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Upon logging intdhe Talent Managemensystem, thefirst screen igalledthe Dashboard.It is the HOME page for this
system.The Dashboard provides a central location, giving you easy access to information and tasks that are essential t
your work. It is where most navigation of the system will begin.

The following pages will provide further detail to each section of the Dzt The different sections, or widgets, on
the Dashboard each play a role in navigating the system with ease.
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Talent Profile, Journal, Goals andPerformanceinformation. Also from this task bar, you can send or review Recognition
notes.

Profile:

The Profildcon, when selectedyill provide access to a wealtf information on the Associate by launching the
Talent Profile, which will be discusslater in more detail
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o Welcome!
\; Welcome to the Talent Profile Page for Carrall Hospital Center Assaociates

Today this site is used as a guick and convenientway to access information about vourself or Associate's in your reporting structure
g Information ahout recent performance reviews as well as any recognition received can he accessed from this page. Additionally, Leaders and
Welcome + N . . . "
A Assotiates can use the Journal feature to maintain hotes that may serve as reminders of accormplishments when completing and evaluation
|ui5| Farsonal Infarmation As the sysetm grows, this page will be yvour gateway to Career Opportunities at Carroll Hosptial Center. Human Resources will provide more

T Er e B infarmation ahout this feature and other systern capabilities in early 2012,

- Organization

Perforrmance

e
,g Recaognition

m Journal

bkl Save | | = Spell Check | | (5 Print |

Aisart| | [ & oo WS B KW EC @ | Ecaml Hns.ul @Departmen”.l & Ws_FTP Pro ||®Ta|gntpr___ (& Lawson po... | x| MlcrnsnftE...I 1] training1M. . | @@ V2 4:30PM




'3

Journal

The Journal function allowsou to create and save notebout yourself or any Associate who reports to you.

The function givegou the ability toestablish who can view the entry besides ydihis anbe used throghout
theyeartomakenote8 y G KS 1 a320AF 1SQa LIS NF@aNaviewyous motepda ty LI A 2
completing their performance appraisal.
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Add Journal Entry | CHRISTINE BISH | . .
Y Using thedrop down feature, select the Associate

Visihility: | Associate, Leader and Creator '| *

Asgociate, Leader and Creator
Everyone who can view profile
Creator of this entry only

Category:

Hotes: B 70 &

1= i | Fomat Visibility is assigned by the creator of the note.

Cateqgory:

MNotes:

Accomplishment
Zoaching
Zompensation
Development

The creatorlsohas the option to assign a category.

Once a note is writtenyou havethe ability to perform spell check!



Goals

From here, you can view the goal plan. You can also cascade goals to your direct reports as well as look at
individual goals for any of your direct reports.
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Associate Information

Collapse All Sections

Associate Name: MARGARET M EMRIQUE
Position Title: DIRECTOR BEMEFITIC OMP
Organization: HURMAN RESOURCES

Date Appointed: 0971 8/2010
Leader: TRACEY AELLISON

Mext Section

Instructions: A
s ¥0U should periodically update the status of your goals to communicate to your leader progress that has been made.

* Ifyou make changes to the expected results or weights of any of your goals, click the "Communicate Changes” button to notify your leader of the reguested change. Your leader can
also communicate changes. You will need to acknowledge them by clicking the "Acknowledge Changes" huttan.

&) Add & goal Total Weight: 0%

In order to cascade a goal to an Associate, you must first add the goal to yourself. ‘doutuagfrom the
Dashboard by selecting th@oals icon The above screen is displayelegting the plus sign next #&dd a goal
opens the below screen allowing you to enter information related to the goal.

) Add = goal Total Weight: 0%
= Cascade Status: Pending Goal Weight: Progress: Hot Started a
Goal Title: | |* Progress: | ot Started =
Goal Category: b MgProgreﬂss
omments:
Goal Weight: |

Expected Result:

Measure:
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Status: Pending
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The Cascade option also appears intthleft portion of the goal entry screen. By selecting this option you are
able to select the Associates you wish to cascade the goal to.



Performance &=

Using this icon launches your evaluation within the system. However, it also allows you to segonir fiirect
reports evaluations. This will enable you to see which state of the workflow they are currently in. If the review
is in the completed state, you will be able to view it until HR closes out all reviews for the year. When this
occurs, you Wi need to access the historical evaluativom the Talent Profile.
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Instructions: A
Evaluate your annual performance by completing the following steps:

& Inthe "Goals" section, rate your performance against your estahlished goals.

® Inthe"Essential Functions" section, rate vourself for each Essential Function and SPIRIT Yalue

* Review your ratings and comments. Feel free to use spell check
* ‘YWhen you are satisfied with vour self evaluation, click"Submit' to submit the evaluation to your leader

Using the Save button helow, you can save your progress and return at a later time
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Recognition allows you to viemotes sent to yowas well as gives you the opportunity to send notes to others
Recipients of a Recognition note will receiveeamail notification, letting them know they haveceived kudos.
This feature can also be used durthg 90 DayFace to Face meetingehere Associateare askedvho has

helped them be successful.

To send Recognition

Q {StS

Send a Recognition Note

The Recognition Board is a useful
communication option that allows you to
send a note to anather assaciate. You
may recognize theirwork and
accomplishments or provide helpiul
advice and coaching in a note
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An easy vv;ato find an Associate is to RBAN.TER. This helpful tool canusedin many instances throughout
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There is the option to categorize the note as a Recognition or Coaching opportunity.




