Tutorial 2
Using the
performance
review

application
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EPFL  Objectives of this tutorial 4

This tutorial will show you how to make your w
application. | t ys one of a series of tutorials desi gne
features.

To learn more about the overall performance review process or specific steps of the process, we suggest
you have a look at one of the other tutorials in the series. A list is given at the end of this presentation.

By the end of this tutorial, we hope youyll ha

E/ Get started in the new application and open its
various pages

{ Make your way around the application

W

¥ Use it effectively thanks to our helpful tips




£PFL Why are performance reviews important?

G Give direction to employees @

6 Help develop their skills

e Recognize their efforts {il

Performance reviews, together with new
dialogue between managers and employees.

Look to the future by setting
e r ioljactves and mapping out a
career development plan.

Discuss pastevents and learn
about employeesy e
and achievements.

featur



EPFL
Assessments over 12 months

P
evaluation //

Previous year Current year

January to June June to December January to June June to December

Employee \ Review of Employee
self- self-
evaluation months evaluation

Ongoing dialogue between managers and employees

Legend

Steps that must be entered into EMNBLStepsitdingdissussembetaaerimanagensfaid empkoykes
using the performance review application



eps EPFL Home -

Good morning!

2. Performance
Quick Actions review dashboard

Wiew Reminders




=PrL Home page "

E PFL Home + Search for actions or people Q @U 7] n =

Good morning!

Quick Actions

For You Today

@ Review Your Performance
Préparation

2023 Development Appraisal Discussion -U...

No due date

View All (2)

The home page (or dashboard) is your starting point for navigating through the
application. Youyl |l need to enter your EPFL wuser
page.

E/i t her [ Good morningn or [ Good afternoonn will appear dependi ng or



Quick Actions

Quick Actions Q

The Quick Action buttons in the middle of the dashboard let you jump quickly to the
actions youyl |l perform most often.




=PFL  Quick Actions &

Quick Actions /7 %)

(®

View Reminders

A View reminders
Click on this button to view the reminders youy\
you set them).

A View favourites
This button | ets you directl yfaooprkea. t he pages yol



=PrL

Todayos remi nder s

@ Goals and Discussions

Preparation
2023 Development Appraisal Discussion -Unit 1

Mo due date

View All (2)

The reminder window is located in the lower left corner of the dashboard. It shows
any ongoing tasks that need to be completed.
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ePFL  Toolbar

With the toolbar in the upper right corner of the dashboard, you can quickly access
a number of features and manage your settings.



ePFL  Toolbar

On the toolbar, youyll

Search bar
Use this to search for actions or

“ people in the application
A Tasks

®0 View your outstanding tasks
A Alerts

Q View your alerts
A Profile

Described on the next slide
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Profile menu

Q@oD@

Frst Name, Las Name

| ] Suggestions |
‘ 81 Settings
() Show version information

(Y Log Out

Click on the profile button (the one with your initials) to
display the drop -down menu.
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Suggestions
Lets you suggest improvements to the
system developer

Settings
Lets you personalize the application
(alerts, language, etc.)

Version information
Displays information on the current
SAP version

Logout
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Pages menu

Home ~

Click on | Homen
open.
More on these pages later.

t-downdmiensl pfltha differertt @ages yowcan
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=PrL

3. Navigating
through the application

.
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Two methods

Home ~

Quick Actions

There are two methods you can use to navigate through the application from the
home page:

Athe pages menu that appears when you
A the Quick Action buttons in the middle of the dashboard

cl

on
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=PFL  Pages menu

The drop-d o wn

(@ Home

& Company Info

(S Continuous Feedback
E My Employee File

@ Objectives
Performance

&, Recruiting

me nu

appears

when
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Home
The main page (dashboard) with buttons to access the
various features.

Company Info

Shows your unitys organi zatior
employees. This feature will be added in a subsequent

update.

Continuous Feedback

Opens a page summari zing the f
received and requested. You can also request feedback from

this page.

Objectives

Lists your objectives for the year, for both performance and
career development. Managers can also view the objectives
of their employees.

Performance
gqmpllgskall y&lﬁ cu Zrelqt@%l A;)ast,ferformance review

or ms. Managers can al so view
Recruiting

Displays a dashboard for managing the hiring process in your
unit (fo be added).



"4 4. Key features
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=PFL  Continuous Feedback page

EPFL  Continuous Feedback page

EPFL Continuous Feedback ~ Q © 0 &

Feedback LAY Give Feedback

| (S Feedback Q ‘

an overview of the feedback youy
he upper right corner |l etting yol

I n Tutorial 5 , youyll!l [ earn more about how t he

providing feedback to colleagues. Managers will also find out how to ask for feedback about one of
their employees.



=PFL  Company Info Page

EPFL  Company Info Page

o
EPFL & C Infi Seach f pedpie L e @ O
&5, Company Info & & Company Info
Qug Chart Dty Besources ), |
s Q \ w4 @ 4 2

This page shows your unitys organizational <chart
for which you have the highest employment rate. You can use this page to see where you fit in the
broader picture. The page also contains a directory with a search bar letting you search for any

other EPFL employee.
This feature is still under development and will be rolled out soon in an update.



=PFL  Continuous Feedback page

EPFL Continuous Feedback ~

Feedback

Feedback Received Feedback Given Feedback Requests Sent

-

It looks like you have not received any
feedback yet.

Q @ QR &

Request Feedback Give Feedback



=PFL  Company Info Page

=PFL & Company Info

Search for actions or people Q

v
Org Chart Directory Resources <©>
Search Org Chart Q - 70%

First Name, LastName 4

First Name, LastName First Name, LastName First Name, LastName

First Name, LastName First Name, LastName ¢

This feature is still under development and will be implemented soon in an update




=PFL My Employee File Page

EPFL My Employee File Page

oooooooo

scipEr

E) My Employee File »

‘‘‘‘‘

This page lists all the information in your profile broken down by category, including past
performance review forms and employee mobility requests. Managers can use this page to view the
employee mobility requests made by their employees.



=PFL My Employee File Page

: Actions  / Header

FirstName, LastName
Généraliste RH

RRH-GE, RRH

Lausanne (Europe/Berlin)

Local time: Thursday, 14:22.

(30%

Your profile is incomplete.

Profile v Talent Profile v

User Info Personal Information / Identification /
First Name User ID
Last Name Username
Gender SCIPER
Date of Birth Default Locale
Nationality

Contact Information Work Location / Contact /
Address Line 1 Email
Address Line 2 Business Phone
City
State
Postal Code

Country/Region

Show More



=PFL  QObjectives Page

EPFL  Objectives Page

EPFL
People Selector - - - -
Objective plan 2023 Unit 1 ===n

[ Y e———

This page lists your performance and career -development objectives for the year, and lets you

enter new objectives. You can also use this page to track progress on your objectives.
/I n Tutorial 4 , youyl /|l [ earn mor e-yearbblgestivesusi ng  hi s page t






