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Purpose

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

‘

Task A

View Gaps and Assign Items
8 Steps

(—

Task B y

Supervisor: Conduct Assessment of
Employee — 11 Steps

Task C v
( )
Supervisor: Review Completed
L Assessment — 10 Steps )
Task D v
r A
Supervisor: View Competency History
17 Steps

r
-

Task A.  View Gaps and Assign Items

Q From the Home page, successfactors- g
click the My Employees e Organization
tab Emplayees
. Christne N Favar 9 Christine N Faivor: To-Do List Catalog \
9 Click a user’s card in the " . R CTT—— e T
employee tree to load

the employee’s To-Do

List and status pods.

Note: If you hover on a user's
card, you can perform some
actions without loading that
user's To-Do List.

Click the Competencies
pod.

Due later

0et/26/2011 bl Becomi

Status: Christine N Fai...

Corrk o

Mo required curriculs sre
assigned,

Coenpheteed Work
Mo camplationt in o
last 30 days,

Liompe tenciks

0% ol requiresents sl e
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View the current Christine N Faivor X
. 0Oil Sales Representative Europe
competency ratings. Europe il Sales
O assign an item to meet _— ) . X
. Competency its and Ratings & Help
the required competency |  view cometoncie:
H H H The following details the status of the competencies assigned to you, grouped by competency profile. Competencies without associated competency profiles are
ratl ng y CI ICk Ass'g n listed under Free-Floating Competencies. The icon ta the tight of each competency profile, indicates whether or not it is complete. Use the Action column to
assigh yourself an item that will allow you to meetyour required rating
Related Items next to _
There are no Free-Floating Competencies assigned to you.
the com pete ncy. Cumulative Rs lative Compstency Gap (%): -100.00 |
Competency Profiles with Associated Competencies
Competency Profile #ssigned Date
Sales Level Two i Jans3s2007
Type Corpetency Gap Adtion
Bbility Ensures that company policy, practices, and procedures are fallowed 00— 130 pssion Related
Actual000 Req:3 Items
Ability Sets personal goals and objectives to help the organization achieve its 1| — — Y} Ahssien Related
objectives #ctual:0.00 Req:3 Items
Bbility Aligns oneself and encourages others to align with company decisions and 00— 160 sccion pelated
objectives #ctual:0.00 Reg:é Items
Ability Establishes direction for projects and assignments for team members 00— 130 | sssign Related
Actual000 Req:3 Items
lect the Action
e select the Actio Christine N Faivor X
CheCkbOX neXt tO the il Sales Representative Europe
appropriate item title. e O Beles
@ Click Assign Selected
ltems. Competency Assignments and Ratings @ Help

Assign ltems

Competency: Sets personal goals and objectives to help the organization achieve its objecti\rea

Related Items

Previous Assign Selected ltem

Itern Title Rating Provided  Action
Get Your Career on to the Fast Track 3 o
Communicating a Shared Vision 3 9 W
Emotional Inteligence at Work 3 4
The Boss Factor 3 r
Building the Service Foundation: Corporate Culture 3 v
e Click Return to Christine N Faivor X

Competency
Assignments.

0il $ales Representative Europe
Europe Oil Sales

Competency Assignments and Ratings

- Success

Success

The items listed below have been assigned to vour To-Do List,

Item Title: Get Your Career on to the Fast Track
COURSE PLO13
Revision: 3.5 - Dec/23/2004 02:39 PA America/Mew York

Item Title: Communicating a Shared Vision
COURSE LEADO142
Revision: 5.5 - Dec/23/2004 02:38 PA America/Mew York

Item Title: Emotional Intellizence at Work
COURSE COMMO142
Revision: 3.5 - Dec/23/2004 02:38 PA America/Mew York

-

& Help

Prewvious Return to Competency Assignments

m
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Click the close button
(X) in the top right
corner to close the
employee dialog window
and return to the My
Employees page.

