Quick Reference Guide for Managers

Getting Started

1] Activating Your Account

You may be required to activate your account. An email will be
sent to you with an activation link. Or, you can use Internet
Explorer to go directly to the site:

https://global.hgncloud.com/hollyspringsnc/welcome.html.

Click the Activate your
account now button in the
activation email you received to
access the Account Settings
page and activate your account.

Activate your account now

From the Account Settings page you will change your password
and set your Security Questions.

Once you have completed the account activation you will be
automatically logged into Halogen Performance.
eNeW Password and Security Question Requirements

When you change your password, the new password must contain:

e One or more letters (a-z, A-Z),

e  Both upper and lower case letters,
e One or more numbers (0-9), and

e Minimum of 8 characters

Your security question requirements include:

e  Security questions and answers must be unique.
e  Security answers must be a minimum of 4 characters.

Account settings

Weicome Bob. Complete the s belew b Ehange your account setlings

Legin Information
Username: bikeith

P, 2 0 enaras "
New passward ‘asgweed must be at keast § charsciers and must

differ from your usemame. Song passwands
Inchude mixed-case letlers, numbers and special
characiers

Security Questions
Wihiat i the middle rame of your yeungest child? 2 e

eLogging In

Reenter passward:

To log into the Performance system, type your Username and
Password then click Sign in to be directed to your Home page.
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eﬂclcomc to the HR Control Center. Sign in to your account.
Usemame Forgot username"a
Password Forgot password?

[1) Remember usemame
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Forgotten Login Information

e If you forget your username or password, you can retrieve your
information by clicking the Forgot username? or Forgot
password? link beside the login screen.

e Forgot username?, enter your email address and click
Continue. You will then receive an email with your Username.

Forgot username?

Enfer your ermad address below and we'll send you an email wih your usemane
Or you can contact your administrated 1o gain access.

| (5
Continua of Cancel

@ Forgot Password?, enter your username, click Continue and
answer the Security Question.

o Enter and re-enter a New Password. Click the Save and sign
in button. Your password will be changed and you will be signed
into the system.

Forgot your password?

Change your passward in thiee easy sleps. Thes wll help keep your atcoml secure

Step 1: Enter your usemame or email

hogith

ar Cancel

Step 2: Answer security question

Inwhat city of tawn was your first job?

Can't remember the answer? Reset your securdy questions

| Step 3: Create a new password

Create a new password
New password o
Reenter password



https://global.hgncloud.com/hollyspringsnc/welcome.html
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Navigating the Home Page

When you login you will always be directed to your Home page. The Home page displays all of the features available to you, and it shows the
tasks that you need to perform. The Home page has four main areas:

e KF @

@Navigation Bar

The Navigation Bar displays all the different sections that
you can access. Your current location will always display in Home  MyPerformance  MyEmployees TaskSmtus  Repoms  TalentView (U HALOGEN
blue. In some sections, a secondary Navigation Bar will

display with additional areas to view and manage
information. Use the navigation bars to move around,

Hal zz-halogenM: @ Feodback +

Direct Manager: Jane 2z hakogenSecondivel

instead of using your browser’s Back button. This will i
reduce your chances of losing unsaved information. T a &) (o]
Staters Tak « Duse Duater Completod G RETELN )
e My Tasks & Tralning Annunl Appenbas] 3015 | Status R~ —|
@ Wit apprassals for your divect reports 3 To-Dos) 12H2014 Dol
N . . [ & Oldor Than 3 Weaks (35) A
The My Tasks area displays an overview of tasks assigned [o—
to you. Tasks auto-populate when a previous task in the Dbty gt
. . . tegend: & overdoe (@ sy Tobo (@) Sect for Review notkeady @ Completed Far Haley zz-halogenEmployes - 040302013
process is completed. Click the Options button to filter Goa

what displays in the My Task area. Ko o 2 Sl mpogen
Emeiies Tukicial Manages Tutodal :n:",Huky zz-halogenEmployee - 047302013 ¥

@Useful Links

At the bottom of the Home page you can click these links to be directed to additional resources and user-guides.

mActivity Tracker

The Activity Tracker provides you with a quick way to view changes to your goals, development plans, feedback, and more. As a manager, you
can also click on the 1st Level tab to see the activities of your direct reports. If you have more than one level of employees reporting to you, you
will see additional tabs.

