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Langkah 1: Mewujudkan Borang Penilaian Prestasi (Peranan : ePerformanceManager)

Langkah 2: Menetapkan Kriteria Penilaian Prestasi (Peranan : ePerformanceManager)

Langkah 3: Meneliti Kriteria Penilaian Prestasi (Peranan : ePerformanceEmployee)

Langkah 4: Melaksanakan Penilaian Prestasi berserta komen (Peranan : ePerformanceManager)
Langkah 5: Meneliti dan Penerimaan Penilaian dan komen (Peranan : ePerformanceEmployee)
Langkah 6: Melengkapkan Penilaian Prestasi Pegawai / Kakitangan (Peranan :
ePerformanceManager)




Langkah 1: Mewujudkan Borang Dokumen Penilaian Prestasi

Peranan: ePerformanceManager (Pegawai Penilai)
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SRR Pautan: Manager Self Service -> Performance Management - > Wi L | ol
— Performance Document -> Create Document WLOES e
)Timeanagement | ¢ raate Performance Documents (" 1. Masukican tarikh terkini. )
b Team Learning Tetapi jika Pegawai /
v Performance Management | Create new performance documents for one or mare of your employees. Kakitangan yang akan dinilai
7 Performance C baru berpindah atau
Documents diperbantukan, masukkan
> Administrative Tasks -~ Instructions ] \_ tarikh melapor. )
pate Docume Follow this 3-step process to create performance documents for one or more of your employees:
- Create Documents By 1. Enterthe date used to findthe employees that reportto you. You will be able to process only / o \
Group those employees that reportto you as of this date. i PZ' Wd
- Current Performance 2. Selectthe employees you are creating new performance documents for. Ka Fegawal ek”' ‘1' sedang
Documents 3. Enterthe document details and select Create Documents. ~ Mmemangkuatau
- Historical Documents diperbantukan, ruang ini
- View-Only Documents akan terpapar.
- Approve Documents |
= ASOE 191212012 [ | -Jika Pegawai yang akan
Team Leamning dinilai adalah dibawah
- View Approval Status inilatadalan dibawa
T };;»_ tanggungjawabnya semasa
- Maintain Performance || & urdon. memangku, maka pilih Job
Notes Currently you hold multlple posmons Please selectthe posmon that youdllke to workwuth Title i BKu, P
: . itle jawatan memangku.
- Review Transactions : : .
Recniing Select Job Tit - lika Pegawai yang akan
a‘on?l Payroll & Absence Job Title Supervisor Name dinilai adalah pegawai
am S— dibawah jawatan kekal,
Workforce Deve|0pmem ) PEGAWAI KAKITANGAN ~ BAHAGIAN GEMS Prime Minister's O maka pilih Job Title jawatan
gggg E‘S&"S &) PENJADUAL BAHAGIAN GEWS DK ZURAIDAH BINT PG HJIBRAHIM | Prime Winisters 0 kekal. /

My Content
Content Management 3. Klik “Continue’
Worklist T |

Reporting Tools Continue |
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EMS Home Worklist AddtoMyLinks GEMS Help Centre
Menu = Peringatan
[ Self Senvice - ; i
CnanagerSefsenice | | Create Performance Documents resawal ;:g:‘a:ebbﬁfh
> Time Management Create new performance documents for one or more of your employees. .
&> Job and Personal daripada satu petak
Information bagi Pegawai yang akan
I Compensation and Stock = dinilai tetapi mestilah
> Benefits | didalam bahagian yan
 Team Leaming Selectthe employees you are creating new performance documents for. samag yang
= Performance Management \ : )
< Performance Once you have finished click Continue to enter the document details.
Documents View Selected Employees Cancel
[ Administrative Tasks | E 4 ~\

— Create Documents
- Create Documents By

4. Tandakan pada

DAYANGKU HAJAH ASILAH BINTI PE [4] As O 2411112012

' etak Pegawai
Group Continue | per 8 /
— Current Performance Kakitangan yang
Documents Select Employees Find  First 4] 1.8 of ¢ akan dinilai
- Histarical Documents Jobcode
— View-Only Documents Select Name EmpllD  HR Status Description \. /
B ABDUL RAHMAN BIN ABDUL _
— Team Learning W RAHI 70000001 Active KERANI
- View Approval Status L ! 5. Klik “Continue’
- Maintain Performance i DAYANG AMAL HAYATY 00301112 Active KERAN UNIT SUMBER
Motes BINTI HAJI ISMAIL MAKLUMAT
[» Organization Management DAYAME MURLUL HAFIZAH _ UNIT SUMBER
b Atendance [l BINTI HAJ MASHOR 01037488 Active KERANI WAKLUMAT
— Emplovee Awards Report UNIT SUMBER
— Review Transactions [7] | SAINIBIN HAJIALI 00129258 Active KERANI WAKLUMAT
— Direct Reports
[» Recruiting KAMARIAH BINTIHAJI ) UNIT SUMBER
[ Workforce Administration O ASGAR 00050040 Active KERANI MAKLUMAT
[- Benefits
HAJAH JAUYAH BINTIHAJI . UNIT SUMBER
[} Campensaﬁnn D KURUS 00043951 F'.Ctl'de KERN\” MN‘(LUM.&T

[ Global Payroll & Absence
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MyLinks SelectOne:

= Performance ﬂ( 6. Tarikh yang perlu \
Documents dimasukkan ialah 1hb
[» Administrative Tasks Oktober pada tahun
B Create Performance Documents sebelumnya hingga
Group Below is a list of employees that you selected for Performance Document Creation. SR G

- Current Performance |—
Documents

- Histaorical Documents

= View-0Only Documents

tahun ini (BUKAN bagi
yang pindah /
diperbantukan)

Complete the information in the Document Creation Details section below, then click the Create Documents
to generate documents for these employees.

Document Creation Details

- Approve Documents Period: 03/03/2012 [ - 30/09/2012 [ 7. Pilihjenis
— Team Learning — dokumen:
— View Approval Status | Document Type: Performance Document - Annua » ) Pilih ‘Performance
- HE{SEE'” Performance Template: Document — Annual’
> Organization Management _ bagi penilaian
I Attendance || Create Documents Bahagian 1&2 - Annual \ tahunan y
- Employee Awards Report |~ Eahaglan 3&4 - Annual
— Review Transactions —_— -
Selected Employees - .
— Direct Reports 2l . 8. Pilih bahagian
& Last Name First Name .. .
[ Recruiting tanggagaji Pegawai /
I Warkfarce Administration 70000001 BIN ABDUL RAHIM ABDUL RAHMAN Kakitangan yang
b e . akan dinilai
i Compensation Return to Select Emplovees Y,
[» Global Payroll & Absence ~
Mgmt o
> Payroll Interface 9. Klik ‘Create
[» Workforce Development - Documents’
[» Organizational Development J

[» Enterprize Learning
[» SetUp HRMS

[» Set Up ELM

[» PeopleSoft

[» My Content

[N e WY R Y | 1 x
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= Performance

Documents

[» Administrative Tasks
- Create Documents

- Create Documents By

Group
- Current Perdformance

Documents
— Historical Documents
— View-Only Documents
— Approve Documents
— Team Learning
— View Approval Status
- Maintain Performance
Notes
[» Organization Management
[ Attendance
- Employee Awards Report
— Review Transactions
— Direct Reports
[» Recruiting
[» Workforce Administration
[» Benefits
[» Compensation
[» Global Payroll & Absence
Mgmt
[ Payroll Interface
[» Workforce Development
[» Organizational Development
[» Enterprise Learning
[» SetUp HRMS
[» Set Up ELM
[» PeopleSoft
[» My Content

m

Home Worklist Addto My Links Sign out

GEMS Help Centre

Mylinks Select One: -

New Window | Customize Page | [

~

(
Peringatan
Makluman akan dihantar
melalui emel secara
otomatik kepada Pegawai /
Kakitangan yang akan dinilai

Create Performance Documents - Results

Below is a list of employees you selected for Performance Document Creation and the results of the p
Employees with errors will need to be re-run after correcting the
source ofthe error,

The "Current Documents” hyperlink at the bottom ofthe page can be used to access individual perforn

Selected Employees

Successful
Employee D  Hame Template Creation? Status
70000001  ABDULRAHMANBINABDUL - papaiian 384 - annual T e Ll
RAHIM successfully
GoTo: Create Documents 10. Klik pautan
Current Documents ‘Current
Documents’




Langkah 2: Menetapkan Kriteria Penilaian Prestasi

Peranan: ePerformanceManager (Pegawai Penilai)




Menu =

7 Manager Self Senvice
[» Time Management
[ Job and Personal
Information
[» Compensation and Stock
> Benafits
[ Team Leamning
= Performance Management
7 Performance
Documents
[+ Administrative Tasks
— Create Documents
- Create Documents By

Group
— Current Performance
Documents
— Historical Documents
- View-Only Documents
- Approve Documents
- Team Learning
- View Approval Status
— Maintain Performance
Notes
[ Organization Management
| Attendance

[+ Self Senvice o

Pautan: Manager Self Service -> Performance Management ->
Performance Documents -> Current Performance Documents

irklist  Addto My Links GEMS Help Centre  Sign ou

Current Performance Documen

Listed below are the current performance documents for which you are the Manager.

