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Job Aid: Participating in Competency Assessments (Employee)

Purpose

The purpose of this job aid is to guide users and supervisors through the step-by-step process of
participating in a competency assessment by viewing gaps, assigning items, conducting a self-
assessment, reviewing completed assessments, and viewing the competency history.

Task A

View Gaps and Assign Items
6 Steps

p

Task B y

Employee: Conduct Self Assessment
8 Steps

I

Task C y

Employee: Review Completed }

Assessment — 6 Steps

Task D y

Employee: View Competency History
11 Steps

ELIR
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Task A.

View Gaps and Assign Items

From the Home page,
click the Competencies
pod.

successfactors~

BUSINESS EXECUTION SOFTWARE

Home:
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View the current
competency ratings.

To assign an item to meet
the required competency
rating, click Assign
Related Items next to
the competency.

Competency Assignments and Ratings

View Competencies

& Help

The fallowing details the status of the competencies assigned to you, grouped by competency profile. Competenties without associated competancy profiles are
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or notit is complete. Use the Action column to

assign yourself an item thatwill allow you to meetyaur required rating

There are no Free-Floating Competencies assigned to you

Cumulative Relative Competency Gap (%): -31.11 Q

Competency Profiles with Associated Competencies
Competency Profile

Core K50 Sales Campetencies

Type Competency
Ability Regularly looks for new opportunities
Ability Uses market, product, and industry knowledge to identify new business

opportunities

Ability Promptly acts on business opportunities to maximize profitability
Ability Communicates business opportunities to those who can effectively develop
them

Maznagement Development (all directors)
Type Carpetensy
Enowledze Enowledge of Management Fundamentals

Enowledge Knowledge of Management Policies and Procedures
Knowledge Knowledge of Public Speaking for #hanagers

Sales Management

Type Campetency

Ability Encourages others to do their best

Ability Acknowledges achievements and contributions of others
Ability Looks for and uses new, creative ways to motivate others
Ability Uses a variety of approaches to energize and inspire others
Ability Helps others identify their wants and needs

Ability Helps others see the personal benefits of doing their job well
Ability Promptly recognizes and tackles morale problems

Initiate Self Assessment

#ssigned Date
] Sepr27i2011

Gap Action

00— TTI50 | assien Related
Actual:0.00 Req:d Items

00— 150 | assien Related
Actual:0.00 Req:3 Items
——

0.0 3.0 Assign Related
Actual:0.00 Req:3 Items
1

0.0 5.0 | pssion Related
Actual:0.00 Req:d Items

(@ Sepr2Tia0N
Gap Action
1] e —
Actual:3.00 Req:3

0.0 BT 5 o
Actualid, 00 Req:3

[iji] s—— ]

Actual:s. 00 Req:5
@ Jani3/2007
Gap Action
i 1] e — ]
Actual:3.00 Req:2
i ] s —c]
Actual:2,00 Req:2
1] e —
Actual3. 00 Req:3
0.0 I 5
Actual4.00 Req:3
fi ) e — Y
Actuali3.00 Req:3
0.0 T
Actual:5.00 Req:d
0.0 T
Actual:4.00 Req:3

Initiate Multi-Rater Assessment
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Click the Action
checkbox next to the

appropriate item title.

Click Assign Selected
Items.

Competency Assignments and Ratings
Assign Hems
Competency: Regularly looks for new opportunities

Related ltems

Item Title

e-Business Opportunities

Strategic Management - Analysis & Choice
Project Risk Management Simulation
Project Qualitative Risk Analysis

Project Risk Identification

& Mhanager’s Primer for Ensuring 4 coountability

Prewious

& Help

Azzign Selected 1tem

Rating Provided  Action

. @

T T T

Click Return to
Competency
Assignments.

Competency Assignments and Ratings
- Success
Previous

Success

The items listed below have been assigned to vour To-Do List,
Item Title: e-Business Opportunities

COURSE EEUSOM03

Revision: 3.5 - Dec/23/2004 02:38 P\ Americal/MNew York

Item Title: Strategic flanagement - Analysizs & Choice
COURSE 5TGEY0302

Revision: 3 - Dec/23/2004 02:39 P AmericafMew York
Item Title: Project Rizk Management Simulation
COURSE PROJO450

Revision: 1.5 - Dec/23/2004 02:32 P\ America/New York

& Help

Return to Competency Assignments
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Task B.

