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| [[Optons D
Due Date
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® Customizable

Goal

(< <]

Development Plan

Display Options

Appraisal

a

sEea

Seif-Appraisal

<]

& ovedue @ MyTobo @ Sentfor Review Notfeady () Completed 1:1 Meoting

<]




Home My Performance Q) H ﬁ‘\L 99; N*

My Performance View g0oals
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Goals H Add | H Options [# ‘

| Page| 1 of1 | \ @' Displaying 1 - 2 of 2 Create OoOWwWn goa|S; Vlewab

P... % Entered Modified Due .
Li... | Empl Goal Weight l | l
O e Flag : mpoyee oA Comp... =g By Date Date by ana ge r'
H . Complete Supervisor Certificate Series 30% 0 Hal zz- Feb 18, May 31
[ —

haleg... 2016 2016

[ ] & Implement 3 Process Improvements 0% 0 Haley Feb 17, Apr15, Delete OWn goalsl bUt nOt

S those created by
management; and

o Update start date; due date;

e m——— and completion date; status;

percent completed; and
ooy Nore progress flag; add, edit, and
StartDate: | Feb1,2018  [§ Due Date: |May31,2016  [§ Completed Date: |Apr28, 2016 [ delete nOteS.

u @ oOnTrack ' A At Risk
Percent Complete: | 30%  # - =
— o Net on Track (&) NoFiag Set

Linked To: None

Last Modified: Feb 18, 2018

Created Date: Apr 15, 2015

Employee cannot modify title
s or description unless
Haley zz-halogenEmployee on Feb 17, 2016 manager gra ntS dCcess.

Have completed 2 of the 6 modules.



Development Plans

--------

My Performance

View annual develo

Profile 1:1 Meeting  Goals

Use this section to view and manage your persona p p . plans;

4 | Pagel 1 [of1]| P

] @ | Development Plan = Competency Status Entered By Due Date oL Create own Developm C
] & | Project Management In Progress Haley zz- Mar 12, Plan; Viewable by ma nager;

halogenEmployee 20186

Delete own Development
Plan, but not those created
by management; and

Details Development Activities

Employee: Haley zz-halogenEmployas
* Title: Project Management

Description: |Participate in project management training.

Update start date; due
I e date; and completion date;
g g e status; percent completed;
& and progress flag; add,
e edit, and delete notes.

Due Date:  Mar 12, 2016

[

Netes
Add a note

Haley zz-halogenEmployee on Feb 18, 2016

D ey sy Employee cannot modify
title or description unless
manager grants access.




1:1 Meetings

Tool intended to facilitate one on one meetings.

Automatically sets an agenda.

® When an employee’s goals, development plans, or feedback are created
or updated, an item is added to the agenda for the 1:1 meeting.

Use this feature throughout the performance cycle to maintain

ongoing dialogue, document progress, and make adjustments as
necessary.
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1:1 Meetings

Employees can:
® View agenda lte

O HALOGEN

My Performance

. T e a— Add feedback

[ Agenca &8 Past Meetings Project Management
Entered By Haley zz-halogenEmplayee
Sortby: Date « L ] =
Participate in project management training.

oo Compoteny Add, edit, and delete

None

e own comments on

Added: Feb 18, 2016 In Progress

i .
Impement 3 Process improvements Compeed Dot agen da items

Added: Feb 17, 2018

ded: Feb 17, 2016

R e Review the minutes
of previous 1:1
meetings




Feedback
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My Performance
Profile  1:1 Meeting  Goals  Development Plans m Evalustions  Deocuments VleW, add, and del
feedback for themse
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4 4 |Page[1lots| » M | B Displaying 1- 303
Fl @ Nota « Sharing Ertered By Created Date Modified Date

Fet 18,2018 Share feedback with
managers by selecting the

Manager Nole Shared KONG YANG a8 Hal 22- Apr 22, 2015 ‘ .

e e share feedback with

‘Wrota from 1:1 featurs Halay zz-halogenEmpioyes Fab 18, 208 Feb 18, 2016 ;
management’ box or leave

it private;

‘f Communication Skills pricisgamatt pricisgamett  Feb 26, 2015
= Fieb 26: Spoke with confidence as Hahey zz-
halogenEmployes

Using the 1:1 mesting feature helps keop all of us on track.

For Haley 2z aiogarEnployes _ Feedback can highlight
Title: Budget Report | o
| i accomplishments, or areas
' of improvement during a
Effectively collaborated with budget staff to validate data an
performance cycle; and

draft budget proposal.

i =)

pile the necessary information to

Make notes regarding their
own performance

it e throughout the
performance cycle.