Completing a Task

Notification Email Opening Tasks and Status Icons
Whenever you have a task to complete, you'll receive a notification @ h logi | " il
email from Halogen Performance telling you to open the module When you log in to Halogen Perhormance,kyou wi ,SeT your
and complete your task. Homg page. On your Home page, the My Tasks area displays an
overview of tasks assigned to you.
From: Human Rescurces <HMESdunrite.co» Sent: Fri 11,08/2014 11114 AM . .
SheBesmriecs eTo open a task, click the name to access the task. If a Quick
L3 . . . .
subjec: Agpraon Freots ~Task b Conplets Selector (2*) displays, click the icon, then select the link for the
Dear Bob Keith, = task that you wish to complete.
You have at least one task to perform in the performance appraisal process. Please complete your assigned task as
E ssible. You will contime to be inded until lete task, and reminders will become "
qfr‘:nr:::tpa‘;‘g:e ;ue :!::e“t:nr that t::‘;l‘: appm’:’:::;s. If)"::l }n??:nmﬂpplere!mng' 1':: dur:md;:e, )'m“w’manager :\':;rl‘rb‘:e Ly = (oD EreEe i) @ ﬁ
notified. Status Task « Due Date Completed
Plclas: \'i::i.l l?e following web page amd follow the instructions to perform the necessary tasks, = Training Annual Appraisal 2015 | Status 2_{:;
Use the following username to gain access: O ‘giie appraisals for your direct reports (3 To-Dos) 12/1972014 . Dof3 .

username: bkeith
Should you require assistance, please contact: bkeith@dunrite co

Thank you.

QYou will also see status icons associated with the tasks, and a
legend outlining the meaning of each one.

Legend: &b Overdus O My To-Do O Sent for Review Mot Ready o Completed

© 2014 Halogen Software Inc. All Rights Reserved.



Quick Reference Guide for Managers

oz GF @

Task Status Options (for Managers)

H H Home My Performance My Employoes | Task Siafiss  Reports Talont View
® Opening the Appraisal Form
Annwual Appraisal 2015 TRAINING Viewng [ Al Apprassl 2011 TRAINING |
Click Edit Appraisal next to the employee’s name. T
LR 12t LW AR LRI
[T o LTl 5ecor el marnager Prlice capasin apgeaves. Mastmith Sirec sepacin te . Pmgioyes comments snd
o L G e
@170 e Thed Graly
= Lan! Fi 1| Sowct || Swwsa | Acwvaneed Sooveh [=]
¢ Pag 1 o1 b am Displiyng 1 - 3 083
FrtHAMS | 4ot iarme WD Bl 107 yOU VBt reports :::"’ m'“’ e Dare :;:.'M"
Maky [T —— @t reorana q VwSish  AMTOMA KHIBP01A
Hamy IhalogerEmgioyoe u Fult Aol Ve Slatus A28
bwmica 22 akogurEmployun @ Lt focramal e S et

Logent & Ovecke (@ yTorn (O T Tomn () e for Review Nt oy {5} Compinted

Working with an Appraisal Form et
Haley zz-halogenEmployes Mt Emgicyen b
P e et
®V|ewmg a Specific Section in the Form D © = o s R —
Click the links in the Form Navigator to the left of the open oo | fe 5
appraisal form to jump to any section. FoRCin
Qusity of Work r«m;::uau |
@ | . D‘:‘,‘,::_Zq- EMFLO\"EECZE?;:R\?*::IEE:FPRA A
S p It_scree n ::':‘:R:::m Appralsal Score Overall Score: |15.0
1. Click the Split-screen icon (E-) at the top of the form. i e P & s v
Select the item that you want to display. ity Frsa 2 -:-;.

o Unragamant Emphoroe Records: Hakey ee-hakenEmployer [Read Oed]

3. The split screen window will open at the bottom of the g Low, e & ot
form. Copy and paste or drag and drop information :
directly into the appraisal form if desired.