Performance Documents

MyLinks Select One:

New Window | Customize Page | &,

1. Klik pautan ‘Performance
Document — Annual’ pada

Pegawai / Kakitangan yang
akan dinilai

111 of 11 L2 L35t

- . . " , & . c
Customize | Find | View All | #&  First

Employee Document Typ Beqin Date End Date  Job Title Status
ABDUL RAHMAN

3N ABDUL RAHI Performance Document - Annual | 03/03/2012 30/09/2012 KERANI In Progress
ABDUL RAHMAN

N ARDUL RAMIN Performance Document - Annual | 01/03/2012 30/09/2012 KERANI InProgress
DAYANG HAJAH SITI

MARDYMNAH BINTI  Performance Document - Annual | 01110/2010 30/08/2011 EEE:LW KAKITANGAN In Progress
AWANG HAJI IBRAHI

DAYANG NURLIL

HAFIZAH BINTI HAJI Performance Document - Annual | 05/03/2012 30/09/2012 KERANI In Progress
MASHOR

HAJAH JALIYAH

SINTI HAJ KURUS Performance Document - Annual | 01M0/2008 30/08/2009 KERANI In Progress
HJ MOHD

REZAIMANBINHJ  Performance Document - Annual | 01M10/2009 30/09/2010 KERANI In Progress
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My Links Select One: -

*

[» Self Senvice
7 Manager Self Senice

New Window | Customize Page | .2,

[ Time Management
> Job and Personal Current Performance Documents

Information B
[ Compensation and Stock Document Details
[» Benefits
[+ T;;ﬁ] Leaming ABDUL RAHMAN BIN ABDUL RAHIM KERANI
< Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012

= Performance

Documents

[» Administrative Tasks

Employee: ABDUL RAHWMAM BIN ABDUL Job Title: KERAN
- Create Documents RAHIM
- gfeatﬂ Documents By Document Type: Performance Document - Annual Period: 03103/2012 - 30/09/2012
roup
- — Template: Bahagian 3&4 - Annual Document ID; 126087
- Current Performance
Documents Manager: DAYANGEL HAJAH ASILAH BINTI Status: InProgress

- Historical Documents PENGIRAN HAJI CHUCHU

- View-Only Documents Document Progress

— Approve Documents Step Status Due Date
— Team Leaming Establish Evaluation Criteria O Not Started 01/10/2012 Start 2. Klik pautan

~ Yiew Approval SIats | | poiew Self Evaluation O Not Started 30/09/2012 ‘Start’
- Maintain Performance

Naotes Complete Manager Evaluation O Not Started 3000972012
[» Organization Management
[+ Attendance
— Employee Awards Report Return to Select Documents
- Review Transactions
- Direct Reports
[* Recruiting
[» Workforce Administration
[» Benefits
[ Compensation

£y = F
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My Links SelectOne:

[ Self Senice - New Window | Customize Page | B,
= Manager Self Senvice
[ Time Management
[ Job and Personal
Infarmation Performance Document - Performance Document - Annual
[- Compensation and Stock . .
" Boratts Performance Criteria - Draft ' ; ™\
; Peringatan
[ Team Learning ABDUL RAHMAN BIN ABDUL RAHIM, KERANI Muka surat ini
v Performance Management | parformance Document - Annual- 03/03/2012 - 30/09/2012 .
= Performance membolehkan Pegawai
Dncume_ms . Penilai menambabh ciri-ciri
ngmltms[gratwe Tatsks = sae | Complete Cancel | & E1  Retum to Document Detail khusus pada mana-mana
— Lleate Documents . o/mILa
_ Create Documents By bahagian yanlg difikirkan
. erlu
Gioup Section 1 - HURAIAN RINGKAS \_ P _J

— Current Performance

Documents HURAIAM RINGKAS will be evaluated by: Manager
— Histarical Documents
- View-Only Documents
— Approve Documents

— Team Learning
— View Approval Status L
— Maintain Perfarmance Ldd HURAIAN RINGKAS
Motes
[ Organization Management
[» Aftendance
— Employee Awards Report
- Review Transaciions Section 2 - RANCANGAN KERJA TAHUNAN

— Direct Reports
. Rangp— RANCANGAN KERJA TAHUNAN will be evaluated by: Manager

[ Workforce Administration RANCANGAN KERJA TAHUMAN

[+ Benefits ﬁl

[ Compensation

[» Global Payroll & Absence
[ 4

HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA




Tatacara Menambah Ciri-Ciri
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[» Self Senice

= Manager Self Senice

[» Time Management

[* Job and Personal
Information

[ Compensation and Stock

[ Benefits

[- Team Learning

=7 Performance Management

MS

A TRLLESE T e T Tl i rl

| »

= Performance
Documents
[+ Administrative Tasks
— Create Documents
— Create Documents By
Group
— Current Performance
Documents
— Histarical Documents
- View-Only Documents
- Approve Documents
— Team Learning
- View Approval Status
— Maintain Performance
Notes
[ Organization Management
[» Attendance
— Employee Awards Repor
— Review Transactions
— Direct Reports
[» Recruiting
[» Workforce Administration
[» Benefits
[ Compensation
[+ Global Payroll & Absence

[ —

Section 4 - KOMEN BAGI CIRI-CIRI UMUM

Home

Worklist

KOMEN BAGI CIRI-CIRI UMUM will be evaluated by: Manager
KOMEN BAGI CIRI-CIRI UMUM

Section § - PENILAIAN CIRI-CIRI KHUSUS

Addto My Linke GEMS Help Centre  Sign ou

Iy Links

Select One:

FEMILAIAN CIRI-CIRI KHUSUS will be evaluated by: Manager

Add PENILAIAN CIRI-CIRI KHUSUS

Section 6 - ULASAN TAMBAHAN

ULASAM TAMBAHAM will be evaluated by Manager

Description: Llasan Tambahan ini meliputi keterangan-keterangan mengenai diri
Pegawai Yang Dinilai seperti hubungan peribadi dengan arang ramai, pegawai
atasan danteman sejawat keadaan kesihatan; masalah peribadi semasa;
kebolehan-kebolehan luar biasa; penyertaan dalam kumpulan pengurusan
Jabatan seperti Kumpulan Tindakan, Kumpulan Kerja Cemerlang dan lain-lain
kumpulan pengurusan Jabatan yang bertanggungjawab dalam mempertingkatkan
prestasi Kementerian/Jabatan masing-masing dan sebagainya.

ULASAN TAMBAHAN

]

1. Klik pautan ‘Add
PENILAIAN CIRI-
CIRI KHUSUS’
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- Manager Self Senvice
[ Time Management
[ Job and Personal
Information
[- Compensation and Stock
[ Benefits
[- Team Learning
=~ Performance Management
= Performance
Documents
[+ Administrative Tasks
— Create Documents
— Create Documents By
Group
— Current Performance
Documents
— Historical Documents
— View-Only Documents
— Approve Documents
—Team Learning
— View Approval Stafus
— Maintain Performance
Notes
[ Organization Management
[+ Attendance
— Employee Awards Report
— Review Transactions
— Direct Reports
Recruiting
Workforce Administration
Benefits
Compensation

Self Service -

Home Worklist

My Links

New Window | Customize Page | &,

Add to My Links

GEMS Help Centre  Sign o

Select One:

Performance Document - Performance Document - Annual

Add an ltem

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

=
i
s

Add pre-defined item

@ Add your own ltem

2. Pilih ‘Add Your Own Items’

MMext

Return to Performance Criteria 3. Klik ‘Next'.