Last Modified
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 Employees have access to view
documents uploaded to their profile,
but cannot add or delete.
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Navigating Halogen
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Home My Performance My Employees Task Status Reports

Welcome Hal zz-halogenManager @ Feedback -

Direct Monager: Henretla rz-halogenSecondlevel

Edit Profi




Home Page: Activity Trac

First Level Manager Can:

‘Home My Performance My Employees Task Status Reports L HALOGEN'

Hal zz-halogenManag o
Direct Manager: Henrietta zz-halogenSecondlevel

e View tasks for all
direct reports

Edit Profile

Activity Tracker

Due Date

Group data by date,
type, and employee

4] zz-halogenEmployee, Haley (10)

[l zz-halogenEmployee, Harry (10)

nd: @ Overdue @ MyTo-Do () SentforReview () Not Ready Qcmnpweted

Useful Links

Second Level Manager
Can:

e View tasks for staff
reporting to his/her

: Group by: | Employee
direct reports

i# zz-halogenManager, Hal (4)
Group by date, type,
and employee



My Employees

Task Status Reports

My Employees @ Feedback
Search First and/or Last Name ‘. Search || ShowAl "

Employees

¢ Tra[1Jrt| > M | @@ 1st Level View

Profile
First Name «  Last Name Direct Manager = Relationships  Type (Modified) 1:1 Meeting

Harriet zz- Hanna zz- Direct report View View
halogenHRRep  halogenViceP...

Henrietta 2z- Hanna zz- Direct report
halogenSeco... halogenViceP...

My Employees > Henrietta zz-halogenSecondlevel
Top-Down View: Profile  1:1 Mesting  Goals  Development Plans  Feedback Evaluations Do
« If your employees have
direct reports, you can
access that information by o 111 > 1 12 B 2nd | evel View

Direct Profile
First Name Last Name Relationships  Type

clicking on the Manager (odt..
- - - Hal zz-halogenManager Henrietta zz- ﬁ%ﬁ Direct report ~ View
organizational chart icon E Palogensec...

Search First andfor Last Name . Search H Show All

Can view employee profiles: Legend: 43 DrctRepors
goals, development plans,
feedback, recognition, etc.




1:1 Meeting

UCMERCED Manager Can:

i bl b Start and end 1:1 meetings;

My Employees > Haley zz-halogenEmployee

Turn ‘recurring’ agenda items
on/off;

End Meeting Entered By Haley zz-hglogesEmployee . .
—— Change or hide conversation

Sortoy: Date - = starting questions - Conversation

Testing goal 2

— starters are questions that help you start
_, discussions with your employees.

Mone

G' p.G:::.-Fabw, 2016 Status .
0% Gonples Add comments to agenda items;

.. Budge! Report Q
| Added: Feb 18, 2018
Due Date:
Complaleﬂ Date:
i Communication Skills

i 1 1
Added: Feb 18, 2016 « 1 new comments Eornmacts

Project Management
Added: Feb 18, 2016 « 1 new comments

Implement 3 Process Improvements
Added: Fab 17, 2016




1:1 Meeting

Your meeting ks cummen

[E Asenca & Past Meetings

Manager Can Write:
Goal 2

@ End Meeting Entered By Halay z2-h.

R & oy Journal Notes - will
Sortby: Dale - l!l i - 7
’ e populate in the manager’s

dTe -
If your role changed completely, what would you mis E Manager Nate p rOfl Ie .
@ Recognition i
0% Complete

Conversation Starter

Change question

Manager Notes - will

... | populate in the 1:1 agenda

My Parformance My Employeses Task Status Reports

notes.

Goals  Development Plans  Feedback  Evaluations  Documents  Secondary Managers

‘Your meeting is currently in progress

Goal 2

() enaesi Enior o oy - hwgmEnpiyen Reco gn ition

Sortby: Date ~ " =
Conversation Starter ”~ Linked To
It your roke changed completely, what would you miss the most? None

Change question

Goal 2

Added: Feb 18, 2016 » 1 new comments Oue Date:
Completed Date:

— S End Meeting

] 3 =
Added: Feb 18, 2018 Hal zz-halogenManager on Feb 18, 2016

Testing - This note and comment is tied to goal #2
Communication Skills

' Added: Feb 18, 2016 + 1 new comments

Project Management
Added: Feb 18, 2016 * 1 new comments




1:1 Meeting

Goal 2 Recurring

e Reca pS me etin g

Hal zz-halogenManager on Feb 18, 2016

Testing - This note and comment is tied to goal 82

activity

Communi n Skills Recurring
Hal zz-halogenManager an Feb 18, 2016
Great job! Keep up the good work
Project Management
Hal zz-halogenManager an Feb 18, 2016

‘Working on identifying relevant training to satisfy this requirement.

