How to Conduct a CPC Appraisal

Within Manager Space this is how you do your employee appraisals.
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STEP 1

CPC Appraisal Email Notification

An email will be sent to your inbox for each employee you manage notifying you that the
appraisal process has begun.

[EXT] - Year-End Appraisal is Available
noreply-cloudnotification@infor.com
To @
Retention Policy 2 Year Delete (Default) (2 years) Expires
The year-end appraisal is now available for you to complete in Manager Space. Please meet with and document in Manager Space by December 31.

A guide to completing the CPC Appraisal can be found here

This is a system-generated notification. This mailbox is not being monitored.

STEP 2

Log into Manager Space. Click on Review Performance on the side bar.

Manager Space Guide
Take Notes
Employee Check In

Review Performance

Proxy

Set "As Of Date'

v/ ittings
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STEP 3

Click the box of the employee you would like to complete an appraisal on.
Please note, you only need to click once.

Manager ™/ = Review Performance

Mystaff Al ActiveAppraisals  All Assigned ToMe  Reassigned  ByStatus  Acknowledged And Historical

[] Appralsal Due Date Status Wext Step Appraisal Owner Estimated % Complete

No Data Available

Review Performance

Praxy

STEP 4
Click on CPC APPRAISAL 20XX

ﬂ Manager = Review Performance = Q

Natasha Bothun MyStaff  AllActive Appraisals  AllAssigned ToMe  Reassigned  ByStatus  Acknowledged And Historical

2 o o D& 2 Active  Finalized

W | sppraisal Due Date + Status | MextStep | Appraisal Owner Estimated % Complete
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STEP 5

A button will appear above the datagrid entitled "Start Appraisal” Click on
Start Appraisal

Manager . = Review Performance

MyStaff  AllActiveAppraisals  All AssignedToMe  Reassigned  ByStatus  Acknowledged And Historical

Estimated % Complete.
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STEP 6

Review Check-Ins from the year.

Double Click on a date to pull up the check-in.

You may find a red exclamation mark by a check-in. This exclamation mark indicates
that the check-in has not been acknowledge by the employee. While we encourage
acknowledgment of check-ins, they are not required at this time.

<] Consclidated Appraisal  Instructions

nnnnnn
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STEP7
You may fill out a new check-in at this time if necessary. To do so, click the
check-in button on the screen.

A check-in is not required for the appraisal but is an option for any supervisor who would
like to include that into the process.

4 Consolidated Appraisal  Instructions -+«

STEP 8

Click on Evaluate Criteria

<] Consolidated Appraisal  Instructions
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STEP 9

Fill out the first rating on job performance.

Save Save And Close

Manager = l_- Performance Appraisal: CPC Appraisal [N

Evaluate Criteria

CPC Rating Section

1 Job Knowledge & Work Results: Piease rate overall performance for the calendar year in terms of job knowledge and work results,

CPC Rating Section For example, you may consider these factors:
1) Wark Quantity: Bid the employee comp

i the expected amaunt of work]
y a5 expected?
tion, policy, procedure, etc.?

Review Performance

Proxy

STEP 10

Please fill out the comments section regarding the employee's job

performance.

) RCCUTACY: Was WOrk aone accurately s
5) Timeliness: Was work done on time?
6) Job Knowledge: Does the employee have the knowledge and skills needed to do the work?

() pid Not Meet Expectations

() Partiall

() Met Expectations

2t Expectations

Q Exceeded Expectations

Comments:

Normal Text

Great - Tesd

2 Interpersonal Behavior: Please rate overall performance for the calendar year in terms of interpersonal behaviors that are important for success in this role.

For example, you may have chosen factors such as:

1) Teamwork: Did the employee work well with others to get work done?

2) Customer Service: Did the employee respond to customers in a courteous and respectful manner?

3) Professionalism: Did the employee act with integrity and keep commitments?

4) Interpersonal Savvy: Did the employee relate openly and comfortably with diverse groups of people?
5) Work Attitude: Did the employee approach work with a pesitive “can do” mindset?

(O Did Not Meet Expectations

O Partially Met Expectations
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STEP 11

Fill out the second rating on interpersonal behavior.

g Manager = l— Performance Appraisal: CPC Appraisal [N [ save SaveAndClose ¢ Consolidated Appraisal  Instructions  ++

Finish

Cheekins Evaluate Criteria

ing S

CPC Rating Section

he calendar year in terms of interpersonal behaviors that are important for success in this role

se rate overall performance fo

_> Mnterpersonal Behavior

ple, you may have chasen factors such
id the employes wark well with others ta get work done?
vice: Did the employee rESpORG 18 CUSIBMEFS in 3 eoureous and respectiul manaer?