Global Payroll & Absence
At
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[» Self Senvice

~ Manager Self Senvice

[> Time Management

[> Job and Personal
Information

[ Compensation and Stock

[» Benefits

[» Team Learning

= Performance Management
= Performance

Cocuments

[» Administrative Tasks

- Create Documents

- Create Documents By

EMS

STRLLEST, WAL PR MR T

*

m

Performance Document - Performance Document - Annual

Home

Worklist

Add to My Links GEMS Help Centre  Sign out

MyLinks SelectOne: -

New Window | Customize Page | B

Add PENILAIAN CIRI-CIRI KHUSUS

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

Update

Title: l’ENGLIEﬁTﬁN DALAM AKTIVITI JABATAN

4. Isikan tajuk
kedalam ruang
‘Title’

roup
- Current Performance
Documents
- Historical Documents
- View-Only Documents
- Approve Documents
— Team Learning
— View Approval Status
- Maintain Performance
Notes
[» Organization Management
[ Attendance
- Employee Awards Report
- Review Transactions
— Direct Repors
[* Recruiting
[» Workforce Administration
[» Benefits
[» Compensation

5. Klik
‘Update’




Tatacara Membuang Ciri-Ciri
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[» Self Senvice

= Manager Self Senvice

[ Time Management

[ Job and Personal
Information

[» Compensation and Stock

[» Benefits

[ Team Learning

= Performance Management

EMS

L . AR TR e vl

| »

= Performance
Documents
[ Administrative Tasks
— Create Documents
— Create Documents By
Group
— Current Performance
Documents
— Historical Documents
— View-Only Documents
- Approve Documents
— Team Learning
— View Approval Status
— Maintain Performance
Notes
[» Organization Management
[» Attendance
— Employee Awards Report
— Review Transactions
— Direct Reports
[ Recruiting
[» Workforce Administration
[» Benefits
[ Compensation
[ Global Payroll & Absence

m

Home Worklist Addto My Links GEMS Help Centre

Sign ou

My Links Select One:

Section 4 - KOMEN BAGI CIRI-CIRI UMUM

KOMEN BAGI CIRI-CIRI UMUNM will be evaluated by: Manager
KOMEN BAGI CIRI-CIRI UMUM

Section 5 - PENILAIAN CIRI-CIRI KHUSUS f 1. Klik pada
PEMILAIAN CIRI-CIRI KHUSUS will be evaluated by: Manager ikon ini untuk
PENGLIBATAN DALAM AKTIVITI JABATAN membuang

yang tidak
diperlukan
Add PEMILAIAN CIRIFCIRI KHUSUS kecuali ciri-ciri

K umum.

mana-mana ciri

~

/

Section 6 - ULASAN TAMBAHAN

ULASAN TAMBAHAM will be evaluated by: Manager

Description: Ulasan Tambahan ini meliputi keterangan-keterangan mengenai diri

Pegawai Yang Dinilai seperti hubungan peribadi dengan orang ramai, pegawai EI
atasan dan teman sejawat, keadaan kesihatan; masalah peribadi semasa;
kebolehan-kebolehan luar biasa; penyertaan dalam kumpulan pengurusan

Jabatan seperti Kumpulan Tindakan, Kumpulan Kerja Cemerlang dan lain-lain
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Menu B

[- Self Senvice
=~ Manager Self Senice
[» Time Management
[» Job and Personal
Information
[ Compensation and Stock
[» Benefits
[ Team Learning
= Performance Management
= Performance
Documents
[» Administrative Tasks
- Create Documents
- Create Documents By
Group
— Current Performance
Documents
- Historical Documents
- View-Only Documents
— Approve Documents
— Team Learning
— View Approval Status
— Maintain Performance
Notes
[» Organization Management
[» Attendance
— Employee Awards Report
— Review Transactions
— Direct Reports
[ Recruiting
[ Workforce Administration
[» Benefits
[ Compensation

Home

Worklist

Delete Confirmation

#  Areyou sure you want to delete (PENGLIBATAN DALAM AKTIVITI JABATAN)?

Yes - Delete I Mo - Do Mot Delete

Addtio My Links GEMS Help Centre  Sign out

MyLinks SelectOne: -

New Window | Customize Page | &

2. Klik ‘Yes — Delete’ untuk
membuang ciri.
Klik ‘No-Do Not Delete’
untuk membatalkan
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[+ Self Senice
= Manager Self Senvice
[ Time Management
[» Job and Persaonal
Infarmation
[- Compensation and Stock
[ Benefits
[ Team Learning
= Performance Management
= Performance
Documents
[+ Administrative Tasks
— Create Documents
— Create Documents By
Group
— Current Performance
Documents
— Histarical Documents
- View-Only Documents
— Approve Documents
— Team Learning
— View Approval Status
— Maintain Performance
Notes
[ Organization Management
[» Aftendance
— Employee Awards Report
— Review Transactions
— Direct Reports
[» Recruiting
[ Warkforce Administration
[+ Benefits
[ Compensation

MS
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»

Home Worklist

Performance Document - Performance Document - Annual

Addto My Links GEMS Help Centre  Sign ou

My Links SelectOne:

New Window | Customize Page | B,

[» Global Payroll & Absence
[ 4

Performance Criteria - Draft

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

Save I Complete

Section 1 - HURAIAN RINGKAS
HURAIAM RINGKAS will be evaluated by: Manager
HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA

Add HURAIAN RINGKAS

Section 2 - RANCANGAN KERJA TAHUNAN

/ 3. Klik ‘Complete’ \

(Setelah memastikan

semua ciri-ciri yang

diperlukan lengkap)
Atau

Klik ‘Save’ (Jika ingin

\meneruskan kemudian)}

RAMCANGAN KERJA TAHUMNAN will be evaluated by: Manager

i]




GEMS Home Worklist Addito My Links GEMS Help Centre  Sign out

MyLinks SelectOne: -

[ Self Service
= Manager Self Senvice

| »

New Window | Customize Page | B

> Time Management Slide selepas complete
& -lj:f';ram”:ﬁ:’“”a' Performance Document - Performance Document - Annual
EE“’“‘;;”“”"” and Stock Complete Performance Criteria
Ene
> Team Leaming ABDUL RAHMAN BIN ABDUL RAHIM, KERANI

~ Performance Management Performance Document - Annual: 03/03/2012 - 30/08/2012
= Performance

Daocuments You have almost finalized your performance criteria document. If you have no further entries, click

[» Administrative Tasks the Complete button atthe bottom of this page to complete this document.

— Create Documents

— Create Documents By

Group [ Complete | | 4. Klik ‘Complete’ untuk pergi ke
omplete
— Current Performance 4 ‘Current Performance Documents’

Documents
— Historical Documents
— View-Only Documents

m

— Approve Documents
— Team Learning ( \
— View Approval Status L4 Peringatan
- mg;gt:“” Performance Makluman akan dihantar
[> Organization Management melalui emel secara
[ Attendance otomatik kepada Pegawai
— Employee Awards Report :
— Review Transactions / Kakltang.ar) y?ng akan
— Direct Reports dinilai
[ Recruiting \ )
[ Workforce Administration
[ Benefits
[» Compensation

[ Global Payroll & Absence
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= Manager Self Senvice

[» Time Management

[* Job and Personal
Information

[» Compensation and Stock

[» Benefits

[* Team Learning

= Performance Management
= Performance

Documents

[» Administrative Tasks

- Create Documents

- Create Documents By
Group

- Current Performance
Documents

- Histarical Documents

- View-Only Documents

- Approve Documents
— Team Learning
— View Approval Status
— Maintain Performance
Notes
[» Organization Management
[» Attendance
— Employee Awards Repor
- Review Transactions
— Direct Repors
[» Recruiting
[ Warkforce Administration
[» Benefits
[ Compensation

[T P
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Home

Worklist

Current Performance Documents

Add to My Links

Document Details

ABDUL RAHMAN BIN ABDUL RAHINM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

™ You have successfully completed the Establish Criteria step.

Performance Document Details

Employee: ABDUL RAHMAN BIN ABDUL
RAHIM
Document Type: Performance Document - Annual

Template: Bahagian 3&4 - Annual

Manager: DAYANGKL HAJAH ASILAH BINTI
PENGIRAN HAJI CHUCHU

Document Progress

Job Title: KERANI

Period: 03/03/2012 - 30/09/2012
Document ID: 126097
Status: InProgress

View | Main CUE

Step Status Due Date

Establish Evaluation Criteria ¥ Completed MA02012

Review Self Evaluation O Mot Started 30/09/2012

Complete Manager Evaluation O Not Started 3000812012 Start

Return to Select Documents

\—

GEMS Help Centre

Peringatan
Pegawai Penilai boleh

membuka dan mengubah
semula dokumen yang
sudah lengkap jika
sekiranya Pegawai /
Kakitangan yang dinilai
tidak bersetuju dengan
kriteria yang dibuat.