4. Click the red X to close the split screen.

EMPLOYEE PERFORMANCE APPRAISAL - 2013

Appraisal Score ‘Overall Score; 3.6/ 5.0

Employee Identification

Mame:  raiey rohekgesEmployen Jobs Time:  Sugpn anstpat!

Depariment  Technical Suppont Evaluated by: e
e  Click the Save button ) at the top of the form : :

Saving vs. Completing the Form

if you want to save a draft and return later to add
additional content. The system will save your progress
if you leave it open and do not touch it after 15 minutes.

e  Click the Complete button () when you are
finished working on the appraisal and are ready to move
on to the next step of the process.

Printing the Form

1. Click the Printicon (=) at the top of the form.
Select Normal Print or Condensed Print. Normal Print
will print the form as it is shown on your screen, while
Condensed Print will print a shorter, condensed version
of the form.

3. To keep sections together on a page, deselect Allow
Sections to break across pages.

4. Click OK when finished. The appraisal form will appear in
a new browser window.

5. Print the appraisal form using your browser’s function.

© 2014 Halogen Software Inc. All Rights Reserved.



Process Tasks

Man

ager writes employee appraisals

1. Click the Write appraisals for your direct reports link in
the My Tasks area of your Home page.
My Tasks (You have tasks to do) =
Status Task & Due Date ‘Completed
(=] Training Annual Appraisal 2015 | Status 2;
O I ‘Write appraisals for your direct reports (3 To-Des) E’I 121972014 Dof3
2. This opens the Task Status area. Click the Edit Appraisal

link next to the employee’s name to open the form.

o Q@

Task Swmis Reports

My Pertormance Wy Employres (_HALOGEW

Training Anausl Appraisal 2015

R o
s e -
e
- ppe e
Search Srm Asvarced Sageth (-]
Appraial Fodo
B o e
SA— - PRR———— Asassma | Dmoue i
- P | . e
IiwogerErpys () Ean Acormaal Vi S
s, Ehaiogentegiy (@t seormnal Bt .

Lol Oveee (@ wyTobe D TerTote () Sewiorhosew (T Morhasty (D) Complenat

3. Complete all fields as required.
4, Click the Save button to save the form and return to it

later.

5. Click the Complete button to complete the task and to

send the form to the next step in the process.

Note: that once the Complete button is selected, no
further changes may be made to the appraisal form.

Write appratsals for your direct reparts

Haley zz-halogenEmployee Mt Employes B
Training Anrual Apprasal 2015
By Hal 7z-halogenlianager

oo NG P NE
*Iraficates reguined field
EMPLOYEE PERFORMANCE APF A

Appraiean Form Mnstactions

Rafing Score Detnons

Coew Competenties
Apphe ation of Job Knowledge
Cuaty of Viork
Cormmunication Skits
Decision Qualty
Managing Ml Priories
Diepracabisty Renacalty
Interpersonal Skits.

EMPLOYEE PERFORMANCE APPRAISAL
Calendar Year 2014

Appraisal Score Overall Score: 150

Name: Faly iz-ialgensmpioiee Job Title: [Support Anakyat

ity
Ethics & inbiegriy Department: [Technial Seppont Evaluated by:
Satety Fotus
Sel Laragement
Evaluation Date: 5}

Enforcing Lisws, Rules & Regu
Coperiating Equinent
2014 Goas Revew
2014 Developrmant Plars Review
2015 New Gaals |
2015 Development Plans
< >

Appraisal Form Instructions

Raview the employes's job performance ovor Bhe relovant peticrmance poriod. Select a rating for
tha emploves on each of the compelencies listed beiow based on e job requrements and the
< >
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Once complete, the form will be shown as completed on the top
right of the screen, as well as on your Home page.

Next Employee  p

I () completed

Page 1 of1 =& Displaying 1 - 3ot 3
Completed  hiodified
First Name = Last Name Wele appranats 1or your drect repors. Apprarss Status  Due Date O M ™
Haley Iz-haingenEmployes (D Under Approval | View Appesissl View Status. 12192014 12H60014 1276201
4

Also, the Second level manager will be notified that the form is
ready to be reviewed.

