in the header

Click on Feed Forward in the left side menu

Click on Initialize Feed Forward in the submenu links
Click on Add in the right side grid

Qo0 oTo

Refer Figure 122

& e os 2 S ih 4 =

Dashboard Site Organization Human Resource Resource Employee Self Background Service Request P Analytics
Configuration Requisition Service Checks

A Click Her Hide Menu

Configurations Home > Performance Appraisal > Feed Forward > Initi

Initialize Appraisal

Manager Appraisal INITIALIZE FEED FORWARD
Manager Status Action Busin Department Financial Year Mode Period Due Date Status
Tployec pLs ozm Business Unit 1 Department 1 2014-2015 Quarterly 01 05/31/15 Open Appraisal Employees
Self Appraisal = = =

© Business Unit 2 Department 2 2015-2016 Quarterly 01 05/31/15 Close AlLEmployees
My Team Appraisal

© Business Unit 3 Department 3 2015-2016 Quarterly 01 05/31/15 Close Appraisal Employees
Feed Forward

© Business Unit 4 Department 4 2015-2016 Quarterly 01 05/19/15 Close Appraisal Employees

Questions
Cc L Records perpage | 20 v
Figure 122
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Select an appraisal process from the Appraisal dropdown
The Status will be by default selected as Open
g. Define whether or not you want to view the employee details along with their feedback ratings and
comments
h. Enable Feed Forward to all employees or only to employees who are eligible for Appraisal process
i. Pick a date for employees to provide their feedback
j. Click on Add New Question to add questions for Feed Forward
k. Select Questions individually by checking the checkbox respective to each question
Or
|.  Select all the questions by checking the Check All option in the table header
m. Select comments individually for all the questions
Or
n. Select comments by checking the Comments checkbox in the table header
Click on Save & Initialize to initialize the Feed Forward process
p. Click on Save & Initialize Later to only save the Feed Forward process

i)

Refer Figure 123

Home > Performance Appraisal > Feed Forward > Initizlize Feed Forward > Add © Help
Appraisal Q== e Status * emm f Employee Details em & Enable TO * e h
Select Appraisa v Open = (O Show (@) Hide Appraisal Employees

All Employees

Due Date @ “ems |

Configure Questions

All | Selected jl +Add New ¢
Check All | | Questions Comments | N ¥ Ratings
Projects/ Work areas
k At a high level, the projects you have worked Comments § M ¥| Ratings
on
Personality
The qualities/traits that you have honed in the Comments ¥| Ratings

past one year
Skills

The skill sets that you have worked on and the Comments ¥ Ratings
areas in which you have bettered

SAVE & INITIALIZE SAVE & INITIALIZE LATER Enca

o} P

Figure 123
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Appraise Your Managers
The employees will be able to view the questions established to appraise their line managers. They can
provide ratings and comments for each question and the manager feed forward is submitted.

Click on Performance Appraisal in the header

Click on Feed Forward in the left side menu

Click on Appraise Your Manager in the submenu links
Provide ratings and comments

Enter additional comments (not mandatory)

Click on Save as Draft to save Feed Forward

Click on Submit to submit Feed Forward

@m0 Qoo0 oo

Refer Figure 124

Dashboard Organization ‘ Human Resource % Resource ’,,‘. Employee Self [®] senice Request
@* @ = ® s &= (Y )

Requisition

Service <t

) to Hide Menu

Self Appraisal Home > Performance Appraisal > Feed Forward > App

o Help

My Team Appraisal

2014-2015, Half yearly Feed Forward

Feed Forward

§ Reporting Manager

Business Unit: Business Unit 1

Manager Department : Software Due Date: 05/13/15

SHORTCUTS

You have not configured your shortcut Question Rating ot
icons. Click here to configure

Projects/ Work areas
At a high level, the projects you have worked on

Personality

The qualities/traits that you have honed in the past one
year

Skills

The skill sets that you have worked on and the areas in

which you have bettered

Additional Comments

I SAVE AS DRAFT I SUBMIT I

f g

Figure 124
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Manager Feed Forward

Only the Management will be able to view managers feed forward. Upon selection of appraisal from the
dropdown, feed forward details along with the manager ratings are displayed. The average ratings of all
the employee will be highlighted. A detailed description of comments and ratings of employees are
displayed by question or by employee.

Click on Performance Appraisal in the header

Click on Feed Forward in the left side menu

Click on Appraise Your Manager in the submenu links
Select a process to Feed Forward details in the dropdown

o0 oo

Refer Figure 125

(8 ey iss : v ] & — ]

Dashboard Site Organization Human Resource Employee Self Background Service Request 3Nce Analytics
Configuration Requisition Service Checks

A Click Here to Hide Menu
Configurations

Home > Performance Appraisal > Feed Forward > Manager Feed Forward
nitialize Appraisal
R Feed Forward
Manager Appraisal
Quarterty(Q1 v -
Manager Status = d
ELipOYEERIES Feed Forward Details
Self Appraisal
My Team Appraisal Business Unit Business Unit 1 Department
Feed Forward Appraisal Mode Quarterly From Year 2014
Questi
Question: To Year 2015 Period Q1
nitialize Feed Forward
Appraise Your Manager Manager Ratings
Employee Status gfppqgl?q Manager @ E?QT?q Manager
Manager Manager
SHORTCUTS
L1 Manager L1 Manager
Department
Business Unit

Figure 125
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e. Click onindividual manager section to view the ratings and comments provided by employees
f.  Select By Questions to view the ratings and comments based on questions
g. Select By Employee to view the ratings and comments of each employee

Refer Figure 126

Manager Feed Forward x
Reporting Manager 5 Department :Department 1
EMPPO004 Exceeds Expectations
Manager Business Unit: Business Unit 1
1. 8.8.8.8

L1 Manager :Manager

f g
Search Employee O\’ By Question SRSl ‘

Click on the Employee to view his/her comments €
Employee Projects/ Work areas Y % %
EMPPO036
Manager Has excelled in all his tasks
Personality * % %k

Has excelled in all his tasks

Skills * % %

Has excelled in all his tasks

Figure 126
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Employee Status
Management will be able to view the feed forward status of all the employees.

Click on Performance Appraisal in the header

Click on Feed Forward in the left side menu

Click on Employee Status in the submenu links

Select a process to Feed Forward details in the dropdown

The employees of the selected process along with their Feed Forward status will be displayed

T Q O T o

Refer Figure 127
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Dashboard Site Organization Human Resource Resource Employee Self Background Service Request

Configuration Requisition Service Checks

A Click Here to Hide Menu

Configurations
Home

> Feed Forward > Employee Status © Help [ Pin to shortcuts
nitialize Appraisal

" Feed Forwardess Feed Forward Status
Manager Appraisal

2014-2015 Quarterly(Q1 v Select Feed Forward Status | v
Manager Status = >
Employee Status
Self Appraisal 2014-2015 Quarterly(Q1) Business Unit 1(Support)
My Team Appraisal Emplo Emp

Feed Forward

nitialize Feed Forward

Appraise Your Manager

Manager Feed Forward

Figure 127
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