_/

Sign out

5. Klik ‘Start’ untuk

memulakan
penilaian
(pemarkahan)

~N

v,




Langkah 3: Meneliti Kriteria Penilaian Prestasi

Peranan: ePerformanceEmployee (Pegawai atau Kakitangan yang
dinilai)
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Pautan: Self Service -> Performance Management -> My MyLinks Select One: v
Performance Documents -> Current Performance Documents

L3

7 Self Senvice
[ Room Booking
[» Time Reporting

- Personal Information Current Performance Documents
[» Payroll and Compensation

[ Benefits ABDUL RAHMAN BIN ABDUL RAHIM

[» Learning and
Development Listed below are your current performance documents.

[» Learning

= Performance Management
= My Performance

Documents

— Current Performance

Documents

— Historical Documents ‘Performance
[ Other's Performance

s M Document -
[ Recruiting Activities Annual’ bagi
- Attendance tempoh penilaian
- Verify Employee Performance Document - Annual 01/03/2012 30/09/2012 KERANI In Progress

yang diperlukan
Information \ /
— Review Transactions H

[» Recruiting

[» Global Payroll & Absence
Mamt

[» Workforce Development

New Window | Customize Page | B

Performance Documents Customize | Find | View All | B First U202 Last
Document Type Beqin Date End Date Job Title Status Manager

1. Klik pautan
Performance Document - Annual 03032012 30/09/2012 KERANMI In Progress P

m

[ Content Management
[» Worklist
[+ Reporting Tools L

— Take a Survey
— Change My Pazsword




a?
¢ )leee®

v tag

GEMS Home Workist AddioMyLlinks GEMS Help Centre  Sign out

aTRLLRST, T Tl iyl

MyLinks Select One: -

~ Self Senice = New Window | Customize Page | |
[* Room Booking
[» Time Reporting
> Personal Information Current Performance Documents
[ Payroll and Compensation .
> Benefits Document Details
[* Learning and
Development ABDUL RAHMAN BIN ABDUL RAHIM KERANI
> Leaming Performance Document - Annual: 03/03/2012 - 30/09/2012
~ Performance Management
= My Perfarmance Performance Document Details
Dacuments Employee: ABDUL RAHWMAM BIN ABDUL Job Title: KERAN
- Current Performance RAHIM
Documents Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012
— Historical Documents Template: Bahagian 384 - Annual Document ID: 126097
[» Other's Performance
Documents E Manager: DAYANGKLU HAJAH ASILAH BINTI Status: InProgress
> Recruiting Activities PEMGIRAN HAJI CHUCHU
[+ Attendance Document Progress qdre
Information Establish Evaluation Criteria ¥ Completed 01/10/2012 View membuka
- Review Transactions . 0
b Recruiing Complete Self Evaluation Mot Started 30/09/2012 elaren
I Global Payroll & Absence Review Manager Evaluation O Not Started 3010812012
Mgmt
[> Workforce Development
b SetUp HRMS Retun o Seledt Documents
[» SetUp ELM
[> My Content
[» Content Management
[» Worklist
[» Reporting Tools L
— Take 3 Sunvev
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MS Home Workiist Addto My Links GEMS Help Centre  Sign
Menu | MyLinks SelectOne:
 Self Senvice o New Window | Customize Page | |
[ Room Booking
[ Time Reporing
[» Personal Information
> Payroll and Compensation Performance Document - Performance Document - Annual
[» Benefits ..
b Performance Criteria - Draft / 3. Semak Kriteria yang\
Development ABDUL RAHMAN BIN ABDUL RAHIM, KERANI di buat °|eh Ffegawal
bl Performance Document - Annual: 03/03/2012 - 30/09/2012 Penilai
= Performance Management awda dan Klik pautan
= My Performance ‘
Documents & E1| Retumto Document Detail — RetuTr’r = Document.s
— Current Performance Detail’ untuk kembali
Documents ke dokumen awal.
— Historical Documents Section 1 - HURAIAN RINGKAS
- Others Performance | 4. Jika awda tidak
Documents = HURAIAN RIMGKAS will be evaluated by Manager .
b Recruiiing Al bersetuju dengan
 atondance HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA kriteria ciri-ciri khusus
— Verify Employee yang telah dibuat,
Information rujuk Pegawai Penilai
- Review Transactions awda untuk
» Recruiting . perbincangan lanjut.
[ Global Payroll & Absence Section 2 - RANCANGAN KERJA TAHUNAN
Mgmt
> Workforce Development RANCANGAN KERJA TAHUNAN will be evaluated by: Manager
[ SetUp HRMS RANCANGAN KERJA TAHUNAN
[ Set Up ELM —
[» My Content
[» Content Management
[» Worklist
[ Reporting Tools L
— Take a Survey Section 3 - PENILAIAN CIRI-CIRI UMUM

v .
- 0 L PERI ALAN CIRI-CIRLLIMUIM will he avalnated by Manansr




Langkah 4: Melaksanakan Penilaian Prestasi berserta komen

Peranan: ePerformanceManager (Pegawai Penilai)
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Menu =

[ Self Senvice
7 Manager Self Senice
[» Time Management
[* Job and Personal
Information
[ Compensation and Stock
[» Benefits
[» Team Learning
7 Performance Management
= Performance
Daocuments
[» Administrative Tasks
- Create Documents
- Create Documents By
Group
- Current Performance
Documents
- Histarical Documents
- View-Only Documents
- Approve Documents
- Team Learning
— View Approval Status
- Maintain Performance
Motes
[» Organization Management
[ Atendance
- Emplovee Awards Report
- Review Transactions
- Direct Repors
[» Recruiting
[» Workforce Administration

Home Worklist

Pautan: Manager Self Service -> Performance Management ->

Performance Documents -> Current Performance Documents

Current Performance Documents

Listed below are the current performance documents for which you are the Manager.

Performance Documents

Employee Document Type

Customize | Find | View All | B
Begin Date End Date Job Title

ABDUL RAHMAN
|;N ABDUL RAHIM Performance Document - Annual

OIS ONR ER =

ABDUL RAHWAN
BIN ABDUL RAHIM

DAYAMG HAJAH SITI
MARDYMAH BINTI  Performance Document - Annual
AWANG HAJI IBRAHI

DAYANG NURUL
HAFIZAH BIMTI HAJl Performance Document - Annual
MASHOR

HAJAH JAUYAH
BINTI HAJI KURUS

HJMOHD
REZAIMAN BINHJ  Performance Document - Annual
ABDULLAH

Performance Document - Annual

Perfarmance Documeant - Annual

KAMARIAH BINTI
HAJI ASGAR Performance Document - Annual
KAMARIAH BINTI
HAJI ASCAR Perfarmance Document - Annual

01/03/2012 30/09/2012 KERAN|

01/10/2010 30/09/2011 PEGANAIKAKI mProgress

KANAN

05/03/2012 30/09/2012 KERANI

01/10/2008 30/09/2009 KERAN

011072009 30/09/2010 KERAN|

011072011 30/09/2012 KERANI

01/10/2009 30/09/2010 KERAN

Add o My Links  GEMS Help Centre

Iy Links SelectOne:

New Window | Customize Page | E|

~

1. Klik pautan
‘Performance
Document Annual’
pada Pegawai /
Kakitangan yang
akan dinilai.

In Progress

In Prograss

In Progress

Available for Review

In Prograss
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Mylinks Select One; -

[- Self Senvice

New Window | Customize Page | |
~ Manager Self Sevice

[* Time Management
[ Job and Personal Current Performance Documents
Information B
[ Compensation and Stock Document Details
E?ﬁgﬂﬁammg ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
=~ Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance
Documents Performance Document Details

[» Administrative Tasks

£ Employee: ABOUL RAHMAN BIN ABDUL Job Title: KERANI
— Create Documents RAHIM
- gfeate Documents By Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012
roup
= — Template: Bahagian 3&4 - Annual Document ID; 126087
— Current Performance
Documents Manager. DAYANGKU HAJAH ASILAH BINTI Status: In Progress

- Historical Documents PENGIRAN HAJI CHUCHU

- View-Only Documents Document Progress
— Approve Documents Step Status Due Date

— Ieam Learning Establish Evaluation Criteria %" Completed 011012012 View

— View Approval Status | 4 i . ] ,
_ Maintain Performance Review Self Evaluation O Not Started 300092012 — 2. Klik pautan ‘Start’
=lan I—

Notes Complete Manager Evaluation O Not Started 301092012 untuk membuka
[ Organization Management dokumen
[- Attendance
— Emplovee Awards Report Return to Select Documents
— Review Transactions
— Direct Repors
[ Recruiting
[> Workforce Administration
[ Benefits
[ Compensation
[- Global Payroll & Absence
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Menu

[+ Self Senvice
= Manager 3elf Senvice
[* Time Management
[» Job and Personal
Information
[- Compensation and Stock
[ Benefits
[ Team Learning
= Performance Management
=~ Performance
Documents
[ Administrative Tasks
— Create Documents
— Create Documents By
Group
— Current Performance
Documents
— Historical Documents

m

Home Worklist

Performance Document - Performance Document - Annual

Add to My Links

My Links

GEMS Help Centre

Sign ou

Select One:

Mew Window | Customize Page | B

Manager Evaluation

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

Author: DAYANGKU HAJAH ASILAH BINTI
PENGIRAN HAJI CHUCHU
Status: InProgress
Approval: Mot Required

Role: Manager

Due Date: 30/08/2012

Enter ratings and comments for each section in this evaluation, if applicable. Save entries made on
the evaluation by selecting the Save button.