The appraisal status will be under approval until all approval levels
are finished. You can view the appraisal status by clicking on the
View Status link.

Second level manager approves appraisals

1. Click the Approve appraisals for second level reports
link in the My Tasks area of your Home page.

My Tasks (You have tasks to do) =

Status Task « Due Date Completed

=l Training Annual Appraisal 2015 | Status (@]
2

@ Write appraisals for your direct reports (1 To-Do) 121972014 Dof1

@ IAppmve appraisals for second level reports (1 To-Do) L | 1211972014 Dof3

2. Click the Review & Approve link next to the employee’s
name to open the form.

Page 1 o1 a8 Diplaying 1-3013
£ LastName Evauator APPHOVE Sl Kr e IV | poprakal S DugOale LTV
Name -~ FEpons Dane
iy znacgenEmpioyee M znacgenmanage @R ey & Approve View Stats PR T

3. Review the appraisals written for your second level
reports. You can save, approve the appraisals, or send
them back to the managers with annotations.

Click Save to save the form and return to it later.

The Second level manager can add annotations by

v s

clicking on the annotation icon (E~9 ).The Second level
manager clicks Send Back to Author to redirect the
appraisal back to the manager.

6. Click Approve to send the form to the next step in the
process.

Note: that once the Approve button has been selected,
no further changes may be made to the form.



Manager meets with employee & signs off
appraisal

1. Click the Meet with direct reports to review appraisals
link in the My Tasks area of your Home page.

2. This opens the Task Status area. Click the View Appraisal
link next to the employee’s name to open the form.

Page 1 of1 (=1 i Displaying 1 - 303
First Mame Apprasal Compated
Last Name Meet with direct reports 1 review apprasals Due Date
5 st Date
Haiey zhaogenEmpioyee. (G Mank s Completod ; Viewstans 12152014
Harmy ZzhakogenEMQkyee (@) Liank a3 Compieied | View Apprasal VewSiaws 121182014

3. Meet with your direct reports to review and discuss their
appraisals.
4. When ready, click the Mark as Completed button.

Meet with direct reports to review appraisals

Haley zz-halogenEmployee Mext Emploviee

Traning Annual Appraisal 2015
By Hal zz-halogenhanager

Form Navigator Al & g
r

Mark a5 Complated I

Once marked as complete, the form will be shown as completed on
the top right of the screen, as well as on your Home page.

Employee comments and signs-off

1. The employee clicks the Add final comments and sign-
off your appraisal link in the My Tasks area of their

Home page.
My Tasks (You have tasks to do)
Status Task = Due Date
=l My Evaluation: Annual Appraisal 2015 TRAINING | Status Q
G ] Add final comments and sign-off your appraisal | 12011902014

Quick Reference Guide for Managers

Sacpn =18 o spprareal el | X
Haley zz-halogenEmpicyes

. 5| TR 5 - 5 . . 5

The pdf copy of the form will show as being completed on the top
right of the screen, as well as on the employee’s Home page.

S oft yous apgesinal g | X
Haley zz-hatogenEmpicyee

Srarers At dgrrmadl 2078

B ol Pl

= = I
e -

EMPLOYEE PERFORMANCE APPRAISAL

Calendar Year 2014
Appraisal Score Overall Score: 3.0 / 5.0
Name: Haley zz- Job Title: Support Analyst
halogenEmployee
Department: Technical Supportl Evaluated by:

Evaluation Date:

Appraisal Form Instructions

Review the employee’s job performance over the relevant performance pericd. Select a rating for the

amnlnsas an asrh Af tha ramnatancise lietad halru haead an tha inh ramiiramante and tha aveastatinne

2. This opens the form. The employee will review the
appraisal and add any final comments.

3. The employee clicks the Sign Off button (Iﬂl) at
the top of the form.
Sign-off of the appraisal indicates that the employee has
reviewed the appraisal.