Christine N Faivor

0il Sales Representative Europe

Eurape Ol Sales

Competency Assignments and Ratings

View Competencies

The following details the status ofthe competencies assigned to you, grouped by competency profile. Competencies without associated competency profiles are
listed under Free-Floating Competencies. The icon ta the right of each competency profile, indicates whether ar notitis complete. Use the Action column to

assign yourself an item that will allow you to meet your reguired rating

There are no Free-Floating Competencies assigned to you,
Cumulative Relative Competency Gap (%): -100.00

Competency Profiles with Associated Competencies

Competency Profile

Sales Level Twa

& Help

m

Assigned Date
[ Janr3r2007

Type Carmpetency Gap Action
Ability Ensures that company policy, practices, and procedures are followsd 00— 130 jecign Related
hotush0.00 Reqid Items
Ability Ssts persanal goals and abjectives ta help the arganization achieve its 00— T80 | yecion Related
objectives #ctual:000 Req:3 Items
Task B.  Supervisor: Conduct Assessment of Employee
€@ From the Home page, ——— q
B FarFAICR T TSR
- Henne: Organization
click the My Employees
Emplayees @ -
tab' Catalog

Click a user’s card in the
employee tree to load
the employee’s To-Do
List and status pods.

From the Supervisor Links
section, click the
Assessments link.

PR O Christine N Faivor: To-Do List
L | show:| Dvervthing

Amanda M Farlay
T,

Overdue
193 days overdue '@ Mansgement Policies and Procedures
ust be registersd
175 doys overdus MM Dest Practices: Managers

101 days overdue '@ Developing Your Full Sales Patentisl

Due later

0ot/26/2011 Wl Decoming a Manager

Performance Problems: Fstablishing a Performan...

Supervisor Links |

AssignRowoves Loarning
Reglster fetharav

nore ¥

Status: Christine N Fai...
Currk udo

Mo required curriculs sre
assigned,

Coenpheteed Work

Fstahlishing a Preeformance Plan

Fo campletiont in the
Bast 30 days,

Liompe tenciks

0% of requiressents sl

Click the expand arrow
(¥) to open the Initiate
Assessment section.

Select the radio button
next to the name of the
employee to be assessed.

Click Initiate
Assessment.

<« Back

Subordinate Assessments in Progress

@ Help

Below iz a list of all performance assessments currently underway for one or more of your direct reports, This page is divided into five sections: the first section shows
assessments awaiting nomination of raters; the second section shows assessments awaiting review and approval of the proposed raters; the third section shows

assessments awaiting completion by one or mare raters; the fourth section shows those assessments awaiting your reviess before they can be finalized; and the fitth
section allows you to create a supenisar ar multi-rater assessment for vour subaordinates.

#  Awaiting Rater Nomination

 Awaiting Rater Approval

I Assessments to Complete

#  Awaiting Review

¥ Initiate Assessment

Select a subordinate to start a New Review
Assessment
Farley, &manda /A

Faivor, Christine M

e Initiate Assessment Initiate Multi-Rater Assessment

Select User
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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, if
applicable.

Note: Ensure you complete all
pages of the assessment.

Click Submit upon

Complete Assessment

& Help
Supervisor Assessment
Thanks for participating in this competency assessment. Your inputis highly valued.
For: Farley, Amanda in e
Required By: Sep/26/2011
Page 10f3 submit  Cancel | MextPage

Entry Level Sales Competencies

Entry level skills for sales department | Skill)
Shows basic level skills that match the sales department

2
Struggles on
Occasion

2
User Nf& Largely Successtul

4 Add
Comments

1 3
Has Great Difficulty Mostly Successful

Farley, dmanda i\

NS Steel Sales Product Knowledge | Knowledze)
Must be able to describe products manufactured at both Morth American and Eurpopean facilities
2

Struggles an
Occasion

User TN

1 3 4
Has Great Difficulty Mostly Successful Largely Successful
Farley, Amanda M Add

Comments

Completion . Submit Cancel Mext Page
Note: At the top of the assessment, note that this is a Supervisor
Assessment for the selected employee.
Note: Rollover each rating title to view a description of the rating.

€@ | Click Confirm to confirm Complete Assessment O Help

ratings in the assessment.

Supervisor Assessment

Thanks for participating in this competency assessment. Your input is highly valued.
For: Farley, Amanda i
Required By: 5ep/26/2011

You are abaoutto submit your assessments for the individual(s) listed below. Please review this information hefore proceeding.
Assessment Confirmation

User Mame Status Motes

Farley, Amanda /i 11 out of 11 competencies assessed

0 comments entered

Confirm Return To Survey

Click Return to return to
your Home page.