Manager Note
Haley zz-halagenEmployee on Feb 18, 2016
Your guidance and feedback has been extremely heipfl

End Meeting | | Retum to Maeting
ement

2016+ 1 ne

Vi | oy

Meeting Minutes for Feb 18, 2016

iseting it ke Fos T8, 078
—

e Records T
Agenda
Meetings

Hal rr-haogerianger on Feb §

Pt it at AT P b ettty Pl L




Feedback

= e Managers can add the following

My Employees > Haley zz-halogenEmployee Viewing: Haley zz-halogenEmployee |

\_Pmﬂh 1:1 Meeting  Goals  Development Plans -Fndbm:k Evaluations  Documents  Secondary Managers y feedback:

M 4 |Paget1loft] » M | G- E) Displaying 1- 4 of 4
Olo| | g a-ial © Manager Note: A statement or

A @ !}' Budget Repart Shar,,. Haley zz- Feb 18, Feb 18,
Effectively collaborated with budget staff to validate data and compile th... halogent.. 2016 2016

5o g me e ey comment about an employee written

Feb 26: Spoke with confidence priiclsgamett 2015 2018
iy my management; and
L] <] g Manager Note ... KONG Apr22,
Test note YANG as Hal 2015
2z
halogenM...

CIC. W s Recognition: An Acknowledgment of

Congratulations on a job well done! Keep up the great work. halogenM... 2016

an achievement or a positive acclaim
or— of performance written by

e e ———————————————— management.
@ ruf=zl=v
Managers can use this feature to
document observations, provide
coaching tips, etc.

[ 'share feedback with employee.
Last Modified:

S Management can add feedback for
employee(s) and decide whether to
share the note with the employee.




® The Recognition feature is intended to:

® Provide positive feedback to staff regarding their
performance.

® Examples: when an employee goes above or beyond to
complete a project, meet a deadline or when they have
gone above or beyond to provide outstanding customer
service, or when they complete a training or certificate
program to further develop their knowledge or skills
related to their position.




Recognition
UCMERCED

Home My Performance My Employees Task Status Reports

* Write a recognition note
directly from home
T (i page. In addition to,
B vorsgortoe journal and manager
| © Recognton ¢ notes.

Welcome Hal zz-halogenManager @ Feedback

UCMERCED

y Or’ from the TaskStatus  Reports () HALOGEN
e m p I Oye e S p rOfi I e My Employees = Freme halagg Viewing: |Haley zz-halogenEmployes | v

Profile 1:1 Meeting  Goals  Development Plans R Secondary Managers

account. e ' o)

| Page 1 |of1 | | &~ !J! Journal Note Displaying 1 - 4 of 4
Note « Sharing Entered By

Manager Note Modified Date

Budget Report Shared Haley zz-halogenEmployee Feb 18, 2016
Effectively collaborated with budget staff to validate data and compile th... G Recognition

Communication Skills Shared pric\sgamett priicisgamettas  Feb 26, 2015 Feb 18, 2016
Feb 26: Spoke with confidence Haley zz-halogenEmployee

Manager Note Shared KONG YANG as Hal zz- Apr 22,2015
Test note halogenManager

Presentation Hal zz-halogenManager Feb 18, 2016
Congratulations on a job well done! Keep up the great work.
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. Home My Performance My Employees Task Status Reports

My Employees > Haley zz-halogenEmployee Viewing: |Haley zz-1

Profile 1:1 Meeting  Goals  Development Plans Feedback  Evaluations Secondary Managers

File Size

e Documents are files that are relevant to an

employee’s performance, e.g., certificate of
accomplishment.

e Managers can add and delete employee documents.



Reports

Halogen Software a.gov/docume 2230.pdf

UCMERCED

. Home My Performance My Employe Task Status Reports

Search Title or Description | Search | | Show All | | Advanced Search [+

Reports

| Page 1 of1| Displaying 1 - 14 of 14
] Title Actions ~ Category Author Last Run =
£ Score Report 02 Evaluations Apr 17, 2015
Provides details related to the score for employees within one or multiple ...
[E] 1:1 Status Report 02 e Performance
Provides details related to the managers and employees 1:1 meetings.
H Compensation Details Report o é @ Compensation
Provides details related to compensation adjustments of employees within on...
=] Compensation Process Status @ @ Compensation
Provides budget information, a list of compensation steps and status of eac...
[c] Competency Rating @ @ Evaluations
Provides individual competency appraisal scores for your employees.
E5] Development Plan Report o é L] Performance
Provides insight into the status of development plans.
H Employee Development History D" @ Development
Provides histerical competency score and training effectiveness data for ea...
] E Feedback Report ° é (] Evaluations

Provides details on all feedback and recognition sent and received through ...

] Goal Report o VAN ) Performance
Provides insight into the status of individual goals.
# ]  Multirater Status o ® Evaluations

Provides the status of the Multirater assessment requests for your employee...
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