Emplo

comfartably
jith 3 pasitive “can do” mindset?

Review Performance & Attitude: Did the emplayes spproach work

Proxy

STEP 12

Please fill out the comments section regarding the employee's interpersonal
behavior..

g Manager~.* = I Performance Appraisal: CPC Appmisal_ [£) Save  saveAndClose <] Consolidated Appraisal  Instructions <«

Checkeins Evaluate Criteria

tating Section

CPC Rating Section

Great - Test

Interperscnal Behavior: Please rate overall parformance for the calendar year in terms of interpersonal behavioss that are important for success in this role

¥
: id the employee work well with others ta get work done?

vice: Did tf respond to custemers in a courteous and respectful mannes?
ctwith integrity and keep commitments?

sably with diverse groups of peopke?
“can do” mindset?

Review Performance

Proxy
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STEP 13

If you have comments you would like to leave on the employee's overall
performance for the year, please put them here.

[
=  Performance Appraisal: CPC Appraisal [N (D) save SaveAndClese ¢ Consolidated Appraisal  Instructions <«

O Checkins Evaluate Criteria Previous  Finish
T BT eI

ccEss 7 S TOTE.

Tpersonal behaviors (hat are important for

i Calardar yaar in Terems orin

Al performance

For example, you may have chasen factor
i ©id the employee work well with cthers to get work done?
e Didl the emplayee respend o Custamers in d courteaus and respectiul manner?
y and keep commitments?
ly tably w
proach work with a pasitive “can do”

CPC Rating Section

s groups of peophe?

Review Performance

Proxy

Overall Section Comments:

STEP 14

Click Save and Close

I
= - Performance Appraisal: CPC Appraisal [N [5) save |SaveAndClose | <] Consolidated Appraisal  Instructions

O checkens

Wnterpersonal Behavior: Please rate averall parformance for the calndar year in ferms o interpersonal behaviors That ave important For success in Ihis role

For example, you may have chasen factors suc
: Did the employee wark well with others ta get work done?

GG Bating Section e Didl the emplayee respend o Custamers in d courteaus and respectiul mannes?
opee act with integrity and keep commitments?
e rel nly and comfortably groups of people?

the emplayes approach work with a pasitive “can do” mindset?

quire Talent

Gulde

Review Performance

Proxy

Overall Section Comments:

Very good year - test
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STEP 15

Set up meeting with employee to go over appraisal results.

STEP 16

During the meeting, go back into the appraisal in Manager Space by following
steps 1-2. Then single click the employee you are reviewing.

= Review Performance

MyStaff  All Active Appraisals  All Assigned

Estimated % Complete.
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STEP 17

Click on CPC Appraisal 20XX.

Review Performance

MyStaff  All Active Appraisals gned To Me

Finalized  Hista Errars
Q
Active
Appraisal Due Date = Mext Step Estimated % Complete
O CPC APPRAISAL 20

0wy &

STEP 18

Click Continue Appraisal

= Review Performance

MyStaff Al Active Appraisals Al Assigned

| Active  Finalized  Historical  Errors
e Active ue Appraisal )/ Finalize Appraisal onsolidated Appraisal -+
. + | Appraisal Status Appralsal Ovmer Estimated % Complete
CPC APPRAISAL 20 I Progress.
tps:fsocdskpuoet-Im01.cloud infor

8
4

MyStatf 0
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STEP 19

If there are items you need to update while meeting with the employee,
please do so.

Consolidated Appraisal  Instructions

Manager = Chastity Ruffatto- Performance Appraisal: CPC Appraisal [N

Finish

Checkeins Evaluate Criteria

P

te Criter ~
Job Knowledge & Work Results: Please rate overall performance for the calendar year in terms of job knswledge and work results,
@ CPCRating Section For example, you may consider th =
1) Work Quantity: Did the employee complete the rxpectod ameunt of work?
Tharouphness: Were all aspects of work dome tharoughly as expected?
el i compliance with instruction, policy, procedure, ete.?
Review Performance test

Proxy

Set 'As Of Date!

t for success in this role

Intespersonal Behavior: Floase rate averall performance far the calendar yearin terms of intorp that .

e ehasen factors sueh as

For example, you m
1) Teamwark: Did the emplayee wark well with others 1o get work done?
2) Customer Service: Did the emplayee respend ta customess in a courteous and respectful manaer?