Complete Assessment © Help
Supervisor Assessment

For: Farley, Amanda it

Required By: Sep/26/2011

Status

Status:

“faur azsessment has been successfully submitted, Thank you wery much for waur input,

Return
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Task C.

Supervisor: Review Completed Assessment

From the Home page,
click the My Employees
tab.

Ermployees

Amaendae M Farley: To-Do List

Christing N Fahvor

Home: My Cployees Organization

Catalog

©®)| Click a user’s card in the b Erogion o) ey  Swpervisortinks i)
rriarcka M Farkry Overdue SemAae e
employee tree to load ; [ > JR A Proces
the employee’s To-Do .
Llst and Status pOdS- F—— ) Full Sales Potential Srotus: Amondoe M Farl...
NOte: If you hover On a userls days ov - 1 e Problems: Cstablishing a Performan... t.m’:p::uiuhunim---
card, you can perform some R
actions without loading that Heeeme E T
user's TO-DO LISt - Fstahlishing a Prrf, Dl 3“, :::M |.»a.-n-.- 6
@® | Click the Completed bueloter
Oet/26/2011 & Bocomi Cimnpeteaivs e
Work pod. P —
)
@D rrom the Completed Amanda M Farley x
Work window, hover over Furape G Sles
the title of the
assessment to review for O 2
additional information. Completed Work S
G CIICk Open_ Show Completions: ‘Ml7v|
Type Title Status Completion Date *
LAl v do
— Supervisor Assessment
Assessment &+ Supervisor A Sep/26/2011 02:23 PM
e w ol | e a2 | e
Learning Attend one trainil Q view Summary Jan/ 52007 10:12 AM
Learning Attend customer Jan/B/2007 10:03 AM
Review the results. Amanda M Farley (108

Click Next to view the
next page(s).

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

Click Back to return to
the employee’s
Completed Work page.

Click the close button
(X) in the top right
corner to close the
employee dialog window
and return to the My
Employees page.

Sales Associate
Europe il Sales

View Assessment Results

= Printable Version & Help

Displaved below are the results frarm the performance assessmentidentified below. If you have specific guestions about these results, the comments ar other

infarmation presented here, contactyour supervisor or a training administratar.

Supervisor Assessment

User: Farley, Amanda i
Supervisor: Fahey, Brian &
Date Completed: Sep/26/2011
Review Comments:

Entry Lewvel Sales e

Group Average: 3.00

K

KN

o

Q =

Page 10of 3
MNext

© 2011 SuccessFactors, Inc.

-5-
Confidential. All rights reserved.

SuccessFactors Learning



successfactors

BUSINESS EXECUTION SOFTWARE

SuccessFactors Learning v 6.4

User Job Aid

Participating in a Competency Assessment (Supervisor)

Task D.

Supervisor: View Competency History

From the Home page,
click the My Employees
tab.

Click a user’s card in the
employee tree to load
the employee’s To-Do
List and status pods.

Note: If you hover on a user's
card, you can perform some
actions without loading that
user's To-Do List.

Click the Completed
Work pod.

successfactors-
SUENESS ERECRTRON S0F TWARE

Ermployees

Christing N Fahvor
I

Amarda M Farky
&

Home: My Cployees Organization

. Catalog
Amaendae M Farley: To-Do List -
e Exsce b *| [ET]k] Supervisar Links Pl
Overdue AsskgniMemives | Earning
— Hegister/WAhdraw Lmployees
191 days overdus & Management Policies amd Procedures
; Appravals
o F—
178 days ovordun 80 Best Practices: Managers Hore =
Allable
101 doys overdue @ Developing Your Full Sales Potentisl Status: Amondo M Farl...
ust be registered .
0% days overdug e Managing Performsnce Problems: Cstablishing o Performan... Wo required currivuls sre
. annigaad.
93 da
23 Compie ted Work
18 days overdun ' Managing Performance - Establishing a Peeformance Plan
1 item campleted i the
rred « last 30 days.
Dwe later
0ct/26/2011 & Bucoming a Manager Connpretea s

0% of reguirements met

From the Completed
Work page, click the
Competency History
link.