— View-0Only Documents
- Approve Documents
— Team Learning
— Wiew Approval Status
— Maintain Performance
Notes
[ Organization Management
[» Attendance
— Employee Awards Repart
— Review Transactions
— Direct Reports
[ Recruiting
[ Workforce Administration
[- Benefits
[ Compensation
[+ Global Payroll & Absence

Save I ﬂvailablefnrReWewl Cancel |§ ET

Return to Document Detail

All Learning

Section 1 - HURAIAN RINGKAS

HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA
i

¢

Comments: *

3. lIsikan
komen dan
pemarkahan
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MyLinks Select One:

( 4. Klik ‘Calculate All \

= Manager Self Senice Section 8 - Overall Summary Ratings’ untuk
[ Time Management Rating: 0.00 & mendapatkan jumlah
b -IJr?fgramn:ﬁZimmm Comments: L& markah Ciri-ciri Umum
[ Compensation and Stock - '-_> da.n Ciri-cirilKhusus .
b Benefits sekaligus peratusan bagi
> Team Learning k penilaian keseluruhan. J
= Performance Management
= Performance 4 )
Documents 5. Klik ‘Available for
[ Administrative Tasks [ d ) vavae? i
— Create Documents o
_ Create Documents By menamatkan penilaian.
Group \. J

— Current Performance
Documents

- Historical Documents

- Yiew-Only Documents

— Approve Documents

Section}9 - ULASAN PEGAWAI YANG DINILAI
ULASAN 2EGAWAI YAN 3 DINILAI TERHADAP PENILAIAN
- Team Learning

Descripfion: Sila isikaf bahagian ini samada setuju atau tidak setuju dengan
penilaiah yang diberikan.
— View Approval Status L 4

— Maintain Performance Calculate l” Ratings
Motes

[> Organization Management

- Attendance Cancel EBluation |
- Employee Awards Report
- Review Transactions

- Direct Reports
[ Recruiting |ﬁvailahlefnrReweﬂ| Cancel | é E] Return to Document Detail All Learning

[> Workforce Administration
[» Benefits

[ Compensation

[» Global Payroll & Absence

6. Klik ‘Save’ jika ingin
meneruskan kemudian.

ter
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[» Self Senvice
= Manager Self Senice
[» Time Management
[» Job and Personal
Information
[» Compensation and Stock
[» Benefits
[» Team Learning
= Performance Management
= Performance
Documents
[» Administrative Tasks
— Create Documenis
- Create Documents By
Group
- Current Performance
Documents
- Historical Documents
— Yiew-Only Documents
— Approve Documents
— Team Learning
— View Approval Status
- Maintain Performance
Notes
[» Organization Management
[» Attendance
— Employee Awards Repor
- Review Transactions
- Direct Reports
[» Recruiting
[» Workforce Administration
[» Benefits
[» Compensation

MS
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[

m

Home Worklist

Performance Document - Performance Document - Annual

Available for Review

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

You have chosen to allow the employee to view this evaluation. To confirm that that the employes
can view evaluation, click the QK button.

The overall rating you have assigned to this document is Baik.

Addto My Links GEMS Help Centre  Sign out

MyLinks Select One: -

New Window | Customize Page | B

o |

6. Klik ‘OK’ jika selesai.
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MyLinks Select One: -
> Self Senvice 2 New Window | Customize Page | &,
< Manager Self Senvice

[» Time Management
[ Job and Personal Current Performance Documents s
Information D t Detail ( \
[;Es;r;;%fsnsahnn and Stock ocument Letalis Cafiiaran
b Team Learning ABDUL RAHMAN BIN ABDUL RAHIM, KERANI Makluman akan dihantar
< Performance Management | | Performance Document - Annual: 03/03/2012 - 30/09/2012 melalui emel secara
= Performance otomatik kepada Pegawai
Documents ¥ You have successfully made your evaluation available for the employee's review. atau Kakitangan yang akan
I Administrative Tasks |2 | dinilai
- Create Documents i
- Create Documents By Employee: ABDUL RAHMAN BIN ABDUL Job Title: KERANI . s
Group RAHIM Pegawai Penilai dan
- Current Performance Document Type: Performance Document - Annual Peripd: 03/03/2012 - 30/09/2012 Pegawai / Kakitangan yang
Documents Template: Bahagian 364 - Annual Document ID: 126097 dinilai masih perlu
B e Manager: DAYANGKU HAJAH ASILAHBINTI  Status: Available for Review S Gl
[Ew-nly Locuments PEMCIRAN HAJ CHUCHU membmcangkan dokumen
B Document Proaress prestasi yang telah dibuat.
— Team Learning 00 \ J
- View Approval Status || | 3tep Status Due Date
— Maintain Performance Establish Evaluation Criteria ¥ Completed 0110/2012 View
Notes Review Self Evaluation O Not Started 30/09/2012
b Organization Hanagement Available for Mark Review
[ Attendance Complete Manager Evaluation € Reyiew 30/09/2012 View Held
- Employee Awards Report —
- Review Tranzactions
— Direct Reports
> Recruiting Return to Select Documents
[» Workforce Administration
[» Benefits
[» Compensation




Langkah 5: Meneliti dan Penerimaan Penilaian dan komen

Peranan: ePerformanceEmployee (Pegawai atau Kakitangan yang
dinilai)
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Pautan: Self Service -> Performance Management -> My MyLinks Select One: -
Performance Documents -> Current Performance Documents

=~ Self Senvice
[ Room Booking
[> Time Repomng
I Personal Information Current Performance Documents

[> Payroll and Compensation
[ Benefits ABDUL RAHMAN BIN ABDUL RAHIM
[> Learning and
Development Listed below are your current performance documents.
[ Learning
= Performance Management
= My Performance
Documents
- Current Performance
Documents
- Histarical Documents 1. Klik pautan
[ Other's Performance | :
Documents = ) Performance .Document
> Recruiting Activities Annual’ bagi tempoh
[» Atendance penilaian yang diperlukan.
- Verify Employee Performance Document - Annual 0110372012 30i09/2012 KERANI In Progress
Infarmation K )
- Review Transactions HAII CHUCHLU
[» Recruiting
[» Global Payroll & Absence
Momt
[ Workforce Development
[> 5et Up HRMS
[» et Up ELM
[ My Content
[> Content Management
[ Warklist
[> Reporting Tools L
— Take a Survey
— Change My Password

[ P limrmbi e

New Window | Customize Page | B,

Performance Documents Customize | Find | View All | 88 First [4) 12012 [/ L ast
Document Type Beqgin Date End Date Job Title Status Manager

LAY ANGCK]