Employee: Conduct Self Assessment

€ rrom the Home page,
click the Competencies

pod.

Note: Another navigation
option is to click the Start a
Self Assessment easy link.

successfactors~
SUBAES EXEZUTION SO0 TWARE
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Click Initiate Self
Assessment.

Competency Assignments and Ratings

View Competencies

& Help

The fallowing details the status of the competencies assigned to you, grouped by competency profile. Competenties without associated competancy profiles are
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or notit is complete. Use the Action column to
assign yourself an item thatwill allow you to meetyaur required rating

There are no Free-Floating Competencies assigned to you
Cumulative Relative Competency Gap (%): -31.11

Competency Profiles with Associated Competencies

Competency Profile

Core K50 Sales Campetencies

#ssigned Date
] Sepr27i2011

Tepe Competency Gap Action

Ability Regularly looks for new opportunities 00— 1050 | pssian Related
fotusl0.00 Req:d Items

Ability Uses market, product, and industry knowledge to identify new business 00— 150 | assien Related
oppartunities fctual0.00  Req:d Items

Ability Promptly acts an business appertunities to maximize profitability 00— 130 | assion Related
fotual0.00 Req:d Items

Ability Communicates business opportunities to those who can effectively develop 00— TTI50 | pesien Related
them fetuali0.00 Reg:d Items

Maznagement Development (all directors)

Type Carpetensy

Enowledze Enowledge of Management Fundamentals
Enowledge Knowledge of Management Policies and Procedures
Knowledge Knowledge of Public Speaking for #hanagers

Sales Management

Uses a variety of approaches to energize and inspire others

Helps others see the personal benefits of doing their job well

Type Campetency

Ability Encourages others to do their best

Ability Acknowledges achievements and contributions of others
Ability Looks for and uses new, creative ways to motivate others
Ability

Ability Helps others identify their wants and needs

Ability

Ability

Promptly recognizes and tackles morale problems

(@ Sepr2Tia0N
Gap Action
1] e —
Actual:3.00 Req:3
0.0 BT
Actualid, 00 Req:3
fi) E— )
Actual:s. 00 Req:5
@ Jani3/2007
Gap Action
i 1] e — ]
Actual:3.00 Req:2
i ] s —c]
Actual:2,00 Req:2
1] e —
Actual3. 00 Req:3
0.0 I 5
Actual4.00 Req:3
fi ) e — Y
Actuali3.00 Req:3
0.0 T
Actual:5.00 Req:d
0.0 T
Actual:4.00 Req:3

Initiate Self Assessment Initiate Multi-Rater Assessment
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Complete the assessment
by selecting the radio
button option for the
appropriate rating for
each competency.

Click Add Comments to
enter comments about
the competency rating.

Click Next Page to rate
additional competencies.

Complete Assessment @ Help
Self Assessment
Thanks for paricipating in this competency assessment. Yourinput is highly valued.
For: Fahey, Brian & G
Required By: 5ep/27/2011
Page 10f 3 Submit | Cancel  Mext Page

Core KSO Sales Competencies Competencies

Communicates business opportunities to those who can effectively develop them | Ability)

2 3 9

1
Yser Nt Has Great Difficulty Smigsles on Mostly Successful Largely Successful e
Occasion

Fahey, Brian 4 : . acd

Comments
Promptly acts on business opportunities to maximize profitability { Ability)
1 2 3

Hzet Mg Needs improvement Meets expectations Exceeds expectations

Fahey, Brian & 3 ] Add
Comments

Note: Rollover each rating title to view a description of the rating.
sure you navigate through all pages of the assessment.

Make

When you have
completed the self
assessment, click Submit.