‘e act with integity and keep commitments?

relate epenly and camfortably with diverse proups ef peaple?

Professianalism: Did the em)

interpersenal Savy
el Did the employe

mpl

apasitive “can do” mindset?

STEP 20
Click Finish

When your meeting is complete and you are satisfied with your comments and ratings,
click finish.

= Chastity Ruffatto- Performance Appraisal: CPC Appraisal [N Bl Save  SaveAndClose < Consolidated Appraisal  Instructions

Finish

O checkins Evaluate Criteria Previous
CPCRatin

TRTarpersor

TaRavior: Please ate GErall periormance o7 The Calendar year i 1erms of FLerpersonal DEnaviors TRat are porEant For SUCCass 17 ThiS 1018

For example, you may have chasen factors such as:
iy 1) Teamwark: Did the employee work well with others 1o get work done?
@ CPCRating Section 2) Customer Service: Did the employee respond to customers in @ courteous and respectiul manner?

3) Professionalism: Did the employee act with integrity and keep commitments;

oid Iy an

so prouy
ve “can do” mindset?

he emplayee appreach work with a pos

test- update

Review Performance

Proxy

Overall Section Comments:

test- update
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STEP 21

Click Finalize Appraisal

= Review Performance

My Staff All Active Appraisals All Assigned To Me Reassigned By Status Acknowledged And Historical

Active Finalized Historical Errars

Active ## Continue Appraisal Finalize Appraisal ] Consolidated Appraisal -
| Appraisal oue Date + Status Mext Step Appraisal Ovmer Estimated % Complete
CPC APPRAISAL 20 P

STEP 22

Type in the date of the meeting and click submit.

Finalize Appraisal

By finalizing this appraisal, the appraisal will be viewable to the resource. Click OK ta confirm.
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STEP 23
Select the Finalized Tab

= Review Performance

ed And Historical

Gverall Rating Mesting Date
O CPC APPRAISAL 20 Finalized

STEP 24
Click CPC Appraisal 20XX

= Review Performance

ed And Historical

Active | Finalized istorical  Errors
) R Finalized
[ ] Appraisal Due Date Status MNext Step Appraisal Qwner Overall Rating Meeting Date

0 CEmme > Foiza
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STEP 25
Click Submit To Employee

** This step is easily missed - PLEASE remember to push Submit to Employee!

= Review Performance

MyStaf  All Active Appraisals i Me igne E Acknowledged And Historica

Finalized ¢ Update Meeting Bate

STEP 26

Your employee will receive an email regarding the appraisal.

Your employee will receive an email in their inbox letting them know an appraisal has been
submitted on them and needs their attention.

Please make sure your employees go out and acknowledge the appraisal. The appraisal will
not be complete until the acknowledgement has happened.

Fram: noreply-cloudnatification@infor.com <nareply-cloudnotification@infor.com>
se

Ta:

Subject: [EXT] A New Appraisal is Waiting for You in Fmployee Space

required ta complete a year-end appraisal each year in accordance with the Continuous Performance Communication (CPC) employee evaluation

Your year- end appraisal has been submitted by your supervisor. Employees and supervisors are

system.

Please take a moment to log into Employee Space to review the appraisal and provide comments if needed. Once you have reviewed the appraisal, please click Acknowledge. Your acknowledgement vwill finalize the appraisal process, For assistance

in how to acknowledge your appraisal, please click here.

STEP 27

Check to make sure the acknowledgment has happened.
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STEP 28

Log Into Manager's Space and go to Review Performance again.

STEP 29
Click on Acknowledged And Historical

Manager~ = Review Performance

MySwff  AllActive Appraisals  AllAssigned ToMe  Reassigned  ByStatus | Acknowledged And Historical

STEP 30

All appraisals that have been acknowledged will show up here.

= Review Performance

MyStaff  All Active Appraisals Al Assigned ToMe  Reassigned  ByStatus | Acknowledged And Historical

Managers

Historical = Filter  ExporttoCSV .-
[] Name Appraisal Period Begin Period End Document Type Appraisal Owner Overall Rating
[ CPC i 1/1/2022 12/31/2022
CPC 1/1/2022
CPC 1/1/2022
CcPC 1/1/2022
CPC 1/1/2022
cPC 1/1/2022
PC / L 2023 1/1/2023
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STEP 31

Congratulations! The Process is Complete!
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W

Never miss a step again. Visit Tango.us
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