~N

Performance Document - Annual 0300312012 30/08/2012 KERAMI Available for Rey
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MyLinks SelectOne: -
> Self Senvice ol New Window | Customize Page | [
[ Room Booking
[» Time Reporting
> Personal Information Current Performance Documents
[» Payroll and Compensation _
> Benefits Document Details
[» Learning and
Developmen ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
> Learning Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance Management
= My Performance Performance Document Details
Documents Employee: ABDUL RAHMAN BIN ABDUL Job Title: KERANI
— Current Performance RAHIM
Documents Document Type: Perormance Document - Annual Period: 03/03/2012 - 30/09/2012
— Historical Documents Template: Bahagian 3&4 - Annual DocumentID: 126097
[» Others Performance _ .
Documents E Manager: DAYANGKL HAJAH ASILAH BINTI Status; Available for Review
I Recruiting Activities PEMGIRAM HAJI CHUCHU
[> Attendance Document Progress
— Verify Employee Step Status Due Date
Information Establish Evaluation Criteria v Completed 011012012 View f \
. &f;::gn’”;m”sam”s Complete Self Evaluation O Not Started 300912012 Start 2. Klik pautan
b Global Payroll & Absence Review Manager Evaluation € AAIE0IBTr 955000015 e > , View pada
Mgmt Review Review Manager
I Warkforce Development Evaluation’ untuk
[» SetUp HRMS
> Set Up ELM Return to Select Documents membuka
dokumen.
[* My Content k )
[ Content Management
[ Worklist
[ Reporing Tools L
— Take a Survey
— Change My Password il
e et Je e
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EMS Home Worklist Addto My Links GEMS Help Centre  Sign ou
My Links Select One:
~ Self Senvice |+ New Window | Customize Page | (B
[» Room Boaoking
[» Time Reporting
[ Personal Information Performance Document - Performance Document - Annual
[ Payroll and Compensation B
 Benefits Manager Evaluation
[» Learning and
Development ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
I Learning Performance Document - Annual: 03/03/2012 - 30/09/2012 f . \
= Performance Management 3. Kaji semula
= My Performance Author; DAYANGKU HAJAH ASILAH BINTI Role: Manager penilaian prestasi
Documents PENGIRAN HAJI CHUCHU dan komen yang
— Current Performance Status: Available for Review Due Date: 30/09/2012 diberikan oleh
Documents Approval: Not Required = Pegawai Penilai
- Historical Documents A dalkeridian
[ Other's Performance The status ofthis evaluation is Available for Review. In this status, you may enter omments in the ‘ )
Documents £|  Employee Comments section, if applicable. klik pautan ‘Return
1> Recruiting Activities R
[» Attendance At any time you can save any entries you make on the evaluation by selecting the $ave button. k Detail’. j
— Verify Employee
Information -
— Review Transactions Return to Document Detail My Learning
b Recruiting Peringatan \
> Global Payroll & Absence ’ k_gﬁ ’
. ika awda tida
Mgmt Section 1 - HURAIAN RINGKAS ;
[ Waorkforce Development bersetuju dengan
b SetUp HRMS HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA penilaian dan komen
[ SetUp ELM Comments: yang diberikan, rujuk
[ My Content Pegawai Penilai
[» Content Management .
b Worklist untuk perbincangan
I: Reporting Tools L \ lanjut.
— Take a Sunvey
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= Self Service
[ Room Booking
[> Time Reporting
[> Persanal Information
[> Payroll and Compensation
[ Benefits
[» Learning and
Cevelopment
[+ Learning
= Performance Management
= My Perfarmance
Documents
— Current Performance
Documents
- Historical Documents
[» Others Performance
Documents
[ Recruiting Activities
[+ Attendance
= Verify Employee
Information
- Review Transactions
[» Recruiting
[» Global Payrall & Absence
Mgmt
[» Workforce Development
[» Set Up HRMS
[» Set Up ELM
[» My Content
[» Content Management
[» Worklist
[» Reporting Tools

m

Home

Worklist

Current Performance Documents

Addto My Links GEMS Help Centre  Sign out

MyLinks SelectOne: -

New Window | Customize Page | |

Document Details

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual; 03/03/2012 - 30/09/2012

Performance Document Details

Employee: ABDUL RAHMAN BIN ABOUL Job Title: KERANI
RAHIM
Document Type: Performance Document - Annual

Template; Bahagian 3&4 - Annual

Manager. DAYANGKU HAJAH ASILAH BINTI
FENGIRAN HAJI CHUCHU

Document Progress

Period: 03/0372012 - 30/09/2012
Document ID: 126097
Status: Available for Review

Return to Select Documents

Step Status Due Date 4. Pilih ‘Start’
Establish Evaluation Criteria ¥ Completed 0102012 Vie pada ‘Complete
Complete Self Evaluation © Not Started 300912012 Start [see———=p{  Self Evalution’
Review Manager Evaluation €0 AV@I30IET0r 5p o012 View untuk
Review meneruskan.
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Menu | MyLinks SelectOne:
< Self Senvice +  Performance Document - Performance Document - Annual
> Room Booking 7] .
I Time Reporting Self-Evaluation
[ Persaonal Information
I Payroll and Compensation ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
> Benefits Performance Document - Annual: 03/03/2012 - 30/08/2012
[* Learning and
Development Author; ABDUL RAHMAN BIN ABDUL Role: Employee
[» Learning RAHIM
= Performance Management Status: In Progress Due Date: 30/09/2012
= My Performance ) ) )
Documents Enter ratings and comments for each section where applicable. To save changes made to the
TR | ionseanssoe o e nshodptin o o, st Come
Documents L) ger.
— Historical Documents
» Others Performance | Save Complete | Cancel | & E Return to Document Detail My Learning
Documents 3
[ Recruiting Activities
[ Aftendance ]
— Verify Employee Section 1 - ULASAN PEGAWAI YANG DINILAI ( \
lormaton ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN. | i
_ Review Transactions ULASAJ EGA'IMI AHG DIHII THADAP PEHIIAH : : Peringatan
b Recruiting Description: Sila isikan bahagian ini samada setuju atau tidak setuju dengan Jika awda tidak
> Global Payroll & Absence penilaian yang diberikan. bersetuju dengan
Mgmt Comments: - penilaian dan komen
[ Workforce Development yang diberikan, rujuk
[- SetUp HRMS p i Penilai untuk
b Set Up ELM egav.val enilai ur.1 u
> My Content perbincangan lanjut.
[» Content Management \ J
[ Worklist
[ Reporting Tools L= 1
— Take a Survey
- Change My Password - Add ULASAN PEGAWAI YANG DINILA
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MyLinks Select One:

=~ Self Senice

EE?;’;“ Rit:;t]hnngg Save | Complete | Cancel | & El Return to Document Detail M( 5. Pilih ‘Accept \
[ Personal Infarmation Appraisal’ jika
[ Payroll and Compensation ) bersetuju dengan
| Benefits Section 1 - ULA*N PEGAWAI YANG DINILAI penilaian ATAU
’ Eﬂ:ﬁ:ﬂ ULASAN PEGAWAI Y ANG DINILAI TERHADAP PENILAIAN Reject Appraisal
[ Learning Description: Sila izikan bahagian ini samada setuju atau tidak setuju dengan k“ka tidak bersetu;u.J
= Performance Management penilaian yang dibefikan.
= My Performance Comments: L @ ( ~
Documents 6. Masukkan ulasan

awda didalam

. ) ruangan komen

— Current Performance
Documents

— Historical Documents ,_ Yang disediakan. )
[ Other's Performance |
Documents =
[ Recruiting Activities | ( 7. Klik ’Complete’ \
[+ Attendance 1 jika telah selesai
L Add ULASAN PEBAWA YANG DINILA | atau’Save'jika
Information ingin meneruskan
H;Reﬁ;wTransaﬁions \_ kemudian.
ecruing - onter
[» Global Payroll & Absence m
Mgmt () Accept Appraisal ) Reject Appraisal ( Peringatan \
[> Workforce Development Jika awda tidak
[ Set Up HRMS

[ Set Up ELM bersetuju dengan
> My Content penilaian, rujuk Pegawai
[ Content Management Save Complete o nt Detail 1 Penilai anda untuk

> Worklist \. perbincangan lanjut /
[» Reporting Tools LS
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MyLinks Select One: A

»

~ Self Senvice New Window | Customize Page | B

[ Room Booking
[ Time Reporing
I Personal Information Performance Document - Performance Document - Annual
[» Payroll and Compensation
> Benefits Complete Evaluation
[- Learning and
Development ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
[> Learning Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance Management
= My Performance You have almost finalized your evaluation. If you have no further changes, click the Complete button

Documents atthe bottom of this page.

— Current Performance
Documents

— Historical Documents
[» Dther's Performance

Documents T |m 8. Klik ‘Complete’
| Complete | P
[ Recruiting Activities e

[» Aftendance
= Verify Employes
Information
- Review Transactions
[» Recruiting
[» Global Payroll & Absence
Mgmt
[ Workforce Development

Once you click Complete your evaluation will be finalized and sent to your manager for review.

[ Content Management
[ Worklist

[ Reporting Tools L
- Take a Survey

- Change My Passward
L e L
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=~ 3elf Senice

[ Room Booking

[ Time Reporting

[+ Personal Information

[ Payroll and Compensation

[+ Benefits

[+ Learning and
Development

[+ Learning

= Performance Management
= My Performance

Documents

— Current Performance

Documents

— Historical Documents

[+ Others Performance

[+ Recruiting Activities
[» Attendance
— Verify Employee
Infarmation
— Review Transactions
[» Recruiting
[ Global Payroll & Absence
Mgmi
[ Workforce Development
[ SatUp HRMS
[ SetUp ELM
[ My Content
[ Content Management
[ Worklist

— Take a Survey
— Change My Password
_.u—q nnnnnn e

Performance Document - Performance Document - Annual

Home

Worklist

Complete Evaluation Confirmation

Your evaluation is finalized and marked as "Complete”.