Complete Assessment @ Help
Self Assessment
Thanks for participating in this competency assessment Your input is highly valued

For: Fahey, Brian &
Required By: Sep/27/2011

Page 30f 3 submit  Cancel | Prewious Page
Sales Management Competencies

Acknowledges achisvements and contributions of others [ Ahility)

3

! His Meeds improverment Meets expectations Exceeds expectations

Fahey, Brian & @ Add
Comments

Erioirt soes nthers to o their BEst PREARS
1 2 3

! His Meeds improverment Meets expectations Exceeds expectations

Fahey, Brian & @ Add
Comments

€@ | Click Confirm to confirm Complete Assessment St

ratings in the self
assessment.

Self Assessment

Thanks for participating in this competency assessment. Your inputis highly valued.

For: Fahey, Brian &
Required By: Gep/27/2011

¥ou are ahout to submityour assessments for the individual(s) listed helow. Please rewiew this information hefare proceeding.
Assessment Confirmation

User Name Sratus Notes

Fahey, Brian & 14 out of 14 competencies assessed

0 comments entersd

Confirm Return To Surwey

A status message
displays.

Click Return to return to
the Assessment History

page.

Complete Assessment @ Help
Self Assessment

For: Fahey, Brian &
Required By: 5ep/27/2011

Status

Status:

Your assessment has been successfully submitted, Thank you very much for your input.,

Return
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Task C.

Employee: Review Completed Assessment

From the Home page,

successfactors~
SN EATEOTON e TWARE

- My Employees Organization
click the Completed
Brian A Fahey
WO rk pod . UL e Your Taliat Profle i Incomplete
Eurnpe Of Sains &
Toa-a Lisy Calalog,
Show: | Feenthing v l:l : Easy Links &
Overdue M approvess Perlormance Reviews
2 days overdue bl Mansgement Fundamentsls BlackRnck:SucerssStory Recoed Learning
o - Liternal Requests Reports
ust be registered erwis Shills hwerdory
-; Management Policies and Procedures Optinns and Settings Start a Multl Rater Assessment
st b raghctarad Grilor Stalus Slart a Sl Assssmuril
o " PO TP Orier Tickets
Due within o week .
Get/2rZ011 G Publie Spealdng for Managers o— 22 Completed Work 6,
I I | fresrde (1 P complations in U Lasl
Due withln a month Tua in i daye (1)
Oct/5/2011 0E Comy e ater (13
- Compe tendles w2 ) | Goals =
& terasaft Windows 2000 L Pr—— Complute (0%
Hlahind (0]
Ll World Wide Web (internet) L .
@ From the Completed Completed Work
Work page, hover over B
h . F: g f’ h Show Completions: | 4l |
the title of the
- Type Title Status Completion Date *
assessment to review for - )
.y - - - | = v
additional information. S Self Assassment
Assessment pI2TI2011 1204 P
H Number of Competencies : 14 e .
A t A t 1] 2712011 11:45 AM
e CI ICk Ope n. seEssmen ssessmen Completion Date ;  Sepi27/2011 12:04 PM - pen _____ - i
Learning Company Benefits Q view summary N/ 26/2011 05:00 PM
Learning Emergency Prepal e/ 262011 05:00 PA

Review the results.

Click Next to view the
next page(s).

Click the Printable
Version link at the top of
the page to view a
printable version of the
graphs; then click the
Send to Printer link to
print.

Click Back to return to
the Completed Work

page.

6 = Printable Wersion @& Help

Displayed below are the results from the performance assessment identified below. If you have specific questions about these results, the comments or other
infaration presented here, contactyour supervisar ar a training adrministrator,
O-

View Assessment Results

Self Assessment

User: Fahey, Brian &
Supervisor: Mills, Dorri i
Date Completed: Sep/27/2011

Review Comments:

Page 1 of 3
Mext

Core KSO Sales Competencies

Group Average: 3.50
Note: Some competencies use different rating scales

1 2 3 4

3
o
Communicates business opportunities to those who can effectively develop them

Type: Ability [ Ability )

Rating Scale:
1 2 3 4
Has Great Difficulty Struggles on Mosthy Successful Largely Successful
Qcoasion
1 2 3 4 - ]
i
4“ Required
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Task D.