4. The employee enters their Halogen Password in the pop-
up window, and then clicks OK.

© 2014 Halogen Software Inc. All Rights Reserved.

To view the signed off appraisal form, the employee clicks on the
My Performance tab and, the under the Evaluations tab, clicks the
Annual Appraisal link to open a pdf copy of the form.

oo & ©

Home My Performance Talent View

(U HALOGEN'

My Performance

Profile  Goals Development Plans  Feedback =t 00 L 08 Documents

Pagal 1 |of 1 = Cxsplaying 1 - 4 of 4

Salf
Past sl - Project Evaluator Dty
Appr. opec valual e Ew jon
Training Annual Appraisal 2015 Had gz 121672014
halogeniiana




Interim Review & Ongoing Coaching
(Performance Management)

@To access your own performance, select a performance area
from your My Performance area from the second navigation bar.

Logout ﬁ 6

Home = MyPerformance My Employees TaskS b () HALOG

My Performance
m Goals Development Plans Feedback Evaluations Documents »

Hal zz-halogenManager Direct Jane zz-halogenSecondievel ] il

Support Manager1 Manager
manager3@dunrite org Department Technical Support1
Last Updated

®To access your employees’ performance, select an employee’s
name in your My Employee area, and select a performance area
from the second navigation bar.

Home My Performance My Employees Task Status Reports Talent Vie:

My Empiloyees @ reedback -

Search Show All

Employees
| Page 1 |otg | =
First Na%sl MName Direct Manager Relationships Type
Haley zz- Hal zz- Direct report
J Home My Performance My Employees Task Status Reports » Q HAerQEIEN'

My Employees > Haley zz-halogenEmployee

Viewing: | Haley zz-halogenEmployee | ¥

m Goals Development Plans  Feedback  Evaluations Documents.

Haley zz-halogenEmployee Direct Manager Hal zz-halogenManager [
Support Analysti Department Technical Supporti =

Last Updated

Feedback and Notes

Feedback provides options to share information. Recognition is an
acknowledgement of an achievement or a positive acclaim of
performance that can be written by anyone.

A Journal Note is a statement or comment written by the
employee. A Manager Note is a statement or comment about an
employee written by management.

You can add notes throughout the year and access them during
your writing of the appraisal process.

© 2014 Halogen Software Inc. All Rights Reserved.
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To add new feedback or notes:

1. From the Feedback tab, click the Add button.

2. Make your selection.

3. Enter the recipient(s), as well as a title and description.
Select the checkbox to make the journal note viewable
by either the manager or by the employee.

4. Click OK when finished.

To modify an existing Journal Note:

1. Click the title link of the note.

2. Modify as necessary.

3. Click OK when finished

Goals
To add a new goal:
1. From the Goals tab, click the Add button.
2. Enter atitle and description.
3. Add a Start and/or Due date as necessary.
4. Click OK when finished.
To modify an existing goal:
1. Click the title link of the goal.
2. Modify the fields as necessary.
3. Click OK when finished.
To update the status of a goal:
1. Click the title link of the goal.
2. Update the Status, Percent Complete and/or Progress
Flag.
3. Click OK when finished.
Development Plan
To add a new development plan:
1. From the Development Plans tab, click the Add button.
2. Enter atitle and description.
3. Add a Start and/or Due date as necessary.
4. Click OK when finished.
To modify an existing development plan:
1. Click the title link of the development plan.
2. Modify the fields as necessary.
3. Click OK when finished.

To update the status of a development plan:
1. Click the title link of the development plan.
2. Update the Status using the dropdown list.
3. Click OK when finished.

Secondary Managers (for Managers)
To add a Secondary Manager:
1. Click the Add button.
2. Use the search fields, select the other manager, and click
the Add button.
3. Click OK when finished.
4. Click Secondary Manager's first or last name.
5. Select sections to grant access to by checking and
unchecking the boxes beside the performance sections.
6. Click OK when finished.

Note: This assignment does not give the additional manager access
during an assessment process; it allows additional managers to be
able to add, edit and manage items in an employee’s performance

pages.
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