Amanda M Farley
Sales Associate
Eurape Ol Sales

Status

@ Help =

$how Completions: | All M

Completion Date *

Supervisor Assessment

Number of Competencies : 11
Completion Date : Sep/26/2011 02:23 PM

Completed Work

Type Title

| All ¥

Assessment

Rewiew & EU-OIL-SALES
Learning Attend one trainil
Learning Attend customer

@ View Summary

Sep/26/2011 02:23 PM
JansB/2007 02:18 P
Jan/ 52007 1012 A

Jan/ 52007 10:03 AM

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.

Amanda M Farley
Sales Associate
Eurape Oil Sales

Assessment History

Below you will find a histary of all competency assessments that have been recorded for you. You may choose to wiew this list by competency, assessment or
performance rewiew. If available, vou may also choose fo

Assessment History

Competency Title

Addresses performance problems promptly

Alignz oneself and encourages others to align with company

decisions and objectives

hssists group members in understanding roles and

responsibilities

Encourages others to work as a team

Ensures that company policy, practices, and procedures

are fallowed

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

this page.

& Help

a self- 1ent for the competencie

Competency Type  Process

Ability Supervisor Assessment
[Assessment)

Ability Supervisor Assessment
[Assessment)

Ability Supervisor Assessment
[Assessment)

Ability Supervisor Assessment
[Assessment)

Ability Supervisor Assessment

[Assessment)

Records per Page | © Epage: 123 45 Previous  Hexts | (42 total records)

to you.

View:| By Competency

“©

Assessment Date 4 Assessed Rating  Rater Name

Sep 26,2011 3.00
Sep 26,2011 4,00 a
Sep 26,2011 3.00
Sep 26,2011 5.00
Sep 26,2011 2.00

Initiate Seif Assessment Initiate Multi-Rater Assessment
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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 Assessment
Rating link to view rating
criteria details.

Click the View link to see
assessment results
(similar to previous task).

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

Amonda M Forley X
Sales Associate
Eurape il Sales

Assessment History © Help

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
performance review_ [f available, you may also choose to complete a self- 1ent far the cor assigned toyou

essment Histony
sment

¥ Self Assessment

Wiew:| By dssessment E

Adion
@ sy

Assessed Rating

Date Completed
Jans4/2007

Competency Description & Competency Type

Aligns oneself and encourages others to align with Ability 5.00
company decisions and objectives
hssists garoup members in understanding roles and Ability .00

responsibilities

S.DD@

Encourages others to wark 3s a team Ability
Ensures that company policy, practices, and Ability 2.00
procedures are followed
Entry lewel skills for sales department SKill 4,00
Records per Fage |9 Iz‘ Page: 1 2 «Previous Hexts (g total rE:ords)@
B Sales Entry Level Core Assessment 2007 Jans4/2007 Wiew
» Supernisor Assessment Sep/26/2011 Wie

Initiate Self Assessment Initiate Multi-Rater Assessment

From the View drop-
down, for this example,
select By Performance
Review.

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

Click the Assessed Rating
link to view rating
criteria details.

Click the View link to see
the performance review.

Amanda M Farley
Sales Associate
Europe Ol Sales

Assessment History @ Help

Below you will find a histary of all competency assessments that have been recorded for you. You may choose ta wiew this list by competency, assessment or @
performance review. If available, you may also choose to complete a seff-assessment for the competencies assigned to you

essment History
‘mance Review

¥ EU-OIL-54LES

View: &y Performance Review [+ |
Date Com pleted Action
Jan/G/2007 @ Wi
Competency Desaiption 4 Competency Type
#bility 3.00

Ability 5.00 @

Assessed Rating
Addresses performance problems promptly

Aligns oneself and encourages others to align with
company decisions and objectives

Assists group members in understanding roles and Ability 2,00
responsibilities

Encourages others to work as a team Ability 4,00
Ensures that company policy, practices, and Ability 200

procedures are followed

Records per Pags | @ lz‘?age 12 3 «Previous Hexts (11 total records)

Initiate Self Assessment Initiate Multi-Rater Assessment
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