Employee: View Competency History

From the Home page,

successfactors~
SN EATEOTON e TWARE

- My Employees Organization
click the Completed
Brian A Fahey
WO rk pod . UL e Your Taliat Profle i Incomplete
Eurnpe Of Sains &
Toa-a Lisy Calalog,
Show: | Fuerything x| : Eusy Links 7
Overdue M approvess Perlormance Reviews
2 days overdue W Manegement Fundesmentls BlackRnek:Surerssitony Recoed Learning
e - Liternal Requests Reports
Ll Sl Hirs Shills Iwedory:
-; Management Policies and Procedures Optinns and Setings Start a Multl Rater Assessment
Wizt be registered Ortbur Stalus Slart a Sl Assssmuril
" PO TP Orier Tickets
Due within o week .
0ct2/2011 B Public Speakdng for Managers Corrkdo [ Completed Work 6,
be registered (] W Overdus (13 o complations in th fot
Due within @ month Gua In 20 dape () ‘ '||1I:IL;«I" o
- e Later (1)
0ct/5/2011 T Comparter Sec
B : Compe tendles w2 ) | Goals =
& terasaft Windows 2000 L Pr—— Complute (0%
shind (1)
Ll World Wide Web (internet) L - !
@ From the Completed Completed Work 9
- Competency History
Work page, click the
. Show Completions: | Al |
Competency History
I in k Type Title Status Completion Date *
) R Lau - ..
Assessment g+ Self Assessment Campletad

Learning Emergency Preparedness

Read or Wiewed

Seps27/2011 12:04 PR
May/ 2642011 05:00 Pii ‘

From the View drop-
down, select how you
wish to view completed
competencies. For this
example, select By
Competency.

Sort the table by column
headers, Competency
Title or Assessment
Date; note the sort arrow

(=).
Click the Assessment

Rating link to view rating
criteria details.

To navigate through
multiple pages, select
the Next button or click
the next page button.

Assessment History

Below you will find a history of all competency assessments that have been recorded for you. You may choose to view this list by competency, assessment or

perfarmance review. If available, you may also chogse to complete a self-assessmentfor the competencies assigned ta you,

Assessment History
Competency Title

Uses awvariety of approaches to energize and inspire
others

Knowledge of Aanagement Fundamentals
Knowledge of Management Palicies and Procedures

Knowledge of Public Speaking for Mtanagers

Knowledge of Company Benefits Orientation

Competency Type  Process

Ability
[{Assessment)

Knowledge

Knowledge

Knowledge

Knowledge

Records per Fage |5 |=|Fage |3][4]5

Self Assessment

Sep/27/2011

Augf2yi2n

Aug/ 272011 4,00

Bugf 2772011 &.00

Juns2es2011 200
&7

Initiate Self Assessment

«Previous | |Hext:

& Help

Adams, Jeffrey

Adams, Jeffrey
D

hdams, Jeffrey
D

PLATE&L

cords)

Initiate Multi-Rater dssessment

Note: You can initiate a self-assessment or a multi-rater assessment from

this page.
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From the View drop-
down, for this example,
select By Assessment.

Click the expand arrow
(¥) to view details for
each assessment.

Click the Assessed Rating
link to view rating
criteria details.

Assessment History & Help

Below youwill find a histary of all competency assessments that hawe been recorded for you, You may choose to view this list by competency, assessment or

perarmance review. f available, you may also choose to complete a self- went for the corr assigned to you.
View: By Assessment

Assessment History

Assessment Date Completed &
¥ Self Assessment Sep/27/2011
Competency Description & Competency Type Assessed Raling
#cknowledges achievements and contributions of Ability Q 2,00
others
| Encourages others to do their best Ability 3.00
| Helps others identify their wants and needs Ability 3.00
Helps others see the personal benefits of doing Ability 5.00

their job well

Looks for and uses new, creative ways to motivate Ability 3.00
others
@ Click the View link to see Secors o Fag [ [ g 12 reves et @’

# Self Assessment Sep/2712011 Wiew
assessment reSUItS Initiate Self Assessment Initiate Multi-Rater Assessment
(similar to previous task).

€ To navigate through
multiple pages, select
the Next button or click
the next page button.
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