Documents 3

[ Reporing Tools L

Addto My Links GEMS Help Centre  Sign out

MyLinks SelectOne: -
New Window | Customize Pag Saved

9. Klik ‘OK’
setelah selesai.




av
a0 @
¢ ;:-,'".l'.
GEMS Home Worklist AddtoMyLinks GEMS Help Centre  Sign out

SYTRLLESENT. S TRAAD TR e Pl

MyLinks Select One: A

+ Self Senvice o New Window | Customize Page | ,,
[ Room Booking
[ Time Reporing
> Personal Information Current Performance Documents
[ Payroll and Compensation .
b Benefits Document Details
[» Learning and
Development ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
I Learning Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance Management
= My Performance & You have successfully completed your evaluation.
Dcuments - — r—
— Current Performance OLTEELE o)
Documents Employee: ABDUL RAHMAN BIN ABDUL Job Title; KERANI o
- Historical Documents RAHIM Halaman ini akan
[ Others Performance Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012 terpapar
Documents 1 Template: Bahagian 3&4 - Annual Document ID: 126097
E E;;?"::gemm Manager: DAYANGKU HAJAH ASILAH BINTI  Status: Available for Review
_ Verify Emplovee PENGIRAM HAJI CHUCHU
Information Document Progress
- Review Transactions Step Status Due Date
[» Recruiting Establish Evaluation Criteria + Completed 01102012 Wiew
b ﬁ"’b?' e Complete Self Evaluation ¥ Completed 3010912012 View
gm .
[ Workforce Development Review Manager Evaluation LK ‘:‘:a',lable for 301092012 View
[ Set Up HRMS BVIEW
[» Set Up ELM
[» My Content
[ Content Management Retumn to Seledt Documents
[» Worklist
[ Reporting Tools L
— Take a Survey
- Change My Password i




Langkah 6: Melengkapkan Penilaian Prestasi Pegawai / Kakitangan

Peranan: ePerformanceManager (Pegawai Penilai)
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[+ Self Senvice
=~ Manager Self Senvice
[+ Time Management
[» Job and Personal
Information
[- Compensation and Stock
[- Benefitz
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Pautan: Manager Self Service -> Performance Management ->
Performance Documents -> Current Performance Documents

Add to My Links
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My Links Select One:

Current Performance Documents

Listed below are the current performance documents for which you are the Manager.

Performance Documents

Employee Document Type Beqin Date End Date Job Title Status

ABDUL RAHMAR . .

BIN ABDUL RAHIM Performance Document - Annual 030312012 30/09/2012 KERAMI Available for Review
ABDUL RAHMAMN } I Drnncans

AIN ABDUL RAHIM Performance Document - Annual 010312012 3000872012 KE

DAYANG HAJAH 2ITI o 1. Klik pautan ‘Performance
MARDYMAH BINTI  Performance Document - Annual 01A0/2010 30/09/2011 Document — Annual’ pada
AWANG HAJIIBRAHI @ Pegawai / Kakitangan yang akan
DAYANG NURLIL dinilai

HAFIZAH BINTIHAJL Performance Dacument - Annual 05/03/2012 30/09/2012 KE

MASHOR

HAJAH JAUYAH

BINTI HAJl KURUS Performance Document - Annual 011002008 30/09/2009 KERAMI In Pragress

HJ MOHD

BEZAIMARBIN KL Padormance Document . donual 3 01M0/2009 30/09/2010 KERANI In Progress

ABDULLAH

KAMARIAH BINTI . .

HAJ ASGAR Performance Document - Annual 0110/2011 30/09/2012 KERAMI Ayailable for Review
KAMARIAH BINTI

HAJI ASCAR Performance Document - Annual 011002009 30/092010 KERAMI InProgress

MOHAMMAD SAMRI

BN SALLEH/BAKAR Performance Document - Annual 0110/2008 30/08/2010 KERAMI In Progress

SAINI BIMN HAJIALL - Performance Document - Annual 011002011 30/09/2012 KERANI InProgress
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Information .
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[- Benefits
> Team Learning ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
< Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance
Documents Performance Document Details
b Administrative Tasks |2 Employee: ABDUL RAHNMAN BIN ABDUL Job Title: KERANI
— Create Documents RAHIM
B STEETE Documents By Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012
ro
— Template: Bahagian 3&4 - Annual Document ID: 126097
— Current Performance
Documents Manager: DAYANGKL HAJAH ASILAH BINTI Status: Available for Review
— Historical Documents PENGIRAN HAJI CHUCHU
- Vigw-Only Documents Document Progress
— Approve Documents Step Status Due Date
— Team Learning Establish Evaluation Criteria ¥ Completed 0110/2012 View .
~ Vew Approval S1EWS | peyiey Self Evaluation ¥ Completed 0002012 | View | 2. Kiik ‘View” pada
- Maintain Performance . — . ‘Review Self Evaluation’
Notes Complete Manager Evaluation € AV3130IETON 500012 View MarkReview
[ Organization Management Review Held
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Self-Evaluation

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

Author: ABDUL RAHMAN BIN ABDUL
RAHIM
Status: Completed

Role: Employee

Due Date: 30/08/2012

The document status is Completed.

New Window | Customize Page | [}

4 )

3. Teliti status
penerimaan

& B

|Return to Document Detail h@

penerlian dan
komen Pegawai /

Section 1 - ULASAN PEGAWAI YANG DINILAI

ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN

Description: Sila isikan bahagian ini samada setuju atau tidak setuju dengan
penilaian yang diberikan.
Comments: testing

Kakitangan yang
dinilai . Klik
pautan 'Return to
Document Detail'
setelah selesai.
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Current Performance Documents

Home Worklist

Add to My Links

Document Details
ABDUL RAHMAN BIN ABDUL RAHIM, KERANI

Performance Document - Annual: 03/03/2012 - 30/09/2012

Performance Document Details

Employee: ABDUL RAHMAN BIMN ABDUL
RAHIM
Document Type; Performance Document - Annual

Template: Bahagian 364 - Annual

Manager: DAYANGKL HAJAH ASILAH BINTI
PENGIRAN HAJI CHUCHU

Document Progress

step Status

Establish Evaluation Criteria + Completed

Review Self Evaluation + Completed

Complete Manager Evaluation LK Fwaillablefnr
Review

Return to Select Documents

Job Title: KERANI

Period: 03/03/2012 - 30/09/2012
Document ID: 126087
Status: Available for Review

GEMS Help Centre

Sign out

My Links Select One:

New Window | Customize Page | B

Due Date
0111012012 View /" 4.Klik pautan
30/09/2012 View 'Mark Review
1000912012 Vie Mark Review > Held’ pada
Held ‘Complete
Manager

\.  Evaluation’
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Performance Document - Perfermance Document - Annual
Manager Evaluation

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

Author: DAYANGKU HAJAH ASILAH BINTI
PEMGIRAN HAJI CHUCHU
Status: Available for Review

Approval: Mot Required

Role: Manager

Due Date: 30/09/2012

The status ofthis evaluation is Available for Review. In this status, you may enter comments in the
Manager Comments section, if applicable.

At any time you can save any entries you make on the evaluation by selecting the Save button. If you
are ready to confirm that the review was held with the emplayee, click the Review Held button to
notify the employee they are able to acknowledge the evaluation.

Review Held 5. Klik ‘Review Held'’

Section 1 - HURAIAN RINGKAS

HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA
Comments:
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Home Worklist

Performance Document - Performance Document - Annual

Review Held

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

You have chosen to confirm that the performance review was held for this document. To confirm that
areview was conducted, click the OK button.

Group
= Current Performance
Documents
- Historical Documents
— View-Only Documents
— Approve Documents
— Team Learning
— View Approval Status
— Maintain Performance
Notes
[ Organization Management
[» Attendance
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— Direct Reports
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[ 0K ||amesie] )[ 6 - Klik ‘OK’ ]
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[» Self Semvice
= Manager Self Senvice
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[» Time Management
[ Job and Personal Current Performance Documents

Information .
[ Compensation and Stock Document Details
[- Benefits
I ABDUL RAHMAN BIN ABDUL RAHIM, KERAN
< Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012

= Performance

Documents 4 You have successfully marked the review held for your evaluation.

[ Administrative Tasks |2

- Create Documents Performance Document Details

- Create Documents By Employee: ABDUL RAHMAN BIM ABDUL Job Title: KERANI
GEraup RAHIM

- Current Performance Document Type: Performance Document - Annual Period: 03/03/2012 - 300092012
Documents Template: Bahagian 3&4 - Annual Document ID: 126097

— Historical Documents
- View-Only Documents

— Approve Documents

Manager; DAYANGEL HAJAH ASILAH BINTI Status: Review Held
PENGIRAN HAJI CHUCHU

— Team Leaming Document Progress
— View Approval Status || | Step Status Due Date
— Maintain Performance Establish Evaluation Criteria ¥ Completed 1A0/2012 View
5 DNﬂ_t?S . 1 Review Self Evaluation ¥ Completed 3000012012 View i
atondance Complete Manager Evaluaion 4 ReviewHeld 300912012 View |Acknowled /- Klik pautan
endance Acknowledge
- Emplovee Awards Report
- Review Transactions
_ Direct Reports Return to Select Documents
[ Recruiting
[ Workforce Administration
[» Benefits
[ Compensation

[ Global Payroll & Absence
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Mylinks SelectOne:

I Self Senice |+ New Window | Customize Page | &,
=~ Manager Self Senvice
[» Time Management
> Job and Personal Performance Document - Performance Document - Annual
Information B
[ Compensation and Stock Manager Evaluation
[ Benefits
> Team Leaming ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
= Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012
= Performance
Documents Author: DAYANGKU HAJAH ASILAHBINTI  Role: Manager
[ Administrative Tasks | PENGIRAN HAJI CHUCHU
— Create Documents Status: Review Held Due Date: 30/09/2012

— Create Documents By

Group
— Current Performance The status of this evaluation is Review Held. In this status, you may enter comments in the

Documents Manager Comments section, if applicable.
— Historical Documents

Approval: Mot Required

— View-Only Documents At any time you can save any entries you make on the evaluation using the Save for Later button. If
— Approve Documents you need to acknowledge the evaluation for the employee, click the Acknowledge button and select
— Team Learning areason why you are acknowledging the evaluation for the employee.
B :;m_w Approval Stafus | ( 8. Klik ‘Acknowledge
aintain Performance _—
Notes | Acknowledge Reviem.l 3 = Review’
[» Organization Management N
[+ Atendance
e Section 1 - HURAIAN RINGKAS
— Review Transactions
- Direct Reports HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA
[+ Recruiting Comments:
[ Workforce Administration
[ Benefits
[ Compensation
[ Global Payraoll & Absence i
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= Manager Self Service

[» Time Management

b -f:f';ram”:ﬁi';’sona' Performance Document - Performance Document - Annual

Egumn;fsnsaﬁon and Stock Acknowledge Evaluation for Employee
Ene

[ Team Leaming ABDUL RAHMAN BIN ABDUL RAHIM, KERANI

= Performance Management Performance Document - Annual; 03/03/2012 - 30/09/2012

= Performance

Documents .
b Administrative Tasks | = You have chosen to acknowledge the performance evaluation for the employee. ( 9 - Pilih ‘Manager Override’ jika \
- Create Documents Note: Employee has ACCEPTED this appraisal. Pegawai / Kakitangan yang dinilai

— Create Documents By - >
Group @ Manager Override

bersetuju dengan Penilaian Prestasi
— yang dijalankan ATAU pilih ‘Employee
- | ;' -: A F— .o . .

~HIEALFEROMMANCE ) Employee Refused Refused’ jika Pegawai / Kakitangan

Documents
— Historical Dacuments To confirm that you would like to acknowledge the performance evaluation, click th k tersebut tidak bersetuju )

- View-Only Documents
— Approve Documents

— Team Learning |
- View Approval Status | l oK | Camet 1 10. Klik ‘OK’
— Maintain Performance
Notes
[ Organization Management
[» Attendance
- Employee Awards Report
— Review Transactions
— Direct Reports
[+ Recruiting
[- Warkforce Administration
[- Benefits
[ Compensation

[» Global Payroll & Absence
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= Manager Self Service
[ Time Management
[ Job and Personal Current Performance Documents
Information _
[ Compensation and Stock Document Details
[ Benefits
b Team Learning ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
= Performance Management Performance Document - Annual: 03/03/2012 - 30/09/2012
= Parformance
Documents 4 You have successfully acknowledged your evaluation.
[+ Administrative Tasks |E
— Create Documents Performance Document Details
— Create Documents By Employee: ABDUL RAHMAN BIN ABDUL Job Title: KERANI
Group RAHIM
— Current Performance Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012
Documents Template: Bahagian 3&4 - Annual Document ID: 126097
B :'::iﬁ;%%’iﬂ”%’i’:fg Manager: DAYANGKU HAJAH ASILAH BINTI  Status: Acknowledged
PENGIRAN HAJI CHUCHU
— Approve Documents D tP
e
~ View Approval Status || | Step Status Due Date
— [Maintain Performance Establish Evaluation Criteria + Completed 01102012 View 11. Klik
Notes Review Self Evaluation + Completed 30/09/2012 View ‘Complete’
[ Qrganization Management . )
b Attendance Complete Manager Evaluation Acknowledged 301092012 View | Complete > pada
- Emplovee Awards Report ‘Complete
- Review Transactions Manager
— Direct Regmts M Evaluation’
[+ Recruiting
[ Workforce Administration
[» Benefits
[ Compensation

[ Global Payroll & Absence
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Performance Document - Performance Document - Annual
Manager Evaluation

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/08/2012

Author: DAYANGKU HAJAH ASILAH BINTI
PENGIRAN HAJI CHUCHU
Status: Acknowledged
Approval: Mot Required

Role: Manager

Due Date: 30/09/2012

The status of this evaluation is Acknowledged. In this status, you may enter comments in the
Manager Comments section, if applicable.

At any time you can save any entries you make on the evaluation by selecting the Save button. If you
are ready to submit the evaluation for approval, click the Submit for Approval button to route the
document through the appropriate approval process. If approval is not required then click the
Complete buttan.

Complete

12. Klik ‘Complete’ setelah selesai

\.

Section 1 - HURAIAN RINGKAS

HURAIAN RINGKAS BAGI TUGAS-TUGAS UTAMA
Comments:
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Performance Document - Performance Document - Annual

Complete Evaluation

ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
Performance Document - Annual: 03/03/2012 - 30/09/2012

You have almost finalized your evaluation.

To confirm that you would like to mark the evaluation as completed, click the Complete button. Do
not complete this evaluation until you have finalized each section.

Complate I - 13. Klik ‘Complete’
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Performance Document - Performance Document - Annual

Home

Worklist

Complete Evaluation Confirmation

The performance evaluation is finalized and marked as "Complete”.

lobal Payroll & Absence

ok | )[ 14. Klik ‘OK’ ]
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> Self Senvice - New Window | Customize Page | &,
=~ Manager Self Semvice

[» Time Management
[ Job and Personal Performance Document History
Information B
[ Compensation and Stock Document Details
[ Benefits
b Team Leaming ABDUL RAHMAN BIN ABDUL RAHIM, KERANI
< Performance Management Performance Document - Annual; 03/03/2012 - 30/09/2012
= Performance
Documents “ You have successfully completed your evaluation.
[ Administrative Tasks ||=
— Create Documents Performance Document Details -
- Create Documents By Employee: ABDUL RAHMAN BIN ABDUL Job Title: KERANI Halaman ini akan
Group RAHIM terpapar
- Current Performance Document Type: Performance Document - Annual Period: 03/03/2012 - 30/09/2012
Documents Template: Bahagian 3&4 - Annual Document ID: 126007
:;‘;ﬂ%ﬁ;gﬁﬂ”&ﬂfﬁ Manager: DAYANGKU HAJAH ASILAHBINTI  Status: Completed
PENGIRAN HAJI CHUCHU
— Approve Documents D m
e
— View Approval Status || | 3tep Status Due Date
— Maintain Performance Establish Evaluation Criteria ¥ Completed 011012012 View
o Notes . t Review Self Evaluation + Completed 30/09/2012 View
rganization Managemen . .
b Attendance Complete Manager Evaluation " Completed 3010912012 View
— Employee Awards Repor
— Review Transactions
— Direct REQDI’TS M
[ Recruiting
[» Workforce Administration
[- Benefits
[ Compensation

[- Global Payroll & Absence
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Nota

Dokumen Penilaian Prestasi yang telah siap boleh dilihat dari pautan

berikut:

1) Manager Self Service

Manager Self Service -> Performance Management- Performance
Documents> -> Historical Documents

2) Self Service
Self Service -> Performance Management-> MyPerformance Documents ->

Historical Documents




